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1 OBIIAS XAPAKTEPUCTUKA PABOYEM ITPOT'PAMMbBI YUEBHOM

JTACIHATITAHBI

MecTo TUCHHMILIMHBI B CTPYKTYPe OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMbl

VYuebnas mucummummaa CI. 02 HMuocTpaHHBId  53BIK B MPpOeCCHOHATBHOMN
JACATCIIBHOCTH ABJIICTCA YaCThIO COHNHAJIBHO-TYMAaHHUTAPHOI'O IHKJIa OCHOBHOMH O6pa3OBaTeHLHOI>'I
nporpammel B cootBeTctBHH ¢ ®I'OC CIIO mo crnemmansroctr 46.02.01 JlokyMeHTaMOHHOE
obecrieueHre yIpaBIeHUs U apXUBOBEICHUS.

1.2. leab ¥ IuIaHUMpPyeMble Pe3yJbTAThI 0CBOEHHS TUCIHMIIUHBI:

[To uToram OCBOCHHUS JUCITUILIMHBI, 00yJalOIInecs JOKHBI IPOIEMOHCTPUPOBATH
pe3ynbTaThl 00y4YeHUs, COOTHEeCeHHbIE ¢ pe3yabratamu ocBoeHuss OOII CIIO, mpuBeneHHbIC

B Ta0JuUIIE:
Kon 3HaHus YMenus
KOMIIETEHIINH
OK 01 MpaBuiia MOCTPOCHUS MTPOCTHIX U MOHUMATh OOIIUN CMBICI YETKO
OK 05 CJIO’KHBIX MPEJI0KEHUN Ha MIPOU3HECEHHBIX BbICKa3bIBAHUM
OK 09 npodeccrnoHaTbHBIC TEMBI, Ha U3BECTHBIC TEMBI

OCHOBHBIE 001IEyTIOTPEOUTENbHbBIE
ryiarossl (ObITOBaAs U
npodeccuoHalIbHAs JICKCUKA);
JIEKCUYECKUN MUHUMYM,
OTHOCSIIIMICS K OTUCAHHIO
MIPEIMETOB, CPEJICTB U MIPOIIECCOB
npodeccnoHanbHOM
JeSITeTbHOCTH;

0COOEHHOCTH NMPOU3HOILICHHUS;
MIpaBHJIa YTEHUS TEKCTOB
npodeccnoHanbHOM
HaTpPaBJICHHOCTH,

(mpodeccrnoHambHbBIE U
OBITOBEIC),

NIOHUMATh TEKCTHI Ha Oa30BbIC
po(heCCUOHATTLHBIC TEMBI
y4acTBOBAaTh B THAJIOTaX Ha
3HAKOMBIE 00IIHe U
poQeCCUOHATILHBIE TEMBI
CTPOUTH MPOCTHIC
BBICKa3bIBaHUS O cebe U 0 cBOei
npodecCuoHaNTbHON
JEeSTeNbHOCTH

KpaTKo 0OOCHOBBIBATH U
OOBSICHUTH CBOU JACHCTBUSA
(Texkyuue U MniIaHupyeMble)
MUCaTh MPOCTHIE CBS3HBIE
COO0OI1IEHNUsI HA 3HAKOMBIE WU
UHTEpecyolne
npo¢eCcCuOHAIBHBIC TEMBI,
MpaBHJIa TOCTPOCHUS IPOCTHIX U
CIIOKHBIX MPEJIOKESHUN Ha
npo¢eCCuOHATBHBIC TEMBI,
BecTH Oeceny (BKIrOUast
Tese()OHHBIE TIEPErOBOPHI) HA
WHOCTPAHHOM SI3BbIKE Ha
TTOBCE/THCBHBIC H
npodeccroHalbHbIE TEMbI




2 CTPYKTYPA U COJIEP)KAHUE YYEBHOW JUCIIUTIJIAHBI
2.1 O0beM y4eOHOM TMCHUILIMHBI U BUbI YU4eOHO# padoThl

Bupa yueOHoii padoThl

O0BeM yacoB

O0bem 00pa3oBaTe1bHON NPOrpaMMbl Y4eOHOM 1M CIHUIIJIHHbI 152
B TOM YHUCIJIE:
— TPaKTUYECKUE 3aHATHUSA 118
— caMmocTosiTeIbHas pabora 28
— KOHCYJIbTaIUs 2
— TPOMEXKYTOUYHAs ATTECTALUS — IK3AMEH 4




2.2. TemaTn4yecKuii IJIaH U coJep:kaHue yueOHOH nucuniuinabl « MHOCTPpaHHBIN A3bIK B NPO¢ecCHOHAIBHOM NeSITeIbHOCTI

Koasbl
KOMIIeTeHIIHIA,
(popmupoBanuio
HaumenoBanue Copep:xanue yuedOHOro MaTepuasia u popMbl OpraHU3alMU eI TeJIbHOCTH O0bem KOTOPBIX
pa3/iesioB U TeM o0yyarommxcst B Yacax
crnoco0cTByer
3J1eMeHT
NPOrpaMMbl
1 2 3 4

Tema 1. CopaepxaHue y4eOHOIro MaTepuaJa OK 01
Corpyanuku. [IpakTuueckoe 3anstue Ne 1 OK 05
BusurtHbIe 1. T'pammaTnyYecKuii MaTepual: JUYHbBIE MECTOMMEHHUS; IPOCTOE HACTOSAIIEE; apTHKIIH; OK 09
KapTO4YKH KOJINYECTBEHHBIE YUCIIUTENbHbIC, IPUTSHKATEIbHBIE MECTOMMEHUS

2. Hogsrii BokaOymsip 8

3. doHeTHKa: yIapeHUe U UHTOHALUS

4. UYrenwue: A staff list (ciucok cotpyanukos), Business cards (BU3nuTHbBIC KapTOUYKH)

5. KontponbHas paboTa

CamocrosiTeibHast padoTa o0yuyaommxcst 2

BeinosnHeHne rpaMMaTiyeckiX M JISKCHUECKUX YIIPaskHEHHUH
Tema 2. Conep:xanue yueOHOTro MaTepuaJia
O0wmenne no [TpakTnueckoe 3ansaTue Ne 2 OK 01
Teedony 1. 'pammaTHyUeckuii MaTepHra: MHOKECTBEHHOE YHCIIO CYIIECTBUTEIbHBIX, OTBETHI Ha OK 05

o011re U crieraibHble BOIIPOCH B IPOCTOM HACTOSIIIEM BPEMEHH, OBEIUTEIbHOE OK 09

HaKJIOHEHHE, INYHBIC MECTOMMEHHS B 00BEKTHOM TaJIexkKe

2. HoBpli BOKaOysp 8

3. Yrenue: Telephoning, Telephone lists, Answering the telephone

4. doneTrnka

5. [loBTOpeHue: yucauTenbHble, aHTTTUHCKUN andaBuT

6. KonTtpospHas pabora

CamocrtosiTeibHast padoTa o0yuyaommxcst 9

BrInonHeHne rpaMMaTHYECKUX U JIGKCHYECKUX YIIPAKHEHUH Ha TeMYy.
Tema 3. Conep:kanue y4eOHOTr0 MaTepuaJa
@opMmbI 00LIEHHS [Tpaktuyeckoe 3ansTue Ne 3 8 OK 01




1. I'pammaTrueckuil MaTepuall: yKa3aTelabHble MECTOUMEHHS; IIPUJIaraTesIbHbIC OK 05

much, many, few, little; nputspkaTenbHBIN MaaCK CYIIECTBUTEIbHBIX; TOPSIKOBHIC OK 09

YHUCIUTENbHbIC; JaTa, THU HEJENU, BpeMs

2. HoBer1it BokaOyisip

3. UYrenue: A telephone talk, A massage form

4. doHeTuka

5. [loBTOpEHME: HACTOsAIIEE TPOCTOE BPEMS, MHOKECTBEHHOE YK CIIO

CYILIECTBUTENbHBIX, aPTUKIIN

6. KonTponbHas pabora

CamocrosiTesibHas padoTa 00yYarOIuXxXcst

BrInonHenne rpaMMaTHYECKUX U JIGKCHYECKUX YIIPAKHEHUH HA TEMY
Tema 4. Coaep:xxanue yue0HOro MaTepHaJia OK 01
Kak nocrpoutnb [TpakTrueckoe 3anstue Ne 4 OK 05
AMAJIOT 110 1. I'pamMmaTHdecKnii MaTepHall. IpocToe mpoiieamee Bpems; there is/are; napeuuns OK 09
TeaeoHy 2. HoBgrlii BokaOysip

3. Yrenwue: Telephone alphabet; Preparing a telephone call

4. [ToBTOpeHue: ykazaTelbHbIE MECTOMMEHUS; TaThl U BPEMSI

S. KonTtposbHas paborta

CamocrosiTeibHast padoTa o0yuyaommxcst

BeinosnHeHne rpaMMaTiyeckiX M JISKCUUECKUX YIpakHEeHHH
Tema 5. Conep:xanue yueOHOTro MaTepuaJia OK 01
Tesedonnas kaura | [Ipaktuyeckoe 3ansrue Ne 5 OK 05

1. I'pammatuyeckuit MaTepHal: mpocroe Oyaylee; NpUAaTOUHbIE TPEAT0KEHUS OK 09

YCJIOBUS M BPEMEHHU; MpHJIaraTeibHoe/CylecTBUTeIbHOE Other; Bo3BpaTHbIe

mectoumenus; it takes smb (so much time) to do smth

2. Word study: the verb to leave

3. UYrenue: The company phone book; Yellow Pages

4. [ToBTOpEHHUE: MpocTOE MpoIIe/IIee BpeMs; puiiarateabapie much, many, few,

little

S. KonTponbHas pabora

CamocrosiTeibHasA padoTa 00y4yaommxcst

BrInonHeHne rpaMMaTHYecKuX U JIEKCUYECKUX yIPaKHEHHUH
Tema 6. Copnepxxanue y4yeOHOIro MmarepuaJia OK 01
Kak HazHauyuth OK 05

[Tpaktuyeckoe 3ansrue Ne 6




BCTpeuy 1. I'pamMmaTndeckuii MaTepHai: HacToOsIIIee IPOIOKEHHOE BpeMsi; to be going to; OK 09
KOJIMUECTBEHHBIC YHCIIUTEIbHBIC; MCCTOMMEHHUS SOMe/any/No u ux MPOU3BOIHbIC
2. Word study: the verb to arrive
3. Yrenue: An appointment; Receiving visitors
4. [ToBTOpEeHue: npocroe Oyayiee BpeMs U NPUIATOYHbIE IIPEJIOKEHHS YCIOBUS U
BpPEMEHHU
o. KoHnTponbHas padbora
CamocrosiTesibHasi padoTa 00y4ar0IMXcst
BrInonHenne rpaMMaTHYeCKUX U JIEKCHYECKUX YIPAKHEHUN
Tema 7. Cojep:kanue yueOHOro MaTepuaa OK 01
PHPMBL. [TpakTrueckoe 3anstue Ne 7 OK 05
Komnanun. baukn | 1 ['pammaTHyUeckuii MaTepHall: HACTOSAIIEe COBEPIICHHOE/COBEPILIEHHOE MTPOIOIKEHHOE OK 09
BpeMsi; a0COITIOTHBIE (DOPMBI IPUTSKATEILHBIX MECTOMMEHUI; MeCTOMMEHHsT ONe/ONesS;
apTUKIIA C HAMUMEHOBAHUSIMU Mara3uHoB, GUpM, KOMIIaHUH, 0aHKOB
2. Word study: the adverbs too-either
3. Yrenue: Another visitor; At the airport
4. Word formation: conversion; the text says that
5. TloBropeHue: KOHCTpYKIMH there is/are; mpuTsHKaTeTbHbIN MaIeXk CYIECTBUTEIbHBIX
6. KontpompHas pabota
CamocrosiTeibHas padoTa 00y4yaommxcst
BrInonHeHne rpaMMaTHYeCKUX U JIEKCHYECKUX YIPAKHEHUN
Tema 8. Copepxanue yueOHOro MaTepuasa OK 01
Lesson Eight [pakTrueckoe 3anstie Ne 8 OK 05
1. I'pammaTryueckuii MaTepHa: MOJATBHBIC TJ1Ar0JIbl; SKBUBAJIEHT MOJIAJILHOTO TJIaroJia OK 09
must; cioco6a BeipaxxeHus npock0O; to like doing smth, to be interested in doing smth;
apTUKIIM C Ha3BaHUSIMU CTpPaH, TOPOJIOB, YJIHIIL, IJIouaaen
2. Word study: the words to visit-a visit
3. Urenwme: Structure of business letter; British and American style; Travel arrangements
4. Word formation: o6pa3oBanue CyIIeCTBUTEIbHBIX
5. Tlosropenue: Present perfect & Past simple; to have
6. KonrponpHas pabora
CamocrosiTesbHAasi padoTa 00y4ar0IMXCs
BrInonHeHne rpaMMaTHYeCKUX U JIEKCUYECKUX YIPAKHEHUN
Tema 9. OK 01

Conep:kanue y4eOHOT0 MaTepuaJia




Kak cocTaBuTH
npurJjamneHne

[Tpaktuyeckoe 3ansatue Ne 9

1. 'paMMaTH4ecKuii MaTepHall: CTPaJaTelbHBII 3aJI0T; CI0KHOE JonoinHeHue; the letter
informing; apTukIIM ¢ HAUMEHOBaHUEM a3POIIOPTOB, PEHCOB, BOK3aJIOB, MOE3/10B, CTAHIIUH

METpPO, MapIIPYTOB aBTOOYCOB

2. Word study: the verb to do- to make; the nouns number - quantity

3. Urenue: An invitation; An interview with a receptionist

4. Word formation: oOpa3oBaHue npuiaraTeIbHbIX

5. TToBTOpeHue: MoaansHBIE Taroisl can/may; Present Perfect & Present Perfect
Continuous

6. KontposbHas pabora

CamocrosiTe/ibHasA padoTa 00yYaroIIUXCs
BI)IHOJ'IHCHI/IC I‘paMMaTI/I‘ICCKI/IX 1 JICKCUYCCKHUX ynpancHeHHﬁ

OK 05
OK 09

Tema 10.
TI'ocTrenpuuMcTBO

Coaep:xanue yueOHOTo MaTepuaJia

[TpakTuyeckoe 3anstue Ne 10

1. 'paMmMaTHyeCKHil MaTepUall: IPOIISIIICe MPOAOHKECHHOE BPEeMsI; IIPEIITPOIIE e
BpEMs; IIpaBuJia COTIaCOBaHud BPEMCH; IIpsAMasa U KOCBCHHAs pCYb

2. Word study: the verb to say, to tell, to speak

3. Urenue: Hospitality; Safety and symbols in offices

4. Word formation: o6pa3oBanue npuiiaratebHbIX

5. [NoBropenue: monansHbie riaroist shall/should/ought to/must; The Passive Voice
(Simple tense); napeuns

6. KonTponpnas pabora

CamocrosiTeibHas padoTa 00y4yaommxcst
Brinonnenue IrpaMMaTHUICCKUX U JICKCHUYCCKUX ynpamHeHI/Iﬁ

OK 01
OK 05
OK 09

Tema 11.
IMo3apasienus

Coaep:xanue yueOHOro MaTepHaJia

[IpaxTuueckoe 3anstue Ne 11

1. 'pammartnyeckuil MaTepual: TepyHAN; ClIOCOOBI BRIpaXKeHHsI Oy TyIIero BpEMEHH;
MOOAJIBHBIC T'JIArOJIbI U X DKBHUBAJICHTHI B KOCBEHHOU peun

2. Word study: the nouns information, news, money, knowledge, advice

3. Urenue: Congratulations; Seasonal greeting; An interview with a sales manager

4. Word formation: npedukcs

5. TToBTOpeHue: MOaIBHBIN TIaroa Must u ero sksuBaieHT to have to; Past
Simple/Continuous; Past Simple/Perfect

6. KonTtponpHas pabora

CamocrosiTesibHAasi padoTa 00y4a0IMXcs

OK 01
OK 05
OK 09




Brimonnenue I'paMMaTHYCCKUX U JICKCUYCCKUX ynpamHeHI/Iﬁ

Tema 12,
ITocemenue
HHOCTPAHHOIO
rocyaapcraa

Conep:kanue y4eOHOT0 MaTepuaJia

[TpakTuueckoe 3ansaTue Ne 12

1. I'pammarnueckuii MaTepuai: IPUYACTHE HACTOSIIETO BPEMEHH; OTpHUIIaTeIbHAsS (popma
OOIIMX BONPOCOB; apTUKIIM C HAUMEHOBAHUEM TEATPOB, KHHOTEATPOB, MYy3€ECB,
pecTopaHoB

2. Word study: the verbs to need, per cent - percentage

3. Urenue: Fairs and exhibitions; My stay in foreign country; An enquiry

4. Word formation: cioxHbIe CyIeCTBUTEIbHbBIC

5. TTosTopenue: complex object; the passive voice; MmogansHBIi Taroa must u ero
sKkBUBaJICHT t0 have to; mpuaaTouHble MPEI0KEHUS YCIOBUSI U BPEMEHU

6. KonTtponpHast pabora

CamocrosiTesibHas padoTa 00y4YarOIIuXCst
BrinonHeHnne rpaMMaTHYECKUX U JEKCUYECKUX YIPAXKHEHHUH

OK 01
OK 05
OK 09

Tema 13.
Jlamiaomarndeckas
HOTa

Coaep:xanue yueOHOT0 MaTepHaJia

[TpaxTrueckoe 3anstue Ne 13

1. I'pammatnueckuii MaTepual: IpUYaCTHE MPOLIEANIET0 BPEMEHN; HH(OUHUTHUB; apTUKIIN
C Ha3BaHHUAMMU I'a3€T U KYpPHAJIOB

2. Word study: the verbs to be able; to enable

3. Yrenne: A memorandum; An e-mail message; Problems with e-mail

4. Word formation: revision of conversion

5. TToBTopenwue: present participle; momanbHbIe T1aronsl B KOcBeHHOM peuw; there is/are in
perfect tenses; other(s), another, the other(s); pacuseHeHHbIe BOITPOCHI

6. KonTtponpHast pabora

CamocrtosiTeibHast padoTa o0yuyaommxcst
Brimonnenne IpaMMaTHYCCKUX U JICKCUYCCKUX ynpa)KHeHI/Iﬁ

OK 01
OK 05
OK 09

Tema 14.
IloBecTka AHA.
CoBemanne

Coaep:xanue yueOHOro MaTepHaJia

[Ipaxtuueckoe 3anstue Ne 14

1. I'pammatruueckuii MaTepuai: YCIOBHbIE MPEAIOKEHNUS;, TACCUBHBIN/Tep(EKTHBII
I/IH(bI/IHI/ITI/IB; APTUKIIA C TPaMMAaTHUYCCKUMU IMOHATUAMUA

2. Word study: either ..., or ...; neither ..., nor ...; never

3. Urenwme: Agenda; Minutes of a meeting

4. Word formation: revision of suffixes

5. [ToBTOpeHME: TEpYHIMIA; CTETICHU CPaBHEHUS NIPHJIaraTeIbHBIX U HAPECUUid,
much/many/few/little

OK 01
OK 05
OK 09
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6. KonrpoasHas pabota

CamocrosiTesbHasi padoTa 00y4ar0IMXcs
Brmonmenne IrpaMMaTHYCCKUX U JICKCUYCCKUX ynpamHeHI/Iﬁ

Tema 15.

Kak caenarn
Npe3eHTaAluIo.
JInyHas BcTpeya

Coaep:xanue yueOHOTo MaTepHaJia

[Ipaktuueckoe 3anstue Ne 14

1. I'paMmaTHyecKuii MaTepuall: yCIOBHBIE IPEJIOKEHUS; IITUTEIbHBIN HHPUHUTUB;
APTHKJIA C (baMI/IJ'II/ISIMI/I 1 UMCHaMH

2. Word study: the verbs to offer — to suggest

3. Yrenue: Preparing a presentation; An interview with a department manager;
Personnel appointment

4. Word formation: revision of prefixes

5. IloBropenue: past participle; abcomorHas hopma nputspkarenbhbix; few — a few/little —
a little

6. KonrponrsHas pabota

CamocrosiTe/ibHasA padoTa 00y4YaroIIUXCs
BI)IHOJ'IHCHI/IC I‘paMMaTI/I‘ICCKI/IX " JICKCUYCCKUX ynpancHeHHﬁ

OK 01
OK 05
OK 09

KoHncyabTanuu

N

IIpomexxyTouHast aTTecTANMS HK3AMEH

Bcero:

152

11




3 YCJOBUS PEAJIU3ALIAN ITIPOTPAMMbBI YUEBHOM JTUCIUILIUHBI

3.1 MaTepuajibHO-TEXHHYECKOE o0ecneyeHne

Jis  pealM3zaluy  MPOrpamMMbl  Y4eOHOM JUCIHMIUIMHBI IPEIyCMOTPEHO HaJu4due
CJIEIYIOIIUX CIEeIMATbHBIX TOMEIICHHIA:

KaOuHeT MHOCTPaHHOTO SI3bIKa

KOJHMYECTBO MOCagouHbiXx MecT — 30 mIT., cToN Ui mpemnojaBaTens | IIT., CTyn A
npenonaBarenss 1 mT., MmoHutop obnaunsni 23" LG, npoekrtop Casio XJ 1 mT., 3ByKOBBIE
KoJoHKH Microlab 2.0 1 mir., skpan 1 mr., Harmsagaeie Matepuanbl 1 CD, mocka mapkepHas
MeJloBast KOMOMHUpPOBaHHAs | IIT., AUJAKTHYECKUE TOCOOHSL.

