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1. Heab 1 327291 TUCHUILIAHBI

Lenb - chopMupoBaTh KOMMYHUKATUBHYIO KOMIIETEHITUIO (HABBIKH PEUYEBOTO OOIICHHUS
Ha aHTJIMICKOM SI3bIKE).

3agaun:

- (opmupoBanue (POHETHUECKHUX, JIEKCUYCCKHX, TIPAMMATHUYECKUX, TEPEBOIUYCCKUX,
AQHATUTUYECKUX HABBIKOB, YMEHHUM pacCykJaTh, aHaJU3UPOBATh, BBICKA3bIBATh MHEHHUE 10
TEKCTY;

- Pa3BUTHE S3BIKOBBIX, MO3HABATEIBHBIX CIIOCOOHOCTEH, TOTOBHOCTH K KOMMYHHKAIIUU
Ha OCHOBE MPEIJI0KEHHOT0 MaTeprana;

- pacuiupeHue JHUHTBUCTUYECKUX, KYJIbTYPOJOTUYECKUX 3HAHWUM, Pa3BUTHE YMEHUM
BBIJIEJISITH OCHOBHBIE TTPOOJIEMBI;

-IIPAKTUYECKOE HCIOJB30BAHME TPHOOPETEHHBIX 3HAHWW B JIMAJOTHYECKOM H
MOHOJIOTHYECKOM BBICKa3bIBAHHH.

2. MecTo THCHMIUIMHBI B CTPYKTYpe 00pa30BaTeIbHOI MPOrpaMMbl
JlucuumiauHa OTHOCUTCS K 6a30BOM 4acTu 0OIIEHAYYHOTO IHKJIA.

3. Tpe6oBanusi K pe3yJibTaTaM 0CBOEHHUsI TUCHHUIIJIHHbI

BrimyckHUK A0MKeH 007a1aTh CICIYIOIIMMH KOMITETCHITUSIMU:

- TOTOBHOCTBIO K CaMOpPa3BUTHIO, CaMOpEAIM3allid, WCIOJb30BaHUIO TBOPUYECKOTO
noteniuana (OK-3);

- TOTOBHOCTHPIO K KOMMYHHMKAllMd B YCTHOM W TIMCbMEHHOW ¢opMax Ha
rocynapctBeHHOM si3bike Poccuiickoit denepanvii 1 UHOCTPAHHOM SI3bIKE JIJIs1 PEIICHUs 3a/1a4
npodeccronansHo aestensHoctu (OITK-4);

B pe3ynbTaTe u3ydeHus: JUCUUILUIMHBI CTYJICHT JTOJKEH

3HaTh:

- 6a30BYIO JIGKCUKY OOIIEro si3bIKa U TEPMUHOJIOTHIO CBOSH CIEINaIbHOCTH |

Ymern:

- YUTaTh HA MHOCTPAHHOM SI3bIKE XYJO0>KECTBEHHYI0 M HAYYHYIO JIMTEPATypy M TEKCThI
0OIIIECTBEHHO - MOJMTHYECKOTO U JIIOBOTO XapakTepa, MepeBOJUTh TEKCTHI MO CIICIHATIBHOCTH
CO CJIOBapeM;

- BecTH Oeceny Ha MpodeccHoHaIbHbBIE U OBITOBBIC TEMBI;

-TIOITOTOBUTh ~ MUCBMEHHOE M  YCTHOE  CcooOIeHue Ha  1podeccHoHaIbHO-
OpPUEHTHUPOBAHHYIO TeMY (IOKIJIAJ, CTaThs);

Baanern:

- HHOCTpPaHHBIM SI3BIKOM B 00BbeMe, HeoOXoauMoM Ui  MpodeccHoHaIbHOM
JIeSITeILHOCTH.

4. O0beM TUCHUILIMHBI U BU/IbI Y4eOHO# padoThl

Taoauma 1
Bcero CemecTtpsl
Bua yuyeOHo# padoThl 4yacosB/ 3a4. €. 1 1
(020110 300 | O®O |3DP0O
KonTakTHasi pa6oTa (Bcero) 51/1,41 | 16/0,44 | 51/1,41 | 16/0,44
B Tom uucie:
[TpakTHdeckue 3aHsTH 51/1,41 | 16/0,44 | 51/1,41 | 16/0,44
CamocrosiTesibHasi paboTa (Bcero) 93/2,5 128/3,5 | 93/2,5 | 128/3,5
B Tom uucie:




