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1.

®T/1.B.02

HepequL IJIAHUPYEMbBIX PpPeE3YyJdbTaTOB Oﬁy‘leHHﬂ nmo JAUCHHUIIIMHE, COOTHECCHHBIX C
IVIAHUPYEMBIMHU peE3yjJdbTaTaMu 0CBOCHUS Oﬁpa30BaTe.ﬂbH0ﬁ nmporpaMmmanl

JlenoBoii HMHOCTpaHHBIA A3BIK OOecrneurnBaeT (POpMHUPOBAHME Yy OOyYArOUIMXCS —CIETYHOUIUX

YHUBEpCAIbHBIX, 001IenpodeccCHOHaIbHBIX U TPO(EeCCHOHATBHBIX KOMIIETECHIIMNA:

OT®/T® u Kon HaunmenoBanue Kon HaumenoBanue OOpasoBaTe/IbHBIN pe3yabTar **
PEKBH3UTHI |KOMIICTCHIIMHU WHIUKATOPAa |MHAUKATOPA AOCTHKCHHUS
Komnerenuun .
IIC w* s JOCTH:KEHHS KOMIIeTeHIUM **
KOMIIeTeHII NI
(npu ek
Hanuyuu) **
YK-4 Criocoben VK-4.4. YMeer BBINONHATL | VK-4.4. 3-1. 3naem 3HAYECHUS OCHOBHOU
@I'oC BO OCYIIECTBIIATH nepeBosl Po(eCCUOHATBLHON TEPMHMHOJIOTHH HAa HHOCTPAHHOM
NIEJIOBYIO npo¢ecCHOHATBHBIX A3BIKE;
KOMMYHHKAIIUIO B TEKCTOB ¢ MHOCTpaHHOTO(- | VK-4.4. 3-2. 3naem xak TepeBOIUTh pa3iIHyYHbIC
YCTHOU U bIX) s3blka (-OB) Ha | ycTOWYMBBIE ()pa3bl U COKpAIICHUS, XapaKTEPHbIE IS
MUCbMEHHON (hopMax TOCY/apCTBEHHBIH  S3BIK | CIELUATIbHOCTH;
Ha rOCy1apCTBEHHOM P® u c rocynapctBenHoro | VK-4.4. 3-3. 3naem KIIOUEBBIE pa3IUUMs MEKIY
s3pIKe Poccuiickon SI3bIKA P® Ha | TEKCTaMH JIEII0BOTO, Iy OJIUIIMCTUYECKOTO u
Denepanyu u WHOCTPaHHBIH (-bI€) pa3roBOPHOIO CTHJIEH.
MHOCTPaHHOM(BIX) VK-4.4. V-1. Vmeem HaxoguTh # TEPEBOAUTH
s13bIKe(ax) HE3HaKOMble  MPO(ecCHOHANbHbIE  TEPMHHBI IO
CJIOBApIO;
VK-44. V-2. Vmeem mnoHuMarh OOMMHA CMBICI
poeCCHOHATBFHOTO TEKCTA;
VK-4.4. V-3. Vmeem BBIIONHATH HNUCBMEHHBIH U
YCTHBIM IEPEBOJ TEKCTOB II0 3HAKOMOW TEMATHKE C
COOJIIOJICHMEM OCHOBHBIX TIPaBWJI TpaMMaTHKH H
MCIIOJIb30BaHUsI COOTBETCTBYIOIIEH JIEKCHKH.
YK-4.5 Bener nenosyro nepenucky | VK-4.5. 3-1. 3naem CTpyKTypy M KOMIIOHEHTBI

Ha MTHOCTPAHHOM(-bIX)
SI3BIKE(-aX) C Y4ETOM
0COOEHHOCTEHN CTUITMCTUKHU

O(i)I/II_II/IaJ'ILHHX IIUCEM U

O(QUIMATIBHOTO MUChbMA HA THOCTPAHHOM SI3BIKE;
VK-4.5. 3-2. 3naem KiroueBbl€ IIpaBWJIa 3TUKETA MpPU
BEJICHUM [ICJIOBOMl MEpPEenucKu C  3apyOexHbIMU
MapTHEPAMU;




COIIMOKYJIBTYPHBIX
pa3IuIui

VK-4.5. 3-3. 3naem XIIO4Y€BbIE OTIWYUA TIHCEM
OQUIMATEHOTO CTUJISL OT THCEM HEO(PHUIIUAIBHOTO
CTHIIS;

VK-4.5. V-1. Vmeem mnucarb AelOBble MUCbMa IO
obpasiry;

VK-4.5. V-2. Ymeem ucnonb3oBath TOTOBEIE (hpa3bl U
KJIUIIIE B 3aBUCUMOCTH OT IIeJId TUChMa;

VK-4.4. V-3. Vmeem yuuTeiBaThb KyJIbTYpHBIE
OCOOCHHOCTH CTpaHbI ajipecaTta npu GopMyITUPOBAHUHI
TEKCTa JEIOBOTO MUCHMA.

YK-4.6

BricTpanBaet
KOMMYHHKAITUHN HA
MHOCTPAHHOM SI3BIKE B
[Pa3TTUYHBIX
podeCcCHOHATBHBIX
CUTYaIlUsIX B 3aBUCUMOCTHU
OT MOCTaBJICHHBIX 3a7a4,
BIIaJICeT HAaBBIKAMU
ApryMEHTHPOBAHHOTO
M3II0KEHUST COOCTBEHHOM
TOUYKH 3pEHUS U BEACHUS
TUCKYCCHH

VK-4.6 3-1. 3naem OCHOBEI BEICHUA Oecen,
JUCKYCCUI Ha akaJeMHU4YecKHe U MpodecCHOHATIbHBIC
TEMBI;

VK-4.6 3-2. 3unaem pa3nnuus
He(dopMaIbHOH KOMMYHHUKAIIHH;
VK-4.6 3-3. 3uaem BbICTpauBaeT KOMMYHHUKAallUU Ha
MHOCTPAHHOM $I3bIKE B Pa3IMYHbBIX MPO(ecCHOHATbHBIX
CUTyallusX,  y4YUTBIBasE  JIMHTBOCTPAHOBEIUYECKUE
ACIEKTHI,

VK-4.6. V-1. Ymeem 0OBACHATH CBOIO TOUKY 3pEHUS U
BBICKA3bIBAaThCSl Ha OINpeAeNEHHbIE TEMbl, HCIOJIb3YS
001IeyTOTpEeOUTENHHBIC pedeBbie MOJIETIH,
rpaMMaTUYECKUE CTPYKTYpbl M COOTBETCTBYIOIIYIO
JICKCHUKY;

VK-4.6. V-2. Ymeem 3agaBath BONPOCHI U OTBEYATh HA
HUX B XOJe OOCyXAeHHs pabodymx BOMPOCOB C
3apyOEKHBIMU MTAPTHEPAMH;

VK-4.6. V-3. Vmeem wmeHsaTh cCTHIB pa3roBopa
(ounmanpHbIl / HEODHUIMAIBHBIN) B 3aBUCUMOCTH OT
CUTYaIHH.

dopmanpHOH U




2. O0beM U MeCTO TUCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM
NMPOrpamMmsblI

OO0t 00beEM TUCHUATUINHEL:

4,00 3.e., 144 ak.gac

KonrtakTHass paboTa oO0ydarolIuMXxcsi C MpernojiaBaTeieM IO BHAAM Y4YeOHBIX
3aHATHI: 76 aK. yac HAa KOHTAKTHYIO paboTy C mpernojaBareneM, u3 Hux 68 ak.qac Ha
MPAKTUYECKUE 3aHSITHUA, Ha aTTECTAIMIO B IEPHOJ] IK3aMEHAIIMOHHBIX CECCUM & 4acoB,
68 aK. yac Ha CaMOCTOSITEIBHYIO Pa0OTy 00yUYarOIINXCS.

OT/I.B.02 [lemoBoit ”HOCTPAHHBIN SA3BIK peanu3yeTcs B 5-6 cemecTpax 3 Kypca.



3. Coaep:xaHue U CTPYKTYPA AUCHUIITHHBI

3.1. CtpyKTypa JUCHUILIUHBI
Ounas gpopma 06yuenus

Ne n/n | HammeHoBaHHe TeM U (HJIH) O0beM TUCHMIIINH, aK.Yac
pasaeiioB BCEI'O KonrakTHas pa6ora dopma
o0yyarommxest TEeKyLIero
¢ mpenoaaBaTeJieM M0 BUIAM CamocTosiTeJbHAsI KOHTPOJIfA
Y4eOHBbIX 3aHATHI padora ycneBaeMocCTH,
Ilepuoa TeopeTH4YeCKOro 00y4eHU Iepuon MPOMEKYTOYHOM
MPOMEKYTOYHO aTTecTalMu
i aTTecTanuu
(ceccusi)
3ausTus 3ausTus HK | KCP | KD CPxp |[CP3x| CP
JICKITHOHHOTI' 0| CCMUHAPCKOI A
THIIA 0 THIIA =
2 e
J BJI | JIP 3 | e
g | =
<
<z | =
e
=

Pa3nen 1 IlepBble maru B yrpaBieHUn

Tema 1| [lenoBasi KOMMYyHUKALIUS. 34 0 0 0 18 0 0 0 0 0 0 16 YO, T3, P3

Tema 2| Ctpykrypa kommanuii u | 34 0 0 0 18 0 0 0 0 0 0 16 YO, T3, P3
OpraHu3aIui.

[TpomexyTouHas aTTecTalus 0 0 0 0 0 0 0 0 0 0 0 0 3auer

Bcero 3a 5 cemectp: 72 0 0 0 36 0 0 0 4 0 0 |32 KT

Paznen 2 D¢ddexktuBHOE yripaBieHue




Tema 3| YnpasneHnue. 34 16 18 VO, T3, P3
Tema 4| JlenoBas nepenucka. 34 16 18 YO, T3, P3
ITpomexyTouHas aTTecTanus 0 0 0 | 3auer c oueHKoMI
Bcero 3a 6 cemectp: 72 32 36 KT

Uroro 144 68 68

HUcnon b3yemble COKpawerus.

JI — nexumu - 3aHATHA, IpELyCMaTPHUBAIOIINE MPEUMYIIECTBEHHYIO Nepeady ydeOHol MH(popmanny oOydaromumMest MelarorndecKuMi paboTHIKaMu

OpraHu3anuu " (I/IJ'II/I) JMIaMHu, IPUBJICKAEMbIMHA OpFaHHSaL{HCﬁ K peanunsannun O6p330BaTGJ'ILHbIX IporpaMm Ha UHBIX YCJIOBI/U[X,).

BJI — Buneo nexuuu.
JIP — nabopaTtopHsbie pabOThI.

13 — mpakTudeckue 3aHATH (32 HCKITIOYCHIEM
nabopaTopHbIX padoT). UK — nHauBH Iy aIbHBIC

KOHCYJIbTAIl1H.

KCP — xoHTpOISIB
camocTosTeNbHOI padoter KO —
KOHCYJIbTAIMH TIepe]
9K3aMEHOM

KatTak — KoHTakTHas paboTa Ha aTTECTALNIO B IEPHO/T 3K3aMEHAIMOHHBIX CECCHI

Kontpoins - koHTakTHast paboTa Ha aTTECTAIMIO B IEPHO/T SK3aMEHAIIMOHHBIX CECCHI ATIsl 3a0YHOM (hOPMBI

o0yuenust CPkp — camocTrosiTenbHast paboTa Ha IIOATOTOBKY KypCOBOM paboThl/ KypcOBOTO MPOEKTA.

CP»ak — camocTosiTennpHas paboTa Ha MMOATOTOBKY K 2K3aMEHY.

CP — camocTosTenpHast paboTa B ceMecTpe Ha MOATOTOBKY K YUeOHBIM 3aHSATHSM.

T3 - TecroBoe 3amanne, YO - ycTHBIH ompoc, P3 — pasHOypoBHEBBIE 3aMaHus (AUCKYCCH, dcce (IoKiaz, coodmenne), KT - koHTponmbHas Touka




3.2. CoaepxaHue AUCHUTLIAHbBI

Paznen 1 IlepBble maru B ynpaBJieHUH

Tema 1. [lesioBas kommyHukanus. YK-4.4.; YK-4.6.

JlenoBass koMMyHUKalus B mnpodeccuoHanbHOM cpeae. DopmaibHbie U
He(hOopMalIbHbIE JIETIOBBIE KOHTAKTHI. Y CTaHOBJIEHUE MPOGECCUOHAIBHBIX KOHTAKTOB C
3apyOexkHbIMU TlapTHepamu. CTHIIM pa3roBopa M Oeceibl: BUIBI U OCOOCHHOCTH.
Omnnaitn 1 onaitH cnocodobl KOMMYHUKALIMH.

I'pammatuka: BpemeHa anrimiickoro rtiarona: Past Continuous, Present Perfect
Continuous.

Tema 2. CTpykTypa komnanuii u opranmsanmnii. YK-4.4.; YK-4.6.
OcHoBHbI€ THITBI Opranu3anuil. CTpykTypa KoOMIaHui 1 opranusaiuii. Pabouee mecro,
paboTa B KOMaH[IE.

I'pammaruka: ¥YcnoBubie npenoxenus I, 11, 11 turos. HynmeBoit apTukib.

Pa3znen 2 DppexTuBHOE yIIpaBICHUE

Tema 3. Ynpasienue. YK-4.4.; YK-4.6.
VYnpasnenue. O0s3aHHOCTH U JIMYHbIE KauecTBa ynpaBjeHla. [[puHIMIBI 1 ceKpeThI
3¢ (HEeKTUBHOTO yIpaBICHHUS.
I'pammaruka: Ilpuparounsle omnpenenurenbHble  npegioxeHus. [IpupaTrouynsie
NPEAJIOKEHHUS LIENH, IPUYHUHBI, TIPOTUBOIIOCTABIICHUS

Tema 4. Jle1oBast nepenucka. YK-4.4.; YK-4.5.; YK-4.6.
JlenoBasi mepenucKa: OCHOBHBIE THIIBI MUCEM M HMX IMPAKTUYECKOE NPUMEHEHHE.
OcoOEHHOCTU CTUJIS: KITIOYEBBIE OTIMYHUS MUCEM OQPUIIMAIBHOTO CTHIISI OT MHCEM
HeoduimansHoro ctuiis. [lepenucka ¢ napTHepamMu U3 pa3HbIX KyJIbTYP.
I'pammatuka: BpemeHa anrmiickoro riarona: Past Perfect Continuous, Future
Continuous, Future Perfect.

4. Tunsi OIICHOYHLIX MaTE€pPHUaJI0B, IIOKAa3aTECJIH U KPUTECPUH
Ol¢cHUBaHUHA

4.1. Ouenounbie Marepuansl 10 auciummae OT/A.B.02 lenoou
WHOCTPAHHBIN S3BIK BXOJST B COCTaB OLIEGHOYHBIX MAaTE€pPUAIOB M0 00pa30BaTEIbHOM
nporpaMme. COBOKYNHOCTh OLEHOYHBIX MAaTEpUajoB IO BCEM JIUCLUILUIMHAM
(MoaynisiM) 0Opa3oBaTEIbHOM MPOrpaMMbl COCTaBIs€T (POH]I OLEHOYHBIX CPEJICTB
(mamee — ®OC). ®OC wucnonap3yercss NpU MPOBEACHUM TEKYILIETr0 KOHTPOJIS
yCIIEBAEMOCTH U MPOMEXKYTOUHOM aTTECTAllUU O0YYAIOIIMXCS C LIETbI0 OLEHUBAHUS
JOCTIKEHUS 00YUaIOIUMUCS TUIAHUPYEMBIX Pe3yJIbTaTOB O0YyUCHHS.

4.2. ®OC pazpaboTaH Kak KOMIUIEKC MPOBEPOUYHBIX 3aJaHUN Pa3ITUIHOTO
TUIIA U YPOBHS CJIOKHOCTH, BKJIFOUAET KPUTEPUU M ILIKAJIbl OLICHUBAHUS, a TaKXKe
«KIr04Yn» npaBuwibHBIX 0TBETOB. DPOC QopmupyeTcss Kak OTAEIbHBIA JTOKYMEHT U

XPaHUTCS B 3JIEKTPOHHOM BHJIE, 10cTyn K POC npe1ocTaBieH OrpaHUdYEHHOMY KPYyTy
JULL.



4.3. Jlns camocrosiTenbHOM pPabOThl 0OydYarommxcs MpU TMOATOTOBKE K
TEKyIIEMY KOHTPOJIO YCIEBAEMOCTH M TPOMEKYTOYHOM aTrTecTaliui B pabodmx
mporpaMmax JUCIUIUINH pPa3MENICHbl THUIIOBBIC MPOBEPOUYHBIC 3a/IaHUSI, KOTOPHIE
MOXHO YCIIOBHO pa3JeiuTh Ha 3aJaHusl 3aKpPhITOr0, KOMOWHUPOBAHHOTO U
OTKPBITOTO THUTIOB.

3amaHusl 3aKPBITOTO THUIMA — 3TO TECTOBBIC 3aJaHUS, B KOTOPBIX KaXKIbIH
BOIIPOC COTIPOBOXIACTCS TOTOBBIMA BapUaHTAMH OTBETOB, M3 KOTOPBIX HEOOXOIUMO
BBIOpATh OJIMH WM HECKOJIBKO MPABUIIHHBIX.

