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08303ad8delc60b987361de7 085 et S AETIO NAPTHEPCTBO B COMANILHON cepe

TemaTuka pedeparosn:

1. CoctaB 1 mpuHIUITEI GOPMUPOBAHUS CUCTEMBI yIIpaBIeHUS cPepoit
['YII Ha pernoHaIIbBHOM U MECTHOM YPOBHE.

2. [Tomutuka cyonekra PD (o BeiOOpy cTynenta) B chepe ['UII.

3. [Iporpammubie 1 HOpMaTUBHBIE TOKyMEHTHI B cepe [UII.

+. [Ipouecc ynpasnenust ['UII B cucTeme opranoB Bi1acTu.

5. Hopmatusno-nipaBoBoe perynuposanue ['HII B Poccun: HanpaBneHus
pa3BUTHSL.

6. CoBpeMeHHbIH 3Tan peopMUpOBaHKs HOPMATUBHO-ITPABOBOM 0a3bl
['YIl B Poccun.

7. Opranusanus TEHIEpHOTO NMPOLECca B MPOLIECCE BbIAAYH KOHIECCH B
Poccun.

8. MonaepHu3zalusi CUCTEMbI COLIMAIBHOTO 00cykuBaHus B PD.

9. CoumanbHble yCIYyr B CHUCTEME COLMAIBHOTO  OOCITY>KHWBaHUS
HACEJICHHUS.

10. TlunoTHbie TPOEKTHI B cdepe MperoCTaBICHUS COIUATBHBIX YCIYT
rpa)kJaHam: OIBIT PeaJu3alni.

Tpebosanusa K evinoinenuio pepepama

Pedepar BbInonHAETCS 1O OJTHON U3 NPEJI0KEHHBIX TEM B COOTBETCTBUU CO
CTPYKTypou ydeOHoOU nuciurmauubl. Coaepxkanue pedepara AOJHKHO BKIHOYATH
Pa3BEPHYTHIN MHCbMEHHBIN OTBET, COAEPKALIUN PACCYKIACHUS HA NIPEIIOKEHHYIO
temy. B pedepare gomkHa OBITH packpbiTa TeMa, CTPYKTypa JOJDKHA
COOTBETCTBOBATh T€ME U OBITH OTPAKCHA B OTJIABJICHUH, NMPU HAMHCAHUUA PaOOTHI
UCIIONB30BaTh MO KpaHel Mepe S5 TeOpeTUUYECKUX M YUeOHBIX W3JIaHuM, pa3Mmep
pabotbl — 10-15 cTp. mewaTHOro TEKCTa, CHAOKEHHOTO CHOCKAMH W CIIHUCKOM
UCII0JIb30BAHHOM JINTEPATYpHI.

Cmpyxkmypa pegepama:

1) TUTYABHBIN JHCT;

2) miuaH paboOThl C yKa3aHUEM CTpaHMIl Ka)/J0ro BOIIpOca, IMOJABOIPOCa
(MyHKTA);

3) BBeEHUE;

4) TeKCTOBOE M3J0KEHUE MaTepHalia, pa30UToe Ha BOMPOCHI U TOJBOMPOCHI
(MyHKTBI, TOANYHKTBI) C HEOOXOAMMBIMH  CCBUIKAMH HAa  MCTOYHHKH,
UCITI0JIb30BAaHHBIE ABTOPOM;

5) 3aKJIIOYCHHUE;

6) CIIMCOK MCIIOJIb30BaHHOM JINTEPATYPHI;



7) TpUIIOKEHUS, KOTOPBIE COCTOAT W3 TaONWll, guarpamm, rpagukos,
PHCYHKOB, cXeM (HeoOsi3aTeNibHas 4acTh pedepara).

Kpumepuu oyenxu pegpepama:

OneHka «OTJMYHO» BBICTABISIETCS, €CIU pabdoTa CTYACHTa HalKMCaHa
I'PaMOTHBIM HAay4YHBIM $I3IKOM, UMEET YETKYIO CTPYKTYpPY U JIOTUKY H3JI0KEHUS,
TOYKa 3pEHHUsl CTyJeHTa OOOCHOBaHHAa, B pPabOTe MNPUCYTCTBYIOT CCBUIKH Ha
UCTIONIb30BaHHBIE WCTOYHUKH U JIUTEpaTypy, TpeOoBaHHS K OQPOPMIICHHIO W
CTPYKType pedepaTa BBIITOIHEHBI.

OrneHka «XOpOIO» BBHICTABISETCSA, €CIU paboTa CTyJAEHTa HamucaHa
IPaMOTHBIM HAayYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYpPY U JIOTUKY H3JI0KEHUS,
TOYKA 3pEHHsI CTyJeHTa 00OCHOBAHHA, CTYJIEHT JEMOHCTPUPYET HAaBBIKU PabOTHI C
y4eOHONW W Hay4YHOW JuTepaTrypod , B pabOTe MPHUCYTCTBYIOT OTIEIbHBIC
HETOYHOCTHU B 0()OPMIICHUHU TEKCTOBOM YacTu U Oubimorpaduyueckoro ammapara.

OrneHka «yI0BJE€TBOPHUTEIbLHO» BBICTABISCTCSA, €CIU CTYACHT BBHIMOTHUI
3aJjaHue, OJHAKO JTOTYCTHII OIIMOKH B JIOTHKE M3JI0KEHUS MaTepraia, HeTOUHOCTH
B 0(hOpMJIEHUU TEKCTOBOM 4acTu U OuOMorpaduueckoro arnrapara,

OneHka «HeYAOBJETBOPUTEIbHO» BBICTABISCTCS, €CIM CTYIACHT He
BBITIOJIHUII 33/IaHUE, COJIEpP’)KaHWe HEe COOTBETCTBYET TeME, MPU ITOM HET CCHUIOK
Ha MHEHHUS YYEHBIX.

Temartuka scce:

1. Knaccudukanus Gpopm rocy1apcTBEHHO-4aCTHOTO MAPTHEPCTBA U UX
HBOJIIOLIUSL.

2.CpaBHUTENbHBIN aHAN3 (POPM rocyAapCTBEHHO-YaCTHOT'O TApTHEPCTBA.

3.OKOHOMMYECKAs ¥ MOJUTUYECKAs IPUPOJIA TOCYAAPCTBEHHO-YaCTHOTO
NapTHEPCTBA, IPUYMHBI NOSIBJICHUS B COLMAIBHOM cdepe.

4.BpIroasl rocyaapCTBEHHO-YaCTHOTO MapTHEPCTBA Il OM3Heca.

5.BeIroapI rocyAapCTBEHHO-4aCTHOTO MAPTHEPCTBA I TOCYIapCTBa U
oO1ecTBa.

Tpebosanus k scce:

Crpykrypa:

1 AKTyaJIbHOCTB POOIIEMBI.

2 Te3suc.

3. OOBsICHEHHE CYyTH JIAHHOTO TE3HCa.

4 JInuHO€ MHEHuE.

5. BriBog.

TpeboBanus K 0POPMIICHUIO:

1. ®.1.0., nucumMIuinHa, TeMa.

2. Pa3mep - He Oosiee 1ByXx cTpanull popmara A4.
3. MpudTt — 14, uaTEpBaT MOTYTOPHBIH.

4. BripaBHuBaHUE TEKCTA - 11O MIUPUHE.
Kpumepuu oyenusanus:

1. OleHKa «OTJIMYHO» BBICTABJISICTCS B  CIydae: COOTBETCTBUS

COJIEp’KaHusl ACCEe BBHIOPAHHOM TeMme; HaM4Ms CyObEKTHMBHOIO MHEHHUS CTYACHTa
10 3asBJICHHOM TeMe, apryMEeHTAallud CBOEH TOYKHU 3pEHHUS C ONOpOo Ha (axThl



OOLIECTBEHHOM JKU3HU W JIMYHBIA COLMATIBHBIN OIBIT, BHIIOJHEHUS TPEOOBAHUHN K
0hOpPMIICHHIO.

2. OuneHKa «XOpOILIO» CTABUTCS CTYHAEHTY B CIIy4ya€ COOTBETCTBHS
coJiepaHusl 3cce BBIOpAHHOU TeMme; HAM4usi CyObEKTUBHOTO MHEHUS CTYJIEHTa
M0 3asBJICHHON TeMe, apryMEHTallMd CBOEW TOYKM 3pEHHUS C OMOpoil Ha (aKTh
0OI1IeCTBEHHOM JKM3HU U JIMYHBIN COIUAJIBHBINA OMBIT, JOMYIICHUS HETOUHOCTEH B
odopmiieHUHU PabOTHI.

3. OneHKa «yIOBIETBOPUTEIBHO» CTABUTCS CTYACHTY B Cilydyae He
MOJIHOTO COOTBETCTBUSI COJICPKAHUS CCE BHIOPAHHOM TeMe; Hamu4us Ccladou
apryMEHTallid CBOEH TOYKHU 3pEHUS C OMOPOIl Ha (PaKThl OOIIECTBEHHON KU3HU U
JIMYHBIA COIIMATBHBIN OTIBIT; JOMYIICHUS HETOYHOCTEH B OPOPMIICHUHN PaOOTHI.

+. OueHka «yIOBIETBOPUTEIIBHO» CTaBUTCS CTYACHTY B Clyyae
MIOJIHOTO HECOOTBETCTBUSL COJIEPKAHUS ICCE BRIOPAHHOM TeMe.

Bonpocul 0na camocmosamenvnozo uzyuenusi:

1. OmnpiT peanuzauuu npoektoB ['UII B conmanshoi chepe I'epmanuu.
2. OnpiT peanuzauuu npoektoB Y11 B conranbHoit chepe OpaHuuu.
3. OmneiT peanuzanuu npoektos [ UII B CIIA.

Memoouueckue ykazanus K 8bINOJHEHUIO 3A0AHU:

N3ydenue caenyeT HauaTh C O3HAKOMIIEHUS ¢ IPOrpaMMOil U TpeOOBaHUAMU
K pe3ylbTaraM M3y4eHus Kypca. IIpy BBINIOJHEHUM 3aJaHUA  CIIENYET
UCIIOJIb30BaTh OCHOBHYIO U JOIIOJIHUTEIBHYIO JINTEPATYPY. BbIIEIUTh B KaxKI0M
BOIIPOCE TJIABHOE, COCTaBUTh KPATKUN KOHCIIEKT.

Kpumepuu oyenusanus

YCTHBIA OTBET CTYJIEHTa [0 BOIIPOCaM I CaMOCTOATENIBHOIO WU3Yy4eHUs
OLICHUBAETCS «3aUYTECHO», «HE 3aYTEHOM.

OneHka «3a4TEHO» CTAaBUTCA B CIy4ae, €CIH CTYyAEHT JEMOHCTPHUPYET
riyO0OKHe MPOYHbIE 3HAHUS M0 BOMPOCY, JACT Pa3BEPHYTHIN, apryMEHTHPOBAHHBIN
OTBET Ha BOIIPOC, U JONOJIHUTENBHBIE BOIIPOCHI IEMOHCTPUPYET YMEHUE BBIIECIATH
IJIABHOE U HAaBBIKM CAMOCTOSITEIBHOM padOTHI C JINTEPATYpPOH.

OueHka «HE 3a4TEHO» CTAaBUTCA B CIIy4ae, €CJIM CTYAEHT AEMOHCTPUPYET
Xopouiee 3HaHWE Marepuana, YMEHHE BBIIEIATh TIJJABHOE W  HAaBBIKU
CaMOCTOSITEJIbHOM pabOThl C JUTEPATypoOil, HO HE OTBEYAET Ha YTOUHSIONINE U
JIOIIOJTHUTEIIbHBIE BOIIPOCHL.

Temamuka uccreoosamenbCKux npoekmoe.

1. CymHocTts u conepxkanue ['UI1 B MuUpoBO# MpakTHKeE.

2. Ananu3s onpeaenenuid U1, IpUHATHIX B pa3IMYHBIX CTpaHAX MUPA.

3. OcHoBuble oaxo6! B pazButuu [ UIIB conuanbHo-3HaUNMBIX chepax
NEATEIIBHOCTH.

4. @opMBbI TOCYTAPCTBEHHO-YACTHBIX ITAPTHEPCTB B MUPOBOM IIPAKTHKE
pEIICHUs COLIMATBHBIX MPOOIIEM.

5. CtpykTypa 1 QyHKIIHH OPTAaHOB UCIIOTHUTEIILHON BIACTH

6. P® no perynupoBaHuio rocy1apCTBEHHO-YaCTHBIX ITAPTHEPCTB.



7. Poccuiickuit onbiT peanusanuu npoektos ['UII B cdepe counanpHOro
00CITyKUBaHUS.

Memoouueckue ykasanus K 6blNOIHEHUIO UCCIE008AMENLCKO20 NPOEKMA.

HccenenoBaTesbCKUe MPOEKTHI BBIOJIHSAIOTCS TPYNIIONA CTYIEHTOB

B cocTaBe 3 - 5 4enoBeK MO BBIOPAaHHOM W3 BBILIEHPUBEIECHHOIO MEPEYHs
teme. OOBEM HCCIIEN0BATENBCKOIO MPOEKTa JOJDKEH COCTaBIATH HE MeHee 15
cTpaHul] MamuHonucHoro tekcra (mpudt 14, Times New Roman, monst 2 cMm. co
BCEX CTOPOH).

B unccnenoBaTenbCKOM MPOEKTE CTYAEHTHI JOHKHBI IMPUBECTH BBIBOJBI U
OCHOBaHHBIE HA HUX PEKOMEHJAINHU 10 MOBBIILIEHUIO 3(PPEKTUBHOCTH UHCTUTYTOB
roCy/1apCTBEHHO-YaCTHOTO MApTHEPCTBA B COLIMANIbHOM cepe.

TUTYIBHBIM JINCT HCCIENOBATEIBCKOIO MIPOEKTA COAEPKHUT CIEIYIOIIUE
oOsi3aTeNbHbIC JlaHHBIE: HAUMEHOBaHHWE Y4eOHOrO 3aBE/ICHUS, HAaUMEHOBAHME
kadenpsl, HAaMMEHOBaHUE JUCUUTUTUHBIL, HAaMMEHOBaHUE TEMBbI
MCCIIEN0BATEIBCKOTO MTPOEKTA, PEKBU3UTHI

yueOHOM  ctynenueckod rpynmbel, @O.HN.O. crynentoB u D.HN.0.
PYKOBOJIMTEIIS.

HccenenoBarenbCKkuid NPOEKT COCTOMT W3 JBYX YacTEW: TEOPETHYECKOTO
BOIIPOCA U MPAKTUKH €0 PEIIEHUS.

CrpyKTypa TEOPETHUECKON YAaCTH UCCIIEIOBATEIBCKOIO IMPOEKTA:

[.BBenenue

II. OcHOBHas yacTh

III.3akmroueHue

IV.JIuteparypa

BBenenune copepkUT 000CHOBaHUE aKTyaJbHOCTH M 3HAUEHUS UCCIIENyeMOU
npoOyieMbl, LeTM W 3aJayd  MCCIIECJOBAHMsSI, CXKAThli AaHaJU3 HCTOYHUKOB
uH(popManuu

OcHOBHasi 4YacTb OTpakaeT MOAPOOHOE CONEpKaHWE TMPOBEIACHHOTO
VICCIIEIOBAHUS TI0 3aJaHHOU TEME.

3aKI0YeHUE COAEPKUT APIryMEHTHUPOBAHHBIE BBIBOABI M MPEIJTIOKECHHUS
IPYIIIbI HCIIOJHUTENEH MPOEKTA.

[To uToram mpoekta odopmisercsa npe3enranusi. KomudecTBo cnaiiioB — He
oonee 10.



Ipuioxenue x PII
IlepeyeHb y4eOHO-METOAUYECKOT0 00ecTeYeHU ISl CAMOCTOSITeILHOM
padoThI 00Yy4AKOIIMXCH M0 JUCHUIJINHE
NHHOBALMOHHDBIE PAKTUKHU COIMATIBLHO # padoThI

Temartuka pedeparos:
1. CouuanbHble UHHOBAIUA W OCOOCHHOCTH MX BHEJIPECHUSI.
2. UnnoBaum B cdepe  ympaBieHUs  OpraHu3aluedl  COIUAIBHOTO

00CITy)KMUBaHUS.

. HoBbie ¢opmbl comnmanbHON pabOThl ¢ MHOTOJIETHOM CEMbEH.

WM HHOBaIMY B CONMAIBHON pabOTe C MOKHMIIBIMU IpakIaHaAMHU.

CranuoHapo3aMeniaroniie  TEeXHOJOTUM  COLUMAIbHOM  paboThl  Kak

WHHOBAIUSL.

PervoHanbHbple MHHOBAIIMOHHBIE MPAKTUKU COIMATILHON PaOOTHI.

WMHHOBaIMY B COLIMAIBHOM OOCTYKMBaHHUM JI€TCH-MHBAIINIOB.

NHHOBALIMOHHBIN MOTEHIIMAJ COLMAIbHO-OprueHTHpoBaHHBIX HKO.

9. Case-MEHEIKMEHT B COIIMAIbHON paboTe ¢ CEMbEH.

10.0Tpacnu comuanbHOM chepbl Kak 00bEKThl HHHOBAIIMM.

11.1Tpo0OseMbl MPUBJICUEHUST MHBECTULIMM JUIsl peaau3allid MUHHOBAIIMOHHBIX
COIIMAJIbHBIX MPAKTUK.

12.VlHHOBaIMu B COIMAIBHOM paboTe ¢ OeCHpU30pHBIMU U OE3HAT30PHBIMU
JETbMH.

13.MlHHOBaIMu B COLMAJIBHOM paboTe ¢ JuiamMu 0e3 OmpeleIEHHOTO MecTa
KUTEIbCTBA.

14.VlHHOBAIIMOHHBIE TPAKTUKH COLMAIBLHON paldOThl C JHMIIAMH M TPYIIAMH
JI€BUAHTHOTO MTOBEJICHHUSI.

G
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Tpebosanus k evinoiHeHUo pepepama

Pedepat BrimonHsieTcs Mo 0J1HOM U3 MPEIOKEHHBIX TEM B COOTBETCTBUU CO
CTpYKTypoil yueOHoOM auctumuinHbl. CoaepxaHue pedepara JOKHO BKIHOYATH
Pa3BEPHYTHIN MMCbMEHHBIN OTBET, COJAEPKAIINNA PACCYKACHUS HA NPEIIIOKEHHYIO
TeMy. B pedepate pomkHa OBITh packpeiTa TeMa, CTPYKTypa JIOJDKHA
COOTBETCTBOBATh T€ME W OBITh OTPAKEHA B OTJIABJICHUH, MPU HAMHCAHUU PaOOTHI
UCITIOJIB30BaTh MO KpallHEW Mepe 5 TEeOpeTHYECKUX M YYEOHBIX M3JIaHUM, pa3sMep
pabotel — 10-15 cTp. meyaTHOro TEKCTa, CHAOXKEHHOIO0 CHOCKAMHU U CIUCKOM
MCITOJIB30BAHHOM JINTEPATYpHI.

Crpykrypa pedepara:

1) TUTYABHBIN JHCT;

2) mnaH paboOThl C yKa3aHWEM CTPaHMI] Ka)XJOro BOIPOCA, IMOABOIPOCA
(myHKTa);

3) BBe/CHUE;



4) TeKCTOBOE M3JI0KEHUE MaTepHalia, pa30uTOe Ha BOMPOCHI U TOJBOIPOCHI
(MyHKTBI, TOJMYHKTBI) € HEOOXOJAMMBIMU CChUIKAMH HAa  HCTOYHHKH,
UCII0JIb30BAaHHBIE ABTOPOM;

5) 3aKJIOUeHHUE;

6) CIKICOK UCIIOIb30BAHHOM JINTEPATYPHI;

7) TpUIIOKEHUS, KOTOPBIE COCTOAT W3 TaONWll, auarpamm, rpagukos,
PHUCYHKOB, cXeM (HeoOs3aTenbHas yacTh pedeparta).

Kpumepuu oyenku peghepama:

OneHka «OTJMYHO» BBICTABISIETCS, €CIU pabdoTa CTYACHTa HalKMCaHa
IPaMOTHBIM HAay4YHBIM $I3IKOM, UMEET YETKYIO CTPYKTYpPY U JIOTHUKY H3JI0KEHUS,
TOYKAa 3pEHHUS CTyAEeHTa OOOCHOBaHHAa, B pabdOTe MPUCYTCTBYIOT CCHUIKM Ha
UCTIONIb30BaHHBIE WCTOYHUKH U JIUTEpaTypy, TpeOoBaHUS K OQPOPMIICHHIO W
CTPYKType pedepaTa BBITOIHEHBI.

OneHka «XOpoOIIO» BBICTABISIETCS, €cau paboTa CTyACHTa HamucaHa
IPaMOTHBIM HAayYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYpPY U JIOTUKY H3JIO0KEHUS,
TOYKA 3pEHUsI CTyJeHTa 00OCHOBAaHHA, CTY/IEHT JEMOHCTPUPYET HaBBIKU PabOTHI C
y4eOHOW W Hay4YHOW JuTepaTypo , B paboTe MPHUCYTCTBYIOT OT/EIbHBIC
HETOYHOCTHU B 0(hOPMIICHUHU TEKCTOBOM YacTu U 6ubimorpaduyueckoro amnmapara.

OreHKa «yJ0BJIETBOPUTEIBLHO» BBICTABISICTCS, €CIU CTYJEHT BBIMOIHUII
3aJlaHue, OJHAKO JOIMYCTHJI OMTUOKU B JIOTHKE HU3JIOKEHUSI MaTepuaia, HETOYHOCTU
B 0()OpPMJICHUU TEKCTOBOM YaCTH U OMOIHOrpagUIecKoro anmnapara,

OneHka «HeY/AOBJIETBOPUTEIbHO» BBICTABISCTCS, €CIM CTYACHT He
BBITIOJTHUII 33/IaHKe, COJIepP’)KaHWe HE COOTBETCTBYET TeME, MPU STOM HET CCHUIOK
Ha MHEHUS YYEHBIX.

Temaruka acce:
1. CymHOCTh MHHOBAIMI B COUMAIIbHBIX IPAKTUKAX
2. TIpoGsiemMbl BHEAPEHUS] MTHHOBAIMM B IPAKTUKY PabOThl COLMAIbHBIX
CITy k0.
3. «JloposkHast KapTa» pa3BUTHS COIUATLHOIO OOCTY>KUBAHUS U HHHOBALIUU
B COLIMAJILHOM paboTe.
4. Pecypcsl 11l peanu3aiuy HHHOBALUH.
5. IlpuuuHbI BHEIpEHH] MHHOBAIMI B COLMAIBHOM cdepe.
6. [logroToBKka KagpoB COIMAIBHBIX CIY>KO K HMHHOBAIIMOHHOMN
JEATEIIbHOCTH.

Memoouueckue ykasanusi no HANUCAHUIO dcce:

ITonsTHE 3CCe»

Occe - To (hopMa HAYYHO-HCCIIENOBATEILCKONM pabOThl HAIpaBICHHAs Ha
aKTUBU3ALNIO y4yeOHO-NIO3HABATENIbHON JESTEIbHOCTH, CTYACHTOB, IIOBBIIICHUE
MHTEpeca K MPEeAMETY, pa3BUTUE TBOPUECKOr0 Hayalla U KPUTHUYECKOTO MBIIIICHUS
CTyACHTa. DTO COYMHEHHE-PACCYKJIEHHE OTHOCHTEIHHO HEOOJBIIOro o0beMa CO
CBOOOMHON KOMIIO3MIIMEH, BbIpaXKarollee WHIWBUIYyadbHbIE BIIEUYATIICHUS,



CoOOpakeHHsI MO KOHKPETHOMY BOIIpOCY, TMpoOjJeMe © 3aBEAOMO HE
IpEeTeHAYIolee Ha TMOJHOTY W HCUYEPHBIBAIOUIYI0 TPakTOBKY mpenmera. OHO
MPEANoJaraeT BbIpa)KeHUEe aBTOPOM CBOEH TOUKU 3pEHHUS.

Tpebosanus k acce:

Crpykrypa:

1 AKTyaJIbHOCTb TTPOOJIEMBI.

2 Te3suc.

3. OObscHEHUE CYyTH JaHHOTO Te3uca.
4 JInuHO€ MHEHuE.

5. BriBoa.

TpebGoBanus k opopmIeHHIO:

1. ®.1.0., qucumIimHa, TeMa.

2. Pasmep - He Gomnee aByx cTpanul] popmara A4.
3. Mpudt — 14, uaTepBal MOITYTOPHBI.

4. BripaBHUBaHME TEKCTA - 110 MIUPUHE.
Kpumepuu oyenusanus:
1. OueHka «OTJIMYHO» BBICTABISIETCS B CiydYae: COOTBETCTBUS

coliepKaHusl dcce BHIOPAHHOW TeMe; HaNM4usi CyObEKTMBHOTO MHEHHS CTYJEHTa
10 3asBJIEHHON TeMe, apryMEeHTalMud CBOEW TOUKHU 3PEHHS C OMOpoil Ha (haKThI
OOILECTBEHHOMN >KM3HU U JIMYHBIM COLMATBHBIA OMBIT; BBHIOJHEHHS TPEOOBAHUMN K
0hOpPMIICHUIO.

2. OneHka «XOpoLIO» CTaBUTCA CTYJIEHTY B CIydae COOTBETCTBHS
COJIEp’KaHusl ACCEe BBIOPAHHOW TeMe; Halu4Msl CyObEKTHMBHOI'O MHEHHS CTYACHTa
[0 3asBJICHHOM TeMe, apryMEHTAallUd CBOEH TOYKHU 3pEHHUs C ONOpO Ha (PaxThl
OOLIECTBEHHOM U3HU U JIMYHBIN COLIMANIbHBIN OIBIT; JOIMYIIEHNUS HETOYHOCTEHN B
odopmiieHUH PabOTHI.

3. OneHka «yIOBIIETBOPUTENIBHO» CTAaBUTCSA CTYAEHTY B ClIydyae He
MOJIHOTO COOTBETCTBHUSI COJEP)KAHUSA 3CCE BBHIOPAHHOW TeMe; HANW4Ms —Ciaboi
apryMEHTAIlMd CBOEH TOYKH 3pEHUS C OMOPOi Ha (PaKThl 0OIIECTBEHHON JKU3HU U
JMYHBIA COMMATBHBIN OTBIT; JOIMYIICHUS HETOYHOCTEH B 0pOopMIICHUH pabOTHI.

4. OueHka «yIOBIETBOPHUTEIIBHO» CTAaBUTCS CTYAEHTY B Ciy4ae
IIOJIHOTO HECOOTBETCTBUSL COJIEPKAHUS ICCE BRIOPAHHOM TEMe.

Bonpocwl ona camocmoamensvhnozo uzyuenus:
1. VIHHOBalMOHHBIE MPAKTUKU COIIMATBHOTO OOCITYKHBAHUS 32 PYOCIKOM.
2. OrueHKa ¥ IPOTHO3MPOBAHUE HHHOBAIMOHHOH JIESITeJIbHOCTH.
3. MudopmanmoHHbIe TEXHOJIOTHHA B COLMAIBLHOW paboTe Kak HampaBieHUE
Pa3BUTHS UHHOBAIIMI B COIIMANIbHOM cepe.
Memoouueckue yKazanus K blNOJIHEHUIO 3A0AHUL:

N3yuenue ciaenyeT Ha4aTh ¢ 03HAKOMIICHHSI C IPOTPAMMOI U TpeOOBaHUSIMHU K
pe3ysibTaTaMm u3ydeHus Kypca. lIpu BbINOIHEHUH 3aJaHUS CIEAYET UCTOJIb30BaTh



OCHOBHYIO U JIOIIOJTHUTEIBHYIO JJUTEPATypy. BIIEINUTh B KaK10M BOIIPOCE
[JIABHOE, COCTABUTh KPATKUM KOHCIIEKT.