TekcThI IO crenuaIbHOCTH 40/1,11 | 40/1,11 | 40/1,11 | 40/1,11
I'pammatuka 20/0,55 | 30/0,83 | 20/0,55 | 30/0,83
U (unu) opyaue 6udvl camocmosmenvHol pabomoi:
[ToaroToBKa K MPaKTHYECKUM 3aHSATUSIM 20/0,55 | 30/0,83 | 20/0,55 | 30/0,83
IToxroToBKa K 3aueTy 13/0,36 | 28/0,77 | 13/0,36 | 28/0,77
Buja orueTHoCTH 3ayer 3a4yerT 3a4yert 3aveT
O6mas Tpynoemkocts | BCEI'O B yacax 144 144 144 144
JUCHHUININHBI BCETI'O B 3a4. equHHIAX 3 3 3 3
5.Conep:kanue QM CUUTIIHHBI
5.1. Pa3gennl AMCHUILIMHLI U BHABI 3aHATHH
Taoauna 2
Yacel Yacol
NPaKTHYECK Beero NnpaKkTuye Beero
HX CKHX
Ne | HammeHnoBanue pasaesa yacos/ yacos/
(cemuHapck (cemmuHuap
n/n | IucuuniauHbl Mo ceMecTpam 3.€. 3.€.
UX) CKHX)
3aHATHIA 3aHATHH
o0 (01010 300 30
1 cemecTp
1. | 'pammaTuka 10/0,27 4/0,11
2. | YcrHas peub 10/0,27 4/0,11
3. | Iucemo 11/030 | SV/1.41 [ 4011 | 16/0,44
4. | Jlekcuka 20/0,55 4/0,11
5.2. lIpakTuyeckue 3aHATHS
Taoauma 3
Ne | HaumenoBaHme pa3jaesia Conep:xanue pasaena
n/n | IMCHUIJINHBI
1 cemecTp
1. I'pammarnka 1. The Active Voices
2. Modal verbs
3. The equivalents of modal verbs
4. The Passive Voice (gr. Indefinite)
5. The Passive Voice (gr. Continuous)
6. The Passive Voice (gr. Perfect)
7. Direct and Indirect speech
8. Complex Object
9. The Conditional Mood
10. Participles
2. Yernas  peub, Jekcuka, | 1. Enquiries (3ampocsr).
MHCHMO 2. Replies to Enquiries and Offers. Otsersl Ha
3alpoChl ¥ NPEI0KEHHUSL.
3. Discussion of Prices and Terms. Accepting or
Declining Offers. OOGcyxneHHe IeH W YCJIOBHUHU.
AxnenToBaHue (mpuHsTHE) H OTKJIOHECHHE
MIPEUI0KEHUI
4. Orders in Import Trade and their Execution




(MmnopTHbIE 3aKa3bl U UX UCIIOJHEHUE).

5. Agency (AreHTCKHe yCIIyTH).

6. Contracts and Their Performance (KouTpaktsl u
UX HCIIOJIHEHHUE).

7. Shipment. Sanctions. Guarantee.

8. Insurance. Export  Licenses. Patents.
(CrpaxoBanue. Buennue nunensuu. [1aTeHThI.)

9. Force Majeure. Arbitration. Inspection and Test.
General Provisions. (®opc wmaxop, ApOUTpax.
Wucnexkruposanue. [IpoBepka.)

10. Complaints and Their Adjustment (IIperen3uu u
UX YperyJlupoBaHuE).

3. IpakTHYeckne 3a1aHus

Personal letter
Postcard
Business letter
Filling in forms
Essay

Report
Curriculum vitae

NogkhwbdpE

6. CamocTosiTesibHAsI pa00Ta MATHCTPOB MO TMCHHUIIUHE

Tao6auna 4
TeMbl AJIA CAMOCTOATEIBbHOI0 U3YYCHUSA
Ne | TemMbl U TEKCTBI VISl CAMOCTOSITEJILHOTO U3Y4YeHU S KoJu-Bo KoJu-Bo
4acoB/3.e 4acoB/3.e
(01010} 300
1 | Business travelling 10/0,27 15/0,41
IToBenurenpHOE HAKIOHEHHE.
2 | Hotel in London } 10/0.27 15/0.41
HpI/IT}I}KaT CJIbHBIM MaJICK CYIICCTBUTCIbHBIX.
3 | Trade finance 10/0,27 15/0.41
IIpenyoru.
4 | Balance sheets
Mecroumenus somebody, anybody, nobody. 10/0,27 150,41
> | Taxes 10/0,27 10/0,27
Mo pnasibHbI€ TJIaroJibl (3KBUBAJICHTHI ).
6 | Banking 10/0,27 10/0,27
7 | The Federal Judiciary 10/0,27 15/0,41
8 | The English Political Heritage 10/0,27 15/0,41
9 | Accounting 13/0,36 18/0,5
93 128

y‘-Ie6HO'MCTOZ[I/I‘-ICCKOC oOecreueHne CaMOCTOSTEIbHOM paGOTBI JUCHUIINIMHBI BKIIIOYACT
COBPCMCHHBIC AYTCHTHUYHBLIC TCKCTHI II0 [JCJIOBOMY aHFHHﬁCKOMy SA3BIKY, I‘paMMaTI/ILICCKI/Iﬁ

Marepuali, ayaiuo U BUACO MaTCpuall.

7. OueHo4YHbIE CpPeaCTBA



Bonpocel Kk 3auery
(1 cemectp)
TeMbl.

O©Co~NOP,~,wWDNE

. Enquiries

. Replies to Enquiries and Offers

. Discussion of Prices and Terms. Accepting or Declining Offers
. Orders in Import Trade and their Execution 5. Agency

. Contracts and Their Performance

. Shipment. Sanctions. Guarantee.

