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1 OBIIAS XAPAKTEPUCTUKA PABOYEM ITPOT'PAMMbBI YUEBHOM

TACIATITAHBI

MecTo TUCHUILIMHBI B CTPYKTYpPe OCHOBHOIi 00pa30BaTeIbHOIi MPOrpaMMbl

VYuebnas mucummummaa CI. 02 HMuocTtpaHHBId  53BIK B MPOeCCHOHATBHOMN
JeSITEILHOCTH SBJISIETCS. YacThIO MPO(ECCHOHAIBHOTO IIMKJIa OCHOBHOM MpOo(ecCHOHANbHOM
obpasoBarenbHOl Tporpammbl B cooTBeTcTBHM ¢ DPI'OC mo cmenmambHoctn 46.02.01
JlokyMeHTalMOHHOE 00eCIIeYeHUE YIIpaBIeHNs U apXUBOBEACHHUS.

1.2. leab ¥ IuIaHUMpPyeMble Pe3yJbTAThI 0CBOEHHS TUCIHMIIUHBI:

[To uToram ocBOEHHSI TUCIMITIIMHBI, 00yUYaIOIIKEcs TOJKHBI IIPOJIEMOHCTPHUPOBATD
pe3ynbTaThl 00y4YeHUs, COOTHEeCeHHbIE ¢ pe3yabratamu ocBoeHuss OOII CIIO, mpuBeneHHbIC

B Ta0JuUIIE:
Kon 3HaHus Ymenus
KOMITIETEHIINH
OK 01 MpaBuiia NOCTPOCHUS MTPOCTHIX U MOHUMATh OOIIUNA CMBICIT YETKO
OK 05 CJIO’KHBIX MPEJI0KEHUN Ha MIPOU3HECEHHBIX BbICKa3bIBAHUM
OK 09 npodeccuoHaALHBIC TEMBI, Ha U3BECTHBIC TEMBbI

OCHOBHBIE 001EyTIOTPEOUTENbHbBIE
ryarossl (ObITOBas U
npodecCuoHalIbHAs JICKCUKA);
JIEKCUYECKUN MUHUMYM,
OTHOCSIIHIACS K OMUCAHUIO
MIPEIMETOB, CPEJCTB U IPOIIECCOB
npodeccnoHanbHOM
NeSTeTbHOCTH;

0COOCHHOCTH MPOU3HOLICHUS;
MIpaBUJIa YTEHUSI TEKCTOB
npodeccnoHanbHOM
HaIpaBJICHHOCTH,

(mpodeccrnoHambHbBIE U
OBITOBEIC),

IIOHUMATh TEKCTHI Ha 0a30BbIC
po(heCCUOHATTLHBIC TEMBI
y4acTBOBAaTh B THAJIOTaX Ha
3HAKOMBIE 00IIHe U
poQeCCUOHATILHBIE TEMBI
CTPOUTH MPOCTHIC
BBICKa3bIBaHU O ceOe U 0 CBOCH
pohecCUOHATLHOM
JeSITeIbHOCTH

KpaTKo 0OOCHOBBIBATH U
OOBSICHUTH CBOU JICHCTBHS
(Tekyuue U nIaHupyeMble)
MUCaTh MPOCTHIE CBSI3HBIE
COO0OI1IEHNUsI HA 3HAKOMBIE WU
UHTEpecyolne
npo¢eCcCHOHATBHBIE TEMBI,
MpaBHJIa TOCTPOCHUS IPOCTHIX U
CIIOKHBIX MPEJIOKESHUN Ha
npo¢eCCHOHATBHBIE TEMBI,
BeCcTH Oeceny (BKIIOUast
Tesie()OHHBIE TIEPEroBOPHI) HA
WHOCTPAHHOM $SI3bIKE Ha
TTOBCE/THCBHBIC U
po(heCcCUOHATILHBIE TEMBI




2 CTPYKTYPA U COJIEP)KAHUE YYEBHOW JUCIIUTIJIAHBI
2.1 O0beM y4eOHOM TUCHHUIUIMHBI U BU/bI Y4eOHOH padoThI

Bupa yueOHoii padoThl

O0BeM yacoB

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




2.2. TemaTnueckuii IJIaH U coflep:kaHue y4eOHOH AucHMIUINHBI «MHOCTpPaHHBIN A3BIK B NPO(ecCHOHAIBHOMI esiTeTbHOCTI

Koabl
KOMIIEeTEeHIINIi,
(popmupoBanuio
HaumenoBanue Copep:xanue yuedOHOro MaTepuasia u popMbl OpraHU3alMu eI TeTbHOCTH O0bem KOTOPBIX
pa3/iesioB U TeM o0yyarommxcst B Yacax
crnocod0cTByer
3J1eMeHT
NPOrpaMMbl
1 2 3 4

Tema 1. Copaeprxanue y4eOHOro MaTepuaJa OK 01
Corpyanukm. [IpakTuueckoe 3anstue Ne 1 OK 05
BusurtHbIe 1. T'pamMaTHyYecKuii MaTepual: JUYHBIE MECTOMMEHHUS; IPOCTOE HACTOSAIIEE; APTHKIIH; OK 09
KapTO4YKH KOJINYECTBEHHBIE YUCIIUTENbHbIC, IPUTSHKATEIbHBIE MECTOMMEHUS

2. Hogsrii BokaOymsip 8

3. doHeTuKa: yrapeHUue U UHTOHALUS

4. UYrenwue: A staff list (cicok corpyanukos), Business cards (BU3MTHbBIC KapTOYKH)

5. KontponsHas pabota

CamocrosiTeibHas padoTa 00y4yaommxcst 2

BeinosnHeHne rpaMMaTHYecKiX M JIEKCUYECKUX YIIPaKHEHHUH
Tema 2. Conep:xanue yueOHOTro MaTepuaJia
OO0wmenne no [TpakTnueckoe 3ansaTue Ne 2 OK 01
Teaedony 1. 'pammaTHyUeckuii MaTepHra: MHOKECTBEHHOE YHCIIO CYIIECTBUTEIbHBIX, OTBETHI Ha OK 05

o011re ¥ crieraibHble BOIPOCH B IPOCTOM HACTOSILEM BPEMEHH, TOBEIUTEIbHOE OK 09

HAKJIOHEHHE, IMYHBIE MECTOMMEHHS B O0BEKTHOM TaJIexKe

2. HoBblil BOKaOysip 8

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

4. doHeTrHnka

5. [loBTOpeHue: YnCaUTENbHbIE, AaHTTTUHCKUN andaBUT

6. KonTponbHas pabota

CamocrtosiTeibHast padoTa o0yuyaommxcst 9

BrInonHenne rpaMMaTHYECKUX U JIKCHYECKUX YIIPAKHEHUI Ha TeMy.
Tema 3. Conep:xaHue yueOHOro MaTepuaa
®opMbl 001IEHH [TpakTideckoe 3austTue Ne 3 8 OK 01




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

much, many, few, little; npuTspkaTenbHBIN MaaCK CYIIECTBUTEIbHBIX; TOPSIKOBBIC OK 09

YHUCIUTENbHbIC; JaTa, THU HEJENU, BpeMs

2. HoBeriit BokaOyisip

3. Yrenue: A telephone talk, A massage form

4. doHeTuka

5. [ToBTOpEHUe: HACTOSAIIEE TPOCTOE BPEMsi, MHOKECTBEHHOE YHCIIO

CYILIECTBUTENbHBIX, aPTUKIIN

6. KontponbHas pabora

CamocrosiTesibHAsi padoTa 00y4ar0IMXCs

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'pammaTudecKuii MaTepHall: IpocToe mpoiieamee Bpems; there is/are; napeuuns OK 09
TesaeoHy 2. HoBrlii BokaOysip

3. Yrenue: Telephone alphabet; Preparing a telephone call

4. [ToBTOpeHue: yKazaTelbHbIE MECTOMMEHUS; 1aThl U BPEMSI

5. KontponbHas pabora

CamocTtosiTeibHast padoTa 00y4yaommxcst

BrinmonHeHne rpaMMaTHYeCcKUX U JICKCUYECKUX YIPAKHEHUH
Tema 5. Conep:xanue yueOHOTro MaTepuaJia OK 01
Teaedonnas kaura | [Ipaktuyeckoe 3ansrue Ne 5 OK 05

1. I'pammaruyeckuii MaTepual: mpocroe Oyaylee; NpUAaTOUHbIE TPEIOKEHHUS OK 09

YCJIOBUS M BPEMEHHU; MpHJIaraTejbHOe/CylecTBUTENbHOE Other; Bo3BpaTHbIe

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

2. Word study: the verb to leave

3. Yrenwue: The company phone book; Yellow Pages

4. [ToBTOpEHUE: MpocToe MpoIIe/IIee BpeMs; puiarateababie much, many, few,

little

S. KonTponbHas pabora

CamocrosiTeibHasA padoTa 00y4yaommxcst

BeimonHeHNe rpaMMaTHYecKiX M JISKCHYECKUX YITPasKHEHHUH
Tema 6. Copepxxanue yueOHOro MaTepuaJa OK 01
Kak HazHauurthb OK 05

[Tpaktuyeckoe 3ansatue Ne 6




BCTpevy 1. I'pamMmaTnyeckuii MaTepHai: HacTosIIIee IPOIOKEHHOE BpeMsi; t0 be going to; OK 09
KOJIMYUECTBEHHBIC YHCIIUTEIbHBIC; MECTOMMEHHUS SOMe/any/No 1 ux MPOU3BOIHbIC
2. Word study: the verb to arrive
3. Yrenue: An appointment; Receiving visitors
4. [ToBTOpEeHME: npocroe Oyayiiee BpeMs U NpUIATOYHbIE IPEJIOKEHHS YCIOBUS U
BpPEMEHHU
5. KontponbHas pabora
CamocrosiTesibHasi padoTa 00y4ar0IMXcst
BrInonHenne rpaMMaTHYeCKUX U JIEKCUYECKUX YIPAKHEHUI
Tema 7. Conep:xanue yueOHOro MaTepuaJia OK 01
PHpMBL. [TpakTrueckoe 3anstue Ne 7 OK 05
Komnanun. bankn | 1 ['pammaTHyUeckuii MaTepHall: HACTOSAIIEE COBEPIICHHOE/COBEPILIEHHOE MTPOIOIKEHHOE OK 09
BpeMsi; a0COITIOTHBIE (DOPMBI IPUTSKATEILHBIX MECTOMMEHUIT; MeCTOMMEHHsT ONe/ONes;
apTUKIIA C HAMUMEHOBAHUSIMU Mara3uHoB, GUpM, KOMIIaHUH, 0aHKOB
2. Word study: the adverbs too-either
3. Urenue: Another visitor; At the airport
4. Word formation: conversion; the text says that
5. TloBTopenue: KOHCTpYKIMHU there is/are; mpuTsHKaTeNbHBIN MaAeXK CYIIECTBUTEIbHBIX
6. KontpospHas pabota
CamocrosiTesibHas padoTa 00yYarOIuXCcst
BrInonHeHne rpaMMaTHYeCKUX U JIEKCHYECKUX YIPAKHEHUN
Tema 8. Copepxanue yueOHOro MaTepuasa OK 01
Lesson Eight [pakTrueckoe 3anstie Ne 8 OK 05
1. I'pammaTuyueckuii MaTepHal: MOJAIbHBIE TJ1aroJibl; SKBUBAJIEHT MOJAJILHOTO TJIaroJia OK 09
must; criocob6a BeipaskeHus mpockO; to like doing smth, to be interested in doing smth;
APTUKIIM C HAa3BaHUSIMU CTPaH, TOPOJIOB, YIIUII, IJIONIAIeH
2. Word study: the words to visit-a visit
3. Urenwue: Structure of business letter; British and American style; Travel arrangements
4. Word formation: o6pa3oBanue CyIIeCTBUTEILHBIX
5. TloTopenwue: Present perfect & Past simple; to have
6. KonrpomnpHas pabora
CamocrtosiTeibHAs padoTa 00yuyaommxcst
BrinonHeHne rpaMMaTHYECKUX U JIBKCHYECKUX YIPAKHEHUH
Tema 9. Conep:xanue yueOHOro MaTepuaJia OK 01




Kak cocTraBuThH
npurjamneHne

[Tpaktuyeckoe 3anstue Ne 9

1. 'paMMaTHyecKuii MaTepHall: CTPaAaTeIbHBII 3aJI0T; CI0KHOE AonoiHeHue; the letter
informing; apTukIIu ¢ HAUMEHOBAHUEM a3POIIOPTOB, PEHCOB, BOK3aJIOB, ITOE3/I0B, CTAHIIUN

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. KontponbHas pabora

CamocrosiTeibHast padoTa 00y4yaommxcst
Bremonnenue IpaMMaTHYCCKUX U JICKCHUYCCKUX pra)KHeHI/Iﬁ

OK 05
OK 09

Tema 10.
TI'ocTenpuumcTBO

Coaep:xanue yueOHOTo MaTepuaJia

[TpakTuyeckoe 3anstue Ne 10

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

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

3. Urenue: Hospitality; Safety and symbols in offices

4. Word formation: o6pa3oBanue mpuiIaraTeIbHbIX

5. [NoBropenue: monanbHbie riaroisl shall/should/ought to/must; The Passive Voice
(Simple tense); napeuus