Kpumepuu oyenusanus

YCTHBIIT  OTBET CTyACHTa II0 BOIIpOoCaM I CaMOCTOATCIBHOIO HW3YYCHUSA
OLOCHUBACTCA «3a4YTCHO», «HEC 3a4YTCHO).

O1eHKa «3a4TeHO» CTAaBUTCS B CIy4ae, €CIU CTYIACHT JEMOHCTPHUPYET TiyOOKue
IIPOYHBIC 3HAHUSA I10 BOIIPOCY, JAET Pa3BEPHYTHIM, apIyMEHTUPOBAHHBINA OTBET Ha
BOIIPOC, U JOTOJHUTENIBHBIE BOIIPOCHI JEMOHCTPUPYET YMEHUE BBIACIATH [JIABHOE
Y HaBBIKM CAMOCTOSATEIbHON PabOTHI C IMTEPATYPOIl.

OneHka «He 3a4TEHO» CTABUTCA B CIIy4ae, €CJIM CTYJEHT JEMOHCTPUPYET XOPOLIEe
3HAaHWE MaTepuana, YMEHHE BBIJICIATH TJIABHOE U HABBIKU CAMOCTOSITEIbHOU
paboThl C JUTEPATypOd, HO HE OTBEYAET HA YTOYHSIOUIME U JONOJHUTEIIbHBIE
BOIIPOCBI.
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UNIT 1 LESSON 1

MAKING CONTACTS. INTRODUCING YOURSELF.
EXCHANGING BUSINESS CARDS.

1. Let’s start!

Look at the pictures and read the situations below. Guess: are they formal
or informal. Where can you hear such talks?

N

Lorra‘ ol k“tt :

\Do \10\1 g\\\ SO

3)

a) Hey! What’s up guys! Ma name’s Alan.

b) Good day! Let me introduce myself. I’'m Joseph Spencer. I represent the
department of Foreign Languages.

c) Hello! I’'m Samantha Jones. I’'m a sales manager at General Motors.

d) Hi! I’'m Rick Willson. I’'m 19 and I’m a student at Kingston University.

2. Read the dialogue and analyze the conversational patterns.
- Hello. What’s your first name?

- My name’s Joseph.
- And your surname?



- Spencer.

- How do you spell that?

- S-P-E-N-C-E-R

- And where are you from, Joseph?

- I’m from Los Angeles. I’'m American.

- Thank you very much! Nice to meet you at our conference.
- Nice to meet you, too. Have a good day!

NB Pay attention to the expressions:

first name = your name

surname, last name = family name

how do you spell that/ can you spell that = pronounce distinctly letter by
letter

3. Stand up and introduce yourself to the other students. Say your name,
surname, spell your surname. Write down the surnames of your
groupmates and decide which one is the most difficult to comprehend.

} &

4. Here is some personal information about two people. Add your personal
information to the table.

Name Bill Fraiser Sabine Ganz You
City Chicago Zurich
Age 30 22
Phone 312-554-07-49 43-44-900-4754
number
Email b-fraiser @gmail.com | Sabine_gz@swissmail.ch
address
Company | IBM Nestle
name
Country USA Switzerland
@= at
NB email addresses: “ .7 =dot
“ -7 =dash

“ ” underscore




a) Fill in the gaps and answer the questions about Bill.

What’s surname?
first name?

Where he from?

How old he?

his phone number?
email address?
What does he work for?

Nk L=

b) Talk to your partner to discuss Sabine's personal information.

c)

- Work with a partner. Write down your personal

information. ’OQ‘
- Talk to your partner to learn his/her personal o
information. Don’t forget to spell your surname, email address.

- Present your partner to the group.

S. ﬂ (1) Listen to the dialogue and complete the form:

Name: Jan K
Nationality:
Company name: Industries

Complete the phrases 1-3. Match them with the functions a-c.

1) Can you that, please? a) Check how to write a word.
2)S ? b) Say information is correct.
3)T right. c) Ask someone to repeat.

6. ﬂ (LL2) Listen to the conversation. Is this Jan’s first or second meeting
with Ben?



7. Listen again and complete the conversation.

J: Hi! Jan Kowalik.

B: Hello. 2 to meet you, Jan. I’'m Ben West.
J: What 3 are you with, Ben?

B: I’'m with Nerada Electronics. 4 ?
J:’'m$ Bax Industries.

B: Ah. What do you do?

J:PmanIT ¢ . And you?

B: I’m a finance 7 .

J: is Nerada 8 company?

B: Noitisn’t?

8. What do you know about business cards? Why do people use them?

What information is on most business cards?

= A

R
~and o .é‘ ';' £

9. Label the business card with the words in the box.

James Kirk
Captain

Boston Lobster Fishing
Boston, MA

(617) 555-1234
kirk@bostonlobsterfishing.com
bostenlobsterfishing.com

! irtay
L anowe

qualification address first name surname company name  job title




VoB

FINANCE
Ted Shaw, BA (Hons)

Accountant
VIB
Finance
23 Wood road
Bristol B552 AJ
United kingdom
Telephone 0384 242 48 23
Email : t_shaw @hotmail.com

10. Read about business cards in different countries. Complete the
information with the countries in the box.

| Switzerland ~ Mexico China the UK |

a) People often exchange business cards at the end of a meeting in the UK.
b) Itis a good idea to print business cards in Spanish and English in

c) Titles (for example Dr, MBA, PhD) are important in
Write professional titles and qualifications on your business cards.

d) Business people give and receive cards with both hands in .
Read the card immediately and then give your card to your business
contact.

11. How do people greet business contacts in your country? How do people
greet business contacts in other countries around the world?

) & ¢

12. IRM Read the text. Make up a list of the rules for making a successful
business card.

DOES YOUR BUSINESS CARD PASS THE TRASH TEST?

Your business card is often the first impression
a potential client has with your company. The
business card design and message will
ultimately determine whether it gets thrown in
‘ the trash or filed for contact later.




Reach in your wallet and pull out your business card. Your Small Business
Information guide has put together the business card test. Learn if your business
card will pass or be trashed.

Size: Does your business card conform to the traditional size of 3.5" by 2"?
Anything greater will not fit in wallets or most business card holders. End result
trash.

Paper Quality: Is your business card design of professional quality or is it
flimsy with perforated edges? Cheap cards are trashed.

Ink: Drop some liquid on your business card. If the ink runs, it's in the trash.

Color Test: Colorful cards can add to your professional image. Too much color
can be detracting. Trash your card if it is black and white or has more than 3
colors unless it's a photograph.

Message Design: Your business card should clearly tell people what you do and
offer a meaningful benefit. No message adds confusion so your card ends up in
the trash.

Image Match: Your business card design should match your business image. If
you're a designer, then the card should be creative. If your card is out of synch
with your image, time to toss it.

Font Size: Is your card crammed with information? White space on the card
will make it easier to absorb your message.

If you have a lot to say, add it to the back of the business card. Is the print so
tiny you have too squint to see it? This one is heading for the trash.

Contact Information: Your clients or potential clients should have as many
means as possible to contact you based on their preference. Your business card
design should include: voicemail, phone, fax, email, and website. Lack of
contact information puts your card in the trash.

You only have one chance to make a great first impression. Make sure you
invest in the best business card design you can afford. The business card is your
introduction to a client, for the low cost per card that is money well spent.

13. B4 <proJECT>
Create your own business card. Exchange it with the classmates and
introduce yourself.



UNIT 1 LESSON 2

SECRETS TO A SUCCESSFUL CONVERSATION:
OVERCOMING BARRIERS

1. Look at the pictures and try to guess:
- Is the situation formal or informal?
- What is the relationship between the interlocutors?

- Which emotions are the people experiencing? Are they positive or negative?
- Are the participants really involved / interested?

Pyt
it

2. Complete the questionnaire with yes/no answers about yourself and
then interview your partner.

Questions to discuss you partner

Do you ever experience any difficulty in starting a
conversation?

In a new environment, do you feel worried and/or
embarrassed at the idea that someone might ask you
something?




Are you prejudiced against any categories of
people?

Do you succeed to show your attention and interest
in what your interlocutor is saying?

Are there any topics which you’d like to avoid?

Can you always guess what your interlocutor’s
intentions are?

If you want to quit the conversation, do you know
how to do it without offending the interlocutor?

Now compare your answers, find some common points and discuss why
these problems are widespread when it comes to communication.

3. ﬂ (LL3) Listen to two conversations. Both of them took place during a
break between lessons at a language school. The participants are a student
and a teacher. Which conversation is successful and why? What goes wrong
in the other case?

Try to analyse the given situations and make up a list of recommendations
for a successful conversation. Use your own experience too.

SECRETS TO A GOOD CONVERSATION:
1. A smile on your face (not a too wide one) is a good start.
2.

N AW

4. This is the conversation between Maria (M) and the teacher (T). Try to
improve it. Rewrite Maria’s responses and hypothesize on how the
conversation might go.

10



T: Hello, what’s your name?

M: Maria.

T: I’m James. I’m a teacher. And... where are you from?

M: Rome.

T: Ermm... What... what do you do?

M: I’m a student.

T: Mmm... and... how long have you been here in London, Maria?
M: Two months.

T: Are you having a good time?

M: Mmm... Yes.

T: Can I get you a coffee?

M: No.

T: Are you missing your family at all?

M: No.

T: Err... have you got any brothers or sisters?
M: Yes.

T: Oh! What do they do?

M: They are students too.

T: Oh well, I’ve got a class now. Goodbye, Maria.
M: Ciao!

5. Try to respond the following phrases which make a good beginning to
any kind of conversation.

1) Hi, how are you doing? -

2) How is your day going? -

3) It’s a beautiful morning, isn’t it? -

4)  We're sure having a busy day today. -

5) Are you still working at that report? -
6) Idon’t think we’ve met before. ['m Barry. -
7)  Looks like it’s going to rain. -

8) Your dog is so cute. What’s his name? -

9)  What do you think about the presentation? -

10) I'm so impressed with your speech. -
11) Any plans for the weekend? -
12) How was your holiday? -

13) It’s a great match! -

11



14) Long time no see! -

15) It was an excellent workshop. I learned a lot. How about you? —

Which of the given phrases are proper in a formal situation? Which are
likely to be used in a conversation between friends? Colleagues? Which can
be used to make friends to a stranger?

6. Which barriers to successful communication can you think of? Describe
the possible difficulties related to the following aspects:

Language

Culture

Manners

Social status

Education level

Gender

Stereotypes

Intellectual and psychological issues

© O 0O O 0O 0O O ©O

7. |RM| Read the article and find the ways to solve the above-mentioned
types of problems.

IDENTIFYING AND OVERCOMING COMMUNICATION BARRIERS

If you understand how emotional intelligence, communication, barriers,
gender, and culture effect communication you will be able to experience more
intimate relationships. To gain an understanding of how communication works
effectively, a person must first understand some of the things that cause
communication to be ineffective.

Gender and culture affect communication because people have different
ways of expressing themselves. Between genders in the same culture there are
differences that begin in how a person creates their self-concept. Men look for
social comparisons where women value self-appraisals. Self-confidence is also
formed differently between women and men. Men gain self-confidence with
achievements whereas women gain it through connections with other people.
These two major differences affect how the genders communicate with each

12



other. Men are more driven by results and solving problems where women want
to feel emotionally connected and worry less about the solutions.

An example of a gender driven misunderstanding might happen when a
couple moves to a new location, as it might happen with a military family. When
the couple first moves to their new home, the woman may not feel confident,
might want someone to talk to, and be looking for ways to reach out to make
new friends. If the husband is away and only able to be contacted by phone or e-
mail, the wife might complain to him, hoping for empathy. The husband's
reaction would most likely be to solve the problem, either by suggesting the wife
talk to other wives in the unit or take a trip home so that she can socialize. In a
case like this, the wife may become upset with the husband because he does not
seem to understand that all she wanted was someone to listen to her.

Culture plays a similar role in communication. Cultural identity is made
up of ethnicity, culture (the values, traditions, social and political relationships
and worldview a group of people share), gender, age, beliefs, values and to what
degree a person identifies with the culture they are brought up in. A belief that
one's own culture is superior to all other cultures or a lack of interest in learning
about other cultures can lead to barriers in communication that cannot be
overcome without effort.

An example of cultural barriers can be seen between North American and
Latin American cultures. For North Americans, the intimate space begins at a
further distance than it does for the Latin American people. In a situation like
this, a Latin American person might be perceived as making a sexual advance by
a North American person because the North American person thinks that the
Latin American person is standing too close to just be friendly. The Latin
American person is probably not aware of the discomfort they are causing the
North American person.

People also set up barriers for themselves which make it difficult to
communicate with people who have different views or a different background.
One barrier 1s ethnocentrism which is a belief that a single ethnicity and culture
(usually the person's own) is superior to all other ethnicity and cultures. This
barrier can make it so that people of two different cultures cannot communicate
properly because the person that is ethnocentric does not want to understand the
other person's culture which makes it difficult to have a common starting point
for communication.

An example of ethnocentrism occurred before and during the holocaust.
The German people were made to believe that German was the best ethnicity

13



and no others should be tolerated. It may have started out as separating schools,
taking away jobs, and other things that made life difficult for other people in the
country, especially Jewish people, but it ended up turning into a slaughter of
many innocent people.

Another barrier that closely relates to ethnocentrism is discrimination
which is when a person tries to exclude or distance themselves from people in
other groups. Discrimination goes further than ethnocentrism because the person
1s not willing to interact with people outside their group which can be gender,
race, or sexual orientation.

Discrimination happens every day for many reasons. Sometimes the
discrimination comes from skin color and other times from what a person is
wearing. Women that are out with their parents and children and look younger
than they are might be discriminated against because people think they are teen
mothers. The discrimination makes it so that the young looking mother is not
given a chance to say, “l am 25.” The discrimination can be something as simple
as being glared at to not being waited on in a restaurant because the server does
not feel they deserve service.

Stereotyping is often a barrier that can fuel the discrimination because it
oversimplifies views of another group of people. An example of stereotyping
would be the view that all African Americans steal televisions because the
person saw one case on the news where an African American stole a television
from an electronics store. A stereotype like this one can hurt communication
because the person is likely to treat any African American they meet as if they
are criminals. Another stereotype that can harm communication would be the
belief that all Chinese people are extremely smart. This might seem like a good
stereotype to have, but it can make a Chinese person who is not a genius feel
like an outcast and avoid getting into situations where their intelligence will be
tested.

Negative stereotyping can lead to prejudice and discrimination. Prejudice
is a negative view of a culture based off little experience. The example that “all
African Americans steal TV’s” demonstrates how this works. If a person
believes that all African Americans steal, they are going to have a negative view
of the culture which is going to make them avoid interaction with African
American people.

All of the barriers to communication can be reflected in what a person
says and how they say it, especially stereotyping, discrimination, and
ethnocentrism, but also culture and gender. For culture, the demeanor of the

14



person may show discomfort. The person most likely did not vocalize their
discomfort, but their posture, expressions, choice of words, and vocal tones may
give away their discomfort. This may lead to a shortened conversation or two
people focusing more on what is not going well in the conversation than what is
actually being said.

Between genders, the body language, tones, and choice of words may also
lead to communication breakdowns. When the woman becomes upset that a man
1s not showing empathy toward them and not saying the right things, she may
back away, make faces, or use different tones and words than she normally
would if she was satisfied with the conversation. The man may notice the
unhappiness with the conversation and try to fix it or might start to feel like this
is a cycle he cannot break.

CHARACTERISTICS THAT HELP OVERCOME
COMMUNICATION BARRIERS

A solution to the barriers is emotional intelligence which can be mastered
and lead to better relationships. Emotional intelligence is the ability to
understand others and work with them. There are five characteristics of
emotional intelligence. Being self-aware is the most important. It is the ability to
distance oneself from their emotions so that they can look at the emotion
without becoming overwhelmed or reacting to it too quickly. This piece of
intelligence would help a person who is struggling with stereotyping.

The second characteristic is the ability to manage emotions which means
expressing them in a way that is appropriate for the setting. Once a person has
become aware of the emotion, they can come up with a way to handle the
emotion. The person who gets nervous around African Americans may be able
to walk away for a minute to collect themselves and then act as they should.

The third characteristic is the ability to motivate oneself which is setting a
goal and reaching it. For the person who is nervous around African Americans,
the goal may be to sit at the table and hold normal conversation with the dinner
guests.

The fourth intelligence is recognizing emotions in others which is called
empathy. The best way to do this is to listen to what people are really saying and
trying to understand it by observing their body language along with their actual
language.

15



Body language plays a part in improving a person's emotional
intelligence. A person who fears African Americans may be able to sit through a
dinner and talk nice, but might look as though they are ready to run out of the
room if a butter knife is picked up the wrong way.

The fifth characteristic is the ability to handle relationships. The person
needs to recognize their own needs as well as the needs of the other person.
They need to find a balance where both sets of needs are met as fully as
possible.

With an understanding of how barriers, culture, gender, and emotional
intelligence effect communication, a person is more able to communicate
effectively and have fulfilling relationships. If these things are ignored,
communication breaks down and a person can become isolated.
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UNIT 1 LESSON 3

BEING TACTFUL
1. Study the adjectives, and put them into the correct categories below.

tactful offensive rude diplomatic subtle personal civil vulgar
blunt  respectful polite impolite politically correct

Causing offence:

Not causing offence:

2. Read the dialogue below in pairs. Describe the speakers using the
adjectives above. How could you improve the customer’s part?

Shop assistant: Can I help you?

Customer: Yes, my friend bought this shirt for me yesterday, but I don’t like it.
Shop assistant: Would you like to choose another one, sir?

Customer: No, I want a refund.

Shop assistant: We do have some new colours in stock.

Customer: No, just give me the money.

Shop assistant: OK, no problem. Do you have the receipt?

Customer: Yes. Take it.

.....

3. <= WV (L4, V1) Watch or listen to 6 dialogues. In which dialogue
does the speaker...

make a complaint?

interrupt someone who is busy?

speak his/her mind?

make a request to a friend?

make a request to a stranger?

have a problem that needs urgent attention?

0O O O O O O

4. Look at the following expressions from the dialogues. They are all used to
say things more carefully so that you do not upset someone. Put them into
the correct categories below:

... Seems to be ... Could you ...?
Couldn’t this wait till later? Don’t you think ...?

17



I don’t mean to be rude, but ... I don’t mean to disturb you, but ...
I seem to (have + PAST PARTICIPLE) I was wondering if I could ...

I'm afraid ... It looks like ...

Would it be possible to ...? a bit

a little really (in negative sentences)
1) A word or phrase used to ‘soften’ a little (less noise)

an adjective, verb or adverb:

2) A negative question used to:
politely disagree or argue with

Someone:

3) A polite request:

4) A ‘softening’ phrase used to I don’t mean to disturb you, but...
introduce a problem, complaint,
negative remark, etc.:

e) Now complete the dialogues with the expressions. ﬂ (LL4) Listen again
to check your answers.

DIALOGUE 1

Shop assistant: Can I help you, sir?

Mark: Yes, I bought a digital camera from your website.

Shop assistant: OK. Is there a problem?

Mark: Well, yes. ! you sent me the wrong camera. As you can see
from the order confirmation, I didn’t order this model.

Shop assistant: Oh, I’'m very sorry sir. We’ll replace it immediately.

DIALOGUE 2

Alice: Excuse me, 2 make a little less noise, please? I'm trying to sleep.
Hotel guest: OK, sorry. We’ll turn the music down.

Alice: Thank you.

18



DIALOGUE 3

Sam: You were looking for me, Mark?

Mark: Yes, that’s right. 4 misplaced my textbook, and I have
a lecture in 30 minutes. 5 borrow your copy.

Sam: Ok, I can lend you mine for the day, but I’ll need it back by 5 o’clock.

DIALOGUE 4

Emma’s boss: Come in!

Emma: Hi Mr. Johnson, I don’t mean to disturb you, but could I have a quick
word?

Emma’s boss: 72 I’ve got a meeting on at the moment.
Emma: Well, unfortunately that isn’t 8 possible. I'm

leaving for Paris this afternoon. I’ll only be a minute I promise.
Emma’s boss: Oh, Ok then.

DIALOGUE 5§

Emma: Mark, I’ve decided. I'm going to take my driving test next week.

Mark: Next week? ? you need 19 more time?
Emma: What do you mean?

Mark: Well, 'Pve seen your driving. You’re just not ready yet.
DIALOGUE 6

Landlady: Hello.
Mark: Hello, this is Mark from Flat 14. I’'m calling about the shower in my

bathroom. It 12 Jeaking.
Landlady: Oh really? I’ll send the plumber round tomorrow afternoon.
Mark: 13 I’m going away tomorrow afternoon for a few days.

14 send someone round to fix it later today?
Landlady: OK, I’1l call the plumber and get back to you in an hour.
Mark: Thank you. I’ll be waiting.

Put the following underlined expressions into the above mentioned
categories:

a. Would you mind coming a bit earlier next time?

b. I’m rather tired at the moment.

c. Wouldn’t it be better to talk later?

d. It appears you haven’t read the instructions properly.
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6. Rephrase the following sentences using the techniques from the previous
exercise:

. I’ve lost your phone number.

. Can I borrow your phone for this afternoon?

. You are too tired to go out tonight.

. I need more time to finish my homework.

. You’ve given me the wrong change.

. You’re too fast for me. Can you speak more slowly?
. The price is expensive. Can you give me a discount?
. I’'m busy right now. Call me later.

0NN LN B~ W~

7. Role-play each of the situations below with your partner. Try to be

tactful.
(O
o

a) You return a faulty television to the shop where you bought it.

b) You need to cancel a meeting with your boss for the second time.

c) You have a problem and need to ask an acquaintance for an
important favour.

d) Your flatmate is very messy and you need to talk to him / her about it.
e) Your friend invites you to his birthday party, but you don’t want to go.

20



CULTURAL KNOW-HOW

1. Study the following sentences and match each underlined idiom to its
correct definition below.

1) At the end of the meal, we decided to go Dutch.

2) If you want to win the argument, you should stick to your guns.

3) Thank you for all your help. I hope someday we can return the compliment.
4) The politician managed to save face by escaping blame for the mistake.

5) Everyone at the party was wearing special costumes, and we had to follow
suit.

6) During the negotiation, they decided to give ground in order to reach an
agreement.

7) We were wined and dined all over the city.

8) I was trying to be polite, but he got the wrong idea.

a. change your position in order to make it easier to reach an agreement
b. do something for someone because they have done something for you
c. do what other people are doing

d. keep your position even if people try to criticize you

e. misunderstood

f. pay 50% of the bill each

g. protect your reputation

h. taken out for expensive meals

2. |Rll| Decide whether the statements are true or false and then check your
answers by reading the article.

1) In Singapore, the word ‘no’ is considered impolite.

2) In Greece, you should nod your head upwards to say ‘yes’.

3) In Italy, it is a bad idea to turn up late for a meeting.

4) In the Netherlands, it is a bad idea to turn up late for a meeting.

5) In Japan, the business card is very important and should be treated with
respect.

6) In Russia, you should not argue during business deals.

7) In Turkey, you should not insist on sharing the restaurant bill with your host.
8) In Mexico, you should be careful about proposing dinner arrangements with
your client.
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CULTURAL KNOW-HOW
Learning about a country’s culture can help you secure good working relations on your
travels.

1. Do you arrive 10 minutes early for an
important business meeting in Rio or 10
minutes late in Amsterdam? In Moscow, is it
a good idea to give ground at an early stage
of the negotiations? Andin Istanbul, should
you offer to go Dutch with the host on the
restaurant bill?

2. Mastering the local etiquette can be more
valuable than learning the language, because
so much of the world does business in
English. Or a form of English. “Beware that
an English word or phrase doesn’t always
mean the same thing abroad,” warns Michael
Bennett, who sells security systems in South
East Asia. “In Japan and Singapore, people
feel that ‘no’ is an impolite word, and will
sometimes say ‘yes’ to avoid causing offence.
What they really mean is ‘I understand what
you’re saying’, not ‘I agree’. I’'m told that in
Indonesia there are 12 words for ‘yes’ that
mean precisely the opposite.”

3. Even the movement of your head can be
open to misinterpretation. Publisher Robin
Touquet has had difficulties in Athens: “The
Greeks traditionally use an upward nod of the
head to say ‘no’, and atilt of the head from
side to side to mean ‘yes’. I was ready for
that, but didn’t realise the younger generation
have learnt to do it our way. Confusion all
round. If in doubt, keep still.”

4. The issue of punctuality is almost as
complicated. Oil company executive
Malcolm Thorburn deliberately turns up a
few minutes late for meetings in Brazil
"because Brazilians believe latecomers are
more likely to be commercially successful
than people who arrive early. They’re
impressed by people who are relaxed enough
not to worry about the clock. The Italians
take a similar attitude. They believe that
arriving late shows who 1is the boss.”
However, don’t risk that in the Netherlands.
“The Dutch frown upon lateness,” warns film
finance agent James Hindle: “They believe
that people who can’t use their time wisely
cannot be trusted.”

5. Hindle has also experienced the ceremony
of exchanging business cards in Japan. “The
business card is seen as representing the
individual, so the whole affair has to be
treated with respect. You must accept your
client’s card with both hands, perhaps
admiring it, and then place it carefully in your
cardholder.”
6. The social side of Japanese commerce can
also unnerve the western visitor, who might
have to go a karaoke bar and sing. “Many
Japanese businessmen like to conclude
business by performing their favourite song
in a karaoke bar,” says management trainer
Nicole Wehden. “You’re expected to follow
suit.”
7. In Russia, the ritual of the business
meeting is more theatrical skill. “I’ve seen
temper tantrums, sudden walkouts, table-
thumping and so on, but it’s all part of the
fun,” says Michael Bennett. “And they
admire you more if you stick to your guns.
Seeking a compromise early is seen as a sign
of weakness.”
8. In almost every business community
around the world, the host pays for the meal.
Malcolm Thorburn was wined and dined in
Istanbul, and all went well until he insisted on
paying his share: “It caused real
embarrassment,” he recalls. “In Turkey, the
idea of sharing a bill is quite alien. The best
policy is to thank your host and return the
compliment at the first opportunity.”
9. Insurance underwriter Toni Morrison
caused supper-time embarrassment in Mexico
five years ago. "I was working late with a
client, and midway through the evening I felt
so hungry I suggested we carry on working at
a nearby restaurant. The client thought this
was a sign I had a romantic interest in him.
When I realized he’d got the wrong idea I
started to laugh, which made things even
worse. The only way of getting out of it was
to enable him to save face, so I accepted all
the blame for the misunderstanding."

