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1. lesn u 320244 AUCUUILIHHBI
enb - chopMupoBaTh KOMMYHHUKATUBHYIO KOMMETEHLUHIO (HABBIKU PEYEBOrO OOLIEHHS
Ha aHTJIMICKOM SI3BbIKE).
3apaun:

- (dopmupoBaHre (HOHETHYECKHX, JIEKCUYECKUX, TPAMMATHUYECKHX, MEePEBOTYECKUX,
AQHAJUTHYECKUX HABBIKOB, YMEHMH pacCyXAaTh, aHAJU3UPOBATb, BBICKA3bIBATb MHEHUE IO
TEKCTY.

- pa3BHUTHE SI3BIKOBBIX, MO3HABATEJBHBIX CIIOCOOHOCTEH, TOTOBHOCTH K KOMMYHHKAIUU
Ha OCHOBE MPEAJIO’KEHHOI0 MaTepuana.

- pacuupeHue JUHMBUCTHUECKHUX, KYyJbTYPOJIOTMUYECKHUX 3HAHUMN, pPa3BUTHE YMEHHI
BBIJIEJISITH OCHOBHBIE TTPOOJIEMBI.

-MPaKTHYECKOEe HCMOJb30BAHUE NPUOOPETEHHBIX 3HAHWH B JUAJIOTHYECKOM U
MOHOJIOTHYE€CKOM BBICKa3bIBAHUH.

2.MecTO AMCHHILIMHBI B CTPYKTYPe MArHCTepPCKOH NPOrpaMmbl
JMcuumninHa OTHOCUTCS K BAPUATHBHOMN YacTH MPOECCHOHATBHOTO [IHKIIA.

3. TpeboBaHus K pe3yJbTATAM OCBOEHUSI JUCLHUIJIHHBI
BrinyckHuK A0KeH 00/1a0aTh CAEIYOIIMH KOMITETEHIUSIMHU:

VK-4.1. HaxoauTh KCTOUHUKUA MH(POPMAIIMU HA PYCCKOM U HHOCTPAHHOM $3bIKaX

VYK-4.2. Mcnons3oBaTh HHPOPMAIIMOHHO- KOMMYHHUKAITMOHHBIX TEXHOJIOTUMA JIs
nouicka, 00pabOTKK U MpEACTaBICHUS HHPOpMAIK

VK-4.3. CocTaBaaTe ¥ 1aBaTh KOPPEKTHBIN MEPEBOJ aKAAEMUYECKUX U
Mpo()€CCUOHATBbHBIX TEKCTOB C MHOCTPAHHOTO 513bIKA HA TOCYAAPCTBEHHbIN A3bIk PD
Y C TOCYJAapPCTBEHHOIO sA3blka PM HA MHOCTpaHHBII

VK-4.6. Bectu akageMuueckyro U npoeCCUOHAIbHY IO JUCKYCCHH Ha
roCy1apCTBEHHOM $i3bIke PD 1/MiiM MHOCTPaHHOM $SI3bIKE

VK-4.7. BoiOupaTts CTUIS A€A0BOr0 OOIICHUS MPUMEHUTENBHO K CUTYalluu
B3aUMOJCHCTBUA, BEACHUE JEJIOBOU MEPEITUCKH

B pesynbrare uzyueHus AUCLUUTIIMHBI MATUCTPAHT AOJDKEH:
3HATh:
- 0a30BYIO JIEKCHKY 00OIIEro s3bIka U TEPMHUHOJIOTHEO CBOEH CHEeHabHOCTH,

yMeThb:

- YUTaTb HA MHOCTPAHHOM SI3bIKE XYJOKECTBEHHYK) M HAYYHYIO JUTEPATyPy U TEKCTHI
O0IIECTBEHHO - MOJIMTHYECKOrO U AEJIOBOTO XapaKTepa, MEPEBONUTh TEKCTHI MO CIELHUATbHOCTH
CO CJIOBAapeM ,

- Bectu Oeceny Ha mpodeccHOHanbHbIE W OBITOBBIE TEMBI, OCYLIECTBISITH MEPEBOX
TEKCTa,



-MOATOTOBUTh ~ MUCBMEHHOE W yCTHOe coolmeHue Ha  npodeCCHOHATBHO-
OPUEHTUPOBAHHYIO TeMY (IOKJIAJ, CTAThs).
BJIAJIETH:
- UHOCTPaHHBIM $I3BIKOM B 00beMe, HeoOXOoguMOM i  MHPOQeCCHOHATBHOMN
NEesITEIbHOCTH U TEXHUYECKOTO MePeBO/Ia M0 TEMATHKE AeSITeTbHOCTH.
4. O0beM JMCUMILIUHBI M BUABI Y4eOHOii padoThI
Tabauna 1
Bcero
Bun yueGHoii padoThl yacos/3au.en. 1 2
0P0O 3®0 | ODPO 3P0
KouTakTHas paGora (Bcero) 28/0,77 | 8//0,22 | 280,77 | 8//0,22
B Tom yucne:
[IpakTuueckue 3aHaTHs 28/0,77 | 8//0,22 | 28/0,77 | 8//0,22
JlaboparopHbie paboThI
100/2,2 100/2,2
CamocrositennbHast pabora (Bcero) | 80/2,22 7 $0/2,22 7
B Ttom yucne:

TekcTel 1 nUanoru 40/1,11 40/1,11 40/1,11 | 40/1,11
I'pammaTuka 20/0,55 20/0,55 20/0,55 | 20/0,55
IToaroToBka K MPaKTUYECKUM 20/0,55 | 10/0.27 | 20/0.55
3aHATHIM 10/0,27
Ilonroroska k 3auery 10/0.27 20/0,55 | 10/0,27 | 20/0,55
Bug oruérHocTH 3a4er 3a4er 3a4er 3a4er

BCETI'O B uacax 108/3 108/3 108/3 108/3

O6masn
Tpyaocemkocts | BCEI'O B
AUCHHUILINHBI 3a4eTHDbIX 3 3 3 3

eIMHHIAX




S5.Conepsranne JTUCHHUILTHHBI

5.1. Pa3aenibl AMCHHUIIIMHBI H BUADI 3AaHATHH

Tabauua 2
Ne HaumenoBaHue pa3aenia Mpaskr. Beero
n/n | JIUCHUILIHHBI 0 CEMeCTpam 3aH. Hacos/
4yachbl/3.e. 3.e.
1 cemecTp
1. | I'pammaruka 7/0,19 7/0,19
2. | YcTHas peub 7/0,19 7/0,19
3. | IMucsmo 7/0,19 7/0,19
4. | Jlekcuka 7/0,19 7/0,19
S. 2. JIeKiMOHHBIE 3AHATHS HE MPEAYCMOTPEHBI
5. 3. JIaGopaTopHbIe 3aHSITHS He NPeJyCMOTPeHbI
S. 4. IIlpakTH4YecKHue 3aHSITUSA
Ta6auua 3
Ne | HaumeHoBaHue pazaena ConeprrkaHue pa3zena
n/n | AMCUMILIMHBI
1 cemecTp
1. I'pammaTuka The Indefinite Tenses
The Continuous Tenses (to be going to)
The Perfect Tenses, Modal verbs
The Perfect Continuous Tenses
Modal verbs
The equivalents of modal verbs
The Passive Voice
Direct and Indirect speech
The Rules of the Sequence of Tenses
The Conditional Mood
2. Yerauas peun, Jexkcuka, | Curriculum vitae and interviews
NUCbMO Appointment, introductions
Telephoning
Business trips (airport, hotels)
Small talk
Companies
Sales
3. IIpakTuyeckue 3agaHus Personal letter
Postcard

Business letter
Filling in forms
Essay

Report
Curriculum vitae




6. Opranuzanusi CaMoCTOSITeJIbHOH padoTbl MATHCTPOB MO AUCUMILIMHE
6.1. Temb1 gJ151 CAMOCTOSITEILHOI0 U3y4YEHHS

Tabauna 4
Ne | TemMbl M TEKCTBI AJIS1 CAMOCTOSITEJILHOTO U3y Y€HHS Koa-Bo
4acoB/3.e
101010
lcemecTp

1 | Business travelling 10/0,27
[ToBenuTenpHOE HAKJIOHEHUE.

2 | Hotel in London 10/0,27
[putskateabHbI MaAeK CyIEeCTBUTENbHbIX.

3 Trade finance 10/0,27
IIpennoru.

4 | Balance sheets 10/0,27
MecTtoumenus: somebody, anybody, nobody.

S Taxes 10/0,27
MonanbHble rJ1arosibl (3KBUBAJIEHTHI).

6 | Banking 10/0,27

7 | The Federal Judiciary 10/0,27

8 | The English Political Heritage 10/0,27

7. OueHouHbIe cpeacTBA
Bonpocsl k 3auery:

1 cemecTp
Curriculum vitae and interviews
Appointment, introductions
Telephoning
Business trips (airport, hotels)
Small talk
Companies
Sales

Grammar:
The Active Tenses
Modal verbs
The Passive Voice
Direct and Indirect speech
The Rules of the Sequence of Tenses
The Conditional Mood
IpakTHuyeckue 3axaHus:
Personal letter
Postcard
Business letter
Filling in forms
Essay
Report
Curriculum vitae

OO0pa3ubl 3aaaHNi K 3a4eTy
1. Curriculum vitae and interviews



2. The Continuous Tenses (to be going to)
3. Personal letter

1. Tect no rpammaruke

Test A

. Translate into English using verbs in Present, Past and Future Indefinite Passive.
Hx Haxonoat —Mx Halu — uX HaAlAyT.

Ero nmpouiaroT — ero npocTuiii — ero nNpocTHT.

Eé umyTt — e€ uckanu — eé OyayT UCKaTh.

MEHe npensaratoT — MHE NPEJIOKUIN — MHE MPENJIOKAT.

Hac BcTpeuaroT — Hac BCTpETUIIN — HAC BCTPETHT.

