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INTRODUCTION / BBEAEHUE

IloaroroBKa rpaMOTHBIX CIIEITHATHCTOR, BIAACIOMNX ASTOBBIM HHO-
CTpaHHBIM SI3EIKOM, SIBJSICTCSI OTHOM M3 BaXXHEHIMNX 3a1a4d MpodecchHo-
HaJabHOI OATOTOBKH. HaHHOE MocoOre npeaHa3HaYeHO IS CTYASHTOR,
obyJaroImpuxcsl Ha HEJIWHTBACTHUISCKHMX HAIpaBICHHSIX IMMOATOTOBKU
MIPOTODKAIOIINX N3yJaTh aHIIUUCKIH SI36IK. HecMOoTpst Ha mMerormuecs
MOCOOHS IO H3YYEHUIO ASJIOBOTO aHIIIMICKOTO sI3bIKa, JAHHOE Mocobne
HMeeT HeKOoTophle oTamuns. Ero cTpykrypa, TeMaTndecKoe comepKaHne
H MeTOOUYecKoe o0ecedeHHe aeIaloT ero MaKCHMAaJIBHO Metecoobpas-
HBIM B IpUMEHEHHH ISl M3YUYeHHS aHDJIMHCKOIO S3BIKa CTYASHTaMH
HesI3BIKOBBIX CIEIHATBHOCTEH B By3e; B KadecTBe MaTepHraia B OCOOHHI
HCIOIb30BAHEI ayTeHTHYHbIC aHTVIMHCKHAE TEKCTHI IeI0BOTO XapaKTepa,
3aTPOHYTHI COBPEMEHHBIC aKTYaJIbHEIC B JCIOBOM OOINCHHUH TeMBI —
«[Touck pabote, «deaoBoit sTukeT», « UMUK KOMOAaHUN» U Ip.

Ilocobne orBevaer TpebopaHmsIM PI'OC mociaegHero MOKOJICHHS U
COBpPeMEHHBIM 0O0pa30BaTe/IbHBIM IIporpaMMaM, a TakKe TpeOOBaHUSIM
KOMIIETEHTHOCTHOTO MOAX0NA K O0YIeHIIO MHOCTPAHHEIM SI3bIKaM. pyru-
MM CJIOBAMH, Y CTYASHTOB (hopMUpyeTcs CHOCOOHOCTh K KOMMYHUKAIAH B
VYCTHOI W MACBMEHHOM opMax Ha PYCCKOM M MHOCTPAHHBIX SI3BIKAX M1
peleHns 33129 MEXTNIHOCTHOTO M MEXKKYJIBTYPHOTO B3aUMOIEHCTBIS.

Badavu
1. Pa3sBrATHEe HABBIKOB MCIIOJb30BAHUS TPaMMATHISCKUX KOHCTPYKITHIA,

dpaszeoToTHISCKAX SAMHHAII U TeMaTHISCKON JeKCHKH II0 TeMaTHKe
Kypca B OIIpeAe/IcHHOM CUTYAIInH OOMIeHHNsI, OTBeYaloIeli mpodeccu-
OHAJTLHBIM IIETISIM COOeCeTHIKOB.

2. @®opMupoBaHIE HABBIKOB YCTHOM W MHCHhbMEHHON KOMMYHUKAIIAHT I
JOCTVKEHUs TIeId, BOSHUKAIOIIEH B CUTYAIIHSIX JEJIOBOTO OOIIEHMUS
MIPH OCYIIECTRICHNH MpodeccHOoHATBHON AeSITSIbHOCTH.

3. PasBuTre yMeHHS MOMCKa 3HAUYNMON MHGOPMAIINY IIPH YTCHUH ay-
TEHTUIHOTO TeKCTa MpodecCHOHATPHO OPUSHTHPOBAHHOTO XapaKTe-
pa, OTpaKarIero CUTYalny IpodeccHOHATBHON TeITeIbHOCTH.

4. PasBATHEe YMEHHS BBIWICHSTh BaXHYI0 MHMOPMAIIUIO MPH HPOCITY-
IIWBAHUM YCTHBIX MOHOJOTMUSCKUX U TUATIOTMIECKHAX TEKCTOB ayTeH-
THYHOTO XapaKTepa, colepKaHine KOTOPBIX HMeeT MpodecCHOHATBHO
OpPHEHTHPOBAHHYIO HAIIPABICHHOCTb.
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5. CoBepIleHCTBOBaHNE HABBLIKOB CAMOCTOSITEIBLHON paGoThl M HABHIKA
paboThl CO CIOBapsSIMH, CIIPABOYHUKAMU, WHTEPHET-pecypcaMu st
nouncka HeobdxoauMoi nHgopMaIlum.

6. 3HAaKOMCTBO ¢ HeKOTOpbIMHU KoMmoHeHTaMu ([oBopeHmne = Speaking)
MexmyHapomHoro TectupoBarust TOEIC,

TpeGOBava KYPOBHIO OCBOEHUA copepKaHNA Kypca

B pesyaprare uaydeHus Kypca CTYISHT JODKEeH
v sHame;

— OCHOBHYIO JIEKCHKY e0BOl cepbl 00IMEeHNs Ha aHTINICKOM SI3bIKE
B Pa3IUYHBIX CUTYAITUSX B3aUMOICHCTBYS

— mpaBuia oOpa3oBaHWS W HOPMBI MCIIOJb30BAHHS M3Y4eHHBIX TpaM-
MaTHYeCKMX KOHCTPYKIHM aHTIUHCKOTO sI3bIKa, OOeCcednBaloNInX
VCHEINTHYIO YCTHYIO M MUChbMEHHYIO KOMMYHUKAIIHIO;

v’ ymems:

— MOHNMATh 3HAYCHWe B KOHTEKCTe W WCIONb30BATh B PeYH H3yIeHHBIE
JIeKCHYeCKHe eMMHUITBI aHTJINHCKOTO 13bIKa, YCTONUNBBIE CIIOBOCOYESTA-
HUS1 (CJTOXKHBIE HAMMEHOBAHWSI, WANOMBI, KJHIIe, hpa3oBble TIarobl);

— W3BJIeKaTh HEOOXOMUMYIO T TpodecCHOHATBHOM AeITeTPHOCTH HH-
dopmariiio Ha aHDIACKOM sI3bIKe TIPH paboTe ¢ MHPOPMAITMOHHBIMHA
HHTepHeT-pecypcamu, pecypcamun CMMU;

— HCIIOB30BATh CJIOBAPH, CIIPABOYHYIO JTUTEpaTypy U pecypchl MHTEpHET
TSI COBEPINIEHCTBOBAHMSI HABBIKOB CAMOCTOSITETbHOU paboThI 1 caMo-
pa3BuTHSI (TIPOBEPKH MPABUIBHOCTHI YITOTPEOICHUST M3YJaeMBbIX CJIOB);

CTPOUTH AUAJOTNICCKYIO 1 MOHOJOTMYCCKYIO pe€4b B IIPOCTHIX KOMMY -
HHUKAaTUBHBIX CUTyallUsIX ACJI0OBOTO O6H.ICHI/IH;

COCTAB/IAThH JAEJIOBOE IMUCHMO B COOTBETCTBUM C HOpMAMHK O(pUIIHATb-
HO-IEJI0BOTO CTIJISI AaHTJIMHACKOTO SI3BIKA;
v’ gaademo:

HaBLIKaMHK IIPaBHJBHOI'0O HMCIIOJIbB30BAHHUA TI'paMMaTHYCCKHUX KOH-

CTPYKLII/Iﬁ U TeMaTHIECKOU TeKCUKU IS IIOCTPOCHHUA BLICKA3bIBaHHUA

Ha aHIJIMUCKOM SIBBIKE;

— AHTJIANACKHM SI3LIKOM B O6’BGMC, HEeoOXOIUMOM JIJIsI IIOJY4YCHU U OLIC-
HHUBaHMS I/IH(i)OpMaI_II/II/I nu3 3HPY6C}I(HBIX NCTOYHHUKOB,

— HaBBIKAMH TOBOPCHHA C HCIIOJbB30BAHHUEM JICKCUKO-TPAMMATUYICCKHUX

CpCACTB B OCHOBHBIX KOMMYHUKATUBHLIX CUTYyallUAX JCJIOBOIO O6H.ICHI/I$I;
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— HaBBIKAMH ayaupOBaHU C L EJIbIO TIOHUMAaHHWL JTAATOTHIECKOU U MO-
HOJIOTHYECKOH pedyn B C(bepe JeIOBOH KOMMYHHKaIINN
— HaBBIKaMHM HaIlMCaHUA ACTOBOI'C IIMChbMa.