Adapted from The Independent, 18 June 2007

22



3. Find a word or phrase in the article which means...

1) offending people (phrase, P2)

2) understood incorrectly (phrase, P3)

3) an upward or downward movement of the head (noun, P3)

4) do not move (phrase, P3)

5) people who arrive late (noun, P4)

6) disapprove of (phrasal verb, P4)

7) make someone feel nervous or uncomfortable (verb, P6)

8) sudden periods of uncontrolled childish anger (plural noun, P7)

4. Study the use of modal verbs (basic forms) and give your own examples
for each case.

can
- uzuveckas/yMcmeeHHAs 803MONCHOCIb, CNOCOOHOCMb YMO-TUbO coelamy
(AMOI'y../VYVMEIO.../CIIOCOBEH...);
- meopemuyecKas/nomeHyuaIbHas 603MONCHOCTb, 8EPOAMHOCHIb
(MO>KHO/BO3MOKHO umo-nub6o coenams;
BO3MOKHO kmo-mo 20e-mo naxooumcsi;
BEPOATHO umo-mo 20e-mo cinyyaemcsi...);
- npocvoa, paspewenue (- MOKHO...? - MOKHO...).

can’t
- omcymcemeue yMeHUsl, ChOCOOHOCMU, 803MONCHOCIU
(A1 HE MOI'Y.../HE YMEIO.../HE CIIOCOBEH....),
- 3anpem (- MOJKHO...? - HEJIB3A = ne moocem).

could
- hopma npoweduteco 8pemeHu MOOAIbHO20 21A201d Can
(A MOI.../YMEJI.../BbIJI CTIOCOBEH...);
- bonee sexcnusas npocvoa (HE MOIJIU BbI BHhI...?);
- OOLUASL CMEeNneHb COMHEHUS, YeM 8 Cyude C 21a20JIoM Can
(...MOI' BbI.../..MOI'JIO BbI.../MOI'JIH BHI...).

may
- 0onycKaemas 603MONCHOCHb, 8EPOAMHOCHIb
(...BO3MOKHO.../...MO>XET BbITh...);

- YMOYHeHUue 8603MOACHOCMU, pa3peuleHue

(- MOI'Y JIU A...?MOXHO MHE...? —
MOJELLID.../MOXETE.../MOXHO...).
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might
- BO3MOJNCHOCb, BEPOSMHOCIb (MEHbULAsL CMENneHb 8ePOSIMHOCIU, YeM may)
(BO3MOKHO, no manoseposmuo, ..MOI' BbI..., ...MOI'JIO BbI...).

must
- HeobXooumocms, O0OVCIOBIEHHAS BHYMPEHHUMU MOMUBAMY,  JTUYHBIM
OMHOUWEHUEM K BONPOCY, BO3HUKAIOWASL HE NO NPUHYIHCOEHUIO
(1 OBA3AH .../MbI J]OJDKHBIL... (no céoum ybexcoenusm)),
- IPEeONOI0HCEeHUE C BLICOKOU CIENEeHbIO Y8ePEeHHOCMU, 8ePOSMHOCMU
({{OJDKHO BBITh = ckopee 6ceco...).

mustn’t
cmpoeuti 3anpem (HEJIB3A...!!!...HE JJOJDKEH....).

have to
BbIHYICOCHHASL  HE0OX00UMOCMb,  BO3HUKWASL 6 CUNY  0OCMOSAMenbCms,

B03MOICHO, CAHKYUOHUPOBAHA BAACMAMU, PYKOBOOCMBOM UIU NPOCMO OPYIUM
yenosexkom (.../JOJDKEH/...ObA3A4AH.../BbIHY?KJ[EH...).

don’t have to

omcymcmaue 06s3amenbcmea ymo-aubo oenams
(..HE JJOJDKEH.../...HE OBA3AH.../... HET HEOBXO/[UMOCTH...).

should
- cosem, pexomenoayust, uncmpykyus (...CJHAEJ[VET.../...CTOUT ...),
- HACMOUYUBASL PEKOMEHOAYUsl, KOMOPOU MOJICHO U He C1edosamsy (8 omiuyue
om 2nazona must, ocmasjusiem 6vio0p).

S. %lj Rewrite the sentences below using a suitable modal verb:

Example: It is a good idea to arrive on time for meetings in the Netherlands.
You should arrive on time for meetings in the Netherlands.

1) Calling your new boss by his first name is not a good idea in this country.

2) Parking your car in the manager's parking space is not allowed.

3) The company dress code is very relaxed, so it is not necessary to wear a suit
and tie for the meeting.

4) If you don’t learn about the country’s culture, there is a slight chance that you
will cause someone offence on your business trip.

5) There is a general possibility of offending someone if you ignore cultural
etiquette.

6) I’m feeling rather tired. It is necessary for me to go to bed now.
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7) It is necessary for me to get up early tomorrow because I start work at 8
o’clock.

8) If you want to do successful business in Russia, it is a good idea to stick to
your guns during negotiations.

9) If Sam keeps arriving late for work, there is a possibility that he will get the
sack.

10) Karina has been very stressed lately. It is necessary for her to take a holiday.

5.1. What etiquette advice would you give to a foreign visitor seeking to do
business in your country? Try to use some vocabulary from this lesson.

QO
o

5.2. Have you or a visitor ever had any difficulties during a meeting or trip
abroad? How could you or your visitor have been better prepared?
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UNIT 2 LESSON 1

BUSINESS COMMUNICATION AND PROFESSIONAL PARTNERSHIP.
PROFESSIONAL IMAGE AND THE BASICS OF SELF-PRESENTATION

1. AB Read the information below and enumerate the aspects important for
producing a good first impression.

Do you agree with the authors of the article? Give some more useful
recommendations relying on your personal experience.

Your Image Is Everything

It takes 0.1 seconds to form a lasting impression of a — YO —
stranger.

NEVER
First impressions matter. e @ 4
HANCE
A series of experiments by Princeton psychologists Janine TO MAKE A

Willis and Alexander Todorov reveal that it takes less than a

second to form an impression of a stranger from their face, W

and those longer exposures don’t significantly alter those _CF .

impressions. IRST
IMPRESSION

To make sure you put your best foot forward, know these

12 Statistic-Driven Ways To Make Lasting First Impressions
1. Dress for success

Psychology studies reveal that first impressions are formed within7 to 17
seconds of meeting someone; 55% of a person’s opinion is determined by
physical appearance. In reality, what you wear is not a shallow consideration; it
could make or break your meeting.

It is a good idea to dress conservatively when you meet someone for the first
time (even if the office is known as being “funky” and “creative”). Be careful
with loud accessories, perfumes, hair-styles and shoes that may be distracting;
You don’t want someone to remember what you wore over your business skills.

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#1-dress-

for-success-1
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2. Choose your words with care

Statistics show that first impressions are also determined by the words people
use. In fact, 7% of what we think of others is based on what they say.

Before you meet someone for the first time, think about how you want to come
across: optimistic, confident, humble, aggressive, innovative.

Then make a list of words you could use to convey these qualities. While you
should not get hung up on this list during the meeting, having a selection in the
back of your mind will help you choose words wisely.

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#2-choose-
your-words-with-care-2

3. Strike the right tone

Have you ever instantly disliked someone because their voice sounded brash,
whiny or cocky? That is because 38% of person’s first impression is
determined by tone of voice.

Striking the perfect tone of voice is difficult: You want to appear calm but
enthusiastic, confident but humble, determined but secure. Start paying attention
to your own tone of voice as well others around you, then practice speaking the
way you want to be perceived.

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#3-strike-
the-right-tone-3

4. Readjust your body language

During face-to-face meetings, 93% of people’s judgments of others are based
on non-verbal input like body language. How you stand, sit, and shake hands
communicates a lot more than what you say.

Good body posture, a nice smile, and an eye contact are essential for making
good impressions. It is equally important to avoid crossing your arms (which
may signify boredom) or sitting too casually (which could indicate a lack of
care).

It is easy to unconsciously strike a pose; stop every few minutes to notice how
your body is positioned. You may be harming or helping your case without even
knowing it.

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#4-
readjust-your-body-language-4
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5. Use someone’s name often

According to a Cal Poly Study, personalizing marketing materials, or addressing
potential customers by their name, increases the likelihood that they will
respond by 36%. People like it when they are singled out; cater to their ego and
call someone by their name.

As soon as you learn someone’s name, say it back to them and then repeat it
throughout the conversation. When you are finished with the meeting, write
them a personal note mentioning all the people you met by full name. While it
may seem simple, people are more likely to connect with you if you make the
effort to get their name right.

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#5-use-
someones-name-often-5

6. Be on time

Always be on time for an initial meeting. People are busy; one of the worst
offenses you can commit is not respecting their time.

Even better, arrive 15 minutes early. Spend a few minutes collecting your
thoughts and walk into an interview composed. This tactic also leaves time for
getting lost.

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#6-be-on-time-6

7. Focus on the other person

Talking too much about yourself will make you appear self-centered and bore
your listener.

Before your meeting, make a list of all the things you want to know about the
other person: How did they get into their line of work? What business
partnerships do they already have / are they seeking to cultivate? What are their
business aspirations?

Without getting too deep during a first meeting, show someone you are
interested in establishing a connection with them; they will be more likely to
want you on board as a result.

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#7-focus-
on-the-other-person-7
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8. Be a good listener

35 Business studies analyzed by the International Listening Center indicated
that listening is a top skill needed for success in business. Unfortunately, most
people only retain about 50% of what they hear.

Make an excellent impression by beating this statistic and demonstrating you are
an exceptional listener right off the bat.

Exchanges are always better if two people work together to keep the
conversation going. React to comments with phrases such as “interesting,” “that
makes sense,” and “could you tell me more about that?” Ask follow up
questions; it will show you are engaged in the conversation and care about the
subject matter.

http://'www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#8-be-a-
good-listener-8

9. Be careful with humor

Jokes are very hit or miss. One taken the wrong way can send you to social
Siberia.

While there is nothing wrong with a little banter, avoid controversial jokes or
sarcasm that could be misinterpreted. Everyone is different; before you know
someone’s sensitivities, it is best to play it safe and tone down the joke attempts.

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#9-be-
careful-with-humor-9

10. Bring printed materials with you

Bringing materials to a first meeting automatically makes you look like a
responsible, organized person.

When appropriate, print out relevant documents such as resumes, business
proposals, relevant statistics, transcripts, business cards and case studies. Carry
them in an organized briefcase so you can find them easily once you sit down.

The process will make the meeting run smoother and it should impress the
person you are meeting. With that said, don’t go overboard; they’ll think you’re
a know it all or that you're trying too hard.

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#10-bring-
printed-materials-with-you-10
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11. Do your research

Learn as much as possible about the person you are meeting before you’re
introduced. You will impress someone immediately if you can ask informed
questions about their background and signify that you understand their interests /
achievements.

With an abundance of social media tools at your disposal, it should not be
difficult to dig up some professional information. You might stumble upon a
mutual interest or friend that you can drop into conversation for automatic
chemistry.

http://'www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#1 1 -do-
your-research-11

12. Relax and be yourself

Everyone is nervous before a first meeting; there is a lot at stake and the stress
can get pretty intense. The more at ease you are, the more the other person can
get to know the real you.

Before your meeting, do something that makes you happy: go to the gym, take a
bath, listen to music. Instead of focusing on what’s at stake, concentrate on
pumping yourself up. Make a list of your best qualities, give yourself a pep talk
in the mirror, or call a family member or friend who can give you a boost.

During the meeting, pretend you are having a casual cup of coffee with a friend.
If you get flustered, don’t panic; take a deep breath and keep going. Never
assume you are making a bad impression; you never know what the other person
is thinking!

http://www.businessinsider.com/20-ways-to-nail-a-good-first-impression-2010-12#12-relax-
and-be-yourself-12

S Sl
Dawa

2. = (V2) Remember, your image is everything. One of the factors that
influence it is SELF-INTRODUCTION. Every business person must be able to
present himself / herself in a proper way. Effective self-introduction is the
pledge of your success.

Enjoy a video tutorial on self-introduction created by Corporate Class Inc., a
business consulting company famous in Canada and the USA. Since 1981,
Diane Craig, its head, has been advising 500 companies, government agencies,
universities, associations, politicians and private clients.
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Watch the two examples of Tom’s self-introduction. Which one is more
professional? Compare them and explain the faults.

-1-
- Hey, how ya doin’? I’'m Tom.

2-
- Hi, I'm Tom Preston from the IT Department. I work with Pats Tern and
if you need any tech assistance whatsoever I’m the one you’re gonna be
calling.

Make a professional self-introduction, following the sequence:

handshake — full name — department — relevant background information

:::::

3. & (V3) Watch Coach Shane’s video and make notes about his personal
information. Introduce him to the class. Prepare a detailed self-presentation
taking into account the example given in the video.
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UNIT 2 LESSON 2

BUSINESS CORRESPONDENCE

1. Let’s start!

Work in a group of 4. Make a little survey in your
group. Let everyone answer the questions. Make some

conclusions. Share your results with a class.

2
o

Questions

Student 1

Student 2

Student 3

How often do you write
emails?

Who do you usually write
to?

What is the purpose of your
letters?

Have you ever written a
business letter? If yes, what
was your purpose?

Does it differ from a letter
to your friend/relative?
In what way?
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2. Look at the three emails below. Which email is the most formal? How
can you tell? Find the phrases proving your ideas.

SO0
Qdm 8 5

Delete Reply Reply All Forward Print

To: tsyms@carrington.co.uk
From: kasia.janiak@bto_systems.pl
Subject: Re: Visit to Warsaw

Dear Mr Syms g
.1 Jo: annacole@df.com From: paul.hart@nexon.com

Thank you for your email regarding your forthcoming visit to Warsaw. [Subject: Re: Meeting 23 April
| would be delighted to pick you up at the airport and take you to i Abha
your hotel. If you could please send me your flight details, that would :
be very useful. Thanks for your email.
| look forward to seeing you on Tuesday. The best way to get to our offices from
Kind regards the station is to take a taxi. There's a
Kaanaeity taxi rank outside the main entrance — you
can't miss it!
BTO Systems
ul. Targowa 6 Looking forward to seeing you on
03-700 Warszawa Tuesday!
Phone: +48 22 69 05 45
All the best,
= Paul
{1 To: alison.taylor@workforce.com m From: r.pavan@rki.co.in
| Subject: Re: Flight details :

Dear Alison

Thank you for sending me your flight details. | will be

there at the airport to mest you. =

Looking forward to meeting you at last! g

Best wishes ‘A

Rej A

3. Analyse the given above letters in accordance with the Guide to Basic
Business Letters. Would you change anything?

Guide to Basic Business Letters
Letter writing 1s a prized skill in the world of work. The higher you
advance in your career, the more you will need to write letters.
Letters are more formal and official than other types of business
communication. They offer personal, verifiable authorization. Unlike e-mail,
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letters often must be routed through channels before they are sent out. Letters
are the expected medium through which important documents such as contracts
and proposals are sent to readers.

There are four basic types of business letters: inquiry letters, special
request letters, sales letters, and customer relations letters. Though, there are
different types of business letters they all have the same standard for writing.

Purpose

« What do I want the reader to know or do?

o What kind of business letter am I writing? Some types include: a letter of
inquiry, letter of application, informative letter, letter of complaint, letter
of regret, and thank-you letter.

Form

o Use a print size and font that make your letter easy to read.

o Use 1 to 1.5 inch left and right margins.

o Adjust margins and the spacing between the heading and inside address so
that your letter is centered top to bottom on the page, leaving at least 1 to
1.5 inch top and bottom margins.

« Present your information completely, concisely, and professionally

« Use a consistent form: block or modified block.

THE SIX PARTS OF THE BUSINESS LETTER

1. Heading: Give your (the writer’s) complete address (but NOT your name)
and the current date.

2. Inside address: Include the receiver’s complete name, title, company and
address.

« Avoid abbreviations except for states and titles (Mr., Mrs., Ms., or Miss).
« Place a single-word title after the name and a comma. Place a longer title on
a separate line.

Example: Ms. Helen Moss
Poway Unified School Board Member

3. Salutation: Begin with Dear and end with a colon, not a comma.

o Use Mr. or Ms. before the receiver’s name, unless you know the receiver
well.

o If you don’t know a person’s name, use Dear or Attention followed by an
appropriate title, such as Customer Service Department or Sales Manager.
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o If you are sending the letter to a general audience, address Dear Sir or
Madame or Ladies and Gentlemen. Include both genders.

4. Body: Single-space within the paragraphs but double-space between
paragraphs. Do not indent the paragraphs.

o Try to write at least two paragraphs.

« Avoid long paragraphs because they make your letter uninviting to read.

« Avoid making business letters longer than one page. However, if the letter
does go to a second page, put a heading such as Ms. Moss 2 on the second page.

5. Complimentary closing: Use Sincerely, Sincerely yours, or Yours truly.
Use Best wishes if you know the person well. Capitalize only the first word; end
with a comma.

6. Signature lines: Leave four lines for your handwritten signature; type your
name and title (if applicable).

o If you plan to enclose item(s) with the letter (a brochure, form, copy,
proposal, etc.), type the word Enclosure(s) two lines below the typed signature.

« If you are sending a copy of the letter elsewhere, type the letters cc: plus the
person or department’s name. This line goes beneath the enclosure line.

Block Format Modified block
All parts of the letter begin at the left margin. | The heading complimentary closing, and
Paragraphs are not indented. signature lines begin at the enter of the

page. Paragraphs are not indented.




4. Study the example of a business letter and name its structural parts.

Sample Business Letter

Begin your heading 1 to 1.5 inches from

the top of your paper. Side margins should
alzo be 1 to 1.5 inches,

the same, and in doing so, will be making a grave mistake. There are many reasons
not to ban soda sales.

Double space between paragraphs
Our schopls desperarely need the money brought in by soda sales. If we sacrifice
such profits, we will have greater difficulty supporting the events they fund.
Furthenmore, the ban might not even work, since banning soda sales is not enough
to combat the problem of childhood obesity. Smdents should adopt healthier
lifestyles, not use quick-solution diets. In addition, it would be hypocritical 1o
refuse to sell sodas but still offer foods like pizza, French fries, and doughnuts.
Schools instead should better educate students on how to make healthy choices on
their own,

As you can see, banning the sale of sodas on high school campuses would be an
inadequate solution for teen health problems. Ihave enclosed an essay on this
topic that gives evidence to support my claim. Please read my essay, and when you
receive the chance to vote on whether to enforce a soda ban, please vote againzt it,

Heading
1234 Melrose Steeet Type the writar's address (no name), followed by
San Diego, CA 52127 the current date
December 10, 2002 T
Inside address
Ms. Helen Moss Ll = Type the nams and addreas of the receiver
Poway Unified School Board Member T
13626 Twwin Peaks Road
P o .
Dﬂﬂﬁkﬂpﬂﬂ.‘ Hﬂl wi - A colon.
Diear Ms. Moss:
Double space
T'am currently a student in the Poway Unified School District, and [ am writing to Body
you regarding the recent ban on soda sales in the Los Angeles Unified School The first questions states tha
District. [am concerned that the Poway Unified School District will attempt to do fettar's subject and purpose.

It answers the question: Why
arne you writing this letter?

Tha middle presents details
of the messags.

The ending requests action,
shows appreciation, or
malivates the recaiver. It
answers the question: What
do you want the reader to
do?

ce: Mr. Lopez, Poway Unified School Board member

_ Double space
Sincerely yours, Complimentary clesing
Capitelize the 1% word; end with a comma.

Sean Kosmo Four spaces
S e Signature lines

Sign your name in blue or black ink above your

Double space typed name.

Enclosure

Indicate whether you are including enclosures
andfor sending copies of the letter to others.
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5. [RA| Study the information below and describe the main features of
business letters types.

TYPES OF BUSINESS LETTERS

Inquiry Letters

An inquiry letter asks for information about a product, service, or procedure.
Businesses frequently exchange inquiry letters, and customers frequently send
them to businesses. Three basic rules for an effective inquiry letter are to state
exactly what information you want, indicate clearly why you must have this
information, and specify exactly when you must have it.

Important Language to Remember

o The Start: Dear Sir or Madam
To Whom It May Concern - (very formal as you do not know the person
to whom you are writing)

« Giving Reference: With reference to your advertisement (ad) in...
Regarding your advertisement (ad) in ...

« Requesting a Catalogue, Brochure, Etc.: After the reference, add a
comma and continue - ... , would (Could) you please send me ...

« Requesting Further Information: I would also like to know ...
Could you tell me whether ...

« Signature: Yours faithfully - (very formal as you do not know the person
to whom you are writing)

An Example Letter
Kenneth Beare
2520 Visita Avenue
Olympia, WA 98501
Jackson Brothers
3487 23rd Street
New York, NY 12009
September 12, 2000
To Whom It May Concern:
With reference to your advertisement in yesterday’s New York Times, could you please send

me a copy of your latest catalogue. I would also like to know if it is possible to make
purchases online.
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Yours faithfully
(Signature)
Kenneth Beare

Administrative Director
English Learners & Company

Responding to Inquiries and Requests for Information

It is very important to make a good impression when responding to inquiries
from potential customers. Of course, the best impression will be made by
providing the materials or information that the perspective client has asked for,
this positive impression will be improved by a well written response.

Remember to place your or your company’s address at the top of the letter (or
use your company’s letterhead) followed by the address of the company you are
writing to. The date can either be placed double spaced down or to the right.
You can also include a reference number for correspondence.

Important Language to Remember

o The Start:

Dear Mr, Ms (Mrs, Miss VERY IMPORTANT use Ms for women unless asked
to use Mrs or Miss)

o Thanking the Potential Customer for His/ Her Interest:

Thank you for your letter of ... inquiring (asking for information) about ...
We would like to thank you for your letter of ... inquiring (asking for
information) about ...

« Providing Requested Materials:

We are pleased to enclose ...

Enclosed you will find ...

We enclose ...

« Providing Additional Information:

We would also like to inform you ...

Regarding your question about ...

In answer to your question (inquiry) about ...

« Closing a Letter Hoping for Future Business:

We look forward to ... hearing from you / receiving your order / welcoming you
as our client (customer).

« Signature:

Yours sincerely (remember use ‘Yours faithfully’ when you don't know the
name of the person you are writing and ‘Yours sincerely’ when you do.
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An Example Letter

Jackson Brothers

3487 23rd Street

New York, NY 12009
Kenneth Beare
Administrative Director
English Learners Company
2520 Visita Avenue
Olympia, WA 98501
September 12, 2000

Dear Mr Beare

Thank you for your inquiry of 12 September asking for the latest edition of our catalogue.

We are pleased to enclose our latest brochure. We would also like to inform you that it is
possible to make purchases online at http:\\jacksonbros.com.

We look forward to welcoming you as our customer.
Yours sincerely

(Signature)

Dennis Jackson

Marketing Director
Jackson Brothers

Claim Letters

The following letters make claims against unsatisfactory work.

Useful Key Phrases
« As someone who has worked with ...
« we were very disappointed to find / see / have discovered ...
« As our written agreement stipulated, we expected ...
o [ think you will agree that a communication problem exists.
« We would like you to ..., or provide us with a refund.
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An Example Letter

Drivers Co.

3489 Greene Ave.
Olympia, WA 98502
August 17, 2001

Richard Brown, President
Document Makers
Salem, MA 34588

Dear Mr. Brown:

As someone who has worked with your company for over 3 years, we were very disappointed
to see the documents you produced for our latest Drivers Co. publicity campaign.

As our written agreement stipulated, we expected full color leaflets with fancy explanatory
texts, but instead, we found that black and white photos had been included in the prepared

leaflets. I think you will agree that a communication problem exists.

We would like you to send out a photographer to provide us with the promised color
coverage, or provide us with a refund.

Yours truly,
(signature here)

Thomas R. Smith,
Director

Sales Letters

The following letters introduce products for sales.

Useful Key Phrases

Are you having trouble ...

This is why it is important to have ...

At X, we have the skills and experience to ...

May we stop by and offer you a FREE estimate of how much it would
cost to ...

e If so, give us a call at X and set up and appointment with one of your
friendly operators.
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Example Letter

Document Makers
2398 Red Street
Salem, MA 34588
March 10, 2001

Thomas R. Smith
Drivers Co.

3489 Greene Ave.
Olympia, WA 98502

Dear Mr. Smith:

Are you having trouble getting your important documents formatted correctly? If you are like
most business owners, you have trouble finding the time to economically produce good-
looking documents. This is why it is important to have a specialist take care of your most
important documents.

At Documents Makers, we have the skills and experience to come in and help you make the
best possible impression. May we stop by and offer you a FREE estimate of how much it
would cost to get your documents looking great? If so, give us a call at and set up and
appointment with one of your friendly operators.

Sincerely,
(signature here)

Richard Brown
President

6. @_/!Chose any type of business letter. Write the letter. Use extra material
from APPENDIX. Exchange the letters with your partner. Correct
mistakes if needed.
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UNIT 2 LESSON 3

TELEPHONING

1. Think of the role of the telephone in your life:

How often do you use the phone?

Do you enjoy speaking on the phone? Why/why not? Q!
. o o

Do you have more outgoing calls or incoming calls?

What else do you use the phone for, besides making calls?
Have you ever experienced difficulties talking on the phone? Can you

recollect the reasons?

Do you prefer the cellular phone (mobile phone) or the landline phone?

2. Think about the advantages and disadvantages of different types of the
phone. Which type seems to be more effective?

landline phone mobile / cellular phone

+ - + -
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3. Look at the list of jobs given below. Rank the jobs (1 to 10) according to
how much people in these jobs use the phone. Work with a partner and
compare your answers: which job is Nel at using the phone? Which did you
rank 10? Prove your point of view.

__accountant

__lawyer '
__hotel receptionist
__secretary

___senior executive

__school teacher
__ambulance dispatcher
__sales assistant

__dustman

__bank teller

Now think about the importance of the telephone for YOUR profession
(future profession). How much would you rank it, from 1 to 10? Complete
the sentence:

My (future) job is ................cceceeeevuvuv..... In this job telephoning is very
important / quite important / not really important / unimportant at all,
DOCAUSE ... ... ... ov e e e et e e e e et e et ee e et e et ee e et s e e e e e e

.........

4. Which traits of character will definitely benefit one’s phone skills?
Which features might ruin a phone conversation? First distribute the given
characteristics by the columns of the chart. Then work in 2 teams and add
up more traits — useful in phone communication for the first team and bad
for telephoning for the second team.
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politeness impatience self-confidence tolerance arrogance

modesty serenity irritability incompetence shyness

fussiness inattention thoughtfulness flexibility indifference
GOOD FOR TELEPHONING BAD FOR TELEPHONING

POIItENESS, ..

5. Make adjectives for the nouns given above (e.g. politeness — polite).
Complete the text with some of these words. Compare your result to the
texts made by the other members of the group.

When Susan picked up the receiver, she realized at once that it was Mr.
Brown, her boss. He started shouting at her (no wonder — he was a very

and man!). He was really because Susan had
forgotten to include some very important things into the monthly report. Susan
listened to him carefully, trying to be as as possible, and then
promised to finish the report in a voice. She had learnt to be

, and never in this job. After the

girl had put down the receiver, she understood that she was absolutely
towards what was going on in this office.
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6. ﬂ (L5, L6) Listen to two phone conversations. Which trait of character
of the person who’s handling the call is the reason for failure?

7. ﬂ (L7) Listen to another phone conversation. As you can hear, one of
the people speaking doesn’t know the basics of telephone etiquette. What
did he do wrong?

Now study some typical telephone phrases which will save any business
conversation.

TELEPHONE SURVIVAL PHRASES

Answering the phone

Hello, Lily Burnes speaking.

Good morning, Cook&Cook Ltd. How can I help you?
Identifying oneself

I’m Sally Harris from IPQ Inc.

My name is Peter Dallas.

This is Bill Trapshow, chief executive.

Making contact

Could I speak to Mandy Milde, please?

Can I have the accounts department, please?

Could you please connect me to the personnel manager?
Stating your purpose

I’m phoning about your latest invoice.

I’'m calling to check the data...

I’d like to find out the details about...

I’m returning Mr. Steadley’s call.

Asking for information / checking information

Could I have your name/number? / Can I ask who’s calling?
Could you please spell that?

Can I read that back to you?

Could you repeat it once again?

Does he know what number to contact you on?

When is a good time to try again?

Making excuses

Unfortunately, he is not available now.

I’'m afraid she is out of the office at the moment.

I’m sorry. He is in a meeting.

That’s a pity. We cannot help you.

