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1. Mecto pucyuninHsbl B cTpyktype OITIOII

Oucournmaa b1.B.[1B.01.02 [JenoBble KOMMYHUKALMKA HA UHOCTPAHHOM $13bIKe OTHOCUTCS K YaCTH,
dbopmMHpyeMOl yuacTHUKaMU 00pa30BaTe/TbHBIX OTHOIIIEHUH 00pa3oBaTe/IbHOM MTPOTrpaMMBI.

2. IInanupyembie pe3y/ibTaThl O0yYeHHsI MO JAUCIUIUIMHE, COOTHECEHHbI€ C TUIAHUPYEMBIMH
pe3y/ibTaTaMi OCBOeHUsI 00pa3oBaTe/bHON MpPorpaMmbl (KOMIETeHHMAMH M HWH/UKATOPaMH
AOCTYDKeHHsI KOMITeTeHI[Ui)

oli uH¢popmayuu 8
yessx nosblileHust
pesyibmamueHocmu
MAamoA*CeHHOo20 U
UHbLX 8UO008
20cy0apcmeeHHO20
KOHMpO/s npu
cosepueHuu
MAaMONHCEHHbIX
onepayuti, a makaice
obecneueHus
uHgopmayueti 8
ceepe
mamoceHHo20 Oena
20Cy0apCcmeeHHbIX
opeaHos,
opeaHuzayuti u
0moenbHbIX 2paXcOaH

MAMONMCEHHO20 U UHbIX 8UO008
20Cy0apcmeeHH020 KOHMPOAs
npu coeepuieHuu
MamodiceHHbIX onepayuli
TIK-10.2: TIK-10.2:
Tpumersiem memoObt cbopa u
aHanu3a OaHHbIX
mMamoxceHHol cmamucmuku
8HewwHell mopaoen,
CneyuanbHOU MamoiceHHOl
cmamucmuku,
8HymMpueedoMCmeeHHOU
uHgopmayuu 8 yensx
obecneueHus uHgpopmayueil 8
chepe mamodiceHHO20 dena
20Cy0apcmeeHHbIX OPeaHos,
opeanu3ayuil u omoebHbIX

2pasxcoaH

ycmHoll u nucbMeHHoU popmax
HA UHOCMPAHHOM Si3blKe 8
npogeccuoHanbHoli cghepe npu
cogepuieHUU MAMOXCEHHbIX

onepayuti

Bnademb Haeblkamu o6wjeHus u
HanucaHusi 0enoeou
KOppecnoHoeHyuu Ha
UHOCMPAHHOM 5A3bIKe 8
Da3AUUHbIX NPOeCcCUOHANBHBIX
cumyayusx npu cosepuieHuu
MamodiceHHbIX onepayuli

T1IK-10.2:

3Hamb 0CHOBHble NOHAMUS U
ocobeHHOCMU, C8S3AHHbIE C
MENHCKYbIMYPHbIMU
KOMMYHUKAYUsiMu Ha
UHOCMPAHHOM 5i3bIKe

Ymemb ocyujecmensimb Ha
Npakmuke KOMMYHUKAYUio Ha
UHOCMPAHHOM 5A3bIKe 8
npogeccuoHanbHoli chepe ¢
ye/blo cOOpA U aHANU3d OAHHbIX

dopmupyemsbie IlnaHupyeMbie pe3yabTaThl 00yUeHHs M0 AUCHUILUIMHe | HanMeHOBaHHe OLeHOYHOTO CPe/ICTBA
KOMIIeTeHL{UH (Mofgyn0), B  COOTBETCTBMM C€  HHAUKATOPOM
(xof, comep)kaHue | JOCTH)KeHHS KOMIIeTeHIIMH
KOMTIETEHIIVN) Nupukarop poctwkeHusi | PesyabTarsl 00yueHust Jns Tekymiero | /ins
KOMIIeTeHL{UMN o AUCLUIIUHE KOHTPOJIA MPOMEe)XyTOUHOMH
(xon, coZiepkaHue ycreBaemMoCTH aTrTecTranuu
VHAWKATOpa)
ITIK-10: BaadeHue IIK-10.1: I1K-10.1: IIK-10.1: oknad-npezeHmayus
Hasblkamu IMpumensiem memoOdbl c6opa u | 3Hamb OCHOBHble NOHAMUS U KonmponbHas 3quém:
npumeHeHus aHanu3a OaHHbIX 0cobeHHOCMU, C8sA3aHHble C paboma
Memodoe cbopa u . I KotimponuHute
Hia DN maMOJfoEHHOU cmamucmuku | MejiCKyAbMypHbIMU 'pakmuyeckoe gonpoce
MAMOSICCHHOL 8HeluHell movpeosﬂu, ) KOMMYHUKAYUsIMU HA PyCCKOM U | 3adaHue TMpaxmuseckoe
cmamucmuKu cneyuanbHOU MamoiceHHoll UHOCMPAHHOM $3bIKAX NPU 3a0aHLe
gHewHell mopeogu, | CMAMUCMUKL, cogepuieHUU MaMONCeHHbIX
cneyuanbHou 8HympueedoMcmaeeHHOU onepayuti
mamodiceHHoU uHpopmayuu 6 yensix
cmamucmuxu, noeblweHust Ymemb ocyujecmenssmb Ha
8HyMpUBEOOMCMEEHH pe3yabmamugHocmu npakmuke KOMMYHUKAyUio 8




Bnademb Haebikamu obujeHus Ha
UHOCMPAHHOM AI3blKe €

PasAuyHbIX NPOPeccUOHANbHbIX

cumyayusx

3. CTpyKTypa U cojepkKaHHe AUCLUILIUHbI

3.1 TpyA0eMKOCTb AMCLUII/ITUHBI

oyHas 3a04Has
OO011as TPY/J0EMKOCTD, 3.e. 3 3
Yacos 1o yue0HOMY IJIaHY 108 108
B TOM UHCJIe
ay/JUTOpHbIE 3aHATHSA (KOHTaKTHasi padoTa):
- 3aHATHSA JIEKIJMOHHOI'0 THIIA 16
- 3aHATHUS CEMHHAPCKOr0 TUNA (MpakKTHYecKue 3aHsTus / 1abopaTopHbie 32
padoThI)
- KCP 1 1
caMmocTosATe/IbHasA padoTa 59 93
ITpomexyTouHas aTrrecTanys 0 4
3auér 3auér

3.2. CozepkaHue JUCLUIIIVHBI
(cmpykmypupoeaHHoe no memam (paszdeaam) C yKa3aHueM Omee0eHHO20 HA HUX Ko/auyecmed

akademMuyecKux 4acos u 8uobl yueOHbIX 3aHsmutl)

HavmeHoBaHue pas3zesoB U TeM AUCLHUIIIMHBI

Bcero (uacsr)