The purpose of the study guide / Llenb nspanns

OGecnieunth y4eOHO-METOOMYESCKUMHI MaTeprualaMy H3ydaeMbIi
Kypc, 9To0bI c(hopMupoBaTh MpodhecCHOHATHHYIO HHOSI3BITHYIO KOMTIE-
TEHTHOCTH CTYACHTOB MOCPEICTBOM NMPUOGPETEeHNsT HABBIKOB Mpodeccu-
OHAJTBLHOTO OOMICHNUST HA MHOCTPAHHOM SI3BIKE B ACTOBBIX CUTYAIIHSIX.

The Structure of the study guide /
CTpyKTypa yue6Ho-MeTogN4eCcKoro noco6us

JarHOe mocoOre COCTOUT W3 BBEIACHUSI, METOIMUIECKUX PEKOMEH-
Januil [sT TperomaBaresi U CTYASHTOB, ONMUCAHUSI METOTHIECKOTO
obecriedeHnsi Kypca, BOCBMH MOMYJeH ¢ TiaoccapueM K KakIoMy Mo-
YO, TEKCTAMH W 3aJaHUSIMA W TMPWIOXKESHUH. B MpriokeHUSIX JaHbI
MpaBIIbHBIE OTBETH K 010Ky camonpoBepku Check yourself m Taban-
ma oneHKH pe3yabTaroB SELF-ASSESSMENT CHART, 6aHk xamime
JU7IsT HATTMCAHWST JEJIOBBIX MACEeM Pa3HBIX BUIOB, CIIPABOYHUK 0GOPOTOB
peUH 11 HEKOTOPBIX ISTOBBIX CUTYAIINi, CITUCOK TOTIOTHUTESIbHBIX OH-
JIAaWH-PECYpPCOB /IS U3YYalOIUX AeI0BOW aHTJMICKHAN SI3BIK, a TAKXKe
HeCcKOIbKO doTorpaduii mo TeMe KakIoro N3ydaeMoro MOAyIsl Ijisl Tpe-
HUPOBKHU B UX OIMMCAHUM.

Kaxnaprit Mogy1s HAUMHAETCS CO 3HAKOMCTBA C MEIsIMU OOYIeHUSI,
IIJIAHOM 3aHATUS U ¢ POpMUpPyeMbIMH HaBbIkKaMH (skills); qanee cremyror
HOBBIE CJIOBA IS 3ayINBaHUS, YIIPAXKHEHUST Ha WX 3aKpeIUICHHUE U Tpe-
HUPOBKY YIIOTPeOJICHNST B peUr, MaTepras A1 paboThl ¢ TpaMMaThde-
CKUMM SIBICHUSIMU, ayIno- 1 BUACOMATEPHUATHI 7151 OTPaGOTKHN N3YUeH-
Horo u doTtorpadust AT ONMMCAHUS B paMKaX TMOATOTOBKA KOMIIOHEHTA
«JoBopenne» B cocrape s3k3aMeHa TOEIC. B KoHITe KaxXToro MOIyIsI CTy-
JEHTaM Ipearaetcst HHCTpyMeHT At camornposepku Check yourself.

TakuM 06pa3oM, TpUMEHEHHBIN B JAHHOM YIeOHO-METOIMISCKOM
MOCOONN KOMILTEKCHBIN TOIXO[ K MPEeICTaBICHUIO YIeOHOTO MaTepu-
ana MO3BOJIET OCYIIECTBUTH ONTHMATIbHOE IUIAHUPOBaHUE YIeOHOTO
3aHSTHSI K CAMOCTOSTENbHON paGoThl cTyaeHTOB. [lens sToro n3ganwus —
00ecIeunTh YKa3aHHBIN KYype METOIWISCKUMHE MaTepuaiaMu st pabo-
THI Ha 3aHSITHUSIX, IS CAMOCTOSITENBHOM pabOThl M OATOTOBKH K TIpaK-
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THYECKAM 3aHATHSIM. ba3oBbIMEI A1 U3YUCHUS HpO(l)eCCI/IOHaJ'II)HOFO
AHIJIMIUCKOTO SI3BIKA SIBASIOTCS AACIAILIAHBI «HHOCTpaHHBIfI SI3BIK»
n «KOMMYHI/IKEITI/IBHE].SI I'paMMaTHUKa».

Methodological recommendations for teachers /
MeToanueckne pekomMmeHgauumn gna npenogaBaTtens

ITocobue mpegycMaTpuBaeT MCIIOIL30BAHUE TEXHOJIOTHW TPaTHIlH-
OHHOTO OOYUeHMSI, 3aKTIOYAIONICCsT B OpraHu3aluy yaeOGHOTo mpoliecca
B BY3€, OCHOBAaHHOW Ha MpakThuecKux (popmax oOydeHwusl, T. €. IpaKTh-
YeCKUX 3aHITHSIX, CAMOCTOSITENTbHOM paboTe, MHAWBAAYATHHBIX JOMAI -
HUX 3amaHusix. VICTIONB3yIOTCSI HATTSIOHBIS, CIOBECHBIE, TPAKTUISCKUE
MeTOmbl OOYUeHMsI, a TaKKe TBOPUYESCKHE 3aJaHMs U UTPOBbIC TEXHOIOTHH,
TaKWe KaK 3aHsITHe-NHTEPBbIO, 3aHSITHe-TUCKYCCHSI, 3aHATHEe-0ecena, 9To
TOpa3yMeBaeT paboTy B MUHU-TPYIINAX, apax, yaeOHbIe TUCKYCCUH.

Humeparxmusnste gpopmot

Paboma 6 napax

* COCTaBIEeHUE KPOCCBOPIOB C HOBOM JIEKCUKOI, B3aWMHAasl MPOBEpKa
KPOCCBOPIOB Apyroi paboueit mapsr;
* COCTaBJICHUE W Pa3bITPhIBAHUE IUAIOTOB IO N3YISHHBIM TEMaM;
* BBICJIYIIWBaHUE MPe3eHTAlNi APYT Apyra, ONUCAHUe KApTUHKH C TI0-
CAESAYIONAM aHATN30M TOMYIMEHHBIX OIMUOOK.

Bce Buapl 3amaHwmii BBITTOTHSIIOTCS ¢ OMOPON Ha TpeacTaBICHHBIS
B MIOCOOUM CXEMBI B 00pa3LIbl.

Paboma e epynnax

1. Jucxyccua. Tocne nzydenns nHpOpMay O MPAaBUIAX YIaCTHS
B IUCKYCCHUH B TIEPBOM MOAYJIE CTYACHTBI 3aTEM MPUMEHSIOT TOTyIeH-
HbIE 3HaHWUSI U MO, B MUCKYCCUT MOTYT yI9acTBOBATH OT 4 4eTOBEK 10
BCEX CTYASHTOB Ipyminbl. [ToAroTOBKA K AMCKYCCHYN MOXKET BBITOTHSATHCS
B paMKax CaMOCTOSITSITLHO!N paboTHI.

2. Poaesas uepa. MOXHO pEeKOMEHIOBATh MIPOBECTH POJIEBYIO UTPY
B KOHIIE W3Y9CHUSI TEMBI, C TeM YTOOBI aKTUBU3WPOBATh U €Ile pa3 Ha
MpaKkTUKe MTPUMEHUTHh N3YIeHHbIE JTeKCUKO-TPAMMATHISCKUE SIBJICHUSI,
KJIUIIIE, TTOIEe3HbIe BRIpAXKeHMsI. B urpe MOTYT y9acTBOBATh BCE CTYIEHTHI
TPYIIIBI, TUO0 MOXKXHO pa3IeIuTh TPYIIY Ha aBe KoMaHabl. Heobxomn-
MO O3HAaKOMUTKCS C MPEIIOKEHHBIM CIIEHApHUEM, TEMOU, MpobiaemMoit
(BO3MOXKHO, CTYACHTBI CAMH MPEIJIOXKAT XOPOIINi BAPUAHT), TPUAYMATh
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KOHIIETIINIO UTPbI, paclcaTh TUATOTH, MTOJUJIOTH; XeJaTeJbHO UMeTh
pekBu3ut. [loAroTOBKA K HTpe MOXKET OCYIIECTBSITHCS B paMKax caMo-
CTOSITETEHON pabOoTHI.