I1O:1. Microsoft WIN VDA PerDevice AllLng (OOO «AxueHT», I0TOBOD
Ne32009496926 ot 21.10.2020, nunensuss NeV8953642, neiictBue ot 01.11.2020 no
31.10.2021);

2. Microsoft Office ProPlus Educational AllLng (OOO «AKuIeHT», IOTOBOP
Ne32009496926 ot 21.10.2020, muuenzus NeV8953642, neiicteue ot 01.11.2020 o
31.10.2021);

3. Visual Studio 2017 (cBobomHOE);

4. Google Chrome (cBoboaHOE);

5. Internet Explorer (cBo6oaHOE).

[lomenieHue 115 cCaMOCTOSITEbHON paboThl 00yYarOIIUXCsl

PaGouune mecta Ha 6a3e BRIYUCIUTEIHHON TEXHUKH C YCTAHOBICHHBIM O(HCHBIM AaKETOM
C BO3MOYKHOCTBIO MOAKIIOUEHUs K ceTH "HTepHeT" u obecrneueHuem 1ocTyna B 3JIEKTPOHHYIO
nH(OPMaILIMOHHO-00pa30BaTENbHYIO CPEy OpraHU3alMU. a TAaKKe KOMIUJIEKTOM 00O0pYyI0BaHUS
JUTS TIeYaTH: MEePCOHANBbHBIE KOMIBIOTEPHI; ocanouHbiXx MecT — 30 mr. Cton npenogasaTess - 1
mt; Ctyn npenogaBatens - 1 mt; Jlocka mapkepHas - 1 mT; MylabTUMEIUHHBIN MPOEKTOpP C
IKPaHOM

3.2. UupopmannoHHOe oOecnedeHne peajn3alui NporpaMmMbl

Jlnst peanmzanvy MPOTpaMMBbl  y4eOHOM MUCHUILIUHBI Oubnumoreunsii ¢ona BBIY
YKOMIUIEKTOBAH MEYaTHBIMU U 3JIEKTPOHHBIMH U3JaHUSIMHU.

OOyuvaromuecs W3 4YUCJIAa HMHBAIWAOB W JHUI[ C OrPAaHUYEHHBIMH BO3MOXXHOCTSIMHU
3/10pOBbsI 0OecreueHbl MeYaTHbIMU U (WJIM) 3JEKTPOHHBIMU 00pa30BaTebHBIMU pecypcaMu B
dopmax, afanTHPOBaHHBIX K OTPAHUYCHUSM HX 3710POBBSI.

OcHOBHBIC HCTOYHHMKH:

1. ApxunoBuy, T. Il. Awnrnuiickuil s3blk 111 rymanutapueB (Bl) : yueOHuk u
IOPaKTUKYM JUIsL cpenHero mnpodeccuoHanibHoro oobpaszoBanus / T. II. Apxunosuu, B. A.
KopotkoBa. — MockBa : M3marensctBo [Opaiit, 2025. — 746 c¢. — (IIpodeccuonanbuoe
oOpazoBanue). — ISBN 978-5-534-17591-2. — Texkct : anexkTpoHHbIN // OOpa3oBarenbHas
wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/568710

2. TlecroBa, M. C. AHrIUHCKUN SI3BIK: TIEPEBOJ] KOMMeEpUecKoil gokymeHTaruu (B2) :
y4eOHUK JUTst cpenHero npodeccruonanpaoro oopazoBanus / M. C. [lectoBa. — 2-e u3f., ucnp. u
norn. —  MockBa: MamarensctBo  IOpaiit, 2025.— 191c.— (IIpodeccronansnoe
obpazoBanue). — ISBN 978-5-534-12172-8. — Tekcr : snekrpoHHbd // OOpa3zoBareibHas
iatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/565798

3. Cmupnosa, H.B. Aurnwmiickuit s3eik uis MeHemkepoB (B1—B2) : yueOnuk s
CpeIHero npodeccnoHanIbHOTO oOpazoBanus / H. B. CmupHoBa, A. B. Cokomnosa,
1O. A. lyrnac. — Mocksa : U3garensctBo FOpaiit, 2025. — 154 c. — (IlpodeccuonansHoe
oOpa3zoBanue). — ISBN 978-5-534-10161-4. — Tekct : snekrpoHHbl // OOpa3zoBarenbHas
wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/557900

JlonoJHuTeIbHbIE HCTOUHUKH

1. Aurnuiickuii s3Ik uis rymanutapue (B1—B2). English for Humanities :
yueOHUK sl cpenHero npodeccuonansHoro odpazosanus / O. H. CroraueBa, A. B. bakyrnes,
I'. A. ITaBnoBckas, E. M. MykoBHukoBa. — MockBa : UznarenscTBo HOpaiit, 2025. — 206 ¢. —
(ITpoeccronansrnoe obpazoBanue). — ISBN 978-5-534-10072-3. — Tekcr : 37IeKTPOHHBIH //
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OopazoBarenbHas miardpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/565015

2. I'ypees, B. A. Anrnuiickuii s3eik. ['pammaTtuka (B2) : y4eOHMK M NPAKTHKYM IS
cpennero npodeccuonansHoro obpazomanusi/ B. A. I'ypeeB. — 2-e¢ uzn., mepepad. u om. —
Mocksa : U3parensctBo HOpaiit, 2025. — 304 c. — (IIpodeccuonanpHoe oOpa3oBaHHE). —
ISBN 978-5-534-17134-1. — Tekcr : snekrponnsiii // O6pazoBarenbHas miuatdopma HOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/564988

3. Yuxkwunesa, JI. C. AHrummiickuii s3bik Ui MeHemkepoB (B1—B2): yueOHuk u
MPaKTUKYM I cpeaHero npodeccuonanbuoro oopazosanus / JI. C. YUukunesa, E. B. JIusckas,
JI. C. Ecuna. — 2-e wm3n., mepepab. u gom. — MockBa : M3marensctBo FOpaiir, 2025. —
203 c.— (IIpodeccuonanvuoe ob6pazoBanue). — ISBN 978-5-534-08492-4. — Tekct
DIIEKTPOHHBIN // Ob6pazoBarenpHast mwiardopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/564856

JJIEKTPOHHBIE PecypcChI
1. Enunas xosuekims nupoBbiX oOpasoBareibHbIX pecypcoB. — URL: http://school-
collection.edu.ru/ - TeKkcT: 3JE€KTPOHHBIH.

2. Owmnaitn-cioapp  ABBYY Lingvo. — URL:http://abbyyonline.ru —  Tekcer:
3JIEKTPOHHBIMN.

3. Ownnaiin-cioaps MULTITRAN. - URL:http://www.multitran.ru  —  Tekcr:
3JIEKTPOHHBIMN.

4.  @epepanbHBId  TEHTp  WHGOPMAIMOHHO-00PA30BATEIBHBIX  PECYpCOB. -
URL:http://fcior.edu.ru/ - Pexxum noctyna: cBOOOAHBIIH. — TEKCT 3JC€KTPOHHBIN.
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4 KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHHUA YYEBHOM I CIUILIAHBI

CTPOUTH MPOCThIE BBICKA3bIBaHUS O cebe U
0 cBOEH MpodecCHOHANTBHON IEATETbHOCTH
KpaTKo 000CHOBBIBAaTh U OOBSICHUTH CBOU
NecTBUS (TEKyIIHUE U TUIAHUPYEMBIE)
IIUCaTh IPOCThIE CBA3HbBIE COOOILICHHS Ha
3HAaKOMbIE WJIM UHTEPECYIOLIHE
npodeccHOHaTbHBIC TEMBI ITPAaBHIIA
MIOCTPOEHHUSI TPOCTBIX U CIIOKHBIX
MPEUIOKEHUH Ha TPO(eCcCHOHATBHBIC
TeMbI

3HATB!

IIpaBUJIa MOCTPOEHHUSI MTPOCTHIX U CIOKHBIX
MpeAIoKEHUH Ha IpodeccuoHambHbIe
TEMBbI

OCHOBHBIE 001IE€yTIOTPEOUTENbHbBIE
riarosisl (ObITOBas M MpohecCHOHaIbHAs
JIEKCHKA)

JIEKCUYECKUI MUHUMYM, OTHOCSIIIUNCS K
OIMCAHMIO MTPEIMETOB, CPEJICTB U
MIPOIECCOB NMPO(ecCHOHAIBHOM
JeSTeTbHOCTH

0COOEHHOCTH MPOU3HOILIEHUS

MIpaBUJIa YTEHUS TEKCTOB
npoecCHOHATLHON HANPAaBIEHHOCTH

3HaKOMBbIE
poeCCHOHAIILHBIEC TEMBI U
y4acTBOBaTh B THAJIOTaX IO
X0y Tpo(heCcCHOHATTLHOM
NEeSITeIIbHOCTH Ha
AHTJIMHACKOM SI3BIKE.

[Tucatp kpaTkue cooOIIeHUs

Ha HpO(beCCI/IOHaJ'IBHy}O TEMY.

Pe3ysabTarsl 00yyeHus Kpurepum oueHkn MeTtoanbl

OLlEHKH
YMETh: [Tonumarts CMBICT U DKkcrnepTHoe
MMOHUMATh OOIIUI CMBICI YETKO coJiep)KaHue BbICKa3bIBaHUI | HaOMIo/eHUE 32
IMPONU3HCCCHHBIX BBICKA3BIBAHUN Ha Ha aHTJIMHMCKOM SI3BIKE Ha BBIIIOJTHECHUEM
U3BECTHBIE TeMHI (ITpodeccuoHanbHbIe U npodeccuoHanbHbIE TEMBI. MPAKTUYECKUX
OBITOBBIC), [Tormmarts comepkanue pabor.
MMOHUMATh TEKCThI Ha Oa30BbIE TEXHUYECKOH JOKyMeHTauuu | Pe3ynbraTsl
HpO(beCCI/IOHaJIBHBIe TEMBbI u I/IHCprKLII/If/'I Ha BBITIOJTHCHUA
y4acTBOBAaTh B IMAJIOTaX Ha 3HAKOMbIE aHTJIMIICKOM SI3BIKE. KOHTPOJIbHBIX
o01mue 1 mpohecCHOHATbHBIC TEMBI CrpouTh BbICKa3bIBaHUS HA pabot

OueHKa yCTHBIX
1 IUChbMEHHBIX
OTBETOB

Jl1st oueHKH TOCTHYKEHUS 3aIUIaHUPOBAHHBIX PE3yJIbTaTOB 00yUEHHUs M0 IpeaMeTy pazpaboTaHbl
KOHTPOJIBHO-OLICHOYHBIE CPEIACTBA Ul IIPOBEICHMS TEKYILEr0 KOHTPOJS U IPOMEKYTOUHOU
aTTecTallu, KOTOpble IpUjIaraloTcs K paboyeil mporpamme rnpeaMera.
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MHNHOBPHAYKHN POCCUN
BJIAJJMUBOCTOKCKHWI I'OCYJIAPCTBEHHbBIN YHUBEPCUTET

KOHTPOJIBHO-OHEHOYHBIE CPEJCTBA
JUTSI IPOBEICHUS TEKYIIET0 KOHTPOJIS U TPOMEXKYTOUHOM aTTeCTalluu
10 Y4eOHOM AUCIUTIIINHE

CT".02 MHocTpaHHbIH SI3bIK B TPOGECCUOHATBLHON EeITEIbHOCTH
IIPOrpamMMbl HOATOTOBKH CIIELUATUCTOB CPEAHETO 3BEHA

46.02.01 JokymeHTalIMOHHOE 00ECTIEYEHNE YIIPABJICHUS U
apXUBOBEICHUS

®opma 00yUeHUS: ouHas

Bmagusoctok 2026
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KoHTponbHO-OLIEHOUHBIE  CPEACTBA ISl  IPOBEAEHUS  TEKYLIEro KOHTPOJIs U
OPOMEXYTOUHOW arrectanuu 1o ydebnoil muctmmmae CI.02 «HOCTpaHHBIH S3BIK B
npodeCCHOHATIBHON IEATEILHOCTH» pa3padoTaHbl B cOOTBeTCTBUU ¢ TpeboBanusmu PIOC CIIO
no crneuuanbHocTy 46.02.01. JlokyMeHTannoHHOEe 00ECTIeYeHHE YIpaBICHUS U apXUBOBEIICHUS,
YTBEP)KIECHHOTO TpukazoM MunoOpuayku PO ot 26.08.2022, Ne 778, mnpumepHOii
00pasoBaTenbHON MTPOrpaMMoit, paboueii mporpaMMoi y4eOHOM TUCIIUILTAHEI.

Pazpabortunk(u): M.B. ®ennprkosa, mpenoaBareiib

Paccmotpeno u 000peHo Ha 3acejaHuu ITUKJIOBON METOIMUECKOU KOMHCCHHI
ITpotokon Ne 8 ot «15» anpens 2026 r.
[Tpencenarens LIMK /[/;/5’/ A. /. I'vcaxoea

,

noonucey
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1 O0mme cBeaenus

KontponbHo-onieHounsie cpeacta (naee — KOC) npeaHazHaueHbl 1UIsi KOHTPOJIS U
OIICHKH O00Opa30BATEIbHBIX JOCTIKCHHN OOYYAIOIIMXCS, OCBOUBIIMX IPOrpaMMy y4eOHOM
nucturiuabl CIN.02 MHOCTpaHHBIH S3bIK B MPO(EeCCHOHATBHOM 1eITeTbHOCTH.

KOC BxmoyaroT B ce0si KOHTPOJIbHBIE MaTepHajbl JJsl MPOBEACHUS TEKYILEro
KOHTPOJII YCIIEBAEMOCTH M TIPOMEKYTOYHOW aTTecTallud 1O JUCHUILIMHE, KOTopas
npoBOAMTCS B (hopMe dK3aMeHa (C MCIIOIb30BAaHUEM OIEHOYHOTO CPEJICTBA - YCTHBIN OMpPOC B
(dbopmMe OTBETOB Ha BOIIPOCHI OMJIETOB, YCTHBIM OIIPOC, TECTUPOBAHUE)

2 IInanupyemble pe3yJbTaThl o0y4eHus no  JAUCHUILIHHE,
o0ecneyuBaOIMe pe3yJbTaThl 0CBOCHHSI 00Pa30BaTeJIbHOI MPOrPaMMBbI

Kon Koz 1
OK, TTK pe3ynbTaTa HawmmenoBanue pesynbrata 00y4eHus
o0yueHus
OK 01 31 [IpaBuna mnoCTpOEHUsT MPOCTBIX M CIOXKHBIX MPEIJIOKEHUN Ha
OK 05 poecCHOHAIIbHBIE TEMBI
OK 09 3 OcHoBHBIE  OOmeynorpeOuTenbHble  riaroybl  (ObITOBas U
po(eCCUOHAIbHAS JICKCUKA)
33 Jlexcuyeckuii MUHHUMYM, OTHOCSIIHMICS K ONHCAHUIO MPEIMETOB,
CPEJICTB ¥ MPOIIECCOB NPO(ECCHOHATILHON e TEIbHOCTH
Oco0OeHHOCTH TPOU3ZHOUICHHs] CIIOB; TMpaBHJIa YTEHUS TEKCTOB
34 po(hecCHOHATLHOW HANpPaBIEHHOCTH; (PA3bI-KIUIIC IS BEIACHUS
Oece/pl U IEPENMCKU Ha MHOCTPAHHOM SI3bIKE
35 Oco0eHHOCTH NepeBo/ia IOKYMEHTOB C HHOCTPAHHOT'O SI3bIKA
Vi [Tornmath OOIIMI CMBICI YETKO MPOU3HECEHHBIX BBICKA3bIBAHWUN Ha
M3BECTHBIE TeMBI (ITpodeccuoHaNbHBIE U OBITOBBIE)
[Tonnmatp TekcThl Ha 6a30BbIE POHECCHOHATIBHBIE TEMBI
y2 y4acTBOBAaTh B JUAJIOTaX Ha 3HAKOMBbIE 00IIMe U MpodeccnoHalbHbIe
TEMBI
V3 Crpouth mpoCTble BBICKa3bIBaHMsI O cebe U O  CBoe
PoECCHOHAIBHON e TETHHOCTH
Y4 YdacTBOBaTh B IMaJIorax Ha oduue 1 npogeccuoHaIbHbIE TEMBI;
Y5 Kpatko 060CHOBBIBATH U OOBSICHSTH CBOU JICHCTBUSA
V6 [Tucath mpocThie CBSI3aHHBIE COOOINEHWS HA 3HAKOMbBIE HIIU
MHTEpEeCYyIoIne NpodeccuoHalbHbIE TEMBI
v7 Bectu Oeceny (Bkimtouast Tene()OHHbIE IEPETOBOPHI) HA HHOCTPAHHOM
S3bIKE Ha MOBCEJIHEBHBIE U MTPO(ecCHOHATbHBIE TEMBI

3 CooTBercTBHE OLECHOYHBIX CPEACTB KOHTPOJMPYEMBbIM pe3yJbTaTaM

00y4eHuUs
3.1 CpeancrBa, npuMeHsieMble 1JIs1 OLlCHKH YPOBHS TEOPETHYECKOM NMOATOTOBKH
Kpatkoe Kox HaumeHoBaHue O1LIEHOYHOTO
HanMCHOBAaHUE pesyib 5 CpEeJICTBA U MPEJICTABICHUE €TO B
paszzaena rara [Tokazarenp” oBnajeHUs KOC3
(Momyss) / pe3yabTaTamu 00y4YeHus o
TeMBI o0yue Texymmit [Mpomexxyrounast
JMCITATUTHHEL HUS KOHTpOIE arrecranus’
Paznen (Mmonyan) 1
CriocoGHOCTE TOCTPOSHHS MTPOCTHIX
Tema 1.1 POCHIA TP Koumponenan | Ilpomesicymou
31 U CIIOKHBIX MPEIJI0KEHUN Ha .
CPC no Teme PO ECCHOHATHHBIC TEMBI paboma 1 (n. Hbll mecm
1.1 A staff list P 5.2) Bapuanm 1 (.
32 CrocoOHOCTE yIOTPeOIIATh
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Kpatkoe
HAaMMEHOBaHUE
pasnena
(Momyms) /
TEMBI
JUCLIUTUINHBI

Kon
pe3yib
TaTa
o0yue
HUS

IToka3zarens? OBIAACHUS
pe3ynbraTamMu 00ydeHus

HaumenoBanue OICHOYHOTI'O
CpE€ACTBA U IIPEACTABICHUE €TI0 B
KOC®

Texymmii
KOHTpPOJIE

IIpomexyTouHas
arTecTanus’

00IIeyOTPEOUTEIIEHBIC TJIATOJIBI
(6pITOBAs M TIpOodhecCHOHATLHAS
JIEKCHKA)

33

CrniocoOHOCTh MPUMEHSITH
JICKCUYECKHI MUHHUMYM,
OTHOCSAIIUICS K OTUCAHUIO
MPEIMETOB, CPEACTB U MPOLIECCOB
npodecCHOHANIBHOI e TeIbHOCTH

34

Crioco0HOCTE pactio3HaBaTh
0COOCHHOCTH TIPOU3HOIICHHUS CIIOB;
MpaBUJIa YTEHUS TCKCTOB
npodeccuoHaIbHON
HaTPaBICHHOCTH; (pa3bI-KIHIIE IS
BeJIcHUs Oece/ibl U MIEPEIIMCKU Ha
WHOCTPAHHOM SI3bIKE

y2

CnocoOHOCTh MOHUMATh TEKCTHI HA
0a3oBbIe MPoecCHOHATHHBIE TEMBI

6.2)°

Tema 1.2
CPC o Teme
1.2 Business
cards

33

CriocoOHOCTh MPUMEHSITH
JIEKCUYECKUM MUHUMYM,
OTHOCSAILIUICS K OUCAHUIO
MIPEIMETOB, CPEJCTB U MPOIIECCOB
poecCHOHATBHON JIESITEeIbHOCTH

35

CriocoOHOCTh MEPEBOTUTH
JOKYMEHTBI C HHOCTPAHHOTO sI3bIKa

Vo6

CnocoOHOCTh MUcCaTh IMPOCTLIC
CBs3aHHBIC COOGIIICHI/ISI Ha 3HAKOMBIC
HJIN UHTCPECYIOMIUC
HpO(l)@CCI/IOHaIILHI)Ie TCMBI

Konmponvuas
paboma Ne I (n.
5.2)

Ilpomeorcymou
Hbll mecm
Bapuanm 1 (n
6.2)

