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Mporpammy ancuunnvHbl paspaboTan(a)(k) cTapwnini npenogaeatenb, K.H. Medoabesa M.A.
Kadpenpa MHOCTPaHHbIX A3bIKOB OTAeNeHne Bbicwas wkona MHOCTPaHHbIX S3blkOB 1 NepeBoaa ,
Marina.Mefodeva@kpfu.ru ; Hukonaesa O.A.

1. LLlenu ocBoeHUs AMCLUUMIUHDI

Llenbto gucumnnuubl '[lenoBoe NMCbMO Ha aHIMMNCKOM A3bIKe' ABNSETCS opraHmn3auus
NpPakTn4eCckKkoro yceoeHuns O6y‘-IaPOLI.I,VIMI/IC$I HOPM U npasunn CoCTtaBneHnAa 0enoBbixX 6yMar.

2. MecTO AMCUMUNMHBI B CTPYKTYpe OCHOBHOM 06pa3oBatefibHOM NPOrpammbl BbICLLETO
npodpeccnoHanbHoro o6pasoBaHus

[aHHas yyebHas aucumnnnHa BkntodeHa B pasaen "b1.B.0B.15 OucumnaunHbel (Mogynn)" OCHOBHO
obpaszoBaTtenbHoi nporpammbl 44.03.05 Meparornyeckoe obpasoBaHue (C AByMS NPOGOUIAMU
MOAroTOBKWM) U OTHOCMTCS K aucuunanHam no Boibopy. OcBavBaeTtcs Ha 5 kypce, 9, 10 cemecTpbl.

3. KomneTteHuumn obyuarowerocsi, popMupyemblie B pe3yibTare 0CBOEHUS AUCLUMIINHDI
/mopyns

B pesynbTate 0CBOEHUS AMCLMNINHBI (OOPMUPYIOTCS CReaytowme KOMNeTEHUNN:

PacwudpoBka
LLincpp komneteHumu npuobpeTaeMon KomneTeHLUn
OK-4 CMOCOBHOCTBIO K KOMMYHMKALMUN B YCTHOW 1 MUCbMEHHOR chopMax Ha
(0bLWeKynbTypHbIE PYCCKOM 1 MHOCTPaHHOM $i3blkax 4s peweHns 3aaad
KOMMEeTEHL W) MEXTMYHOCTHOIO 1 MEXKY/IbTYPHOIO B3anMOAEACTBUS
K-
86uise|<yanypr| e crnocobHocTblo paboTatb B KOMaHe, TONepaHTHO BOCHPUHMMATb
KOMMIETEHLM) coumnanbHble, KyNbTypPHbIE U IMYHOCTHbIE Pa3nnmyms
OK-6
(0bLweKynbTypHbIE CrMocoBHOCTBIO K caMoopraHmnsaumm n camoobpasoBaHunto
KOMMeTeHuunn)
MK-10 CMOCOBHOCTbIO NPOEKTUPOBAThL TPAEKTOPUM CBOErO
(MpocheCCuoHanbHbIS M ocpeCCMOHanbﬁoro O%Ta " nVIgHOCTHF()JFO asBuTngA
KOMMeTeHuunn) P P P

B peaynbTate 0CBOEHUSI AMCLUMMINHBI CTYAEHT:
4. nONXeH OEeMOHCTPUPOBaTb CMNOCOHOHOCTb M FTOTOBHOCTb:

oBnafeHve obyyarowmMmncst KOMNO3NLMOHHBIMI MOAENSIMU ONpPeaenéHHOro XaHpa Aenosor bymaru
I CaMOCTOSITENIbHOE PEeYEBOE 'HANONHEHNE' MOAENe No CTPYKTYPHBLIM 3NEMEHTaM.

4. CTpyKkTypa U cogepXxaHue OUCLUMNIUHBI MOAYNS
Obwas Tpya0EMKOCTb ANCLMMIIMHBI COCTaBNSET 4 3a4eTHbIX(ble) eanHuL(bl) 144 yaca(os).
dopmMa NPOMEXYTOHHOro KOHTPONSA ANCUMMINHBI: OTCYTCTBYET B 9 cemecTpe; 3a4eT B 10 cemecTpe.

CyMMapHo no amcumnanHe MoxHo nony4ntb 100 6annos, U3 HMX Tekylwas paboTta oueHmBaeTcs B 50
6anno., ntorosas popma KoHTpons - B 50 6annos. MnHMManbHoe KONMYeCTBO NS OOMnycka K 3a4eTy
28 6annos.

86 bannos 1 6onee - "OTANYHO" (OTN.);
71-85 6annos - "xopowo" (xop.);
55-70 6annos - "ynosnetBoputenbHO" (yO0B.);
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54 6anna n MeHee - "HeyLOBNETBOPUTENBHO" (Heyn.).

4.1 CTpyKkTypa n copepxaHve ayauTtopHon paboTbl No aucumnianHe/ Mogynio
TemaTuyeckuin nnaH AUCUUNIUHbI/MOOYNSA

Buabl v yachbl
ayauTopHOM paborThbl,
Pasgen MX TPYAO0EeMKOCTb
N LucumnnmHbl/ CemecTp c':;‘:‘ﬁ:;'al (B yacax) TeK‘{(':)"':T%g?&pr'
Monayns MpakTu-(Na6opa-
Nekuun| yeckue TOPHbIe
3aHATUNA paﬁoTbl
. [MucbMeHHas
Tema 1. Formal and informal
1. correspondence 9 0 6 0 |pabota
YCTHbIN onpoc
5 Tema 2. Online reviews and 9 0 6 0 [MncbmeHHas
" [recommendations paboTta
Hunckyccusa
3 Tema 3. Reporting trends and figures 9 0 6 0 lMucbMeHHas
: paboTta
Huckyccusa
4. |Tema 4. Summarising results 9 0 6 0 g:gg:naeHHaﬂ
Hunckyccusa
5. |Tema 5. A letter of intent 9 0 6 0 gl:gg:naeHHaﬂ
YCTHbIN onpoc
6 Tema 6. A letter of apology and 9 0 6 0 [MncbmeHHas
" lcompensation paboTta
YCTHbIN onpoc
7. |Tema 7. Introducing your company 10 0 6 0 g:gg:naeHHaﬂ
Huckyccusa
8. [Tema 8. A formal report 10 0 6 0 g:gg:"ae””a"
YCTHbIN onpoc
Tema 9. A performance appraisal lMucbMeHHas
9. form 10 0 6 0 paboTta
[McbMeHHas
10.|Tema 10. A procedure memo 10 0 6 0 |paborta
e . lMucbMeHHas
Tema 11. Clarifying and checking
11'understanding 10 0 6 0 |pabota
PeructpaumnoHHbiii Homep 8012455618 m 3;?{%}(12;}{%%2
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Buabl un yachol
ay,aMTOpHOM paboThbl,

Paspen X TPYA0EeMKOCTb
N OucumnnuHbl/ CemecTp cl:-:!;':'g?:au (B wacax) TeK\:("c',"':Tigszb'
Monyns MNpaktu-|Na6opa-

Nexuum| yeckune TOPHbIe
3aHATUA paﬁoru

Tema 12. Progress reports on a YCTHbIN onpoc
12. oroject 10 0 6 0

Tema . IToroeast popma KOHTPONS 10 0 0 0 Sauer

WNtoro 0 72 0

4.2 CopepxaHvue oUCLUNMIUHbBI
Tema 1. Formal and informal correspondence
npaktnyeckoe 3aHsitne (6 4aca(os)):

to extend work on an informal email [l to differentiate between formal or neutral and informal
phrases [ to use phrases of varying formality in emails

Tema 2. Online reviews and recommendations
npakTundeckoe 3aHsitne (6 yaca(os)):

to write a review and recommendation for a company's products or services [ to practise using
adjective + noun collocations [ to recycle the language of storytelling and review past tenses

Tema 3. Reporting trends and figures

npakTudeckoe 3aHsitne (6 yaca(os)):

to write a report giving trends and figures [ to extend the use of future forms
Tema 4. Summarising results

npakTnyeckoe 3aHsitne (6 4aca(os)):

to write a short report summarising tables of results and key information [l to extend the use of
quantifiers and determiners

Tema 5. A letter of intent

npakTudeckoe 3aHsitne (6 yaca(os)):

[ to write a letter of intent [ to introduce standard phrases used in letters of intent
Tema 6. A letter of apology and compensation

npaktnyeckoe 3aHsitne (6 4aca(os)):