Bawm naroT — Bam nanu — Bam nanyrT.

I1. Write the following sentences in the Passive Voice.

. This letter (to write) yesterday.

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

. This text (to translate) by him tomorrow.

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

. This agreement (to sign) next month.

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

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

00 J O L kW=

I11. Translate the following sentences into English.

1. Bce Oputn yBepeHsl, 4To bopuc Xopoo caact 3Kk3aMeHsbl.

2. OH rosopud, yto JleB ToncToii ero moOumblii mucaTens.

3. 5 3nan, 4To BbI )KUBEeTE B MOCKBE, HO HE 3HaJI Balllero aapeca.
4. OH ckazas, 4To OPOCUT KYPHTb.

5.Bce 3Hanu, uyTo oHa moegert B Pum.

6. IIpocTuTe, Mbl HE yMaJlii, YTO BbI JKIETE HAC.

7. 51 He 3Han, 4TO BbI TOXKeE JirOOUTE HyTOON.

8. A1 Obu1 yBepeH, uTo OH Oy/eT BBINAKOLIMMCS ApPTHCTOM.

IV. Put into Indirect Speech:

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

. I'said to the man:"Are you living in a hotel?"

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

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

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

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

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

00O N kW=

V. Put questions to the italicized words:

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

2. Alexander switches on his computer every day.

3. Computers can be divided into three main types.

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

VI. Put into Past Tenses using Sequence of Tenses
1. Nick says he is going to the hotel to see his friends, who have just arrived
in St. Petersburg from the United States of America.



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

3. He says they were friends at school.

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

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

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

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

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

Test B

I. Translate into English using verbs in Present, Past and Future Indefinite Passive.
MHe paccka3bpIBalOT — MHE PacCKa3alld — MHE PACCKaXyT.

Emy noka3elBarOT — €My MOKa3aJId — eMy MOKaXKYT

Hac cripammBaroT —Hac CrpoCcHIIn — HaC CIPOCHT.

M oTBeUaroT — UM OTBETHIIN — UM OTBETSIT.

Eé octaBnsroT — €€ ocTaBUIIN — €€ OCTaBAT.

Bac 3a0b1BaroT — Bac 3a0butH — Bac 3a0yayT.

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

. The doctor will operate on him in a week.

. The teacher sent for the pupil's parents.

. They looked for the newspaper everywhere.

. Nobody sleeps in the bed.

. The neighbor asked for the telegram.

. Everybody listened to the lecturer with attention.

. The senior students laughed at the freshman.
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I11. Translate the following sentences into English.

1. 51 Obln yBepeH, 4TO OH OyIeT BbAAKOIUMCS APTUCTOM.

2. 51 Gosinicst, 9TO BBI HE TIOCTIEAYETE MOEMY COBETY.

3. 41 nyman, 4TO OH NOAOKAET MEHS.

4. 51 nve 3Han, uTo ThI Oynems paboTaTh B YUTATBHOM 3aJ1€.

5. Cectpa cka3ana, UTO XOU€T NIpUexaTh K HaM cama.

6. A 3Hama, YTO OHA OYEHb 3aHSTA.

7. HuxTo He 3Hau, 4To BbI kaeTe 37ech. [loiinemre B 10M.

8.I'mp npenynpenun Hac, 4TO B 3TOH 4aCTH rOPOAA ABUXKEHUE NOBOJIBHO
CUJIBHOE.

IV. Put into Indirect Speech.

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

2. I said to Mike: "Send me a telegram as soon as you arrive."
3. Father said to me: "Don't stay there long."

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

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

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

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



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

VI. Put into Past Tenses using Sequence of Tenses.

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

. He says they were friends at school.

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

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

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

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

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

00 9O\ W W=

2./I4aJIorTy M TEKCThI 1€JI0BOT0 AHIJIMHCKOr0 SI3bIKA.
PRICES

After a coffee break the businessmen resumed their talk.
Ivan: And now comes the price problem.

Frank: As far as I understand you want us to pay airfreight and insure the devices during their
shipment.

Ivan: For our trial order these terms are preferable for us. Could you
give me your idea of the cif price for each of the devices then?

Frank: Before the break I made some calculations and asked the secretary to type the price list
on this basis.

Ivan: Very good.

Frank: Oh, here it is ... Thank you, Nancy ... Now, Mr. Smirnov, you may have a look at the
prices. The total sum is three thousand pounds.

Ivan: I certainly admit it's a small order. Therefore I shall not mention
discounts you usually grant us. But don't take it as a precedent. When we make
contracts in future we hope we shall have a certain discount off prices.

Frank: We shall certainly discuss this matter in every particular case. If you mention future
contracts there is a question I would like to ask you. Will you always prefer cif
prices and shipment by plane?

Ivan: Oh, no. Far from it. Only in this particular case we have chosen
shipment by plane and cif terms. But in future, if nothing extraordinary happens,
we shall practice fob Tilbury terms, as usual.