Paznen (Mmoayas) 2

CriocoOHOCTh MOCTPOSHHS TIPOCTHIX

31 U CJIOKHBIX MPEAJIOKEHUN Ha
PO eCCUOHATBHBIC TEMBI
Tema 2 pod Ilpomeorcymou
CriocoOHOCTB CTPOHUTH POCTHIE Konmponvnas .
CPC no Teme . Hbll mecm
V3 BBICKA3bIBAaHUS O ceOe M O CBOEH paboma 2 (n.
2.1 o Bapuanm 1 (n
. podecCHOHANBHON AEATELHOCTH 5.2)
Telephoning 6.2)
CriocoGHOCTh y4acTBOBAaTh B
V4 JUasiorax Ha o0Imue 1
npodeccHoHaIbHbIE TEMbI
CrniocoOHOCTB MPUMEHSTH
JIEKCUYECKUI MUHUMYM,
33 OTHOCSIITNHICS K OITMCAHUIO
MPEIMETOB, CPEACTB U MPOLIECCOB
Tewma 2 p » CPEACTS 1 TP TIpomesicymou
podecCHOHANBHON AEATELHOCTH Konmponvnas .
CPC o Teme v HbILL mecm
CrocoOHOCTH TTOHIUMATH OOTIIHIA paboma 2 (n.
2.2 Telephone Bapuanm 1 (n
list Vi CMBICJI YETKO MMPOU3HECEHHBIX 5.2) 6.2)
BBICKa3bIBAaHUI HA N3BECTHHIE TEMBI '
(mpodeccronaabHbIC U OBITOBBIC)
35 CrocoOHOCTE TIEPEBOTUTE
JIOKYMEHTBI C HHOCTPaHHOTO SI3bIKa
Tema 2 34 CriocoOHOCTh pacno3HaBaTh Konmponvnas Ilpomescymou
CPC o Teme 0COOCHHOCTH MTPOU3HOIICHUS CIIOB; | paboma 2 (n. HbLU Mmecm
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEeICTBa U MIPEICTABJIEHUE ET0 B
pasnena IMTokasaTesb” OBIAICHUS KOC3
(momyns) / rara pe3ynbpTaTaMu 00y4eHus "
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
2.3 Answering MpaBHUJIa YTCHUS TEKCTOB 5.2) Bapuaum 1 (n
the telephone mpodeCcCHOHANBHOM 6.2)
HAIMpPaBJICHHOCTH; (ppa3bI-KIIHIIIe IS
BeJIeHUsI Oece/Ibl U MIePEITICKH Ha
HWHOCTPAHHOM SI3bIKE
CriocoGHOCT y4acTBOBATh B
V4 | nuanorax Ha oOIIHe U
po(heCcCHOHATbHBIC TEMBI
CriocobGHOCTE BecTH Oeceny Ha
y7 | MHOCTPAHHOM S3bIKE Ha

IIOBCECAHCBHLIC U
npodeccHoHaTbHBIC TEMbI

Pazpnen (moayJin) 3

CriocoOHOCTE pactio3HaBaTh
0COOCHHOCTH MIPOU3HOIIICHHS CJIOB;
nmpaBujia YTCHUA TEKCTOB

Dkzamen bunem

34 npoeccnoHambHON 1 (n.6.1)
HaNpaBICHHOCTH; (Pa3bl-KIHIIE IS T
Tema 3 BeJIcHUS Oeceibl U NIEPETIMCKU Ha Ilpomeorcymou
CPC 1o Teme HMHOCTPAHHOM SI3bIKE Hblll mecm
31A CriocoGHOCT y4acTBOBAaTh B Vemubiii onpoc Bapuaum 1 (n
telephone talk V4 | auanorax Ha oOIIHe U (1-5) (n. 5 ]S) 6.2)
podeccuoHaIbHbIC TEMbI T
CriocoGHOCTB BecTH Oecey Ha
WHOCTPAHHOM S3bIKE Ha Yemmuwuii onpoc
v7
MMOBCEHEBHBIE U 1-5) (n. 5.1)
npoeccnoHaIbHBIE TEMBI
CriocoOHOCTH TOCTPOESHHS TTPOCTHIX
31 1 CJIOKHBIX IIPEJIOKEHUN Ha
podeccuOHaNTbHBIC TEMBI
Tema 3 pog Ipomescymou
CriocoGHOCTE 3HATh OCHOBHEIE Koumponvnas -
CPC o Teme 32 HbIlL mecm
00I1eynoTpeOUTENbHBIE TJIAr OB paboma 3 (n.
3.2 A message Bapuaum 1 (n
form CriocoOHOCTh MHCATh TPOCTHIC 5.2) 6.2)
V6 CBsI3aHHBIE COOOIICHHUS Ha 3HAKOMbBIE '
WM UHTEPECYIOLIHE
podecCHOHANbHBIE TEMBI
Paznen (Mmoxyas) 4
CriocoGHOCTE HCATh MPOCTHIE
V6 CBSI3aHHBIE COOOLICHNUS Ha 3HAKOMBIE
WM UHTEPECYIOLIHNE
Tema 4 pecy Ipomescymou
podeCcCHOHANBHBIC TEMBI Koumponvuas -
CPC o Teme CnocoOHOCTh MPUMEHSTH aboma 4 (n ot meci
4.1 Telephone b 1P p ‘ Bapuanm 2 (n
JIEKCUYECKUI MUHUMYM, 5.2)
alphabet . 6.2)
33 OTHOCSIITNHICS K OITMCAHUIO
MPEMETOB, CPEJICTB M MPOIIECCOB
podecCHOHANBHON AEATEILHOCTH
CrniocoOHOCTB pacro3HaBaTh
Tewma 4 Ilpomescymou
0COOCHHOCTH TTPOU3HOIIEHHS CIIOB; .
CPC o Teme Oxzamen bunem | uwlll mecm
34 MpaBUjIa YTEHUS TEKCTOB

4.2 Preparing a
telephone call

npodeccuoHambHON
HANpaBJICHHOCTH; (ppa3bI-KiInIIIe UIs

1 (n.6.1)

Bapuanm 2 (n
6.2)
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Kparkoe Kon HammenoBanue o1ieHOYHOTO
HaNMCHOBAHUC | 1y oqy 5 CPEeICTBa U MIPEICTABJIEHUE ET0 B
pasnena Tara [Nokazarenp* oBNafCHUS KOC?
(momyns) / pe3yabpraTamMu 00y4eHus "
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
BeZicHUs Oecelbl ¥ MEPEUCKH Ha
WHOCTPAHHOM SI3bIKE
CriocoOHOCTh y4acTBOBAaTh B .
Yemuwiu onpoc
Y4 | nnanorax Ha oOmiue u
(6-10) (n. 5.1)
npodeccuoHaTbHBIC TEMBI
Criocob6HOCTE BecTH Oecery Ha
V7 WHOCTPAHHOM SI3bIKE Ha Yemuwut onpoc

MOBCEAHEBHBIC H
npoeccroHaIbHBIE TEMBI

(6-10) (n. 5.1)

Paznen (moayab) 5

CriocoOHOCTE MHCATh MPOCTHIE
CBSI3aHHBIC COOOLICHHUS Ha 3HAKOMBIC

Y6
Tema 5 WM HHTEPECYIOIINE
Ilpomeorcymou
CPC no Teme poeccnoHaIbHBIE TEMBI Konmponvnasn .
HblU mecm
5.1 The CriocoOHOCTh IPUMEHSITh paboma 5 (n.
o Bapuanm 2 (n
company JIEKCUYCCKUI MUHUMYM, 5.2) 6.2)
phone book 33 OTHOCSAIIMNCS K OIMCAHHIO '
MPEMETOB, CPEJICTB U MPOIIECCOB
poecCHOHATBHON IESITEIBHOCTH
CriocoOHOCTh pacro3HaBaTh
0COOCHHOCTH TIPOU3HOIICHHUS CIIOB;
MpaBUiIa YTEHUs TEKCTOB
Tema 5 34 Hpoq)ecchOHanLHoﬁ Hpomedcymor
CPC no Teme Hl;n ARTICHHOCTH; (hpAzHI-KITHIIE /IS Ox3amen bunem | Hulll mecm
5.2 Yellow P > OP 2. 6.1) Bapuaum 2 (n
BeJICHUS Oece/bl U MEPEMUCKH Ha
pages 6.2)
WHOCTPAaHHOM SI3BIKE
v CriocoOHOCTh MOHUMATh TEKCTHI Ha
0a30BbIe IPOdeCcCHOHATTBHBIC TEMBI
Paznen (MmoayJin) 6
CriocoOHOCT KpaTKO 000CHOBBIBATH
Tewma 6 V5 p . Ipomescymou
1 O0OBSACHSITh CBOU JICHCTBHS Konmponvnas .
CPC o Teme HbIlL mecm
CriocoOHOCTh MOCTPOSHHUS TIPOCTHIX | paboma 6 (n.
6.1 An 31 Y CJIOKHBIX TIPEUIOKEHUH Ha 5.2) Bapuanm 2 (n
appointment pei ' 6.2)
podeccHoHaIbHbIE TEMbI
CriocoGHOCTh TOCTPOESHHS TPOCTHIX
31 U CJIOKHBIX IIPEUIOKEHNH Ha
podeccuoHaIbHbIE TEMbI
Tema 6 CrocoOHOCTh y9acTBOBATH B IIpomescymou
CPC o Teme v4 JUajorax Ha oommue u Yemmuwuii onpoc | nuiti mecm
6.2 Receiving podeccuOHANbHBIE TEMBI (11-15) (n. 5.1) | Bapuanm 2 (n
visitors CrocobHOCTh BeCTH Oeceny Ha 6.2)
WHOCTPAHHOM SI3bIKE Ha
V7 P

MOBCETHEBHBIE U
rpoeccuoHaIbHBIE TEMBI

Paznen (Mmoayas) 7

Tema 7

CPC no Teme
7.1 Another
visitor

CrmocoOHOCTE TTOCTPOCHUS TPOCTHIX

31 U CJIOKHBIX IIPEUIOKEHNH Ha
PO ECCHOHATTLHBIE TEMBI
CrocoOHOCTh y9acTBOBATH B

V4 IHanorax Ha oOmue u

npoeccCHoHaTbHBIC TEMBI

Kommponvnas
paboma 7 (n.
5.2)

Ilpomescymou
HbIUL mecm
Bapuanm 3 (n
6.2)
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEeICTBa U MIPEICTABJIEHUE ET0 B
pasnena [Nokazarenp* oBNafCHUS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus "
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
CrniocoOHOCTE BecTH Oeceny Ha
y7 | MHOCTPAHHOM S3bIKE Ha
MOBCE/IHEBHBIC U
npoeccuoHaTbHBIC TEMBI
CriocoOHOCTh MOCTPOSHHS POCTHIX
31 U CIIOHBIX MPEJIOKEHUHN Ha
poecCHoHaTbHBIC TEMBI
Tema 7 CriocoOHOCTh y4acTBOBAaTh B Lipomeorcymou
CPC 1o Teme V4 Uaiorax Ha oOmume u Dxzamen ounem | Holll mecm
7.2 At the poeccnoHaIbHBIE TEMBI 3. 6.1) Bapuaum 3 (n
airport CrocobHOCTE BecTH Oecey Ha 6.2)
y7 | WHOCTDAHHOM S3bIKE Ha
MOBCE/IHEBHBIC U
poeccnoHaIbHBIE TEMBI
Paznen (Mmoayasn) 8
CrniocoOHOCTB MUCATh POCTHIE
V6 CBSI3aHHBIC COOOIICHUS Ha 3HAKOMBIC
Tema 8 WM HHTEPECYIOIINE
CPC o Teme podeccuOHaNbHBIC TEMBI Konmponvuas fp oMedNCymoH
HbLUL mecm
8.1 Structure CriocoOHOCTh MPUMEHSITh paboma 8 (n. Bapuanm 3 (n
of a business JICKCUYECKHI MUHHMYM, 5.2) 5 2[;
letter 33 OTHOCSIIIIUNACS K OIMMUCAHUIO '
MPEMETOB, CPEJICTB U MPOIIECCOB
o eCCHOHANBHON ICATEILHOCTH
CriocoOHOCTh MUCATh TPOCTHIE
V6 CBSI3aHHBIE COOOIICHHUS Ha 3HAKOMBIE
Tewma 8 YU HHTEPECYIOTie Ilpomesicymou
CPC 110 Teme po(heCCHOHATBHBIC TEMBI Konmponvnas bl meem
8.2 British and CHOCOGHOCTUB MIPUMEHSTh paboma 8 (n. Bapuanm 3 (n
American style JIEKCHHECKHH MUHHMYM, 5.2) 6.2)
33 OTHOCSIIIMICA K OITMCAHUIO
MPEMETOB, CPEJICTB U MPOIIECCOB
poecCHOHATbHON IS TEeITbHOCTH
CriocoGHOCTh TOCTPOESHHS TPOCTHIX
31 U CJIOKHBIX IIPEJUIOKEHNH Ha
podecCHOHANbHBIE TEMBI
Tema 8 CrocoOHOCTh y9acTBOBATH B IIpomescymou
CPC o Teme V4 IUaorax Ha oomme u Yemmuwiti onpoc | Hoiti mecm
8.3 Travel podeccuOHANbHBIE TEMBI (16-20) (n. 5.1) | Bapuanm 3 (n
arrangements Crioco6HOCTh BecTH Gecey Ha 6.2)
y7 | MHOCTpAHHOM si3bIKe Ha

MOBCETHEBHBIE U
rpoeccuoHaIbHBIE TEMBI

Paznen (Mmoayas) 9

Tema 9 CriocoOHOCTh MUCATh TPOCTHIE
CPC o Teme V6 CBSI3aHHBIE COOOIIICHUS Ha 3HAKOMEIE
9.1 An WU UHTEPECYIOLIUE
invitation o eCCHOHATBHBIE TEMBI
CrocoOHOCTh TIPUMEHSTH
33 JIEKCUYECKUI MUHUMYM,

OTHOCHMHﬁCH K OIIMCaHHIO

Konmponvnas
paboma 9 (n.
5.2)

Ilpomeorxcymou
HbILL mecm
Bapuaum 3 (n
6.2)
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEeICTBa U MIPEICTABJIEHUE ET0 B
paznena Tara [MokazaTens” oBnaeHNsA KOC?
(momyns) / pe3yabpraTamMu 00y4eHus "
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
MPEeIMETOB, CPEACTB U MPOLIECCOB
npodeccHoHAIBHOM NeSTeTbHOCTH
CrmocoOHOCTE TTOCTPOCHUS TPOCTHIX
31 U CJIOKHBIX IIPENIIOKEHUN Ha
Tena 9 podeccuoHaNbHBIC TEMBI
M
CriocoGHOCT y4acTBOBATh B Ipomescymou
CPC o Teme . .
9.2 An Y4 | nquanorax Ha odmme n Yemuwiii onpoc | nuiti mecm
S . npodeccHoHaTbHBIC TEMBI (16-20) (n.5.1) Bapuaum 3 (n
interview with CnocoOHOCTB BecTu Gece a 6.2)
- - 11 HOCTb BCCTHU H .
a receptionist y
y7 | MHOCTPAHHOM S3bIKE HA

IIOBCECAHCBHBIC U
podeccHoHaIbHBIC TEMBI

Paszpnen (monyais) 10

CriocoOHOCTh MOCTPOSHUS IPOCTHIX

31 U CJIOKHBIX IIPEJIOKEHUN Ha
npodeccHoHaIbHBIC TEMbI
Tema 10 CriocoGHOCT y4acTBOBAaTh B Ilpomescymou
CPC 1o Teme V4 Uaiorax Ha oOmue u Dxzamen ounem | Holll mecm
10.1 podecCHoHaTbHBIC TEMbI 4 (n. 6.1) Bapuanm 4 (n
Hospitality Crnioco6HOCTh BecTH Gecey Ha 6.2)
V7 WHOCTPAHHOM SI3bIKE Ha
MOBCE/IHEBHBIC U
podeccuoHaIbHbIC TEMbI
CriocoOHOCTB MUCATh POCTHIE
V6 CBSI3aHHBIC COOOIICHUS Ha 3HAKOMBIC
Tema 10 WM UHTEPECYIONIHe
Ilpomescymou
CPC o Teme podeccHoHaIbHBIC TEMbI Koumponsnasn .
HbLUL mecm
10.2 Safety CriocoOHOCTh IPUMEHSITH paboma 10 (n.
. . Bapuanm 4 (n
and symbols in JIEKCUYECKHI MUHHMYM, 5.2) 6.2)
office 33 OTHOCSIIIUNACS K OIMMUCAHUIO '

MIPEeIMETOB, CPEJCTB U MPOIIECCOB
podecCHOHANBHON AEATEILHOCTH

Pazpnen (moayan) 11

CriocoGHOCTh TOCTPOESHHS TPOCTHIX

31 1 CJIOKHBIX IIPENJIOKEHUN Ha
podeccuOHANbHBIE TEMBI
Tema 11 pod
CriocoOHOCTh Yy4acTBOBaTh B Ipomescymou
CPC o Teme .
111 V4 JUasiorax Ha o0Imue 1 Ox3amen bunem | Huill mecm
y . po¢ecCHOHANBHBIE TEMBI SMm. 6.1) Bapuaum 4 (n
Congratulation
S CrniocoOHOCTE BecTH Oeceny Ha 6.2)
y7 | MHOCTpAHHOM si3bIKe Ha
MOBCE/IHEBHBIC
podecCHOHANBHBIE TEMBI
CriocoOHOCTB MOCTPOSHHS POCTHIX
Tema 11 31 Y CIIOXKHBIX TIPEUIOKEHNN Ha
CPC o Teme podeccHoHaIbHbIE TEMbI Ilpomeorxcymou
11.2 Seasonal CriocoOHOCTh Yy4acTBOBAaTh B Oxzamen bunem | uwlll mecm
greetings V4 JIrajorax Ha oomrue u 6 (n. 6.1) Bapuaum 4 (n
PO eCCHOHATBHBIE TEMBI 6.2)
v7 CrniocoOHOCTE BecTH Oeceny Ha

MHOCTPAHHOM S3LIKC Ha
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEeICTBa U MIPEICTABJIEHUE ET0 B
pasnena [Nokazarenp* oBNafCHUS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus "
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
MOBCEHEBHBIC H
PO ECCHOHATLHBIE TEMBI
CrmocoOHOCTE TTOCTPOCHUS TPOCTHIX
31 U CJIOKHBIX IIPENIIOKEHUN Ha
Tema 11 npodeccuoHaTbHBIC TEMBI
CPC o Teme CriocoGHOCT y4acTBOBATh B K Ipomescymou
11.3 An V4 JUaIIoTax Ha o0Imue 1 ogmp Oj;b]Haﬂ HbILl mecm
interview with podeccCHOHANbHBIC TEMBI ]gaz oma 11 (n. Bapuanm 4 (n
a sales CrocobHOCTE BecTH Oecey Ha 2) 6.2)
manager y7 | MHOCTPAHHOM S3bIKE HA
MOBCEHEBHBIC H
podeccHoHaIbHBIC TEMBI
Pazpnen (moayasn) 12
CrniocoOHOCTh MOHUMATD U 3HATH
JIEKCUYECKUI MUHUMYM,
Tema 12 33 OTHOCSIIIUICS K ONMCAaHUIO K Ipomescymou
CPC no Teme IIPEIMETOB, CPEICTB U IPOIECCOB ogmp OJ;bZHaﬂ HbIl mecm
12.1 Fairs and podecCuOHANBHON AEATEILHOCTH lgaz oma 12 (n. Bapuaum 4 (n
exhibitions CrnocoOHOCTh y4acTBOBAaTh B 2) 6.2)
Y4 | auanorax Ha oOuIe U
poeccnoHaIbHBIE TEMBI
CrniocoOHOCTB yIOTpeOIATh
o 00IIeyOTPEOUTEIILHBIC TJIAr0JIbI
(6p1TOBas M MpoeccuoHaATbHASL
Tema 2 JIEKCHKA)
CPC o Teme CriocoOHOCTh TIPUMEHSITh Konmponvuas fp omedNcymot
12.2 My stay JIEKCUYECKUI MUHUMYM, paboma 12 (n. me mecm 4
in foreign 33 OTHOCSIIIMICS K OTIMCAHHIO 5.2) 60;}))uaum (n
country MPEMETOB, CPEJICTB U MPOIIECCOB '
podecCHOHATBLHON JIESITEIBHOCTH
Vs Crioco0HOCTh KPaTKO 000CHOBBIBATh
U O0BSICHSTH CBOU JICHCTBHS
Tema 12 35 Crnoco6HOCTh EPEBOAUTD Ilpomesicymou
CPC o Teme JIOKYMEHTBI C MHOCTPAHHOTO SI3bIKa Ox3amen bunem | Holli mecm
12.3 An v CrocoO6HOCTh TTOHUMATh TEKCTHI Ha 7 (. 6.1) Bapuaum 4 (n
enquiry 0a30BbIe MPOQeCcCHOHATHHBIE TEMBI 6.2)
Tema 13 35 CrniocoOHOCTB IEPEBOIUTD Konmponshas Ipomesicymou
CPC o Teme JIOKYMEHTBI C MHOCTPAHHOTO SI3BIKA a6o nf a 13 (n HblU mecm
13.1A v CriocoOHOCTh TOHUMATh TEKCTHI Ha ‘g 2) ’ Bapuaum 5 (n
memorandum 0a3oBbIe IpohecCHOHATIbHBIE TEMbI ' 6.2)
35 CriocoGHOCTE TIEPEBOIUTH
Tema 13 JIOKYMEHTBI C HHOCTPaHHOTO SI3bIKa Ipomexcymou
CPC 110 Teme CriocoOHOCTB CTPOUTH MPOCTHIE Konmponvnas el meem
13.2 An e-mail 31 MIPENJIOAKEHHS Ha paboma 13 (n. Bapuanm 5 (n
npodeccuoHaIbHbIC TEMbI 5.2) P
message 6.2)
V2 CriocoGHOCTh MOHUMATh TEKCTHI Ha
0a30BbIe IpohecCHOHATIbHBIE TEMBI
Tema 13 35 CrniocoOHOCTB IEPEBOIUTD Konmponsids Ilpomescymou
CPC o Teme JOKYMEHTBI C FHOCTPAHHOTIO sI3bIKa 6o nf al3m HblU mecm
13.3 Problems 31 CrocoOHOCTE CTPOUTD IPOCTHIE ‘15%12) ’ Bapuanm 5 (n
with e-mail IpeAIoKeHHs Ha ' 6.2)
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEeICTBa U MIPEICTABJIEHUE ET0 B
pasnena [Nokazarenp* oBNafCHUS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus "
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
npodeccuoHaTbHBIC TEMBI
V2 CriocoGHOCTE TOHUMATH TEKCTHI Ha
0a30BbIC MPOGECCHOHATBEHBIC TEMBI
Pasznen (monyas) 14
35 CrniocoOHOCTB IEPEBOTUTD
JIOKYMEHTBI C HHOCTPaHHOTO SI3bIKa
CriocoGHOCT y4acTBOBATh B
Tema 14 Y4 JMaJIoTax Ha O0IIHe 1 Konmposnas Hpemeofcymoq
CPC 110 Teme podeccHoHaIbHBIC TEMBI paboma 14 (n. HblU mecm
14.1 Agenda CnocoOHOCTh MOHUMATh TEKCTHI Ha 5.2) Bapuaum 5 (n
0a30BbIe MPOQecCHOHATEHBIC TEMBI, 6.2)
y2 y4acCTBOBATh B JUAJIOrax Ha
3HAKOMBIE 00IIHUE U
poeccnoHaIbHBIE TEMBI
CriocoOHOCTh MOCTPOSHHS TPOCTHIX
31 U CJIOKHBIX IIPEJIOKEHUN Ha
npoeccnoHaIbHBIE TEMBI
Tema 14 CriocoGHOCTh y4acTBOBAaTh B Ipomescymou
CPC o Teme V4 Majgorax Ha oolue u Yemuwiti onpoc | Hoiti mecm
14.2 Minutes podeccHoHaIbHBIC TEMbI (10-20) (n. 5.1) | Bapuanm 5 (n
of a meeting CrocobHOCTh BecTH Oecey Ha 6.2)
V7 HWHOCTPAHHOM SI3bIKE Ha