Hugpopmayuonnvle mexroso2uy TOAPA3ZYMEBAIOT HCIOIb30BaHNE
KOMTIBIOTEpa WM WHOTO YCTPOUCTBA, MOAKTIOUEHHOTO K cetnt THTepHeT.
B naHHOM MOCOOHH MCIOIB3YeTcsl GOBITOe KOTUIECTBO COBPEMEHHBIX
ayTeHTUYIHBIX MeauaMartepuanoB. PekoMeHayeTcsi mpoBOAUTh paGoTy ¢
aymno ayguTOPHO, MPOUTPHIBAS KaXIoe aymuo ABAXILL. Bumeo MoXHO
OCTaBUTH JJISI CAMOCTOSITEIILHON BHeayIuTOpHOI paborsl. Takum obpa-
30M CTYOEHTHI, BHITTOJIHSIS 3a0aHus K HEMY, CMOTYT MMPOCMAaTpUBaTh BH-
JIe0 HYXKHOE KOTMIeCTBO pas, MpU HEOOXOAUMOCTH BKITIOYAasi CYyOTUTPHL.

KpaTko cTpyKTypy THIIOBOTO 3aHSITHSI MOXHO TIPEACTABUTE CASAYIO-
muM obpazom: 1. ITposepka 3amaHUil cCaMOCTOSITETBHONM BHEAYTUTOPHOM
paboThl. 2. 3HAKOMCTBO C HOBBIM IIIOCCapueM. 3. YIpaKHEeHUsT, HalpaB-
JIeHHbIe Ha aKTHBU3AIWIO TeKCUISCKUX SIHHUIL, BXOAAIIHX B TIOCCApHIA
Kypca. 4. YnpaxHeHus Ha TpeHUPOBKY YIOTPeOISHNSI B peUr rpaMMaTH-
YeCKUX SIBJICHUH , BXOMSIIINX B COIepXKaHUe Kypea. 5. 3agaHust Ha YTeHHE,
6. YipaxxHeHUsT 15T aBTOMATH3AINN N3YIeHHOTO JIEKCHKO-TpaMMaTHJe-
CKOT0 MaTrepuaia B peueBoii gesitenbHOCTH. 7. [InchMeHHbIe 3amanHmst. 8.
Hosble 3amanust 111 caMOCTOSATEILHON BHEAYTIUTOPHON paOOTHI.

IIpenomaBatens caM BIIpaBe pelllaTh, KAK OPTaHW30BAaTh HEKOTOPhIS
BHUIBI paboThI, B 3aBUCUMOCTH OT KOHKPETHOMH TPYIIBI CTYASHTOB, HX
crocobHOCTel. Hanmpumep, paGoTy B mape MOXHO BEITIOTHSITH U B TPYII-
e, WM HTHIUBUAYATBHYIO pabOTy TOPYUUTh JBYM CTYAEHTAM.

The estimation of the students’ activity /
CucTtema OLEHKN feATeNbHOCTN CTYAEHTOB

IIpenomaBatenh OlleHWBAeT KaYeCTBO U KOJUYECTBO BBHIMOTHEHHBIX
CTYOEeHTOM 3aJaHUil (aymuTOpHAs U BHeayIUTOpHasl yCTHasi paboTa olle-
HHMBAeTCs] BO BpeMsl 3aHATHSA; BHeayIUTOpHAsl MUChbMeHHas paboTa olle-
HHMBaeTcs IpenoaaBaTesieM Mocie 3aHATHsI) W BhICTaBIsieT 6aJLIbl Ha 00-
pasoBarenbHOM noptane TTY.

O1eHKa TesITeTbHOCTH CTYACHTOB (YCTHBIE M MACbMEHHBIE OTBETHI)
OCYIIECTBIACTCSI B COOTBETCTBUH ¢ OAUTLHO-PEHTHHTOBON CHCTEMOI,
pasMeleHHo#i Ha oOpasoBareapHOM moprtate TI'Y. OneHku goBomgTcs
JIO0 CBEACHUS CTYACHTOB M OTpaXaloTcsl B pabodeii BeTOMOCTH Tpenoaa-
Baressl Ha oOpasoBaTenbHOM nopraie TI'Y,
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Texyuguii KoHmpoab OCYIMIECTBISIETCS B TEUSHHE CEMECTPA B BUIE YCT-
HOT'O OIIpOCca CTYASHTOB Ha 3aHATHAX, a TAKXKE B BUIE MMCbMEHHBIX pa-
60T IO U3YUEHHOMY MaTEPUAIY.

IIpomencymounntli KOHMPOAL OCYIIECTBISIETCS. B IUCBMEHHOM BH/IE.
BumaMu mpoMeXyToUHOro KOHTPOJS SIBISTIOTCS KOHTPOIBHBIE paboTHI,
MPOBOAMMEBIE [0 OKOHUAHUH PaGOTHL HaJ TEMATHIECKIM [IMKIOM Ha 3a-
HSITUSIX 10 MPAKTUKE YCTHOHR / MUChMEHHOM pedn.

Cxembl oUeHUBAHY TEKYIIEH U MHINBUAYAIBHON paboTHI CTYAESHTOR
M MPOMEXYTOUHOTO KOHTPOJIS IPEACTABIEHEI Ha 00pa3oBaTeIbHOM IIOp-
tane TT'Y.

Kpumepuu oyenusanus DeITEILHOCTH CTYAEHTOB (IIPOMEXYTOUHBIH
KOHTpPOIIE) NMpUBeAeHB B «DoHIE OLIEHOYHBIX CPEACTB» TUCIHUILIAHEI,
KOTOPEIA HaxoxuTcst Ha Kadenpe «Teopusl 1 IpaKTHKA TEPEBOIA».

Kputepun oueHnBaHNA TeKyLlen U MHAUBNAYaNbLHON
AeATeNbHOCTU CTYHTOB

Bo BpeMst 3aHSTHS NpenoAaBaTe/lb OLEHUBAST Pe3YIbTaThl BIIOJI-
HEHMSI CTYISHTOM 3aJaHHUH IO CXEME «3aYTEHO» — «HE 3aUTEHOY,

CrymeHT nojydaeT MaKCHMAIBHBIA Oajll 3a 3aHSITHE, €CIH BBITOJ-
H1 70—100 % sagaHuii ¢ OTMETKOM «3a4TEHO».

CTyaeHT moaydaeT CpeaHuil Gayll 3a 3aHsITHE, €CJIU BhIMOIHKIT 40—
69 % 3amaHUii ¢ OTMETKOM «3aUTEHO».

CryneHT IToaydaeT MUHUMAIBHBIN Oalll 33 3aHSITHE, €CJIA BBITOTHII
1—39 % 3amaHuii ¢ OTMETKON «3aUTEHO.