6. KonTponpnas pabora

CamocrosiTeibHas padoTa 00y4yaommxcst
Brmonnenne IrpaMMaTUICCKUX U JICKCHUYCCKUX pra)KHeHI/Iﬁ

OK 01
OK 05
OK 09

Tema 11.
Mo3apasienust

Coaep:xanue yueOHOro MaTepHaJia

[Ipaktuueckoe 3anstue Ne 11

1. 'pammatnyeckuii MaTepHuai: TepyHAni; ClIOCOOBI BhIpaykeHHsI Oy IylIero BpeMEHH;
MOOAJIBHBIC TJIAaroJIbl U X 3KBHUBAJICHTHI B KOCBEHHOU peun

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

3. Urennue: 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. KonTtponpHast pabora

CamocrosiTeibHass padoTa 00y4yalommxcst

OK 01
OK 05
OK 09




BrinosHeHNEe rpaMMaTHYECKUX U JIEKCHUECKUX YIPaXKHEHUN

Tema 12,
ITocemenue
HHOCTPAHHOI0
rocyaapcraa

Conep:kanue y4eOHOT0 MaTepuaJia

[TpakTuueckoe 3ansaTue Ne 12

1. I'pammarnueckuii MaTepuai: IPUYACTHE HACTOSIIETO BPEMEHH; OTpHUIIaTeIbHAsS (popma
06H_II/IX BOITPOCOB; apTHUKIIM C HANMMCHOBAHUCM TE€ATPOB, KUHOTCATPOB, MY3€CB,
pecTopaHoB

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

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

4. Word formation: ciioskHbI€ CyIIECTBUTEIILHBIE

5. TTosTopenue: complex object; the passive voice; MmogansHBII T1aroa must u ero
aKBUBaJICHT 10 have to; mpunaTouHbie NPEUIOKEHHS YCIOBHS U BPEMEHH

6. KonTtponpHast pabora

CamocrosiTesibHas padoTa 00y4YarOIIuXCst
BrinonHeHnne rpaMMaTHYECKUX U JEKCUYECKUX YIPAXKHEHHUH

OK 01
OK 05
OK 09

Tema 13.
JlamiomaTrndeckas
HOTA

Coaep:xanue yueOHOT0 MaTepHaJia

[TpakTrueckoe 3austue Ne 13

1. I'paMmaTHyecKuii MaTeprall: IpUYACTHE MPOIIEAIIETO BPeMEH!; HHOUHUTHB; apTUKIIN
C HAa3BaHUAMMU I'a3€T U XKYpPHAJIOB

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

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

4. Word formation: revision of conversion

5. TToBTopenwue: present participle; momanbHbIe Ti1aronsl B KocBeHHO# peuw; there is/are in
perfect tenses; other(s), another, the other(s); pacuieHeHHbIC BOITPOCHI

6. KonTtponpHast pabora

CamocrosiTe/ibHas padoTa 00y4YaroUuXcst
BI)IHOJ'IHCHI/IC I‘paMMaTI/I‘IeCKI/IX 1 JICKCUYCCKHUX ynpamHeHHﬁ

OK 01
OK 05
OK 09

Tema 14.
IToBecTka AHA.
CoBemianne

Coaep:xanue yue0HOro MaTepHaJia

[Ipaktuueckoe 3ansitue Ne 14

1. I'pammatruueckuii MaTepuai: YCIOBHbIE MPEATIOKEHNUS; TACCUBHBIN/Tep(EKTHBII
WH()UHUTUB; apTUKIU C TPAMMaTHYECKUMH MOHATHSIMU

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

3. Urenwue: Agenda; Minutes of a meeting

4. Word formation: revision of suffixes

5. [loBTOpeHue: repyHaMii; CTENEHN CpaBHEHUS MpUjlaraTebHbIX U Hapeuuii;
much/many/few/little

OK 01
OK 05
OK 09

10




6. KonrpoasHas pabota

CamocrosiTesbHasi padoTa 00y4ar0IMXCs
Brmonmenne IrpaMMaTHYCCKUX U JICKCUYCCKUX ynpamHeHI/Iﬁ

Tema 15.

Kak caenarnb
Npe3eHTAlMIo.
JInyHas BcTpeya

Coaep:xanue yueOHOTo MaTepHaJia

[Ipaktuueckoe 3anstue Ne 14

1. I'pamMmaTHyecKuii MaTepUall: yCIOBHBIC IPEIOKEHUS; IITUTEIbHbBIN HHPUHUTUB;
APTHKJIA C (baMI/IJ'II/I}IMI/I U 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. IToBropenue: past participle; abcomornas hopma nputsokarenbhbix; few — a few/little —
a little

6. KonrponrsHas pabota

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

OK 01
OK 05
OK 09

HpOMe)KyTO‘{Haﬂ aTTeCTAMA OK3AMEH

Koncyabranuun

Bcero:

152

11




3 YCJOBUS PEAJIU3ALIAN ITIPOTPAMMbBI YUEBHOM JTUCIUILIUHBI

3.1 MaTepuajibHO-TEXHHYECKOE o0ecrneyeHne

Jis  pealM3zaluy  MPOrpamMMbl  Y4eOHOM JUCIHMIUIMHBI IPEIyCMOTPEHO HaJu4due
CJICAYIOLIMX CIIEHUAIbHBIX TOMELCHUH]:

KaOuHeT MHOCTPaHHOTO SI3bIKa

KOJIMYECTBO MOCaA04HBIX MecT — 30 mT., cron [uid mpenogasarens 1 mT., CTyd A
npenonasarens 1 mT., Mmonutop obnauneiii 23" LG, mpoekrop Casio XJ 1 mT., 3ByKOBBIE
KoJoHKH Microlab 2.0 1 mir., skpan 1 mr., Harmsagaeie Matepuanbl 1 CD, mocka mapkepHas
MeJloBast KOMOMHUpPOBaHHAs | IIT., AUJAKTHYECKUE TTOCOOHS.

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

2. Microsoft Office ProPlus Educational AllLng (OOO «AKuIeHT», IOTOBOP
Ne32009496926 ot 21.10.2020, muuen3us NeV8953642, neiicteue ot 01.11.2020 nmo
31.10.2021);

3. Visual Studio 2017 (cBobomHOE);

4. Google Chrome (cBoboaHOE);

5. Internet Explorer (cBo6oaHOE).

[lomenieHue 115 cCaMOCTOSITENbHON pabOoThl 00yYarOIIUXCsl

Paboune mecta Ha 6a3e BHIYMCIUTEIbHON TEXHUKH C YCTAHOBJICHHBIM O(QHCHBIM TAaKETOM
C BO3MOJKHOCTbHIO MOAKIIOUEHUs K ceTH "MHTepHeT" u obecrnieueHuemM 1ocTyna B 3JIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENIbHYIO CpEAy OpraHU3allK. a TaKkKe KOMIUIEKTOM 00OpYIOBaHUS
JUTSI TICUATH: TIEPCOHATBHBIE KOMITBIOTEPHI; mocagoHbiXx MecT — 30 mr. Cron nmpenoxasarens - 1
wt; Ctyn npenonaBatens - 1 mr; Jlocka MapkepHast - 1 mt; MynbTUMeIUIHbBIN TPOEKTOp ¢
IKPaHOM

3.2. UnopmannonHoe odecnevenne peajsusanum NporpamMmbl

JUis peanuzany TporpamMMbl  y4eOHOW JUCHUIUIMHBI OuOmoTewnbii Goung BBIY
YKOMIUIEKTOBAH MEYaTHBIMU U 3JICKTPOHHBIMH U3JaHUSIMHU.

OOyuvaromuecs M3 4YUC/Ia HMHBAIWJIOB M JHUI C OIPAaHUYEHHBIMH BO3MOXXHOCTSIMHU
310pOBbsl OOecrieueHbl NeYaTHBIMU U (MJIM) 3JIEKTPOHHBIMU OOpa3oBaTeIbHBIMU peCypcaMu B
dopmax, afanTHPOBaHHBIX K OTPAHUYCHUSM HX 3710POBBSI.

OcHOBHBIC HCTOYHHMKH:

1. ApxunoBuy, T. Il. Awnrnuiickuii s3blk 11 TymanutapueB (Bl) : yueOHuk u
IOPaKTUKYM JUIsL cpenHero mnpodeccuoHanibHoro oobpaszoBanus / T. II. Apxunosuu, B. A.
KopotkoBa. — Mocka : MznmarensctBo HOpaiit, 2025. — 746 c¢. — (IIpodeccuonanbuoe
oOpazoBanue). — ISBN 978-5-534-17591-2. — Texkct : anexTpoHHbIN // ObOpa3oBarenbHas
iatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/568710

2. TlectoBa, M. C. AHrIuiCKU SI3BIK: TIEPEBOJ KOMMeEpUYecKoil gokymeHTaruu (B2) :
y4eOHHUK JUTst cpenHero npodeccuonansaoro oopaszoanus / M. C. [lecroBa. — 2-e u3zf., ucnp. u
norn. —  MockBa: MzmarensctBo  IOpaiit, 2025.— 191c.— (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-12172-8. — Tekcr : snekrponHbid // OOpa3zoBaTenbHas
iatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/565798

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

JlonoJHuTeIbHbIEe HCTOYHUKH

1. Aurnuiickuii s3eik Juis rymanutapueB (B1—B2). English for Humanities :
yueOHUK Ul cpenHero npodeccuonanbHoro odpazosanus / O. H. CrornueBa, A. B. bBakyses,
I'. A. TTaBnoBckas, E. M. MykoBaukoBa. — Mockga : M3matenserBo FOpaiit, 2025. — 206 ¢. —
(ITpoeccuonansroe obpazoBanue). — ISBN 978-5-534-10072-3. — Tekcr : 37eKTpOHHBIH //
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https://urait.ru/bcode/565798
https://urait.ru/bcode/557900

OopazoBarenbHas miardpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/565015

2. T'ypees, B. A. Aurnuiickuii s3pik. ['pammatrika (B2) : yueOHMK M TpPaKTHKYyM IS
cpennero npodeccuonansHoro obpasosanusi/ B. A. I'ypeeB. — 2-e uzn., nepepab. u jom. —
Mocksa : U3parensctBo HOpaiit, 2025. — 304 c. — (IIpodeccuonanpHoe oOpa3oBaHHE). —
ISBN 978-5-534-17134-1. — Tekcr : snekrponusii // Obpa3zoBarenbHas miardgopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/564988

3. Yuxwunesa, JI. C. AHrummiickuii s3bik Ui MeHemkepoB (B1—B2): yueOHuk u
MPaKTUKYM I cpenHero npodeccuonanbHoro oopazosanus / JI. C. Yukunesa, E. B. JIusckas,

JI. C. Ecuna. — 2-e w3a., mepepad. u jgom. — Mocksa : M3marensctBo FOpaiit, 2025. —
203 c.— (IIpodeccuonansnoe ob6pazoBanue). — ISBN 978-5-534-08492-4. — Tekct
DIIEKTPOHHBIN // Ob6pazoBarenpHast mwiardopma Opaiit [caiiT]. —

URL: https://urait.ru/bcode/564856

DJIeKTPOHHBbIE pecypchbl
1. Enunas xomekims nupoBbiX oOpasoBareibHbIX pecypcoB. — URL: http://school-
collection.edu.ru/ - TekcT: 3JE€KTPOHHBIMH.

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

3. Ownnaiin-cioBapp MULTITRAN. - URL:http://www.multitran.ru  —  Teker:
3JIEKTPOHHBIMN.

4.  @enepanbHbli  EeHTp  WHGOPMAIMOHHO-O00pPA30BATEIBHBIX  PECYpCOB. -
URL:http://fcior.edu.ru/ - Pexxum noctyna: cBOOOAHBIH. — TEKCT 3JC€KTPOHHBIN.
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4 KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHHUA YYEBHOM I CIUILIAHBI

CTPOHUTH MPOCTHIC BBICKA3bIBAHUS O ceOe U
0 CBOEH MpoQeCCHOHATBHON AeSITeTbHOCTH
KpaTKo 000CHOBBIBATh M OOBSICHUTH CBOU
NecTBUS (TEKyIIHUE U TUIAHUPYEMBIE)
MUCaTh MPOCTHIC CBS3HBIC COOOIICHHS Ha
3HAKOMBIC WJIU HHTEPECYIOIIHUE
npodeccHOHaTbHBIC TEMBI ITPAaBHIIA
MOCTPOESHHMSI MTPOCTHIX U CIOIKHBIX
MIPEUIOKEHUH Ha TPO(eCcCHOHANBHBIE
TEMBI

3HATB!