[ to write a letter of apology or compensation 0 to provide an extension for the letter of complaint I
to identify formal phrases used in letters of complaint

Tema 7. Introducing your company
npaktnyeckoe 3aHsitne (6 4aca(os)):

[ to write a letter introducing a company [ to extend work on emotive language [ to learn formal
ways to refer to or describe a company and its activities

Tema 8. A formal report

npaktnyeckoe 3aHsitne (6 4aca(os)):

[l to write a formal business report [l to extend the use of reporting verbs [ to review passive verbs
Tema 9. A performance appraisal form

npakTundeckoe 3aHsitne (6 yaca(os)):

[l to complete a performance appraisal form [ to practise dependent prepositions in verb phrases for
talking about job responsibilities [l to review and extend the language for describing skills, qualities
and experience

Tema 10. A procedure memo
npakTudeckoe 3aHsitne (6 yaca(os)):

KETPOHHBH
EEPCHTET
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[l to write a memo which outlines a procedure for staff to follow or procedural changes 0 to
recognise varieties of style, tone and levels of formality in a memo 0 to recycle the grammar for
describing habitual actions, and used to / be used to and get used to

Tewma 11. Clarifying and checking understanding
npaktnyeckoe 3aHsitne (6 4yaca(os)):

[ to introduce key vocabulary for the topic of transportation and logistics [ to practise writing short
emails with phrases for clarifying and checking [ to review and extend the language for getting
clarification and dealing with misunderstandings

Tema 12. Progress reports on a project
npakTudeckoe 3aHsitne (6 yaca(os)):

[ to write short progress reports on recent news summarising key information [ to review and
extend the use of adverbs for emphasis

4.3 CTpyKTypa 1 copepXxaHume caMOCTOSITeNIbHOM paboTbl AUCLMMIUHBI (MOLYNSA)

Hene- Buabl Tpyno- Kg’:rplgt’;lﬂ
N Paspen Ce- nsg camocTtosiTeNibHoOMn €eMKOCTb camocho-
ANCUUNNNUHDI MecCTp| ceme paGOTbI (B ATeNbHO
cTpa CTYAEHTOB yacax) pa6oTbI
Tema 1. Formal NOAroTOBKa K MMCbMEHHOI paboTte [MncbmeH-
1. [and informal 9 3 |Has
correspondence paboTta
MNOAroTOBKa K NMCbMEHHOI paboTte Mncbmen-
. 2 |Hasz
Tema 2. Online pabota
2. [reviews and 9
recommendations MOAroToBKa K yCTHOMY Onpocy . |Yerhbin
onpoc

NOAroToBKa K AUCKYCCUM
1 |duckyceuns

3 Tema 3. Reporting 9
" [trends and figures NOAroTOBKa K MMCbMEHHOI paboTte Mncbmen-
2 |Has
paboTta

NOAroToBKa K AUCKYCCUM
1 |Ouckyceuns

Tema 4.
4. [Summarising 9 _
results MOAroTOBKa K MMCbMEHHOI paboTte MucbMeH-
2 |Hag
paboTta

NOAroToBKa K AUCKYyCCUM
1 |duckyccuns

Tema 5. A letter of

intent NOAroTOBKa K NMMCbMEHHOI paboTte [ncbMeH-
2 [Has
paboTta
NOAroTOBKa K NMCbMEHHOI paboTte [NMncbmeH-
Tema 6. A letter of 2 ;:gma
6. [apology and 9
compensation NOAroToBKa K yCTHOMY OMpocCy Y CTHBIA
1 onpoc

KETPOHHBH
B_EPCHTET

AHATTAMECKAR CrCTEMA KPY
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N Pasnen Ce- ns CaMoCTOATENbHOMN eMKOCTb| o
ANCUUNNNUHDI MecCTp| ceme pa601'b| (B ATenbHOM
cTpa CTYeHTOB yacax) pa6oTLl
o Mncbmen-
NOAroTOBKa K NMMCbMEHHOI paboTte
Tema 7. A P 5 |Has
7. |Introducing your 10 pabota
company NOAroToBKa K yCTHOMY OMpocCy 4 YCTHbI
onpoc
NOAroToBKa K AUCKYCCUM
OATOTOBKA K Anckyce 4 |Ownckyceu
8 Tema 8. A formal 10 Fincomen
" |report NOAroToBKa K NMCbMEHHON paboTe 5 |nas ©
paboTta
o [MucbmeH-
NOAroTOBKa K NMCbMEHHO paboTte
Tema 9. A A P 5 |Has
9. [performance 10 paboTa
appraisal form NOArOTOBKA K YCTHOMY OMpPOCY 4 |YCTHBI
onpoc
10 Tema 10. A 10 NOAroToBKa K NMUCbMEHHO paboTe 9 D::bMeH'
"lpr re mem
procedure memo pabora
Tema 11.
Clarifying and NOAroTOBKa K NMMCbMEHHOIR paboTte Mncemeh-
11'checking 10 9 |Hag
understanding pabora
Tema 12. Progress Y CTHBIN
12.|reports on a 10 noAroToBka K YCTHOMY Onpocy 9 ONDOGC
project P
Ntoro 72

5. O6bpa3oBartenbHble TEXHONOIUU, BK/IHOYAsA MHTEPaKTUBHbIE hOpMbl 06yUYeHUs
OcBoeHve aucumnavHbl '[lenosoe NMCbMo Ha aHMMUIACKOM si3blke ' mpeanonaraeT NCnonb3oBaHme
Kak TpaaMUMOHHbIX (MPaKTUYeckme 3aHATUS C UCMONb30BaHUEM METOANYECKUX

MaTepmanos), Tak U MHHOBAaLMOHHbIX OﬁpaSOBaTeﬂbeIX TEXHONOrMiM C UCMNoNb30BaHUEM B y‘-leﬁHOM
npouecce akTUBHbIX U UHTEPAaKTUBHbIX POPM NpoBeneHUS 3aHATUNA: BbIMONHEHNE psana

NpakTn4eckKknx 3a4aHni C NCNONb30BaAHMEM I'IpO(*)eCCI/IOHa}'IbeIX nporpamMmMHbIX CpencTs Co3gaHnAa m
BEOEHNA 3JIEKTPOHHbIX 6a3 OaHHbIX; MyanVIMe,D,VIVIHbIX nporpamM, BKIKOHAKWMX NOAroToBkKy "

BbICTYMNEHNS CTYAEHTOB Ha CEMMHAPCKMX 3aHSATUSIX C gOOTO-, ayano- U Buaeomatepuanamm rno
npennoxeHHorn tematnke. 90PbI, SANAKO

6. OLeHOYHble cpeacTBa NS TEKYLLLEro KOHTPONS ycneBaeMoCTh, MPOMeXYTOYHOW
aTTecrauum rno MToramMm OCBOeHUsi AUCLUMINHDBI U y4eOHO-MeToauyeckoe obecneyeHune
camocTosiTeNIbHOM paboThbl CTYAEHTOB

Tema 1. Formal and informal correspondence
MNMucbMeHHas paboTa , NpMMepHbIe BOMPOCHI:
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1 How often do you write emails or letters at work? How formal or informal are they? Mark the level of
formality on the scale and compare it with a partner. 2 Read three pieces of correspondence. What
level of formality are they? Write 1, 2 and 3 on the scale and compare with your partner. Explain your
reasons. Dear Ryan | am writing in response to your message on my voicemail. 17d be delighted to
give a talk to your business students on the subject of Modern Management Practices. |?d be grateful
if you could send me any days and times you have in mind so we can finalise the exact date. | look
forward to hearing from you. Best regards Corinne Hi I?m afraid my plane is delayed by two hours.
Can you pick me up at around 2 instead? See you soon. (| hope!) Dear Mr Baker With regard to your
interest in the position of IT assistant, please find attached the full job description and application
form. Please note that the closing date for applications is the 30th of this month. Unfortunately, due to
the expected high number of applications for this post, we are only able to reply to those applicants
who have been shortlisted. We thank you for your interest. Yours sincerely Alan Johnson 3a The
verbs 1-10 tend to be used in more formal correspondence. Match the formal verbs 1-10 to the less
formal verbs in the box. need tell change say sorry get ask about ask for help stop give 1 inform 6
enquire 2 request 7 alter 3 apologise 8 terminate 4 receive 9 require 5 assist 10 provide b How many
of the verbs 1-10 have a noun form? e.g. inform ? information 4 Find expressions in the texts in
Exercise 2 to complete the table. FORMAL OR NEUTRAL INFORMAL Opening

1 Hello 2 Reason for writing /
Reference Further to your letter ? 3 4

It?s about ? Enclosure or attachment 1?m enclosing 5 Here is ? Give
good news We?re happy to inform you that ? 6 Good news!
Apologise / Give bad news Sadly ? 7 We regret to inform you that ?
Sorry but ? 8 Request Would it be possible for you to ??