Frank: Fine. No objections on our part. Shall we have a standard contract for your trial order?
Ivan: I suppose so. If you can have it prepared now it would be splendid. I'll sign
it. I have the power of attorney.

Ivan: And what would you say if I propose to sign it in the evening
before our dinner. We could have dinner at the restaurant of your choice.

Tvan:



Frank: OK. There is a good cosy restaurant near the hotel. It's called White and Red Roses.

See you at seven then. Goodbye.

BANKING

The next day the session was devoted to the United Kingdom Banking Sector.
Here is the short summary of the lecture:

The UK Banking Sector.
RetailBanks 21
DiscountHouses 8
BritishMerchantBanks 31
OtherBritishBanks 167
AmericanBanks 44
JapaneseBanks 29
OtherOverseasBanks 290
Total 590
In addition there are 92 Building Societies.

Retail banks: They render numerous services for private customers and have extensive
branch networks in the UK. Theyparticipatedirectlyinthe UK clearingsystem.
Discount Houses: They are mostly engaged in discounting bills of exchange for the
corporate sector.
British Merchant Banks: These are wholesale banks handling big money for private and
corporate customers. They are engaged in mergers, take-overs and acquisitions. They also
provide consulting services.
Other British Banks: Comprise all other UK registered banking institutions and certain
banks in the Channel Islands and the Isle of Man. Theyarecontrolledby UK
companiesorindividuals.
American Banks: Comprise the branches and subsidiaries of US banks.
Japanese Banks: Comprise the branches and subsidiaries of banks based in Japan.
Overseas Banks: Comprise the branches and subsidiaries of non-American or non-
Japanese banks and Consortium banks. These are jointly owned by other financial
institutions, one of which must be based overseas.
* Building Societies: In the past they mostly extended
mortgage loans, but nowadays they also widely practice
taking in deposits and they practically operate as banks.

TRADE FINANCE

Next morning after having breakfast at the self-service bar of the hotel restaurant the

participants went to the conference room to have a lecture on Trade Finance.



There was a folder on the big round table for each participant with the material relating

to the lecture.
Here is one of the sheets of the file:

Trade Finance
* Trade needs finance.
* This must come from either the trader or from a lending institution.
* If the trade is international then the amount of finance is normally greater.
* In general, trade is handled on credit.
* The buyer pays for the goods at a specified time after receipt.
* If the trade is international then delivery time adds to the delay in payment.
* This adds to the need for finance.
* Alsoin international trade the buyer uses one currency, the seller another.
* This requires an organization with facilities for changing currencies.
* On both counts the Bank is the best source of finance.

Thus this page gave the most important hints on the subject.

And Mr. Hill, the lecturer, explained and developed each statement. The participants
sometimes interrupted him and asked questions. Sometimes Mr. Lvov came to help when there

was a problem of speaking or understanding.

The lecturer devoted some part of the lecture to financing small business companies who usually

enjoy better terms, reduced taxes and other facilities especially during the first years.

3.IIpakTHyecKast 4aCThb A€J10BOr0 AHIJIMHCKOrO si3bIKa.
OOpa3en HanucaHus 0TYETA

To: M. Anderson

Director of Personnel

From: A. Jackson

Personnel Manager

Date:28 November

Re: Employee benefits satisfaction

INTRODUCTION

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

My findings are presented below.

FINDINGS
1.  Employees were generally satisfied with the current benefits package.
2. Older employees repeatedly had problems with prescription drugs procedures.

3.  Employees between the ages of 22 and 30 report few problems with Health Medical
Organization (HMO).
4. Most employees complain about the lack of dental insurance in our benefits package.

OOpa3en HanucaHus 1€J10BOr0 MHUCbMA



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

United Kingdom
4 December,2008

Dear Miss Smith,

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

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

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

Yours sincerely,
Kate Smirnova

OOpa3en HanmucaHus pe3rome.
Curriculum Vitae

Peter Townsled
35Green Road Spokane, WA 87954 Phone (503) 456-6781 Fax (503) 456-6782 E-mail
petert@net.comDate of Birth 3 October 1966

Marital Status
Married

Objective

Employment as manager in important clothing retailer

Work Experience

1998 — Present Jackson Shoes Inc. Spokane, WA Manager

Manage staff of 10

Provide helpful service to customers concerning shoe choices

1995-1998 Smith Office Supplies& Yakima, WA

Assistant Manager

Managed warehouse operations

Interviewed new applicants for open positions

Education

1991-1995 Seattle University, WA Bachelor of Business Administration Additional Skills
Advanced level skills in Microsoft Oftice Suite, basic HTML programming,
spoken and written proficiency in French

Interests

Football, rowing

References

John Campbell

Managing Director

Jackson Shoes Inc. Spokane, WA

JAEJIOBAS NEPEINNCKA U OTHOIIEHUSA (BUSINESS CORESPONDENCE AND
RELATIONS)

KPATKHII CIOBAPb OCHOBHBIX TEPMIHOB



Agenda — IToBecTka qHst

Applicant — 3asiButens (MpeTeHaeHT)

Applicants’s supervisor — PykoBoaurtens 3asiButesisi (MpeTeHIeHTa)