B TOM UHCJ/ie

KonrakTHast pabota (paboTa BO B3aUMOZEHCTBUU

C rperiofiaBaresieM), 9achl U3 HUX

3aHATHA CamocrosiTesibHas
CeMHHApPCKOTro pa6ora
3aHsATHS THMNAa o6yuaromwerocs,
JIEKLJUOHHOr0 | (TIpakTuyeckue Bcero Yachl
THIa 3aHsATHs/mabopar
OpHbIe PaboThbI),
Yacel
0 3 0 3 0 3 0 3 o) 3
o) o) ) ¢ o) ¢ ¢ | & o ¢
0 0 0 0 0 0 0 0 0 0
PA3ZEJI 1. OCHOBBI MEXKY/IbTYPHON KOMMYHHKAIN 26 24 2 2 10 2 12 4 14 20
PA3JEJI 2. [TucbkMeHHbIe KOMMYHUKALMW Ha aHTJIMHCKOM SI3bIKE 42 41 6 1 10 2 16 3 26 38
PA3/EJI 3. YCTHBIe KOMMYHHKALIMU Ha aHTTIUHACKOM SI3bIKe 39 38 8 1 12 2 20 3 19 35
ArtTtectauus 0 4
KCP 1 1 1 1
HUTtoro 108 | 108 16 ‘ 4 32 ‘ 6 49 11 59 93

Copiep>kaHue pa3/e/ioB U TeéM JUCIUTLTHHBI




PA3JEJI 1. OCHOBEI [le/1I0BOM KOMMYHUKALIUU

Beezienue B Teopuro KommyHuKauun ( Knaccudukanyst KommyHukanyil. Crioco6sl ¥ OpMBI Je0BBIX
KOMMYHHKaLui. CyIIHOCTb, 0COO€HHOCTH, PUYMHBI, YCIOBHsI, POOIeMBI U HOPMbI B KOMMYHHUKALAOHHBIX
niporieccax. BepbasbHble 1 HeBepOaibHbIe KOMMYHHKALMU. Y CTHbIE ¥ TMCbMeHHble KOMMYHHUKALIUN).
HerepbanbHble cpezicTBa 001ieHys. HeBepbaibHble KOMMYHHUKALIVN B OOIIIEHUH.

[HenoBoii 3THKeT. OCOOEHHOCTH /Ie/I0BbIX KOMMYHHKALMI B pa3HbIX CTpaHax (HalLjoOHaIbHble 0COOEHHOCTU
J1e/I0BOM KOMMYHHKALWK).

KoMMmyHMKaTHBHBIE Oapbepbl B 001LeHUH 1 UX TipeozosieHre. KOHGIMKTHI B Ie7I0BOM 00ILeHUH U CITOCOOBI UX
paspelleHus

PA3EJI 2. [TucbMeHHble KOMMYHUKALIMWA Ha aHTJIMHACKOM $13bIKe

CocraBiieHue pe3loMe, )KU3HEONMCaHUs], COIIPOBOAUTEIBHBIX ITHceM U Ip. OQopMiieHue [e/10BOr0 UCbMa.
IIpocTble KOMMepUeckue MUCbMa. DJIeKTPOHHAsA 1ouTa. 3anpocsl. Kommepueckue rpejjioykeHus. 3aKassl.
IMperten3uu u peknamauyu. KoarpakTol. [Ipoune JOKyMeHTBI. MTOCTYTI/IeHHe Ha paboTy.

PA3JEJI 3. YcTHBIe KOMMYHUKAITUM Ha aHTTIMACKOM SI3bIKe

I[Tpe3eHTaLMOHHbIE MaTepHa/Ibl B KOMMYHHKALUSX, 0COOEHHOCTH MOAr0TOBKU. OCOOEHHOCTH MyO/TMUHOTO
BbICTYII/IeHus1. CTpaTerysi cCocTaB/ieHusl caMoIlpe3eHTalllu.

[TeperoBOpbI C KHOCTPAHHBIMU TTAPTHEPaMH, 0COOEHHOCTH TIOATOTOBKH. [1CHX0/I0THUeCcKye THTIBI [1eJTOBBIX
cobeceJHUKOB U TaKTHKa [10Be/leHHsI C HUMU. [lesioBble pueMsl U UX BU/bL. [lpecc-Koz. DTHUecKre HOPMbI IIpU
BPYYeHUHU T0/JapKOB [/l Pa3HBIX KY/bTYP.

BcTpeua mapTHepoB B oduice, TieperoBopsl U coryatenust (ObcyxaeHue ycnoBuii nmocraBku. O6cyxaeHue
YCJIOBUM OTI/IATHI).

IMpaBua BesieHUs [1e/10BOM Oeceaibl. PeueBoii 3TukeT. [IpaBusia ob1eHus o Tesie)OHy U IPYTHUM 3/IEKTPOHHBIM
cpezcTBaM cBsi3U . PasroBop no tenedony (3anpoc nHpopmauuu. Ilpesnoxxenus u npuriamenus. HasHaueHve
BcTpeud. [ToATBep KieHe JOrOBOPEHHOCTH O BCTpeye).

ITpeaBapuTenbHbINA 3aKa3 (TOCTUHMLIA, TaKCH, OUTETEI).

IIpoxoxxzeHre TaMOXKHU.

[IpencraBneHye npe3eHTalMOHHBIX MaTepHaoB.

[Tpu o1jeHKe pe3y/ibTaToOB 00yUeHHsI BO BHUMaHVe PUHUMAEeTCs:

BBLITIOJTHEHYE TEKYII[UX U IOMAIlIHUX 3a[JaHUI U OTBeThI Ha 3aHATHU — 30%

Tpe3eHTalMs Ha aHI/IMHCKOM si3bike — 10 %

IMogroroBka CV — 5 %

ITogroroBka fenoBbix nucem — 5 %

IMogroroBka guanoros — 5 %

CBOEBPEMEHHOCTh Mpe/iocTaB/ieHust MatepuasioB — 10% (B OMSX OT KOJIMUeCTBa CBOEBPEMEHHO BBITOTHEHHBIX
3a/jaHuil)

TeKyIrast paboTa CTy/ieHTa B BUJie IOK/IAJI0B U CO00ITieHnH — 5%

KOHTPOJIbHBIE PaboTHI U TecTUpoBaHusi — 10% (B 0/151X OT MOTyYeHHbIX OL[eHOK)

rioceriaeMocTb — 10% (B 01X OT ITOCEITaeMOCTH)

WTOroBbIN 3a4eT 10% (TIpU KaueCTBEHHOM M CBOEBPEMEHHOM BBITIOJTHEHWY TEKYIMX 3aJlaHUH CTYZEHT MOKeT
TMOJIyUrTh 3aueT 10 TeKYll[ell ycrieBaeMOCTH).

Ecnu pPe3y/IbTaThbl 06y‘—IEHI/IH OIl€HEeHBI I10 TEKymeﬁ YyCI1€eBa€MOCTH, IIKaJ/ld OLI€HKH

ITkana ouenvBanus [1okaszarenu
ITpeBocxogHo 91% -100%
Otmuno 80% -90%

Ouens xopowo 70%-79%
Xopouo 60%-69%



Y poBnetBoputensHO 50%-59%
HeygnosnerBopurensHo 10%-49%
I1noxo Menee 10%

K 3aueTy #mO/DKHBI OBITH CAAHBI

JomarHve 3aziaHus

[pe3eHTalys Ha aHIVIMHACKOM S3bIKe C YUYETOM MpaBUJ/ COCTaBIeHUS

HenoBeie muckma (ITpocThie KOMMepuecKye mrcbMa (TIoATBepXKIeHue MTOTyUeHus IMCbMa, TI03/[paBJieHue C
JHEeM DOXKIeHusl, 103/ipaBJieHre C pa3gHuKom), [Tncemo-3anpoc uadopmanuu. [Tncemo-Kommepueckoe
nipefyioxkenue. [TrnceMo-3akas. ITuceMo-TIpeTeH3ust)