3amannsi KOMOWHUPOBAHHOTO THIIA — 3TO TECTOBBIC 3aJaHUs, B KOTOPBIX
KaX/IbIii BOMPOC COMPOBOXKIACTCS TOTOBBIMH BapHaHTAMH OTBETOB, U3 KOTOPBIX
HEOOXOMMO BBIOPATh OJTMH MU HECKOJIBKO MPABUIIBHBIX 1 000CHOBATH CBOM BHIOOP.

3amaHusi OTKPHITOTO THIA — O3TO 3aJlaHusl, B KOTOPBIX HAa KaXKIBIH BOMPOC
JIOJIKEH OBITh TIPEJIOKEH PA3BEPHYTHIII 000OCHOBAHHBIN OTBET.

B 3aBucumoctm OT TuMa 3a7aHUs PEKOMEHJIOBAHBI  OIpeelieHHas
MIOCJICJIOBATEILHOCTD BBHITIOJIHEHHS 1 CUCTEMA OIEHWBAHMS BBITIOJTHEHUS 3a/IaHUN.



4.4, Tunsl BaﬂaHHﬁ, COCHAPpHWH BBIIIOJIHCHHUA, KPUTCPHUH OLICHUBAHUS

TUIT 3SATAHMA

NMHCTPYKIMA

CHHEHAPHWH BBITTOJIHEHM S

KPUTEPUHM OLIEHMBAHI A

3amaHue  3aKpBITOTO
TUTIA C BBIOOPOM OJHOTO
NpPaBWIBHOTO OTBETa W3
HECKOJIBKUX BapHWaHTOB
TPEITI0KESHHBIX

[Ipounraiite TekKcT,
BbIOEPUTE MPABUIIBHBIN
OTBET

1. BHUMaTenbHO NPOYNTATh TEKCT 3a/1aHUS U MIOHSTD,
YTO B Ka4eCTBE OTBETA OXHIACTCA TOJIBKO OIUH W3
MPEUI0KEHHBIX BAPHAHTOB.

2. BHUMaTenbHO ~ TPOYMUTATH
BapHUaHT-Thl OTBETA.

3. Bb1OpaTh 0JJMH BEpHBII OTBET.

4. 3anucaTh TOJBKO HOMEp (MU OyKBY) BBIOpAHHOTO
BapuaHTa oTBeTa (Hampumep, 3 uinu B).

peI0KEHHbBIE

OTBeTr cuMTaeTcsl BEPHBIM, €CIH
IOpaBWIBHO YyKa3zaHa uLudpa wiu
OykBa

BaﬂaHI/Ie 3aKpbITOT'O
TUIIa Ha YCTAHOBJICHHC
COOTBCTCTBUA

[Ipouuraiite TekcT u
YCTaHOBHTE
COOTBETCTBUE

1.BHUMaTenpHO TpOUYMTAaTh TEKCT 33JaHUA MU
MOHSTh, YTO B KayeCTBE OTBETAa OXKUIAIOTCS Maphbl
HJIEMEHTOB.

2. BHuMaTensHO mpovnTaTh 00a CHUCKA: CHHCOK 1 —
BOIPOCHI, yTBEPKICHUS, (PaKThl, IOHATUS U T.1.;

CIHCOK 2 — yTBEP)KICHHSI, CBOHCTBA OOBEKTOB U T.I.

3. ConocTaBUTh AJIEMEHTHl cIUCKa | ¢ 31eMeHTamMu
cnucka 2, copMHUPOBAThH Mapbl 3JIEMEHTOB.

4. 3anucaTh nonapHo OYKBBI U IUQPHI (B 3aBUCUMOCTH OT
3aJlaHus) BapMaHTOB oTBeTa (Hampumep, Al unu b4).

OTBeTr cuMTaeTcs BEPHBIM, €CIH
NPaBWIBHO yKa3aHbl OUGPHI WIH
OYKBBI

3ajaHue  3aKpbITOTO
TUTA c BEIOOpOM
HECKOJIbKUX TPaBUIIBHBIX
OTBETOB M3 HECKOJBKHX
BapUaAHTOB
NPEIUIOKEHHBIX

[IpounTaiite TEKCT,
BbIOEpUTE TPABHUIIbHBIC
OTBETHI

1. BHEMaTeNTbHO IPOYUTATH TEKCT 3a/IaHUS U TIOHSTH,
YTO B KAYECTBE OTBETA 0’KUJAETCS HECKOJIBKO MPABUIIBHBIX
OTBETOB U3 MPEI0)KEHHBIX BAPHAHTOB.

2. BHUMaTenabHO NpOoYnTAaTh MPeI0KEHHBIE
BapHUaHT-ThI OTBETA.

3. BeIOpaTh HECKOJIBKO MPaBUIIbHBIX OTBETOB.

4. 3anucarb TOJILKO HOMepa (1iu OyKBbI) BBIOPAaHHOTO
BapHuaHTa oTBeTa (Hanpumep, 1 4 wu A T).

OTBeT cunTaeTcsi BEPHbBIM, €CIIU
NpaBUIbHO  YCTAHOBJIEHBI  BCE
COOTBETCTBUS (MO3ULIUU U3 OJHOTO
cTOJI0IIa BEPHO COIOCTABJIEHBI C
MO3ULUSIMU JIPYTOTO)




BaﬂaHI/IC 3aKpbITOT'O
TUIIA Ha YCTAHOBJICHHC
IIOCJIICA0BATCIBbHOCTH

[IpounTaiite TEeKCT W

YCTaHOBUTE
MOCTIeI0BATEIHLHOCTD

1. BHMMaTeIbHO MPOYNTATH TEKCT 3aJaHUS U
MOHATh, YTO B KA4eCTBE OTBETAa OXKUIACTCS
MOCJIEI0BATEIBHOCTD SJIEMEHTOB.

2. BHUMaTenpHO MPOYUTATh MPEIOKEHHBIE
BapUaHTHI OTBETA.

3. IlocTpouTh BEpHYIO MOCIIEAOBATEIILHOCTD U3
NPETI0KEHHBIX JIEMEHTOB.

4. 3anucaTh OYKBBI/IUQPHI (B 3aBUCUMOCTH OT
3aJaHus) BapuUaHTOB OTBETa B  HY)XHOU
nocJenoBarenbHOCTH (Hanpumep, BBA wnu 135).

OTBeT cunTaercs BCPHBIM, €CJIN
IMMpaBUJIBHO YKa3aHa BCA
noCJIICJ0BATCIIbHOCTD I_[I/I(I)p

3ananue
KOMOMHHMPOBAHHOTO THUIIA

IIpounTaiite TEKCT,
BbIOEpHTE TIPaBUITHHBIN

1. BaumarensHO NpoYnuTaTh TCKCT 3adaHUA H
IIOHATH, YTO B KAYCCTBC OTBCTA OXKHNAACTCSA TOJIBKO

OTBeT cuMTaeTcs BEPHBIM, €CIIU
NpaBWIBHO YyKa3aHa wudpa WiIH

¢  BbIOOpOM  OJHOrO | OTBET M  3alMIUIUTE | OJUH U3 MPEUIOKEHHBIX BAPHAHTOB. OykBa U TIpUBEIEHbl KOPPEKTHBIC
MPaBUJIBHOTO OTBETAa M3 | apryMEHTHI, 2. BHUMaTenpHO MpOYUTaTh MPENIOKEHHBIE apryMEHTBI, HCIOJb3yEeMbIe  IIPH
MIPEIOKEHHBIX U | 00OCHOBBIBAIOLIHE BapHUaHThl OTBETA. BbIOOpE OTBETA
000CHOBaHKEM BbIOOpa BBIOOp OTBETA 3. BeiOpaTh 0AMH BEPHBIN OTBET.
4. 3anucaTb TOJIBKO HOMEp (UH OyKBY)
BBIOPAaHHOTO BapHaHTa OTBETA.
5. 3anmmucath apryMeHTbl, 000CHOBBIBAIOIIME BEIOOD
oTBeTa (Hampumep, 4 TeKCT 000CHOBaHMS).
3amaHue OTKPHITOTO [TpounTaiite TEKCT U 1. BHUMaTEnbHO MPOYNTATh TEKCT 3aaHHs U OTBeT cuuTaeTCs BEPHBIM:
TUMA C pPa3BEPHYTHIM 3aIlUIINTE PAa3BEPHYTHIN | MOHATH CYTh BOIIPOCA. 1. OTcyTcTBHE (DaKTHUECKUX
OTBETOM 00OCHOBaHHBIN OTBET 2.ITpoxgymartp JIOTUKY U TIOJTHOTY OTBETA. OIIMOOK.
3.3anucath OTBET, UCIOJIb3YS YETKHNE KOMITAKTHBIE 2. PackpsiTHe obbema

(bOopMyIIUPOBKH.
4.B cnydae pacueTHOM 3a/1auu, 3aMKUCaTh PEIICHNE
U OTBET

UCTIONIb3YEMBIX TIOHSATHH (TIOTHOTA
OTBETA).

3.000CHOBAaHHOCTb OTBETA
(Hanmu4Me apryMeHTOB).

4. Jlorndeckast
MOCJIEIOBATEIILHOCTh M3JIaracMoro
MaTepuaa.




4.5.

OOmiast 1mKana OLEHUBAHUS PE3YJNbTATOB TEKYIIEro KOHTPOJIS

YCIIEBAEMOCTH M MPOMEKYTOUHOM arTecTanuu odyyaromuxcs ¢ npumeHenueM bPC
JHouneuxoro ¢punuana PAHXul'C.

ECTS
Wrorosas bunapunas dos Tpaau- st
0anbHAA TpanunmonHasi cucremMa p pai .
cucreMa HMOHHOMI OMHapHOH
OIleHKAa
CHUCTEMBI CHUCTEMBI
90-100 OTnuyHO A P/ Passed
80-89 3a4Teno B P/ Passed
X
75-79 OPOmo C P/ Passed
70-74 Y 10BIIETBOPUTEIHHO B P/ Passed
60-69 ! P E P/ Passed
0-59 HeynoBiieTBOpUTEIHHO He 3aureno F F/Failed

CooTHoleHne 0aJUI0B 32 TEKYIIUHA KOHTPOJIb YCIEBAEMOCTU U IPOMEKYTOUHYIO
aTTECTaLMIO, a TAK)KE IIOBTOPHYIO IPOMEKYTOUHYIO aTTECTALHIO:

MakcuMmanbHas MaxkcumanbpHas MaxkcumanbpHas MakcumaibpHas
cymma 0ajioB 3a cymma 0aiioB 3a UTOroBas OaylIbHAas cyMMma 6aJijioB 3a
TEKYIIUN MIPOMEKYTOUYHYIO OILICHKa MIOBTOPHYIO

KOHTPOJIb aTTECTALUIO MIPOMEKYTOUHYIO
yCIIEBAEMOCTHU aTTECTALIUIO
100 GamoB 100 6amnoB 100  GamwioB 100  OamroB

5. (I)OpMLI aTreCTalluu, THIIOBbIC OLICHOYHBIC MaTepl/IaJIbl OJIA

TEKYIIEro KOHTPOJA YCIIEBA€MOCTH oﬁyqamumxcsl, KPHUTEPHUHU N HIKAJbI
OlICHUBAHUA 110 KOHTPOJbHBIM TOYKaM

5.1.

B xone peanmzanuu agucuuminabel OT/1.B.02 /lenoBol HHOCTpaHHBIN

SI3BIK HCIIOJB3YIOTCS CIEeAyIone (OpPMbI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH
oOyuaromuxcst (B TOM 4HClie, 3aaHusl K KOHTPOJIbHBIM TOUKaM):

TecToBBIe 3aMaHMs, YCTHBIH ONPOC, CUTYAaIlMOHHBIC 3aJIaHUs, TUCKYyCCUS /
acce (JIoKIa, cooOIeHre), KOHTPOIbHas ToUKa

5.2.

Tumnosrkie

OII€HOYHEIE

MaTepuabl

JJIA

yCIEBAEMOCTH O0yYarOMIMXCcs (BHE KOHTPOJIbHBIX TOYEK):

Bomnpocs! i1 yCTHOIO onpoca:

Pa3znes 1 [lepBble maru B ynpabJjieHHH

Tema 1. [lennoBas kommyHukanus YK-4.4.; YK-4.6.
When is it better to use formal language in communication with partners?
How do people usually introduce themselves in a business meeting with foreign partners?
What information is important to exchange when you meet a new business partner?

TEKYLIEr0  KOHTPOJIA




Why is it important to keep in touch with business partners after a meeting?

What are the main differences between formal and informal speaking styles in business?
Which phrases are more suitable for a friendly chat with a colleague: “Hi, how are you?”
or “Dear Sir, I hope this message finds you well?” Why?

Can you name one formal and one informal way to ask for help at work?

What are the most common online tools for business communication (for example, for
meetings or messages)?

Is it easier to discuss business matters in person or via email? Why?

What are the advantages of video calls compared to regular phone calls in business
communication?

Tema 2. CtpykTypa komnanuii u opranuzanuii. YK-4.4.; YK-4.6.
What types of organisations need HR managers — big companies, small businesses, or
both?
Why do large corporations usually have a bigger HR department than small companies?
Can you name one difference between a private company and a government organisation
in terms of staff management?
Do non-profit organisations need human resources specialists? Why or why not?
What is the role of the HR manager in a company?
Which department usually hires new employees — HR or finance?
Who does the HR team report to — the CEO or the sales manager?
What are some common HR tasks in a company (for example, hiring, training, etc.)?
Why is it important for HR specialists to understand team dynamics?
How can a good HR department improve communication between employees?
What can HR do if there are conflicts in a team?
What qualities should a good team leader have, according to HR best practices?

Pasznen 2 DppexTuBHOE ypaBieHue

Tema 3. Yupasienue. YK-4.4.; YK-4.6.
What are the main duties of a manager in a company?
Does a manager need to check the work of their team? Why?
Who usually makes important decisions in a department — the manager or the
employees?
What does a manager do if an employee has a problem at work?
What personal qualities make a good manager? Can you name two or three?
Is it important for a manager to be patient? Why or why not?
Why is communication an important skill for managers?
Should a manager be able to solve conflicts between team members? How can they do
it?
Why is it important for a manager to set clear goals for their team?
How can a manager motivate employees to work better?
What can happen if a manager doesn’t listen to their employees’ ideas?
Why is teamwork important in effective management?



Tema 4. Ie1oBast nepenucka. YK-4.4.; YK-4.5.; YK-4.6.
What is the difference between a formal and an informal business email?
Can you give an example of a polite phrase for starting a formal business letter?
What is the main purpose of a job application letter?
When would an HR manager send a formal invitation letter to a candidate?
Why do companies need to reply to complaint emails?
What kind of information should a meeting confirmation email include?
What are two differences between a formal and an informal email (for example, in
greetings and endings)?
Which greeting is more suitable for a formal HR email: “Hi John” or “Dear Mr.
Smith”? Why?
How do you usually end a formal business email? Can you give one example of a
closing phrase?
Why is it important to use polite language in official HR correspondence?
What key details should be in a job offer email?
What information does an HR specialist usually ask for in a recruitment inquiry email?
Why is it important for HR professionals to consider cultural differences when
emailing partners from other countries?
Can you name one cultural difference that might affect business email writing (for
example, in some countries people prefer more formal language)?

TecToBBIE 3aJaHUuA.

Paznen 1 IlepBbie miaru B ynpaBJieHUH

Tema 1. /lenoBasa kommyHukanus YK-4.4.; YK-4.6.

Read the text and choose the one correct answer (4, b, B or I') to the question below:

These days, we have more communication options than ever before. We can
communicate with each other online, through social media and messaging apps, or we can
talk face-to-face in person. Each method of communication has its own set of pros and
cons, so it cannot be easy to decide which is the best option for a particular situation.

Online and offline communication both have their place.

We now have more means of communicating with each other. It used to be that we
could only talk with someone face-to-face, but as technology developed, we created means
to speak with someone from a distance. It started with the telephone; from there, computers,
the Internet, and social media came in, and we now have e-mails, messaging applications,
video chat, and the ability to post and comment on what you like to say online. Online
communication is now part of our daily lives, and many people engage in such
communication. Offline interaction, meaning no use of any form of technology to
communicate, still exists, but it seems people tend to use this form to a lesser extent now.
Both online and offline communication is essential, and no one form is better than the other.
Each has its pros and cons, and it's vital to know what each communication form can bring
to us.



1. What is one way people can communicate online?

A) By writing a letter

b) Through social media

B) By talking face-to-face

I') By sending a postcard

2. What was one of the first technologies that allowed people to communicate from a distance?
A) The Internet

b) Social media

B) The telephone

I') Video chat

3. According to the text, how has communication changed over time?
A) People only communicate face-to-face now.

b) There are more ways to communicate now than before.

B) Technology has made communication more difficult.

I') People stopped using the telephone.

4. What does the phrase “face-to-face” mean?

A) Communicating online

b) Talking in person, in the same place

B) Sending an email

I') Using a messaging app

5. According to the text, which statement is true?

A) Online communication is always better than offline.

b) Offline communication is the only good way to talk.

B) Both online and offline communication are important.

') Technology has completely replaced face-to-face communication.

Correct answer key: 1.b, 2.B, 3.b, 4.5, 5.B

Read and translate the text:

The effective listening skill is very important in relations with people. Some of us
can hear what others say, but can not listen. It is matter of common sense: to listen is the
simplest way to create a good impression.

Providing feedback gives the possibility to inform a person about some aspects of
his/her behavior ant it’s effect on you. The real difficulty is to provide person with
negative feedback. To avoid hurting a person we should use several techniques, and their
main idea is to keep it impersonal and nonjudgmental.