MpaBUJIa MMOCTPOSHHUSI MTPOCTHIX U CIIOKHBIX
MIPEUIOKEHUH Ha TPO(eCcCHOHATBHBIC
TEMBI

OCHOBHBIE 00IIEYIOTPEOUTETHHBIE
riarosibl (ObITOBast U MpodeccroHanbHas
JIEKCHKA)

JIEKCUYECKUI MUHUMYM, OTHOCSIIIUNCS K
OIHMCAHMIO MTPEIMETOB, CPEJICTB U
MIPOIECCOB NMPO(ecCHOHAIBHOM
JeSTEeTbHOCTH

0COOEHHOCTH MPOU3HOILIEHUS

MIpaBUJIa YTEHUS TEKCTOB
npo¢eccCHOHATIbHON HANPaBJIEHHOCTH

3HAaKOMBbIE
poecCHOHANLHBIC TEMBI U
y4acTBOBAaTh B TUAJIOTaX IO
xo.y npodeccrnoHaIbHON
NEeSITeIIbHOCTH Ha
AHTJIMICKOM SI3BIKE.

[Tucatp kpaTkue cooOIIeHUS

Ha HpO(beCCI/IOHaHBHYIO TEMY.

Pe3yabTarsl 00yyeHus Kpurepum ouenkun MeTtoanbi

OIIEHKH
YMETh: IToHuMaTe CMBICI U DKcnepTHoe
MMOHUMATh OOIIUI CMBICI YETKO coJiep’KaHue BhICKa3bIBaHUI | HaOo/IeHuE 32
IMPONU3HCCCHHBIX BBICKA3BIBAHUN Ha Ha aHTJIMHMCKOM SI3BIKE Ha BBITIOJIHCHUEM
U3BECTHBIE TeMHI (ITpodeccuoHanbHbIe U npodeccuoHanbHbIE TEMBI. MPAKTUYECKHUX
OBITOBBIC), [Tornmate comepkanue pabor.
MMOHUMATh TEKCThI Ha Oa30BbIE TEXHUYECKOH JTOKyMeHTauuu | Pe3ynbraTsl
HpO(beCCI/IOHaJIBHBIe TEMBbI nu I/IHCprKI_II/Iﬁ Ha BBITIOJIHCHU A
y4acTBOBAaTh B IMAJIOTaX Ha 3HAKOMbIE AHTJIUHCKOM SI3bIKE. KOHTPOJIbHBIX
o01mue 1 mpohecCHOHATbHBIC TEMBI Ctpoutb BbICKa3bIBaHUS Ha pabot

OlieHKa YCTHBIX
U MHUCHLMEHHBIX
OTBETOB

JI71st OLICHKH TOCTHKEHUS 3aIJIAHUPOBAHHBIX PE3YyIbTaTOB OOYUYECHHS IO TIPEIMETY pa3padOoTaHbl
KOHTPOJIBHO-OLIEHOYHBIE CPEACTBA I NPOBEACHUS TEKYIIETO KOHTPOJISI U IPOMEKYTOUHOU
aTTeCTaIlM1, KOTOPbIE MPUJIaraloTcs K padodeil mporpaMmMe mpeameTa.
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MHNHOBPHAYKHN POCCUN
BJIAJJMUBOCTOKCKHWI I'OCYJIAPCTBEHHbBIN YHUBEPCUTET

KOHTPOJIBHO-OHEHOYHBIE CPEACTBA
JUTSI IPOBEICHUS TEKYIIET0 KOHTPOJIS U TPOMEXKYTOUHOM aTTeCTalluu
10 Y4eOHOM AUCITUTIIINHE

CI.02 Huocmpannwlii a3vlK 6 npogheccuonanbHou

oesameibHOCmu
HpOI‘paMMI)I IIOATOTOBKHU CIICHHHUAJIMCTOB cpe):[Hero 3BCHA

46.02.01 /lokymenmayuonnoe obecneuenue ynpaeieHus u
apxueoeeoeHus

®opma 00yUeHHUS: ouHas

Bnagusoctok 2025
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KoHTponbHO-OLIEHOUHBIE  CpEACTBAa  JUIsl IPOBEIEHUS  TEKYLIEro KOHTPOJIs H
OpOMEXyTOUHOW aTrectanuu 1o ydebnoil mucummmae CI.02 «MHOCTpaHHBIN S3BIK B
npodeCCHOHATIBHON IEATEILHOCTH» pa3padoTaHbl B cooTBeTCTBUU ¢ TpeboBanusmu OIOC CIIO
no crneuuanbHocTy 46.02.01. JlokyMeHTaMOHHOE 00EeCTIeYeHUE YIPABICHUS U apXUBOBEICHHS,
YTBEPXKACHHOIO TIpukazoM MuHoOpHayku PO ot 26.08.2022, Ne 778, npumepHoi
00pasoBaTenbHON MTPOrpaMMoit, paboueii mporpaMMoi y4eOHOM TUCIIUILTAHEI.

Pazpabotumnk(un): M. B. @endpukosa, npenooasamerns

PaccmoTpeno u 01006peHo Ha 3aceJaHuH IUKIOBOW METOINIECKOM KOMUCCUU
ITporokon Ne 9 ot «30» mas 2025 r.
[Tpencenarens LIMK /[/2/5’/ A. JI. I'vcaxosa

I

noonucey
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1 O0mme cBeaenus

KontponbHo-onieHounsie cpeacta (naee — KOC) npeaHazHaueHbl UIsi KOHTPOJIS U
OIICHKH O00pa30BaTEIbHBIX JOCTI)KCHUN OOYYAIOIIMXCS, OCBOMBIIMX MpOrpamMMmy y4eOHOI
nucturiuabl CIN.02 MHOCTpaHHBIH S3bIK B MPO(EeCCHOHATBHOM 1eITeTbHOCTH.

KOC BxmoyaroT B ce0si KOHTPOJIbHBIE MaTepHajbl JJsl MPOBEACHUS TEKYILEro
KOHTPOJISI YCHEBAEMOCTH U MPOMEXKYTOUHOH aTrrecTaluu IO JUCIUILUIMHE, KOTOopas
poBoAMTCS B (hopMe dK3aMeHa (C MCIOIb30BaHUEM OLIEHOYHOTO CPEJICTBA - YCTHBIN OMPOC B
¢dbopMe 0TBETOB Ha BOIIPOCHI OUJIETOB, YCTHBIN OMPOC, TECTUPOBAHUE)

2 IInanupyemble pe3yJbTaThl o0y4eHus no  JAUCHUILIHHE,
o0ecneyuBaOIMe pe3yJbTaThl 0CBOCHHSI 00PAa30BaTeIbHOI NPOrPaMMBbI

Kox Kon .
OK, TTK pe3ynbTaTa HawmmenoBanue pesynbrata 00y4eHus
o0yueHus
OK 01 31 [IpaBuia mnOCTpOEHHUS] MPOCTHIX W CIOXKHBIX MPEIJTOKEHUM Ha
OK 05 poeCCHOHATLHBIC TEMBI
OK 09 3 OcHoBHBIE  OOmeynorpeOuTenbHble  riaroybl  (ObITOBas U
po(eCCHOHAIIbHAS JICKCUKA)
33 Jlexcuyeckuii MUHHUMYM, OTHOCSILIMIICS K ONUCAHHUIO MPEIMETOB,
CPEJICTB ¥ MPOIIECCOB NPO(ECCHOHATILHON e TEIbHOCTH
Oco0OeHHOCTH TPOU3ZHOUICHHs] CIIOB; TMpaBHJIa YTEHUS TEKCTOB
34 po(hecCHOHATLHOW HANpPaBICHHOCTH; (Pa3bI-KIUIIE I BEACHUS
Oece/pl U IEPENMCKU Ha MHOCTPAHHOM SI3bIKE
35 Oco0eHHOCTH NepeBOJIa IOKYMEHTOB C HHOCTPAHHOT'O SI3bIKA
V1 [Tonnmath OOIIMI CMBICI YETKO MPOU3HECEHHBIX BBICKA3bIBAHUN Ha
M3BECTHBIE TeMBI (TIpodecCHOHANBHBIE U OBITOBBIC)
[ToHnMaTh TEKCTHI Ha 6a30BbIe MPO(HECCHOHATEHBIC TEMBI
y2 y4acTBOBATh B JHAJIOTax Ha 3HAKOMbIE 00IIKe U podeccCuoHalbHbIE
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 CBsSI3aHHBIE COOOINEHUS Ha 3HAKOMbIE WU
MHTEpECYyIoMe NpodeccrnoHaIbHbIE TEMBI
v7 Bectu Oeceny (Bkmtouasi Tene()OHHbIE IEPETOBOPHI) HA HHOCTPAHHOM
SI3bIKE Ha MMOBCETHEBHBIE W TPOPECCHOHATHLHBIE TEMBI

3 CoorBeTcTBHE OLEHOYHBIX CPEACTB KOHTPOJMPYEMbIM pe3ybTaTaM

00y4eHuUs
3.1 CpencrBa, npuMeHsieMble 1JIs1 OIEHKH YPOBHSI TEOPEeTHYECKOM MOATOTOBKHU
Kpartkoe Kon HaumeHoBanue oleHoYHOoro
HaNMCHOBAHNEC pesyib , CpeJCTBa U MPEJCTABICHHUE €T0 B
pasnena Tata ITokasarenb” OBIaAEHUS KOC3
(Momyns) / pe3ynbraTaMmu 00y4eHus "
TeMBI o0yue Texymmit [MpomexxyrouHast
JTUCITUTLTAHBI HUSA KOHTpOJIB* arrecTanus’
Paznen (Mmoayas) 1
CnocoOHOCTB MOCTPOSHUS MTPOCTHIX
Tema 1.1 POCHHA TP Konmponenas | Ilpomescymou
31 U CIIOKHBIX MPEJI0KECHUHN Ha .
CPC o Teme 1PO(ECCHOHATTBHBIE TEMBI paboma 1 (n. Hblll mecm
1.1 A staff list D 5.2) Bapuanm 1 (n.
32 Crioco6GHOCTB YyIOTpeOISTh
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Kpatkoe
HaMMEHOBaHUE
paznena
(Momyms) /
TEMBI
JUCLIUTUINHBI

Kog
pe3yib
TaTa
o0yde
HUS

IMokaszarens? OBIAACHUS
pe3ynbraTamMu 00ydeHus

HaumenoBanue OIICHOYHOT'O
Cpe€acCTBa U MPEACTABJICHUEC €TI0 B
KOC®

Texkymmii
KOHTpOJIE

IIpomexyTouHas
arTecTanus’

00IIeyOTPEOUTEIIEHBIC TJIATOJIbI
(6pITOBAs M TIpOodhecCHOHATLHAS
JIEKCHKA)

33

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

34

CrocoOHOCTE paco3HaBaTh
0COOCHHOCTH TIPOU3HOIIICHHUS CIIOB;
MpaBUIa YTEHHUSI TEKCTOB
npodeccuoHambHON
HaTPaBICHHOCTH; (pa3bI-KIHIIE IS
BeJIcHUs Oece/ibl U MIEPEIIMCKU Ha
HHOCTPAHHOM SI3BIKE

y2

CnocoOHOCTh MOHUMATh TEKCTHI HA
0a3oBbIe MPoecCHOHATHHBIE TEMBI

6.2)°

Tema 1.2
CPC o Teme
1.2 Business
cards

33

CrniocoOHOCTh MPUMEHSITH
JIEKCUYECKUI MUHUMYM,
OTHOCSAILIUICS K OUCAHUIO
MIPEIMETOB, CPEJCTB U MPOIIECCOB
poecCHOHATBHON IESITEIBHOCTH

35

CriocoOHOCTB MEPEBOTUTH
JOKYMEHTBI C HHOCTPAHHOTO SI3bIKa

V6

CriocoOHOCTB UCATh IPOCTHIE
CBSI3aHHBIC COOOLICHHUS Ha 3HAKOMBIC
WM MHTEPECYIOLIHE
podeccuOHANbHBIE TEMBI

Konmponvuas
paboma Ne I (n.
5.2)

Ilpomeorcymou
HblU mecm
Bapuanm 1 (n
6.2)

Paznen (Mmoayan) 2

CriocoOHOCTh MOCTPOSHHS TIPOCTHIX

31 U CJIOKHBIX MPEAJIOKEHUN Ha
po(heCCHOHATBHBIC TEMBI
Tema 2 pod Ilpomeorcymou
CriocoOHOCTB CTPOHUTH POCTHIE Konmponvnas .
CPC no Teme . Hbll mecm
y3 BBICKA3bIBAaHUS O ce0e U 0 CBOEH paboma 2 (n.
2.1 < Bapuanm 1 (n
. poeccCHoHaTbHON IeITENhHOCTH 5.2)
Telephoning 6.2)
CriocoGHOCTh y4acTBOBAaTh B
Y4 | auanorax Ha oOuIe U
podeccuoHaIbHbIC TEMbI
CriocoOHOCTh TPUMEHSITH
JICKCHYECKUI MUHUMYM,
33 OTHOCSIIIUHICS K OITMCAHUIO
MPEMETOB, CPEJICTB U MPOIIECCOB
Tewma 2 p » CPEACTS H TP TIpomesicymou
podecCHOHANBHON AEATELHOCTH Koumponvnas .
CPC o Teme = HbILL mecm
CrocoOHOCTH TTIOHMMATH OOTIIHIA paboma 2 (n.
2.2 Telephone Bapuanm 1 (n
list Vi CMBICIT YE€TKO MPOU3HECEHHBIX 5.2) 6.2)
BBICKa3bIBAaHHH Ha N3BECTHBIC TEMBI '
(mpodeccronabHbIE U OBITOBBIC)
35 CriocoGHOCTE TIEPEBOIUTH
JIOKYMEHTBI C HHOCTPaHHOTO SI3bIKa
Tema 2 34 CrniocoOHOCTh pacro3HaBaTh Koumponvuas Ipomesicymou
CPC o Teme 0c00EHHOCTH IPOMU3HOLIECHHUS CIIOB; | paboma 2 (n. HbLUL mecm
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paszaena [Toka3aresnb” OBIaACHUS KOC3
(momyns) / rara pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
2.3 Answering MpaBUjIa YTEHHs TEKCTOB 5.2) Bapuanm 1 (n
the telephone mpodecCHOHANBHOM 6.2)
HAaIPaBJICHHOCTH; (pa3bl-KIUIIE s
BeJIeHUsI Oece/Ibl U MIePEITICKH Ha
MHOCTPAHHOM SI3bIKE
CriocoGHOCT y4acTBOBATh B
Y4 | nuanorax Ha oOuume u
npodeccHoHaTbHBIC TEMBI
Criocob6HOCTE BecTH Oecemy Ha
y7 | MHOCTPAHHOM S3bIKE Ha