Messages

Would you like to leave a message? / Can I take a message for him?
Could you please take a message? / Can I leave a message?
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Offering help

What else can I do for you?

Is there anything I can help you with?
Connecting people

Can I have extension 361, please?

Just a minute / One moment, please.

The line is engaged now. Would you like to hold?
Please, hold the line / don’t hang up.

I’m connecting you / I’m putting you through.
Showing understanding

All right. I see. Carry on.

OK. That’s fine.

Right. I’ve got it.

Promising action

I’1l see to it straight away.

I’ll make sure he gets your message.

I’11 tell his as soon as he gets back.

Ending the conversation

Thank you for your help. Goodbye.

We appreciate your interest in our service and hope to hear from you again soon.
Thanks for calling.

It was my pleasure to help you.

8. Read the phone conversation and spot the inappropriate phrases. Then
correct the lame sentences and improve the conversation.

Person receiving the call: Yes?
Caller: Hello. Give me Paul Harrington.
Person receiving the call: Who’s that?
Caller: I’'m Larry Brezhnev.
Person receiving the call: Mmm... Wait... Paul is not here.
Caller: OK. Tell him I asked about the delivery of my order.
Person receiving the call: Sure. What’s your name again?
Caller: Larry Brezhnev.
Person receiving the call: Larry... what?
Caller: Brezh-nev!
Person receiving the call: Uh-huh. Anything else?
Caller: No. Goodbye.
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9. Complete the following conversations

a) — Barret&Austen PLC, how can | ?
- Hello, I'd to Mr. Austen.
- One , please. And who’s calling?

- Bradley Linsdey, Comfortel Ltd.

- All right now, Mr. Lindsey, I’m putting you

b) — Welcome to King’s Road Hotel. What ___foryou?
- I to Mandy Moore?

- . (*this is Mandy on the phone*)

- Oh, hello, Mandy, Pete Boyd from Jayson’s Beach Catering,

do you remember? We met at a fair last month. I’m phoning to offer you
business cooperation on behalf of my boss, Mr. Thomas Jayson. We are a
reliable supplier of...

Oh, listen, Pete, this sounds really interesting, but I’'m I
can’t speak to you right now. We are having a meeting with the staff in 5

minutes and I have to hurry. I’m really !

Errr... do you think I can email or fax you our business proposal?
Yes, that would be !

Canl ?

Yes. It’s kingsroadhot @ gmail.com.

Got it.

We’ll be looking to your email! Thank you in
!

c) — Sterling Sliver Ltd, sales department. Michael Kork speaking.

Hello. Could you please ¢ t me with your senior executive,
William Brown?

That’s a , Sir, Mr. Brown isn’t . He’s
in a meeting.

Oh.... Do you know when he ?
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- I’m not ... Somewhere between 2 or 3 p.m., I believe.

Would you like to leave a for him?

- Yes, . Tell him Malcolm Smith from Jersey
Jewellers phoned about the lot of silver which you shipped last week.

- , Mr. Smith. Anything ?

- Yes. Tell him to phone me as soon as possible. The contact
number is 056 762 963.

- me, you please the
number?

- It’s 0-5-6-7-6-2-9-6-3.

- I' T will make he’ll get the message!

10. From time to time every student (or sometimes even one’s parent) has to
phone to the university. Work in pairs and communicate in the following

situations:
I o g

1) A STUDENT & THE DEPARTMENT SECRETARY. The student wants to find
out the next week’s timetable.

2) A PARENT & THE DEPUTY DEAN. The parent wants to talk to the Dean
about his/her son’s misbehavior and poor examination results.

3) A STUDENT-TO-BE & THE ADMISSION BOARD MANAGER. The enrollee
wants to learn which documents are necessary to apply for enrollment.
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UNIT 3 LESSON 1
BUSINESS NEGOTIATIONS

1. Read the following quotes.

The fellow who says

{ngualness, he’ll meet you halfway usually thinks
you don't getwhat you de.serve. he’s standing on the dividing line.
you get what you negotiate. (Orlando A. Battista) Ut (Emeva:
(Chester L. Karass) :
negotiate out of fear.
But let us never fear to
negotiate.
To be successful, you Failing to plan (J.F. Kennedy)
have to relate to people ... is planning to fail.

{George Ross) - (Anonymous)

e Do you agree with these quotes? Explain why. Give examples from your

own experience.
e Why do we negotiate? Think of three reasons.

What is negotiating?

Trading through negotiation is the basis of human civilization. Negotiation takes
place when two or more people have different views and want different things.
They come together to try to reach agreement. The negotiator says, in effect:

“If you give me some of what I want, then I will give you some of what you
want.”
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member

We all negotiate for things each day. We arrange an appointment, ask for better
service, ask for higher salary, or solve an argument with a co- worker or family

2. Negotiating in a business sphere we should use special vocabulary.
Look at the table and study the ways of formal and informal ways of asking

for information or help.

Informal
I need...
How about...
Where is/are...?
Do you know...?

How is....going?
Have you got a moment?

Formal
I would like...
Please let me know ...
Do you have any details on...?
What is/are the alternative here..?
Who is responsible for / in charge of..?
Can I ask you a favour?
Can you help me with... please?

¢ Guess in what situations you can use formal and informal phrases. Give

examples.

3. Certain words have verb and noun forms. Complete the table using the
dictionary. Compare your results with a partner.

Verb Noun

To negotiate
To propose

arrangement
To discuss

preparation
To deliver

payment
To quote

specification
To produce
To transport
To chair

information
To meet
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4. You are working on a project with some colleagues. One colleague needs
the following information and some help with tasks.

e Ask a partner for assistance.
e Use the information below.
e Use formal and informal ways of negotiation from the table above.

Example: Could you please send me Westworld's address?

Asksomebody for the name 9f a person

Ask somebody for :
Westworlds address Jrom the P’”{%ﬂon {(cpartmcnt
‘ Ask somebady for Ask somebody for an
Ask somebody if they are busy i e
delivery company word ‘haggling’

Ask somebody to finish a calculation
Ask. somebody for help on a proposal

Ask somebady to get some
wmfarmation on prices for you

Ask. somebody for the yellow
Jolder with the samples

Ask somebady for more information about the
material required (i.e. size, colous, thickw:)

5. ﬂ (LL8) Now listen to a tricky conversation at work between a manager
and an employee. Michelle has come to Sean complaining that she did not
get a job recently. How does Sean react?

6. ﬂ (L8) Listen again. Fill in the gaps in the conversation with the
phrases below (put the number).
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Sean:

Michelle:

Sean:

1. Ireally want to see some improvement

2. What you need to do...

3. But bearing in mind...

4. It’s important that you...

5. You’ve got to snap out of it

6. I'm not going to get into a discussion about...
7. I’'m not happy with the effort that you ve made
8. Clearly...

9. [ expect you to..

10. I know it’s dzﬁ”cult

Okay, well, ............ who deserved to get the job. ........... , the
person who was appointed was the right person for the job.
.............. is look at your work and what you’re doing and where
that’s taking you In your career. ............... that you are still
employed to do a job and .............. do that job with a certain
attitude. You’re meeting members of the public quite regularly -
................ aren’t unhappy,

or at least that you don’t show it. This meeting is really just to let
you know ...................

Okay...

..and........ I know it’s difficult. I know that it’s depressing not to
get a job, but.......... , you’ve got to get on with the job that you’re
doing now.

7. Imagine you are unhappy with the behaviour of a member of your team.
You have decided to raise the issue with this person and tell him or her that
you would like to see an improvement. Use words and phrases from the
tricky conversation above.

22

8. MMl Read the article about good negotiating practice. Discuss the
following questions.

e (Can you think of a situation where you failed to negotiate? Discuss this
with a partner.

e Do you agree that most communication is based on relationship and much
less on content?

e What makes you a good negotiator?
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Excerpt from Chris James,
Negotiation Coach for Executives in New York

The successful
negotiator

When negotiating, it's extremely important
to understand how communication works.
According to communication theorist Paul
Watzlawick, for communication o take
place, you have to have someone to send
the message - a sender - and someone

who receives the message - a receiver.

In short, there are two basic laws:

1 It's not what the sender says, but what the receiver understands that is true.
2 The sender is responsible for what the receiver understands.

As a result, two truths follow.

1 ‘One cannot not communicate.' We are always communicating. Even if we stop
speaking and say nothing, we would still be communicating something. Most
people would probably interpret this as disinterest or perhaps dislike. Normally
we ask them, ‘What is wrong?'

2 '‘Communication takes place at two levels: the content level and the
relationship level.” The content level is what is said - the facts & figures.
The relationship level is how it’s said — the feelings and the atmosphere.
It's like an iceberg. 80-90 % of communication takes place under water — at
the relationship level.

So if you want to be a successful negotiator, get to know the other side well.
Only after that, start planning your offer.

9. In business negotiations you might need to chair a meeting.

Read the list of statements about a chairperson’s role and decide whether you

agree or disagree. Discuss your answers with a partner.
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A chair person should... agree | disagree

1. Finish the meeting on time, even
if a decision hasn’t been reached.
2. Encourage everyone to

contribute to the discussion, even if
some participants don’t want to.

3. Let the most confident people
dominate the meeting because they
probably have the best ideas.

4. Follow the agenda and not allow
the discussion to go in different
directions.

5. Stop participants from
interrupting each other.

6. Allow an antagonist atmosphere
to develop because it makes
participants think more clearly and
creatively

10. ﬂ (L9) Listen to a chairperson at the beginning of a meeting (1.9) and
say whether the sentences are TRUE or FALSE. Correct the false
sentences.

1) Nigel is the last person to arrive at the meeting.

2) Tim McCarthy is from the marketing department.___

3) Sally Jones will come to the meeting late._

4) The aim of the meeting is to discuss strategies for increasing sales._____

5) John Lawson will present an overview of what the competitors are
doing.

6) Alison King will present the new sales strategy.___

11. ﬂ (L9) Now listen again and complete the sentences.

a) It’s to see .

b) Before we ,can | Tim McCarthy to you all.
c) Sally Jones has her

d) Pierre Kaufman can’t either.

e) AsIsaidin the I emailed last week, we’ll be

our strategies for increasing sales.
f) Let’s get down to
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12. Put sentences (a-f) from exercise above under the correct heading in the
table.

Welcoming | Introducing | Reporting Stating the | Starting the
participants | someone apologies aims meeting

A, 1,

Now add these sentences to the table.

1) We’re meeting today to talk about the sales conference next month.
2) Ihave apologies from Cathy Roberts and Stuart Johnson.

3) I’'m glad you could all make it today.

4) This is Edward Lincoln, one of our management consultant.

5) It’s great to see everybody.

6) Does everybody know Mario Maleta.

7) Our objective today is to look at the new advertising campaign.
8) Can we get started?

9) Unfortunately, June wright wasn’t able to make it today.

10) So, let’s begin.

13. Match the verbs on the left with phrasal verbs on the right that have the
same meaning.

1) discuss a) go back over
2) review b) think about
3) finalize C) look at

4) examine d) talk about

5) consider e) finish off

Complete the sentences using the correct form of the phrasal verbs (a-e)
above.

1) Right. This morning we’ll be at ways of cutting out costs and also
talking next year’s budget.
2) The annual conference is next week, so we’ll be off our final

preparatins this morning.
3) We need some new ideas about how to increase our sales, so we’ll
be about a new marketing strategy this afternoon.

4) Ok. There have been three accidents in the factory in the last month. This
morning we’ll be back our health safety guidelines.
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5) We’ll also be looking the numbers from accounting and
talking ways that we can improve upon them.

14. Use one of the sets of notes to prepare and give the introduction to a
meeting. Remember to use phrases to welcome participants and to start the

meeting.

A
Notes for meeting
—aim of meeting: review
our last advertising
campaign
_ remember t0 introduce
Margaret Hart

— apologies: Jim Hendry
(ill)

Important reminders

- objectives of meeting: finalize
plans for nextyear’s sales
conference

* introduce Harry Finch from our
event management agency

* apologies: Jill Cooper (hah'day)
and Bob Culbert

(fraining course)

15. IRM Read this advice for chairpeople about running meetings effectively.
Which piece of advice do you think is the most important?

16. Discuss with your fellow students:

e Do you agree with the advice given here?
e In which order of importance would you put the five golden rules?

e What other pieces of advice can you give to chair people?

2
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Five golden rules for chairpeople

Time is god in meetings. Don't let a discussion run on unnecessarily. If an
issue can’t be resolved in this meeting, cut the discussion off and continue it in
a later meeting. But if you and your colleagues have to reach a decision today,
be honest and tell them that they’ll have to sit there until the job is done.

Don’t call meetings outside office hours.

You want participants to be enthusiastic about
being at your meeting, so never schedule
meetings for evenings or weekends.

Let’s meet at
10 to discuss the
time management

Meetings are for business, not socializing.

A certain amount of small talk at the beginning
and end of a meeting definitely helps to create a
friendly atmosphere and build team spirit. But
time is money. Make sure that participants get
down to business after a few minutes of
pleasantries. Also make sure that business is
concluded before someone changes the subject
W football again.

Give people enough time to prepare for a meeting, It's surprising how many
chairpeople call meetings at short notice and then complain that the
participants haven't prepared properly. With advance notice, participants will
come to your meeting having thought about your agenda, read through the
background papers, prepared presentations, and come up with solutions to
problems.

Meetings should be democratic in approach and spirit. The only point in
bringing people together for a meeting is to let them discuss an issue. If you
want to announce decisions that have been made, don’t do it in a meeting but
find another way of communicating it. Your meetings should have a creative
and open atmosphere so that your people can make interesting contributions to
the discussion.
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UNIT 3 LESSON 2
EMPLOYMENT

1. Look at the photos below and guess the people’s jobs. Add more popular/
vital jobs to this list.

Blue-collar/manual jobs:
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Health:

Services:
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Entertainment:
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2. Study the jobs and say which ones the people below would be suitable for
using the expression: He/she would make a good ...

accountant  architect  bricklayer  builder
company director electrician  firefighter  private detective
programmer  sales representative  secretary  university lecturer

1) Paul isn’t very outgoing, but he has a very analytical mind and is good at
solving problems.

2) Sara is a very confident and outgoing person. She’s not afraid of talking to
strangers.

3) Marcel doesn’t have much of an education, but he’s very good with his hands.
4) Andy has very good observation skills and pays extreme attention to detail.
He also has a love for adventure and is very brave.

5) Catherine is fascinated with buildings. She’s quite creative and good at
mathematics.

6) Mike doesn’t have any qualifications, but he likes helping people and is not
afraid of danger.

7) Shelly is very good with numbers. But she is a bit shy and generally prefers to
work alone.

8) Daniel is his own boss. He can’t imagine working for anybody else.

3. Each job has its own character. Following are some phrases for
describing jobs. Match the descriptions to their opposites.

1) It’s very tedious. a. It’s a piece of cake.

2) It can be very stressful. b. It’s badly-paid.

3) It’s well-paid. c. It’s exciting and interesting.
4) You work long hours. d. It’s usually very relaxing.

5) It’s very challenging. e. It’s very safe.

6) It can be very hectic. f. There’s usually nothing to do.
7) You meet lots of people. g. You can go home early.

8) It can be dangerous. h. You don’t need a degree.

9) You need very good qualifications. 1. You feel very isolated.

In pairs, take turns to describe a job from Exercise 1. Your partner must
try to guess which job you are describing. Try to describe each job with at

least two or three expressions.
)
‘DO\// ‘
o
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4. Af Read the text below and say whether you would like to work as a
zookeeper or not?

MY JOB

I work as a zookeeper. I’m responsible for feeding and caring for
animals in a zoo. It’s also my job to clean the animals’ cages, report health
problems and entertain visitors. For this job you need special qualifications, for
example a degree in biology or zoology. Of course, you need to have a love for
animals. Each species is different from the others and requires special attention
and care. You also need to be good at keeping records because you have to
collect a lot of data for each animal. And you must be outgoing because you
need to conduct tours for visitors and answer their questions.

I find my job really interesting. I’ve always loved animals, so caring for
animals feels more like a hobby than a job. But it can get a bit dirty and tedious
sometimes, for example when you have to clean the cages. And it can also be a
little dangerous, especially when animals get sick — they can hurt you! But on
the whole, I really enjoy my work. I can’t imagine doing anything else.

Put the expressions in bold in the correct categories below.
What do you do? Iworkasa..

What are your responsibilities?
What skills or qualifications do you need?
What’s your job like?

5. Match the expressions on the left with the words on the right.

1.Iwork as a a. a degree in chemistry/an MBA/a certificate in
teaching Spanish

2. I’m responsible for b. answering the phone/cooking meals/training
salesmen/teaching children

3. It’s my job to ¢. barman/sales manager/doctor/nurse/teacher/
flight attendant

4. For this job, you need | d. really fascinating/very interesting/
so exciting/really motivating

5. You need to be good | e. sell houses/arrange meetings/design websites/
at repair cars

6. The work can get a bit | f. selling/teamwork/talking to people/working with
children

7.1 find my job g. stressful/hectic/boring/dangerous/exhausting
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Work with a partner. Interview each other about your jobs. Use the
questions below and your own ideas.

- What do you do?

- What are your responsibilities? ‘ 5

- What skills or qualifications do you need? Neh ‘
- What’s your job like? Lo

- Do you enjoy your work?

If you do not have a job or if you prefer not to talk about your work, your
partner can interview you about somebody you know, for example a friend
or a family member.

- What does he/she do?

- What are his/her responsibilities? i

- What skills or qualifications do you need? ‘g)
- What’s his/her job like? (LD

- Does he/she enjoy his/her work?

6. = (V4) Watch the video to learn some essential employment vocabulary.

. l;’), .

Make a list of useful words and expressions.

7. MM Read the job advertisements. Which position is the best for these
people? Choose ONLY ONE position for each person.

Jane Madison. Jane recently retired and is looking for a part time position.
She would like to work with people and enjoys public relation work.

The best job for Jane is

Jack Anderson. Jack graduated from the University of Trent with a degree in
Economics two years ago. He would like an academic position.

The best job for Jack is

Margaret Lillian. Margaret is 21 years old and would like a part time position to
help her pay her university expenses. She can only work in the evenings.

The best job for Margaret is

Alice Fingelhamm. Alice was trained as a secretary and has six years of
experience. She is an excellent typist but does not know how to use a computer.
She is looking for a full time position.

The best job for Alice is
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Peter Florian. Peter went to business school and studied computer and
secretarial skills. He is looking for his first job and would like a full time

position.

The best job for Peter is

John Carter. Vincent loves working with children and has an education license
from the city of Birmingham. He would like to work with young children.

The best job for John is

(1) Needed: Full time secretary
position  available.  Applicants
should have at least 2 years of
experience and be able to type 60
words a minute. No computer skills
required. Apply in person at United
Business Ltd., 17 Browning Street.

(3) Computer trained secretaries:
Do you have experience working
with computers? Would you like a
full time position working in an
exciting new company? If your
answer is yes, give us a call.

(5) Part Time work available:
We are looking for retired adults
who would like to work part time at
the  weekend.  Responsibilities
include answering the telephone
and giving customer’s information.
For more information contact us by
calling ...

8. <PROJECT>

Surf the Web and make up a list of the most unusual
jobs.
interesting information and present the most striking

(interesting/strange/surprising)

facts to the group.

(2) Are you looking for a part time job?
We require 3 part time shop assistants to
work during the evening. No experience
required, applicants should be between
18 and 26. Call 366-76564 for more
information.

(4) Teacher Needed: Tommy's
Kindergarten needs 2 teachers/trainers to
help with classes from 9 a.m. to 3 p.m.
Applicants should have appropriate
licenses. For more information visit
Tommy’s Kindergarten in Leicester
Square No.56

(6) University positions open:
The University of Cumberland is
looking for 4 teaching assistants to help
with homework correction. Applicants
should have a degree in one of the
following: Political Science, Religion,
Economics or History. Please contact the
University of Cumberland for more
information.

Find some

-t
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9. You are a company owner (employer). Look at the list below. Which of
these aspects are important to consider when hiring somebody for a job.

Explain your position.

Level of education

Work experience

__ Color of hair __ Speaking ability

__ Family background __ Well-prepared resume

__ Good References ______Hobbies

__ Clothing __ Religion

__ Prior criminal record __ Transcripts and report cards from schools
_ Weight __ Sex, Sexual orientation or Ethnic background

Choose the five most important things to consider for a job interview.

p
o\>
o

10. Match the adjectives below with their correct definitions and discuss
how important these characteristics are for your job or the job that you

want to apply for:

(1) experienced
(2) self-motivated
(3) communicative
(4) enthusiastic

(5) dynamic

(6) hardworking

a. able to make yourself do something well

b. able to talk to people easily and share information

c. continually doing a lot of work

d. energetically interested in something and willing to be
involved in it

e. having lots of ideas and energy

f. having skill or knowledge because you have done
something many times

11. You are a job seeker. You have finally found a position you want to

apply for. Look at the
job interview:

following questions that you might be asked during a

How would you describe yourself?
What influenced you to choose a career in ...?7

— How has your university education prepared you for a job in ...?
— Tell me about your current job. What have you been doing?
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— How would you describe yourself in terms of your ability to work as a
member of a team?

— Tell me about a major problem you recently handled. Were you
successful in resolving it?

— How do you handle pressure?

— Why do you want to work for this company?

— What do you feel you have to offer this company?

— What personal weakness has caused you the greatest difficulty on the job?

— What would you say has been your most rewarding accomplishment?

— What are your goals for the future?

— What do you think you’ll be doing in five years’ time?

Now read the following job advert:

i ™

Language Worldwide is an established international language centre
seeking a dynamic, self-motivated and responsible person for the position
of project coordinafor. Suitable candidate must be a university graduate
and be proficient in at least 2 languages, including English.

L% e

e
Gwnna

= ﬂ (L10, V5) Watch or listen to an extract from Andrea's interview
at Language Worldwide and tick the questions that you hear.

ﬂ (L10, V5) Listen again and put T (True) or F (False) next to the
following statements:

1) Andrea has always been interested in the British/American language and
culture.

2) His current job mainly involves preparing budgets for projects.

3) He has worked as part of a team.

4) He had to replace one of the speakers at a British Council event.

5) He believes the job he is being interviewed for is tailored to his skills and
qualifications.

6) His most rewarding achievement has been successfully completing his
university degree.

7) His main weakness is handling pressure.

8) His long-term ambition is to start his own business.
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Complete the following collocations from the interview:

(1) be motivated a. a well-established company
(2) manage b. by challenge

(3) deal with c. certain tasks

(4) motivate d. deadlines

(5) meet e. international projects

(6) work f. others

(7) be part of g. outside partners

(8) delegate h. under pressure

Look at the following expressions from the interview and match them to
their functions below:

I would describe myself as someone who is ambitious, hardworking and
motivated by challenge.

As you can see from my CV, I’ve been working as a project coordinator for the
British Council in Rome for several years.

My job has mainly involved organizing special events.

Against the odds, I managed to successfully work with our partners and
reschedule the project events.

I guess at times [ am a little reluctant to delegate certain tasks.

I would say successfully completing my university degree has been my most
rewarding accomplishment.

My long-term goals involve growing with a company where I can continue to
learn, and take on additional responsibilities.

Once I gain the necessary experience, I see myself moving on to a management
position.

a. describing your current job

b. describing your personal qualities

c. describing a personal weakness

d. describing how you overcame a difficult situation
e. describing your ambitions

f. describing your achievements

Interview your partner for a job of his/her choice. Use

®) the questions/expressions from this lesson and any
°s=>l} others that you may need.

{
Would you give the applicant the job? Why/why not?

T
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12.<£- (V6, V7) Watch the videos and name the mistakes an applicant
needs to avoid during a job interview. Make a list of useful words and
expressions.

,,,,

qqqqq

13. &&= (V8) Watch an example of a job interview. Name the Top 10
interview questions and note down the possible responses. Comment on the
applicant’s behavior.

14. |RA| To increase your chances of getting a desired position, you need to
submit a high-quality RESUME or CV. Explain the difference between the
terms “Resume” and “Curriculum vitae” (CV).

The primary differences between a resume and a curriculum vitae (CV)
are the length, what is included and what each one is used for. A resume is a one
or two page summary of your skills, experience and education. While a resume
is brief and concise, a CV is a longer (at least two pages) and more detailed
Synopsis.

A CV includes a summary of your educational and academic backgrounds
as well as teaching and research experience, publications, presentations, awards,
honors, affiliations and other details. In Europe, the Middle East, Africa, or
Asia, employers may expect to receive a curriculum vitae.

In the United States, a CV is used primarily when applying for academic,
education, scientific or research positions. It is also applicable when applying
for fellowships or grants.

WHAT TO INCLUDE IN A CURRICULUM VITAE

Your CV should be clear, concise, complete, and up-to-date with current
employment and educational information.

The following are examples of information that can be included in your CV. The
elements that you include will depend on what you are applying for, so be sure
to incorporate the most relevant information to support your candidacy.
o Personal details and contact information. Most CVs start with contact
information and personal data but take care to avoid superfluous details, such
as religious affiliation, children’s names and so on.
o Education and qualifications. Take care to include the names of
institutions and dates attended in reverse order; PhD, Masters, Undergraduate.
o Work experience/employment history. The most widely accepted style of
employment record is the chronological CV. Your career history is presented
in reverse date order starting with most recent. Achievements and
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responsibilities are listed for each role. More emphasis/information should be
put on more recent jobs.

o Skills. Include computer skills, foreign language skills, and any other
recent training that is relevant to the role applied for.

o Scholarships o Publications

o Training o Presentations and lectures

o Study abroad o Awards and honors

o Dissertations/Theses o Grants, fellowships, and assistantships

o Bibliography o Technical, computer, and language skills
o Research experience o Professional licenses and certifications

o Graduate fieldwork o Memberships

o Teaching experience o Hobbies and Interests

To get a more detailed information, wvisit the website “About.com”
http://jobsearch.about.com/cs/curriculumvitae/f/cvresume.htm

15. Create your own CV using the sample below.

CURRICULUM VITAE

Anna Maslova
103 Engels St., Apt. 14, 305025, Kursk, Russia
Tel: +7 (4712) 44-44-44, e-mail: ann-masloval 990 @mail.ru

“OBJECTIVE
The position of ... (teacher of mathematics).

' PERSONAL PROFILE

- Graduate of Kursk State University, the department of Physics and -
- Mathematics.

' EDUCATIONAL BACKGROUND

- October 2015 — to the present Master student of Kursk State

- moment University, the department of Physics

: and Mathematics, the sub-department
of Mathematical Analysis and Applied
Mathematics, Kursk, Russia.



- September 2011 — June 2015 Kursk State University, the department

. of Physics and Mathematics, Kursk,
Russia:

‘ Bachelor of Science.

- September 2000 — June 2011 Secondary Comprehensive School Nel,

: Sudzha, Kursk Region, Russia:
Certificate of Secondary Education.

- WORK EXPERIENCE

April 2015 — to the present moment Secondary = Comprehensive  School
No25, Kursk, Russia: Teacher of -

Mathematics.
- RESEARCH PROJECTS
September 2011 — June 2015 Computer-Assisted Methods of
/ Calculation in Mathematical Analysis.
B.Sc. qualification paper.
- PUBLICATIONS

1. Maslova, A.P. (2014) The Notion of Uncertainty in Mathematical Analysis. -
- Graduate Research Tribune 1(16) 2014. Pp. 56-61. Kursk State University
- 2014. ‘

' MEMBERSHIPS
' PROFESSIONAL ACTIVITY

' LANGUAGES

- Russian: native speaker .
- English: elementary/ pre-intermediate/ intermediate/ upper-intermediate/’
. advanced level.