Application form — Ankera

Apply — Ob6pammarbcs

Books and monographs — Kauuru u Mmonorpaguun

Brief summary — KpaTtkoe conepxanue

Carrying out research — I[IpoBonumoe uccienoBanue

Certified copy — 3aBepeHHast Komusi

Chapter — I'naBa

Co-authors — CoaBTopbI

Common name — OO1enpuHATOEe HA3BaHUE

Complete List of publications — [TosHbIii criucok myOaukanmii

Conference programme — ITporpamma koH}pepeHIU
Content of research — Conepskanue uccienoBaHus

Current educational activity — Texymas oOpa3oBaTenbHasi I TEIbHOCTh
Current employment — Teky1asi 3aHITOCTb

Date and place of birth — [lata u mecto poxxneHus

Degree Granted — Yposenb oOpazoBanusi

Description of the Research (project) — Onucanue uccnenoranus (poeKTa)

Details of publication — Jetanu nyOnukanuu

Employee — 3anstoctsb

Education — O6pa3oBanue

Expected completion — IIpeqnonaraemsiii pe3ynbrat

Expected degree — Oxxunaemblii ypoBeHb

Family name — ®amunus

Fellowship — Hayunoe oOmecTso

Financed by — Mcrounuk ¢puHaHCHPOBaHUS

Following documents — Crnenyroiue 10KyMEHTbI

For more information — 3a gononaureapHON HHGOpMaLuei
From-to - Ot - 10

Future professionals plans — byaymue npodeccuoHanbHbIe mIaHbI
Given name — JlaHHOe uMsi

Hand-made form — PykonucHas gopma

Handwritten signature — Pykonuchas noamnuch

Head of host institution — PykoBoauTens mpuHUMaromeii opranu3anuu
Indicate the title — O603HaueHne 3aroaoBKa

Information about presentation — Mudopmanus o npencraBieHun

International Foundation — MesxxayHaponHasi opraHu3arust

Introduction — Benenue

Investigation — MccnenoBanue

Issue — M3nanue

Item — ITaparpad, crarbs

Letter of invitation — [Ipurnamenue

Letter of recommendation — PekomeHnarenpHOe MHCHMO

List of publications — Criucok mybnukarmii

Look forward to your arrival — Oxunaem Bamero npubsitus

Location — Pa3memenue

Mailing address — [TouToBbIii anpec

Main subjects studied — OcHOBHbIE OOBEKTBI U3yUEHHS

Major awards — BasxHbie Harpazsl

Name in full — IToxroe ums

Name of institution — HanmenoBanue opranuzanuu (yupeskneHus)



Number of pages — KosruecTBo cTpaHHIl

Organizing Committee — OpraHu3alMOHHBIH KOMUTET
Papers in journals — CtaTbu B >)xypHamax

Period — ITepuon

Position — ITozumus

Postal address — ITouToBslii anpec

Previous employment — I[Ipensinyiiee mecto paboThbl
Previous stays — IIpenpinyimue npeObiBaHus

Property of the foundation — CoGcTBeHHOCTE OpraHHU3aHH
Purpose — Llenb

References — Ccbuiku

Reprint — IlepeneuarsiBanue

Required documents — TpeOyembie TOKyMEHTBI

Research facilities — MccnenoBarenbckue criocoOHOCTH
Research plan — ITnan uccnenosanusi

Return the documents — Bo3spaTt nokymeHTOB

Scientific name — HayuHoe Ha3BaHue

Study area — OOnacTe u3y4yenus

Starting date — Jlata Ha4yana

Subject of research plan — IIpenmer nnaHa vccnenoBaHus
Submitted applications — IloganHble aHKETHI (3as1BIEHHS)
Technical Subcommittee — Texuuueckuii ITonkomurer
Topic of thesis — TemaTnka Te3uUCOB

Type of work — Tun padotsr Typescript — IleuaTHas pykonuch
Typewritten English — OTneuatanHbiii aHTJTHACKUIN TEKCT
Unsigned application — HenonnucanHoe 3asiBieHue (aHKeTa)
Will be ignored — He Gyner paccmatpuBatbcst

OCHOBHBIE 3JIEMEHTBI JEJIOBOI'O INCBMA.
Hauano gesnosoro nucema (Opening phrases)

Dear sirs — YBaxkaemble rocrozaa

We have received your letter of — Me1 nomyuunu Bame nucemo or ...

We thank you for your letter of — bnarogapum 3a nucbemo or. ..

We’ve given proper attention to your letter where you ask us to do (with the request of) — Mer
oOpaiem ocoboe BHUMaHue Ha Baie mucemo, rae Bl mpocure Hac o... ( ¢ TpeboBaHueEM O... )
In replay to your letter of — B orser Ha Bamue nucemo oT. ..

In confirmation of our telephone conversation (talks) we wish to inform you — B

MOATBEP KIEHHE HAIIEro TeJaeOHHOro pa3ropopa (eperoBopoB) Mbl XOTeTH Obl COOOIIHUTH
Bawm. ..