. Insurance. Export Licenses. Patents

. Force Majeure. Arbitration. Inspection and Test. General Provisions

10. Complaints and Their Adjustment
I'pammartuka:

1

3.
4.
5.
6.
7.
8.
9.
1

. The Active Voices
2.

Modal verbs

The equivalents of modal verbs
The Passive Voice (gr. Indefinite)
The Passive Voice (gr. Continuous)
The Passive Voice (gr. Perfect)
Direct and Indirect speech
Complex Object

The Conditional Mood

0. Participles

IIpakTHyeckue 3a1aHUS:

1.
2.
3.
4.

5.
6.
7.

Personal letter
Postcard
Business letter
Filling in forms
Essay

Report
Curriculum vitae

1. TecTnl mo rpaMmmaTuke (TeKYUHi KOHTPOJIb)

Test A
I. Translate into English using verbs in Present, Past and Future Indefinite Passive.

WX HaxooaT —MX HALUIM — UX HAUAYT.

Ero npomaroT — ero npoCTHIIN — €ro IpoCTAT.

E€ nmyt — e€ nckanu — e€ OyayT UCKaTh.

MHe npeuiararoT — MHE IPEUI0KWIA — MHE IIPEIUIOXKAT.
Hac BcTpeuaror — Hac BCTPETHIIM — HAC BCTPETAT.

Bawm narot — Bam nanu — BaM JaayrT.

I1. Write the following sentences in the Passive Voice.

O~NOOOUTHE, WN

. This letter (to write) yesterday.

. This question (to answer) at the last lesson.

. This text (to translate) by him tomorrow.

. The task (to give) by the teacher at every lesson.

. This agreement (to sign) next month.

. You(to show) the way to the city tomorrow.

. The house (to build), soon we shall move into a new flat.
. You often (to ask) by the teacher at the lessons?



I11. Translate the following sentences into English.

1. Bee Obutn yBepensl, uto bopuc Xopomo caacT 3K3aMeHBI.

2. On roBopuit, uto JleB TosncToil ero r0OMMBINA MTUCATENb.

3. 51 3nan, uyTo BBI )KHUBETE B MOCKBE, HO HE 3HAJI BAILIETO ajipeca.
4. OH cka3ail, 4To OpOCUT KypHUTb.

5.Bce 3Haam, 9yTO OHA TOEAEeT B PuM.

6. [Ipoctute, MBI HE [yMaJju, YTO BbI JKJETE HAC.

7. 51 He 3Ham, YTO BbI TOXKE JIIOOUTE PyTOOI.

8. 51 ObL1 yBepeH, uTo OH Oy/IeT BBIJAIONIMMCS ApTUCTOM.

IV. Put into Indirect Speech.

1. I said to Boris: "Does your friend live in London?"

2. | said to the man:"Are you living in a hotel?"

3. Nick said to his friend: "Will you stay at the 'Hilton"?"

4. He said to me: "Do you often go to see your friends?"

. He said to me "Will you see your friends before you leave St. Petersburg?"
6. Mike said to Jane: "Will you come to the railway station to see me off?"

7. She said to me: "Have you sent them a telegram?”

8. She said to me: "Did you send them a telegram yesterday?"

o1

V. Put questions to the italicized words.

1. Girls are beating boys in subjects such as science and math.

2. Alexander switches on his computer every day.

3. Computers can be divided into three main types.

4. Computers have resulted in massive unemployment in many countries.

V1. Put into Past Tenses using Sequence of Tenses.

1. Nick says he is going to the hotel to see his friends, who have just arrived
in St. Petersburg from the United States of America.

2. He says they have not been here for a long time.

3. He says they were friends at school.

4. He says he will take them to the theatre on Sunday.

5. They say they will write me a letter when they return home.

6. Mike says he is sure Ann and Kate will be excellent guides.

7. He says they have made good progress in English.

8. Oleg says that in a day or two several English students will come to pay a visit to their school
and he will probably have to act as interpreter.

Test B

I. Translate into English using verbs in Present, Past and Future Indefinite Passive.
MHe paccka3bIBalOT — MHE PACCKa3alld — MHE PACCKaXYT.

EMy noka3bIBalOT — eMy MOKa3allid — €My MOKaXKYT

Hac cnpammBaroT —Hac CripoCHIId — HAC CIPOCHT.

WM oTBEUalOT — UM OTBETUIIM — UM OTBETHT.

E€ ocraBnsror — €€ ocTaBuiIM — €€ OCTaBAT.

Bac 3a0piBatoT — Bac 3a0b1TH — Bac 3a0yIyT.

I1. Write the following sentences in the Passive Voice.
1. We thought about our friend all the time.

2. The doctor will operate on him in a week.

3. The teacher sent for the pupil's parents.

4. They looked for the newspaper everywhere.



5. Nobody sleeps in the bed.

6. The neighbor asked for the telegram.

7. Everybody listened to the lecturer with attention.
8. The senior students laughed at the freshman.

I11. Translate the following sentences into English.

. 51 ObLI yBepeH, YyTO OH OyZIeT BbIIAIOLIUMCS aPTUCTOM.

. 51 Gostiicst, UTO BBI HE MOCJENYETE MOEMY COBETY.

