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1. O01ue moI0KeHnus

1.1. lend u 3a0auu yuedonoi oucyuniunsl

Henn u 3amaun M3ydeHus IUCUMIUIMHBI «VHOCTpaHHBIA S3BIK B TPO(ECCHOHAIBHOM JeATeTbHOCTI
cootHOcsTCs ¢ oOmmmu nesivu U 3agadamu OTTOIT o nHanpasnenuto noarotoBku 09.03.04 TTporpammHas
UH)XeHepus (YpOBEHb OakajaBpuara).
Llenp y4eOHOM MUCHUIUIMHBI 3aKJIIOYAeTCs B IMOJNYYEHUU OOY4arOUIMMHCS TEOPETUYECKHUX 3HaHUU 00
WHOCTPAHHOM SI3bIKE (QHIIMICKOM) C MOCIENYIONINM IPUMEHEHHEM B MPOQECCHOHATHHON JIEATEIIBHOCTH
U TPAKTUYECKUX HABBIKOB IO HCIOJb30BAaHHIO HMHOCTPAHHOIO f3bIKa B cdepe HHPOPMAIMOHHBIX
TEXHOJIOTUM.

3anaun y4eOHOM JUCITUTUTUHEL:
1. popmupoBaHue npencTaBiIeHU 0 HOpMaxX M3y4aeMOro f3blKa B TPAJUIIMOHHON OOIIEIUTEepaTypHOil
obmactu, chepe opuIuaIbHO-IeTI0BOr0 O0IICHHS, B TPO(hecCHOHAIBHOM cdepe;
2. pa3BUTHE YMEHHH HWHOCTPAHHOTO f3bIKA B MEXKIMYHOCTHOM OOLIEHUH U MpodeccHoHaATbHON
JeSATEIbHOCTH;
3. OBJIaJiIcHHE HAaBBIKAMHU, HaBBIKAMHU Pa3rOBOPHON peyd HAa MHOCTPAHHOM S3bIKE, BEIACHHS TUCKYCCUU,
MOJIEMUKH, JUAJIOTa; HABBIKAMU aHHOTUPOBAHUS, peeprupoBaHus MPOPECCHOHATHEHO-OPHUEHTUPOBAHHOTO
nepeBoa.

1.2. Mecmo yueonoit Oucyuniunsl 6 CmpyKkmype 0CHO8HOU NPOPeccuonanbHoll 00pa3oeamenbHoll
npozpammut

VYyeOnast aucuuminHa «MHOCTpaHHBIN SI3BIK B MPOQPECCHOHAIBLHON AEATETbHOCTHY Peau3yeTcs B
YacTU JAMCUHUILINH MO0 BbIOOPY OCHOBHOW MPO(eCCHOHAIBLHOW 00pa30oBaTeIbHON MPOrpaMMbI BBICIIETO
oOpa3zoBanus o HanpasieHuto noaroroBku 09.03.04 IIporpammuas uHxeHepust (ypoBeHb OakaiaBpuara)
04HO# GopMBbI 00yUEeHUsI.

Nzydenue y4yeOHOI muctumuinHbl «MHOCTpaHHBINA SI3bIK B MPO(ecCHOHANBHON NEATEIbHOCTU
Oasupyercss Ha 3HAHUSAX U YMEHHUAX, I[IOJIyUEHHBIX OOYyYalOIIMMHUCA pPaHEEe B XOJE OCBOCHUS
MPOrpaMMHOT0 MaTepuaja yueOHOM TuCIUIUIUHBL: «IHOCTpaHHBIH S3BIKY.

Nzyuenne y4yeOHOW IUCHMILIMHBI «MHOCTpaHHBIN S3BIK B MPOQPECCHOHATBLHOU NESTEIbHOCTH
ABJsieTcss 0a30BBIM JUISI MOCIENYIOIIEr0 OCBOEHHUS MPOrpaMMHOIO Marepuana y4eOHOW IUCIUIIMHBL
«MHOCTpaHHBIH SI3BIK B TPOGECCHOHATBHON AEATENLHOCTHY 110 IPOrpaMMe MarucTparyphl.

1.3. IInanupyemvie pesynomamuvl 00yueHus no y4eOHOU OUCUUNIUHE 6 PAMKAX NIAHUPYEMbIX
Pe3yibmamos 0ce0enus 0CHOGHOU NPoheccUOHAIbHOU 00PaA308aMENbHOI RPOZPAMMBbL

[Ipouecc ocBoeHuss y4eOHOM AMCHMIUIMHBI HalpaBlieH Ha (QOpMHUpPOBaHHE Yy OOyYaromuxcs

CJICAYHOIIUX KOMHCTGHHHﬁZ
(YK-4).

B pesynbrare ocBoeHuss y4eOHOH JUCHMIUIMHBI OOYyYaroIIMKCS JIOJDKEH JIEeMOHCTPHpPOBATh
CIIEYIOINE PE3YIbTaThI:

Kox
ConeprxaHue KOMIETEHIIMH Pesynbrarel 00yueHus
KOMITETSHITHN




YK-4 CnocobeH ocyLlecTBASATL AeN0BYHO YK-4.1. 3HaeT nutepaTtypHyto dopmy

dopmax Ha rocysapcTBEHHOM f3blKe YCTHOM Y NNCbMEHHOM

Ae/10BO KOMMYHMKaLUU.

MbIC/N Ha TOCyAapCTBEHHOM,

COCTaB/1€HNA TEKCTOB Ha

onbIT Nepesoa TEKCTOB C

OMNbIT roBOpeHnA Ha

A3bIKaX

2. O0bem y4eOHOM JUCHHMILVINHBI, BKJIIOYAas KOHTAKTHYIO pa0doThl 00y4aoumerocs ¢
NpenojaBareieM U CAMOCTOATEIbHYI0 padoTy 00y4aromerocs

KOMMYHMKaLMIO B YCTHOM M MUCbMEHHOW rocy4apCcTBEHHOrO A3blKa, OCHOBbI
Poccuiickot Pepepaumm U MHOCTPAHHOM(bIX) | KOMMYHMKALUKN Ha MHOCTPAHHOM

A3blke(ax) A3blKe, PYHKLMOHA/IbHbIE CTUU
POAHOrO A3blKa, TPeboBaHUA K

YK-4.2. YmeeT BblpaKaTb CBOU
POAHOM N MHOCTPAaHHOM A3blKe B
CUTYyaUMKN [eN0BON KOMMYHMKALLUM.
YK-4.3. UmeeT npakTU4eckuit onbIT
rocy4apcTBEHHOM U POAHOM A3bIKax,

MHOCTPAHHOIO A3blKa Ha pOAHOﬁ,

rocyaapcrBeHHOM U MHOCTPaHHOM

OO0mas Tpy10eMKOCTh Y4eOHOH IMCUMIIMHBI 04Hasi popma o0ydyeHnus cocraBiasier 16
3a4eTHBIX eIHHMII.
N Bcero Cemectpbl

Bup yueOHoii padoTsl 4ACOB 5 6 7 8
AynuTopHbIe YueOHble 3aHATHS, BCero 112 32 32 32 16
B Tom uncie KOHTaKTHAS pabora o0ydaronmxcs ¢ 112 32 30 32 16
MPEToaBaTeIeM:
Y4eOHble 3aHATHUS JIGKIIMOHHOTO THIIA 0
YdeOHbIe 3aHATHS CEMHHAPCKOTO THIIA 112 32 32 32 16
JlaGoparopHble 3aHATHS 0 0 0 0 0
CamocrosiTeibHast  padora  00y4arommxcs, 464 148 148 148 20
BCEro
B tom uncie:
[TogroroBka K JEKIMOHHBIM W TPAKTHYECKUM
3aHATHSAM, CAMOCTOSTEIbHOE U3YUYEHUE Pa3/IeiioB 122 38 38 38 8
nmucuuinael B OMOC
BrinonHenne npakTH4ecKux 3aJaHui 310 100 100 100 10
PyOexHbIN TEeKyIUI KOHTPOJIb 32 10 10 10 2
Buja npoMe:xyTO4YHON aTTecTallui 3a4er 3a4er 3ayer | Aud. 3a4er
:(:eﬁ‘lllaﬂ TPYAOEMKOCTh Y4eOHON AUCUMILIMHBI, 16 5 5 5 1

2




3. Conepxxanue y4eOHOM JUCHUNIMHBI

3.1. Yueono-memamuueckuii nian no o4nou hopme 0oyuenus

OO0beM y4eOHBIX 3aHIATHIA COCTABIISCT 112 4acoB.
O0BeM caMOoCTOSITENLHOM paboThl — 464 Jaca.
Ne Pa3nen, rema Buabl yueOHoi padoThl, aKaieMHYeCKHX YaCOB
n/n Bcero Camocros KonTakTHas padora
TeJbHasA o0yuyaromuxcsi ¢
padora, B npenojgaBarejgeM
T.4. Bcer Jlex Cem
NPOMEXKYT 0 Mo HHA
OYHAas HHO pcKo
arrecTanu ro ro
| THII THI
a a
1 2 3 4 5 6 7
1. Pasznen 1. Computers in our life 36 30 6 0 6
Tema 1.1. English Verb. Active Voice
2. | (Cuctema BpeMeH aHIVIMICKOIO 18 14 4 0 4
1aroJia B 1efiCTBUTEILHOM 3aJ10re)
Tema 1.2. Computers in our life
3. (Komnbrorepsl B COBpeMEHHOM 18 16 2 0 2
JKM3HM)
4 Paznen 2. Computer users 36 30 6 0 6
Tema 2.1 English Verb. Passive Voice
5. | (Cucrema BpeMeH aHIVIMHCKOIO 18 14 4 0 4
[JIareJia B CTpaarejibHOM 3aJ10re)
Tema 2.2. Computer users.
6. | (Ilo1b30BaTe M KOMIBLIOTEPOB). 18 16 2 0 2
7 Pasznen 3. Computer architecture 36 30 6 0 6
Tema 3.1. Sequence of Tenses
8. | (CornacoBanme BpeMeH) 18 14 4 0 4
Tema 3.2. Computer architecture.
9. | (ApxuTexTypa KOMNBIOTEpa). 18 16 2 0 2
10. Paznen 4. History of computers 36 30 6 0 6




Tema 4.1. Participle

11. (Hpnuacrue) 18 14 4 4
Tema 4.2. History of computers.

12. | (Mcropust pasBUTHSI KOMIIBIOTEPOB). 18 16 2 2

13. Pasnen 5. Data Processing Concepts 36 28 8 8

14, | Tema5.1. Infinitive (MuduHuTHB) 18 14 4 4

15. Tema 5.2. Data Processing Concepts. 18 14 4 4

O0oumii 00LeM, YaCoB 180 148 32 32

DopmMa NPOMEKYTOYHOM aTTeCTAUNHU 3a4er 0

16. Paznen 6. Computer Systems 36 30 6 6

17. | Tema 6.1, Gerund (I'epynmii) 18 14 4 4
Tema 6.2. Computer Systems.

18. | Software development. 18 16 2 2

19 Pasnen 7. Storage units 36 30 6 6
Tema 7.1 Modal Verbs (MoxajibHbIe

20. | rnaronm) 18 14 4 4

o1 | Tema 7.2. Storage units. 18 16 2 2

29 Paznen 8. Computer Programming 36 30 6 6
Tema 8.1. Subjunctive Mood

23. (CocaarareibHOe HAKJIOHEHHE) 18 14 4 4

oq | Tema 8.2. Computer Programming. 18 16 2 2

o5 Paznen 9. Business messages 36 30 6 6

2. Tema 9.1. Business skills 18 14 4 4
Tema 9.2. Taking and giving

27. | messages. 18 16 2 2

28 Pasnen 10. Business etiquette 36 o8 8 8
Tema 10.1. How To Take A Phone

29. C_onversatlon. Telephone Etiquette 18 14 4 4
Tips

30. | Tema 10.2. E-mail newsletters 18 14 4 4

O0mmii 00bLeM, 4YacoB 180 148 32 32
Dopma NPOMEKYTOYHOM aTTeCTANNHU 3a4er 0




Pasgen 11. Business letters

31 36 30 6 6
3p | Tema 11.1. Forms of business letters 18 14 4 4
Tema 11.2. Written communication
33 | within an organization 18 16 2 2
34 Paznen 12. Written communication 36 30 6 6
Tema 12.1. Writing telegrams,
35 | telexes, faxes 18 14 4 4
Tema 12.2. Writing effective e-mails.
36 | Pros and cons 18 16 2 2
37 Pa3nen 13. Recruitment 36 30 6 6
Tema 13.1. Recruitment. Working
38 | conditions 18 14 4 4
Tema 13.2. Writing CV and letter
39 | application. 18 16 2 2
40 Pasgen 14. The job of my dream 36 30 6 6
Tema 14.1. Job interviews. The job of
41 | my dream 18 14 4 4
Tema 14.2. Presentations. Pros and
42 | cons. 18 16 2 2
Paznen 15. Types of business
43 organizations 36 28 8 8
a4 Tema 15.1. Business etiquette 18 14 4 4
Tema 15.2. Types of business
45 | organizations . Tips to start up 18 14 4 4
OO0mmii 00beM, YacoB 180 148 32 32
Dopma NPOMEKYTOYHOM aTTeCTALNHU 3a4eT 0
46 Paznmen 16. Company structure 36 20 16 16
47 | Tema 16.1. Company structure 18 10 8 8
Tema 16.2. How to become good in
48 all areas 18 10 8 8
O61mii 00bemM, 4acoB 36 20 16 16
®opma NPOMEKYTOYHOM aTTecTAlNU 3ader 0

OLIEHKOM




4. Y4eOHO-MeTOAMUYECKOE O0ecleYyeHHEe CAMOCTOSITEJbHOH PadoThl 00y4alIIHUXCHA MO Yy4yeOHOH
AMCUMILINHE

4.1. Buabl caMOCTOATEIbHOM Pa00Thl 00y4aKOIIMXCS M0 AUCHUTIIHHE

Ounas ¢popma

CamocrosiTeJIbHASA pa60Ta 00y4al0IUXCS
Bcero | ®@opMbI TeKyIero KOHTPOJIs, B T.4. CAMOCTOATENbHOMH padoTel | IIpome:kyTounast
aTTecTanus
T i oz | :
bl
e
=2 z Z =, E8
Ne g~ 5= |2F S = z £
Paznen g 5 =) E 3 F = 7 £ =
n/n = s 3 e ¥ . = = g 4 8 g
Q = = =
S| FE (52§ 33 |53 &,
" = = 9 < = < =
S SE |58 =8 |Eg fg
Bz S PRE = g g gz
< o = (=7 > e %
g 2§ | :
=
1 2 3 4 5 6 7 8 9 10
Moayas 1. 5 cemecTp
HOZ[FOTOBKH X TEKCTOBBIC
Pazmen 1. MIPAKTUYECKUM
o H 3aHATUAM YHPAXKHCHHU, KonTponbHas
1 CompUterS In our 30 8 CaMOCTO}ITeJ'H:HOC 20 JICKCHKO™ 2 pabora 0
I |fe u3yenHe pasena TrpaMMaTH4eCcKHe
5 IUOC yIpakHEHHs.
KonTponbHas
pabora
IMoaroroska TEKCTOBAL
TIPAKTUIECKUM Hea():K:I)eHI/leﬂ
2 Pa?’ﬂeﬂ 2. 30 8 3aHATHAM, 20 y Jrl)excuxo- ’ 2 0
! Computer users CaMOCTOSITEIIbHOE
H3ydeHne pasiena IrpaMMaTU4€CKHUC
5 AUOC YIPaXHEHUS
KonrponeHas
padora
HOHFOTOBKa X TEKCTOBBIC
Pa3,uen 3 np:;::;{;:ﬁnM yhnpaxHeHus,
3. |Computer 30 | 8 | cawocromennoe | 20 | newemo- |2 0
architecture H3ydeHne pasnena pynpa)KHeHI/Iﬂ
B OUOC
KonTponbHas
pabora
Ioaroroska k TEKCTOBBI
- TIPaKTHIECCKUM ea():K:eHHeﬂ
4 Pa?:I[eJ'I 4- Hlstory 30 8 3aHATHIM, 20 yn_)fe](cp[}(o— 4 2 0
Of Com pUterS :I?Moef;:Tiizbléiz TrpaMMaTH4€CKUe
qu 3[/18 CH YIPaXKHEHHS
INoxroroBka k CKCTOBBIC
TMPAKTUHYCCKUM E I;XTH:II;LH
5 PEB,Z[CJ'I 5. Data 28 6 3aHSATHSM, 20 ¥ Jl:ekcmco- ’ 2 KonrponsHas 0
" |Processing Concepts fleOe‘:P‘I’;”ZT:zZ paMMaTHHeCKHE pabora
qu 3H8CH YIpakHEeHHs.




OO0uuii 00beM, 4acoB 148 | 38 - 100 - 10 -
®opma nMpPoMeKyTOUYHOM
P P yr 3a4er
arrecranuun
Monayasb 2. 6 cemecTp
KoHnTponbHas
pabora
Tonrorosxa x TEKCTOBBIE
HPAKTUYECKUM
Paznen 6. 30 8 3aHATHAM, 20 YHDAHCHH, 2
6. ’ JIEKCHKO-
Computer SyStemS ;zM:efggsziiz rpaMMaTHYECKHE
Y 5 31/1(% Cﬂ YHpaKHEHUS
KonTponbHas
pabora
IMoxroroska k
TEKCTOBBIE
[PAKTHYECKAM
7 Paznen 7. Storage 30 8 3QHATUSIM, 20 YHPRNHCHIA, 2
: UnitS CaMOCTOSITEIILHOE JIcKeHio
rpamMMaTHYecKue
n3ydeHue paszena yHpasKHEHMS
B DUOC
KonTponbHas
padora
Tonrotosxa x TEKCTOBBIE
Pazpien 8. MpETICCKIn ynpaxerys,
8. |Computer 3018 cavocronremnoe | 20| neremo |2
Programming ”3yqzﬁ§§18a§ma -
KonTponbHas
pabora
IToaroroska K
TEKCTOBBIE
. [PAKTHYECKAM AKHCHIS
9 Paznen 9. Business 30 8 SaHATHAM, 20 | e | g
messages CaMOCTOATEILHOC rpaMMaTHUYECKHE
n3ydeHue pasziena —
B DOC
KonTponsHas
pabora
IToxaroroBka k
TEKCTOBBIE
HPAaKTHYECKUM
10 Pa3,[[eﬂ 10. 28 6 3aHATHUAM, 20 YUpAKHCHUA, 2
'|Business etiquette CAMOCTOTEISHO® -
rpaMMaTHYecKue
u3ydeHue pasziena ynpaKHeHms
B DNOC
OO0uuii 00LeM, 4YaCOB 148 38 - 100 - 10 -
®dopma npPoMeKyTOYHOM
p p Y 3a4yer

aTTeCTalluu

Monayasb 3. 7 cemecTp




KonTponbHas
pabora
Tonrorosxa k TEKCTOBBIE
MPaKTHIECKUM DEKHCHIS
Paznen 11. 3aHATUSIM, yip ’
11. 1 30 8 aAMOCTOSITEIIbH 20 JreKemko” 2
Business letters CaMOCTOATEIIBHOC rpaMMaTH4IECKHE
H3y4YeHHe paszena B
SMOC yHOpaKHEHUsI
KonTponbHas
o
IlogroroBka k TCKCTOBEL pabora
Pasznen 12. IPaKTAYECKUM CKCTOBBIC
. 3aHITHAM, YADANHCHH,
12.|\Written . . 30 8 CaMOCTOSTENBHOE 20 rpa;{f{l;ﬁiz;me 2
communication H3Y‘19H3H§Ig€glleﬂa B YIIpaKHEHHS
KonTponbHas
o
IloaroroBka k pabota
TEKCTOBBIE
[PaKTHIECKHM AKHCHIS
13 Pa3):[eﬂ 13 30 8 3AHATHAM, 20 yHEeKCHKO_ ? 2
Recruitment CaMOCTOATEIL O rpaMvaTHuecKie
U3ydYeHHe paszena B
SOC YIIpaKHEHUS
ITonroroBka k Konrponsnas
MPaKTHIECKUM pabora
3aHSITHAM, TEKCTOBBIE
Pa3 el 14- The CaMOCTOSTEIILHOC YIpaKHEHHUS,
14. | I 30 8 |u3ydeHue paszena B 20 JIEKCHKO- 2
job of my dream BUOC IpaMMaTHHecKHe
YIpaXHEHUS
IToaroroska K KonTponbHas
MPaKTHIECKUM pabora
3aHSITHAM, TEKCTOBBIE
Pa3l[€J.I 15. Types CaMOCTOSITENLHOE YIPaKHEHHS,
15. |of business 28 6 |usydeHue pasnenaB | 20 JIEKCHKO- 2
. . 210C rpaMMaTH4YeCKUe
organlzatlons yrpacHeHus
Oo0uuii 00beM, YacoB 148 | 38 - 100 - 10 -
Dopma NPoMeKYTOUHOI
p p Y 3ayer
arrecranumn
Monyan 4. 8 cemecTp
TTogroroska k
TEKCTOBBIE
Pagﬂeﬂ 16. [PAKTHYECKAM yTpaKHCHHS
3aHATHAM, 7 KonTponsHas
16. Company 20 8 CaMOCTOATENbHOE 10 rpaizﬁﬁfécme 2 pabora
structure my‘{eH;;ganeﬂa B -
OO0uuii 00LeM, 4YaCOB 20 8 - 10 - 2 -

Dopma NPoOMeKYTOUHO

aTTeCTaluu

3a4yeT ¢ OLEeHKOMH

4.2. Metoanueckue yKa3aHusl K CaMOCTOSITe/IbHOI paGoTe Mo JUCHUILINHE

PA3JIEJI 1. Computers in our life




N

Tema 1.1. English Verb. Active Voice

(Cucmema epemen an2nuiiCKoO2o 21a201a 6 0elcmeumenbHom 3a102¢)

Ienv: Ilosmopenue u 3axkpenieHue epammamuyeckoeo mamepuana no meme «Cucmema epemen
AH2IUTICK020 21a200a 6 deticmeumenvhom s3anozey (YK-4).

Ilepeuens uzyuaemix 31eMeHmO8 COOEPIHCAHUA

1. Hacrosiue BpemeHa (IpocToe, MPOA0JDKEHHOE, COBEPIICHHOE, COBEPIICHHOE

IIPOIOJIKEHHOE).

2. [Tpomeamue BpemMeHa (MpocToe, MPOJOKEHHOE, COBEPIIICHHOE, COBEPIICHHOE

IIPOIOJIKEHHOE).

3. CniocoObI BeIpaXKeHHs OYyIIero BpEeMEHH.

Bonpocs! 1J1s1 caMONIOATOTOBKH:

1.BBINIOIHUTE TPaMMaTUYECKUE YIIPAKHEHUS

®opMBbI KOHTPOJISI CAMOCTOATEJbHOI PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IPYyNIIOBOM OIIPOC, IPOBEPKa MMCbMEHHBIX IPAMMaTHYECKUX yIIPa)KHEHUN

Tema 1.2. Computers in our life.

Heﬂb.' AKmuGMS’aL]uﬂ JIEKCUKO-epammamu4decKkoco mamepuaia 6 duaﬂoeuuecmﬁ u MOHOJZOZM‘IQCKOIZ
peuu. Obyuenue nouckoeomy u npocmomposomy umenuio (YK-4).

Ilepeuens uzyuaemuix 31eMeHMO8 COOEPHCAHUA

1. Jlekcnka 110 Teme.
Pabota ¢ TekcToM: IepeBoI, U3JI0KEHUE OCHOBHBIX HJIEH TEKCTA.
[ToaroroBka nepeckasa, U3JI0)KEHUE CBOETO MHEHHS.

BOl'[pOCbI AJId CaMOIIOJATOTOBKM

1. CocTaBUTh TEMAaTHYECKUN TTIOCCAPHI 11O TEME.

2. CocraBiieHHE UAJIOTOB MO CIEAYIOIIUM IMpoOIeMaM: MPUMEHEHHUE KOMIIBIOTEPOB B PA3IHMYHBIX
00IacTax.

3. [ToaroroBka 3cce, Npe3eHTALUIA 10 TEME C UCITOJIb30BAHMEM aKTUBHOM JIEKCUKH.

4, BrinonHeHne npakTU4YeCKUX JIEKCUKO-TPAMMATUYECKUX 3aJaHui

®opMBbI KOHTPOJISI CAMOCTOATEJbHOI PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IPYIIIOBOM OIpOC.

PA3/IEJI 2. Computer users.

Tema 2.1. English Verb. Passive Voice.

(Cucmema epemen an2iuiicko2o 21az201a 6 CmpaoameibHom 3aunoze)
Henw: [losmopenue u 3axkpeniieHue epammamuyeckoco mamepuaia no memam « Cucmema epemen
AH2UIICKO20 2nazona 6 cmpadamenviom 3anoze» (VK-4).
Ilepeuensv uzyuaemvix 31eMeHmMO8 COOEPHCAHUA
Hacrosiiee npoctoe Bpems.
[Ipomeniee npocToe BpeMs.
Hacrosimiee coBepiiieHHOE Bpemsl.
CrpanarenbHbIi 3a710T C MOJAJbHBIMU [JIAroJIamMHu.
5. Koncrpykuus to have something done.
BonpochI /151 caMONOATOTOBKH:

el A
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1.BBINMOMHUTE MPaKTUYECKOE 3aJaHUE HAa U3YUYEHHYIO TPaMMAaTHUKY.

@®opMbI KOHTPOJIS CAMOCTOATEJbHON PadoThl 00y4YaIOMIUXCSH: YCTHBIM WHIWBUIYAJIbHBIM U
TPYIIIOBOi OMpOcC, MPOBEpKa MMCbMEHHBIX IPaMMaTHUECKHUX yIIPaKHEHUN

Tema 2.2. Computer users. (IToJib30BaTe 1 KOMIBIOTEPOB).

Lenv: Akmusuzayus 1eKCUKO-2PAMMAMULECKO20 MAMEPUALA 8 QUATIO2UYECKOU U MOHOLOSUHLECKOU
peuu. Obyuenue noucko8omy u npocmomposomy umenuio (YK-4).
Ilepeuensv uzyuaemuix 31eMeHMO8 COOCPHCAHUA
1. Jlekcuka 1o teme.

2. Pabota ¢ TeKCTOM: IEpEBO/I, U3JI0KEHHE OCHOBHBIX UJIECH TEKCTA.
3. TloaroToBka nepeckasa, aHHOTAIHH.

Bonpocwt ona camonoozomoexu:

CocTaBUTh TEMATUYECKUI TIIOCCAPUI 110 TEME.

CocraBnenune AUAJIOroB I10 CICAYIOIMIUM npo6neMaM:

[ToaroroBka 3cce, Npe3eHTALU 10 TEME C UCITOJIb30BAHUEM aKTUBHOM JICKCUKH.

M DN e

Brimonnenue IMPAKTHYCCKUX JICKCUKO-TPAMMATUYCCKUX 3aJaHuM

®opMBbI KOHTPOJISI CAMOCTOATEJbHOH PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IpYIIIOBOM OIpoC.

PA3JIEJI 3. Computer architecture.
Tema 3.1. Sequence of Tenses (CorinacoBanue BpeMeH)
Heﬂb.’ HosmopeHue U 3zaxKkpenjieHue cpammamuvyeckKkoco mamepuala no meme «Coenacosanue

spemeny (VK-4).

Hepeltenb usyuaembolx rjiiemernmaoe codepofcauu;l

1. [TpaBuia mocnea0BaTeIbHOCTH BPEMEH.
2. Crygau OTKIIOHEHHS OT TIPABIII TTOCJICIOBATEIILHOCTH BPEMEH.
3. KocBeHHas peub.

BOl'[pOCLI AJadA CAaMONIOATOTOBKM

1.BoImonHUTE TpaMMaTUiICCKUC YIIPAKHCHUSA

@opMBI KOHTPOJISI CAMOCTOATEJBbHOH PadoThl 00y4arOIMXCH: YCTHBIA MHIWUBUIYAIbHBIA H
TPYIIIOBOM OIPOC, IPOBEPKA MHUCbMEHHBIX I'PAMMATUYECKUX YIIPAKHEHUI

Tema 3.2. Computer architecture.

Ienb: Axkmusuzayus 1eKCUKO-2PAMMAMULECKO20 MAMEPUALd 8 QUAIOSUHECKOU U MOHOLOSULECKOU
peuu. Obyuenue noucko8omy u npocmomposomy umenuio (YK-4).
Ilepeuens uzyuaemuix 31eMeHMO8 COOCPHCAHUA
1. Jlekcuka I10 TEME.

2. Pabora ¢ TEeKCTOM: epeBOI, M3JI0)KEHHE OCHOBHBIX HIEH TEKCTA.
3. TloxaroroBka mepeckasa, aHHOTAIHH.

Bomnpocsl 11 caMONOATOTOBKU:
1. CocTaBuTh TEMaTHUECKU ITIOCCAPUIL IO TEME.

2. CocraBrieHre TUajJoroB 1O CIAEAYIOMUM MpobdIemMam:
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[ToaroroBka 3cce, Mpe3eHTAIU 0 TEME C UCITOJIb30BAHMEM aKTUBHOM JIEKCUKH.
BBIHOJIHCHI/IG HpaKTI/I‘ICCKI/IX JICKCUKO-T paMMaTI/I‘-IGCKI/IX 3aﬂaHHfI

@opMbI KOHTPOJIS CAMOCTOATEJIbHON PadoThl 00y4YaIOUIUXCS: YCTHBIM WHIMBUAYaJIbHBIA U

IPYIIIOBOM OIpOC.

4).

PA3JIEJI 4. History of computers.
Tema 4.1. Participle. (IlpuuacTue)

Henw: [losmopenue u 3akpenienue epammamuyeckoeo mamepuana no meme «Ilpuwacmuey, (VK-

Hepeueub u3yuaemblx 3jiemenmaoe codepofcauuﬂ

1. O6pa3zoBanue GpopM NpUIaACTHSL.
2. @OyHKIMN IPUYACTHSL.
3. CaMoCTOATEeNbHBIN MIPHUYACTHBIH 000POT.

BOl'[pOCbI AJId CaMOIIOATOTOBKM
1.BeImmoaHuTh T'paMMaTUYICCKUC YIIPAKHCHUS

@®opMbl KOHTPOJISI CAMOCTOATEJbHONH PadoThl O00y4aKOIIMXCH: YCTHBIA WHIUBUIYAIBHBIA M

TPYIIIOBOM OIPOC, MPOBEPKA MUCbMEHHBIX TPAMMATUYECKUX YIIPAKHEHUU

Tema 4.2. History of computers. (McTopust pa3sBUTHSI KOMIILIOTEPOB).

l[eﬂb: Akmueuaauuﬂ JIEKCUKO-2pammamu4decKkoco mamepuaid 6 OUANO2UYECKOU U MOHONOCUYECKOU

peuu. Obyuenue nouckosomy u npocmompogomy umenuio (YK-4).

M w0 D

A

Ilepeuens uzyuaemuix 31eMeHMO8 COOEPHCAHUA
Jlexcuka mmo teme.
Pabota ¢ TekcTOM: IepeBoI, U3JI0KEHUE OCHOBHBIX HUJIEH TEKCTA.

HOZ[FOTOBK& IepeCKasa, aHHOTAallH.
BOI[pOCLI AJad CAaMONIOATOTOBKH

CocTaBuTh TEMaTHYECKUH TIIOCCAPHIA 11O TEME.

CocraBrieHre TUaoroB 10 CIAEAYIONIIUM MpodIeMam:

[ToaroToBka scce, Mpe3eHTalui 0 TEME C UCMOIB30BAHUEM AKTUBHOW JIEKCUKH.
BBIHOJ'IHGHI/IG HpaKTI/ILIeCKI/IX J'ICKCI/IKO-FpaMMaTI/ILleCKI/IX 33}13HI/II>1

@opMBI KOHTPOJISI CAMOCTOATEJBbHON PadoThl 00y4arOIMXCH: YCTHBIA HMHIUBUIYAIbHBIA H

IPYIIIOBOM OIpOC.

PA3JIEJI 5. Data Processing Concepts.

Tema 5.1. Infinitive (MudunuTHUB).
Ienv: Ilosmopenue u 3aKkpenieHue ecpammamuieckoeo mamepuaia no meme «HHpuuumuey

(VK-4).

11

Ilepeuens uzyuaemvix 3nemenmog cooepicanus

1. Ob6pa3zoBanue GpopM HHPUHUTHUBA.

2 ['marounsl, Tpedyromue nocie cedst ynorpediaeHust HHQUHUTHBA.
3. OyHKIUN UHOUHUTHBA.

4 WNupunutuHeii 060poT Complex Object



5. NudunutusHbiii o6opor Complex Subject

Bomnpocs! 111 CaMONIOATOTOBKH:
1.BBINIOJIHUTE TPaMMaTUYECKUE YIIPAKHEHUS

@opMBbI KOHTPOJISI CAMOCTOATEJBbHON PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IPYyNIIOBOM OIIPOC, IPOBEPKAa MMCbMEHHBIX IPAMMaTHYECKUX yIIPa)KHEHUN

Tema 5.2. Data Processing Concepts.

Henv: Axmusuzayus 1eKCUKo-epammamuiecko2o Mamepuala 6 OUAI02U4ecKol U MOHON02ULeCKOU
peuu. Obyuenue noucko8omy u npocmomposomy umenuio (YK-4).
Ilepeuensv uzyuaemvix 31eMeHmMO8 COOEPHCAHUA
1. Jlekcuka no teme.
2. Pabora ¢ TeKCTOM: IEpPEeBO/I, M3JI0KEHUE OCHOBHBIX UCH TEKCTA.

3. TloaroroBka mepeckasa, aHHOTAIIUU.

Bonpocs! 1J1s1 caMONOATOTOBKH:
CocTaBuUTh TEMATUYECKUI TIIOCCAPUI 110 TEME.
CocrapneHue AUAIO0roB MO CIEAYIOIUM podiieMaMm:

[ToaroroBka 3cce, Npe3eHTALUA 10 TEME C UCITOJIb30BAHUEM aKTUBHOM JICKCUKH.

M w DN e

Brimonnenue MMPAKTHYCCKUX JICKCUKO-TPAMMAaTUYCCKHUX 3aJaHuM

®opMBbI KOHTPOJISI CAMOCTOATEJbHOH PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IpYIIOBOH OIpocC.

PA3JIEJI 6. Computer Systems. Software development.

Tema 6.1. Gerund (I'epynauii)
Lenv: Ilosmopenue u 3axpennienue epammamuieckoeo mamepuana no meme «I'epynouiiy (VK-4).
Ilepeuens uzyuaemuix 31eMeHMOE COOEPHCAHUA

1. OO0pa3zoBaHue repyHusl.

2. OYHKIUY FepyHIUS.

3. ['marounbl, Tpebyromue nocine ceds ynorpeOiaeHus repyHIusl.
4. VYrorpebnenue repyHus Mocie Ipe/jioros.

Ilepesoo cepynous Ha pyccKuil A3vIK.
Bonpocs! 1J1s1 caMONIOATOTOBKH:
1.BBINOIHUTE IpaMMaTHYECKUE YITPAKHEHUS

®opMBbI KOHTPOJISI CAMOCTOATEJbHOI PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IpyNIoBOil ONpoc, NpoBepKa MMCbMEHHBIX IPaMMaTHUECKUX yIIPaKHEHUN

Tema 6.2. Computer Systems. Software development.

Lenv: Axkmusuzayus 1eKCUKO-2PAMMAMULECKO20 MAMEPUALd 8 QUAIOSUYECKOU U MOHOLOSUHLECKOU
peuu. Obyuenue nouckogomy u npocmomposomy umenuio (YK-4).

Ilepeuens uzyuaemuix 31eMeHMO8 COOCPHCAHUA

1. Jlexcuka 110 TEME.

2. Pabora ¢ TeKCTOM: IepeBo/I, U3JIOKEHUE OCHOBHBIX UJICH TEKCTA.

Bonpocs! 111 caMONOATOTOBKH:

1. CocTaBHUTh TEMAaTUYECKUN MIIOCCAPHIL TIO TEME.
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CocraBrieHHEe TUAJIOTOB TI0 CIAEAYIONMIUM MPpodIeMaM:
[TonroroBka 3cce, mpe3eHTAalLM O TEME C UCIOJIb30BAHUEM aKTUBHOU JIEKCUKH.
BrinonHeHNE MPAKTUYECKUX JICKCHKO-TPAMMaTHYECKUX 3aaHui

®opMBbI KOHTPOJISI CAMOCTOATEJbHOI PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IPyNIIOBO# oIpoc.

PA3JIEJI 7. Storage units.

Tema 7.1. Modal Verbs (MoaajibHbl€e IJ1aroJibl).

Ienv: ITlosmopenue u 3aKkpenieHue 2pamMmamuyecko2o mamepuaia no meme «Modanvhule
anazonvly (YK-4).
ITepeuens uzyuaemovix nemenmos codepicanus
MonabHbI# 1aros can, obopot be able to.

MopganpHBIN 71ar0s1 must.
Inarossr have to, need to.

Mopnanbabie miarosst should, ought to

o b w e

Hcnonp3oBaHne MOAANBHBIX TJIArOJOB JJIE BBIPQXKEHHS BO3MOXKHOCTH/ HEBO3MOXHOCTH,
BEPOSITHOCTH/HEBEPOSITHOCTH COBEPIIICHUS JCHCTBHSI.

BOl'[pOCbI AJidgd CaMOIIOJATOTOBKM
1.BeImmoaHuTh T'paMMaTUYICCKUC YIIPAKHCHUS

@®opMbl KOHTPOJISI CAMOCTOATEJIbHONH PadoThl O00y4aOIIMXCH: YCTHBIA WHIUBUIYAIBbHBIA U
TPYMIIOBOI OMpOC, IPOBEpPKa MUChbMEHHBIX IPAMMaTHUYECKUX YIIPaK HEHUI

Tema 7.2. Storage units.

Henv: Axmusuzayus 1eKCUKo-epammamuiecKko20 Mamepuala 8 OUAI02U4ecKol U MOHON02UYeCKOU
peuu. Obyuenue nouckosomy u npocmomposomy umenuio (YK-4).
Ilepeuensv uzyuaemvix 31emMeHmo8 co0epIHcanus
. Jlekcuka 1o Teme.
. Pabota ¢ TekcToM: mepeBol, N3JI0’)KEHNE OCHOBHBIX UJIEH TEKCTa.
Bomnpocs! 11 caMONOATOTOBKMU::

CocTaBuTh TEMAaTUYECKUH TIIOCCAPUI 110 TEME.
CocrapneHue AUaIoroB MO CIEAYIOIUM podiieMaMm:

[ToaroroBka 3cce, mpe3eHTALUA IO TEME C UCITOJIb30BAHUEM aKTUBHOM JIEKCUKH.

M 0w DN

Brinonaexnue IMMPAKTHYCCKUX JICKCUKO-TPAMMATUYICCKUX 3aJIaHUMN

@®opMbl KOHTPOJISI CAMOCTOATEJIbHONH PadoThl 00y4arOIIMXCH: YCTHBIM WHIUBHUIYAIBHBIA M
IPYIIIOBOM OIpOC.

PA3IEJI 8. Computer Programming.

Tema 8.1. Subjunctive Mood (CociararejibHOe HAKJIOHEHUE)

Llenv: Ilosmopenue u 3axpennenue spammamudeckoeo mamepuaia no meme «Cocnazamensvnoe
Haknonenuey (YK-4).

Ilepeuens uzyuaemuix 31eMeHMOE COOEPHCAHUA

1. OO6pa3oBaHue cocliaraTeIbHOTO HAKJIOHEHUS
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2. YnorpebneHue cocnararebHOr0 HaKJIOHEHUS B YCIIOBHBIX MPEIOKEHUSX.
3. Ynorpebnenue GpopM cocnarareTbHOTr0 HaKJIIOHSHHSI B TPUAATOYHBIX MPEATOKCHHUSX.
Bonpocsl 111 caMONOATOTOBKH:

1.BBINONHUTE TPaMMaTUYECKUE YIIPAKHEHUS

@opMbI KOHTPOJIS CAMOCTOSATEJbHON PadoThl 00y4YAIOUIUXCS: YCTHBIM WHIMBUAYaJIbHBIA U
TPYIIIOBOi OMpOcC, MPOBEpKa MMCbMEHHBIX IPaMMaTHUECKHUX yIIPaKHEHUN

Tema 8.2. Computer Programming.

Henv: Axmusuzayus 1eKCUKo-epammamuiecko2o Mamepuala 6 OUAI02U4ecKol U MOHOI02UYeCKOU
peuu. Obyuenue nouckogomy u npocmomposomy umenuio (YK-4).

Ilepeuensv uzyuaemvix 31eMeHmMO8 COOEPHCAHUA
JIexcuka 1o Teme.
PaGota ¢ TekcToM: TIepeBoI, M3JI0KEHNE OCHOBHBIX HJIEH TEKCTa.

Bonpocsl 111 caMONOATOTOBKU:

CocTaBUTh TEMAaTUUYECKUN TIIOCCApUl TIO TEME.
CocraBieHHe JUAIOTOB TI0 CIICTYIOIIAM IpodiieMam:

ITogroroBka 3CCC, Hpe3eHTaHHﬁ 10 TEME C UCTOJIb30BAHUEM aKTUBHOM JIEKCHUKH.