Pestome (CV)

4. YueOHO-MeTOJHUECKOe 00ecrieueHre CaMOCTOSITe/IbHON PadoThI 00yUaro X Cs

CamocrosTenbHas paboTa 00yJarOL[UXCsl BK/IOUaeT B Cebsi MOATOTOBKY K KOHTPOJIbHBIM BOIIPOCAM M
3aZlaHUSIM JIJIsT TeKYIIero KOHTPOJISI ¥ TIPOME)KYTOUHOW aTTeCTalluy TI0 UTOTaM OCBOEHUsl AUCLUTUIMHBI
MIPUBEJeHHBIM B II. 5.

st obecrieueHst CaMOCTOSITE/TBHOU PabOTHI 00yUarOIMXCsl MCTIONB3YIOTCS:
- 3JIEKTPOHHBIN KypC "/le/10Bble KOMMYHHKALIMA Ha THOCTPaHHOM SI3bIKe"
(https://e-learning.unn.ru/course/view.php?id=3443).

5. @®oHJ OLEHOYHBIX CPEJCTB /I/Ii TEeKYI[ero KOHTPOJIA YCIeBaeMOCTH W HNPOMEeXYTOYHOMI
aTTecTaliy Mo JUCIUIIHHE (MO/Y/II0)

5.1 TunoBbIie 3d/laHUA, H806X0]_'[I/IMLIE AJIA OL€HKHM Ppe3y/ibTdTOB Oﬁy‘IEHl/Iﬂ npu mnpoBegeHHUuU
TEKYIIEero KOHTPOJ/IA YCII€BA€MOCTH C YKd3dHHUEM KPUTE€PHUEB UX OLl¢HUBAHUA:

5.1.1 TumnoBbie 3ajaHusa (OLeHOUHOe CPeACTBO - /[lOK/Jaj-nipe3eHTalus) /A OLeHKHU
copmupoBanHocTu KomnereHyuu [TK-10:

—_

HeBep6asnbHble cpeicTBa 00IeHNSI.

MeTozp! 1e/10BOTO 00LIIeHHSI.

O6mue TpeboBaHus K J1e/I0BOH Oece/ie 1 ee CTPYKTypa.

I[TpaBua obueHus 1o TeaeOHy U APYTUM 3IeKTPOHHBIM CPe/ICTBaM CBSI3H.
ITpaBuna BefieHus fesioBoi Oecesibl. PeueBoii STHKeT.

Oco6eHHOCTH TTyOIUYHOTO BBICTYTUIEHMUSI.

TpeboBaHus K /1e/IOBOM MACEMEHHOW Peyu.

IMoHsiTHE KOH(IMKTA U KOHPIMKTHON CUTYaIy U CriocoObl MX pa3peleHusl.

L oNkWN

IenoBoe coBeljaHue Kak OJJMH U3 BU/IOB JI€JIOBOTO OOII[eHHsI.

10.CtpyKTypa reperoBopoB ¥ OCHOBHbIE TPeOOBaHUS B XO/[€ UX MTPOBE/IEHHUS.

11.TIpaBuna fe0BOro O6IIEeHUS Mo Tesie(oHy.

12.Knaccudwukarnus fAenoBoi KOppecrioHieHIY U 0b11ive TpeboBaHus K [1e/I0BBIM ITUChMaM.
13.T1paBuna BeieHus Tesile()OHHBIX NIEPETOBOPOB U KX 3aITUCH.

14.Ctparterus coctaBieHus1 CaMOIpe3€eHTaLu.

15.TpeboBaHus K Ky/IbType /Ie/IOBON PEUH.

16.TTopsiI0K MPOBeZIEHUS [IeIOBBIX BUSUTOB U Oece.

17.Knaccudukaiiys npreMoB. Bub! Je/10BbIX IPHEMOB.

18.0THueckre HOPMBI IPY BPYYEHUH M0/,apKOB.



19.TIcuxosornueckrie TUTILI e/IOBbIX cObeceJHUKOB M TaKTHKA MOBeJJeHNsI C HUMH.

20.HasHaueHue [je/10BOrO STUKeTa.

21.TIpaBusia poBe/ieHUs Je/I0BOM Oece/ibl.

22.TlopsimoK pacChIIKY TIPHUTJIAIlIeHr ¥ 0TBeTa Ha HUX.

23.Cdepsl ¥ MOPSAZIOK UCIIO/Tb30BAHUS B [IEIOBOM OOITIIEHUW BUBUTHBIX KAPTOUEK.

24.0cobeHHOCTH Ae/0BOM KY/IBTYPhI B Pa3HBIX CTPaHAaX.

25.HaryoHaibHbIe CTUIN BeZieHHs TieperoBopoB. Kpocc-Ky/bTypHBIN aHa/m3 00bI4aeB [1e/I0BOr0O
o0111eHMS.

26.061111e 3THUeCKre TTPUHIUITBEI U HOPMBI /IeJIOBOTO OOIIeHMS.

27.Ponb 3THKeTa U KYJIbTYPhbl TIOBEJIEHUS B [1€/I0BbIX KOMMYHHUKALUAX.

KpuTepuu onjeHuBaHus (0LleHOUHOE CPeACTBO - [loK/1a-Tipe3eHTalys)

OreHka Kpurepuu orjeHvBaHus

KOMIIeTeHLIWs , Ha (hOpMHUpOBaHUe KOTOPOM HarpaBieHa AUCLUILTMHA, CHOPMUPOBAHbI Ha YPOBHE
3aUTE€HO |He HKe «y/J0BJeTBOPUTEbHO», CTyieHT 00/1a/iaeT 3HaHHEeM He00X0JUMOTO MUHHUMYyMa
TeopeTUUeCcKOro MaTepuana, criocobeH JaTb OTBeT He MeHee, yeM Ha 50% rMocTaBIeHHBIX 3aJaHuM

KOMITleTeHLIYs1 ChOpMHPOBaHa Ha yPOBHE «HEYZOB/IeTBOPUTE/EHO», CTyZieHT He 00/1a/iaeT 3HaHHEM

He . .

TpebyeMbIM 00bEMOM 3HaHUI TEOPETHUECKOT0 MaTepHasa, CliocoOeH JaTh OTBET MeHee, 4YeM Ha
3auTeHo N

50% mocTaB/eHHbIX 3aJ]aHAU
5.1.2 TumoBble 3ajaHus (oueHOYHOe cpeAcTBO - KoOHTpo/ibHas padora) /A OLEHKH

copmupoBanHocTr Kommerennuu ITK-10:

KOHTPOJIBHASA PABOTA 1

ITEPEBEJIUTE

C 6s1aroziapHOCTBIO TIOATBEPXKaeM TosiydeHre Bamiero micema ot 15 Mapra
B cooTBetcTBUM ¢ Barreii npocs060ii ...