IIOBCECIHCBHLIC U
npodeccuoHaIbHbIC TEMbI

Paznen (moayas) 15

CriocoOHOCTh MOHUMATh TEKCThI Ha
0a30BbIe MPOPECCUOHATILHBIC TEMBI,

Y2 | yyacTBOBaTh B IManorax Ha
3HaKOMBIE 00IINE U
Tema 15 podeccroHaIbHbIE TEMBI Ipomescymou
CPC o Teme CriocoOHOCTB MUCATh TPOCTHIE Konmpoxonas HbIlL mecm
15.1 Preparing CBSI3aHHBIE COOGLIEHNS HA 3HAKOMbIE | 2 aboma 15 (n. Bapuaum 5 (n
- Y6 5.2)
a presentation WJIM HHTEPECYIOIINe 6.2)
podeccuoHaIbHbIE TEMbI
CriocoGHOCTE CTPOUTH TPOCTHIE
31 NpEeJIOKESHUS Ha
podeccuOHANbHBIE TEMBI
CriocoGHOCTh TOCTPOESHHS TPOCTHIX
31 U CJIOKHBIX IIPEUIOKEHNH Ha
Tema 15 rpoeccuoHaIbHBIEC TEMBI
CPC o Teme CrocoOHOCTh y9acTBOBATH B IIpomescymou
15.2 An V4 IUaorax Ha oo0mme u Dxszamen bunem | Holll mecm
interview with po¢eCCHOHANBHBIE TEMBI 8. 6.1) Bapuanm 5 (n
a department CriocoOHOCTE BecTH Oecery Ha 6.2)
manager y7 | MHOCTpAHHOM si3bIKe Ha

MIOBCETHEBHBIC U
podeccuoHaIbHBIC TEMBI
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3.2 CpencTBa, NpUMeHsieMble /ISl OLleHKH YPOBHS MPAKTHYECKOIl MOAT0TOBKH

Kpatkoe
HaMMEHOBAHUE
paszaena
(Momyns) /
TEMBI
JIMCLUTIIMHBI

Kon
pe3yiib
TaTa
o0yue
HUS

IMoka3aTtenb? OBIaACHUS
pe3yibTaTaMu 00y4eHUs

HamnmenoBaHMe OIIEHOYHOTO
CpEACTBA U NMPECTABICHHUE €T0 B
KOC?

Texymmii
KOHTPOJIb

IIpomexyTouHas

aTTecTanus’

Paznen (moayan) 1

Tema 1.1
CPC o Teme
1.1 A staff list

31

CriocoOHOCTB MOCTPOSHHS POCTHIX
Y CJIOKHBIX TIPEUIOKCHUN Ha
PO ECCHOHATTLHBIE TEMBI

32

CriocoGHOCTB YITOTPEOIATh
00IIeyNOTPEOUTEIIEHBIC TJIATOJIBI
(ObrTOBas M MpodeccruoHanbHas
JIEKCHKA)

33

CriocoOHOCTh TPUMEHSITH
JIEKCUYECKUM MUHUMYM,
OTHOCSAILIUICS K OUCAHUIO
MIPEIMETOB, CPEJCTB U MPOIIECCOB
poecCHOHATBHON ACSITEIBHOCTH

34

CriocoOHOCTh pacro3HaBaTh
0COOCHHOCTH TPOM3HOIICHUS CJIOB;
MpaBHJIa YTCHUS TEKCTOB
npodeccuoHaIbHON
HAIMpPaBJIeHHOCTH; (ppasbI-KIIUIIIE IS
BeJIeHHs Oece/Ibl U TIEPETUCKU Ha
MHOCTPAHHOM SA3BIKC

v2

CriocoOHOCTh MOHUMATH TEKCTHI HA
6a30BbIe IPO(ECCHOHATIBHBIE TEMbI

Konmponvnasn
paboma 1 (n.
5.2)

Ilpomescymou
HbllL TMecm
Bapuaum 1 (n.
6.2)°

Tema 1.2
CPC no Teme
1.2 Business
cards

33

CriocoOHOCTh IPUMEHSITH
JIEKCUYECKUI MUHUMYM,
OTHOCSIIIIUHICS K OITMCAHUIO
NPEAMETOB, CPEACTB U MPOLIECCOB
podecCHOHATBHON JIESITEeIBHOCTH

35

CriocoOHOCTh MEPEBOTUTH
JOKYMEHTBI C HHOCTPAHHOTO SI3bIKa

Vo6

CnocoOHOCTh MUcCaTh IMPOCTLIC

CBs3aHHBIC COOGIIICHI/ISI Ha 3HAKOMBIC

WU MHTEPECYIOTIE
npoeccuoHaIbHbIEC TEMBI

Konmponvnas
paboma Ne I (n.
5.2)

Ilpomeorxcymou
Hblll mecm
Bapuaum 1 (n
6.2)

Paznen (moayan) 2

CriocoGHOCTh TOCTPOESHHS TPOCTHIX

31 1 CJOKHBIX IIPENJIOKEHUN Ha
rpoeccuoHaIbHbIEC TEMBI
Tema 2 pod IIpomescymouy
CriocoOHOCTB CTPOUTH MPOCTHIE Koumponvuas .
CPC no Teme o HbLU mecm
V3 BBICKA3bIBAaHUS O ceOe M O CBOEH paboma 2 (n.
21 < Bapuaum 1 (n
. podecCHOHaIbHON JAESITEIbHOCTH 5.2)
Telephoning 6.2)
CriocoGHOCTh y4acTBOBAaTh B
V4 JIHanorax Ha oOmue u
npodeccHoHaIbHbIE TEMbI
CriocoGHOCTh TPUMEHSTH
JIEKCUYCCKUI MUHUMYM
Tema 2 N M, Ipomesicymou
33 OTHOCSIITAHCS K OITUCAHUIO Konmponvuas .
CPC o Teme MPEAMETOB, CPEACTB U MPOLIECCOB aboma 2 (n bt meci
2.2 Telephone ’ o b ‘ Bapuanm 1 (n
list npodeccroHaIbHOH NeATeIbHOCTH 5.2) 6.2)
V1 CrniocoOHOCTE MOHUMATH 00N '

CMBICJT YETKO NPON3HECCHHBIX
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEICTBa H MPEICTABIEHHUE €TO B
pasnena [MokazaTens” oBnaeHNsA KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus "
TEMEL 00y4e Texymmi ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
BBICKA3bIBAaHUH HA M3BECTHBIC TEMBI
(mpodeccroHaNbHBIC U OBITOBBIC)
35 CrmocoOHOCTE TIEPEBOIUTE
JIOKYMEHTBI C ”HOCTPAHHOTO SI3bIKa
CrniocoOHOCTB pacmo3HaBaTh
0COOCHHOCTH TIPOU3HOIIICHHUS CIIOB;
MpaBUJIa YTCHHSI TEKCTOB
34 npodeccuoHambHON
HaTPaBICHHOCTH; (Pa3bI-KIHIIE IS
Tema 2 BeJICHUs OeceIbl U EPENMCKH Ha Konmponshas IIpomedsicymou
CPC no Teme WHOCTPAHHOM SI3BIKE 6o nl; a2 Hbll mecm
2.3 Answering CriocoOHOCTh Y4acTBOBAaThH B [5%12) ’ Bapuaum 1 (n
the telephone V4 | guanorax Ha oOmiue U ' 6.2)
poeccnoHaIbHBIE TEMBI
CriocoOHOCTE BecTH Oeceny Ha
v7 HWHOCTPAHHOM A3bIKC Ha

MOBCETHEBHBIC U
podecCHoHaTbHBIC TEMbI

Paznen (Mmoayas) 3

CriocoOHOCTh pacro3HaBaTh
0COOCHHOCTH TPOU3HOIICHHUS CJIOB;
npaBujia YTCHUA TEKCTOB

Dxzamen bunem

34 npoeccnoHaIbLHON
pod 1(n6.1)
HaTpaBJICHHOCTH; (Pa3bI-KIHIIE IS
Tema 3 BeJICHUS Oece/bl U MEPEMUCKH Ha Ipomesicymou
CPC no Teme WHOCTPAHHOM SI3BIKE HblU mecm
31A CriocoOHOCTh y4acTBOBATh B . Bapuanm 1 (n
Yemuwiu onpoc
telephone talk V4 IUajorax Ha ooumue u (1-5) (n. 5.1) 6.2)
podeccuoHaIbHbIC TEMbI C
CriocoOHOCTE BecTH Oeceny Ha
HWHOCTPAHHOM SI3bIKE Ha Yemmuwoui onpoc
y7
ITOBCETHEBHEIE U (1-5) (n. 5.1)
podecCHoHaIbHBIC TEMbI
CriocoGHOCTh TOCTPOESHHS TPOCTHIX
31 U CJIOKHBIX IIPEJUIOKEHNH Ha
podecCHOHANbHBIE TEMBI
Tema 3 pog Ipomescymou
CrocoOHOCTE 3HATH OCHOBHBIC Koumponvuasn .
CPC o Teme 32 HbLU mecm
0011eyIoTpeONTETHLHBIE TI1ar0JIbI paboma 3 (n.
3.2 A message Bapuanm 1 (n
form CrniocoOHOCTB MUCATh TPOCTHIE 5.2) 6.2)
V6 CBSI3aHHBIE COOOIIICHUS Ha 3HAKOMEIE '
WM UHTEPECYIONIHe
po¢eCCHOHANBHBIE TEMBI
Paznen (moayan) 4
CrniocoOHOCTB UCATh TPOCTHIE
V6 CBSI3aHHBIE COOOIICHMUS Ha 3HAKOMbBIE
Tewma 4 WJIY UHTEPECYIOLUE Ipomescymou
Konmponvuas .
CPC o Teme npoeccCHoHaTbHBIC TEMBI HblU mecm
paboma 4 (n.
4.1 Telephone CriocoGHOCTH IPUMEHSATh 5.2) Bapuanm 2 (n
alphabet 13 JIEKCHYECKUI MUHHUMYM, ' 6.2)

OTHOCSIIIMNCS K OTIMCAHHIO
MPEJMETOB, CPENICTB M MPOLIECCOB
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEICTBa H MPEICTABIEHHUE €TO B
paszaena Tara [Tokazarenp” oBmageHUs KOC?
(momyns) / 5 pe3yabpraTamMu 00y4eHus "
TEMEL 00yue Texymmi ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
npodecCHOHANBHON AEATELHOCTH
CrocoOHOCTE paco3HaBaTh
0COOCHHOCTH TTPOU3HOIIEHHS CIIOB;
MpaBHUJIa YTEHUS TCKCTOB
. Ox3amen bunem
34 npodeccuoHaIbHON 1 (n.6.1)
HaIpaBJICHHOCTH; (Ppa3bI-KIUIIE IS T
Tema 4 BeJIeHUs Oece/Ibl U MIEPETIMCKU Ha Ilpomescymou
CPC no Teme HWHOCTPAHHOM SI3BIKE Hblll mecm
4.2 Preparing a CriocoGHOCT y4acTBOBAaTh B . Bapuaum 2 (n
Yemuwiu onpoc
telephone call V4 | guanorax Ha oOmiue U (6-10) (. 5.1) 6.2)
podeccHoHaIbHBIC TEMbI e
CrniocoOHOCTE BecTH Oecey Ha
v7 MHOCTPAHHOM SI3bIKE Ha Yemmuwiti onpoc

MOBCETHEBHBIC U
podeccHoHaIbHBIC TEMbI

(6-10) (n. 5.1)

Paznen (Moayas) 5

CriocoOHOCTE MHCAThH MPOCTHIE
CBSI3aHHBIE COOOIICHHS Ha 3HAKOMBIE

Y6
Tema 5 WM UHTEPECYIOIINE
Ilpomescymou
CPC no Teme npoeccnoHaIbHBIE TEMBI Konmponvnasn .
HblU mecm
5.1The CrniocoOHOCTh MPUMEHSITH paboma 5 (n. Bapuanm 2 (n
company JIEKCUYECCKUIT MUHUMYM, 5.2) 5 21))
phone book 33 OTHOCSIIIIMACS K OMTHCAHHIO '
MPEMETOB, CPEJICTB U MPOILIECCOB
Mo eCCHOHANBHON ICATEILHOCTH
CriocoOHOCTh pacio3HaBaTh
0COOEHHOCTH MPOU3HOIICHUS CJIOB;
MPaBUJIa YTCHHSI TEKCTOB
Tewa 5 34 Hpoq)ecchOHanLHoﬁ Hpomesrcymoy
CPC o Teme HEH ABICHHOCTH; (hpAshI-KIHIITe VI Ox3zamen ounem | uwiil mecm
5.2 Yellow P > OP 2. 6.1) Bapuanm 2 (n
BeJICHHUS Oecelbl U MEPEMUCKH Ha
pages 6.2)
HWHOCTPAHHOM SI3bIKE
V2 CriocoOHOCTh MOHUMATh TEKCTHI Ha
0a30BbIe MPO(ECCHOHATBLHBIE TEMbI
Pazpnen (MmoayJn) 6
CriocoOHOCTH KpaTKO 000CHOBBIBATh
Tema 6 V5 p . Ipomescymou
1 OOBSICHSTH CBOU JICHCTBHS Konmponvras .
CPC no Teme HbLU mecm
CriocoOHOCTh TIOCTPOCHHMSI ITPOCTBIX | paboma 6 (n.
6.1 An 31 Y CJIOKHBIX TIPEUIOKECHUN Ha 5.2) Bapuanm 2 (n
appointment el ' 6.2)
podeccuoHaNIbHBIE TEMBI
CriocoGHOCTh TOCTPOESHHS TPOCTHIX
31 1 CJOKHBIX IIPENJIOKEHUN Ha
podecCHOHANbHBIE TEMBI
Tema 6 CriocoOHOCTh Yy4acTBOBaTh B Ipomescymou
CPC o Teme V4 IUanorax Ha oomnme u Yemmuwiii onpoc | Holti mecm
6.2 Receiving po¢ecCHOHANBHBIE TEMBI (11-15) (n. 5.1) | Bapuanm 2 (n
visitors CriocoOHOCTE BecTH Oecery Ha 6.2)
V7 WHOCTPAHHOM SI3BIKE Ha

MIOBCETHEBHBIC U
podeccuoHaIbHBIC TEMBI

Paznen (Mmoayas) 7
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEICTBa H MPEICTABIEHHUE €TO B
pasnena [Nokazarenp* oBNafCHUS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus "
TEMEL 00y4e Texymmi ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
CriocoOHOCTh MOCTPOSHHS POCTHIX
31 U CIIOHBIX MPEJJIOKEHUHN Ha
PO eCCHOHATTLHBIE TEMBI
Tema 7 CriocoOHOCTh y4acTBOBAaTh B Lipomeorcymou
CPC o Teme Y4 JIaJIoTax Ha O0IIHe U Ronmponena HblU mecm
paboma 7 (n.
7.1 Another PO ECCHOHATTLHBIE TEMBI 5.2) Bapuanm 3 (n
visitor CrocobHOCTh BecTH Oecey Ha ' 6.2)
V7 HWHOCTPAaHHOM S3bIKE Ha
MOBCE/IHEBHBIC U
poeccnoHaIbHBIE TEMBI
CriocoOHOCTB MOCTPOSHHS TIPOCTHIX
31 U CJIOKHBIX IIPENJIOKEHUN Ha
npoeccnoHaIbHBIE TEMBI
Tema 7 CriocoGHOCT y4acTBOBATh B Ilpomescymou
CPC o Teme V4 Majgorax Ha oolue u Dx3zamen bunem | Holll mecm
7.2 At the npodeccHoHaIbHBIC TEMbI 3. 6.1) Bapuanm 3 (n
airport CrocobHOCTh BecTH Oecey Ha 6.2)
v7 WHOCTPAHHOM SI3bIKE Ha
MOBCEHEBHBIC H
npoeccnoHaIbHBIE TEMBI
Paznen (moay.ab) 8
CriocoOHOCTh MUCATh TPOCTHIE
V6 CBSI3aHHBIE COOOIICHHUS Ha 3HAKOMBIE
Tema 8 WJIH UHTEPECYIONIHe
Ilpomeorcymou
CPC no Teme rpoeccnoHaIbHBIE TEMBI Koumponvuas <
HbLU mecm
8.1 Structure CriocoOHOCTh TIPUMEHSITh paboma 8 (n. Bapuanm 3 (n
of a business JICKCUYECKHI MUHHMYM, 5.2) 5 21;
letter 33 OTHOCSIIUNACS K OIMUCAHUIO '
MPEMETOB, CPEJICTB U MPOIIECCOB
podecCHOHATBLHON JIESITEIBHOCTH
CriocoOHOCTB MUCATh TIPOCTHIE
V6 CBSI3aHHBIC COOOIICHUS Ha 3HAKOMBIC
Tema 8 YU HHTEPECYIOTie Ipomescymou
CPC 110 Teme podeCcCHOHANBHBIC TEMBI Konmponvras wetii meem
8 2 British and CHOCO6HOCTVL NPUMEHATh paboma 8 (n. Bapuanm 3 (n
American style JIEKCHYECKUH MUHUMYM, 5.2) 6.2)
33 OTHOCSIITNHICS K OITMCAHUIO
MPEIMETOB, CPEJICTB M MPOIIECCOB
podecCHOHANBHON AEATEILHOCTH
CriocoOHOCTB MOCTPOSHHS POCTHIX
31 1 CJIOKHBIX IIPENJIOKEHUN Ha
po¢eCCHOHANBHBIE TEMBI
Tema 8 CriocoOHOCTh Yy4acTBOBaTh B Ipomescymou
CPC o Teme V4 IUaorax Ha oomme u Yemmuwiti onpoc | Hoiti mecm
8.3 Travel npodeccHoHaIbHbIE TEMbI (16-20) (n. 5.1) | Bapuanm 3 (n
arrangements CriocoOHOCTh BecTH Oecery Ha 6.2)
V7 HWHOCTPAHHOM SI3bIKE Ha

MOBCE/IHEBHBIC U
PO eCCHOHATTLHBIE TEMBI

Pazpnen (MmoayJn) 9

Tema 9

Y6

| CiocoGHOCTB mHCATh IPOCTHIE

| Konmponvuas

| Ilpomescymou
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEICTBa H MPEICTABIEHHUE €TO B
pasnena Tara [Nokazarenp* oBNafCHUS KOC?
(momyns) / pe3ynbpTaTaMu 00y4eHus "
TEMEL 00y4e Texymmi ITpomexyrounas
JIUCTIUATUTAHBI HUS KOHTpOJIB* arrectanus®
CPC o Teme CBSI3aHHBIC COOOIIICHUS Ha 3HAKOMEIE | paboma 9 (n. HbLU Mmecm
9.1 An WA UHTEPECYIONIHe 5.2) Bapuaum 3 (n
invitation po(heCCHOHATBHBIE TEMBI 6.2)
CrniocoOHOCTh MPUMEHSITH
JICKCHUECKHIH MUHUMYM,
33 OTHOCSIIIIUACS K OIMCaHUIO
MPEIMETOB, CPEACTB U MPOLIECCOB
npodecCHOHANBHON AEATETLHOCTH
CriocoOHOCTh MOCTPOSHHS TPOCTHIX
31 U CJOKHBIX MPEAJIOKEHUN Ha
Tena 9 po¢ecCHOHANTBHBIC TEMBI
M
Croco0HOCTh y4acTBOBATh B Ilpomeorcymou
CPC no Teme . .
92 An V4 Uaiorax Ha oOmue u Yemuwiti onpoc | Hviti mecm
S . poeccnoHaIbHBIE TEMBI (16-20) (n.5.1) Bapuaum 3 (n
Interview with CnocoOHOCTE BecTH Oece a 6.2)
- - 11 HOCTb BECTHU H .
a receptionist y
v7 HWHOCTPAHHOM A3bIKC Ha