MMOBCEHEBHBIC
npodeccHoHaTbHBIC TEMBI

Pazpnen (moayJin) 3

CriocoOHOCTE pactio3HaBaTh
0COOCHHOCTH MIPOU3HOIIICHHS CJIOB;
nmpaBujia YTCHUA TEKCTOB

Dkzamen bunem

34 npoeccnoHaTbHON 1 (n.61)
HaNpaBICHHOCTH; (Pa3bl-KIIHIIE IS T
Tema 3 BeJIcHUS Oece/ibl U NEPETMCKU 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 5 6.2)
podeccHoHaTbHBIC TEMBI s
CriocobGHOCTE BecTH Oecenmy Ha
WHOCTPAHHOM SI3bIKE HA Yemuwiti onpoc
y7
MOBCETHEBHBIC U (1-5) (n. 5.1)
npoeccroHaIbHBIE TEMBI
CriocoOHOCTB MOCTPOSHHS POCTHIX
31 1 CJIOKHBIX IIPEJIOKEHUN Ha
podeccuOHaNTbHBIC TEMBI
Tema 3 pog Ipomescymou
CrniocoOHOCTh 3HaTh OCHOBHBIE Konmponwvnas -
CPC o Teme 32 HbIL 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 3HAKOMBIE '
WM UHTEPECYIOLIHE
podeccuOHANIbHBIE TEMBI
Paznen (Mmoayas) 4
CriocoOHOCTB MUCATh TPOCTHIE
V6 CBSI3aHHbIE COOOLICHNUS Ha 3HAKOMBIE
WM MHTEPECYIOLIHE
Tema 4 pecy Ilpomescymou
podeccuOHaNbHBIC TEMBI Konmponvuas -
CPC o Teme CrocoOHOCTh IPUMEHSTh aboma 4 (n Mol mec
4.1 Telephone b 1P b ‘ Bapuanm 2 (n
JIEKCUYECKUI MUHUMYM, 5.2)
alphabet . 6.2)
33 OTHOCSIITNHICS K OITMCAHUIO
MPEMETOB, CPEJICTB U MPOIIECCOB
podecCHOHANBHON AEATETLHOCTH
CrniocoOHOCTB pacro3HaBaTh
Tema 4 Ipomescymou
0COOEHHOCTH MPOU3HOIICHUS CJIOB; .
CPC o Teme Ox3amen bunem | Hulll mecm
34 MpaBuia YTEHUS TEKCTOB

4.2 Preparing a
telephone call

npodeccuoHambHON
HaIpaBICHHOCTH; (Ppas3bI-KIUIIIE IS

1 (n.6.1)

Bapuanm 2 (n
6.2)
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Kparkoe Kon HawnmenoBanue o1ieHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena Tara [Nokazarenp® oBnagcHUS KOC?
(momyns) / pe3yabpraTamMu 00y4eHus "
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
BeZicHUs Oecelbl M MEPEMUCKH Ha
WHOCTPAHHOM SI3bIKE
CriocoOHOCTh y4acTBOBAaTh B .
Yemuwiu onpoc
Y4 | auanorax Ha oOuIre U
(6-10) (n. 5.1)
npodeccuoHaTbHBIC TEMBI
Criocob6HOCTE BecTH Oecery Ha
V7 WHOCTPAHHOM SI3bIKE Ha Yemmuwut onpoc

MTOBCETHEBHBIC U
PO ECCHOHATTLHBIE TEMBI

(6-10) (n. 5.1)

Paznen (moay.ab) 5

CrocoOHOCTh ITHUCATh IPOCTHIC
CBSI3aHHBIC COOOIICHUS Ha 3HAKOMEIC

Y6
Tema 5 WM HHTEPECYIOIINE
Ilpomeorcymou
CPC no Teme poeccnoHaIbHBIE TEMBI Konmponvuas .
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 TIPOU3HOINICHHUS CIIOB;
MpaBUJIa YTEHUS TCKCTOB
Tema 5 34 npoq)ecchOHanLHoﬁ Hpomedcymor
CPC 1o Teme Hl;n ABJICHHOCTH; (bpasbi-KIHIIE /U1t Okzamen bunem | Hulll mecm
5.2 Yellow P > OP 2(n. 6.1) Bapuanm 2 (n
BeJICHHUS Oecelbl U MEPEMUCKH Ha
pages 6.2)
WHOCTPAHHOM SI3bIKE
v CriocoOHOCTh TIOHUMATh TEKCTHI Ha
0a30BbIe IPOdeCcCHOHATILHBIC TEMBI
Pazpnen (MmoayJin) 6
Crioco0HOCTh KPaTKO 000CHOBBIBATh
Tewma 6 v5 p . Ipomescymou
U OOBSICHITH CBOM JICHCTBUS Konmponvnas .
CPC o Teme HbIlL mecm
CriocoOHOCTh MOCTPOSHHUS TIPOCTHIX | paboma 6 (n.
6.1 An 31 Y CJIOKHBIX TIPEUIOKEHUN Ha 5.2) Bapuanm 2 (n
appointment pei ' 6.2)
podeccuoHaIbHbIC TEMbI
CriocoOHOCTE MOCTPOSHHS TIPOCTHIX
31 U CJOKHBIX MPEAJIOKEHUN Ha
podecCHoHaIbHBIC TEMbI
Tewma 6 CriocoOHOCTh y4acTBOBATh B Ilpomeacymou
CPC o Teme Y4 Majiorax Ha ooOIue u Yemuwiii onpoc | Hwviti mecm
6.2 Receiving po(eCCHOHATLHBIE TEMBI (11-15) (n. 5.1) | Bapuanm 2 (n
visitors CrocobHOCTE BecTH Oecey Ha 6.2)
WHOCTPAHHOM SI3bIKE Ha
V7 P

MOBCETHEBHBIE U
rpoeccuoHaIbHBIE TEMBI

Paznen (Mmoxyas) 7

Tema 7

CPC no Teme
7.1 Another
visitor

CriocoGHOCTh TOCTPOESHHS TPOCTHIX

31 U CJIO’KHBIX IIPEUIOKEHNH Ha
podeccuoHaIbHbIC TEMbI
CriocoGHOCT y4acTBOBAaTh B

V4 JIHanorax Ha oOImue u

rpoeccuoHaIbHBIE TEMBI

Konmponvuas
paboma 7 (n.
5.2)

Ipomescymou
Hblll mecm
Bapuanm 3 (n
6.2)
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena [Nokazarenp® oBnagcHUS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
CrniocoOHOCTE BecTH Oeceny Ha
V7 WHOCTPAHHOM SI3bIKE Ha
MOBCE/IHEBHBIC U
npoeccuoHaTbHBIC TEMBI
CriocoOHOCTB MOCTPOSHHS POCTHIX
31 U CIIOHBIX MPEJIOKEHUHN Ha
poecCHoHaTbHBIC TEMBI
Tema 7 CriocoOHOCTh y4acTBOBAaTh B Lipomeorcymou
CPC o Teme V4 Uaorax Ha oOmue u Dxzamen bunem | Holll mecm
7.2 At the PO eCCHOHATTLHBIE TEMBI 3. 6.1) Bapuanm 3 (n
airport CriocoGHOCTh BecTH Oeceny Ha 6.2)
V7 WHOCTPAHHOM 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 podeccCHOHANTBHBIC TEMBI Konmponvnas 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 OTHOCSIIIUNACS K OIMUCAHUIO '
MPEIMETOB, CPEICTB U MPOILIECCOB
o eCCHOHANEHON IEATEILHOCTH
CriocoOHOCTE MHCATh MPOCTHIE
V6 CBSI3aHHBIC COOOLICHHUS Ha 3HAKOMBIC
Tewma 8 YU HHTEPECYTOTie Ilpomesicymou
CPC 110 Teme po(heCCHOHATBHBIC TEMBI Koumponvnas 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 TEITbHOCTH
CriocoOHOCTE MOCTPOSHHS TIPOCTHIX
31 U CJIOKHBIX MPEAJIOKEHUN Ha
po(heCCHOHATBHBIC TEMBI
Tewma 8 CriocoOHOCTh Y4acTBOBATh B Ilpomeacymou
CPC o Teme V4 Majorax Ha oolue u Yemuoiti onpoc | Hoiti mecm
8.3 Travel poeccHoHaIbHBIE TEMBI (16-20) (n. 5.1) | Bapuanm 3 (n
arrangements CriocoGHOCTh BeCTH Oecely Ha 6.2)
V7 WHOCTPAHHOM SI3bIKE Ha

MTOBCETHEBHBIE U
rpoeccuoHaIbHBIE TEMBI

Paznen (Mmoxyas) 9

Tema 9 CriocoOHOCTh MUCATh TPOCTHIE
CPC o Teme V6 CBSI3aHHBIE COOOLICHUS Ha 3HAKOMBIE
9.1 An WJTU UHTEPECYIOLIUE
invitation poeCcCHOHANTBHBIC TEMBI
CriocoGHOCTh TPUMEHSTH
33 JIEKCUYECKUI MUHUMYM,

OTHOCSIHlPIfICSI K OIIMCaHHIO

Konmponvuas
paboma 9 (n.
5.2)

IIpomescymouy
HbIL mecm
Bapuanm 3 (n
6.2)
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena [Nokazarenp® oBnagcHUS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
MPEeIMETOB, CPEACTB U MPOLIECCOB
o eCCHOHANBEHON IeATELHOCTH
CrmocoOHOCTE TTOCTPOCHUS TPOCTHIX
31 U CJIOKHBIX IIPENIIOKEHUN Ha
Tena 9 podeccuoHaNbHBIC TEMBI
C(;’héano Teme CriocoGHOCT y4acTBOBATh B ) HpczMeofcymoq
9.2 An Y4 | auanorax Ha oOmIHe U Yemuwuit onpoc | vt mecm
interview with npodeccHoHaTbHBIC TEMBI (16-20) (n.5.1) Bapuaum 3 (n
a receptionist CriocoOHOCTh BecTH Oeceny Ha 6.2)
y7 | MHOCTPAHHOM S3bIKE Ha

MMOBCEHEBHBIC U
npodeccHoHaTbHBIC TEMBI

Pazpnen (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 Drzamen bunem | Holll mecm
10.1 podecCHoHaTbHBIC TEMbI 4 (n. 6.1) Bapuaum 4 (n
Hospitality Crnioco6HOCTh BecTH Gecey Ha 6.2)
V7 WHOCTPAHHOM SI3bIKE Ha
MOBCE/IHEBHBIC U
npodeccHoHaIbHBIC TEMbI
CrniocoOHOCTB MUCATh TPOCTHIE
V6 CBSI3aHHBIC COOOIICHUS Ha 3HAKOMBIC
Tema 10 WM MHTEPECYIOLIHe
Ilpomescymou
CPC o Teme podeccHoHaIbHBIC TEMbI Koumponvuas .
HbLUL mecm
10.2 Safety CriocoOHOCTh IPUMEHSITH paboma 10 (n.
. . Bapuanm 4 (n
and symbols in JIEKCUYECKHI MUHHMYM, 5.2) 6.2)
office 33 OTHOCSIIIMHCS K OTIMCAHHIO '

[IPEeIMETOB, CPEJCTB U MPOIIECCOB
podecCHOHANBHON AEATEILHOCTH

Paznen (moayan) 11

CriocoOHOCTE MOCTPOSHHS TIPOCTHIX

31 1 CJIOKHBIX IIPEJIOKEHUN Ha
npodeccroHAIBHBIC TEMBI
Tema 11 pog
CriocoOHOCTh y4acTBOBAaTh B IIpomedxcymou
CPC o Teme .
111 Y4 | auanorax Ha oOuIe U Ok3amen ounem | Hulll mecm
' . npoeccnoHaIbHBIE TEMBI S5 6.1) Bapuanm 4 (n
Congratulation
S CriocoGHOCTB BecTH Oecey Ha 6.2)
y7 | MHOCTPAHHOM S3BIKE Ha
MOBCEIHEBHBIC H
podecCHOHANBHBIE TEMBI
CriocoOHOCTB MOCTPOSHHS POCTHIX
Tema 11 31 Y CIIOXKHBIX TIPEUIOKEHNN Ha
CPC no Teme podeccHOHAIBHBIE TEMBI IIpomescymou
11.2 Seasonal CriocoOHOCTh Yy4acTBOBAaTh B Oxzamen bunem | uwiil mecm
greetings V4 JIrajorax Ha oomrue u 6((n. 6.1) Bapuanm 4 (n
podeCcCHOHANTBHBIC TEMBI 6.2)
v7 CrniocoOHOCTE BecTH Oeceny Ha