Kpumepuu ouenusanus ycmnwix 3adanuii
«3auTeHo»:
* CTYAESHT IPUHUMAET aKTUBHOE YIaCTHE B 3aHSITHH , HCIIOIb3YET HOBYIO
JEKCHUKY U TPAMMATHKY,
* JIEKCUKO-TpaMMaTHYecKue, (HOHETUIECKHE OMIMOKH OTCYTCTBYIOT
100 MPUCYTCTBYIOT B HE3HAYUTEIBHOM 00beMe, KOTOPBIi He
MPENSTCTBYET MOHUMAHMIO PEYH U I KOMMYHUKAITII,

TeMa COOOIISHHUST peacBaHTHaA CUTYalluH,
¢ CTYACHT CJICAYCT IIpaBUIaM O(l)OpMJ'IeHI/IH 3aJaHHOTO pEYCBOTO 2KaHpa,
HUCIIOJBb3YCT NMPCATIOKCHHBIC CXCMBI.
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«He 3aureno»:
CTYASHT HE IPUHUMAET YIaCTHS B 3aHSTHM, TUOO0 IO 0OBEMY €ro BbI-
CKa3bIBAaHUI HENb3S CYAUTH O TOM, HACKOJIBKO XOPOIIO OH YCBOWT HO-
BBIli MaTepHa,
B pe4M MPUCYTCTBYIOT JIEKCHUKO-TpaMMaTH4iecKue, (QOHETHYECKUE
omuOKH B 00beMe, KOTOPBIN MPeNITCTBYeT NOHUMAHUIO PeYU U LEeIn
KOMMYHHKAIIUH;
TeMa COOOIICHNUS He peJIeBAHTHA CUTYaLlAN;
CTYASHT He caedyeT mpaBwiaM oQOPMIICHHS 3aJaHHOTIO PEYEeBOTO
KaHpa, HE UCTIOJIb3YeT MPEAIOKEHHBIE CXEMEL.

Kpumepuu ouenusanus nucomennvix 3aoanui

«3auTeHo»:
00BEM MHUCHMEHHOTO COOOMIEHMsI JOCTATOUYEH ST JOCTVKEHMST 1SN
KOMMYHHKAIIAH;
HCIIOIb30BaHA IEKCHKA U TpaMMATHKA U3YIEeHHOTO MOAYJISI B OOBEME,
CBHIETEIBCTBYIONMEM O TOM, YTO MaTepHasl YCBOEH,
HapYIIEHHs] CTUIEBOro oQOpMIEHUST pedd OTCYICTBYIOT U060
MPUCYTCTBYIOT B 00beMe, He MPEMSITCTBYIOIIEM VCIENIHON AeI0BOMI
KOMMYHHKAIIAH;
JIEKCHUKO-TpaMMaTHYeCKHe, MYHKTYallMOHHble U opdorpadpudeckue
OMIMOKH OTCYTCTBYIOT JHUOO HPHUCYICTBYIOT B OOBEME, KOTODHI HeE
MPENSTCTBYET MOHUMAHUIO IUChMEHHOMN peYy U eI KOMMYHUKALIMH
CTYIEHT CJIeAYeT MpaBHIaM 0popMIECHHSI 33JAHHOTO PEYEBOT0 XKaHpa,
HACTIOIB3YET MPEII0XSHHBIC CXeMBL.

«He 3aureno»:
00BbEM IMMCBMEHHOTO COOOIIEHUs HE JOCTATOYEH IS JOCTHXEHHS
LIEJTA KOMMYHUKALIMH, JTI00 cOOOMIEHNE OTCYTCTBYET;
HE MCIOJIb30BaHA JEKCUKA U IpaMMAaTHKa H3YYEHHOTO MOAYIS, YTO
CBHIETEIBCTBYET O TOM, YTO HOBBII MaTepuaj He YCBOEH;
HapyIIeHHs CTUIEBOTO 0QOPMICHHUSI PEYH HPEMSTCTBYIOT YCIEITHOM
JIETTOBOM KOMMYHUKALINH
JIEKCHUKO-TpaMMaTHYeCKHe, MYHKTYallMOHHble U opdorpadpudeckue
OMIMOKH MPUCYTCTBYIOT B OOBEME, MPEMSTCTBYIONIEM IOHUMAHUIO
MHCHbMEHHOM PEYH U eI KOMMYHHKALIMH;
CTYIEHT He cieayeT mpaBuiaM oGOpMIIEHHS 3aJaHHOTO PEYeBOro
XKaHpa, He UCIOJIb3YeT MPeITOKEeHHEIS CXeMEI.



Methodological recommendations for students /
MeTtopgnueckine pekomeHgauumn gas cTYAeHTOB

1. O3HaKOMEBTECH ¢ TPeOOBaHUSIMHA K KPUTEPUSIM W HOPMaM TEKYIIETO
KOHTPOJISI ¥ IPOMEXYTOIHOH aTTecTallny Ha TIEPBOM 3aHSITUH.

2. Tak kak 3ader opMupyercs Mo HaKOTIUTETPHOMY PEUTHUHTY B Tede-
HHUE CeMecTpa, CTapailiTech MOCETHTh KaK MOXHO OOJBINE 3aHSITUN;
npu 3ToM Isi GOPMHUPOBAHUST WHOSI3BIMHON KOMMYHHMKATUBHOM
KOMTIETEHIINH Ha BELICOKOM YPOBHE U TTOJIYISHUST MAaKCUMATBLHOTO KO-
ardecTBa 0AUTOB AKTUBHO YIACTBYHTE B MHANBHUAYATHHON, TApHOI,
TPYIIIIOBOM M CAaMOCTOSITENBHOM pabore. PerynasipHo mpocMaTtpuBalite
pe3yabTaTHl Bamiel paGoThl Ha oOpasoBaTenbHOM nopraie TTY, rakum
00pa3oM BHI OyzeTe MMeTh aKTyalbHYI0 HHDOPMAIIWIO O KOTMIECTBE
6asLToB.

3. BEHnMaTe sHO 03HAKOMEBTECH C MESIMU, TUIAHOM W (hOPMUPYEMBIMHA
YMEHUSIMU Y HABBIKAMH K KaXKIIOMY MOIYJTIO.

4. CrapaliTech BBHINOJTHSITH 3aJaHUSI CAMOCTOSITETBHON paboTHI 3a JBa
npueMa (3a [Ba Beuepa): CI0Ba W TUATOTH JTydIle YIUTh B IBa JHSI, 9TO-
OBl OHM 3aKPENIINACH B TOJITOBPEMEHHON MaMsITH.

5. Ha 3anasiTust mpuHOCHUTE YCTPOHCTBA ¢ BEIxogoM B MHTepHeT.

6. BunMaTenbHO UYHTaliTe WHCTPYKIMIO K KaXIOMY 3aJaHUIO Tepen
€T0 BBIMIOJTHEHNEM, N3yante anroput™ (Fxample) ero BHIIOTHEHMUS.

7. Ectm Ha 3aHATMM y BaCc BO3HUKAIOT BOMPOCHI, HE CTECHSUTECH
3a[1aBaTh WX MPEOAABATEIIO.

8. B koHIle Kaxmoro MOmYJsT s Bac TPEACTABISH WHCTPYMEHT
st camoripoBepku Check yourself. OTBedaiite Ha 3amaHUST 3TOTO pas-
Jiena, CBepsiiTe ¢ IPUBEACHHBIMI PABUTBHBIMU OTBETAMU U C TIOMO-
meio TabauIel oneHKH pe3yasraroB SELF-ASSESSMENT CHART
cemaiTe BBIBOABI O Balleil TOTOBHOCTH K MPOMEXYTOTHOMY TECTUPO-
BaHUIO (TECTUPOBAHUIO IO MOAy0). [1pn HEOGXOAUMOCTH TOBTOPHUTE
Marepuai, YToObl TIpU HAIMUCAHWYT KOHTPOJIBHON paboTHI TI0 MOIYITIO
TOTYIATHh HANBBICITAI Gari.

9. Ilpn BHIMOTHEHUN BHEAYTUTOPHOMN CaMOCTOSITEBHON paboThl MOXKHO
KpoMe OOO3HAYeHHBIX B CAMOM 33JaHUM MOMYJISI MCTOYHWKA ITOTh-
30BaThCsl JOMMOTHUTEIBHBIMU pecypcamMu cetn MHTepHeT, OHM Tpu-
BeJeHbI B KOHIIE MocoGust mon, 3aronoBkoM Useful Links for Students
(K KaXIo# CCBUIKE TaHO OMMUCAHNE COASPKAIIETOCS TaM MaTepuaa).



Bce MoayIn JaHHOIO y‘-IC6HO-MeTOJII/I‘-IeCKOFO nocoduss HUMEIoT
OYCHBb IMOXOXYIO CTPYKTYPY U COACPXKAT IIPUMCPHO OJMHAKOBEIN Ha6op
yr[pa.)KHeHI/Iﬁ I TDEHHUPOBKHU BCEX BUIOB pequofI JCATCIbHOCTH.