C HeTeprieHrueM OXXuJademM Bamero oTeeta

HAIIMIIUTE AE/IOBOE IITNCBMO:

BrI npezicTaB/sieTe KPYIHBIM Mara3uH, U Bac 3auHTepecoBasa npoaykuus ¢hupmbl Clock & Watch, o koTopotii
BbI Y3Ha/IH M3 MUChMa, Mprc/iaHHoro 20 MapTa C MPUI0’KEeHHBIM K HeMY KaTajJorom. Bbl xoTe/u Obl IOTyUUTh
JleTanbHyH0 WH(MOPMALUIO 0 TOBapaM Mpou3BoauMbIX Grpmoii Clock & Watch, a Takke Ha3HauMThL BCTpeuy Ha
BBICTaBKe, KOTOpasi Oy/IeT MPOXO/AUTb B CIeyIoIeM Mecsiiie B [Tapike.

Kpurtepuu oueHnBanus (oneHoUYHoe cpecTBO - KoHTpO/IbHasA padoTa)



Ouenka Kpurtepun ouieHnBaHvis

CryneHT 00/s1afiaeT 3HaHHEM He0OXO0JMMOTr0 MUHUMYMa TeOPEeTUUECKOTO MaTepHraa, CrocobeH
3a4YTeHo .
[laTb OTBET He MeHee, yeM Ha 50% MOCTaB/IeHHbBIX 3aJaHUMI

He CrygeHt He ob6/aziaeT 3HaHHEM TPeOyeMbIM 00BEMOM 3HAHUI TEOPETHUECKOTO MaTeprana,
3aUTeHO CrIoco0eH ZaTh OTBeT MeHee, yeM Ha 50% I10CTaB/IeHHbBIX 3aJaHHi

5.1.3 TunoBbie 3agaHusa (oueHOuUHOe cpeAcTBO - IIpakTHueckoe 3ajaHue) /i1 OLEHKHU
copmupoBanHocTH KomnereHnuu ITK-10:

IlepeBeaute

[enoBoe mucbMO

[Tpumep :Gentlemen:

We have learned from the press that you have opened a new branch office in ... We wish you success and good
luck. We also want to express the hope that our business relationship will continue to develop in the same
pleasant and trusting manner.

Sincerely yours

3arnpocel

Dear Sirs:

Further to our conversation with your Sales Manager during the Exhibition of electronic equipment at Olympia
in London we shall be obliged if you send us your quotation for the Model R800 computer.

Please let us know if you can supply us with three computers and quote your best prices. Delivery will be
required within two months after we place the order. If you can guarantee prompt delivery and quote really
competitive prices we shall be able to place an order with your company. We would also like to know when our
specialists could be sent to your country to be trained as operators and programmers:

We are looking forward to hearing from you soon and hope that our future relations will be of mutual benefit.
Yours sincerely,

Kommepueckue npessioxeHus

Dear Sirs,

We thank you for your enquiry of August 27, 20... concerning the supply of pumps and now are pleased to
submit our offer.

With this offer we enclose drawings and specifications together with our leaflet.



Price: The total price of a pump is $... which includes packing and delivery Russian port.

Delivery: Delivery of the pumps will begin three months after the contract is signed and will be completed
within a period of four months.

Validity: This offer is valid 90 days from the date of this letter.

Payment: Payment is to be made in cash within 30 days of receipt of the following shipping documents: an
Invoice, a Bill of Lading, an Insurance Policy and a Packing List.

We have quoted for the majority of spare parts in accordance with the details of your enquiry. But we cannot
guarantee the supply of all items as in some cases our stocks of spares are limited.

We recommend you therefore to place an order as soon as possible to obtain the items you require.

I would personally very much like to visit you at your office in Moscow and discuss our possible future business
relations.

Perhaps you will be kind enough to advise me of a suitable date and time for such a meeting.

Yours faithfully,

on behalf of Black & Co

G.E.Fox

Overseas Sales Manager

3akasbl

Dear Sirs:

We are glad to receive your acceptance of our offer, and note that you have decided to buy this parcel of B.O.P.
Darjeeling Tea. We hope you will be satisfied with the quality in consideration of the price, and assure you that
in any future business it will be our endeavour to give the best possible service and the quality goods.

This day we have dispatched 25 cartons of tea at your account and risk through passenger train. The remaining
cartons have been kept in the godown as per your instructions . We have also taken out the insurance of the
goods and the policy is with us to be forwarded to you if you wish so.

Enclosed here is our account for this bargain.

Yours sincerely,

Encl.

BcraBbTe npeasioru:

1. We have received your letter ... the 16th ... October.



2. Our letter dated ... the 5th May was sent ... air-mail,

3. We acknowledge receipt ... your letter ...the 15th ... which we thank you.

4. The m.v. "Neva" will arrive Odessa ... the 23d ... December.

5. The s.s. "Erevan" arrived ... Poti yesterday.

6. Please inform us... your decision immediately.

7. We will write... you ...this question ... a few days.

8. We are obliged... your letter ... yesterday's date ... which you sent us your catalogue ...Compressors.
9. We will write ... you again ... receipt ... your Catalogue.

10. Our letter ... the 15th May was sent... reply ... your telegram .... the same date.
HNEPEBEJUTE

C 6sarojapHOCTBIO MO TBEPXKAAeM ToTyueHHe Bariiero nvickma ot 15 Mapra

B cooTBeTcTBUMM C Barieti npocs60ii ...

IMockliaeM Bam € 3TUM MHUCHMOM KaTaior aBTOMOOU/IeH

C HeTeprieHWeM oxuJaeM Bariiero oTBeta

MB&I ccbutaeMcs Ha Ballle ITUCbMO OT...

HAITUIIIUTE AEJTOBOE ITMCHBMO:

Bb1 npecraBisieTe KpynHbIA MarasuH, U Bac 3anHTepecoBana npogykuus upmsl Clock & Watch, o kotopoit
BbI Y3Ha/TU 13 TIMChMa, NpUc/IaHHoTro 20 MapTa € MPUI0’KeHHBIM K HeMy KaTajioroM. Bl XoTesu Obl IOTyunTh
JleTanbHy10 uH(opMaluio 1o ToBapam rpousBogumbix pupmoii Clock & Watch, a Takke Ha3HaUUTh BCTpPeuy Ha
BBICTaBKe, KOTOpasi Oy/ieT MpOXOAWTh B CeAylomeM Mecsite B [Tapike.

1. CocTaBbTe B NMCbMeHHOU (opme

CocraByieHHe pe3toMe, )KU3HEONMCaH!sl, CONIPOBOAUTE/NbHBIX MTHUCEM U TIP.

Odopmenye [1e10BOTO MMCbMa

ITpocTele KOMMepYecKre MMcbMa

3anpockl

KOMMEP‘—IG CKHe TpeayIoKeHus



3akasbl
[Ipetensuu u pekiamaruu

KoHTpakTh!

