MuHHCTEpCTBO HayKHU U BhIcIIEro oopasoBanus Poccuiickoit denepannu
®denepalibHOE TOCYJAPCTBEHHOE aBTOHOMHOE 00Pa30BaTeIbHOE YUPEKIEHUE BBICIIETO 00Pa30BaHUS
«Ceepo-KaBka3ckuii henepaibHblii YHUBEPCUTET»

Otnenenune CI1IO HTU (¢punnan) CKOY

MeTtoanyeckue yKkazaHus
K NPAKTHY€CKUM 3aHATUAM

CTI'.02 MHocTpaHHbIi A3bIK B PO ecCHOHAIBHOM JesITeTbHOCTH

Cnenuansaocth 38.02.03 OnepanrioHHast 1€ATeIbHOCTh B JIOTHCTUKE

®dopma 00yueHus oUHas

2025



1. IlosicHUTEILHAA 3ANMUCKA

Mertoauueckue ykazaHus K NpakTHYecKUM 3aHsATUsIM 1o aucuuiinae CT.02 MuocTpaHHBII
A3BIK B TPO(ECCHOHATILHON JIeATEbHOCTH COCTaBIeHbI B cOOTBeTcTBHU ¢ TpeboBanusmMu ®I'OC CIIO u
npeaHa3HadeHbl [UIsl CTYIEHTOB, oOywarommxcsi 1o crnenuansHocT: 38.02.03 OmnepannoHHas
JEeSTeNbHOCTh B JIOTHCTUKE B LENSIX 3aKpPEIUICHHS TEOPETHUECKOro MaTepuana U MpuoOpeTeHHs
MPAKTUYECKUX HABBIKOB MO JaHHOW JTHUCLHUILINHE.

B pesynbraTe ocBoeHUs y4eOHOM AUCIUILIMHBI O0YYaIOIIUICs OKEH YMeTh:

- obmatecs (YCTHO W THMCHbMEHHO) HAa HWHOCTPAHHOM SI3bIKE Ha TNPOQECCHOHANBHBIE U
MOBCETHEBHBIE TEMBI;

- aHHOTUPOBAaTh, peepupoBaTh U U3JaraTh Ha POJHOM SI3BIK OCHOBHOE COJIEP>KaHUE JTUTEPATYPHI
10 CHEIUATBHOCTH, TPU HEOOXOIUMOCTH TOJIB3YSICh CIIOBAPEM;

- MACaTh COOOICHUS, CTaThU, TE3UCHI, pedeparsl Ha MpodecCHOHATBHBIC TEMBI;, PACIIO3HABAThH U
yHnoTpeOasiTh B YCTHBIX M THCbMEHHBIX BBICKA3bIBAHMSX OCHOBHBIE TI'PAMMATHYECKHE E€IUHHIIbI,
XapakTepHbIe i MpodhecCuoHaNbHON peyn;

- IPEICTABIATh TEKCTHl B BHUJE TE3UCOB, KOHCIIEKTOB, AHHOTAIMH, pedepaToB, COUMHEHUU
pa3IMYHBIX )KAHPOB.

- CaMOCTOSITETLHO  ONpPENENATh  CHOCOO  JIOCTIDKEHUS  TOCTaBICHHOW  y4eOHOU
KOMMYHUKATUBHOM 3aJjayM, MPOIECCOB, B TOM YHUCIIE C HCIOJIb30BAHUEM CPEACTB BBIUUCIUTEIHHOU
TEXHUKHU.

B pe3ynbraTe 0cBOeHUS Y4eOHOM MUCIUTUIMHBI O0YYAIONIHIACS TOJKCH 3HATH:

- (yHKIMOHAJIBHBIE OCOOEHHOCTH YCTHBIX M THCBMEHHBIX TEKCTOB HAyYHO-TEXHUYECKOTO
XapaKkTepa;

- TpeOOBaHUS K OQOPMIICHHIO JOKyMEHTalluu (B IIpeleiax MporpamMmbl), HPHUHATHIE B
npo¢eCCUOHAIBHOW KOMMYHHUKAITUH;

- CTpaTerMd  KOMMYHHMKAaTHBHOTO  TIOBEJIEHHUS B  CHUTyallUIX  MEXJAYHapOIHOTO
npodecCHOoHaLHOTO 00IIeHUS (B MpeeIax MporpaMmsl);

- OCHOBHBIE CTpAaTEeTUH OpraHU3alliy M IJIAaHUPOBAHHUS aBTOHOMHOHN Y4eOHO-TIO3HaBaTEIbHOU
NEeSITEIbHOCTH.

MeToauueckre yKa3zaHUsT COCTaBJICHBI B COOTBETCTBHHM C paboueil mporpaMmoil ydeOHOi
qucuuIUinHbel. [lo OKOHUaHMM MPAKTUYECKOrOo 3aHATUS CTYIEHT JOJDKEH YCTHO OTBETHTh Ha
KOHTPOJIbHBIE BONPOCHI B PaMKaX IMOATOTOBKHM K 3alllUTE BHINOJHEHHOW MpakTU4YeCKoW paboTel. B
Mpoiiecce 3allUThl MPENnojaBaTelib MOXET 3aJaTh JOMOJHUTEJIbHBIE BOIPOCHl, CBS3aHHBIE C
BBITIOJTHCHHEM PaOOTHI.

Kpurepun onienuBanus:

OreHKa «OTIMYHO» BBICTABIISICTCS, €CIU CTYACHT TJIyOOKO M TIPOYHO YCBOWJI MPOTPAMMHBIN
Matepuai 1o W3YyYEeHHOH Teme, HE JIOMyCKaeT OIMMOOK MpU OTBETE HA TEOPETUYECKHUE BOIPOCHI,
BBITIOJTHIJI TECTOBBIE 3aJaHUs, IPABIWIIBHO PEIIMI 33/1a4H, JTAeT MOJIHbIE OTBETHI Ha JOMOJIHUTEIbHbBIE
BOIIPOCHI.

OrneHka «XOpOII0» BBICTABISETCS, €CIM CTYICHT 3HAeT MPOTrpaMMHBIA MaTepuaia Mo TeMe,
MOCTIEIOBATENBHO M IO CYIIECTBY M3JIaraeT ero, A0MycKaeT He3HAUUTEIbHbIC OLIMOKH MPH OTBETE Ha
TEOPETUUYECKHE BOMPOCHI, BBIMOJIHUI TECTOBBIE 33JlaHUA, MPABUIBHO PEIWJ 33Jlayd, HO JIOMYCKaeT
HETOYHOCTHU B OTBETE Ha JOTOJIHUTEIbHBIE BOIIPOCHI.

OneHka «yJIOBJIETBOPUTENBLHO» BBICTABISETCS, €CIIA CTYJIEHT YCBOWUJ TOJBKO OCHOBHOM
MaTepuai, IOMyCKAaeT HETOYHOCTH MPU OTBETE HA TEOPETUYECKHE BOMPOCHI, BBITIOJHWI Oosee
TOJIOBUHBI TECTOBBIX 3aJaHUWM, 3ala4dl pelmia C OMMOKaMH, 3aTPYJHSIETCS C OTBETaMH Ha
JOTIOJTHUTEIHHBIE BOTIPOCHI.

OrneHka «HEYIOBIETBOPHUTEIBHO» BBICTABIISACTCSA, €CJIM CTYJCHT OOHApYXWJI TpoOensl B
3HAaHUM MaTepuasa 1o TeMe, He BBIMOJIHIII 00Jiee MOJOBUHBI TECTOBBIX 3aJaHUM, HE PEIIn 3a/1a4u, B
OTBETax JIOMYCTWJI MPUHIUIHAIBLHBIE OIIUOKH.



IIpakTHyeckoe 3ansaTue Ne 1-3

Tema: Kapvepa

Hean padoThI:

OBnasieHue CTyJ€HTaMH KOMMYHUKATUBHOW KOMIIETEHIIMEN, KOTOpas B JAJbHEUIIIEM MO3BOJIUT
MOJI30BAaTHCA MHOCTPAHHBIM SI3BIKOM B Pa3IMYHBIX 001acTsIX MNpodhecCHOHATBHON IEATENHHOCTH, B
HAay4YHOW M TPAKTHYECKOH paboTe, B OOIICHUM C 3apyOeKHBIMHU MapTHEpPaMH, Il caMOoOpa3oBaHUs U
JPYTUX TETIEH.

IIpuoOperaemble yMeHUSI M HABBIKH:

IIpono/ukuTeIbHOCTD 3aHATHII: 12 yacoB

OcHaleHue: METOJAMYECKHE PEKOMEHJAIMH TI0 BBIMOJTHEHUIO MPAKTHUECKOH paboOThI, (OPMBI
OTYETHOCTH.

Iopsaok 1 MeTOAMKA BBITIOJIHEHNS 3aJaHUI:

1. O6cyauTh peicTaBICHHbIE BOMPOCHI /IJIsi YyCTHOTO OIpoca.
2. O3HaKOMHUTBHCS C AyTEHTUYHBIM TEKCTOM.

2. BBINOJHUTH 3a1aHUS 110 TPOYUTAHHOMY TEKCTY.

3. BBINOJHUTH JICKCUKO-TPAMMaTHYECKUE 3aTaHUSI.

TeopeTnyeckue BONMPOCHI 1JI1 YCTHOTO onpoca (codece10BaHuA):

1. Do you consider yourself as an ambitious person? Why? Why not?

2. Do you have a career plan? What do you think can help you to improve your career?

3. Would you prefer to work for one company, for several companies or for yourself during
your career?

Bonpocs! 1 3axanus:

3ananme 1. Read the text
HOW TO ACCELERATE YOUR CAREER

You should look at when making a career choice, including your personality, values, interests
and skills several factors. The goal of this process, called self-assessment, is to find a career that is a
good match for you. Career skills are crucial to your ability to climb positions and successfully change
jobs within an industry. Career change is also a scenario where your career training for specific abilities
and skills will play a crucial role

If you find yourself at your desk with some free time, here are few things you can do to help
improve your career.

Find A Mentor: If you do nothing else on this list today, do this. Find someone (or several
people) that you respect and ask them to mentor you. Most people will be more than happy to pass along
advice that they have learned over the years which can be invaluable in helping your career. They will
also be great people to use as a sounding board with ideas you have and help you figure out the best way
to obtain the goals you are seeking to accomplish. A mentor can have amazing effects on your career and
will make your advancements much easier.

Identify How You Procrastinate: We all do it, but if you can identify how you are doing it and
put in a system to discourage yourself from doing so, you will dramatically increase your productivity. In
most cases their big vice is watching TV far too much or spending too much time on social networking
sites. Once you have identified places that you are spending too much time, take steps to reduce the
amount of time you spend on them and instead use that time to further your career.

Pinpoint Work Essentials: The big myth in business is that the ones who work the hardest are
the ones that get ahead the most. Working hard is important, but working smart is just as important.
Working smart means finding the areas within your job that are essential to your group and to the
company and focusing most of your resources in those area. This is one of the best pieces of advice



what we can ever receive when working for a large company. Take some time to look at your job and
what portions of it are most essential to others both inside and outside your group. Tf you pinpoint those
areas that are most essential, you become the person that people come to when things need to get done.

Begin Making Lists: We used to think that making list is useless until we start making them
yourself in a way that was useful for you. We actually should have two lists - one is a list of all the things
we want to do and one is for our daily must do list. On the daily list, we can only place the three most
important things we have to do that day and work on those three things until they are done. Once
finished, then we can go to our general list and choose projects from there. This ensures that we get those
things that we may not like to do as much that would be constantly delegated to the end of the longer list.
How you develop your list to work for you may be very different, but creating a list system will help you
be more productive. Once you complete something, do not throw the list away. Instead, date and file
them in a work completed folder. This will allow you to have a documented list of all the tasks you
accomplished which you can take out at your next performance review or when asking for a raise.

Learn Many Languages: As someone who was the worst student ever w'hen it came to
languages in school, we can have many proofs that absolutely anyone can learn any language. We think
all of our language teachers would roll over in their graves if they knew we are proficient in other
languages Being proficient in more languages can open up a lot of career opportunities and is well worth
pursuing if you have an interest in one. There are plenty of resources online

Take Some Classes: Too many people feel that education ends when you receive that college
diploma. In fact, it is a never ending pursuit even if you aren’t taking formal classes. There are almost
certainly classes you can take or skills that you can obtain that will make it easier for you to advance in
your career. Take a few moments to talk with your boss or a mentor to find out what skills will make
your advancement easier. Talk with your personnel department and ask if they will help pay for you to
obtain these skills. Many will. It is easier than ever to take classes while working full time with online
education.

Update Your Resume: Take some time to look over your resume to update it and improve it. It
is always a good idea to have an up-to-date resume handy on the off chance that another opportunity
arises. Make new copies and place them in your briefcase so that they are always ready to hand out.

Lunch Together: One of the most effective tools we can use when we work for a large company
will be the lunch break. First, because we really did not like eating alone, but later because of all the
advantages that come from it. Lunchtime gives you an opportunity to talk with people about ideas you
have in a more informal setting than the office.

Love Your Job: Learn to love what you are doing or begin looking for something else. There
are times when you may have to take a job that you do not particularly like, but there is no reason that
you have to be stuck there. Tf you do not thoroughly enjoy what you are doing, start implementing steps
to get a job that you do love. And if for some reason you don’t know what you love, start experimenting.
That is the only way to find out.

3aganue 2. Match the verbs (1-6) with the nouns (a-f) to form expressions form the text,

1. to increase a) a career
2.to give b) a resume
3. to further ¢) productivity
4. to obtain d) an opportunity
5. to update e) skills
6. to take f) classes

3apanme 3. Choose the most useful points in building a successful career and compare them with
the list of the points you have made in ex. 1.

Active Business Vocabulary
3ananme 4. Match the expressions (1-4) with their definitions (a-d)



a full-time job

a permanent job

a temporary work

a part-time job

a kind of work that finishes after a fixed period

a kind of work is for the whole of the normal working week
a kind of job that does not finish after a fixed period

a kind of job that you do for fewer hours.

RN i hla

3aganue 5. Fulfill the gaps with the appropriate prepositions,
under on for at off at for

I’m usually........ work till 7.

James works......a big oil company.

Luckily I don’t get ill much, so I’'m not often .... work.

He has to work .... the presentation about a new project.

A team of 12 people work .... me.

I usually leave ... for work at 7.30 in the morning.

He arrives .... work at nearly 7.50.