' COMPUTER SKILLS

PC: basic/ intermediate/ advanced level



* (for IT specialists) g
fProgramming and web-design: C, C++, Visual Basic, Visual C++, PL/SQL,
* Java, JavaScript, HTML, DHTML, HTTP/1, HTTP/1.1, Pop Server, TCP/IP, -
- SQL, Oracle PL/SQL, PERL, J2EE, ODBC/JIDBC, Python, PHP, mySQL,
PostScript, EJB, XML, KSH, ANT, AWK, SED.

' PERSONAL SKILLS

- Social and organizational skills
- Good communication skills

HOBBIES

- Web surfing, foreign languages, listening to music and travelling.

' REFERENCES

- References are available on request.

16. <PROJECT>

Create a detailed mind map for the notion “EMPLOYMENT”. Use the
vocabulary from this lesson for ideas. Several examples of mind maps are
given below.

71



Making a
Presentation

USE
USE AN INTRAY A Tmice (5523)

M AREA WITH
GRla FEER T e 25550 g
§E==
X SPEND 10 MINS WORK TN & Riwres USE ONLY:
MOBILE ¢ EACH DA :
EMAIL  DECLUTTERING BURSTS

FACEBOOK IF REAPING ONLY CLEAR AWAY
HAVE THE BOOK ALL DISTRACTIONS
IN FRONT OF You

Y
GO FoR AST
@ ® “ Rk "

TAKE A DIGITAL :
eCHNOLOEY DETpy i@§

CREATING : HoW To FoCUS
IN THE AGE OF
DISTRACTION

TIMES

CHECK EMAIL
AT SET POINTS

ENPING
'?FME »WrH READING IN THE DAY
FAMILY & _ A BOOK . . B 2 —3Mes

FRIENDS EMAIL ALERTS PER DAY

WHAT ARE
THE 3 MOST
IMPORTANT

78 THINGS TO
WRITJNQ\I’SOGRAMS \IN:OAJU\SM‘;-N DO TODAY?
?) AT THE END
i WRITE TOMORROW?
00 OF THE DAY
00 OUF BF SELF CONTROL ROOM TYPEWRITER ©) \

HE INTERNET DON'T CHECK Your
) ! DRI G WHAT = 2 IMpROVED? EMAIL UNTIL YoU GET
LOCKS Yov ouT DID | DO? 0 BE IMPROVED?
© Leaming Fundamentals OF SPECIFIC SITES 5 THE TASK COMPLETE

W Gt coe

72



fEquids, >
EGuu.g ek,ss =
vose \‘ e Q:Czs wix Vv
X A
/MATY‘K\:G 3379 ¥R  REIRESNS _ MEDITATION
e
M pEEl EREATHIN

22
& RELAXATION

f"iowmb ‘\}-
@ [ <ovmons
' | = SETGONS

' % @\ . 50\*\'“‘\ \SZ
o
EFFECTS
sx‘“ass ‘\%L

g CONSEQUENCES ”
x*’( Co 4“Dm
smm\ fﬁFr—:me

STRESS Hes . e
—
N.m h

0-D0 0R NOT To-Do i
EER

LIFE
COMForT ZONE
3 1D

[]

M%NITOKING- - . ; 1
n\ FRoGrES — ’
2 S, D ‘ WORK- LIFE BALANCE .,

ELLBE|N 2
BALANCE —SEIN y»
o LETGO

NEGOTIATION
v = 8 . ~ '; ESS
N Vi ;Ece;\;“gd NS

oN
AT =L s

MMUM\CC
£DBA s i) b 0 3 <
FSEU"“' ) ¢ . W g v / J HEL COHFCE
kaS ( ,!, / @ ' s
E YA/ \ &7 ~ o# =
¢ ~ G GP
’R)

O\ Follow-op

eVl ew
cop.o.acf\oN

73



UNIT 3 LESSON 3
COMPANY STRUCTURE AND THE CAREER LADDER

1. Look at the pictures and try to guess what these people do in the
company. Spot:

- a CEO (Chief Executive Officer);

- an accountant general;

- a system administrator;

- a secretary.

Think which traits of character one must/mustn’t possess to successfully
operate in these positions. Which position would you like to occupy?
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2. Study the chart with specialized vocabulary. Try to find Russian
equivalents for the given terms.

Accounts . .. . o . )
Department department responsible for administering a company's financial affairs
‘A.G.M.UK HAnnual General Meeting of a company's shareholders ‘

board of directors

a group of people chosen to establish policy for and direct or control a
company

chairmanV¥

person who heads a Board of Directors; head of a company,
chairperson

‘director

‘a member of the board of directors ‘

executive officer’s

person who manages the affairs of a corporation (chief executive
officer = chairman)

‘headquarters Ha company's principal or main office or centre of control ‘
erson responsible for day-to-day running of a department; executive
manager person resp for day-to-day g of a dep
officer
managin L. . . o
1anag UgK senior director after the chairman responsible for day-to-day direction
director
. department responsible for putting goods on market, packaging,
Marketing Dept. p P forp &8 p s

advertising etc

‘organization chart

‘ a table or plan showing a company's structure graphically ‘

Personnel Dept.

department responsible for recruitment and welfare of staff or
employees

‘presidentUS che highest executive officer of a company; head of a company ‘

‘Production Dept. Hdepartment responsible for physical creation of product ‘

Purchasing Dept. department responsible for finding and buying everything needed by a
company

R & D Department department responsible for Research and Development of (new)
products

‘reception che place where visitors and clients report on arrival at a company ‘

\Sales Department

Hdepartment responsible for finding customers and making sales ’

shareholder

person who holds or owns shares in or a part of a company or
corporation

vice president"S

any of several executive officers, each responsible for a separate
division

deputy

a subordinate of the boss and next-in-command in the office: e.g.
deputy director

https://www.englishclub.com/vocabulary/20 _company.htm
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3. Write the names of company departments which have the following
responsibilities:

Human Resources  Marketing  Research and Development  IT.
Maintenance Sales Customer Service Finance

Dispatch Department Production Department

1) Taking care of customer needs
2) Selling the product/service
3) Making the product
4) Advertising and promotion of the product

5) Hiring new staff
6) Maintaining computers and network
7) Looking after the office / building
8) Discovering new knowledge about the product, improving it and creating new
products
9) Taking care of payments, bills and expenses
10) Providing the delivery of orders

4. IR Read the text below and try to entitle the given organization charts
according to which type of management they represent.

(a) company structure

Board of Directors

Research and i : Human Information Finance and
Developrnent Production il i Resources Technology Administration
— Staff — Staff — Staff — Staff — Staff — Staff
— Staff —| Staff — Staff — Staff — Staff —| Staff
— Staff —| Staff — Staff —| Staff —| Staff —| Staff
— Staff — Staff — Staff — Staff —1 Staff — Staff
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Company Structure

Most organizations have a hierarchical or pyramidal structure, with one
person or a group of people at the top, and an increasing number of people
below them at each level. There is a clear line or chain of command running
down the pyramid. All the people in the organization know what decisions they
are able to make, who their superior (boss) is, whom they report to, and who
their immediate subordinates are.

Some people in an organization have colleagues who help them: for
example, there might be an Assistant to the Marketing Manager. This is known
as a staff position: its holder has no line authority, and is not integrated into the
chain of command.

(b) company structure

ORGANISATION CHART

Management Team

General Manager
Mech. Eng. O. Faruk Ercglu

Technical Manager
Mech, Eng. Seyhun Baran

Chief Engineer
Megh. Eng. M.5¢, Murat DILEX

= 2 Technical Draftsman
Project Engineer Project Engineer Gzeyie SAHIN
Mech. Eng. M.Sc. Ender OZDEN 4 Mech. Eng. Nadir KAGAR prsn

Technical Draftsman
Alparslan NEBIOGLU

Project Engineer Project Engineer
Mech, E£ng. Hatice Mech, Eng, M.5C. Y. Guven
TEMURLENKOGLU YALVA
¢ Technical Draftsman
Gokhan ASLAN
Project Engineer
Megh. Eng. Guney YIGIT Technical Draftsman
Serhat ERBIL

Engineering Design Team

Technical Draftsman Team

Yet the activities of most companies are too complicated to be organized in
a single hierarchy of layers. Shortly before the First World War, the French
industrialist Henry Fayol organized his business according to the functions that
it had to carry out. He is generally credited with inventing functional
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organization. Today, most large manufacturing organizations have a functional
structure, including production, finance, marketing, sales, and personnel or staff
departments. This means, for example, that the production and marketing
departments cannot take financial decisions without consulting the finance
department.

Functional organization is efficient, but there are two standard criticisms.
Firstly, people are usually more concerned with the success of their department
than that of the company, so there are permanent battles between, for example,
finance and marketing, or marketing and production. Secondly, separating
functions is unlikely to encourage innovation.

(¢) company structure

e,

=

\_‘__/

3 €D E3 =8

Dlrector of ‘
products desugn

i Product
'{ manager A y
4 Product F
 manager B }
—
+ Product h

manager C }
{ Product h
\ QUELELTIgrY |

A problem of hierarchies is that people at lower levels are unable to make
important decisions, but have to pass on responsibility to their boss. One
solution to this is matrix management, in which people report to more than one
superior.

Human
resources
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(d) company structure

Senior
Management

Middle Middle
Management Management

Junior Junior Junior
Management Management Management

Common Organizational Structure

A further possibility is to have wholly autonomous, temporary groups or
project teams that are responsible for an entire project, and are split up as soon

as it is successfully completed. Teams are often not very good for decision-
making, and they run the risk of relational problems, unless they are small and
have a lot of self-discipline. In fact they still require a definite leader, whom
their success probably depends on.

5. Find examples of famous organizations which have the above-mentioned
types of structure:

Pyramidal Structure: ..........ooiiiiiii e
Functional Structure. ..........ooiiiiiii e e
MAALTIX STUCTUTE. . .ottt ee et e et e et et e e e e e e e e e e e e eaeeaaeens
Project team StrUCLUIE .........c.iiiii it aens
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6. MM Now read about top management and key personnel positions in a
business. (For more vocabulary consult APPENDIX)

Top Management Positions

o Chief Executive Officer (CEQ) or President - This person will be the
driving force behind the company; he or she will make things happen, put
together the resources to support the company and take the product to the market
place.

o Chief Operating Officer (COOQO), Vice President of Operations or
General Manager - Whether called an organizer, an inside manager or an
operations person, this person is the one who will make sure company
operations flow smoothly and economically. He or she is responsible for making
certain that necessary work is done properly and on time. An understanding of
details of the business and an enjoyment of handling details are necessary.

o Vice President of Marketing or Marketing Manager - Few businesses can

be successful without marketing their products to the customer. The individual
in this slot must have both marketing and industry experience.
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o Chief Financial Officer (CFO) or Controller - You may wish to establish
two positions or combine both roles into one. The responsibility of one role is to
seek money; that is, to look for investors and deal with banks, lenders, etc. This
function also could be assigned to another team member, such as the CEO or the
General Manager. The responsibility in the Controller role is to manage money
and watch over the assets of the company. It is not uncommon to have the same
individual seek money and manage money.

« Vice President of Production or Production Manager - Good production
managers with specific industry knowledge and experience are sometimes
difficult to find. In the beginning, you may subcontract some production.

Key Personnel

« Operations manager. This individual is the leader for the operation and has
overall responsibility for the financial success of the business. The operations
manager handles external relations with lenders, community leaders and
vendors. Frequently, this individual also is in charge of either production or
marketing for the business. This person will set in motion the vision, strategic
plan and goals for the business.

o Quality control, safety, environmental manager. This is a key function in
any industry and, in particular, one that deals in food products. In a small
business, one person generally will be responsible for monitoring air and water
quality, product quality, training of employees in each of these areas and filing
all necessary monthly, quarterly and yearly reports.

o Accountant, controller. This is another key function. The individual filling
this role has the responsibility for monthly income statements and balance
sheets, payroll and managing the cash.

« Office manager. The person in this slot also may serve as human resource
director, purchasing agent and “traffic cop” with salespeople and vendors. This
employee, in general, will oversee everything not involved in production and
may also handle some marketing duties.
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« Receptionist. Sometimes called the “front-line” person, the receptionist
handles phone calls, greets visitors, handles the mail, does the billing and
performs many other tasks as required by the office manager.

« Marketing manager. If finances permit, a marketing manager may be on
staff to handle all aspects related to promoting and selling the product. The top
management person often handles this duty in a small business.

« Purchasing manager. Duties of this position may be filled by either or both
the general manager/top management person and the office manager.

o Professional staff. Instrumental in each company, new or existing, are the
firm’s professional staff resources. These include a lawyer, a computer
consultant and, possibly, a local doctor or access to a medical facility.

http://www.extension.iastate.edu/agdm/wholefarm/html/c5-111.html

7. Consider the organization chart of our university which reflects its major
constitutional parts (the full scheme would be too large). Write the names of
the people occupying the given positions.
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Accountant General

Chancellor (Rector)

Academic Council

Vice-Chancellor

Accounts and Audit
Department

Finance Department

Deputy Vice-Chancellor for
Research

Research

Department

Research

Laboratories

Deputy Vice-Chancellor for

Deputy Vice-Chancellor for International Relations and
Education Extra-Budgetary Enroliment

Academic Affairs and
Education Technologies
Department

University Faculties /

Departments

Deputy Vice-Chancellor for

Construction
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8. Have a look at Mark’s story. Put the sentences into the correct order to
describe his career.

__ After a successful interview at Chemotech plc, he was hired for the
position.

_1_ After graduating from university, Mark decided to apply for a job as a
junior engineer.

____ After nearly 20 years of running his own business, Mark decided to retire
early.

__ Chemotech ran into financial difficulties during the economic crisis, and
Mark was laid off.

___ Due to his extensive experience, he quickly got hired by another company
as a chief engineer.

__ He decided to become self-employed and start his own business as a
consultant.

__ Mark felt he needed a change in his life, so he decided to hand in his notice
and start a new career.

____ Mark worked diligently for several years and eventually got promoted to
the position of senior engineer.

Now put the expressions in bold next to their meaning below:

1) stop working:

2) no longer employed because the company has no money or work to offer:

3) employed:

4) working independently, not for an employer:

5) moved to a more senior position:

6) leave (his) job:

7) officially request work:

8) had money problems:

84



9. Study the following vocabulary table. Think of the Russian equivalents.

Phrase with noun Phrase with verb Meaning

receive a promotion get/be promoted move up to a more senior
position

receive a demotion get/be demoted move down to a more junior
position

get the sack get/be sacked lose your job (because you did
something wrong)

— get/be fired lose your job (because you did

something wrong)

receive a dismissal get/be dismissed lose your job (because you did

something wrong)

— be made redundant

lose your job (you did nothing
wrong, the department has been
closed down)

g0 into retirement retire stop working as you grow older
hand n your | resign leave your job
resignation

Study the following situations and say
what should happen to the people in each
case using the words and expressions
from the table above.

1) Paula has worked very well this year. As
a result of her hard work, her company's
profits have risen to a record level. Her
boss is very happy.

2) John has missed another day at work
without an acceptable reason. He has been
warned about his behaviour several times
already.

3) Sara's company is experiencing serious
difficulties. They have lost several key
clients, and there is little work for her to do
now.

4) Vlad was recently promoted to the position of chief accountant. However, his
bosses have not been satisfied with his performance.
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5) Paul is nearly 70 years old. He's run his business for over 40 years but he is
now finding it difficult to do it.

10. (RM| Study the information about GOOGLE Inc. and its corporate
culture which is very peculiar. Make a list of 3 facts which surprised you
most of all.

Corporate culture at Google is grounded in the Founder’s philosophy, the
famous 10 tenets. Google is still ruled by its founders, which means the culture
is in their direct control.

Google has come a long way since Sergey Brin and Larry Page networked a
few computers together at Stanford. What started as a modest project is now a
multibillion-dollar global organization that employs more than 19,000 people
around the world.

Google is famous not only for its technological advances but also for its
corporate culture. The employees of this company have unique working
conditions and many benefits.

Google’s Best Practices

Engineers are % of the
organization. Engineers like to “do
cool things.” After one year, an
engineer can bid to work on
anything they want to. ‘“Popular
projects” get more bids, less popular
ones don’t.

Googlers are employees of Google.
There are also several variations of the term, like "Gayglers" for gay and lesbian
employees, Bikeglers for employees who bike to work together, and Newglers
for new employees. Former employees sometimes even refer to themselves as
Xooglers.

Innovation from Everywhere. Innovation is expected at Google, in every
segment of the business. You can use 20% of your time on anything — people
vote and pledge their 20% time to projects that are seen as promising or cool.
It’s “a license to pursue your dreams”. Half the new products and features
launched by Google are said to come from work done under the 20% rule.
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Google products are always in Beta. Mistakes are celebrated. There was a
product launch in 2009 that didn’t catch on — a big failure, externally and
internally. That product launch team was celebrated, given a bonus, AND given
a Founder’s Award. Eventually that workstream rolled into what is now Google
Plus.

Every Friday, the founders Larry and Sergey stand on a stage and answer
ANY question. People log on and ask and then vote on the questions they most
want answered. It is common to hear someone say “I think you made a mistake
with J

All people decisions at Google are based on data and analytics. If a Google
employee is meeting Larry and Sergey to talk about users’ needs, they’d better
come with more than their own conclusions — they had better come with data.
The immediate question will be “How many people did you test?”

Peer bonuses — anyone can log on and give someone a $200 peer bonus, no
approval needed. (the person just cannot be in your direct team.)

Everyone at every level gets some stocks of the company on the day they start.

Teams are responsible for the culture globally — all offices watch the Larry &
Sergey Friday chat on video and are accountable to create an office that “feels
Googly.”

Googleplex. The Googleplex is the company headquarters in Mountain View,
California. The name is a play on both "Google complex" and "googolplex," the
number you get when you take a one and add a googol zeroes to it.

The Googleplex provides employees with unusual perks, like haircuts, laundry
facilities, and gourmet meals.

Here are a few things you might see in a Google workspace:

o Local expressions of each location, from a mural in Buenos Aires to ski
gondolas in Zurich, showcasing each office's region and personality.

« Bicycles or scooters for efficient travel between meetings; lava lamps;
massage chairs; large inflatable balls.

« Googlers sharing cubes, yurts and huddle rooms — and very few solo offices.
« Laptops everywhere — for mobile coding, email on the go and note-taking.

« Football, pool tables, volleyball courts, assorted video games, pianos, ping
pong tables, and gyms that offer yoga and dance classes.
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« Employee groups for all interests, like meditation, film, wine tasting and salsa
dancing. Healthy lunches and dinners for all staff at a variety of cafés.

o Break rooms packed with a variety of snacks and drinks to keep Googlers
going.

« Rented goats. This one isn’t actually one of Google's April Fools’ Day jokes:
Google rents out goats from a company called California Grazing to help cut
down the amount of weeds and brush at Google headquarters. The operation of
200 goats (plus herder and a border collie) is kind to the environment, and as
Google puts it: "A lot cuter to watch than lawn mowers."

« Google is a super dog-friendly company. It proudly names "company dogs,"
like Yoshka. Yoshka accompanies Urs Holzle, senior VP operations and Google
Fellow to the Googleplex. Less senior staff can bring their dogs to the office too.
Unfortunately, cats are not quite as welcome. To learn more about this amazing
company one can take a virtual tour at http.//www.businessinsider.com/google-
hg-office-tour-2013-1020op=1

““

11, = (V9) Enjoy the report about Google corporate culture and say what
you like and dislike about it. Explain why you would/wouldn’t like to work
there.
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UNIT 3 LESSON 4
LEADERSHIP AND THE BASICS OF MANAGEMENT

1. Read the statements and think if you agree or disagree with them. Which
ideas are typical of a strict leader? Which are expected to encourage
democracy and free thinking all around the office?

1) Employees cannot be trusted and must be closely supervised.
2) Staff should be allowed to organize their own work.

3) The best motivation is money and recognition.

4) A well-defined dress-code is vital to do good business.

5) Work and private life should be clearly differentiated.

6) First think, and then talk.

7) A happy employee is an efficient employee.

8) Rules have to be obeyed.

9) Creative inspiration is a way to innovation and development.

2. |RA| Read about management styles and try to assign the given above ideas
to the 4 types of leader described in the text.

Management Styles

Managers have to perform many roles in an organization and how they
handle various situations will depend on their style of management. A
management style is an overall method of leadership used by a manager. There are
two sharply contrasting styles that will be broken down into smaller subsets later:
the autocratic and the permissive ones. Each style has its own characteristics.

Autocratic: The leader makes all decisions unilaterally.

Permissive: The leader permits subordinates to take part in decision-making
and also gives them a considerable degree of autonomy in completing routine
work activities.

Combining these categories with democratic (subordinates are allowed to
participate in decision making) and directive (subordinates are told exactly how to
do their jobs) styles gives us four distinct ways to manage:

Directive Democrat: Makes decisions participatively; closely supervises
subordinates.

Directive Autocrat: Makes decisions unilaterally;, closely supervises
subordinates.

Permissive Democrat: Makes decisions participatively; gives subordinates
latitude in carrying out their work.

Permissive Autocrat: Makes decisions unilaterally; gives subordinates
latitude in carrying out their work.
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Managers must also adjust their styles according to the situation
that they are presented with. The different styles depend on the
situation and the relationship behavior (amount of support
required) and task behavior (amount of guidance required).

3. Can you guess which management styles would work best for each situation
listed below? What would you choose to do as a leader?

Situation 1

The employees in your program appear to be having serious problems
getting the job done. Their performance has been going downhill rapidly.
They have not responded to your efforts to be friendly or to your
expressions of concern for their welfare.

Which style would you pick? What would you do?

a. Reestablish the need for following program procedures and meeting
the expectations for task accomplishment.

b. Be sure that staff members know you are available for discussion,
but don’t pressure them.

c. Talk with your employees and then set performance goals.

d. Wait and see what happens.

Situation 2

During the past few months, the quality of work done by staff members
has been increasing. Record keeping is accurate and up to date. You
have been careful to make sure that the staff members are aware of your
performance expectations.

Which style would you pick? What would you do?

a. Stay uninvolved.

b. Continue to emphasize the importance of completing tasks and
meeting deadlines.

c. Be supportive and provide clear feedback. Continue to make sure
that staff members are aware of performance expectations.

d. Make every effort to let staff members feel important and involved
in the decision making process.
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Situation 3

Performance and interpersonal relations among your staff have been
good. You have normally left them alone. However, a new situation has
developed, and it appears that staff members are unable to solve the
problem themselves.

Which style would you pick? What would you do?

a. Bring the group together and work as a team to solve the problem.
b. Continue to leave them alone to work it out.

c. Act quickly and firmly to identify the problem and establish
procedures to correct it

d. Encourage the staff to work on the problem, letting them know you
are available as a resource and for discussion if they need you.

Situation 4

You are considering a major change in your program. Your staff has a
fine record of accomplishment and a strong commitment to excellence.
They are supportive of the need for change and have been involved in
the planning.

Which style would you pick? What would you do?

a. Continue to involve the staff in the planning, but direct the change.
b. Announce the changes and then implement them with close
supervision.

c. Allow the group to be involved in developing the change, but don’t
push the process.

d. Let the staff manage the change process.

http://www.rpi.edu/dept/advising/free enterprise/business structures/management styles.htm

4. ﬂ (L11) David is a Human Resources Manager. You will hear him talk
about managing people. Answer the questions below. Think which hints
you would adopt in your practice if you were a manager.

1) How does David motivate his staff?
2) How does he monitor progress?
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3) Why does he arrive at work early?
4) How does his team make decisions?
5) What is the secret of leadership, as David sees it?

S. Think about a very good leader (teacher, sports coach, etc.) you have had
in your life. What made him / her very special? Which traits of character
made this person a perfect manager? Was this person...

- decisive?

- intelligent?

- charismatic?
- passionate?
- open?

- flexible?

- energetic?

- thoughtful?
- balanced?

- accessible?

Which words can you add to the list? Make a description of a good leader.

... is always ... is never
balanced

6. Do you think there is a difference between a competent manager and a good
leader? What is it about? Try to point out at least 3 differences. Write them
down and then share your ideas with your partner.

ﬂ (L12) Then listen to two colleagues discussing a new appointment. Put
down their ideas about management and leadership and compare your
answers.
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7. Look at the pictures. Which of these historic figures do you know? What
are they famous for? What is/was the people’s attitude towards these
personalities? How can their style of management be characterized?

8. <PROJECT> Make a presentation of a famous corporate leader. Talk
about this person’s secrets of success and management style. Compare this
person to the other students’ choices.
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UNIT 4 LESSON 1

PLANNING A BUSINESS TRIP

1. Answer the questions.
How often do you travel?

Where do you like going?
Where do you usually stay?
Do you ever travel on business?

When people go on a business trip, their company is often responsible for their
travel arrangements and usually books flights and makes reservations for hotels
through a travel agent. The itinerary for a business trip usually doesn’t leave time
for sightseeing or for getting to know the country. Sometimes you have to plan a
business trip on your own and the essential things to do will be - choosing
transport and booking a room.

2. Check out the vocabulary and consult the dictionary. Draw a mind map
for the ways of travelling (some expressions can be used for different means
of travelling. Add your own examples.

Fly, station, port, hire, platform, sail, ferry, drive, park, flight, carriage, depart,
arrive, aisle, airport, get on/ board, get off/ disembark, take off, liner, voyage, land,
cockpit, dock, pilot, captain, corridor, passenger, taxi, petrol, cab, highway,
customs, information desk, baggage, check-in, ticket, insurance, delay, cancel,
ticket office, passport control, main road, traffic, voyage
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Don’t forget!

Igo by |plane I fly
car I drive
ship I sail
bicycle/ bike or |Iride
bus

I go on | horse I ride
foot I walk

3. Put the types of transport above in the order that you prefer to travel
for business/pleasure. Compare your ideas with a partner and give reasons

for your choices.
‘ o ‘

Ex: I prefer travelling by train because I can sit in a quiet carriage and work
on my laptop.

4. Airport vocabulary. Study the useful phrases. Mach the pictures and
the expressions.

Carry on luggage

(Oversized baggage/Overweight
baggage, fragile, liquids)

Boarding pass
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Gate

Business class
(economy class, first class)

Conveyor belt/carousel

Identification (ID)/ passport

Long-haul flight
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Emirares Route Map

Stopover (layover)

5. Study the boarding pass and answer the questions

: 1& Boarding pass Your fiight Passangss name * “our flight:
KLW SFO 3 AMS  KLM39  GLYNN-FINNEGAN / ADAM KLWM KLM39

Passanger Dato Passengar
GLYNN-FINNEGAN / ADAM JANUARY &, 2013 GLYNN-FINNEGAN / ADAM
Flight Mumbear Departura Airport Boarding San Francizco to Amstandam
KLM39 SFO/T2 09:10 at D 1 0  Deparing )
09:40 Economy
Boarding Priority Whara's my seat? Daparting
A22 "‘i |5 Ug 40 Whera's my seat? =
e ko A22 }I-! S » IILII

——— : : R
2073621000  ECONOMY H =

a) What is the passenger’s name?

b) What company is he travelling with?
c) What is his departure date?

d) What is his flight number?

e) Where is he flying from?

f) What is his destination?

g) What time does he board the plane?
h) What time does he depart?

i) What is his gate number?

j) What is his seat number?

k) What is his class?

6. You are on a business trip. At the airport you

suddenly meet your colleague. Dramatize ‘Q ‘
conversation. Exchange the information about your &y
flights. Use the information from APPENDIX.
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7. ﬂ (L13) Listen to the dialogue. Fill in the gaps.

C: Hello. Can I have your passport and ?

D: Here you are.

C: Thank you. Are you any bags today?