Referring to our previous letter of we inform you that — Cceinasice Ha Baie mucemo oT. .., Mbl
uHpopmupyem Bac, uro. ..

We are glad to share good news with you — MbI paas! nonenutbesi ¢ Bamu xopomumu
U3BECTUAMU

We are sorry (We regret) to have to remind you that — K coskaneHnro Mbl TOJKHBI COOOIIUTH
Bawm, uToO...

We learn from your letter that — 113 Bamero mucbema mbl y3Hanu, uto... In connection with our
letter of and in confirmation of your fax of — B cBsizu ¢

Bamum nuceMoMm OT... U B MOATBEpP>KAeHUU (pakca oT. ..

We apologize for the delay in answering your letter — IIpocum u3BuHEeHUs 33 3aI€PKKY C
oTBEeTOM Ha Baiue nuceMo

We apologize for — 3BunuTe 3a. ..

Please accept our apologies for — IlokanyiicTa, mpUMHUTE HALITM U3BUHEHUS 34. ..



First of all — B nepByto ouepens

In fact — dakTudeckw. ..

Besides — Kpome Toro. ..

We regret to learn from your letter — MbI ¢ coskaneHHuem y3Hanu u3 Bamero nmucbma. . .

We have to inform you of our being unable to meet your request - MbI BbIHYKI€HbI COOOLIMTD
Bawm o Haieli HecOCTOSITETbHOCTH BBIOJHUTD Baiy npocs0y

The context of your fax is a sort of a surprise for us — Conep>xanue Bamero akca HeCKOJIBKO
HAC YAUBUJIO

Further to our letter of — B nononHeHue k HalmemMy muCbMy OT. ..

We have to remind you that — MbI BeIHY>KI€HBI HATTOMHHUTH Bawm. ..

You are no doubt aware that — Bam KOHEYHO U3BECTHO, UTO. ..

We enclose the copy of the letter- [Ipunaraem konuto nucema

Caszyomue 3emenThl nucbMa (Binding phrases)

There’s no doubt that — HecomuenHo. ..

We are sure that — Ml yBepeHbI, 4TO. ..

It is necessary to note that (It is worth mentioning that) — HeoGxoaumo (CTOUT) OTMETHTD, YTO. ..
We find it is necessary to note — Cuutaem HEOOXOAMMBIM OTMETHUTb, YTO. ..

We would be glad to have the opportunity — Msl 6bu11 ObI paibl HMETb BO3MOYHOCTD. ..

We are taking the opportunity to remind you that —ITonp3ysick BO3MOKHOCTbEO HATIOMHUT. ..
It goes without saying — Camo coboii pasymeercs

We’d like draw your attention to the fact that — O6paiaem Bamie BHrManue Ha TOT QaxT, 4To. ..
Considering the above said — BBuny BbIleu3nokeHHOTO

In this connection — B ¢Bsi3u ¢ 3TUM

In connection with your request — B cBsi3u ¢ Barueii npocb0oii

In connection with the above said — B cBsi3u ¢ BbIlIEU3I0)KEHHBIM

Otherwise we shall have — B npoTuBHOM ciyuae Mbl OyieM BBIHYKACHBI

As regards your request — Uto kacaetcst Baieii mpocb0Obi

The matter is (The point is) — [Ienio B TOM, 4TO. ..

To our mind — 1o HamemMy MHEHHIO

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

We have some difficulty in — Mb1 ucnibITbIBa€M 3aTpyAHEHUS C. ..

We have to admit that — Heobxonumo npusHars, uto. ..

Up till now we have received no replay — J1o cux mop Mbl He MOTyYHJIU OTBETA

We don’t share your point of view for the following reasons — MeI He paznensem Bamy Touky
3pEeHHsI 1O CAEAYIOLUM MPHYHHAM

In case of your refusal — B cnydae Bamero orkasa

In case you fail to make payment — B ciny4ae neyrmiatel Bamu

In accordance with the contract enclosed — B cooTBeTcTBHM C pHIaraeMbM KOHTPAKTOM
You write in your letter that - B Bammem nuceme Bol nummre. ..

Further you write - /Tanee Bbl mumute

Nevertheless — Tem He menee

Moreover —bonee Toro

3akawuurennnsie Pppassl (Closing phrases)

We are looking forward to receiving your consent (approval confirmation) — Okunaem Bamero
cornacust (MoaTBEP>KAEHUs, 0noOpeHHs)

We shall not fail to contact our organization — Mbl He 3aMeIJTIM CBSI3aThCSl C HAIIUMHU
OpraHU3aLUsIMH

We are expecting your representatives to arrive for the talks — XKnem npuesna Baiero
NPENCTABUTENS 15 AAbHEHIIINX MeperoBOpoB

Your prompt execution of our order would be appreciated — Bynem Becbma npusHaTebHBI 32
ObICTpOE BBIMOJIHEHHE HAIeH MPOChObI