Nk W~

3aganue 6. Choose any profession for yourself. Tell about your work considering the following
questions:

1. Do you have a part-time or a full-tome job, a permanent or temporary work?

2. What are you in charge of?

3. What time do you leave for work?

4. Do you take a lot of time off work?



IIpakTnueckasi padora Ne 4-6

Tema: 0pzanu3auu;l KomnaHuu

ean paGoThi:

OBnaneHue CTyJeHTaMHM KOMMYHUKAaTUBHOM KOMIIETEHLMEH, KOTOpas B JajbHEHIIEM I03BOJIMT
MOJIb30BaThCS MHOCTPAHHBIM S3BIKOM B PA3UYHBIX 0O0JACTAX MNPOPECCHOHATBHON NESTENbHOCTH, B
HAYYHOW M MpakTU4Yeckol paboTe, B OOIIEHUU C 3apyOeKHBIMU MapTHEpaMu, A caMOoOOpa30BaHUS U
JIPYTUX LEJIEH.

IIpnodperaemMbie yMeHUsI U HABBIKM:

[ponomxurtenbHoCTh 3anATHI: 10 yacoB

OcHalleHHe: METOJUYECKHE PEKOMEHAALWU 110 BBIMOJHEHUIO MPAKTUYECKOH paboThl, (opMbI
OTYETHOCTH.

IMopsinok U MeTOANKA BBITIOJITHEHNS 3aJaHUIA:

1. OGcyauTh npeacTaBIeHHbBIE BOMPOCHI 711 yCTHOTO OIMPOca.
2 O3HaKOMHTHCS C AYTEHTHYHBIM TEKCTOM.

2 BBITIOTHUTG 3aaHus 110 MPOYUTAHHOMY TEKCTY.

3. BBINOJHUTH JEKCUKO-IPAMMATHUECKUE 3aJaHUS.

TeopeTnyeckue BONMPOCHI JIs1 YCTHOI0 onpoca (codece0BaHuA):
Which of these companies would you prefer to work for? Why?

1. A family owned company

2. A multinational company

3. Your own company (be self-employed).

Bonpocel u 3a1aHusn:
RICHARD REED, INNOCENT DRINKS

Turnover: over £100million

Number of employees: 250

HQ location: London, UK

Year founded: 1998

Ownership: privately-held

Richard Reed founded Innocent in 1998 with two friends from Cambridge University, Adam Balon and
Jon Wright. When they left university they all got jobs with blue-chip companies - one went into
advertising and two went into management consultancy. But that didn't stop them constantly talking
about setting up a business - a conversation they'd been having since their student days.

Four years later they quit their jobs and decided to go into business after getting back from snowboarding
holiday where they'd done nothing but talk about their desire to become entrepreneurs. They decided to
set up a business which would appeal to people like them - so they fixed on the theme of doing good to
themselves. The result was Innocent, a drinks company producing pure fruit smoothies. The company
now produces more than 30 different recipes and sells more than two million smoothies each week
through 10,000 retailers in the UK and overseas.

Since Innocent was launched the company has been growing by 20% year on year and currently has a
75% share of the smoothie market. In April 2009 Coca-Cola bought an 18% stake in the company for
£30 million. A year later it paid £65 million for a 58% stake.

Part of its marketing strategy is to use delivery vans which are decorated to look like cows or grassy
fields. The company also prides itself on being ‘a happy place to work' and ‘people-oriented’, with a
relaxed working environment which includes having a grass floor in the office.

Key advice



"If you're 70% sure about an idea then go for it. Because if you wait till you're 100% confident in
business... you'll never make a decision, you'll never get anywhere."
(BBC News Business)

3amanue 1. Which of these statements are true? Correct the false ones.
1. The head office of the company is situated in New York.
2. Richard Reed and his friend set up their company while they were students.
3. Innocent drinks was found to be one of the companies with the happy employees.
4. The company has been growing by 20% year on year since 2005.

3ananue 2. Discuss the questions.
1. Would you like to work for such a company like Innocent drinks?
2. What makes people happy at work? What factors are important for you at work?

3ananue 3. Prepare a report about a famous company and the story of its success.

3ananus K NpakTH4ecKoii padore:

3aganue 1. Choose the correct options

1. Although the training organization TrainULike only set up business last year, it is doing well. It is
expanding I increasing into new markets.

2. The renowned electronics firm DigiKom has a good reputation. It is recognized/ seen internationally.
3. The Chairman of the upcoming new company wanted to establish a solid client base / basis before
moving into new areas.

4. When choosing a new job, a clean environment [ economy is important to

many people.

5. When the contractor came into the office, he worked at the hot / limited desk.

6. Despite reports in the press of a hostile takeover, the two companies had in

fact decided to work together and had merged. /partnered.

3ananue 2. Complete the missing words.

1. Last year, GlobalTrain, a large training company, t 0 LearnLocal, a small company
based in south-west England.
2. Have you heard that PG Trips and FunHols are m ’ They hope to

have a stronger presence on the holiday market by working together.

3. Because of our successful marketing strategy and the innovative results from
research and development, we are now int
rec .

4. To remain co ,we need to reduce our prices and deliver

more quickly.

5. After the scandal surrounding the members of the Board, the company’s

rep went downhill.

6. To gain access to the company premises, you need to show your se pass at the gate.




IMpakTnyeckas padora Ne 7-9

Tema: Ynpaenenue nepconanom

esab padoThI:

OBnaneHue CTyJEeHTaMM KOMMYHUKAaTUBHOI KOMIIETEHIMEH, KOTOpas B JalibHEHIIEM I103BOJIMT
MOJIb30BAaThCS HMHOCTPAHHBIM SI3BIKOM B Pa3UYHBIX 00JACTAX MPOdEeCCHOHANBHON NEsATENbHOCTH, B
HAyYHOUW M MpaKTUYeCKOW paboTe, B OOLIEHUH C 3apyOEKHBIMH MapTHEpaMH, Ui caMOOOPa30BaHUS U
JIPYTUX LEIIEH.

IIpnodperaemMbie yMeHUSI U HABBIKH:

I[IpomoxkuTeLHOCTH 3aHATHI: 12 YacoB

OcHalleHHe: METOJUYECKHE PEKOMEHAALWU 110 BBIMOJHEHHIO MPAKTUYECKOH paboThl, (OpMBI
OTYETHOCTH.

IMopsiaok U MeTOANKA BBINOJTHEHUS 3aJaHMIA:

1 OOGcyauTth mpeacTaBieHHbIE BOMPOCHI 1711 yCTHOTO OIPOca.
2 O3HaKOMUTHCS C ayTEHTUYHBIM TEKCTOM.

2 BBINOTHUTH 3aJJaHUSI IO TPOYUTAHHOMY TEKCTY.

3. BBINOIHUTH JTEKCUKO-IPAMMATHYECKUE 3a/IaHHUS.

TeopeTnyeckue BONPOCHI AJI1 YCTHOT0 onpoca (codece0BaHuA):
Keys to successful management.

Leadership vs. Management.

Business etiquette of a manager.

Peculiarities of business management in Western Europe.
Peculiarities of business management in Asian countries.

NS

Bonpocs! u 3a1anus

3ananmue 1. Discuss the following quotation

“Good management is the art of making problems so interesting and their solutions so constructive that
everyone wants to get to work and deal with them. ”

— Paul Hawken, an environmentalist, entrepreneur, and author.

3ananue 2. Read the following text. Discuss the main issues and ideas.

The Bolt that Holds the Ikea Empire Together
Ingvar Kamprad is no ordinary multi-billionaire. The founder of the lkea furniture empire travels
economy class, drives a 10-year old Volvo and buys his fruit and vegetables in the afternoon, when
prices are often cheaper. Ask him about luxury in his life and he answers: “From time to time, I like to
buy a nice shirt and cravat and eat Swedish caviar.
Mr. Kamprad is one of the greatest post-war entrepreneurs. What began as a mail-order business in 1943
has grown into an international retailing phenomenon across 31 countries, with 70 000 employees.
Sales have risen every single year. The Ikea catalogue is the world’s biggest annual print run - an
incredible 110 m copies a year. And Mr. Kamprad has grown extraordinarily rich. He is worth £8,7bn
and is the 17" richest person in the world according to the Forbes, US magazine.
The concept behind lkea’s amazing success is unbelievably simple: make affordable, well-designed
furniture available to the masses. And then there is Mr. Kamprad himself - charismatic, humble, private.
It is his ideas and values that are at the core of lkea’s philosophy.
Best known for his extremely modest lifestyle, he washes plastic cups to recycle them. He has just left
his long-standing Swedish barber, because he found one in Switzerland, where he lives, who charges
only £6 for a cut. “That’s a reasonable amount”, he chuckles.
All Tkea executives are aware of the value of cost-consciousness. They are strongly discouraged from
travelling first or business class. “There is no better form of leadership than setting a good example. 1



could never accept that I should travel first class while my colleagues sit in tourist class”, Mr. Kamprad
says.

As he walks around the group’s stores he expresses the feeling of “togetherness” physically, clasping and
hugging his employees. This is very uncharacteristic of Sweden. “Call me Ingvar”, he says to staff. The
informality and lack of hierarchy are emphasized by his dress style, with an open-necked shirt preferred
to a tie.

Mr. Kamprad has had both personal and business battles. He has fought against dyslexia and illness.

One of Mr. Kamprad’s characteristics is that his obsessive attention to details. When he visits his stores,
he talks not only to the managers but also to floor staff and customers. A recent visit to six of the group’s
Swedish stores has produced © 100 details to discuss’, he says.

By his own reckoning, his greatest strength is choosing the right people to run his businesses.

He is determined that the group will not go public, because short-term share-holder demands conflict
with long-tenn planning. “I hate short-termist decisions. If you want to take long-lasting decisions, it’s
very difficult to be on the stock exchange. When entering the Russian market, we had to decide to lose
money for 10 years”.

Mr. Kamprad has been slowly withdrawing from the business since 1986 when he stepped down as
group president. He maintains that he is still “too much involved and in too many details”, although he
admits to a distinct reluctance to withdraw altogether.

The questions is: Can there be an eternal lkea without Mr. Kamprad? Does the group depend too much
on its founder? Will the empire continue as control of lkea gradually moves to Mr. Kamprad’s three
sons?

3ananme 3. Discuss the following questions.
1. What, in your opinion, are the strengths and weaknesses of Ingvar Kamrad?
2. Would you like to work on him?
3. When is the correct time for a leader or founder to leave his or her company?

Professional Communication Skills
Meetings and Conferences

Here are some definitions and examples of vocabulary relating to meetings and conferences
an appointment - an arranged meeting with someone, e g. bank manager, customer
to arrange a meeting - to organize a meeting, such as inviting participants and booking the venue
to attend a meeting - to take part in a meeting
an attendee - a person who attends a meeting
to book a room - to reserve a room (e.g. to use for a meeting)
to cancel a venue - to withdraw a booking when the room or location of a meeting or conference is no
longer needed
to collect in forms - to take back forms, such as feedback forms or questionnaires, from participants of a
conference
to disagree - to not have the same opinion as someone else
a graph - a diagram which may have lines or bars representing figures, such as sales over time
to hold a meeting - to have a meeting
to make a suggestion - to make a proposal; to put an idea forward
to miss a meeting - to fail to attend a meeting, even though you intended to, perhaps because you are
held up in traffic or an earlier meeting runs on longer than you expected
the minutes - the report or summary from a meeting, often showing action points and when they are to
be done and by whom
to negotiate - to try and reach agreement with a partner who may have different objectives to your own,
often involving the need to compromise to organize a conference - to arrange a conference



to pass round handouts — to give papers (possibly photocopies) to participants of a meeting or
conference

a participant - a person who attends or takes part in a meeting or conference

to participate in - to take part in; to attend; to be present at

to postpone - to push the date of a meeting or conference back to a later date

a projector - a piece of equipment that shows the computer screen on the wall or bigger screen so that a
large number of people can see it

to reach an agreement - to finally have the same opinion; to agree in the end after a discussion or
negotiation

a videoconference - a conference with audio and visual input held at a distance via the Internet a visual
- something like a graph, chart, diagram or photograph, used perhaps to support a point being made in a
presentation to voice an opinion - to say what you think

3ananmue 4. Match these words (1-4) with their synonyms (a-d).

1. to participate in a meeting a) a graph

2. to organize b) to arrange

3. an attendee ¢) to attend a meeting
4. avisual d) a participant

3aganue 5. Match these words (1-6) with their antonyms (opposites) (a - f).

1. to hold a meeting a) to disagree

2. to pass round handouts b) to cancel the venue

3. toreach an agreement ¢) to cancel a meeting

4. to book the room d) a failure

5. asuccessful event e) to collect in (completed) forms
6. to attend a conference f) to miss an event

3ananmue 6 Study the following useful phrases arrange a suitable time to meet with your partner.
Asking for a meeting

Could we schedule a time to meet next week?

I’d like to schedule a meeting as soon as possible.

Can we meet and go over this together?

Perhaps we could meet and go over the details in person?
Suggesting a meeting time How about Monday at nine?

Could we meet next week?

Would half past five suit you?

Saving that you aren't able to attend Sorry, 1 can't make it then.
I'm afraid I have another appointment then.

I'm a bit tied up then. How about another time?

Saying that you can attend Sounds good.

Yes, that works for me.

Confirming the day and time See you on Monday at seven.

So, 1 look forward to seeing you on Tuesday at four.

3ananme 7. Work in groups of four to practise the beginning of a meeting using the useful phrases
Welcoming participants It's nice to see everyone



Thanks for being here today.

Staling objectives We’ll be discussing..
Joaquin will be examining.. .

Asking participants to introduce themselve.



IIpakTnueckasi padora Nel(-12

Tema: Memoouku nianupoganus

e padoThi:

OBiasieHUEe CTYJEHTAMU KOMMYHHUKATUBHOM KOMIIETCHIIMEH, KOTOpas B JaJbHEWIIEM IO3BOJIUT
MOJTH30BaThCS MHOCTPAHHBIM SI3BIKOM B Pa3IMYHBIX 00JAacTSIX MPOodeCcCHOHATBHOW ACSTEIBHOCTH, B
HAyYHOW M MPaKTHYECKOW paboTe, B OOIIEHUHU ¢ 3apyOeKHBIMH MapTHEpaMH, JIJIsi CaMOOOpa3OBaHMs U
JPYTUX LETEH.

IIpuoOperaemble yMEHUS] M HABBIKH:

[IponosxuTebHOCTb 3aHATHI: 12 YacoB

OcHanleHue: METOJUYECKHE PEKOMEHIAIMU 110 BBINOJHEHUIO MPAKTHUYECKONH padoThl, (HOpMBI
OTUYETHOCTH.