D: Just this one. The other’s :

C: Can you put it on the ? Thanks. Did you ___yourself?
D: Yes, I did.

C: Has anyone your luggage in any way?

D: No, they haven’t.

C: Are you carrying any such as nail scissors?

D: No, I’m not. Can if there are any window seats available?
C: No, there aren’t. The flight is very full. Would you like an aisle seat?

D: Yes, that’ll do.

C: OK. Here’s your . You’ll be boarding through in
30 minutes. Have a :

D: Thank you.

8. Complete the sentences below. Use the nouns from the box.

bill reservation  booking receipt
centre fax call  luggage flight  seat

At the ticket office
1) I need to change my booking
2) Is there a direct ?
At the check-in desk
3) Can I take this as hand ?
4) Can I have an aisle ?
In a taxi
5) Please take me to the city __ ?
6) Can I have a , please?
At the hotel
7) Thavea for two nights. My name’s Burkhard.
8) Can1send a from here?
9) Can I have an alarm at 6.45, please?
10)1’m checking out today. Can I have the , please?
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9. Here is a travel website where you can book a trip. Complete the
information on the website with the verbs in the box.

Departure, return, duration, booking, reference, birth,
non-smoking, password, single, ensuite

Name Gregor Alexis

\ : \_password = i
k.G | dateof:—_______ 17.12.75

v '\ Transport

B ! | zTraveI - Flight  Athens to Vienna

o f 3 date June 14 17:50 one-way [X]
~ The No. 1 travel website s date  June 17 08:20

for business travellers

... Hotel  Hotel Donau

| Room type
5 _ _mom[] double room []
smokirg [] & O
i bathroom [
8 ofvist 3days

fhénk youforo— with BizTravel 12 number AXH7192

10. ﬂ (L14) Listen to Francesca Cruz making plans for a business trip.
Where is she flying to? Where does she want to be near? Make notes.

11. Listen again and complete the form.

e e ol
Duration of visit; —— - 6 Check in after;
Singleroom [ ] Doubleroom [ ] 7 Chack out before:
Smoking [ ] . Non-smoking [ | | & Boocking reference number:

12. Use the hotel information on the BizTravel website above to role-play a
telephone conversation.

Student A: You are the customer. Phone to book a hotel room. Prepare the
details of your visit.

Student B: You are the BizTravel agent. Make a note of A’s details during
the conversation.
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Use the information from the APPENDIX and the phrases:

Customer BizTravel agent
I’d like to book a (hotel) Would you like a single or
room, please. double room?
I’d like a single/ double room. Smoking or non smoking?
Does it have an ensuite How long are you planning to
bathroom? stay?
Thanks for your help. You’re welcome.

Change roles and practice again.

13. L!!J Read the text about the hotel. Summarize the main information.
WELCOME TO THE ST. REGIS!

The St Regis is a five-star hotel in Shanghai, just 35
minutes from the city's new international airport (distance:
less than 20km). It is in the Pudong area, one of the most
dynamic financial and commercial centres in the world.
But for the business traveller interested in culture and
history, there are also many attractions, such as the Jade
Buddha Temple and traditional Chinese gardens.

St Regis has 328 luxurious rooms. Each room offers voicemail,
free access to high-speed broadband and wireless Internet connection, as well as
in-room movies, a CD and video library and flat-screen TV.

A unique feature of the hotel is that each guest can enjoy the services of a
personal  assistant called the St Regis Butler. The butler takes
full responsibility for your comfort from check-in till check-out and can also
help you with the organisation of your business meetings.

There is also a sauna, a fitness centre, a tennis court, an indoor swimming
pool and a spa where you can relax. On the top floor, the award-winning Italian
restaurant offers fantastic panoramic views of the city. There are two other
restaurants: one is authentic Chinese and the other offers a wide variety of
international dishes.

St Regis has a round-the-clock business centre and 13 meeting rooms with
multimedia equipment and space for up to 880 people.
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14. Match the words on the left with the words on the right to make word
partnerships from the text.

1) voice a) centre

2) meeting b) library

3) fitness c) swimming pool
4) Internet d) views

5) personal e) mail

6) indoor f) assistant

7) panoramic g) room

8) video h) connection

15. <PROJECT>
Find the information about a famous hotel. Single out its main features and
conveniences for a business trip. Make a presentation.
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UNIT 4 LESSON 2
PROFESSIONAL COOPERATION:
CONFERENCES AND WORKSHOPS

1. It is no surprise that every professional has to share one’s knowledge and
achievements with colleagues and look for cooperation. There are a lot of
ways to do that. One can:

- visit a workshop (or organize one)

- N

- take part in a conference
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- participate in a fair

Which of the enumerated forms of professional cooperation is the most
typical in your sphere of specialization? Which form is meant to...
- let business people buy/sell goods and get to know other companies
operating in the market?
- show less experienced workers how to do things?
- share theoretical knowledge and scientific achievements?

2. There are many ways to participate in a
conference, workshop or fair. You can act as
a mere visitor watching and listening, or you
can choose active participation. As a
graduate student you have probably
happened to take part in a scientific
conference.
Study a real-life call for papers — an announcement of a scientific
conference - and discuss the possible options for participating and the types
of reports:

- Would you choose your presentation to be virtual or in-person?

- Which type of presentation would show off your research results at the

greatest possible angle?
- Which type suits your personality?
- What actions should you take to ensure your participation?
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Eleventh International Conference on New Directions
in the Humanities
Eotvos Lorand University, Budapest, Hungary
19-21 June 2013

Conference Focus

The Humanities Conference is held annually in different locations around
the world. Over the past nine years, the Humanities Conference has established a
reputation as a focal point for new ideas and new practices in humanities
research and teaching. The conference will address a range of critically
important themes in the various fields that make up the humanities today.
Plenary speakers will include some of the world’s leading thinkers in the
humanities, as well as numerous paper, workshop and colloquium presentations
by teachers and researchers.

We are inviting proposals for paper presentations, workshops/interactive
sessions, posters/exhibits, or colloquia. Virtual participation is available for
those who are unable to attend the conference in person.

Submit a Conference Proposal
To learn more about preparing and submitting your conference proposal,

including guidelines, deadlines, and "how-to" information, go to Submitting
Your Work: Conference Presentations.

Proposals for In-Person Presentations

Proposals for in-person presentations at the conference may be submitted as
one of four types: 1) Paper Presentation (which will be part of a Themed
Session or Roundtable Discussion); 2) Workshop/Interactive Presentation; 3)
Poster or Exhibit; 4) Colloquia. Please note that all proposals and presentations
must be in English.

1. Paper Presentation

An accepted proposal for a single paper presentation (prepared by one or
more authors) will be assigned to one of the following formats by the Program
Committee:

a) Themed Session

This type of session is best suited for reports on completed research or
scholarly work. Authors present summaries or overviews of their work,
describing the essential features (related to purpose, procedures, outcomes or
product). The formal oral presentation of work should be limited to 15 minutes.
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Presentations are grouped according to topic or perspective into themed
sessions, with time provided after all of the presentations for group discussion.
Authors are welcome to include visual supports (paper handouts, computer
slides, or digital displays) to assist delivery of their oral presentation. Please note
that we cannot provide photocopying facilities at the Conference, but we will
provide data projectors in each room.

b) Roundtable Discussion Session

This type of session is best suited for reviews of theoretical or conceptual

frameworks, works-in-progress, policy analyses, or topics that generate
extended discussion. Authors are each assigned a numbered table in a large
meeting room for the full session (usually about 40 minutes), during which time
they converse with interested delegates who join them at their table. The
discussion may begin with the author presenting a synopsis of their work, to
generate discussion on the topic. Authors are encouraged to bring copies of their
papers and a short handout summarizing their work for distribution at their
tables.

¢) Featured Session

On occasion, a paper may be identified by the Program Committee as one
of special interest to a broad spectrum of the conference participants, although it
1s not appropriate to include it in a plenary session. In these instances, a single
paper presentation may be scheduled for a specific block of time in the
schedule. Authors will be contacted by the Program Committee prior to being
scheduled in a Featured Session.

2. Workshop/Interactive Presentation

This type of session is best suited for teaching or demonstrating particular
procedures, skills, or techniques. Appropriate considerations for this Session
format may include, for example: a workshop, demonstration, performance,
exhibition, staged conversation, debate, or extended dialogue with the audience.
These sessions are generally scheduled for about 40 minutes and should be
structured so that some explanatory or introductory information is provided,
with time for audience interaction, participation, and involvement.

3. Poster or Exhibits Session

This format is ideal for presenting preliminary results of work in progress
or for projects that lend themselves to visual displays and representations. In
these sessions (generally about 40 minutes), a number of authors have the
opportunity to display their work and engage in informal discussion with other
delegates. Displays may be posters (maximum 4x6 feet), digital/computer
displays, artwork, or other visual media. Each display should include a brief
abstract of the purpose and procedures of the work; handouts or copies of
written material may also be available. Space for the poster or exhibit will be
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provided by the Conference, however all materials must be organized by the
presenter, including posters, displays, handouts or other appropriate materials.

4. Colloquium

This Conference Session is scheduled for 90 minutes and involves five
authors who are proposing a set of papers based on a shared theme or topic. The
papers may present complementary aspects of a specific body of work, or
contrasting perspectives on a specified topic. There must be at least five
registered participants (for example, a Chair and four presenters, or five
presenters). The presenters should design the session to allow time for individual
presentations (approximately 15 minutes each) and at least 15 minutes of
audience discussion.

Virtual Presentation

Authors who are unable to attend the conference in person may submit a
proposal for a virtual presentation. Acceptance of a proposal for a virtual
participant is based on the same criteria as that for an attending participant. At
present, acceptance of a proposal for a virtual presentation, with accompanying
(substantially discounted) virtual registration, allows the author to join the
community in the following ways:

- Receive newsletters and other communications about the community

- Upload a presentation of your paper to the You-Tube channel

- Submit your paper for peer review for the current volume Journal

- Participate as a peer reviewer in evaluating articles for the Journal

Steps for presenting at the conference

1. Prepare your proposal

2. Submit your proposal

3. Register to attend the conference
4. Prepare your presentation

5. Publish your work (optional)

http://thehumanities.com/
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3. Insert the vocabulary into sentences

papers to submit proposal registration  abstract  to notify

1. Conference participants who want their works published have
the full text versions of their articles before March, 1.
2. Participants willing to make in-person presentations are required to fill in the

form.

3. Each will be considered from the point of view of its
topicality, relevancy and significance of the achieved results.

4. The conference committee is all presenters whether their
contributions are accepted for participation and publication.

5. Al should be implemented according to special
guidelines (font size, length, etc.).

6. An for each paper should outline the subject matter of

research, its methods and results.

-
.'ﬁ'll-aal

4. 1= (V10) Watch a video about a conference for young scientists. Which
type of presentation seems to prevail? What else are the participants doing
besides the official procedures? Would you like to participate in such an
event?

een wrulen gen

&4
e 1 N rlnk"ge ,ngivaf's
g ining ﬂm“"’"al mO”" e o
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5. Preparing a conference poster is quite a challenge to many presenters.
Read some helpful hints to learn how to cope with this task.

Designing conference posters

What is a poster? A large-format poster is a document that can
communicate your research at a conference, and is composed of a short title, an

introduction to vour problem, an overview of vyour novel approach, vour
amazing results, a reference listing, and some brief acknowledgement of the
assistance and financial support you got from others — if all text is kept to a

minimum, a person could fully read your poster in under 10 minutes. If you’re
new to the poster concept, you should browse online to see what other people’s
posters look like, to give yourself some design inspiration. Maintain sufficient
white space, keep columns logical, so that your readers will understand how
they should “travel” through your poster elements, but be creative. Choose
special software and ready-to-use patterns.

Title: Should convey the issue, the approach, and the system (organism);
needs to be catchy. Maximum length: 1-2 lines.

Abstract: Do not include an abstract on a poster! If you are presenting your
poster at a meeting, you will probably be asked to submit an abstract; this

abstract is for the catalogue, not for on your poster.

Introduction: Get your viewers interested about the issue while using the
absolute minimum of background information and definitions (such things put a
reader to sleep); quickly place your issue; then an interesting, novel
hypothesis... THEN you can add a general experimental approach that will
TEST your hypothesis. The introduction of a poster is a wonderful place to put a
photograph or illustration that communicates some aspect of your research
question. [Maximum length: approximately 200 words.]
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Your fascinating poster title
name, address

Literature cited Acknowledgements Further information Annoying logos, etc.

Materials and methods: Briefly describe experimental equipment and
methods, but not in detail; use figures and tables to illustrate experimental
design if possible; use flow charts; include a photograph or drawing; mention
statistical analyses that were used and how they allowed you to address the
hypothesis. [Maximum length: approximately 200 words.]

Results: First, mention whether your experiment worked or failed; briefly
describe qualitative and descriptive results; in the second paragraph, begin the
presentation of data analysis that more specifically addresses the hypothesis;
refer to supporting charts or images; provide extremely engaging figures and
charts. This is always the largest section, except if you have no data. [Maximum
length: approximately 200 words, not counting figure legends.]

The graphs make the poster, so make your graph appropriate to your data.
And make it look pretty.

Conclusions: Remind the reader of the major result and quickly state
whether your hypothesis was supported; discuss why your results are conclusive
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and interesting; relevance state future directions. [Maximum length:
approximately 150 words.]

Literature cited (References): Follow the format! Web sites and rumors
you heard somewhere are undesirable sources, so find a respectable journal
article that supports your fact or opinion. [Maximum length: approximately 10
citations. ]

Acknowledgments: Thank individuals for specific contributions to the
project (equipment donation, statistical advice, laboratory assistance, comments
on earlier versions of the poster); mention who has provided funding; do not list
people’s titles. [Maximum length: approximately 40 words.]

Further information: There will be people, hopefully, who want to know
more about your research, and you can use this section to provide your e-mail
address, your website address, and perhaps a URL where they can download a
PDF version of the poster (edit so that URL is not blue or underlined).
[Maximum length: approximately 20 words.]

Dos and don'’ts

e Don’t make your poster too long. Aim for 800 words, and remember that
less than that is fine, too.

« Avoid titles with colons (:) if you can. If you absolutely must have a
coloned title, just be sure it isn’t very long.

« Use a simple, clear font.

o The width of text boxes should be approximately 9 words per line. Lines
that are shorter or longer are hard to read quickly.

« Avoid blocks of text longer than 10 sentences.

o Whenever possible, use lists rather than homogeneous blocks of text.

o Avoid using dark backgrounds. It’s better to just use a white background.
And you will save on ink, too!

o Complete the entire poster on a single platform. Switching from PC to
Mac or Mac to PC invites disaster.

o Give your graphs titles.

e Make sure that details on graphs and photographs can be comfortably
viewed from far away.

o If you include a photograph, add a thin gray or black border.
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NOW YOU CAN TRY YOUR BEST AT DESIGNING YOUR OWN POSTER!
http://colinpurrington.com/tips/academic/posterdesign

6. Look at an example of a bad poster. What is wrong with it? How would
you change it?

Example of a terrible poster

 PIGS IN'SPAGE:

5,4//1/ /N ( A\VflvA P@)\\UL\\ %

e ; Colin B Pumngon
. 6673 College Avenue :Swarthmore, PA19081 U‘%A

7. As far as you can see, the first thing to do if you want to participate in an
event is to prepare a proposal — a description of what you have to present.
Complete the given proposal form with your personal information.
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Conference Proposal Form
7w International Conference Young Scholars Association

New Methods in Research and Education
August 12-15, 2011

Lesley University, Cambridge, Massachusetts

Proposal Submission Deadline: Friday, September 25, 2010
TITLE OF PRESENTATION (10 words maximum):
NAME(s) of presenter(s)
Affiliations (including YSA membership) and credentials of presenter(s)

Contact Person/Lead Presenter:

Name

Address

E-mail Phone
FORMAT (check one)

__ experiential workshop

~ performance for presenters

____ poster

__ other

Length (check one) __ 20 min. ___ 40 min.

Audience (check one) __ no limit ____ limit to (__) participants

AUDIO-VISUAL EQUIPMENT
Many rooms will be equipped with audio-visual equipment (slide projectors, LCD
projectors, CD/tape players, VCR/monitors). Please indicate your AV needs:

SET-UP

Approximate time required for set-up:
Type of assistance needed:
CHAIRS: no chairs required chairs in circle chairs theater style
TABLES: no tables (__) tables required

OTHER CONSIDERATIONS (Will group be noisy? Do you need quiet space?)
Other?

BRIEF BIOGRAPHY OF PRESENTER (S) (50 words max. for conference brochure):

PLEASE INCLUDE UNDER SEPARATE COVER (Please send as Word documents):

* Resume(s) of Presenter(s) for qualification purposes (3 pg. max.) Please

include a copy of the resume(s) in a separate Word document:

* Program Title, Description, Learning Objectives and Abstract

Please include a copy of the following in a separate Word document: (Do not
include presenter names)

_____ Presentation Title: (10 words max.)

__ Presentation Description: (100 word maximum for conference brochure)

____ Describe three main objectives as related to research and education,
professional development. (100 word max.)

____ Presentation Abstract and References: (600 word max and references) Please
create your proposal abstract/description and reference list in a Word file.
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8. Another important document (if you want to attend the event of interest
in person) is the registration form. Unlike the proposal, which is for
presenters only, the registration form is for anyone who wants to be present
at the conference, workshop, etc. Very often this form focuses on such
personal details as:

- the dates of attendance (if an event lasts for a week, you can choose only the
days which are affordable for you);

- the need for meals (and if there is one, your preferences will be considered,
e.g. vegetarian, kosher, etc.);

- the need for accommodation and transfer;

- the need for translator’s help of other services;

- discounts available (often the attendance fee is lower for students, senior
citizens, members of some associations and societies).

Surely, the fee you’ll pay strongly depends on the points mentioned above.
The registration form which is given below is very simple. Study it and try
to fill it in with your personal data. In the APPENDIX you can find some
examples of more sophisticated registration forms.

Workshop Registration  hore Actions ¥

Register now while seats are availablel

Lunch

First Name '
Meal Preference Yenetarian bl
Last Name '

Payment Details
CompanyInstitution '

Payment Mode [ cash

Address * [ chegue
] Demand Draft

DD/Cheque No.

Drawn On (Bank Name)

City
State / Province / Region Select 3 Payable at
Country Select 7
1S
Email * ior notn gues S
g
Phone Number * a “ d “ r e S e “ te
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UNIT 4 LESSON 3

GIVING PRESENTATIONS

1. Discuss these questions with your fellow students:

o How often do you give presentations in your studies/job?

o Who do you normally present to? (Fellow students, colleagues,
customers, representatives of other firms, etc.)

o Have you ever given presentation in English? When was the last time you
did it? Was it success? If yes, why? If not, why not? Explain your answer.

o How do you feel about presenting in a foreign language?

o Think of an excellent (or terrible) presentation that you have attended.

What made it good (or bad)?
o

2. A Giving public speeches is always stressful. No matter, how many times
we have appeared in public, anyway many of us feel nervous before each new
speech. Nervousness and lack of confidence may spoil everything.

Let's learn some ways to deal with nervousness. Following these
recommendations will absolutely help you to ensure the success of your public
speech.

Read the article “Dealing with nervousness” and name the
recommendations given by the author.

3. Discuss with your fellow students:

o What other tips can you think of for dealing with nervousness?
o How do you deal with nervousness before or during a presentation?
o How do you prepare for your presentations?

&
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Dealing with nervousness

The American author Mark Twain once put it like this: There are two types of people: those that are
nervous and those that are liars.” So, once you accept that (almost) everybody who gives a presen-
tation ~ whether formal or informal, long or short, fo strangers or colleagues — is nervous, then you just
need o find ways to deal with nervousness and even learn how fo use it fo your advantage.

Let's first look ot ways to deal with and reduce nervousness.

1 Prepare well. ‘Failing to prepare is preparing to fail.’ Preparation is the key to a successiul
presentation. Nothing will relax you more than knowing exactly what you want to say and having
praclised saying it. Make sure you practise your talk until you feel ot
home with it - then you can concentrate on other things.

2 Learn to relax. Doing streiching or breathing exercises
before your talk can help you to reduce nervousness.
One example: before your presentation, sit
comfortably with your back straight. Breathe in
slowly, hold your breath for about five seconds, then
slowly exhale. You can relox your facial muscles by
opening your eyes and mouth wide, then closing
them tightly.

3 Check out the room. Make yourself familior
with the place where ycu will be specking. Arrive
early, walk around the room, and make sure
everything you need for your talk is there. Practise
using any equipment [e.g. microphone, video
projector, OHP) you plan to work with.

4 Know your audience. If possible, greet your audience as they arrive and chat with them,
It will be easier to speak to people who are not complete strangers.

5 Concentrate on the message. Try to focus on the message and your audience — nof on your
own fears,

6 Visualize success. Imagine yourself speaking to your audiencs in a loud and clear voice. Then
visualize the audience opplouding loudly ot the end of your talk as you smile.

Use the steps above to reduce nervousness, but also remember that being nervous isn’t all bad. Many
experienced presenters say that you can also use your nervousness to give you that extra energy that
you need to give a good performance.,
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4. Check your body language skills by completing the questionnaire.
Discuss your answers with a partner. How much do you think personality
and culture influence your body language during a presentation?

Do this quiz about body language. Sometimes more than one answer is possible.

4.

YOU’RE GIVING A PRESENTATION ...

How should you stand?
a) arms crossed on chest;
b) straight but relaxed;

¢) knees unlocked.

What should you do with your
hands?

a) put hands on hips;

b) put one hand in a pocket;

c) keep hands by your side.

How  can
something?
a) point finger at the audience;

b) move or lean forward to show
that something is important;

c) use a pointer to draw attention to
important things.

you  emphasize

What should you do when you

feel nervous?

a) hold a pen or cards in your hands;
b) walk back and forth;

c) look at the flip chart or screen
(not at the audience).

5. How should you keep eye contact

with the audience?

a) make eye contact with each
individual often;

b) choose some individuals and
look at them as often as possible;

c) spread attention around the
audience.

6. How fast should you speak?

a) about 20% more slowly than
normal;

b) just as fast as in a normal
conversation;

c) faster than in a normal
conversation.
. How should  you express
enthusiasm?

a) by raising voice level;

b) by waving arms;

c) by making hand or arm gestures
for important points.




5. <PROJECT>

A wonderful method of overcoming nervousness is good knowledge and

preparation.

Prepare a visual presentation on the topic of your research. Use the

patterns given below. Follow the plan:

introduction
opening

conclusion
feedback session

O O O O O

the middle/main part

INTRODUCTION
Welcoming the audience
Good morning / afternoon,
gentlemen.

Hello / Hi, everyone.

First of all, let me thank you all for coming
here today.

It’ a pleasure to welcome you today.

I’'m happy / delighted that so many of you
could make it today.

It’s good to see you all here.

ladies and

Introducing yourself

Let me introduce myself. 'm Ann Brown
from ...

For those of you who do not know me, my
name is ...

Let me just start by introducing myself. My
name is ...

Giving your position, function,
department, company

As some of you know, I'm the purchasing
manager.

I’'m the key account manager here and am
responsible for ...

I’m here in my function as the head of ...

I’m the project manager in charge of ...

Introducing your topic

What I’d like to present to you today is ...
I’m here today to present ...

Today’s topic is ...

The subject / topic of my presentation is ...
In my presentation I would like to report on

In my talk I’1l tell you about ...
Today I’m going to talk about ...
I’1l be talking about ...

Saying why your topic is relevant for your
audience

Today’s topic is of particular interest to those
of you/us who ...

My talk is particularly relevant to those of us
who ...

My topic is / will be very important for you
because ...

By the end of this talk you will be familiar
with ...

Stating your purpose

The purpose / objective / aim of this
presentation is to ...

Our goal is to determine how / the best way
to ...

What I want to show you is ...

My objective is to ...

Today I’d like to give you an overview of ...
Today I’ll be showing you / reporting on ...
I’d like to update you on / inform you about

During the next few hours we’ll be ...
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Structuring

I’ve divided my presentation into three (main)
parts ...

In my presentation I’ll focus on three major
issues ...

Sequencing

Point one deals with ..., point two ..
point three ....

First, I’ll be looking at ..., second ..., and
third ...

I’ll begin / start off by ... . Then I’ll move on
to ... Then / next / after that ... I’'ll end with ...

., and

Timing

My presentation will take about 30 minutes.

It will take about 20 minutes to cover these
issues.

This won’t take more than ...

Handouts

Does everybody have a handout / brochure /
copy of the report? Please, take one and pass
them on.

Don’t worry about taking notes. I’ve put all
the important statistics on a handout for you.
I’ll be handing out copies of the slides at the
end of my talk.

I can email the PowerPoint presentation to
anybody who wants it.

Questions

There will be time for questions after my
presentation.

We will have about 10 minutes for questions
in the question and answer period.

If you have any questions, feel free to
interrupt me at any time.

Feel free to ask questions at any time during
my talk.

EFFECTIVE OPENINGS
Rhetorical questions
Is market research
development?

Do we really need quality assurance?

important for brand

Interesting facts

According to an article I read recently, ...

Did you know that ...?

I’d like to share an amazing fact / figure with
you.

Stories and anecdotes

I remember when I attended a meeting in
Paris, ...

At a conference in Madrid, I was once asked
the following question: ...

Let me tell you what happened to me ...

Problem to think about
Suppose you wanted to ..
go about it?

Imagine you had to ... . What would be your
first step?

. . How would you

THE MIDDLE / MAIN PART

Saying what is coming

In this part of my presentation, I’d like to talk
about ...

So, let me first give you a brief overview.

Indicating the end of a section

This brings me to the end of my first point.
So much for point two.

So, that’s the background on ...

That’s all I wanted to say about ...

Summarizing a point

Before I move on, I’d like to recap the main
points.

Let me briefly summarize the main issues.

I’d like to summarize what I’ve said so far ...

Moving to the next point

This leads directly to my next point.

This brings us to the next question.

Let’s now move on / turn to ...

After examining this point, let’s turn to ...
Let’s now take a look at ...

Going back

As I said / mentioned earlier, ...

Let me come back to what I said before ...
Let’s go back to what we were discussing
earlier.

As I’ve already explained, ...

As I pointed out in the first section, ...

Referring to other points

I have a question in connection with /
concerning payment.

There are a few problems regarding the
quality.
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With respect / regard to planning, we need
more background information.

According to the survey, our customer service
needs reviewing.

Adding ideas

In addition to this, I’d like to say that our IT
business is going very well.

Moreover / Furthermore, there are other
interesting facts we should take a look at.
Apart from being too expensive, this model is
too big.

Talking about (difficult) issues

I think we first need to identify the problem.
Of course, we’ll have to clarify a few points
before we start.

We will have to deal with the problem of
increasing prices.

How shall we cope with unfair business
practices?

The question is: why don’t we tackle the
distribution problems?

If we don’s solve the problems now, we’ll get
run into serious trouble soon.

We will have to take care of this problem
now.

We are currently having difficulties with ...

Rhetorical questions

What conclusion can we draw from this?

So, what does this mean?

So, just how good are the results?

So, how are we going to deal with this
increase?

So, where do we go from here?

Why do I say that? Because ...

Do we really want to miss this opportunity to
.2

DESCRIBING VISUALS

Introducing a visual

Let’s now look at the next slide which shows..
To illustrate this, let’s have a closer look at ...
The chart on the following slide shows ...

I have a slide here that shows ...

The problem is illustrated in the next bar chart..

According to this graph, our net profit has
doubled.

You can see the test results in this table.

As you can see here, ...

Explaining a visual

First, let me quickly explain the graph.

You can see that different colors have been
used to indicate ...