We assure you that we shall take prompt action to remedy the situation — 3aBepsiem Bac, 4TO MbI
NpeAnpUMEM CPOUYHbIE MEPBI AJIsi MCTIPABJIEHHsI CO3ABLIEr0Cs MOJIOKEHHs

We wish to maintain cooperation with you — Haneemcst nognep>xuBatb coTpyaauyectso ¢ Bamu
Up on receipt of the fax will you please inform us — ITo mony4ennto ¢akca npocum coodIuTh
(uH(OpMHUpPOBaTh) HAC

Your early replay will be appreciated — Msi Oynem npusHatenbHbl Bam 32 ObICTpBIii OTBET

We are looking forward to hearing from you — Haneemcst moiyuuts ot Bac oteet B Onmikaiiiee
BpeMsi

If we can be of any assistance please don’t hesitate to contact us — IIlpocum oOparuarbcsi kK Ham,
eciiu Bam notpebyercst nomois (coneiicTaue)

Yours faithfully, (Yours truly), (Yours sincerely) — C yBaxeHHuem

bunersl Kk 3a4eTy AJsl MATHCTPAHTOB

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov

Card No 1

Tema: Curriculum vitae and interviews
Grammar: The Indefinite Tenses.

Personal letter
Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov

Card No 2

Tema: Appointment, introductions
Grammar: The Continuous Tenses (to be going to
Personal letter

Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.




The Grozny State Oil Technical University
named after acad. M. D. Millionshikov

Card No 3

Tena: Telephoning
Grammar: The Perfect Tenses, Modal verbs

Postcard
Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov
Card No 4

Tema: Business trips (airport, hotels)
Grammar: The Perfect Continuous Tenses

Postcard
Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov
Card No 5

Tema: Costs and production
Grammar: The Rules of the Sequence of Tenses
Filling in form

Instructor Akaeva Kh. A.




Head of chair Khabusieva T.B.

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov

Card No 6
Tema:Payments
Grammar: The Conditional Mood
Filling in forms
Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov

Card No 7

Tema:Sales
Grammar: The Passive Voice (gr. Indefinite)

Report
Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov

Card Ne 8

Tema: Contracts
Grammar: The Passive Voice (gr. Continuous). Prepositions of directions
Report

Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.




The Grozny State Oil Technical University
named after acad. M. D. Millionshikov

Card No 9

Tema: Marketing, Advertising
Grammar: The Passive Voice (gr. Perfect)
Curriculum vitae

Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov
Card Ne10

Tema: Public Relations
Grammar:
Direct and Indirect speech (in Present). Modal verbs Curriculum vitae

Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.




The Grozny State Oil Technical University
named after acad. M. D. Millionshikov

Card Nol1

Tema: Costs and production
Grammar: The Rules of the Sequence of Tenses

Business letter

Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov
Card Nel2

Tema:Payments
Grammar: The Conditional Sentences

Business letter

Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

The Grozny State Oil Technical University
named after acad. M. D. Millionshikov

Card No 13

Tema: Finance and the company
Grammar Participles
Essay




Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

The Grozny State Qil Technical University
named after acad. M. D. Millionshikov

Card No 14

Tema: Payments
Grammar: The Conditional Sentences

Essay
Instructor Akaeva Kh. A.
Head of chair Khabusieva T.B.

8. YueOHo-meToauueckoe u HH(POPMALIMOHHOE O0ecnedyeHHe JUCHHIINHBI

4) OCHOBHA JIUTepaTypa

1. IlleBenesa, C. A. JlenoBoii aHrnuiickuii [DaeKTpoHHBIH pecypc] : yueOHOe mocobue nis
By30B / C. A. IlleBeneBa. — 2-e u3a. — DNEKTPOH. TeKCTOBbIE nanHble. — M. | KOHUTHU-
JAHA, 2017. — 382 ¢. — 978-5-238-01128-8. — Pesxxum gocrymna:
http://www.iprbookshop.ru/71767 html

2. http;JIykuna, JI. B. Kypc anrnumiickoro si3bika nj1st maructpantoB. English Masters Course
[OnexTpoHHbIi pecypc] : yueOHOe mocoOue A5t MarMCTPaHTOB IO Pa3BUTHIO H
COBEPILIEHCTBOBAHMIO OOIUX U MPEIMETHBIX (1€JI0BOH aHTJTUHCKUH s13bIK) kommeTeHui / JI. B,
JlykuHa. — DneKTpOH. TEKCTOBbIE NaHHbIe. — BopoHex : BopoHesxckuii rocyjapcTBeHHbIH
apxuTeKkTypHO-cTpouTtenbHbiil yHuBepcurer, bC ACB, 2014. — 136 ¢. — 978-5-89040-515-9.
— Pesxum noctyna: http://www.iprbookshop.ru/55003 html//www.iprbookshop.ru/55003 .html
3. Anemyruna, E. A. ITpodeccnoHanbHO OpHEHTHPOBAHHBIH aHTJTUHACKUA SA3BIK ISt
MarucTPaHTOB [DNEKTPOHHBIH pecypc] : yuebnoe nocobue st By30B / E. A. Anemyruna, I'. K.
Kprokosa, 1. A. JlomkapeBa. — DIeKTPOH. TEKCTOBLIE nanHble. — Hukuuii Hoeropon :
Hwxkeropoackuii rocy1apcTBEHHBIN apXUTEKTYPHO-CTpouTeNbHbIN yHUBEepcuTeT, ObC ACB,
2016. — 96 ¢. — 978-5-528-00113-5. — Pexxum nocryna:
http://www.iprbookshop.ru/80825 html