> w0 D e

Brmoanenme IMMPAKTHYCCKUX JICKCUKO-TPAMMATUICCKUX 3aﬂaHHﬁ

@®opMbl KOHTPOJISI CAMOCTOATEJILHONH PadoThl O00y4aKOIIMXCH: YCTHBIA WHIUBUIYAJIBHBIA MU
IPYIIIOBOM OIpOC.

PA3JIEJI 9. Business messages.

Tema 9.1. Business skills. HaBbiku 1e10B0r0 001eHMs.

Henv: Axmusuzayus 1eKCUKo-epammamuiecko2o Mamepuala 6 OUAI02ULECKOl U MOHOI02UHECKOLL
peuu 6 cumyayusix npogheccuonanvbro2o oowenus. Ooyuenue NOUCKOBOMY U NPOCMOMPOBOMY UMEHUIO
npogeccuonanvro-opuenmuposannvix mexkcmos (VK-4).

Ilepeuensv uzyuaemvix 31emMeHmo8 co0ePIHCaAnUs

Jlexcuka 1mo Teme.

1

2 JlenoBoe oOIIeHHE.

3. VYrpaBieHYEeCKIE HABBIKH.

4 [IpeanpuHMMarenbCKast KOMIIETEHTHOCTb.

BOl'[pOCLI AJdA CAaMONIOATOTOBKH

1. CocraBbTe TeMaTHUECKHUM aHITIO-PYCCKUN U PyCCKO-aHIIIMHCKUIN TTIOCCapHii 110 TEME.

2. OTBeTBLTE HA BOIIPOCHI:

o What do people need business skills for?

o What are the basic business skills?

o What are business skills?

1. Cornacurech ¢ TaHHBIMH YTBEPKIACHUSIMU WU ONIpoBeprHuTe nx. O60CHYiTe CBOIl OTBET.

o You have to enter University and get an MBA degree in order to develop your business skills.
o Business skills are essential only for senior management.

o Lack of business skills means you are progressing in relationships with your colleagues.

@®opMbl KOHTPOJISI CAMOCTOATEJIbLHONH PadoThl 00y4arOIMXCH: YCTHBIA WHIUBHUIYAIBHBIA M
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TPYIIOBOM OMPOC, TOKJIAIbI.

TeMbI 10KJIA10B:
What ability good business skills will give to you.

The perfect business project.
Tema 9.2. Taking and giving messages. BeaeHue /1eJIOBbIX IepPeroBopoB 1o Tejiedony.

l[e./lb.' Akmu6u3auuﬂ JIEKCUKO-2pammamu4decKkoco mamepuaid 6 OUANO2UYECKOU U MOHONO2UYECKOU

peuu. Obyuenue noucko8omy u npocmomposomy umenuio (YK-4).

Ilepeuens uzyuaemvix 31eMeHmMO8 COOEPHCAHUA
1. Jlekcuka 1o TeMe.

2. Bunsl coobmienuii

Bomnpocsl 11 cCaMONOATOTOBKH:

CocTaBuTh TEMATUYECKUH TIIOCCAPUI 110 TEME.

OTBeThTE HA BOIIPOCHI:
Does your company or do you have a voicemail greeting in English? If so, what is it?
What do you think are the advantages of using voicemail at work?

Do you ever play “telephone tag” with business contacts? (you call them and leave a message,
they call you back and leave a message, etc.).

CocrasieHue AUAJIOroB I10 CIICAYIOIIMM HpO6JI€MaMI

Hanuwume Ouanoe o mom, 4mo Buvi noseonunu dupekmopy KOMNAHUU, HO €20 He OKA3AJl10Cb HA
mecme. Bawa 361061'%1, ocmaesunms emy 20j10cosoe COO6W€HU€, UCNONb3YA TEKCUKY YPOKA.

HO,I[FOTOBKa 3CCC, Hpe3eHTaL{Hﬁ 0 TEME C HUCIIOJIb30BAaHUEM aKTUBHOM JICKCUKU:
What three things are important to do when leaving a message by phone .

What tips can you think of for using voicemail effectively?

Brimmonnenne MPAKTHYCCKUX JICKCUKO-TPAMMATUICCKUX 3aﬂaHI/II71

@opMBI KOHTPOJISI CAMOCTOATEJBbHOH PadoThl 00y4arOIMXCH: YCTHBIA MHIWUBUIYAJIbHBIA H

IPYIIIOBOM OIpOC.

15

PA3JIEJI 10. Business etiquette.

Tema 10.1. How To Take A Phone Conversation. Telephone Etiquette Tips

Ienv: Axmusuzayus 1eKCUKO-2PAMMAMULECKO20 MAMePUaLa 8 OUAI02ULeCKOlU U MOHOLOSUYECKOU
peuu. Obyuenue nouckoeomy u npocmomposomy umenuio (YK-4).
IlepedyeHb U3yuyaeMbIX IJIEMEHTOB COAEPKAHUSA

CrpykTypa U CTUJIb TeNle()OHHBIX IEPErOBOPOB.

HpaBI/IJ'Ia MOBCACHHUA BO BpEMA TCJ'IC(I)OHHBIX IIEpCroBOPOB.

Bonpocsl 11 CaMONIOATOTOBKH ©
1. CocraBbpre TEMaTHUECKUN aHITIO-PYCCKUH U PyCCKO-aHIIMICKUI TIIOCCApU MO TEME.

2. Ilo3BoHMTE €T0BOMY HapTHEPY U COOOIIUTE, YTO OTKA3bIBAETECHh OT 3aIIAHMPOBAHHOTO
Ha CIEAYIOLMI YeTBEpr 3aBTpaka, T.K. €IeTe B KOMAaHIMPOBKY. Brl mpuHOcHTE cBOHU
W3BUHEHMS U MIpeJiaraeTe NepeHecTH 3aBTPaK Ha CIETYIOIINUNA BTOPHUK.

3. Hamummre nuasnor o BCTpPCYHU 110 TCJ'IC(I)OHy, MMOJIb3YysCh CIICAYIOIIHUM IIJIAHOM:



CoobmmTe ¢ keM Bbl X0THTE TOTOBOPUTS.

N3noxure cyTh Ballieil BCTpeUH.

YTo4uHUTE, TJ€ U BO CKOJIBKO JIOJKHA TPOUTH BCTpEya.

) [TonpomiaiiTecs.

@opMbI KOHTPOJIS CAMOCTOATEJIbHON PadoThl 00y4YarOUIUXCS: YCTHBIM WHIMBUAYaJIbHBIA U

IPYIIIOBOM ONPOC, TOKJIA/BI.

TeMbI TOKJIAN0B:

The structure and style of telephone talks.

What advice would you give to someone to help them telephone successfully?
How to improve telephoning skills in English.

Your strategies for reaching agreements on the telephone.

@opMBbI KOHTPOJIS CAMOCTOSATEJIbHON PadoThl 00y4YaIOUIUXCS: YCTHBIM WHIMBUAYaJTbHBIA U

IPYIIIOBOM OIPOC, MPOBEPKA MHCbMEHHBIX T'PAMMATUYECKUX YIPAKHEHUM .

Tema 10.2. E-mail newsletters. Ungopmannonnblii 610/11eTeHb.

l[eﬂb.‘ AKWZMGUB’CII/;M}Z JIEKCUKO-2pammamu4decKkoco mamepuaid 6 OUANO2UYECKOU U MOHONO2UYECKOU

peuu. Obyuenue nouckogomy u npocmompogomy umenuio (YK-4).

Ilepeuensv uzyuaemvix 31emMeHmMo8 cO0ePIHCaAnUs
Jlexcuka 110 Teme.

DNEKTPOHHOE MHUCHMO.

CprKTypa U CTUJIb OQ)OpMHeHI/IH QJICKTPOHHOI'O ITKMCbMa.

BOl'[pOCbI AJ9 CAMONIOATOTOBKMH .
1. CocraBbre TeMaTUYECKU aHIIIO-PYCCKUI U PYCCKO-aHIIIMICKUI IToccapuii o TeMe.
2. OTBeThTE HA CICAYIONINE BOIIPOCH:

How has communication benefited from computarization?

What is the function of communication in business?

Which ways of communications are the most frequently used in business?

What business communications do you consider the most effective and beneficial? Why?

3. Hanumure snektpoHHoe nuceMo Bamemy MeHemkepy 0 CBOEM MEPEXOAE B APYTYIO
KOMITaHUI0, TIOJIb3YACh CIIEIYIOIINUM IIaHOM:

Coo01muTe NPUYUHY BalIEro MUChMA.

N3noxure cyTh Baieil mpoOIeMbl.

OOparuTe BHUMaHHE aJipecara, Ha ero 00s3areIbCTRa.

Harmmmnre, Kakux JIeHCTBHI BEI XKJIE€TE OT HErO.

@®opMbl KOHTPOJISI CAMOCTOATEJIbHONH PadoThl 00y4arOIMXCH: YCTHBIM WHIUBHIYAIBHBIA M

IPYIIIOBOM OIIPOC, dCCE.
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Temwl 3cce:
o Is e-mailing secure?
o What are pros and cons of e-mailing?

PA3JIEJI 11. Business letters.



TosrwNE

Tema 11.1. Forms of business letters. Buas! nesioBbIx nucem

Henv: Axmusuzayus 1eKCUKo-2pammamuiecKko20 Mamepuaia 6 OUaI02U4ecKkol U MOHON02UYeCKOU
peuu 6 cumyayusix npogheccuonanvroeo oowerus. OOyuenue nOUCKo8OMY U NPOCMOMPOBOMY UMEHUID
npogheccuonanvro-opuenmuposantvlx mexkcmos (YK-4).

Ilepeuensv uzyuaemvix 31eMEeHmMOB COOEPHCAHUA:

Jlexcuka 1o Teme.

1.
2 JlemoBoe UCHMO.
3. CrpykTypa u cTUib 0pOpMIIEHUS IETOBOTO TUChMA.
4 Bunbl nenoBeIx nucem
Bonpochl 1J1s1 cCaMONIOATOTOBKH -
1. CocraBbTe TEMaTUYECKUI aHTJIIO-PYCCKUI U PYCCKO-aHIIIMACKUH TII0CCapUid 110 TEME.

2. OTtBeThbTE Ha CIICAYIONIUE BOIPOCHL:

o What kind of business letters you know?
o What are the peculiarities of a business letter?
o Avre there differences between business letter and e-mail?
o Is there a strict order in writing a business letter?
3. Hanummre nuceMo 1enoBoMy napTHepy, B KOTopoM Bbl cooO1iaere, 4To rpy3 roTos

K OTIIPABKEC COINIACHO paCIIMCAHHIO. YTouHUTE BEC I'py3a u gary JOCTaBKH.

®opMBbI KOHTPOJISI CAMOCTOATEJbHOH PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUAYAIbHBIA U
IpyIIOBOI 0Ipoc, 3cce.

Temwt 3cce:
o Why are business letters an important part of doing business?
o What are advantages and disadvantages of business letters?

Tema 11.2. Written communication within an organization. Ciy:ke0Hbie 10KyMEHTBI.

Ilenv: Axkmueuszayus 1eKCUKO-2PAMMAMUYLECKO20 MAMEPUANA 8 OUATIO2UHECKOU U MOHOLOSUYECKOU
peuu 8 cumyayusax npogeccuonanvrozo odbwenus. Obyuenue nOUCKOBOMY U NPOCMOMPOBOMY YMEHU)
npogeccuonanvro-opuenmuposannvix mexkcmos (VK-4).

Ilepeuens uzyuaemvix 3;1eMeHmMO8 COOEPHCAHUA
Jlekcuka 1o Teme.
Cny>xeOHbIE U TIOKJIQHBIE 3aITUCKH.
[Iporpamma MmeponpusTHs.
Pexomennanum u pykoBOJCTBA.
[Iporokomnsl 3acenanuil.
OTYETHL

Bomnpocsl 11 caMONOATOTOBKU:

1 CocTaBbTe TEMaTHUECKHUI aHITIO-PYCCKUI U PyCCKO-aHINIMMCKUN ITIOCCApUi 110 TEME.

2 [lepeuncnure TOKYMEHTHI, ¢ KOTOpbIMU Bam npurnuiocs pabotarh B ociaeiHee BpeMs.
3. ITonroroBsre MporpaMMy MEpPONPHUATHS U IIOATOTOBETE OTUYET O €r0 MPOBEACHUM.
4

. Hanummre nucbMo 1enoBoMy mapTHepy, B KOTOpoM BbI 0TKa3bpiBaeTech OT 3allJlaHUPOBAHHOTO Ha
CIEQYIOIMNA YeTBEpPr 3aBTpaka, T.K. €IeTe€ B KOMAaHIMPOBKY. BBl NpPHUHOCUTE CBOM W3BUHEHUS H
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npejiaraeTe MepeHecT 3aBTPaK Ha CIEAYIOINNA BTOPHUK.
Hanummre nuchMo-xanody, moIb3ysach CIASIYIONINM ILIaHOM:

Coo0muTe NPUYMHY BaIlero MUChMa.

W3n0xuTe cyTh Balei kaio0bl.

OOparvTe BHUMaHHUE aipecara, B YeM UMEHHO OH HApYIIIHUJI CBOM 00sA3aTeIhCTBA.
Hammummre, Kakux AEHCTBUI BEI JKJIETE OT HETO.

0. [Ipenynpenute 06 OTBETHBIX MEpax B Ciy4yae, €CIIM aipecar He UCIIPABUT CUTYAITUIO.

Boo~N O

®opMBbI KOHTPOJISI CAMOCTOATEJbHON PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUAYAIbHBIA U
IPyNIIOBO# OIIpOC, 3CCE.

Tembl 3cce:
o Using the English language in a global organization.
o The importance of corporate written communication

PA3JIEJI 12. Written communication.

Tema 12.1. Writing telegrams, telexes, faxes. Teaerpammel, Teaekchbl, hakcewl

Ienv: Axmusuzayusi 1eKCUKO-SPAMMAMUYECKO20 MAMEPUALA 8 OUALOSUYECKOU U MOHOLOUYECKOU
peuu. Obyuenue nouckosomy u npocmomposomy umenuio) (YK-4).
Ilepeuens uzyuaempix 31eMeHmO6 COOEPHCAHUA:

s Jlexcuka 110 Teme.
2. Tenerpammbl. Dakc.
3. CrpykTypa 1 cTUib 0pOpMIICHUS TeJIerpamMm.

BOl'[pOCbI AJid CaMOIIOATOTOBKM::

1. CocraBbTe TEMaTHYECKHUM aHITIO-PYCCKUI U PyCCKO-aHINIMNCKUN ITIOCCApU 110 TEME.
2. OTBeThTE Ha CIEAYIOLINE BOIIPOCHI:

. What type of telegrams could be?

. Is it important to send telegrams?

. What are the peculiarities of writing telegrams?

. Is it sent using coded signals?

. What is fax?

. Are there any special rules of sending a fax?

1. Hanummre Tenerpammy, coOutoaas Bce paBuiIa.

You are Mrs Sharma of E-5 Naoroji Nagar, New Delhi. Draft a telegram to be sent to the
principal of the school, where you are working, informing him about your inability to attend
school on the re-opening day of the school after the summer break due to the cancellation of
the Rajdhani Express from Mumbai, and requesting him to grant you four days leave. Do not
use more than 25 words (inclusive of the receiver s address).

2. Send a fax to your mother asking her to send you your Class XII migration certificate of CBSE.
Use all necessary steps.

@opMBbI KOHTPOJISI CAMOCTOATEJIBbHOH PadoThl 00y4arOIMXCHA: YCTHBIA MHIWUBUIYAIbHBIA U
TPYIIIOBOM OMPOC, TOKJIAJBI.
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TeMbl 10KJIAI0B:
. Is it necessary to send faxes in 21st century?
. Telegrams vs e-mails

Tema 12.2. Writing effective e-mails. Pros and cons. Daexkrponnas noura

Lenv: Akmusuzayus 1eKCUKO-2PAMMAMULECKO20 MAMePUala 8 OUAI02U4ecKoll U MOHOLOSUYLEeCKOU
peuu. Obyuenue nouckogomy u npocmomposomy umenuro (YK-4).
Ilepeuens uzyuaemuix 31eMeHMO8 COOEPHCAHUA

1 JIekcuka 110 TeMe.
2. Crpykrypa u ctiib opopmienus effective e-mails.
3. [TpaBuna nanucanus effective e-mails

Bomnpocsl 11 caMONOATOTOBKH:

1. CocraBbTe TEMaTHUECKHUM aHITIO-PYCCKUN U PyCCKO-aHITIMHCKUIN ITIOCCApUii 110 TEME.
2. Answer the following questions:
. When did E-mail come into the workplace?

. Why was it quickly adopted?

. Why should communicators be careful about E-mails?
1. Hanummure QJICKTPOHHOC NMNCbMO B CUTYyallUH:
. You have received an E-mail from Adam, the business school teacher who is going to introduce a

new business program. Write an E-mail to Adam, using all your notes.

1. Write your e-mail. You must use grammatically correct sentences with accurate spelling and
punctuation in a style appropriate to the situation.

®opMBbI KOHTPOJISI CAMOCTOATEJIbHOI PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IpYyNIIOBOH OIIPOC, AOKJIABI.

TeMbl TOKIa0B:
. Arethere any pros or cons of effective e-mail?
. What is better: to write an e-mail or face-to face conversation?

PA3IEJI 13. Recruitment.

Tema 13.1. Recruitment. Working conditions. Ipuem na padory. Yciosusi padoTbl.

Lenv: Axmusuzayus 1eKCUKO-2PAMMAMULECKO20 MAMePUala 8 OUAI02UecKoll U MOHOLOSULECKOU
peuu 8 cumyayusax npogeccuonanvno2o odowenus. Odyuenue noucko8oMy u NpPOCMOMPOBOMY YMEHUIO
npogeccuonanvHo-opueHmuposannvix mexcmos (VK-4).

Ilepeuens uzyuaemuvix snemenmog cooeprcanus
Jlexcuka o Teme.
ITouck paGoTHI.

AreHTCTBa 10 MOAOOPY MEepCOHAIA.

M w0 DN e

TpeboBanus Kk KaHIUAATaM.



5. [Tponienypa oT6opa KaHIUIATOB.

BOl'[pOCBI AJd CAMONIOATOTOBKH

1. CocTaBbTe TEMaTHYECKUI aHIIO-PYCCKUNA U PYCCKO-aHITIMMCKUI TJIOCCAPU 1O TEME.
2. OTBeThTE Ha CIIEAYIONINE BOMPOCHIL:
. What is recruitment?

What is the difference of being recruited or hired?

. What is the role of recruitment in business?

1. PacckaxuTte o mporenype nmpuema Ha padoTy.

2. HazoBute ocHoBHBIC, Ha Bai B3misi, TpeOOBaHMS K KaHIUIaTaM IIpH IIpUeMe Ha padoTy.
3. CocraBbTe 00BSBICHHE O TPHEME Ha padOTy Ha JIODKHOCTh B Bareit koMrmanuu.

@opMBbI KOHTPOJISI CAMOCTOATEJbHON PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IPyNIIOBO# OIIpOC, 3CCE.

Temwt 3cce:

. The perfect vacancy you have ever dreamed.
. The perfect employer and working duties. Your point of view.
. Finding a job using social media.

Tema 13.2. Writing CV and letter application. Pe3iome u conpoBoauTe/IbHOE MHCHMO

Lenv: Axmusuzayus 1eKCUKO-2pamMmamuiecKko20 Mamepuand 6 OUAI02ULecKol U MOHOI02UYECKOU
pedu 6 cumyayusix I’lqubeCCMOHaJZbHOZO 061/{46HM}Z. O6yll€HM€ NOUCKOBOMY U NPOCMOMPOBOMY HYMEHUIO
npogheccuonanvro-opuenmuposantvlx mexkcmos (YK-4).

Ilepeuens uzyuaemuix 31eMeHMO8 COOEPHCAHUA
1. Jlexcuka 1o Teme.

CrpykTypa HamucaHusl 3asIBICHUN.
3. Bunst pesrome.

BOl'[pOCbI AJd CaMONIOATOTOBKM

1. CocraBbTe TEMaTHUECKHUM aHITIO-PYCCKUI U PyCCKO-aHIIIMHUCKUIN TIOCCapHii 110 TEME.

2. OTBeTBLTE HA CJICAYHOIINEC BOIIPOCHI:

. What is the structure of CV?

. What is the structure of the application form?

. Should an application letter be handwritten, typed, or laser-printed?

. Do you always tell the absolute truth in application letters?

1. HanummTe pekoMeHJaluu 1Mo COCTaBICHUIO COMPOBOIUTENBbHOTO nuchma. (€.9. Do write clearly.

Don’t use a pencil. etc.)
2. Hamummre cBoe pestome.

@opMBI KOHTPOJISI CAMOCTOATEJBbHOH PadoThl 00y4arOIMXCH: YCTHBIA MHIWUBUIYAIbHBIA U
TPYIIIOBOM OIPOC, 3CCE.

TembI 3cce:

What impression do you try to give in an application letter?
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Should the applicant tell the truth in his or her CVV? Your opinion.

PA3JIEJI 14. The job of my dream.

Tema 14.1. Job interviews. Working conditions. The job of my dream. TunbI co6ecenoBanuii
npu npueme Ha padory. Yciaosust padorbl. Mosi Oynyas npogeccus.

Lenv: Axkmusuzayus 1eKCUKO-2PAMMAMULECKO20 MAMePUala 8 OUAIO2ULeCKOl U MOHOLO2UYECKOU
peyu 8 cumyayusx npogeccuoHanbHozo oobwenus. Obyyenue nouUCKOBOMY U NPOCMOMPOBOMY YMEHUIO
npogeccuonanvro-opuenmuposannvix mexkcmos (VK-4).

Ilepeuens uzyuaemuix 31eMeHMO8 COOEPHCAHUA:

1. Jlekcuka 1o Teme.
2. Buner cobecenoBanus.
3. Crpykrypa cobecenoBanus
4, Ormuiara Tpyaa ¥ COlMalibHbIM MakeT COTPYIHUKOB.
S. JIMYHOCTHBIE KauecTBa, HEOOXOAUMBIE JIJIsl YCIEIIHON Kapbephl
6. J10JDKHOCTHBIC 00S3aHHOCTH.
7. YcnoBust paboThl, paboTa 1Mo HaiiMYy, ITOJTHAsT/ HETMOJTHAS 3aHSATOCTb.
8. Mos Gynyias npodeccusi.
BOl'[pOCbI aJd CaMOIIOAIrOTOBKM
1. CocTaBbTe TEMAaTHYECKUI aHl"J'IO-pYCCKI/Iﬁ u pYCCKO-aHFHHfICKHfI I‘J'IOCCEIpI/Iﬁ 10 TEMCE.
2 OTBeThTE Ha CIETYIOIINE BOTPOCHIL:
. What was the worst thing about it?
. What difficult questions were you asked?
. Why do you think you were successful, or unsuccessful?
. If you could go through the interview again, what would you do differently?
. In an interview, do you always have to be completely honest?
. What impression do you try to give in an interview?
. What are your career ambitions?
. What should you do to climb the career ladder successfully?
. What qualities are necessary for a successful career in business?
. What are your (future) duties and responsibilities at work?
. What fringe benefits do you expect from your employer?
3. ITonroroBbTe pEKOMEHIALNU ISl YEJIOBEKA, KOTOPOMY IMPEACTOUT MEPBBINA pa3 B KU3HU IPOUTH

cobecenoranue (e.g. Find out about the company. Prepare some questions to ask about the company and
what the job entails, etc).

. [Ipencrasbre, Bl pekpyTep 1 HaHMMaeTe YeIoBeKa Ha paloTy.
1 IIponymaiite 10 BompocoB Bamero nHTepBbo.
2. IIpoananu3upyiTe JOCTOMHCTBA U HEAOCTATKU PA3IMYHBIX BUJOB 3aHATOCTH.

DopMbl KOHTPOJISI CAMOCTOATEIbHON PadoThl 00y4YAIOLIMXCA: YCTHBIN WHIWBHUAYaJIbHBIN U
IPYIIIOBOM OIIPOC, dCCE.

Temwl 3cce:
. The perfect job you have ever dreamed.
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. My future job.

Tema 14.2. Presentations. Pros and cons. 10 tips for improving your presentations and

speeches. IIpoBeaenne npe3eHTALMIA.

Heﬂb.' Akmueuwuuﬂ JIEKCUKO-2pammamudecKkoco mamepuaid 6 OUANO2UYECKOU U MOHONOCUYECKOU

peyu 8 cumyayusx npogeccuoHanbrozo obwenusn. Obyyenue nouUCKOBOMY U HNPOCMOMPOBOMY YMEHUIO
npogeccuonanvro-opuenmuposannvix mexkemos (VK-4).

o g s~ DN E

Ilepeuensv uzyuaemvix 31eMeHmMO8 COOEPHCAHUA
Bunael npe3enranuid.

CrpykTypa npe3eHTaluH.

Vcnonp30BaHue BU3yaIbHBIX CPEICTB.

Onucanue cxem U rpauKoB.

HagBpiku, HEOOXOMUMBIE JUTSI TPOBEICHUS PE3CHTAIINH.

S3pik Tenma (HeBepOaNMbHBIE CpPEACTBA KOMMYHHUKAIMH, BKIIOYAIONIME KECTHI, MO3BI W Jp.

HeBepOaIbHBIC 3HAKH)

7.

1.
2.

groups

3.
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WneanbHas npe3eHTausl.
Bonpocs! 111 CaMONIOATOTOBKH:
CocraBbTe TEMaTHUECKHUM aHITIO-PYCCKUN U PyCCKO-aHIIIMHCKUIN ITI0CCapUil 110 TEME.

Brainstorm the ideas that you associate with the word “presentation” then compare it with other

OTBeTETE HA CJICAYHOIINEC BOIIPOCHI:

What emotions does the word “presentation” cause?

Have you ever experienced delivering a presentation?

Can you remember the best presentation you have ever heard?

How do you feel when asked to make a presentation?

Do you know any specific rules of giving a presentation?

Do you have a flair for using PowerPoint?

What kind of slides are the most illustrative and helpful?

What is the most complicated thing for you about making a presentation?

Do you like to look at people in the audience while delivering your material?

How do you feel when people in the audience are talking during your presentation?

Why is it necessary to distract from a computer and other electronic devices on the stage of
brainstorming the ideas for your presentation?

o Do you agree that audience matters in your presentations?

o What is the essential basis for your narrative?

o If you want to clearly communicate the ideas to people what is your key tactics?

o To prove their ideas people often resort to superfluous details and examples. What is a
necessary step to avoid this?

o What is crucial for hooking the audience?

o As the overall presentations are problem based, what is the main requirement for them?

o A presentation is supposed to make a change. Name the two possible outcomes of a
presentation.

o What is it necessary to surprise your audience for?

How are emotions important for your presentation?

How do you understand the term “authenticity” in the text?

What do the best stories infuse?

Which aspect do we have to pay special attention to in the end?



o How does the author describe the impact of a good presentation?
[Ipennoxure cBOE ONpenesICHNE TEPMUHA «ITPE3CHTALIHSY.

Prepare a short opening for a presentation clearly demonstrating all your credentials.
HO,I[FOTOBBTC IMPE3CHTAWIO HA OJHY M3 IMPCAJIOKECHHBIX TEM:

e Asuccessful person in the world.

e My future job.

e Company you have ever dreamed.

e The ideal emploee.

e The perfect employer

@opMbI KOHTPOJIS CAMOCTOSATEJbHON PadoThl 00Y4YAIOUIUXCS: YCTHBIM WHIMBUAYaJIbHBIA U

IPYyNIIOBOH OIIPOC, AOKJIAbl, IPE3EHTALNH.

Temot 0ooxnaoos:

o Can you remember the best presentation you have ever heard?
o What are pros and cons of presentation?

PA3JIEJI 15. Types of business organizations.

Tema 15.1. Business etiquette. /lenoeoi ymuxem.
Llenv: Axkmususzayus 1eKCUKO-2PAMMAMULECKO20 MAMEPUANA 8 OUATIO2UHECKOU U MOHOLOSUYECKOU

peyu 6 cumyayusx npogeccuonanvnozo oowenusn. Qoyuenue NOUCKOBOMY U NPOCMOMPOBOM) UMEHUIO
npogeccuonanvHo-opuenmuposannvix mexkcmos (VK-4).

1.
2.
3.
4

=

Ilepeuens uzyuaemuix 31eMeHMO8 COOEPHCAHUA:
Jlexcuka 1o teme.

IIpaBuna noBeneHus B GU3Hece.

CoBpeMeHHasl 1e7ioBasi ITHKA.

HanuoHnanbHble 0COOEHHOCTH 3TUKU U STHKETA.

Bonpocsl 111 CaMONOATOTOBKH::

CocraBbTe TEMaTHYECKHI aHITIO-PYCCKUN U PyCCKO-aHINIMMCKUN ITIOCCApU 110 TEME.
OTBeThTE Ha CIEAYIOLINE BOIIPOCHI:

What is ethics?

What is ethically responsible company?

What are the duties of ethically responsible companies?

[ToaroToBETE ATUYECKUI KOIEKC OPraHU3AIINH.

[Ipoananuzupyiite paznuuus MeX1y HOpMaMH JIeJIoBoro 3tukeTa B Poccun u Bennkobpuranuu.

@®opMbl KOHTPOJISI CAMOCTOATEJIbHONH PadoThl 00y4arOIUMXCH: YCTHBIA WHIUBHUIYAIBHBIA M

IPYIIIOBOM OIIPOC, dCCE.
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Tembl 3cce:
How ethical are you in your business dealings? Your opinion
E-mail etiquette.



Tema 15.2. Types of business organizations. Tips to start up.

Llenv: Axmueuszayus 1eKCUKO-2PAMMAMULECKO20 MAMEPUANA 8 OUATIO2UHECKOU U MOHONOSUYECKOU
peuu 8 cumyayusax npogeccuonanvbHo2o obwenus. ObyueHue nouUcKo8oOMy U NPOCMOMPOBOMY UMEHUIO
npogeccuonanvHo-opueHmuposannvix mexcmos (VK-4).

Ilepeuens uzyuaemuix 31eMeHMO8 COOEPHCAHUA

1. Jlexcuka 1o Teme.
2. Bunel opranuzanuid.
3. OcobeHHOCTH OpTraHu3aK KOPIOPALIUK.
4, OcobOeHHOCTH OpraHu3aly Ou3Heca.
S. Pucku. Pacxonpl.
Bonpocs! 111 cCaMONIOATOTOBKH:
1. CocraBbTe TEMaTHUECKHUM aHITIO-PYCCKUI U PyCCKO-aHIIIMMCKUIN ITI0CCApUi 110 TEME.
2. Jaiite onpeneneHus CleayomuX TEPMHUHOB:
° customer
° consumer
° entrepreneur
o profit
1. OTBeThTE Ha CIEAYIOUIUE BOIIPOCHI:

o What is the efficiency of start up?

o What risks can be in future?

o What is the potential customer?

o Do you need an advertisement?

o Who is an entrepreneur?

o What is the difference between for-profit and non-profit organizations? Support your answer with
relevant examples.

o What is production?

. Specify the notion of ‘just-in-time inventory’.

o What is marketing?

o Define such business operation as finance.

®opMBbI KOHTPOJISI CAMOCTOATEJbHOI PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IPYyNIIOBOM OIIPOC, IPE3EHTALNH, JOKJIABI.

Tembl npe3eHTALNI
e My business
e Adbvertising a product
TeMbl 10KJIA/I0B:
o Some information about types of organizations.

o Some information about the similarity and difference of Russian and foreign organizations.
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PA3JIEJI 16. Company structure.

Tema 16.1. Company structure.

Ienv: Axmususayus 1eKCUKO-SPAMMAMUYECKO20 MAMEPUALA 8 OUALOSUHECKOU U MOHOLOUYECKOU
peyu 8 cumyayusx npogeccuonanvhoco obwjenus. ObyueHnue NouUcKO8OMY U HNPOCMOMPOBOMY YMEHUIO
npogheccuonanbHo-opueHmuposantvlx mexkcmos (YK-4).

Ilepeuens uzyuaemuix 31eMeHMOB COOEPHCAHUA:
1. Jlexcuka 1o Teme.

2. OpranuzaioHHasi CTPYKTypa KOMIIaHUH.
3. MexdyHKIIMOHATbHAS CTPYKTYpA.

BOHpOCLI JJI CaMOIIOATOTOBKH .

1. CocTaBbTe TEMaTHYECKUI aHITIO-PYCCKUNA U PYCCKO-aHITIMMCKUI TJIOCCAPU 1O TEME.

2. OTBeThTE Ha CIIEIYIONIUE BOMPOCHIL:

. How many different ways of organizing or structuring a company can you think of?

. If you work for a company or organization, how would you describe the company structure?

. What is the main idea of this structure?

1. [Ipoananu3upyiiTe OCHOBHBIE IIPEMMYILECTBA M HENOCTAaTKM pPa3jIUYHBIX OPraHU3ALMOHHBIX

CTPYKTYp KOMIIaHUH.

®opMBbI KOHTPOJISI CAMOCTOATEJbHOH PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUAYAIbHBIA U
IPYIIOBOM OIPOC, JOKJIAJ.

TeMBbI TOKJIA0B:

. A structure organized around different products.
. A cross-functional structure where people are organized into project teams.

Tema 16.2. How to become good in all areas

Lenv: Axmueusayus 1eKCUKO-2PAMMAMUYECKO20 MAMEPUANA 8 OUANOSULECKOU U MOHOIO2UYECKOU
peuu. Obyuenue nouckogomy u npocmompogomy umenuto (YK-4).
Ilepeuens uzyuaemuix 31eMeHMOE COOEPHCAHUA

1. Bunsl neperosopos.
2. [Icuxonorus 1em0BOro OOIMICHUS.
3. MemenLTypHHe OTJIIMYHA B ACJIIOBOM 06I_I_IeHI/II/I CIICIINAJIMCTOB.
4. HanmonaneHbie 0COOEHHOCTH B TIPOLIECCE MPUHSITHS PEIICHUMN.
5. HaL[I/IOHaJ'IBHBIC 0COOEHHOCTH B IponecCe MmiIaHupoOBaHUA HpO(i)eCCHOHaHBHOﬁ ACATCIIBHOCTH.
6. Hanmonansubie 0cOO€HHOCTH B TIpoliecce coopa u 00paboTku nHPpopMaIuu.
BO]’[pOCLI aJig CaMOIIOATOTOBKU .
1. CocraBbpTe TEMATUYECKHUI aHIVIO-PYCCKHUIM M PyCCKO-aHITIMMCKUM MIOCCApUi IO TEME.
2. Cornacurech ¢ MPUBEICHHBIMU HUXKE YTBEP)KJICHUSAMH MM ONpoBeprHuTe ux. OO6ocHylTe CBOU
OTBCT.
o Most companies have clear, coherent policies on social, environmental and ethical issues.
o If a company behaves with probity, it has high ethical standards.
o Business for Social Responsibility has a coherent approach to designing a corporate social
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responsibility management system.

o It’s simple for a company to add a CSR management system to its day-to-day business.

o Codes of conduct are enough to ensure ethical behaviour.

o The guide says that a company’s stakeholders should all be kept happy so that they are all retained
by the company over the long term

1. Cornacutech ¢ IPUBEACHHBIMA HUXKE YTBEP)KICHUSIMH WM OnpoBeprHuTe ux. OOOCHYHTE CBOM
OTBET

o In France you are expected to shake hands with everyone you meet.

o People in Britain shake hands just as much as people in Germany.

o In France people prefer talking about business during meals.

o It is not polite to insist on paying for a meal if you are in Italy.

o Visitors to Germany never get taken out for meals.

o German business people don’t like to be called by their surnames.

o Make sure you know what the titles of the German people you meet are.

o Italian professionals are usually addressed by their titles.

o A humorous remark always goes down well all over the world.

1. [Ipoananu3upyiiTe TUMIMYHBIC OUTUOKU YYACTHUKOB JI€JIOBBIX BCTPEU.

2. CocraBbTe PEKOMEHIAIMH JIJIsl YUaCTHUKOB IIEPETOBOPOB C MPEACTABUTEISIMU Pa3HBIX KYIBTYp (110
Bamemy Bo160pYy)

®opMBbI KOHTPOJISI CAMOCTOATEJbHOI PadoThl 00y4arOIMXCHA: YCTHBIA WHIUBUIYAIbHBIA U
IpyIIIOBOI onpoc, 3cce.

Tembl 3cce:
o Some information about different culture manners.
o What the cultural manners in Russia are.
o Prepare some information about types of negotiations.
o Cultural and national aspects of business meetings and negotiations.

INPAKTHYECKOE 3AJIAHME K PA3JIEJIY 1

(I)OprI NMPAKTUYIECCKOIo 3aJaHUs:

1 TEeKCT /11l YTeHHs, epeBoaa, 00Cy KIeHUs
2. rpaMMaTH4YecKHe ynpasKHeHUs
3. JeKCHYeCKHe YIPAKHEeHHsI

BapuanTtbl TekcToB K pa3neay 1:

Bapuanm 1.

COMPUTERS IN HUMAN LIFE
Computer is perhaps the best invention and one of the most significant achievements of human thought.
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A computer does not necessarily mean a monitor, keyboard, mouse and a CPU. A computer is any
machine or device that can compute and execute instructions given to it in the form of programs. So
technically, even a cell phone is a computer. And so are desktops, laptops, tablet PCs and PDAs. Anything
that can perform a series of operations on its own is a computer. This gives us the idea how great the role
of computers is.

One of the most important advantages of computers is in the field of science for research and
development. The satellites, the telescopes and almost all the research tools make use of computers.

Next important use of computers is in the medical field. Many high tech surgical machines and
instruments are endowed with small computer systems so that any surgical process is recorded and
monitored to avoid complications. Many clinical imaging processes are conducted with the help of
computers, such as X-ray and CT scan, etc.

Computers are a must in the field of education. The Internet is a huge source of information. We surf the
internet and simply need to google to find any information. Different universities deliver online degrees,
and distance learning is spreading dramatically. Notebooks are used to write research paper and Word
Processing software automatically corrects spelling and grammar mistakes.

Software is widely used in communication sphere. People can send messages by e-mail to a person who is
thousands of miles away. Chat software enables one to chat with another person on a real-time basis.
Video conferencing tools are becoming available.

Next, all financial transactions are done by computer software. They provide security, speed and
convenience.

The field of entertainment has been revolutionized by computers. Animation, graphic image
manipulation, movie making, music composition, three-dimensional model creating have made the
entertainment experience hundred times better. Computer gaming is achieving new landmarks in terms of
technology.

This is only the tip of the iceberg. Software engineers, writers, businessmen, employees in the field of
telecommunication, banking, research, medicine use computers daily. Finally, just imagine one day
without using your PC or any computer based application. You will surely understand the importance of
this «thinking machine» in your life.

Bapuanm 2.

What is a computer?

A computer is a machine that performs tasks, such as calculations or electronic communication,
under the control of a set of instructions called a program. Programs usually reside within a computer and
are retrieved and processed by the computer’s electronics. The program results are stored and routed to
output devices, such as video display monitors or printers. A wide variety of activities is performed by
computers reliably, accurately, and quickly.

Computers are extremely versatile. In fact, they are universal information processing machines.
According to the Church-Turing thesis, computer with a certain minimum threshold capability is in
principal capable of performing the tasks of any other computer. Therefore, computers with capabilities
ranging from those of a personal digital assistant to a supercomputer may all perform the same tasks, as
long as the time and memory capacity are not considerations. Therefore, the same computer designs may
be adapted for tasks ranging from processing company payrolls to controlling unmanned spaceflights.
Due to technological advancement, modern electronic computers are exponentially more capable than
those of preceding generations (a phenomenon partially described by Moore’s Law).

BapuaHTBI JIeKCHKO- TPaMMAaTHYeCKUX YNIPaskHeHHil Kk pasaeiy 1:

Bapuanm 1

Complete these sentences choosing a suitable variant. 3akonuuTe mpeniokeHne, BbHIOPaB
00CTOATEJHCTBO BPEMEHH.
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(??)They were very tired as they had been travelling
(?)yesterday

(Dall day

(?)already

(??)Life will become more automated
(Din the future

(?)by 2100

(?)now

(??)Have you been to Scotland?
(Dever

(?)usually

(?)last month

(??)We had terrible weather
(?)since then

(DHlast week

(?)for along time

(??)The girl was watching TV
(Dwhen the telephone rang
(?)since 6 o’clock

(?)before the telephone rang

(??) have you been living here?
(YHow long

(?)When

(??)Are you doing anything ?

(?)for a long time
(Dtomorrow afternoon
(?)last evening

(??)He’s working. He works at night!
(Dalways

(?)ever

(?)already

(??) Ann had just left.

(YWhen 1 arrived,
(?)The day before yesterday
(?)When | come

Bapuanm 2

Choose the correct form of the verb. Beibepute npaBuibHyto Gopmy rarosma.
(??)My name is Paola. | from Spain.