Umenue

Hnss obydeHusT 3ToMy BULY HIpHUMEHSIETCS TeKCTOICHTPHUYSCKUid
MTOIXOM; 3aaHUsl ASTATCS Ha MPEATEKCTOBbIe (paboTa ¢ JIEKCHKOI ), TeK-
CTOBBIe (UTeHHe TeKCTa Ha OJHY U3 aKTYaJIbHBIX Tl TEeJTOBOTO aHTIMI-
CKOTO SI3bIKA TeM), MMOCIETEKCTOBbIe (KaK MPaBUJI0, OTBETHl Ha BOMPOCHI,
3aMIOJIHEHUE MPOITYCKOB, OOCYXKISHIE 3aTPOHYTHIX B TEKCTE TTPOOIIEM).

CryaeHTaM MOXHO PeKOMEHIOBaTh HEKOTOpble CTpaTerMH ISl
VCIIEIITHOTO BBITIOJTHEHHS 3aJaHII TAHHOTO pa3mena | I HOATOTOBKH K
BBITIOTHEHHUIO KOHTPOJIbHOM paboTsl o ureHnto ¢dopmara TOEIC,

1. Tlepen ureHMEeM caMOTO TEKCTa IPOYUTANTE BCE BOMPOCH K HEMY,
Jaxe Te, KOTOpble HaXOmATCSl HIXKe, MOCe TeKCTa, TAKMM 00pa3oM BbI
GyIere 3HaTh, Ha KaKylo HHGOPMAIHIO O6paTUThL BHUMaHUE B MEPBYIO
odepenb BO BpeMst UTSHMUSI.

2. OGpamaiiTe BHIMaHWE HA 3aTOJIOBOK. OH ITOMOTAET ONPEACTUTE
OCHOBHYIO TeMY TEeKCTa, TTepBoe MpeAIoKeHNe Kaxkmoro ab3arna oObdHO
CYMMUPYET OCHOBHYIO HIEIO 3TOTO ab3ana.

3. B TekcTe 0GBIMHO BCTPEUAIOTCsl M HE3HAKOMBIE CIOBA, TTOCTapaii-
TeCh BBIBECTH WX 3HAUYCHUE, UCTIONB3YSl JAHHBIE TTPUEMBI;

* OmpefenuTe, K KaKOW YacTH peYd OTHOCHUTCS 3TO CJIOBO (3TOT IpH-
€M TIOMOXeT TIPH BBIMOTHEHNH YIPpaXHEHUI, KOTIa HY>KHO BCTABUTh
MPOMYIIEHHOE CIOBO);

* MOMpoOYyIiTe BBIBECTH 3HAUESHHE N3 KOHTEKCTA;

* BO3MOXHO, He3HAKOMOE CJIOBO SIBISIeTCS MHTEpPHAIIMOHAIBHBIM, TO
eCcTh HMEIONITNM TTOXOXKYI0 GopMY 1 3HAYSHHE ¢ PYCCKUM SKBUBAICH-
TOM (contract = KOHTPAKT);

* BCIIOMHHTE aHTIMICKIE CIOBOOOpA30OBaTeIbHbIE 3IeMEeHTHI (OTpuIla-
TelbHbIe TPUCTABKU, CYPOIOUKCHI CYIISCTBUTESbHBIX, MPHIATraTeTbHBIX
W T. 1.), TONpOOYiiTe BHIBECTH 3HAYSHNUE CII0BA, MCTIOIb3YST 3TH 3HAHWSI,

4. IToMHUTE, OTBET HA BOIMPOC K TEKCTY MOXKET ObITh BRIpaXKeH KaK Ofl-
HHUM CJIOBOM, TaK 1 HETBIM IPEIJIOKSHNEM; CTApATECh VIIOBATH CMBICIT.

5. BanMmarenpHO nayunte npumep (Fxample) BEIMOTHEHUST TAaHHOTO
BU[IA 33aJaHUs1, KOTOPBII IPUBEIEH Nepe/] OCTATPHBIMY BOIIPOCAMU,
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Ayouposanue
Opranusanust paboThl CO 3ByJaIlAM TEKCTOM M CTpaTeTWH BBHIMOJ-

HEHMSI 3aJaHHi IOXOXM Ha Te, KOTOpble MPUMEHSTIOTCS TIPH YTEHUH, HO

MOXHO JOOABUTH €11le HECKOJIbKO MPUEMOB;

* HEKOTOPBIE CJIOBA B aHIVIMICKOM SI3BIKE 3ByJar moxoxe (leave — live),
HO UMEIOT pa3Hoe 3HadeHWe W HammcaHue. [locrapaiitech ¢ momo-
MBI0 KOHTEKCTa BLIOpaTh MpaBUibHOE 3HadeHne. OCOGEHHO BaXKHO
B 3By4allell peun pa3iudaTh MPON3HOMICHNEe YUCIUTeIbHBIX (forty —
fourteen);

* Mepen TeM KaK MPOCIYIIWBATh 3alich, MOcTapaliTech HA OCHOBE MH-
dopmarnm K 3aTaHHAIO TPEACTABUTE, O YeM MOXKET MOUTH pedb B Hell;

+ ofpalnaiiTe BHUMaHHe Ha OTpHUIATETbHbIE KOHCTPYKIIUU B ayauo3a-
THCH.

Ilucomo

JlaHHBIN BUI pedeBoil AeSITSILHOCTH TPSHHPYSTCS ¢ TMOMOIIBIO Ha-
MMICAHMUSI THIOBBIX JSTOBBIX MIMCEM pa3HOTo BuAa. BHUMaTe/IbHO H3YUIH-
Te HHPOPMAITHIO O CTPYKTYpe, CTHIE, APYTHX OCOOCHHOCTAX IETOBOTO
muchMa. Bo BpeMs BBRIMOJIHEHHSI 3aJaHHSI CpaBHHUBANTe CBOIl BAPHAHT C
obpasnoM, crapaiiTech HUCIOIL30BaTh CBOM HACTOSINHE JAaHHEIS, WM,
TeredoH, ropom nmpoxupaHus. He 3abyapre 3aTeM MpOBEpUTH CBOIO pa-
00Ty Ha HaTM4YKe OIMOOK.

IToeopenue

Kaxk mpaBuio, roBopeHre TpeHUPYeTCsl ¢ TIOMOIIIBIO YIacTHs B TAa-
Jorax, MOJWIOTaX, TUCKYCCHSX, POJIEBBIX HTpaxX, B OMMMCAHUT KapTHHKH
¥ TIPOBEICHUN ITPE3CHTAINA.

BHuMatespHO W3yduTe OOpasibl BBHIMOTHEHHWS TaKUX 3aTaHUIA;
MOIb3YITECh MOJEISIMHA, CXeMaMH, KOTOPbIe HX COMPOBOXAAIOT; 00s13a-
TeJTBHO MCIOIb3YiTe HOBBIC CJIOBA MOIYJISI BO BpeMsl BBIMTOTHSHUS 3a/1a-
HUI Ha TOBOPEHHE,

Ayoumopnas camocmosimedavnas pasoma
* BBITTOJIHEHHE HEKOTOPBIX MPEATEKCTOBBIX, TEKCTOBBIX U MOCIETEKCTO-
BBIX YIIpasKHEHH (ONpeaensieT mpenoaaBaTeb);
* yJacTHe B IUCKYCCHUSIX, POJIEBBIX UTpax, TUAJIOTax;
* BBITTOJIHEHHE HEKOTOPHIX BUIOB 33AaHUI B Tapax v rpyInax (pemeHne
KPOCCBOPIOB);



onmcaHne KapTUHKU / ¢oTtorpadun B COOTBETCTBUH C N3YICHHBIMU
MOJIETISIMH.