[opsiaok U MeTOANKA BBITIOJIHEHNS 3aJaHUI:

1. OGcyauTth npeacTaBICHHBIE BOMPOCHI JIJIsl YCTHOTO OIMPOca.
2. O3HaKOMHTHCS C AyTEHTUYHBIM TEKCTOM.

2. BbINOTHUTH 3aJJaHKS IO TPOUYUTAHHOMY TEKCTY.

3 BBINOJHUTH JIEKCUKO-TPAMMaTHYECKUE 3aIaHUSI.

TeopeTnyeckue BONPOCHI AJIs1 YCTHOI0 onpoca (codece0BaHUA):
1. Tactical planning in business
2. Open business plans
3. Succession planning: how to do it right

Bomnpocsl u 3aganus
3ananme 1. Is car industry highly developed in your country? What car you are dreaming on?
3agaume 2. Read the text.

16 NEW LAND ROVERS REVEALED
Land Rover's line-up is set to expand to 16 models by 2020 - and we've got the details of them all,
including a 4m baby three-door, and BMW X5 rival and a five-car Defender family Land Rover has
embarked on a massive new model blitz that could more than double its annual sales by 2020. It is
almost certainly the biggest investment that the UK car industry has ever seen. Land Rover’s future
model line-up will fully cover the three main areas of the booming global SUV market - luxury, leisure
and utility.
According to Land Rover’s design director Gerry' McGovern, the brand is set to expand all three of its
model families. The plans include additional models for the Range Rover line-up, a new Defender family
and a radical expansion of the Freelander range that will create four new ‘leisure’ SUVs during the next
seven years.
Land Rover sources refuse to estimate the potential size of the car-maker once the seven-year plan has
been introduced. However, market data suggests the global SUV market will reach 22 million units by
2020. If, by radically expanding its line-up. Land Rover captured around three per cent of that market, it
would be close to producing 600,000 vehicles annually.
Hilton Holloway: What is Land Rover chasing?
According to what McGovern describes as a “holistic approach” to its future range, Land Rover plans to
extend the Range Rover line-up to six models, including an ‘Evoque XL’, which slots into the hole that
currently exists between the Evoque and the new Range Rover Sport and a convertible Evoque. A baby
three-door Range Rover just 4m long is also being considered.
The new Land-Rover-badged ‘leisure’ line-up will have at least five new models, kicking off with an
entry-level Freelander similar in size to today’s Evoque. The Freelander itself will be reinvented in five-
seat and seven-seat forms. The range will be topped by a new Discovery, which could switch to an
aluminium platfonn, and be offered as a flagship to rival the successful BMW X5.



In the ‘dual purpose’ or ‘utility’ segment, Land Rover’s plan indicates that a production version of the
Evoque-based DC 100 is heading for the showroom, as well as the long-discussed replacement for the
Defender.

McGovern’s plan shows outline drawings for five-seat and seven-seat new Defenders as well as a crew-
cab pick-up.

This dramatic expansion will put a huge strain on the investment and engineering capabilities of Jaguar
Land Rover. JLR boss Ralf Speth has already spoken about 40 new JLR product launches in the next five
years. He has pledged £2bn a year to underpin this, with the £10bn investment funding at least one new
platform, plus increased capacity in the UK.

However, not all of this investment is expected to be focused on the UK. JLR is wisely spreading its
production footprint around the world to take advantage of booming global markets.

Reports from China in early October said that the JLR joint venture with Chinese car maker Chery
gained approval in record time from the Chinese National Development and Reform Commission.

About £1.8 billion will be invested in a new Chinese plant that will, in the first stages, have the capacity
to build 130,000 vehicles per year, about 60 per cent of which will be Land Rover models.

Reports say that Land Rover sales in China hit 47,975 units in the first eight months of the year, 85 per
cent up on the same period in 2011. Its 96 Chinese dealer outlets will also soon be expanded by a further
47 showrooms.

China is now JLR’s second biggest market, just behind the UK, and Chinese tastes are increasingly
turning away from conventional luxury saloon cars towards SUVs.

Buyers of premium vehicles in China and Russia are also pushing for the opportunity to buy more
limited-edition vehicles and customised styling packs, an opportunity JLR’s design teams are eager to
capitalise on.

Back in the UK, JLR has put the finishing touches to its new aluminium press shop at Solihull and has
just completed a new quality inspection building for the new Range Rover and its future sister vehicles.
Work is also underway on the new JLR engine factory to be built in the West Midlands/Staffordshire
area, while much of the research work into a new generation of super-frugal four-cylinder ‘Hotfire’
engines is being carried out by UK universities, including Warwick and Loughborough (by Hilton
Holloway).

3ananue 3: Put a suitable word in the gaps according to the text.

1. The brand is set to all three of its model families.

2. Market data suggests the global SUV market will 22 million units by 2020.

3. What is Land Rover

4. Land Rover plans to the Range Rover line-up to six models

5. This dramatic expansion will put a huge strain on the and engineering
capabilities of Jaguar Land Rover.

6. However, not all of this investment is to be focused on the UK.

7. Reports from China in early October said that the JLR with Chinese car

maker Chery gained approval in record time from the Chinese National Development and Reform
Commission

8. Its 96 Chinese will also soon be expanded by a further 47
showrooms.
0. Tastes are increasingly from conventional luxury saloon cars

towards SUVs.

3aoanue 4. Complete the sentences with these words: forecast, the planning process, to conduct an
assessment, evaluate, set targets.

1. If Healthy Foods has a cost of capital in nominal terms of 10% and the expected inflation
rate is 2%, whether Healthy Foods’ existing investments are value creating or
destroying.

2. The bottom line is that we reiterate our year-end for RUR/USD at 29.5 with



the ruble hovering within a RUR 28.7-30 range in 2013.

3. That initiative, in combination with the introduction of workforce analysis tools, helps
managers to plan, and monitor progress.

4. As a basis for planning, it is necessary an objective of
radioecological conditions for residence and to draft the appropriate standard-setting legislation.

5. can provide an objective and open framework for evaluating the
trade-offs between various goals.

3amanue 5. Choose the correct options.
1. We 're going to [ 're going make a profit this year.
2. Why fie won 7 [ won 7 he come for lunch?
3. Who's going [ Who going to I ead the meeting today?
4. Wait for me. /Il ’ll just fetch my coat.
5. Are yon going [ Yon going to work 1 ate today?
6. Shall [ Will 1 give you a hand?
7. lexpect ! 'll he I he in Barcelona tomorrow.
8 What are we going to do / we do about all this?



IIpakTnueckasi padora Nel3-15
Tema: Paboma ¢ komanoe

esab padoThi:

OBnafgeHue CTyAeHTaMM KOMMYHUKATHBHOM KOMIIETEHLIHEW, KOTOpas B JAJbHEUIIEM IO3BOJIUT
M0JIb30BAThCS MHOCTPAHHBIM SI3BIKOM B Pa3IUYHBIX O0JIACTAX NPOGECCHOHATBHON NEATENbHOCTH, B
HAay4YHOUM WM MpakTUYecKo paboTe, B OOLICHUH C 3apyOEKHBIMH MapTHEpaMH, Ui caMOOOpa30BaHUS U
JIPYTUX LEIIEH.

IIpuoGperaembie yMeHUsI H HABBIKH:

[ponosxurenbHocTh 3anaTHii: 10 yacoB

OcHalleHHe: METOJUYECKHE PEKOMEHJALUU 110 BBINOJHEHHIO MPAKTUYECKOH paboThl, (OpMbI
OTUYETHOCTH.

IMopsiiok U MeTOANKA BBINOJIHEHUS 3aJaHMIA:

1. O6cyauTh peicTaBI€HHbIE BOMIPOCHI IJIs YCTHOTO OIPOCa.
2 O3HaKOMHTHCS C AyTEHTUYHBIM TEKCTOM.

2 BBINOTHUTH 3aJJaHUSI IO IPOYUTAHHOMY TEKCTY.

3. BBINOTHUTH TEKCUKO-IPAMMATHYECKUE 3aIaHHUS.

TeopeTnyeckue BONPOCHI AJI YCTHOTO onpoca (codece10BaHuA):
1. Team Building Strategies
2. Team Building Techniques
3. How do you create a healthy project environment?
4. Benefits Effective Teamworking

Bonpocs! 1 3aganus

3ananue 1. Read the comments. Use specific reasons and examples to support your answer.
1. Define teamwork: what do you value and what do you do?
2. What next - words are not enough?

3apanme 2: Read the text. When you first read the text, don't worry about the numbers in brackets. You
will fill in the gaps in the following Exercise.

THERE’S NO 1" IN COMPANY: THE IMPORTANCE OF TEAMWORK IN THE COMPANY
Have you ever wondered why a business plan should include a section on the (1) team’
What about why the leadership team is mentioned in a public company's annual report? The answer is
simple. People make the company.

No matter how brilliant a business idea, people must carry it out, and the wrong people will fail,
disappointing investors. The leadership team sets the tone at the top. If they are capable team players,
then they spread the message that teamwork is vital to the company's success, and the company's
employees will strive to work together.

Have you ever worked on a team where everyone got along well, did their part, and felt free to share
ideas? Did this experience not produce better results than when you worked on a team where everyone
argued, some lazy people did nothing, and a loud few dominated the (2) ? Teamwork, or
lack thereof, distinguishes these two experiences.

If you had a choice of working in a company where teamwork is a vital part of the (3)
culture versus a company where teamwork doesn't exist, where would you want to work? 1 would
choose the company with teamwork because working for it would be less stressful. 1 am an intelligent,
capable worker, but 1 don't want to have so much work that it takes over my life. Such a situation would
lead to burnout, which could inspire me to quit my job. Companies don't like having high employee
turnover if it can be avoided because it can raise their recruitment, training, and compensation costs.




gap 1 consideration
gap 2 teamwork
gap 3 empowered
gap 4 leadership
gap 5 brainstorming
gap 6 efficient
gap 7 corporate
3ananue 4. Complete the missing words.
1. How much time have we got? What’s the s ule?
2. Can you explain to Pete what he needs to do? I haven’t gottime to b f him.
3. Now our lorry is repaired, we can deliver the ¢ si nt.
4. What? Work can’t start yet? Why have w'e gottop  p the project?
5. Our
customer’s not happy with the design - we need to make somem d_f ¢ ns.
6. Tommy is going to be off sick for a few weeks, so we need to reor ze the team.

Collocations

Here are different verbs and nouns that can be used with some key vocabulary (in bold) relating to
projects and teams.

to delay / postpone / push back the start date to

agree / sign / discuss / negotiate a contract to

agree / confirm / negotiate / extend a deadline to

draw up a schedule / contract / specifications to



3aganue 5. Rewrite these nouns and noun phrases using a verb or verb phrase.

proj ect proposal to propose a project
project leader

reorganization of the team

confirmation of a deadline

schedule

modification

specification

estimation of costs

delay

WX —



IIpakTnyeckas padora Ne 16-17
Tema: /lenoevie noe3oxu

esab padoTbI:

OBiaseHne CTyJE€HTaMM KOMMYHUKATUBHOM KOMIETEHIMEH, KOTOpas B JaJbHEWIIEM IO3BOJIUT
MOJTH30BaThCS MHOCTPAHHBIM SI3BIKOM B PA3IMYHBIX 00JACTAX TPO(ECCHOHATBLHON IeATEIHbHOCTH, B
Hay4YHOU M MPAKTHYECKOW paboTe, B OOIMIEHUU ¢ 3apyOeKHBIMH MapTHEpaMH, JJIsi caMOoOpa3oBaHMs U
JPYTUX LieNen

IIpuoOperaemble yMEHUSI M HABBIKH:

IIpoxoKUTEeILHOCTD 3aHATHI: § YacoB

OcHamleHue: METOAMYECKHE PEKOMEHIAIMH TI0 BBHITIOJHEHHIO MPAKTUYECKOW paboThl, (HOpMBI
OTUYETHOCTH.

IMopsinok u MeTOAMKA BHINOJHEHUS 3aIaHU:

1. OGCcynuTh MpeACTaBICHHBIC BOMPOCHI ISl YCTHOTO OTpOCa.
2 O3HAaKOMUTHCS C AyTEHTUYHBIM TEKCTOM.

2 BBINOJHUTG 3a/1aHUSI IO IPOUYUTAHHOMY TEKCTY.

3. BBINOTHUTH JEKCUKO-TPAMMAaTHUYECKUE 3aJaHUS.

TeopeTnyeckue BONMPOCHI JIs1 YCTHOI0 onpoca (codece0BaHuA):
1. Technology travel tips for business travelers.
2. Tips for business travel abroad.
3. Peculiarities of travelling to different countries.

Bonpocsl u 3aganust

3anpanmue 1. Discuss the following quotation.

The World is a book, and those who do not travel read only a page.
~St. Augustine

3ananme 2. Answer the questions individually. Then compare your answers with a partner.
1. How often do you travel by air, rail, road or sea?
2. What do you enjoy about travelling? What don’t you enjoy?
3. Put the following in order of importance to you when you travel.
a) Comfort
b) Safety
c) Price
d) Reliability
e) Speed
4. Does the order change for different types of travel?

3ananme 3. Read the following text
ROAD RAGERS IN THE SKY

Airlines and their long-suffering customers are reporting a steep climb in air rage incidents. Some
incidents are apparently caused by problems which are familiar to many regular travellers. One case
reported from America stemmed from an interminable delay in takeoff, when passengers were cooped up
in their aircraft on the tannac for four hours, without food, drink or information. Mass unrest is less
common than individual misbehaviour, as in the case of the convict who recently went crazy on a flight,
attacked the crew and tried to open the door in mid-flight.

The psychology of air rage is a new area of study, and there are almost as many explanations as
examples. Most analysts of the phenomenon blame alcohol, but many people now think that the airlines
are at fault. To cut costs, they are cramming ever more passengers into their aircraft, while reducing
cabin crew, training, and quality of service, all of which increase passenger frustration. In addition, there



is increasing concern in the US about another cost-cutting exercise, which could seriously harm
passengers’ health: cabin ventilation.

Modem aircraft are equipped with sophisticated air conditioning devices - but running them at optimum
capacity burns up valuable aviation fuel. Many airlines routinely instruct their flight crews to run the
systems on minimum settings. Campaigners for improved air quality claim that this can lead to
irritability and disorientation.

In the US, the soaring number of passenger complaints across a wide range of issues is reflected in a
number of new internet sites which criticize the airline and demand better service. One of the sites is
demanding an air passengers’ Bill of Rights.

Cabin and flight crews, who are in the front line of the battle against disruptive and dangerous in-flight
behaviour, have called for stiffer penalties against the offenders. Management have also called for
legislation - while denying that its cost-cutting practices have contributed to the problem. But there are
some signs, in the US at least, that the airlines are at last attempting to respond to customer
dissatisfaction. Some major lines have announced concessions to the most frequent complaint for all, and
are removing seats to make more room for their customers.