(come

(?)am coming

(?)came

ol to London six months ago to learn English.
(?)come

(Hcame

(?)have come

(??)1 many English people yet, only my teachers.
(Dhave not met

(?)didn’t meet

(?)don’t meet

ol learning English at school in Switzerland when | was eleven.
(Dstarted
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(?)have started
(?)was starting
(??)1 English for nearly ten years.
(?)learn
(?)am learning
(Dhave been learning
(??)When | came to London, | anything at first.
(?)don’t understand
(?)will not understand
(1)didn’t understand
(??)My English NOW.
(Dis improving
(?)has been improving
(?)improved
)1 an exam.
(?)had just taken
(Dhave just taken
(?)just took
(?NIf 1 , 'll move into the next class.
(?)will pass
(?)will have been passing
(Dpass
(??7)I’m excited today because my parents tomorrow to stay with me for a few days and
(Dare coming
(?)had come
(?) will be coming
ol Mom and Dad for a long time.
(?)didn’t see
(?)don’t see
(Dhaven’t seen
(??7)My parents to England, and they don’t speak English.
(?)had never been
(?)has never been
(Dhave never been
Bapuanm 3:
(??) Choose the correct form of the verb. Beibepute npaBunbHyto Gopmy riarosna.

(~)Our baby Jack now. He’s just twelve months old. ~ is walking

(~)’How did you get here?’ — ‘We . It didn’t take long.” ~ walked

(~)After ten miles I had to stop for a rest. We non-stop for four hours. ~ had been walking
(??) Choose the correct form of the verb. Beibepute npaBuisHyto popmy riarosia.

(~)My dog looked guilty. He some food from the kitchen table. ~ had taken

(~)It was a hard match. At half-time, the ambulance one of the fooballers to hospital. ~
took

(~)’This shirt is £45, sir.” - ‘That’s fine. [ it.” ~ ‘1l take

(??) Choose the correct form of the verb. Beibepure npaBuibHyio GopMy riarosa.

(~)I think we should buy a new car. We this one for ages. ~ ‘ve had

(~)Don’t phone at 8.00 this evening. We dinner then. ~ ‘1l be having

(~)We a lovely picnic until my wife was stung by a bee. ~ were having
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(??) Choose the correct form of the verb. Beibepure npaBuibHyio GopMy riarosa.

(~)’Where are my jeans?’ ‘I them at the moment. Sorry.” ~ am washing
(~)My favourite white T-shirt went pink. | with my daughter’s red sweater. ~ had washed
(~)’Why are you all wet?’ the car.’ ~ ‘ve been washing my car
(??) Choose the correct form of the verb. Beibepure npaBuibHyio GopMy riaroJa.
(~)My sister is a teacher. She history at the local high school. ~ teaches
(~)At the end of this term | for six years. ~ will have been teaching
(~)This year Ingrid Mathematics at Shimla Public School. ~ is teaching

INPAKTHYECKOE 3AJTAHUE K PA3JIEJTY 2

@opMbI IPAKTHYECKOTO 3aJaHNS:

1 TEKCT [IJIA YTEeHUs, IepeBoaa, 00CyKIeHus:
2. rpaMMaTH4YeCKue YIPaKHeHUs
3. JIeKCHYeCKHE YIPa:KHEeHHsI

BapuaHThbI TEeKCTOB K pa3aeiy 2:

Bapuanm 1.

Computer Users

A computer is a device that processes data according to a set of instructions known as a program. The
equipment is known as the hardware and the programs and data are the software. A special set of
programs, called an operating system, provides an interface for the user and allows applications programs
to communicate with the hardware.

Common applications programs include wordprocessors for creating and editing texts, spreadsheets for
calculating mathematical formulae and databases for storing data in a way that allows the data to be
sorted and searched. Anti-virus programs are used to detect and remove viruses (harmful programs that
can reproduce themselves and attach themselves to other programs).

Some operating systems have graphical (user) interfaces that allow the computer user to select items from
menus (lists of choices) and to start programs using an input device called a mouse.

This is done by pressing a button on the mouse i.e. clicking the mouse.

The main device for inputting the data is a typewriter-style keyboard and the output is commonly
displayed on a monitor screen that looks like a small television screen.

There is a range of sizes and types of computer. Those designed for use by one person at a time are
known as personal computers (PCs) although the term PC is usually only applied to personal computers
that are compatible with the standards laid down by the company known as IBM (International Business
Machines).

Personal computers include desktop computers (for use on an office desk) and handheld computers that
can be carried around by the user.

Electronics can be added to desktop computers by plugging in expansion cards (electronic circuit boards
that can be plugged into special sockets called expansion slots).It is also possible to build all the main
parts of a computer into one electronic integrated circuit packaged as a single electronic chip (the
common name for a microchip; an electronic integrated circuit in a small package) i.e. the ‘computer on a
chip'.

This enables computers to be built into other devices including household devices such as washing
machines and fridges and to be incorporated into plastic cards i.e. smart cards, which are able to store
information such as health records, drivers' licences, bank balances, etc.

Devices that include a computer circuit are commonly referred to as smart devices.

A multimedia computer can process different forms of data including text, graphics, audio (sound),
animation and video. This enables computer systems to be used for a combination of education and
entertainment, sometimes referred to as edutainment.

Unlike most machines, computers do not have a fixed purpose. They are multi-purpose tools. They can
be used in a very wide variety of situations and are found in a wide range of systems including security
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systems, cars and phones. Advanced systems, known as expert systems, enable computers to 'think’ like
experts. Medical expert systems, for example, can help doctors diagnose an illness and decide on the best
treatment. As computer systems are developed, they are becoming more common and are gradually being
used for more and more purposes. How they are developed, and for what purposes they are actually used
in the future, can be influenced by computer users.

Avariety of devices known as peripherals can be added externally to a computer.

One of the most common peripherals is a printer used for printing the computer output (the processed data

or signals that come out of a computer system) on paper. A digital camera allows photographs to be input
to a computer for editing. Not all computer systems are compatible i.e. they cannot use the same
programs and data. Connecting computers together to form a network can provide the ‘connectivity'
required to enable computers and software to communicate and to share resources. Networks connected
together form an internet. The connection of networks throughout the world is known as the Internet (note
that a capital | is used) or, more simply, the Net. Various communication services are available on the
Internet, including email (electronic mail) for sending and receiving text messages and IRC (Internet
Relay Chat) which allows users to communicate using text messages in real-time i.e. without any delay,
while the users are logged on (connected to a network system account, normally using a password) to the
system.

An Internet service called FTP (File Transfer Protocol) is used for transferring data or program files
between the powerful server computers that provide the network services and the client computers that
use these services e.g. downloading music files. Note that copying data from a larger server system to a
client is referred to as downloading and copying from the client to the server is known as uploading. One
of the newest and most popular services available on the Internet is the World Wide Web (WWW) which
is often simply referred to as the Web (note the use of the capital W). The Web contains interlinked
documents called webpages. A set of related webpages stored together on a server computer is called a
website. Websites, such as Dogpile and Askjeeves, give the user access to special programs called search
engines that are designed to allow the user to find relevant webpages on the Web. An Internet system
designed to provide free, interactive access to vast resources for people all over the world is sometimes
referred to as an information superhighway. Services such as these allow people to telecommute (use their
computers to stay in touch with the office while they are working at home). Computer uses mentioned in
this unit include producing greetings cards; learning, using three-dimensional graphics programs called
‘Splat the Cat' and 'Pets 3'; using the Microsoft Word wordprocessing program including features such as
clipart (ready-drawn graphic images that can be inserted into documents); communicating on the Internet
using email and chat programs including the use of email attachments (other types of files e.g. video files
attached to simple email text messages); distance learning and videoconferencing (a form of
communication over a network that uses video cameras so that the people taking part can see and hear
each other); electronic classrooms or boardrooms; browsing the Web (moving from webpage to webpage
using a Web browser program); selling, using a website; painting; scanning pictures; downloading music
and creating CD-ROMs (compact disk read only memory, commonly referred to as CDs). CD-ROMs are
storage devices that use laser light for reading and writing data. The most common storage device is a
hard disk (a set of aluminium disks coated in a magnetic material and enclosed in a vacuum-sealed case)
used for storing the operating system and applications programs as well as the user's data.

Bapuanm 2.

Users of computers
Computers are used by people in many ways. In business, computers track inventories with bar
codes and scanners, check the credit status of customers, and transfer funds electronically. In homes, tiny
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computers embedded in the electronic circuitry of most appliances control the indoor temperature, operate
home security systems, tell the time, and turn videocassette recorders (VCRs) on and off. Computer
programs, or applications, exist to aid every level of education, from programs that teach simple addition
or sentence construction to programs that teach advanced calculus. Computers are used extensively in
scientific research to solve mathematical problems, investigate complicated data, or model systems that
are too costly or impractical to build, such as testing the air flow around the next generation of aircraft.
Computers are employed by military in sophisticated communications to encode and unscramble
messages, and to keep track of personnel and supplies.

How computers work

The physical computer and its components are known as hardware. Computer hardware includes
the memory that stores data and program instructions; the central processing unit (CPU) that carries out
program instructions; the input devices, such as a keyboard or a mouse, that allow the user to
communicate with the computer; the output devices, such as printers and video display monitors, that
enable the computer to present information to the user; and buses (hardware lines or wires) that connect
these and other computer components. The programs that run on the computer are called software.
Software is generally designed to perform a particular type of task — for example, to write a letter, to
display and modify a photograph, or to direct the general operation of the computer.

BapuaHThI J1eKCHKO- TPAMMAaTH4YeCKHUX YIIPAKHEHUH K pa3jeny 2:
Bapuanm 1.
(??)Put the words in the correct order to make sentences. BoccranoBute HOPSIIOK CIIOB B IIPEIOKCHHSX.

(#)the

(#)doctor

(#)was

(#)sent

(#)for

(??)Put the words in the correct order to make sentences. BoccranoBute HOPSIIOK CIIOB B IIPEIOKCHHSX.

(#)she

(#)is

(#)being

(#)looked

(#)after

(??)Put the words in the correct order to make sentences. BoccTanoBuTe MOPSIOK CIOB B MPEJIOKECHHSIX.

(#)the

(#film

(#)is

(#)much

(#)spoken

(#)about

(??)Put the words in the correct order to make sentences. BocctaHoBUTe TOPSIOK CIIOB B MPETIOKCHHUSIX.

(#)he

(#)is

(#)being

(#)operated

on

(??)Put the words in the correct order to make sentences. BoccTanoBuTe MOPSIOK CIOB B MPETIOKECHHSIX.

(#)he
(#)is
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(#)often

(#)waited

(#)for

(??)Put the words in the correct order to make sentences. BoccranoBute mOpsIOK CIIOB B ITPEIOKCHHSX.

@l

(#)don’t

(#)like

(#)being

(#)laughed

(#)at

(??)Put the words in the correct order to make sentences. BoccranoBuTe HOPSIIOK CJIOB B ITPEIOKCHUSIX.

(#)the

(#)men

(#)were

(#)paid

(#)$400

(#)for

(#)the

(#)work

(??)Put the words in the correct order to make sentences. BoccranoBuTe MOPSIOK CIOB B MPEJIOKCHHSIX.

€3]

(#)wasn’t

(#)given

(#)the

(#)information

#!

(#)needed

(??)Put the words in the correct order to make sentences. BoccranoBuTe MOPSIOK CJIOB B MPEJIOKECHUSIX.

(#)the

(#)police

(#)were

(#)given

(#)the

(#)information

(??)Put the words in the correct order to make sentences. BoccranoBuTe MOPSIOK CIOB B MPEJIOKECHHSIX.

(#)Tom

(#)was

(#)offered

(#)the

(#)job

(??)Put the words in the correct order to make sentences. BoccTanoBuTe MOPSIOK CIOB B MPETIOKECHHSIX.

(#)Amanda
(#)was
(#)given
(#)the
(#first
(#)prize
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Bapuanm 2.

(??) Choose the correct form of the verb.

(~)Hundreds of burglars over the past six months. ~ have been arrested
(~)Yesterday five young men with connection with one of the attacks. ~ were

arrested

(~)He on suspicion of murder. ~ was arrested

(~)The police chief says the murderer by the weekend. ~ will have been arrested
(??) Choose the correct form of the verb.

(~)Ten people since last week. ~ have been interviewed

(~)The candidates at the moment. ~ are being interviewed

(~)You next week. ~ will be interviewed

(~)By the time | came all three people . ~ had been interviewed
(~)The musician immediately after the concert. ~ was interviewed
(??) Choose the correct form of the verb.

(~)The film in 2006. ~ was made

(~)The top of the table of glass. ~ is made

(~)Hundreds of employees redundant since 2013. ~ have been made
(~)Everyone hates a fool of. ~ being made

(??) Choose the correct form of the verb.

(~)Ann can t use the office at the moment. It . ~ is being redecorated
(~)The house every year. ~ is redecorated

(~)We couldn 't go to our favoutite restaurant because it . ~was being redecorated
(~)The house looks shabby. It should . ~ be redecorated

(??) Choose the correct form of the verb.

(=)! promise that the work on time. ~ will be done

(~)Something should before it is too late. ~ be done

(~)What to help him? ~ has been done

(~)As soon as the cake, remove it from the oven. ~ is done

Bapuanm 3:
Choose the correct form of the verb (Active or Passive). Boibepume npasunvuyio ghopmy enazona

(6 akMuBHOM UnU CMPAdamenrbHOM 3d102e).

(??)Mount Everest and K2 to be the two highest mountains in the world, but they

are very different.

(?)believe

(?)is believed

(?)believed

(Mare believed

(??)Everest for the first time in 1953.

(?)is climbed

(?)climbed

(Hwas climbed

(?)has been climbed

(??)Since 1953 thousands of people on Everest.
(Hhave stood

(?)stood

(?)are standing

(?)have been standing

(??)You don t need to be a professional climber to climb Everest — every year many people
to the top by guides.
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(?)take

(Dare taken
(?)have taken
(?)have been taken



(??)In recent years the popularity of Everest to cause problems.
(?)will begin

(?)was begun

(Mhas begun

(?)begins

(??)Since 1953 thousands of tons of rubbish at the foot of Everest.
(?)left

(?)leave

(?)has left

(Hhave been left

(??)K2, deep in the Himalayas, until 1859, seven years after Everest.
(?)did not measure

(?)had not measured

(?)has not been measured

(Nwas not measured

(??)K2 is said to be the most dangerous mountain in the world, and it as often as

Everest has.

(?)doesn t climb

(?)hasn 't climbing

(?)isn t being climbed

(!)hasn t been climbed

(??)Every year small numbers of mountaineers to reach the top of K2, but not

many succeed.

(Dtry

(?)have tried

(?)are tried

(?)are trying

(??)Some of the worst Himalayan accidents in the last twenty years on K2, and

many lives have been lost.

(?)happen

(Hhave happened

(?)will happen

(?)has happened

(??)Tourist expeditions started going to Everest in the 1980s, and the number of visitors
since then, but they dont go to K2.

(?)rises

(Dhas risen
(?)has been risen
(?)rose

INPAKTHYECKOE 3AJTAHUE K PA3JIEJTY 3

DopMbI IPAKTHYECKOT0 32/ IAHUS:

1 TEKCT /IS YTeHUs1, IepeBoaa, 00Cy:KaeHust
2. rpaMMaTH4yecKue yrnpaskKHeHust
3. JIEKCHYEeCKHE YIPasKHEHHSsI

BapuaHTbI TeKCTOB K pa3ueny 3:
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Bapuanm 1.

The combination of the processor and memory is sometimes referred to as the CPU (central processing
unit), although sometimes the processor itself is referred to as the CPU. The other parts connected to the
CPU are known as peripherals. These can include input devices, output devices, storage devices and
communications devices. Input devices include: keyboards, scanners, barcode readers, digital cameras,
microphones and video cameras e.g. webcams (small digital video cameras used on the Web). Output
devices include: monitors (VDU display screens), printers, plotters, loudspeakers, headphones. Storage
devices include: magnetic tape, floppy disks (diskettes), hard disks, CD-ROMs, CD-R disks, CD-RW
disks, DVDs and MO disks. A common communications device is a modem (a modulator/demodulator
used for converting digital signals to analogue signals and vice versa to allow a computer to be connected
to the ordinary telephone system).

A set of connectors used for carrying signals between the different parts of a computer is known as a bus.
Data is transferred constantly between the processor and memory along the system bus. Each part of
memory has its own memory address and the processor determines where processed data is stored by
sending an address signal along an address bus and data along a data bus. This is synchronised by an
electronic clock in the CPU that determines the operating speed of the processor. Transferring data
between the processor and RAM can slow up the computer; therefore, some very expensive, extremely
fast memory is usually used as a cache to hold the most frequently used data.

In a desktop computer, the CPU (central processing unit) and storage devices (pieces of equipment used
for reading from and writing to a storage medium) are normally built inside a system unit which consists
of a metal chassis enclosed in a flat desktop or a tower shaped case. Other peripherals are attached to the
system unit by cables. Each peripheral uses its own driver card or controller (an expansion card that is
plugged into special expansion slots in the system unit). Expansion cards contain the electronics required
to communicate with and control the device e.g. video or graphics cards are used for monitors,
soundcards are used for audio input/output and NICs (network interface cards) are used for connecting to
other computers in a network. Extra memory can also be added to the computer using special memory
expansion slots inside the computer. A portable computer that does not have enough space inside to fit
expansion cards may use an external device called a port replicator to provide connections for peripherals.

Storage devices in the form of a disk or tape are used to store the programs and data that are not being
used. Before a program or data can be used, it must be transferred from the storage device to the main
RAM memory. Hard disks consist of a set of magnetic coated metal disks that are vacuum-sealed inside a
case to keep out the dust. The magnetic surfaces of the disks are formatted using a read/write head to
provide magnetic storage areas. These storage areas form concentric circles called tracks and each track is
subdivided into sections called sectors. The disks are rotated at high speed and read from or written to by
the read/write head that moves across the surface of the disks. In server computers, hard disks can be
connected together and made to operate as one unit using RAID (a redundant array of inexpensive disks).
This can speed up the system and provide a way of recovering data if the system crashes (fails suddenly
and completely, usually referring to the failure of a hard disk). There is a variety of optical storage devices
that use laser light to read or write to a disk, including: CD-ROMs (compact disk read only memory),
CD-R (recordable compact disk), CD-RW (rewritable compact disk), DVD (digital versatile disk -
previously known as digital video disk).

An input device called a barcode reader is a special type of scanner for reading barcodes (a set of printed
bars of varying thickness that are used to identify a product e.g. used to price items in supermarkets).

When comparing computers, the power of the computer is important. This is mainly determined by the
speed and capacity (size) of each part of the computer.

Speed is measured in hertz (Hz) i.e. cycles per second.
Capacity is measured in bytes (B) where 1 byte = 8 bits (binary digits) = 1 character.

Bapuanm 2.

CACHE MEMORY
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Most PCs are held back not by the speed of their main processor, but by the time it takes to move data in
and out of memory. One of the most important techniques for getting around this bottleneck is the
memory cache.

The idea is to use a small number of very fast memory chips as a buffer or cache between main memory
and the processor. Whenever the processor needs to read data it looks in this cache area first. If it finds the
data in the cache then this counts as a ‘cache hit’ and the processor need not go through the more
laborious process of reading data from the main memory. Only if the data is not in the cache does it need
to access main memory, but in the process it copies whatever it finds into the cache so that it is there
ready for the next time it is needed. The whole process is controlled by a group of logic circuits called the
cache controller.

One of the cache controller’s main jobs is to look after ‘cache coherency’ which means ensuring that any
changes written to main memory are reflected within the cache and vice versa. There are several
techniques for achieving this, the most obvious being for the processor to write directly to both the cache
and main memory at the same time. This is known as a ‘write-through’ cache and is the safest solution,
but also the slowest.

The main alternative is the ‘write-back’ cache which allows the processor to write changes only to the
cache and not to main memory. Cache entries that have changed are flagged as ‘dirty’, telling the cache
controller to write their contents back to main memory before using the space to cache new data. A write-
back cache speeds up the write process, but does require a more intelligent cache controller.

Most cache controllers move a ‘line’ of data rather than just a single item each time they need to transfer
data between main memory and the cache. This tends to improve the chance of a cache hit as most
programs spend their time stepping through instructions stored sequentially in memory, rather than
jumping about from one area to another. The amount of data transferred each time is known as the ‘line
size’.

If there is a cache hit then the processor only needs to access the cache. If there is a miss then it needs to
both fetch data from main memory and update the cache, which takes longer. With a standard write-
through cache, data has to be written both to main memory and to the cache. With a write-back cache the
processor needs only write to the cache, leaving the cache controller to write data back to main memory
later on.

HOW A DISK CACHE WORKS

Disk caching works in essentially the same way whether you have a cache on your disk controller or you
are using a software-based solution. The CPU requests specific data from the cache. In some cases, the
information will already be there and the request can be met without accessing the hard disk.

If the requested information isn’t in the cache, the data is read from the disk along with a large chunk of
adjacent information. The cache then makes room for the new data by replacing old. Depending on the
algorithm that is being applied, this may be the information that has been in the cache the longest, or the
information that is the least recently used. The CPU’s request can then be met, and the cache already has
the adjacent data loaded in anticipation of that information being requested next.

BapuaHTBI JIeKCHKO- TPaMMaTHYeCKUX YNIPaskHeHHUil K pa3neay 3:

Bapuanm 1.
Which action comes first in each sentence?
(??)Andrew realized his mistake only hours after he had sent the money.
(#)He sent the money.
(#)He realized his mistake.
(??)When Liz arrived at the station, the group had left.
(#)The group left.
(#)Liz arrived at the station.
(??)When Liz arrived at the station, the group left.
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(#)Liz arrived at the station.

(#)The group left.

(??)Marc had asked his father to lend him his car before, but this time he agreed.
(#)Marc asked his father to lend him the car.

(#)Marc’s father agreed to lend him the car.

(??2)When I got to the café, everyone ordered their drinks.

(#)1 got to the café.

(#)Everyone ordered their drinks.

(??7)When I got to the café, everyone had ordered their drinks.

(#)Everyone ordered their drinks.

(#)I got to the café.

(??)Sam had been in the room for some time before he realized it was the wrong class.
(#)Sam was in the room.

(#)Sam realized it was the wrong class.

(??)By the time the builders completed the work, we had already moved in.
(#)We moved in.

(#)The builders completed their work.

(??)When the builders had completed their work we moved in.

(#)The builders completed their work.

(#)We moved in.

(??)Helen started the course because she hadn’t found a job.

(#)Helen didn’t find a job.

(#)Helen started the course.

(??)Daniel got the job because he had been the best interviewee.

(#)He was the best interviewee.

(#)He got the job.

Bapuanm 2.

Match the two halves of the sentences.

(~)Denny didn’t feel well ~ because he didn’t sleep well that night.

(~)1t was the longest walk ~ she had ever taken.

(~)Among the letters there was one ~ that had not come by post.

(~)1t was for the first time ~ they had gone out together.

(~)Hardly had they caught the sight of this strange figure ~ when they burst into laughter.
(~)No sooner had Mr. Bingle come up to the horse ~ than it broke into a gallop.
(~)Hardly had his head touched the pillow ~ when he fell asleep at once.

(~)When we arrived at the hotel, we discovered ~ that the hotel manager had reserved the wrong room for
us and therefore we didn’t have enough space.

(~)1t was the worst meal ~ | had ever eaten!

(~)She was unhappy — ~ her husband hadn’t bought her a birthday present.

(~)By the time Grace decided to apply for the job, ~ the position had been filled.

(??)Match the two sentences

“I get up at 6.30,” she said. ~ She said she got up at 6.30.

“I got up at 6.30 today,” she said ~. She said she had got up at 6.30.

“I have to get up at 6.30,” she said. ~ She said she had to get up at 6.30.

(??)Match the two sentences

“I’ll phone on Friday,” he said. ~ He said he would phone on Friday.
“I phoned on Friday,” he said. ~ He said he had phoned on Friday.

“I can phone on Friday,” he said. ~ He said he could phone on Friday.

(??)Match the two sentences
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“We are working on two interesting projects at the moment,” she said. ~ She said they were working on
two interesting projects then.

“We have worked on an interesting project this year,” she said. ~ She said they had worked on two
interesting projects that year.

“We worked on two interesting projects last year,” she said. ~ She said they had worked on two
interesting projects the previous year.

(??)Match the two sentences

“Ms Archer has been chosen to run a new office in Madrid,” he said. ~ He said Ms Archer had been
chosen to run a new office in Madrid.

“Ms Archer is going to be chosen to run a new office in Madrid,” he said. ~ He said Ms Archer was going
to be chosen to run a new office in Madrid.

“Ms Archer can’t be chosen to run a new office in Madrid,” he said. ~ He said Ms Archer couldn’t be
chosen to run a new office in Madrid.

(??)Match the two sentences

“We didn’t have much time for sight seeing,” she said. ~ She said they hadn’t had much time for
sightseeing.

“We don’t have much time for sight seeing,” she said. ~ She said they didn’t have much time for
sightseeing.

“We won’t have much time for sight seeing,” she said. ~ She said they wouldn’t have much time for
sightseeing.

Bapuanm 3.

Choose the correct variant

(??)’I have something to show you,’ I said to Alice.

(?)1 told Alice that | had shown something to her.

(D1'told Alice that | had something to show her.

(?)1 told Alice I had had something to show her.

(??) ‘I'm going away tomorrow, mother,” he said.

(1)He told his mother that he was going away.

(?)He told his mother tat he went away.

(?)He told his mother that he had gone away.

(??) ‘I’ve missed my train,” said Bill. ‘Now I’ll be late for work and my boss will be furious.’
(DBill said that he had missed his train; he would be late for work and his boss would be furious.
(?)Bill said that he had missed his train; he was late for work and his boss had been furious.
(?)Bill said that he missed his train; he was late for work and his boss would be furious.

(??) “We have moved into our new flat. We don’t like it nearly so much as our last one,’ said my aunt.
()My aunt said they had moved into their flat but they didn’t like it so much as their last one.
(?)My aunt said they would move into their flat but they didn’t like it so much as their last one.
(?)My aunt said they had moved into their flat but they hadn’t liked it so much as their last one.
(??)He said, ‘My wife has just been made a judge.’

(?)He said his wife had just made a judge.

(?)He said his wife was made a judge.

(DHe said his wife had just been made a judge.

(??7) “We have a lift but very often it doesn’t work,’ they said.

(?7)They said they had a lift but it hadn’t worked.

(1) They said they had a lift but it didn’t work.

(?)They said they had a lift but it wouldn’t work.

(??) ‘From one of the windows of my flat I can see the Eiffel Tower,” he said.

(?)He said that from one of the windows of his flat he had seen the Eiffel Tower.

(?)He said that from one of the windows of his flat he saw the Eiffel Tower.

(N)He said that from one of the windows of his flat he could see the Eiffel Tower.
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(??) ‘Nothing grows in my garden. It never gets any sun,’ she said.

She said nothing grew in her garden because it never got any sun.

(?)She said nothing grew in her garden because it had never got any sun.

(?)She said nothing had grown in her garden because it never got any sun.

(??) ‘I’'m working in a restaurant, and don’t much care for it,” she said.

(?)She said she worked in a restaurant and didn’t much care for it.

(D)She said she was working in a restaurant and didn’t much care for it.

(?)She said she was working in a restaurant and hadn’t much cared for it.

(??) ‘I’m living with my parents at present,” she said, ‘but I hope to have a flat of my own soon.’
(D)She said she was living with her parents at the moment but she hoped to have a flat of her own soon.
(?)She said she was living with her parents at the moment but she had hoped to have a flat of her own
soon.

(?)She said she lived with her parents at the moment but she hoped to have a flat of her own soon.

(??) ‘How long have you been leaning English?’ the examiner asked.

(?)The examiner asked how long | was learning English.

(?)The examiner asked how long | have been learning English.

(1)The examiner asked how long | had been learning English.

(??) ‘Did you sleep well?’ asked my hostess.

(?)My hostess asked if I slept well.

(?)My hostess asked if | was sleeping well.

(My hostess asked if I had slept well.

(??) ‘T’ve just bought a car,” said Peter, ‘but it’s not insured yet so I can’t take you for a drive.’

(?)Peter said he bought a car, but it wasn’t insured yet so he couldn’t take me for a drive.

(1) Peter said he had just bought a car, but it wasn’t insured yet so he couldn’t take me for a drive.
(?)Peter said he had just bought a car, but it hadn’t been insured yet so he couldn’t take me for a drive.
(??) ‘T know it’ll be hard,” he replied, ‘but I don’t mind hard work, and it’ll be a good experience.’
(DHe replied he knew it would be hard, but he didn’t mind hard work, and it would be a good experience.
(?)He replied he knew it was hard, but he wouldn’t mind hard work, and it would be a good experience.
(?)He replied he knew it would be hard, but he didn’t mind hard work, and it was a good experience.

MNPAKTUYECKOE 3AJTIAHUE K PA3JEJIY 4

@opMbl IPAKTUYECKOTO 32 IAHUS:

1. TEKCT I YTeHUs, IepeBoaa, 00CyKIeHUsI
2. rpaMMaTu4ecKue ynpaskHeHust
3. JIeKCHYECKHeE YIPaKHEHHsI

BapuaHTbl TeKCTOB K pa3jaeiy 4:

Bapuanm 1.
FOUR GENERATIONS OF COMPUTERS

The first vacuum tubes computers are referred to as first gen—eration computers, and the
approximate period of their use was from 1950 to 1959. UNIVAC 1 (UNF&rsal Automatic Computer) is
an example of these computers which could perform thousands of calculations per second. Those devices
were not only bulky, they were also unreliable. The thousands of vacuum tubes emitted large amounts of
heat and burned out frequently.

The transistor, a smaller and more reliable successor to the vacuum tube, was invented in 1948.

So-called second generation computers, which used large numbers of transistors were able to reduce
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computational time from milliseconds to microseconds, or millionths of seconds. Second-generation
computers were smaller, faster and more reliable than first-generation computers.

Advances in electronics technology continued, and microelectronics made it possible to reduce the
size of transistors and integrate large numbers of circuit elements into very small chips of silicon. The
computers that were designed to use integrated circuit technology were called third generation computers,
and the approximate time span of these machines was from 1960 to 1979. They could perform many data
processing operations in nanoseconds, which are billionths of seconds.

Fourth generation computers have now arrived, and the integrated circuits that are being developed
have been greatly reduced in size. This is due to microminiaturization, which means that the circuits are
much smaller than before; as many as 100 tiny circuits are placed now on a single chip. A chip is a square
or rectangular piece of silicon, usually from 1/10 to 1/4 inch, upon which several layers of an integrated
circuit are etched or imprinted, after which the circuit is encapsulated in plastic or metal.

Bapuanm 2.

Definition of a Computer - before 1935, a computer was a person who performed arithmetic
calculations. Between 1935 and 1945 the definition referred to a machine, rather than a person. The
modern machine definition is based on von Neumann's concepts: a device that accepts input, processes
data, stores data, and produces output.

We have gone from the vacuum tube to the transistor, to the microchip. Then the microchip started
talking to the modem. Now we exchange text, sound, photos and movies in a digital environment.

Computing milestones and machine evolution:

14th C. - Abacus - an instrument for performing calculations by sliding counters along rods or in
grooves (graphic: Merriam Webster Collegiate Dictionary http://www.m-w.com/mw/art/abacus.htm)

17th C. - Slide rule - a manual device used for calculation that consists in its simple form of a
ruler and a movable middle piece which are graduated with similar logarithmic scales (Picture from the
The Museum of HP Calculators)

1642 - Pascaline--a mechanical calculator built by Blaise Pascal, a 17th century mathematician,
for whom the Pascal computer programming language was named .

1804 - Jacquard loom - a loom programmed with punched cards invented by Joseph Marie
Jacquard

ca 1850 - Difference Engine , Analytical Engine - Charles Babbage and Ada Byron (See her
picture.). Babbage's description, in 1837, of the Analytical Engine, a hand cranked, mechanical digital
computer anticipated virtually every aspect of present-day computers. It wasn't until over a 100 years
later that another all purpose computer was conceived. Sketch of the Engine and notes by Ada Byron
King, Countess of Lovelace.

1939 -1942 - Atanasoff Berry Computer - built at lowa State by Prof. John V. Atanasoff and
graduate student Clifford Berry. Represented several "firsts" in computing, including a binary system of
of arithmetic, parallel processing, regenerative memory, separation of memory and computing functions,
and more. Weighed 750 Ibs. and had a memory storage of 3,000 bits (0.4K). Recorded numbers by
scorching marks into cards as it worked through a problem. See diagram.
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1940s - Colossus - a vacuum tube computing machine which broke Hitler's codes during WW
I1. 1t was instrumental in helping Turing break the German's codes during WW Il to turn the tide of the
war. In the summer of 1939, a small group of scholars became codebreakers, working at Bletchley Part in
England. This group of pioneering codebreakers helped shorten the war and changed the course of
history. See the the Bletchley Park Web site and its history. See more information on Codes and Ciphers
in the Second World War at Tony Sales' site.

1946 - ENIAC- World's first electronic, large scale, general-purpose computer, built by Mauchly
and Eckert, and activated at the University of Pennsylvania in 1946. ENIAC recreated on a modern
computer chip. See an explanation of ENIAC on a Chip by the Moore School of Electrical Engineering,
University of Pennsylvania. The ENIAC is a 30 ton machine that measured 50 x 30 feet. It contained
19,000 vacuum tubes, 6000 switches, and could add 5,000 numbers in a second, a remarkable
accomplishment at the time. A reprogrammable machine, the ENIAC performed initial calculations for
the H-bomb. It was also used to prepare artillery shell trajectory tables and perform other military and
scientific calculations. Since there was no software to reprogram the computer, people had to rewire it to
get it to perform different functions. The human programmers had to read wiring diagrams and know
what each switch did. J. Presper Eckert, Jr. and John W. Mauchly drew on Alansoff's work to create the
ENIAC, the Electronic Numerical Integrator and Computer.

1951-1959 - vacuum tube based technology. Vacuum Tubes are electronic devices, consisting of
a glass or steel vacuum envelope and two or more electrodes between which electrons can move freely.
First commercial computers used vacuum tubes: Univac, IBM 701.

1950s -1960s - UNIVAC - "punch card technology" The first commercially successful
computer, introduced in 1951 by Remington Rand. Over 40 systems were sold. Its memory was made of
mercury filled acoustic delay lines that held 1,000 12 digit numbers. It used magnetic tapes that stored
1MB of data at a density of 128 cpi. UNIVAC became synonymous with computer (for a while). See
UNIVAC photo . See UNIVAC flow chart

1960 IBM 1620 - See photos at The Computer History Museum.

1960-1968 - transistor based technology. The transistor, invented in 1948, by Dr. John Bardeen,
Dr. Walter Brattain, and Dr. William Shockley . It almost completely replaced the vacuum tube because of
its reduced cost, weight, and power consumption and its higher reliability. See explanation and diagram of
a transistor and what the first transistor looked like. The transistor is made to alter its state from a starting
condition of conductivity (switched 'on’, full current flow) to a final condition of insulation (switched 'off’,
no current flow).

1969 - The Internet, originally the ARPAnet (Advanced Research Projects Agency network),
began as a military computer network.

1969-1977 - integrated circuits (IC) based technology. The first integrated circuit was
demonstrated by Texas Instruments inventor, Jack Kilby, in 1958. It was 7/16" wide and contained two
transistors. Examples of early integrated circuit technology: Intel 4004, Dec pdp 8, CRAY 1 (1976) - a
75MHz, 64-bit machine with a peak speed of 160 megaflops, (One million floating point operations per
second) the world's fastest processor at that time. Now circuits may contain hundreds of thousands of
transistors on a small piece of material, which revolutionized computing. Here is a diagram of a modern
integrated circuit, known as a chip.

1976 - CRAY 1- The world's first electronic digital computer, developed in 1946. A 75MHz, 64-

bit machine with a peak speed of 160 megaflops, (one million floating point operations per second) the
world's fastest processor at that time.
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1976 - ApplessMACs - The Apple was designed by Steve Wozniak and Steve Jobs. Apple was
the first to have a "windows" type graphical interface and the computer mouse. Like modern computers,
early Apples had a peripheral keyboard and mouse, and had a floppy drive that held 3.5" disks.The
Macintosh replaced the Apple. See a picture of the The Apple 111 (1980 - 1985).

1978 to 1986 - large scale integration (LSI); Alto - early workstation with mouse; Apple,
designed by Steve Wozniak and Steve Jobs. Apple was the first to have a "windows" type graphical
interface and the computer mouse. See Apple/MACs evolution over time. The PC and clone market
begins to expand. This begins first mass market of desktop computers.

1986 to today - the age of the networked computing, the Internet, and the WWW.
1990 - Tim Berners-Lee invented the networked hypertext system called the World Wide Web.

1992 - Bill Gates' Microsoft Corp. released Windows 3.1, an operating system that made IBM
and IBM-compatible PCs more user-friendly by integrating a graphical user interface into the software. In
replacing the old Windows command-line system, however, Microsoft created a program similar to the
Macintosh operating system. Apple sued for copyright infringement, but Microsoft prevailed. Windows
3.1 went to Win 95, then Win 98, now Windows XP .... (There are other OSs, of course, but Windows is
the dominant OS today. MACs, by Apple, still have a faithful following. Linux has a faithful following.

1995 - large commercial Internet service providers (ISPs), such as MCI, Sprint , AOL and
UUNET, began offering service to large number of customers.

1996 - Personal Digital Assistants (such as the Palm Pilot became available to consumers. They
can do numeric calculations, play games and music and download information from the Internet.
SeeHow Stuff Worksfor a history and details.

First Computers

The first substantial computer was the giant ENIAC machine by John W. Mauchly and J. Presper
Eckert at the University of Pennsylvania. ENIAC (Electrical Numerical Integrator and Calculator) used a
word of 10 decimal digits instead of binary ones like previous automated calculators/computers. ENIAC
was also the first machine to use more than 2,000 vacuum tubes, using nearly 18,000 vacuum tubes.
Storage of all those vacuum tubes and the machinery required to keep the cool took up over 167 square
meters (1800 square feet) of floor space. Nonetheless, it had punched-card input and output and
arithmetically had 1 multiplier, 1 divider-square rooter, and 20 adders employing decimal "ring counters,"
which served as adders and also as quick-access (0.0002 seconds) read-write register storage.

The executable instructions composing a program were embodied in the separate units of ENIAC,
which were plugged together to form a route through the machine for the flow of computations. These
connections had to be redone for each different problem, together with presetting function tables and
switches. This "wire-your-own" instruction technique was inconvenient, and only with some license could
ENIAC be considered programmable; it was, however, efficient in handling the particular programs for
which it had been designed. ENIAC is generally acknowledged to be the first successful high-speed
electronic digital computer (EDC) and was productively used from 1946 to 1955. A controversy
developed in 1971, however, over the patentability of ENIAC's basic digital concepts, the claim being
made that another U.S. physicist, John V. Atanasoff, had already used the same ideas in a simpler
vacuum-tube device he built in the 1930s while at lowa State College. In 1973, the court found in favor of
the company using Atanasoff claim and Atanasoff received the acclaim he rightly deserved.

Progression of Hardware
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In the 1950's two devices would be invented that would improve the computer field and set in
motion the beginning of the computer revolution. The first of these two devices was the transistor.
Invented in 1947 by William Shockley, John Bardeen, and Walter Brattain of Bell Labs, the transistor was
fated to oust the days of vacuum tubes in computers, radios, and other electronics.

The vacuum tube, used up to this time in almost all the computers and calculating machines, had
been invented by American physicist Lee De Forest in 1906. The vacuum tube, which is about the size of
a human thumb, worked by using large amounts of electricity to heat a filament inside the tube until it
was cherry red. One result of heating this filament up was the release of electrons into the tube, which
could be controlled by other elements within the tube. De Forest's original device was a triode, which
could control the flow of electrons to a positively charged plate inside the tube. A zero could then be
represented by the absence of an electron current to the plate; the presence of a small but detectable
current to the plate represented a one.

BapI/IaHTLI JIEKCUKO- T'PAMMATHYCCKHUX ynpamnefmﬁ K pa3aenay 4:

Bapuanm 1.
Choose the correct form of the participle to replace the words in italics. Beibepute npaBuibHyo Gopmy
npuvacTus, KOTOpast MOXCT 3aMCHUTDH BbIACIICHHYIO KYPCUBOM YaCTh ITPECIAJIOKCHUS.

(??)Can you see the woman who s dressed in red and sitting in the corner?
(?)dressing

(Ddressed

(??)He has been promised a reward, so he hope he will get it.

(Dhaving been promised

(?)having promised

(??)Letters that are posted before 5 p.m. should arrive the next day.
(?)posting

(Dposted

(??)The train that is standing on the platform 5 is for Manchester.
(Dstanding

(?)stood

(??)1 haven t seen the film, so I can’t comment on it.

(Dnot having seen

(?)not having been seen

(??)Firemen have rescued passengers who were trapped in the accident.
(?)trapping

(Dtrapped
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(??)It took workmen days to clear up the litter that was dropped by the crowds.
(?)dropping
(Ddropped
(??)They live in a lovely house that overlooks the River Thames.
(Noverlooking
(?)overlooked
(??)The student who is being examined now is from another group.
(?)examining
(Dbeing examined
(??)People who live in blocks of flats often complain of loneliness.
(Dliving
(?)lived
(??)The news which was being broadcast shocked everybody.
(?)broadcasting
(Dbeing broadcast
(??)The work which is being carried out by your group will contribute a lot to our research.
(?)carrying
(1)being carried
(??7)There’s someone who is waiting for you.
(Dwaiting
(?)being waited
(??)As | had forgotten my keys, I couldn’t get into my flat.
(Dhaving forgotten

(?)having been forgotten

Bapuanm 2.
Choose the correct form of the participle. Beibepute npaBmisHyto (hopmy nmpryacTus.