9 Could you ?? 10 Thanks / Refer to
future contact 11 12

13 14 Closing Kind regards Yours 15

Bye Love 6 Rewrite this email using an informal style. Use
expressions from Exercises 3 and 5. Dear Dr Bruce Baines With regard to your visit to Italy next
week, 1?m attaching details of your flights and hotel reservations. | regret to inform you that the
business college in Perugia has cancelled the appointment on Wednesday. Would it be possible for
you to give the same presentation in Bologna? I7d be grateful if you could confirm the flight times as
soon as possible. Please do not hesitate to contact me if you need me to assist you any further. 7
Read this informal reply. Rewrite it using a neutral or more formal style. Hi Maddie It?s about the
flight times to Italy. Sorry but | can?t fly out on Monday morning. Can you change it to Monday
evening? 1?m happy to talk in Bologna instead. B.

Tema 2. Online reviews and recommendations
lMucbMeHHas paboTa , NpUMepPHble BONPOCHI:

PervncTpaunoHHblit Homep 8012455618 AEKTPOHHBH
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3 Look at the adjective + noun combinations in bold in the three texts. Online reviews and
recommendations often use this type of positive language. Match the phrases to these definitions. 1
the routine jobs and management tasks day-to-day running 2 views which are supported by
experience and evidence 3 something special that your company has

4 a lot of publicity about your product 5an
honest person you are close to and you can rely on 6 a surprising
increase in the sales of a company 7 the product is easy for anyone to use
8 worth the money you pay 9 a good person to
work with 10 something that happens straight away

4 Complete the collocations with words from Exercise 3. 1 The product is
expensive, but it also has a high resale . 2 The site offers businesses

publicity at a minimal cost. 3 We recommend this software package because of its

interface design. 4 Although this is a new area for us, the potential in the market is high.
5 This accounting software guarantees efficient of business accounts. 6 We can feel
safe when buying this product because it is a brand. 7 This bank offers loans to
businesses with significant fixed . 8 We are looking for a new business SO
we can expand into the new market. 9 Many of our customers write comments on our
blogs and online forums. 10 You will see results when you use this product. 5 Underline
all the verbs in the three recommendations in Exercise 2. How many different tenses are used?
Writers of reviews and recommendations often refer to the past as well as the present. Why do you
think this is? 6 Complete the following review with the correct form of the verbs in brackets. 7 Imagine
you are a customer or client of the company you work for. Write an online review and
recommendation about the company?s products or services. | CAN write an online review or
recommendation [l use tenses referring to the past, use positive adjective + noun combinations [ As
business customers, we definitely 1 (recommend) LMR Net for their fast and reliable
internet service. We switched to LMR because our former provider 2 (offer, not)
guaranteed internet speeds for business customers. At peak times the Internet 3 (be)
slow and we 4 (start) to lose business. Since changing, we 5 (have,
not) any problems with slow speeds or crashes. We also 6 (like) the priority live
support that LMR 7 (provide) for business customers. We 8 (be) able to
cut our costs with their business unlimited usage bundle, saving us hundreds of pounds a year. Most
importantly, we 9 (gain) customers again. 7 Imagine you are a customer or client of
the company you work for. Write an online review and recommendation about the company?s
products or services

YCTHbI onpoc , NpyMepHble BONPOCHI:

1 Discuss these questions about online social media. 1 Which online social media do you or your
company use to promote its products or services? Facebook? LinkedIn? Twitter? Others? 2 How do
you or your company use them? How effective or useful do you think social media sites are for
businesses? 3 Do you ever read reviews and recommendations of people, products or services
online? Are you influenced by them? 2 Read three online reviews and recommendations. 1 What is
each review recommending? A person? A service? A product? 2 How positive is each
recommendation? How convincing are they? A BoostHotels.com are the perfect partner for achieving
the maximum exposure on the online travel agent sites with immediate effect. Until using them, we?d
been trying to raise our hotel?s profile in other ways but with little success and a large marketing bill.
Then | signed up with BoostHotels.com and 1?ve seen remarkable growth in terms of volume and
average room rate. The best thing about their expertise is that now | have more time to get on with
the day-to-day running of my business. B My last one had only been working for a year before it died.
| travel all the time, so | knew | needed something built to last but portable. A friend was telling me
how much he liked this model so | bought it. So far it hasn?t disappointed. The user-friendly design
makes it good for day-to-day work with PowerPoint, Excel, etc. and the screen is big enough for
watching a movie. 1?ve noticed it can be slow when multi-tasking but it hasn?t crashed. For the price,
I7d say it?s good value. C We have been working with Mark Hendon over the last two years and
he?s proved to be an important asset and trusted friend. His honesty and insightful opinions make
him one of the top consultants in the field of change management. When we were looking for
guidance and advice on handling growth, Mark went with us every step of the way on that long and
sometimes painful journey
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Tema 3. Reporting trends and figures
LOwnckyccus , npyMepHble BONPOCHI:

1 Discuss the questions in groups. 1 What are some of your country?s largest exports? What does
your country import a lot of? 2 What is your country?s balance of trade like? Does it currently export
more or less than it imports? 3 Which countries are some of your country?s main trading partners (for
exports or imports)? 2 Read an international trade report about Brazil. Answer the questions. 1 Which
exports have increased this month? Which exports have fallen? 2 In which market sector have
imports increased? 3 Who are Brazil?s two main trading partners? 4 What predictions does the report
make about future exports and imports? Trade in Brazil We begin our monthly summary of trends in
international trade with one of the fastest growing economies in the world, Brazil. Exports This month
exports in Brazil decreased slightly to 15,549 million USD from 15,991 million USD in the previous
month. Brazil is the world?s largest exporter of soybean (41%), orange juice (55%) and sugar (35%).
Exports of all three products rose steadily again this month. However, there was a sharp fall
compared to last month in other exports including iron ore, oil, and coffee. This was due to current
economic pressures in China and especially in the USA. Despite these falls, market analysts believe
Brazil?s overall export figures for this year will remain at similar levels to last year. Imports Imports
went down by 3% on last month but this was predictable because last month?s figures reached a
peak of 22,105 million USD, with major growth in imports of consumer durable goods, including cars.
Brazil?s two main trading partners (China and the USA) took a 30% share of the total import trade.
Because of the increasing demand for consumer products, in particular electronics, Brazil?s imports
will probably reach an all-time high by this time next year.

MNMucbMeHHas paboTa , NpMMepHble BOMPOCHI:

3 Underline words and phrases that describe trends in the report in Exercise 2. Write them in the
correct column of the table and write if the word is a verb (v), adjective (adj), adverb (adv) or noun
(n). 4 Work in groups to think of other words to describe trends. Add them to the table. 5 Answer
these questions about the report in Exercise 2. 1 Why was there a sharp fall compared to last month
in other exports including iron ore, oil, and coffee? 2 Why will Brazil?s imports probably reach an
all-time high by this time next year? 3 What two phrases did the writer use to introduce the reason for
these two trends? 6 Look at the prepositions in bold in these sentences from the report. Complete
sentences 1-6 with these prepositions. 1 Annual sales fell 1.2 million 1.15 million this
year. 2 Exports in the UK this month stayed £30,000 million. 3 Tax on consumer durables rose
again 2.8% this year. 4 Hong Kong?s Hang Seng Index remained steady around 0.1%
owing to steady growth figures. 5 Spending on raw materials increased 250,000 euros
280,000 euros. 6 Because of news of poor employment figures, the London FTSE fell 1.3% 7
Write a short report of some trends and figures in your company or for a company you know well. For
example, compare sales figures from last month and this month or from last year to this year. Give
some reasons for the trends. | CAN report trends [ use prepositions to report figures [l give reasons
for trends [ This month exports in Brazil decreased slightly to 15,549 million USD from 15,991 million
USD. Imports went down by 3%. Brazil?s overall export figures for this year will remain at similar
levels to last year. 1 Annual sales fell 1.2 million 1.15 million this year. 2 Exports in the
UK this month stayed £30,000 million. 3 Tax on consumer durables rose again 2.8%
this year. 4 Hong Kong?s Hang Seng Index remained steady around 0.1% owing to steady
growth figures. 5 Spending on raw materials increased 250,000 euros 280,000 euros. 6
Because of news of poor employment figures, the London FTSE fell 1.3% 7 Write a short
report of some trends and figures in your company or for a company you know well. For example,
compare sales figures from last month and this month or from last year to this year. Give some
reasons for the trends.