HMHOCTPAHHOM S3LIKC Ha
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena [Nokazarenp® oBnagcHUS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
MOBCEHEBHBIC H
PO ECCHOHATLHBIE TEMBI
CrmocoOHOCTE TTOCTPOCHUS TPOCTHIX
31 U CJIOKHBIX IIPENIIOKEHUN Ha
Tema 11 npodeccuoHaTbHBIC TEMBI
CPC o Teme CriocoGHOCT y4acTBOBATh B Koumponsas Ipomescymou
11.3 An Y4 JUaIioTax Ha o0Imue 1 P HbILl mecm
: . . paboma 11 (n.
interview with podeccCHOHANbHBIC TEMBI 5.2) Bapuanm 4 (n
a sales CrocobHOCTE BecTH Oeceny Ha ' 6.2)
manager V7 WHOCTPAHHOM SI3bIKE Ha

MMOBCEHEBHBIC U
npodeccHoHaTbHBIC TEMBI

Paznen (moayan) 12

CriocoOHOCTh TIOHUMATD U 3HATh
JIEKCUYECKUI MUHUMYM,

Tema 12 33 OTHOCSIIIUICS K ONMCAaHUIO Ipomescymou
Koumponvuas .
CPC no Teme IIPEIMETOB, CPEICTB U IPOIECCOB HblU mecm
. . paboma 12 (n.
12.1 Fairs and podecCHOHANBHON AEATEIBHOCTH 5.2) Bapuaum 4 (n
exhibitions CrnocoOHOCTh y4acTBOBAaTh B ' 6.2)
Y4 | auanorax Ha oOuIe U
poeccnoHaIbHBIE TEMBI
CriocoGHOCTE YITOTPEOIATh
1 00IIeyOTPEOUTEIILHBIC TJIAr0JIbI
(6p1TOBas M MpoeccuoHaATFHASL
Tema 2 JIEKCHKA) Ivomeocvmon
CPC o Teme CriocoOHOCTh MPUMEHSIT Koumponvuas po Y
o Hblll mecm
12.2 My stay JIEKCUYCCKUI MUHUMYM, paboma 12 (n.
. . . Bapuanm 4 (n
in foreign 33 OTHOCSIIIMICS K OTIMCAHHIO 5.2) 6.2)
country MPEJIMETOB, CPENICTB M MPOLIECCOB '
podecCHOHATBLHOMN JeSITEIBHOCTH
Vs Crioco0HOCTh KPaTKO 000CHOBBIBATh
1 OOBSICHATH CBOM JICHCTBHUS
Tema 12 35 Crnoco6HOCTh EPEBOAUTD Ilpomesicymou
CPC o Teme JIOKYMEHTBI C MHOCTPAHHOTO SI3bIKA Oxzamen bunem | Hulll mecm
12.3 An v CrocoOHOCTh MOHUMATh TEKCTHI Ha 7 (n. 6.1) Bapuaum 4 (n
enquiry 0a30BbIe IPOdeCcCHOHATTLHBIC TEMBI 6.2)
Tema 13 Crnoco6HOCTh EPEBOAUTD Ilpomesicymou
35 Koumponvuas -
CPC o Teme JIOKYMEHTBI C HHOCTPaHHOTO SI3bIKa Hblll mecm
paboma 13 (n.
13.1A v CriocoOHOCTh TOHUMATH TEKCTHI Ha 5.2) Bapuaum 5 (n
memorandum 0a30BbIe IPOdeCcCHOHATILHBIC TEMBI ' 6.2)
35 CriocoOHOCTh MEPEBOTUTH
OKYMEHTBI C HHOCTPaHHOT'O SI3bIKa
Tema 13 LOKY P Ipomescymou
CriocoOHOCTB CTPOUTH MPOCTHIE Konmponvnas 9
CPC o Teme HbILL mecm
. 31 NpEeJIOKEHUS Ha paboma 13 (n.
13.2 An e-mail Bapuanm 5 (n
podeccHoHaIbHbIE TEMbI 5.2)
message 6.2)
V2 CriocoGHOCTh TOHUMATh TEKCTHI Ha
0a30BbIe IpohecCHOHATILHBIE TEMBI
Tema 13 CrniocoOHOCTB IEPEBOIUTD Ipomesicymou
35 Konmponvuas .
CPC o Teme JIOKYMEHTBI C HHOCTPaHHOTO SI3bIKa Hblll mecm
paboma 13 (n.
13.3 Problems 31 CrocoOHOCTh CTPOUTD MPOCTHIC 5.2) Bapuanm 5 (n
with e-mail IpeAI0KeH!s Ha ' 6.2)
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena [Nokazarenp® oBnagcHUS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
npodeccuoHaTbHBIC TEMBI
v CriocoGHOCTE TOHUMATH TEKCTHI Ha
0a30BbIC MPOGECCHOHATBEHBIC TEMBI
Pasznen (monyas) 14
35 CrniocoOHOCTB IEPEBOTUTD
JIOKYMEHTBI C HHOCTPaHHOTO SI3bIKa
CriocoGHOCT y4acTBOBATh B
Tema 14 v4 JMaJIoTax Ha O0IIHe 1 Konmposnas Hpemewcymoq
CPC 110 Teme npodeccHoHaTbHBIC TEMBI paboma 14 (n. HblU mecm
14.1 Agenda CriocoOHOCTh ITOHUMATh TEKCTHI Ha 5.2) Bapuanm 5 (n
0a30BbIe MPOPECCHOHAIBHBIC TEMBI, 6.2)
y2 y4acTBOBATh B JUAJIOTaX 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 WHOCTPAHHOM SI3bIKE Ha

IIOBCECAHCBHLIC U
podeccHoHaTbHBIC TEMBI

Pazpen (monyais) 15

CrocoOHOCTh MOHMMATh TEKCTHI Ha
0a30BbIe MPOPECCUOHATILHBIC TEMBI,

y2 y4acTBOBATh B IMAJNIOTaX Ha
3HAKOMBIE O0IIIHE U
Tema 15 podeccroHaIbHbIE TEMBI Ipomescymou
CPC o Teme CriocoOHOCTh MHCATh TPOCTHIC Ronmponvnas HblU mecm
15.1 Preparing CBSI3aHHBIC COOOIIEHUS Ha 3HAKOMEBIS paboma 15 (n. Bapuaum 5 (n
. Y6 5.2)
a presentation WJIM HHTEPECYIOIINe 6.2)
podecCHoHaTbHBIC TEMbI
CriocoOHOCTB CTPOHUTH POCTHIE
31 MPEJIOKEHUS Ha
po(heCCHOHATBHBIC TEMBI
CriocoOHOCTh MOCTPOSHHS TIPOCTHIX
31 U CJOKHBIX MPEAJIOKEHUN Ha
Tema 15 po¢ecCuOHANbHBIE TEMBI
CPC o Teme CriocoOHOCTh y4acTBOBATh B Tlpomeorcymou
15.2 An V4 Majorax Ha oolue u Dx3amen bunem | Hulll mecm
interview with po¢eCCHOHANBHBIE TEMBI 8. 6.1) Bapuanm 5 (n
a department CriocoOHOCTE BecTH Oecery Ha 6.2)
manager V7 MHOCTPAHHOM SI3bIKE Ha

TIOBCETHEBHBIE U
rpoeccuoHaIbHbIEC TEMBI
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3.2 CpenctBa, npuMeHsieMble [JIs1 OIEHKH YPOBHS NPAKTHYECKOH MOAT0OTOBKH

Kpatkoe
HaMMEHOBAaHUE
paszaena
(Momyns) /
TEMBI
JIMCLUTIIMHBI

Kon
pe3yiib
TaTa
o0yue
HUS

IMoka3artenb? OBIaAECHUS
pe3yibTaTaMu 00y4eHUs

HaunmeHoBaHME OLIEHOYHOTO
CpEACTBA U NMPEACTABICHUE €r0 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

CriocoGHOCTE yITOTPEOISATh
00IIeYOTPEOUTEIIEHBIC TJIATOJIBI
(ObrTOBas M MpodeccruoHanbHas
JIEKCHKA)

33

CrocoOHOCT IPUMEHSTH
JIEKCUYCCKUI MUHUMYM,
OTHOCSAIIUICS K OTUCAHUIO
MIPEIMETOB, CPEJCTB U MPOIIECCOB
poecCHOHATBHON ACSITEIBHOCTH

34

CriocoOHOCTh pacro3HaBaTh
0COOCHHOCTH TPOU3HOIICHUS CJIOB;
MpaBHIa YTCHUS TEKCTOB
npodeccuoHaIbHON
HAINpPaBJIeHHOCTH; (ppasbI-KIUIIIE IS
BeJIeHHs Oece/Ibl U TIEPETUCKU Ha
MHOCTPAHHOM SA3BIKC

v2

CriocoOHOCTh MOHUMATh TEKCTHI Ha
0a3oBbIe MPodecCHOHATHHBIE TEMBI

Kounmponvras
paboma 1 (n.
5.2)

Ilpomescymou
Hblll mecm
Bapuaum 1 (n.
6.2)°

Tema 1.2
CPC no Teme
1.2 Business
cards

33

CriocoOHOCTh TPUMEHSITH
JIEKCUYECKUM MUHUMYM,
OTHOCSIIIUMICS K OITMCAHUIO
MIPEIMETOB, CPEACTB U MPOLIECCOB
podecCHOHATBHON JIESITEeIBHOCTH

35

CriocoOHOCTh MEPEBOTUTH
JOKYMEHTBI C HHOCTPAHHOTO SI3bIKa

Y6

CnocoOHOCTh MUcCaTh IMPOCTLIC

CBs3aHHBIC COOGIIICHI/ISI Ha 3HAKOMBIC

WJIM UHTEPECYIONINE
npoeccnoHaIbHbIE TEMBI

Konmponvuas
paboma Ne I (n.
5.2)

Ilpomeorxcymou
Hblll mecm
Bapuaum 1 (n
6.2)

Paznen (moayJinp) 2

CriocoOHOCTB MMOCTPOSHHS TIPOCTHIX

31 1 CJIOKHBIX IIPENJIOKEHUN Ha
npoeccnoHaIbHBIE TEMBI
Tema 2 pod Ilpomeorcymou
CriocoOHOCTH CTPOUTH MPOCTHIE Koumponvras .
CPC no Teme . Hbll mecm
y3 BBICKA3bIBAaHUS O ce0e U O CBOEH paboma 2 (n.
21 < Bapuaum 1 (n
. podecCHOHANBEHON IS TETbHOCTH 5.2)
Telephoning 6.2)
CriocoGHOCTh y4acTBOBAaTh B
V4 JIHanorax Ha oOmue u
npodeccHoHaIbHbIE TEMbI
CriocoGHOCTh TPUMEHSTH
JIEKCUYECKUI MUHUMYM
Tema 2 . M, Ipomescymou
33 OTHOCSIIINNICS K OITMCAHUIO Konmponvuas -
CPC o Teme MIPEeIMETOB, CPEJCTB U MPOIIECCOB aboma 2 (n ot mecin
2.2 Telephone P » CPEACTE 1 1P b ’ Bapuanm 1 (n
list podecCHOHANBHON AEATETLHOCTH 5.2) 6.2)
Vi CrniocoOHOCTE MOHUMATh 00N '

CMBICJT YETKO NPON3HECCCHHBIX
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena IMTokazaTens” oBnaeHNS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
BBICKa3bIBAaHHUI Ha N3BECTHBIC TEMBI
(mpoeccronanbHbIE M OBITOBBIE)
35 CrmocoOHOCTE TIEPEBOIUTE
JOKYMEHTBI C HHOCTPAaHHOTO SI3bIKa
CrniocoOHOCTB pacmo3HaBaTh
0COOCHHOCTH TIPOM3HOIICHUS CIIOB;
IpaBHJIa YTCHNS TEKCTOB
34 npodeccuoHambHON
HAaIpaBJIeHHOCTH; (pa3bl-KiInIIe uis
Tema 2 BeJICHUs OeceIbl U EPENUCKH Ha Koumponsias Ipomeosicymou
CPC no Teme WHOCTPAHHOM SI3BIKE 6o n}: a2 Hbll mecm
2.3 Answering CrniocoOHOCTh Yy4acTBOBAaTh B ]gaz) ’ Bapuanm 1 (n
the telephone V4 | guanorax Ha oOmiue U ' 6.2)
poeccnoHaIbHBIE TEMBI
CrniocoOHOCTE BecTH Oeceny Ha
v7 HWHOCTPAaHHOM A3bIKC Ha