2. CocTaBbTe B YCTHOM (hopme

Pa3roeop 1o tenedoHy

Hp €JIOKEeHUS U TIpUr/iallieHuda

Ha3naueHue BcTpeun

TToaTBEpXKEHME TOTOBOPEHHOCTH O BCTpeUe

[TeperoBopsl U cor/lallieHus

[IpenBapuTtenbHbBIN 3aKa3.
3amnpoc nHpopMaLH

PaBMe]_HEHI/Ie 3dKa30B

O6cy>xaeHue yCIOBUH TaTexa

O6cyXaeHre yCI0BHH MOCTaBKU

O6cyxaeHue yCI0BUH OI/IaTh

OTBeT Ha 3aKa3

[MpennoxkeHre o paboTe U MOCTYTJIeHHe Ha paboTy, pe3rome

Tembl AMamIOroB:

Huanor no Temam

* Welcoming visitors: At reception

* Welcoming visitors
* Welcoming visitors
* Welcoming visitors
* Welcoming visitors

: making visitors feel welcome

: small talk in the office

: solving a visitor’s problem

: invitation to different activities after work

e Telephone calls: solving a problem

® Telephone calls: 1

eaving a message

e Telephone calls: booking a hotel (request for a room)
¢ Telephone calls: booking a hotel (request for payment)
e Telephone calls: booking a taxi

¢ Checking —in/out a hotel



e At customs

Kpurepuu ouenuBanus (oreHoYHoe cpeAcTBO - IIpakTHueckoe 3ajaHue)

OrieHka

Kpurepuu onieHnBaHus

3a4TeHO

JlaTh OTBET He MeHee, yeM Ha 50% MOCTaB/IeHHBIX 3aJaHHI

CTy,Z[EHT O6J'IEl,Z[El€T 3HAaHUEM H€06XO,Z[I/IMOFO MHWHHMYMa T€OPETUUYECKOIro MaTepHaJia, criocobex

He
3a4UTeHO

crioco0eH aTh OTBET MeHee, ueM Ha 50% IMOCTaB/IeHHBIX 3aJaHHUH

CTy,Z[EHT He O6]'IEI,Z[(:18T 3HaHHueM TPEGYEMBIM 06BEMOM 3HAHUM TeopeThyeCKoro Mmatepuasia,

5.2. OnucaHue MIKa/I OLleHUBAHUsI Pe3y/IbTaToB 00yueHHs M0 JUCLIMILIMHE MPU MPOMe)XXYTOUHOMN

daTTeCTallMHu

Ixana OIl€eHUBaAHUA C(l)OpMI/IPOBaHHOCTI/I KOMHETeHI_[l/Iﬁ

ob6BeMe

YpoBen
b
chopmu HeyA0BJIeTBOP Y/I0BJIETBO O4YeHb
IUI0XO0 X0poLIo OT/INYHO MPeBOCX0/{HO
POBaHH UTEe/JIbHO pHMTe/ILHO XOopoiIo
0OCTH
KoMIeT
eHIUH
(uHpUK
aropa
AOCTHXK He 3a4YTeHO0 3aUTeHOo
eHUs
KOMITIeT
eHIHIT)
YpoBeHb
OtcyTcTBUE YpoBeHb poBet
N . 3HaHUH B
3HaHUI MuHuManbH | 3HaHUM B obneme YpoBeHb
TeOPeTHUeCKoro o obbeme, ’ 3HaHWI B
YpoBeHb COOTBETCTBY YpoBeHb
Marepuarna. . JIOMYCTUMBI | COOTBETCTBY obbeme, .
3HaHUN HIDKe . oLeM 3HaHUH B
HeB0o3MO>XHOCTB 11 ypOoBeHb o1emM COOTBETCTB
MUHUMAJTbHBIX o rporpaMme obbeme,
3HaHUS | OL|EHUTb NOJHOTY N 3HAHUM. rporpamme yIoILeM
N TpeboBaHwUiA. TO/ITOTOBKH TIpeBBILIAOIIe
3HaHUU [Jomny1ieHo MO/IrOTOBKU rporpaMme
Nwmenu mecTo . Jomy1ieHo M IIpOrpammy
BC/Ie[iICTBHE MHOT'O . JonyieHo MO/JTOTOBK
rpyObie OImMOKH HECKOJIbKO MO/IFOTOBKHU.
OTKasza HerpyObIx HEeCKOJIbKO u. Oumbok
HeCyllecTBe
obyuaroiierocs ot omrbok Herpy6bIx HHEIX HeT.
oTBeTa ommbok
oIMboK
[IpogemoHc
TPUPOBaHbI
IIpogemoHc Pup
IIpogemoHc | Bce
IIposeMoHC | TpUpOBaHbI
TPUPOBaHbl | OCHOBHBIE
TPUPOBaHbI | BCe
BCE yMeHusl. TIpogemoHCTp
OCHOBHbIe OCHOBHbI®
OTcyTcTBHE OCHOBHBIE Perniensl HpOBaHbI BCe
[pu pereHun YMEeHWUSL. yMeHUs.
MUHHMMaJIbHBIX yMeHusl. BCE OCHOBHbIE
o CTaH/apTHBIX Pemens! Pemens! Bce
YMeHHI. PelieHbl Bce | OCHOBHBbIE yMeHwUsl.
3a/jau He THUIIOBbIE OCHOBHBIE
HeBo3MoXHOCTh OCHOBHBIE 3a/iauu C PetiieHs1 Bce
MPO/IEMOHCTPUP | 3ajauu C 3a/jauu C
OLIEHUTDb HaJTMUHe 3aJaum. OTJIe/IbHBIM | OCHOBHBIE
YmeHus N OBaHbI HerpyObIMH | HerpyObIMU
YMeHUI BoimonHeHs! | u 3a/lauu.
OCHOBHbBIE omubKaMu. | OIIMOKaMM.
BCJIE/ICTBHE BCe 33/laHus | HecyllecTB | BbimonHeHbI
yMmenus. Vimeny | BeinonHeHsl | BbimonHeHbl
OTKasza B ITOJIHOM €HHbIMU BCe 3aJjaHuis, B
MecTo rpy0Obie BCE BCe 3aaHus
obyuatorjerocs ot obbeme, HO HejloueTaM | IIOJTHOM
OLIMOKU 3a[jaHUs], HO | B IOJTHOM
oTBeTa HEKOTOpble H, obbeme 6e3
He B obbeme, HO
c BBINOJIHEH He/IoueToB
TI0JIHOM HEKOTOphble
HeloueTaMu | bl BCe
obbeme d
3aJjaHus B
HefloueTaMu
TI0JIHOM