Tema 4. Summarising results
Luckyccus , npumepHble BONPOCHI:
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1 Discuss the questions in groups. 1 What types of energy does your country produce? 2 What types
of energy does your country export? Who to? 3 What types of energy does your country import? Who
from? 2 Read this summary report. What does the table show? Life Upper Intermediate Business
Writing Worksheet 4: Summarising results World energy resources The World Energy Council
publishes a report on global energy resources once every three years. The following is a summary of
production of five of the major energy resources in the world, based on WEC data. The table shows
the top three producing countries in each category. All the figures are for production in one year.
ENERGY RESOURCE 1 2 3 OIL Saudi Arabia 515m tonnes Russia 489 m tonnes USA 305 m
tonnes COAL China 1.95 thousand Mtoe USA 743 Mtoe India 361 Mtoe GAS Russia 534 Mtoe USA
494 Mtoe Canada 144 Mtoe NUCLEAR USA 68.5 Mtoe France 33.5 Mtoe Japan 22.4 Mtoe WIND
USA 4.76 Mtoe Germany 3.47 Mtoe Spain 2.69 Mtoe (Mtoe = millions of tonnes of Qil equivalent)
Based on World Energy Council data: http://www.worldenergy.org/data/resources/ Some key results:
[ Saudi Arabia is the top oil producer in the world. It isn?t in any other category. [l The USA'is a top
producer of both nuclear energy and wind power. [ Several of the leading producers in the table are
also the largest countries in the world (Russia, Canada, the USA and India). [ A few smaller
countries (France, Japan, Germany and Spain) are top producers of nuclear and wind power. I
Neither China nor Russia is a top producer of any renewable energy.

MNMucbMeHHas paboTa , NpMMepHbIe BOMPOCHI:

3 Read the report again. Answer these questions yes (Y), no (N) or don?t know (DK) if the
information is not given in the report. 1 Does the table show the top five energy resources in the
world? 2 Does the World Energy Council report on top global energy producers every year? 3 Does
Saudi Arabia produce the most oil in the world? 4 |s the USA one of the leading producers in every
category? 5 Are Russia, China and the USA the top three producers of solar energy? 6 Are any
European countries listed in the table? 7 Is Canada one of the largest countries in the world? 8 Does
the United Kingdom produce any wind power? 4 The words in bold in the report summarise
quantities. Add them to this table. 100% LARGE NUMBER THREE OR MORE TWO 0% every
many a lot of most either none of

... hor not ? 5 Read this summary table of top producers for four more types of energy.
Complete the sentences 178 with words from Exercise 4. In some sentences there is more than one
answer. ENERGY RESOURCE 1 2 3 GEOTHERMAL USA 1.28 Mtoe Philippines 743 ktoe Indonesia
706 ktoe SOLAR Germany 5.8 GW Spain 3.35GW Japan 2.14GW HYDROPOWER China 49.9Mtoe
Canada 32.4Mtoe Brazil 31.4Mtoe PEAT Finland 1.13 Mtoe Ireland 703 ktoe Belarus 538 ktoe (Mtoe
= millions of tonnes of Oil equivalent, ktoe = thousands of tonnes of Oil equivalent, GW = Gigawatts)

1 the countries in the table are top three producers of a type of energy. 2

Finland and Ireland are top producers of peat. 3 top hydropower producer is a large
country. 4 of the top Geothermal producers are European. 5 There aren?t

South American countries in the table. 6 Germany produces more solar power than

Spain or Japan.. 7 of the countries in the table are European. 8 the United

Kingdom nor France are in the table. 6 Choose a table of results from your company or connected
with your work. Write a short summary of the key results from the table.

Tema 5. A letter of intent
Lunckyccus , npumepHble BONPOCHI:
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1 Discuss the questions in pairs. 1 When your company reaches a business agreement with another
company, how does it confirm the agreement? 2 Is it written down in a contract or a letter of
agreement? 3 What information is included? 2 Read this letter of intent and answer these questions
yes or no. 1 Have Mr Reese and Mr Greenall finished negotiating? 2 Does Mr Greenall plan to use
the services of Mr Reese?s company? 3 Has Mr Greenall given Mr Reese any money yet? 4 Does he
plan to pay all the money in one payment? 5 Has the final contract been written yet? Life Upper
Intermediate Business Writing Worksheet 5: A letter of intent Carrington Structures Carrington
Square, Forestville, CT 20753 R Reese 304 Redlands Road Kettering Dear Mr Reese RE: Letter of
intent for shopping mall construction project Following our final meeting last Wednesday, on behalf of
my company, | am delighted to offer your company the contract for the Bremner Shopping Mall. As
agreed in our negotiations, we will provide you with an initial funding of $750,000. On this basis, you
are authorised to carry out your services without exceeding $1,200,000. It is the intent of our
company, Carrington Structures, to enter into a formal agreement with your company, Reese
Construction, and the funding will be transferred into your bank account in two weeks. We look
forward to collaborating with your company on this key project. | am asking my Director of Finance to
finalise the details of this contract and send it for your approval. Yours sincerely Jim Greenall J M
Greenall Managing Director

MNMucbMeHHas paboTa , NpMMepHbIe BOMPOCHI:

3 What is the exact purpose of this letter? At this point, can the writer still change his mind? Tell the
class your opinion. 4 Find the words and phrases in the letter that have similar meanings to these

phrases. 1 to do something as a representative of a company or organisation 2
first payment 3 given permission 4 going over

5 to become bound by 6 working together 7 confirm the last
parts 8 permission 5 Complete these sentences with words
from Exercises 4. 1 As a gesture of our goodwill, we are willing to offer you an

payment of £2000, in advance of the full amount. 2 In order to give your , please sign
the attached document and return a copy to me. 3 Unfortunately | am not to refund
the purchase price so will pass on your request to my manager. 4 1?m writing to you on

of my manager. 5 Thank you for your enquiry but we are with another company on this
project. 6 In order to into a formal agreement, we would request a signed letter of

intent from your managing director. 6 Imagine your company is going to work with an English
language school to provide English language training for its staff. Write a letter of intent to the owner
of the language school and confirm your intent

Tema 6. A letter of apology and compensation
MNMucbMeHHas paboTta , NpPMMEpPHbIE BOMPOChI:

4 Match these aims to the four paragraphs (174) in the letter. a Explain what action has been taken
__ b Refer to future contact ¢ Make your apology _ d Offer compensation 5 Find formal
expressmns in the letter that match these phrases. 1 1?m writing in reply to your letter about

? 2 17d like to say sorry

3 1?m really sorry for the difficulties ?