. Sl mymait, 4To OH MOJOKIET MEHS.

. 51 He 3Ham, yTO THI OyAELIb padOTaTh B UNTAIILHOM 3aJI€.

. Cectpa cka3zana, 4To XO4€T IIpUexaTh K HaM cama.

. 1 3Hana, 9T0 OHA OYECHH 3aHATA.

7. HukTo He 3Ha, 4TO BBI KJIETE 3/7eCh. [loiimemMTe B TIOM.

8.I'mz npeaynpennit Hac, 4YTO B 3TOW YaCTHU rOpoJia IBUKEHUE TOBOJIBLHO
CHJIBHOE.

AN DN B~ W=

IV. Put into Indirect Speech.

. He said to us: "Come here tomorrow."

. I said to Mike: "Send me a telegram as soon as you arrive."

. Father said to me: "Don't stay there long."

. Peter said to them: "Don't leave the room until I come back."”
. "Take my luggage to Room 145," he said to the porter.

. He said to me: "Ring me up tomorrow."

. "Bring me a cup of black coffee," she said to the waiter.
8."Don't be late for dinner," said mother to us.

~NOoO ok~ wWwN

V. Put questions to the sentences.

1. Babbage was lamenting about errors in some tables to his friend Herschel.
2. At that time, steam was a new and largely unexplored source of energy.

3. The Mark | took six seconds for a multiplication and twelve for a division.
4. Until the late 1970s, the computer was viewed as a massive machine.

V1. Put into Past Tenses using Sequence of Tenses.

. He says they have not been here for a long time.

. He says they were friends at school.

. He says he will take them to the theatre on Sunday.

. My uncle says that he has just come back from Caucuses.

. She says that she will bring and show us the photos.

. The teacher says that they have made a good progress in English.

. She says that Boris told her a lot of interesting things about the South.
. Ann says she has just met Boris in the street.

ONO O WN

2. TekeThl 1€10BOT0 AHTJIMHCKOrO0 A3bIKA (TEKYIIHH KOHTPOJIb).

10 Tips to Help Get Over Your Fear of Presentations

People often have a fear of presentations. Perhaps it is because they are afraid of not doing
well or simply because they are afraid of large crowds. Here are ten tips to help you get over
your fear of presentations.

1. Make sure to always remind yourself that you are an expert. It will make a presentation
easier for you when you pretend that you are the best expert out there. Remind yourself that
you are a professional in the field and that you know what you are doing and you know what
you are talking about. This will help you feel more secure when doing a number of
presentations.



2. Make sure to always dress professionally when doing presentations. When you dress
professionally then it will help you stay in the mode of being professional. You feel better
about yourself since you are dressed professionally. People generally tend to act more
professionally when they are dressed professionally.

3. Try to memorize the words that you want to say and other steps involved in the
presentation. You can memorize what you want to say and know exactly the order of each
step in the presentation. You want to be able to know what to say word per word without
having to look at an index card.

4. Try to keep the presentation interesting to everyone. You want people to be interested in
hearing, watching, and listening to what you to have to say or show. You want them to view
you as an expert. You can ask people if they have any questions regarding the presentation.
Always be prepared to answer their questions.

5. Always be prepared to answer questions. People expect you to know the answers
regarding products or projects. They want to know that you know what you are talking
about. They need to know that you are very informed with knowledge about the subject that
you talk about in your presentations.

6. Remember that the people at the presentation aren’t your enemies. Don’t be afraid of
them. They are there to be educated and learn something new from you.

7. The more presentations you do the more comfortable you will become. You will probably
actually enjoy doing presentations after a few experiences. You will become more confident
each time that you do a presentation.

8. Make sure to give out business cards. Depending upon what type of presentation it is.
Business cards show people that you are serious about it.

9. Make sure to give out freebies. It will help make you more confident in you since people
will talk about the freebies that they received such as a free pen or whichever and they will
remember your presentation. They will think of you as an expert and remember your
presentation whenever they use the freebies.

10. Don’t quit doing presentations. The more presentations you do the more people realize
that you are very good at what you do.

3.[IpakTuyeckas 4acTh JAeJOBOIr0 AHIIHHCKOIO SI3bIKA (TEKYIIHIl KOHTPOJIb).
OO0pa3en HanucaHus O0TYETA

To: M. Anderson

Director of Personnel

From: A. Jackson

Personnel Manager

Date:28 November

Re: Employee benefits satisfaction



INTRODUCTION

As requested, | interviewed a number of employees concerning employee benefits satisfaction.
It involved a representative selection of 15 % of all employees who were interviewed in the
period between 1 November and 15 April 1.

My findings are presented below.

FINDINGS

1. Employees were generally satisfied with the current benefits package.

2. Older employees repeatedly had problems with prescription drugs procedures.

3. Employees between the ages of 22 and 30 report few problems with Health Medical
Organization (HMO).

4. Most employees complain about the lack of dental insurance in our benefits package.

Oo0pa3zen HanucaHus AeJIOBOI0 MUCHMA

9 Svetlaya St.
Krasnogorsk114965
Russian Federation
Anne Smith
225 Phillips Boulevard
Manchester 0834184

United Kingdom
4 December,2008

Dear Miss Smith,

Further to our telephone conversation, | would like to confirm the following arrangements for
your arrival.