MOBCETHEBHBIC U
podecCHoHaTbHBIC TEMbI

Paznen (monyas) 10

CriocoOHOCTB MOCTPOSHHS TIPOCTHIX

31 U CJIOKHBIX MPEAJIOKEHUNA Ha
podecCHoHaIbHbIC TEMbI
Tema 10 CriocoOHOCTh y4acTBOBATh B Ilpomeorcymou
CPC no Teme V4 Majiorax Ha oOIue 1 Dx3amen bunem | Hwill mecm
10.1 rpoeccnoHaIbHBIE TEMBI 4 (. 6.1) Bapuaum 4 (n
Hospitality Crnioco6HOCTh BecTH Gecely Ha 6.2)
v7 WHOCTPAaHHOM S3BIKE Ha
MTOBCETHEBHBIE U
rpoeccnoHaIbHBIE TEMBI
CriocoOHOCTB MUCATh TPOCTHIE
V6 CBSI3aHHBIE COOOIICHHUS Ha 3HAKOMBIE
Tema 10 WM HHTEPECYIOIINE
Ilpomeorcymou
CPC o Teme podeccuoHaIbHbIC TEMbI Koumponsnasn .
HbLU mecm
10.2 Safety CriocoOHOCTE MPUMEHSTh paboma 10 (n.
. . Bapuanm 4 (n
and symbols in JIEKCUUYECKU MUHUMYM, 5.2) 6.2)
office 33 OTHOCSIIUHICS K OIMCAHUIO '

MPEJIMETOB, CPEIICTB M MPOIIECCOB
podecCHOHaIbHON AeSITEIbHOCTH

Paznen (moayan) 11

CrnocoOGHOCTh MOCTPOEHHUS IPOCTHIX

31 U CIIOHBIX MPEJJIOKEHUN Ha
Tenta 11 npodeccHoHaIbHbIE TEMbI
M
CriocoOHOCTh Yy4acTBOBaTh B Ipomescymou
CPC o Teme .
111 V4 Majiorax Ha ooIme u Dx3amen bunem | Hwlll mecm
' . npodeccHoHaIbHbIE TEMbI S 6.1) Bapuanm 4 (n
Congratulation
S CrniocoOHoOCTh BecTH Oecey Ha 6.2)
V7 HWHOCTPAHHOM SI3bIKE Ha
MOBCE/IHEBHBIC U
PO eCCHOHATLHBIE TEMBI
Tema 11 31 CriocoOHOCTh IOCTPOCHHS TIPOCTHIX | Dxzamen ounem | IIpomedcymou
CPC o Teme Y CJIOKHBIX TIPEJUIOKCHUN Ha 6 (n. 6.1) HbLU mecm
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEICTBa H MPEICTABIEHHUE €TO B
pasnena Tara [MokazaTens” oBnaeHNsA KOC?
(momyns) / 5 pe3ynbpTaTaMu 00y4eHus "
TEMEL 00yue Texymmi ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
11.2 Seasonal podeccuoHaNbHBIC TEMBI Bapuanm 4 (n
greetings CrocoOHOCTh y4acTBOBAaTh B 6.2)
V4 JUaIioTax Ha o0Imne 1
poecCHoHaTbHBIC TEMBI
CrniocoOHOCTE BecTH Oeceny Ha
y7 | MHOCTPAHHOM S3bIKE Ha
MOBCE/IHEBHBIC U
po(ecCHOHATHLHBIC TEMBI
CriocoOHOCTB MOCTPOSHHS TIPOCTHIX
31 U CJIOKHBIX MPEAJIOKEHUN Ha
Tema 11 podecCHoHaTbHBIC TEMbI
CPC o Teme Crioco0HOCTh y4acTBOBATh B Ilpomeorcymou
Koumponvnasn .
11.3 An V4 Uaiorax Ha oOmue u Hblll mecm
: . . paboma 11 (n.
interview with poeccnoHaIbHBIE TEMBI 5.2) Bapuaum 4 (n
a sales CrocobHOCTE BecTH Oecey Ha ' 6.2)
manager V7 MHOCTPAaHHOM S3BbIKC Ha
MOBCE/IHEBHBIC U
poeccnoHaIbHBIE TEMBI
Paznen (moayas) 12
CrniocoOHOCTh MOHUMATD U 3HATH
JICKCHYECKUI MUHUMYM,
Tema 12 33 OTHOCSIIMICS K OIIMCAaHUIO Ilpomesicymou
Koumponvuasn .
CPC o Teme MPEAMETOB, CPEACTB U MPOIIECCOB HblU mecm
. N paboma 12 (n.
12.1 Fairs and podecCHOHANBHON AEATEIbHOCTH 5.2) Bapuaum 4 (n
exhibitions CnocoOHOCTh y4acTBOBAaTh B ' 6.2)
Y4 | auanorax Ha oOuIe U
podeccHoHaIbHBIC TEMbI
CrniocoOHOCTB yOTpeOISITh
3 001IeyTOTPEOUTETHHBIC TIIATOJIBI
(ObITOBas M MpodeccuoHaTbHAS
Tema 2 JIEKCHKA) Ipomeocvmon
CPC o Teme CrniocoOHOCTh IPUMEHSTH Konmponvnas po V
o HbLU mecm
12.2 My stay JIEKCUYECKU MUHUMYM, paboma 12 (n.
: . . Bapuanm 4 (n
in foreign 33 OTHOCSIIIIMICS K OTIHCAHHIO 5.2) 6.2)
country MPEIMETOB, CPEACTB U MPOLIECCOB '
podecCHOHANBHON AEATELHOCTH
Vs CrocoOHOCTh KpaTKO 000CHOBBIBATH
1 OOBSCHSITh CBOU JICHCTBHS
Tema 12 35 CrniocoOHOCTB IEPEBOIUTD Ipomesicymou
CPC no Teme JIOKYMEHTBI C HHOCTPAHHOTO SI3bIKa Oxsamen bunem | Hulll mecm
12.3 An V2 CrocoO6HOCTh TTOHUMATh TEKCTHI Ha 7 (n. 6.1) Bapuanm 4 (n
enquiry 0a3oBbIe IpodeccHOHaATIbHBIC TEMBI 6.2)
Tema 13 CrniocoOHOCTB IEPEBOIUTD Ipomesicymou
35 Koumponvuasn .
CPC o Teme JIOKYMEHTBI C HHOCTPAHHOTO SI3bIKa HbLU mecm
paboma 13 (n.
131 A V2 CriocoGHOCTh TOHUMATh TEKCTHI Ha 5.2) Bapuaum 5 (n
memorandum 0a3oBbIe IpodeccHOHaATbHBIC TEMBI ' 6.2)
CrniocoOHOCTB IEPEBOIUTD
Tema 13 35 PEBO Ipomesicymou
JIOKYMEHTBI C ”HOCTPAHHOTO si3blka | KonmponvHast .
CPC o Teme CnocoOHOCTE CTPOUTH MTPOCTHIE aboma 13 (n o e
13.2 An e-mail 31 DILTONKEHIS Hap p ]57 2) ’ Bapuaum 5 (n
message pelL ' 6.2)

poeccuoHaTbHBIC TEMBI
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO
HaNMCHOBAHUC | 1y oqy 5 CPEICTBa H MPEICTABIEHHUE €TO B
pasnena Tara [Nokazarenp* oBNafCHUS KOC?
(momyns) / pe3ynbpTaTaMu 00y4eHus "
TEMEL 00y4e Texymmi ITpomexyrounas
JUCLITITHHB HUs KOHTpPOJIE arrecranus’
v CriocoOHOCTh IOHUMATh TEKCTHI Ha
0a30BbIC MPOGECCHOHATBLHBIC TEMBI
35 CrmocoOHOCTE TIEPEBOIUTE
JIOKYMEHTBI C HHOCTPAHHOTO S13bIKa
Tema 13 Y Ly Ipomesicymou
CPC 1o Tene CriocoOHOCTh CTPOUTH TPOCTHIC Koumponvuasn wetii meem
31 TIPEIIOKCHIS Ha paboma 13 (n.
13.3 Problems Bapuanm 5 (n
With e-mail po(heCCHOHATBHBIE TEMBI 5.2) 6.2)
v CriocoOHOCTh IOHUMATh TEKCTHI Ha '

0a30BbIe MPO(PECCUOHATBLHBIE TEMbI

Paszpnen (monyais) 14

CriocoGHOCTE IEPEBOIUTH

35 JIOKYMEHTBI C HHOCTPAHHOTO S13bIKa
CriocoOHOCTh Y4acTBOBAaThH B
Tema 14 V4 Uaiorax Ha oOmue u Konmponshas HpczMe:»cymoq
CPC 1o Tene poeccnoHaIbHBIE TEMBI patoma 14 (n. Hbll mecm
CriocoOHOCTh IOHUMATh TEKCThI Ha Bapuanm 5 (n
14.1 Agenda 5.2)
6a30BbIe TIPO(HECCHOHATBHBIE TEMBI, 6.2)
y2 Y4acTBOBaTh B IMAJIOTax Ha
3HAKOMBIE 00IIUE U
podeccHoHaIbHBIC TEMbI
CriocoOHOCTH TOCTPOSHHS TPOCTHIX
31 U CJIOKHBIX MPEAJIOKEHUN Ha
podecCHoHaIbHBIC TEMbI
Tema 14 CriocoOHOCTh y4acTBOBATh B Ilpomeorcymou
CPC o Teme V4 JMajiorax Ha oOIue u Yemuwiti onpoc | Hwviti mecm
14.2 Minutes rpoeccnoHaIbHBIE TEMBI (10-20) (n. 5.1) | Bapuanm 5 (n
of a meeting CrocoOHOCTh BecTu Oecely Ha 6.2)
v7 MHOCTPAHHOM SI3bIKE Ha

MOBCETHEBHBIE U
podeccuoHaIbHbIC TEMbI

Paznen (monyas) 15

CnocoOHOCTh MIOHUMATh TEKCThI Ha
0a3oBbIe HpO(I)eCCHOHaJ'ILHLIe TEMBEI,

y2 Y4acTBOBATh B IMAJIOrax Ha
3HAKOMBIE O0II1E U
Tema 15 podeccrOHaIbHBIE TEMBI IIpomeoicymou
CPC o Teme CriocoOHOCTh MHCATh MPOCTHIE Konmponenas Hblll mecm
. paboma 15 (n.
15.1 Preparing v6 CBSI3aHHBIE COOOIIEHNS Ha 3HAKOMBIE 5.2) Bapuaum 5 (n
a presentation WM UHTEPECYIOLIHE ' 6.2)
podecCHOHANbHBIE TEMBI
CriocoGHOCTE CTPOUTH TPOCTHIE
31 MIpeJIOKEHHS Ha
po¢eCCHOHANBHBIE TEMBI
CriocoOHOCTB MOCTPOSHHS POCTHIX
Tema 15 31 U CJIOKHBIX TIPEIJIOKCHUH Ha
CPC no Teme npodecCHOHAIbHBIE TEMBI IIpomesicymou
15.2 An CriocoOHOCTh Yy4acTBOBAaTh B Oxzamen bunem | uwlll mecm
interview with Y4 Jaiorax Ha o0IIHe 1 8. 6.1) Bapuaum 5 (n
a department PO eCCHOHATBHBIE TEMBI 6.2)
manager v7 Crioco0HOCTB BeCTH Oecery Ha

HMHOCTPAHHOM S3LIKC Ha
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Kpatkoe Kon HanmeHoBaHne oLieHOYHOTrO

HaNMCHOBAHUC | 1y oqy 5 CpeICTBa U MIPEICTABICHUE €r0 B
paznena Tara [MokazaTens” oBnaeHNsA KOC3
(momyns) / pe3yabpraTamMu 00y4eHus "
TEMEI o0yue Texymumit IIpoMexyTrounas
JUCITAILTHHEL HUS KOHTpPOJIE arTecTanus’

MTOBCETHEBHBIC U
PO ECCHOHATLHBIE TEMBI

4 Onucanue NpoueAypbl OLeHUBAHUS

Pe3ynbrarthl 00y4YeHHs MO TUCHUILIMHE, YPOBEHb COPMHUPOBAHHOCTH KOMIICTCHIIUN
OIICHUBAIOTCS IO 4YeThIpEX OanbHOW IIKAJe OLEHKAMH: «OTJIHYHO», «XOPOIIO»,
«YIOBJIETBOPUTEIIBHO», «HEYIOBICTBOPUTEIIBHO.

Texymas arrecranmus MO TUCIHUIUIMHE TPOBOAMUTCA C IETbI0 CHUCTEMATHYECKON
MPOBEPKU JOCTHKEHUN oOyuaromuxcs. OObeKTaMH OICHUBAHHS SIBJISIOTCS: CTENEHb
YCBOCHUS TCOPCTHUCCKUX 3HAHWMA, YPOBEHb OBJIAJICHHS MPAKTUYCCKUMH YMCHHUSIMH U
HaBBIKAMU 10 BCEM BHJAM Y4eOHOI pabOThI, KaueCTBO BBIOJHEHHUS CAMOCTOSTEIHLHOU
paboThl, yuyeOHas AMCHMIUINHA (AKTUBHOCTh HA 3aHSATHUSX, CBOCBPEMEHHOCTH BBIMIOJTHCHHUS
pa3IMYHBIX BUJOB 3aJIaHUil, TOCEIIaeMOCTh BCEX BHJOB 3aHATHH MO aTTECTyeMOW
JTUCIUTLIIUHE).

[Tpu nmpoBeneHUN MPOMEKYTOUHOM aTTECTAIUU OIICHUBACTCS JIOCTHIKCHHE CTYIECHTOM
3aIUTAaHUPOBAHHBIX TI0 JTUCIHUIUIMHE PE3YyIbTaTOB OOYYCHHUs, 00ECIICUMBAIONINX PE3YIbTAThI
OCBOEHHs 00pa30BaTEIbHOM MPOrpaMMBbI B IICJIOM.

Kpurtepun oneHuBaHUs YCTHOIO OTBETA

(OLIEHOYHBIE CPEACTBA: YCMHOE ONPOC)

S 0an10B - OTBET IOKA3bIBAET IPOYHBIC 3HAHUS OCHOBHBIX IIPOLIECCOB M3y4aeMOM
pEeIMETHOW 00JaCTH, OTJIMYAETCSl TIIYOMHOW W TOJIHOTOM DPACKPBITHS TEMBbI; BIaJIEHUE
TEPMUHOJIOTHUECKUM alIapatoM; YMEHHE OOBSICHATH CYLIHOCTb, SBJIECHHH, MPOIECCOB,
cOOBITHM, JenaTh BBIBOABI U 000OIIEHUS, JaBaTh ApIrYMEHTHUPOBAHHBIE OTBETHI, IPUBOJUTH
OpUMepbl;  CBOOOJHOE  BJIQJICHWE  MOHOJIOTMYECKOM  peublo,  JIOTMYHOCTh U
MOCJIEZI0BATEIbHOCTh OTBETa; YMEHHWE TMPUBOAUTH TPUMEPHI COBPEMEHHBIX MPOOIEM
U3yyaeMoi 00JacTH.

4 OGamna - OTBeT, OOHApYXUBAIOLIUN MPOYHbIE 3HAHUS OCHOBHBIX IPOIIECCOB
U3y4yaeMol NpeAMeTHOH 00JacTH, OTIMYAeTcsl TIYyOMHOM M IOJHOTOM PpacKpbITUS TEMBbI;
BJIQJICHHE TEPMUHOJOTUYECKUM aIllaparoM; YMEHHE OOBSCHATHb CYIIHOCTb, SBJICHUM,
IPOIIECCOB, COOBITHM, JieNaTh BBIBOABI U 0000IIEHHUs, JaBaTh apryMEHTUPOBAHHbBIE OTBETHI,
NPUBOJIUTH TMPUMEPHI; CBOOOJAHOE BJIAJCHHE MOHOJOTHYECKOW peublo, JIOTHYHOCTh U
NIOCJIEA0BATENBHOCTL 0TBETA. OIHAKO AOMYCKAETCs OJHA - ABE HETOYHOCTH B OTBETE.

3 0as1a — OTBET, CBUJICTENBCTBYIOIIUN B OCHOBHOM O 3HAHWH IPOLECCOB U3y4aeMOU
peMETHOW 00JacTH, OTIMYAIOIIMNACS HEIOCTaTOYHOM TIyOMHON M MOJHOTON PacKpBITUS
TEMbI; 3HAHHEM OCHOBHBIX BOIIPOCOB TEOPUU; CJIa00 COPMUPOBAHHBIMHU HAaBbIKAMU aHATIN3a
ABJICHUM, IPOLIECCOB, HENOCTATOYHBIM YMEHHEM JaBaTb ApIyMEHTHPOBAaHHBIE OTBETHl U
NPUBOJIUTH TMPUMEPHI; HEAOCTATOYHO CBOOOAHBIM BIIAJICHUEM MOHOJIOTHUECKON pedblo,
JOTUYHOCTBIO U IOCJEIOBATENbHOCThIO OTBeTa. Jlomyckaercss HECKOJIbKO OIIMOOK B
COJIep’)KaHUU OTBETA; HEYMEHHE NMPUBECTU MPHUMEp PAa3BUTHUS CUTYal[MH, MPOBECTH CBSI3b C
JPYTUMH aCIeKTaMH U3y4aeMoi 00JacTH.

2 Ganua — oTBeT, OOHAPYKUBAIOUINIM HE3HAHUE MPOLIECCOB M3ydaeMOM NMpeaMETHOMN
00J1aCTH, OTJIMYAIOIIUICS HErTyOOKHMM pPAacKPhITHEM TEMbl; HE3HAaHHEM OCHOBHBIX BOIPOCOB
TEOpHH, HeC(HOPMUPOBAHHBIMH HABBIKAMH aHAJIN3a SBJICHUM, IPOLIECCOB; HEYMEHUEM JaBaTh
apryMEHTHPOBAHHBIE OTBETHI, CJIa0bIM BJaJE€HHEM MOHOJIOTMYECKOH peublo, OTCYTCTBHEM
JOTMYHOCTH M IOCIIEeA0BaTENbHOCTH. JlomyckaroTcs cepbe3Hble OHIMOKHM B COJAEpKaHUU
OTBETa; HE3HAHUE COBPEMEHHOM MPOOIeMaTHKH U3y4aeMoii 001acTH.
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Kpurepun oneHuBaHnsi NUCbMEHHOM padoThI

(OLICHOYHBIE CPEACTBA: KOHMPOIbHAS paboma)

5 6annoB - CTyIZeHT BBIpasWyl CBOE MHEHHE MO CHOPMYIMPOBaHHOW mpoOlieme,
apryMeHTHpOBaJ €ro, TOYHO OIpPEIENIMB €€ colepkaHue U cocrapisiomue. IIpoGiema
packpeiTa TOJHOCTBIO, BBIBOABI 00OCHOBaHBL. llpuBeneHBI JaHHBIE OTEYECTBEHHOH W
3apyOeKHOMN JIUTepaTyphl, CTATUCTUYECKHE CBEACHUS, MH(POPMAIUs HOPMAaTUBHO-IIPABOBOTO
xapaktepa. CTyOeHT BIaZieeT HABBIKOM CaMOCTOSTEIbHON pPa0dOThI MO 3aJaHHOH TeMme;
METOAaMHU U MpUEMaMU aHaJIU3a TEOPETUYECKUX W/MIU MPAKTUUYECKUX ACHEKTOB HM3ydaeMOn
obmacti. PaKTUYECKUX OIMIMOOK, CBA3aHHBIX C IMOHMMAaHUEM IMPOOJIEMBI, HET; rpaduvyecKu
paboTta odopmiieHa MPABUIIBHO.

4 Oamna - paboTa XapaKTepU3yeTcs CMBICIOBOW IIEIBHOCTBIO, CBSI3HOCTBIO U
[0CJIEI0BATEIBHOCTBIO U3JI0KEHMST; JOMYIEHO He Oosiee 1 omuOKH Npu 0ObACHEHUH CMBbICIIA
wii conepxanus npobiembl. [Ipobmema packpbeita. He Bce BBIBOABI CHENaHbl W/WIN
o0ocHOBaHbI. [l apryMeHTanuyd NPUBOJATCS JaHHbIE OTEUECTBEHHBIX U 3apyOeXHBIX
aBTOpOB. [IpOIEMOHCTPUPOBAHBI HCCIIEIOBATEIBCKUE YMEHHS W HaBBIKM. DaKTHYECKHX
OLIMOOK, CBSI3aHHBIX C IOHMMaHUEM IpoOsieMbl, HeT. JlomymieHsl ojHa-IBe OLIMOKH B
odopmiIeHHH PabOTHI.

3 6anna — CTyIEHT HPOBOJIUT JOCTATOYHO CAMOCTOSITEIbHBIM aHAJIU3 OCHOBHBIX
ATAllOB W CMBICIOBBIX COCTaBISIOMIMX MPOOJEMBI; IMOHMMaeT 0a30BbIE OCHOBBI H
TeopeTHyeckoe O00OCHOBaHUE BbIOpaHHOW Tembl. [IpoGiiema packpbiTa HE MOJIHOCTBIO.
BreiBoibI HE clenaHbl W/WIM BBIBOJALI HEe 000CHOBaHBI [IpoBeneH aHamu3 mpoOiemsl Oe3
IPUBJICUEHUS] JOMIOJHUTENbHON uTeparypsl. JJomymeHo He 6osee 2 omMOOK B CMBICIE WIIH
coJiepKaHuu Mpo0IeMbl, 0pOpMIICHUN PAOOTHI.

2 Oamaa - pabora mpeiacTaBiaseT coOOi MepecKa3aHHbId MM IOJHOCTBIO
NEePEeNnUCaHHbIi MCXOIHBIM TEKCT 0e3 Kakux Obl TO HU OBLIIO KOMMEHTapueB, aHanu3za. He
packpelTa CTPYKTypa U TeOpeTHuYecKas cocTaBisitomas Tembl. [IpoOiema He packpbITa.
BriBogs! oTcyTeTBYIOT. JlomymieHo Tpu wim 6osee Tpex OmMOOK B CMBICIIOBOM COAEP)KaHUHU
packpbIBaeMoii mpob6emsl, B 0pOpMIIEHUH PaOOTHI.