3amanue 4. Which of these statements are taie and which are false?
1. People in groups are more likely to behave badly on planes.
Alcohols is often the reason of problems on the board.
Airlines do little to improve air quality.
Travellers have started to use new' technology to express discontent with airlines.
Airlines have taken no action to address travelers concerns.

nhwb

3aganue 5. Choose the most irritating things for people when flying. Add some others irritating factors.
1. not enough legroom

2. lost or delayed luggage

3. long queues at check in

4 poor quality food and drink

5. no baggage trolleys available.

6. overbooking of seats

7. flight delays and cancellations

8. jet-lag

3apanme 6. Discuss in pairs the advantages and disadvantages of travelling by bus, car, train, plane using
the following expressions:

To my mind, ...

I suppose, ...

In my opinion, ....

On the one hand, on the other hand ...
In my view, ...

In my reckoning, ...

/ definitely think that ...

Well, if you ask me, ...

Welt, [ think ...

1 believe

1 strongly believe I have a

reason to believe | 'm

sure that...

I'm pretty sure that...



IMpakTnyeckas padora Ne 18-20
Tema: Ycnex 6 pabome

esab padoThi:

OBnaseHue CTyJEHTaMH KOMMYHHUKATHBHOM KOMIIETCHIIMEH, KOTOpask B JaJbHEWIIEM ITO3BOJIUT
MOJIH30BAaThCS MHOCTPAHHBIM SI3BIKOM B Pa3IUYHBIX 00JIACTAX MPOQPECCHOHAIBHON NEATeILHOCTH, B
HAay4YHOW M TMPAKTHYECKOW paboTe, B OOIICHHH C 3apyOe)KHBIMHU MapTHEPAMH, I CaMOOOpa30oBaHUsS U
JIPYTUX LEIIEH.

IIpuoGperaembie yMeHUsI H HABBIKH:

IIpomosxkuTebHOCTH 3aHsATHII: 12 YacoB.

OcHalleHHe: METOJUYECKHE PEKOMEHJALUU 110 BBINOJHEHHIO MPAKTUYECKOH paboThl, (OpMbI
OTYCTHOCTH.

IMopsiiok U MeTOANKA BBINOJIHEHUS 3aJaHMIA:

1. O6cyauTh peicTaBI€HHbIE BOMIPOCHI IJIs YCTHOTO OIPOCa.
2 O3HAaKOMHTHCS C AyTEHTUYHBIM TEKCTOM.

2 BBINOTHUTH 3aJJaHUSI IO IPOYUTAHHOMY TEKCTY.

3. BBINOTHUTH TEKCUKO-IPAMMATHYECKUE 3aIaHHUS.

TeopeTnyeckue BONPOCHI AJI YCTHOTO onpoca (codece10BaHuA):
1. Business image - an important part of business promotion
2. A disciplined approach to Business Planning
3. Women’s Career in Men’s Business

Bonpocsl 1 3aganus
3aganue 1. What does success mean to you? Choose one of the following:
- atopjob
- being your own j ob
- being good at what you do
- being happy
- being famous
- earning a lot of money
- something else

3ananue 2. Read the article about Steve Job Co-Founder and Mastermind of Apple. Put a circle around
words related to success and achievement.

STEVE JOBS’S SUCCESS STORY

“Your time is limited, so don’t waste it living someone else’s life. Don’t be trapped by dogma - which is
living with the results of other people’s thinking. Don’t let the noise of other’s opinions drown out your
own inner voice. And most important, have the courage to follow your heart and intuition. They
somehow already know what you truly want to become. Everything else is secondary.”

On February 24 1955, a man was born who would have change the whole world in the future. Not only
by creating the Apple Inc. but changing the way we communicate. His contribution to the scientific
world is enormous and his success story could be the leading path for many growing computer scientists.
Drawing inspiration from Steve Jobs - studying him, and learning from him, now that could give you
strength to achieve your goals.

Young Steve grew up in a valley which was already turning into the world center of computer
technology: Silicon Valley. In his early ears he showed his interests into electronics and met Stephen
Wozniak — commonly known as Woz with whom he shared his visions in computer technology. Before



Steve began to work with Woz, he went to the Reed College in Oregon. He spent there only one semester
after which he dropped out and spent a lot of time learning about Eastern mysticism and diets in his
hippie period.

Always when we hear the name of Steve Jobs our first association leads to Apple. It all began with
assembling the boards in Steve’s garage and driving to local computer stores to try and sell them. The
Apple computer was much more advanced product than the others on the market, that’s why Steve set
out to find venture capitalists to fund Apple’s expansion. The success was enormous and soon the
product became the symbol of the personal computing revolution worldwide. The company grew fast
and as a result in December 1980, when he was only 25, his net worth passed the $200 million mark on
that day. After the success of the Apple products, Steve focused his energy on other projects like the Lisa
computer, which was a breakthrough because it used a graphical user interface instead of a command-
line interface. Unfortunately Steve was thrown out of the Lisa project, that’s why he took something as
an act of “revenge” by taking over a small project called Macintosh. It’s success was no wonder but after
few years, again because of his arrogance, Steve was kicked out of this project. That was his life, so he
started travelling looking around for other ways to spend his creativity. Suddenly in 1985 he had the
chance to share his dream in making animated movies with computers. He was introduced to a small
team of brilliant computer graphics experts that George Lucas was trying to sell, so he gathered the team
and bought the company for $10 Million in 1986, incorporating it as Pixar. In the next years Steve
started other projects like the NeXt Computers which however didn’t sell. In addition to the NeXt
“failure” his investment in Pixar also seemed to lead nowhere, so after his devastation, he spent more
time with his son Reed and his wife Laurene, whom he had married in 1991. In the course of the next
years Steve had a great success with Pixar, taking part in the Toy Story movie, which raised his net
worth to over $1.5 billion! Meanwhile in 1997 the Apple Company announced losses of $700 million, so
it was the perfect time for Steve Jobs and his comeback. He quickly gave confidence in the whole Apple
community and brought the company back to it’s full greatness In 2000 Steve accepted to become full
CEO of Apple - that was the first time ever in the history of a man being CEO of two companies at the
same time!

However the biggest success in Apple came from the unexpected source iPod. It turned to be the “must-
have-music player” for everyone. The products such as the iPad (Apple’s i0S-based tablet, which Steve
unveiled on January 27, 2010) the MacBook and others are the most prefered in the world’s society.
Steve Jobs is tally an extraordinary man who opened a new page in the technological world. People such
as him are those, who write the pages in the world history book.

Unfortunately sometimes life is unfair even to the ones who make the world evolve. In 2004 Steve
announced that he had been diagnosed with a cancerous tumor in his pancreas.So in August 2011, Jobs
resigned as CEO of Apple, but remained at the company as chairman of the company's board (from
boompedia.com).

3aganue 3. 1. What do you think of Apple products?

2. Do you agree or disagree with Steve Job’s quotation: “I think if you do something and it turns out
pretty good, then you should go do something else wonderful, not dwell on it for too long. Just figure out
what’s next.”

Active Business Vocabulary
3ananmne 4. Study the following English idioms and try to find the equivalents in your own language.
English Idioms about Success and Failure

1. ace atest  If you obtain a very high score or an excellent result, you ace a test or
exam.
Maria's parents said she could go to the party if she aced her English lest.

2. in the bag  People use this expression when it becomes obvious that success or victory

is going to be achieved.



An hour before the polling stations closed, victory seemed, in the hag for the Conservative candidate.

3. bear fruit If something bears fruit, it produces positive or successful results.
After years of hard, work, his research finally began to hear fruit.
4. (up a) blind alley If you go up a blind alley, you follow an ineffective course of action

which leads nowhere or produces no results.
The suspect's 'revelations' lead the police up a blind alley.

5. bring the house down If you bring the house down, you give a very successful
performance
If he sings like thaton Saturday, he'll bring the house down.

6. cake not worth the candle To say that the cake is not worth the candle means that the

advantages to be gained from doing something are not worth the effort involved.
He recorded an album but sold very few copies; the cake wasn't worth the candle.

7. come up in the world A person who has come up in the world is richer than before
and has a higher social status.
My old school friend has boughtan apartment overlooking Central Park. She has certainly come up in
the world.

8. cook someone's goose To cook somebody's goose means to spoil that person's
chances of success.
When the burglar saif the police car arriving, he realized his goose was cooked!

9. cut one's own throat If you cut your own throat, you do something that will be the cause
of your own failure or ruin your chances in the future
Tony has already missed, a lot of classes. He's cutting his own throat.

10.  dead duck This expression refers to a project or scheme which has been abandoned or is
certain to fail.
the new cinema is going to be a dead, duck because it's loo far away from the town centre.

11.  get the better of you If someone or something gets the better of you, they defeat you. She
went on a diet but it didn’t last long - her love of chocolate got the better of her!

12.  go to the dogs To say that a company, organization or country is going to the dogs means
that it is becoming less successful or efficient than before.
Some think the company will go to the dogs if it is nationalized.

13.  go (off/over) with a bang If something such as an event or performance goes off with a
bang, it is very successful.
The party went off with a bang - everyone enjoyed.it.

14.  go up in smoke If a plan or project goes up in smoke, it fails or ends before
producing a result.
When Amy and. Tom separated, my mother's dream of a romantic wedding went up in smoke.

15.  hit pay dirt If you hit pay dirt, you are lucky and suddenly find yourself in a successful
money-making situation.
Charlie finally hit pay dirt with his latent invention.

3aganue 5. Use a collocation from English Idioms & Idiomatic Expressions to complete the sentences.

1. This can help to sense the object that you are trying to visualize.
2. "All my career ; you think it's petty and all that, but. "
3. It had developed a fund-raising strategy that promised to the following
ear.
Y 4. There's a universal tendency to heed Dylan Thomas's exhortation and
instead of a whimper.
5. That hi s goose.

3aganue 6. Complete the sentences using the correct past simple form of the verbs in brackets.
1. When you your own business? (start)




2. Yesterday, T work until 9 p.m. (finish)

3. The engineer over three hours trying to fix the photocopier, (spend)
4. Ireally the presentation skills seminar last week, (enjoy)

5. The company its profits by 15% last year, (increase)

6. The course as much as we expected, (cost)

7. Unfortunately, we the project on time, (complete)

8 My boss hates flying, so she to Edinburgh by train, (go)




IIpakTnueckasi padora Ne21-23
Tema: Pazeumue oenoewvix

esab padoThi:

OBnafgeHue CTyAeHTaMM KOMMYHUKATHBHOM KOMIIETEHLIHEW, KOTOpas B JAJbHEUIIEM IO3BOJIUT
M0JIb30BAThCS MHOCTPAHHBIM SI3BIKOM B Pa3IUYHBIX O0JIACTAX NPOGECCHOHATBHON NEATENbHOCTH, B
HAay4YHOUM WM MpakTUYecKo paboTe, B OOLICHUH C 3apyOEKHBIMH MapTHEpaMH, Ui caMOOOpa30BaHUS U
JIPYTUX LEIIEH.

IIpuoGperaembie yMeHUsI H HABBIKH:

I[IpomosxkuTebHOCTH 3aHATHI: 12 YacoB

OcHalleHHe: METOJUYECKHE PEKOMEHJALUU 110 BBINOJHEHHIO MPAKTUYECKOH paboThl, (OpMbI
OTUYETHOCTH.

IMopsiiok U MeTOANKA BBINOJIHEHUS 3aJaHMIA:

1. O6cyauTh mpeacTaBIeHHBIC BOMPOCH JJIT YCTHOTO OIPOCa.
2. O3HaKOMHTHCS C AyTEHTUYHBIM TEKCTOM.

2. BbINOAHUTH 3aJ]aHUS IO TPOYUTAHHOMY TEKCTY.

3 BBINOJHUTH JEKCUKO-TPAMMaTUYECKHE 3aaHMSL.

TeopeTnyeckue BONPOCHI AJI YCTHOTO onpoca (codece10BaHuA):
Non-Verbal Communication in Building Relationships

How to Re-Build Broken Relationship

Using Emotional Intelligence to Build Relationships
Managing Relationship Related Stress

Relationship Building with Managers and Team Leaders

Nk W=

Bonpocs! u 3a1aHust
3aganue 1. Read the comments. Use specific reasons and examples to support your answer.

1. Relationship-building is not the same as team-building. When we talk about
relationshipbuilding we are talking about a competency in which we cultivate relationships both inside
and outside the workplace, with individuals and groups

2. If we are in a conflictive situation with somebody, we should focus on the issue and not
on the person.
3. should we try to get to know colleagues outside the office?

3apanne 2. Read the text.
WHAT DO WE MEAN BY RELATIONSHIP-BUILDING?

When we talk about the competency of relationship-building in the world of business, we are
referring to building strong relationships with partners and clients - about using interpersonal skills to
network in an effective way.

What does a competent relationship-builder do?

Somebody who is competent at relationship-building focuses on understanding the needs of the client
and getting the best possible results. This competency promotes an ethic of client service and so an
understanding and anticipation of a client’s changing needs is essential. Stress and conflict are other
issues that a competent relationship-builder will manage - keeping composed and acting as mediator
when conflicts arise.

How can I start to develop the competency of relationship-building?

First identify the business plan goals of your department and decide what your role is going to be in
helping to achieve those goals. You will need to study the business plan and learn as much as possible
about your clients’ activities, interests and needs. This information might be available in their own
annual reports or in client surveys conducted by your company. Talking to your clients about how you
can best meet their needs is also a sensible first step to take.

Seven steps to becoming an effective relationship-builder:



Draw up a plan of what you need to do in order to give your clients what they want. Discuss your ideas
with your line manager and then do what is necessary to implement the plan.

When the plan has been set in motion, schedule regular meetings with your line manager to review the
progress that you are making and make any necessary adjustments.

When you are working as part of a team or group within a department or a company it is important to
assess your contribution to the group's work. Think about how your efforts help or hinder progress.
Make a weekly analysis of your commitments. Set yourself a goal for each week so that you follow them
through. Make an effort to do what you say you are going to do - and also, to do it by the time that you
say it will be done. If you get into the habit of doing this it will become like second nature.

Build up a file of contacts and classify them in a way that is meaningful for your particular work context.
Then you will know exactly who to call with any queries or when you need information.

Don’t just wait for feedback to come to you, request it from a variety of sources - from your line manager
but also from colleagues, clients and people who you supervise. Listen to what they have to say and act
accordingly.

Build informal relationships with the people who are working around you. Make a point of greeting
people who you normally don’t speak to. Ask them about their interests and make it a goal to practise
small talk with them. Listen to what they say and remember so that you can ask about a particular interest
the next time you meet.

3ananue 3. Decide whether these statements are true or false according to the article.

You need good interpersonal skills to be a competent relationship-builder.

True

False

Relationship building puts the client's needs first.

True

False

A good relationship-builder has a network of mediators for when conflicts arise.

True

False

Information about your clients cannot be found within your company.