Bueayoumopnas camocmoameavnas paéoma
BBITIOTHEHNUE HEKOTOPBIX IPEITEKCTOBBIX, TEKCTOBBIX U MOCISTEKCTO-
BBIX YIIPAKHEHU (OTIpeensieT MpernoaaBaTenb);
paboTta co CJIOBapsIMU W CIPaBOYHUKAMHU, B TOM UYHCJIE C WHTEP-
HeT-HCTOYHMKaMH (HalpuMep, pabota Ha pecypce Quizlet);
HAITMCAHWE TETOBBIX TTHCEM;
COCTaBJIEHHE KPOCCBOPIOB C U3y9aeMOii TeKCUKOI;
3ay9nMBaHNe JUAJIOTOB, MOATOTOBKA K IUCKYCCUSIM, TIPE3SHTAlUSIM 1
POJIEBBIM UTpaM;
TPOCMOTP BUICO W BHITIOTHEHNE 3aaHN K HUM;
MOATOTOBKA ONMUCAHUSI KapTUHKHU / potorpadumn;
BBINMOJIHCHHE 3aITaHWM U3 GJI0Ka IJ1s1 caMonpoBepku Check yourself n
OIIEHKA Pe3yJIBTaTOB.
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READY! STEADY! GO!!!
CLASSROOM LANGUAGE

How do you spell that?

Raise your
hand. Ask
for help.

Match the words to the pictures

Can you say Look at page ten.

that again,

please? 4
ho Fill in the gaps.

Can_ you Listen and
explain that i
practice.

again, please?

Check your e
answers. | . Answer the

questions.

Work in

A What 1s the English
pairs/ groups.

word for this?

How much time do
we have?




Explanation of Symbols / Yciosubie 0603HaveH1A

Reading /
YreHue

‘ Listening /
AyaupoBaHue
a Writing /
& IMucemo

Speaking /
ToBopenune

Video /
PaGora ¢ BugeodparMeHTOM

Go to Quizlet /
PaGorta ¢ oHmaitH-pecypcoM Quizlet

Pairwork / Groupwork
PaGota B mapax / PaGota B rpymmax

Tasks for high level students /
3amaHus MOBBIMMEHHON CIOXHOCTH

Check yourself /
IIposepn ceds

00 &

(Source: https://www.google.ru)
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Module 1. COMPANIES

G & QY IN Y HITAcH:

Panasonic DELL
amazZon
TOSHIBA

p Microsoft

Google  nNokia

ol (@)

Learning objectives:

. Study and practise new vocabulary.

. Ask and answer questions about company activities.
. Introduce yourself and others.

. Write a letter of invitation.

. Describe a picture.

Module plan:

. New vocabulary: introduction and work on it.

. Text “National Companies”: reading and doing exercises.
. “An Ideal Company”: discussion.

. Greetings and Introductions: study and role play.

. Study how to describe a picture.

6.

Write a business letter of invitation.
Skills:
A student will be able to

— talk about what companies do;

— talk about his/her company;

introduce him/herself and others;

— describe a picture;

— write a business letter of invitation.
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Glossary 1.1 Read and translate the vocabulary for the module.

1. advertising (n) — pexiIama
2. banking services (n) —
3. be based in (v)

4. brokerage (n)

5. cloud computing

6. competitor (n)

7. customer (n)

8. deposit (n)

9. develop (v)

10. employee(n)

11. employment (n)

12. hardware (n)

13. headquarter (v)

14. income (n)

15. influence (n)

16. insurance (n)

17. loan (n)

18. money transfers (n)
19. multinational (n)
20. offer (v)

21. operates in production (v)
22. provide (v)

23. rank (v)

24, retail (n)
25.selection (n)

26. software (n)

27. source (n)

28. specializes in (v)
29. subsidiary (n)

30. supplier (n)

Glossary 1.2 Please follow the links below to access some

practice on Quizlet:

PART I: https://bit.lv/2HWVEUL  PART 2: https://bit.1v/2FnDutB

i1

Ex. 1.3 Extra practice for early finishers. Work in pairs.

\a) Make up a crossword using at least 15 words from the Glossary.

\b) Swap your crosswords with another pair and do their crossword.

\¢) Check your partner’s work for mistakes.

FExample:
ACROSS:

1. A person, product, company, etc. that is trying to compete with others,
for example, by trying to make bigger sales in a particular market

(competitor).
2. ...
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DOWN:
1. Someone who is paid to work for someone else (employee).
2. ...

Ex. 1.4 Read these descriptions of the companies. Complete their names.

National companies

The biggest national companies rank a high place in the world. They
@ are large suppliers of production. The biggest national companies
have a greater sphere of influence. For example:

‘ Google «»

AVTOVAZ

®

) SBERBANK

1. This company offers the widest selection of banking services for retail
customers: from traditional deposits and various types of loans to bank
cards, money transfers, bank insurance and brokerage services. It provides
employment and a source of income for every 150th Russian family.

2. This is an American multinational technology company, it specializes
in Internet-related services and products that include online advertising
technologies, search, cloud computing, software, and hardware. Its main
competitor is Yahoo.

3. This northern European company operates ir the retail market.
It specializes in low-price products, including furniture, bathrooms, and
kitchens.

4. This is an American multinational technology company
headquartered in Cupertino, California, a suburb of San Jose, that designs,
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develops, and sells consumer electronics, computer software, and online
services.

5. This company produces nearly one million cars a year. It is based in
Russia, Togliatty and has more than 67,000 employees. 1t’s well known for
its Lada 4x4 (former Lada “Niva”).

Ex. 1.5 Complete these sentences with the words in bold in Ex. 1.4

1. Some companies make or goods.

2. Other companies or offer services.

3. If you in a particular product or service, it’s your main
activity.

4. If you work for a company, you are an
5. If your head office is in a particular city, your company there.
6. If another company operates in the same market as you, it is your

Discussion “An Ideal Company”

Ex. 1.6 Please follow the link below to access some tips on how to organize
your ideas for a discussion: https://bit.Iv/2HTs2eB

@ a) Work with a partner. Look at the criteria for an ideal company
and choose the five most important and the five least important.
My ideal company:
* has a female CEO
+ gives six months’ paid maternity leave and one month paid paternity
leave

has a créche facility

has a good quality canteen

gives equal pay to women and men
gives employees a laptop computer and mobile phone for business and
personal use

* has opportunities for promotion and personal development
+ awards bonuses and gives fringe benefits to employees

provides at least six weeks’ training a year



* has an annual staff party

* has a generous company pension scheme

+ allows women with three children to retire at 55

* has a gym and sports facilities

* pays one-month extra salary to employees who have a new baby or who

get married

b) In pairs discuss the items and choose the five most and five least

important. Do you think it’s better to work for a large or a small company?

Share your ideas with another pair.

Example:

Second,
it’s important to have an annual
staff party, because

First,
it’s fair to give equal pay to women
and men, because they

a company should allow women

with three children to retire at 55,

because

— they had to work and grow up
children at the same time, so
they worked hard,

4

— it helps to build a team, — have the same position in a
- company,
— have equal qualifications,
3 _
2
An ideal company
Third, 1 believe

an ideal company should give
equal pay to women and men,
have an annual staff party and
allow women with three children
to retire at 55.

Introductionl

Conclusion
In conclusion, an ideal company should have an annual staff party and
allows women with three children to retire at 55, because 2, 3, 4




Greetings and introductions

Ex. 1.7 Please follow the link below to watch a video about greetings and
introductions: https://bit.1v/2¢5ShqWT

a) Listen to the useful language for greetings and introductions and
fill in the gaps in the table

Informal | Formal

How to introduce yourself
Hello. I don’t think we've met. Let
me introduce myself. My name is...

Hi. Tam...

Hello. My name is...
How to introduce someone else

What to say after introductions

How to greet someone you know

How to say goodbye

@ b) Listen to two dialogues, informal and formal.
Work in a group of three. Make up similar dialogues (formal and

informal), using your useful language notes, with your names, practise

them until you remember.

@ ¢) Role play the dialogues.
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Ex. 1.8 Work with a partner. Talk about your company, using some or
all of these phrases (if you are a student, find information about any
company you like on the Internet).

It’'sa(n) ... company / organization. Its main competitors are...

It’s a subsidiary of... Its head office is...
It makes / produces... It provides / offers...
It has ... employees It operates in...

It is based in... It specializes in...