KpnTeplm OLICHUBAHUA TECTOBOI'O 3a1aHUA

Orenka Omauuno Xopouio Yoosnemsopumenvro | Heyoosnemeopumenvno
KonuuectBo
o ot 76% 1o o 0
MIPaBHIbHBIX 91 % u=> 90.9 % He MeHee 61% meHee 61%
OTBETOB !

Kputepuu BbicTaB/1eHHSsI OLIEHKH CTY/JAEHTY HA 3a4eTe/ IK3aMeHe
(OLIEHOYHBIE CPEACTBA: YCMHbBIU ONPOC 8 hopMe OMBEMO8 Ha BONPOCHL OULEMO8)

Onenka no
MIPOMEKYTOUHOMU XapakTepucTruka KadecTBa c(hOPMUPOBAHHOCTH KOMITETCHITUI
aTTecTaluu

«3a4TeHO» /

CTyneHT AeMOHCTpUpyeT C(HOPMHUPOBAHHOCTh AUCHIUTIITMHAPHBIX
KOMIIETCHIIMH  Ha  MPOABHHYTOM  YPOBHE:  OOHapy>KHUBaeT
BCECTOpPOHHEE, CHCTEMaTHYeckoe M TIIIyOOKoe 3HaHue Yy4eOHOro
Marepuanga, YMEeT TECHO YBSA3bIBaTh TEOPHIO C MPAKTHKOM,
CBOOOHO CIPABIISIETCS C 3aa4aMi, BOIPOCAMH U IPYTUMHU BUIAMH

«OTJINYHOY 9
MPUMEHEHUsI 3HAHUM, TpUYEM HE 3aTpyJHSETCS C OTBETOM IpHU
BUJIOM3MEHEHUH 3a/IaHul, TPaBUILHO OOOCHOBBIBACT MPHHSITOE
pelieHre, BIaJCeT Pa3HOCTOPOHHMMU HAaBBIKAMH M IpPHEMaMU
BBITIOJTHEHUS MPAKTUYECKUX 3a/1a4.

«3a4TeHoy / CTyleHT AeMOHCTpUpyeT cGhOPMUPOBAHHOCTh JHUCHUIIIMHAPHBIX
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«XOpOILIO»

KOMITETEHIIM Ha 0a30BOM YypOBHE: OCHOBHBIE 3HAHHS, YMEHHS
OCBOEHBI, HO JIOMYCKAIOTCSI HE3HAYUTEIbHBIC OMTHOKH, HETOYHOCTH,
3aTpyJHEHUS NIPU aHAJIUTHUECKUX OIepalusax, MepeHoce 3HaHUuN U
YMEHUM Ha HOBBIC, HECTAHIAPTHBIC CUTYAIUH.

«3a4TeHo» /
«YIOBIIETBOPUTEIILHO

CtyneHT aeMOHCTpUpyeT CGHOPMUPOBAHHOCTH IUCHUIUTMHAPHBIX
KOMIIETEHIIMI Ha IOpPOrOBOM YPOBHE: HMEET 3HaHUS TOJBKO
OCHOBHOIO Marepuajnga, HO HE YCBOWJ €ro Jerajed, B XOoJe
KOHTPOJIbHBIX MEPOTIPHUATUHN JOMYyCKAIOTCS 3HAYUTEIbHBIC OIINOKH,
HEJOCTATOYHO IIPaBUJIbHBIE (hopMyIHpOBKH, HapyILIECHUs
JIOTUYECKON TOCJIEI0BATEIbBHOCTH B M3JI0KEHUU IPOTrPaMMHOIO
Marepuana, HCIbITBIBAET  3aTPyJHEHHUS] NPU  BBIIOJTHEHUHU
MPAKTUYECKUX paboT, MPU ONEPUPOBAHMU 3HAHUAMU M yMEHHUSIMH
IIPU UX NIEPEHOCE Ha HOBBIE CUTYAIINH.

«HE 3a4TEeHO» /
«HEYIOBJIETBOPUTEIHLHOY

CryaeHT AeMOHCTpUPYET CHOPMUPOBAHHOCTH JAUCIUIUIMHAPHBIX
KOMIIETEHIIMII Ha YpPOBHE HUXKE MOPOrOBOTO: BBISBISAETCA MOJHOE
WY PAKTUYECKU MOJIHOE OTCYTCTBUE 3HAHUM 3HAYUTEIBbHON YacTH
MIPOIPAMMHOI0 MaTepuaya, CTYAEHT JOIYCKaeT CYIIECTBEHHBIE
OIIMOKH, HEYBEPEHHO, C OOJIBIIUMHU 3aTPyJHCHUSMHU BBITOIHSICT
MpaKTU4eCcKre paboThl, yMEHHUS U HABBIKK HEe C(HOPMUPOBAHBI.
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5. IlpuMepbl OLIEHOYHBIX CPEACTB JIJIsl MPOBeeHUsI TeKYlleld aTTecTaluu

5.1 Bonpocwl 1J1s1 codeceioBanmsi (YCTHOTO ONIPOCA):

1. What do you do for a living? Do you enjoy your job? Why?

2. Are you a hard worker? What motivates you?

3. Are you an ambitious person? What are your career goals?

4. What three things are important for you in a job?

5. Who do you know that has an interesting job? What do they do? What makes it so
interesting?

6. What is the most boring in your future profession?

7. Is your future profession well-paid? Why/why not?

8. Describe the first job you had/ was it a good job?

9. Do you know anyone who has been fired from their job? Describe what happened.
10. What are your greatest strengths?

11. What are your greatest weaknesses?

12. What are your greatest professional achievements?

13. What are your greatest personal achievements?

14. What is your ideal work environment?

15. What makes you angry at work?

16. How creative are you?

17. What skills do you need to develop?

18. How do you deal with conflict?

19. Where do you get support/advice when something is wrong at work?
20. If you could learn one skill today, what would it be?

5.2 IlpuMepbl KOHTPOJILHBIX PadoT
KonTpoJabHas padora Nel
1. Make all possible word combinations.

To be papers
To be in charge of
To be involved
briefing code
business ready
bar paper
fun
2. Translate
1. my father
2. her apple
3. their plan
4. his car
5. our picture
6. your bag
3. Complete the sentences with SIMPLE PRESENT or PRESENT CONTINUOUS:
1 Susan usually ................... (go) to school by bus, but now she ..........................
(go) to school by train.
2. Mary often .................... (read) in bed, but today she is very tired and she
............................ (not / read).
3. The boys usually ..................... (ride) their bikes to school. They ................
..................... (like) to ride their bikes. They .................. (be) very naughty boys. They
always .......ooeiiiiiiiinnn. (go) to school late. Today their teacher ...................... (be)
very angry, because they ..................... (be) late again.
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4. Mary ......cooevennnnn. (like) to eat sweets. Every morning she ................ (have) coffee

with a lot of sweets and chocolate. For lunch she and her friends often .................... (eat)
sweets or ice-cream. She ........................... (not / like) to eat fruit or vegetables. She
........................... (eat / never) eggs or cheese. Today she ................. (be) sick. She

............... (sleep) in her room now.
4. Talk about these questions.
1.What is your name?

2.When and where were you born?
3.What family traditions do you have?
4.What are your parents by professions?
5.What sport do you like?

6.Is your family the most precious thing for you?

KonTpojbHas padora Ne2
1. Make all possible word combinations.

Master degree
Business exam
Correspondence course
To pass format
Digital of record
To dispose data
decision

2. Complete the sentences. Fill in the blanks with the correct words or phrases from the
word bank.

information disagree high-quality two-hour scholarships
license

1. I need Internet connection.

2. 1 am exhausted! | have just done a test.

3. Universities offer to outstanding students.

4. They gave her to practice in Texas.

5. You are wrong. | completely with you.

6. Do you have any on part-time courses?

3. Translate the following word combinations.
Now ask questions about the CHART:

Example: How often does Tom buy fast food? He usually buys fast food.

Does Tom play tennis? No, he doesn’t play tennis.
e He always watches TV.
2 He sometimes plays tennis.
N No, he doesn’t save money.
A Yes, he usually listens to cassettes.
T He often plays computer games.
. e Yes, he always drinks fizzy drinks.
T e e He usually eats sweets.

KouTtposabHasi padora Ne3
1.  Make all possible word combinations.
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Record clerk

Record keeping
Reference material
Retention of work
Course period
2. Use the words below to complete the sentences.
progress assessing revise concentrate take notes distance course
1. A test or an examination is a form of
2. It is important to when you are Ilstenlng to a lecture.
3.1 at the end of each week.
4. In the age of the Internet most more and more people take
5. I need to before the exam
6. Students’ is assessed after each semester.
3. Fillin HOW MUCH, HOW MANY, A FEW, A LITTLE, SOME or ANY:
L A bananas would you like, sir?
B:Just ..o , please.
2. AiCanlhave ...............oooiiiiin.. milk?
B: Sorry, we haven’t got ... milk.
30 A bread would you like?
B:Just .ooooviiiiii , please.
4, Ar carrots do we have?

B: Wehaveonly ................ooooi

5. Al oranges do we need"
B: Wedon’tneed ...l oranges.
6. Al sugar would you like in your coffee?
B:Just ..o , please.
7. A:CouldThave ......................... tea, please?
B: Of course. Would you like ........................... biscuits, too?
8. A:lsthere .............cooovvinnin... wine in the fridge?
B: No,weneedtobuy .................ooeeeie
9. A flour does she need“)
B:lJust. ... .
10. A: Have you ot ........ccevvvivniannnn.n. potatoes?
B:Yes. oo would you like?

Answer the following questions.
Where were you living at the start at the year?

Are you studying for a Bachelor’s degree?

What opportunities can students use?

M w0 N s

Why do students choose to study literature?

KonTtpoabHasi pabora Ned
1. Make all possible word combinations.
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To deal Pay range

To desired With documents
To differ License

To follow From

Driving Rules

2. Complete the sentences. Fill in the blanks with the correct words or phrases from the
word bank.

Bus stop consist of famous for maritime printing agricultural
crops

1. Australia Six states.

2. We waited in the rain at the for one hour before the bus came.

3. The UK is one of the world’s chief centres of and publishing.

4. Major are grain, sugar beet, sunflowers.

5. The climate of Great Britain is typically with frequent rains and strong winds.

6. Loch Ness is its “monster”, Nessie.

3. Make negative sentences (x) or questions (?) using the PAST TENSE:
Example: he / stay (x) in a hotel
He didn’t stay in a hotel.
you / learn (?) speak Italian when you were in Italy.
Did you learn to speak Italian when you were in Italy?
she / like (x) the film

I / use / (x) the school computer yesterday
they / arrive (?) home late yesterday

you / ask (?) her for Caroline’s address

he / enjoy (x) the concert in the park

we / talk (x) about school at all

go shopping (-)

clean the house (+)

L N o a0 ~ w Do

9. feedthecat (+)
10. telephone Mary (-)
11. watchafilmon TV (-)

12. visit her grandparents ( +)

13. take them a cake (+)

KonTpoJabHasi padora NeS
1. Make all possible word combinations.

Mail clerk
Serial position
Return address
Senior number
2. Write what the underlined word is; adjective or adverb:
1. Fast runners winraces. ... adjective .......

2. Mathematics is difficult. .
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She’s a good typist. L
She behaved rudely to her boss.
You’ve done well in your test. L
The clowns are very funny. .
She’s a pretty gitl.
Heruns fast.
. Annisverysad.

10. She plays the piano beautifully. ...

11. Father is very busy in his office. =~ ...

12. The doctor arrived immediately. ...

3. Fill in the blanks as in the example:

I went on holiday last year but it was a disaster! My hotel room was .. smaller than ...
(small) the one in the photograph in the brochure. I think it was .................cocoL.
(small) room in the hotel. The weather was terrible too. It was
....................................... (cold) in England. The beach near the hotel was very dirty —
I WAS e (dirty) all the beaches on the island. The food was
................................................. (expensive) I expected and I didn’t have enough
money. One day | went shopping in a big department store and | broke a vase. It was
............................................................ (expensive) vase in the whole shop. But
.............................................. (bad) thing all was that I lost my passport and I
couldn’t go back home. [t was ...........cooiiiiiiiiiiiii e, (horrible) holiday all
my life.

S R

KonTpoJabHasi padora Ne6
1. Make all possible word combinations.

Long forward to
Look term
Apply for a job
Application letter

2. Translate the following word combinations.

Be up to standard, provide, coach, be held up, carry out, condition, product
development, be available for, achieve goals, apologize, introduce.

3. Read the paragraph and answer the questions:

Brian is a doctor. He looks after sick people. He usually gets up at 6.00 o’clock. Today he
is late, it is 6.30 and he is still in bed. He usually goes to work by train but today he is driving
to work. He arrives at work at 6.30 every morning but it is 7.30 now and he is still driving.

It’s 12.00 o’clock now. He always has his lunch at 12.00 but today he isn’t having lunch
at 12.00, he is looking after his sick patients. It is half past seven now, Brian is watching TV.
He usually watches TV at half past seven because his favorite programme starts at half past
seven. Brian has his dinner at 8.30 every day and he is having dinner now.

It is 24.00 now Brian is going to bed. He always goes to bed at 24.00.

1. What does Brian do? 6. When does he always have his lunch?

2. What time does he usually get up? 7. What is he doing at 12.00 today?

3. How does he usually go to work? 8. Why does he usually watch TV at 7.30?
4. Why is he driving to work today? 9. What time does he go to bed?

5. What time does he arrive at work every day?  10. What time is he going to bed now?

KonTpoJunHas padora Ne7

1. Make all possible word combinations.

Personal Serial
Producer Cover
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Development details
manual plans
number letter
2. Translate the following word combinations.
Count on, working setting, impression, act as, staff, broaden, problem solving skills,
vital assets, make a decision meet, well-paid, order, access.
3. Can you say this in English? Can you...
...describe the duties of a records manager?
...describe the life cycle of a record?
...say what a record is?
...name the types of records?
...say what kind of information a record includes?
...say what departments an organization can consist of?
...say what departments an RM can work at and what positions s/he can hold?

KonTpoJbHasi padora Ne§

1. Put each of the addresses below in a proper fouror five-line form as it should appear
on an envelope. Capitalize, abbreviate, and punctuate correctly.

the athlete's foot 815 chicago avenue toronto, Ontario, m5e Ig4

g b enterprises 6635 dark street halifax, nova scotia, b31 2t4

the harper company 1252 fairwood avenue Vancouver, british Columbia, v6i 3c7 bach and
laurence 15 park avenue Winnipeg, manitoba, r3j Os8

campfitters inc. p.o. box 6745 charlottetown, prince edward island, ¢ la 4r5

Example: 1.

The Athlete's Foot
815, Chicago Avenue
Toronto, Ontario

M5E LG4
2. Study the parts of a business letter (a-m). Match them with the letter (1-13).
- Body of the Letter - References
- Position - Enclosure
- Carbon Copy - Sender’s Full Name
- Reader’s Name or/and Position and their - Letterhead (Sender’s Address)
Address - Signature
- Closing Salutation - Opening Salutation
- Date - Subject Line (Re: - regarding)
(1) Woodex
20/54 Tartu Road
EE3002 Keila
Estonia

Sales Department (3)
Brian Mills Ltd
10  Church Hill

(2) 3 May 20XX

Hull H77 3AL
England
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Your ref: 57/01-04 (4)
Our ref: RL/PT

Dear Mr Cox (5)

Re: Order No 212 (6)

Thank you for your letter of 22 April and the current price list. (7) We enclose our order No
212 for three polishing machines AC 3/8. Please let us know about the delivery date as soon
as possible.

Yours sincerely (8)

R. Limberg (9)

Robert Limberg (10)
Production Manager (11)

Enc. 1 (12)
Cc — The Estonian Chamber of Commerce (13)

KonTpoJabHasi padora Ne9

1. Translate words.

Electronic obliteration, fragile, letter of apology, unsatisfactory, charity, deposit,
destructor, file plan, vital record, dust-free, elimination, manual, evolve.

2. Arrange the parts of the letters in the correct order.

Sincerely yours

Alan Khan R&D

Manager

New Computer Subway Ltd, 234 Susy Alvenue, Austin BC925

7NP April 28, 2005

Dear Ms Conway

We are writing in connection with your advertisement in yesterday’s
Morning Star.

We would like to co-operate with you and would appreciate it if you
have time to arrange a meeting with us in our office.

We look forward to hearing from you.

Ms J.Conway, Sales Manager, Magazine on

networking, 89 Bear Street, Newcastle, JP786P

KontpoabHasi padora Nel0
1. Complete the sentences with the Present Passive (is/are done) or the Passive Infinitive
(be done).
An increasing quantity of mail (receive) by fax. Faxed material should
(photocopy) and the copy should (place) in the mail folder or on
the appropriate file. All incoming faxes on the fax file should (destroy) after six
months. More and more communications (receive) by electronic mail. Many e-
mail messages are routine and do not need to (retain) after they have been read.
Officers sending or receiving electronic mail must decide whether e- mail needs to
(print) so that a copy is placed on file. In all cases when incoming electronic mail
(print) for filing, any outgoing reply should also (print) and filed
with the incoming message.
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2. Arrange the parts of the letters in the correct order.

I would like to reserve three single rooms from 18th to 22nd December for
three of our managers.

Could you please inform me of your rates and whether you

offer discounts for company bookings.

Richman Rings Inc., 34 Beddington Road, Gilmore,

GH23B Phone number: 985 46 73 49;

fax number: 985 45 87 29

I look forward to receiving your

confirmation. Dear Sir/Madam

Managing Director, Miranda Hotel, 7 Moon Way, New Coast City,
NM 54021

12 December 2005 Yours faithfully

Susan Peacock Secretary

KonTpoabHas padora Nell

1. Read these tips for a job interview and place them into two columns. Compare with
your partner. Which do you find the most helpful for you? Why? Can you add your own
tip(s) to this list?

Before the interview At the interview

Don't give one-word answers or say you don't care what you do.

Find out what you can about the firm.

Be polite.

Find out how long it will take to get there.

Don't look bored.

Dress to look clean and tidy.

Arrive early. Phone if you're held up. Find out where the interview is.

Try to smile.

Show interest in the job and ask questions.

Find out the interviewer's name and telephone number.

Make sure you know what the job involves.

Don't panic, even if faced by more than one person. Don't smoke or chew.

2. Use the GERUND or INFINITIVE forms of the verbs:

1. Hegaveup ....ooovvvvniiiiniiiniininn.n (gamble).
2. Hetoldme ............... (ATY) e (come) early.
3. Tadvised him ......... (ask) the bus conductor ............ (tell) him where ........ (get) off.
4. We are looking forward to ...............cceevivininn. (read) your new book.
5. Idon’tenjoy ....covvviviiiiiiiiiiiinnn.. (go) to the dentist.
6. A:Did youremember ..............ccoiiiiiiiiin.. (give) him the money?

B: No, I didn’t. I still have it in my pocket; but 'l ............................ (see) him
tonight and [ promise ...............cccooiiiiiiiinnn.n. (not / forget) this time.
7. Isawtheplane................... (crash)into the hilland ................ (burst) into flames.
8. Heissaid ..................... (be) the best surgeon in the country.

KonTpojabHasi padora Nel2
1. Match the types of the letters (1-5) with the samples (a-e). Underline the words that go
with each type of letter.

42



Letter of enquiry
Letter of apology
Quotation letter
Letter of application
Letter of complaint

a) | am writing to apply for the programmer position advertised in the Times Union. As
requested, | am enclosing a completed application form, my certificate, my resume and three
references.
b) With reference to the above-mentioned order for 5,000 rubberized spindles we regret to
advise you that checks have revealed that the rubber at the base of approximately 40% of the
spindles is in an unsatisfactory condition.
c) We thank you for your letter dated the 29th September and are pleased to send you our
latest catalogue and the current price list. We shall send you a special offer as soon as we have
your exact requirements.
d) We are a large music shop in the center of Liverpool and would like to know more about
the tapes and cassettes you advertised in this month’s edition of Music Monthly.
e) We must apologize for sending you the cheque for the wrong amount of money. In order to
correct this error, we are sending enclosed the cheque for $ 200.

Please rest assured that we shall make every effort not to repeat such mistakes in the
future.
2. Answer the questions.
1. What is the last stage of the life cycle of a record?
2. How are records disposed of?
3. What records are sent to archives?
4. How long are they kept in archives?
5. Do people have access to materials kept in archives?
6. Why do people need information from archives?
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KonTpoabHas padora Nel3

1. Choose one of the options to make true statements about the archivist’s work.

1. Archivists acquire, manage and maintain documents and other materials that have
importance for individuals, organisations and nations.

a) administrative b) financial c) historical
2. Archivists serve as of the memories and records that shape the
identity of various groups and societies.

a) creators b) guardians c) destructors
3. Archives are held by all sorts of organisations, including local and national
government, businesses, academic institutions, museums, charities, professional organisations
and hospitals, by individuals and families.

a) and never b) except c) as well as

4. A large part of an archivist's work is related to making information accessible to
, increasingly in digital format. include researchers, academics,

other professional staff and the general public.
a) users b) buyers c) sellers
5. Many archivists are responsible for other related areas of work, such as
a) mapmaking b) records management c) photography
6. The roles of archivist and overlap and are combined in some

organisations, especially smaller businesses.
a) records manager b) IT specialist c) personnel manager
7. of archivists are women.
a) 70% b) 50% c) 30%
8. Many archivists spend a large proportion of their time
a) lifting boxes b) working at a computer  c) climbing the ladders

9. Archivists may have to work in conditions, particularly when
rescuing records from basements or disused buildings.

a) dirty b) dangerous c) comfortable
10. Archivists must have a demonstrable interest in and an awareness of the
importance of archives as evidence.

a) history b) arts c) law

2. Translate.

1. A letter sent from St. Petersburg today will be in Moscow tomorrow.
He saw some people in the post office sending telegrams.