4. boptauxosa, T. I'. Business Correspondence in English ([lenoBast koppecrnonaeHuus Ha
AHTJIUHCKOM si3bIKe) [ DNeKTpOoHHbIH pecypc] : yuebHoe nmocobue / T. I'. boptHukosa, U. E.
HnbuHa. — DNEeKTPOH. TEKCTOBbBIE NaHHbIe. — TamMO0B : TaMOOBCKHiT rOCY1apCTBEHHBIH
texandeckuit yausepcurer, ObC ACB, 2012. — 160 ¢c. — 2227-8397. — Pexxum pocrtymna:
http://www.iprbookshop.ru/63929.html

0) AOMOJIHUTEIbLHAS JIUTEPaTypa

1. Muxaiinosa, I'. 1. OcHOBBI n€10BOI KOPPECTIOHACHIINN HA aHTJIUHCKOM SI3bIKE
[OnexTpoHHbIii pecypc] : yuebHoe nmocodue / I'. 1. Muxaiinosa, HO. B. CaBacTbsiHOBa. —
DNeKTPOH. TeKCTOBBIE naHHblie. — HoBocubupck : HoBocuOupckuii rocynapcTBeHHbIH
apXUTEKTYpHO-cTpouTenbHbIN yHUBepcuTeT (Cubetpun), 96C ACB, 2015. — 89 ¢. — 978-5-
7795-0735-6. — Pexxum noctyna: http://www.iprbookshop.ru/68805 htmlCkauats
Ooubnnorpaduyeckyro 3anuch

2. Bosixuna, E. KO. I'pammaTuka anriauiickoro si3bika. [IoaroroBka K UTOrOBOi aTTeCTalif
[DnexTpoHHBIH pecypc] : mpakTUKyM aJisi OakaniaBpOB, CIIELMATUCTOB U MAarCTPaHTOB BCEX
HanpasneHui u cnenuanbHocteii / E. KO. Bosikuna, H. A.

3. Hecseraiinosa, . B. Practical phonetics [DekTpoHHbIii pecypc] : yueOHO-MeToqu4ecKoe
nocoOue 1o npakTHueckoi ¢poneruke anrnuickoro sizsika / M. B. Hecseraiinosa, C. I
HoceipeBa. — D1€KTPOH. TEKCTOBBIE JaHHbIE. — ApMaBup | ApMaBUPCKUI rOCYJapCTBEHHBII
nenarornueckuii yuusepcurer, 2014, — 173 ¢. — 2227-8397. — Pexxum noctyna:
http://www.iprbookshop.ru/54521 html

4. Mutsikuna, O. B. AHMMIACKHIA SI3bIK IS 1€JI0BOTO OOIIeHHs. DKCIPecc-Kype [DIEKTPOHHBIH
pecypc] : yuebroe nocobue st ctyneHToB Bcex ¢opm odyuenus / O. B. Mursakuna, 1. B.
[llepuna. — DnexTpoH. TekCTOBBIE naHHble. — Kemeposo : KemepoBckuil TeXHOTOrH4ecKuii
WHCTUTYT MUILEBON MPOMBILLIEHHOCTH, 2014, — 90 ¢. — 978-5-89289-856-0. — Pexxum
nocrtyna: http://www.iprbookshop.ru/61258 html

B) NPOrpaMMHOe 1 KOMMYHHKALIMOHHOE o0ecreyeHmne
1. MaTepuaJbl AJisl MPAKTHUECKUX 3aHSITUH, B T.4. MIEPEBOI TEKCTOB HA (DMHAHCOBBIE TEMBI

2. Ucnonw3oBanue UHTepHeT-pecypca

9. MarepuabHO-TEXHHYECKOE o0ecrneyeHne JUCHUIIHHBI

nuHragonHsii kabuner «Living Englishy.
YATAIBHBINA 3ai1 1 aboHeMenT Oubmmorexu [THTY;

WHTEPaKTUBHAS J0CKa,
- KOMIIBIOTEpPHI [JIs CAMOCTOSITENIbHOM paboThl MarucTpaHToB (mocTyn k cetu MHTepHeET).



CocraBurteib:

Cr. npenonasarens «MDJK» /i / /3K.P. Hpurosa./
S C.
COI'/TACOBAHO:
3aB. MexdakyabTeTCKOM s13bIKOBOI kKadeapoii (@Y ; 5 \ / T.b. Xabycuesa. /
3o
3as. Kadenpoii « TCIT» ( Yﬁ/? /C-A O Myprazaes/
— S~ h

Jupextop TYMP 4;‘£/ /. M.A. Maromaesa/