4 try to make

sure 5 didn?t do our job properly
6 dealt with the

problem 7 an offer of friendly

relations 8 see you soon

6 A customer has written a letter of complaint to your
company and they want some compensation. Imagine answers to these questions: 1 Why have they
complained? 2 What happened? 7 Write a letter of apology and compensation (or a refund or
replacement) to the imaginary customer in Exercise 6

YCTHbI ONpOC , NPUMEpPHbIE BOMPOCHI:
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1 When a customer telephones or writes to your company to complain, what procedure does the
company follow? Discuss in pairs. 2 Work in pairs. Read seven pieces of advice for handling
complaints. Which do you think is good advice? Which is bad advice? a Listen to the customer or
read their complaint carefully. b Let the customer know that you are going to take action. ¢ Wait to
see if the customer calls or writes again before taking action. d Take responsibility and investigate the
problem. Talk to everyone involved. e Call or write to the customer and explain the reason for the
problem. Avoid making an apology or offering compensation immediately. f Offer compensation if the
customer suggests taking legal action. g Write a polite and formal letter so everything is in writing,
and offer compensation if the customer?s complaint was valid. 3 Read this letter from a hotel
manager to a customer. Based on the information in the letter, which advice in Exercise 2 do you
think the hotel manager followed? Life Upper Intermediate Business Writing Worksheet 6: A letter of
apology and compensation Dear Ms Campbell 1Further to your letter regarding your stay at the
Victoria Arms Hotel on the nights of May 25th and 26th, please accept my apology for your
unpleasant experience. | sincerely regret the inconvenience caused to you because of the noise and
poor room service. 2We always strive to ensure that all our guests receive the highest standard of
service at our hotel but on this occasion we clearly failed in that responsibility. As a result of your
letter, | have investigated your concerns, talked to the staff involved and taken the necessary action.
3In addition, as a gesture of goodwill | am enclosing a voucher for two free nights at our hotel at any
time in the next twelve months. The voucher may be used by you or anyone at your company. We
hope that you or your colleagues will enjoy your time with us on your next visit. Please do not hesitate
to contact me if you have any further questions or comments. | look forward to welcoming you in the
future. Yours sincerely Dariusz Szwaj Hotel Manager

Tewma 7. Introducing your company
MNMucbMeHHas paboTa , NpMMEpPHbIE BOMPOCHI:

3 In this kind of letter, the writer uses strong, emotive language. Underline any words or phrases in
the letter that you think convey emotions rather than facts. Compare with a partner. 4 Match these

synonyms and definitions to words in the letter. Paragraph 1 1 old (in business) 2
with a good reputation 3 selling and delivery Paragraph 2 4

work 5 very quickly 6 number one 7 the business
area of Paragraph 3 8 following official guidelines 9 duties to
society Paragraph 4 10 contact 11 present 12
good things 13 working together 5 Read the sentences taken from

different letters of introduction. Replace the words in italics with more emotive words and phrases
from the box. delighted quality huge selection exciting benefits without delay outline established
industry leader highest standards 1 | am happy to be able to offer you our latest product. 2 We are an
old company with fifty years of experience. 3 Our success is built on reliability and good products. 4
Our catalogue offers a big choice. 5 Let us deliver quickly to your door. 6 All our products are made
to the top level. 7 17d like to talk about the key features. 8 We look forward to telling you about all the
good things our services can provide. 6 Write a letter of introduction about your company to send to
new customers. Use emotive language.

YCTHbI ONpOC , NPUMEpPHbIE BOMPOCHI:
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1 How do people find out about your company? What percentage of your business (approximately)
do you think comes through each of the following? [ online advertising [ word of mouth and referrals
[ mail shots or emails [l industry events (e.g. trade fairs) [l sales representative and cold calling [I
other 2 Read the letter and answer these questions. 1 What is the purpose of the letter? 2 Is it the
first time the reader has heard from the company? 3 What does the writer send with the letter? 4
What is going to happen next? Life Upper Intermediate Business Writing Worksheet 7: Introducing
your company Envera Office The leading provider of office recycling products Dear Sir or Madam |
would like to take this opportunity to introduce you to Envera Office. Envera Office is now an
established and reputable name in the provision of office recycling bins and accessories. We operate
with over 50 staff from our headquarters in Birmingham. Since the company began in 2002, we have
swiftly developed a leading reputation as THE provider of unique products in the world of office
recycling. As you will see from the enclosed brochure, we offer an exciting choice of high-quality
recycling bins and equipment in line with industry standards and the modern company?s commitment
to environmental and social responsibility. One of our representatives will be in touch with you to
arrange a personal meeting in order to describe our service in more detail and to outline the benefits
that cooperation between us might bring. We look forward to meeting you and discussing your
company?s requirements. Yours faithfully N.J. Kiyosaki General Manager, Envera Office

Tema 8. A formal report
Huckyccus , npumepHble BONPOCHI:

1 Discuss in groups. Imagine a company wanted reports on the following items. Which reports would
need to be very formal? Which could be less formal? 1 A report on an overseas trade visit 2 A report
on the board of director?s annual meeting 3 A report on a visit to an existing client 4 A report on bad
behaviour by a member of staff 5 A report for the head of administration on stationery costs 6 A
report on staff plans to introduce after-work sports activities 2 Read five extracts (A?E) from different
parts of a very formal report. Match the extracts to the headings (174) taken from the report. 1
Introduction 2 Findings __, 3 Conclusions ___ 4 Recommendations ____ Life Upper
Intermediate Business Writing Worksheet 8: A formal report Unsurprisingly, the sales and marketing
departments reported the highest travel costs per year within the company. Over 70% of their budget
is currently spent on travel. Following interviews with heads of these two departments, it was
concluded that video conferencing equipment could significantly reduce travel expenditure, not to
mention the environmental impact. | recommend purchasing video conferencing equipment costing
£30,000, with two years? guaranteed servicing and support. On approval of this by the board, | also
propose that managers should prepare detailed plans on how they will integrate the equipment into
the communication needs of their department. One supplier said that video conference equipment
capable of fulfilling our needs would cost in the region of between £15,000 and £30,000. Whilst this
initial cost is high, the same supplier also claimed that costs are recouped within twelve months of
purchase. The aim of this report is to assess ways in which the company?s travel budget can be
reduced in the next financial year. It was requested as a result of a discussion at the most recent
management board meeting. The information is based upon data which was provided by heads of
department and accounts. In summary, the following points should be noted. 0 Video conferencing
equipment is expected to reduce travel costs by somewhere in the region of 30%. 0 Initial training is
needed to operate the equipment, so time will need to be allocated for staff training.

MNMucbmeHHas paboTa , NprMepHbIe BOMPOCHI:

PernctpaumoHHbiii Homep 8012455618 SAEKTPOHHBH
Ctpanunua 14 n3 22. il YHI:I Fl EP C{PI TET

VS OFMALIMOHHD AHATKTAHECHAR CHICTEMA kb



Mporpamma aucumnnuHbl "[enoBoe NMCbMO HA aHIMUIACKOM s3bike"; 44.03.05 MNMenaroruyeckoe obpasoBaHue (C ABYMS NpocounsiMm
noAaroToBKM); CTapwuii npenogasarens, K.H. Mecoobesa M.A. , Hukonaesa O.A.

3 Find useful expressions in the report to complete this list. The purpose of the report The purpose of

this report is to look at ? 1 Who asked for the report It was
commissioned by ? 2 Concluding In conclusion, this report notes
that 7,3 Making recommendations

4 5 4 Read these direct speech

sentences, then look back at the report in Exercise 2 to find who said each one. Underline the
matching information in the extracts. 1 ?We think it?Il save significant amounts of money.?

2 ?We should purchase video conference equipment costing £30,000 with two
years? guaranteed servicing and support.? 3 ?Managers need to write reports on how they?lIl

integrate the equipment.? 4 ?1t?1l cost somewhere between fifteen to twenty
thousand pounds.? 5 ?You?ll get that money back within a year.?
6 ?Staff will need training with the new equipment.? 5

Work in pairs. Look at the extracts again and underline the passive verbs. For each one, discuss
these questions. 1 Is the agent (the person who did the action) known or unknown? 2 Why do you
think the writer uses the passive instead of the active form? 6 The head of your company has asked
you to write a report on ways to reduce spending in your department without losing productivity. Write
a one-page report with the following headings: Introduction, Findings, Conclusion and/or
Recommendations. You can either invent or research information for the section on Findings,
including interviews with some people in your department about ways to reduce spending

Tema 9. A performance appraisal form
MNMucbMeHHas paboTa , NpUMepHbIE BOMPOCHI:

3 The writer often uses verb phrases in her responses. Complete these sentences with the missing
prepositions. Then read the responses in Exercise 2 again and check your answers. 1 1?ve been

involved the project since it began. 2 I?m in charge sales and marketing. 3 17d like to
be responsible taking payments. 4 1?m suited working closely with clients. 5 17d like
to develop the area of IT. 6 I?m good convincing people and selling. 7 I?m keen

the idea of developing my management skills. 8 17d like to specialise public relations.
4 Underline the adjectives which the writer uses to describe personal qualities in the responses in
Exercise 2. Then match the adjectives to these definitions. 1 unsure or uncertain

2 wants to do something very well 3 certain of your abilities and skills

4 wants to move up the company 5 knows a lot about
something 6 gives a lot of time and energy to something important

7 easily gets annoyed if waiting 5 Discuss these questions

in pairs. 1 Which adjectives in Exercise 4 do you think describe your personal qualities? 2 Imagine
you are the line manager of the person in Exercise 2. What is your impression of this employee and
his/her feelings towards his/her current position? Why? Support your answers by referring to the
responses. 6 Write your own responses to the questions on the performance appraisal form in
Exercise 2. Write about you and your own job.