(??)Jewellery in the robbery has never been recovered.

(?)steeling

(Dstolen
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(?)having stolen

(??)1 got a letter from the Tax Office

(Dsaying
(?)said
(?)being said

(??)Books

that 1 owe them $1,000.

from the library must be returned in two weeks.

(?)borrowing
(?)having borrowed

(Hborrowed

(??)1 had a long talk with Jack,

(Dexplaining

(?)explained

(?)having been explained

(??)

(?)taken
(Dtaking
(?)being taken

(??)A new film,

why it was important for him to work hard.

everything into consideration, I’ve decided to give you a second chance.

by Stephen Spielberg, will be released next month.

(?)making
(Ymade
(?)having made

(??)The experiment

out at the laboratory is very important for our future work.

(?)having carried out
(Dcarried out
(?)carrying out

(?7)Not

(Dhaving seen
(?)seen
(?)being seen
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(??) my driving test, | was able to buy my first car.
(?)passing

(Dhaving passed

(?)passed

(??) for many years, the painting turned up at the auction.
(?)being lost

(Dlost

(?) loosing

(??)With the agreement the participants left the conference hall.

(Dhaving been reached
(?)being reached

(?)reaching

(??) Choose the correct form of the participle. Beidoepure npaBuibHy0 GopMy IpUYaCTHSI.

(~)On my camera, there is a sticker which says in Japan. ~ made
(~)I have a job in a café sandwiches. ~ making
(~)The homework , | can afford to go out. ~ having been made

(??) Choose the correct form of the participle. Beidoepure npaBuibHy0 GopMy IpUYACTHSI.

(~)Books out of the library must be returned within three weeks. ~ taken

(~)With the decision , hothing can make me give it up. ~ having been taken

(~)There were Japanese tourists everywhere, photographs and buying souvenirs. ~
taking

(??) Choose the correct form of the participle. Beidoepure npaBuibHy0 GopMy NpUYaCTHS.

(~)The letter , he asked a colleague to check his English. ~ having been written
(~)I’ve spent the whole morning an essay. ~ writing
(~)On the wall, there was some graffiti in big black letters. ~ written
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INPAKTHYECKOE 3AJTAHUE K PA3JAEJIY 5

@opMbI IPAKTHYECKOTO 3aJaHUS:

1. TEKCT JIA YTeHUs1, IepeBoaa, 00Cy KIeHust
2. rpaMMaTuyecKue yrpaKHeHHu st
3. JIEKCHYecKHe YIpaKHeHHUs1

BapuaHTbI TEKCTOB K pa3jaeny S:

Bapuanm 1.
DATA PROCESSING AND DATA PROCESSING SYSTEMS

The necessary data are processed by a computer to become useful information. In fact this is the
definition of data processing. Data are a collection of facts — unorganized but able to be-organized into
useful information. Processing is a series of actions or operations that convert inputs into outputs. When
we speak of data processing, the input is data, and the output is useful information. So, we can define data
processing as a series of actions or operations that converts data into useful in-formation.

We use the term data processing system to include the resources that are used to accomplish the
processing of data. There are four types of resources: people, materials, facilities, and equipment. People
provide input to computers, operate them, and use their output. Materials, such as boxes of paper and
printer ribbons, are consumed in great quantity. Facilities are required to house the computer equipment,
people and materials.

The need for converting facts into useful information is not a phenomenon of modern life.
Throughout history, and even prehistory, people have found it necessary to sort data into forms that were
easier to understand. For example, the ancient Egyptians recorded the ebb and flow of the Nile River and
used this information to predict yearly crop yields. Today computers convert data about land and water
into recommendations to farmers on crop planting. Mechanical aids to computation were developed and
improved upon in Europe, Asia, and America throughout the seventeenth, eighteenth, and nineteenth
centuries. Modern computers are marvels of an electronics technology that continues to produce smaller,
cheaper, and more powerful components.

Basic data processing operations

Five basic operations are characteristic of all data processing systems: inputting, storing,
processing, outputting, and controlling. They are defined as follows.

Inputting is the process of entering data, which are collected facts, into a data processing system.
Storing is saving data or information so that they are available for initial or for additional processing.
Processing represents performing arithmetic or logical operations on data in order to convert them into
useful information. Outputting is the process of producing useful information, such as a printed report or
visual display.

Controlling is directing the manner and sequence in which all of the above operations are
performed.

Bapuanm 2.

ADVANTAGES OF COMPUTER DATA PROCESSING
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Computer-oriented data processing systems or just computer data processing systems are not
designed to imitate manual systems. They should combine the capabilities of both humans and computers.
Computer data processing systems can be designed to take advantage of four capabilities of. computers.

1. Accuracy. Once data have been entered correctly into the computer component of a data
processing system, the need for further manipulation by humans is eliminated, and the possibility of error
is reduced. Computers, when properly programmed, are also unlikely to make computational errors. Of
course, computer systems remain vulnerable to the entry by humans of invalid data.

2. Ease of communications. Data, once entered, can be transmitted wherever needed by
communications networks. These may be either earth or satellite-based systems. A travel reservations
system is an example of a data communications network. Reservation clerks throughout the world may
make an enquiry about transportation or lodgings and receive an almost instant response. Another
example is an office communications system that provides executives with access to a reservoir of date,
called a corporate data base, from their personal microcomputer work stations.

3. Capacity of storage. Computers are able to store vast amounts of information, to organize
it, and to retrieve it in ways that are far beyond the capabilities of humans. The amount of data that can be
stored on devices such as magnetic discs is constantly increasing. All the while, the cost per character of
data stored is decreasing.

4. Speed. The speed, at which computer data processing systems can respond, adds to their
value. For example, the travel reservations system mentioned above would not be useful if clients had to
wait more than a few seconds for a response. The response required might be a fraction of a second.

Thus, an important objective in the design of computer data processing systems is to allow
computers to do what they do best and to free humans from routine, error-prone tasks. The most cost-
effective computer data processing system is the one that does the job effectively and at the least cost. By
using computers in a cost-effective manner, we will be better able to respond to the challenges and
opportunities of our post-industrial, information-dependent society.

BapuaHThI 1eKCHKO- TPAMMaTH4YeCKHUX YIIPa)KHEHUH K pasjaeny S:
Bapuanm 1.
Choose the correct form of the Infinitive. Beibepure npaBuinbnyro popmy nHGUHUTHBA.
(??)My father allowed me his car.
(Dto use
(?)use
(??)Let me your bag.
(?)to carry
(Dcarry
(??)Would you like me now?
(Dto go
(?)go
(??7)He doesn’t want anybody
(Dto know
(?)know
(??)What makes you S0?
(?to think
(Dthink
(??)The film was very sad. It made me
(?)to cry
(Dery

Choose the correct form of the Infinitive. Beibepure npaBuibHyo hopMy HHOUHUTHBA.
(??)What’s happened here? | want the truth.

(?)to tell

(Dto be told

(?)to have told
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(??)In many countries English is the top priority language at school.
(Dto be learnt

(?)to be learning

(?)to have learnt

(??)She returned to her motherland not it again.
(Dto leave

(?)to be left

(?)to be leaving

(??)There was much for the idea.

(?)to be saying

(Dto be said

(?)be said

(??)1 expect you to me instead of writing something.
(?)listen

(?)be listening

(Dto be listening

(??)Our group will atest from 2 p.m.to 4 p.m.
(?)to be writing

(1)be writing

(?)write

(??)1 am glad you.

(?)to be meeting

(Dto have met

(?)to be met

(??)She is happy this job.

(Dto have been offered

(?)have offered

(?)to have been offering

(??)She pretended for me for all these months.
(?)to be waiting

(?)to be waited

(Dto have been waiting

(??)1 am sorry you so much trouble.

(Dto have given

(?)to be given

(?)to have been given

Bapuanm 2.
Choose the sentence which means the same as the sentence in the task. Beibepute npeanoxenue,
HMCIOMICE TO KC 3HAUCHUEC, UTO U MPECIIJIOKCHUC B 3aIaHUN
(??)They that the company lost a lot of money last year.
(1) The company is said to have lost a lot of money.
(?)The company is said to lose a lot of money.
(?)The company is said to be losing a lot of money.
(??)They believe that the company is losing a lot of money.
(?)The company is believed to have lost a lot of money.
(?)The company is believed to lose a lot of money.
(NThe company is believed to be losing a lot of money.
(?7)I don’t think the answer will please him.
(NThe answer is unlikely to please him.
(?)The answer was unlikely to please him.
(?)The answer is unlikely to be pleased.
(?7)I don’t think you need to take an umbrella. It doesn’t look like raining.
(?)Itis likely to rain.
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(DIt is unlikely to rain.

(DIt wasn’t likely to rain.

(??)1t is believed that the thieves got in through a window in the roof.
(?)The thieves are believed to get in through a window in the roof.
(?)The thieves are believed to be got in through a window in the roof.
(1) The thieves are believed to have got in through a window in the roof.
(??)They know that he speaks fluent English.

(1)He seems to speak fluent English.

(?)He seems to have spoken fluent English.

(?)He seems to be speaking fluent English.

(??)1t is alleged that the man was driving at 110 miles an hour.
(?)The man is alleged to have driven at 110 miles an hour.

(1)The man is alleged to be driving at 110 miles an hour.

(?)The man is alleged to drive at 110 miles an hour.

(??)1t is reported that the building has been badly damaged by the fire.
(1) The building is reported to have been badly damaged by the fire.
(?)The building is reported to be badly damaged by the fire.

(??)1t was clear that they would speak a lot about the new director.

(1) The new director was sure to be spoken about.

(?)The new director is sure to be spoken about.

(?)The new director was sure to speak a lot.

MHNPAKTUYECKOE 3A/TIAHUE K PA3JIEJIY 6

@opMbI IPAKTUYECKOTO 32/ IAHUS:

1. TEKCT I YTeHUs1, epeBoaa, 00CyKaeHusI
2. rpaMMarnyecKme ynpaskHeHus
3. JIeKCHYECKHe YIPaKHEHHsI

BapunaHThI TekcTOB K pa3gery 6:
Bapuanm 1.

HARDWARE, SOFTWARE, AND FIRMWARE

The units that are visible in any computer are the physical components of a data processing
system, or hardware. Thus, the input, storage, processing and control devices are hardware. Not visible is
the software — the set of computer programs, procedures, and associated documentation that make
possible the effective operation of the computer system. Software programs are of two types: systems
software and applications software.

Systems software are the programs designed to control the operation of a computer system. They
do not solve specific problems. They are written to assist people in the use of the computer system by
performing tasks, such as controlling all of the operations required, to move data into and out of a
computer and all of the steps in executing an application program. The person who prepares systems
software is referred to as a systems programmer. Systems programmers are highly trained specialists and
important members of the architectural team.

Applications software are the programs written to solve specific problems (applications), such as
payroll, inventory control, and investment analysis. The word program usually refers to an application
program, and the word programmer is usually a person who prepares applications software.
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Often programs, particularly systems software, are stored in an area of memory not used for
applications software. These protected programs are stored in an area of memory called read only
memory (ROM), which can be read from but not written on.

Firmware is a term that is commonly used to describe certain programs that are stored in ROM.
Firmware often refers to a sequence of instructions (software) that is substituted for hardware. For
example, in an instance where cost is more important than performance, the computer system architect
might decide not to use special electronic circuits (hardware) to multiply two numbers, but instead write
instructions (software) to cause the machine to accomplish the same function by repeated use of circuits
already designed to perform addition.

Bapuanm 2.

FUNCTIONAL UNITS OF DIGITAL COMPUTERS

As we know, all computer operations can be grouped into five functional categories. The method
in which these five functional categories are related to one another represents the functional organization
of a digital computer. By studying the functional organization, a broad view of the computer is received.

The five major functional units of a digital computer are:

1) Input— to insert outside information into the machine;

2) Storage or memory — to store information and make it available at the appropriate time;

3) Arithmetic-logical unit — to perform the calculations;

4) Output — to remove data from the machine to the outside world and

5) Control unit — to cause all parts of a computer to act as a team.

Figure 5 shows how the five functional units of the computer act together. A complete set of
instructions and data are usually fed through the input equipment to the memory where they are stored.
Each instruction is then fed to the control unit. The control unit interprets the instructions and issues
commands to the other functional units to cause operations to be performed on the data. Arithmetic
operations are performed in the arithmetic-logical unit, and the results are then fed back to the memory.
Information may be fed from either the arithmetic unit or the memory through the output equipment to the
outside world. The five units of the computer must communicate with each other. They can do this by
means of a machine language which uses a code composed of combinations of electric pulses. These
pulse combinations are usually represented by zeros and ones, where the one may be a pulse and the zero
— a no-pulse. Numbers are communicated between one unit and another by means of these one-zero or
pulse — no-pulse combinations. The input has the additional job of converting the information fed in by
the operator into machine language. In other words, it transaltes from our language into the pulse — no-
pulse combinations understandable to the computer. The output's additional job is converting the pulse —
no-pulse combinations into a form understandable to us, such as a printed report.

BapuaHThl JIEKCHKO-TPAMMAaTH4YeCKUX YIIPaKHeHHUIl K pa3zeiy 6:

Bapuanm 1.

(??)Choose the correct preposition. Beidepute npaBUIIbHBIN MPEIOT.
(~)He is not responsible __ handling correspondence. ~ for

(~)He is surprisingly good ____ solving problems. ~ at

(~)l'am afraid ___ misunderstanding. ~ of

(~)My father thinks I’'m not capable  earning my own living. ~ of
(~)I'was surprised __ not being considered a member of the team. ~ at
(~)At the time | was very keen __ getting an independent income. ~ on
(~)He is known to be good communicating with people. ~ at

(~)The reason his not attending the meeting is quite clear. ~ for

(~)They showed no sign recognizing us. ~ of
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Choose correct prepositions and forms of the Gerund. Beibepute npaBuibHbIi Tpeaior u Gopmy
repyHams.

(??)He succeeded the task.

(Din fulfilling

(?)with fulfilling

(?)in being fulfilled

(??) you might make your life easier.

(?)in apologizing

(Dby apologizing

(?)by being apologized

(??)He congratulated the new members to the community.
(Don being admitted

(?)on admitting

(?)for admitting

(??) the decision the participants began to shake hands.
(?)by reaching

(Dafter reaching

(?)without reaching

(??)Those students who have only excellent marks may get their pass at the exam.
(?)without asking

(Dwithout being asked

(?)by asking

(??)The reason the story is that it is sensational.

(Dfor publishing

(?)for being published

(?)of publishing

(??)He had the reputation a lot of tact.

(Dfor having

(?)of having

(?)on having

(??)They claim that their method is the fastest way to speak a language.

(Dof learning

(?)in learning

(?)of being learnt

Bapuanm 2.

(??)Match the halves of the sentences. CoenuHuTe OJ0BUHBI IPEIOKECHHUH.

(~)Begin by ~ making a list of what you have to do

(~)Be realistic: there is no point in ~ making plans you can’t possibly keep
(~)Find a quiet place where you can work without ~ being interrupted

(~)If possible, use it only for ~ studying

(~)Check you have everything you need before ~ starting work

(~)Encourage yourself by ~ marking each topic on your list as you complete it
(~)Get used to ~ working independently

Bapuanm 3.

Choose correct forms of the Gerund. BribepuTe npaBuiibHYy0 GOpMY TepYHIUS.
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(??)Do you mind his us?

(Djoining

(?)being joined

(?)having joined

(??)They were afraid to risk the plan into effect.
(Dputting

(?)being put

(?)having put

(??)He appreciated in his work.

(?)helping

(being helped

(?)having helped

(?7)I enjoy making fun of people, and I don’t mind fun of.
(?)making

(Dbeing made

(?)having been made

(??)Poor weather conditions caused us to delay

(Dsetting off

(?)being set off

(?)having set off

(??)1 appreciate now the news yesterday.
(?telling

(?)having told

(1) having been told

(??)1 agree to make a report on the subject but only if it doesn’t involve
(?)asking

(Dbeing asked

(?)having been asked

(??)We keep by changes in the plans.
(?)delaying

(1)being delayed

(?)having delayed

(??)He showed no sign of

(?)hurting

(1)j being hurt

(?)having hurt

(?71t’s not worth upset about things beyond your control.
(1j getting

(?)being got

(?)having got

(??)He insists on for the work he has done in time.
(?)paying

(1)being paid

(?)having been paid

Bapuanm 4.

Choose correct forms of the verb. BeibepuTe npaBuiibHyi0 GpopMy miaroda.

(??)How old were you when you learnt ?

(Dto drive

(?)driving

(?)drive

(?)to be driving

(?7)I don’t mind home, but I’d rather get a taxi.
(?)to walk

54

(?)questions.



(Dwalking

(?)having walked

(?)walk

(?7)I can’t make a decision. I keep my mind.

(?)to change

(?)change

(Dchanging

(?)being changed

(??)He had made his decision and refused his mind.

(Dto change

(?)change

(?)changing

(?)being changed

(??)Why did you change your decision? What made you your mind?
(?)to change

(Dchange

(?)changing

(?)being changed

(??7)Did I really tell you I was unhappy? I don’t remember that.
(?)to say
(saying
(?)having said
(?)say

(??)1 expect my advice
(?)to follow

(Dto be followed
(?)following
(?)being followed
(??)’Remember Tom tomorrow.” ‘OK. I won’t forget.’
(Dto call

(?)calling

(?)having called

(?)being called

(??7)The water here is not very good. I’d avoid it if I were you.
(?)to drink

(Ddrinking

(?)having drunk

(?)to have drunk

(?7)I’d like the work in time. (do)

(?)to do

(Dto be done

(?)doing

(?)being done

MNPAKTUYECKOE 3AJIAHUE K PA3JIEJY 7

@opMbl PAKTUYECKOTO 32 IAHUS:

1. TeKCT I YTeHHUs, IepeBoaa, 00CyKIeHusI
2. rpaMMaTu4ecKue ynpaskKHeHust
3. JIEKCHYeCKHe YIPasKHEeHUs

BapuaHTbI TEeKCTOB K pa3ueny 7:
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Bapuanm 1.
STORAGE UNITS

Computer system architecture is organized around the primary storage unit because all data and
instructions used by the computer system must pass through primary storage. Our discussion of computer
system units will begin with the functions of the primary and secondary storage units. This leads to the
examination of the central processing unit and from there to the consideration of the input and output
units. Therefore, the sequence in which we'll describe the functional units of a digital computer is: 1)
storage units, primary and secondary; 2) central processing unit; 3) input and output units. As you know,
there are primary and secondary storage units. Both contain data and the instructions for processing the
data. Data as well as instructions must flow into and out of primary storage.

Primary storage is also called main storage or internal storage. The specific functions of internal
storage are to hold (store): 1) all data to be processed; 2) intermediate results of processing; 3) final
results of processing; 4) all the instructions required for ongoing process. Another name for primary
storage is memory, because of its similarity to a function of the human brain. However, computer storage
differs from human memory in important respects. Computer memory must be able to retain very large
numbers of symbol combinations, without forgetting or changing any details. It must be able to locate all
its contents quickly upon demand. The combinations of characters, that is, the letters, numbers, and
special symbols by which we usually communicate, are coded. The codes used by computer designers are
based upon a number system that has only two possible values, 0 and 1 ."A number system with only two
digits, 0 and 1, is called a binary number system. Each binary digit is called a bit, from Binary digit. As
the information capacity of a single bit is limited to 2 alternatives, codes used by computer designers are
based upon combinations of bits. These combinations are called binary codes. The most common binary
codes are 8-bit codes because an 8-bit code provides for 2/8, or 256 unique combinations of I's and O's,
and this is more than adequate to represent all of the characters by which we communicate.

Data in the form of coded characters are stored in adjacent storage locations in main memory in
two principal ways : 1) as "strings"” of characters — in bytes; and 2) within fixed-size "boxes" — in
words. A fixed number of consecutive bits that represent a character is called a byte. The most common
byte size is 8-bit byte. Words are usually 1 or more bytes in length.

Secondary storage. Primary storage is expensive because each bit is represented by a high-speed
device, such as a semiconductor. A million bytes (that is, 8 million bits) is a large amount of primary
storage. Often it is necessary to store many millions, sometimes billions, of bytes of data. Therefore
slower, less expensive storage units are available for computer systems. These units are called secondary
storage. Data are stored in them in the same binary codes as in main storage and are made avail-able to
main storage as needed.

Bapuanm 2.

STORAGE DEVICES

Storage media are classified as primary storage or secondary storage on the basis of combinations
of cost, capacity, and access time. The cost of storage devices is expressed as the cost per bit of data
stored. The most common units of cost are cents, millicents (0.001 cents) and microcents (0.000001
cents). The time required for the computer to locate and transfer data to and from a storage medium is
called the access time for that medium. Capacities range from a few hundred bytes of primary storage for
very small computers to many billions of bytes of archival storage for very large computer systems.
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Memories may be classified as electronic or electromechanical. Electronic memories have no
moving mechanical parts, and data can be transferred into and out of them at very high speeds.
Electromechanical memories depend upon moving mechanical parts for their operation, such as
mechanisms for rotating magnetic tapes and disks. Their data access time is longer than is that of
electronic memories; however they cost less per bit stored and have larger capacities for data storage. For
these reasons most computer systems use electronic memory for primary storage and electromechanical
memory for secondary storage.

Primary storage has the least capacity and is the most expensive; however, it has the fastest access
time. The principal primary storage circuit elements are solid-state devices: magnetic cores and
semiconductors. For many years magnetic cores were the principal elements used in digital computers for
primary storage. The two principal types of semiconductors used for memory are bipolar and metal-oxide
semiconductors (MOS). The former is faster, the latter is more commonly used at present. Because data
can be accessed randomly, semiconductor memories are referred to as random-access memory, or RAM.

There is a wide range of secondary storage devices. Typical hardware devices are rotating
electromechanical devices. Magnetic tapes, disks, and drums are the secondary storage hardware most
often used in computer systems for sequential processing. Magnetic tape, which was invented by the
Germans during World War 11 for sound recording, is the oldest secondary storage medium in common
use. Data are recorded in the form of small magnetized "dots" that can be arranged to represent coded
patterns of bits.

Tape devices range from large-capacity, high-data-rate units used with large data processing
systems to cassettes and cartridges used with small systems. Magnetic disk storage, introduced in the
early 1960s, has replaced magnetic tape as the main method of secondary storage. As contrasted with
magnetic tapes, magnetic discs can perform both sequential and random processing. They are classified as
moving-head, fixed-head, or combination moving-head and fixed-head devices. Magnetic discs are the
predominant secondary storage media. They include flexible, or floppy discs, called diskettes. The
"floppies™ were introduced by IBM in 1972 and are still a popular storage medium to meet the demands
of the microcomputer market.

BapuaHTBI JIeKCHKO-TPaMMATHYeCKUX YIIPA:KHEHUH K pasaeny 7:

Bapuanm 1.
Choose the correct answer.

(??)Our teacher speak three languages.
(Ncan

(?)must

(?)may

(??)They take every Friday off last year.
(Dwere allowed to

(?)might

(?)could

(??)Your coat is quite new. You buy another one.
(?)mustn ‘t

(Nneedn ‘t

(?)can’t

(?7)Id like play chess.

(?)to have to

(Dto be able to

(?)to can

(??)Students interrupt their teachers.
(?)cannot

(?)needn’t

(Dmustn’t

(??)He said he stay any longer.
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(?)might not

(Dcouldn ‘t

(?)needn’t

(?7)I think 11 go and explain it to them.
(?)must

(Dhave to

(?)can

(??)Are you sure you’ll get to the bottom of it?
(?)can

(Dbe able to

(?)may

(??)The woman got up and Grayson see her face clearly before she switched off the light.
(?)might

(Dwas able to

(?)could

(??)We not get the medicine and returned home without it.
(?)might

(?)had to

(Dcould

(??) I have your book for a moment?

(?)Might

(?)Must

(NMay

(??)The boy drive my car if he passes his exam.
(?)may

(Dwill be allowed to

(?)can

Bapuanm 2.
Choose the correct answer.

(??)You have any problems with Jack. He’s such a good baby.
(D)mustn 't

(DNshouldn 't

(??)You use cream in this sauce, but it makes it much tastier.
(Ndon t have to

(D)mustn 't

) watch my favourite TV programme because Sue rang up for a long chat.
(Ncouldn t

(M)wouldn t

(??7)Timmy’s so stubborn. He just do what he’s told.

(Dcan't

(Dwon t

(?7)I’'m afraid I come to your wedding as I’m on holiday in Australia.
(Dcannot

(?)may not

ol get 10% off the marked price by paying in cash.

(Nwas able to

(?)could

(??)1 to visit Uncle Tom in hospital after work, but | was too tired.
(Dshould have gone

(?)had to go

(??7)You say a word about this to your mother. It’s a surprise.
(?)don t have to

(Dmustn't
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(??)Mr. Bumble told him that it was a Board night and that the Board had said that he
appear before it.

(Dwas

(?)had

(??)She not stop here. The necessity to get out was even more urgent.

(Dmust

(?)may

(??)Why are you late? You come at 10 a.m.
(Dwere

(?)had to

(??)Don’t make such noise. We wake the baby
(mustn’t

(?)don’t have to

(??)I’m sorry I couldn’t come yesterday. I work late.
(?)must

(Dhad to

Bapuanm 3.

Choose the most likely explanation for each sentence.
(??)Megan should get good results in her exams.

(?) Megan has an obligation to get good results in her exams.
(D1t is probable Megan will get good results in her exams.

(?))1 couldn t swim until 1 was 16 years old.

(?)I didn’t have permission to swim until I 16 years old.

(HI didn’t have the ability to swim until | 16 years old.
(??)Passengers may smoke once the plane is a

(?)There is a possibility that passengers will once the plane is airborne.
(DPassengers have permission to smoke on plane is airborne.
(??)No one can smoke on the London Underj

(?)No one has the ability to smoke on the London Underground.
())No one has permission to smoke on the London Underground.
(??)You should wear glasses.

(1)My advice is that you wear glasses.

(?)There is a probability that you will have to wear glasses.
(??)Will you answer the door?

(?)Are you at some time in the future going to answer the door?
(HI’m asking you to answer the door.

(??)1 couldn t get the top off the bottle.

(?)1 did not have permission to get the top off t bottle.

(D1 did not manage to get the top off the bottle.

(??)You must be tired.

(1)1'am sure you are tired.

(?)1 order you to be tired.

(??7)Andrew’s got a meeting after work so he may not go to the party.
(?)Andrew does not have permission to go to the party.

(") There’s a possibility Andrew won’t go to the party.

(??)You needn t have given me a lift.

(?)You gave me a lift. This was very kind but not necessary.
(You didn t give me a lift because it wasn’t necessary.

(??)You might have helped to clear up after the party.

(HI’m angry because I think you ought to have helped clear up.
(7)1 think that there’s just a possibility that you helped to clear up.
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INPAKTHYECKOE 3A/TAHUE K PA3JIEJIY 8
®opMbI NPAKTHYECKOI'0 32 JaHUA:

1. TEeKCT /Il YTeHHs, epeBo/a, 00Ccy KIeHUs
2. rpaMMaTnyecKue ynpaskHeHus
3. JIeKCMYecKHe YITPasKHeHus!

BapuaHnTbl TekcTOB K pa3aeiy 8:

Bapuanm 1.
COMPUTER PROGRAMMING

Programming is the process of preparing a set of coded instructions which enables the computer to
solve specific problems or to perform specific functions. Theiessence of computer programming is the
encoding of the program for the computer by means of algorythms. The thing is that any problem is
expressed in mathematical terms, it contains formulae, equations and calculations”™ But the computer
cannot manipulate formulae, equations and calculations. Any problem must be specially processed for the
computer to understand it, that is — coded or programmed.

The phase in which the system's computer programs are written is called the development phase.
The programs are lists of instructions that will be followed by the control unit of the central processing
unit (CPU). The instructions of the program must be complete and in the appropriate sequence, or else the
wrong answers will result. To guard against these errors in logic and to document the program'’s logical
approach, logic plans should be developed.

There are two common techniques for planning the logic of a program. The first technique is
flowcharting. A flowchart is a plan in the form of a graphic or pictorial representation that uses predefined
symbols to illustrate the program logic. It is, therefore, a "picture™ of the logical steps to be performed by
the computer. Each of the predefined symbol shapes stands for a general operation. The symbol shape
communicates the nature of the general operation, and the specifics are written within the symbol. A
plastic or metal guide called a template is used to make drawing the symbols easier.

The second technigue for planning program logic is called pseudo code. Pseudo code is an
imitation of actual program instructions. It allows a program-like structure without the burden of
programming rules to follow. Pseudo code is less time-consuming for the professional programmer than is
flowcharting. It also emphasizes a top-down approach to program structure.

Bapuanm 2.

BASIC

BASIC is the acronym for beginner's all-purpose symbolic instruction code. It was developed in
Dartmouth College as an easy-to-learn programming language for students and inexpe—rienced
programmers. Its key design goal is simplicity. BASIC has become a very popular language in systems
where many users share the use of a computer through terminals and it has become a universal language
for personal computers.

The language BASIC is mathematically oriented, that is, its typical use is to solve problems of a
mathematical nature. Be—cause BASIC programs are usually executed from a terminal or microcomputer
where input is entered through a keyboard and printed output is relatively slow, problems of a business
nature requiring large volumes of input-output data are usually not practical.

PASCAL
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PASCAL was invented in 1970 by Professor Niklaus Wirth of Zurich, Switzerland. It was named
after the mathematician Blaise Pascal, who invented one of the earliest practical calculators. PASCAL is a
mathematically oriented programming language and, as such, is most commonly used in mathematics,
engineering, and computer science departments of colleges and universities. This language is somewhat
unusual in that it was designed to be a structured language. This means that the program must be written
in logical modules which are in turn called by a main controlling module. Much of PASCAL'S popularity
is due to work done at the University of California at San Di-ego, where PASCAL has been implemented
on several different computers including microcomputers.

BapuaHThI JIeKCHKO-TPAMMATHYECKUX YIIPAKHEHUH K pa3aeny 8:

Bapuanm 1.
Choose the correct form of the verb (There are no mixed type sentences)
(??)If | had realized you were a bad driver, | with you.
(?)didn’t come
(?)hadn’t come
(?)wouldn’t come
(Ywould have come
(??)If Beth to her home town, she could visit her parents.
(Dwent
(?)had gone
(?)would go
(?)would have gone
(??)If the light were better, you the sign.
(?)will see
(?)had seen
(Dwould see
(?)would have seen
(?7)If Jane more careful, she wouldn’t have left her watch in the changing room.
(?)were
(Dhad been
(?)would be
(?)would have been
(??)1f she coffee late at night, she would have been able to sleep.
(?)didn’t drink
hadn’t drunk
(?)wouldn’t drink
(?)wouldn’t have drunk
ol for the job if | were better qualified.
(?)applied
(?)had applied
(Dwould apply
(?)would have applied
(??)We a house if only we were given a bank loan.
(?)bought
(?)had bought
(Dwould buy
(?)would have bought
(??7)She wouldn’t have married him if she what was like.
(?)knew
(Dhad known
(?)would know
(?)would have known

61




(??)If they

(Drealized
(?)had realized
(?)would realize
(?)would have realized
(?7)If her son

the significance of this event, they would be more alarmed.

two years earlier, he wouldn’t have had to do military service.

(?)were born

(Hhad been born
(?)would be born
(?)would have been born
(??)1f she were here, she
(?)knew

(?)had known

(Dwould know

(?)would have known
(??)1f Joe

what to do.

(Y)got up

(?)had got up
(?)would get up
(?)would have got up
(??)He

(?)discussed

(?)had discussed
(Dwould discuss
(?)would have discussed

(??)If | knew the address, |

(?)gave

(?)had given
(Dwould give
(?)would have given

earlier, he would get to institute on time.

the problem now if he were concerned about it.

it to you.

(??)If I had known that you were in hospital, | you.

(?)visited
(?)had visited
(?)would visit
(Dwould have visited
(?7)If the fire

, their house wouldn’t have been destroyed.

(?)didn’t happen
(1hadn’t happened
(?)wouldn’t happen

(?)wouldn’t have happened

(?)If the sound

so loud, she wouldn’t be so nervous.

(Nweren’t

(?)hadn’t been
(?)wouldn’t be
(?)wouldn’t have been
(?7)If he

(?)didn’t leave
(Dhadn’t left
(?)wouldn’t leave
(?)wouldn’t have left
@)1
(?)took
(?)had taken
(?)would take
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(Dwould have taken
(??)If you had arrived ten minutes earlier, you a seat.
(?)got
(?)had got
(?)would get
(Hwould have got

Bapuanm 2.
(??)Match the sentences which have the same meaning. Coeaunute npenioKeHUs, UMECIOIINE

OJMHAKOBOE 3HAYCHUE.
The new assistant was difficult to deal with. We refused to work with him. ~ If the new assistant hadn’t
been so difficult to work wit, we wouldn’t have refused to work with him.

The new assistant is difficult to deal with. We refused to work with him. ~ If the new assistant weren’t so
difficult to work wit, we wouldn’t have refused to work with him.

The new assistant is difficult to deal with. We refuse to work with him. ~ If the new assistant weren’t so
difficult to work wit, we wouldn’t refuse to work with him.

(??)Match the sentences which have the same meaning. CoequHuTE MPEAIOKEHHS, HMEIOIIUE
OJIMHAKOBOE 3HAYCHHE.

You are very absent-minded. You forgot about the arrangements. ~ If you weren’t so absent-minded, you
wouldn’t have forgotten about the arrangements

You are very absent-minded. You forget about the arrangements. ~ If you weren’t so absent-minded, you
wouldn’t forgot about the arrangements

You were very absent-minded. You forgot about the arrangements. ~ If you hadn’t been so absent-minded,
you wouldn’t have forgotten about the arrangements

(??)Match the sentences which have the same meaning. CoequHuTE MPEATIOKEHHS, HMEIOIIUE
OJIMHAKOBOE 3HAYCHUE.

You are afraid of the exams because you didn’t study properly during the term. ~ You wouldn’t be afraid
of the exams if you had studied properly during the term.

You are always afraid of the exams because you don’t study properly during the term. ~ You wouldn’t be
afraid of the exams if you studied properly during the term.

You were afraid of the exams because you didn’t study properly during the term. ~ You wouldn’t have
been afraid of the exams if you had studied properly during the term.

Bapuanm 3.
Choose the correct form of the verb
(??)The old man wished he touch with his relatives.
(Dhad not lost
(?)did not lose
(?)would not have lost
(??2)1 wish | what you are talking about.
(?)understand
(Dunderstood
(?)would understand
(??)We had a wonderful holiday in Italy. I wish we there again next year.
(Hwent
(?)go
(?)will go
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(??)They wished you more in future.

(?)will read

(?)read

(DYwould read

(??)They did not find the man. | wish they who he was.
(?)discovered

(Dhad discovered

(?)have discovered

(??) “He is gone,” murmured Sibyl. “I wish you him.
(?)saw

(Hhad seen

(?)would see

2

(??)The weather is awful. | wish it raining.

(?)had stopped

(?)will stop

(1stopped

(??)1 am sorry to have missed you this morning. I wish | you.
(?)saw

(?)have seen

(Dhad seen

(??)1t was necessary that Tom care of his sister.
(Dshould take

(?)should have chosen

(?)will take

(??)1t’s so unfortunate that she that phrase.
(?)should coose

(Dshould have chosen

(?)has chosen

(??)This flat was vacant and Julia suggested that Tom it.
(?)should have taken

(Dshould take

(?)takes

(??)He was kind enough to suggest that | the money.
(Dshould have

(?)would have

(?)should have had

(??)He demanded that she a little rest to look her best at the party.
(Dshould have

(?)will have

(?)would have

(??)The chairman proposed that the question in the agenda.

(?)should include

(?)should have been included

(Dshould be included

(??)1t is impossible that they on the trip already.
(?)should start

(Dshould have started

(?)have started

(??)He speaks German as if it his mother tongue.
(?)should be

(?is

(Nwere

(??)1 feel as if | here before.
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(?)have been

(Hbhad been

(?)should have been

(??)Fred hesitated as if the question difficult.
(Dwere

(?)is

(?)had been

(??)They both behaved as if nothing
(?)should happen

(Yhad happened

(?)has happened

(??)He always makes wonderful speeches as if he orator’s skills.
(?)should be taught

(Dhad been taught

(?)has been taught

(??)He looks as if he a month on the Canary Islands.

(Dhad spent

(?)spent

(?)should have spent

(??)He introduces me to his brother as if we before.

(1hadn’t met

(?)haven’t met

(?)didn’t meet

(??)He acts as if he responsible for it. But he is.

(?)isn’t

(weren’t

(?)shouldn’t be

INPAKTHYECKOE 3A/IAHUE K PA3JAEJIY 9

@opMbI IPAKTHYECKOTO 3aJaHNS:

1 TEeKCT /11l YTeHHsl, epeBo/a, 00Cy KIeHHUs
2. rpaMMaTH4YecKHe ynpasKHeHUs
3. JeKCHYeCKHe YPaKHeHHsI

BapuaHTbl TekcTOB K pa3aeny 9:
Bapuanm 1.

Business skills
You can’t do business without business skills. Logical, isn’t it? But having good business skills doesn’t
necessarily mean you have to have an MBA, have gone to University or had any formal business
education. It does mean, however, that you have (or have the desire and drive to attain) certain skills
which most successful business people have. These skills are basic skills such as communication, e-
mailing, telephoning, meetings, negotiation and line management. They are also likely to include
advanced skills such as conferencing, presentation, influencing, conflict management, leadership, critical
thinking, and teambuilding.
Business skills are important at whatever level you work within an rganization: from working in a
mailroom to running the company, good skills make you attractive to fellow-workers and employers.
Business skills, whether acquired in a formal setting, a training room or even the school of life can make a
huge difference because good skills will give you the ability to communicate effectively with colleagues,
get your ideas across, make people want to listen to you, and what is more, hear what you have to say.
Business skills give you an edge in the way you work with clients, plan a marketing campaign, challenge
the competition, bring in new business, etc. Lack of them could mean you stay run of the mill. More and
more companies expect their employees to attend training courses because the better skilled their people
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are, the better their chances are of survival in a very tricky time in our economy. Training budgets are
often the first things to get slashed during an economic downturn. The smart companies know that quite
the opposite needs to happen: their people need to acquire more business skills to be able to cope with
added pressures, scaled down staff and higher expectations.

However you get them, good business skills will last you your entire career and may even have a good
impact on your personal life as well!

Bapuanm 2.

Leaving a message on an answering machine or Voice Mail
Though the world has gone tech-savvy, phone still remains an imperative part of all communications. It
connects a person directly to the other and also helps in conveying information. While you cannot be
around the phone all the time, an efficient way to make up for the unavailability would be to appoint
someone who can take the message from the caller (if any). Though this might sound a simple task, there
is an art in taking phone messages as well. It shows the interactive skills of the person appointed for the
task. So, while appointing someone, ensure that the person is efficient in taking calls. There can be
nothing more annoying and frustrating than to be handed a crumpled piece of paper, with semi-legible
words written on it and being told that it's important. Phone message should be accurate and detailed, at
the same time, allowing the owner to spend little or no time in deciphering the note.
When you call someone but they aren’t there, often their voicemail “picks up” or answers the phone.
Then you have to leave a message. Anyone who uses the phone in their job has to deal with voicemail.
Have you ever started to leave a message on someone’s voicemail, and then when you heard the “beep”
sound, you didn’t know what to say? When you’re speaking a foreign language, talking without
preparation can be challenging, especially when you cannot see or hear the person you’re talking to. But
with a little practice, you’ll be a voicemail pro.

BapuaHThI JTeKCHKO-TPAMMATHYECKUX YIIPAKHEHU K pa3aeiay 9:
Bapuanm 1.

(??7)Answer the questions. BeiOepuTe oTBeT Ha BONPOC U3 MPEIOKEHHBIX BAPUAHTOB.
(??)What do people need business skills for?

(?) It’s challenging and rewarding.

(1) To work within an organisation

(?) It’s conferencing, presentation, influencing

Bapuanm 2.

(??). What are the basic business skills? Advanced?

(?) It’s formal business education

(?) To work within an organisation

(DIt is conferencing, presentation, influencing, critical thinking, and teambuilding

(??).What ability will good business skills give to you?

(1) To give you the ability to communicate effectively with colleagues
(?) The survival in a very tricky time in our economy.

(?) Quite the opposite needs to happen

Bapuanm 3.

(??)Match the words from the text and their synonyms. TTonGepute k JaHHBIM CIIOBAaM CHHOHUMBI.
(~) career ~ job

(~) challenge ~ difficulty, problem
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(~) challenging ~ demanding

(~) a desire- a wish

(~)to get across - to communicate successfully
(~) extra hours ~ overtime

(~) get paid ~ earn

(~) hire ~ employ

(~) rewarding ~ satisfying

(~) route ~ way

(~)to get slashed — reduced

IMTPAKTUYECKOE 3AJAHHUE K PA3JIEJTY 10

@opMbI IPAKTHYECKOTO 3aJaHNS:
1. TEKCT JIJIsl YTeHHSs1, IePeBoIa, 00Cy KIeHUsl

BapuaHThI TekcTOB K pa3aeny 10:
Bapuanm 1.