Nwmeetcs
OtcyTcTBHE IIpogemoHC IIpogemoHc
MHHUMaJbH IIpogemoHC
6a30BbIX ITpu pereHNN o TPHPOBaHbI TPUPOBAHBI
bIii Habop TPUPOBaHBI TIpomemoHCTp
HaBBIKOB. CTaH/,APTHBIX 6a3oBble HaBbIKU
HaBBLIKOB 0a3oBbIe HMpOBaH
HeB03MO>KHOCTb 3a7lay He HaBBIKY TIPA npu .
b0 ¢ HaBBIKY TIPA TBOPYeCKHUH
OLIeHUTb Ha/IMuhe | MPOJeMOHCTPUD pelLleHnn pelLleHun
HaBbiku perIeHust pelLIeHnr TIOAXOZ, K
HaBBIKOB oBaHbI 6a30BbIe CTaHZAPTHBI HecTaH/apT
CTaHJapTHBI CTaH/,APTHEI pelLleHuIo
BCJ/Ie/ICTBUE HaBBIKU. ViMenu X 33/]au C HBIX 3a7a4y
X 337y C X 3azay 6e3 HecTaH/lapTHbI
OTKaza MecTo rpy0Obie HEKOTOPBIM 6e3
HEKOTOPbIM omboK 1 X 3ajau
obyuarorerocsi Ot | OIUOKH u OIMOO0K U
u HeJIoueToB
oTBeTa He/loueTaMu HeJJ0UeToB
He/loueTaMu
IMIkana OL[€EHUBAHHA ITPH NTIPOMEXYTOUHOU aTTECTAllUHA
Onenka YpoBeHb NO/JrOTOBKH
NPeBOCX0/{HO Bce KommeTeHIMM (YaCcTW KOMITETeHLMH), Ha ()OPMHpDOBaHHe KOTOPLIX HarpaBieHa
JUCLIMIUIMHA, COpPMHPOBAaHBI HAa YpPOBHe He HIDKe «IIPEeBOCXOAHO», IMPOJeMOHCTPHPOBAHbI
3HaHWs, YMEHHUs, BJAJieHUsT [0 COOTBETCTBYHOIMM KOMIIETEHL[USIM Ha YpOBHE BbIlIe
Tpe/lyCMOTPEeHHOT0 TIPOrpaMMOi
OTJINYHO Bce KommereHIMM (YacTW KOMITeTeHLMH), Ha (OpPMHpOBaHHe KOTOPBIX HarpaBieHa
[IUCLIMIUIMHA, COPMUPOBaHbI HA YPOBHE HE HIDKE «OTIUYHOY.
3AUTEHO O0uYeHb XOPOIIIo Bce xommeTeHIMM (YacTM KOMIIETeHLMM), Ha (OpMUpOBaHME KOTODbIX HarlpaBjeHa
JUCLITUTNHA, COPMHUPOBAHBI HAa YPOBHE He HIDKE «0UeHb XOPOIIO»
XO0pOILIo Bce KommereHIM (YacTW KOMITeTeHLMH), Ha (OpPMHpOBaHHe KOTOPBIX HarpaBieHa
JIUCLIMIUIMHA, COPMHUPOBaHbI HA YPOBHE He HIDKE «XOPOLIO».
YAOB/IeTBOpHUTEIb | Bce KommeTeHIM (YacTW KOMITeTeHLHH), Ha (OpMHpOBaHHe KOTOPBIX HarpaBieHa
HO [MUCLIMIUIMHA, C)OPMHUPOBaHbI HA YPOBHE HE HIDKE «Y/IOBJI€TBOPUTEILHO», TPU 3TOM XOTs ObI
0/1Ha KOMITeTeHL{UsI ChOpMHUPOBaHa Ha YPOBHE «Y7ZIOBJIETBOPUTEIHEHO»
HeypoBeTBopure | XoTs Obl 07Ha KOMITIETEHLIMs CHOPMHUPOBaHA Ha YPOBHE «HEY/[OBIETBOPUTEIBHOY.
JILHO
He 3a4YTeHO
TJI0X0 Xots 6bI 0[jHa KOMITEeTeHLUsI CHOPMHUPOBaHa Ha YPOBHE «ITJIOX0»

5.3 Tumnombie KOHTPOJ/IbHbIE€ 3adaJdHHA HW/IH HHbI€ MaTepHdJ/Ibl, H606X0}I[I/IMBIE AJIA OLl€éHKH
pPe3y/bTaTOB oﬁyqeﬂnﬂ Ha HPOMe)KyTO‘IHOﬁ dTTeCTdllU1 C YKd3dHUE€EM KPpHUTEpPpHEB HX
OIl€eHUBAaHHUA:

5.3.1 TumnoBbie 3apaHusi (OleHOUHOe CPeACTBO - KOHTpO/IbHbIE BOMPOCHI) /1A OLEHKHU
copmupoBanHocTu KomnereHuu [1K-10

1. Bugpl, ¢opmsbl U GYHKLMU [eJI0BbIX KOMMYHUKALUHI.

2. [lenoBoe CoBelljaHHe KaK OAWH W3 BU/IOB /I€JIOBOTO OOLIEHUS.

3. [lenoBble mpHeMbl U UX BUJBIL.

4. Knaccudukaiys [el0BOH KOPPECIIOH/EHIIMH U 0011[1e TpeOOBaHHs K ZIeJIOBBIM ITMChMaM.




5. KoMMyHUKaTUBHBIE Oapbephl B 00LeHNH.

6. MeToauKa TO/TOTOBKH U ITPOBEIEHUS JIeJIOBBIX IEPErOBOPOB.

7. MeToapl U BUABI 1€JIOBOTO OOILEHUS.

8. HasHaueHue u 0COOEHHOCTH [I/IOBOTO THKETa.

9. HaryoHanbHbIe CTHJIU BeJieHUs eperoBopoB. Kpocc-Ky/IbTypHBINM aHaIu3 00bIuaeB [eJI0BOTO
o0I1IeHus.

10.HeBep6anbHbIe  CpefcTBa OOIIEHMSI.

11.06mue TpeboBaHUs K [1e/I0BOM Oecefie U ee CTPYKTypa.

12.0cobeHHOCTH [1€/I0BOM KY/IBTYPHI B pa3HbIx ctpaHax (Bykauii BocTok).

13.0cob6eHHOCTH  [eN0BOM Ky/IbTYPhI B Pa3HbIX cTpaHaX (CKaHJWHABCKYE CTPAHbI).

14.0cobeHHOCTH [1€/I0BOM KY/IBTYPBI B pa3HbIX CTpaHax (CTpaHbl A3un).

15.0cobeHHOCTH [1e7I0BOM KY/BTYPHI B pa3Hbix cTpaHax (CIIIA u Kanaga).

16.0cobeHHOCTH [1€/I0BOM KY/IBTYPHI B pa3HbIx cTpaHax (LeHTpanbHO-eBporelcKie CTpaHbl:
I'epmanus, @panuums, Urtanus).

17.0cob6eHHOCTH TTyO/IMYHOTO BBICTYTIIEHUS.

18.0dopmiieHre 7ie/I0BOM KOPPECITOH/IEHI[UN Ha aHT/TUMCKOM S13bIKE

19.IloAroToBKa IEeperoBOpOB .

20.TToHsiTie KOH(QUIMKTA M KOHGIMKTHOM CUTYalluy U CIIOCOOBI UX Pa3pereHwsl.

21.TlopsimoK pacChUIKM MPUTJIAIlIeHHH ¥ 0TBeTa Ha HUX.

22.TlpaBusia BejieHUs Jie/I0BOM Gece/ibl. PeueBoit STUKET.

23.TIpaBusia 0oOIIEHUS 10 Tesie)OHY U JPYTHUM 3eKTPOHHBIM CPeZCTBaM CBSI3U.

24.T1peseHTal[uM B [1e/I0OBBIX KOMMYHHKALMSX (TIpaBria oyopMIeHHs Mpe3eHTaLH)

25.TIpe3eHTal[uM B [Ie/IOBBIX KOMMYHHUKALUSX (CTPYKTYpa Mpe3eHTalin).

26.IIpoTOKOJIBHBIE  aCIeKThl [1eperoBOpoB

27 Ilcuxonoruueckye TUIIbI AeJIOBBIX COGECE,Z[HI/IKOB W TaKTHKa I10Be/ieHHs C HUMU.




28.Posib  3THKeTa U KyJ/IbTYDbI TIOBE/IEHUS B [IEJIOBBIX KOMMYHHKALUsIX. HOpMBI /1e/10BOro
o0I11ieHus

29.Crnietiudvika genoBoro obieHus (YCTHbIE U TMCbMeHHbIe KOMMYHHUKALAN).

30.CTpaTerusi COCTaBJIeHHs] caMoTipe3eHTanyu (cobece/ioBaHKe TIPU MPHEeMyY Ha paboTy)

31.Crparerusi cocTaBjeHHUs camoripe3eHTauu (cocrasieHue CV).