True

False

Only the feedback from your line manager is important.

True

False

Idle chat is not a good way to get to know your colleagues.

True

False

3ananue 4. Choose one of the correct sub-headings from the box for each of the seven steps to becoming
an effective relationship-builder.

Network of contacts Team work Weekly goal Small talk Plan

Get feedback Review

3amanue 5. Underline the correct word in italics.

1. If you agree to a minimum order of 10,000 pieces, we will meet spread the cost of
customizing the product in the way you explained.

2. The company we use for all our transport and logistics has told me their prices will be
going up. We'll have to try to absorb /cut some of the extra cost ourselves. I don't think we can pass it



all on to our customers.

3. It's a very complex project involving a lot of people and a lot of resources. I'm using a
spreadsheet to help mo figure out pay all the costs.

4. They are offering us very attractive terms of payment - 20°/0 on delivery, 40°/o after 30
days, and the remainder after 60 days. That will help to cut spread the cost.

5. Sales have been disappointing and we're not going to make a profit. The good news is that
we should at least cover figure out our costs, so it's not a complete disaster.

3anmanue 6. Use active business vocabulary' to speak about your experience in relationship-building.



IIpakTnueckasi padora Ne24-26
Tema: /lenoswie 3a0auu u yenu

Lean paGoThi:

OBnasieHue CTYJEHTAMU KOMMYHUKATUBHOM KOMIIETCHIIMEH, KOTOpass B JaJbHEWIIEM IO3BOJIUT
MOJIB30BAThCS MHOCTPAHHBIM SI3BIKOM B PA3IUYHBIX 00JIACTAX MPOQPECCHOHAIBHOW JEATCILHOCTH, B
HAy4YHOW M MPAKTHYECKOW paboTe, B OOMIEHNUHU ¢ 3apyOeKHBIMH MapTHEpaMH, JIJIsI CaMOOOpa3OBaHMS U
JIPYTUX LEIEH.

IIpuoGperaembie yMeHUsI 1 HABBIKH:

IIponosxuTeLHOCTH 3aHATHI: 12 YacoB.

OcHalleHHe: METOJUYECKHE PEKOMEHJALWU 110 BBIMOJHEHHIO MPAKTUYECKOH paboThl, (opMbI
OTYETHOCTH.

[opsiiok U MeTOANKA BBITIOJIHEHNS 3aJaHUIL:

1. OGcyauTth npeacTaBiIeHHBIE BOMPOCHI JJIs1 YCTHOTO OTpOcCa.
2. O3HaKOMHTHCS C AyTEHTUYHBIM TEKCTOM.

2. BBINOIHUTH 3aJaHUS 110 IPOYUTAHHOMY TEKCTY.

3 BBINOJIHUTH JIEKCUKO-IPAMMATHYECKUE 33/IaHNUS.

TeopeTnyeckue BONPOCHI AJIs1 YCTHOI0 onpoca (codece0BaHuA):
1. What are SMART goals?
2. What’s the benefit of business planning?
3. How do you set a goal?

Bonpocs! u 3aganust

3aganue 1. Read the text

Types of Planning in Business

Suchi Moorty, a business consulted defined the main types of business plans:
Start-Up Plans
This plan is the defining step for any new business. It has an executive summary in the beginning and the
projections for the first year. It also lists the company's aspirations and strategies in terms of product or
service to be produced, the market in which it is going to operate, implementation milestones and the
team that is going to implement them.
Feasibility Plans
This plan ascertains whether a business must be set up. This is an extension of a start-up plan. It has an
executive summary, mission statement, goals, analysis of the market, costs, pricing and likely
expenditure.
Internal Plans
These plans, as the name suggests, are internal to the organization. The organization's planned working
style is briefly listed here. Each functional department has an internal plan for its functioning and
operations. These usually include implementation milestones, time frames and the responsibilities of the
people who would execute the work.
Strategic Plans
This planning is for the overall picture. With a strategic plan the organization chalks out all the
alternatives available and the trade-offs in choosing any one over the others. Also, the priorities are
underlined and the ends and means toward achieving targets are spelled out clearly.
Growth Plans
This plan chalks out the organization's path toward expansion. This almost always includes views on
investments, operations, finances, time and personnel resources. Also, if the company is planning to
introduce a new product, this planning comes in handy (by Suchi Moorty, eHow Contributor).

Five Essential Elements of a Good Business Plan



When developing your business plan ensure that you have kept the following in mind. Stop and
ask yourself the following? If the answer to your question is "yes", continue, but if it is "no", stop and
revise what you have written until you are satisfied that you can answer "yes" to each question.

Is my business plan simple?

Make sure your business plan is easy to understand and to implement. Is it a practical document and will
anyone who picks it up get a clear picture of what you're wanting to achieve?

Is my business plan specific?

You need to ensure that your goals are specific and measurable. Does your action plan include deadlines,
budgets and who's going to get the job done.

Is my business plan realistic?

Don't set yourself up for failure. Ensure that when you set your goals that you've actually looked at what
it'll take to implement. Make sure that your sales goals are achievable Is my business plan complete?
Make sure that you have included all the relevant aspects of your business. While the purpose of some
business plans differ there are specific business plan basics in every document. Make sure you're
thorough and rather include too much detail rather than too little.

Are My Goals SMART?

Make sure that you have adopted the principle of SMART goals: specific measurable achievable realistic
timely

3ananmue 2.
Take-aways

1. A business plan is a formal statement of a set of business goals, the reasons they are
believed attainable, and the plan for reaching those goals. It may also contain background information
about the organization or team attempting to reach those goals.

2. Types of Planning in Business: Start-Up Plans, Feasibility Plans, Internal Plans, Strategic
Plans, Growth Plans.

3. It is also important to understand that when developing your business plan there are
specific business plan basics that need to be included in your plan. There are five essential elements of a
business plan that are critical if its to be of any value at all.

3ananue 3. Prepare a report about a famous company and the story of its success.

3ananmne 4. Go through the phrases given below.

competitive - when a company offers good products or services at a good rate to expand into new
markets - to start operating in new regions or countries a good reputation - when a company is
respected and valued by people to merge - to combine to become one (e g. two companies) a
multinational company - a company that operates in more than one country’

open-plan - when an office has no interior walls, so that all members of staff are working in the same
room rather than in individual offices

profitable - when a business makes a profit and is not lossmaking

to be recognized internationally - to be known about and well thought-of around the world to take
over - to buy another company

a security pass - a card allowing entry to premises or building, possibly with a photo of the holder the
service industry - companies that offer a service (e.g. training, leisure, marketing) a solid client base - a
number of reliable and regular clients/customers a tower block - a building with very many floors



a well-established company - a company that has been in business long enough to have a solid client
base and good reputation
the working environment - the place and atmosphere within which people work



IIpakTHyeckas padora Ne27-29
Tema: Cobecedosanue na pabomy

Ileas padoThI:

OBnaneHue CTyJeHTaMM KOMMYHUKATHBHOM KOMIIETEHLMEH, KOTOpas B JaJIbHEHIIEM I03BOJIUT
MOJIb30BATHCS MHOCTPAHHBIM SI3BIKOM B DPA3IUYHBIX OOJIACTSIX MPOQECCHOHATIBHON AEATENIbHOCTH, B
HAay4YHOW M NpaKkTU4YeCcKoW padboTe, B OOLUIEHUM C 3apyOeKHBIMM MAapTHEpaMu, i caMOOOpa30BaHUS U
JIPYTHUX LIEJICH.

IIpuodperaemblie yMeHHs U HABBIKU:

IIpono/kurtenbHoOCTh 3aHsTHII: 10 Yacos.

OcHalmeHue: METOJUYECKHUE PEKOMEHJALUM 110 BBINOJHEHHMIO IPAKTUYECKOM paboThl, (QOpMBI
OTYETHOCTH.

ITopsiiok U MeTOIMKA BbINOJIHEHUSI 32 JaHUI:

1. O6cyauTh npeacTaBiIeHHbIE BOPOCHI Il YCTHOTO OIIPOCa.
2. O3HaKOMUTBCS C AyTEHTUYHBIM TEKCTOM.

2. BbINOIHUTH 3a/1aHUS IO IPOUYUTAHHOMY TEKCTY.

3 BBINOJIHUTB JIEKCUKO-IPaMMaTHYECKHE 3a/1aHus.

TeopeTuyeckue BONPOCHI sl YCTHOTO ONpoca (codeceToBaHus):
1. What’s the most important thing you should do at a job interview?
2. What things you shouldn’t do there?
3. How to get a job you want?

Bomnpocsk! u 3aganus
3ananmue 1. Read the
text.
RICHARD REED, INNOCENT DRINKS

Turnover: over £100million

Number of employees: 250

HQ location: London, UK

Year founded: 1998

Ownership: privately-held

Richard Reed founded Innocent in 1998 with two friends from Cambridge University, Adam Balon and
Jon Wright. When they left university they all got jobs with blue-chip companies - one went into
advertising and two went into management consultancy. But that didn't stop them constantly talking
about setting up a business - a conversation they'd been having since their student days.

Four years later they quit their jobs and decided to go into business after getting back from snowboarding
holiday where they'd done nothing but talk about their desire to become entrepreneurs. They decided to
set up a business which would appeal to people like them - so they fixed on the theme of doing good to
themselves. The result was Innocent, a drinks company producing pure fruit smoothies. The company
now produces more than 30 different recipes and sells more than two million smoothies each week
through 10,000 retailers in the UK and overseas.

Since Innocent was launched the company has been growing by 20% year on year and currently has a
75% share of the smoothie market. In April 2009 Coca-Cola bought an 18% stake in the company for
£30 million. A year later it paid £65 million for a 58% stake.

Part of its marketing strategy is to use delivery vans which are decorated to look like cows or grassy
fields. The company also prides itself on being ‘a happy place to work’ and ‘people-oriented’, with a
relaxed working environment which includes having a grass floor in the office.

Key advice

"If you're 70% sure about an idea then go for it. Because if you wait till you're 100% confident in
business... you'll never make a decision, you'll never get anywhere."

(BBC News Business)



3aganue 2. Which of these statements are true? Correct the false ones.
1. The head office of the company is situated in New York.
2. Richard Reed and his friend set up their company while they were students.
3. Innocent drinks was found to be one of the companies with the happy employees.
4. The company has been growing by 20% year on year since 2005.

3ananmue 3. Discuss the questions.
1. Would you like to work for such a company like Innocent drinks?
2. What makes people happy at work? What factors are important for you at work?

3ananme 4. Put a suitable word in the gaps according to the text.

1. The brand is set to all three of its model families.

2. Market data suggests the global SUV market will 22 million units by 2020.

3. What i s Land Rover ’

4. Land Rover plans to the Range Rover line-up to six models

5. This dramatic expansion will put a huge strain on the and engineering
capabilities of Jaguar Land Rover.

6. However, not all of this investment is to be focused on the UK.

7. Reports from China in early October said that the JLR with Chinese car

maker Chery gained approval in record time from the Chinese National Development and Reform
Commission

8. Its 96 Chinese will also soon be expanded by a further 47
showrooms.
9. Tastes are increasingly from conventional luxury saloon cars

towards SUVs.

3aganue 5. Memorize the phrases give below.
Active Business Vocabulary
Here are some definitions and examples of vocabulary relating to planning, achievable - something that
is realistic and possible, such as a goal
to analyze - to look into something in detail, such as why sales have not risen as much as hoped to base
a decision on - to make a decision depending on information available at the time to be cautious - to be
careful; to not want to take big risks a concern - a worry, something you’re not very confident or happy
about
to conduct an assessment - to analyze; to carry out research, perhaps to feed into the decision-making
process
the current situation - what things are like now, at the present time to diversify - to move into new or
different areas of work to downsize - to become smaller to draw up a plan - to put a plan together
to enable - to make something possible; to make something happen
to evaluate - to assess a situation; to look at pros and cons
to expand - to get bigger; to move into more markets
a failure - something that didn’t go well, wasn’t a success
to focus on - to concentrate on; to have as the main thing to work on
a forecast - a prediction; how you think things might turn out in the future
a goal - an objective; what is to be aimed at (and hopefully achieved) in the future
to look into - to get more information about; to consider
to make the most of - to get as many benefits out of a situation as possible
an outlook - a probable or expected outcome
to pan out - to work out; to turn out



the planning process - the stages to go through when planning

to predict - to say how things might turn out in the future a

priority - an action that needs to be done before another a

proposal — a suggestion; an idea; a possible way forward to

raise a concern - to express a worry

a risk - something you cannot control, but which could have a negative effect

to set targets - to agree what is achievable and what should be done

to share a vision - to have the same idea about what should be done and achieved in the future
a strategy - an agreed way forward; a plan for success a success - something that goes well,
as planned unforeseen - something that was not expected unrealistic - something that is not
particularly achievable



IpakTnyeckas padora Ne30-31
Tema: Paszpadomka coocmeenno2o npooykma

esanb padoThI:

OBiazieHUe CTYJIEHTAMU KOMMYHHMKAaTHUBHOM KOMIIETEHIIMEH, KOTOpas B JaJbHEHIIEM MO3BOJUT
MOJIb30BaThCS MHOCTPAHHBIM SI3BIKOM B Pa3IMYHBIX 001acTsIX NpodhecCHOHATBHON IEATEIHHOCTH, B
Hay4YHOW M TMPAKTHYECKON paboTe, B OOIICHUH C 3apyOCKHBIMU MapTHEpPaMH, JUIsl caMOOOpa30BaHUs U
JIPYTUX LEIEH.

IIpuoGperaembie yMeHHUsI 1 HABBIKH:

IIpoxoKUTEeIBLHOCTD 3aHATHI: 8 YacoB

OcHalleHHe: METOIUYECKHE PEKOMEHIALMU 110 BBINOJIHEHUIO TPAKTHYECKOW paboThl, (OpMEI
OTYETHOCTH.

[Mopsiiok U MeTOAUKA BHINOJIHEHUS 32 JAHMIA:

1. O6cynuTh peACTaBICHHBIE BOIIPOCHI JJIsI YCTHOTO OMpoca.
2. O3HaKOMHUTBHCS C AyTEHTUYHBIM TEKCTOM.

2. BBITIOTHUTH 3aJjaHUA MO0 POYUTAHHOMY TEKCTY.

3 BBINOJIHUTH JIEKCUKO-IPAMMATHYECKUE 3aJaHUS.

TeopeTnyeckue BONPOCHI JJIs1 YCTHOI0 onpoca (codece0BaHuA):
1. How do you make your own product?
2. Useful methods of making a product.
3. Fundamentals of branding.