Your group arrives on 3 January at 2.15 p.m. You will be met at the railway station by our
representative. He will take you to the hotel in Moscow (the address and hotel conveniences are

enclosed).
If you require any further information, please do not hesitate to contact us.

Yours sincerely,
Kate Smirnova

OO0pa3en HanucaHus pe3roMe
Curriculum Vitae

Peter Townsled

35Green Road Spokane, WA 87954 Phone (503) 456-6781 Fax (503) 456-6782 E-mail
petert@net.com

Date of Birth 3 October 1966

Marital Status

Married

Obijective

Employment as manager in important clothing retailer

Work Experience

1998 — Present Jackson Shoes Inc. Spokane, WA Manager
Manage staff of 10

Provide helpful service to customers concerning shoe choices
1995-1998 Smith Office Supplies & Yakima, WA

Assistant Manager

Managed warehouse operations

Interviewed new applicants for open positions

Education



mailto:petert@net.com

1991-1995 Seattle University, WA Bachelor of Business Administration
Additional Skills

Advanced level skills in Microsoft Office Suite, basic HTML programming,
spoken and written proficiency in French

Interests

Football, rowing

References

John Campbell

Managing Director

Jackson Shoes Inc. Spokane, WA

JIEJTOBAS TIEPENMACKA M OTHOLIEHUSA (BUSINESS CORESPONDENCE AND
RELATIONS)

KPATKHWH CJIOBAPb OCHOBHBIX TEPMHUHOB

Agenda — TToBecTka jaHs
Applicant — 3asButens (IpeTEHACHT)
Applicants’s supervisor — PykoBoauTesnb 3asBuTens (PETeHICHTA)
Application form — Aukera
Apply — O6parmarscs

Books and monographs — Kauru u monorpaduu
Brief summary — Kpatkoe conepxanue

Carrying out research — IIpoBoanmoe ucciegoBaHmue
Certified copy — 3aBepennast Konus
Chapter — I'maBa
Co-authors — CoaBtopsI

Common name — O0menpuHsATOS Ha3BaHUE

Complete List of publications — ITosHBI# CITUCOK MTyOTUKAITHI
Conference programme — [Iporpamma KoHbepeHIHN

Content of research — ConeprkaHre ncciie0BaHus

Current educational activity — Tekymas o6pa3oBaTeibHast IATEILHOCTh
Current employment — Tekyiast 3aHITOCTb
Date and place of birth — /lara u mecro poxaenus

Degree Granted — YpoBenb 00pa3oBaHus

Description of the Research (project) — Omucanue ucciaenoBanus (mpoekra)
Details of publication — Jletanu nmyoaukamnuu
Employee — 3ansitocts
Education — O6pa3zoBanue
Expected completion — IIpenmnosnaraemslii pe3yibTaT

Expected degree — OxwunaemMsbiii ypoOBEHb

Family name — ®amunus

Fellowship — Hay4noe o6recTBo
Future professionals plans — Bynymue npodeccnoHanbHbIe MIaHbI
Given name — JlanHoe uMst

Hand-made form — Pykonuchas dgopma
Handwritten signature — PykonucHast HoAmuch
Head of host institution — PykoBoautenb MpUHUMAFOIIEH OpraHu3aun
Indicate the title — O603HaueHue 3arosoBKa
Information about presentation — Mudpopmarus o npeacTaBaeHuu
International Foundation — MexxayHapoiHast opraHu3ariusi
Introduction — Beenenue
Investigation — HMiccnenoBanue
Issue — 3nanue



Item — I[aparpad, craTbs

Letter of invitation — [Ipurnamenue

Letter of recommendation — Pexkomennarensaoe nucsMo
List of publications — Criucok ny0iukaruii

Look forward to your arrival — Oxxungaem Bamero npu0situs
Location — Pa3memnienue

Mailing address — I[TouroBblit aapec

Main subjects studied — OcHOBHbIC 0OBEKTHI H3y4CHHSI
Major awards — Baxxubie Harpaipt

Name in full — TTotHoe nms

Name of institution — HaumenoBanue opranuzanuu (y4perkacHsi)
Number of pages — KonudecTBo cTpanwuir

Organizing Committee — Opranu3aiMOHHbII KOMUTET
Papers in journals — Crateu B sxypHamax

Previous stays — [Ipeasiayiiue npeOsIBaHUs

Property of the foundation — Co6¢cTBeHHOCTE Opranu3anuu
Purpose — Llenn

References — Ccbuiku

Reprint — ITepencuarsiBanue

Required documents — TpeOGyembie TOKyMEHTHI

Research facilities — UccnenoBarenbckme cnocoGHOCTH
Research plan — ITinan ucciaenoBanus

Return the documents — Bo3spat 10kyMeHTOB

Schedule — Pacrincanwue (rpaduk)