How To Take A Phone Conversation. Telephone Etiquette Tips

A telephonic conversation is all about communicating in the right way, as it is different from a face-to-
face conversation, which makes understanding the other person pretty easy for you. Observing telephone
etiquette is imperative; especially if it’s an official call that you are making or receiving. Most of us tend
to forget some basic rules of telephonic conversations, which should be taken utmost care of. For
instance, it’s rare to see people being polite over the phone, as if every call is unwarranted and uncalled
for. Check out some more phone conversation tips to help you update your phone skills. Read on to know
what telephone etiquette you should observe, while on a call.
Telephone Etiquette Tips:
Speak Slowly & Clearly
It is not possible to watch the lip movement of the person speaking on the other side of the phone. So, at
times, it can become difficult to understand what is being said, especially if the speaker is going too fast
and is lacking clarity of speech. Ditto for you! Try to speak as clearly as you can, on the phone and don’t
rush through a conversation. Even you would not like to repeat yourself over and over again. Therefore,
follow the key rule i.e. speak slowly and clearly. However, this does not mean that you start sleeping over
the phone. Rather, maintain a decent tempo.
Be Well-Mannered
It is important to follow proper etiquette during a telephonic conversation, more so when it is an official
call. Always speak in a pleasant and congenial tone, so that the other person doesn’t feel discouraged or
start presuming that you do not want to entertain him/her, unless that is exactly what you want to do.
Make sure that you do not interrupt the other person before he/she has completed the sentence. It can be
very annoying for him/her. Also, try not to engage in an argument, especailly if it’s an official call.
Never Eat Or Chew During Call
Make sure that you are not eating or chewing anything during the call, as you won’t be able to speak
clearly and it will also give the person on the other side of the phone a very crude impression about you.
While it may not be possible to sound very polished and sophisticated on the phone every time, for a
variety of reasons, there are some basic things you need to avoid on the phone and eating or chewing is
one of them. It will be better not to pick up the phone when you are eating something.
Develop Listening Skills

Many people have a tendency to talk incessantly on the phone, while not giving the other person a

chance to speak. Do realize that it is important to listen to the other side as well, especially if you are not
the one to make the call. While listening to the caller, you can interrupt in an encouraging manner by
saying ‘yes’, 'l see', 'okay', ‘right,” ‘I know what you mean’, and so on.
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BapuaHTBhI JJeKCHKO-TPAMMATHYECKUX yIIPaKHeHUH K pa3aenay 10:

Bapuanm 1.

(??)Match English phrases from the text with their Russian equivalents. ITogoepure pycckue
9KBUBAJICHTHI K aHIJIUHCKHM CJIOBOCOYCTAHHSIM

(~)management~ MEHEIDKMEHT, YIIPABJICHHE

(~) difficult matter~cioxxHbIi BOIIpoOC

(~) employee~ cayxaruii, paboTaromiyii o HaitmMy

(~) to be aware of the disadvantages~3Hars HerOCTaTKH

(~) to deal with ~umeTs meino ¢

(~) overcoming these challenges~mpeomoneBars CI0KHOCTH

(~)company~ KOMIaH¥sl, TOBAPUIIECTBO, HUpmMa

(~)get paid ~ 3apabarbsiBaTh

(~) provide you with a great sense of satisfaction~npuHOCHTb YyBCTBO yIOBICTBOPCHHUS
(~) to get across ~ MPHUITHU K YCIICITHOMY COTJIAIICHHUIO

Bapuanm 2.

(??) Match English phrases from the text with their Russian equivalents. I[Togbepute 3kBHBaICHTHI K
CJIOBOCOYECTAaHUAM

(~)nefarious ~ evil or criminal

(~)illicit~ not allowed by laws or rules, or strongly disapproved of by society

(~)intend to ~ have something in your mind as a plan or purpose

(~)consent ~give your permission for something or agree to do something

(~)acquire ~ obtain something by buying it or being given it

(~)trigger ~ make something happen very quickly

(~)eliminate ~ completely get rid of something that is unnecessary or unwanted

(~) enhance ~ improve something

(~) sign up for ~ put your name on a list for something because you want to take part in it
(~)subscribe to ~pay money, usually once a year, to have copies of a newspaper or magazine sent to
you, or to have some other service

(~)opt-in~decide to join a group or system

(~) anticipate ~ expect that something will happen and be ready for it

(~) abuse ~ deliberately use something for the wrong purpose or for your own

(~) awareness ~ knowledge or understanding of a particular subject or situation

(~) endeavour ~ an attempt to do something new or difficult

Bapuanm 3.

(??)Read the text and decide if the following statements are True (T) or False (F).

(??) E-mail newsletters are used as a means of communicating messages to achieve commercial or
fundraising efforts and are sent to everyone without pre-determined basis.

(M) True

(?) False

(??)The use of E-mail newsletters has made e-mail marketing popular among many companies.

(1) True

(?) False

(??)The cost of advertisements and newsletters that are mailed normally is relatively low in comparison to
e-mail messages and E-mail newsletters.

(?) True

(M) False

(??) Opting in means that e-mail subscribers have consented to receiving e-mail correspondence on
subjects that interest them.

(?) True

(M) False

(??)Internet system administrators are responsible for dealing with abuse of the net, including the sending
of spam messages.
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(1) True

(?) False

(??)E-mail newsletters and spam look different, so people don’t have difficulty distinguishing between
the two.

(?) True

(M False

(??)A double opt in method is one of the most effective techniques for establishing an E-mail newsletter.
() True

(?) False

(??)Criminal spam operations have been developed by marketers in order to eliminate the numerous
disadvantages that were associated with E-mail marketing in the past.

() True

(?) False

(??)Opt in E-mail newsletters and advertisements will be much more untargeted and irrelevant in some
way to the consumer

(?) True

(M False

(??)E-mail newsletters are specifically designed to be informative and useful, they can also contain
advertisements and marketing efforts that will allow the owner of the newsletter to sell more products or
services in the process.

(1) True

(?) False

INPAKTUYECKOE 3AJJAHUE K PA3JIEJTY 11

@opMbI IPAKTUYECKOTO 32/ IAHUS:

1 TEeKCT /IJIsl YTeHHsl, IepeBo/ia, 00Cy KIeHUs
2. JIEKCHYeCKHe YIpaKHeHU sl
3. rpaMMaTnyecKue yrnpaskHeHus

BapuanTsl TekcToOB K pazgenay 11:

Bapuanm 1.

Writing a CV
A CV is the most flexible and convenient way to make applications. It conveys your personal details in
the way that presents you in the best possible light.

A CV is a marketing document in which you are marketing something: yourself! You need to "sell" your
skills, abilities, qualifications and experience to employers. It can be used to make multiple applications
to employers in a specific career area. For this reason, many large graduate recruiters will not accept
CVs and instead use their own application form.

An application form is designed to bring out the essential information and personal qualities that the
employer requires and does not allow you to gloss over your weaker points as a CV does.

There is no "one best way" to construct a CV; it is your document and can be structured as you wish
within the basic framework below. It can be on paper or on-line or even on a T-shirt (a gimmicky
approach that might work for "creative" jobs but not generally advised!).

Get the basics right

There is no right or wrong way to write a CV but there are some common sections you should cover.
These include: personal and contact information; education and qualifications; work history and/or

69



experience; relevant skills to the job in question; own interests, achievements or hobbies; and some
references.
Presentation is key
A successful CV is always carefully and clearly presented, and printed on clean, crisp white paper. The
layout should always be clean and well structured and CVs should never be crumpled or folded, so use an
A4 envelope to post your applications.
Always remember the CV hotspot — the upper middle area of the first page is where the recruiter's eye
will naturally fall, so make sure you include your most important information there.
Stick to no more than two pages of A4
A good CV is clear, concise and makes every point necessary without waffling. You don't need pages and
pages of paper — you just keep things short and sweet. A CV is a reassurance to a potential employer, it's
a chance to tick the right boxes. And if everything is satisfied, there's a better chance of a job interview.
Also, employers receive dozens of CVs all the time so it's unlikely they'll read each one cover to cover.
Most will make a judgment about a CV within sections, so stick to a maximum of two pages of A4 paper.
Understand the job description
The clues are in the job application, so read the details from start to finish. Take notes and create bullet
points, highlighting everything you can satisfy and all the bits you can't. With the areas where you're
lacking, fill in the blanks by adapting the skills you do have. For example, if the job in question requires
someone with sales experience, there's nothing stopping you from using any retail work you've
undertaken — even if it was something to help pay the bills through university. It will demonstrate the
skills you do have and show how they're transferable.
Tailor the CV to the role
When you've established what the job entails and how you can match each requirement, create a CV
specifically for that role. Remember, there is no such thing as a generic CV. Every CV you send to a
potential employee should be tailored to that role so don't be lazy and hope that a general CV will work
because it won't.
Create a unique CV for every job you apply for. You don't have to re-write the whole thing, just adapt the
details so they're relevant.
Making the most of skills
Under the skills section of your CV don't forget to mention key skills that can help you to stand out from
the crowd. These could include: communication skills; computer skills; team working; problem solving or
even speaking a foreign language. Skills can come out of the most unlikely places, so really think about
what you've done to grow your own skills, even if you take examples from being in a local sports team or
joining a voluntary group — it's all relevant.
Making the most of interests
Under interests, highlight the things that show off skills you've gained and employers look for. Describe
any examples of positions of responsibility, working in a team or anything that shows you can use your
own initiative. For example, if you ran your university's newspaper or if you started a weekend league
football team that became a success.
Include anything that shows how diverse, interested and skilled you are. Don't include passive interests
like watching TV, solitary hobbies that can be perceived as you lacking in people skills. Make yourself
sound really interesting.
Making the most of experience
Use assertive and positive language under the work history and experience sections, such as "developed"”,
"organised" or "achieved". Try to relate the skills you have learned to the job role you're applying for. For
example: "The work experience involved working in a team," or "This position involved planning,
organisation and leadership as | was responsible for a team of people™.
Really get to grips with the valuable skills and experience you have gained from past work positions,
even if it was just working in a restaurant — every little helps.
Skills for your CV

A social work degree includes 200 days of assessed practice, carried out in professional settings, to
gain essential practical skills for the role of social worker and to work as part of a social care workforce,
increasingly in integrated teams and alongside professionals in the NHS, schools, police and housing.
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Courses cover the study of ethics, including respecting diversity and promoting social justice. You will
develop skills of judgement and become more accountable, reflective, critical and evaluative.
Transferable skills gained include:

. communication skills;

. analysing a situation and problem solving;
. managing conflict;

. advocacy;

. negotiating plans and goals.

You will also develop effective time management skills.
Including references
References should be from someone who has employed you in the past and can vouch for your skills and
experience. If you've never worked before you're OK to use a teacher or tutor as a referee. Try to include
two if you can.
Keep your CV updated
It's crucial to review your CV on a regular basis and add any new skills or experience that's
missing. For example, if you've just done some volunteering or worked on a new project, make sure
they're on there — potential employers are always impressed with candidates who go the extra mile to
boost their own skills and experience.
BapuaHTBI JIeKCHKO-TPaMMATHYeCKHX yIIpaKHeHU# K pa3aeny 11:
Bapuanm 1.
(??)Match the halves of the sentences. CoenuHuTE OJIOBUHBI IPEIOKCHUH.
(~) At the end I will suggest practical ways in which you as managers can motivate both... ~ ...
yourselves and the people who work for you.

(~) Good morning ladies and gentlemen, ... ~ ... and welcome to our session on the dynamics of
motivation.
(~) Then I will give a short demonstration of ... ~ ... our prototype and explain what we have already
achieved.

(~) Please feel free to raise questions at any... ~ ... time on technical or financial aspects of the project
and | shall do my best to answer them.
(~) To begin with, I'shall ... ~ ... outline the main goals of the project.
(~) I would like to ask you to keep any questions you may have until the end, when... ~ ... Thope we
will also have time to discuss your personal experiences and particular work situations.
(~) Finally, I shall move on to the major ... ~ ... commercial applications and potential returns on
investment.
(~) I will then turn to what we really mean by motivation, and look at the internal... ~ ... and external
factors that play a part in creating it.
(~) I would like to talk to you this afternoon about ... ~ ... why we feel our interactive video project is
worth investing in.
(~) Ishall start by looking at why motivation... ~ ... is so important and why the ability to motivate is a

vital management skill.
Bapuanm 2.

(??)Read this introduction to a presentation. Choose the correct words or phrases in italics:

(??)Good afternoon, ladies and gentlemen and welcome our seminar on corporate property
management.

(?)in

(HTo

(?)for

(??) 'would like to by telling some of the main issues in corporate property management (5)
so in order you will be able to judge whether your company is devoting sufficient time to this question.
(?)starting
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(1) commence
(?) begin
(??) 1'will then turn to some of the legal and financial aspects of property management, and will
how your companies may be affected by current and future legislation.
(1) explain
(?) tell
(?) look
@)1 will of the kinds of problems our clients have faced and explain what was done to solve
them.
(?) illustrate
(?) discuss
1) give examples
(??)1 will finish by giving a brief resume of the consultancy service that we offer, and I will explain what
you do if you would like to look into the matter further.
(?) need
(1) should
(?) shall
(??) As we are rather for time, 1 would be grateful if you could rest any questions you may
wish to raise until the end, when I will do my best to answer them.
(Dshort
(?)hurried
(?) pressed

IMPAKTUYECKOE 3AJJAHUE K PA3JIEJTY 12

@opMbI IPAKTUYECKOTO 32/ IAHUS:
1. TEeKCT /IJIsl YTeHHsl, IepeBo/ia, 00Cy KIeHUs

Bapuantsl TekcToB K pa3geray 12:
Bapuanm 1.

E-mail newsletters
E-mail newsletter marketing is a type of direct marketing that makes use of electronic mail as its

communicating medium. E-mail marketing is regularly used as a means of communicating messages
about commercial or fundraising efforts to a large audience, and one of the best ways to achieve this is
through the use of e-mail newsletters. In the broadest sense, e-mail newsletters need to be signed up for,
subscribed to or opted-in two, and then the owner of the e-mail newsletter will send periodic messages
to everyone on the membership list, usually on a pre-determined basis. Some e-mail newsletters go out
daily, weekly or monthly, while others only go out when there is something specific to say.

The term e-mail marketing, which is the foundation for e-mail newsletters, is often used to refer to the
following characteristics:
. Sending out e-mail messages with the primary purpose of enhancing a specific relationship
between merchants and their current or past customers, as well as to encourage loyalty from customers
and repeat business.
. Sending out e-mail messages with the purpose of acquiring new potential customers, or in order to
convince current and recent customers to purchase something new.
. Adding advertisements to e-mail messages that are sent by other companies to their list of
customers, and then sending those e-mails over the internet.

E-mail marketing through the use of E-mail newsletters has become popular among many companies,
individuals and marketing endeavours for a number of reasons. There are a variety of advantages that are
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associated with e-mail marketing, especially when e-mail newsletters are involved. Some of these
advantages include:

. The fact that mailing lists provide marketers with the ability to distribute a lot of information to a
wide range of customers from a specific market or group at a cost that is relatively low.

. The fact that the delivery time is short for e-mail messages and E-mail newsletters in comparison to
advertisements and newsletters that are mailed normally.

. The fact that compared to other media investments like direct mail and printed newsletter
marketing, E-mail newsletters are much more cost effective and less expensive overall.

. E-mail newsletters allow advertisers to push the message to the audiences rather than relying on a
customer to visit the website such as in website based advertising.

. E-mail newsletters can be easily tracked. Advertisers can use web bugs, auto responders, bounce
messages, unsubscribe requests, click through and read receipts in order to measure both positive and
negative responses and open rates as well as to correlate sales through marketing.

. Through E-mail newsletter marketing, advertisers are capable of generating repeat business both
automatically and affordably as well.

. Through E-mail newsletter marketing, advertisers will be capable of reaching much more
substantial numbers of e-mail subscribers that have opted in to receive the communication. Opting in
means that they have consented to receiving e-mail correspondence from you on subjects that interest
them.

. Because over half of all internet users access E-mail on a single typical day, using E-mail
newsletters as a marketing endeavour means reaching out to many more people than other means of
advertising or marketing.

. Specific interaction with messages is capable of triggering other E-mail newsletter messages to be
delivered, or even other events, such as updating the recipient's profile in order to indicate their interest in
a specific interest category for example.

. Perhaps one of the greatest benefits of all for this type of marketing is that it is completely paper
free, and therefore eco friendly.

There are also some disadvantages that are associated with E-mail marketing through E-mail
newsletters and using this marketing means to communicate with people. While many companies use E-
mail newsletters as a means of communicating with their existing customers and past customers, there are
also companies that send unsolicited E-mail messages to large groups of people in the form of spam.
Internet system administrators often consider themselves to be responsible for dealing with abuse of the
net, including the sending of spam messages. Most administrators possess what is a passionate dislike for
receiving spam, which is defined as any E-mail message that was unsolicited. An entirely normal
response to spamming is to take down an entire corporate website if they can trace the spam back to its
creator. Most internet service providers do not tolerate spam, and their contracts permit such rash actions
meaning that the spammer has no resource if he or she is caught and punished for the act.

Ilicit E-mail marketing actually predates the legitimate versions of E-mail marketing and E-mail
newsletter marketing. Because criminal spam operations have long been billing themselves as legitimate
businesses, real legitimate businesses have had difficulty establishing themselves as legitimate.
Sometimes E-mail newsletters and spam look similar, so people have difficulty distinguishing between
the two. This is not because E-mail newsletter marketing is nefarious by any means, but rather because
illegitimate spammers are constantly trying to pass themselves off as the real deal.

One of the most effective techniques for establishing an E-mail newsletter is to require a double opt
in method, which requires that potential recipients manually confirm that they requested the E-mail
newsletters by clicking on a unique link in an e-mail message and then entering a unique code that
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confirms that yes, they actually did request the information in question. Responsible auto responder
companies and E-mail marking companies regularly utilize this particular double opt in method in order
to confirm each of their requests for an E-mail newsletter before they add those names and e-mail
addresses to their member list.

Legitimate companies that are considering the use of E-mail newsletter marketing need to make
sure that the program that they use does not violate spam laws in the country that they are operating
within.

Opt In E-mail Newsletters

Opt in E-mail newsletters are known as permission marketing. This is a form of advertising through
the E-mail where the recipient has consented ahead of time to receiving the E-mail messages. This is one
of several methods of advertising via E-mail that have been developed by marketers in order to eliminate
the numerous disadvantages that were associated with E-mail marketing in the past.

Opt in E-mail newsletters and other E-mail marketing is evolving into a technology utilizing a
handshake protocol that exists between the receiver and the sender. This E-mail newsletter or E-mail
marketing system is intended to create a higher degree of satisfaction between the marketer and the
consumers. If opt-in E-mail newsletters and opt-in E-mail advertising are used, then the material that is E-
mailed to the consumers will be anticipated and looked forward to. It is assumed, then, that the consumer
IS interested in receiving the material, making these E-mails unlike the unsolicited advertisements that
spam marketers are sending. Ideally, opt in E-mail newsletters and advertisements will be much more
personal, and will be relevant in some way to the consumer rather than untargeted in the way that spam E-
mail messages are.

E-mail newsletters are a popular example for what permission marketing can achieve. E-mail
newsletters are sent to the customers of a business, or to subscribers that are looking to receive certain
information. These E-mail newsletters are capable of informing customers and other subscribers about
upcoming events, special promotions, special deals for members, industry news, and all kinds of
additional information. While E-mail newsletters are specifically designed to be informative and useful or
relevant to the subscribers, they can also contain advertisements and marketing efforts that will allow the
owner of the newsletter to sell more products or services in the process.

When a marketer has a foundation of contact information from users that opted in, they can send
their promotional materials out automatically in the form of E-mail newsletters. They can also segment
their promotions out in order to reach out to a myriad of different market segments, making E-mail
newsletters a good way to promote your business without your E-mail marketing endeavours looking like
purely advertisement.

ITPAKTUYECKOE 3AJAHHUE K PA3JIEJTY 13

@opMBbI NPAKTHYECKOTO 3aJaAHHUS:
1 TEKCT /IS YTeHUs, epeBoaa, 00Cy KIeHust

BapuanTbl TekcToB K pasaeny 13:
Bapuanm 1.

HR Recruiter Career Job Description

Fulfilling the tactical objectives of a business through hiring and retaining employees is one job of
an HR recruiter. HR professionals can succeed in this important role by developing and implementing

recruiting plans and strategies, striving to bring in the best people to fill company needs.
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The HR recruiter position can be challenging and is often fast-paced. Professionals typically work
with internal HR staff, hiring managers, college, and university placement officers, and use a network of
established contacts to find the right people for a given position. If you aspire to become an HR recruiter,
you can achieve your goal by pursuing the advanced skills and in-depth knowledge provided by a Masters
in HR program.

Job Outlook and Salary

According to the U.S. Bureau of Labor Statistics (BLS), HR recruitment specialist jobs are
predicted to grow 5% through 2024, likely due to changes in employment law, increased efforts by
businesses to attract and retain quality workers and a complex and competitive business environment.
Businesses can also drive demand for qualified HR experts to help them grow and prosper.

In addition, according to the latest statistics from the BLS, the annual salary of an HR recruiter
was $57,420. The lowest 10% earned less than $33,000, while the highest 10% of recruiters reported
earning more than $98,000 annually.

HR Recruiter Job Duties

One of the responsibilities of the HR recruiter is to seek out professionals with the right
combination of experience, education and skills to fill a particular position. Employers typically depend
on HR recruiters to attract employees who fit a job description and have the potential to become valuable
additions to the company. To achieve this objective, HR recruiters typically work with hiring managers to
develop recruiting plans and write job descriptions. Then, they publicize openings by posting them in
appropriate outlets and work toward developing a pool of qualified individuals.

Check out our Human Resources Career Guide Here

HR professionals can identify recruiting opportunities by researching new sources for talent,
cultivating relationships with industry professionals and networking with college placement officers and
staffing company personnel. HR recruiters often represent an employer at public events, such as job fairs
and community job outreach programs.

Additional HR recruiter duties are aligning the hiring process, beginning with screening applicants
and interviewing potential hires, followed by making recommendations, writing offer letters, conducting
reference checks and negotiating contracts.

Education and Training

A bachelor’s degree is often the minimum education required for an HR recruiter. Some employers
may require several years of work experience, although preference may be shown to candidates who hold
professional HR certification or a Master’s Degree in HR. Competition for these positions can be intense,
so it may be beneficial to give yourself every possible advantage to help distinguish yourself from the

crowd.
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One way professionals can improve their prospects is by enrolling in a Master of Science in
Human Resource Development degree program. Coursework typically includes organizational change
management, human resource metrics and statistical research, workforce planning and financial
management for profit.

Employers can be confident that professionals who have earned a Master’s Degree in HR are able

to:
o Demonstrate skills in budgeting and financial management
o Effectively develop, utilize and conserve human resources
o Make informed business decisions based on data and statistics
o Develop strong recruitment packages and measure their success
o Leverage advanced knowledge and skills to succeed as an HR recruiter

Are You Ready For a Challenging and Rewarding HR Recruiter Career?

HR recruiters can typically be relied upon to fill their role in building a strong workforce and
adding to the bottom line. Professionals should have a variety of skills in this position, such asa
knowledge of employment and labor law, strong interpersonal and communication skills and the ability to
discern between good and bad candidates. Additional attributes that may serve HR recruiters well include
cultural sensitivity, confidentiality and a strong sense of self-confidence.

In conclusion, a Master of Science in Human Resources Development degree can help give you
the comprehensive knowledge and advanced skills necessary to take your career to the next level.

Bapwuanr 2.
Job options

The majority of graduates go on to practise as social workers but the skills gained are also highly
relevant for a range of related social care roles...

Jobs directly related to your degree include:

. Probation officer (Northern Ireland)
. Social worker

Jobs where your degree would be useful include:
. Adult guidance worker

. Advice worker

. Careers adviser

. Charity officer

. Community development worker

. Counsellor

. \olunteer coordinator

. Youth worker

Remember that many employers accept applications from graduates with any degree subject, so
don't restrict your thinking to the jobs listed here.
Work experience

Previous work experience in an area relating to social work is extremely important for entry into
the profession. This may be through paid positions or voluntary work and can include roles in community
care centres, working with children or with vulnerable adults.

Any roles that show you can demonstrate empathy, along with a genuine desire to improve the
quality of the lives of others, are helpful.

An interest or participation in your local community is also useful. Relevant voluntary work may
be found through Volunteering Matters.
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https://www.prospects.ac.uk/job-profiles/probation-officer
https://www.prospects.ac.uk/job-profiles/social-worker
https://www.prospects.ac.uk/job-profiles/adult-guidance-worker
https://www.prospects.ac.uk/job-profiles/advice-worker
https://www.prospects.ac.uk/job-profiles/careers-adviser
https://www.prospects.ac.uk/job-profiles/charity-officer
https://www.prospects.ac.uk/job-profiles/community-development-worker
https://www.prospects.ac.uk/job-profiles/counsellor
https://www.prospects.ac.uk/job-profiles/volunteer-coordinator
https://www.prospects.ac.uk/job-profiles/youth-worker
http://volunteeringmatters.org.uk/

Search for placements and find out more about work experience and internships.
Typical employers

Most social workers are employed by local authority children's or adult services. Increasingly,
however, opportunities are available with voluntary organisations or charities, such as:

. Action for Children

. Barnardo's

. National Society for the Prevention of Cruelty to Children (NSPCC)

Some social workers work for the National Health Service (NHS) in mental health trusts,
community-based settings or in prisons; either employed directly or seconded from local authorities.
There are also jobs available in the private sector, such as with private fostering agencies and it is possible
to do supply work for social work staffing agencies.

Find information on employers in healthcare, social care, charity and voluntary work, and
other job sectors.

Further study

In order to practise as a social worker, you will need to register with the:

. Health and Care Professions Council (HCPC) in England

. Care Council for Wales

. Northern Ireland Social Care Council (NISCC)

. Scottish Social Services Council (SSSC)

You will need to re-register every two years and take part in continuing professional development
(CPD), which can include post-registration training, study and conferences. In Northern Ireland, newly
qualified social workers are required to spend an assessed year in practice before they can register.

To progress or specialise, there are three levels of HCPC-approved, post-qualifying awards in five
different areas of social work:

. children, their families and carers;
leadership and management;
practice evaluation;
social work in mental health services;

. social work with adults.

These are usually studied part time in-service.

The HCPC also defines standards of proficiency in healthcare roles in England,
including standards of proficiency in social care work. See each of the individual social care councils for
the equivalent standards in Wales, Northern Ireland and Scotland.

Options for postgraduate study for those interested in other, or related, careers include community
justice, social policy, social research, counselling and teaching.

For more information on further study and to find a course that interests you, see Masters

degrees and search postgraduate courses.
What do social work graduates do?
Two in five graduates employed in the UK are working as social workers. Other occupations with

more than 100 graduates include welfare and housing professionals and youth and community workers.

ITPAKTUYECKOE 3AJAHHUE K PA3JIEJTY 14
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Presentations
When considering the English language skills required in the workplace today, the ability to give a
presentation is probably the most important. Furthermore, this skill is also the most challenging for the
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https://www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships
http://www.actionforchildren.org.uk/
http://www.barnardos.org.uk/
http://www.barnardos.org.uk/
https://www.nspcc.org.uk/
https://www.prospects.ac.uk/jobs-and-work-experience/job-sectors/healthcare
https://www.prospects.ac.uk/jobs-and-work-experience/job-sectors/social-care
https://www.prospects.ac.uk/jobs-and-work-experience/job-sectors/charity-and-voluntary-work
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http://www.sssc.uk.com/

non-native speaker. Giving a formal presentation means you must stand up in front of an audience, try to
sell your ideas, be convincing, diplomatic, concise, knowledgeable, and all in a foreign language!

The presentation should be given by the person who knows the subject.

Despite the challenges involved, more and more of my business English students are now called upon by
their companies to give presentations in English although their language level may be below intermediate
level. Presentations should be given by specialists in their particular field of work and not by those
employees who simply have the best level of English.

Giving a presentation without advanced English.

This means that a company with international connections may have to choose someone to talk about his
or her area of work even though their English language level is not good. However, it is possible to give
presentations without having advanced English if you plan correctly, take time to practise pronunciation
and key English phrases and rehearse your talk beforehand.

Ensure your presentation is divided into clear and easy to understand parts.

Ensuring your presentation is well planned is obviously necessary if you are going to speak in your native
tongue. It is more necessary if you are making a presentation in English. Your presentation should have
clearly separate parts such as in the following outline:

1) Introduction to the presentation.

Introduce yourself, your company and then what you are going to talk about.

2) Presentation body.

Divide your talk into parts, each part dealing with a separate subject. For example,

a)the history of the company,

b)the products we offer today,

c) our vision for the future.

3) Conclusion.

Depending on the subject, you may want to give a brief summary of what you have said and stress the
main points.

After the summary, you can simply tell your audience that you have finished your presentation, thank
them for attending and ask if they have any questions they would like to ask you.

Answering questions after the presentation.

Answering questions in English after your presentation could be the most difficult part because:

a) you may find the question difficult to understand, and

b) you must improvise your answers.

Checking for meaning.

Do not be afraid to ask the person asking the question to repeat what he/she said. If you are still not sure
what was said exactly, you can check by saying:

"So what you're asking is: are there going to be any new products in the near future? Is that right?"

By checking in this way, you should eventually understand what the question is. In a multilingual
environment, your audience should be sympathetic and understand you are not speaking in your native
language.

Anticipating what the guestions might be.

Another precaution you can take is to anticipate what questions may be asked. Before the presentation,
brainstorm this and write down possible questions your audience may ask. Then imagine yourself
answering these questions. Let the imaginary dialogue take place in your head - in English, of course! In
this way, you will prepare yourself mentally as well as anticipate any words which may be used that you
do not know in English. You can then look the words up in a dictionary.

Alternative ideas to help you with the questions session.

However, if you really feel your English is not at a sufficiently high level to answer questions, you may
just leave out the option completely and not include it in your presentation. Alternatively, you could ask a
colleague with a better level of English to come up and help you during the listeners' questions stage.

Be confident, be yourself during your presentation.

Whatever you decide, try not to place yourself in any situation which may cause you unnecessary stress
or nervousness. Be in control, be yourself and never apologize for not speaking good English. Break the
rules for giving presentations a little if you need to so that you can put over your message and ideas in a
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way that suits you and your own knowledge of English. Your listeners will applaud your efforts and
valour.

Bapuanm 2.

Presentations: the most challenging language skill.

When considering the English language skills required in the workplace today, the ability to give a
presentation is probably the most important. Furthermore, this skill is also the most challenging for the
non-native speaker. Giving a formal presentation means you must stand up in front of an audience, try to
sell your ideas, be convincing, diplomatic, concise, knowledgeable, and all in a foreign language!

The presentation should be given by the person who knows the subject.

Despite the challenges involved, more and more of my business English students are now called upon by
their companies to give presentations in English although their language level may be below intermediate
level. Presentations should be given by specialists in their particular field of work and not by those
employees who simply have the best level of English.

Giving a presentation without advanced English.

This means that a company with international connections may have to choose someone to talk about his
or her area of work even though their English language level is not good. However, it is possible to give
presentations without having advanced English if you plan correctly, take time to practise pronunciation
and key English phrases and rehearse your talk beforehand.

Ensure your presentation is divided into clear and easy to understand parts.

Ensuring your presentation is well planned is obviously necessary if you are going to speak in your
native tongue. It is more necessary if you are making a presentation in English. Your presentation should
have clearly separate parts such as in the following outline:

1) Introduction to the presentation.

Introduce yourself, your company and then what you are going to talk about.

2) Presentation body.

Divide your talk into parts, each part dealing with a separate subject. For example,
a)the history of the company,

b)the products we offer today,

c) our vision for the future.

3) Conclusion.

Depending on the subject, you may want to give a brief summary of what you have said and stress the
main points.

After the summary, you can simply tell your audience that you have finished your presentation, thank
them for attending and ask if they have any questions they would like to ask you.

Answering questions after the presentation.

Answering questions in English after your presentation could be the most difficult part because:

a) you may find the question difficult to understand, and
b) you must improvise your answers.

Checking for meaning.

Do not be afraid to ask the person asking the question to repeat what he/she said. If you are still not
sure what was said exactly, you can check by saying:

"So what you're asking is: are there going to be any new products in the near future? Is that right?"

By checking in this way, you should eventually understand what the question is. In a multilingual
environment, your audience should be sympathetic and understand you are not speaking in your native
language.

Anticipating what the questions might be.

Another precaution you can take is to anticipate what questions may be asked. Before the presentation,
brainstorm this and write down possible questions your audience may ask. Then imagine yourself
answering these questions. Let the imaginary dialogue take place in your head - in English, of course! In
this way, you will prepare yourself mentally as well as anticipate any words which may be used that you
do not know in English. You can then look the words up in a dictionary.
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Alternative ideas to help you with the questions session.

However, if you really feel your English is not at a sufficiently high level to answer questions, you may
just leave out the option completely and not include it in your presentation. Alternatively, you could ask a
colleague with a better level of English to come up and help you during the listeners' questions stage.

Be confident, be yourself during your presentation.

Whatever you decide, try not to place yourself in any situation which may cause you unnecessary stress
or nervousness. Be in control, be yourself and never apologize for not speaking good English. Break the
rules for giving presentations a little if you need to so that you can put over your message and ideas in a
way that suits you and your own knowledge of English. Your listeners will applaud your efforts and
valour,

16.2.2.3. Power Point should help you with your presentation - not complicate it.

This is not a lesson on how to use the tools from Power Point. This page is to help you use Power Point
or any similar programme so that it makes giving your presentation in English easier and more
manageable.

If you have read the previous section: planning your presentation, you will now know the points you
want to mention and the order you are going to present those points. You will also have checked
translations of technical words and expressions in the dictionary so you have the necessary vocabulary
ready and at hand.

Designing a simple Power Point presentation in English.

You now need to transfer the order of your points to Power Point or a similar programme. The best way
to do this is to make slides which are as simple as possible. The aim of the slides should be to:

a) serve as a prompt to indicate to your audience what you are saying now or what you are going to say
next;

b) show important factual information that your audience may not hear or not have enough time to
write down when spoken, eg. numbers, dates, names, etc;

c) provide you, the presenter, with a memory aid so you know what you are going to say at any
moment during your presentation in English.

Avoid using animated transitions within the same slide.

Presentation software allows the user to do many wonderful things. You can create attractive effects if
you use animations and transitions within one particular slide. This feature allows you to insert text,
pictures and graphs into the same slide at any given moment from above, below, diagonally, with many
spectacular results.

Ensure your presentation is easy to manage.

The problem with the animated transitions feature is that it is difficult to control. If you are giving a
presentation in a foreign language, like English, which requires you to think carefully and concentrate on
what you are saying, you should avoid animated transitions of this type in the slides. Using this feature
requires even more reference to your notes so you know which transition is next. This can be distracting
and add unnecessary confusion for you. It can also look unprofessional if you say you have finished
talking about the content of a slide and forget to insert a transition. Then when you push the remote
control button for the next slide and new topic, suddenly a graph or picture appears belonging to the
previous slide!

If you use a simple slide format with no animated transitions, you can refer to the points on the screen
one at a time to the end of the topic. When you click the remote control button, you know that the next
topic/slide will appear with no surprises!
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3. JIEKCHYEeCKHE YIPaKHEHHsI

BapuanTbl TekcTOB K pasaeny 15:
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Bapuanm 1.

Business etiquette

Ethical behaviour is doing things that are morally right. Ethics (countable noun) are moral beliefs
about what is right or wrong. Ethics (uncountable noun) is the study of this.
Ethically responsible companies want to do the right thing in areas such as: employment and community:
they want to pay attention to things that affect all
e people, not just their employees, in the areas where the company has its offices, factories and activities.
the environment: they want to conduct business in ways that protect the
e environment to ensure that the air, rivers etc. are not polluted and plant and animal life are not
endangered.
winning new business: they want to get business without engaging in corrupt
e behaviour, for example offering bribes - money given to someone so that they behave unethically.
Companies want to be seen as good corporate citizens, with activities that are beneficial not only for their
stakeholders - their employees, shareholders and so on - but for the community and society as a whole.
Accountability and transparency
Ethical corporate behaviour includes accountability - the idea that companies are completely responsible
for what they do and that people should be able to expect them to explain their actions. Transparency is
explaining this behaviour in a way that can be understood by outsiders, and not trying to hide anything.
Companies may say that they demand high levels of probity and integrity - complete honesty - from their
employees, and that they do not tolerate any form of misconduct. Corporate social responsibility
Companies have long had codes of ethics and codes of conduct saying how their managers and employees
should behave. Now they are looking at these issues in more systematic ways. They are designating
executives to oversee the whole area of corporate social responsibility (CSR).

Bapuanm 2.

10 tips for improving your presentations and speeches.

Turn off the computer.

Don't do this. Preparation should be analogue at the beginning. Turn off the technology and
minimize the distractions. You’ve got to get your idea out of your head and on the wall so you can see it,
share it, make it better. We've got to see the details and subtract and add (but mostly subtract) where
needed. And we've got to see the big picture. Ideas and patterns are easier to see when they are up on the
wall or spread out on the table.

Put the audience first.

If designed and told well, our story is really their story. Yes, the plot — the events and facts and the
order in which they are arranged — may be unique to us, but the theme is universal. The message or the
lesson must be accessible and useful for your particular audience. The advice may not be new and it may
not sound exciting, but it's true: Know your audience.

Have a solid structure.

Once you give the presentation the structure will often be invisible to the audience, but it will
make all the difference.

Most presentations will not follow a classic story structure, but there are many narrative structures
such as explanatory narratives, slice of life, and so on. The simple and obvious structure in my
TEDxKYyoto talk above follows a sort of “top-10 list”. Any variation of a top-10 list (or countdown, etc.)
creates an easy structure for both the presenter and the audience. The down side of a top-10 style is that it
is nearly impossible to remember each point without writing it down. This is why | am providing this list
in text form as well. For the live talk, my aim was not that the audience would remember each point, but
rather that one or two points would stick with each person. And I hoped that the overall message would
resonate and give people something to think about after the talk was finished.

Have a clear theme.

What is it you REALLY want people to remember? What action do you want them to take?
Details are important. Data and evidence and logical flow are important. But we must not lose sight of
what is really important and what is not. Often, talks take people down a path of great detail and loads of
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information, most of which is completely forgotten (if it was ever understood in the first place) after the
talk is finished. The more details that you include and the more complex your talk, the more you must be
very clear on what it is you want your audience to hear, understand, and remember. If the audience only
remembers one thing, what should it be? Write it down and stick it on the wall so it's never out of your
sight.

Remove the nonessential.

Cutting the superfluous is one of the hardest things to do because when we are close to the topic,
as most presenters are, it *all* seems important. It may be true that it's all important, but when you have
only ten minutes or an hour, you have to make hard choices of inclusion and exclusion. This is something
professional storytellers know very well. What is included must be included for a good reason. I'm quite
fond of the advice by the legendary writer Anton Chekhov: “Remove everything that has no relevance to
the story. If you say in the first chapter that there is a rifle hanging on the wall, in the second or third
chapter it absolutely must go off. If it's not going to be fired, it shouldn't be hanging there”.

Hook’em early.

We’ve got to hook our audience early. Don't waste time at the beginning with formalities or filler
talk. Start with a bang. Get their attention and then sustain that interest with variety and unexpectedness,
built upon structure that is taking them some place. Audiences usually remember the beginning and the
ending the most — don’t waste those important opening minutes. Too many presenters — and writers for
that matter — get bogged down in back stories or details about minor — or even irrelevant — points at the
beginning and momentum dies as audience members begin scratching their heads in confusion or
boredom.

Show a clear conflict.

Not every presentation topic is about a problem that needs to be dealt with, but many are. And we
can certainly improve almost any talk by being mindful of what is at stake and what the obstacles are to
overcome. Here's a definition of Story from the book Story Proof: The Science Behind the Startling
Power of Story: “A character-based narration of a character s struggles to overcome obstacles and reach
an important goal.” This is based off of the ol Protagonist-complication-resolution story structure. It may
not apply directly to every kind of talk you give, but many examples that we give or experiences that we
share to illustrate a point will be about a problem that needed to be dealt with. Make things clear,
engaging, and memorable by illustrating the struggle.

Demonstrate a clear change.

“A presentation that doesn’t seek to make change is a waste of time and energy”, says business
guru Seth Godin. Presentations and talks are usually a mix of information, inspiration, and motivation.
Anytime we get on a stage to speak we are talking about change. You can think of change in two ways.
First, the content of every good presentation or story addresses a change of some kind. Second, an
effective presentation or a story told well will create a change in the audience. Sometimes this can be a
big change and sometimes it is quite small. Too often, though, the only change the presenter creates in the
audience is the change from wakefulness to sleep.

Show or do the unexpected.

In classical storytelling, reversals are an important technique. Do the opposite of what the
audience expects (their expectations were based on your earlier setup). Your surprises do not have to be
overly dramatic ones. Often the best way is more subtle. You could, for example, pose questions or open
up holes in people’s knowledge and then fill those holes. Make the audience aware that they have a gap in
their knowledge and then fill that gap with the answers to the puzzle (or guide them to the answers). Take
people on a journey of discovery. And this journey is filled with bits of the unexpected. This is what keeps
the journey moving forward.