Bonpocsl u 3aganus
3aganmne 1. Read the
text

Relationship Building Mistakes to Avoid

With all this work and benefits, there must be some potential pitfalls as well, right? People make plenty
of mistakes, Keith Peel is a negotiation strategist with ENS International defines these ten:

Not being personal. Some people are all business. Worse yet, they are just vampires trying to use others
to achieve their own needs. Many people don’t even know they’re doing it; sometimes this behavior is
just subconscious and most people would be ashamed to see it in themselves. Show your interest in
people’s careers, families, and your mutual interests.

Failure to show appreciation. Everybody wants to know that their contributions are acknowledged and
appreciated. It is easy to forget to thank someone who shares a job lead or goes out of their way to help
you solve a problem. Make a conscious effort to show gratitude for things that others do for you, and
they’ll be more inclined to help you in the future.

Forgetting to update. After somebody helps you get a job or solve another problem, keep them posted on
how things are going. Whether they put you in touch with the hiring manager or serve as a reference, let
people know how they contributed to your success. Show that you aren’t going to abandon them as soon
as you get what you want.

Failing to be consistent. In all relationships, people deserve to know that your good intentions are
genuine. If you are good to someone who’s good to you, but they see you failing to treat others the same
way, they will question your motives. They may think you are sucking up or being deceptive. Treating
everyone you meet the same way helps you come across as sincere and genuine.

Acting unprofessionally in bad limes. Don’t panic or blame other people when the dam breaks. If things
go bad, be upfront about it and alleviate any concerns by working hard to address the issue. Being a
positive, team player in tough times reveals your true character. If things are falling apart around you and
it’s not your fault, start working toward a solution rather than pointing fingers.

Failing to admit your mistakes. Part of developing trust is showing that you know how to be accountable.
If you mess up, fess up about it. People understand that mistakes are made, but lying about them can
cause permanent damage to your relationships.



Not being reliable. Just like when businesses deceivingly change their policies or don’t meet obligations,
you can really offend someone when you’re not reliable. Don’t miss meetings, and don’t flake on
promises. These mistakes can cost your relationships significantly.

Not being careful what you say. Everyone makes mistakes in conversation, but you need to avoid doing
so in relationship building. A simple slip of the tongue can cost you a lot in the long run. 1 have seen
people drink a little too much at networking events and start saying things that they would regret later.
No matter where you are or who you are with, you are representing yourself, so try to be professional. In
addition, if you speak poorly about people behind their backs to someone, that person will be wary that
you may do the same to them.

Surrounding yourself with untrustworthy people. You’re going to be judged by the company you keep. If
your friends or business contacts have shady reputations or histories of dishonesty, then you’re building
that same reputation for yourself.

Keepingm too many secrets. Be as transparent as you can, whether you’re with work colleagues or with
people in your personal life. If you get caught in a lie or keeping someone else’s secrets, you sacrifice
trust that’s very difficult to rebuild. If you seem to have ulterior motives, you may lose others’ trust
indefinitely (by Keith Peel).

Relationships take a lot of effort to build, but they can be destroyed overnight if you aren’t careful. Avoid
making these mistakes at all costs.

Relationships are essential to the success of any business. Work closely with people and develop a
rapport with them. When you have allies on your side, you will get much further than if you tried to go
about things alone. Just make sure that you return the courtesy and help your friends and colleagues by
providing them with what they need as well.

3ananmue 2. Take-aways

1. There are some obvious benefits of business relationships, among them sharing advice,
investing and lending opportunities, word-of-mouth marketing, finding jobs, potential partners,
coworkers, and employees.

2. Australian author, Gavin, pointed 7 top tips for building relationships: be unique, be
yourself; don’t make it all about you; answer their questions; show your passion; tell stories, paint
pictures; be professional, not perfect; interact with the audience.

3. During negotiations and professional communication people make plenty of mistakes that
must be avoided: not being personal, failure to show appreciation, forgetting to update, failing to be
consistent, not being reliable and others.

3anpanmue 3. Do the vocabulary tasks below
Active Business Vocabulary

COLLOCATIONS FOR KEY BUSINESS WORDS
A collocation is a pair or group of words that are often used together. There are many types of
collocation. Here are some examples: verb+ noun
make an arrangement, set up a business, reach a decision
adjective + noun
fixed cost, part-time job, conlpetilive advantage
noun+ noun
insurance company, business plan, information technology
sentence heads
What exactly do you mean by ... ?, Give my best wishes to ...
fixed expressions
Last but not least, Time is 11101 ley, See you later.
The English language is full of collocations, and every unit of this book includes many examples. Why
are they important? Because learning words individually is only half the story'. You also have to learn



Somebody or something can . .. a company.

buy take over close down reorganize I restructure work for manage run leave 1
establish setup /start join resign from

And a company can . ..
he in trouble expand
grow go bankrupt bust under
go into liquidation go out of business make manufacture sth offer provide
sth run into difficulties

contract

Somebody can ... a contract.
alter amend, get out of break
go over review enter into sign

(re)negotiate keep to draw up renew finalize terminate

And a contract can ...
be worth ...

come into effect start ) )
come to an end expire run until...

costs
Somebody or something can .
absorb ..the cost/costs

bring down /cut/ reduce cover pay /meet spread
figure out /work out

And costs can ... be
associated with ... fall rise go down up
stay (more or less) the same

customer/client

Somebody or something can . .. customers/clients.

attract lose
look after take care of deal entertain

with serve the needs of



Cnucox I/IH(l)OpMaIII/IOHHLIX HCTOYHHUKOB:

OcHOBHBIE HCTOYHHKH:

1. I'nuBenkoBa O.A. AHIIMACKUN SI3BIK JUISI SKOHOMHUYECKUX CICNMAIBLHOCTEN @ YUYCOHMK JIIs
CIIO / I'mnBenkoBa O.A., Mopo3zoBa O.H.. — CapatoB, MockBa : IIpodobpazoanue, Ai [Iu Ap
Menua, 2021. — 170 ¢. — ISBN 978-5-4488-0958-3, 978-5-4497-0804-5. — TeKCT : 3JIEKTPOHHBIN //

IPR SMART : [caiiT]. —URL: https://www.iprbookshop.ru/100491.htm]

2. I'pumenko, H. A. UHOcTpaHHBIN S3bIK. AHTIIMICKUH. (JIenoBas chepa KOMMYHUKAIINH) :
yueOHoe mocobwue / H. A. I'pumenko, E. O. EpmioBa, M. A. Crapmea. - KpacHospck : Cu0. denep. yHT,
2019. - 172 c¢. -ISBN 978-5-7638-4206-7. - TeKCT : BJIEKTPOHHBIN. - URL:

https://znanium.eom/catalog/product/l 818944

3. T'opnenko H.B. MHOCTpaHHBIH SA3bIK. Pa3BHUTHE aHTIMICKOW PAa3rOBOPHOMN peyH : yueOHoe
rnocobue / T'opnenko H.B., I'opaenko JI.B.. — Mocksa : Al I[Tu Ap Menua, 2020. — 136 ¢. — ISBN

978-5-4497-0420-7. — Tekct . BJIEKTPOHHBIN // IPR SMART : [caiT]. — URL:
https://www.iprbookshop.ru/94203.html

I[OHO.]'IHI/ITC.]'IBHBIC HCTOYHHUKMU:

1. Kysnenosa E.B. J/lenoBoif nHOCTpaHHbBIN sA3bIK : mpakTukyM / Ky3sneroBa E.B.. — Capatos :
By3oBckoe obpazoBanue, 2019. — 66 c¢. — ISBN 978-5-4487-0526-7. — Tekct : snekrponssiii // IPR
SMART : [caiiT]. —URL: https://www.iprbookshop.ru/85803.html

2. Jluckopen M.B. MHOCTpaHHBIN A3bIK (AHTIUKWCKUNA S3bIK). TlepeBosl ¥ pa3roBopHas peyb :
yueOHoe nocobue / Jiuckosen M.B., Cmupnosa FO.B.. — Cankr-IlerepOypr : Cankr-IleTepOyprekuit

COCYJIaPCTBEHHBIM YHHUBEPCUTET NPOMBIIUICHHBIX TEXHOJOTMA U au3aiHa, 2019. — 111c. — Teker :
yiekTpoHHbl//IPR SMART : [caiit]. —URL: https://www.iprbookshop.ru/102416.html

3. KysneuoBa, T. C. AHrimiickuil s3bIK. YcTHas peub. IIpaktukym: ydeOHOE mocobue amst
CIIO / T. C. Ky3neuoBa. — 2-e¢ uzn. — CaparoB, ExarepunOypr: IlpodoOpazoBanue, YpaabCckuii
denepanbubiii yauBepcurer, 2019. — 267 ¢. — ISBN 978-5-4488-0457-1, 978-5-7996-2846-8. —
Tekct: snekTpoHHBId // DnexTpoHHO-OMOMMOTeyHast cuctema I[PR BOOKS : [caiit]. — URL:
http ://www. iprbookshop .ru/8 7787. html.

HNuTepHeT-pecypcebi:
. http://www.bbc.co.uk/home/todav/index.shtml - pecypcbr u matepuanst BBC
. http://www.native english.ru - MaTtepuaibl a1 U3y4daromux aHTJIMHCKUHN S3bIK: CTaThH, TECTHI,
UTPBI, UIMOMBI, TIOCTIOBUIIBI, TPOTPAMMBI, 8y JTHOKHHUTH, (DHUIBMBI.
3. http://www.english.lanauage.ru/index.html - TectupoBanue oHnaiiH. becraThble
MHTEPAKTUBHbIE YPOKU aHIJIMHCKOTO S3bIKA.
4. http://www.englishonline.co.uk - English Online - pecypcs a5 u3y4eHus: aHTIIMHCKOTO SI3bIKA
http://www.multilex.ru/online.htm - «MyJIbTHIEKC» - aHTTIO-PYCCKUM U PyCCKO-aHTIIUHCKUI
AJIEKTPOHHBIN CI0Baph
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MHUHHCTEPCTBO HAYKH U BhICIIEero oOpazoBanus Poccuiickoit denepanun denepanbHoe
rOCyAapCTBEHHOE aBTOHOMHOE 00pa30BaTEIbHOE YUPEKICHUE BBICIIETO 00pa30BaHUs
«Ceepo-KaBkaszckuii (hezepabHbI YHUBEPCUTET»

Otnenenne CITO HTU (dpunmnan) CKOY

MCTO)II/I‘ICCKI/IQ YKazaHus
K CaMOCTOSITeJIbHOM padoTe

CI'.02 UHocTpaHHbIii A3bIK B PO ecCHOHAIBLHOM J1esITeIbHOCTH

Crnennanbaocts 38.02.03 OnepaiioHHast 1€ITeTbHOCTh B JIOTUCTUKE

dopma o0yueHHs OUHas

Hesunnomreicck 2025



BBenenune

Meroanueckre peKOMEHIAIMU K CaMOCTOSITeNIbHOM pabote cTyaeHToB mo aucuuruimHe CI1.02
NHocTpanHbIl S36IK B MPO(ECCHOHATIEHON NESITEIbHOCTH pa3padoTaHbl HA OCHOBAHMH (helepabHOTOo
rOCy/IapCTBEHHOI'O 00pa30BaTENbHOIO CTaHAapTa CpeJHero mnpodecCHOHaIbHOrO0 00pa30BaHUs IO
crenranbHOCTH 38.02.03 OnepanmonHas AesTEIbHOCTD B JIOTUCTHKE.

OcHoBHOM (QopMoOIi pabOTHI CTylIEHTa SBIAETCS HE TOJBKO paboTa Ha MPAKTUYECKOM 3aHATHUH,
U3y4eHue, HO U OoJbliasi caMoCToATeIbHas ydeOHas padoTa, KOTOpasl MO3BOJIUT IIyOOKO MPOHUKHYTH B
CyTb paccMaTpuUBaeMoil TMpoOJeMbl W TMOATOTOBUTH TMOYBY MJIs YCHEHMIHOW MpodeccrnoHanbHOM
nesTenbHOCTH. st yenenmHol y4eOHOM NeAaTelnbHOCTH, €€ MHTeHCU(UKAIMK HEeOOXOAMMO YYHUTHIBATH
ciefyroume cyobeKTUBHBIE (DaKTOPHI:

1. 3HaHue mpoOrpaMMHOIO MaTepuasna, HaTudhe MPOYHOW CUCTEMbl 3HAHUN, HEOOXOAMMOU st
YCBOCHUS OCHOBHBIX IHUCIHMIUIAH, MPEIyCMOTPEHHBIX MPOTPaMMOMN, OOIIasi COBOKYIMHOCTh KOTOPBIX
00yCJIOBJIMBAET YPOBEHB OBJIQICHUS TPAMMATUYECKUM KOMIIOHEHTOM MHOSI3BIYHOM peuHn.

2. Hanmuume BbIpaOOTaHHBIX YMEHUH, HABBIKOB YMCTBEHHOTO TPY/a:

a) yMEHHE JeNaTh  TUIyOOKWH, OOCTOSTENbHBIM  aHamu3 mnpu  pabore C  KHHUTOM.
WM HTEepHETUCTOYHNKAMU;

0) BIaJeHUE JIOTHUYECKUMU OTepaIlisIMH: CPAaBHEHHE, aHAIN3, 0000IIeHNne, ONpeeIeHIE TOHATHH,
IpaBuJia CUCTEMAaTU3alUU U KJIacCU(PUKAIIH.

3. Cneundurka TMO3HABATENbHBIX TMCHUXMYECKMX IMPOLECCOB: BHUMAaHHE, MaMsATh, peuyb,
HaOII0IaTENIbHOCTh, MHTEIJIEKT U MBIILICHUE.

4. Xopomass paboTOCHOCOOHOCTh, KOTOpasi OOECIEeYMBACTCS HOPMAJIbHBIM  (PU3NYECKUM
COCTOSIHHEM.

5. CooTBeTcTBHE W30paHHON JEATENBHOCTH, NPOPECCHH WHAMBHIYAIbHBIM CIHOCOOHOCTSIM.
HeobxomuMo BbIpabOTaTh YMEHHE CaMOPETYJIHPOBATH CBOE AMOIMOHAIBLHOE COCTOSSHUE U yCTPAHATh
00CTOSTENHCTBA, HAPYIIAIOIIIKE JISTIOBOM HACTPOM, MEIIA0IINe HaMEUEHHOM padoTe.

6. OsyazieHre ONTUMATBHBIM CTUJIEM PaOOThI, 0OECIICUHBAIOIINM YCIIEX B ICSITEILHOCTH.

7. YpoBeHb TpeOOBaHMIl K ceO€, ONPeeIeMbIi CI0KUBIICHCS CaMOOIIEHKOM.

AnekBaTHasi  OIlEHKA 3HAHWUW, JOCTOMHCTB, HEIOCTAaTKOB - BaKHAs  COCTaBJISIOIIAS
caMOOpraHu3alliyd 4YeloBeKa, Oe3 Hee HEBO3MOXKHAa YyclemHas paboTa MO YNPaBICHHUIO CBOUM
MIOBEJICHUEM, JIESITEIIbHOCTBIO.