The performance appraisal skill is used systematically by foreign managers and has
a great impact on the career of employees. During performance-appraisal interview
managers make decision concerning promotion or dismissal of his subordinates.

The skill of persuasion is also one of the basic communication skills. To motivate
people do what you want them to do it is not enough to have the power. Being persuaded
people feel they are acting on their own accord. Improvement of persuading techniques
means using facilitative tactics and tailoring your approach to different people.



Tema 2. CTpykrypa koMmnanui u opranusauuii. YK-4.4.; YK-4.6.

Read the text and choose the one correct answer (4, b, B or I') to the question below:

Russia is a democratic federative state based on rule of law and a republican form of
government. State power in Russia is exercised by the President, the Federal Assembly,
the Government and the courts.

One of the basic principles of constitutional government is the division of powers.
In accordance with this principle, power must not be concentrated in the hands of one
person or one institution, but must be divided among the legislative, executive and judicial
branches of power. The division of powers requires that there be a clear delineation of
responsibilities and a system of checks and balances so that each branch of power can offset
the others.

The President is at the summit of the system of state power. He ensures that all the
state institutions are able to carry out their responsibilities and keeps watching over them
to ensure that no institution can encroach on another's prerogatives, attempt to usurp power
in the country or take over another's powers.

The president of Russia is the governments chief executive, head of state, and most
powerful official. The president is elected by the people to serve a four-year term. The
president, with the approval of the lower house of parliament, appoints a prime minister to
serve as head of government. The prime minister is the top-ranking official of a Council of
Ministers (cabinet). The council carries out the operations of the government.

Each institution of state power is only partially responsible for enforcing the
Constitution. Only the President has the responsibility of safeguarding the state system, the
state's sovereignty and integrity overall. This is the guarantee that the other state institutions
and officials can exercise their powers in a normal constitutional fashion.

1. What is one of the basic principles of constitutional government in Russia,
according to the text?

A) The concentration of power in the hands of one person.

b) The division of powers among different branches.

B) The absence of checks and balances.

I') The dominance of the judicial branch over others.

2. Who is considered the most powerful official in Russia?

A) The Prime Minister.

b) The Speaker of the lower house of parliament.

B) The President.

I') A member of the Council of Ministers.

Correct answer key: 1. b (The division of powers among different branches)
2. B (The President)

Read and translate the text:
The office is a place where we spend a significant amount of our time. It is a place
where people come together to work towards achieving a common goal. In this topic essay,



we will discuss various aspects of the office.

The layout and design of the office can significantly impact productivity and
employee morale. The office should be spacious and well-lit, with ergonomic chairs and
tables. Comfortable chairs and desks can reduce employee fatigue and increase
productivity. The design should encourage interaction and collaboration among
employees.

The office should have the necessary equipment and technology to enable
employees to work efficiently. This equipment includes computers, printers, photocopy
machines, and communication systems like telephones and fax machines. The office
should also have high-speed internet and power backup systems in case of power outages.

Effective communication within the office is crucial for success. The office should
have effective communication systems that enable employees to work together efficiently.
There should be effective channels for communication that allow employees to receive
essential information. Regular meetings, both formal and informal, can help to foster better
communication.

Paznen 2 DdpdexTuBHOE YynpaBieHue

Tema 3. Ynpasiaenue. YK-4.4.; YK-4.6.

Read the text and choose the one correct statement (A, b, B or I') that is fully
supported by the information in the passage.

Our society 1s made up of all kinds of organizations, such as companies, government
departments, unions, hospitals, school and the like. In all these organizations there are
people carrying out the work of a manager although they do not always have that title. They
have responsibility to use the resources of their organizations effectively and economically
to achieve objectives.

Are there certain activities common to all managers? Can we define the task of a
manager? There is a classic definition of the manager’s role. It says: “To manage means to
forecast and plan, to organize, to command, to coordinate and to control.” This definition
s still accepted by many people today, though some writer on management have somewhat
modified this description. Instead of talking about command, they say a manager must
motivate or direct and lead other workers.

1. Which of the following statements is fully supported by the information in the passage?
A) Managers are only found in large companies and government departments.

b) The classic definition of management has been completely abandoned by modern
writers.

B) People can perform managerial work without having the official title of «manager».

') The main task of a manager is to manage financial resources only.

2. According to the passage, what is a key responsibility of people performing managerial
work?

A) To ensure that all employees receive managerial titles.

b) To use organizational resources effectively and economically to achieve objectives.



B) To write new management theories and definitions.
') To eliminate the need for planning and coordination in their organizations.

Correct answer key: 1. B) People can perform managerial work without having the
official title of «manager».

2. b) To use organizational resources effectively and economically to achieve
objectives.

Read and translate the text:

Public sector management represents the positions found in federal, state and local
agencies or municipalities. Positions include city managers, administrators, elected
officials and similar types of managers. Individuals in these positions are typically
responsible for managing the resources of the agency or municipality, and making
decisions that improve the livelihood of people living within the area covered by the
management position. Public sector management is somewhat comparable to private sector
managers, with a few differences regarding experience or education.

Individuals holding public sector management position are typically highly visible
to outsiders. Decision making, appropriations and budget cuts are all viewable to those
around the agency or municipality. Public sector managers must have thick skin in order
to take heat or harsh comments from individuals second guessing their decisions. They also
must remember, however, that they are working for and representing their constituency.
People holding elected positions often need to poll constituents or review decisions in terms
of public reception. Managers who consistently go against the public or waste agency or
municipality funds will not typically last very long in the office.

City managers are perhaps the most common public sector management position
unknown to individuals. While mayors and council members represent constituents and
need regular elections to continue in office, city managers receive appointment and
approval from these elected positions. City managers work with budgets and allocate
resources to complete projects voted on by constituents or approved by mayors and council
members. City managers will often need a business management degree and some
experience in overseeing office positions and other workers. Experience in private sector
management is also beneficial for city managers, as the tasks and activities involved in the
public management position are very similar.

Tema 4. Ie1oBas nepenucka. YK-4.4.; YK-4.5.; YK-4.6.

Read the text and choose the one correct answer (A, b, B or I) to the question below:
Dear Sir or Madam,
I am writing to apply for the position of Junior HR Assistant, which I saw advertised on
your company’s website last week.
I am a recent graduate from City College, where I studied Human Resources Management.
I also completed a three-month internship at Bright Future Ltd, where I helped the HR team
with paperwork and organizing interviews.
I am organized, friendly and a good team player. I can use Microsoft Office well and I
speak English at an intermediate level. I am eager to learn and gain more experience in HR.




I am available for an interview at any time. I have attached my CV to this email. I would
be happy to provide more information if needed.
Thank you for considering my application. I look forward to hearing from you.
Yours faithfully,
Anna Petrova
Email:
Phone: +7 (949) 123-45-67

1. What position is Anna applying for?
A) Senior HR Manager

B) Junior HR Assistant

B) Office Administrator

I') Recruitment Specialist

2. Where did Anna see the job advertisement?
A) In a newspaper

B) On a job board in the city

B) On the company’s website

I') From a friend

3. What did Anna study at City College?
A) Business Administration

b) Marketing

B) Computer Science

I') Human Resources Management

4. How long was Anna’s internship?
A) One month

b) Two months

B) Three months

I') Six months

5. Which skill does Anna mention?

A) She can speak French fluently

b) She can use Microsoft Office

B) She has driving experience

I') She is a professional designer

6. What does Anna attach to her email?
A) A photo

b) A list of references

B) Her CV

I') A recommendation letter

Correct answer key: 1.b,2.B, 3.I', 4.B, 5.b, 6.B

Read and translate the text:

Most people who have an occupation have to write business letters. But the term
"business letter" makes people nervous. Many people with English as a second language
worry that their writing is not advanced enough for business writing. This is not the case.
An effective letter in business uses short, simple sentences and straightforward vocabulary.



The easier a letter is to read, the better. A business letter should be short and to the point.
The content used in the letter should be clear and it should describe the objective of writing
the letter. The letter should not have any typographical and grammatical error.

Business letters are formal paper communications usually sent through the Post
Office or sometimes by courier. Business letters are sometimes called "snail-mail" (in
contrast to email which is faster). Business letters also includes: letter, memo, email.

Letters are written from a person/group, known as the sender to a person/group,
known in business as the recipient. A business letter is written in formal language. The
style of the business letter depends on the relationship that is shared between the two
parties. Here are some examples of senders and recipients. The letter is written for official
correspondence between two organizations, organizations and customers, clients, by job
applicant to the company, between citizens and government, employer and employee,
between staff members, etc.

A business letter is used for various purposes like offering a business deal to other
organization, accepting an offer, rejecting an offer, applying for a job, extending the
contract with a client, persuading, informing, requesting something, reminding about
payment or delivery, recommending something, expressing thanks, introducing a person
or a policy, inviting or welcoming people, etc.

Tembl 1151 AMCKyccHu / 3cce (IOKIAd, COO0IIeHHE):

Pa3znes 1 [lepBble miaru B ynpabJjieHHH

Tema 1. lesoBass kommyHukanus. YK-4.4.; YK-4.6.
1. «When is it better to write a formal email, and when is it okay to send a quick message
to a colleague?»
Discuss situations that require a formal communication style versus those where
informal communication is acceptable at work. Give 2-3 examples of each situation.
2. «What are some polite phrases we can use in a formal business conversation?»
Write down or discuss 3—4 polite phrases for starting a conversation, making a request,
or expressing gratitude in a business setting. Explain when it’s best to use them.
3. «Can friends be good business partners? Why or why not?»
Reflect on whether friendship can help in business or, conversely, get in the way.
Provide one argument “for” and one “against”.
4. «What is the best way to introduce yourself to a new foreign business partner?»
Describe or act out a short dialogue: how to properly introduce yourself and exchange
contact information at a first meeting (in person or online). Use 3—4 key phrases.
5. «Why is it important to understand cultural differences in business communication?»
Give 1-2 simple examples of how cultural differences (e.g., in gestures, communication
style, or business customs) can affect negotiations with foreign partners.
6. «How can we keep in touch with business partners after a meeting?»
List 2—3 ways to stay in contact with business partners (e.g., email, social media, regular
calls). Briefly explain the advantages of one of the methods.
7. «Is it better to have a business meeting online (via video call) or in person?»



Compare these two formats. Name one advantage and one disadvantage of an online
meeting and an in-person meeting. Conclude which option is more suitable for a first
introduction.

8. «What are the advantages and disadvantages of communicating by email at work?»
Write or discuss 2 advantages (e.g., you can save the correspondence) and 2
disadvantages (e.g., replies don’t come right away) of using email at work. Provide an
example of a situation where email is the best choice.

9. «Which communication tools do you use for work or study, and why?»

Talk about 1-2 tools you or your acquaintances use for business communication (e.g.,
email, MAX messenger, MTS Link, Yandex Telemost, VK services etc.). Briefly
explain what tasks they are best suited for (discussing projects, quickly asking questions,
holding meetings, etc.).

Tema 2. CTpykTypa Komnanui u opranusauuid. YK-4.4.; YK-4.6.

1. «Parts of a company: who does what? »

Describe the main parts (departments) of a typical company (e.g., sales, HR, finance)
and what each one does in 2-3 simple sentences.

Key words: company, department, sales, HR (Human Resources), finance, manager,
employee.

2. «Who Is the Boss? Roles in an organizationy

Explain the difference between a boss (manager), a team leader, and a regular employee.
What does each person do? Use examples.

Key words: boss, manager, team leader, employee, give instructions, do tasks.

3. «How people communicate in a company»

Talk about how employees share information in an organization. Do they use emails,
meetings, or chats? Why is good communication important?

Key words: communicate, email, meeting, chat, information, share, understand.

4. «Working in a team: why it’s important»

Discuss why people often work in teams inside companies. What are the advantages?
Give an example of a team at work.

Key words: team, work together, help, share ideas, project, success.

5. «A day in the office: following the chain of command»

Tell a short story about an employee who needs to ask for permission to take a day off.
Who do they talk to first? Then who? Show the chain of command.

Key words: employee, supervisor, manager, ask permission, chain of command, rules.
6. «Government office vs. private company: simple comparison»

Compare a local government office (e.g., city council) with a private company (e.g., a
restaurant chain). How are their structures different?

Key words: government office, city council, private company, public service, profit,
structure, employees.

7. «If I were a manager: three rules for my team»

Imagine you are a manager. What three simple rules would you make for your team to
work well together? Explain each rule in one sentence.

Key words: manager, team, rule, be on time, be polite, help each other, work well.



Pasznen 2 DppexTuBHOE yIpaBieHue

Tema 3. Yupasienue. YK-4.4.; YK-4.6.

1. «What does a manager do?»

Describe 3—4 main duties of a manager in a simple company (e.g., giving tasks, checking
work, helping employees). Use everyday examples.

Key words: manager, duty, task, employee, help, check, organize.

2. «Three important qualities of a good manager»

Name and explain three personal qualities that make a good manager (e.g., being kind,
patient, organized). Give a short example for each.

Key words: quality, good manager, kind, patient, organized, listen, understand.

3. «My ideal boss: what he/she is like»

Imagine your ideal manager. What do they do every day? How do they talk to employees?
Describe them in 5—6 sentences.

Key words: ideal, boss, talk, listen, help, fair, friendly, support.

4. «<How a manager can motivate employees»

Think of 2-3 simple ways a manager can motivate their team (e.g., saying “thank you”,
giving small rewards, organizing team events).

Key words: motivate, employee, thank you, reward, team event, praise, feel happy.

5. «A manager’s day: a typical schedule»

Describe a typical working day of a manager from morning to evening. What do they
do first? What meetings do they have? How do they finish the day?

Key words: day, schedule, meeting, talk to people, check tasks, plan, finish work.
6.«Why communication is important for managers»

Explain in 3—4 sentences why good communication is important for a manager. How do
they share information with the team?

Key words: communication, important, talk, listen, email, meeting, share information.
7. «Solving problems at work: a manager’s role»

Describe how a manager helps solve a simple work problem (e.g., two employees
disagree, a task is late). What do they say and do?

Key words: solve, problem, help, discuss, listen, find solution, calm, fair.

«Teamwork: how a manager builds it»

Talk about how a good manager encourages teamwork. What activities or rules can help
employees work better together?

Key words: teamwork, manager, encourage, work together, help each other, team
meeting, project.

8. «Rules for good management: Three simple principles»

List and explain three simple principles of effective management (e.g., be fair, listen to
others, plan well). Use short sentences.

Key words: principle, effective, management, fair, listen, plan, organize, success.

9.«If I were a manager for one day»

Imagine you are a manager for one day. What three things would you do to make the
workplace better? Explain each idea in one sentence.

Key words: imagine, manager, day, improve, workplace, listen, help, organize, smile.



Tema 4. /le1oBasi nepenucka. YK-4.4.; YK-4.5.; YK-4.6.

1. «What is the main purpose of a job application email? What information should it
include?»

Discuss the goal of a job application letter and list 2—3 key pieces of information it must
contain (e.g., position you want, your skills, CV attachment).

2. «When do we write a complaint email, and what should we include in it?»

Explain a situation when you might need to write a complaint. Name 2 things that are
important to mention (e.g., what went wrong, what you expect as a solution).

3. «Why do companies send invitation emails? Give 2 examples of events they might
invite people to.»

Think of two professional situations where an invitation email is used (e.g., a meeting,
a job interview, a conference). Briefly describe what details such an email usually
includes (date, time, place).

4. «What are two differences between a formal and an informal email (e.g., greetings
and endings)?»

Give one example of a formal greeting and one informal greeting. Do the same for
closing phrases. Explain when you would use each style.

5. «Why is it important to be polite in a formal business email?»

Name 2 reasons why polite language is important in professional communication. Give
a short example of a polite request (e.g., “Could you please...?”).

6. «What should a meeting confirmation email include? Write 2—3 key points.»

List the most important details that must be in a meeting confirmation (e.g., date, time,
location/link for video call). Briefly explain why each detail matters.

7. «What kind of information is usually in a job offer email?»

Identify 2-3 typical pieces of information found in a job offer (e.g., job title, start date,
salary). Discuss why this email is important for both the company and the candidate.

8. «Imagine you are an HR manager. Write a short email to invite a candidate for an
interview.»

Compose a very short (4-5 sentences) formal email. Include: a polite greeting, the
purpose of the email, the date/time of the interview, and a closing phrase. Use at least
one polite expression.

9. «Why should we consider cultural differences when writing emails to partners from
other countries?»

Give 1 example of how business email style might be different in another country.
Explain why understanding these differences helps avoid misunderstandings.

5.3. Texkymuid KOHTpPOJIb YCHEBAEMOCTH IO  paszlenaM  JIUCUHUATUIMHBI
npeaycMaTpuBaeT 2 KOHTposibHbIe Touku (nanee — KT) B TeueHue nepuoja OCBOCHHS
JUCUUIUIMHBL. MakcuManbHOE KOJUYECTBO OayuioB 3a JitoOboi Tun padot B pamkax KT
cocrasisieT 10 6anios.