MOBCETHEBHBIC U
podecCHoHaTbHBIC TEMbI

Paznen (Mmoayas) 3

CriocoOHOCTh pacro3HaBaTh
0COOCHHOCTH TPOU3HOIICHHUS CJIOB;
npaBujia YTCHUA TEKCTOB

DOx3amen bunem

34 npoeccuoHaIbHON
pod 1(n6.1)
HaTPaBICHHOCTH; (Pa3bI-KIHIIE IS
Tema 3 BeJICHUs OeceIbl U EPENMCKH Ha IIpomedsicymou
CPC no Teme WHOCTPAHHOM SI3BIKE Hbll 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 Oecey Ha
HWHOCTPAHHOM SI3bIKE Ha Yemuwuii onpoc
y7
ITOBCETHEBHEIE U (1-5) (n. 5.1)
podecCHoHaIbHBIC TEMbI
CriocoOHOCTE MOCTPOSHHS TIPOCTHIX
31 U CJIOKHBIX MPEAJIOKEHUN Ha
po(heCCHOHATBHBIC TEMBI
Tema 3 pod Ipomescymou
CriocoOHOCTh 3HATH OCHOBHEIE Konmponvnas -
CPC no Teme 32 HblU mecm
00I11eyIOTPEOUTEIIbHBIC TJIAr0JIbI paboma 3 (n.
3.2 A message Bapuaum 1 (n
form CrniocoOHOCTB MUCATh TPOCTHIE 5.2) 6.2)
V6 CBSI3aHHBIC COOOIICHUS Ha 3HAKOMBIC '
WM UHTEPECYIOLIHe
o eCCUOHATBHBIC TEMBI
Paznen (moayan) 4
CrniocoOHOCTB UCATh TPOCTHIE
V6 CBSI3aHHBIE COOOIICHHUS Ha 3HAKOMBIE
Tewma 4 WJIY UHTEPECYIOLUE Ipomescymou
Konmponvuas .
CPC no Teme rpoeccHoHaIbHBIEC TEMBI HbLU mecm
paboma 4 (n.
4.1 Telephone CrocoOHOCTh MPUMEHSTh 5.2) Bapuanm 2 (n
alphabet 33 JIEKCHYECKHIH MUHUMYM, ' 6.2)

OTHOCSIIIMNCS K OTIMCAHHIO
IPEJIMETOB, CPEJICTB M MPOLIECCOB
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena Tara [Nokazarenp® oBnagcHUS KOC?
(momyns) / 5 pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00yue Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
npodecCHOHANBHON AEATELHOCTH
CrocoOHOCTE paco3HaBaTh
0COOCHHOCTH TIPOU3HOIICHHUS 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 y4acTBOBATh B . Bapuanm 2 (n
Yemuwiu onpoc
telephone call V4 | guanorax Ha oOIIue U (6-10) (. 5.1) 6.2)
poecCHoHaTbHBIC TEMBI e
CrniocoOHOCTE BecTH Oeceny Ha
v7 MHOCTPAHHOM SI3bIKE Ha Yemuwiti onpoc

MOBCETHEBHBIC U
po(ecCHOHATBHBIC 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 Konmponvuas .
HblU mecm
5.1The CrniocoOHOCTh MPUMEHSITH paboma 5 (n. Bapuanm 2 (n
company JIEKCUYCCKUIT MUHUMYM, 5.2) 5 2};
phone book 33 OTHOCSILIIUIACS K OMTHUCAHHIO '
MPEMETOB, CPEJICTB U MPOIIECCOB
poheCCHOHANEHON ICATEILHOCTH
CriocoOHOCTh pacro3HaBaTh
0COOCHHOCTH TIPOU3HOIICHUS CJIOB;
MPaBUJIa YTCHHSI TEKCTOB
Tewa 5 34 Hpoq)ecchOHanLHoﬁ Hpomesrcymoy
CPC no Teme HEH I —— Ox3amen bunem | Hulll mecm
5.2 Yellow P > OP 2. 6.1) Bapuanm 2 (n
BeJICHUS Oecellbl U MEPEUCKH Ha
pages 6.2)
HWHOCTPAHHOM SI3bIKE
V2 CriocoOHOCTh TIOHUMATh TEKCThI Ha
0a30BbIe NMPO(ECCHOHATBLHBIE TEMbI
Pazpnen (MmoayJin) 6
CrocoOHOCTh KPaTKO 000CHOBBIBATh
Tewma 6 v5 p . Ilpomesicymou
U OOBSICHATH CBOM JICHCTBUS Konmponvnas .
CPC no Teme Hbll mecm
CriocoOHOCTh TIOCTPOCHHUSI TPOCTBIX | paboma 6 (n.
6.1 An 31 U CIIOKHBIX MPEII0KEHUIN Ha 5.2) Bapuanm 2 (n
appointment el ' 6.2)
po(heCCHOHATBHBIC TEMBI
CriocoOHOCTE MTOCTPOSHHS TIPOCTHIX
31 1 CJIOKHBIX IIPEIOKEHUN Ha
rpoeccuoHaIbHBIEC TEMBI
Tema 6 CriocoOHOCTh Yy4acTBOBaTh B Ipomescymou
CPC o Teme V4 IUanorax Ha oomnme u Yemuoiii onpoc | Hoiti mecm
6.2 Receiving podecCHOHANBHBIE TEMBI (11-15) (n. 5.1) | Bapuanm 2 (n
visitors CriocoOHOCTE BecTH Oecey Ha 6.2)
MHOCTPAHHOM SI3bIKE Ha
V7 P

TIOBCETHEBHBIE U
rpoeccuoHaIbHbIE TEMBI

Paznen (moayas) 7
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena [Nokazarenp® oBnagcHUS KOC?
(momyns) / rara pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
CriocoOHOCTh MOCTPOSHHS POCTHIX
31 U CIIOHBIX MPEJJIOKEHUHN Ha
PO eCCHOHATTLHBIE TEMBI
Tema 7 CriocoOHOCTh y4acTBOBAaTh B Lipomeorcymou
CPC o Teme V4 JIaJIoTax Ha O0IIHe U Ronmponvnas 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
PO eCCHOHATTLHBIE TEMBI
CriocoOHOCTh MOCTPOSHHS POCTHIX
31 U CJIOKHBIX IIPENIIOKEHUN Ha
npoeccnoHaIbHBIE TEMBI
Tema 7 CriocoGHOCT y4acTBOBATh B Ilpomescymou
CPC o Teme V4 Majgorax Ha oolue u Dx3amen 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
CriocoOHOCTE MHCATh MPOCTHIE
V6 CBSI3aHHBIC COOOLICHHUS Ha 3HAKOMBIC
Tema 8 WM HHTEPECYIOIINE
Ilpomeorcymou
CPC no Teme poeccnoHaIbHBIE TEMBI Konmponvuas .
HblU mecm
8.1 Structure CriocoOHOCTh IPUMEHSITh paboma 8 (n. Bapuanm 3 (n
of a business JICKCUYECKHI MUHHMYM, 5.2) 5 Zl;
letter 33 OTHOCSIIUNACS K OIMUCAHUIO '
MPEMETOB, CPEJICTB U MPOIIECCOB
podecCHOHATBLHON JIESITEIBHOCTH
CriocoOHOCTB MUCATh TPOCTHIE
V6 CBSI3aHHBIC COOOIICHUS Ha 3HAKOMBIC
Tema 8 YU HHTEPECYIOTie Ipomescymou
CPC 110 Teme podeccuOHaNbHBIC TEMBI Konmponvnas etii meem
8 2 British and CHOCOGHOCTVB MIPUMEHSTh paboma 8 (n. Bapuanm 3 (n
American style JIEKCHIECKHUIT MIHIMYM, 5.2) 6.2)
33 OTHOCSIIINICS K OITMCAHUIO
MPEMETOB, CPEJICTB U MPOIIECCOB
poheCCHOHANBHON ICATEILHOCTH
CriocoOHOCTh MOCTPOSHHS TIPOCTHIX
31 1 CJIOKHBIX IIPENJIOKEHUN Ha
o eCCUOHATBHBIC TEMBI
Tema 8 CriocoOHOCTh Yy4acTBOBaTh B Ipomescymou
CPC o Teme V4 IUaorax Ha oomme u Yemuouii onpoc | Hoiti mecm
8.3 Travel npodeccHoHaIbHbIE TEMbI (16-20) (n. 5.1) | Bapuanm 3 (n
arrangements CriocoOHOCTh BecTH Oecery Ha 6.2)
V7 WHOCTPAHHOM S3bIKE Ha

ITOBCCIHCBHBIC 1

podeccHoHaIbHbIC TEMbI

Pazpnen (Mmoayasn) 9

Tema 9

Y6

| Crioco6HOCTE mHcaTh IPOCTHIE

| Koumponvnas

| Ilpomescymou
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Kparkoe Kox HaunmeHoBaHuE OIICHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena Tara [Nokazarenp® oBnagcHUS KOC3
(momyns) / pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
CPC o Teme CBSI3aHHBIC COOOIIICHUS HAa 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, CPEICTB U MPOILIECCOB
o eCCHOHANBHON AEATSIBHOCTH
CrmocoOHOCTB TTOCTPOCHUS TIPOCTHIX
31 U CIIOHBIX MPEJIOKEHUHN Ha
Tena 9 po¢ecCHOHANbHBIC TEMBI
M
CriocoOHOCTh y4acTBOBAaTh B Lipomeorcymou
CPC o Teme . .
92 An V4 JIrajorax Ha oOmrue u Yemuwoiii 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 1o Teme V4 Uaiorax Ha oOmue u Dxzamen bunem | Holll mecm
10.1 poeccnoHaIbHBIE TEMBI 4 (. 6.1) Bapuaum 4 (n
Hospitality Crnioco6HOCTh BecTH Gecely Ha 6.2)
v7 WHOCTPAaHHOM S3BIKE Ha
MOBCE/IHEBHBIC U
po(heCCHOHATBHBIC TEMBI
CriocoOHOCTB MUCATh TPOCTHIE
V6 CBSI3aHHBIE COOOIICHHUS Ha 3HAKOMBIE
Tema 10 WM HHTEPECYIOIINE
Ilpomeorcymou
CPC o Teme podeccuoHaIbHbIC TEMbI Koumponvuas .
HbLUL mecm
10.2 Safety CrocoOHOCTE MPUMEHSITh paboma 10 (n.
. . Bapuaum 4 (n
and symbols in JICKCUYECKHI MHHHMYM, 5.2) 6.2)
office 33 OTHOCSIIUNACS K OIMMCAHUIO '
MPEMETOB, CPEJICTB U MPOIIECCOB
podecCHOHaTBHON IeSITEIBHOCTH
Pazpnen (moayan) 11
CriocoOHOCTh MOCTPOSHHS TIPOCTHIX
31 1 CJIOKHBIX IIPEIOKEHUN Ha
Tena 11 podeccCHOHaNTbHBIC TEMBI
M
CriocoOHOCTh Yy4acTBOBaTh B Ipomescymou
CPC o Teme -
111 V4 Majiorax Ha o0Lue 1 Dx3amen bunem | Hwlll mecm
' . podeccHoHaIbHbIC TEMbI S 6.1) Bapuanm 4 (n
Congratulation
s CrniocoOHoOCTh BecTH Oecey Ha 6.2)
v7 HWHOCTPAaHHOM S3bIKE Ha
MOBCEIHEBHBIC
podeccHoHaIbHbIC TEMbI
Tema 11 31 CriocoOHOCTB MOCTPOCHUS IPOCTHIX | Dx3amen burem | I[lpomescymou
CPC o Teme U CJIO’KHBIX ITPEJUIOKEHUHN Ha 6 (. 6.1) HbLU mecm
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena Tara [Nokazarenp® oBnagcHUS KOC?
(momyns) / 5 pe3yabpraTamMu 00y4eHus "
TEMEL 00yue Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE arrecranus’
11.2 Seasonal podeccuOHaNbHBIC TEMBI Bapuanm 4 (n
greetings CrocoOHOCTh y4acTBOBAaTh B 6.2)
Y4 JUaIioTax Ha o0Imne 1
poecCHoHaTbHBIC TEMBI
CrniocoOHOCTE BecTH Oeceny Ha
y7 | MHOCTPAHHOM S3bIKE Ha
MOBCE/IHEBHBIC U
npoeccCHoHaTbHBIC TEMBI
CriocoOHOCTh MOCTPOSHHS POCTHIX
31 U CIIOKHBIX MPEJJIOKEHUHN Ha
Tema 11 poecCHoHaTbHBIC TEMBI
CPC o Teme CriocoOHOCTh y4acTBOBAaTh B Lipomeorcymou
Koumponvuas .
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
JIEKCHYECKUI MUHUMYM,
Tema 12 33 OTHOCSIIMICS K OIIMCAaHHUIO IIpomesicymou
Koumponvuas .
CPC o Teme MPEAMETOB, CPEACTB U MPOIIECCOB HblU mecm
- N paboma 12 (n.
12.1 Fairs and podecCHOHANBHON AEATEILHOCTH 5.2) Bapuaum 4 (n
exhibitions CriocoGHOCTh y9acTBOBATh B ' 6.2)
Y4 | auanorax Ha oOuIre U
podeccHoHaIbHBIC TEMbI
CrniocoOHOCTB yIOTpeOIATh
0 001IeyTOTPEOUTETHHBIC TIIATOJIBI
(ObITOBas M MpodeccuoHaTbHAS
Tema 2 JIEKCHKA) Ipomeocvmon
CPC o Teme CrniocoOHOCTh IPUMEHSTH Konmponvuas po Y
o HbLU mecm
12.2 My stay JIEKCUYECKU MUHUMYM, paboma 12 (n.
: . N Bapuanm 4 (n
in foreign 33 OTHOCSIIUICS K ONMCAHUIO 5.2) 6.2)
country MPEMETOB, CPEJICTB U MPOIIECCOB '
o eCCHOHANTBHON ICATEILHOCTH
Vs Crioco0HOCTh KPaTKO 000OCHOBBIBATh
1 O0BSACHSITh CBOU JICHCTBHS
Tema 12 35 Crnoco6HOCTh EPEBOAUTD Ilpomesicymou
CPC no Teme JOKYMEHTBI C MHOCTPAHHOTO SI3bIKa Ox3amen bunem | Hulli mecm
12.3 An v CriocoOHOCTh TIOHUMATh TEKCThI Ha 7 (n. 6.1) Bapuanm 4 (n
enquiry 0a3oBbIe IpodecCHOHaTIbHBIE TEMBI 6.2)
Tema 13 CrniocoOHOCTB IEPEBOIUTD Ipomesicymou
35 Koumponvnasn .
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 0a30BbIe IPO(HECCHOHATIBHBIC TEMbI ' 6.2)
CrniocoOHOCTB IEPEBOIUTD
Tema 13 35 PEBO IIpomescymou
JOKYMEHTBI C HHOCTPAHHOTO si3bIKa | Koumponvhas .
CPC o Teme CrocoOHOCTh CTPOUTE TIPOCTHIC aboma 13 (n o e
13.2 An e-malil 31 e IO M Hap P 15? 2) ’ Bapuanm 5 (n
message ben ' 6.2)