[To HabmromeHusM HCcleAOBaTeNe MeNaroroB, OJAHA W3 OCHOBHBIX OCOOCHHOCTEH OO0yueHUs
3aKJII0YAETCSl B TOM, YTO MOCTOSHHBIM BHEIIHUI KOHTPOJIb 3aMEHSETCS CAMOKOHTPOJIEM, aKTUBHAS POJIb B
00y4eHNHU MPUHAJICKUT YKE HE CTOIBKO MPEIo1aBaTeio, CKOJIBKO CTYICHTY.

Llens camMOCTOSTENBHON PabOTHl CTYACHTOB B IpOIECCe M3YyUEHHs TUCHMIUIMHBI «IHOCTpaHHBIHI
SI3BIK» - HAYYUTH CTY/IEHTAa OCMBICIIEHHO M CaMOCTOSITEIbHO paboTaTh:

1) ¢ yueOHbIM MaTepHaIOM IO JUCLUIUINHE,

2) c¢ Hay4yHOI HH(popMaIHel, aKTyallbHBIMU MCCIIEIOBAHUSAMU B 00JIACTH JETTOBOM KOMMYHUKAIIUH,

3) ¢ AMOUPUYECKUMU JAHHBIMU, ITOJy4a€MbIMHU B X0/1€ SKCIIEPUMEHTAIbHBIX HCCIIEA0BaHUH,

4) ¢ MeToA0JOrH4YeCKUMH 0IX0/IaMU COBPEMEHHBIX UCCIIEI0BAHUNL;

5) ¢ KOHKpPETHBIMU JIMHIBUCTHYECKHMMH METOJIaMU U METOIAMKAMHU.

3amaun caMOCTOSITEIbHON PabOTHI:

- CHCTEMAaTH3MPOBATh U 3aKPEIUTh MOJYyUYCHHBIE TEOPETUUCCKUE 3HAHUS M MPAKTHUYCCKUE YMCHUS
CTYJICHTOB;

- pPa3BUTHh MO3HABaTENbHBIE CHOCOOHOCTH W AKTUBHOCTH CTYJEHTOB: TBOPUYECKYIO WHHIIMATHUBY,
CaMOCTOSITEJIbHOCTh, OTBETCTBEHHOCTh U OPraHU30BaHHOCTH;

- chopMUpPOBATh U PA3BUTh HABBIKU BEICHHUS CAMOCTOSITEILHOM pabOThl M OBJIA/ICHUS METOIMKOM
UCCIIEIOBaHMSA MIPU PELICHUHU pa3pabaThIBaeMbIX B yU€OHOH NEATETLHOCTH MPOOJIEM U BOIIPOCOB;

-IIOBBICUTDH ypOBeHB IIOATOTOBJICHHOCTH K CaMOCTOHTeHBHOﬁ pa60Te B COOTBCTCTBUH C BBI6paHHLIM
Hay‘-IHBIM HaHpaBJICHI/IeM B YCJIOBI/IS'IX COBpeMeHHOFO COCTOAHUA HaYKI/I 158 Ky.HI)TypI)I.

TakuM o00pa30M. caMOCTOSTENbHAs Da00Ta MPUOOIIAET HAVYHOMYV M HCCIIEIOBATEIHCKOMY



JIJis. BBITIOJIHEHUSI CAMOCTOSATEIHHONW pa0OThI HEOOXOIMMO IOJIH30BATHCS JUTEPATYPOH, KOTOpas
MpeJIoKeHa B CIHCKE PEKOMEHAYEeMOU JInTeparyphl, IHTepHET-pecypcaMu WU JIPYTUMHU UCTOYHHKAMH
10 YCMOTPCHHIO CTYCHTA.

CaMocTosiTelbHass paboTa paccuWTaHa Ha pa3HbIe YPOBHU MBICIUTEIBHOW JEATCIBHOCTH.
BrimonHenHass paboTa MO3BOJUT MPHUOOPECTH HE TOJBKO 3HAHMS, HO M YMEHHUsS, HABBIKHA, a TaKXKe
BBIpabOTaTh CBOIO METOAMKY TIOJATOTOBKH, YTO OY€Hb BAaXXKHO B JIAJIbHEHIIEM IIPOIECCe HAYYHOM
JeSATeIIbHOCTH.

[Ipyu u3yueHNN AUCUUIUIMHBI MPeIyCMaTPUBAIOTCS CleayroIue (GOpMbl CaMOCTOSITENFHOM PabOTHI
CTYyICHTA:

- CaMOCTOSTEIILHOE M3yUYeHHE JINTEPATyphl, online BUICO-MaTepUasoB;

- TIOJTOTOBKA K 00CYKJICHUIO MTOCTABIICHHOW MPOOJIEMBI;

- CaMOCTOSTEIILHOE PEIICHHEe KOMMYHHKATHBHO-PEUEBhIX 33]1aY;

- IOJArOTOBKA COOOIICHUS;

- BBINOJIHEHUE (POHETUYECKUX, JTIEKCUKO-TPAMMATUYECKUX YIIPAKHEHUH, MMCbMEHHBIX
3aJaHNM;

- TIOJTOTOBKA K TUCKYCCHH;

- TOJATOTOBKA MPE3CHTAIIHH.

KoHTpoJIbHBIE TOYKH U BH/bI OTYETHOCTH 110 HUM

KoHTpois camocTosTenbHOM paboThl MPOBOAUTCS MPENOAABATENIEM B Ay AUTOPUH.

[IpenycMOTpeHBl ClEAYIOIIKUE BHUIbI KOHTPOJIA: IPEACTABICHUE PE3yJIbTaTOB CAMOCTOSATEIbHOU
paboThI, TEKCTOBOM JEeSATEIBHOCTH, PEACTABICHUE MPOEKTa, coOece10BaHHE.

[MonpoOHbIe KpUTEpUU OLIEHUBAHMS KOMIETEHIUI NpuBeaeHbl B DoHIE OLIEHOYHBIX CPEACTB IS
IIPOBEACHUS TEKYIIEH U POMEKYTOYHON aTTECTALUN.

MeTtoauyeckue peKOMeHAAlNHU 110 U3YYeHUI0 TeOPeTHYeCKOro MaTepuasa

Ymenue OCHOGHOU U OONOJIHUMENLHOU JUMEPAMypbl NO Ky pCy € KOHCNEKMupo8aHuem no
paszoenam.

CamocTosiTenbHas paboTa Mpy YTEHUH y4eOHON JUTepaTyphl HAUMHAETCS C U3YUYEHHs] KOHCIEKTa
MaTepuana, IOJYyYEeHHOTO MpH CIyLIaHWW JieKuuil mnpenopasatens. llomydeHHyro uHbopManuio
HE00X0UMO OCMBICIUTb. [Ip1 HE06X0IMMOCTH, B KOHCIEKT JICKIMI MOTYT OBITh BHECEHBI CXEMBI, Apyras
nonojgHuTeNnbHas uHpopManus. [Ipy M3ydeHMM HOBOIO MaTepHaiga cocTaBiseTcs KOHcHeKkT. (CkaTto
u3JaraeTcs camoe CyIleCTBEHHOE B JaHHOM MaTepualie.

Paboma c snexmponnvimu pecypcamu 6 cemu Mumeprem.

Jlnst moBeieHust A3QPEKTUBHOCTH CaMOCTOSTEIbHONW pabOThl CTYJCHT JOJDKEH YMETh padoTaTh B
MIOUCKOBOM cucTeMe ceTh VIHTepHeT M WMCIONb30BaTh HAWACHHYIO HH(OpMALUIO TPH IOATOTOBKE K
3anaTHsIM. [lonck nHMOpManM MOXKHO BECTH IO aBTOPY, 3arjlaBUIO, BUY M3/aHUs, TOJly M3JAHHS WU
u3aarenbeTBy. Takke B ceTd MIHTEpHET JOCTyIHA ycliyra 1Mo CKauyMBaHMIO METOAMYECKHX YKa3aHUN H
yueOHBIX TOCOOHi, To00py HEOOXOAMMOM HayYHOH JINTEpaTyphI.

Koncnexmuposanue u  pegepuposanue  nepeoucmouHuka U - HAYYHO-UCCLEO08AMENbCKOU
Jumepamypbi.

KoncnekT npencrapisetr co00ii TOCITOBHBIE BBITTUCKH M3 TEKCTa UCTOYHHKA. [Ipu 3TOM HEoOX0oaMMO
MMOHUMATh, YTO KOHCIIEKT - 3TO HE IOJIHOE MEPENUChIBAHNE Yy»KOT0 TekcTa. HeoOxoaumo 3HaTh, 4TO MpH
HalMCaHUM KOHCTIEKTa CHAJayla IMPOYHUTHIBACTCS TEKCT - HMCTOYHUK, B HEM BBIJIETSIOTCS OCHOBHBIC
MOJIOXKEHHUS, TOJOMPAIOTCS MpUMEpHl, HAET MEepEeKOMIIOHOBKA MaTepuala, a yxke 3aTeM odopmiisercs
TEKCT KOHCMeKkTa. KOHCIEeKT MOXKeT ObITh MOJIHBIM, KOTJa padoTa UAET CO BCEM TEKCTOM HCTOYHHKA WU
HEMOJHBIM, KOTJIa MHTEpeC MPEeICTaBiIseT KaKoH-TnOO OJAMH WM HECKOJBKO BOMPOCOB, 3aTPOHYTHIX B
HCTOYHHKE.



PedepupoBanue - 5TO CIIOKHBI TBOPYECKUH TMPOIIECC, B OCHOBE KOTOPOTO JIEKHT YMEHHE
BBIJICTIUTH MIaBHYIO HH(OPMAIIHIO U3 TEKCTa MePBOMCTOUYHMKA. PedeprupoBanue - mpoiecc aHATUTHUISCKU-
CHHTETHYECKOTO 00paboTKM HH(POPMAIMH, KOTOpasl 3aKIIOYAETCS B aHAIM3€ MEPBUYHOTO JTOKYMEHTA,
HAX0XJICHUU 3HAYUMBIX B CMBICJIOBOM OTHOIICHHH JAHHBIX (OCHOBHBIX TOJOXEHHH, ()aKTOB, JOBEIUTE
JIeHb, PE3yJIbTATOB, BHIBOJIOB). PepepupoBanue nMeeT menbro COKpaTUuTh (PU3UIECKUN 00hEeM TIEPBUIHOTO
JIOKyMEHTa TIPH COXPAaHEHWHW €r0 OCHOBHOTO CMBICIOBOTO COJACPIKaHWs, HCIOJIB3YeTCS B HAYYHOM,
W3/1aTeIbCKON, HH(OOPMAITMOHHOW 1 OMOIHOTpadUIeCKOM AeSITEIIbHOCTH.

MeTtoanuyeckne ykaszaHusi (Mo BHAaM PpadoT, NpPeayCMOTPEHHbLIX pado4yeid MporpamMmoit
JUCHMIIJIMHBI)

Iloozomoexa x Kpyanomy cmony.

[ToaroToBka K CEMHHAPY-KPYIJIOMY CTOJY HAUMHAETCS C pacrpeenenne GopM ydacTus U GyHKIUU
CTYJEHTOB B ceMUHape-KpyrioM croie. CTyJAeHTaMu OCYIIECTBISETCS OIpeleleHne Kpyra npodjemM u
BOIPOCOB, MOJJIEKALUIMX OOCYKJIEHUIO; MOJ00pP OCHOBHOM M JOMOJHUTEIBHOW JMTEpaTypbl K TeMme
CeMHUHapa - KpyTJoro cToja, a Takke JAajibHelIIee n3y4eHne JUTepaTyphl.

Ilooecomoska mynbmumeOutiHol npezeHmayuu

[Ipe3eHTanus, COriacHO TOJIKOBOMY CJIOBapro pycckoro s3bika J[.H. YmakoBa: «...crmoco6 mogaum
uH(pOpMaIUK, B KOTOPOM TMPHUCYTCTBYIOT PUCYHKH, (hoTorpaduu, aHUManus U 3Byk». I MOATOTOBKH
Mpe3eHTalud peKoMeHAyeTcs wucmonb3oBath LibreOffice Impress (mms moAroToBku CcoOCTBEHHO
MyJIbTUMEIUUHBIX Tpe3eHTanuii) u LibreOffice Writer (a7 cocTaBieHUsI TEKCTOBOTO COMPOBOKICHHUS
MPE3CHTAIINN), SBISIFOIIMXCS KOMIOHEHTAMHU OTKPBHITOro UM cBoOoaHoro oducHoro makera LibreOffice.
Taxoke gomycKaeTcsl UCIob30BaHKue MponpueTapHoro npoaykra Microsoft Office (Powerpoint 1 Word,
COOTBETCTBEHHO), OJJHAKO B TOM CIy4yae JOJDKHBI HCIOJIb30BAaThCS HAMOOJIEe COBMECTHMBIC (DOPMATHI
ppt, .doc (a0 HE .pptx, docx).

JIJ1s TOATOTOBKH TIPE3EHTAIIMH HE0OOX0IMMO cOOpaTh M 00padoTaTh HAYATBHYIO HH(OPMAIIHIO.

[TocnenoBaTeIbHOCTE TIOJTOTOBKH TPE3CHTAIINH:

1. Yerko chopMynmupoBaTh MeIb MPE3CHTAIINN: BBl XOTHTE CBOKO Ay TUTOPHIO

MOTHUBUPOBATh, YOEIUTh, 3apa3uTh KaKOK-TO UJIeel WU TPOCTO (GOPMATILHO

OTYUTAThCS.

2. Onpenenuth KakoB OyneT (Gopmar MPE3CHTAIMH: JKUBOE BBICTYIUICHHE (TOTJa, CKOJIBKO Oyer
€ro MPOJA0JKUTENBHOCTD) UITH SJIEKTPOHHAS PacChlIKA (KaKoB Oy/IeT KOHTEKCT MPE3EHTAIIHH).

3. OToOpath BCIO COAEPKATENBHYIO YacTh AJSl MPE3CHTAIUU U BBICTPOUTH JIOTMUECKYIO IIETIOUKY
MPEICTABICHUS.

4. OmpenenuTh KIIOUYEBbIE MOMEHTHI B COJIEPIKaHUU TEKCTa U BBIIACIUTH HX.

5. OnpenenuTh BUIBI BU3yalu3alnuu (KApTHHKH) I OTOOpaKEHUS UX Ha ClIalilaX B COOTBETCTBHH
C JIOTUKOH, TIeNIBI0 U CHICIIUPUKON MaTepuaa.