The new models are listed across the bottom.
The biggest segment indicates ...

The key in the bottom left-hand corner ...

Highlighting information

I’d like to stress / highlight / emphasize the
following point(s).

I’d like to start by drawing your attention to

Let me point out that ...

I think that you’ll be surprised to see that ...
I’d like you to focus your attention on ...
What’s really important here is ...

What I’d like to point out here is ...

Let’s look more closely at ...

Describing trends

Sales increased slightly in summer.
Consumer spending fell / declined sharply.
Interest rates have risen steadily.

Food prices went up significantly.

There was a sudden increase in prices.

In August, we saw a moderate fall.

This was followed by a gradual decline.
There was a sharp slump in sales.

Ticket sales have started picking up.

Explaining purpose
We introduced this
flexibility.

The purpose of this step is to expand to
foreign markets.

Our aim was to ...

method to increase

Explaining cause and effect

What’s the reason for this drastic decrease?
The unexpected drop was caused by ...

This was because of ...

As a consequence / Consequently, sales went
up significantly.

As aresult ...

The venture resulted in a sharp fall in share
prices.

Our new strategy has led to an increase of
10%.
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CONCLUSION

Indicating the end of your talk

I’'m now approaching / nearing the end of my
presentation.

Well, this brings me to the end of my
presentation.

That covers just about everything I wanted to
say about ...

Ok, that’s everything I wanted to say about ...
As a final point, I’ like to ...

Finally, I’d like to highlight one key issue.

Summarizing points
Before I stop, let me go over the key issues
again.

Just to summarize the main points of my talk ...
I’d like to run through my main points again ...

To conclude / in conclusion, I’d like to ...
To sum up (Then), we ...

Making recommendations

We’d suggest ...

We therefore (strongly) recommend that ...

In my opinion, we should ...

Based on the figures we have, I’'m quite
certain that ...

Inviting questions

Are there any questions?

We just have time for a few questions.

And now I’ll be happy to answer any
questions you may have.

EFFECTIVE CONCLUSIONS

Quoting a well-known person

As ... once said, ...

To quote a well-known businessman, ...
To put it in the words of ...

Referring back to the beginning

Remember what I said at the beginning of my
talk today?

Let me just go back to the story I told you
earlier. Remember, ...

DEALING WITH QUESTIONS

Clarifying questions

I’m afraid I didn’t (quite) catch that.

I’m sorry, could you repeat your question,
please?

So, if I understood you correctly, you would
like to know whether ...

So, in other words you would like to know
whether ...

If I could just rephrase your question. You’d
like to know ...

Does that answer your question?

Avoiding giving an answer

If you don’t mind, could we discuss that on
another occasion?

I’'m afraid that’s not really what we are
discussing today.

Well, actually I’d prefer not to discuss that
today.

Admitting you don't know

Sorry, I don’t know that off the top of my
head.

I’m afraid I’m not in a position to answer that
question at the moment.

I’'m afraid 1 don’t know the answer to your
question, but I’ll try to find out for you.

Sorry, that’s not my field. But I’'m sure Peter
Bott from Sales could answer your question.

Postponing questions

If you don’t mind, I’ll deal with / come back
to this point later in my presentation.

Can we get back to this point a bit later?

I’d prefer to answer your question in the
course of my presentation.

Would you mind waiting until the question
and answer session at the end.

Perhaps we could go over this after the
presentation.

Summarizing after interruptions

Before we go on, let me briefly summarize
the points we’ve discussed.

So, now I’d like to return to what we were
discussing earlier.

120



USEFUL WORDS (IN CONTEXT)

to clarify Before we go on, let me clarify one point.
to focus on We need to focus on customer service.
to highlight Let me highlight the following points.

to illustrate

This chart illustrates our success story.

to indicate

The figures on the left indicate sales in France.

to lead to This leads to my next point.

to mention As | mentioned earlier, our staff is well-qualified

to move on to Let’s now move on to the next question.

to note Please, note that prices rose slightly.

to notice You’ll notice a sharp drop in August.

to pass on Here are the handouts. Please, take one and pass them on.
to rise House prices rose by 5 % last year.

to solve How can we solve this problem?

to summarize Before I go on, let me summarize the key issues.

to update I’d like to update you on the project status.
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UNIT S LESSON 1

CROSS-CULTURAL ASPECTS OF BUSINESS NEGOTIATION

IN OUR MULTICULTURAL WORLD

1.1. How do you understand the notion “CULTURE”?

Culture is a complex and versatile phenomenon.

‘,OQP ‘ Scientists and scholars all over the world have been
Lo looking for an unbiased and comprehensive definition

for many years. There is a bit of controversy and multitude of interpretations.

Scientists even created a number of metaphors, which reflect all the sides of
culture.

Study the metaphors for CULTURE, given below, and explain them:

o Iceberg o Organism

o Salad/ Jelly beans o Mosaic

o Tree o Chaos

o Melting pot o Software of the Mind

1.2. Each country and culture are known in the world for their specific
distinctive features. Enjoy a famous joke on National Stereotypes.

“Heaven is where the police are
British, the cooks are French, the
mechanics are German, the lovers are
Italian and it is all organised by the
Swiss. Hell is where the police are
German, the cooks are English, the
mechanics are French, the lovers are
Swiss, and it is all organised by the
Italians”.
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1.2.1. Discuss in pairs or small groups:

o Did you find the joke above amusing? If you did, is it because of what
you know about these nationalities personally, or what you know of their
reputations?

o Would you like to change the joke in some way? O
Can you improve it by changing some of the ;5
nationalities or some of the jobs?

o Do you have residents/tourists/students from other countries where you
live? Which nationalities? What are they like?

1.2.2. MB Read the article and underline anything that surprises you or
that you think is not fair. Discuss with your partner what you underlined in
the text.

BRAZILIANS VOTED BEST TOURISTS, GERMANS WORST

In a recent survey conducted by the American Board of Tourism,
professionals in various areas of the tourism industry have rated Brazilians as
the world’s best tourists. The survey gave points for things like ‘politeness,’
‘willingness to understand and speak English’ and ‘cultural sensitivity’. People
working in jobs ranging from taxi-drivers to hotel receptionists and airline flight
attendants almost unanimously rated the Brazilians as being ‘friendly’ and
‘polite.” The opposite seemed true of the Germans. “The Germans just don’t
seem to get it,” said one manager of a hotel chain, based in New Orleans.
“They’re rude and impatient yet they expect service with a smile. They travel
outside Germany yet want to have things just like at home. Plus, they never tip.”
The best tippers are the Japanese, according to the survey. A travel agent
representative explains: “The Japanese are afraid of ‘losing face’. They’ll do
what they think is expected of them in the country they’re visiting, so they’re
usually extremely polite. They rate very high in the cultural sensitivity
category.” The French scored extremely low in the ‘willingness to understand
and speak English’ category. “It’s amazing. They can be so rude and snobby,”
said a ticket agent at Chicago O’Hare International Airport. “You try to explain
things to them and they answer you back in French. Not only that, they smoke
too much — even where it’s not allowed and they're generally messy, leaving
cigarettes and other rubbish on the floor. It’s unbelievable.” A summary of the
Board’s survey is given below:
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Willingness to

Fri.endlie.s U Most polite understand and st cu.lt.urally
nationalities speak English sensitive
1. Brazilians 1. Japanese 1. Brazilians 1. Brazilians
2. Japanese 2. Brazilians 2. Dutch 2. Japanese
3. Koreans 3. British 3. Swiss 3. Romanians
4. Canadians 4. Spanish 4. Hungarians 4. Egyptians
5. Portuguese 5. Koreans 5. Poles 5. Koreans

1.2.3. Read the text again and mark the statements below (T) or (F):

a) People all over the world think Brazilians are the best tourists.
b) The Japanese are often afraid of doing or saying the wrong thing when

travelling.

c) The French are generally not very happy to speak English.
d) The Germans want to get a real feel for the local lifestyle when they

travel.

e) The Germans are happy to show their appreciation for good service.

f) The French don't seem to be very tidy when they travel.

If your nationality is not mentioned in the four categories in the survey, do you

think it should be?

1.2.4. The article describes the Brazilians as “polite” and the Germans as

“rude”. Below are some more words from the article and some other ones
to describe character. Match the words on the left with their opposites on

the right:

1. polite

2. friendly
3. loud

4. generous
5. open-minded
6. tidy

7. honest

8. gentle

9. patient
10. fun
11

. excitable

Foem TR e R0 T

quiet
mean

rude
unfriendly
messy
intolerant
impatient
warm
boring
dishonest
aggressive
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1.2.5. Read the statements below and guess the described nationalities. You
can find more world nationalities in the APPENDIX.

1) They are always in big groups.

2) They talk too loud.

3) The men are womanizers.

4) They are good dancers.

5) They smoke too much.

6) They are all fat.

7) They think they are the best.

8) They are violent people, I think.

9) They are so mean. They count every penny.
10) They talk with their hands.

11) They are bad drivers.

12) They are all rich.

13) They always want things done their way.
14) The women are beautiful.

15) They’re all blonde-haired and blue-eyed.

Do you think your discussion would have offended people from any of the
countries you have been talking about? Do you mind if your country is
talked about in the same way?

INTERNATIONAL RULES OF POLITENESS

All countries are different. They have their own culture, traditions and mentality.
These aspects give rise to national stereotypes that are sometimes true and
sometimes false, but still need to be taken into consideration. Each aspect of
intercultural communication (daily, business, professional, scientific) requires
intercultural knowledge. Very often such knowledge is the pledge of your
success.

Stereotypes are usually ambiguous, although are known all over the world. At
the same time, we are often not familiar with some simple rules of politeness
that are really worth taking into consideration. There is a universal etiquette; still
some rules often vary from country to country. It’s high time to widen our
outlook!
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1. IR Read the article below and name the rules of conduct typical for
some world countries. Have you ever heard this information? Can you add
any interesting facts? Do you find some of the recommendations surprising/
strange/ amusing/ useful...? Explain your opinion.

O
Ay
o

Is the information provided for your native country true enough? If not,
correct it. If your native country is not mentioned in the article, prepare a
short but complete set of recommendations we need to know and follow not
to get in trouble.

How to Be Polite in 20 Different Countries

If you’ve done any traveling at all, you’re likely quite aware that customs and
etiquette differ from one culture to another: what may be perfectly innocuous in
one place may be hideously offensive in
another, and vice-versa. Granted, even if you
haven’t traveled at all, you’re probably aware
of the fact that certain types of behavior aren’t

exactly acceptable in other countries: belching Being polite

at the table may be a sign of gratitude in some 1s so rare

places, but in most areas of North America and these‘ days

C h 2 disolay will fair bit of that its often
urope, such a display will earn you a fair bitof ¢ <54

ire. Whether you plan on traveling to any of the — with flirting.

places listed below or just doing business with a

foreign client, it’s important to educate yourself on the standards of politesse

and etiquette beforehand — the last thing you want to do is offend someone with

any ignorant, boorish behavior. Here’s how to be polite in 20 different countries:

Japan
When dealing with Japanese clients, be sure to dress fairly conservatively, and
make sure that you bow lower than they do upon meeting them. Accept gifts
with both hands (and open them later, not in front of the giver), and never blow
your nose at the dining table. Avoid asking and answering direct questions: it’s
better to i1mply rather than ask, and to answer with vagueness during
conversations.
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Sweden
Keep personal distance and don’t touch people when you talk to them. Ensure
proper table manners, never discuss religion or politics, and try to maintain a
level of quiet dignity. Silences during conversations are not considered
uncomfortable, and it’s better to be a bit quiet, rather than overly verbose. When
dining out, don’t drink before the host offers a toast, and don’t get drunk.

Mexico
When meeting others, women should initiate handshakes with men, but all
people should avoid making too much eye contact; that can be seen as
aggressive and belligerent behavior. If sharing a meal with others, keep your
elbows off the table and try to avoid burping at all costs. Keep your hands off
your hips, and make sure you never make the “okay” sign with your hand: it’s
vulgar.

Kenya
D/ When greeting someone older or of a higher status than
L_,/ = e ZJ, £ yourself, grip their right wrist with your left hand while
shaking 1it; it’s a sign of respect and deference. Do ask
‘ questions about their health, family, business etc. before
Jhank 5\,‘-&, getting to major topics, as skipping these niceties is seen as
AREsTILLMAGICwoRDs. B impolite. If sharing meals, do not begin eating until the

(= J &)y

eldest male has been served and starts to eat.

Jordan
Keep your voice low and quiet when conversing with others, as that is seen as
being mature and respectful. Be aware that people will speak to you at a closer
distance than you may be used to, and you may be touched on the arm or
shoulder during conversation. Polite jokes are acceptable, as is inquiring about
family members. Never show the bottoms of your shoes.

Germany
Much like Scandinavian people, Germans tend to be reserved and polite. Ensure
that handshakes are firm, and always address people with Mr. or Mrs. followed
by their surname (“Herr” or “Frau” if you’re confident that you’ll pronounce
them well). Decent table manners are of great importance, and be sure to say
“please” and “thank you” often.

127



China
Be generous with saying ‘“thank you” when someone does anything from
pouring you tea to offering you a gift, and if or when you receive a gift, take it
with both hands. If someone makes a comment about your
weight/appearance/idiosyncrasy, try not to take it as offensive: it’s merely an
observation on their part.

Barbados
Years of British rule in Barbados established a high degree of politesse, so be
sure to greet people as Mr./Mrs./Miss and say “please” and “thank you” often.
Formal table manners are a must, as is modest dress anywhere but at the beach.
Avoid discussing religion and politics, and stick to neutral-yet-friendly topics of
conversation with others.

Pakistan
Be sure to dress modestly (especially if you’re female), and if you go out for a
meal, eat with your right hand; the left is considered unclean. Sit on your left
hand if you need to, but keep it away from your food. Don’t show anyone the
bottom of your shoe, and try not to touch anyone with your feet.

France
Be sure to say “please” and “thank you” often, and always thank people for their
time. If you need help at a shop, apologize to the staff for bothering them with a
question, and be sure to thank them before you leave. Make sure that you chew
with your mouth closed during meals, don’t speak when your mouth is full, and
for goodness’ sake, don’t slurp anything!

Korea
Don’t be offended if a Korean woman merely nods instead of offering her hand
to shake, and don’t extend yours to her. Never touch a Korean person while
talking to them (unless you’re on very friendly terms), and maintain a
respectable distance: personal space is rather vital. Try to avoid talking too
much during meals, and offer to pay even if you know that the other party is
treating you.
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Argentina
This is another country in which people will lean in close when they speak to
you, and touch you often during a conversation. Pulling away is considered rude
and “cold”, so be prepared to sacrifice your own personal space for the sake of
social courtesy. Maintain strong eye contact, and don’t put your hands on your
hips.

The Netherlands
Shake hands with everyone, ensuring that you smile and make eye contact while
doing so. Make appointments for meetings and social functions well in advance
(like, a couple of weeks in advance), and be punctual when you show up. Feel
free to bring gifts such as chocolate or flowers when visiting people.

Russia
Turning down an alcoholic drink is considered terribly offensive in Russia, so
it’s a good idea to fortify yourself with some greasy food before heading out for
a meal with Russian or Ukrainian clients. Don’t smile at strangers or they’ll
think you’re deranged, and when paying for items, place your money on the
counter rather than trying to hand it directly to the cashier.

Canada
Canadians are (for the most part) polite, respectful, and fairly reserved people.
It’s important to remember social niceties such as saying “please” and “thank
you” when dealing with them, and if you open doors for people and offer firm
handshakes, you’re sure to stay in the good books. When ordering food or
drinks, never begin with “I want...,” as it’s considered rude and ignorant to do
SO.

Italy
Dress formally and respectably in churches and upscale restaurants, and ensure
that your table manners are impeccable. Be punctual, always be generous with
social niceties, and under no circumstances should you ever be drunk in public.
Say “please” often, and if possible, try to make at least a bit of an effort to learn
a few Italian words and phrases.
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Nepal
It’s best to dress modestly when traveling around Nepal, and if you end up
exchanging gifts with others, never do so with your left hand. When it comes to
sharing meals, use utensils so you avoid contaminating anything with
implements that may have touched your mouth, and take care to remove your
shoes upon entering someone’s home, or a temple.

Israel
Greet people with a warm handshake and ready smile, and invite them to
address you by your first name. Don’t be offended if someone shows up 15 to 20
minutes late, or if they take phone calls during your meeting with them. If asked
personal questions, answer with generalizations. If you’re male, don’t speak to
another man’s wife if she hasn’t been introduced to you.

The U.K.
Like in Canada, people in the United Kingdom tend to be fairly polite and
reserved. Possibly more so. Be very courteous in your speech, never address
anyone by their given name unless invited to do so (always address them as
Mr./Mrs./Miss followed by their surname to begin with), and ensure that you use
proper table manners when sharing meals.

Brazil
Smile often, don’t be afraid to touch others during conversation, and be
generous with the “thumbs-up” sign. Avoid the “okay” gesture (it’s offensive),
and if you eat a sandwich, use a napkin to hold it rather than your bare hands.
Don’t use a toothpick without covering your mouth with your free hand, and if
you’re going to wear a tiny string Speedo on the beach, be sure to strut around in
it.

http://www.lifehack.org/articles/communication/how-polite-countries.html
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2. = (V11) Knowledge of cultural aspects may be especially beneficial in
business environment. Not only individuals but organizations as well take care
of cultural issues. Some of them even display cultural awareness as a part of
their policy.

Watch some advertisements, created by HSBC bank, one of the largest
banking and financial services institutions in the world. Name the nuances
of behaviour important in some countries and cultures.
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3. «&=. (V12) Overall rules of behavior and etiquette, established in many
countries, are based on the specificity of culture and mentality. Therefore, we
need to know and understand these basic differences that determine people’s
behavior. This awareness will let us successfully interpret others and behave
appropriately in the modern multicultural world.

Watch a presentation on the differences between the Eastern and Western
cultures. Comment on each represented case.

BODY LANGUAGE

Verbal etiquette and rules of public behavior are important to adhere to. Many
people are familiar with these regulations and follow them. Although many
individuals are careless about their non-verbal behaviour.

People are constantly sending a great number of signals. These signals are silent
messages communicated through the sender’s body movements, facial
expressions, voice tone and loudness. Microexpressions, hand gestures and
posture, on the one hand, are unnoticeable but on the other hand are obvious and
easy to register. People who are aware of this information can immediately read
someone’s mind. The individuals who lack this knowledge may be
misunderstood and get in trouble even if they don't have any malicious intent.
This may happen as using some non-verbal signals is inappropriate in some life
spheres/environments and the meaning of the same signal may vary from culture
to culture.
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What Is Your Hidden Language Saying?

menacing
nervousness

red > insecure?
hiding something,

but what?
confident
lying?

wants to leave o

indignant
genuine

defensive

(P

closed mind?
arrogant

1. Take the Cultural Test.

How aware are you of cultural differences in body language? Try this
exercise — hold up your main hand to display the number five — do it now. Now
change it to the number two. If you’re Anglo-Saxon, there is a 96% chance
you’ll be holding up your middle and index fingers. If you’re a European,
there’s a 94% chance you’ll be holding up your thumb and index finger.
Europeans start counting with the number one on the thumb, two on the index
finger, three on the middle finger, and so on. Anglo-Saxons count number one
on the index finger, two on the middle finger and finish with five on the thumb.

Now look at the following hand signals and see how many different
meanings you can assign to each other. For each correct answer score one
point and deduct one point for an incorrect answer. The answers are listed at
pages 136-137.
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What did you score?

Over 30 points: You are a well-travelled, well-rounded, broad-thinking person
who gets on well with everyone regardless of where they are from. People love
you.

15-30 points: You have a basic awareness that others behave differently to you
and, with dedicated practice, you can improve the understanding you currently
have.

15 points or less: You think everyone thinks like you do. You should never be
issued a passport or even be allowed out of the house. You have little concept
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that the rest of the world is different from you and you think that it’s always the
same time and season all over the world. You are probably an American.

For each correct answer, allocate yourself one point:

Europe and North America: OK

Mediterranean region, Russia, Brazil, Turkey: an orifice signal;
A sexual insult; gay men

Tunisia, France, Belgium: zero; worthless

Japan: coins

B Western countries: one; Excuse me!; As God is my witness;
No! (to children)

Britain, Australia, New Zealand, Malta: Up yours!
USA: two

C Germany: victory

France: peace

Ancient Rome: Julius Caesar ordering five beers

D Europe: tree
Catholic countries: a blessing

Europe: two
Britain, Australia, New Zealand: one

E USA: Waiter!
Japan: an insult
F Western countries: four

Japan: an insult

Western countries: number five
G Everywhere: Stop!
Greece and Turkey: Go to Hell!

Mediterranean: small genital organ
Bali: bad

H Japan: woman

South America: thin

France: You can’t fool me!
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Mediterranean: Your wife is being unfaithful

Malta and Italy: protection against the Evil Eye (when pointed)
South America: protection against bad luck (when rotated)
USA: Texas University Logo, Texas Longhorn Football Team

] Greece: Go to Hell!
The West: two

K Ancient Rome: Up yours!
USA': Sit on this! Screw you!

Europe: one

Australia: Sit on this! (upward jerk)
L Widespread.: hitchhike; good; OK
Greece: Up yours! (thrust forward)
Japan: man; five

M Hawaii: ‘Hang loose’.
Holland: Do you want a drink?

N | USA: 1 1ove you. |

The West: ten; I surrender.
(0] Greece: Up yours -- twice!
Widespread: I’'m telling the truth.

http.://westsidetoastmasters.com/resources/book_of body language/chap5.html
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2. 2. (V13) We’d better know not only the meaning of gestures but also
the implication of facial expressions, postures and body movements. Watch
the documentary “Secrets of Body Language” by History Channel and
learn to recognize hidden sense/messages in people’s behavior.

= j Summarize the information in writing. Study some scientific sources
and surf the web to find more information on the topic.

3./l Read the article “Body Language Examples and Their Meaning” and
enumerate the body signals, which are familiar to you.
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7 Do you often/sometimes pay attention to people’s body
‘,‘7\\) ‘ language? Tell the fellow students about the situations
£ when your knowledge and attentiveness helped you to

reveal someone’s real intentions/attitude.

BODY LANGUAGE EXAMPLES AND THEIR MEANING
(1) Arms crossed in front of the chest

This is one of the body language examples that indicate that :
one is being defensive. The body language meaning of & - 2 =
crossed arms may also show disagreement with opinions and

actions of other people with whom you are communicating.

(2) Biting of nails v
Nail biting demonstrates nervousness, stress, or insecurity. »
Many people bite nails without realizing they have the habit.

(3) Hand on cheek -y

This body language example indicates that one is lost in
thought, maybe considering something. When your hand is
on your cheek and your brows are furrowed you may be in
deep concentration.

(4) Finger tapping or drumming

This action demonstrates that one is growing tired or impatient _
while waiting. o

(5) Touching the nose

Touching or rubbing the nose signifies disbelief, rejection, or

lying about something.
(6) Brisk rubbing of the hands

This may show that the hands are cold, which may mean that one
1s excited about something, or waiting eagerly.
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(7) Placing finger tips together

This is called "steepling," or placing fingertips together to
demonstrate control or authority. This is one of the body
language examples that bosses and other authority figures
use to show that they are in control.

(8) Open palms, facing upward

7y This gesture is a sign of honesty, sincerity, submission,
and innocence. This is how some people show submission
and respect during church worship.

(9) Head in hands A

The body language meaning of this gesture may be that of
boredom, being upset, or being ashamed, so one does not
want to show their face.

(10) Locking of ankles

Whether you are sitting or standing, when your ankles are
locked, you are communicating
apprehension or nervousness.

(11) Stroking the chin or beard

This communicates that one is in deep thought. This action
is often done unintentionally when one is trying to come up
with some decision.

(12) Ear pulling

Pulling an ear lobe can mean one is trying to make a decision,
but remains indecisive about something.

137



(13) Head nodding

This gesture usually signifies agreement or bowing, a
submissive gesture that shows one is going along with another
person's opinions.

(14) Lint picking

Picking of imaginary lint is another one of the body language s\ )
examples of displacement gestures, which one uses to show (I
disapproval of the attitudes or opinions of other. This action N\

makes one look away from the other person while doing (&
some irrelevant action. ‘ : \\‘l

(15) Catapult posture

This seated version of the “Hands-on-Hip” male posture
with the hands behind the head and elbows pointed out is
used to intimidate or show a relaxed attitude, thus giving

a false sense of security before an ambush is made.

(16) Lowered head
This indicates one is hiding something. When you lower your n

head while you are being complimented, you may be showing

shyness, shame, or timidity. It may also convey that you are ,
keeping distance from another person, showing disbelief, or £ =
thinking to yourself.

(17) More body language examples

Here are some more body language examples and their meanings:

o Standing straight, with shoulders back — this posture shows that one is
feeling confident and it is often accompanied by walking with brisk
strides.

e One-sided head tilt — tilting the head suggests that one is listening with
interest in what others are saying.

o Overly tilted head — this may be a sign of sympathy, playfulness or
flirtation, when accompanied by a smile. However, depending on your
eye, brow or mouth gestures, a tilted head may mean that you are
confused or maybe challenging someone.
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Looking down, away from the body — this may indicate guilt or shame. To
validate this feeling, revert back to the discussion and see if the body
language meaning is the same.

Standing, hands on hips — can mean readiness or aggression

Shifting of weight or foot movement —suggests that one is impatient,
nervous, excited, scared, or even intimidated.

Sitting, legs crossed, slight kicking of foot - can mean boredom

Sitting, with legs apart — a relaxed posture

Walking, hands in pocket, hunched shoulders — can mean dejection

Eye rubbing — can mean doubt or disbelief

Hands clasped behind back — can mean frustration, anger, or
apprehension

Pinching the nose bridge, eyes closed — shows negative evaluation
Patting or fondling hair — shows insecurity or lack of self-confidence
Quick tilting of head — shows interest

Prolonged tilting of head — shows boredom

http://www.enkivillage.com/body-language-examples.html
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UNIT 5 LESSON 2
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CULTURE CONFLICT

CULTURE DIFFERENCES IN THE WORK PLACE
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There are thousands of cultures and
nationalities all over the world. Each of them
has its unique character, customs and
traditions. Many countries try to preserve
peace, although conflicts occur rather often.
These conflicts have not only international but
also interpersonal character and appear in all
life spheres.

1. Discuss the following questions in small groups. And share your ideas
with the class:
- What do you know about CULTURE CONFLICT?
- Try to give a definition of this notion.
- Do you have any personal experience connected with culture conflict?
- Enumerate the topics that might offend people from different countries

and lead to culture conflict.

- What expressions about your country might offend you?

.“‘
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- What is another name for ‘culture conflict’? Explain it in your own
words.

- What results in crime?

- What are the two types of culture conflict?

- Who takes part in these conflicts?

- What examples demonstrate culture conflicts in the video? Give your
comments on both situations.

- Give your own examples of culture conflicts in your country.
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3. <PROJECT>

Study the problem of culture conflicts in the world.
Observe mass media and surf the web. Prepare a
presentation on several vital examples.

4. MM Read the text. Summarize the information and describe culture
differences in the work place. Can you add some more features that make
people feel different in the work place?

Examples of Cultural Differences in the Workplace

by Ruth Mayhew, Demand Media
http://smallbusiness.chron.com/examples-cultural-differences-workplace-11494.html

Workplace diversity trainers often mention that
there are more similarities among employees
than there are differences; however, despite the
many common attributes employees share, there
still exist cultural differences. Culture is defined
as a set of values, practices, traditions or beliefs a
group shares, whether due to age, race or
ethnicity, religion or gender. Other factors that contribute to workplace diversity
and cultural differences in the workplace are differences attributable to work
styles, education or disability.