Pacnpenenenne BecoBbix k03 dunuentoB no KT B pamkax Tekyiiero KOHTpos
yCIEBAEMOCTH MO TUCHUILIMHE U POPMYJIbI pacuera



HanmenoBanue MakcumanbHOe Koaddumuent Beca Pesynbrar
KOHTPOJIBHOT'O KOJINYCCTBO GaJIJ'IOB KOHTPOJIBHOT'O KOHTPOJIBHOT'O 3a/1aHUA,
3aJaHus 3a paboTy B paMKax | 3aJaHus YYacCTBYIOIIHH B

K3, koTopoe moxeT ¢dbopmMupoBaHUU
Ha0paTh CTYJEHT WUTOTOBOM OaJITEHOM
OLCHKHU ITO JUCLHUIIIINHE
(oTpaxaeTcst B KypHale
BPC B C/10)

KT 1 10 0,1 10
KT 2 10 0,1 10
Hroro: X 0,2 20

dopmyna pacueTa pe3ysibTaTa KOHTPOJbHOM pPabOTHI:

Pe3ynbpTaT KOHTpOIBHOM TOukK = KonnuecTBo 0amios 3a padoTy B pamkax KT X
KoadpunueHt Beca KOHTPOIBHON TOUYKH.

5.4. ®opmbl TEKYIIETO KOHTPOJIS ycreBaeMocT oOyyatonuxcs B pamkax KP u
TUIIOBBIE OLIEHOYHBIE MaTEPUAIbI:

Pa3znes 1 [lepBble miaru B ynpabJjieHHH

KT -1.
Bomnpocel AJ1s1 yCTHOT0 ompoca:

Tema 1. lenoBas kommyHukanus YK-4.4.; YK-4.6.
When is it better to use formal language in communication with partners?
How do people usually introduce themselves in a business meeting with foreign partners?
What information is important to exchange when you meet a new business partner?
Why is it important to keep in touch with business partners after a meeting?
What are the main differences between formal and informal speaking styles in business?
Which phrases are more suitable for a friendly chat with a colleague: “Hi, how are you?”
or “Dear Sir, I hope this message finds you well?” Why?
Can you name one formal and one informal way to ask for help at work?
What are the most common online tools for business communication (for example, for
meetings or messages)?
Is it easier to discuss business matters in person or via email? Why?
What are the advantages of video calls compared to regular phone calls in business
communication?

Tema 2. CTpykTypa komnanmii u opranuzaumii. YK-4.4.; YK-4.6.
What types of organisations need HR managers — big companies, small businesses, or
both?
Why do large corporations usually have a bigger HR department than small companies?



Can you name one difference between a private company and a government organisation
in terms of staff management?

Do non-profit organisations need human resources specialists? Why or why not?
What is the role of the HR manager in a company?

Which department usually hires new employees — HR or finance?

Who does the HR team report to — the CEO or the sales manager?

What are some common HR tasks in a company (for example, hiring, training, etc.)?
Why is it important for HR specialists to understand team dynamics?

How can a good HR department improve communication between employees?
What can HR do if there are conflicts in a team?

What qualities should a good team leader have, according to HR best practices?

Kpumepuu oyenxu ons ycmnozo onpoca:

Junanazon 6awioB Ornvcanue Kputepus
100-90 OOyuaromuiics:
MOJHO W apryMEHTUPOBAHO  PACKPbIBAET  CONECpPKAHUE  TEMBI
BBICKAa3bIBaHU A,

u3jlaraeT = MaTepuall  CBA3HO M CIIMTHO, C  WCIOJBb30BaHUEM
COOTBETCTBYIOIIUX JICKCHKO-TPAMMATHICCKUX ¥ JOHETUICCKUX CPE/ICTB;
MMCbMEHHOE BBICKA3bIBAHUE HMMEET BCTYIUICHHE, OCHOBHYIO 4YacTh W
3aKJIFOYCHHe, KaX/Iasi 4acTh M3 KOTOPBIX JIOTMYECKH OMpaB/aHa U UMEET
COOTBETCTBYIOIIHIA 00BhEM;

Joryckaer 1-2 JIeKCHM4YecKhe, TpaMMAaTH4YeCKUe WM CTUIMCTUYECKUE
OIIMOKH, KOTOPBICHE BIIUSIOT HAa COJICPYKAHHUE BRICKA3bIBAHUS;

00bEM BBICKa3bIBaHUsI IOJTHOCTHIO COOTBETCTBYET TPEOOBAHHSIM.

89-75 OO6yuaromuiics:

JIOCTATOYHO TIOJIHO Ml apTyMEHTHPOBAHO PACKPHIBACT COACPIKAHHE TEMBI
BBICKA3bIBAHHS,

W3jaraeT = MaTepual  CBSA3HO WM CIUTHO, C  HWCIOJIb30BAaHUEM
COOTBETCTBYIOIIUX JICKCHKO-TPAMMATHUECKUX U (DOHETUYECKHUX CPEICTB,
JIOITyCKasi HeOOJIbIIIME HETOYHOCTH, KOTOPBICHE BIHSIOT Ha COJCPIKAHUE
BBICKa3bIBaHUS, HE MEIIAIOT €T0 PaBHIIBHOMY BOCIIPUSITHIO;

MMICEMCHHOE BBICKAa3bIBAaHHE WMEET BCTYIUICHHE, OCHOBHYIO YacTh U
3aKITIOYCHHUE, KK/IAs YacTh M3 KOTOPBIX B IIEJIOM JIOTHUECKU OMpaBIaHa
JIOTHYECKHU OTPaB/IaHa ¥ UMEETCOOTBETCTBYIOIINN 00BEM;

JONyCKaeT 3-5 JEeKCHYECKHX, TPaMMATHYCCKUX WU CTHIMCTHYCCKUX
OIIHOOK;

00beM BBICKa3bIBAHUS B OCHOBHOM COOTBETCTBYET TPEOOBAHHMSIM.

74-60 OO6yuarouuiics:

HETIOJTHO PACKPHIBAET COJICPKAHUE TEMbI BBICKA3bIBAHMUSI,

W3JIaraeT MaTephal HEJIOCTATOYHO CBSI3HO W IOCIICIOBATEIBHO, 3HAHUS
TEPMHHOJIOTUM HE JOCTATOYHBI JJISl PACKPBITUS TEMbI, a TaKxkKe
o0ygyaeMOMy HE  XBaraeT JICKCHYECKHMX, TPAMMATUYCCKUX U
CTWJIMCTUYECKHX ~ CPEICTB  JUISl  OCYIISCTBJICHHS  IOJHOLICHHOTO
BBICKA3BIBAHMUS,

MMCbMEHHOE BBICKA3bIBAHUE HWMEET BCTYIUICHHE, OCHOBHYIO 4YacTh W
3aKJIFOYCHHEe, OJHAKO OJHA W3 YacTed CIMIIKOM KpaTKas//UIMHHAsS, HE
CBsI3aHA C OCTAILHBIMH YAaCTSIMH,HE COOTBETCTBYET CBOEMY HAa3HAYCHUIO;




JoryckaeT 0osee 6-9 JeKcHyecKkuX, TpaMMaTHYECKUX MM (POHETUUECKUX
OIIHOOK;

00BeM BBICKA3bIBAaHMS HE COOTBETCTBYET TPEeOOBaHMUAM (ITPEBBIIIACT
YCTaHOBJICHHBIHOOBEM WITH, HA00OPOT, UMEET MEHBIIHI 00BEM).

59-0 OO6yuarouuiics:

HC PACKPBIBACT COACPIKAHNUEC TEMBbI BHICKA3bIBAHU

n3jgaracr Marepuail HCCBA3HO n HETIOCJIICA0OBATCIIBHO, HE BJI1aacCT
COOTBeTCTBYIOIlIeﬁ TepMI/IHOJIOFI/Ieﬁ, a TaKXKC OOCTAaTOYHBIMH JICKCUYCCKHUMH,
rpaMMaTU4€CKUMU U CTUWIMCTUYCCKUMU CPEACTBAMHU Jid OCYILICCTBIICHUA
BbICKAa3bIBaAHU A,

HE MPUIIEPKUBACTCS CTPYKTYPBI MIMCHbMEHHOT'O BHICKA3bIBAHNS;

nomyckaet 6osee 10 IeKCHYeCKUX, TPaMMaTUYECKHUX HITH CTHIIMCTHYECKUX
OIIIHOOK;

00beM BBICKA3bIBAaHHMSI HE COOTBETCTBYET TPEOOBaHHSM (TIPEBBIIIACT
YCTaHOBJICHHBIHOOBEM WJIH, HA0OOPOT, UMEET MEHBIITUN 00BEM).

CHUuTYAalIHOHHOE 3aIaHue, 3¢ce (TOKJIAT, COOOIIeHHuEe, TUCKYCCHU):

Tema 1. enoBass kommyHukanus. YK-4.4.; YK-4.6.
1. «When is it better to write a formal email, and when is it okay to send a quick message
to a colleague?»
Discuss situations that require a formal communication style versus those where
informal communication is acceptable at work. Give 2—3 examples of each situation.
2. «What are some polite phrases we can use in a formal business conversation?»
Write down or discuss 3—4 polite phrases for starting a conversation, making a request,
or expressing gratitude in a business setting. Explain when it’s best to use them.
3. «Can friends be good business partners? Why or why not?»
Reflect on whether friendship can help in business or, conversely, get in the way.
Provide one argument “for”” and one “against”.
4. «What is the best way to introduce yourself to a new foreign business partner?»
Describe or act out a short dialogue: how to properly introduce yourself and exchange
contact information at a first meeting (in person or online). Use 3—4 key phrases.
5. «Why is it important to understand cultural differences in business communication?»
Give 1-2 simple examples of how cultural differences (e.g., in gestures, communication
style, or business customs) can affect negotiations with foreign partners.
6. «How can we keep in touch with business partners after a meeting?»
List 2-3 ways to stay in contact with business partners (e.g., email, social media, regular
calls). Briefly explain the advantages of one of the methods.
7. «Is it better to have a business meeting online (via video call) or in person?»
Compare these two formats. Name one advantage and one disadvantage of an online
meeting and an in-person meeting. Conclude which option is more suitable for a first
introduction.
8. «What are the advantages and disadvantages of communicating by email at work?»
Write or discuss 2 advantages (e.g., you can save the correspondence) and 2
disadvantages (e.g., replies don’t come right away) of using email at work. Provide an
example of a situation where email is the best choice.



9. «Which communication tools do you use for work or study, and why?»

Talk about 1-2 tools you or your acquaintances use for business communication (e.g.,
email, MAX messenger, MTS Link, Yandex Telemost, VK services etc.). Briefly
explain what tasks they are best suited for (discussing projects, quickly asking questions,
holding meetings, etc.).

Tema 2. CTpykTypa komnauni u opranuzanmii. YK-4.4.; YK-4.6.

1. «Parts of a company: who does what? »

Describe the main parts (departments) of a typical company (e.g., sales, HR, finance)
and what each one does in 2—3 simple sentences.

Key words: company, department, sales, HR (Human Resources), finance, manager,
employee.

2. «Who Is the Boss? Roles in an organization»

Explain the difference between a boss (manager), a team leader, and a regular employee.
What does each person do? Use examples.

Key words: boss, manager, team leader, employee, give instructions, do tasks.

3. «<How people communicate in a company»

Talk about how employees share information in an organization. Do they use emails,
meetings, or chats? Why is good communication important?

Key words: communicate, email, meeting, chat, information, share, understand.

4. «Working in a team: why it’s important»

Discuss why people often work in teams inside companies. What are the advantages?
Give an example of a team at work.

Key words: team, work together, help, share ideas, project, success.

5. «A day in the office: following the chain of command»

Tell a short story about an employee who needs to ask for permission to take a day off.
Who do they talk to first? Then who? Show the chain of command.

Key words: employee, supervisor, manager, ask permission, chain of command, rules.
6. «Government office vs. private company: simple comparisony»

Compare a local government office (e.g., city council) with a private company (e.g., a
restaurant chain). How are their structures different?

Key words: government office, city council, private company, public service, profit,
structure, employees.

7. «If I were a manager: three rules for my team»

Imagine you are a manager. What three simple rules would you make for your team to
work well together? Explain each rule in one sentence.

Key words: manager, team, rule, be on time, be polite, help each other, work well.

Kpumepuu oyenxu ona P3 — pasnoyposnesvix 3a0anuil (CumyayuoHHoe 3a0anue),

acce (00Kknao, coodwenue, OUCKYCCusl):
JInana3oH 0a/1510B Onucanue Kpurepust
100-90 OO6yuarommiics:
-CII0co0OeH BeCTH OeceTy 110 MPEIOKEHHOM TeMaTHKe (JIUaIOrHIecKoe 1
MOHOJIOTHUYECKOC BI)ICKaSI)IBaHI/Iﬂ) B HOPMAJIbHOM TEMIIC;
- JIEMOHCTPHUPYET INUPOKUH CIIOBApHBIH 3anac, 3(PEeKTHBHBIN BHIOOD




W WCIOJB30BaHHWE CJIOBA / WIAWMOMBI, BlajgeHue (opmoil ciosa,
COOTBETCTBYIOIIUI PETUCTP; UCIOIB3YET CIOKHBIE TPAMMATHUECKUE
KOHCTPYKIINY;

-3¢ PEeKTUBHO B3aMMOICHCTBYET C HK3aMEHATOPOM W/WJIHM MAPTHEPOM;
-JTaeT TOYHBIC HCUYEPIIBIBAIOIINE OTBETHI HA BCE BOMPOCHI;

-YMEJIO CIIPABISETCS C HETIPEICKa3yeMbIMHU CUTYaIUSIMH;

- IPOSIBIISICT MHUIIMATUBY; OOOCHOBBIBACT CBOIO MBICIB;

- OCYIIECTBIISIET CBSI3HBIE MOHOJIOTHUECKUE BHICKA3bIBAHMUS;

- pacKpbIBaeT TEMY IOJHOCTHIO M HA/UICKAIIMM 00pa3oM, ITPHUBOIUT
pUMepHI U (HaKTHI,

-mo0oe KoebaHne B PeUH CBA3AHO C COJCpP)KaHHEM, a HE C TOUCKOM
CJIOB MJIM TPAMMATHKH.

89-75 OOyuaromuiics:
- croco0eH BecTH Oecely Mo MPeIoKEHHOM TeMaTHKe (IUaIoruIecKoe
W/TTM MOHOJIOTUYECKOE BBICKA3hIBAHKE) B HOPMAJIBHOM TEMIIE;
- WMEeT [OCTAaTOYHBIM JMama30oH CJIOBApHOTO 3amaca, JenaeT
HECYIIECTBEHHBIE OIMMOKN B BHIOOpE (OPMBI CIIOBA/UIUOMBI, HMEET
HE3HAYUTENIbHbIE TPOOJIEMBI B BBIOOpE CIOXKHBIX KOHCTPYKIUH,
JIeNIaeT HECKOJIbKO OIMIMOOK B BBIOOPE BPEMEHH, YMCIIa, TIOPSIIKA CIIOB
/  (yHKIMM, apTUKIEH, MECTOMMEHHWH, MpenIoroB, IOMYyCKaeT
HEOOJIBIIIOE KOJMMYECTBO OMHKMOOK B opdorpaduu, MTyHKTyalHH,
KaIruTaIn3aIum;
-B OCHOBHOM BBICKa3bIBAHHE OTBEYACT 331aHHIO;
-o0ydJaromuiics TOHMMaeT »JK3aMeHAaTopa ¥ TapTHepa U Jaer
MIPaBUJIHHBIC OTBETHI Ha OOJIBITHHCTBO BOIIPOCOB;
-B IIEJIOM YMEET CIPABIATHCS C HEMPEICKa3yeMbIMU CUTYAIUSIMU;
- TaeT PacIpOCTPAaHCHHBIC OTBETHI U TMPOSIBIISICT HHUINATHBY
- IPOSIBJISICT MUHUMAJIbHBIE KOJICOAHVSI B PEUH.

74-60 OO6yuarommmiics:
-TIOHUMAET PK3aMeHaTopa ¥ MapTHepa U 1aeT NPaBUIbHBIC OTBETHI;
-BBITIOJTHSIET TPOCTHIC 3a/1a49H, HO UCIBITHIBACT 3aTPYIHCHUs ¢ Oolee
CIIOKHBIMU 3a7ja4aMi, HEIOCTATOYHO IIHPOKO PAa3BUBAET CBOIO
MBICJTb;
-TIOKa3bIBA€T OTPAHUYCHHBIM TUANa30H CIOBAPHOTO 3araca, Jejact
4acThI€ OMUOKH B BEIOOpE (POPMBI CIIOBA / MMOMBI, HCTIOJIB30BAHHH,
3HAUEHUSIX, IMEET CEPhE3HBIC MPOOJIEMBI C MPOCTHIMH / CIIOKHBIMH
KOHCTPYKIIHSIMH,
-TIPOSIBJISIET ~ YacThle  KOJIEOAHWsS, MPOW3HOIICHHWE 3aTPYAHSET
oO1eHue;
- TEMII Peuy 3aMeIJICH.

59-0 OO6yuarommmiics:

-He CNIOCOOEH BBICKA3bIBATHCS B YCTHOU (hopme;

- HE MOJKET PacKpbITh COAEpKaHue 3a/1aHKs1, HE TIOHUMAeT COOeCeTHHKA,;
- IMEeT OrPaHUYCHHBIN TUana30H CJIOBAPHOTO 3araca, 1e1aeT 4acThle
omuOKu B BbIOOpe (OpMBI cioBa / WAMOMBI, HCIIOJIH30BAaHHH,
MPAKTUYECKH HE TMIOKA3bIBA€T 3HAHHUA TIPAaBUI  MOCTPOCHHS
MPEJI0KEHUH.