YCTHbI ONpOC , NPUMEpPHbIE BOMPOCHI:
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1 How do employees receive feedback on their performance in your company? Do they have annual
performance appraisals with their line managers? Is there a special procedure and form for
appraisals? 2 Read questions from a performance appraisal form used by a chain of hotels and
resorts. Match an employee?s written responses a?g to the questions 1?7. Life Upper Intermediate
Business Writing Worksheet 9: A performance appraisal form 1 State your understanding of your
main duties and responsibilities

2 How would you rate the last 12 months for you? Answer good / satisfactory / bad and give reasons.

3 What do you like or dislike about working for this company?

4 Which parts of your job do you find very difficult?

5 In the next 12 months, what do you think is your most important task or biggest challenge?

6 How could you or your line manager improve your performance in the next year?

7 What training do you think would help to improve your performance?

a Sometimes |?ve been indecisive about who to contact for different things, so 1?7d like more details
about what other people do and the roles of other people in the company structure. I?m also aware
that | can be impatient with colleagues so | need to work on that. b Overall 1?ve enjoyed my first year
and | think it?s been a good twelve months. I?m confident with all the processes for reservations and
I?ve also been involved in the development of the new website booking system. ¢ I?m in charge of
reserving rooms for guests who contact the hotels and resorts by phone or email. This year | have
also been helping to trial and implement the new online booking system. Sometimes | also provide
assistance to the hotel marketing department and update the website. d I?m not sure how to answer
this question. | think 1?m suited to the company and would like to develop in other areas than just
reservations. Obviously the main task is to make sure reservations are made but | think I?m good at
communicating with people and this is a skill which could be utilised more effectively, especially in the
field of marketing. (I suppose I?m quite ambitious!) e None in particular. f I?m keen on working with
social media and the Internet. Although I?m quite knowledgeable in this area, 1?d like to specialise in
the area of online marketing, so any training would be welcome. g Everyone seems friendly and
dedicated, so that?s been a good thing because they?ve given me lots of support. The only downside
is that when | took the job | thought 17d be responsible for more things. 17d feel more motivated with
more challenges.

Tema 10. A procedure memo
MNMucbMeHHas paboTta , NpPMMepPHbIE BOMPOChI:
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1 Think of a procedure, system or process in your department at work. Write down all the main
stages. Then, describe the procedure to your partner. 2 Read this memo and identify the structure.
Match the aims (a?e) to the five paragraphs of the memo. a to announce changes to the system of
schedules. b to appeal to the staff to make the changes work. c to thank staff and
introduce the need for changes. d to explain reasons for improving signs and labelling. e
to explain change in the system of storage. MEMO To: All warehouse staff From: General
Manager Date: 10 March Subject: Changes to warehouse and warehouse procedures First of all, 1?7d
like to thank everyone for the warm welcome | have received since joining the company. As | said on
my first day, it has taken time to gain a complete understanding of how Drew International works and
so | am grateful for everyone?s support. While 1?m impressed by the running of the warehouse there
are three initiatives | would like to introduce: 1 Currently the cleaning schedules are included in the
main warehouse timetable but they are not being followed. As from next week there will be a
separate schedule for cleaning. Please read this regularly to ensure that all cleaning duties are
completed on time. 2 Equipment for maintenance, cleaning and repairs is kept in different places in
the main storage area, including one aisle. As a result, there is the potential for confusion as well as
posing a significant health and safety risk. With immediate effect, all such equipment will be stored in
the storeroom next to the supervisor?s office. Staff will need a key to enter the storeroom and this is
available from the supervisor?s office. 3 Although staff turnover at Drew Exports is relatively low, we
do employ temporary and short-term staff from time to time. For this reason, | plan to improve signs
and labelling in the warehouse. Storage areas and lanes will be repainted on the ground, new labels
will be placed on storage shelving and there will be new signs to identify aisles and drop off and pick
up points. We hope to complete these changes by the end of this month. | appreciate that you will
need some time to get used to these changes, but with your support and efforts these relatively
simple actions will improve our systems and have a positive impact on our overall operations. With
regards Javier Cambiasso (General Manager) | appreciate that you will need some time to get used
to these changes, but with your support and efforts these relatively simple actions will improve our
systems and have a positive impact on our overall operations. With regards Javier Cambiasso
(General Manager)

Tewma 11. Clarifying and checking understanding
MNMucbMeHHas paboTa , NpMMepHbIE BOMPOCHI:
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1 How much does your company rely on transportation (for goods and/or for people)? Is someone in
charge of organising the transportation? 2 These words are connected with transportation. Group the
words into the categories in the table. Which are relevant to transportation at your company? packing
list warehouse shipper distribution centre bill of lading shipment courier delivery note consignment
carrier depot DOCUMENTATION PLACES TRANSPORT COMPANY THE GOODS 3 Complete
these explanations of the words in each category. 1 A packing list and delivery note arrives with the
delivery but the shipper signs the when they arrive for transportation. 2 A

is a warehouse where you store goods in transit. When they arrive at a company?s
they can be split up and delivered to different outlets. 3 A courier transports small

items but a arranges transportation of goods; for example, they might use a
to take goods overseas. 4 A is another word for items which are ordered
and delivered. When it involves a ship, they can also be referred to as a . 4 Read the

emails about a shipment. Number them in the correct order from 1 to 8. Life Upper Intermediate
Business Writing Worksheet 11: Clarifying and checking understanding Hi Lana. I?m just writing to
confirm that we have now dispatched the shipment of items, order no. HD-112X. My carrier estimates
about two weeks for arrival in Southampton. They?Il update me nearer the time so your carrier can
collect it. A copy of the packing list is attached. Best, Aidan Hi again. About delivery, 1?m afraid we
won?t have anyone near Southampton for another month. Can you arrange for your carrier to bring
the consignment to our warehouse? Thanks Aidan but there?s nothing attached. Can you send it
again? But that was when we thought the shipment would arrive this week. Given the delay 1?m not
sure about this now. Let me get back to you later today. Lana. Thanks. | got it this time. There?s one
other thing. You mention that the goods arrive in Southampton and our carrier can collect it. | don?t
follow you. Do you mean your carrier isn?t going to deliver it directly to our depot in Wolverhampton?
My apologies. It?s attached now. That?s right. We agreed that you would deal with delivery at your
end because you already have a collection from Southampton and it reduces the transport costs. OK.
[?1l contact our carrier and ask them to handle it. We?ll also cover the extra cost this time and sorry
for the misunderstanding. Aidan. A 1 H8 5 Read the emails again and answer these questions Yes,
No or Don?t know. 1 Have the goods left the supplier? 2 Does the shipping company have the bill of
lading? 3 Does the carrier plan to deliver the goods to the buyer?s depot? 4 Is Lana surprised by the
news about the carrier? 5 Is the shipment late already? 6 Was the mistake Aidan?s fault? 6 Read
these phrases from emails for clarifying, checking understanding and avoiding misunderstandings.
Match the phrases to expressions from the emails in Exercise 4. 1 This is to let you know that ?