Scientific name — Hayunoe Ha3Banue

Study area — O61acTh U3ydcHHS

Starting date — /lara nagana

Subject of research plan — IIpeamer mrana uccaeI0BaHUs
Submitted applications — I[TogaHHbIe aHKETHI (3asABICHHUS)
Technical Subcommittee — Texauuecknit [TogkoMuTeT
Topic of thesis — Tematuka Te3ucoB

Type of work — Tun pa6oTsr Typescript — [TeyatHast pyKOIIKCH
Typewritten English — OtneuaTanHbIi aHTTHHCKHN TEKCT
Unsigned application — Hemoamucannoe 3asBicHUE (aHKETA)
Will be ignored — He Gymer paccmaTpuBaThCs

OCHOBHBIE 2JIEMEHTBI IEJIOBOT'O IMCBMA.
Hauano nesioBoro nucsma (Opening phrases)

Dear sirs — YBaxkaeMble rocnoa

We have received your letter of — M1 nostyursin Barire miucbMo or ...

We thank you for your letter of — Braromgapum 3a mucbeMo oT. ..

We’ve given proper attention to your letter where you ask us to do (with the request of) — Msr
oOpamiem ocoboe BHMMaHue Ha Baie nmucsMo, rae Bel mpocure Hac o... ( ¢ TpeOoBaHUEM O... )
In replay to your letter of — B otBer Ha Bare mucemo oT. ..

In confirmation of our telephone conversation (talks) we wish to inform you — B
MOJITBEPXKIEHUE HAIIEro TeJIe()OHHOTO pa3roBopa (IeperoBopoB) Mbl XOTeIH Obl COOOIIUTH
Bawm...

Referring to our previous letter of we inform you that — Cceinasice Ha Baiiie mucbMo OT. .., MbI
uHpopmupyem Bac, uro...

We are glad to share good news with you — Me1 paibl mogenutbest ¢ Bamu xopommmu
W3BECTUSIMH



We are sorry (We regret) to have to remind you that — K cosxaneHuto Mbl J0JKHBI COOOIIUTH
Bawm, uTto...

We learn from your letter that — 13 Bamero nmuceMa Mbl y3Hanu, uto... In connection with our
letter of and in confirmation of your fax of — B cBsizu ¢

BammM mucbMoM OT... U B IOATBEPKICHUH (hakca OT. ..

We apologize for the delay in answering your letter — [Tpocum u3BHHEHHS 32 33JICPIKKY C
0oTBETOM Ha Bariie nucsMo

We apologize for — 13Bunute 3a...

Please accept our apologies for — INoxayiicTa, NPUMHUTE HAIIK U3BUHCHHUS 34. ..

First of all — B nmepByro ouepenp

In fact — ®axruyeckw. ..

Besides — Kpome Toro...

We regret to learn from your letter — MsI ¢ coxanennreM y3Hanu u3 Baiero nucema. ..

We have to inform you of our being unable to meet your request - MbI BEIHYKICHBI COOOIIUTD
Bawm o Hamelt HecoCTOSITeTbHOCTH BBITIOJIHUTE Batry mpock0y

The context of your fax is a sort of a surprise for us — Coaepsxanue Bariero ¢akca HeCKOJIBKO
HacC yIUBHUIIO

Further to our letter of — B gononHeHue k HaleMy MUCbMY OT. ..

We have to remind you that — MsI BBIHYX/ICHBI HATIOMHHUTH Bam. ..

You are no doubt aware that — Bam koHEYHO HU3BECTHO, UTO. ..

We enclose the copy of the letter- TTpunaraem xonmio nmucbMa

Ces3younue 3j1eMeHTHI MucbMma (Binding phrases)
There’s no doubt that — HecomuenHo. ..

We are sure that — MbI yBepeHsl, 4ToO. ..

It is necessary to note that (It is worth mentioning that) — Heo6xoanmo (CTOMT) OTMETHTB, UTO. ..
We find it is necessary to note — CuntaemM HEOOXOAUMBIM OTMETHTD, UTO ...

We would be glad to have the opportunity — Msr 6b11H GBI paibl KMETH BO3MOKHOCTb. . .

We are taking the opportunity to remind you that —ITonb3ysich BO3MOXXHOCTBIO HATIOMHUTh. . .
It goes without saying — Camo co6oii pazymeeTcst

We’d like draw your attention to the fact that — O6pamaem Bamie BHuManue Ha TOT ¢akxT, 4To...
Considering the above said — Beuay BBIIIEH3I0KECHHOTO

In this connection — B c¢Bsi3u ¢ aTiM

In connection with your request — B cBsi3u ¢ Barieii mpocs00ii

In connection with the above said — B cBsi3u ¢ BbIIIEH3/105KEHHBIM

Otherwise we shall have — B npotuBHOM citydae MbI OyeM BBIHYK/ICHBI

As regards your request — Yo kacaercst Bariieii mpocs0br

The matter is (The point is) — Jleqo B ToMm, 4ToO...

To our mind — Io HameMy MHEHHIO

In case of delay in —B ciy4ae 3aaepxku B ...

We have some difficulty in — Ml uCIibITBIBaEM 3aTpyIHEHHUS C. ..

We have to admit that — Heo6xo1umo npu3Hath, 4ro...