Ex. 1.9 Work with a partner. Ask and answer these questions, for your
answers use information from Ex. 1.7.
1. Do you work for a multinational company?
2. Is it a new company?
3. What does it do?
4. Does it operate in many countries?
5. Where do you work?

Ex. 1.10 Work with a partner. Make questions about your partner’s
company using the prompts below.
Example: How old is the company?

1. How old / company?

2. What products / company / specialize in?

3. What / its annual sales?

4. Where / its head office?

5. How many factories / have?

6. How many people / employ?

7. What / offer / its employees?

8. How / protect the environment?

Ex. 1.11 Work in group of three. Make up a dialogue. Start with
greetings and introductions. Take turns to ask and answer the questions

about your companies. Practise till remember. Role play the dialogue.



Describe a picture

Ex. 1.12 Please follow the link below to access some practice on how to
describe a picture: https://bit.lv/1H40ddO

Describe the picture using these verbs in the Present Continuous Tense.

In the picture I can see six people. It looks like a business meeting. The
woman in the middle is telling something to her partners. They are looking at
her, maybe she is a team leader. There is a laptop on the table and...
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Writing a business letter

Ex. 1.13 Please follow the links below to access some information
& about parts of a business letter: https://bit.lv/2r4sPzU
Read information about the structure of a business letter.

The main parts of a business letter
(BHEWHAA CTPYKTYpa n opopmMmneHne 4enoBoro NUCbma)

3aroJsioBok nucbMa (The Letterhead)
Jara (The Date)
Appec nonyvatens (The Inside Address)
YkazaHue Ha KOHKpeTHoe Jjuio (Attention line)
BerynuTtenbHoe o6patieHue (The opening salutation)
YkazaHue Ha o61niee cofepkanue nmucbma (The subject heading)
Tekct nucbMa (The body of the letter)
3aksounTesbHasa dopmysia BexanBocTH (The complimentary closing)
Baok noamnucu (The signature)
Ykazanue Ha npunoxenue (Enclosures notation)

YkazaHue Ha paccblIKy Konuii (Copy notation)

@ Ex. 1.14 a) Read the letter and find the compositional parts of a
business letter.
COM ITERNATIONAL
Crossley House
Portsmouth
East Sussex Fn4 6LK.

1 Dear Mr Hayden
New Product — Invitation

2 We are delighted to introduce our new Model of “Millipage Pro” all-
purposes photocopier to you as you are a valued customer of our company.
For your information we have enclosed an illustrated catalogue giving full
description of the Model and covering our other products but feel that a
demonstration will give you more of an idea of its capabilities.
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3 We would therefore like to invite you to visit our stand at the annual
“British Office Equipment Exhibition” where the equipment will be set
up so that you can see the machine in operation. The Exhibition will be
held 15—19 June, 20175 in Golders Green. For those five days, we shall be
offering a 5 % discount on this model.

4 We hope that you will have interested in our invitation. Looking
forward to welcoming you to the Exhibition.

5 Sincerely yours
Sophie Bolan
Sophie Bolan
General Manager
Enc. Our New Catalogue

b) Read the letter again and answer the following questions.
1. Why is the person being invited to the exhibition?
2. What have they enclosed in the letter?
3. Where and when will the Exhibition be held?
4. What is the purpose of the exhibition?
5. What is the function of each section of the invitation? (1-5)

¢) Learn by heart these clichés from the letter.

Dear Mr VBaxaeMblil TOCIOIHH...

We are delighted to introduce our
new...

For your information...

...we have enclosed ... giving full
description of the...

We would therefore like to invite you

We hope that you will have interested
in our invitation.

Looking forward to...

Sincerely yours,

Enc.

C yIoBOILCTBHEM MPEICTaBIIEM
HaIl HOBBIW...

K BameMy cBemeHHIO. ..

B mpuioxeHnH K 3TOMY ITHCHMY
Br1 Haiigére. .., B KoTopoM B
HaliAETe MOJTHOS ONHACAHNE. ..

Ilo sToli MpUYMHEe MBI OBI XOTEIH
npuriIacute Bac...

Hageemcs1, Halme mpuIaleHne
Bac 3amHTepecyer.

C HeTepeHHEM OXIIAEM...

C yBaXeHHEM,

IMpunoxenne:
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d) In which section of the invitation (1—35) could phrases a—e be used?
a. We look forward to seeing you there.
b. We would like to invite you...
¢. May we take this opportunity to invite you to...
d. As you can see from the enclosed catalogue...
e. The event is taking place on the 31 November at the Crocus centre in
Sochi
e) Use the letter as a model and write an invitation to any event you like.

Check yourself 1

Choose the correct variant (Answer key p. 164).
1. Dear Mr —
a) Jloporoii Muctep
b) Hoporoii rociognH
¢) VBaxKaeMBbIii MUCTEP
d) VBaxaeMEIii rocImogne

2. Sincerely yours —
a) UckpenHe Bamm
b) C yBaxkeHHeM,
¢) Uckpenne Bam
d) Bcero Hamty4iero

3. the right of the picture I can see a man.
a) In
b) At
¢) On
d) By

4.  the middle of the picture there is a group of people.
a) In
b) At
¢) On
d) By
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5, At the bottom of the picture there is a man in an armchair,
a) sits
b) sit
¢) tosit
d) sitting

6. Next to the table there are some businessmen. They anew
contract.
a) are discussing
b) discuss
¢) are discuss
d) discussing

7. We in the advertising of computer hardware.
a) start
b) based
¢) describe
d) specialize

8. A provides things that people want or need, often over
a long period of time.
a) customer
b) headquarter
¢) competitor
d) supplier

9. How much is the on your car?
a) insurance
b) headquarter
¢) rank
d) competitor

10. A sum of money that is borrowed and expected to be paid back.
a) a loan
b) money transfers
¢) retail
d) an income
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11, A person or company that produces large amounts of goods is a...
a) retailer
b) manufacturer
¢) buyer
d) competitor

12. A retailer sells...
a) goods to the store owners.
b) goods directly to the public.
¢) raw materials to the manufacturers.
d) the goods or products at a lower price.

13. What do you do?
a) I develop software products.
b) I'm listening to the news.
¢) I'm not employed.
d) I’'m developing software products.

14. Which sentence is correct?
a) Often I am giving presentations in my job.
b) Often I am presenting
¢) Often I make presentations in my work.
d) I often give presentations in my job.

15. Someone who is paid to work for someone else.
a) employer
b) employee
¢) customer
d) buyer



Module 2. THE INTERNET

Learning objectives:
. Study and practise new vocabulary.
. Work out and discuss the measures to protect company data.
. Review countable and uncountable nouns.

BN =

. Write an instruction.

Module plan:
. New vocabulary: introduction and work on it.

[u—y

2. Text “How to Protect Your Sensitive Business Data”: reading and doing
exercises.

3. Watch the video about making a small business talk.

4. Study how to write an instruction.

5. Describe a picture.

Skills: A student will be able to
— talk about data protective measure;
— make a small talk in English;
— write an instruction;
— describe a picture using new words.
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Glossary 2.1 Read and translate the vocabulary for the module.

O ~1 N kW N =

. access (V)

. access to the Internet (n)
. arrange staff training (v)
. avoid (v)

. browse (v)

. comprehensive list (n)

. confidential (adj)

. data breach (n)

9. data protection requirements (n)
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

database (n)
decision (1)
encourage (V)
enormous (adj)
ensure security (v)
file (v)

hacker (n)
implement (v)
keyword (n)

online streaming (n)
password (n)
personal data (n)
portable hard drive (n)
prevent (V)

24

25.
26.
27.
28.
29.
30.
3L
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.

44
45
46
47

. private (adj)

protect (v)

record (v)

report to smb. (v)
research (v)

safeguard (v)

search engine (1)
secure (V)

security cameras (n)
security staff (n)
security system (n)
sensitive (adj)

share (v)

store (V)

substantial (adj)
surveillance (n)

take automatic backups (v)
technical problems (n)
theft (n)

transfer (v)

. unauthorized (adj)

. update (v)

. USB storage device (n)
. virus (n)

PART I: https://bit.lv/2FEn3PrC

Glossary 2.2 Please follow the links below to access some practice

on Quizlet:

PART 2: https://bit.Iv/213C7v]

“ Ex. 2.3 Extra practice for early finishers. Work in pairs.
a) Make up a crossword using at least 15 words from the vocabulary.

b) Swap your crosswords with another pair and do their crossword.