Make ’em feel.

Yes, facts, events, structure are important, but what people remember—and what is more likely to
push them to act — is the way the narrative made them feel.

Be authentic.

What | meant to say was a willingness to take a risk and be vulnerable was a necessary condition
for authenticity. There are no formulas. Vulnerability is what makes us human. We are attracted to
characters like Woody (Toy Story) because we see ourselves in their fragility. It’s what makes them
“human”. Even super heroes are interesting only when we know that they have weakness, including the
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perceived weakness of self doubt. What made Robin Williams such a remarkable and beloved entertainer
was his humanity and his authenticity. This is not something you can fake. Faking authenticity is like
faking good health. Sooner or later it’s all going to come crashing down. Authenticity is built on honesty
and a willingness to be vulnerable. It is risky, which is why authenticity is relatively rare, but so
appreciated when it is found.

Wired for story

We are a storytelling animal. We are not a bullet-point-memorizing animal. We are wired to be
attracted to story and to learn from them and to spread them. “The best stories infuse wonder”, Pixar s
Andrew Stanton says, “Everything depends on the context of the presentation, but in most cases a good
presentation is a mix of logic, data, emotion, and inspiration.” We are usually OK with the logic and data
part, but fail on the emotional and inspirational end. Certainly leaders and educators need to infuse a bit
of wonder into their talks that inspire people to make a change. A good presentation should not end when
the speaker sits down or the class comes to an end.
We will not impact everyone in even our greatest presentations. But if we can get enough people talking
about the content in the hours or days after our time on stage, then that may be enough. That's something.
That's a small victory. Maybe we have lit a spark or motivated someone just a little to explore our
message more deeply in future. That is change. It may not be a big change, but it is a change... and that is
making a difference. And that is worth getting out of bed for.

IMMPAKTHYECKOE 3AJJAHHUE K PA3JIEJIY 16

@opMbI IPAKTHYECKOTO 3aJaHNS:

1 TEKCT JIA YTeHUs, IepeBoaa, 00CyKaeHust
2. rpaMMaTH4yecKue yrpaKHeHHus
3. JIeKCHYeCKHe YIPasKHeHUs

Bapuantsl TekcToB K pa3geay 16:

Bapuanm 1.

How to become good in all areas.
Few companies are clear about how to manage what can be an amorphous collection of internal

initiatives and external relationships on social, environmental and ethical issues. Probity and
responsibility must be embedded in a company’s culture, strategy and operations from the top down. But
how can this be done? A new guide from Business for Social Responsibility, a US non-profit research and
advisory organization with 1,400 member companies and affiliates, attempts to answer this by taking the
reader step by step through the process of designing a corporate social responsibility management system.
Only a handful of companies have a full CSR management system in place, says the organization, which
advises its members on how to make responsible practices integral to their strategy and operations. Its
combined annual revenues of nearly $2,000 bn (£1,300bn) and employ 6m people. They include ABB,
British Airways, Coca-Cola, lkea, 32 Unilever and Wal-Mart. The scandals in the US have underlined
how “corporate responsibility taskforces” and codes of conduct are not enough on their own and can
sometimes be a smokescreen. Creating and building a successful CSR management system is a complex,
long- term project for any company,” says the report. “It involves a shift in the way a company conducts
business and can be likened to implementing other large- scale change initiatives such as total quality
management.” The guide runs through basics such as who currently has responsibility for CSR in the
company, why a better management structure might improve things and what “hotbutton” issues (child
labour, drug pricing) face different sectors. It encourages companies to think hard about their
stakeholders, what their concerns are, how credible and influential they are and whether they are a
potential long-term partner or liability.
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Bapuanm 2.
Different ways of etiquette in different countries

In Alphaland, businesspeople dress quite formally. The business suit is common, but for
men, wearing non-matching jacket and trousers is also a possibility.

In Betatania, the dark business suit is obligatory for men. Some companies allow women to wear
trouser suits.

In Gammaria, the business suit is almost as necessary as in Betatania, but with more variation in
colours. Some companies require employees to wear formal clothes from Monday to Thursday, and allow
less formal ones on what they call casual Fridays or dress-down Fridays. In some places, many banks and
shops require people dealing with customers to wear uniforms so that they all dress the same.

In Deltatonia, people dress more casually at work than in the other countries. For men, suits and
ties are less common than elsewhere. This is smart casual. Alexandra Adler continues her seminar on
cross-cultural issues.

Entertaining and hospitality vary a lot in different cultures.

1. In Alphaland, entertaining is important. There are long business lunches in restaurants, where
deals are discussed. Professional and private lives are separate, and clients are never invited home.

2. In Betatania, evenings are spent drinking and singing in bars with colleagues and clients.

3. In Gammaria, lunch can be important, but less so than in Alphaland. Important contacts may be
invited to dinner at home. Corporate hospitality is a big industry, with clients invited to big sports events.

4. In Deltatonia, restaurants are rare outside the capital. Some entertainment takes place when
important clients are invited to people’s houses for dinner, or go sailing or to country houses for the
weekend, etc.

Attitudes towards time can vary enormously.

In Busyville, people start work at eight, and officially finish at six, though many managers stay
much longer. There is a culture of presenteeism: being at work when you 37 don’t need to be. There is a
two-hour lunch break, and a lot of business is done over restaurant lunches. (Lunch is the main meal. The
working breakfast is rare.) There are no snacks between meals, just coffee, so eat properly at meal times.

As for punctuality, you can arrive up to 15 minutes ‘late’ for meetings. If invited to someone’s
house (unusual in business), arrive 15-30 minutes after the time given. Don’t phone people at home about
work, and don’t phone them at all after 9 pm. There are a lot of public holidays (about 15) during the year.
Busyville is empty in August, as many companies close completely for four weeks. Employees have five
weeks’ holiday a year and they usually take four of them in August.

Here are some other areas of potential cultural misunderstanding:

a. distance when talking to people: what is comfortable?

b. eye contact: how much of the time do people look directly at each other?

c. gesture: people make lots of facial gestures? How much do they move their arms and hands?

d. greetings/goodbyes: do people shake hands every time? Are there fixed phrases to say?

e. humour: is this a good way of relaxing people? Or is it out of place in some contexts?

f. physical contact: how much do people touch each other?

g. presents: when should you give them? When should you open them? What should you say when
you receive one?

h. rules of conversation and the role of silence: how long can people be silent before they feel

uncomfortable? Is it acceptable to interrupt when others are speaking?

BapuaHTbI JIEKCHKO-TPAMMAaTHYeCKUX YIIPaKHeHUil K pa3aenay 16:
Bapuanm 1.
(??)Choose true or false.
Ethical behaviour is doing things that are morally right.

) true ?) false
Accountability - the idea that companies are partially responsible for what they do.
?) true ) false

Companies want to be seen as good corporate citizens.
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) true ?) false

Companies may say that they demand high levels of probity and integrity from their employees.
) true ?) false

Ethically responsible companies want to get business without paying taxes.

?) true ) false

Bapuanm 2.
Corporate responsibility, task forces and codes of conduct are always a smokescreen.
?) true ) false

Probity and responsibility must be embedded in a company’s culture.
) true ?) false

Codes of conduct are little part of rules to ensure ethical behaviour.
?) true ) false

Creating and building a successful CSR management system is a long- term project for any company.
) true ?) false

Workday lasts from ten till eight everywhere.
?) true ) false

Companies' different sectors sometimes face such problems as “hot button” issues (child labour, drug

pricing).
) true ?) false

The business suit is common in Alphaland.
) true ?) false

If a company behaves without probity, it has low ethical standards.
) true ?) false

There are casual Fridays in Betatania and Deltatonia.
?) true ) false

Entertaining has no importance in the majority of companies.
?) true ) false

PYBEKHBIA KOHTPOJIb K PA3JEJY 1:
®opma pyGe:KkHOT0 KOHTPOJISI — KOHTPOJIbHasi padoTa

Ilpumepnotit mecm

Choose the correct form of the verb. Beibepure npaBunbayro hopmy riarosna.
(??) always with your left hand?

(Do you ... write

(?7)Are you ... writing

(?)Had you ... been writing

(?7)Will you ... be writing

(??)We can’t make any decision till he here.
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(?)is arriving
(?)will arrive
(Darrives
(?)will be arriving
(??_)Thls year Ingrid History at Oxford University.
(Dis studying
(?)was studying
(?)studies
(?)has been studying
(??)We are leaving
(tomorrow
(?)at 7.30 every day
(?)the other day
(?)recently
(??)We the bus. Now we’ll have to walk.
(?)missed
(have missed
(?)had missed
(?)miss
(?7)I don’t know if I’ve passed the exam. I haven’t had my result
already
(Myet
(?)still
(?)just
(??)How long wearing glasses?
(?)do you wear
(?)are you wearing
(?)have you worn
(Dhave you been wearing
(??)He has been very ill
(?)last month
(Dfor the last month
(?)currently
(?)yet
(?7)1 didn’t want to meet Paul so when he entered the room I
(?)had been leaving
(?)was leaving
(Dleft
(?)leave
77 '
Efz)).l)el#lfortunately when | arrived Ann , 50 we only had time for a few (?)words.
(Dwas leaving
(?)had left
(?)had been leaving
(??) , four people wer it i i
530 peop e waiting outside the office.
(YWhen Sue arrived
(?)When Sue arrives
(?)By 9.30 tomorrow
(??) the position had been filled.
()By last Monday
(?)By next summer
(?)Last June
(?)At the moment
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(??)After the two film stars landed at the small airport, they left quickly in a van that

them since the early morning.

(?)waited

(?)was waiting

(DYhad been waiting

(?)has been waiting

(??)Perhaps he in time for lunch.
(?)arrives

(?)had arrives

(Dwill arrive

(?)will have arrived

(??)This time next morning | on a beach.
(Dwill be sitting

(?)will sit

(?)will have sat

(?)am sitting

(??)1 hope they the road by the time we come back next summer.
(?)will repair

(?)will be repairing

(?)have repaired

(Dwill have repaired

(??7) I’ll have been waiting for my exam results for over two months!
(?)At the moment

(?)By last Monday

()By next Wednesday

(?)When the letter arrived

PYBEKHBIA KOHTPOJIb K PA3SJIEJTY 2:

®opma py0e:KHOT0 KOHTPOJISI — KOHTPOJIbHasi padoTa
Choose the correct form of the verb. Beibepure npaBuibhyro Gopmy riarosna.
(??)Sorry. Your clothes
(haven’t been ironed
(?)hasn’t been ironed
(?)haven’t ironed
(?)hadn’t been ironed
(??)The novel was
(?)Charles Dickens written
(?)written Charles Dickens
(Dwritten by Charles Dickens
(?)written of Charles Dickens
(??)The experiment under strict medical supervision.
(?)we carried out
(Dwas carried out
(?)was carrying out
(?)carried out
(??)In the factory, they a computer to plan the exact shape of the car.
(Nuse
(?)are used
(?)is used
(?)uses
(??)Mary by her parents. She is so lucky!
(?)was bought for her a flat
(Dwas bought a flat
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(?)a flat was bought

(?)bought a flat

(??)Guess what last night — Penny phoned me all the way from Saudi Arabia!
(Dhappened

(?)was happened

(?)was happen

(?)has happened

(??)Your exam results !

(Dhave arrived

(?)have been arrived

(?)were arrived

(?)was arrived

(??)Every customer is a receipt when they pay.
(?)give

(?)gave

(Dgiven

(?)giving

(??) the rubbish bins emptied this morning?

(?)ls

(?)Did

(Were

(?)Do

(?2)I’1l email you because the new phone line been put in yet.
(?)haven’t

(Dhasn’t

(?)don’t have

(?)isn’t

(??)We by a loud noise during the night.

(?)woke up

(?)are woken up

(Dwere woken up

(?)were waking up

(??)A new supermarket is going to next year.

(?)build

(Nbe built

(?)be building

(?)building

(??)There’s somebody walking behind us. I think
(?)we are following

(?)we are being following

(?)we are followed

(Nwe are being followed

(??)’Where ?” ‘In Chicago.’
(Nwere you born

(?)did you born
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(?)are you born

(?)have you been born

(??)My grandfather was a builder. He this house many years ago.
(?)build

(?)was built

(Dbuilt

(?)be built

(??)A mystery is something that cannot
(Dbe explained

(?)been explained

(?)explain

(?)explained

(??)Silk must by hand.
(?)be washing

(?)washed

(Dbe washed

(?)washing

PYBEKHBIA KOHTPOJIb K PA3JEJTY 3:
®Dopma pydeKHOT0 KOHTPOJISI — KOHTPOJIbHasi padora
Choose the correct form of the verb. Beibepute npaBuibayto hopMy riaroa.

(??)”I’'m going to Italy next year.”

Bill said he to Italy the following year.
(Nwas going

(?)is going

(?)went

(?)had been going

(??)“I work for a small advertising agency.”

Bill said he for a small advertising agency.
(?)was working

(Dworked

(?)had worked had

(?)been working

(??)“I’'m a marketing manager.”

Bill said he was a marketing manager.
(?)is

(?)had been

(Nwas

(?)has been

(??)“The company has just opened an office in Milan.”
Bill said the company an office in Milan.
(?)just opened

(?)has just opened

(?)was just opening

(Hbhad just opened

(??)“Our new office has been very successful.”

Bill said their new office very successful.
(Dhad been

(?)have been

(?)was

(?)is

(??)“I’ve been chosen to run a new office in Naples.”
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Bill said he to run a new office in Naples.
(?)has been chosen

(DYhad been chosen

(?)was chosen

(?)had chosen

(??)“I’m studying Italian in the evenings.”

Bill said he Italian in the evening.
(?)studied

(?)had studied

(?)had been studying

(Dwas studying

(??)“I don’t have much time to enjoy myself.”

Bill said he much time to enjoy myself.
(?)doesn’t have

(Ndidn’t have

(?)hadn’t had

(?)hasn’t had

(??)“I haven’t have a lunch with a friend for ages.”

Bill said he a lunch with a friend for ages.
(?)doesn’t have

(?)didn’t have

(Dhadn’t had

(?)hasn’t had

(??)“I hope my friends will come and visit me in Naples.”
Bill said he hoped his friends and visit him in Madrid.
(?)had come

(?)were coming

(?)came

(Ywould come

(??)“I went to Milan last week.”

Bill said he to Milan the week before.
(?)went

(Dhad been

(?)had gone

(?)was

(??)“I didn’t have much time for sightseeing.”

Bill said he much time for sightseeing.
(Dhadn’t had

(?)didn’t have

(?)hadn’t

(?)had had

(??)Read the sentence, then put the actions below in the order in which they happened in the sentence.
I went to bed after I’d had a bath and brushed my teeth.

(#)1 had a bath.

(#1 brushed my teeth.

(#)I went to bed.

(??)Read the sentence, then put the actions in the order in which they happened.
(??)When I arrived at John’s house, he had made a cake and done the washing-up.
(#)John made a cake.

(#)John did the washing-up.

(#)I arrived at John’s house.
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(??)Read the sentence, then put the actions in the order in which they happened.
When I arrived at John’s house, he made us a cup of tea.

(#)I arrived at John’s house.

(#)John made a cup of tea.

(??)Read the sentence, then put the actions in the order in which they happened.
When we got to the theatre, the play had started and all the seats had been taken.
(#)People took the seats.

(#)The play started.

(#)We got to the theatre.

(??)Read the sentence, then put the actions in the order in which they happened.

We arrived at work in the morning and found that somebody had broken into the office during the night.
So we called the police.

(#)Somebody broke into the office during the night.

(#)We arrived at work in the morning.

(#)We called the police.

(??)Read the sentence, then put the actions in the order in which they happened.

I went to Laura’s house this morning and rang her doorbell, but there was no answer. She had gone out.
(#)Laura went out this morning.

(#)1 rang her doorbell.

(#)There was no answer.

(??)Read the sentence, then put the actions in the order in which they happened.

I met Jim a few days ago. He had just come back from holiday. He looked very well.
(#)Jim came back from holiday a few days ago.

(#)1 met him the same day.

(#)He looked very well.

(??)Read the sentence, then put the actions in the order in which they happened.

Yesterday Kevin got a phone call from Sally. He was very surprised. He had sent her lots of emails, but
she’d never replied to them.

(#)Kevin sent Sally lots of emails.

(#)She never replied to them.

(#) Yesterday he got a phone call from her.

(#)He was very surprised.

PYBEKHBIA KOHTPOJIb K PA3JEJTY 4:
@opma pydeKHOT0 KOHTPOJISI — KOHTPOJIbHAasi padoTa
Choose the correct form of the participle. Beioepute npaBuisHyto GpopmMy npudacTus.

(??)Jack fell over, his glasses.
(Dbreaking

(?)broken

(?)being broken

(?)having broken

(??7) the book, I don’t need to see the film.
(?)Read

(?)Reading

(?)Having been read

()Having read
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(??) the driving test, | was able to buy a car.
(?)Passing

(?)Being passed

(1)Having passed

(?)Having been passed

(??) for the meal, we left the restaurant.

(1Having paid

(?)Paid

(?)Being paid

(?)Paying

(??) in 2009, Invictus is based on a true story.
(?)Filming

(?)Having filmed

(?)Having been filmed

(DFilmed

(??) out of the window, I noticed two people arguing.
(?)Looked

(?)Being looked

(YLooking

(?)Having looked

(??) in a sunny spot, this rose can grow to a height of two metres.
(?)Plant

(YPlanted

(?)Planting

(?)Having planted

(??)The new project sounds . ’'m looking forward to working on it.
(Dexciting

(?)excited

(?)having excited

(?)having been excited

(?D)1t’s when you have to ask people for money.
(?)embarrassed

(Nembarrassing

(?)having embarrassed

(?)embarrass

(??)1 had never expected to get the job. | was really when | was offered it.
(?)amazing

(Damazed

(?)having amazed
(?)being amazed

(??7)1 didn’t find the situation funny. I was not
(?)having amused
(?)amuse

(Damusing

(?)amused

(??)He works very hard. It’s not that he’s always tired.
(?)surprised

(?)being surprised

(?)having surprised

(Dsurprising

(??)The teacher’s explanation was . Most of the students didn’t understand it.
(?)confused

(Nconfusing

(?)being confused
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(?)having been confused

(??)The kitchen hadn’t been cleaned for ages. It was really
(?)disgusted

(?)having been disgusted

(Ddisgusting

(?)being disgusted

(??)There’s no need to get just because I’m a few minutes late.
(?)annoy

(?)having annoyed

(?)being annoyed

(Dannoyed

(??)I’ve been working very hard all day and now I’'m
(?)exhausting

(Nexhausted

(?)being exhausted

(?)having been exhausted

(??)’m starting a new job next week. I'm very about it.

(?)excitement

excited

(?)being excited

(?)having excited

(??)Which sentence means the same as the sentence in italics? Kakoe npeioxenue umeeT To xe
3HA4YCHUC, UTO U IMPCIAIOKCHUC, BLIACIICHHOC KprMGOM?

Stored in a fridge, the dish will stay fresh for four days.
(DIf you store it in the fridge, the dish will stay fresh for four days.
(?)1 stored the dish in the fridge for four days.

(??)Which sentence means the same as the sentence in italics? Kakoe npemioxenue uMeeT TO ke
3HAQUCHUC, YTO U IIPECIJIOKCHUC, BBIACIICHHOC KprMGOM?

Being a doctor, people often ask me for advice.
(?)Doctors often ask me for advice.

(1)People ask me for advice because | am a doctor.

(??)Which sentence means the same as the sentence in italics? Kakoe npemioxenue uMeeT TO ke
3HAQUCHUC, YTO U MIPCIJIOKCHUC, BBIACIICHHOC KprI/IGOM?

Having paid the entrance fee, we walked into the museum.
(DAfter we have paid the entrance fee, we walked into the museum.

(?)If we had paid the entrance fee, we could have walked into the museum

PYBEXHBIA KOHTPOJIb K PA3EJY 5:
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®opMma py0eKHOT0 KOHTPOJISI — KOHTPOJIbHasi padoTa
Choose the correct form of the verb. BeiGepute npaBunsHyto ¢popmy riiarona.
(?7)Byron wrote: “I awoke one morning myself famous”.
(Dto find
(?)to be found
(?find
(?)to have found
(??)She returned to her home town never it again.
(?)leave
(Dto leave
(?)left
(?)to be left
(??)The population tends every year.
(Dto be growing
(?)be growing
(?)to have grown
(?)have grown
(??)The Chinese language is too difficult quickly.
(Dto learn
(?)to be learning
(?)be learning
(?)learn
(??)He is lucky such experience.
(Dto have acquired
(?)have acquired
(?)to be acquired
(?)be acquiring
(??)He was made that he had better keep silent.
(?)understand
(Dto understand
(?)to be understood
(?)have understood
(??)Possible promotion encouraged him English.
(?)learn
(?)be learning
(?)to have learnt
(Dto learn
(??)Slang is not supposed in the formal or official language.
(?)to use
(?)use
(?)be used
(Dto be used
(??)Do you happen anything about the incident?
(Dto have heard
(?)heard
(?)to be heard
(?)hear
(??)Latin to have been spoken by the majority of common people of the time.
(Dis said
(?)are said
(?)to be said
(?)said
(??)He is known a third language.
(?)learn
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(Dto be learning

(?)to be learnt

(?)have learnt

(??)The laws to be respected by the people.
(?)is supposed

(?)suppose

(?)supposed

(Dare supposed

(??)1 must go now. | promised
(?)be not

(Hnot to be

(?)to not be late

(?)not be

(??)James doesn’t speak very clearly. He is difficult
(Dto understand

(?)to understand him

(?)to be understood

(?)to have understood

(?7)I didn’t hear you . You must have been very quiet.
(Hcome

(?)to come

(?)came

(?)to have come

(??7)I can’t find the tickets. | seem them.

(Dto have lost

(?)to lose

(?)to be losing

(?)to have been losing

(??)Tim isn’t very reliable. He tends things.

(Dto forget

(?)to have forgot

(?)to have been forgot

(?)to be forgot

PYBEXHBIA KOHTPOJIb K PA3JEJY 6:
®opma pyde:KHOr0 KOHTPOJISI — KOHTPOJIbHasi padoTa
Choose the correct form of the verb. Beibepute npaBuisayto hopmy Tiarosa.
(??7)I don’t have far to go. It’s not worth a taxi.
(?)to take
(?)take
(?)to be taking
(Dtaking
(?7)I’m feeling a bit tired. I don’t fancy out.
(?)to go
(?)to have gone
(Y)going
(?)to be going
(?7)I’ve got a lot of luggage. Do you mind helping me?
(?)help
(?)to help
(?)having helped
(Hhelping
(??)We don’t like our apartment. We’re thinking of

95




(Ymoving

(?)to move
(?)having moved
(?)to be moving

(??)Ben never carries a lot of money with him. He is afraid of

(?)robbed
(Dbeing robbed
(?)robbing
(?)having robbed

(?2)I wouldn’t go to see the film. It is not worth

(?)be seen
(?)to see
(seeing
(?)seen

(?7)I’'m very tired after that long walk. I’'m not used

(?)to walk

(Dto walking
(?)to have walked
(?)walk

(??7)Dan had lots of photographs he’d taken while on holiday. He insisted on

me.
(?)show

(?)to show
(Dshowing
(?)having shown
(??)Imagine having

so far.

only on your state grant!

(Dto live

(?)live

(?)living

(?)lived

(??)There is no point in

(Dgiving

(?)being given

(?)having given
(?)having been given
(??)Some good ideas tend

to be forgot.

(?)to forget

(Dto be forgot
(?)being forgot
(?)forgetting
(??)1 quite forgot

(?)be invited

(?)to be invited

(?)to have been invited
(being invited

(??)These reforms are sure
(Dto have

(?)have

(?)have had

(?)having

being invited to the party.

far-reached consequences.

(??)There’s nobody at home. Everybody seems out.

(?)going
(?)to go
(?)to be going
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(Dto have gone

(??)The vase was very valuable. | was afraid it.

(Dto touch

(?)touch

(?)touching

(?)having touched

(??)Sue is on holiday. I received a postcard from her yesterday. She seems

(Dto be enjoying

(?)be enjoying

(?)to have enjoyed

(?)enjoying

(??)These reforms are sure far-reached consequences.
(Oto have

(?)have

(?)have had

(?)having

PYBEKHBII KOHTPOJIb K PA3JIEJLY 7:
Choose the correct form of the verb. Beibepute npaBuinbayto hopMy riaroa.

(??)Students to take drinks into class.
(Daren’t allowed

(?)can’t

(?)mustn’t

(?)don’t have

(??)You’ve been sleeping all day. You be tired.
(?)mustn’t

(?)should

(?)shouldn’t

(Mcan’t

(?7)’ve written the report so you do it.
(?)mustn’t

(?)have to

(M)needn’t

(?)can

(??)We lost the match. We played better.
(?)should

(Dshould have

(?)must

(?)might have

(??)She do the interview again.
(?)has

(Dhas to

(?)ought

(?)have to

(??7)He’s not here. He out.

(D)must have gone

(?)must be going

(?)must have been

(?)nedn’t

(??)He was in prison at the time that the crime was committed. He it.

(?)can’t do
(Dcouldn’t have done
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(?)can be doing
(?)could have done
(??) ‘I didn’t see you at Michael’s party last week.” — ‘No, I had to work that night, so I

(?)didn’t have to go

(Dcouldn’t go

(?)couldn’t have gone

(?)must have gone

(??7) ¢ We weren’t sure which way to go. In the end we turned right.” — “You went the wrong way. You
left’.

(Dshould have turned

(?)must have turned

(?)should turn

(?)must turn

(?7)I don’t know why you wanted to stay at that party. You talking to all those

boring people.

(?)might have enjoyed

(?)can’t be enjoying

(?)might be enjoying

(Dcan’t have enjoyed

(??)You speak at the meeting if you don’t feel like speaking.

(M)needn’t

(?)mustn’t

(?)can’t

(?)wouldn’t

(??)He must her. The line of both is busy.

(?)call

(Dbe calling

(?)have called

(?)have been calling

(?7)Something . He can’t be late.

must have happened

(?)is to happen

(?)can’t have happened

(?)can’t happen

(??7)We must in the wrong direction. I don’t recognize the road.

(?)walk

(?)have been walking

(1)be walking

(?)walking

(??)They must each other for quite a time.

(?)know

(?)known

(?)knew

(Dhave known

(??)Shall I buy a car? What’s your advice? What ?

(?)will you do

(Hwould you do

(?)shall you do

(?)should you do

(??7)You can’t long. I’'m only five minutes late.

(?)wait

(?)be waiting

(Hhave been waiting
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(?)have waited

PYBEKHBII KOHTPO.Ib K PA3JEJTY 8:

®dopma pyOeKHOTo KOHTPOJIsE — KOHTPOJIbHAsA paboTa

(??)I’m not going to bed yet. I’'m not tired. If to bed now, I wouldn’t sleep.
(?)g0

(Dwent

(?)had gone

(?)would go

(??)If 1 were rich, alot.

(DI’ travel

(?)1 can travel

()1 would travel

(?)1 travelled

(??)1 wish | have to work tomorrow, but unfortunately I do.

(?)don’t

(Ndidn’t

(?)wouldn’t

(?)won’t

(??)The view was wonderful. If a camera with me, |1 would have

taken some pictures.

(M1 had

(?)1 would nave

(?)1 would have had

(NI"d had

(??)The weather is horrible. I wish it raining.

(Dwould stop

(?)stopped

(?)stops

(?)will stop

(??7)You should take more exercise because that’s the way to get fit. If you more exercise
you will get fit.

(Dtake

(?)took

(?)had taken

(?)would take

(??)Road travel is cheaper than rail travel in this country. As a result we have lots of traffic jams. If road
travel weren’t cheaper than rail travel in this country we so many traffic jams.
(?)would have

()wouldn’t have

(?)would have had

(?)will have

(??)Cutting down rainforests has caused many unique plants and animals to become extinct. Many unique
plants and animals wouldn’t have become extinct, if people down rain forests.

(?)had cut

(1hadn’t cut

(?)would cut

(?)would have cut

(?7)1 can’t take much exercise because I don’t have enough free time. If I had more free time, |
more exercise.

(?)would have taken

(?)will take

(Dwould take
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(?)took
(??)Many people didn’t realize that smoking was dangerous when they were young. Now they are

middle-aged they are having serious health problems. If people that smoking was
dangerous when they were young, they wouldn’t be having serious health problems now they are middle-
aged.

(?)would realized

(?)realized

(?)would have realized
(Dhad realized
(??)Hardly anyone was concerned about pollution in the 1960s. The first motorways were built then. The

first motorways might never have been built if more people concerned about pollution in
the 1960s.

(?)would have been

(Dhad been

(?)were

(?)would be

(??7)People don’t realise how important it is to conserve energy, so they do nothing about it. If people
realized how important it is to conserve energy, they something about it.

(?)would have done

(?)did

(?)had done

(Dwould do

(??)1 work 12 hours a day. | wish | work so hard.

(?)don’t have to

(?)wouldn’t have to

(1)didn’t have to

(?)mustn’t

(??)My life is really boring. I wish it more exciting.
(?)is

(?)will be

(Nwere

(?)had been

(??)She sat in the chair as if the last energy her.
(?)has left

(Dhad left

(?)is leaving

(?)left

(??)She speaks as if she a great authority on the matter.
(Nwere

(?)is

(?)would be

(?)should be

(??)My doctor recommended that | a specialist.
(?)saw

(Dshould see

(?)will see

(?)should have seen

(??)It was his doctor who advised that he his job.
(?)should be changed

(Hshould change

(?)changed

(?)will change

PYBEXHBIA KOHTPOJIb K PA3JIEJY 9:
100



dopma pyOEKHOTO KOHTPOJISI — KOHTPOJIbHas paboTa

(??)Find the adjective or adjectives that fit in each of the blanks best.
(??)We visited the museum, where we saw artifacts.
(?) Alot of

(DAnNcient

(?) John’s

(?) Aroom filled with

(??)1 received awards at the ceremony today.
(?) The manager’s

(NTwo

(?) Information about

(?) Motivation at the

(??)Please get me a bag of apples.

(?) Interesting

(DRipe red

(?) Oranges and

(?) Real

(??)The president sat in a chair.

(?) Important

(?) Barber’s

(?) Funny

(1) Leather

(??) weather is the norm in San Francisco.
(?) Blue

(?) Big

(")Foggy

(?) The best

(~) Decide whether you have to use farther or further:

(~)How much do you plan to drive tonight? ~ farther

(~)I just can’t go any . ~farther

(~)Do you have any plans for adding on to the building? ~ further

(~)That’s a lot than | want to carry this heavy suitcase! further

(~)The that I travel down this road, the behind schedule I get. ~ farther
(~)How much do you intend to take this legal matter? ~farther, further

(~) It’s not that much to the gas station. ~further

(~) How much do I have to run, coach? ~ farther

(??)Choose the adjective from each of the following groups of words:
(~)interest, interesting, party ~ interesting

(~)amount, colorful, medicine ~ colorful

(~) fur, hilarious, cup(~) hilarious

(??). For each of the following sentences, choose the correct order of adjectives to fill in the blank.
(??)His grandfather lives in the house down the street.

(MHbig old yellow

(?) yellow old big

(?) old big yellow

(??)The shop offers all kinds of objects.
(Dinteresting old antique

(?) old antique interesting

(?) old interesting antique
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(??) We went for a long walk on a trail.
(DBeautiful new 5-mile

(?) New, beautiful 5-mile

(?) 5-mile new, beautiful

(??). Which of the following sentences is correct?

(?)He’s a decent-judge of character.

(D)She submitted a 190-page document supporting her position.
(?)We’re adopting a two year old parakeet.

(??) For each of the following sentences, choose the correct order of adjectives to fill in the blank.

(??)1 was thrilled to receive a book with my order.
(?)big, beautiful, leather-bound
(?)leather-bound, big, beautiful
(1) beautiful big leather-bound

(??)His clown costume consists of a red nose, oversized shoes, and a jacket.
(1)Size 4X polka-dotted silk smoking
(?) polka-dotted silk smoking size 4X
(?) polka dotted size 4x silk smoking

(??) I’ve been shopping for the perfect chopsticks.
(?) Japanese long sushi

(Dlong Japanese sushi

(?) long sushi Japanese

(??)Choose the right answer (BriGeprte npaBUIbHBI BAPHAHT OTBETA)
(??) What is the comparative of “steep”?

(?)more steep

(?) steepper

(1) steeper

(??). What is the comparative of “likely”?
(?) likelyer

(1) likelier

c) more likely

(??) What is the comparative of “mad”?
(?) mader

(1) madder

(?) madier

(??) What is the comparative of “hot”?
(1) hotter

(?) more hot

(?) more hotter

(??) What is the comparative of “difficult”?
(?) difficultier

(1) more difficult

(?) difficulter
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(??7). What is the comparative of “heat”?
(?) heater

(?) more heat

(1) none of these

PYBEJXHBINH KOHTPOJIb K PA3SIEJTY 10:

dopma pyOEKHOTO KOHTPOJISI — KOHTPOJIbHas paboTa

(??)Andrew realized his mistake only hours after he had sent the money.
(#)He sent the money.

(#)He realized his mistake.

(??)When Liz arrived at the station, the group had left.

(#)The group left.

(#)Liz arrived at the station.

(??)When Liz arrived at the station, the group left.

(#)Liz arrived at the station.

(#)The group left.

(??)Marc had asked his father to lend him his car before, but this time he agreed.
(#)Marc asked his father to lend him the car.

(#)Marc’s father agreed to lend him the car.

(??7)When I got to the café, everyone ordered their drinks.

(#)I got to the café.

(#)Everyone ordered their drinks.

(??7)When I got to the café, everyone had ordered their drinks.
(#)Everyone ordered their drinks.

(#)I got to the café.

(??)Sam had been in the room for some time before he realized it was the wrong class.
(#)Sam was in the room.

(#)Sam realized it was the wrong class.

(??)By the time the builders completed the work, we had already moved in.
(#)We moved in.

(#)The builders completed their work.

(??)When the builders had completed their work we moved in.

(#)The builders completed their work.

(#)We moved in.

(??7)Helen started the course because she hadn’t found a job.

(#)Helen didn’t find a job.

(#)Helen started the course.

(??)Daniel got the job because he had been the best interviewee.

(#)He was the best interviewee.

(#)He got the job.

(??)Match the two halves of the sentences.

(~)Denny didn’t feel well ~ because he didn’t sleep well that night.

(~)It was the longest walk ~ she had ever taken.

(~)Among the letters there was one ~ that had not come by post.

(~)It was for the first time ~ they had gone out together.

(~)Hardly had they caught the sight of this strange figure ~ when they burst into laughter.
(~)No sooner had Mr. Bingle come up to the horse ~ than it broke into a gallop.
(~)Hardly had his head touched the pillow ~ when he fell asleep at once.

(~)When we arrived at the hotel, we discovered ~ that the hotel manager had reserved the wrong room for
us and therefore we didn’t have enough space.

(~)It was the worst meal ~ | had ever eaten!

(~)She was unhappy — ~ her husband hadn’t bought her a birthday present.

103



(~)By the time Grace decided to apply for the job, ~ the position had been filled.

(??)Match the two sentences

“I get up at 6.30,” she said. ~ She said she got up at 6.30.

“I got up at 6.30 today,” she said ~. She said she had got up at 6.30.

“I have to get up at 6.30,” she said. ~ She said she had to get up at 6.30.

(??)Match the two sentences

“I’1ll phone on Friday,” he said. ~ He said he would phone on Friday.
“I phoned on Friday,” he said. ~ He said he had phoned on Friday.

“I can phone on Friday,” he said. ~ He said he could phone on Friday.

(??)Match the two sentences

“We are working on two interesting projects at the moment,” she said. ~ She said they were working on
two interesting projects then.

“We have worked on an interesting project this year,” she said. ~ She said they had worked on two
interesting projects that year.

“We worked on two interesting projects last year,” she said. ~ She said they had worked on two
interesting projects the previous year.

(??)Match the two sentences

“Ms Archer has been chosen to run a new office in Madrid,” he said. ~ He said Ms Archer had been
chosen to run a new office in Madrid.

“Ms Archer is going to be chosen to run a new office in Madrid,” he said. ~ He said Ms Archer was going
to be chosen to run a new office in Madrid.

“Ms Archer can’t be chosen to run a new office in Madrid,” he said. ~ He said Ms Archer couldn’t be
chosen to run a new office in Madrid.

(??)Match the two sentences

“We didn’t have much time for sight seeing,” she said. ~ She said they hadn’t had much time for
sightseeing.

“We don’t have much time for sight seeing,” she said. ~ She said they didn’t have much time for
sightseeing.

“We won’t have much time for sight seeing,” she said. ~ She said they wouldn’t have much time for
sightseeing.

(??)Choose the correct variant

(??)‘T have something to show you,’ I said to Alice.

(?)1 told Alice that | had shown something to her.

(D1'told Alice that | had something to show her.

(?)1 told Alice I had had something to show her.

(??7) ‘I’'m going away tomorrow, mother,” he said.

(1)He told his mother that he was going away.

(?)He told his mother tat he went away.

(?)He told his mother that he had gone away.

(??7) ‘I’ve missed my train,’ said Bill. “‘Now I’ll be late for work and my boss will be furious.’
(DBill said that he had missed his train; he would be late for work and his boss would be furious.
(?)Bill said that he had missed his train; he was late for work and his boss had been furious.
(?)Bill said that he missed his train; he was late for work and his boss would be furious.

(??) “We have moved into our new flat. We don’t like it nearly so much as our last one,’ said my aunt.
(1)My aunt said they had moved into their flat but they didn’t like it so much as their last one.
(?)My aunt said they would move into their flat but they didn’t like it so much as their last one.
(?7)My aunt said they had moved into their flat but they hadn’t liked it so much as their last one.
(??)He said, ‘My wife has just been made a judge.’
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(?)He said his wife had just made a judge.
(?)He said his wife was made a judge.
(NHe said his wife had just been made a judge.

(??)Choose the correct variant

(??7) “We have a lift but very often it doesn’t work,’ they said.

(?)They said they had a lift but it hadn’t worked.

() They said they had a lift but it didn’t work.

(?)They said they had a lift but it wouldn’t work.

(??) ‘From one of the windows of my flat I can see the Eiffel Tower,” he said.

(?)He said that from one of the windows of his flat he had seen the Eiffel Tower.

(?)He said that from one of the windows of his flat he saw the Eiffel Tower.

(DHe said that from one of the windows of his flat he could see the Eiffel Tower.

(??) ‘Nothing grows in my garden. It never gets any sun,’ she said.

She said nothing grew in her garden because it never got any sun.

(?)She said nothing grew in her garden because it had never got any sun.

(?)She said nothing had grown in her garden because it never got any sun.

(??) ‘I'm working in a restaurant, and don’t much care for it,” she said.

(?)She said she worked in a restaurant and didn’t much care for it.

(1)She said she was working in a restaurant and didn’t much care for it.

(?)She said she was working in a restaurant and hadn’t much cared for it.

(??) ‘I'm living with my parents at present,” she said, ‘but I hope to have a flat of my own soon.’
(D)She said she was living with her parents at the moment but she hoped to have a flat of her own soon.
(?)She said she was living with her parents at the moment but she had hoped to have a flat of her own
soon.

(?)She said she lived with her parents at the moment but she hoped to have a flat of her own soon.

(??)Choose the correct variant

(??) ‘How long have you been leaning English?’ the examiner asked.

(?)The examiner asked how long | was learning English.

(?)The examiner asked how long | have been learning English.

(1) The examiner asked how long | had been learning English.

(??) ‘Did you sleep well?’ asked my hostess.

(?)My hostess asked if I slept well.

(?)My hostess asked if | was sleeping well.

(My hostess asked if I had slept well.

(??) ‘I’ve just bought a car,” said Peter, ‘but it’s not insured yet so I can’t take you for a drive.’

(?)Peter said he bought a car, but it wasn’t insured yet so he couldn’t take me for a drive.

(1) Peter said he had just bought a car, but it wasn’t insured yet so he couldn’t take me for a drive.
(?)Peter said he had just bought a car, but it hadn’t been insured yet so he couldn’t take me for a drive.
(??) ‘I know it’ll be hard,” he replied, ‘but I don’t mind hard work, and it’1l be a good experience.’

(1 He replied he knew it would be hard, but he didn’t mind hard work, and it would be a good experience.
(?)He replied he knew it was hard, but he wouldn’t mind hard work, and it would be a good experience.
(?)He replied he knew it would be hard, but he didn’t mind hard work, and it was a good experience.

PYBEJXHBIA KOHTPOJIb K PA3JIEJY 11:
dopma pyOesKHOTO KOHTPOJISE — KOHTPOJIbHAS paboTa

(??)Choose the correct form of the Infinitive. Beibepure npaBuisayto popmy HHGUHUTHBA.

(??)My father allowed me his car.
(Dto use
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(?)use

(??)Letme __ your bag.

(?)to carry

(Dcarry

(??)Would you like me now?
(Hto go

(?)go

(??)He doesn’t want anybody
(Dto know

(?)know
(??)Whatmakesyou _ s0?
(?)to think

(Dthink

(??)The film was very sad. It made me
(Mto cry

(Nery

(??)Choose the correct form of the Infinitive. Beibepute npaBmibHyto Gpopmy HHOUHHTHBA.

(??)What’s happened here? | want the truth.