TecToBBIE 3a1aHUS




Choose the correct answer:

1. The HR manager a candidate when the phone suddenly rang.

A) was interviewing

B) interviewed

C) has interviewed

D) had interviewed

2. Our team on this project for three months, and we’re finally close to finishing
it.

A) worked

B) were working

C) have been working

D) has worked

3. While the director the new staff training programme, the employees were
filling out forms.

A) explained

B) was explaining

C) has explained

D) explains

4. She in the HR department since January, and she really enjoys her job.

A) works

B) is working

C) was working

D) has been working

5. Yesterday at 3 p.m., the recruitment team resumes to find the best candidates.
A) reviewed

B) reviews

C) were reviewing

D) has reviewed

6. We performance reviews all morning, so we haven’t had a break yet.

A) did

B) have been doing

C) were doing

D) do

7. He couldn’t answer the call because he an important meeting with the HR
director.

A) has had

B) had

C) is having

D) was having

8. The employees about the new company policy for over an hour before the
manager arrived.

A) discussed

B) have discussed

C) were discussing

D) have been discussing



9.1 on the employee handbook all week — I hope to finish it by Friday.
A) worked

B) was working

C) have worked

D) have been working

10. At 9 a.m. yesterday, the HR assistant job applications when the CEO came
into the office.

A) processed

B) has processed

C) was processing

D) processes

11. If the company more employees, it will be able to handle larger projects.
A) hires

b) hired

B) will hire

I') had hired

12. If I the team leader, I would organize regular team-building activities.
A) am

b) were

B) will be

') have been

13. She would have joined the meeting if she about it earlier.

A) knows

b) knew

B) had known

I') will know

14. If employees well together, the company achieves better results.
A) work

b) worked

B) will work

I') would work

15. A startup usually a small team and focuses on innovation.

A) has

b) have

B) having

I') had

16. If we more resources, we could expand the department next year.
A) have

b) had

B) will have

I') would have

17. He wouldn’t have missed the deadline if he the task earlier.

A) starts

b) started

B) had started



') will start

18. In large corporation, there are usually many departments and levels of
management.

A)a

b) an

B) the

I)-

19. If the manager clear instructions, the team will complete the project on time.
A) gives

b) gave

B) had given

I') would give

20. teamwork is essential for success in any modern company.

A) A

b) An

B) The

I)-

Keys: 1. A, 2.I', 3.b, 4.A, 5.A, 6.A, 7.1, 8.A, 9.B, 10.A, 11. A, 12. b, 13.B, 14.A, 15.A,
16.b,17.B, 18.A, 19.A,20.T -

Junana3on 6anos Onucanue KpuTepus
100-90 90-100% npaBUIbHBIX OTBETOB;
89-75 75-89% npaBUIBHBIX OTBETOB;
74-60 60-74% npaBUIbHBIX OTBETOB;
59-0 59-35% 1 MeHbllIe NPaBUIbHBIX OTBETOB.

Pa3znen 2 IPpdexTuBHOE YIpaBjieHue

KT - 2.

Tema 3. Yupasienue. YK-4.4.; YK-4.6.
What are the main duties of a manager in a company?
Does a manager need to check the work of their team? Why?
Who usually makes important decisions in a department — the manager or the
employees?
What does a manager do if an employee has a problem at work?
What personal qualities make a good manager? Can you name two or three?
Is it important for a manager to be patient? Why or why not?
Why is communication an important skill for managers?
Should a manager be able to solve conflicts between team members? How can they do
it?
Why is it important for a manager to set clear goals for their team?



How can a manager motivate employees to work better?
What can happen if a manager doesn’t listen to their employees’ ideas?
Why is teamwork important in effective management?

Tema 4. IenoBasi nepenucka. YK-4.4.; YK-4.5.; YK-4.6.
What is the difference between a formal and an informal business email?
Can you give an example of a polite phrase for starting a formal business letter?
What is the main purpose of a job application letter?
When would an HR manager send a formal invitation letter to a candidate?
Why do companies need to reply to complaint emails?
What kind of information should a meeting confirmation email include?
What are two differences between a formal and an informal email (for example, in
greetings and endings)?
Which greeting i1s more suitable for a formal HR email: “Hi John” or “Dear Mr.
Smith”? Why?
How do you usually end a formal business email? Can you give one example of a
closing phrase?
Why is it important to use polite language in official HR correspondence?
What key details should be in a job offer email?
What information does an HR specialist usually ask for in a recruitment inquiry email?
Why is it important for HR professionals to consider cultural differences when
emailing partners from other countries?
Can you name one cultural difference that might affect business email writing (for
example, in some countries people prefer more formal language)?

Kpumepuu OUEHKU o YyCcniHoco onpoca:

Juanazon 6awioB Ornvcanue Kputepus
100-90 OOyuaromuiics:
MOJHO W apryMEHTUPOBAHO  PACKPbIBAET  CONECpPKAHUE  TEMBI
BBICKAa3bIBaHU A,

u3jlaraeT =~ MaTepuall CBA3HO M CIMTHO, C  WCIOJBb30BaHUEM
COOTBETCTBYIOIIUX JICKCHKO-TPAMMATHICCKUX M JOHETUICCKUX CPE/ICTB;
MHCbMEHHOE BBICKA3bIBAHUE HWMEET BCTYIUICHHE, OCHOBHYIO 4YacTh W
3aKJIFOYCHHe, KaX/Iasi 4acTh M3 KOTOPBIX JIOTMYECKH ONpaB/iaHa U UMEET
COOTBETCTBYIOIIHI 00bEM;

JoryckaeT 1-2 JIeKCHM4YecKhe, TpaMMaTH4eCKUe WM CTUIMCTUYECKUE
OIIMOKH, KOTOPBICHE BIIUSIOT HA COJICPYKAHHUE BRICKA3bIBAHUS;

00bEM BBICKa3bIBaHUsI IOJTHOCTHIO COOTBETCTBYET TPEOOBAHHSIM.

89-75 OO6yuaromuiics:

JOCTATOYHO TIOJTHO M apryMEHTHPOBAHO PACKPHIBACT COJCPIKAHUEC TEMbI
BBICKA3bIBAHUS;

u3jlaraeT  MaTepuall  CBA3HO M CIIMTHO, C  HCIOJb30BaHUEM
COOTBETCTBYIOILIHMX JIEKCHKO-TPAMMATHUCCKHX U (POHETHUECKHX CPEJICTB,
JIOTyCKasi HeOOJIbIIME HETOYHOCTH, KOTOPHICHE BIIHSIOT HA COJCPXKAHHUE
BBICKA3bIBAHHSI, HE MEIIAIOT €0 MPABHIBHOMY BOCIIPHSITHIO;

MMCbMEHHOE BBICKA3bIBAHWE HMMECT BCTYIUICHHE, OCHOBHYIO YacTh M




3aKJIIOueHHe, KaXIas 4acTb U3 KOTOPBIX B LIEJIOM JIOTMYECKU OIpaBiaHa
JIOTMYECKU OTPaB/IaHa U UMEETCOOTBETCTBYIOIINN 00BEM;

JIOMyCKaeT 3-5 JIeKCUUECKHX, TPaMMAaTUYECKUX WA CTHIMCTUYECKUX
OIIHOOK;

00bEM BbICKa3bIBaHHsI B OCHOBHOM COOTBETCTBYET TPEOOBAHUSIM.

74-60 OOyuaromuiics:

HETIOJTHO PACKPBIBAET COJIEPKAHUE TEMbI BBICKA3bIBAHMUS,;

W3JIaraeT MaTephanl HEJIOCTATOYHO CBSI3HO U IOCIIEOBATEIbHO, 3HAHUS
TEPMUHOJIOTUM HE JOCTaTOYHBI JJIsI PACKpbITUS TEMbI, a TaKKe
o0yyaeMOMy  HE  XBaraeT JICKCHYECKHMX, TpPAMMATUYECKUX U
CTWJIMCTUUECKMX  CPEACTB ISl  OCYILIECTBICHHUS  IMOJHOLIEHHOTO
BBICKA3bIBAHUS;

MUCbMEHHOE BBICKAa3bIBAHUE HMEET BCTYIUIEHHE, OCHOBHYIO 4YacThb U
3aKJIFOYEHHe, OJHAKO OJHA W3 YacTed CIHIIKOM KpaTKas//UIMHHAs, HE
CBSI3aHA C OCTAILHBIMH YaCTSIMH,HE COOTBETCTBYET CBOEMY Ha3HAYEHUIO;
JomnyckaeT 0onee 6-9 JTeKCHUeCcKHX, TPaMMaTHYECKUX I (POHETHYECKUX
OIIIHOOK;

00beM BBICKA3bIBAaHHMSI HE COOTBETCTBYET TPEOOBaHHSM (TIPEBBIIIACT
YCTaHOBJICHHBIMOOBEM MJIH, HA0OOPOT, UMEET MEHBIITUN 00BEM).

59-0 OOyuaromuiics:

HE PACKPBIBACT COACPIKAHNE TEMBI BEICKA3bIBAHU S,

nu3jaracr marepuai HCECBA3HO u HCIIOCIIC1OBATCIBHO, HEC BJ1aaccT
COOTBCTCTBYIOH_[CI‘/IITepMHHOJIOFHeﬁ, a TakKE€ JOCTaTOYHBbIMHU JICKCHMYCCKUMU,
rpaMMaTU4eCKUMU U CTUIHMCTHUYCCKUMU CPEACTBAMHU MJid OCYIICCTBIICHUA
BBICKA3bIBaHUA,;

HE TIPUJIEPKUBACTCS CTPYKTYPBI MIMCHbMEHHOTO BHICKA3bIBAHNS;

nomyckaet 6osee 10 neKkcuyeckux, rpaMMaTHYECKUX WM CTHIIMCTUUECKIX
OIIHOOK;

00BeM BBICKA3bIBAaHMS HE COOTBETCTBYET TPEOOBaHUAM (ITPEBBIIIACT
YCTaHOBJICHHBIHOOBEM WIJTH, HA00OPOT, UMEET MEHBIIHI 00BEM).

CurtyanmoHHOe 3a1aHue, 3cce (TOKIAA, COO0IIeHue, TUCKYCCHS):

Tema 3. Ynpasiaenue. YK-4.4.; YK-4.6.

1. «What does a manager do?»

Describe 3—4 main duties of a manager in a simple company (e.g., giving tasks, checking
work, helping employees). Use everyday examples.

Key words: manager, duty, task, employee, help, check, organize.

2. «Three important qualities of a good manager»

Name and explain three personal qualities that make a good manager (e.g., being kind,
patient, organized). Give a short example for each.

Key words: quality, good manager, kind, patient, organized, listen, understand.

3. «My ideal boss: what he/she is like»

Imagine your ideal manager. What do they do every day? How do they talk to employees?
Describe them in 5—6 sentences.

Key words: ideal, boss, talk, listen, help, fair, friendly, support.

4. «How a manager can motivate employees»

Think of 2—-3 simple ways a manager can motivate their team (e.g., saying “thank you”,
giving small rewards, organizing team events).



Key words: motivate, employee, thank you, reward, team event, praise, feel happy.

5. «A manager’s day: a typical schedule»

Describe a typical working day of a manager from morning to evening. What do they
do first? What meetings do they have? How do they finish the day?

Key words: day, schedule, meeting, talk to people, check tasks, plan, finish work.
6.«Why communication is important for managers»

Explain in 3—4 sentences why good communication is important for a manager. How do
they share information with the team?

Key words: communication, important, talk, listen, email, meeting, share information.
7. «Solving problems at work: a manager’s role»

Describe how a manager helps solve a simple work problem (e.g., two employees
disagree, a task is late). What do they say and do?

Key words: solve, problem, help, discuss, listen, find solution, calm, fair.

«Teamwork: how a manager builds it»

Talk about how a good manager encourages teamwork. What activities or rules can help
employees work better together?

Key words: teamwork, manager, encourage, work together, help each other, team
meeting, project.

8. «Rules for good management: Three simple principles»

List and explain three simple principles of effective management (e.g., be fair, listen to
others, plan well). Use short sentences.

Key words: principle, effective, management, fair, listen, plan, organize, success.

9.«If I were a manager for one day»

Imagine you are a manager for one day. What three things would you do to make the
workplace better? Explain each idea in one sentence.

Key words: imagine, manager, day, improve, workplace, listen, help, organize, smile.

Tema 4. /le1oBas nepenucka. YK-4.4.; YK-4.5.; YK-4.6.

1. «What is the main purpose of a job application email? What information should it
include?»

Discuss the goal of a job application letter and list 2—3 key pieces of information it must
contain (e.g., position you want, your skills, CV attachment).

2. «When do we write a complaint email, and what should we include in it?»

Explain a situation when you might need to write a complaint. Name 2 things that are
important to mention (e.g., what went wrong, what you expect as a solution).

3. «Why do companies send invitation emails? Give 2 examples of events they might
invite people to.»

Think of two professional situations where an invitation email is used (e.g., a meeting,
a job interview, a conference). Briefly describe what details such an email usually
includes (date, time, place).

4. «What are two differences between a formal and an informal email (e.g., greetings
and endings)?»

Give one example of a formal greeting and one informal greeting. Do the same for
closing phrases. Explain when you would use each style.

5. «Why is it important to be polite in a formal business email?»



Name 2 reasons why polite language is important in professional communication. Give
a short example of a polite request (e.g., “Could you please...?”).

6. «What should a meeting confirmation email include? Write 2-3 key points.»

List the most important details that must be in a meeting confirmation (e.g., date, time,
location/link for video call). Briefly explain why each detail matters.

7. «What kind of information is usually in a job offer email?»

Identify 2-3 typical pieces of information found in a job offer (e.g., job title, start date,
salary). Discuss why this email is important for both the company and the candidate.

8. «Imagine you are an HR manager. Write a short email to invite a candidate for an
interview.»

Compose a very short (4-5 sentences) formal email. Include: a polite greeting, the
purpose of the email, the date/time of the interview, and a closing phrase. Use at least
one polite expression.

9. «Why should we consider cultural differences when writing emails to partners from
other countries?»

Give 1 example of how business email style might be different in another country.
Explain why understanding these differences helps avoid misunderstandings.

Kpumepuu oyenxu ons P3 — paznoyposHesvix 3a0anuii (cumyayuorHoe 3a0anue),
acce (00K1ao, coobujerue, OUCKYCCUs):

JAunana3on 6a/1710B Onucanue KpuTepusi
100-90 OO6yuaromuiics:

-CIIOCOOCH BeCTH Oecey Mo TPEIOKEHHON TEMATHKE (JTHaIOrHIecKoe U
MOHOJIOTHYECKOE BBICKa3bIBAHMS) B HOPMAJIBHOM TEMIIE;

- IGMOHCTPHPYET IHUPOKUH CIIOBAPHBIH 3amac, 3)(HeKTUBHBIN BEIOOD
U HCIOJIb30BaHUE cJOBa / WAMOMBI, BiaJeHue (GOpMOH CIoBa,
COOTBETCTBYIOIIUI PETUCTP; UCIIOIB3YET CIOKHBIE TPAMMATHUECKUE
KOHCTPYKIIMH;

-3¢ PEeKTHBHO B3aMMOICHCTBYET C HIK3aMEHATOPOM H/WJIH MApTHEPOM;
-JlaeT TOYHBIE NCUEPIIBIBAIOIINE OTBETHI HA BCE BOIPOCHI;

-YMEJIO CIIPABISIETCS C HETIPEICKa3yeMbIMHU CUTYaIUSIMH;

- IPOSIBJISIET MHULIMATHBY; OOOCHOBBIBAET CBOIO MBICIIb;

- OCYIIECTBIISIET CBSI3HBIE MOHOJIOTHUECKUE BHICKA3BIBAHMUS;

- pacKphIBaeT TeMy MOJHOCTHIO U HaJJIeKallUM 00pa3oM, IPUBOJIUT
pUMepHI U (DaKTHI,

-000e KosnebaHue B pedM CBSI3aHO C COJIEP’KAHHEM, a HE C MOUCKOM
CJIOB MJTM TPAMMATHKH.

89-75 OOyuaromuiics:

- croco0eH BecTH Oecely Mo TPEUIOKEHHOM TeMATHKE (IUaIOriIecKoe
1/ MOHOJIOTHYECKOE BBICKa3bIBaHKE) B HOPMAJIBHOM TEMIIE;

- WMEeT [OCTaTOYHBIM JHMana3oH CIIOBAPHOTO 3amaca, JeliaeT
HECYIIECTBEHHbIC OMIMOKHU B BbIOOpE (POPMBI CIOBA/MINOMBI, UMEET
HE3HAYNTEIIbHBIE TPOOJIEMBI B BBIOOpPE CIIOKHBIX KOHCTPYKIIHIA,
JIeNIaeT HECKOJIbKO OIIMOOK B BBIOOPE BPEMEHH, YUCIIa, TIOPSIJIKA CIOB
/  QYHKIOUHM, apTUKICH, MECTOMMEHHWH, MPEaioroB, JOMyCKAeT
HEOOJbIIOE KOIWYECTBO OWMOOK B opdorpaduu, mNTyHKTyaluwu,
KaIruTaTn3aIimg;

-B OCHOBHOM BBICKa3bIBAHHE OTBEYACT 331aHHUIO;




-o0yvaronmiicss MOHMMAaeT »JSK3aMeHaTopa U TapTHepa U JaeT
MpaBHUIILHBIC OTBCTHI HA GOHBLHI/IHCTBO BOIIPOCOB,

-B [I€JIOM YMEET CIPABIATHCS C HETIPEICKAa3yeMbIMHU CUTYaIUSIMH,

- AacT pacClpOCTPAHCHHBIC OTBCTHI U MPOABIIAACT HHULITUATUBY

- IPOSIBJISICT MUHUMAJIbHBIC KOJICOaHHS B PEUH.