When sending the telegram, she forgot to write her name.

2. Some of questions put to the lecturer yesterday were very important.
The girl putting the book on the shelf is the new librarian.

While putting the eggs into the basket, she broke one of them.

3. A fish taken out of the water cannot live.

A person taking a sunbath must be very careful.

Having taken a dictionary, he began to translate the text.
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4. A line seen though this crystal looks double.

A teacher seeing a mistake in a student’s dictation always corrects it.
Seeing clouds of smoke over the house, the girl cried: “Fire!”

5. The word said by the student was not correct.

The man standing at the door if the train carriage and saying goodbye to his friends is a well-
known musician.

Standing at the window, she was waving her hand.

6. A word spoken in time may have important results.

The student speaking good English must help their classmates.

The speaking doll interested the child very much.

While speaking to nick some days ago, | forgot to ask him about his sister.

KonTpoabHasi padora Nel4

. Answer the questions.

. Have you ever had a job?

. What kind of job was it?

. How did you find the job?

. Did you have an interview for the job?

. Do you like reading job advertisements? Why (not)?

. Do you ever discuss with your family your future career plans?

. Is a job interview important for a candidate? Why?

. Should a candidate prepare for an interview?

. Is it important to dress properly for a job interview?

10. What are the best ‘job interview’ clothes for a woman? For a man?

2. Complete the following sentences by translating the Russian part.

1. We will take up Modern History ...... (KaK TOJBKO 3aKOHYHUM HCTOPHUIO CPETHIX BEKOB).
2. I’ll go with you ..... (mocie Toro Kak 3aKOHYY JOKJIaN).

3. You will continue your studies ..... (eciu craauTe yCremHo 3K3aMeHbI).
4. We’ll go to the country ..... (eciiu He OyeT TOXKA).

5. ’ll let you know .... (kak TOJBKO y3HAIO Pe3yJabTaThl TEKCTA).

6. Our teacher will be angry ..... (ecu MBI HE clleTIaeM JOMAIIIHEE 3a/IaHKE).

O©CoONO OIS, WNREF P

KonTpoJbHasi padora Nels
1. Look through the letter and answer the questions.
Dear Mr. White,

I learned about your job opening for the position of records manager in one of Michigan job
portals dated 28th August. | have all the experience and educational background you are
looking for in an ideal candidate. As requested in the advertisement, | have enclosed my
resume that will give you detailed information about my previous work experience and
educational background.

I have worked as a records manager for the past six years in Diamond Company Ltd. My
responsibilities in the organization involved recording, storing, and analyzing data of the
organization. Further, | ensured that the records met the legal and administrative requirements
and also met the financial settlements. Apart from this, 1 was also responsible for the
monitoring and management of the organization budgets. | am capable of identifying the most
appropriate records and ensure that only the best is delivered to the management. My problem
solving skills provided a lot of benefits in my previous organization for which | was greatly
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appreciated. | am a person that you can count on. I would love to be a part of your team and
work for the betterment and success of the organization in achieving its goals.

It would mutually benefit us if we can meet in person and discuss on this further. You can
contact me at (616)-203-3029 or you can e-mail me at angelina.williams@coverletter.com.

Thanking you.

Yours Sincerely,

Angelina Williams

Attachment: Resume and Work Experience Certificates

Who writes the letter?

To whom does she write the letter?

Does she write the letter to apply for a job?

What position is she applying for?

How did she learn about the position?

Does she have relevant education and experience for the position?
Does she give any details about her experience?

What kind of information?

© o N o g ~ w DpoE

Does her letter show her motivation, enthusiasm, communication skills, and personality?
10. What does she enclose in her letter?

11. Do you think Mr. White will invite her for an interview?

Bpewms BeimonHeHus: — 35 MUHYT
6. IllpuMepbI OLIEHOYHBIX CPEACTB /IJIA MPOBEIEHUSI IPOMEKYTOUYHOM aTTeCTAIMU

6.1 BapuaHThI 3K3aMeHAIIMOHHBIX OMJICTOB:

DK3aMeHannoHHbINA Orter Ne 1

1. Read the text and translate it.

ARCHIVES

An archive is a collection of historical records, as well as the place they are located. Archives
contain primary source documents that have accumulated over the course of an individual or
organization’s lifetime.

In general, archives consist of records that have been selected for permanent or long-term
preservation on grounds of their cultural, historical, or evidentiary value. Archival records are
normally unpublished and almost always unique, unlike books or magazines for which many
identical copies exist. This means that archives (the places) are quite different from libraries
with regard to their function and organization, although archival collections can often be
found within library buildings.

Historians, genealogists, lawyers, demographers, filmmakers, and other conduct research at
archives. The research process at each archive is unique, and dependent upon the institution in
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which the archive is housed. There many different kinds of archives: academic, business (for
profit), government, non-profit, and other.

A person who works in archives is called an archivist. An archivist is a professional who
assesses, collects, organizes, preserves, maintains control over, and provides access to
information determined to have long-term value. The information maintained by an archivists
can be any form of media.

The work of an archivist is very important. Archivists must also select records valuable
enough to be stored and preserved for further generations.

The study and practice of organizing, preserving, and providing access to information and
materials in archives is called archive science.

2.Answer the following questions:

1. Is an archive a collection of records or a place?

. What kind of documents do archives contain?

. What is special about archival record?

. Who conduct research at archive?

. What kinds of archives can you name?

. What does an archivist do?

. Can archival information be in form of photographs?

. Why is the work od an archivist very important?

. Translate from Russian into English

ApxuB, HaKalIMBaTh, [OJITOCPOYHOE XpAHEHUE, YHUKAJIbHBIA, HAy4YHbIH, OLICHUBATh,
BbIOMpaTh, XpaHWUTh, O€30MacHOE XpaHEHHUe, IICHHBbIHA, BOCCTAHOBJIECHHE, IU(POBOH,
SJICKTPOHHBIC 6&351 JAaHHBIX, ACJIAaTh MMCPCOLICHKY.

WO ~NO U WN

DK3aMeHaIMOHHBIN OmieT Ne 2

1. Read the text and translate it.

ARCHIVAL SCIENCE

Archival science is the theory and study of the safe storage, cataloguing and retrieval of
documents and items. Emerging from diplomacy, the discipline also is concerned with the
circumstances under which the information or item was, and is used as evidence and memory
of historical facts. Archival science also encompasses the study of past efforts to preserve
documents and items, remediation of those techniques in cases where those efforts have
failed, and the development of new processes that avoid the mistakes of previous techniques.
The field also includes the study of traditional and electronic catalogue storage methods and
digital preservation.

Traditionally, archival science has involved time-honored methods for preserving items and
information in climate-controlled storage facilities. This technique involved both the
cataloguing and accession of items into a collection archive, their retrieval and safe handling.
However, the advent of digital documents and items, along with the development of electronic
databases has caused the field to revaluate the means by which it not only accounts for items,
but also how it maintains and accesses both information on items and the items themselves.
While generally associated with museums and libraries, the field also can refer to individuals
who maintain private collections (item or topic specific) or to the average, person who seeks
to properly care for their family heirlooms.

2. Say whether the following statements are false or true:

1. Archival science is the safe storage, cataloguing and retrieval of documents and items.

2. Archival science comes from diplomacy.

3. The field studies the way documents and items were stored and preserved in the past.

4. Archival science includes only the study of traditional methods of storage and cataloguing.
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5. Methods for preserving items and information haven’t changed in course of time.

6. The field refers only to museums and libraries.

3. Translate from Russian into English

HakamnmuBath, TEpBOMCTOYHHUK, HA OCHOBAHHH, COXPAHSITh, OOECIEUYHTH OCTYI, KaTaJor,
U3BJICUCHHE, OOCTOSTEILCTBO, IIPOBEPEHHBIH BPEMEHEM, MOTIBITKH, YCIOBHS XPaHCHHUS.

DK3aMeHanoOHHbINA OmteT Ne 3
1. Read the text and translate it.

ACADEMIC ARCHIVES

Academic archives exist to keep and celebrate the history of their school and academic
community. An academic archive may contain documents such as papers of former
professors and presidents, memorabilia related to school organizations and activities, and
items the academic library wishes to remain in a closed-stack setting, such as rare books
or thesis copies. Admission to the majority of these is by appointment only. Users of
academic archives are often graduate students and those wishing to view rare or historical
documents for investigation purposes.

2. Explain the difference between the following pairs of words:

To choose — to select, to store — to preserve, advent — appearance, academic — scientific,
record — document, to assess — to revaluate, valuable — unique, to accumulate — to preserve.

DK3aMeHaIMOHHbIN OuieT Ne 4

1. Read the text and translate it.

THE WORK OF AN ARCHIVIST

Archivists assess, collect, organize, preserve, maintain control over, and provide access to
information determined to have long-term value. These workers preserve important objects
and documents, including works of art, photographs, coins and stamps, and historic objects.
Archivists plan and oversee the arrangement, cataloguing, and exhibition of collections. They
acquire and preserve important documents and other valuable items for permanent storage or
display. They also describe, catalogue, and analyze valuable objects for the benefit of
researchers and the public. Archivists collects, organize, and maintain control over a wide
range of information deemed important enough for permanent safekeeping. This information
takes many forms: photographs, films, video and sound recordings, and electronic date files in
a wide variety of formats, as well as more traditional paper records, letters, and documents.

In accordance with accepted standards and practices, archivists maintain records to ensure the
long-term preservation and easy retrieval of documents and information. Records may be
saved on any medium, including paper, film, videotape, audiotape, computer disk, or DVD.
They also may be copied onto some other format to protect the original and to make the
records more accessible. As various storage media evolve, archivists must keep abreast of
technological advances in electronic information storage.

Generally, computers are used to generate and maintain archival records. Professional
standards for the use of computers in handling archival records, especially electronic, are still
evolving.

Archivists often specialize in an area of history so they can more accurately determine which
records in that are qualify for retention and should become part of the archives. Archivists
also may work with specialized forms of records, such as manuscripts, electronic records,
websites, photographs, cartographic records, motion pictures, or sound recordings.
Employment as an archivist usually requires graduate education and related work experience.
Many colleges and universities offer courses or practical training in archival techniques as
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part of their history, library science, or other curriculum. A few institutions offer master’s
degrees in archival studies.

2. Answer the questions to the text.

1. What do archivists do?

2. What objects do they preserve?

3. What forms can information take?

4. Can records be saved on audiotape?

5. Why are records usually copied onto some other format?

6. Why must archivists keep abreast of technological advances in electronic information
storage?

7. Do archivists have specialization? What for?

8. What do you need to work as an archivist?

3. Translate from Russian into English

HpOI/ISBeL[eHI/Ie HCKYCCTB, MOHETA, MapKa, CJICAUTb, BbICTABKa, IIOKA3, BbICTABIIATDL, JJI 6J1ara,
HpeﬂnonaraeMHﬁ, COXpPAaHCHUC, B COOTBETCTBUM, rAapaHTUPOBATh, pa3BUBaTh, UMCTH IIPaBoO.

DK3aMeHaIMOHHbIN OmieT Ne 5

1. Read the text and translate it.

LIBRARIES

The word “library” is derived from Latina liber, which means “book™. A library is a collection
of books and periodicals. It can refer to an individual’s private collection, but more often, it is
a large collection that is funded and maintain by a city or institution, and is shared by many
people who could not afford to buy so many books by themselves. Many libraries are now
also repositories and/or access points for maps, prints or other artwork, microfilm, audio
tapes, CDs, video tapes and DVDs, and provide public facilities to access CD-ROM databases
and the Internet.

A reference library does not lend books and other items, instead, they must be read at the
library itself. Typically, such libraries are used for research purposes, for example at a
university.

A lending library is a library from which books are lent out.

According to the traditional division the types of libraries are as follows:

Academic libraries are located on the campus of colleges and universities and serve primarily
the students and faculty of that and other academic institutions.

School libraries support the curriculum. Public libraries provide service to the general public
and make at least some of their books available for borrowing, so that readers may use them
at home over a period of days or weeks. special libraries are all other libraries that fall into
this category. Many private businesses and public organizations, including hospitals,
museums, research laboratories, law firms, and many government departments and agencies,
maintain their own libraries for the use of their employees in doing specialized research
related to their work. Special libraries may or may not be accessible to some identified part of
the general public.

2. Answer the questions to the text.

. What origin does the word “library” have?

. What is a library?

. What other items besides books do libraries contain?

. Where are academic libraries located?

. What are school libraries designed for?

. What service do public libraries provide?

. Why are all other libraries called “special?

N OO 01Tk, WN —
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8. Can special libraries be accessible to general public?

3. Translate from Russian into English

HepI/IO,I[I/I‘IeCKI/Ie HU3JaHus, (bl/IHaHCI/IPOBaTB, XpaHWIMaie, medarb, CIIpaBOYHasA 6I/I6J'II/IOTCKa,
Oubnuoreka ¢ ornenoM abOHEMEHTa, OpaTh Ha JOM, IOCTYIHBINA, 00sI3aTEIbHBIN, U3aBaTh,
HUMCTb B HAJIMYUH, ny6n1/n<a.

DK3aMeHalnOHHbINA Omier Ne 6
1. Read the text and translate it.

THE RUSSIAN STATE LIBRARY

The Russian State Library or as it is often called “Leninka” is the national library of Russia,
located in Moscow. It is the largest in the country and one of the largest in the world.

The library was founded on July 1, 1863, as Moscow’s first free public library named The
Library of the Moscow Public Mtiseurft and Rumiantsev Museum, or The Rumiantsev
Library.

In 1925 the library was renamed the V. I. Lenin State Library of the USSR, and remained so
until 1992 when it was given its present name. Between 1922 and 1991 at least one copy of
every book published in the USSR was deposited with the library, and similar practice holds
currently, with the library being designated by law as aplace to hold a “mandatory” copy of
every publication issued in Russia.

Today the Library comprises a unique collection of Russian and foreign documents in 247
languages, stocking over 43 million library units. It is also renowned for its specialized
collections of maps, published and sheet music, audio records, rarities, dissertations,
newspapers and other stock categories.

Anyone above the age of 18, whether a resident or not, is welcome to use any of its 34 reading
rooms.

About 200 new readers come to register with the Russian State Library every day. The overall
number of daily RSL visitors mounts to 4000. The RSL Virtual Reading Halls are available in
80 Russian and CIS cities and are attended by about 8000 visitors daily.

For over 140 years the Library has been providing its resources to a widest variety of readers:
well-known scholars as well as students, both practical specialists and fundamental theorists,
residents and visitors from abroad.

To promote public interest for reading, RSL hosts regular education and cultural events,
bringing together scholars, writers, artists and actors and their audiences at book
presentations, reader’s conferences, public talks and concerts.

RSL is big research institution in the system of library, bibliography and book trade studies.
The Library consistently carries out preparatory works on cumulative Russian book
catalogues and published fundamental researches and practical guides in bibliography.

. Answer the questions to the text.

. Where is the Russian State Library located?

. What century was it founded in?

. Why is the Library often called “Leninka”?

. What publications are held in the Russian State Library?

. What other items besides books can one find in the Library?

. What events take place in the Library?

. Is anybody welcome to use Leninka?

. What kind of work does RSL carry out?

. Translate from Russian into English

WO NOOThWDNDEDN
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BceoOmuii, COBOKYIHBIN, MOMIEPKUBATh, TPaKJIaHWH, HW3/1aBaTh, WUMETh B HAJIWYHH,
PEIKOCTh, IOCTYITHBI, OpaTh Ha BpeMs, 0003HAYCHHBIN, YUpEKICHUE, B OCHOBHOM, OpaTh Ha
oM, OpaTh Ha BpeMsl, yUPESKICHHE.

DK3aMeHannoHHbIA omet Ne 7

1. Read the dialogue and translate it. Make up similar dialogue.

AT THE LIBRARY

A: Id like to get a library card.

B: Do you live in this neighborhood?

A: Yes, | do. I live at 120 Maiden Lane.

B: Do you have any proof of address?

A: Yes, I do. Here’s my driving license.

B: That’s OK. Here’s an application card. Fill in the front application.

Later

A: Could you help me?

B: I’'d be glad to. What is it?

A: | need some dictionaries.

B: You’ll find them in the Reference Room. It’s to the left of the main entrance.
A: What about magazines and newspapers?

B: You’ve to look for them in the Periodical Room. Ask for a separate catalogue for
periodicals.

A: How many books may | take out at one time?

B: You can borrow three books at one time.

A: What about the magazines?

B: Some of them are not to be lent. You can read them at the library. Other magazines can be
taken out, but not than two at one time.

A: Thank you.

DK3aMeHaIMOHHbIN OmneT Ne 8

1. Read the text and translate it.

THE LIBRARY OF ALEXANDRIA

Anyone who has cleaned out a family attic knows the importance of keeping family records.
You may have military records from relatives who served in one of the World Wars or even
the Civil War. Or pictures of your great-great grandparents on the day they become American
citizens. Or the canceled check that paid for your first home.

Now imagine the task of the National archives and Records Administration (NARA) — the
nation’s record keeper.

Many people know the National Archives as the keeper of the Declaration of Independence,
the Constitution, and the Bill of Rights. But we also hold in trust for the public the records of
ordinary citizens — for example, military records of the brave men and women who have
fought for our country, naturalization records of the immigrants whose dreams have shaped
our nation, and even the canceled check from the purchase of Alaska.

In a democracy, records belong to the people, and for more than seven decades, NARA has
preserved and provide access to the records of the United States of America. Records help us
claim our rights and entitlements, hold our elected officials accountable for their actions, and
document our history as a nation. In short, NARA ensures continuing access to the essential
documentation of the rights of America citizens and the action of their Government.

The National Archives was established in 1934 by President Franklin Roosevelt, but its major
holdings date back to 1775. They capture sweep of the past: slave ship manifests and the
Emancipation Proclamation, captured German records and the Japanese surrender documents
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from World War II; journals of polar expeditions and photographs of Dust Bowl farmers;
Indian treaties making transitory promises; and a richly bound document bearing the bold
signature “Bonaparte” — the Louisiana Purchase Treaty that doubled the territory of the young
republic.

The rich stores of material that make up the National Archives of the United States are
available to all.

. Answer the questions to the text.

. What can be cleaned out a family attic?

. What is NARA?

. What important documents can be found in NARA?

. What did NARA do in the time of democracy?

. What was established in 1934?

. Who established the National Archives?

. Who are the rich stores of materials of the National Archive of the USA available to?

3. Translate from English into Russian

Citizen, world war, make up, slave, records, belong to, military, double, establish, date back,
access, claim, government, rights, canceled, check, brave, major, expedition, promise.

~NOoO oIk OWDNNEDN

6.2 IlpuMepsl IPOMEKYTOYHOI'O TECTA

Bapuanr 1

I. Read the text and translate it orally. Translate in writing paragraphs land 4
DEALING WITH INCOMING AND OUTGOING CORRESPONDENCE

1. Incoming correspondence. One of the essential functions of a records office is to receive,
record and distribute incoming and internally created mail of all kinds (such as letters,
memoranda and faxes). Records staff must deal promptly and accurately with many different
kinds of correspondence. Incoming correspondence will reach the records office in a number
of different ways. Some will come through the mail, some by hand, some by telex, fax or
electronic mail.

2. There are also differences in the way in which items are addressed. Some are addressed to a
department and some to individuals either by name or by title of office. Other items may be
illegibly addressed. A smaller number of items will bear security or privacy markings, such as
‘confidential’ or ‘personal.” Some mail may contain cheques, money or other valuables which
need to be carefully recorded and accounted for in the records office.

3. Rules for handling ‘confidential’ and ‘personal’ letters should always be followed. All
other mail should be opened and date-stamped as soon as it is received by the records office.
During this process letters should be kept in a box file or other suitable container.

After the mail has been opened and all enclosures accounted for, each letter must be
registered in the Inward Correspondence Register. All columns of the register must be
completed.

4. Outgoing correspondence. Every letter leaving the records office must quote the full
address and reference number. Security or privacy markings are typed in a prominent position
at the top and bottom of each sheet.

Once a letter has been signed it must be returned to the records office for dispatch. Records
office staff are responsible for maintaining a record of what is dispatched. All letters leaving
the office are registered in the Outward Correspondence Register.

I1. Use “am, is, are”.

1 The mall ... in the centre of the city.

2 They ... old friends.

3 1... busy today.

4 He ... a good teacher.
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5 It... not easy to translate this text.

6 She ... a student of our Academy.

7 We ... at home now.

8 Our students ... future doctors.

9 The investigator ... very experienced.

10 It ... very important to discuss the issue.

III. Translate using “to be” u “to have”.

1 Mue 21 rop.

2 Bbl cTygenTka?

3 M&l B ayIUTOpUH, Y HAC JIEKLIHS.

4 Ona Ha pabore.

5 OHa 3aMyKeM.

6 Ee My — agBOKar.

7Y Hee OoJibIas CEMbS.

8 V HHX CBIH U JOYb.

9 ¥V Bac ectb MammHa?

10 BrI ceityac 3aHATBI?

IV. Fill the gaps with the pronouns.

1 This is my friend. ... is a student.

2 This is a book. ...is thick.

3 Where are the students? ... are in the room.

4 T am a student. ... name is Nick.

5 My friend is a dentist. .... name is Ann.

6 He can give you ... dictionary.

7 She put books into the bag. .... are in the bag.

8 Where is your pen? ... is on the table.

9 We are lawyers. ... friends are lawyers too.

10 Those are our notebooks. Give .... notebooks, please.
V. Make plural.

A judge, a policeman, a law, a city, a sheep, a car, a wife, a match, an ox, a way, a woman, a
bus, a hero, a child, a thief, a court, a key, a bailiff, a goose, a ship, a tooth, a knife, an eye, a
crime.