rpoeccuoHaIbHbIE TEMBI
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Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO
HaUMCHOBAHUC | 103y, 5 CpEeICTBa M MPEICTABIEHHUE €TO B
paznena Tara [Nokazarenp® oBnagcHUS KOC?
(momyns) / pe3ynbpTaTaMu 00y4eHus ~
TEMEL 00y4e Texymmii ITpomexyrounas
JUCLITITHHB HUS KOHTpOJIE 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 Koumponvuas 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(PECCUOHATHLHBIE TEMBI

Paznen (MonyJn) 14

CrmocoOHOCTE TIEPEBOTUTH

35 JIOKYMEHTBI C HHOCTPAHHOTO S13bIKa
CriocoOHOCTh Y4acTBOBAaThH B
Tema 14 V4 Uaiorax Ha oOmue u Konmponwhas HpczMe:»cymoq
CPC 110 Teme po(eCCUOHATBHBIC TEMBI patoma 14 (n. HblUL 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
po(decCHOHATBHBIC TEMBI
CriocoOHOCTh MOCTPOSHHS TPOCTHIX
31 U CJIOKHBIX MPEAJIOKEHUN Ha
podecCHoHaTbHBIC TEMbI
Tema 14 Croco0HOCTh Y4acTBOBATh B Ilpomescymou
CPC 1o Teme V4 Uaiorax Ha oOmue u Yemuwoiii onpoc | Hviti mecm
14.2 Minutes po(eCCHOHATBHBIE TEMBI (10-20) (n. 5.1) | Bapuanm 5 (n
of a meeting CnocoOHOCTh BecTu Oecely Ha 6.2)
V7 MHOCTPAHHOM SI3bIKE Ha

MOBCETHEBHBIE U
podeccuoHaIbHbIC TEMbI

Paznen (monyas) 15

CnocoOHOCTh MOHUMATh TEKCThI Ha
0a3oBbIe HpO(I)eCCHOHaJ'H:HLIC TEMBI,

Y2 | yyacTBOBaTh B IManorax Ha
3HaKOMBIE 00IIne U
Tema 15 npo(eCCHOHANILHBIE TEMBI IIpomedscymou
CPC o Teme CrniocoOHOCTB UCATh TPOCTHIE Konmpoxonas Hbll mecm
- paboma 15 (n.
15.1 Preparing V6 CBSI3aHHBIC COOOIICHUS Ha 3HAKOMBIE 5.2) Bapuanm 5 (n
a presentation WJIH HHTEPECYIOIINE ' 6.2)
npodeccroHAIbHBIC TEMBI
CriocoOHOCTB CTPOHUTH POCTHIE
31 MIpeJIOXKEHHS Ha
po¢eCCHOHANBHBIE TEMBI
CriocoOHOCTB MOCTPOSHHS POCTHIX
Tema 15 31 U CJIOKHBIX TIPEIJIOKCHUH Ha
CPC o Teme podeCcCHOHANBHBIC TEMBI IIpomescymou
15.2 An CriocoOHOCTh Yy4acTBOBaTh B Oxzamen bunem | uwlll mecm
interview with Y4 | nnanorax Ha oOmue u 8. 6.1) Bapuanm 5 (n
a department PO eCCHOHATBHBIE TEMBI 6.2)
manager v7 CriocoOHOCTh BecTH Oecery Ha

HMHOCTPAHHOM S3bIKC Ha

31




Kpatkoe Kon HanmeHoBaHnE OLIEHOYHOTO

HaUMCHOBAHUC | 103y, 5 CpEeICTBA U MPEICTABICHUE €TO0 B
paznena Tara IMTokazaTens” oBnaeHNS KOC3
(momyns) / pe3yabpraTamMu 00y4eHus "
TEMEI o0yue Texkymmii IIpoMexyTrounas
JUCITAILTHHEL HUS KOHTpOJIE arTecTanus’

MTOBCETHEBHBIC U
PO ECCHOHATLHBIE TEMBI

4 Onucanue NpoueAypbl OLEHUBAHUS

Pe3ynbrarthl 00y4YeHHs 1O JUCIUILUIMHE, YPOBEHb C(OPMHUPOBAHHOCTH KOMIICTCHIIHIMA
OIICHUBAIOTCS IO 4YeThIpEX OanbHOW IIKAJe OLEHKAMH: «OTJIHYHO», «XOPOIIO»,
«YIOBJIETBOPUTEIIBHO», «HEYIOBICTBOPUTEIIBHO.

Texymas arrecranmus MO TUCIHUIUIMHE TPOBOAMUTCA C IETbI0 CHUCTEMATHYECKON
MPOBEPKU JIOCTHKCHUH oOydarommuxcs. OObeKTaMH OICHUBAHHUS SIBJISIOTCS: CTEICHb
YCBOCHUS TEOPETHUECKUX 3HAHWM, YPOBEHb OBIIAJICHHS MPAKTUYCCKUMH YMCHHUSIMH U
HaBbIKAMHU 110 BCEM BHJaM Y4eOHOH pabOThI, Ka4yeCTBO BBITOJHEHHUS CaMOCTOSTCIBHOMN
paboThl, yuyeOHas AMCHMILINHA (AKTUBHOCTh HA 3aHSATHSX, CBOCBPEMEHHOCTH BBIMIOJIHCHHUS
pa3IMYHBIX BUJIOB 3aJIaHUI, TIOCEIIaeMOCTh BCEX BHJIOB 3aHATHH 10 aTTECTyeMOM
JTUCIUTLIIUHE).

[Tpu nmpoBeneHUN MPOMEKYTOUHOM aTTECTAIUU OIICHUBACTCS JIOCTHIKCHHE CTYIECHTOM
3aIUTAaHUPOBAHHBIX 10 TUCIUIUIMHE PE3yIbTaTOB OOYYEHHUs, 00ECIECUHBAIOIINX PE3yIbTATHI
OCBOEHHs 00pa30BaTEIbHOM MPOrpaMMBbI B IICJIOM.

Kpurtepun oneHuBaHUs YCTHOIO OTBETA

(OLIEHOYHBIE CPEACTBA: YCMHOE ONPOC)

S 0an10B - OTBET IIOKA3bIBACT IPOYHBIC 3HAHUSA OCHOBHBIX IIPOLIECCOB M3Yy4aeMOM
NpeIMETHOW 00JacTH, OTIMYaeTCs] TIYOWHOW W TIONHOTOM PACKPBITHS TEMBI; BIIAJCHHE
TEPMUHOJIOTHYECKUM allaparoM; YMEHHE OOBICHATh CYLUIHOCTb, SIBJIEHHUH, IpPOIECCOB,
COOBITHH, JeNaTh BBIBOABI U 0OOOIIEHHMS, 1aBaTh apryMEHTHPOBAHHBIE OTBETHI, MIPHUBOIUTH
OpUMepbl;  CBOOOJHOE  BJIQJICHHE  MOHOJIOTMYECKOM  peublo,  JIOTUYHOCTh U
MOCJIEI0BATENbHOCT, OTBETa; YMEHHUE MPUBOAMUTH TNPUMEPBl COBPEMEHHBIX MpoOJieM
U3yyaeMoi 00JacTH.

4 OGamna - oTBeT, OOHApYXUBAIOUIMI MpPOYHbIE 3HAHHUS OCHOBHBIX IPOILIECCOB
U3y4yaeMol NpeAMeTHOH 00JacTH, OTIMYAeTcsl TIYyOMHOM M IOJHOTOM PpacKpbITUS TEMBbI;
BJIQJICHHE TEPMUHOJOTHYECKUM alllaparoM; YMEHUE OOBACHATh CYUIHOCTb, SIBICHUM,
IPOIIECCOB, COOBITHM, JIeNaTh BBIBOABI U 0000OLICHMS, 1aBaThb apryMEHTHPOBAHHBIE OTBETHI,
NPUBOJIUTH NPUMEPHI; CBOOOAHOE BIAJECHHE MOHOJOTHYECKOW pEublo, JIOTUYHOCTh U
IIOCJIE0BATENBHOCTL 0TBETA. OIHAKO AOMYCKAEeTCs OJHA - ABE HETOYHOCTHU B OTBETE.

3 6an1a — OTBET, CBUIETEIbCTBYIOIINI B OCHOBHOM O 3HAHUU IIPOLIECCOB U3y4aeMOM
peIMETHOM 00JacTH, OTIMYAIOIIMNACA HEJAOCTaTOYHON INTyOMHON M MOJHOTOW PacKpbITHS
TEMbI; 3HAHHEM OCHOBHBIX BOIIPOCOB TEOPUH; CJIa00 CHOPMUPOBAHHBIMHU HAaBbIKAMU aHAIN3a
ABJICHUM, IPOLIECCOB, HENOCTATOYHBIM YMEHHEM JaBaThb apryMEHTUPOBAHHBIE OTBETHl U
IPUBOJIUTH MPUMEPHI; HEAOCTATOYHO CBOOOJHBIM BJIAJIEHUEM MOHOJIOTMYECKON pEUbIo,
JOTMYHOCTBIO W IOCJEI0BATENbHOCThIO OTBeTa. Jlomyckaercss HECKOJbKO OIIMOOK B
COJIep’)KaHUU OTBETa; HEYMEHHE NMPUBECTH MPUMEP Pa3BUTHsI CUTYallH, IMPOBECTU CBA3b C
JPYTUMH aCIeKTaMH U3y4aeMoi 00JacTH.

2 Ganua — oTBeT, OOHAPYKUBAIOIINIM HE3HAaHUE IMPOLIECCOB M3ydaeMOM NMpeaMETHOMN
00J1aCTH, OTJIMYAIOLIUICS HErNTyOOKHMM pPacKpbITHEM TEMbl; HE3HAaHHEM OCHOBHBIX BOIPOCOB
TeopuH, HecHOPMHUPOBAHHBIMU HABBIKAMU aHAJIM3a SIBJICHUI, MPOIIECCOB; HEYMEHHUEM J1aBaTh
apryMEHTHPOBAaHHBIE OTBETHI, CIa0bIM BJaJ€HHEM MOHOJIOTHYECKOH peublo, OTCYTCTBHEM
JIOTUYHOCTH M TOCJEeA0BaTeNbHOCTH. JlomycKaroTcsi cepbe3Hble OIMMOKH B COJEp:KaHUU
OTBETa; HE3HAHUE COBPEMEHHOM MPOOIeMaTHKH H3ydaeMOl 00JIacTH.
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Kpurepumn oueHuBaHusi MUCbMEHHOH PadoOThI

(OLIEHOYHBIE CPEACTBA: KOHMPOIbHASL paboma)

5 6amnoB - cTyneHT BbIpa3ui CBOE MHEHHE MO chopmynupoBaHHOU mpobdiieme,
apryMEHTHPOBaJ €ro, TOYHO OIpPEIENIMB €e CoAepXaHue W cocraBisomue. IIpobiema
packpbiTa TMOJHOCTHIO, BBIBOABI O0OCHOBaHBL. [IpHuBeneHbI [HaHHBIE OTEYECTBEHHOH H
3apy0eXHOU JTUTEpaTyphl, CTATUCTHYECKHUE CBEJCHUS, MHPOPMAIUs HOPMATHBHO-TIPABOBOTO
xapaktepa. CTyAeHT BIaJeeT HABBIKOM CaMOCTOSITENIbHOM paboThl MO 3aJaHHON TeMe;
METOJIaMU ¥ TIPUEMaMHU aHAIH3a TCOPETHUECKUX /W MPAKTUICCKUX aCMEKTOB M3ydaeMOi
obnactu. PakTUYeCKUX OMIMOOK, CBA3AHHBIX C IMOHUMaHUEM MPOOJIEMBbl, HET; rpaduyecKu
pabota odopmIieHa MPABUIBHO.