(?)to tell

(Dto be told

(?)to have told

(??)In many countries English is the top priority language at school.

(Dto be learnt

(?)to be learning

(?)to have learnt

(??)She returned to her motherland not it again.
(Dto leave

(?)to be left

(?)to be leaving

(??)There was much for the idea.

(?)to be saying

(Dto be said

(?)be said

(??)1 expect you to me instead of writing something.
(?)listen

(?)be listening

(Dto be listening

(??)Our group will a test from 2 p.m. to 4 p.m.
(?)to be writing

(Dbe writing

(?)write

(??)1 am glad you.

(?)to be meeting

(Dto have met

(?)to be met

(??)She is happy this job.

(Dto have been offered

(?)have offered

(?)to have been offering

(??)She pretended for me for all these months.
(?)to be waiting

(?)to be waited
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(Dto have been waiting

(??)1 am sorry you so much trouble.
(Dto have given

(?)to be given

(?)to have been given

(??)Choose the sentence which means the same as the sentence in the task. Beibepute npemnoxenue,
HMCIOLICEC TO KC 3HAUYCHUC, UTO U NPCIJIOKCHUC B 3alaHUN

(??)They said that the company lost a lot of money last year.

(1) The company is to have lost a lot of money.

(?)The company is said to lose a lot of money.

(?)The company is said to be losing a lot of money.

(??)They believe that the company is losing a lot of money.

(?)The company is believed to have lost a lot of money.

(?)The company is believed to lose a lot of money.

(1)The company is believed to be losing a lot of money.

(?7)I don’t think the answer will please him.

(1) The answer is unlikely to please him.

(?)The answer was unlikely to please him.

(?)The answer is unlikely to be pleased.

(?7)I don’t think you need to take an umbrella. It doesn’t look like raining.
(?)It is likely to rain.

(DIt is unlikely to rain.

(71t wasn’t likely to rain.

(??)1t is believed that the thieves got in through a window in the roof.
(?)The thieves are believed to get in through a window in the roof.
(?)The thieves are believed to be got in through a window in the roof.
(D) The thieves are believed to have got in through a window in the roof.
(??)They know that he speaks fluent English.

(1)He seems to speak fluent English.

(?)He seems to have spoken fluent English.

(?)He seems to be speaking fluent English.

(??)Itis alleged that the man was driving at 110 miles an hour.

(?)The man is alleged to have driven at 110 miles an hour.

(1)The man is alleged to be driving at 110 miles an hour.

(?)The man is alleged to drive at 110 miles an hour.

(??)1t is reported that the building has been badly damaged by the fire.
(1) The building is reported to have been badly damaged by the fire.
(?)The building is reported to be badly damaged by the fire.

(??)1t was clear that they would speak a lot about the new director.

(1) The new director was sure to be spoken about.

(?)The new director is sure to be spoken about.

(?)The new director was sure to speak a lot.

PYBEJKHBINA KOHTPOJIb K PA3JIEJTY 12:
dopma pyOesKHOTO KOHTPOJISE — KOHTPOJIbHAS paboTa

(??)Choose correct prepositions and forms of the Gerund. BeiGepure npaBuibHBIH Ipeaor U Gopmy
repyHaus.

(??)He succeeded the task.

(Din fulfilling

(?)with fulfilling

(?)in being fulfilled
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(??) you might make your life easier.

(?)in apologizing

(Dby apologizing

(?)by being apologized

(??)He congratulated the new members to the community.
(Don being admitted

(?)on admitting

(?)for admitting

(??) the decision the participants began to shake hands.
(?)by reaching

(Dafter reaching

(?)without reaching

(??)Those students who have only excellent marks may get their pass at the exam.
(?)without asking

(Dwithout being asked

(?)by asking

(??)The reason the story is that it is sensational.

(Dfor publishing

(?)for being published

(?)of publishing

(??)He had the reputation a lot of tact.

(Ofor having

(?)of having

(?)on having

(??)They claim that their method is the fastest way to speak a language.

(Dof learning
(?)in learning
(?)of being learnt

(??)Match the halves of the sentences. CoeauHNTE MOJTOBHHBI TPEAI0KEHHIA.
(~)Begin by ~ making a list of what you have to do

(~)Be realistic: there is no point in ~ making plans you can’t possibly keep
(~)Find a quiet place where you can work without ~ being interrupted

(~)If possible, use it only for ~ studying

(~)Check you have everything you need before ~ starting work

(~)Encourage yourself by ~ marking each topic on your list as you complete it
(~)Get used to ~ working independently

(??)Choose correct forms of the Gerund. Beibepute npaBmibHyo GopMy repyHIus.
(??)Do you mind his us?

(Djoining

(?)being joined

(?)having joined

(??)They were afraid to risk the plan into effect.

(Dputting

(?)being put

(?)having put

(??)He appreciated in his work.

(?)helping

(Hbeing helped

(?)having helped

(?7)I enjoy making fun of people, and I don’t mind fun of.
(?)making

(Hbeing made
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(?)having been made

(??)Poor weather conditions caused us to delay

(Dsetting off

(?)being set off

(?)having set off

(??)1 appreciate now the news yesterday.
(?telling

(?)having told

(1) having been told

(?7I agree to make a report on the subject but only if it doesn’t involve (?7)questions.
(?)asking

(Dbeing asked

(?)having been asked

(??)We keep by changes in the plans.

(?)delaying

(Dbeing delayed

(?)having delayed

(??)He showed no sign of

(?)hurting

(j being hurt

(?)having hurt

(?7)It’s not worth upset about things beyond your control.
(1j getting

(?)being got

(?)having got

(??)He insists on for the work he has done in time.
(?)paying

(Dbeing paid

(?)having been paid

(??)Choose correct forms of the verb. Beibepute npaBunsHyto hopmy rirarosa.
(??)How old were you when you learnt ?

(Dto drive

(?)driving

(?)drive

(?)to be driving

(?7)I don’t mind home, but I’d rather get a taxi.
(?)to walk

(Dwalking

(?)having walked

(?)walk

(?7)I can’t make a decision. I keep my mind.

(?)to change

(?)change

(Nchanging

(?)being changed

(??)He had made his decision and refused his mind.
(Hto change

(?)change

(?)changing

(?)being changed

(??)Why did you change your decision? What made you your mind?
(?)to change
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(Dchange

(?)changing

(?)being changed

(??7)Did I really tell you I was unhappy? I don’t remember that.
(?)to say

(Dsaying

(?)having said

(?)say

(??)1 expect my advice
(?)to follow

(Dto be followed
(?)following

(?)being followed
(??)’Remember Tom tomorrow.” ‘OK. I won’t forget.’

(Dto call

(?)calling

(?)having called

(?)being called

(??)The water here is not very good. I’d avoid it if I were you.
(?)to drink

(Ddrinking

(?)having drunk

(?)to have drunk

(?7I°d like the work in time. (do)

(?)to do

(Dto be done

(?)doing

(?)being done

PYBEXKHBIIA KOHTPOJIb K PAJIEJTY 13:
®dopma pyOeKHOTO KOHTPOJISL — KOHTPOJIbHAsS paboTa

(??)Choose the correct form of the participle to replace the words in italics. (??)Letters that are posted
before 5 p.m. should arrive the next day.

(?)posting

(Dposted

(??)The train that is standing on the platform 5 is for Manchester.
(Dstanding

(?)stood

(??7)I haven’t seen the film, so I can’t comment on it.

(Dnot having seen

(?)not having been seen

(??)Firemen have rescued passengers who were trapped in the accident.
(?)trapping

(Dtrapped

(??)It took workmen days to clear up the litter that was dropped by thecrowds.
(?)dropping

(Hdropped

(??)They live in a lovely house that overlooks the River Thames.
(Hoverlooking

(?)overlooked

(??)The student who is being examined now is from another group.
(?)examining

(Hbeing examined
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(??)People who live in blocks of flats often complain of loneliness.
(Hliving

(?)lived

(??)The news which was being broadcast shocked everybody.
(?)broadcasting

(Dbeing broadcast

(??)The work which is being carried out by your group will contribute a lotto our research.
(?)carrying

(Dbeing carried

(?7)There’s someone who is waiting for you.

(Nwaiting

(?)being waited

(??)As I had forgotten my keys, I couldn’t get into my flat.
(Dhaving forgotten

(?)having been forgotten

(??)Choose the correct form of the participle. Beioepure npaBuibHyt0 (GOpMy NPUYACTHS.

(??)Jewellery in the robbery has never been recovered.

(?)steling

(Dstolen

(?)having stolen

(??)1 got a letter from the Tax Office that | owe them $1,000.

(saying

(?)said

(?)being said

(??)Books from the library must be returned in two weeks.
(?)borrowing

(?)having borrowed

(Dborrowed

(??)1 had a long talk with Jack, why it was important for him to work hard.

(Dexplaining

(?)explained

(?)having been explained

(?7?) everything into consideration, I’ve decided to give you a second chance.

(?)taken

(Dtaking

(?)being taken

(??)A new film, by Stephen Spielberg, will be released next month.

(?)making

(Ymade

(?)having made

(??)The experiment out at the laboratory is very important for our future work.

(?)having carried out

(Dcarried out

(?)carrying out

(?7)Not the film, I can’t comment on it.

(Dhaving seen

(?)seen

(?)being seen

(??) my driving test, | was able to buy my first car.

(?)passing

(Hbhaving passed

(?)passed
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(??) for many years, the painting turned up at the auction.

(?)being lost

(Dlost

(?) loosing

(??)With the agreement the participants left theconference hall.
(1) having been reached

(?)being reached

(?)reaching

(??) Choose the correct form of the participle. Beibepure npasmisayto GopMy mIpuyacTus.

(~)On my camera, there is a sticker which says in Japan. ~ made
(=)l have a job in a café sandwiches. ~ making
(~)The homework , | can afford to go out. ~ having been made

(??) Choose the correct form of the participle. Beidoepure npaBuibHyt0 GopMy IpU4acTus.

(~)Books out of the library must be returned within three weeks. ~ taken

(~)With the decision , hothing can make me give it up. ~ having been taken

(~)There were Japanese tourists everywhere, photographs and buying souvenirs. ~
taking

(??) Choose the correct form of the participle. Beidoepure npaBuibHy0 GopMy IpUYaCcTHsI.

(~)The letter , he asked a colleague to check his English. ~ having been written
(~)I’ve spent the whole morning an essay. ~ writing

(~)On the wall, there was some graffiti in big black letters. ~ written

(??7)Answer the questions. BeibepuTe 0TBET Ha BOIIPOC M3 MPEIJI0KEHHBIX BAPUAHTOB.
(??)What do people need business skills for?

(?) It’s challenging and rewarding.

(1) To work within an organisation

(?) It’s conferencing, presentation, influencing

(??). What are the basic business skills? Advanced?

(?) It’s formal business education

(?) To work within an organisation

(DIt is conferencing, presentation, influencing, critical thinking, and teambuilding

(??).What ability will good business skills give to you?

(1) To give you the ability to communicate effectively with colleagues
(?) The survival in a very tricky time in our economy.

(?) Quite the opposite needs to happen

PYBEJKHBIA KOHTPOJIb K PA3JIEJY 14:
®dopma pyOeKHOTO KOHTPOJISL — KOHTPOJIbHAs paboTa

(??)Choose the correct form of the verb (There are no mixed type sentences)
(??)If 1 had realized you were a bad driver, | with you.
(?)didn’t come

(?)hadn’t come

(?)wouldn’t come

(Hwould have come

(??)If Beth to her home town, she could visit her parents.
(Nwent

(?)had gone(?)would go

(?)would have gone
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(??)If the light were better, you the sign.

(?)will see

(?)had seen

(Dwould see

(?)would have seen

(?7)If Jane more careful, she wouldn’t have left her watch in the changing room.
(?)were

(Hbhad been

(?)would be

(?)would have been

(??)1f she coffee late at night, she would have been able to sleep.
(?)didn’t drink

hadn’t drunk

(?)wouldn’t drink

(?)wouldn’t have drunk

)1 for the job if | were better qualified.

(?)applied

(?)had applied

(Dwould apply

(?)would have applied

(??7)We a house if only we were given a bank loan.

(?)bought

(?)had bought

(Dwould buy

(?)would have bought

(??)She wouldn’t have married him if she what was like.
(?)knew

(Yhad known

(?)would know

(?)would have known

(??)If they the significance of this event, they would be more alarmed.
(Drealized

(?)had realized

(?)would realize

(?)would have realized

(?)If her son two years earlier, he wouldn’t have had to do military service.
(?)were born

(Yhad been born

(?)would be born

(?)would have been born

(??)Choose the correct form of the verb (There are no mixed type sentences)

(??)If she were here, she what to do.

(?)knew

(?)had known

(Dwould know

(?)would have known

(??)If Joe earlier, he would get to institute on time.
(Y)got up

(?)had got up

(?)would get up

(?)would have got up
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(??)He the problem now if he were concerned about it.
(?)discussed

(?)had discussed

(Dwould discuss

(?)would have discussed

(??)If I knew the address, | it to you.

(?)gave

(?)had given

(Dwould give

(?)would have given

(??)If 1 had known that you were in hospital, | you.
(?)visited

(?)had visited

(?)would visit

(Dwould have visited

(?D)If the fire , their house wouldn’t have been destroyed.
(?)didn’t happen

(hadn’t happened

(?)wouldn’t happen

(?)wouldn’t have happened

(?N)If the sound so loud, she wouldn’t be so nervous.
(M)weren’t

(?)hadn’t been

(?)wouldn’t be

(?)wouldn’t have been

(?)If he the door open, his cat wouldn’t have eaten the fish.
(7)didn’t leave

(Dhadn’t left

(?)wouldn’t leave

(?)wouldn’t have left

) a taxi if I had realized that it was such a long way.
(?)took

(?)had taken

(?)would take

(Dwould have taken

(??)If you had arrived ten minutes earlier, you a seat.
(?)got

(?)had got

(?)would get

(Dwould have got

(??)Match the sentences which have the same meaning. CoequHuTE MPEATIOKEHHS, HMEIOIINE
OJIMHAKOBOC 3HAYCHUE.

The new asistant was difficult to deal with. We refused to work with him. ~ If the new assistant hadn’t
been so difficult to work wit, we wouldn’t have refused to work with him.

The new assistant is difficult to deal with. We refused to work with him. ~ If the new assistant weren’t so
difficult to work wit, we wouldn’t have refused to work with him.

The new assistant is difficult to deal with. We refuse to work with him. ~ If the new assistant weren’t so
difficult to work wit, we wouldn’t refuse to work with him.

(??)Match the sentences which have the same meaning. CoeaunauTe npenIoKeHus, UMEIOIINE
OJMHAKOBO€ 3HAUYCHHUC.
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You are very absent-minded. You forgot about the arrangements. ~ If you weren’t so absent-minded, you
wouldn’t have forgotten about the arrangements

You are very absent-minded. You forget about the arrangements. ~ If you weren’t so absent-minded, you
wouldn’t forgot about the arrangements

You were very absent-minded. You forgot about the arrangements. ~ If you hadn’t been so absent-minded,
you wouldn’t have forgotten about the arrangements

(??)Match the sentences which have the same meaning. Coeaunute npeaoKeHUs, UMECIOIINE
OJIMHAKOBOE 3HAYCHUE.

You are afraid of the exams because you didn’t study properly during the term. ~ You wouldn’t be afraid
of the exams if you had studied properly during the term.

You are always afraid of the exams because you don’t study properly during the term. ~ You wouldn’t be
afraid of the exams if you studied properly during the term.

You were afraid of the exams because you didn’t study properly during the term. ~ You wouldn’t have
been afraid of the exams if you had studied properly during the term.

(??)Read the text and decide if the following statements are True (T) or False (F).

(??) E-mail newsletters are used as a means of communicating messages to achieve commercial or
fundraising efforts and are sent to everyone without pre-determined basis.

(M) True

(?) False

(??)The use of E-mail newsletters has made e-mail marketing popular among many companies.

() True

(?) False

(??)The cost of advertisements and newsletters that are mailed normally is relatively low in comparison to
e-mail messages and E-mail newsletters.

(?) True

(1) False

(??) Opting in means that e-mail subscribers have consented to receiving e-mail correspondence on
subjects that interest them.

(?) True

(1) False

(??)Internet system administrators are responsible for dealing with abuse of the net, including the sending
of spam messages.

() True

(?) False

(??)E-mail newsletters and spam look different, so people don’t have difficulty distinguishing between
the two.

(?) True

(1) False

(??)A double opt in method is one of the most effective techniques for establishing an E-mail newsletter.
(1) True

(?) False

(??)Criminal spam operations have been developed by marketers in order to eliminate the numerous
disadvantages that were associated with E-mail marketing in the past.

(M) True

(?) False

(??)Opt in E-mail newsletters and advertisements will be much more untargeted and irrelevant in some
way to the consumer

(?) True

(1) False
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(??)E-mail newsletters are specifically designed to be informative and useful, they can also contain
advertisements and marketing efforts that will allow the owner of the newsletter to sell more products or
services in the process.

(M) True

(?) False

PYBEXKHBIA KOHTPOJIb K PA3JIEJTY 15:
dopma pyOeKHOr0 KOHTPOJISI — KOHTPOJIbHAS paboTa

(??)Match the sentences which have the same meaning. CoeaunnTe npeaIoKeHus, UMCIOIINE
OJIMHAKOBOE 3HAYCHUE.

The new asistant was difficult to deal with. We refused to work with him. ~ If the new assistant hadn’t
been so difficult to work wit, we wouldn’t have refused to work with him.

The new assistant is difficult to deal with. We refused to work with him. ~ If the new assistant weren’t so
difficult to work wit, we wouldn’t have refused to work with him.

The new assistant is difficult to deal with. We refuse to work with him. ~ If the new assistant weren’t so
difficult to work wit, we wouldn’t refuse to work with him.

(??)Match the sentences which have the same meaning. CoenuauTe MpeIoKEHHsI, IMEIOIINE
OJIMHAKOBOE 3HAYCHUE.

You are very absent-minded. You forgot about the arrangements. ~ If you weren’t so absent-minded, you
wouldn’t have forgotten about the arrangements

You are very absent-minded. You forget about the arrangements. ~ If you weren’t so absent-minded, you
wouldn’t forgot about the arrangements

You were very absent-minded. You forgot about the arrangements. ~ If you hadn’t been so absent-minded,
you wouldn’t have forgotten about the arrangements

(??)Match the sentences which have the same meaning. CoeaunnTe npeaIoKeHus, UMCIOIINE
OJIMHAKOBOE 3HAYCHHE.

You are afraid of the exams because you didn’t study properly during the term. ~ You wouldn’t be afraid
of the exams if you had studied properly during the term.

You are always afraid of the exams because you don’t study properly during the term. ~ You wouldn’t be
afraid of the exams if you studied properly during the term.

You were afraid of the exams because you didn’t study properly during the term. ~ You wouldn’t have
been afraid of the exams if you had studied properly during the term.

(??)Choose the correct form of the verb (There are no mixed type sentences)
(??)If | had realized you were a bad driver, | with you.
(?)didn’t come

(?)hadn’t come

(?)wouldn’t come

(Ywould have come

(??)If Beth to her home town, she could visit her parents.
(Dwent

(?)had gone(?)would go

(?)would have gone

(??)1f the light were better, you the sign.

(?)will see

(?)had seen

(Dwould see

(?)would have seen

(?7)If Jane more careful, she wouldn’t have left her watch in the changing room.
(?)were

(Hbhad been
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(?)would be

(?)would have been

(??)If she coffee late at night, she would have been able to sleep.
(?)didn’t drink

hadn’t drunk

(?)wouldn’t drink

(?)wouldn’t have drunk

@)l for the job if | were better qualified.

(?)applied

(?)had applied

(Dwould apply

(?)would have applied

(??)We a house if only we were given a bank loan.
(?)bought

(?)had bought

(Dwould buy

(?)would have bought

(??)She wouldn’t have married him if she what was like.
(?)knew

(Yhad known

(?)would know

(?)would have known

(??)If they the significance of this event, they would be more alarmed.
(Drealized

(?)had realized

(?)would realize

(?)would have realized

(?)If her son two years earlier, he wouldn’t have had to do military service.
(?)were born

(Yhad been born

(?)would be born

(?)would have been born

(??)Choose the correct form of the verb (There are no mixed type sentences)
(??)If she were here, she what to do.

(?)knew

(?)had known

(Dwould know

(?)would have known

(??)If Joe earlier, he would get to institute on time.
(Y)got up

(?)had got up

(?)would get up

(?)would have got up

(??)He the problem now if he were concerned about it.
(?)discussed

(?)had discussed

(Nwould discuss

(?)would have discussed

(??)If | knew the address, | it to you.

(?)gave

(?)had given

(Dwould give
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(?)would have given

(??)If 1 had known that you were in hospital, | you.
(?)visited

(?)had visited

(?)would visit

(Dwould have visited

(?D)If the fire , their house wouldn’t have been destroyed.
(?)didn’t happen

(hadn’t happened

(?)wouldn’t happen

(?)wouldn’t have happened

(?7)If the sound so loud, she wouldn’t be so nervous.
(Mweren’t

(?)hadn’t been

(?)wouldn’t be

(?)wouldn’t have been

(?DIf he the door open, his cat wouldn’t have eaten the fish.
(?)didn’t leave

(Dhadn’t left

(?)wouldn’t leave

(?)wouldn’t have left

ol a taxi if I had realized that it was such a long way.
(?)took

(?)had taken

(?)would take

(Dwould have taken

(??)If you had arrived ten minutes earlier, you a seat.
(?)got

(?)had got

(?)would get

(Dwould have got

(??)Match the halves of the sentences. CoequHUTE TOJIOBHHBI MTPEAT0KESHHH.
(~) At the end I will suggest practical ways in which you as managers can motivate both... ~ ...
yourselves and the people who work for you.

(~) Good morning ladies and gentlemen, ... ~ ... and welcome to our session on the dynamics of
motivation.
(~) Then I will give a short demonstration of ... ~ ... our prototype and explain what we have already
achieved.

(~) Please feel free to raise questions at any... ~ ... time on technical or financial aspects of the project
and | shall do my best to answer them.
(~) To begin with, I'shall ... ~ ... outline the main goals of the project.
(~) I would like to ask you to keep any questions you may have until the end, when... ~ ... Thope we
will also have time to discuss your personal experiences and particular work situations.
(~) Finally, I shall move on to the major ... ~ ... commercial applications and potential returns on
investment.
(~) I will then turn to what we really mean by motivation, and look at the internal... ~ ... and external
factors that play a part in creating it.
(~) I'would like to talk to you this afternoon about ... ~ ... why we feel our interactive video project is
worth investing in.
(~) Ishall start by looking at why motivation... ~ ... is so important and why the ability to motivate is a

vital management skill.

(??)Read this introduction to a presentation. Choose the correct words or phrases in italics:
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(??)Good afternoon, ladies and gentlemen and welcome our seminar on corporate property
management.

(?)in

(NTo

(?)for

(??) ' would like to by telling some of the main issues in corporate property management (5)
so in order you will be able to judge whether your company is devoting sufficient time to this question.
(?)starting
() commence
(?) begin
(??) 1 will then turn to some of the legal and financial aspects of property management, and will
how your companies may be affected by current and future legislation.
(1) explain
(?) tell
(?) look
@)1 will of the kinds of problems our clients have faced and explain what was done to solve
them.
(?) illustrate
(?) discuss
I) give examples
(??)1 will finish by giving a brief resume of the consultancy service that we offer, and I will explain what
you do if you would like to look into the matter further.
(?) need
(1) should
(?) shall
(??) As we are rather for time, 1 would be grateful if you could rest any questions you may
wish to raise until the end, when I will do my best to answer them.
(Dshort
(?)hurried
(?) pressed

(??)Scan the text (10 tips for improving your presentations and speeches.) Complete the sentences with
the words given below. IToacraBsTe  Cc10Ba B MPEATIOKEHHS.
(~)When you brainstorm the ideas it is better to some from what you pooled. ~share
(~)Preparing a presentation it is necessary to know what audience you are supposed to speak in
front of. ~particular
(~)The author hoped the message would and give people food for thinking. ~resonate
(~)In their public speaking, people are often inclined to overloading their speech by data and examples.
So, permanent sticking to the theme will help them more information. ~relevance
(~)Clarifying the issue of inclusion and exclusion the author uses Anton Chekhov’s quotation about
eliminating elements that have no to the story. ~confusion
(~)Referring to the special techniques in the beginning, it is vital to avoid irrelevant points not to

in minor details. ~obstacles
(~)The overall number of presentations are devoted to suggestions of overcoming the
~inspiration

(~)Presentations are usually aimed at informing, and motivating.
(~)Reversals as techniques for hooking the audience’s attention should not be dramatic ones.
~overly

(~)Don’t forget that we are usually attracted to people who demonstrate their authenticity by revealing
their own ~fragility

(??)Match the halves of the sentences. CoenuHuTE OJOBUHBI IPEIOKEHHUH.
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(~)Giving a formal presentation means ... ~ ... you must stand up in front of an audience
(~)Despite the challenges involved, more and more of my business English students are now called... ~

. upon by their companies to give presentations in English
(~)Ensuring your presentation is well planned is obviously necessary if you are... ~ ... going to speak in
your native tongue.
(~)Depending on the subject, you may want to give a brief summary of ... ~ ... what you have said and
stress the main points.
(~)Do not be afraid to ask the person asking... ~ ... the question to repeat what he/she said.
(~)Another precaution you... ~ ... can take is to anticipate what questions may be asked.
(~)Let the imaginary dialogue ... ~ ... take place in your head - in English.
(~)If you really feel your English is not at a sufficiently high level to answer questions, ... ~ ... you may
just leave out the option completely and not include it in your presentation.
(~)You will also have checked translations of technical words and expressions in the ... ~ ... dictionary so
you have the necessary vocabulary ready and at hand.
(~)Presentation software ... ~ ... allows the user to do many wonderful things.
(~)It can also look unprofessional if you say... ~ ... you have finished talking about the content of a slide
and forget to insert a transition.
(~)If possible, avoid writing everything ... ~ ... you are going to say on the slide.
(~)Point prompts will be short phrases, pictures, graphs or tables which only introduce ... ~ ... what you
are going to say but do not say it for you.
(~)It is also useful to write down on the cards the useful "signpost" ... ~ ... phrases in English you should
use to structure your presentation.

PYBEXKHBIIA KOHTPOJIb K PA3JIEJTY 16:
®opma pyOeKHOr0 KOHTPOJISI — KOHTPOJIbHAs paboTa

(??)Choose the best equivalent

(??) We understood that Mr Smith was willing to meet the British Prime Minister.
(?)1t understood that Mr Smith was willing to meet the Prime Minister

(1) It was understood that Mr Smith was willing to meet the Prime Minister

(?) They understood that Mr Smith was willing to meet the Prime Minister

(??) People consider that this surgeon is a brilliant practitioner.

(1) Itis considered that the surgeon is a brilliant practitioner.

(?) It was considered that the surgeon is a brilliant practitioner.

(?)We considered that the surgeon is a brilliant practitioner.

(??) When Chain came in on Sunday morning and saw the result, people say that he danced.
(YWhen Chain came in on Sunday morning and saw the result, it is said that he danced.

(?)When Chain came in on Sunday morning and saw the result, it had been sad said that he danced.
(?) When Chain came in on Sunday morning and saw the result, it said that he danced.

(??) Somebody claims that the drug produced no undesirable side effects.

(?) It was claimed that the drug produces no undesirable side effects.

(?)They claimed that the drug produces no undesirable side effects.

(1) It is claimed that the drug produces no undesirable side effects.

(??) People expect that the electricity supply industry will be running into surplus capacity by next year.
(1) It is expected that the electricity supply industry will be running into surplus capacity by next year.
(?) It is said that the electricity supply industry will be running into surplus capacity by next year.

(?) They are expected that the electricity supply industry will be running into surplus capacity by next
year.

(??) Most people now think that only a small fraction of the nitrous oxide emitted to the atmosphere each
year comes from fossil-fuel use, primarily coal.

(?) It’s been now thought that only a small fraction of the nitrous oxide emitted to the atmosphere each
comes from fossil-fuel use, primarily coal.
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(?) It is now think that only a small fraction of the nitrous oxide emitted to the atmosphere each comes
from fossil-fuel use, primarily coal.

(1) It is now thought that only a small fraction of the nitrous oxide emitted to the atmosphere each comes
from fossil-fuel use, primarily coal.

(??) At the present time, researchers believe that the only problem with daytime sleep is that it is too
short.

(1) At the present time, it is believed that the problem with daytime sleep is only that it is too short.

(?) At the present time, they believed that the problem with daytime sleep is only that it is too short.

(?) At the present time, it was believed that the problem with daytime sleep is only that it is too short.
(??) Although the government expects the patient to pay for his treatment, he will be reimbursed via the
state medical insurance scheme.

(?) Although it has expected that the patient will pay for his treatment, he will be reimbursed via the State
medical insurance scheme.

(1) Although it is expected that the patient will pay for his treatment, he will be reimbursed via the State
medical insurance scheme.

(?) Although he is expected that the patient will pay for his treatment, he will be reimbursed via the State
medical insurance scheme.

(??) If one person chooses to cause serious injury to another, we should presume that he or she realises
that there is always a risk of death.

(?) If one person chooses to cause serious injury to another, it would be presumed that he or she realises
that there is always a risk of death.

(?) If one person chooses to cause serious injury to another, it is presumed that he or she realises that there
is always a risk of death.

(1) If one person chooses to cause serious injury to another, it should be presumed that he or she realises
that there is always a risk of death.

(??) Someone also alleged that he amassed wealth by exploiting his high credit with the Palmyra court.
(?) Itis also alleged that he amassed wealth by exploiting his high credit with the Palmyra court.

(?) It should be also alleged that he amassed wealth by exploiting his high credit with the Palmyra court.
(1) It was also alleged that he amassed wealth by exploiting his high credit with the Palmyra court.

(??)Match answers and questions

(~)It’s time to get up. ~ Is it time to get up?

(~)It was getting dark. ~ Was it getting dark?

(~) It takes him 3 minutes to get dressed. ~ Does it take him 3 minutes to get dressed?
(~) 1t will be late to apologize. ~Will it be late to apologize?

(~) It rained heavily last night. ~Did it rain heavily last night?

(??)Find Russian equivalents to English sentences.

(~) It’s a pity to find him ill. ~ Kanp HaliTH ero 6OIBHBIM.

(~)1t seems to me that Anna is 17. ~ Mue kaxercsi, 4to AuHe 17 Jer.

(=)1t will be foggy. ~ Byner TymanHo.

(~)It won’t take much time to mend your shoes. ~ J[71s1 Toro, 4T00bI MOYMHUTH TBOU
Ty(iu, He TOHaJOOUTCSI MHOTO BPEMEHH.

(~)It isn’t far from here to the city centre. ~ OTcioga 10 IeHTpa ropojia HeJaIeKo.

(??)Choose true or false.

(??)Ethical behaviour is doing things that are morally right.

I true ?) false

(??)Accountability - the idea that companies are partially responsible for what they do.
?) true ) false

(??)Companies want to be seen as good corporate citizens.
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) true ?) false
(??)Companies may say that they demand high levels of probity and integrity from their employees.

) true ?) false

(??)Ethically responsible companies want to get business without paying taxes.

?) true ) false

(??)Corporate responsibility, task forces and codes of conduct are always a smokescreen.
?) true ) false

(??)Probity and responsibility must be embedded in a company’s culture.

) true ?) false

(??)Codes of conduct are little part of rules to ensure ethical behaviour.

?) true ) false

(??)Creating and building a successful CSR management system is a long- term project for any company.
) true ?) false
(??)Workday lasts from ten till eight everywhere.

?) true ) false

(?7)Companies' different sectors sometimes face such problems as “hot button” issues (child labour, drug
pricing).

) true ?) false

(??)The business suit is common in Alphaland.

) true ?) false

(??)If a company behaves without probity, it has low ethical standards.
) true ?) false

(??) There are casual Fridays in Betatania and Deltatonia.

?) true ) false

(??) Entertaining has no importance inthe majority of companies.

?) true ) false

Odopmienne paboOT, BHIIOJTHSAEMBIX B paMKaX CaMOCTOSTEIbHOM pabOThl, OCYIIECTBISETCS B
COOTBETCTBHH ¢ MeTOIUYEeCKUMHU YKa3aHUSAMHU 1O O(QOPMIICHHIO MUCHBMEHHBIX Pa0OT OOydaromuxcs B
paMKax CaMOCTOSITEJIbHOM pabOThI, YTBEPKACHHBIMU YueOHO-MeToandeckuMm coBetom MUTY-MACH,
[Iporoxon Ne 2 ot 25 utons 2015 rona.

KonkpeTHble mpakTHueckue 3aJaHus U 3aJaHus JJid pyOeKHOTO KOHTPOJSL ONPENENAioTcsl B y4eOHO-
METOJIMYECKUX MaTepHasiax Mo padoTe 00yJaronuxcs B 3JIEKTPOHHON HHGOPMaIIMOHHO-00pa30BaTeIbHOM
cpene MUTY-MACH ¢ npuMeHEHHEM TEXHOJOTHI 3JIEKTPOHHOTO OOy4YEeHMsI MO JJaHHOW JHCLUIUIMHE,
YTBEPKAAEMBIX €XKETr0JHO Kadeapoi.

5. ®oHa OULEHOYHBIX CPEACTB /JI MPOBeJEeHUS NMPOMEXKYTOUHON arTrecTanuu 00y4Yaluuxcs MO
yueOHOH TMCHMIINHE

5.1. @opma npomesccymounoi ammecmayuu 00y4uaOuLe2oca no y4edHol Oucyuniune

KoHTpoNMbHBIM ~ MEpOnpUSTHEM NPOMEXKYTOUHOM aTrTecTaluu OOy4arolmuxcsi 1o y4eOHOM
JUCLIUTUIMHE SIBIISIETCST 3a4eT M IK3aMeH, KOTOpbIe IPOBOAATCS B YCTHO-ITUCbMEHHOM (opme.
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5.2. Ilepeuenv KomnemeHyuii ¢ yKazaHuem mManoeé ux (opmMupoeanus é npoyecce 0C60eHUA

00pazoeamenbHoil NPOZPAMMbL

Kon Conep:xanue Pe3yabTaThl 00yueHust Srtansl GopMUPOBAHUS
KOMIIeTeHIINH KOMIIeTeHIIHH KOMIIETeHIIMIi B Ipouecce
(4acTH KOMIIETEHIIUH) OCBOEHMS 00pa30BaTeILHOM
NPOrpaMMbl

VK4 CnocobeH 3HATB: JICKCHUECKUIT U ®opMupoBaHUe 3HAHUH

OCYLLIECTRAATS IPAMMATHHECKHI MHHHMYM, B MIPOMCXONMT HA 3TAre OCBOCHUS
JIEKCUYECKOTO U

LEN0BYIO o0beMe, He0OXOTUMOM IS

KOMMYHMKaLMIO B
YCTHOM M NMUCbMEHHOM
dopmax Ha
rocyaapcTBeHHOM
A3bIke Poccuiickon
depepaumn n
MHOCTPaHHOM(bIX)
A3blKe(ax)

paboThI C MHOSI3BIYHBIMU
TEKCTaMU MPO(eCCHOHAIBEHOM
HaIlPaBJICHHOCTH H
OCYIIECTBICHUS
B3aMMOJICHCTBHUS Ha
WHOCTPAHHOM S3BIKE.

rpaMMaTUYECKOT0O MUHUMYMA!
YTEHHS 1 aHAJIN3a TEKCTOB,
crareil, BOCIpOU3BEICHUE
JINAJIOTOB ¥ MOHOJIOTOB; TIPABUII
pEUeBOro ITUKETA.

YMeTh: unTaTh U NEPEBOAUTH
WHOSI3BIYHYIO JTUTEPATYPY I10
NpOQUITIO TTOATOTOBKH,
CaMOCTOSITEIILHO HAXOAUTh
WH(GOPMAIIHIO O CTpaHax
M3y4aeMoro SI3bIKa 13
Pa3InYHBIX HCTOYHUKOB
(mepuoguueckue U3NaHus,
WNHTepHeT, cipaBoyHasl,
yueOHasi, XyI0KeCTBeHHAsI
TUTEeparypa);
B3aMMOZAEHCTBOBATh M O0IIATHCS
Ha UHOCTPAHHOM SI3BbIKE

DopMHUpOBaHUE YMEHUI
MPOMCXOIUT Ha dTare 00yueHHs
NIEPEBOAY U NEpEeCcKa3y TEKCTOB
0 TEME; HOJIb3YACh
JIOIIOJIHUTENBHON JTUTEPATYPOH,
Ha dTare noucKa
CTPAHOBETYECKUX JTAHHBIX,
W3BJIEKAas IPU 3TOM
HEOOXOAMMYIO /ISt paOOTHI
WH()OPMAIIHIO, BBISBIISIS
croco0bI Hanboree
11e1ecoo0pa3Horo
WCTIOJIb30BAHUSA S3BIKOBBIX
CPEICTB B COOTBETCTBUH CO
CTPYKTYpPOU U COEPKAHUEM
3aJaHus;

Baagers: oqHuM U3
MHOCTPaHHBIX S3BIKOB HA
ypOoBHE NMPodeCcCHOHATBHOM
KOMMYHHKAIIHA

®opmMupOBaHUs HABBIKOB U
MIOJIYYEHHUSI OIBITa IPOUCXOAUT
Ha ATare NpoBeACHUs
KOoH(epeH M (BBICTYIIIICHHS,
apryMEHTAIUH, BEICHHE
JIAAJIOTOB HA UHOCTPAHHOM
SI3BIKE B 00BbEME,
MIPETYCMOTPEHHOM YIEOHOM
MPOrpaMMOii), HaITMCaHWsI ACCE.

5.3. Onucanue nokazameneil u Kpumepuee oyenueanusn Komnemeuuuﬁ Ha pa3iuiHslx Imanax

ux qbopmupoeanuﬂ, Oonucanue wKail oueHusanuA

Koa xomnereHnuun

| Iransl GopMHPOBAHAS I Iloka3zaresib OLlCHHBaHHUS I

Kputepuu n mxausl
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KOMITeTeH U

KOMIETCHIIHHA

OIICHUBAHUSA

VK-4

Oran GopMUPOBaHUS
3HAHUH.

YpoBeHb OCBOCHHUS
MPOTPaAMMHOTO MaTepuaa,
JIOTHKA ¥ TPAMOTHOCTh
W3JI0KEHHUsI, YMCHUE
CaMOCTOSITEIILHO 00001aTh 1
M3JaraTh MatepHal.

1) oOy4arormiics yOOKo U
MPOYHO OCBOWJI IPOTPAMMHBIN
Marepua’, UCYepIbIBaloIIe,
MOCIIE0BATENHHO, TPAMOTHO U
JIOTUYECKU CTPOMHO €ro M3JIaraer,
TECHO YBSI3bIBACT C 33/1a4aMU U
Oymy1iel 1esTeIbHOCThIO, HE
3aTPYIHSETCS C OTBETOM TIPH
BUJIOM3MEHEHUH 33/1aHUsI, YMEET
CaMOCTOATENHHO 000011aTh 1
n3naraTh Marepuai, He JOIycKas
omu6ok — 9-10 6aoBs;

2) o0y4aromuiicst TBEpIO 3HAET
MPOTrPaMMHBIN MaTepual, FPaMOTHO
U 10 CYIIECTBY U3JIaraet ero, He
JIOTYCKasl CYIIECTBEHHBIX
HETOYHOCTEH B OTBETE HA BOIMPOC,
MOXKET MPABUIBHO IPUMEHSIThH
TEOPETHIECCKHUE MOJOKEHUS -7-8
0asios;

3) oOy4aromuiicsi 0CBOMI OCHOBHOM
Marepuaj, HO He 3HAaeT OTAEIbHBIX
JieTalield, JIOMYCKaeT HETOYHOCTH,
HEJJ0CTaTO4YHO MPaBUJIbHbIC
(bOpMyITUPOBKH, HapymaeTr
MOCIIEI0BATEIBHOCTh B H3JIOKCHUH
MPOTPaMMHOTO MaTepuaia - 5-6
0aJIIoB;

4)  oOywaromuiics HE  3HAeT
3HAYUTEILHOM 4acTH
MPOrpaMMHOTO Mmarepua’a,
JTOMTYCKAET CYIIECTBCHHBIC ONIHOKU
-0-4 6amna.

VK-4

Oran GopMupoBaHus
YMEHUH.

BeicTynnenust, BeaeHue
JIMaJIOrOB HAa MHOCTPAHHOM
sI3BIKE B 00bEME,
MIPEAyCMOTPEHHOM yIeOHOM
IIPOrpaMMOM, HalMCaHHe
acce.

YK-4

Oramn GopMUPOBaHUS
HABBIKOB U TIOJTYYCHHSI
OTIBITA.