74-60

OOyuaromwmiicst:

-IOHMMAET 3K3aMeHaTopa 1 MapTHEPa U AAeT MPABUIIbHBIC OTBETHI;
-BBINIOJIHSIET MPOCTHIE 3a/1a4H, HO UCIBITHIBAET 3aTPyIHEHUs ¢ Ooee
CIIOKHBIMH  3a/1a4aMH, HEJIOCTATOYHO IIUPOKO pPAa3BHBAET CBOIO
MBICJIb;

-TIOKa3bIBaeT OTPAaHMYCHHBIN JTHANa30H CIIOBAPHOTO 3aIlaca, JeacT
qacThle OMUOKHU B BEIOOpE (POPMBI CII0BA / UAMOMBI, HCIIOJIb30BAaHHH,
3HAYEHHSX, IMEET CEePbe3HbIC MPOOIEMBI C MPOCTHIMHU / CIOKHBIMH
KOHCTPYKILHUSMH,

-TIPOSIBIISIET ~ 4YacThle KoJeOaHWs, TPOW3HOUICHHE 3aTpyAHSCT
oO111eHHE;

- TEMII pe4H 3aMeJUICH.

59-0

OOyuaromwmiicst:

-HE CITOCOOEH BBICKA3bIBAThCS B YCTHOU (hOpME;

- HE MOYKET PaCKpPBITh COZEPKAHKE 33/IaHNs, HE IOHUMAET COOCCETHIKA;
- IMeeT OrpaHUYCHHBIIN Tuana3oH CJI0OBApHOTO 3araca, JIeJaeT 4acThble
omnOKku B BBIOOpPEe (OpMBI cloBa / HMIUOMBI, HCHOJIB30BAHUH,
MPAKTUYECKH HE [MOKA3bIBa€T 3HAHMUA TPABUI  MOCTPOCHMS
MPEJIOKCHUH.

TecToBBIC 3a7aHUS

Choose the correct answer:

1. The manager,

A) which
b) who
B) where
') when

has many years of experience, will lead the new project.

2. We need to finish the report by Friday the client can review it before the

meeting.

A) because
b) although

B) so that
I') unless

3 She had been discussing the budget with the finance team for two hours the

CEO entered the room.

A) when

b) while

B) before
') after

4. 1 will be having a meeting with the HR department at 3 PM tomorrow, I
won’t be able to answer your emails then.

A) so




b) because

B) if

I') although

5. The employees will attend the training session should register by Monday.
A) who

b) which

B) whose

I') where

6. He was very tired because he on the presentation all morning.

A) worked

b) has worked

B) had been working

I') will work

7. By the end of the year, we all the key performance indicators for the new
team structure.

A) will be analyzing

b) will have analyzed

B) analyze

I') had analyzed

8. The team will be discussing the new strategy all afternoon, you can join the
call at 4 PM.

A) unless

b) so

B) although

I') because

9. The leader motivates the team effectively is often respected by everyone.
A) which

b) who

B) where

I') when

10. We postponed the meeting several team members were ill.

A) although

b) because

B) so that

I)if

11. 1By next month, the HR manager all the feedback from the employee
survey.

A) will be collecting

b) will have collected

B) collected

I') had collected

12.The project, was started last quarter, is now on schedule.

A) who

b) which

B) where



I') whose

13. I will be reviewing the quarterly reports from 2 PM to 4 PM, please don’t
schedule any calls during that time.

A) because

b) so

B) unless

') although

14. They had been preparing the annual report for weeks they finally submitted
it.

A) before

b) after

B) while

') since

15. A good manager is someone listens to their team’s ideas.

A) which

b) who

B) where

I') when

16. She will have completed the training program by June, she can take on
more responsibilities.

A) so that

b) although

B) because

I') unless

17. The meeting was moved to Friday we could all attend.

A) because

b) so that

B) although

I)if

18. By the time the new policy was announced, the staff about the changes for
days.

A) talked

b) had been talking

B) will talk

I') talk

19. The department handles customer complaints needs more support.

A) which

b) who

B) where

I') when

20. Tomorrow at this time, I the results of the performance review with my
team.

A) will discuss

b) will be discussing

B) discussed



I') have discussed

Keys: 1. b, 2.B, 3.A, 4.A, 5.A, 6.B, 7.b, 8.b, 9.b, 10.b, 11.b, 12.b, 13.b, 14.A, 15.Bb,
16.A, 17.b, 18.b, 19.A, 20.b

Kpumepuu oyenku ons mecmosulx 3a0anuii.

Jnanazon Gansos Onucanue KpuTepust
100-90 90-100% npaBUIbHBIX OTBETOB;
89-75 75-89% npaBUIBHBIX OTBETOB;
74-60 60-74% npaBUIBHBIX OTBETOB;
59-0 59-35% u MeHbllIe IPaBUIBHBIX OTBETOB.

5.5. Ilpu BBINONHEHUH 3aJaHU OOyYarOUIMMCS pa3peliaeTcs HMCIOJIb30BaTh
CeAYIOIIUE JOMOJIHUTENIbHbIE MaTepuaabl U 000pyAOBaHWE — B 3aBUCUMOCTH OT
TUIIA 3aaHUS:

1. ITucekMenHbie pabOThI (COYMHEHHUS, CCE, IEPEBOIBI, 3aTIOJIHEHUE TTPOITYCKOB):
JBYSI3BIUHBIA CITOBAph (OyMaXkKHBIN WM 3JIEKTPOHHBIN) — JJI1 YTOUHEHUSI 3HAUCHUMN
HE3HAKOMBIX CJIOB M 1M0AO0O0pa SKBHBAJIEHTOB; TE3aypyc/clioBapb CHHOHHUMOB (110
HEO0OXOIMMOCTH) — JIJIsi 0OOTaleHUs JIGKCUKH U M30eraHusi TOBTOPOB.

2. 3agaHusd Ha YTEHUME M AaHAJIW3 TEKCTA: DJJEKTPOHHBIA CJIOBapb WIIH
NPUIOKEHUE-TIePEeBO YUK (TpU paboTe ¢ HUPPOBBIM TEKCTOM) — JIJIs MTHOBEHHOI'O
IIOMCKa 3HAadYeHUU. lcrnonp3oBaHME OHJIANH-TIEPEBOAYMKOB IIOJHOCTBIO  WJIU
MOCTPOYHO MPHU BHITOJHEHUN MTUChMEHHBIX TBOPUYECKHX PalbOT (3cce, COYMHEHUS) HE
paspelniaercss — JOIMYCKaeTCs TOJbKO MOUCK OTAEIbHBIX CIIOB U BHIPAXKEHHUI.

6. (I)Oprl HpOMe)l(yTOqHOﬁ aTTeCTalliui, KPUTCPHUH N IIIKAaJa ONCHUBAaHUSA,
THUIIOBbBIC OLICHOYHbLIC MaTepHUAaJbl 110 TUCHUIIJIMHE

6.1. IlpomexxyTouHas aTTecTanus nmpoBoauTcs B hopme 3auera. [Ipomexyrounas
aTTecTanus (3a4eT) MOXKET MPOBOJUTHCS B ABYX OCHOBHBIX (DOpMax — MUCHMEHHOU U
yctHOM. OOyuaromuiics nmojiydaeT 3aué€THbIA OWIET ¢ BapuaHTaMU 3aJlaHUM, YUCThIE
JUCTBI Oymaru Jyist 3anucei pelieHus 3aaHuil, 3aTeM IPUCTYIAET K PEIICHHIO.

[IpomexxyTouHnast arTecTalMsi B NUCbMEHHOM (opme mpeamnonaraer eé
IIPOBEJICHUE B BUJIEC BBHIOJIHEHUS B BUJE TECTOBBIX 3aJaHui, nepeBojaa. Heobxoaumo
JaTh OTBET B THUCHBMEHHOM BHJE, TMOAPOOHO W3JOKUB XOJ PEIICHHS, TIpH
HEO0OXOAMMOCTH 3aBEPIIUThH PEIICHUE BHIBOJIAMHU.

[TpomexxyTouHas arrectanus B YCTHOM (hopme mpenrnonaraetT e€ mpoBeIeHNE B
BUJC: HMHIAMWBUIYAIBHOIO WJM IMEPEKPECTHOIO YCTHOTO OIpOca IO BONIPOCAM U3
MEPEYHs, OMPENEIIEMOT0 padodeil MporpaMMOi MUCHIHUILTAHBI (TUCKycCHsi / 3cce,
JIOKJIaJ], COOOIIEHHE).

6.2. TunoBble OLICHOYHBIE MATEPHUAIIBI IPOMEKYTOYHOM aTTECTALIMH.
TunoBele MPOBEPOUYHBIE 3aJaHUs ISl CAMOIOATOTOBKH OOyYarolmerocs K



IIPOMEKYTOYHOM aTTECTALINN:

Pasznes 1 [lepBble maru B ynpasJjieHHH

Tema 1. leqoBass kommyHukauus. YK-4.4.; YK-4.6.

3adanue omkpvimozo muna:
IIpouumatime mexcm 3a0aHus U 3anumiUme paseeprHymvlii 000CHOBAHHbIL OMEEm.:

Communication in the workplace can be challenging, but it is essential to the
success of any business. Effective workplace communication can lead to better
understanding and collaboration among employees, which can in turn lead to improved
productivity and a more positive work environment.

However, communication is not always easy, and it often breaks down. This can
happen for a variety of reasons, such as differences in communication styles, personality
clashes, or a lack of understanding about what is being communicated. Understanding
these challenges is crucial.

When communication breakdowns occur, it is important to take steps to address
the issue. This may involve having difficult conversations, but it is important to
remember that effective communication can help resolve problems and improve the
workplace.

Answer the questions:
1. What are two benefits of effective workplace communication? Explain briefly and
give a reason from the text.
Example answer structure: “Two benefits are ~ and . The text says that effective
communication leads to  , which shows that...”.
2. Name one reason why communication can break down at work. Use a phrase from
the text to justify your answer.
Example answer structure: “Communication can break down because of... The text

€Y 9

mentions that this happens due to .

Sa0anue KOMOUHUPOBAHHO20 MUNA.:

IIpouumaiime u nepegedume mexcm, 8vlbepume npasuibHvle OMEemsl U 3anuuume
apaymenmul, 000CHO8bIBAIOUUE BbLOOD.

Communication in the workplace can be challenging, but it is essential to the success
of any business. Effective workplace communication can lead to better understanding and
collaboration among employees, which can in turn lead to improved productivity and a more
positive work environment.

However, communication is not always easy, and it often breaks down. This can
happen for a variety of reasons, such as differences in communication styles, personality
clashes, or a lack of understanding about what is being communicated. Understanding these
challenges is crucial.

When communication breakdowns occur, it is important to take steps to address the
issue. This may involve having difficult conversations, but it is important to remember that
effective communication can help resolve problems and improve the workplace.



Choose the correct answer (A, b, B or I) for each question (1-5). Write the letter
of your chosen answer next to the question number:

1. What is one benefit of effective workplace communication?

A) More conflicts

b) Improved productivity

B) Fewer employees

I') Longer working hours

J1) More meetings

2. What is one reason communication can break down at work?

A) Because everyone always understands each other perfectly

b) Because communication is never important

B) Because of personality clashes

I') Because all employees are the same

J1) Because the office is too big

3. What should you do when communication problems happen?

A) Ignore the problem

b) Stop talking to everyone

B) Blame your colleagues

') Take steps to address the issue

J1) Quit your job

4. Why is understanding communication challenges important?

A) So we can avoid all communication

b) So we can fix problems when they happen

B) So we can make more mistakes

I') So we don’t have to work with others

J1) So we can complain more

5. Which word from the text means ““very important™?

A) Challenging

b) Breaks down

B) Essential

I') Variety

JI) Clashes

Keys:
1. B) Improved productivity. The text states:
productivity”.
2. B) Because of personality clashes. Mentioned directly in the text: “...personality
clashes...”.
3. I') Take steps to address the issue. The passage advises: “When communication
breakdowns occur, it is important to take steps to address the issue”.
4. B) So we can fix problems when they happen. This is implied by the advice to “take steps
to address the issue” and the idea that “effective communication can help resolve problems”.
5. B) Essential. The word means “very important” and is used in the first sentence: “it is
essential to the success of any business”.

(4

‘...which can in turn lead to improved



3adanus 3axpeimoeo muna:

IIpouumatime mexcm u ycmanosume coomsemcmaue:

Communication in the workplace can be challenging, but it is essential to the success
of any business. Effective workplace communication can lead to better understanding and
collaboration among employees, which can in turn lead to improved productivity and a more
positive work environment.

However, communication is not always easy, and it often breaks down. This can
happen for a variety of reasons, such as differences in communication styles, personality
clashes, or a lack of understanding about what is being communicated. Understanding these
challenges is crucial.

When communication breakdowns occur, it is important to take steps to address the
issue. This may involve having difficult conversations, but it is important to remember that
effective communication can help resolve problems and improve the workplace.

Answer the questions:
Match each item in the left column with the corresponding item in the right column:

Match:

Options:

1. Why is effective communication
important for business?

2. What can lead to communication
problems at work?
3. What to do
problems arise?

4. Why is it important to understand the

if communication

A) Because it is essential to the success of any business.
b) Because of differences in communication styles or
personality clashes.

B) Take steps to address the issue, for example, have
difficult conversations.

') Because understanding these challenges is crucial to
fix problems.

causes of communication problems?
5. What are the benefits of effective
communication?

H) It leads to better understanding, improved
productivity and a positive work environment.
E) Because communication is never important.

Keys:1—A,2—B,3—B,4—T,5— ]I

Tema 2. CTpykrypa komnanuu u opranmsanmnid. YK-4.4.; YK-4.6.

3adanue omkpvimozo muna:

IIpouumaiime mexcm 3a0anust u 3anuuiUme pazeepHymoiti 000CHOBAHHbLIL OMBEN.

My office is a place where I spend most of my day. It is located in the heart of the
city, surrounded by busy streets and high-rise buildings. The office is situated on the
fifth floor of a modern building with glass walls that make it look bright and spacious.
Once you enter the office, you can feel the energy of the place. Everything is organized
and well-managed, from the neatly arranged desks to the designated storage areas.

The interior design of the office is minimalistic and modern. The walls are painted
white, and the furniture is made of light-colored wood, providing a calm and relaxed




atmosphere. Natural light floods the space, making it a comfortable environment to work
in. The decor is minimal, with a few plants and paintings adorning the walls.

My favorite feature of the office is the communal area. It is a comfortable space
equipped with a sofa set, a large flat-screen TV, and a coffee machine. It is a perfect
place to gather with colleagues during breaks or for informal meetings.

The office 1s well-equipped with the latest technology, including high-speed
internet and modern computers, enabling us to work efficiently. The office also has a
conference room, which is used for important meetings with clients or when discussing
important projects. The room is spacious and well-lit, with a large table and comfortable
chairs.

The office has a friendly ambiance, thanks to the people who work there. The staff
is supportive and encouraging, making it easy to work together and collaborate.

In conclusion, my office is a great working space that provides a comfortable and
motivating environment to work in. It has all the necessary facilities and amenities,
which ensure that the team works together effectively.

Answer the question:
Imagine your ideal office. Write a short text (60-90 words) describing it. Use the
questions below to help you structure your writing.
Where is your office located? (e.g., in the city center, near a park, in a quiet area)
What floor is it on?
What does the interior look like? (Describe the walls, furniture, and light.)
What is your favorite part of the office? Why?
What facilities or equipment does it have? (a coffee machine, computers, a TV)

3adanue kKomMoOUHUPOBAHHO20 MUNA.

IIpouumaiime mexcm, 8vibepume NPasuibHbie OMEembl U 3ANUWUME APSYMEHMbI,
000CHOBbIBAIOWUE BLIOOD, Nepesedume 8aul OMeem:

My office is a place where I spend most of my day. It is located in the heart of the
city, surrounded by busy streets and high-rise buildings. The office is situated on the fifth
floor of a modern building with glass walls that make it look bright and spacious. Once
you enter the office, you can feel the energy of the place. Everything is organized and
well-managed, from the neatly arranged desks to the designated storage areas.

The interior design of the office is minimalistic and modern. The walls are painted
white, and the furniture is made of light-colored wood, providing a calm and relaxed
atmosphere. Natural light floods the space, making it a comfortable environment to work
in. The decor is minimal, with a few plants and paintings adorning the walls.

My favorite feature of the office is the communal area. It is a comfortable space
equipped with a sofa set, a large flat-screen TV, and a coffee machine. It is a perfect place
to gather with colleagues during breaks or for informal meetings.

The office is well-equipped with the latest technology, including high-speed
internet and modern computers, enabling us to work efficiently. The office also has a




conference room, which is used for important meetings with clients or when discussing
important projects. The room is spacious and well-lit, with a large table and comfortable
chairs.

The office has a friendly ambiance, thanks to the people who work there. The staff
is supportive and encouraging, making it easy to work together and collaborate.

In conclusion, my office is a great working space that provides a comfortable and
motivating environment to work in. It has all the necessary facilities and amenities, which
ensure that the team works together effectively.

Choose the correct answer (A, B or B) for each question (1-5). Write the letter of
your chosen answer next to the question number.
1. Where is the office located?
A) In the suburbs.
b) In the heart of the city.
B) Near the forest.
2. On which floor is the office?
A) On the first floor.
B) On the tenth floor.
B) On the fifth floor.
3. What color are the walls in the office?
A) White.
b) Blue.
B) Grey.
4. What is in the communal area?
A) A swimming pool.
b) A kitchen with many appliances.
B) A sofa set, a TV, and a coffee machine.
5. How does the author feel in this office?
A) Stressed and tired.
b) Comfortable and motivated.
B) Bored and unhappy.