Up till now we have received no replay — JIo cux mop Mbl He TOJTydHIH OTBETA

We don’t share your point of view for the following reasons — M1 He pa3zaensiem Bainy Touky
3pEHHS 10 CICTYIONIMM TPHYUHAM

In case of your refusal — B ciiy4ae Barrero otkasa

In case you fail to make payment — B ciyuae neymiatsl Bamu

In accordance with the contract enclosed — B cooTBeTcTBHU C priIaraeMbIM KOHTPaKTOM

You write in your letter that - B Bamem nuceme Bbl numure. ..

Further you write - [Tanee Bol nummute

Nevertheless — Tem He MeHee

Moreover —bonee Toro



Sakauntensusie ppassl (Closing phrases)
We are looking forward to receiving your consent (approval confirmation) — Oxwunaem Bamiero
coryacus (MoATBEPKACHUS, 0JI00pEHHS)
We shall not fail to contact our organization — MeI He 3aMeITMM CBSA3aThCS C HAIIUMU
Oopra"Hu3anusIMHu
We are expecting your representatives to arrive for the talks — )Knem npuesna Bamrero
MNpeACTaBUTCIIA IJIA I[ZUILHGIZHH/IX IEPETOBOPOB
Your prompt execution of our order would be appreciated — Byaem BecbMma npusHaTeIbHBI 3@
OBICTPOE BBITIOJIHEHHNE HAIIEH TPOCHOBI
We assure you that we shall take prompt action to remedy the situation — 3aBepsiem Bac, 4TO MbI
npeanpruMemM CpOYHbIC MCPLI IJIA UCHIPABJICHUA CO3AaBIICTOCS MOJIOXKCHUA
We wish to maintain cooperation with you — Hageemcsi moiiepxuBarh COTpYAHUYECTBO ¢ Bamu
Up on receipt of the fax will you please inform us — ITo mony4enuro pakca mpoCUM COOOIIUTH
(napOpMHUpPOBaTH) HAC
Your early replay will be appreciated — Me1 Oyem npusHarenbHbl Bam 3a ObICTpBI OTBET
We are looking forward to hearing from you — Haneemcst monyunth oT Bac oTBeT B Osmkaiitiee
BpeMs
If we can be of any assistance please don’t hesitate to contact us — [Ipocum oOpamaTbcs kK HaM,
eciu Bam motpebyercs momoinp (comenicTBue)
Yours faithfully, (Yours truly), (Yours sincerely) — C yBaxxenunem

Oo0pa3zen OusieTa Kk 3a4eTy JJisi MATUCTPAHTOB

I'po3HeHCKHIT rocyTapcTBeHHbI HeTAHOW TEXHUYECKHIl YHHBepcHTeT nM.akax. M./, MUIHOHIIAKOBA
Hucrutyt "UHCTHTYT 1M pOBOIi IKOHOMHMKH M TEXHOJIOTHYECKOT0 NMpeNpUuHAMAaTeIbcTBA "
I'pynna "T'MY"  Cemectp "1"

Jucununiuna " JlegoBoii anraumiickuii’’

Buaer Ne 1
1. Enquiries
2. The Indefinite Tenses
3. Personal letter
Hoanucey npenosapareJist Hoanuce 3aBenyrowero kadeapoi

8.YueOHO-MeTOAMYECKOE U MH(OPMAIIMOHHOE O0ecTiedeHUe U CIIUTINHbI

a) OCHOBHAs JIUTepaTypa
1. Augpromikun, A. I1. JlenoBoii aHTmiickui si36IKk — MockBa: u3-Bo «Jlamkos u By, 2018. — 332
c.
2. http:JTykuna, JI. B. Kypc anrimiickoro si3pika i MmaructpantoB. English Masters Course
[DnekTpoHHBIH pecypc] : yuebHOe mocoOue isi MaruCTPAHTOB 110 PA3BUTHIO U
COBEPIICHCTBOBAHUIO OOIIMX U MIPEIMETHBIX (JIEI0BOM aHTTUHCKUN S3bIK) KomneTeHiuit / JI. B.
JlykuHa. — DJIEKTPOH. TEKCTOBBIE JaHHbIE. — BopoHex : BopoHexckuii rocy1apcTBEHHbIN
apXUTEKTYpHO-cTpouTenbHbIN yHuBepcuret, ObC ACB, 2014. — 136 ¢. — 978-5-89040-515-9.
— Pexxum nocryna: http://www.iprbookshop.ru/55003.html//www.iprbookshop.ru/55003.html
3. Anemyruna, E. A. [IpodeccrnonanbHO OpUEHTUPOBAHHBIN aHTTIMCKUI SI3BIK 715
MarucTpaHToB [ DNEeKTpOHHBIN pecypc] : yuebHoe nocobue i By3oB / E. A. Anemryruna, I'. K.
Kprokosa, /1. A. JlomkapeBa. — DnIeKTpoH. TEKCTOBbIEe NaHHble. — Huxauit HoBropon :
Hwmxeropoackuil rocyaapcTBEHHBIM apXUTEKTYPHO-CTPOUTENbHBIA yHUBepcuTeT, ObC ACB,
2016. — 96 c. — 978-5-528-00113-5. — Pexxum gocryma:
http://www.iprbookshop.ru/80825.html
4. bopraukoBa, T. I'. Business Correspondence in English (/IenoBast koppecnonaeHus Ha
aHIJIMICKOM s13bIKe) [ DNeKTpoHHBIH pecypc] : yaueOHoe nmocodue / T. I'. BoptHukosa, . E.
WnbuHa. — DIEKTPOH. TEKCTOBBIE JaHHbIe. — TamO0B : TaMOOBCKHI rocyJapCTBEHHBIH