AHanmuTHueckoe 3agaHne
-KOH(pepeHIHH,
-IyOIM9IHBIE BBICTYIUICHHS,

- apryMeHTalnH,

- BEJCHUE JIMAJIOTOB Ha
MHOCTPaHHOM SI3BIKE B

1) cBOGOAHO crpaBiIsIeTcs C
3aa4aMy U MPAKTUICCKUMU
3aJJaHUSIMH, [TPABUIBHO
000CHOBBIBACT MPHUHATHIC PEIICHUS,
3aJJaHHe BBITOJTHEHO BEPHO, TAHBI
SICHBIC aHAJTATHYECKHUE BHIBOJIBI K
PEIICHHIO 3aJaHHUs,
MOJKpeIUIeHHBIe Teopueii - 9-10
0aJsuIoB;

2) BajeeT HEOOXOJUMbBIMHU
YMEHUSMH U HaBBIKAMH [TPH
BBIMOJTHEHUU TPAKTHUECKUAX
3aJIaHnH, 3aJaHUE BBITIOJTHEHO
BEPHO, OTMEYACTCS XOPOIIIee
pa3BUTHE apryMEHTa, OJTHAKO
OTMEYEHBI IOTPEITHOCTH B OTBETE,
CKOPPEKTHPOBAHHBIE TIPU
cobecenoBaHuH -7-8 0alIOB;

3) UCTIBITHIBAET 3aTPYIHCHHUS B
BBIITOJTHCHUX TIPAKTHYECKUAX
3a/IaHMi, 3a1aHUE BBITIOJIHEHO C
OmuOKaMH, OTCYTCTBYIOT
JIOTUYECKUE BBIBOIBI M 3aKIFOUEHUS
K pENIeHnt05-6 0aoB;

4) mpakTUYECKUE 3aaHUS, 3a]]a9n
BBITIOJIHSET C OOJIBIINMU
3aTpyIHCHISIMH WIIH 33/IaHUC HE
BBITIOJTHEHO BOOOIIE, MIIK 3aJ[aHHe
BBITIOJTHEHO HE JIO KOHIIA, HET
YETKUX BBIBOJIOB M 3aKJIIOYCHHI 11O
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oOBeMe. PEIICHUIO 3aJaHMsI, CIICTaHBI
Pemenue MPAKTUYECCKUX | HEBEPHBIC BBHIBOJIBI 110 PEIICHUIO
3afaHuil W 3anad, BiajgeHue | 3amanus - 0-4 Gawios.
HaBBIKAMH ¥ YMEHUSMHU TIpU
BBITIOJTHEHUN TIPAKTHYECKUX
3aJaHHMH,
CaMOCTOSITENIFHOCTh, YMEHHE
0000mars " n3J1arath
Marepual.

5.4. Tunogvle KoHmpoONbHBIE 3A0AHUA UIU UHblE MAMEPUANbl, HE0OX00UMble ONA OUeHKU
3HAHULl, YMEHUIl, HAGLIKO8 U (uau) OnvIMa OeamenIbHOCMU, XAPAKMEPUSYIOUWUX IManbl
dopmuposanua komnemenyuil 6 npoyecce 0ce0eHUs 00PA306AMENbHON RPOZPAMMbL

IIpuMepHbIe BONPOCHI JJIf NMPOBEICHUS MPOMEKVTOYHOH ATTECTALMH O0OVIAIOIIUXCH IO
V4eOHOM THCITHILINHE

Texcmut 012 umenus, nepeeooa, ooCyyicoeHus:

At present a great deal of the work force of most countries is engaged in creating, processing,
storing, communicating and just working with information. Computers have become commonplace in
homes, offices, stores, schools, research institutes, plants.

The use of computers in business, industry and communication services is widespread today.
Computer-controlled robots are able to improve the quality of manufactured products and to increase the
productivity of industry. Computers can control the work of power stations, plants and docks. They help
in making different decisions and in management of economy.

The work of banks depends upon computer terminals for millions of daily operations. Without
these terminals, records of deposits and withdrawals would be difficult to maintain, and it would be
impossible to make inquiries about the current status of customer accounts.

Computers form a part of many military systems including communication and fire control. They
are applied for automatic piloting and automatic navigation. Space exploration depends on computers for
guidance, on-board environment and research.

Computers find application in astronomy and upper atmosphere research. Weather forecasting,
library information services can benefit from computers too.

It is interesting to note that computers are widely used in medicine. They became valuable medical
diagnostic tools. Computers are used for optical scanning and image processing, ranging from pattern
recognition to image processing. Technicians can operate computer tomography scanners which combine
x-rays with computer technology to give sectional views of the body of patients. The views then can be
combined into a single image shown on the screen.

It should be noticed that learning on a computer can be fun. Students spend more time with
computer-aided instruction performing the assigned task, as compared with conventional classroom.

At last air traffic control is impossible without computer application. It fully depends upon
computer-generated information.

Many other uses of computers that we cannot imagine at present will become commonplace in the
transition from an industrial to post industrial, or information society.

Read the following sentences A-E. What problems 1-5 do they refer to?

1. Computer addiction A. We are sorry to announce that the Flight 345 to Rome is delayed.

2. Cybercrimes B. He should go to a psychologist. He spends hours surfing the Web.

C. I’ve been trying to carry out me home assignment without the use of

3. Technological
computer.

dependence
D. Technology changes so quickly that we have to scrap computers when
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4. Loss of privacy they become obsolete.

5. Computer anxiety E. I’ve been getting emails about offers for products I do not need.
6. Electronic waste F. My computer system was broken and some useful information has been
destroyed.

Temwl u 6éonpocwl 015 6ecedwl:

Read the statements. Say which of them you agree or disagree with. Give some reasons to support
your opinion.

1. Our society has developed technological dependence. When computers are down, our way of life
breaks down: planes stop flying, telephones don’t work, and banks have to close.

2. Computers produce electronic waste, plastic cases and microchips that have to be recycled or just
thrown away.

3. They are responsible for health problems, e.g. computer addiction, an inappropriate use of computers.
4. Cybercrime is creating serious problems.
Temut 3cce:

Citizens may feel loss of privacy due to unauthorized use of personal data or receiving unwanted
electronic messages.

The Web has become a dangerous territory for children and teenagers.
The Internet is a wonderful resource for lonely and elderly people.
There is no need to read books nowadays. Everything can be found online.

APPLICATION OF PERSONAL COMPUTERS

Personal computers have a lot of applications, however, there are some major categories of
applications: home and hobby, word processing, professional, educational, small business and engineering
and scientific.

Home and hobby. Personal computers enjoy great popularity among experimenters and hobbyists.
They are an exciting hobby. All hobbyists need not be engineers or programmers. There are many games
that use the full capabilities of a computer to provide many hours of exciting leisure-time adventure.

The list of other home and hobby applications of PCs is almost endless, including: checking
account management, budgeting, personal finance, planning, investment analyses, telephone answering
and dialing, home security, home environment and climate control, appliance control, calendar
management, maintenance of address and mailing lists and what not.

Word processing. At home or at work, applications software, called a word processing program,
enables you to correct or modify any document in any manner you wish before printing it. Using the CRT
monitor as a display screen, you are able to view what you have typed to correct mistakes in spelling or
grammar, add or delete sentences, move paragraphs around, and replace words. The letter or document
can be stored on a diskette for future use.

Professional. The category of professional includes persons making extensive use of word
processing, whose occupations are particularly suited to the desk-top use of PCs. Examples of other
occupations are accountants, financial advisors, stock brokers, tax consultants, lawyers, architects,
engineers, educators and all levels of managers. Applications programs that are popular with persons in
these occupations include accounting, income tax preparation, statistical analysis, graphics, stock market
forecasting and computer modeling. The electronic worksheet is, by far, the computer modeling program
most widely used by professionals. It can be used for scheduling, planning, and the examination.

Educational. Personal computers are having and will continue to have a profound influence upon
the classroom, affecting both the learner and the teacher. Microcomputers are making their way into
classrooms to an ever-increasing extent, giving impetus to the design of programmed learning materials
that can meet the demands of student and teacher.
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Two important types of uses for personal computers in education are computer-managed instruction
(CMI), and computer-assisted instruction (CAI). CMI software is used to assist the instructor in the
management of all classroom-related activities, such as record keeping, work assignments, testing, and
grading. Applications of CAI include mathematics, reading, typing, computer literacy, programming
languages, and simulations of real-world situations.

Temot u 6onpocwt 014 decedwvl:

1. What are the main spheres of PC application? 2. Do you enjoy computer games? 3. Is it necessary
for a person to be an analyst or a programmer to play computer games? 4. What other home and hobby
applications, except computer games, can you name? 5. What is "a word processing program"? 6. What
possibilities can it give you? 7. Can you correct mistakes while typing any material and how? 8. What other
changes in the typed text can you make using a display? 9. Which professions are in great need of
computers? 10. How can computers be used in education?

Temut 3cce.

Living in a digital age.

Computers at work.

Computer essentials.

Inside the system. Technical specifications.

NS

COMPUTER SYSTEM ARCHITECTURE

As we know all computer systems perform the functions of inputting, storing, processing,
controlling, and outputting. Now we'll get acquainted with the computer system units that perform
these functions. But to begin with let's examine computer systems from the perspective of the
system designer, or architect.

It should be noted that computers and their accessory equipment are designed by a
computer system architect, who usually has a strong engineering background. As contrasted with
the analyst, who uses a computer to solve specific problems, the computer system architect usually
designs computer that can be used for many different applications in many different business. For
example, the product lines of major computer manufacturers such as IBM, Digital Equipment
Corporation and many others are the result of the efforts of teams of computer system architects.
Unless you are studying engineering, you don't need to become a computer system architect.
However, it is important that as a potential user, applications programmer or systems analyst you
understand the functions of the major units of a computer system and how they work together.
Tembwl u 6onpocel 01s 6ecedwl:

OTBeTETE HA BOIIPOCHI, UCIIOJIb3YA I/IH(i)OpMaI_[I/IIO TEKCTA.

1. Who designs computers and their accessory equipment? 2. What is the role of an analyst? 3. Is
it necessary for a user to become a computer system architect? 4. What functions do computer
systems perform? 5. What types of computers do you know? 6. What is the principle of operation
of analog computers? 7. How do digital computers differ from analog computers? 8. Where are
digital and analog computers used? 9. What are hybrid computers? 10. Where do they find
application?

Temuwt 3cce:
Basic software

o The operating system.
o Word processing.
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o Spreadsheets.
o Databases.

THE FIRST COMPUTERS

In 1930 the first analog computer was built by American named Vannevar Bush. This device was
used in Wbrld War 11 to help aim guns. Many technical developments of electronic digital computers took
place in the 1940s and 1950s. Mark I, the name given to the first digital computer, was completed in
1944. The man responsible for this invention was Professor Howard Aiken. This was the first machine
that could figure out long lists of mathematical problems at a very fast rate.

In 1946 two engineers at the University of Pennsilvania, J. Eckert and J. Maushly, built their
digital computer with vacuum tubes. They named their new invention ENIAC (the Electronic Numerical
Integrator and Calculator).

Another important achievement in developing computers came in 1947, when John von Neumann
developed the idea of keeping instructions for the computer inside the computer's memory. The
contribution of John von Neumann was particularly significant. As contrasted with Babbage's analytical
engine, which was designed to store only data, von Neumann's machine, called the Electronic Discrete
Variable Computer, or EDVAC, was able to store both data and instructions. He also contributed to the
idea of storing data and instructions in a binary code that uses only ones and zeros. This simplified
computer design. Thus computers use two conditions, high voltage, and low voltage, to translate the
symbols by which we communicate into unique combinations of electrical pulses. We refer to these
combinations as codes.

Neumann's stored program computer as well as other machines of that time were made possible by
the invention of the vacuum tube that could control and amplify electronic signals. Early computers, using
vacuum tubes, could perform computations in thousandths of seconds, called milliseconds, instead of
seconds required by mechanical devices.

Temul u 6éonpocwl 015 6ecedwvl:

When was the first analog computer built? 2. Where and how was that computer used? 3. When did the
first digital computers appear? 4. Who was the inventor of the first digital computer? 5. What could that
device do? 6. What is ENIAC? Decode the word. 7. What was J.Neumann's contribution into the
development of computers? 8. What were the advantages of EDVAC in comparison with ENIAC? 9,
What does binary code mean? 10. Due to what invention could the first digital computers be built?

Temuwt rcce:

Computer essentials.
The first calculating devices.
Some first computer models.

5.5. Memoouueckue mamepuanst, onpeoensaouiue nPoUeoypsl OUEeHUBAHUA 3HAHUI, YMEHUIL,
HA6bIKO6 U (unu) onvima OeAmenbHOCMU, XaAPAKMePusyouwiux 3mansvt Qopmuposanus
KomnemeHuuil

[IpomexyTouHas aTrTecTally M0 y4eOHON AMCUMILIMHE MPOBOJIUTCS B cOOTBeTCTBUU C [lomoxke-
HUEM O MPOMEXYTOUYHOHN aTTecTalllu OOy4aroIluXcs 10 OCHOBHBIM MPO(ECCHOHATBHBIM 00pa3oBaTelb-
HBIM IIporpammam B Poccuiickom rocynapcTBeHHOM colMaibHOM yHUBepcutere U [lonoxkenue o 6amib-
HO-PEUTHHIOBOM CHUCTEME OLIEHKH YCIIEBAEMOCTH OOYYAIOUIUXCS 110 OCHOBHBIM NMPO(hecCHOHAIBHBIM 00-
pa3oBaTeNbHBIM MIPOrpaMMaM — IporpaMMaM CpeHero NpodeccuoHaIbHOro 00pa3oBaHus, IporpaMMamM
OakanaBpuaTa, porpaMmamM CIEeHUAINTETa, IporpaMMaM Maructparypsl B PoccuiickoM rocynapcTBeH-
HOM COIIMAJIbHOM YHUBEPCHUTETE.

Ha npomMexyTo4Hyto arTecTanuto oTBoAUTCS 20 peHTHHTOBBIX OaIJIOB.
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OtBersl OOywaromerocs Ha KOHTPOJBHOM MEPOINPHUATHH HPOMEXKYTOYHOH aTTecTaluu
OLIGHUBAIOTCSI MEAArOrMYECKUM paboTHUKOM 10 20 - OainpHON IIKajie, a UTOrOBas OLCHKA 10 y4eOHOMH
JTUCIUTIIIMHE BBICTABIISCTCS MO MATHOAUIBHOW CHCTEME I dK3aMeHa/muddepeHIIMpoBaHHOTO 3adeTa 1
10 CUCTEME 3aUTEHO/HE 3aUTEHO JJIS 3aUeTa.

Kpurepun BbicTaBiieHHs OLEHKH onpenenstoTcs [lonoxkennemM o GautbHO-PEHTHHIOBOW CHCTEME
OLICHKMA YCIIEBAEMOCTH OOYyYaloIIUXCS IO OCHOBHBIM MNpOo(ecCHOHANIBHBIM  00pa30BaTEIbHBIM
porpamMmaM — MporpaMMaM CpegHero mpogecCHOHATBHOTO 00pa3oBaHMs, MIporpaMMmaM OakajaBpHara,
nporpaMMam CIeIHauTeTa, IporpaMMaM MarucTparypsl B Poccuiickom rocyJapCTBEHHOM COLIMATBHOM
YHUBEPCHTETE.

6.IlepevyeHb OCHOBHOI M JI0TOJHUTEILHOI YUeOHOH JIUTEPaTyphl 1J151 0CBOEHUN Y4eOHOi
AUCHMILINHBI

6.1. OcHoBHas JUTEpaTypa:

1. Cmoenuesa, O. H. Aurnuiickuii s3Ik 1)1 uT-HarpaBieHuil. English for information technology:
yueOHoe mocobue ams akaaemuueckoro 6akanaspuara / O. H. CroraueBa. — M.: M3narenbctBo FOpaiir,
2017. — 143 c. [Dnexrponnsiii pecypc]. URL: https://www.iprbookshop.ru/book/8DC3C7F3-90EB-
4DAC-945A-491A90816CEF

6.2. JlomoHUTEIBHAS TUTEPATYPA:

1. Axywesa, . B. [lenooii anrnmuiickuit s3bIK. Introduction into professional english: yueOnuk u
PaKTUKYM JJIsl akajieMuueckoro 6akanaBpuara / M. B. fIkymesa, O. A. JleMuenkoBa. — 3-¢ U3., UCTIP.

u pon. — M.: UznarensctBo FOpaiit, 2017. — 221 c. [Onextponnsiit pecype]. URL:
https://www.iprbookshop.ru/book/7889CA96-AACF-4398-98BA-921FDF10BE90

2. Kypsesa, P. U. Anenutickuii sazvix. Jlexcuko-epammamudeckoe nocooue 6 2 u. Yacmo 1:
yuebHoe nocobue 0nsi npukiaonozo oaxanaspuama / P. U. Kypseea. — 6-e u30., ucnp. u don. — M.:
HU3z0amenvcmeso FOpauim, 2016. — 264 C. [DneKkTpoHHbII pecypc].

https://www.iprbookshop.ru/book/FD21C090-0232-4698-B30C-A2793E18EC2B

7. Ilepeuensb pecypcoB HHGPOPMALIMOHHO-KOMMYHHUKAIIMOHHOM ceTH UHTEepHeT, He00X0AMMBIX

JJIS OCBOEHMSI Y4eOH Ol JUCITUTIMHBI

HBIN 3271 Poccnii-
CKoOMi rocynap-
CTBEHHOU OuO-

muccepramuit PI'B comepxut 6onee 620 000
TIOJIHBIX TEKCTOB JIUCCEPTALIUN U aBTOpedepaToB

Ha3panue Hcnonb3yemblii
3JIEKTPOHHOT O Onucanue 3JIEKTPOHHOI0 pecypca AJis1 padoThl
pecypca azpec

JuccepTaiuoH- B Hacrosiiee BpeMst DieKTpoHHAsT OUOIHOTEKA http://diss.rsl.ru

cucrema POC-
CHiA
(YHUC POCCHA)

HCCIIeIOBAHUN U Y4eOHBIX KypCOB B 00JaCTH SKOHOMUKH,
yIpaBJeHUs,

COLIMOJIOTHH, JINHIBUCTHKH, (prtocodun, Guironorun, Mex-
JYHApOJHBIX OTHOIICHUH U

npyrux rymanutapueix Hayk. YUC POCCUS nognepxuBa-
ercst Ha 0a3e Hay4Ho-nccien0BaTenbCckoro BEIYUCIUTENb-
HOTO IIEHTpa

MI'Y umenu M.B. JlomonocoBa

JIMOTEKH
VHuBepcureTckas | YHuBepcuTeTckas uHpopmarnmonHas cucrema POCCHUS https://uisrussia.msu.ru/
uapopmanuonnas | (YUC POCCHUS) — snexTponHas OubanoTeka u 6asza s

HayuHnoe nHacne-

bubnmnoreka conep >kKUT HayYHBIE TPYABl H3BECTHBIX POC-

http://e-heritage.ru/index.html

e CHICKHX U 3apyOeKHBIX YUEHBIX U UccienoBarenel, pado-
Poccun TaBluX Ha Tepputopun Poccuu. IIporpamma Ilpesnnuyma
PAH.
DeKTpOHHAs Ha caiire npejcraBiieHbl yueOHUKH, JIEKIMH, TOKIabl, Mo- | http://studentam.net
O6ubnmroTeka HOTrpaduy 10 €CTECTBEHHBIM M I'YMaHUTaPHBIM HAayKaM.
Y4eOHHUKOB
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Cyberleninka

Collep>KUT KaTaJor HAYYHOH NMEPUOIUKHU 110 OOJBIIOMY
KOJIMYECTBY HAYUHbBIX AUCIUIUINH, KOTOPBIA COACPIKUT
TIOJIHYIO THPOPMAITHIO O

HAYYHBIX )KYpHaJax B DJIEKTPOHHOM BH/I€, BKIIFOUAIOIYIO
UX OMHCAHHS U BCE BBILIC/IINE BBITYCKU C COACPIKAHUEM,
TEMaMH Hay4HBIX CTATeH U UX MOJHBIMHU TEKCTAMH.

http://cyberleninka.ru/journal

Enunoe oxno
JOCTYyTa K
00pa3oBaTeb-
HBIM pecypcam

WudopmannonHas cucTeMa IpeaoCcTaBIseT CBOOOIHBIN

JOCTYII K KaTajory o0pa3oBaTeIbHBIX HHTEPHET-PECYPCOB U

TIOJTHOTEKCTOBOM
AJIEKTPOHHOH y4yeOHO-MeToAnYecKol OnbInoTexe st 00-
IIeT0 ¥ NpohecCHOHAIBHOr0 00pa3oBaHus

http://window.edu.ru/library

DNeKTPOHHBIE
OUOJIMOTEKH.
DNeKTPOHHBIE
OMOINOTEKH, CIIO-
Bapu, SHIUKIIO-
neIuu

WHTtepHeT-pecypchl 00pa3oBaTeNbHOIO U HAYYHO-
00pazoBaTeIbHOTrO Ha3HaYeHUsI, 0()OPMIICHHBIE B BUJIE
AJIEKTPOHHBIX OMOIMOTEK, CIIOBapel 1 SHIUKIONEANH,
NPENOCTABIISIOT OTKPBITHIN JOCTYII K HOJIHOTEKCTOBBIM HH-
(bOopMaMOHHBIM pecypcaM, IPEICTaBICHHBIM B 3JIEKTPOH-
HOM (hopMaTe — yIeOHHKAM U yICOHBIM IIOCOOHSIM, Xpe-
CTOMATHSIM M XyJ0KECTBECHHBIM IIPOM3BEACHHAM, HCTOPH-
YECKMM MCTOYHUKAM M HayYHO-IIOIYJIIPHBIM CTaThsIM,
CIPAaBOYHBIM H3AHUAM U JIP.

http://gigabaza.ru/doc/131454.ht
ml

bubnunoreka DnexTpoHHast OMOIHOTEKA OTKPHITOrO A0CTyIa (MOHOIpa- http://pravo.eup.ru/
FOPUINYECKOU ¢un, auccepTalMu, KHUTH, CTAThbU, HOBOCTH U aHAJTUTHKA,
JINTEpPaATyphl KOHCIICKTBI JICKIUH, pedepaTsl, yUeOHUKH).

8. Meroanyeckue yKkazaHus /151 00y4al0UIUXCH 110 OCBOCHUIO Y4eOHOM AN CHUIIHHBI

OcBoenne oOydarouMcs y4eOHOW IUCHUIUIMHBL «MHOCTpaHHBIH fA3bIK  IPOQEeCCHOHATBLHON
JESTEIIbHOCTU» MPEANOIaracT U3y4eHue MaTepuasoB AUCUMILIMHBI Ha ayAMTOPHBIX 3aHATHSX U B XOZE
CaMOCTOAITENIbHOW paboOThl. AYIUTOpHBIE 3aHATHA NPOXOIAT B (OpME NPAKTUUYECKUX 3aHATHUI.
CamocrosTenbHas padoTa BKIIOYAET pa3HOOOPa3HbI KOMIUIEKC BUIOB B (hOpM paboThl 00yUJarOIIUXCS.

JUis yCHEeIIHOro OCBOGHMsI Y4eOHOM IUCHMIUIMHBI W JOCTHXKEHMsI IOCTaBJICHHBIX IeJel
HEOOXO0IMMO BHHMATEIbHO O3HAKOMHUTHCS C HACTOSIIEH pabodel mporpaMmbl y4eOHOW TUCHUILIMHEL. Ee
MOXET IpeJICTaBUTh IIpernojaBarellb Ha BBOAHOM JIEKIMHM WIM CaMOCTOSTENbHO OOydarouuiics
UCTIONB3YeT HHPOpMaIuio Ha opunnansHoM VHTEpHET-CcaiiTe YHUBEpCUTETA.

Crnenyer oOpaTuTh BHMMaHHE Ha CHUCOK OCHOBHOH M JIOMOJHUTENILHOW JHUTEPATypbl, KOTOpas
UMeeTCs B DJIEKTPOHHOM OmbmuoreuHo cucreme http://biblioclub.ru, Ha npepmaraemeie npemnogaBareaemM
pecypchl HHPOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTi MHTepHeT. DTa nHdopMalus HeoOxoauma s
CaMOCTOSITENIbHOM padOoThl 00yUaroIEerocs.

IIpu moaroToBke K ayAMTOPHBIM 3aHATUSAM HEOOXOAUMO MOMHHUTH OCOOEHHOCTH KaXJI0W (OpMBI
€ro NMpOBE/ICHUS.

IloaroToBka K 3aHATHIO CEMMHAPCKOTO THIA

[Ipu noaroroBke u pabore BO BpeMs MPOBEIECHUS JJaOOPaTOPHBIX padOT U 3aHATHII CEMUHAPCKOTO
TUIA cieayeT 0OpaTUTh BHUMAHUE Ha CIIEIYIOLIIe MOMEHTHI: Ha MPOLECC MPeABaAPUTEIbHOI MOITOTOBKH,
Ha paboTy BO BpeMs 3aHATHs, OOpaOOTKY IIOJIYYEHHBIX pE3YyJIbTaToB, HCIPABICHHUE IOJIY4YEHHBIX
3aMEYaHUM.

[IpenBaputenpHas NOArOTOBKAa K Yy4eOHOMY 3aHSATHIO CEMHUHAPCKOTO THIIA 3aKJIIOYAETCS B
U3y4eHUH TEOPETUYECKOro Marepuana B OTBEIEHHOE JJs CaMOCTOATEIbHOM paboThl  Bpewms,
O3HAKOMJIEHME C UWHCTPYKTHUBHBIMH MaTepuajaMM C Lelbl0 OCO3HaHUA 3ajad J1abopaTopHOU
paboThI/MPaKTUUECKOTO 3aHATHUS, TEXHUKH O€30MIaCHOCTH MpH paboTe ¢ mpubdopamH, BeIeCTBAMH.

PaGora Bo BpeMms mnpoBeneHHs Y4eOHOTO 3aHATHS CEMMHAPCKOIO THIIA BKJIIOYAET HECKOJBKO
MOMEHTOB:

KOHCYJIBTUPOBAHHUE CTYACHTOB IMPENOoAaBaTeIsIMM M BCIIOMOIATEIbHBIM IEPCOHAIOM C LENbI0
NPEAOCTaBIEHUs] HcUYepIbIBatoLled WH(pOpMaLUU, HEOOXOAMMOM Ui CaMOCTOSTEIBHOTO BBITIOIHEHUS
MPEIOKEHHBIX MPeroaBaTesieM 3a/1ad, 03HAaKOMJIEHHE C MTPaBUJIaMU TEXHUKHU 0€3011aCHOCTH MpH pabote
B JIaOOpaTOpHH;

CaMOCTOSITENIbHOE
TEMaTHUKH.

CamocrositenpHas padoTa.

BBIMIOJIHEHHE  3aJlaHuil corlacHO 00O03HayeHHOM Yy4eOHOl mporpamMmoin
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Jiia Gonee yriyOIeHHOTO N3Y4YEHHUS TEMBbI 3a/1aHUs IS CaMOCTOATEIbHONU paboThl PEKOMEHTyeTCs
BBITIOJIHATH IMApaJuIeNIbHO C M3yYE€HHEM JaHHON Tembl. [Ipu BBIMOJHEHWHU 3aJaHUN MO BO3MOKHOCTHU
UCIIOJIB3YHTE HAIISIIHOE IpeCcTaBieHne Marepuana. bonee nonpoOHas nHdopMalus o0 caMoCTOSITENbHOM
pabote mpencraBieHa B pasfenax «Y4eOHO-METOIUYeCKOoe 00eCIeYeHne CaMOCTOSTEIbHON padoThl 1O
TUCHUIUIMHE (MOIYy/I0)», «MeToauueckre yKa3aHus K CaMOCTOSITENIbHOM paboTe MO AMCHUUIUIMHE
(Momymro»).

[ToaroroBka K 3a4ery, sK3aMeHy.

K 3ayery/sk3ameHy HEOOXOJMMO TOTOBHUTCS ILIE€JICHANPABICHHO, PETYISAPHO, CUCTEMaTUYECKH H C
NepBBIX JHEH o0ydeHus 1o JaHHOW nucuuiuivHe. [lonmbITku OCBOMTH Y4eOHYHO NUCHUIUIMHY B HEPUON
3a4E€THO-9K3aMEHAIIMOHHOM CEeCCHM, KaK IPaBHJIO, IMPUHOCIT HE CIUIIKOM YIOBJIETBOPUTEIbHBIC
pe3yabTaThl.

[Ipy moaroToBke K OHK3aMEHY II0 TEOPETUYECKOW YacTh BBIIEIUTE B BOMPOCE IIABHOE,
CYIIECTBEHHOE (MOHATHUS, MPU3HAKU, KJIACCU(UKALUUA U TIP.), TPUBEIUTE MPUMEPHI, HILTIOCTPUPYIOIINE
TEOPETUUECKHUE MMOT0KEHUS.

[locne mpemIOKEHHBIX yKa3aHUW y OOYyYaloIUXCsl JODKHO — C(OPMHPOBATHCS — UYETKOE
npeacTaBieHue o0 oObeMe W XapakTepe 3HaHMM W yMEHUH, KOTOPhIMH Hajo OyaeT OBIaJeTh IO
JTUCLHUTLINHE.

9. UudopManmoHHO-TEXHOJIOTHYECKOE o0ecriedeHne 00pa30BaTeIbHOTO NMpoIecca Mo
y4eOHO# TuCIUIINHEe

9.1. UudopManmoHHbIE TEXHOJIOTHH
1. [lepcoHasibHbIE KOMIIBIOTEPHI;

1.
2.

2. Jloctyn K UHTEpHET

3. [TpoexTop.

9.2. IIporpaMmmHoe odecneyeHmne
Microsoft® Office Professional Plus 2007 Russian Academic OPEN No Level

Acrobat Reader DC

9.3. UudopmannoHHbIe CIPABOYHbIE CHCTEMbI

Ne | Ha3BaHue 3JIeKTPOHHO- Hcnoab3yemblii 115 padoThI
OnucaHue TEKTPOHHOTO pecypca
Ne ro pecypca azapec
1. 3BC «YHuBepcuterckas | DIeKTpOHHO-OHOIHOTEUHas cuctema, aiek- | http://biblioclub.ru/
O6ubIHoTEeKA OHIIANHY TPOHHBIC KHUTH U ayIMOKHUT, YICOHUKH JTs
BY3o08B, cpesHuX crienuanbHbIX Y4eOHBIX
3aBEJICHUI M IIKOJIBI, @ TAK)KE HAyYHbIE MO-
Horpaduu, Hay4qHasi NEPHOJMKA, B T.4. XKYyp-
Hasel BAK.
2. OnexrponHas oubnuore- | XKypHaibl uzgarenscrBa «['peGCHHUKOBY. http://grebennikon.ru/
Ka M3naTensckoro noma Hoctyn ¢ 1106010 KOMIbIOTEpa
«['peOCHHUKOBY B CETH Y HHBepCUTETA
3. Hay4nast sekTpoHHast Towuck mo pedepaTaM ¥ MOIHBIM TEKCTAM http://elibrary.ru/
oubMoTeKa CTaTei, OMmyOJIMKOBAHHBIX B POCCUUCKUX H Hoctyn ¢ m060ro KoMIbloTEpa
eLIBRARY.ru 3apyOeKHBIX HAyYHO-TEXHHUECKUX KypHa- B CeTH YHHBepcHUTEeTa Ha 276
Jax. JKYPHAJIOB 110 NIOANUCKE Y HU-
BepcUTETA.
Joctyn x 5493 sxypHanam ¢
TIOJTHBIM TEKCTOM B OTKPBITOM
JOCTYTIE, U3 HUX POCCHHCKUX
KypHasoB 5022.
4. OBC u3narenscTBa DJeKTpOHHO-ONOIMOTE HAs CUCTe- http://www.iprbookshop.ru/
«HOpaiity Ma, KOJUICKIIMS JIEKTPOHHBIX BEPCHI KHHI.
5. OBC u3narenscTBa DJIeKTPOHHO-ONOIMOTEHAS CUCTEMa, JJIeK- http://e.lanbook.com/
«Jlanb» TPOHHBIE KHUTH, yueOHuku st BY308. Kou-
nekius «My3bIKkay
6. OBC «bubauopoccuka» | DIeKTPOHHO-OMOIMOTEUHAs cucTeMa, cofep- | http://bibliorossica.com
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JKalasl OJIHOTEKCTOBbIE y4eOHHUKH, yueOHbIE
mocoOusI, MOHOTpaHH 1 KYpPHAITBI B dJICK-
TPOHHOM BHIE.
5100 uzgaHuii OTKPHITOTO TOCTYIA
7. Baza manueix EastView [NonHoTEeKCTOBAst 6a3a NAHHBIX TIEPHOIUKH. http://ebiblioteka.ru/
C 1r000T0 KOMIBIOTEPA B CETH
YHuBepcurera
8. baza nanHBIX MeXIOyHa- | bubnmorpadmdeckas u pepepaTuBHas MH- http://www.scopus.com/ To-
POJHOTO MHIEKCA HAayd- | (hopMalys U MHCTPYMEHTHI JUIsl OTCIIEKHBa- CTYyI ¢ T000T0 KOMIBIOTEPA B
HOTO IMTHPOBAHUS — HUS IUTUPYEMOCTH CTaTeH, OIyOJIMKOBaHHBIX | CETH Y HUBEPCHTETA.
Scopus: B Hay4YHBIX M3JaHUSX.
9. Me:xayHApOXHbI HH- Bubnuorpaduyeckas u pedepaTUBHAs UH- [Tepen Bxomom B WoS Heo6xo-
JeKC HAYYHOT0 IMTH- (hopMarys U HHCTPYMEHTHI JIJIS OTCIICIKUBA- JIMIMO BOWTH Ha CaiT
poBanusi Web of HUS QUTHPYEMOCTH CTarteii, omyonukoBanueix | ResearcherID -
Science (Web of B HAYYHBIX H3JIaHHUAX. Y HUBEPCHUTETA. https://www.researcherid.com/
Knowledge) ResearcherlD.
Bxon B WoS:
http://login.webofknowledge.co
m/
B paznene "BBIIIOJIHEHUE
BXOJA T ITOJIb30OBA-
TEJIEM B OPTAHM3ALN"
BHIOpaTh 3HaYCHUE:
"Russian Higher Education &
Research (FEDURUS)"
Ha cnenyromeii ctpanuue B
pasgene "Brioepure Barry
Opraamzanuio” BEIOpaTh Mpo-
ext "FEDURUS".
Jlamee BBeCTH JIOTHH U ITapOJb,
nojydeHHbli B ResearcherID.
Joctyn ¢ 1106010 KoMIbloTEpa
B CETH Y HUBEPCUTETA.
10. | Bumeoreka y4eOHBIX Kosneknus yueOubIx Buaeoduibmos «Peme- | http://eduvideo.online
¢unabmoB «Pemenue» HUE»
M03BOJISIET OPraHN30BaTh 00yYECHUE B HHTEP-
aKTHBHOM (opMaTe 10 pa3InuHbIM HalpaB-
JICHUSIM TIOATOTOBKH.
11. | Ipe3unenrckas o6u6- OO01erocyiapcTBEHHOE AIIEKTPOHHOE XpaHu- | https://www.prlib.ru/
JIMOTEKA UM. nuie nA(POBEIX KOMUH BaKHEHIIX TOKY-
B.H.Eabuuna MEHTOB 10 HCTOPHUH, TEOPUHU U MPAKTUKE POC-
CHICKOH roCy1apCTBEHHOCTH, PYCCKOMY SI3BI-
Ky, a TaKKe MYJIbTUMEIUIHBIX 00pa3oBa-
TCIBbHBIX, Haqu0-06pa3OBaTem>me, KYyJib-
TYPHO-TIPOCBETHTEILCKUX U HH(POPMAI[HOH-
HO-aHAIUTUYECKUX PECYPCOB.

10. MaTepuaJibHO-TEXHHYECKOe 00ecredyeHne 00pa3oBaTeIbHOro NMpolecca no y4eoHoi
TUCHHIITHHE

Jns  u3ydeHuss y4yeOHoM gucuuiuiiHel «HWHOCTpaHHBIA fA3BIK B NpogeccHOHATbHOMI
AeSITeJIbHOCTH» B PaMKaX peajn3alii OCHOBHOM NMpodeccroHalbHONH 00pa30BaTebHOM MPOrpaMMBI MO
COOTBETCTBYIOLIEMY HAIPABJIEHUIO OATOTOBKH UCIIOIb3YIOTCS:

Y4yeOHast ayquTOpUs JIS 3aHATHH CEMHHAPCKOI0 THUINA: OCHAIIEHA CIEHHAIU3UPOBAHHOMN
MeOenbio (CTOJI ISl TpernojaBaress, MapThl, CTYIbs, AOCKA JJs HAMUCAHUS MEJIOM); TEXHUYECKUMHU
cpencTBamMu 00ydeHus (BUICOTPOSKIIMOHHOE 000PYyIOBaHHE, CPEICTBA 3BYKOBOCIIPOU3BEICHUS, SKPaH U
UMeIoIMe BBIXOX B ceTh MHTepHeT), a Taiwke (NP HAJIMYUK) JAEMOHCTPAIMOHHBIMH IeYaTHBIMU
nocobusimu (tabnuibl «OCHOBHAS TpaMMaTHKa aHIJIMICKOTO SI3bIKa»), IKPAaHHO-3BYKOBBIMH CPEICTBAMHU
oOyuenusi (CD «Pa3roBopHBIi aHITIMUCKUN»; NTEMOHCTPAIMOHHBIMU MarepuajaMy (JIMLEH3UPOBaHHbIE
BUJCO(PUIIBMBI 110 TaHHOMY HAIlPaBJICHUIO MPO(PECCUOHATBHON A TEIILHOCTH).
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ITomemieHHs1 1JI CAMOCTOSITEJIbHOM PadoThI 00y4aKOIIMXCS: OCHAIICHBI CIIEIMATU3UPOBAHHOMN
MeOenpio (TapThl, CTYIbS) TEXHUYECKUMHU CpeACTBaMH OOyueHUs (IepCOHANBHBIE KOMITBIOTEPHI C
JIOCTYIIOM B CE€Th HHTEPHET M OOecrleueHHeM JO0CTylna B 3JIEKTPOHHO-MH(GOPMAIMOHHYIO CpEIy
YHHUBEPCUTETA, IPOTPAMMHBIM 00ECIICYCHUEM ).

11.06pa3oBaTesibHbIE TEXHOJIOTHH

OcBoenne yuyeOHON IUCHUIUIUHBI «MHOCTpaHHBIN SI3bIK B MPOGECCHOHAIBHON AESITENTbHOCTH
MpeyCMaTPUBACT MCIIOIH30BAHUE B YICOHOM MPOIECCE AKTUBHBIX U MHTEPAKTUBHBIX (JOPM MPOBEACHHUS
yueOHBIX 3aHATUN B (pOpMe JEIOBBIX U POJIEBBIX UTP B COYETAHHM C BHEAYIUTOPHOH paboOTOi € LEnbio
dbopMupoBaHUs U pa3BUTHS MPO(PECCHOHATBHBIX HABBIKOB 00yUJaIOLTIXCS.

VienbHBIA BeC YUeOHBIX 3aHITHIA, POBOJUMBIX B MHTEPAKTUBHBIX ()OpMaX COCTABISICT HE MEHEE
25 % ayautopHbIX 3aHATHI (onpeaenseTcs yueOnbix mwianom OITOIT).

B pamkax y4eOHON MUCIUIUIMHBI MPEAYCMOTPEHBI BCTPEUU C PYKOBOAMTEISIMU M PAaOOTHHKAMH
OpraHu3alyii, 1eATeIbHOCTh KOTOPHIX CBA3aHA C HAIIPABIEHHOCTHIO (TIpoduiieM) pearn3yeMoil OCHOBHON
npodeccuoHaIbHON 00pPa30BaTEILHON MPOTPAMMBI.

VY4eOHble Yachl JIUCHUIUIMHBI «MHOCTpaHHBIA sA3bIK B NPO(GECCHOHAIBHONW  AESATEIBLHOCTH)
IPeAyCMaTPUBAIOT KIACCHYECKYI0 KOHTAKTHYIO pa0OTy MpenoaaBaTels ¢ 00y4JaromuMcs B ayTUTOPUU U
KOHTAKTHYI0 pPa0OTy TIOCPEACTBOM 3JIEKTPOHHOW HH(OpMalMOHHO-00pa30BaTeNbHOW Cpeasl B
CHHXPOHHOM M AaCHHXPOHHOM pE&XHME (BHE ayIMTOPHH) IMOCPEACTBOM IPUMEHEHHS BO3MOXKHOCTEH
KOMITBIOTEPHBIX TEXHOJIOTHH (NIEKTPOHHAS MOYTAa, JNEKTPOHHBIN y4eOHUK, TECTUPOBAHUE).

[To 3aounoit dopme oOydeHwst s oOydarommxcs (akyabTeTa AWCTAHIIMOHHOTO OOYYCHWUS
OCBOCHHE Y4YeOHON MUCIUIUIMHBI OCYIIECTBISETCA HCKIIOUUTENBHO C MPUMEHEHUEM TUCTaHIIMOHHBIX
00pa3oBaTeIbHBIX TEXHOJIOTUH.

MeToauka NpUMEHEHHUS AMCTAHIMOHHBIX OOPa30BaTENbHBIX TEXHOJOTHH TMpU pealu3aiuu
yueOHO# nuctuminHbl «HOCTpaHHBIH S3BIK B TPO(GECCHOHAIBLHONW IEATEILHOCTHY NPEACTaBICHA B
OPUIOKEHUSX OCHOBHOM Tpo(eCCHOHANBHOM 00pa30BaTelbHOM MPOrpaMMbl  COOTBETCTBYIOIIETO
HaIpaBJICHUS.
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