Keys: 1 — b “in the heart of the city”.

2 — B “on the fifth floor”.

3 — A “the walls are painted white”.

4 — B “a sofa set, a large flat-screen TV, and a coffee machine”.
5 — b ““a comfortable and motivating environment to work in”.

3adanus 3axpeimozo muna:

IIpouumatime mexcm, 8vibepume npasUIbLHLIN OMBENL:

Organizations permeate all levels of our lives. Organizations exist for one reason:
they can accomplish things that individuals cannot. Organizations are characterized by
their goal-directed behavior. They have goals and objectives that can be achieved more
efficiently and effectively by the concerted action of individuals and groups.




Organizations are essential to the way our society operates.

To work effectively in organizations, managers must have a clear understanding of
the organizational structure. Viewing an organization chart on a piece of paper or framed
on a wall, one sees only a configuration of positions, job duties, and lines of authority
among the parts of an organization. However, organizational structures can be far more
complex than that. An organization’s structure is the formal pattern of activities and
interrelationships among the various subjects of the organization.

Most organizations have a hierarchical or pyramidal structure, with one person or
a group of people at the top, and an increasing number of people below them at each
successive level. There is a clear line or chain of command running down the pyramid.
All the people in the organization know what decisions they are able to make, who their
superior (or boss) is (to whom they report), and who their immediate subordinates are (to
whom they can give instructions). Some people in an organization have colleagues who
help them: for example, there might be an Assistant to the Marketing Manager. This is
known as a staff position. Yet the activities of most companies are too complicated to be
organized in a single hierarchy. Today, most large manufacturing organizations have a
functional structure, including (among others) production, finance, marketing, sales, and
personnel or staff departments. This means, for example, that the production and
marketing departments cannot take financial decisions without consulting the finance
department.

An inherent problem of hierarchies is that people at lower levels are unable to make
important decisions, but have to pass on responsibility to their boss. One solution to this
1s matrix management, in which people report to more than one superior.

Put the statements in the correct order (1-5) according to how they appear in the
text:
A. Organizations can accomplish things individuals cannot.
b. Most organizations have a hierarchical structure.
B. Managers must understand the organizational structure.
I'. Matrix management is a solution to hierarchy problems.
J1. Large organizations often have a functional structure.

Keys:1.A,2.B,3.5,4. 1,5.T

Pasznea 2 D pexTuBHOE yIpaBjieHue

Tema 3. Yupasienue. YK-4.4.; YK-4.6.

3adanue omxpwvimo20 muna:

Ipouumaiime mexcm 3a0anusi u 3anuume pazeepHymoiti 000CHOBAHHbLIL OMBENL.

Everyone is a manager. People learn how to manage their lives and their
relationships with others. They learn how to organize their time and work. In business,
management is usually a team of people who operate the business and try to get the work
done. They organize the time and work, and they manage relationships among the




employees who work together.

Management has five main jobs: to plan, direct, control, coordinate, and organize.
Managers at different levels spend different amounts of time on these jobs. For instance,
a president is a manager who spends a lot of time on planning. A supervisor is a manager
who spends more time on directing.

The most important job of management is planning the goals of a business and how
these goals will be completed. In planning, managers must consider five variables:
personnel, money, machines, materials and methods. There are four steps in the planning
process. First, the goals must be identified and defined. For example, the managers may
decide to increase production by 10 percent in two years. Then the managers must select
the best plan for completing the goal. Second, the managers must get approval for the
plan. Third, they must check its effectiveness. Is it working? Fourth, they must be able to
change the plan if it is not working.

Management also directs and supervises. Managers usually know their workers
well so that they can lead and give instructions. Managers must communicate clearly with
workers so that they will understand their jobs and responsibilities. Good managers get
the cooperation of all their workers. Directing is a difficult job for managers, but good
supervision of workers is essential for business success.

Managers control too. They decide on the quality of the work or the products. Is
the work good? If the quality is low, the manager looks for the reasons. Managers decide
if the workers are fast or slow. Are the workers good or bad? Are there enough workers?
Is the plan working? If necessary, the managers hire more workers or make changes in
the company policy. Managers control the workers, time, materials, and the job.

Another job of managers is to coordinate. All parts of an organization need to work
together. Workers must understand their jobs and how to do them efficiently. When there
are problems, the manager must solve them. Good managers must communicate well to
coordinate goals and plans. All managers at every level must coordinate well in order to
keep an organization together.

Answer the question:
Write a short text (80—100 words) answering the following questions:
What are two important jobs of a manager? (Use the words and.)
hy is planning an important part of management? Give one reason.
What is one quality of a good manager? Why is this quality important?

3adanue KoMOUHUPOBAHHO20 MUNA:

Ipouumaiime mexcm, 8blbepume npaguibHvle OMEembl U 3anuLume apeymMeHmeol,
000CHO8bIBAIOWUE BLIOOD, Nepeseoume 8aul OMeEem:

What is management? What do managers do? How do I manage? These are
standard questions that most of us in the management profession have been asked more
than once.

Contemporary period in the development of Russian economics, when the radical
changes have been made in the sphere of human resource management, is characterized




by the acute shortage of qualified trained managers selected on the basis of ability and
expertise. During last years interesting books on the personnel management have
appeared, however, still there is lack of monographs, books and research works based on
the modern management theory and a long history of work. So it turns out to be important
to study the questions, concerning personnel and personal management either in business
or in state and municipal management.

A management career path is not a straight line. Nor is it the same for everyone.
Yet all management career paths have a starting point. All have milestones along the way.
This page is the starting point for several management paths. Each path leads managers
to what they need to know based on where you are in your career and where your interests
lie. On each visit you can go further along the path, retrace steps along the same path, or
start down a new path. Five paths are listed below.

Choose the correct answer (A, b, B or I') for each question (1-5). Write the letter
of your chosen answer next to the question number:
1. What is a key problem in Russian economics today?
A) There are too many books about management.
b) There is a shortage of qualified managers.
B) Human resource management is not changing.
I') There is no interest in management studies.
2. What has appeared in recent years?
A) More factories in Russia.
b) New government rules for managers.
B) Interesting books on personnel management.
I') More universities for managers.
3. Is a management career path the same for everyone?
A) Yes, all paths are identical.
b) No, it is different for each person.
B) Only for experienced managers.
I') Only in big companies.
4. What does every management career path have?
A) Only a final goal.
b) A starting point and milestones.
B) No clear structure or goals.
I') Exactly five steps to follow.
5. What can you do on each visit to the page?
A) Delete old career paths.
b) Go further, retrace steps, or start a new path.
B) Automatically get a promotion.
I') See only one career option.

Keys:

1 — b “shortage of qualified trained managers”.

2 — B “interesting books on personnel management”.
3 — b “not the same for everyone”.



4 — b “a starting point. All have milestones”.
5 — b “go further... retrace steps... start a new path”.

3adanus 3axpeimozo muna:

IIpouumaiime mexcm, 6vlboepume npasUIbHbLE OMEEMbL:

What is management? What do managers do? How do I manage? These are
standard questions that most of us in the management profession have been asked more
than once.

Contemporary period in the development of Russian economics, when the radical
changes have been made in the sphere of human resource management, is characterized
by the acute shortage of qualified trained managers selected on the basis of ability and
expertise. During last years interesting books on the personnel management have
appeared, however, still there is lack of monographs, books and research works based on
the modern management theory and a long history of work. So it turns out to be important
to study the questions, concerning personnel and personal management either in business
or in state and municipal management.

A management career path is not a straight line. Nor is it the same for everyone.
Yet all management career paths have a starting point. All have milestones along the way.
This page is the starting point for several management paths. Each path leads managers
to what they need to know based on where you are in your career and where your interests
lie. On each visit you can go further along the path, retrace steps along the same path, or
start down a new path. Five paths are listed below.

Answer the question:
Match each statement (1-5) with the correct piece of information (A-/]) from the text.
Write the letter (A-/]) next to the number (1-5).

Statements: Information (A-/I):
1. The main problem in Russian economics today | A. ...interesting books on personnel management.
is... b. ...is not a straight line and differs for each
2. In recent years, there has been an appearance | person.
of... B. ...astarting point and milestones along the way.
3. A management career path... I'. ...go further, retrace steps, or start a new path.
4. Every management career path includes. .. N. ...the shortage of qualified managers.
5. On each visit to the page, you can...

Keys: 1. 1,2. A,3.5,4.B,5.T’

Tema 4. Jlen1oBas nepenucka. YK-4.4.; YK-4.5.; YK-4.6.

3adanue omkpvimo2o muna:

IIpouumaiime mexcm 3a0aHus u 3anuuiume pazeepHymoiti 000CHOBAHHbII OMEEM.:

Communication through the exchange of letters and documents is known as
correspondence. In our personal lives, we share feelings and thoughts with friends and
relatives — this is called personal correspondence.




Similarly, in public public administration, officials and institutions communicate
through official correspondence. This type of communication is essential for the
functioning of government bodies, local authorities, and public services.

Official correspondence refers to written communication between:

government agencies; public institutions and citizens; different levels of
government (federal, regional, local); state bodies and private organisations (e.g.,
contractors, NGOs).

For example:

A citizen may write a letter or submit an official request to a local administration
to get information about public services, social benefits, or urban development plans.

A regional government may send a formal letter to a federal ministry to request
funding for an infrastructure project.

Government agencies exchange reports and memos to coordinate policies, share
data, or report on the implementation of national programs.

Public institutions send notices or instructions to citizens (e.g., tax notifications,
voting information, or public health guidelines).

Thus, official letters and documents can be defined as a medium or means through
which: decisions are communicated; information is shared between authorities and the
public; citizens’ rights and requests are addressed; policies and regulations are
implemented across different levels of governance.

Effective official correspondence ensures transparency, accountability, and
responsiveness in public administration. It helps build trust between the government and
citizens, and supports the smooth operation of public services.

Answer the questions:

1. What is the difference between personal and official correspondence? Give one
example of each.

Use phrases: “Personal correspondence is...”, “Official correspondence is...”, “For
example...”

2. Name two groups that communicate through official correspondence. Use
examples from the text to explain why they write to each other.

Use phrases: “Two groups are...”, “They write to... because...”, “The text says...”

3adanue KoMOUHUPOBAHHO20 MUNA:

Ipouumaiime mexcm, 8blbepume npaguibHvle OMEemsbl U 3anuLume apeyMeHmol,
obocHogvisalowue 8b100p, nepeseoume 6aul OmMeem.

Communication through the exchange of letters and documents is known as
correspondence. In our personal lives, we share feelings and thoughts with friends and
relatives — this is called personal correspondence.

Similarly, in public public administration, officials and institutions communicate
through official correspondence. This type of communication is essential for the
functioning of government bodies, local authorities, and public services.

Official correspondence refers to written communication between:




government agencies; public institutions and citizens; different levels of
government (federal, regional, local); state bodies and private organisations (e.g.,
contractors, NGOs).

For example:

A citizen may write a letter or submit an official request to a local administration
to get information about public services, social benefits, or urban development plans.

A regional government may send a formal letter to a federal ministry to request
funding for an infrastructure project.

Government agencies exchange reports and memos to coordinate policies, share
data, or report on the implementation of national programs.

Public institutions send notices or instructions to citizens (e.g., tax notifications,
voting information, or public health guidelines).

Thus, official letters and documents can be defined as a medium or means through
which: decisions are communicated; information is shared between authorities and the
public; citizens’ rights and requests are addressed; policies and regulations are
implemented across different levels of governance.

Effective official correspondence ensures transparency, accountability, and
responsiveness in public administration. It helps build trust between the government and
citizens, and supports the smooth operation of public services.

Read the text and choose the one correct answer (A, b, B or I') for each question.
Then write 1-2 sentences to justify your choice. Use information from the text to support
your answer:

1. What is the term for communication through letters and documents?

A) Conversation

b) Correspondence

B) Discussion

I') Negotiation

J1) Debate

2. Who can communicate through official correspondence?

A) Only friends and family

b) Only international organisations

B) Government agencies and citizens

') Only school students

JT) Only businessmen

3. What is one reason a citizen might write an official letter?

A) To tell a joke

b) To get information about public services

B) To invite a friend to a party

I') To write a poem

JI) To play a game

4. What does eftfective official correspondence help build?

A) New buildings

b) Trust between government and citizens

B) Computer games



I') Musical instruments

J) Sports teams

5. What do government agencies exchange to coordinate policies?
A) Gifts

b) Clothes

B) Reports and memos

I') Food

J1) Toys

Keys:

1. b) Correspondence because the text clearly states: “Communication through the
exchange of letters and documents is known as correspondence.” This sentence directly
defines the term used for written communication.

2. B) Government agencies and citizens because the text lists them as participants
in official correspondence. It says: “Official correspondence refers to written
communication between: government agencies; public institutions and citizens...” This
shows that both groups use official letters.

3. b) To get information about public services because the text gives a specific
example: “A citizen may write a letter or submit an official request to a local
administration to get information about public services, social benefits, or urban
development plans.” This directly explains why citizens write official letters.

4. b) Trust between government and citizens because the last paragraph of the text
states: “It helps build trust between the government and citizens, and supports the smooth
operation of public services.” This clearly shows one important result of effective official
communication.

5. B) Reports and memos because the text says: “Government agencies exchange
reports and memos to coordinate policies, share data, or report on the implementation of
national programs.” This sentence directly answers the question about what agencies
exchange.

3adanus 3axpeimozo muna:

Ipouumaiime mexcm u ycmanosume nocie008amenibHOCHb.

Communication through the exchange of letters and documents is known as
correspondence. In our personal lives, we share feelings and thoughts with friends and
relatives — this is called personal correspondence.

Similarly, in public public administration, officials and institutions communicate
through official correspondence. This type of communication is essential for the
functioning of government bodies, local authorities, and public services.

Official correspondence refers to written communication between:

government agencies; public institutions and citizens; different levels of
government (federal, regional, local); state bodies and private organisations (e.g.,
contractors, NGOs).

For example:

A citizen may write a letter or submit an official request to a local administration




to get information about public services, social benefits, or urban development plans.

A regional government may send a formal letter to a federal ministry to request
funding for an infrastructure project.

Government agencies exchange reports and memos to coordinate policies, share
data, or report on the implementation of national programs.

Public institutions send notices or instructions to citizens (e.g., tax notifications,
voting information, or public health guidelines).

Thus, official letters and documents can be defined as a medium or means through
which: decisions are communicated; information is shared between authorities and the
public; citizens’ rights and requests are addressed; policies and regulations are
implemented across different levels of governance.

Effective official correspondence ensures transparency, accountability, and
responsiveness in public administration. It helps build trust between the government and
citizens, and supports the smooth operation of public services.

Arrange the external interaction steps in the correct order (1-5), as suggested or
implied in the text. Use the letters A-/I:
A) Public institutions process the request and prepare a response.
b) Citizens receive notices or instructions (e.g., tax notifications).
B) A citizen writes a letter to a local administration asking for information about social
benefits.
I') The institution sends an official reply with the requested information.
J1) Government agencies exchange reports to coordinate policies.

1 2 3 4 5

Keys:

1. B (A citizen writes a letter...)

2. 1 (Government agencies exchange reports...)
3. A (Public institutions process the request...)
4. T (The institution sends an official reply...)
5. b (Citizens receive notices...)

6.3. Kputepuu u mkana oueHuBanus Ha ocHoBe bPC.

KPUTEPUM OLIEHUBAHIA PE3VJIBTAT B
BAJIJIAX
JlaH MOMHBIN, B JOTUYECKON MOCIEA0BATEIIBHOCTH Pa3BEPHYTHIN OTBET 90-100

Ha TMIOCTaBJIECHHBIM BOIPOC, TIJ€ OH HPOJEMOHCTPUPOBAT 3HAHMS
npeaMera B TOJTHOM oObeMe Y4eOHOW MpOorpaMMbl, IOCTaTOYHO
rmy0OOKO ~ OCMBICAMBAET  JUCHMIUIMHY,  CaMOCTOSATENIBHO, U
HCYEPIBIBAIOIIE OTBEYAET HA JIONOJHUTENIbHBIE BONPOCHI, MPUBOAUT
COOCTBEHHBIE NPHUMEPHI MO MpobJIeMaTUKE MOCTABJICHHOIO BONPOCA,




pENTIIT MPEJUIOKEHHBIC MPAKTHYECKUE 3a/1aHusl 0€3 OMHOOK
JlaH pa3BepHYTHIN OTBET HA MIOCTABJICHHBIN BOIIPOC, I'/I€ 00yJaromuiics 75-89
JEMOHCTPUPYET 3HaHUSA, NPUOOpPETEHHbIE Ha JIEKUMOHHBIX U
CEMHUHAPCKUX 3aHATUAX, a TAKXKE MOJIYyUYEHHBIE TIOCPEICTBOM U3YUEHUS
o0s3aTebHBIX ~ Y4YEOHBIX ~ MaTepHaJioB 1O  Kypcy,  Jaer
apryMEHTHPOBAHHBIE OTBETHI, IPUBOJUT IPUMEPHI, B OTBETE
MPUCYTCTBYET CBOOOJHOE BIJIAJICHUE MOHOJIOTMYECKOH  pEYblo,
JOTUYHOCTh M TIOCJENOBATEIBHOCTh OTBETa. OAHAKO JOIycKaeTcs
HETOYHOCTb B OTBETE. Permi npeuioxkeHHble MPaKTUYECKUE 3aJaHus C
HEOOJIBIIMMU HETOYHOCTSIMHU.