2 You didn?t attach anything. 31
need to check this. 4 1?1l email you again later.

5 Safely received. 6 | don?t
understand. 7 Are you saying that ?

8 Correct. 9 Sorry. Here it is.

Tema 12. Progress reports on a project
YCTHbI ONpOC , NPYMEPHbIE BOMPOCHI:
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1a Work in pairs. Imagine you want a new house. Order these stages from 1 to 6. __ build the
house get planning permission ___ pay an architect for designs ___ choose building materials

ask the bank for a loan move in b Add three more stages to the project. Where do they
happen in the order? 2 Read the emails (A?E) from a construction project manager to his managing
director, sent over a period of 18 months. Number the emails in the correct order from 1 to 5 and
match them to the subject lines in the box. Great news! New project More delays No news Resources
3 Read the emails again and answer these questions. 1 What is the council going to redevelop? 2
What kind of construction does the project manager?s company specialise in? 3 What do you think
the phrase ?to put contracts out to tender? means? 4 What ?answer? is the managing director
waiting to hear in email E? 5 What does the project manager send to the managing director? 6 Why
has the council scheduled a public hearing? 7 What resources does the manager need to complete
Stage 1 of the project? 4 The present perfect tense is often used to write about recent progress.
Adverbs are also used with the present perfect in the emails to add emphasis. Find these adverbs in
the emails and notice their position. 5 Match the adverbs in Exercise 4 to these meanings. 1 to

emphasise that an action or event ended very recently: just , 2 to emphasise an
additional feature: 3 to emphasise that something is unusual or
surprising: 4 to empha3|se that an action or event has not happened at any time up
to the present moment: 5 to emphasise the fact that an action has happened before
the present moment: 6 to emphasise the situation at the current moment:

6 Add emphasis to these sentences using the adverb in brackets. 1 The results of
the survey have arrived. (just) 2 They haven?t paid for the work. (yet) 3 I?ve told all staff to start work
at eight o?clock tomorrow. (now) 4 We?ve gone over budget. (already) 5 The team have cleared the
area and they?ve started building the walls. (also) 6 | haven?t had time to study the report because
I?ve got back from holiday. (only just) 7 The staff have worked late today and they?ve offered to work
over the weekend! (even) 8 1?ve asked them for more money and |?ve asked them for an extra week.
(too) 7 Think about a current project at work. Make a list of the stages of the project. Then write a
short report about the progress on each stage. Use the present perfect and some adverbs to add
emphasis.

Utoroeasi chopma KoHTpons
3ayeT (B 10 cemecTpe)

MprMepHbIe BONPOCHI K UTOrOBOM (OOPME KOHTPONS

1. Imagine you are a customer or client of the company you work for. Write an online review and
recommendation about the company's products or services.

2. Write a short report of some trends and figures in your company or for a company you know well.

3.Choose a table of results from your company or connected with your work. Write a short summary
of the key results from the table.

4. Imagine your company is going to work with an English language school to provide English
language training for its staff. Write a letter of intent to the owner of the language school and confirm

your intent.
5. Write a letter of apology and compensation (or a refund or replacement) to the imaginary customer
6.Write a letter of introduction about your company to send to new customers.

7. The head of your company has asked you to write a report on ways to reduce spending in your
department without losing productivity. Write a one-page report

8. Write about you and your own job.
9. Write a procedure memo about the three changes you listed

10.Think about a current project at work. Make a list of the stages of the project. Then write a short
report about the progress on each stage.

7.1. OcHOoBHas nuTeparypa:

- enosoe nucbmo / KyaHeuos U.H., - 7-e nag. - M.:Jawkos n K, 2017. - 196 c.: ISBN
9785394027178 - Pexum poctyna: http://znanium.com/catalog/product/415309
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- MaHbkoBckas 3. B. NpammaTvka onst 0enoBoro obweHns Ha aHrIMNnCKOM A3blKe
(MOOyNbHO-KOMMETEHTHOCTHbIN noaxon): Y4yebHoe nocobue / 3.B. MaHbkoBckas. - M.: HAL|
NHppa-M, 2013. - 140 c. http://znanium.com/bookread2.php?book=342084

7.2. lononHutenbHasa nuteparypa:

- MNoneHosa A. 0. A Complete Guide to Modern Writing Forms. CoBpeMeHHble chopmaTbl NUCbMa B
aHrnuinckom a3bike: YuebHuk / A.1O. MoneHoea, A.C. Yncnosa. - M.: UH®PA-M: AkanemueHTp, 2012.
- 160 c.: http://znanium.com/bookread2.php?book=235606

7.3. UHTepHeT-pecypcChbl:

Business Writing - - http://www.businesswritingblog.com

Business Writing Worksheets - - http://www.ngllife.com/content/business-writing-worksheets
Daily Writing Tips - - https://www.dailywritingtips.com/category/business-writing/
Professional Business Writing - - http://www.professional-business-writing.com

The Essential Handbook For Business Writing - -
http://essentialbusinessenglish.com/EBE/the_EBE_method_files/TheHandbook-Sampler.pdf

8. MarepuanbHo-TexHU4eckoe obecrneyeHne QUCLMUNINHbI(MOAYNS)

OcBoeHve gucuunnuHbl "lenoBoe NMCbMO Ha aHrMACKOM A3bike" npegnonaraet UCNonb3oBaHme
CnenylowWero MmaTepuanbHO-TEXHUYECKOro 06ecneyeHmns:

MynbTumMeouiiHas ayoutopus, BMECTUMOCTbIO 6bonee 60 yenosek. MynbTumMeauiiHas ayantopums
COCTOUT U3 UHTErPUPOBAHHbIX UHXEHEPHbIX CUCTEM C €AMHON CUCTEMON YyNpaBneHns, OCHaLeHHas
COBPEMEHHbBIMU CPELCTBaMM BOCNPOU3BEAEHUS U BU3yanv3auum noboi BUAeo 1 ayamno
NHGOPMaLMK, NONYYEHNS N Nepeaayn 3NeKTPOHHbIX 4OKYMEHTOB. TUNOBas KOMNnekrauus
MyNbTUMEAVNAHOW ayANTOPUN COCTOUT U3: MyNbTUMEAMAHOrO NPOEKTOpPa, aBTOMaTU3NPOBAHHOMO
MNPOEKLIMOHHOrO 3KpaHa, akyCTUYECKON CUCTEMBI, a TAKXEe MHTEPAKTMBHONM TpMbyHbI NpenoaaBsartens,
BK/IIOYAIOLWEN Ta4y-CKPUH MOHUTOP C AMaroHasnbio He MeHee 22 OI0NMOB, NEPCOHANbHbBIA KOMMbIOTEP
(Cc TexHnyecknmm xapaktepucTukamm He Huxe Intel Core i3-2100, DDR3 4096Mb, 500Gb),
KOHdoepeHL-MUKPOoH, 6ecnpoBoAHOM MUKPOGIOH, 610K ynpaeneHns obopynoBaHueM, MHTepAeNChI
noakntoyermns: USB,audio, HDMI. MHTepakTBHas TpmbyHa npenoaaBatens SBnseTcs Kno4eBbiM
3N1EMEHTOM yNpaBNeHns, 06 bEANHSIOWMNM BCE YCTPONCTBA B EANHYIO CUCTEMY, U CIYXUT
NONMHOLIEHHbIM paboymm MecToM npenoaasatens. lNpenonasartens MMEET BO3MOXHOCTb NIErKO
ynpaBnsTb BCE CUCTEMOW, HE OTXOAS OT TPMOYHbI, 4TO MO3BONSET NPOBOANTL NEKLMMW, MPAKTUYECKUE
3aHATWA, Npe3eHTaunn, BebrHapbl, KOHPEPEHLNM U Opyrie BUObl ayAUTOPHON Harpy3Ku
obyyarowmxcs B yA0OHON 1 DOCTYMHOW ANS HAX POPME C MPUMEHEHNEM COBPEMEHHbIX
MNHTEPAKTMBHbIX CPEACTB 0Oy4eHMS, B TOM YMC/E C MCNONb30BAHMEM B NnpoLecce 0by4yeHuns BCex
KopriopaTtusHbIX pecypcoB. MynbTmeouniiHas ayamTopus TakXe OCHaLeHa WMPOKOMONOCHbIM
LOCTYMOM B CETb MHTEPHET. KOoMNbloTEPHOE 060pPYA0OBAHMEM NMEET COOTBETCTBYIOWEE
NVLEH3MOHHOE NPOrpaMmMHoe obecneyeHue.

KomnbloTepHbIli knace, npeacrasnstowmii cobo paboyee MecTo npenogasatens U He meHee 15
paboymx MECT CTYAEHTOB, BK/HOYAIOLWMX KOMMbIOTEPHbINA CTON, CTYN, NEPCOHANbHbBIA KOMMbIOTEP,
NIMLLEH3NOHHOE NporpamMmmMHoe obecneyeHne. Kaxabiii KOMMNbIOTEP MMEET WNPOKOMONOCHBIA OOCTYN B
ceTb VIHTepHeT. Bce KoMMbioTepbl MOAKIOYEHDBI K KOPNOPaTMBHOW KOMMbIOTEPHON ceTn KDY n
HaxonaTcsa B €eAMHOM JOMEHe.