32.CTpyKTypa TeperoBOpPOB U OCHOBHBIE TPeOOBaHMS B X0/Ie UX ITPOBE/IEHUS.

33.Cdepbl U1 TIOPSIIOK UCTIOBb30BaHMSI B IeJIOBOM OOIL€HHH BU3UTHBIX KapTOUEK.

34.Tunbl [enoBbIX KyJbTyp M0 JIbroucy

35.TpeboBaHus K Jie/IOBOM MMCbMEHHOW Peum.

36.2Thueckrue HOPMBI IPY BpyYeHUU TTOAAPKOB.

Kputepuu oneHuBaHus (o1jeHOYHOe cpe/CcTBO - KOHTPO/IbHBIE BONPOCHI)

OueHka KpuTtepuu orjeHMBaHNA

KOMIIeTeHLIYs1 , Ha ()opMUPOBaHKe KOTOPOU HaTpaBJieHa JUCLUITINHA, ChOPMHUPOBaHbI Ha YPOBHE
3aUTeHO He HIDKe «y/JOBIeTBOPUTeNbHO», CTyeHT 00/1aZiaeT 3HaHeM HeoOX0[UMOTr0 MUHUMYyMa
TeopeTUUeCKOro MaTepuaina, criocobeH aTh OTBET He MeHee, yeM Ha 50% IocCTaBIeHHBIX 3alaHUM

KOMITleTeHIIMs1 ChOPMHPOBaHa Ha YPOBHE «HEYZOB/IeTBOPUTE/bHO», CTyeHT He 00/1ailaeT 3HaHHEM

He . .

TpebyeMbIM 00bEMOM 3HAHUI TEOPETUUECKOT'O MaTepHasa, ClIoco0eH JaTh OTBET MeHee, YeM Ha
3aUTEHO .

50% mnocTaBieHHbIX 3aJaHUN
5.3.2 TumnoBble 3ajaHusa (oLeHOUHOe cpeAcTBO - IIpakTHueckoe 3ajaHue) /I OLEHKHU

copmupoBanHocTu KomneTeHuu [1K-10

IlepeBepute

HenoBoe mmcbMo

[Mpumep :Gentlemen:

We have learned from the press that you have opened a new branch office in ... We wish you success and good
luck. We also want to express the hope that our business relationship will continue to develop in the same
pleasant and trusting manner.

Sincerely yours

3anpocsl



Dear Sirs:

Further to our conversation with your Sales Manager during the Exhibition of electronic equipment at Olympia
in London we shall be obliged if you send us your quotation for the Model R800 computer.

Please let us know if you can supply us with three computers and quote your best prices. Delivery will be
required within two months after we place the order. If you can guarantee prompt delivery and quote really
competitive prices we shall be able to place an order with your company. We would also like to know when our
specialists could be sent to your country to be trained as operators and programmers:

We are looking forward to hearing from you soon and hope that our future relations will be of mutual benefit.
Yours sincerely,

Kommepueckue npesioxeHus

Dear Sirs,

We thank you for your enquiry of August 27, 20... concerning the supply of pumps and now are pleased to
submit our offer.

With this offer we enclose drawings and specifications together with our leaflet.
Price: The total price of a pump is $... which includes packing and delivery Russian port.

Delivery: Delivery of the pumps will begin three months after the contract is signed and will be completed
within a period of four months.

Validity: This offer is valid 90 days from the date of this letter.

Payment: Payment is to be made in cash within 30 days of receipt of the following shipping documents: an
Invoice, a Bill of Lading, an Insurance Policy and a Packing List.

We have quoted for the majority of spare parts in accordance with the details of your enquiry. But we cannot
guarantee the supply of all items as in some cases our stocks of spares are limited.

We recommend you therefore to place an order as soon as possible to obtain the items you require.

I would personally very much like to visit you at your office in Moscow and discuss our possible future business
relations.

Perhaps you will be kind enough to advise me of a suitable date and time for such a meeting.

Yours faithfully,

on behalf of Black & Co

G.E.Fox



Overseas Sales Manager

3akasbl

Dear Sirs:

We are glad to receive your acceptance of our offer, and note that you have decided to buy this parcel of B.O.P.
Darjeeling Tea. We hope you will be satisfied with the quality in consideration of the price, and assure you that
in any future business it will be our endeavour to give the best possible service and the quality goods.

This day we have dispatched 25 cartons of tea at your account and risk through passenger train. The remaining
cartons have been kept in the godown as per your instructions . We have also taken out the insurance of the
goods and the policy is with us to be forwarded to you if you wish so.

Enclosed here is our account for this bargain.

Yours sincerely,

Encl.

BcrasbTe npeayioru:

1. We have received your letter ... the 16th ... October.

2. Our letter dated ... the 5th May was sent ... air-mail,

3. We acknowledge receipt ... your letter ...the 15th ... which we thank you.

4. The m.v. "Neva" will arrive Odessa ... the 23d ... December.

5. The s.s. "Erevan" arrived ... Poti yesterday.

6. Please inform us... your decision immediately.

7. We will write... you ...this question ... a few days.

8. We are obliged... your letter ... yesterday's date ... which you sent us your catalogue ...Compressors.

9. We will write ... you again ... receipt ... your Catalogue.

10. Our letter ... the 15th May was sent... reply ... your telegram .... the same date.

IMEPEBEJIUTE

C GnarofapHOCTBIO TTO/ITBEPXKIaeM TIoTyueHe Bartiiero rmvckma ot 15 Mapra

B cooTBeTtcTBUM ¢ Bare#i nmpocs060ii ...

TTocbitaem Bam € 3TUM MUCBMOM KaTaior aBTOMOOUIen

C HeTteprieHneM oxujaeM Baiiero orsera



M=l cchllaeMcsl Ha Ballle ITHCbMO OT...

HATIUIIIUTE JEJIOBOE ITNMCBMO:

BbI mipe/icTaBsieTe KPYIHbIN Mara3uH, u Bac 3aunTepecoBana npoaykuus gupmbl Clock & Watch, o koTopoit
BbI y3HA/IM W3 TTMCbMa, TPUCIaHHoOro 20 MapTa ¢ MPUIOXKEHHBIM K HEMY KaTajioroM. Bel XoTey ObI MOMYYUTh
JleTambHYI0 UH(pOpPMALIHIO 110 ToBapaM Itpor3BoauMbix pupMoii Clock & Watch, a Takke Ha3HauUuTh BCTpeUy Ha
BBLICTaBKe, KOTOpas Oy/IeT MPOXO/IUTh B C/IeyIolieM Mecsiie B TTapike.

1. CocraBbTe B NHCbMeHHOI1 opme

CocTaBiieHue pe3toMe, )KU3HeoNUCaHusl, CONPOBOJUTE/NbHBIX MHCEM U TIp.

OdopmiieHye fe10BOTO MUCbMa

IIpocTble KOMMepUecKre TMCbMa

3anpocsl

Kommepueckue npesioxeHus

3akasbl

[Ipetensuu u pekiamaruv

KoHTpakTh!

2. CocTaBbTe B YCTHOM (hopme

Pa3roeop o tenedoHy

IpeasioykeHust ¥ TIPUT/IAILIEHUST

Ha3naueHue BcTpeun

IMogTBEep>KaeHre JOTOBOPEHHOCTH O BCTpeue

ITeperoBopsl U CoOT/IAILIEHUS

[IpenBaputenbHbBIN 3aKa3.