4 Oamna - paboTa XapaKTepU3yeTCs CMBICIOBOW IIEIbHOCTBIO, CBSI3HOCTBIO U
MOCIIEI0BATEIHPHOCTRIO U3IIOKEHUS, IOMYIICHO He Oosee 1 ommOKu mpu 0ObSICHEHUN CMBICTIA
win coaepxanus npodbrembl. [IpoGiema packpbita. He Bce BBIBOJBI CeNaHbl H/HIK
o0ocHOBaHbI. JlJis apryMeHTallMyd NPUBOASTCS JAHHBIE OTCUYECTBEHHBIX M 3apyOeKHBIX
aBTOopoB. [Ipo/eMOHCTpUPOBAHBI HCCIEIOBATEIbCKIME YMEHHS M HaBbIKM. (DakTHuecKux
OIMOOK, CBSI3aHHBIX C IOHUMAaHUEM TPOOJeMbl, HEeT. JlomymieHbl OJHA-IABE ONIMOKU B
odopmIIeHUH PabOTHI.

3 famna — CTYACHT IPOBOJMT JOCTATOYHO CAMOCTOSATCIHHBIA aHAIU3 OCHOBHBIX
9TalOB M CMBICJIOBBIX COCTaBISIOLIUX MPOOJIEMbl; MOHUMAaeT 0a30Bble OCHOBBI U
TEOpETUYEeCKOoe OOOCHOBaHHWE BBIOpPAHHON TeMbl. [IpoOiieMa packpbiTa HE IOJTHOCTHIO.
BriBonbl He crenaHbl W/WiaM BBIBOABI He oOocHOBaHbl [IpoBenen ananmus mpoOiemsl Oe3
MIPHUBJICYCHUS TOTIOTHUTEIBHOU JuTepaTypsl. JomymieHo He 6oiiee 2 ommMOOK B CMBICTIE HITU
coJiepKaHuu Mpo0IeMbl, 0HOPMIICHHH PaOOTHI.

2 Oaana - pabora mpenacTaBiIsieT COOOW IepecKa3aHHbId WM TOJHOCTHIO
MEePEeNUCaHHbIi MCXOMHBIA TEeKCT 0e3 KakuxX Obl TO HU OBUIO KOMMEHTapueB, aHanu3a. He
packpeiTa CTPYKTypa W TEOpETHYeCKas COCTaBJsIoNas TeMbl. [Ipobiema HE pacKphITa.
BriBosibI 0TCYTCTBYIOT. JlomyiieHo Tpu Ui 0ojiee TpeX OIUOOK B CMBICIIOBOM COJIEP>KaHUU
pacKkpbIBaeMoii pooIieMsbl, B 0(pOpMIIEHUH pabOTHI.

KpHTele/l OICHUBAHUA TECTOBOI'O 3a1aHUA

OrneHka Omauyno Xopowo | Yoosnemeopumenvro | HeyoosnemsopumenbHo
Komnuectso
0 ot 76% 1o 0 0
IIPaBUJIbHBIX 91 %mn=> 90 9 % He MeHee 61% meHee 61%
OTBETOB ’

Kpurtepuu BbicTaB/IeHHs OLIEHKH CTYIEHTY Ha 3a4yeTe/ JK3aMeHe
(OLICHOYHBIE CPECTBA: YCMHbIU ONPOC 8 hopMe OMBEmos Ha 80NPOCyHL OUIEmos)

Ornenka 1o
IPOMEKYTOUHOM XapakTepucTuka KauecTBa CPOPMUPOBAHHOCTH KOMIIETEHITHIA
aTTeCTAlUU

«3a4TeHO) /
«OTJINYHO)

BBIITOJTHCHUSA MPAKTUYCCKUX 3aaa4Y.

CryaeHT AeMOHCTpUpYeT CPOPMUPOBAHHOCTH JAUCITUIUTMHAPHBIX
KOMIIETEHIIM  Ha  NPOJBMHYTOM  YpOBHE:  OOHapy>KHUBaeT
BCECTOPOHHEE, CHUCTEeMaTHUecKoe M TiyOoKoe 3HaHHe Y4eOHOro
MaTepuaga, yMeeT TECHO YBS3bIBaThb TEOPHIO C MPAKTUKOIM,
CBOOOJTHO CHPABIISIETCS € 3a7adaMH, BOIIPOCAMH U IPYTHMHU BUJIAMHA
NPUMEHEHHs 3HaHWUN, NpPUYEM HE 3aTPYAHSETCS C OTBETOM IIpH
BUIOU3MCECHCHUHN SaﬂaHHﬁ, IMpaBUJIBHO 00OCHOBBIBAET IIPUHATOC
peleHre, BIaJeeT Pa3HOCTOPOHHMMH HaBBIKAMH U IpHEMaMH
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«3a4TeHo» /
«XOpPOIIIO»

CtyneHT AeMOHCTpUpyeT cGhOPMUPOBAHHOCTh AHUCHHUIIIMHAPHBIX
KOMIIETEHIIM Ha 0a30BOM YpOBHE: OCHOBHBIC 3HAHUS, YMEHHS
OCBOEHBI, HO JIOMYCKAIOTCSI He3HAYUTENbHbIE OLIUOKH, HETOYHOCTH,
3aTpyJHEHUS IIPU aHAJIUTHUECKUX OIEpalusX, EPEHOCE 3HAHUN U
YMEHUI Ha HOBBIE, HECTAHIaPTHBIE CUTYallUU.

«3a4TeHOo» /
«YIOBJICTBOPUTEIIHHOY

CryneHT AeMOHCTpHpYeT C(OPMHUPOBAHHOCTH JUCHHUILTUHAPHBIX
KOMIIETEHIIMII Ha IIOPOrOBOM YPOBHE: HMEET 3HaHUS TOJBKO
OCHOBHOI'O Marepuanga, HO HE YCBOWJI €ro JeTajed, B XOJe
KOHTPOJIBbHBIX MEPOMPUITUNA TOMYCKAIOTCS 3HAYUTENbHBIE OIINOKH,
HEJOCTATOYHO IIPaBUJIbHBIE (OpMyYITHPOBKH, HapylEHUs
JIOTUYECKOW IOCJIEI0BATEIbHOCTH B H3JI0KEHUH IMPOTPAMMHOIO
Marepuana, HCIbITBIBAET  3aTPyJHEHHMS [PHU  BBINOJIHCHUHU
MPaKTUYECKUX paboT, MpU ONEPUPOBAHUM 3HAHUSIMH U YMEHUSMU
IIpU UX IIEPEHOCE HA HOBBIC CUTYALIUH.

«HE 3a4TEHOY /
«HCYOOBJCTBOPUTCIBLHO»

CryneHT aeMoHCTpUpyeT CcGhOPMUPOBAHHOCTh AUCHUIUTMHAPHBIX
KOMIIETEHIIU Ha YPOBHE HMIKE IOPOTOBOTO: BBISBISETCS MOJIHOE
WJIY MPAKTUYECKH NOJIHOE OTCYTCTBHE 3HAHMM 3HAYUTEIBHON YacTH
[IPOrpaMMHOI0 MaTepuaja, CTYIAEHT JONYCKAaeT CYLIECTBEHHbIE
OLIMOKH, HEYBEPEHHO, C OOJIBIIUMHU 3aTPyJHEHUSMHU BBITIOTHSIET
IIpaKTU4eCKHe paboThl, yMEHUS U HABBIKU HE 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 KOHTPOJIbHBIX PadoT
KontpoJjbHas 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 .......oooiiiiiiiian.. (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.
N 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.
e e He usually eats sweets.

KonTtposabHasi 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
3.
4.
5.
6
3

A w0 D P

. It is important to when you are Ilstenlng to a lecture.
I at the end of each week.
In the age of the Internet most more and more people take
| need to before the exam
. Students’ is assessed after each semester.
. Fill in HOW MUCH, HOW MANY, A FEW, ALITTLE, SOME or ANY:
L A bananas would you like, sir?
B:Just ..o , please.
2. AiCanlhave ..........coooviiiiiiiiiinnn. milk?
B: Sorry, we haven’t got ... milk.
30 A bread would you like?
B:Just .ooooviiiiii , please.
A, Ar carrots do we have?

B: Wehaveonly .............ooooiiiiini.

5. Al oranges do we need‘7
B: Wedon’tneed .............ccoiiiiini, 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‘7
B:Just......ooo .
10. A: Have you ot .......cocvvviiniannnnnn. potatoes?
BrYes. 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?

Why do students choose to study literature?

KouTpoJuanuas padora 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 (+)

KonTpoabHasi pabora 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 —
IEWAS ottt (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.

R

KonTpoJabHasi pabora 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?

KonTpoabHasi 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 NelQ
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

KonTpoJabHas 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 ...............ccoeevvininnn. (read) your new book.
5. Idon’tenjoy ....covvviviiiiiiiiiiiiiinn.. (go) to the dentist.
6. A:Did youremember ..............cociiiiiiiiiiinn... (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. lsawtheplane ................... (crash) into the hilland ................ (burst) into flames.
8. Heissaid ..................... (be) the best surgeon in the country.

KonTtposabHasi pabora Nel2
1. Match the types of the letters (1-5) with the samples (a-€). 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 paoora 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 TOJIBKO 3aKOHYMM HCTOPHIO CPETHUX BEKOB).
2. I’ll go with you ..... (mocie Toro Kak 3aKOHYY JOKJIa[T).

3. You will continue your studies ..... (eciu ciaauTe 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©CoOoONO 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, | 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 Do

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

6.1 BapnaHThl 3K3aMeHAMOHHBIX OWJIETOB:

Dx3aMeHaIrmoHHbIN OmneT 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,
BBIOMpPATh, XpaHWUTh, OE30MMACHOE XpaHEHWE, IICHHBIH, BOCCTAHOBJICHUE, UHU(PPOBOH,
SJICKTPOHHBIC 6a351 AAaHHBIX, ACJIaTh ICPCOLICHKY.

WO ~NOUTA WN

DK3aMeHaIMOHHBIN OuieT 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.

DK3aMeHaAIMOHHBIN OnaeT 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, pa3BUBAaTh, UMCTH IIPaBO.

DK3aMeHaIMOHHbBIN Ouiet 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 0Tk, 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 NOOThWDNDELEDN
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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 omiet 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?

7. 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.

ODOOTEWDNDEL,DN

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.

II. 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 myx — agBoKar.

7Y Hee OoJblIasi CEMBbSL.

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 | listened to the speech of the barrister, the more | 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 JIETEM.

4 Ha cToie HEeT KHUTH.

5 B cymke ecth kiroun?

6 B xonoaunpHUKE MaJio sSI0JI0K.

7 CTy€HTBI B ayIUTOPUU?

8 LIBeTnl HE B Baze.

9 JluBaH B KOMHaTe?

10 Majyo MammH B ropoJie.

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

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 Tdon’t need any help. Icantake careof ............................

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 e living in that house? It looks empty.

10Theard ...........cooevviininnn.. falling down the stairs.

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

1 Tomwon’tbelate, ......ooovviiiiiiiiiiiiiiiiiiiiii, ?

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, ............cooeviiiiiini.n. ?

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

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 e1ie He PaCCMOTPEIH 3TOT BOIPOC.

4 Mara3uH 3aKOHYHJI CBOIO paboTy 2 yaca Ha3a/l.

5 Jlekuus mo JIUTEpaType TOJIbKO-YTO HAYaIach.

6 Ha sToit HCICJIC UHCIICKTOP IMOJUIHUH 3aKOHYHJI paCCICA0BaHUC JICIIa.
7 Korza Bbl cjany 3K3aMeH 110 UICTOpUu?

8 BbI korga-HuOys ObUTH B TeaTpe?

9 Ionuueiickuii apecToBasl MPaBOHAPYLIUTEIS.

10 MHuorue CTPAaHbl OTMCHUJIN 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 .........coooiiiiiiii (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).
61fI............ (be) him, I ............ (not / treat) my father like that. He will be sorry for that
in the future.
71Ifshe ..o, (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
gO€S .......... 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.

LHe cooee (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 ........c.oooviiiiiiiiiiiiiiiiins (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..........ooooii (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 are in 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.
V1. 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. Transate sentences paying attention to the gerund.
1 After watching the film | met my grandma.
2 My sister loves playing with our dad.
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3 | missjogging. Now | am not allowed.

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:

11f / she / she’ll / misses / bus / the / the / walk

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

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

5If / 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 e, 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 Beimmonnenust — 90 MUHYT
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