JlaH OTBET, CBUIETEJIbCTBYIOIIUM B OCHOBHOM O 3HAaHHUH IPOIECCOB 60-74
M3y4aeMON JUCIUIUIMHBI, OTJINYAIONIUICS HEAOCTATOUHON TITyOUHOMN U
MIOJIHOTOM PACKpBITHS TE€MbI, 3HAHUEM OCHOBHBIX BOIIPOCOB TEOPUH,
cabo chopMHpPOBAHHBIMU HaBBIKAMU aHAlIM3a SBJICHUH, MPOLIECCOB,
HEJJOCTATOYHBIM YMEHHEM JaBaTh apryMEHTHPOBAHHBIE OTBETHl U
NPUBOAUTH  TNPUMEPHI, HEJOCTATOYHO CBOOOJHBIM  BJaJCHHUEM
MOHOJIOTMYECKON PEUYbl0, JIOTMYHOCTBID M IOCJIEIOBATEIbHOCTBIO
orBeTa. Jlomyckaercss HECKOJIBKO OLIMOOK B COJEpPKAHWU OTBETa U
pEUIEHUN NIPAKTUYECKHUX 33 IaHUM.

JlaH OTBET, KOTOpBIM CONEPKHUT pPsl CEPbE3HBIX HETOYHOCTEH, 1-59
OOHapYXUBAIOIINI HE3HAaHHWE MPOIECCOB H3YYaeMOW MpeAMETHON
00JIaCTH, OTIMYAIOIIUICS HETITyOOKUM PAcKPhITHEM TEMbI, HE3HAHHEM
OCHOBHBIX BOIIPOCOB TEOpUH, HEC(HOPMUPOBAHHBIMU HABBIKAMU
aHaJIM3a SIBJICHUM, TPOLIECCOB, HEYMEHUEM JJaBaTh apryMEHTUPOBAHHbIE
OTBETHI, CIa0bIM BIAJCHHUEM MOHOJOTHYECKON peubi0, OTCYTCTBUEM
JOTUYHOCTH U  TOCJIEN0BAaTEIIbHOCTH. BBIBOIBI NOBEPXHOCTHBI.
Pemenne nmpakTHYECKUX 3a1aHUI HE BBITTOJTHEHO, T.€. 00yUYarOIIHUACs HE
CIOCOOEH OTBETHTh Ha BONPOCHl JaXK€ NPU JOMOJHUTEIHHBIX
HAaBOJSILIMX BOMPOCAaX MpernoaaBaTesl.

6.4. Ilpu BBINONHEHUH 3aJaHUM OOyYAarOUIMMCS pa3pellaeTcs HCHOJIb30BaTh
BJICKTPOHHBIA CJIOBAph WA NPUIOKEHUE-NIEPEBOAYUK JJII MTHOBEHHOTO ITOHMCKA
3HaueHu. VICroMb30BaHUE OHIAWH-TIEPEBOJUYUKOB IOJHOCTHIO WIIM MOCTPOYHO HE
pa3peuaeTcss — AOMYCKAeTCA TOJBKO MOUCK OTIEIIbHBIX CJIOB U BBIPAKECHUN.

7. MeToauyecKkue MaTepHaJIbl 10 OCBOCHUIO TUCIHUTIMHBI

3aHUMAaTbCS MHOCTPAHHBIM SI3BIKOM PETYJISIPHO, TAaK KakK CHCTEMAaTHYECKHUE
3aHSATUS CIOCOOCTBYIOT YCIICIIHOMY YCBOCHHUIO MaTepuaia, a TaKXKE BBIMOJHSITH BCE
3aJlaHus U TPUJICPKUBATHCS PEKOMEH AN TTPETIO1aBaTENA.

Bectu nmuunbIe 3anucH (C10Baph, 3aMETKH Pa3InyHOI0 BUIa), KOTOPbIE MO3BOJISIOT
WCTIOJIb30BaTh MX B KA4eCTBE CIPABOYHOrO MaTepuhajga M HEOJHOKPATHO K HHUM
BO3BpaIAThCS.

[Ipy MDOArOTOBKE 3aJaHUM IO YTECHUIO, CIEAYET IOJb30BaThCS CIIOBAPSIMU,
BBITIUCHIBAs BCE HE3HaKOMbIe ciioBa. OHU TOMOTYT Haj JAalibHEMIIel paboToi Han
tekcToM. [Tocne nmpouTeHust TekcTa HE0OXOAUMO BHITIOTHUTE 3a/IaHUS, TIPUJIAratOIANCS
K HEMY JIJIs IPOBEPKHU TOHUMAHMUSI €T0 COACPKaHUS U IPOBEPUTH Ce0s 10 KITF0YaM.

[Ipucrynas xk paboTe HaJ MPOCIYLIMBAHUEM TEKCTa, HEOOXOAUMO, MPEK/IE BCETO,
O3HAKOMHTBHCS C 3aJaHUEM H MPOCMOTPETh €ro conaepxkanue. Ilocme mnepBoro



MPOCTYIIMBAHUS BBIOJIHAIOTCS 3a/laHusl Ha 00llee MOHMMaHUE MPOCIyIIaHHOTO, MOCTIe
BTOPOTO — Ha MOHUMaHHWe Jetaneid. OpHaKo, MpU CaMOCTOSATENbHOW paboTe Haj
ayJIMpOBaHUEM TEKCT PEKOMEHIYEeTCs TMpOoCiIylaTh HECKOJIbKO pa3, IO0Ka €ro
colepkanue He Oyner mnoHATHO. [Ipm HEoOXOAMMOCTH MOMXKHO BOCIOJIB30BAThCS
pacnedarkoi Tekcta. [Ipu 3ToM pekoMeHayeTcs BEITUCATh BCE HOBBIE CIIOBA, YCBOUTH UX
3HaueHue. [locie 3Toro, TEKCT peKOMEHAyeTCsl TPOCTYyIIATh eIle pas.

Bce ycTHbie cOOOIIEHUS JOJIKHBI HMMETh BCTYIUIEHHWE, OCHOBHYIO 4YacTh U
3aknoyeHue. Ilpu  MOAroToBKE  YCTHBIX — COOOLIEHMH  CleAyeT  THIaTeJIbHO
OTpPENEeTUPOBaTh CBOE BBICTYIUIEHHE: BBIYYHTh HOBBIE CJIOBa M HMX MPOU3HOUIEHHE,
POlyMaTh HHTOHAIIUIO, MAy3bl, )KECThI U T.J. [Ipy UCIIOIBb30BaHUM HATJISAIHBIX CPEICTB
(KapTUHKM, HAJNUCH) TPUACPKUBATHCA OOMMX TMPAaBUJI HUX COCTABICHHUS U
HCIOJIb30BAHUS.

Kak u ycTHbIE cOOOLIEHUs, TBOPUECKUE MUCbMEHHBIE 3aJJaHUs (COUMHEHUS, ICCE,
IMCbMa, AHHOTAIMHM), UMEIOT CIEAYIOIIYI0 CXEMy: BCTYIUIEHHE, OCHOBHAsl YacTb,
3aKJII0YEHUE, KOTOPOU CIIEAYEeT CTPOro IpHuaepk uBaTbcs. Bce MUChMEHHBIE 3a1aHus,
BKJIIOYAsl yIPAXKHEHHUSI, BCET/1a CIEeIyeT MPEAOCTaBIATh Ha MPOBEPKY MPENOIaBATEIIO C
LEJIbI0 UCIIPABJICHUS OIIMOOK U UX aHaJIU3A.

B nporecce moAroToBKH K MpakTUYECKUM 3aHITUSIM, 00y4aromuMcsi HEOOX0AUMO
o0paTuTh 0c000€ BHUMAHKE Ha CAMOCTOSITEIbHOE N3YUCHHE PEKOMEHIOBAHHOMN yueOHO-
METOJIMYECKON (a TakKe Hay4dHOW W MOMYyJSIpHOM) nuTeparypbl. CamocTosiTenbHas
paboTa c yueOHHKaMu, yueOHBIMU ITOCOOUSIMU, MaTepuagamu cetu luTepHeT, mo3Bosser
3HAYUTENbHO aKTUBU3UPOBATH MPOLIECC OBJIAJCHUS HHPOpMAIINEH, CTOCOOCTBYET Ooee
rIyOOKOMY YCBOEHUIO H3yuyaeMoro marepuaina, (GopMUpPYeT y OOydYaroluXcs CBOE
OTHOIIIEHHE K KOHKpEeTHOM mpobsieme. bosiee ri1yOOKOMY pacKphITHIO BOIPOCOB
CIIOCOOCTBYET 3HAKOMCTBO C JIOMOJHUTEIBHON JIUTEpaTypoil, pPEKOMEHIO0BAaHHOMN
MPErnoIaBaTesieM, YTo MO3BOJISIET OOYUAOIIMMCS MPOSBUTh CBOIO MHIUBUIYAIBHOCTH B
paMKax BBICTYIUICHUS HA 3aHATUSIX, BBIIBUTH IIUPOKHUI CIIEKTP MHEHHMM 0 M3y4aeMou
npobiieme.

[logroToBka K NPOMEXKYTOUYHOM AaTTECTAllMM OCYIIECTBISAETCA CTYACHTOM
CaMOCTOATENILHO C UCTIOJIb30BAaHUEM MEPEUHS BOMPOCOB K MPOMEKYTOUYHOM aTTeCTalluu
U PEKOMEHIOBAHHBIX UICTOYHUKOB JIUTEPATYPHI.

B nepuon mMNOArOTOBKM K MPOMEXYTOUHOW aTTeCTAllMM CTYAEHTHl BHOBB
oOpamaroTcss K NpodjeHHOMY yueOHOoMy Matepuany. [Ipy 3TOM OHM HE TOJIBKO
VKPEIUISIIOT TOJIydeHHbIE 3HaHUS, HO U Moiy4aroT HoBble. [loaroroBka cryieHTa K
IPOMEXYTOUHOM aTTecTally BKJIKOYAET B ce0s CIEAYIOLINe ATalbl: CaMOCTOATEIbHAs
paboTa B TeUEHHE CEMECTPa; HETOCPEICTBEHHAs TOATOTOBKA B JIHU, MIPEILIECTBYIOIINE
IIPOMEKYTOUYHOM aTTECTAalMy II0 TeMaM Kypca; IIOCEUIEHUE CHELUUaIbHBIX YacoB
KOHCYJIbTAllMM C MPETNO1aBaTENEM.

8. YueOHast imTepaTypa u pecypcsl
HH(OPMALMOHHO- TeJIEKOMMYHMKAIMOHHOH ceTn UHTEepHeT

8.1. OcHoBHas nuTEpaTypa
1. AnromenkoBa, O. H. Awnrmmiickuii s3eik. Menemxment (English for



Management) : yue6Hoe mocodue / O.H. AntomenkoBa. — Mocksa : UHOPA-M, 2024.
— 426 c. — (Bricuiee oopazoBanue). - ISBN 978-5-16-017899-8. - TekcT : 37€KTPOHHBIH.
- URL: https://znanium.ru/catalog/product/1896103

2. borpanosa, JI. B. Unoctpannsiit s3eik. English for HRM students : yuebnoe
noco6wue / JI. B. bormanosa. — Kpacnosipck : Kp KT UpIl'VIIC, 2022. — 87 ¢. — Teker :
ANeKTpoHHBIN //  Jlanb  :  2nekTpoHHO-OmMOmMoTeunas  cuctema. —  URL:
https://e.lanbook.com/book/339812

3. ImakoBa, A. II. Auruumiickuii s3bIK B cdepe TOCYJIapCTBEHHOIO U
MYHHULMIATBHOrO yrnpasieHus : yueOHuk / A.Il. IlImakoBa. — Mocksa : UTHOPA-M,
2025. — 294 ¢. — (Bricuiee obpazoBanue). — DOI 10.12737/2074256. - ISBN 978-5-16-
018880-5. - Tekcrt : anextponnsiid. - URL: https://znanium.ru/catalog/product/2074256

4. Mypta3oBa, 3. A. AHIIIMHACKHI 53bIK : yueOHoe mocooue / 3. A. MypTta3zosa, J.
FO. Ynumbamesa. — Hanmpuuk : KBI'Y, 2024. — 64 c. — Tekcr : anekTpoHHsbIit // Jlans :
aNIeKTpoHHO-O0nOMoTeynas cucrema. — URL: https://e.lanbook.com/book/434423

5. Apxunos, A. B. Business English / JlenoBoii anrnmiickuii : y4yeOHO-
Meroauueckoe nocodue / A. B. Apxumnos, M. A. [pwxkenko, E. FO. KocrtiokoBuu. —
Mocksa : MUCHU — MI'CY, 2023. — 44 c¢. — ISBN 978-5-7264-3321-9. — Tekcr :
ANEKTPOHHBIN //  Jlanb  :  »nekTpoHHO-OMOMMoTeuHass  cuctema. —  URL:
https://e.lanbook.com/book/426833

6. AunpeeBa, E. FO. A Comprehensive Grammar of Contemporary English in
Higher Education Studies : yuebnuk / E.}O. AuapeeBa. — Mocksa : UHOPA-M, 2025. —
359 c. : un. + Jlon. matepuansl [DnekTpoHHbIN pecypc]. — (Bsicmiee oOpa3zoBanue). -
ISBN 978-5-16-020949-4. - Tekct : AJIEKTPOHHBIN. - URL:
https://znanium.ru/catalog/product/2206802

7. 'pammaTHKa aHIJIMICKOTO s3bIKA. Teopus U mpakTHKa : yueOHoe mocooue s
cTys1eHTOB By30B / P. B. bypo6uHn, O. A. bypo6una, E. B. Bynsdosuu [u np.]. — Bragumup
: Bmagumupckuii punman PAHXul'C, 2025. - 193 c. — ISBN 978-5-907789-42-5. - Tekct
: anekTpoHHbId. - URL: https://znanium.ru/catalog/product/223884 1

8. KapaBanoB, A. A. Bpemena anrnmiickoro riarona. Cucrema, mpaBuia,
yHpaxHEeHUs!, TeCThl : yueOHoe nocooue / A.A. KapaBaHoB. — Mocksa : UTHOPA-M,
2025.—212 ¢.— (Cpennee npodeccuonanbHoe oopazoBanue). - [SBN 978-5-16-020404-
8. - Tekcr : anextponnsIil. - URL: https://znanium.ru/catalog/product/2172160

9. NHocTpaHHbIil S3bIK MPO(ECCUOHATIBHOTO OOIICHUS (QHTJMHUCKUN S3BIK) :
yaeoHoe rmocodue / JI. FO. Burpyk, E. H. Mupomnnuenko, E. A. Monoasix, C. B. ITaBnoga.
— Boponex : BI'VUT, 2025. — 135 c. — ISBN 978-5-00032-749-4. — TekcrT :
ANIEKTPOHHBIN //  JlaHb  :  2leKkTpoHHO-OMOMMoTeuHass  cuctema. —  URL:
https://e.lanbook.com/book/515918

8.2. JlononHUTENbHAS IUTEPATYPA
He ucnons3yercs

8.3. HopmaTuBHbIe npaBoBbIEe JOKYMEHTHI M MHAS IpaBoBasi HHGOpMaLus
He ncnonbs3yrores


https://znanium.ru/catalog/product/1896103
https://znanium.ru/catalog/product/2238841

8.4. nTepHeT-pecypcehl
Hayunas 6ubnamorexka PAHXul'C https://lib.ranepa.ru
Hayunas snexkrponnas 6ubnuoreka « KUBEPJIEHMHKA https://cyberleninka.ru
ObC «JIAHb» https://e.lanbook.com
ObC «3HAHUYM» https://znanium.ru
ObC «SOCHUM» https://sochum.ru

9. MaTepuaJIbHO-TeXHHYECKas 0a3a, MH(POPMAIIHOHHbIE TEXHOJIOTHH,
NporpaMMHoe odecrnevyeHre 1 MHPOPMANMOHHBbIE CIIPABOYHbIE CHCTEMbI

JucrumuirHa o iiepykaHa COOTBETCTBYIOIIUMH JIMIICH3NOHHBIMY TIPOTPAMMHBIMH
IPOIYyKTaMH, B TOM 4YHCIIe OTEYEeCTBEHHOTo mpousBojcTBa: Libre Office
(muniensust Mozilla Public License v2.0.) 7-Zip (munensust GNU Lesser General Public
License) AIMP (muuensuss LGPL v.2.1) STDU Viewer (freeware for private non-
commercial or educational use) GIMP (nunen3us GNU General Public License) Inkscape
(muuen3ust GNU General Public License), OC Linux.

st mpoBeneHUs YYEOHBIX 3aHSATUH, MPETYCMOTPEHHBIX 00pa30BaTEIbHOM
POrpaMMOM, 3aKpervieHbl AayJUTOPUU COIJIACHO PACHUCAHUIO YYEOHBIX 3aHSITHI:
paboyee MeCTO MpernojaBaTelisi, MOCAJOUYHbIE MECTa MO KOJUYECTBY OOYYAIOIIMXCA,
JIOCKa MEJIOBasi, TMEPCOHAIBHBIA KOMIIBIOTEP C JIMIICH3UPOBAHHBIM TMPOTPAMMHBIM
oOecrieyeHneM OOIIEer0 Ha3HAYCHUS, MYJIbTUMEIUUHBIA MPOECKTOP, MYJIbTUMEIUWHBIN
9KpaH, HHTEPAKTUBHAS MTaHEb.


https://sochum.ru/
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