¢) Check your partner’s work for mistakes.
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Ex. 2.4 Translate the sentences into Russian.

1. More banks are now installing surveillance cameras.

2. These lists follow current data protection rules and will not be based on
confidential information.

3. A computer virus is a program that is able to copy itself when it is run.
Very often, computer viruses are run as a part of other programs.

4. They’ve updated a lot of the entries in the most recent edition of the
encyclopedia.

5. Can you access the internet on your mobile phone?

6. Without moneyto invest in technology improvements, the agency continued
to rely on a paper-based filing system from the pre-computer age.

7. She’s put an enormous pile of papers on my desk and I haven’t got
a clue what to do with them.

8. Start by typing the name of the company into your search engine and see
what results come up.

9. “The depth and breadth of the bank account data breach is shocking,”
the governor said in the statement.

10. Members of the public were prevented from entering the building.

@ Ex. 2.5 What can a company do to secure its data? Make up a list
of your ideas. Work in pairs and compare your ideas. Work out an
instruction for keeping the company data safe.

FExample:

DOES DONTs
Always... Never do...

Don’t...

1. What are the main steps that industry professionals recommend to

Ex. 2.6 a) Scan the text below and answer the questions:

companies?
2. What steps refer to employees?
3. What electronic devices are mentioned in the article?

b) Read the text again and fill in the gaps with the words from the table.
We live in a world where data is stored and accessed everywhere.
Enterprise mobility, the flood of personal devices, and the cloud have



transformed the way businesses operate, as well as the strategies they take
to ensure security.

avoid to transfer or share business access to
password usage USB storage backup software safeguard
devices
cause secure virtual Limit minimize
recordkeeping
system
a removable unit security system dependable theft

How to Protect Your Sensitive Business Data

Fundamental tips to protect your sensitive business data

The following are some of the basic steps and procedures that industry
professionals recommend that companies strictly implement in their
organizationto 1 databreach.

1. Look at the usage of your 2 data.

+ Examine who has access to your confidential and sensitive business
data. Find out who has frequent 3 the information and who
infrequently accesses them.

+ Determine how your business data is being transferred or shared. There
are various ways that employeesuse 4 data: email, online
streaming, or through USB storage devices.

2. Create a comprehensive list of all data stored in your company.

+ Know where each type of data is kept, who has access to it, and how
often it is accessed.

+ Using this list, find out how the handling of the datacan 5 risks.

+ Tobesafe, 6 accessto the data to a few of your employees.

3. Streamline manual recordkeeping.

+ Arrange and store all paperwork and documents according to month.

* Avoid paperwork when possible and instead use a 7 that only
a few employees access.

4. Store data efficiently.

+ Use a central server to store critical data. Storing data on asingle location

minimizes _ §
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+ 9  accessto the data to a few trusted employees. Implement
a secure way for these employees to access the data.
5. Back up the data.
+ Use 10 to schedule and maintain automatic backups.

Take backups on a regular basis. To use less storage space and to make
the process quicker, back up only the information that has been changed.
+ Keep backups secure as well.

* Backupyourdatato 11 , such as a portable hard drive, CD-
ROM, a DVD.
+ Assign a 12 person in your company to secure backups

and to perform the backup procedures on schedule. He or she should
report to you regularly.
6. Provide better data protection.

+ Use security software that prevents unauthorized use of 13

* Implement secure 14 to inhibit hackers from accessing your
data.

+ Provide a tight 15 at the application level and likewise at the
data level.

7. Make employees understand the need to protect confidential business
data.

Explain to the employees the value of keeping business data secure
and encourage themto 16 information rather than keep them
uninformed.

¢) Work in pairs, compare your answers.

d) Work in pairs. Imagine you are setting up a company, which of

these steps would you like to use? Which are the most important you
think?

Ex. 2.7 Is the Internet useful or dangerous for business? Follow the link
https://bit.lv/2FoVGmM, read the text and discuss the usage of the Internet
in business in groups of three: pro and contra.

Ex. 2.8 a) Please follow the link below to watch a video about Small
talk method in Business English https://bit. lv/2HXTNT7

b) Iollow this link https://bit.Iv/2KnvvOT, study the examples and
make up a small talk. Work with a partner, role play the dialogue.



https://bit.ly/2FoVGmM
https://bit.ly/2HXTNT7
https://bit.ly/2KnvvQT

Grammar corner

Ex. 2.9 Nouns in English can be countable, for example keyword(s)
or uncountable, for example work. Complete the rules with the words
countable or uncountable.

1. nouns have a plural form (password — passwords).
2. nouns have no plural form (privacy — privacy).
3. Use How many? with nouns, and How much? with

nouns.

4. Use Is there ? with singular nouns and nouns, and Are

there ? with plural nouns.

Ex. 2.10 Work in pairs. Are the words in the list countable or uncountable?
Make up sentences with seven of them.

privacy access database

security data virus

theft keyword decision
comprehensive list security staff portable hard drive

Ex. 2.11 Fill in the gaps with How much? or How many?
...salt do you usually put in the soup?
...cups of tea shall I bring?
...films did you see?
...friends has he got?
...free time do we have?
...juice is there in the fridge?
...money did they spend?
...tomatoes are there in the bag?

e A

..kilos of potatoes did you buy?

10. ...slices of cheese are left on the plate?

Ex. 212 q) Follow the link https://bitlv/2HCwURO , watch the
video and do exercises.

@ b) Take turns to ask and answer questions about your partner personal
possessions, using How much? / How many? / a few / few / little / a
little.


https://bit.ly%e2%80%942HCwURO

Writing a business letter

Ex. 2.13 In pairs discuss the following questions:
1. What activities might you give or receive instructions for at work (How
to do......)?
2. Do you ever receive instructions in writing?
3. Are instructions always easy to write or follow? Why / why not?

@ Ex. 2.14 a) Read this instruction.

How to print a document

To print a document, your computer needs to be connected to a
printer. Being able to print is not necessary in order to use Word, but if you
want to send a letter in the post or print out a poster, you’ll need to have
access to a printer.

This guide explains how to print a document in Microsoft Word 2010.
Earlier versions of Word may use slightly different steps.

You'll need:

+ A computer with Microsoft Word installed.
+ A printer set up and connected to your computer.

Follow these step-by-step instructions to print a document from
Microsoft Word

Step 1. Open an existing Word document or start a new document and
type your text.



Step 2. Once you’ve completed your document and are ready to print,
click File in the top left-hand corner of your document.
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Step 3. Move down and click Print in the menu. This will bring up the
‘Print’ dialogue box.

Copies: |1 =
& |
Print
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Step 4. Choose how many copies of your document you need.
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=
Print
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123 123 123

Pages:
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Step 5. Depending on your printer options, you can choose other
printing features such as whether you want to print all pages or only certain
pages. You can also change the orientation of the print from portrait to
landscape and tell your computer and printer whether you’re printing on a
certain size of paper. You'll also see, on the right, a preview of your printed

document will look like.
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Step 6. When you’re happy with your settings, click Print. The
document will now start printing on your printer.

Print
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b) Read this instruction. Try to guess: what is it for?
+ Make sure you provide real instructions — explanations of how to build,
operate, or repair something.
+ Write a good introduction — in it, indicate the exact procedure to be
explained, indicate audience requirements, and provide an overview of
contents.



» Make sure that you use the various types of lists wherever appropriate. In
particular, use numbered vertical lists for sequential steps.

+ Use headings to mark off all the main sections and subheadings for
subsections. (Remember that no heading “Introduction” is needed
between the title and the first paragraph. Remember not to use first-level
headings in this assignment; start with the second level.)

+ Use special notices as appropriate.

+ Make sure you use the style and format for all headings, lists, special
notices, and graphics as presented in these chapters. If that’s a problem,
get in touch with your instructor.

Use graphics to illustrate any key actions or objects.
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