JNIMHragpOHHBbIN KabnHeT, NpeacTaBNSAWMA cobo YHNBEPCANbHbIN TMHFAGOHHO-NPOrPaMMHBbIIA
KOMMnekc Ha 6a3e KOMMbIOTEPHOrO kacca, COCToAWMiA 3 paboyero Mecta npenonasarens (CTon,
CTYN, MOHUTOP, NEPCOHaNbHbIA KOMMNbIOTEP C NporpaMmHbIM obecnedeHmem SANAKO Study Tutor,
roNoBHAs rapHUTypa), n He MeHee 12 paboynx MecT CTYAEHTOB (CrneunanbHbliA CTON, CTYN, MOHUTOP,
nepcoHanbHbIA KoMNbloTep ¢ nporpamMmHbiM obecnedveHem SANAKO Study Student, ronosHas
rapHuTypa), CETEBOro KOMMyTaTopa Ans CTPYKTypUpOBaHHOM KabenbHom cnucTeMbl kabuHeTa.
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JNInHracpoHHbIN KabuHeT NpencTaBnsieT coboi KOMNNEKC MyNbTUMEONAHOrO 060pyAOBaHMS U
nporpamMmHoro obecrneyeHns ons 0by4eHNs UHOCTPaHHBIM A3blKaM, BKIOYAKOWMIA NPOrpaMMHoOe
obecneyeHne ynpaeneHms knaccom 1 SANAKO Study 1200, koTopble AatoT BO3MOXHOCTb
NCNONb30BaHNS B y4eOHOM NPOLIECCe NHTEPAKTUBHbBIE TEXHONOTUN OBy4EHNS C UCMONb30BaHNe
COBPEMEHHbBIX MyNbTUMEAMNIAHbIX CPEOCTB, pecypcos VIHTepHeTa.

MporpammHubii komnnekc SANAKO Study 1200 naet BO3MOXHOCTb MHHOBALMOHHOMO BEAEHUS
y4ebHOro npouecca, oH npeanaraeT WWPOKUIA CNeKTP BUAOB AESTENLHOCTA (3a4aHniA),
nooaepXunBatrowWwmx Kak NpakTUKN CRywaHns, Tak u TPEHUHIN PeY4eBON aKTUBHOCTU: MPakKTUKa YTeHus,
npocnywmeaHve, cnefoBaHne obpasLy, 0bcyXaeHune, Kpyrnblid CTON, UCNONb30BaHNe VIHTepHeTa,
camoobyyeHune, TecTupoBaHue. NpenoaasaTenb SBNSETCS LEHTPANbHON oMrypoii npouecca
0by4yeHuns. EMy npenocTaBnstoTCs MHCTPYMEHTbI ynpaBneHus knaccoM. OH Takxe MOXeT
MCNONMb30BaTb MHOMOYUCIEHHbIE METOObl OLEHKN OOCTUXEHUI yYallMXCa U CNeanTb 3a UX
anHammkon. SANAKO Study 1200 npenoctaBnsier yqawmMcs Hauny4iwme BO3MOXHOCTU Ans
BbINOMHEHUS PeYeBbIX YNPaXHEHUA 1 3a0aHNA, OCHOBAHHbIX HA TeKCTax, ayamo- u
Bugeomatepuanax. Bcs ayamtopusi Moxet ObiTb pasfeneHa Ha noarpynnbl. 9To NO3BONSET
OpraHn3oBaTb OTAENbHYO TPAEKTOPUIO 0OyYEHMS NS Kax A0 Noarpynnbl. Yyawmecs MoryT
paboTtatb CaMOCTOATENbHO, B aBTOHOMHOM PEXMME, MPU 3TOM NpenonaBaTeNib MOXeT
KOHTponupoBatb uUx gencteus. B coctas nporpammHoro komnnekca SANAKO Study 1200 takxe
BX0AuUT Modynb Examination Module - mogynb co3gaHuns v ynpasneHus Tectamm ons npoBepku
KOHKPETHbIX HAaBbIKOB 1 CNOCOBHOCTEN yyallerocs. [MOKoCTb JaHHOrO MOLyNs MO3BONSET
npenofaBartensam nerko BapbvpoBaTh TUMbl BOMNPOCOB B TECTE U peakTUpoBaTth CyLeCTByowWwme
TeCTbl.

Takxe B coctaB nporpammHoro komnnekca SANAKO Study 1200 Takxe BXoauT MoLy/b obpaTHo
CBS13U1, C MOMOLLbIO KOTOPbIX MOXHO B MPOLIECCE 3aHATMS MPOBECTM 3KCNPECC-0npoc ayantopmm 6e3
MOAroTOBKM BONbLWOro TECTA, a TaKXe y3HaTb MHEHME ayaANTOPUK NO Kakon-nnbo Teme.

Kaxablii KoMNbioTEeP MMHrAPOHHOro Knacca MMeeT WNPOKOMONOCHbIA AOCTYN K ceTu VIHTepHeT,
NVLEH3NOHHOE NporpaMmMHoe obecneyeHne. Bce yHBepcanbHble MMHradg)OHHO-MPOrpPaMMHbIE
KOMMEKCbl NOAKMOYEHbI K KOPNopaTUBHOM KOMMbOTEPHOW ceTn KDY 1 HaxoasTcs B e AUHOM
LIOMEHE.

YyebHo-MeToan4eckas nutepartypa ans 4aHHOW OMCLMMNANHBI UIMEETCS B HAIMYUN B
3NeKTPOHHO-6ubnnoteyHol cucteme "ZNANIUM.COM", pocTyn K KOTOPOW NpefoCTaBNEH CTyAEHTaM.
9B6C "ZNANIUM.COM" comepXuT NnponsBefeHns KpynHenwmnx pOCCUACKNX Y4EHbIX, pyKOBOAMTENEN
rocynapCTBeHHbIX OpraHoBs, npenogasarener Beaylmx By30B CTpaHbl, BbICOKOKBANN(ULIMPOBAHHbIX
CMeunanncToB B pasnunyHbix cdoepax brusHeca. PoHL 6nbnmMoTekn chopMMpPOBaH C y4ETOM BCEX
N3MEHEHMI 06pasoBaTeNbHbIX CTaHAAPTOB M BKKOYAET y4ebHMKM, yyebHbie nocobus, YMK,
MOHOrpadoun, asTopedoeparbl, guccepraumm, SHUMKNONEONN, CIOBapu U CrPaBOYHNKN,
3aKkoHo4aTeNbHO-HOPMaTMBHbIE OOKYMEHTbI, CrieunanbHbie Nnepnognyeckme ndaadms n n3naHus,
BbiMyckaeMble nagatenbcrsamm By30B. B HacToswee Bpems 95C ZNANIUM.COM cooTteeTcTBYET
BCeM TpeboBaHMaM henepanbHbIX roCynapCTBEHHbIX 0Opa3oBaTeNbHbIX CTAHAAPTOB BbICLIErO
npogoeccrnoHanbHoro obpasosanus (PrOC BI1O) HoBoro nokoneHus.

YyebHo-MeToan4eckas nutepartypa ans 4aHHOW ONCLUMMNINHBI UIMEETCS B HAIMYUN B
3NEeKTPOHHO-6MbNMoTeYHOM cucteme Mapatennctea "flaHb" , 4OCTYN K KOTOPOW NpenocTaB/eH
ctyneHTam. 9bC MN3patenbctia "MlaHb" BKOYaET B cebs aNEKTPOHHbIE BEPCUMUN KHUT U3[ATENbCTBA
"IlaHb" 1 Opyrnx Beaywmux n3natenbCcTB y4ebHo nuTepaTtypbl, @ TakXXe 9NeKTPOHHbIE BepCUmn
Nepuoanyecknx N3aaHuim no eCTeCTBEHHbIM, TEXHUYECKNM U r'yMaHUTapHbiM Haykam. ObC
N3patenbcTBa "/laHb" obecneunBaeT LOCTYN K HAy4YHOI, y4ebHON nuTepaType 1 Hay4HbIM
nepuoanyecknm n3oaHmam no MakCManbHOMY KONMMYECTBY NPOOUIbHbIX HanpasneHui ¢
cobntoaeHneM BCex aBTOPCKUX M CMEXHbIX Npas.

Mporpamma coctaBneHa B cooTBeTcTBUM ¢ TpeboBaHusMm ®rOC BIMO u yyebHbIM NaaHoM no
HanpasneHuto 44.03.05 "Menarormyeckoe obpasoBaHme (C AByMS MPOOUIAMM NOArOTOBKM)" 1
npodomnio NoAroToBkn HavyanbHoe 06pasoBaHne N MHOCTPAHHbIA (aHMMUIACKNIA) A3bIK .
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