V1. Use the article where it is necessary.

1 ... Russia is washed by ... Arctic Ocean in ... north.

2 He studies ... history at ... Harvard University.

3 My mother likes to play ...piano in...evening.

4 T always come from ... work late: at ... half past eight.
5 Last summer I visited ...Switzerland and ... Germany.
6 ... Amsterdam is ... capital of ... Netherlands.

7 Her flat is on ... second floor.

8 There is ... big tree in ... garden.

9 ... Smiths are our next-door neighbours.

10 What did you have for... breakfast?

V1I. Make question.

1 My brother works as a militiaman.

2 He gets up early in the morning.

3 His sister is 18

4 We study law at the Academy.

5 They are first year students.

6 Our group learns English.
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7 They go in for sports.

8 We are very busy on Monday.

9 Professor Ivanov delivers lectures in Civil Law.

10 At the end of each term our students have examinations.

Bapuanr 2

I. Read the text and translate it orally. Translate in writing paragraphs land 3

TYPES OF BUSINESS LETTERS

1.Communication through exchange of letters is known as correspondence. We communicate
our feelings, thoughts, etc. to our friends and relatives through letters that are called personal
correspondence. A businessman also writes and receives letters in his day-to-day transactions.
They are called business correspondence. Business correspondence or business letter is a
written communication between two parties. Businessmen may write letters to suppliers of
goods and also receive letters from the suppliers. Customers may write letters to businessmen
seeking information about availability of goods, price, quality, sample, etc. or place an order
for purchase of goods. Let us learn the details about some important business letters.

2.The Enquiry (Inquiry) Letter. You send an inquiry when you wish to have some information
on a product or its sale (after you have seen the product advertised, or displayed at a fair or
exhibition, or you have only heard about it).

The Quotation Letter (a reply to the enquiry) — is a short letter enclosing the required
catalogues and price-lists, a brochure, etc. Some ‘sales talk’, such as 'We are sure our high-
quality products will meet your requirements, and we are looking forward to your early order'
is generally included.

3.The Letter of Complaint is sent by the customer when after receiving the goods he finds that
they are not up to order. They may be of the wrong size or colour, their quality might be
inferior, there might be a shortage of quantity or weight, etc. When you have a complaint, you
relay this information in a professional and ethical manner to the person you have the problem
with.

The Letter of Apology is a reply to the letter of complaint. The Letter of Apology should be
courteous, even if the complainant has abused you. You should be truthful — if you have
already been having trouble with the product, say so. Try to sound sincere, and, where
necessary, be prepared to take full responsibility.

I1. Put the verbs into the right form.

1 We (to translate) this text now.

2 They (to graduate) from the Academy in 2014.

3 We usually (to work) hard at our English because we (to want) to know it well.

4 She (to work) at the Prosecutor’s Office last year.

5 If you (to write) a letter, | (to post) it.

6 | (to translate) this article tomorrow.

7 The judge (to consider) the case now.

8 The investigator (to interview) the eye-witness of the accident tomorrow.

9 If you (to see) her, I (to tell) her everything.

10 In 100 years we (to live) on the new planet.

I11. Translate the sentences paying attention to the construction.

1 The solution of this problem is twice harder than they think.

2 The longer I listened to the speech of the barrister, the more I liked it.

3 The temperature today is not as high as it was yesterday.

4 The more correct information is stored in the computer, the more precise data we get.

5 He is much more intelligent than we thought.

6 This case is more serious than that one.
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7 You must solve this problem as soon as possible.

8 The more he studied, the better he understood the subject.

9 The woman is older than she looks.

10 He is the most generous | have ever met.

IV. Rewrite each sentence or question with GOING TO.

1 Joe plans to buy a new computer next year.

2 We don’t plan to play tennis this weekend.

3 Does Nick plan to join the sports club?

4 What are your plans for next summer?

5 Look! That tree is about to fall over!

6 Do you plan to work hard this year?

7 I don’t intend to get a new car.

8 The forecast for tomorrow is rain.

9 Do Mike and Pat plan to make sandwiches for the party?

10 I think it’s about to snow.

V. Translate the sentences.

1 B xomMHaTe MHOTO HUI'PYLICK.

2 B X0m01MJIbHUKE MaJI0 MOPOKEHOTO?

3 Bo aBOpe MHOTO JIETEH.

4 Ha cToie HEeT KHUTH.

5 B cymke ecth kiroun?

6 B xonoaunpHUKE MaJio sSI0JI0K.

7 CTyz#eHThI B ayAuTOpUn?

8 LIBeTnl HE B Baze.

9 JluBaH B KOMHaTe?

10 Majo MammH B ropo/ie.

V1. Fill the gaps with reflexive pronouns or some, any, no and their derivates.
1 Sue’s children are too young to look after .....................oooinl.

2 Anelephanthurt ........................... when it tried to get out of the zoo yesterday
3 I couldn’t borrow my mother’s car last night because she was using it .................. .
4 I don’t need any help. I can take care of ............................

5 Mr. Woods fell overand hurt .......................... when he was runmng for a bus.
O i can make her happy because she is very sad now.
7 I opened the door but there was ..................oooiiinn.l. there.

B telephoned the police but he didn’t give his name.
OIS teieiiiiii living in that house? It looks empty.

10Theard ...........ccoovviiinnnn.. falling down the stairs.

VII. Put A Question Tag at the end of each sentence

1 Tomwon’tbelate, ......cooviiiiiiiiiiiiiiiiiiiiiiiiii, ?

2 They Were VEry angry, ......o.eeeeeeeeeneeneenennennennn ?

3 Ann’sonholiday, ............cooiiiiii ?

4 You weren’t listening, ............cccoeveiiiinniiinennnnn.. ?

5 Sue doesn’t like 0nions, .........ccoeeeiiiiiiiiiiinnnnn. ?

6 Jack’s applied for the job, ...l ?

7You’ve ot a CAMETa, «ouuvveernieeeiieeeiieeennaennn. ?

8YOUCAN LYPE, .ot ?

9 He won’tmind if I go early, ............cooeviiiiiinian. ?

10 Tom could help you, .......coooeiiiiiiiiiiiii ?

Bapuant 3
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I. Read the text and translate it orally. Translate in writing paragraphs 1

KEY STEP IN RECORDS MANAGEMENT
1.There are several steps in records management, each of them is very important and has its
role. But the most important part in records management is the file plan. A file plan describes
every type of records in the organization, the location where they should be stored, the rules
applying to them, the retention schedule and timeline, manner of their disposition, and the
person or persons responsible for their management.
2.At a minimum the records retention schedule notes how long records must be retained along
with their ultimate disposition. In addition, a retention schedule may indicate:
- a legal or regulatory citation that mandates a specific retention
- how long the records should be maintained in active on-site files
- how long it may need to be retained in off-site inactive storage
- whether it is a vital record
3.The final administrative action taken by an organization with regard to records is
disposition; these actions typically fall into two categories:

- destruction via disposal in trash or recycling, shredding, macerating, incinerating,

pulping, and deleting or other electronic obliteration;

-transfer to an archive for permanent preservation.

I1. Translate using Past Indefinite uim Present Perfect.

1 On nepeBen 3Ty CTaThbiO BUYEpA.

2 OHu yke coOpanu He0OXOJUMbINH MaTepual.

3 OHu e1iie He PacCCMOTPEIH 3TOT BOIPOC.

4 Mara3uH 3aKOH4YWJI CBOIO paboTy 2 Jaca Ha3a.

5 Jlekuus mo JIUTEepaType TOJIbKO-4TO HAYaIach.

6 Ha sToit HEACIIC NHCIICKTOP MOJHUIUH 3aKOHYHNII PACCIICAOBAHNEC [CIa.
7 Korna BbI cjanu 5K3aMeH 10 UCTOpUn?

8 BbI korga-HuOys ObUTH B TeaTpe?

9 Ionuueiickuii apecToBasl MPaBOHAPYLIUTEIS.

10 MHuorue CTPAaHbl OTMCHUJIM BHU3bI HCCKOJIBKO JICT Ha3al.

I11. Translate paying attention to the modals.

1 He can’t be a president. He is too young.

2 All citizens are obliged to observe laws.

3 You will have to do this work now.

4 Judges ought to act according to the law.

5 The investigator should be able to use all the evidence to prove this case.
6 The judge had to release the accused for lack of evidence.

7 Such documents mustn’t be sent by post.

8 A justice after 65 may not serve in a Juvenile court unless specially authorized.
9 The accused might be discharged conditionally.

10 You shall testify at the trial.

IV. Use Present Perfect Tense or Present Perfect Continuous.

I ’'m trying to study. I .............. (try) to study for the last hour, but something always
seems to interrupt me. I think I’d better go to the library.

2 The children are playing basketball right now. They ............... (play) for almost two
hours. They must be getting tired.

3 The telephone ................ (ring) four times in the last hour, and each time it has been for
my roommate.

4 The telephone ..................... (ring) for almost a minute. Why doesn’t someone answer
it?
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STt (rain) all day. I wonder when it will stop.

OWeE .o (have) three accidents so far this week. I wonder how many more
we will have if you keep using the tools carelessly.

TWe . ooiiiiiiiian . (live) here since last June.

8 My little son is dirty from head to foot because he ..................... (play) in the mud.

V. Translate paying attention to Participle | u Participle 11
1 Investigating a serious crime the officer discovered a lot of important evidence against that
young man.
2 When leaving the crime scene, the criminal left some traces.
3 Great Britain has a highly developed country.
4 When questioned the suspect denied the fact that he had committed the crime.
5 All the questions discussed at our meeting last week were very important for us.
6 When arrested he was interviewed every day.
7 He gave me the book taken in the library.
8 When tried at the district court the case was quashed.
9 Voting independently, the General Assembly and the Security Council elect the judges of
the International Court of Justice.
10 While investigating this case the officer interviewed many persons.
V1. Fill in the blanks using the Correct Tense or Voice.
1Listent Anoldtune .........coooiiiiiiiii (play) on the radio.
2 Nobody .....oevveiinnnnne. (help) Mr. Green while the garage ... (paint).
3 Mary ......... (have) a bath before she ............... (call) by one of her friends yesterday.
4 The accountant ............... (look) sad because the bills ................... (pay) yet.
5 He felt sorry when he ........... (realize) that his stamp collection ................... (steal).
6Ifl............ (be) him, I ............ (not / treat) my father like that. He will be sorry for that
in the future.
TIfshe .ooovvviiiiiii.. (see) me, she ............... (get) angry with me, because I had
promised to call her out but I didn’t.
8He ....ovvvvvinin, (stop / smoke) since he ................ (have) a heart attack.
9 Assoonasshe ................... (finish / change) the baby’s nappy, she ............. (take) the
children to school.
10 He said his car ............. already .................... (mend).
VII. Put in A/AN or THE. Sometimes you don’t need either word — you leave it blank.
John Colloway is ............. bank manager. He works in ............ bank in ......... center of
......... London. Every morning he gets up at seven o’clock, has ......... breakfast and
......... cup of ........... coffee, and reads .........."Times”. Then he goes to .......... work by
........ bus. In .......... morning, he usually makes ........... telephone calls, sees ...........
customers and ............ dictates ............ letters. He has .......... lunch at ...........
restaurant near ......... bank. In ........... afternoon he works until five or five-thirty, and then
g0€eS .......... home. He doesn’t work on ........... Saturdays or Sundays; he goes to ............
cinema or reads. He likes ............. novels and ........... history. He i1s not married. He has
........... sisterin .......... Oxford and ........... brotherin ........... London..
VIII. Fill in the blanks with MY, YOUR, HIS, HER, ITS, OUR, THEIR, ME, YOU,
HIM, HER, IT, US, THEM, MINE, YOURS, HERS, HIS, OURS, THEIRS where
necessary
1 Is that Jim’s tie? Show ............... this tie.
2 There is a pen on the table. Give .............. to me.
3 Pass these books to your friends. They are .............. .
4 A: Is this my umbrella?

B: No, itisn’t .............. umbrella. ............. is on the table.
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5 Jane and I are in the classroom. ................ bags are under the desk over there. Could you

bring .............. 110 SR ?
6 Mr. and Mrs. Brown are at the door. This is ...... key. Please give ...... to...... .
7 A: Have you got a green pullover?
B:No, .ooooviiiiin isn’t green. It’s blue.
8 Look at that man. ....... name is John Brown. This passport is ....... .Give ......t0....... .
Bapuanrt 4

I. Read the text and translate it orally. Translate in writing paragraphs land 3
ELECTRONIC DOCUMENT MANAGEMENT

1.History. Beginning in the 1980s, a number of sellers began developing software systems to
manage paper-based documents. These systems dealt with paper documents, which included
not only printed and published documents, but also photographs, prints, etc. Later developers
began to write a second type of system which could manage electronic documents, i.e., all
those documents, or files, created on computers, and often stored on users' local file-systems.
The earliest electronic document management (EDM) systems managed a limited number of
file formats. Later EDM systems evolved to a point where systems could manage any type of
file format that could be stored on the network.

2.Storage. While many EDM systems store documents in their native file format (Microsoft
Word or Excel, PDF), some web-based document management systems are beginning to store
content in the form of html. These policy management systems require content to be imported
into the system. However, once content is imported, the software acts like a search engine so
users can find what they are looking for faster. The html format allows for better application
of search capabilities such as full-text searching and stemming.

3.Enterprise-level Document Management. An organisation is made up of different
departments, each performing specific functions. Each department carries out its own work
and often has to work with other departments. Many EDMS solutions allow the organisation
to co-ordinate and integrate these various departments' records stores to allow the sharing of
information across the whole company. An enterprise-level EDMS provide:

- Efficient communication within and between departments

- Removing the need to physically move documents between areas

- Automatic routing of electronic documents to the appropriate people

4.Document management process. Documents are scanned into the system. The document
management system stores them somewhere on a hard drive or optical disk. The documents
then get indexed. When a person later wants to read a document, he or she uses the retrieval
tools available in the document management system. Which documents can be read and what
actions performed on these documents is dependent on the access provided by the document
management system.

1. Fill in the blanks with a correct form, the Past simple or the Past Continuous.

THe oo, (talk) with Mary, when Mrs. Smith came in.
2They oo (study) two hours last night.

3Jane ..o (sleep) when the telephone rang.

4AST o (walk) to the lab, I met my friend.

SWe i (watch) TV last night.

6 The customer ................cocevvnennnn.. (pay) his cheque when he dropped his credit card.
7Thebarber ........ooooviiiiiii, (cut) my hair yesterday.

8She oo (dance) when she hurt her ankle.

2 L (rain) hard when I got up.

2 (rain) hard last night.

1. Fill in the blanks with a correct form, the Past simple or the Past Perfect.
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1o, he........... (know) her for along time beforethey ............... (get) married?

2He....... (drive) down the hotel wherethey .......... (spend) their honeymoon years ago.
3Whenwe.................. (get) tothe stationthetrain...................... (already / leave).
4He............ (sit) at atable by the window wherehe............. (have) ameal with Jane.
SWhy ....... he...... (not / ask) her to wait and think again before she....... (leave) Paris.

6 Hewaswonderingwhy he ..., (let) her leave so easily.
7Heknewhe...........oooii (earn) that money with a great difficulty.

8 Afterthey .................. (go),he............... (sit)ydownand ......... (light) acigarette.
9He......cocenn.. (have to) go to work by bus because hiscar ............. (break) down.
MOHe. .o (beangry) beforehe ...l (hear) my offer.

IV. Translate paying attention to Participle.

1 The hearing of the case being over, the judge closed the trial.

2 The post of the US President is elective, the presidential elections taking place every 4 years.

3 The investigator being very experienced, the investigation did not last long.

4 The Supreme Court of the USA consists of 9 justices, one of them being appointed as the Chief
Justice.

5 Elections in Great Britain being universal, any British citizen from age of 18 electsasingle
member to the House of Commons.

6 In our courts the participants in the trial are heard in open court, the press having the right to be
present.

7 Elections in the Russian Federation being universal, all citizens at the age of 18 have theright to
elect.

8 A bill being signed by the Queen, it becomes an act of Parliament.

9 The Genera Assembly is composed of all member states, each member having

not more than five representatives in the Assembly.

10 Thejurors having given the verdict, the judge passed the sentence.

V. Open the brackets considering the function of the verb “to have”

1 This young man (to have) committed a crime.

2 My friend (to have) to trand ate the text from Russian into English.

3 We (to have) alecture in administrative |law tomorrow.

4 All the students will (to have) their practice when they arein the third year.

5 He told us that a new jury (to have) to be appointed.

6 We (to have) to study a number of documents, statutes, judicial decisions to understand English
Constitutional Law.

7 The investigator (to have) solved the crime quickly.

8 Asthe case was rather serious the solicitor (to have) to hire a barrister.

9 How long (to have) it been snowing?

10 | (to have) no idea how to get to the nearest Police Station.

VI. Fill in say or tell.

1 Everything Tom ....... About Mary was true.
2You...... that you loved her.

3 Tom ..... everybody he was tired.

4 Mary .... she needed money.

5 Tom ..... me he was homesick.

6 Tom .... something I couldn’t understand.
7 Tom and Mary ..... us about their trip.
8 I.... Him how proud I was of him.
91..... Mary to help Tom, but she didn’t.
10 Tom .... goodbye to his friend.
VII. Translate sentences paying attention to the gerund.
1 After watching the film | met my grandma.
2 My sister loves playing with our dad.
59



3 | missjogging. Now | am not alowed.

4 | keep leaving for work late.

5 My cousin can’t help laughing.

6 Tom suggested going for awalk.

7 Larry detests practicing judo with me.

8 Ricky enjoyed reading science-fiction.

9 Grag hates playing golf.

10 Can you image stealing money from a bank?

Bapuant 5
I. Read the text and translate it writing
IRON MOUNTAIN
Iron Mountain is a world leader in information management services, assisting more than
156,000 organizations in 35 countries on five continents with storing, protecting and
managing their information. Organizations in every major industry and of all sizes rely on
Iron Mountain as their information management partner.
Iron Mountain safely stores some of the world’s most valuable historical artifacts, cultural
treasures, business documents and medical records, including the wills of Princess Diana,
Charles Dickens and Charles Darwin, and the original recordings of Frank Sinatra. To
properly protect and render this information, Iron Mountain employs almost 20,000
professionals and has the infrastructure that includes more than 1,000 facilities, 10 data
centers and 3,500 vehicles.
Iron Mountain provides the following services:

- Information Management (including scanning and digitizing services)

- Data Protection and Recovery
- Information Storage and Destruction

Iron Mountain helps organizations develop and manage a secure, fully integrated document
management program and fully automate the business process, which allows to eliminate
paper from the process.

I1. Discramble the sentences:

1 If / she / she’ll / misses / bus / the / the / walk

21If / he / he’ll / concert / goes / his / suit / the / to / wear
31f / she / she’ll / cook / isn’t / dinner / tired

41f / I'm / I’'ll / busy / not / you / wvisit

51f / you / you’ll / be / don’t / school / finish / sorry

6If / he / he’ll / a / get / good / hard / job / works

I11. Translate paying attention to infinitive.

1 Sam was glad to have been told it.

2 Pam bought a book to be read at the train.

3 He seems to have made the model of the battle ship.

4 Sam must have forgotten to come to the meeting.

5 Ben was seen to have been painting the fence.

6 I’m really glad to have met you here.

7 Liz remembered to have been told to come to the office at noon.

8 Ben hope to be helped by his friend.

9 These re the books to be read during winter holidays.

10 Kate is very sorry to have said such unpleasant words.

IV. Underline the participle in the following sentences.
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1 Singing birds are shown in the Annual Bird Show in our town.

2 The galloping horse scared the child.

3 The lorry was carrying stolen goods.

4 Rolling stones gather no moss.

5 Be careful with all that broken glass!

6 Barking dogs are not always dangerous.

7 I don’t want that burnt toast.

8 It was the unknown factors that made the problem difficult

9 A swinging gate kept me awake all night.

10 The climber was found lost and half-frozen two days later.

V. Match the following sentences in column A using the correct choice from column B.
A B

1. Everyone on board the plane would have died a) If | had not been to a doctor.

2. If the officials hadn’t stopped the poor man,  b) if you had taken him to the fun-fair.

3. If the climbers had found an easy way, c) if the plane had crashed.

4. 1 would be in a hospital now d) she could have bought some expensive clothes.
5. If he had had enough time last summer, e) so many people wouldn’t have been killed.
6. We would have got wet, f) he could have built his small house in two days.
7. 1 might have come to your help g) if we hadn’t taken our umbrellas.

8. If the driver had not slept, h) they could have reached the top easily.
9. The young boy would have been very happy i) he would have gone on a holiday.

10. If her father had been rich, j) if I had had time last Sunday.

V1. Some of the blank spaces below need ARTICLES, others do not. Fill in the articles
where needed.

1 Tobaccoisoneof ............ most important products of ........... South.

2 i, fresh air is needed by all people.

3o cotton which comes from ............ Alabama is better than .......... cotton
which comes from ............ Oklahoma.

4. air in this room is fresh.

S important products which we ger from ............ India are ........... tea, .........
cotton,and ............ rice.

6 i telephone seldom rings in our home.

T oo, silveris ............. conductor of ............. electricity.

8lgeton............ trainat............ same place every day.

9 i, rainand ............ sun are needed for ............. raising of.......... vegetables.

Bpewms Bemonnenus — 90 MuHyT
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