3amnpoc nHpopMaLUH

Pa3merlrieHne 3aKa3oB

O6cy>xaeHue yCIOBUH TaTexa

O6cyXaeHre yCI0BHUH MOCTaBKU



OO6cy>x/IeHre YCIOBHH OIIaThI

OTBeT Ha 3aKa3

ITpeasioxkeHue o paboTe U MOCTYI/IeHHe Ha paboTy, pe3tome
TeMmbl 1UasOTOB:

Hwnasnor no remam

* Welcoming visitors: At reception

* Welcoming visitors: making visitors feel welcome

* Welcoming visitors: small talk in the office

* Welcoming visitors: solving a visitor’s problem

* Welcoming visitors: invitation to different activities after work
e Telephone calls: solving a problem

¢ Telephone calls: leaving a message

¢ Telephone calls: booking a hotel (request for a room)

e Telephone calls: booking a hotel (request for payment)
® Telephone calls: booking a taxi

® Checking —in/out a hotel

¢ At customs

HAIIMIIUTE JEJ/IOBOE ITMCBMO:

Bl nipeficTaB/isieTe KpyMNHbIY Mara3uH, U Bac 3auHTepecoBasia npoaykius ¢dupmel Clock & Watch, o kotopoii
BbI y3HA/IM 13 TIMCbMa, TTpUCIaHHoro 20 MapTa ¢ MPUIOXKeHHBIM K HEMY KaTajioroM. Bel xoTen ObI MOMYYUTh
JeTabHYI0 nH(opMalyio 1o ToBapam npousBogumbix Gupmoii Clock & Watch, a Takke Ha3HauMTh BCTpeuy Ha
BBLICTaBKe, KOTOpast Oy/IeT MPOXo/IuTh B C/ieAytolneM Mecsie B TTaprke.

Kputepumn onjennBanus (oneHoOuUHoe cpeAcTBO - [IpakTHUeckoe 3ajaHue)

OueHka KpuTtepuu orjeHMBaHUA

KOMIIeTeHLIYs1 , Ha ()opMUPOBaHKe KOTOPOU HaTpaBJieHa JUCLUITIMHA, CHOPMHUPOBaHbI Ha YPOBHE
3aUTE€HO |He HWKe «Y/J0BJeTBOPUTeIbHO», CTyeHT 00/1aZjaeT 3HaHHeM He00X0JUMOT0 MUHHUMYyMa
TeopeTUUeCcKOro MaTtepuaina, criocobeH aTh OTBET He MeHee, yeM Ha 50% IMoCTaB/IeHHbBIX 3alaHUM

KOoMITleTeHIIWs1 ChOPMHPOBaHa Ha YPOBHE «HEYZIOB/IeTBOPUTEBbHO», CTyieHT He 00/1aiaeT 3HaHHEM
TpedyemMbIM 0O BEMOM 3HaHUM TEOPETHUECKOTO MaTepraa, CriocobeH aTh OTBET MeHee, UeM Ha
50% moCTaB/IeHHBIX 3a/laHUH

He
3a4TeHO

6. YueGHO-MeTOfMUeCKOe M HH(OpMaLOHHOE o00ecrieyeHHe JUCIMILTHHBI (MO/y/1s1)

OcHOBHasi TuTeparypa:

1. CruBak B. A. [lenoBble KOMMyHUKalMU. Teopus U TTpakTHKa : yuebHuk / B. A. CrivBak. - Mockga :



FOpaiiT, 2023. - 460 c. - (Beiciiiee o6pa3oBanue). - ISBN 978-5-534-15321-7. - TeKCT : 3/IeKTPOHHBIH //
ObC "FOpaut"., https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=840454&idb=0.

2. HavasieHbIN Kypc KOMMepUecKoro repeBoja. AHrMicKuit s3eik / CiobHukoB B.B., CensieB A.B.,
YekyHoBa C.H. - Mockga : BKH (BocTtouHnast kHura), 2016., https://e-lib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=655929&idb=0.

[ononHuTebHas TUTEpaTypa:

1. [TenioBble KOMMYHHUKALIMY : YueOHUK /7151 OakanaBpoB / PathukoB B. I1. [u ap.] ; mog pea. PaTHukoBa
B.II. - Mockga : FOpaiit, 2021. - 527 c. - (bakanaBp. Akagemuueckuii Kypc). - ISBN 978-5-9916-3685-8.
- Tekcr : anekTponHHsIM // IBC "HOpaut"., https://e-lib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=763449&idb=0.

2. N3sinommHckuit Y. M. [lenoBble KOMMyHUKaluWy. Teopus u npakTuka / [3sommnckuid M. M.,
[Muneryn M. A. - Mockga : FOpaiir, 2022. - 433 c. - (bakanaBp. Akagemuueckuii Kypc). - URL:
https://urait.ru/bcode/497799 (mara obpaienusi: 05.01.2022). - ISBN 978-5-9916-3044-3 : 1049.00. -
Tekct : anekTpoHHbIM // DBC "FOpaitt"., https://e-lib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=787633&idb=0.

[TporpammHoe obecrieueHrie U VIHTepHeT-peCcypChl (B COOTBETCTBUU C CO/lePXKaHUEM IVCIUTUIAHBI):

1. Amnrno-pycckuii cioBapb. Cambridge English. — URL:
https://dictionary.cambridge.org/ru/c/iioBapb/aHrio-pyCcCKuii/

7. MaTepHa/IbHO-TeXHHYeCKoe ofecreyeHHe JUCLUIIMHBI (MO Y1)

YueOHble ayAWTOPUM [i/isI TIPOBeJIeHHs yueOHBbIX 3aHSITHM, TpeJyCMOTPeHHBbIX 00pa30oBaTe/bHOM
MIPOrpaMMOM, OCHAI[eHbl MYJbTUMEAUMHBIM 000pyZOBaHUEM (TIPOEKTOP, 3KpaH), TeXHUUYeCKUMHU
cpefcTBaMH 00yUueHUs, KOMITbIOTepaMH.

[TomeljeHyst 151 CaMOCTOSITeIbHOM paboThl 00yYaroLMXCsl OCHAlL|eHbl KOMITbIOTEPHON TeXHUKOW C
BO3MO)KHOCTBIO TIOAK/IIOUeHUs1 K ceTd "VHTepHer" u oOecrieyeHbl [OCTYIIOM B 3/IEKTPOHHYIO
MH(pOpMaLMOHHO-00pa3oBaTe/IbHYI0 Cpefy.

ITporpamMma coctapsieHa B cootBeTcTBUHU ¢ TpeboBanusmu OC HHI'Y no cnermansHoctu 38.05.02 -
TamMo>xeHHOe J1e/10.

ABtop(b1): ['puneBuy FOnusi AHaTO/IbeBHA, KaHAUAAT SKOHOMUUECKUX HayK, JOLIeHT.
3aBenyroumii kKadespoii: 'opbyHoBa Mapwusi JIaBpoBHa, ZOKTOP 5KOHOMHUUECKHX HayK.

ITporpamMma ozo6peHa Ha 3ace/jJaHUM MeTOANUeCKOM Komuccuu ot 12.12.2023, mpoTtokos Ne 6.
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