6. [TogoOpats auzaiiH u (opmMaTUpOBATh ClIAWIbl (KOJWYECTBO KAPTUHOK W TEKCTa, HUX
pacmojio’KeHue, IBET U pa3mep).

7. TlpoBepuTh BU3yadbHOE BOCIPUSITHE TPE3CHTALINH.

K Bumam Bu3yanm3anuu OTHOCSTCS WLTIOCTPALUU, 00pasbl, AUarpaMMbl, TaOTUITbI.

NnmrocTpanus - mpeacTaBieHUe PealibHO CYIIECTBYIOIIETO 3pUTEIBHOTO PsJIa.

OO0pa3ssl - B OTIWYHE OT WLTFOCTpANui - Metadopa. X Ha3HaueHWe -BBI3BaTh IMOIIMIO U CO3/aTh
OTHOIIGHWE K HeH, Bo3jaeiicTBOBaTh Ha ayauTopuio. C TIOMOIIBIO XOpPOIIO TPOAYMAHHBIX U
MPEJICTaBISIEMBIX 00pa30B, HHPOPMAIUSI MOXKET HAJOJITO OCTATHCS B AMSTH YEIOBEKA.

Juarpamma - Bu3yanu3alys KOJIHMYECTBEHHBIX M KAYEeCTBEHHBIX CBs3ed. VX HWCHONMB3YIOT IS
yOeMUTEeNNbHON JEMOHCTpPAIlUU JAHHBIX, IS TPOCTPAHCTBEHHOTO MBINUICHUS B JIONOJHEHHE K
JIOTHYECKOMY.

Tabnura - KOHKPETHBIM, HATJISTHBIA W TOYHBIM IMOKa3 JMaHHBIX. Ee OCHOBHOE Ha3HAYCHHE -
CTPYKTYypUPOBaTh WH(OPMAIIHIO, YTO TIOPOH 00JIeTYaeT BOCIIPHUSITHE JAaHHBIX ayAHUTOPHECH.



HpaKmuquKue coéembl N0 HOO2OMOBKe npesenmayuu.
¢® TOTOBBTC OTACIBHO: MeYaTHBIN TEKCT + CJ'IB.ﬁ)IBI + pa3I[aT0‘-IHLIfI MaTcpHuall;

® CJ'IEIIZI[BI - BU3yaJiIbHasd 11oJja4a I/IH(l)OpMaI_II/II/I, KOTOpasa JOJIDKHAa COACPIKATH
* MHUHHUMYM TCKCTa, MAaKCUMYyM I/I306pa)KeHI/II\/'I, HECyuX CMBICIIOBYIO HAarpysKy, BbLIITIAACTD
Harjs1IHO U IIPOCTO,;

* TEKCTOBOE COJEp>KaHUE MPE3CHTALNH - YCTHAs! peub WU YTEHHE, KOTopast
* JIOJDKHA BKIIIOUATh apTyMEHTHI, (DAKThI, I0KA3aTENbCTBA U YMOLINY;
* peKoMeHJyemMoe uncio crnangon 10-12;

* o0s3aTenbHast H(GOpMALMA Ui IPe3eHTallu: TeMa, paMUINs 1 MHULUAIIBI

* BBICTYNAIOLIET0; IJJaH COOOINEHHUs; KpaTKHe BBIBOJAbI W3 BCEro CKa3aHHOTO; CIHUCOK
HCIOJIb30BaHHBIX UCTOYHHUKOB;

* pa3faToYHbIl MaTepuan - JIOJDKEH oOecneurBaTh Ty e TIJIIyOMHYy M OXBaT, YTO M JKHUBOE
BBICTYIIJICHHE: JIFOAU OOJIbIIE TOBEPSAIOT TOMY, YTO OHU MOTYT YHECTH ¢ COOOM, YeM HCUE3at0LIM
N300paKeHMsIM, CJIOBA U CIIaii/ibl 3a0bIBAIOTCA, a Pa3aTOYHbIA MaTepUal OCTAaeTCsl OCTOSHHBIM
OCs3aeMbIM HAllOMHUHAHUEM; pa3JaTOYHbI MaTepual BaXKHO pa3laBaTh B KOHIIE IPE3CHTALUH;
pa3faToyHbli  MaTepHaidbl  JOJDKHBI  OTJIMYAThCS OT  CNAiJOB, JOJDKHBI ObITH  Oosiee
MH(POPMATUBHBIMHU.

oxnao, cornacHo TOJIKOBOMY ClIoBapio pycckoro sizbika /I.H. Yiakosa:

«... COOOIIEHNE MO 3aJaHHOW TeMe, C ILeJbI0 BHECTU 3HAHUS M3 JONOJHHUTEIBHOM JIUTEpaTyphl,
CUCTEMATHU3UpPOBaTh MaTepWi, MPOWLIOCTPUPOBATh MPUMEPAMH, Pa3BUBAaTh HAaBBIKM CaMOCTOSITEIbHOU
paboThl ¢ HAYYHOU JIUTEpaTypOi, O3HABATENbHBIM HHTEPEC K HAYYHOMY [TO3HAHUIO.

Tema noxnana gomkHa OBITH COINIACOBAHHA C IPENOJABATEIEM U COOTBETCTBOBATh TEME Y4EOHOIO
3aHATHA. Marepuaipl NP €ro MOJATOTOBKE, JIOJDKHBI COOTBETCTBOBATH HAYYHO-METOJIUYECKUM
TpeOOBaHUAM By3a U ObITh yKa3aHbl B Jlokiane. Heo6xoauMo cobitoiaTh periiaMeHT, OTOBOPEHHBIN MpH
HOJTy4YeHUH 3aaanus. MocTpauy 10MKHbI ObITh 10CTaTOYHBIMH, HO HE UPE3MEPHBIMH.

PaGoTa cryneHta Hajx AOKIaIOM-IIPE3€HTAlMEel BKIOYAET OTPaOOTKY YMEHMsI CaMOCTOSATENBHO
00001maTe MaTepuasl M JAejaTh BbIBOABI B 3aKIIOUYEHUHM, YMEHHUS OpPUEHTHPOBAThCS B Marepuaie Hu
OTBEYAaTh Ha JIOMOJIHUTENIbHBIE BONPOCHI CiyIIaTesned, OTpabOTKy HAaBBIKOB OpaTOpCTBA, YMEHUS
IIPOBOAUTD JUCIIYT.

JIOKJIa{4MKH TOJIKHBI 3HATh U YMETh: COOOIIaTh HOBYIO MH(OPMAIINIO; UCIOIH30BATH TEXHUUECKUE
CpPEeZCTBA; XOPOIIO OPUEHTHPOBATHCS B TEME BCETO CEMHHAPCKOIO 3aHATHA; JUCKYTHPOBATh M OBICTPO
OTBEYATh HA 3a/IaHHBIC BOIPOCHI; YETKO BBHINIOJHATH YCTAHOBIICHHBIN periaMeHT (He Oonee 10 MuHYT);
HUMETH NPEACTABICHUE O KOMIIO3UIIMOHHOM CTPYKTYpE IOKIaaa U Jp.

Cmpyxkmypa evlcmynienus

Berymienne nomoraer odecriednTs ycnex BBICTYIUIEHHS 110 J1I000# Tematrke. Beryruienne 1omkHo
CoJlep’KaTh: Ha3BaHUE, COOOIIEHHE OCHOBHOWM HJEH, COBPEMEHHYIO OLEHKY IpeAMeTa H3JI0KEHHUS,
KpaTKOe TEePEUrCIeHHEe pacCMaTPUBAEMBIX BOMPOCOB, KHUBYIO HMHTEPECHYI0 (OpMY H3IOKEHUS,
AKIIEHTUPOBAaHUE BHUMAHUS HA BaKHBIX MOMEHTAX, OPUTMHAIIBHOCTD MOAXO0A.

OcHoBHasl 4acTh, B KOTOPOIl BBICTYMAIOUIUI TOMKEH TITyOOKO PacKpbITh CYyTh 3aTPOHYTOW TEMBI,
OOBIYHO CTPOUTCSA MO MPUHIIUITY OTYeTa. 3a/1adya OCHOBHOM YaCTH - MPEACTaBUTh JOCTATOUYHO JAAHHBIX IS
TOTO, YTOOBI CIIyIIATENN 3aMHTEPECOBAINCH TEMON U 3aXOTENIHM 03HAKOMUTHCS ¢ MaTepuanamu. [lpu sTom
JOrHYecKast CTPYKTypa TEOpEeTHYeCKOro OJioka He JOJDKHBI JaBaThCsi 03 HarJSAHBIX MOCOOMIA,
ayJIMOBU3yaJIbHBIX U BU3YyaJIbHBIX MaTEPHUAJIOB.

3aKIi04YeHue - ICHOE, YeTKOe 0000IIeHNE U KPaTKUEe BBIBOBI, KOTOPBIX BCEIIa JKAYT CIYyIIaTeIH

Hanucanue ooxknaoa

Jokian - myOJnMgHOE COOOIeHue, TpeacTaBisionee co0oil  pa3BEPHYTOE  H3IIOKEHUE
onpeaeIEHHON
TEMBI.
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1. Ompenenenue nenu J0KIaa.
2. Tlombop HE0OXO0AMMOTO MaTepuala, ONpPeaesIONEero CoAepKaHrue JOKIaaa.
3. CocraBneHnue IUIaHa JOKJada, pacmupeaereHrue CcOoOpaHHOTO Marepuaja B HEOOXOIUMOMN
JIOTHYECKOH TIOCIIEeI0BATEIEHOCTH.
4. OO0miee 3HAKOMCTBO C JIUTEPATypOH U BBIJCICHHE CPEIN UICTOYHUKOB TJIaBHOTO.
YTouHeHue miaHa, 0TOOp MaTepuasa K Kaxa0My IyHKTY IJIaHa.
KomnosunuonHoe ohopmieHe 10KIaa.
3ayunBaHue, 3aIOMIHAHUE TEKCTa JOKIaa, MOATOTOBKH T€3UCOB BHICTYILUICHUS.
BricTynnenue ¢ qokiaaoMm.
9. OO6cyxaeHue JOKIaja.
10. OunenuBanue moxiana
KommnozunmonHoe odopmieHne A0KiIaaa - 3TO €ro peaibHas pedeBas BHEIIHAS CTPYKTypa, B HEi
OTpaXacTCd COOTHOLICHUC gacTel BBICTYIIVICHUA IO HUX HOCIHU, CTHIMCTHYCCKUM OCO6€HHOCT$IM, 110
06’béMy, COUCTAHUIO pPAlUMOHAJIBHBIX HW OMOIHMOHAJIBHBIX MOMCHTOB, KaK IIPaBHUJIO, J3JICMCHTAMU
KOMIIO3WIIUK JOKJIada SABJIAIOTCA: BCTYIUICHHUC, OINPCACICHUEC IMPEAMETA BBICTYIUICHUSA, H3JIOKCHUC
(ompoBepkeHHE), 3aKII0YCHHE.
Berynienune noMoraer o0ecneunTs ycrex BhICTYIUIEHUS 10 000N TeMaTHKe.
Berynienue 10KHO cofepxKaTh:
Ha3BaHUE JOKIAJa;
COO0O0IIIeHNE OCHOBHOM UJIEH;
COBPEMEHHYIO OLIEHKY TpeaMeTa U3JI0KECHNUS;
KpaTKOE MEePEeUnCIICHHE PACCMAaTPUBAEMBIX BOIIPOCOB;
UHTEPECHYIO JUIS CITyIIaTesielt popMmy H3II0KEHHS;
AKIEHTUPOBAHUE OPUTUHATHHOCTHU TIOJXOA.
BeicTymiienre coOCTOUT U3 CIEAYIOMUX YacTei:
OcHOBHasi 4acTh, B KOTOPOW BBICTYNAIOIIUHN JOIDKEH PACKPBITh CYTh TEMBI, OOBIYHO CTPOUTCS IO
IIPUHIUITY OTYETa. 33}13‘13 OCHOBHOH 4YacTH: NpeaACTaBUTL AOCTATOYHO MOAaHHBIX MOJId TOrO, YTOOBI
CITyIIATENN 3aHHTEPECOBAINCH TEMOU U 3aXOTEIH 03HAKOMHUTHCS C MaTepPHaIaMH.
3aKiroueHue - 3To 4ETKoe 0000IIeHre 1 KPaTKHe BHIBOBI 10 U3JIaraeMoil TeMe.
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MeTtoauyecKkue yKa3aHusi K YCTHOMY OTBETY

IIppy nOAroTOBKE K YCTHOMY OTBETY CTYACHTY pa3peliacTcs I0JIb30BaTbCsl TOJIKOBBIMU
CIIOBapsIMH.

ITpu npoBepke MUCEMEHHOTO 3a/1aHUsl OLICHUBAIOTCS:

- TinyOMHa coJep)KaHusl CO3/aHHOTO NHCbMEHHOIO TEKCTa M €ro COOTBETCTBUE 3aJaHHOMU
TEMaTHKE;

- YMEHHE KOMIIO3MIIMOHHO I'PaMOTHO CTPOUTH BBICKA3bIBaHUE, UCMOJIb3Ys aJ€KBAaTHbIE CIIOCOOBI
BBIPAXEHHSI CEMaHTUYECKOM, KOMMYHUKAaTUBHON U CTPYKTYPHOU MPEEMCTBEHHOCTH BHYTPH TEKCTA;

-JICKCUKO-I'paMMaTUYCCKasl, CHHTaKCHUYECKas, CTUIIMCTHYICCKAad U op(borpa(bnqecxaﬂ IrpaMOTHOCTb
HU3JT0XCHUA.

[Tpu npoBepke yCTHBIX 3a/laHUH OLIEHUBAIOTCS:

- CTeNeHb MOHMMAaHMs CTaThbHM (TEKCTa), yMEHUE (OHETHUYECKH, JIEKCHUECKH U I'paMMaTHYECKU
IPaMOTHO H3JIaraTh COJEp)KAHUE TEKCTa M KOMMEHTHUPOBATb €ro, BbIOWMpas s3BIKOBBIE CPEICTBA,
CHOCOOCTBYIOIIHE BBIJICIICHUIO PEIeBAaHTHON HH(pOpMaIny;

- KOPPEKTHOCTH, IITyOMHA M MOJHOTA JIMHIBOCTHIMCTHYECKOTO aHAIIN3A;

- COJEpXKATeNbHOCTh, IIOJIHOTA, OEMIOCTh M  SA3bIKOBAas TI'PAMOTHOCTh MOHOJIOIMYECKOTO
BbICKA3bIBaHUS;

- aJIeKBaTHOE MHCIIOJIb30BAaHME IPOWJEHHOTO B TEYEHUE CEMECTpa TEeMaTH4YeCKOro U
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