http://www.iprbookshop.ru/55003.html
http://www.iprbookshop.ru/55003.html
http://www.iprbookshop.ru/55003.html
http://www.iprbookshop.ru/55003.html
http://www.iprbookshop.ru/55003.html
http://www.iprbookshop.ru/55003.html
http://www.iprbookshop.ru/80825.html

texunueckuil yausepcuret, 96C ACB, 2012. — 160 ¢. — 2227-8397. — Pexxum nocryna:
http://www.iprbookshop.ru/63929.html

0) 10MOJIHUTEIbHASA JINTepaTypa

1. Muxaiinosa, ['. 1. OcHOBBI 1€7I0BOY KOPPECTIOHACHIINN HA aHTJIMHCKOM SI3bIKE
[DnexTponHbIi pecypc] : yueOHoe mocodue / I'. Y. Muxaiinosa, }O0. B. CaBacThsiHOBa. —
DNeKTpOH. TeKCTOBBIE TaHHBIe. — HoBocubupck : HoBocnOupckuii rocyaapcTBeHHBIH
apXUTEKTYpPHO-CTpoUTEeNbHBIN yHUBepcuteT (Cudbctpun), 9bC ACB, 2015. — 89 ¢c. — 978-5-
7795-0735-6. — Pexxum mocryma: http://www.iprbookshop.ru/68805.htmlCkauats
oubnrorpaduuecKyro 3auch

2. Bosixuna, E. FO. 'paMMatrka aHTTIMHACKOTO s3bIKa. [T0ArOTOBKA K UTOrOBOM aTTeCTAlUN
[DnexTpoHHBIN pecypc] : MPaKTHUKyM sl OaKaJaBpOB, CIEIIHATNCTOB U MAaTUCTPAHTOB BCEX
HampaBjeHui u cuenuanbHocted / E. 0. Boskuna, H. A.

3. Hecgeraitiosa, U. B. Practical phonetics [DnekTporHbIi pecypc] : yaeOHO-METOIUIeCcKOe
nocobue 1o mpakTuyeckon oHeTuke anriauiickoro si3eika / M. B. Heceraiinosa, C. T
HocreipeBa. — DIeKTpOH. TEKCTOBBIE JaHHbIE. — ApMaBUp : ApMaBUPCKUIl TOCYAapCTBEHHBIH
negarornyeckuit yausepcurer, 2014, — 173 ¢. — 2227-8397. — Pexxum goctyna:
http://www.iprbookshop.ru/54521.html

4. Mutsikuna, O. B. AHTIHICKAN S3BIK JJI IEJIOBOTO OOIMICHHS. DKCIPECC-Kype [ DIESKTPOHHBIN
pecypc] : yue6HOE TocoOue st cTyneHToB Bcex hopm oOyuenust / O. B. Mutskuna, 1. B.
[llepuna. — DnekTpoH. TeKCTOBBIE AaHHBIE. — KeMepoBo : KeMepoBCKkuii TEXHOIOTHYECKUIA
WHCTUTYT MUIIEBOM mpoMbIieHHOCTH, 2014. — 90 ¢. — 978-5-89289-856-0. — Pexum
noctyma: http://www.iprbookshop.ru/61258.html

B) IPOrpaMMHOE 1 KOMMYHHKAIIMOHHOE o0ecreyeHue
1. Marepuansl 151 TIp. 3aHATHH, B T.4. IEPEBOJ TEKCTOB Ha ()MHAHCOBBIC TEMBI
2.Ucnonp3oBanue MuTepuer-pecypca

9.MarepuajibHO-TeXHHYECKOe oecredeHne JUCHUTITHHBI

nuHradouHbii Kadbunet «Living Englishx.

- YUTAJBbHBIN 3a71 1 aboHeMeHT oubanorexku I THTY;

- HMHTEPaKTHBHAs JIOCKA,

- KOMITBIOTEPHI [Tl CAMOCTOSATEIBHON PabOThl MAaruCTPAHTOB (JIOCTYI K CETH
HHutepHer).
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CocraBuTeib:

-
K.TLH., IOUEHT MexpakyabTeTckoii S3b1K0BOI Kadeaps W /Akaesa X.A./

COI'TACOBAHO:
«15» centabpsa 2022r., npotokosn No 1

/3aB. MexdaxynbTeTcKoii A3bIK0BO# Kadeapoii /. %W /Maromajiosa T.JL./

aB. Bbinyckatoweit kad. « Tul'Y» /Taiimacxano X.0./

/g.d).n.,uouem : ]
y%ﬁ/ /MaromaeBa M.A./

Jupexrop AIYMP ITHTY
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