Generations

There are cultural differences attributable to employees’ generations. A diverse
workplace includes employees considered traditionalists, baby boomers,
Generation X, Generation Y and Millennials. Each generation has distinct
characteristics. For example, employees considered baby boomers tend to link
their personal identity to their profession or the kind of work they do. Baby
boomers are also characterized as being committed, yet unafraid of changing
employers when there’s an opportunity for career growth and advancement.
Employees considered belonging to Generation Y, on the other hand, also value
professional development, but they are tech-savvy, accustomed to diversity and
value flexibility in working conditions.

Education
Differences exist between employees who equate academic credentials with
success and employees whose vocational and on-the-job training enabled their
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career progression. The cultural differences between these two groups may be a
source of conflict in some workplace issues when there’s disagreement about
theory versus practice in achieving organizational goals. For instance, an
employee who believes that a college degree prepared him for managing the
processes and techniques of employees in the skilled trades may not be as
effective as he thinks when compared to employees with years of practical
knowledge and experience.

Personal Background

Where an employee lives or has lived can contribute to cultural differences in
the workplace. Many people would agree that there is a distinct difference
between the employee from a small town and the employee from a large
metropolis. New York, for example, is known for its fast pace and the hectic
speed of business transactions. Conversely, an employee from a small, Southern
town may not approach her job duties with the same haste as someone who is
employed by the same company from a large city where there's a sense of
urgency attached to every job task.

Ethnicity

Ethnicity or national origin are often examples of cultural differences in the
workplace, particularly where communication, language barriers or the manner
in which business is conducted are obviously different. Affinity groups have
gained popularity in large organizations or professional associations, such as the
Hispanic Chamber of Commerce or in-house groups whose members are
underrepresented ethnicities, such as the Chinese Culture Network at Eli Lilly.
The pharmaceutical conglomerate organizes affinity groups to bridge cultural
differences and establish productive working relationships within the workplace
and throughout its global locations. In his article “Winning with Diversity,”
author Jason Forsythe explains that Eli Lilly’s many affinity groups are
necessary: “Because the company currently markets products in 156 countries
and has affiliates in many of them, multicultural competency is a priority.”

aaaaa

5. & (V15) Watch the video “Cultural Differences in Negotiations and
Conflicts”. Fill in the gaps with the missing words from the video.

There are several main areas where cultural differences impact

negotiating:
- Desire for relationship or justa deal.
- Preference to win negotiation or preference to
- Informal or attitude.
- Direct or indirect style.
- Show emotions or
- Decisions made by a or by a leader.
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6..2. (V15) Watch the video once again and answer the questions.

- What nationality might look for just a contract?

- Who might look for a long term relationship?

- What nation would like a win-win negotiations?

- Which nations are more formal/informal in their personal outfit?
- What does indirect communication mean?

- Who makes the decision in Asia and in America?

7. Talk to a partner. Discuss the way how businessmen in your country
negotiate. What is important for them? What is less important? Describe

the main features of their negotiation style. What
problems can appear in negotiations with the ‘S\)i
o

representatives of other cultures?

8. MM Read the text. Summarize the information. Describe the tips given in
the text. What other advice can you give in managing confrontation in the
workplace?

TIPS ON MANAGING CONFRONTATIONAL

INTERNATIONAL NEGOTIATIONS
http://businessculture.org/blog/2014/10/20/international-negotiations/

Successful negotiations, conflict resolutions and
disagreements demand preparation. Comprehensive
planning can be seen as undesirable and unnecessary
for trivial conflicts; on the other hand, major conflicts
require goal establishment, listing alternatives, and
trade-off identification that will help negotiators fix
the issue in a timely manner.

International negotiations are challenging due to various factors such as:
cultural aspects, religion, traditions, character and personality and entire
postgraduate courses are created to learn about international management. When
dealing with individuals from other countries, confrontational situations may
emerge. It can happen, especially if you share different opinions. Here are some
tips to help you deal with conflict when bargaining internationally.
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1 — Recognise Conflict Management as an important skill to develop

Learning about efficient negotiations to minimize confrontational
situations and resolve conflict helps business people manage stressful scenarios
a lot better. Exposure to constructive behaviours, positive mind-sets and well-
thought strategies are often linked to successful negotiations.

Depending on the situation, you can avoid, confront, accommodate,
collaborate or compromise — it’s up to you to choose and make the most of that
choice. Find a way to build confidence, and use the most creative approaches to
make others relate to whatever you have to say.

There are a number of conflict resolution styles which you can develop
and customise to your needs. Conflict resolution techniques as those developed
for your own team can also help you to think about international negotiations,
such as the Interest-Based Relational Approach:

2 — Preparation is key when dealing with international negotiations

In some cultures, the actual negotiation comes at the end of a business
meeting. Not knowing that will cost you. Time is flexible in many cultures, so
it’s important to remain calm and be prepared. Here’s what you need to do:

« Know more about the negotiation style of your opponents from a
cultural point of view — link negotiations to that country’s history and
background (never forget that history makes the people)

= Are your opponents laid-back and relaxed, or do they seem tense? —
don’t play with fire and try not to use humor if opponents are overly formal

= Showcase your curiosity — If you’re negotiating in a country you’ve
never been before, highlight that aspect. Ask about places of interest,
restaurants, accommodation. This will cool the atmosphere and everyone will
feel more relaxed

3 — Patience is paramount when dealing with tense international
negotiations

Typical business people from the US are used to flying across the world
with a sole intention in mind — to sign a deal. That’s not always a good business
attitude. Flexibility and patience are paramount.

Rushing things and persuading opponents to sign a contract may trigger
redundant reactions from the opposition. Deals that may usually take 2 days to
close in the US, may take up to 10 days to close in Asian or Arab countries.

4 — Anger should be used constructively

Anger is an extremely common feeling in the business environment, and
that’s mainly because people don’t always share the same opinions. Not
everyone can use anger constructively though, and in many cases the end result
is not positive at all. Efficient bargaining skills can help curtail the impact of a
confrontational situation.
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First, you must identify what exactly triggered your anger; next, you must
assess personal biases and view things from an objective perspective.

In order to function well in tough scenarios, you must find a way to diffuse
anger and focus on a beneficial outcome.

5 — Define your negotiation style

Prior to starting a negotiation, it’s important that you define your
negotiation style. It’s equally important to get to know your opponents as well.

While business individuals from Asian and Arab countries can be
extremely patient, we can’t say the same thing about people from the US and
Canada. Your style should define your business personality. Some things to
keep in mind:

» Know your numbers — for a business negotiation to succeed, it must
be backed up by solid information. Know the ins and outs of your company, and
be ready to answer questions. Since you’re dealing with international
negotiations, conflict may arise. You can always avoid such situations as long as
you hold solid information.

=  Know the competition — it can be tough to “read” foreign negotiators.
Their ideas, principles and main beliefs may be completely different from yours.

« Know when to back off — just because you flew 20 hours to get to get
to a business meeting in Tokyo, it doesn’t mean that a deal will be closed. There
are chances for negotiations to fail. If an offer can’t bring enough benefits to
your company, it’s best to say “no” and walk away.

Managing confrontational negotiations is tough. Beginners may require
negotiation training to help them surpass dreadful circumstances. Whatever
happens, it’s vital that you stay calm.

Never lose your temper, and never allow an opponent (foreign or not) get
under your skin. Stay professional and don’t hesitate to reject a deal if it doesn’t
benefit your business.

9. <PROJECT>
Find the information about different national business negotiation styles.
Chose one and prepare a presentation.
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UNIT 5 LESSON 3

CROSS-CULTURAL FEATURES OF BUSINESS AND ACADEMIC
COMMUNICATION

1.1. Think if these features of business communication are OK in your
country:

- shaking hands;

- kissing;

- bowing;

- small talk before meetings;
- using first names;

- giving presents;

- interrupting;

- going out for a drink;
- exchanging business cards immediately upon meeting.

1.2. Which countries do these traditions come from? Find it out or try to
guess.

1.3. Are these actions appropriate for international etiquette?

2.1. Comment on the factors which may create barriers in business
communication:

- language

- environmental and technological considerations
- social organization

- contexting and face-saving

- authority conception

- nonverbal communication behavior

- time conception

2.2. Choose the ones which seem the most urgent and dramatize them with
your groupmates. Let the other members of the group guess (a) what
countries the characters are from; (b) which kind of barrier they are
experiencing.
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2.3. Propose some ways to overcome these barriers. Is it always possible?

® INTERNATIONAL ARRIVALS

VOHOA ~

SPACE
INVASIONS

3. (RA) Study an article about the given issues. Summarize and briefly retell
one of the paragraphs.

LANGUAGE

Difficulties with language fall basically into three categories: translation
problems, the problems in conveying subtle distinctions from language to
language, and culturally-based variations among speakers of the same language.

In English, for example, the mild distinctions between the words
“misinterpret” and “misunderstand” can be significant in a sensitive situation.
To a touchy negotiator, to say that he or she “misunderstands” may imply that
he or she is dim-witted.

Dialectical differences within the same language often create errors. Once
a U.S. deodorant manufacturer sent a Spanish translation of its slogan to their
Mexican operations. The slogan read “if you use our deodorant, you won’t be
embarrassed.” The translation into classical Spanish used the term
“embarazada’ to mean “embarrassed.” This provided much amusement to the
Mexican market, as “embarazada” means “pregnant” in Mexican Spanish.

ENVIRONMENT AND TECHNOLOGY

The ways in which people use the resources available to them often shifts
from culture to culture. There are four major areas of attitudes toward a nation’s
physical characteristics and natural resources. These are: 1. climate;
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2. topography; 3. population size and density; 4. the relative availability of
natural resources.

For example, transportation and logistics in one culture may seem absurd
in another. The manager of a Canadian company doing business in South
America might never think to ship goods from Chile to neighboring Argentina
by the circuitous route of the Panama Canal. Because Canada is relatively flat
and has an excellent network of railroads and highways, the Canadian manager
might assume that the easiest way to transport goods would be overland. What
the Canadian might not understand is that the rugged physical environment of
the Andes and the absence of cross-Andean railroads and freeways would make
such an option expensive or even impossible.

Population size and density, as well as space usage, influence the
development of cultural perceptions of how space and materials are used. For
example, there is much contrast between the U.S. or French executive office and
the “open system” offices of Japan. In the open system office, Japanese
department heads have no individual offices at all. Instead, their desks are
simply one of numerous other desks placed in a large open area. No partitions
are used between the desks at all and no individual offices exist. Yet each person
in this system is strategically placed in a way that communicates his or her rank
and status.

ISSUES OF TECHNOLOGY

In some cultures of northern Europe and North America, technology is
customarily viewed as a positive means for controlling the environment. If a
road approaches a mountain, a tunnel is blasted through the mountain. If the
tunnel collapses, the cultural view is that the technology was inadequate to the
task.

In other cultures such as those of central Africa and southwestern Asia,
the existing environment is viewed as positive and technology is viewed with
some skepticism. If a road approaches a mountain, the road may simply stop at
the mountain. If a tunnel is used and does collapse, the cultural view is that the
idea of going through the mountain was bad.

SOCIAL ORGANIZATION

Social organization, as it affects the workplace, is often culturally
determined. Choosing employees based on resumes, for example, is considered
a primary means of selection in the United States, Canada, and northern Europe.
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By contrast, it would seem inappropriate to members of many Arabic, central
African, Latin American, or southern European cultures to skip over hiring
relatives and hire a stranger.

Similarly, the nature of praise and employee motivation can be socially
determined. For example, a promotion of a single member of a traditional
Japanese work group may cause the productivity and morale of the group to fall.
A similar promotion in the United States, by contrast, might be seen as a reward
for the promoted employee and might even be viewed as encouraging the
remaining members of the group to work harder.

CONTEXTING AND FACE-SAVING

Communication depends on the context in which the communication is
set. The more information sender and receiver share in common, the higher the
context of the communication is.

In a highly contexted situation, much of what people choose not to say is
essential to understanding the message. Even though a person may not have said
anything directly, others are still expected to understand the unspoken message.

High context cultures include such nations as Japan, China, Mexico,
Greece, the Arab countries, Brazil, and Korea. Mid-level contexted cultures
include England, Finland, Italy, and France. Low context cultures include the
United States, Denmark, Sweden, Norway, Germany, and the German-speaking
portion of Switzerland.

Finally, a correlation exists between face-saving and contexting. Cultures
with high contexting are more concerned with face, that is, preserving prestige
or dignity. As a result, high context cultures tend to favor a business
communication approach based on indirection and politeness; low context
cultures use a direct approach to business communication. High context cultures
tend to interpret directness in communication as rude; low context cultures tend
to view directness as honest and inoffensive.

AUTHORITY CONCEPTION

The view of authority in a given society affects communication in the
business environment significantly. Thus in a relatively decentralized business
environment — as exists in many U.S. companies — people generally pay
attention to a person based on how convincing his or her argument is, regardless
of that person's rank or status within the organization. By contrast, in a highly
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centralized culture, the instructions of a high-ranking individual are taken very
seriously, even if one disagrees.

NONVERBAL BEHAVIOR

Among the most markedly varying dimensions of intercultural
communication is nonverbal behavior. Much of nonverbal communication may
be broken down into six areas: dress; kinesics, or body language; oculesics, or
eye contact; haptics, or touching behavior; proxemics, or the use of body space;
and paralanguage.

One of the most apparent differences is the interpretation of dress. The
message given by polished shoes, for instance, could easily be lost on a culture
in which sandals are the standard footwear. A Saudi or Iranian may well
consider as immoral the bare face, arms, and legs of a European or American
woman in business attire.

Haptics or touching behavior also reflects cultural values. The United
States itself is a fairly nonhaptic society, particularly between men. In many
cultures that behave more haptically, men often walk with arms interlinked or
hold hands.

Oculesics or the use of eye contact also varies significantly depending on
the culture involved. In several cultures, for example, it is considered
disrespectful to prolong eye contact with those who are older or of higher status.
In many cultures, it is considered improper for women to look men in the eye.
By contrast, steady eye contact in the United States may indicate the listener’s
interest and attentiveness.

Finally, proxemics or how far apart people stand when speaking or how
far apart they sit in meetings carries significant information to people who share
the same culture. Personal space is culturally determined. In the United States,
for instance, people tend to feel most comfortable in business settings when
speaking at approximately arm’s length apart from each other. In many Latin
American, southern European, central African and Middle Eastern cultures,
however, a comfortable conversational distance would be much closer.

TEMPORAL CONCEPTION

International business communication is also affected by cross-cultural
differences in temporal conception or the understanding of time. Most U.S. and
northern European businesspeople conceive of time as inflexible, a thing to be
divided, used, or wasted. This is not, however, a universal view.
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Most cultures fall into two types of temporal conception. The first type
adheres to preset schedules and follow them. Edward Hall coined the term
“monochromic” to describe this system of temporal organization. By contrast,
those who follow what Hall termed a “polychromic” temporal organization rank
completion of existing transactions above the demands of preset schedules.

In a monochronic system, personal feelings are rarely allowed to flourish
on the job because personal involvement must not be allowed to affect preset
schedules.

http://www.referenceforbusiness.com/encyclopedia/Cos-Des/Cross-Cultural-International-Communication.html

4. ﬂ (LL15) Listen to four people talking about cultural mistakes.

1) Listen to John’s story and answer these questions.
1. What meal was he invited to? dinner
2. What did John look at?
3. What was his mistake?
a) John talked during an important silence.
b) John talked about his host's table.
¢) John didn’t want a gift.

2) Listen to Cameron’s story and answer these questions.
4. Where was Peter’s new job?
5. What was his mistake?
a) He did not use first names.
b) He did not speak French.
¢) He did not use family names.
6. How did the staff feel when Peter used first names?

3) Listen to Susan’s story and answer these questions.
7. Where did Susan make her mistake?
8. Who did she go out for a meal with?
9. What was her mistake?
a) Susan poured her own drink.
b) Susan did not laugh.
¢) Susan poured too many drinks.
10. What did she forget to do?

4) Listen to Rob’s story and answer these questions.
11. Where did Rob make his mistake?
12. Who did he go out for a meal with?
13. What was his mistake?

151



a) He said he was not hungry.
b) He did not leave anything on his plate.
¢) He asked for some more food.

14. How did his host react?

5. <PROJECT>

Work out a list of helpful hints for cross-cultural business and academic
communication. Think about the behavioral customs that are a)
widespread; b) won’t hurt anyone.
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UNIT 6 LESSON 1

THE INTERNATIONAL SYSTEM OF HIGHER EDUCATION

Nowadays our Russian system of higher education is getting closer to the
international standards. Some of its principles have already assimilated but
others haven’t. Name the similarities and the differences of the Russian and the
American/European systems of higher education.

1. (AW Read the information below and answer the questions:

1) What are the characteristics of the academic year in North America/Canada?
Are there any differences between the academic year in the USA and in Russia
(your native country)?

2) What educational programs can a university entrant enroll for? What is their
duration?

3) What are “credits”? How many credits does a student have to earn to get a
degree?

4) What are the ways to access students’ academic performance?

5) What is special about the US/Canadian university teaching and learning
style? Does it differ from that in your native country?

The North American R oical atadomic calandar s th
. . ypical academic calendar in the
Higher Education system USA and Canada
The academic year Dates Session Academics
In the USA and Canada, the 15-16 weeks -, P
academic year generally lasts nine (late August- (o 15-16 credit

December) hours

months, and the majority of universities
use a ‘semester’ system which divides
the year into two equal periods. See a
typical academic calendar on the right.

There are two intakes a year for
the majority of degree programs at
university in America. You can usually
start a degree at the start of the Fall
semester (late August) or at the start of
the Spring semester (January).

2-3 weeks
(mid
December -
January)

Winter
break

University is
closed

15-16 weeks
(January -
early May)

Spring
semester

4-6 courses
15-16 credit
hours

10-12 weeks
(May - July)

Summer
session

ESL
preparation
or work
experience
options

153



Credit

During each semester, you will take a variety of courses, each of which is
awarded a number of ‘credits.” A credit is a unit of study. Most courses carry 3
credits, although varying amount of credits can be awarded for lectures,
independent project work, laboratory time and internships. Universities usually
expect students to complete:
o 120-130 credit hours for an undergraduate degree
o 30-64 credit hours for a Master’s degree

As an international student in the USA, you are required to maintain a full
course load of at least 12 credits per semester in order to maintain your visa
status.

Length of a degree program

At universities in the USA and Canada the duration of your program is
determined by the time you take to earn enough credits to complete your degree.
Most undergraduate programs are designed so you can earn enough credits to
graduate with a bachelor’s degree in 4 academic years of full-time study.
Graduate programs are generally structured to allow you to earn a master’s
degree in 2 academic years of full-time university study.

If you need to improve your English for degree study, you will take
an ESLL program, Foundation program or Pre-Master’s program before moving

into full-time degree study. This may take between 1 and 4 semesters.

Assessment and grading

At Canadian and US universities, your academic performance will be
continually assessed by your teachers. They will use a variety of methods
including essays, written assignments, presentations, laboratory or studio work,
class attendance and class participation. You will also normally take
examinations at the end of each semester. At the end of each semester, your
teachers will assign a letter grade for each course that you have taken. Typically,
letter grades are assigned as follows:

A = excellent, the highest grade B = above average C = average
D = the minimum passing grade F = fail
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Academic good standing and progression
At North American universities a grade point average, or GPA, is
calculated for each student, based on the following scale:

A=400 B=300 C=200 D=1.00 F=0.00 (Fail)

At most universities, you must maintain a cumulative GPA of at least 2.0
to be considered in academic good standing and continue to the next year of
your degree program. A cumulative grade point average is the GPA for all
courses taken throughout the degree program.

University teaching and learning styles

You may find that the style of teaching and learning in the US and Canada
is different from that in your home country. Class lectures are an important part
of learning at North American universities, but you can also expect a high level
of responsibility for your own studies. You will often be expected to read, and
sometimes write about, the subjects that are covered in class.

In American universities, teachers and students sometimes enjoy a much
more informal relationship than in other countries. Some teachers prefer to be
called ‘Professor’ or ‘Doctor,” while others will not mind being called by their
first names. Many teachers will meet with students outside of class time to
discuss projects or review topics covered in class.

In some countries, it is not acceptable for students to express their
opinions to their teachers. In North America, where the learning process stresses
analysis and critical thinking, the exchange of ideas is encouraged. You may
find that students often respectfully challenge teachers in class, and teachers
view such challenges as signs of students’ intellectual prowess.

http://www.universitiesintheusa.com/american-education.html

2. L!!J Read the information below and name:

- the main types of undergraduate programs in the USA/Canada and their
characteristics;

- students” statuses at each year of undergraduate studies;

- types of courses within a degree program.
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Types of undergraduate programs in the USA and Canada

Bachelor’s degree
The most common type of undergraduate program is a bachelor’s degree,
usually awarded after four years of successful study. Depending on your major,
the type of degree you earn may be a Bachelor of Arts (BA), Bachelor of
Science (BS/BSc), Bachelor of Business Administration (BBA), Bachelor of
Fine Arts (BFA), Bachelor of Commerce (Bcom), or another type of award.

Associate degree

Associate degrees are awarded after two years of undergraduate study at
some US colleges. Associate-level majors are usually in vocational areas such as
health sciences, computer information systems, accounting, graphic design, or
hospitality management.

Associate degrees are an option if you do not want to commit to four
years of study in the USA. On completion, you may transfer to a four-year
program, and earn a bachelor’s degree after two further years of study.

Pre-professional program
A pre-professional program prepares you for advanced study and a
specific career, commonly in law, engineering, medicine and health-related
fields. It is a set of appropriate courses that qualify you for admission to a
professional degree program, at Law School or Medical School for instance,
after you graduate.

Progressing through American university

As you progress through your undergraduate degree, your status as a
student will change from Freshman, to Sophomore, to Junior, to Senior. In
general, here’s what to expect:

Freshman: In your first year, the focus is on introductory courses in a
wide range of subjects. There are usually required core academic courses. You
will get a solid educational grounding and build the foundation from which to
expand your knowledge and skills. You will also take introductory courses in
what you hope will become your main program of study (known as your major)
e.g. you might take Economics if you wish to do a Business major.

Sophomore: In your second year, you will complete the core courses and
advance in some subjects to the next level. If you have decided on a major, you
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may begin taking prerequisite courses at this time. You will be able to choose
electives in subjects that especially interest you.

Junior: By your third year, you will have declared your major. Your study
will become more focused and in-depth as you begin taking the advanced
courses for your major.

Senior: In your fourth year, you will complete your final courses and take
the last exams required for your Canadian or US bachelor’s degree.

Courses within a degree program
When you go toa Canadian or American university, you will take a
variety of courses that will lead to your degree. In general, the courses will be
divided as follows:
Core courses
Also known as ‘general education’ courses, these classes provide the
foundation for your university education and are required of all students. You
can expect to take courses in several subject areas, including mathematics,
humanities, physical sciences, and social sciences.
Major courses
In North America, your major, or ‘concentration,” is your main subject
area during your undergraduate studies. When you begin to take major courses
(usually at the start of your third year), certain courses will be required, and you
will be able to choose from others related to your major.
Minor courses
A minor is a secondary field of university study that involves a smaller
number of required courses than a major. You may take minor courses to
explore a different subject area to your major, to pursue personal interests or to
specialize within your main field of study.
Academic tracks
Once you declare your major, you may be able to follow a particular
‘track.” An academic track is a group of courses that focuses on a specific sub-
discipline within a major and can be tailored to suit your specific interests — for
example, a marketing track within a Business major.
Co-operative education/internships
It is possible to combine your studies with professional experience. At
some universities you can gain first hand paid work experience through a Co-
operative Education Program, where work becomes an integral part of your
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degree. Unpaid internships can also provide valuable experience and are often
eligible for credit towards your degree.

3. L!!J Read the information below and find out:

- the length of study within the North American/Canadian master's degree
programs;

- the characteristics of MA programs;

- the most popular MA degree programs for international students.

Master’s degree programs in North America and Canada

Length of study
Masters’ programs vary in length depending on the number of academic credits
that must be completed. A 30 credit program can usually be completed in 12
months. Most master’s degrees are studied for two years. Some specific
professional programs require 60 or more credits for completion (e.g. Master of
Science in Genetic Counseling at Long Island University).

Teaching and learning

Unlike undergraduate degrees, where you take a broad range of courses in
addition to your major, graduate degrees are focused on a specific field of study.
Master’s degrees are mostly taught programs, as opposed to a graduate research
program (called doctorate degrees). You will spend time learning in class. To
complete a master’s degree you will usually need to submit a ‘thesis’ — a paper
on an extended research project. However, some master’s degree programs in
North America instead require completion of practical work in a professional
setting, under supervision.

Graduate Schools
At master’s-level in America and Canada, you study at Graduate School. These
are usually departments within a university which provide teaching and
resources specifically for graduate students. Master of Business Administration
(MBA) students will likely be based in a university’s graduate Business School.
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Popular master’s degrees for international students

Universities in the USA and Canada offer a wide choice of graduate programs

but some of the most common degree choices for international students are:

o« MBA: Master of Business e Master’s in Computing
Administration e Master’s in Accounting

e Masters in Engineering o« MPA: Master of Public Administr-n

e Master’s in Management e Master’s in Nutrition

e Master’s in Tourism and Hospitality =~ « Master’s in Criminal Justice

4. Study the scheme below and on its basis speak about the system of higher

education in North America and Canada.

Undergraduate year 3

Junior year
30-32 credits

Undergraduate year 4 \

Senior year Bachelor's
30-32 credits degree

" opT

High School .

Year 12 Diploma

v \ 4

ESL program  Direct

0-9 credits entry ' '

v v Pre-Master's Direct
Undergraduate year 1 Program

Freshman year or 0-6 credits entry
International Year One v

30-32 credits \ 4
A 4 Graduate program  “ewg

Undergraduate year 2 \ 12 months to 3 years Master's deqree
30-79 credits

Sophomore year Associate

30-32 credits degree OPT™

' * Optional Practical Training

6. <PROJECT>
Draw a similar scheme for the Russian / your native
country’s system of higher education.

159



UNIT 6 LESSON 2

THE CHOSEN SPECIALTY AS A PART OF SCIENTIFIC FIELD

1. Look at the scheme and distribute the given scientific [E,[

specializations by branches. Find your speciality or name it if [@T[

it is not on the list. )

philology geography mathematics statistics
literature computer physics sociology
psychology science pedagogy botany
mechanics chemistry biology medicine
zoology logic linguistics history
philosophy geology economics law

BRANCHES OF
SCIENCE

SOCIAL

NATURAL SCIENCES
SCIENCES (HUMANITIES/
ARTS)

FORMAL
(EXACT)
SCIENCES
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2. What do these people specialize in? Try to guess.

A) I believe teaching is the love of my life.
My father is a history teacher at school and
my mother is a kindergarten nurse. I
personally intend to make a career at
university. No wonder I am interested in the |
problems of education and up-bringing. These
problems have always been very important for
the society. There are many problem children

who have difficulties at home and at school, and teachers must find ways to help
them adapt to life.

B) I like working with people. The more
you watch others, the more you learn
about yourself. It is very interesting to
analyze people’s behavior, motivation,
communication. I suppose my branch of
science 1s one of the most important
because what we investigate is human
mind and soul. A good specialist can help
people understand themselves better and

solve many problems in their lives. I hope to become a famous scientist and to
open my own clinics.

C) Frankly speaking, I have always
been interested in technical devices. I __

asked myself a lot of questions: why is &=
the kettle boiling? How can an airplane
fly in the sky? Under the influence of
my father, an engineer, I chose this
field of science for my future career.
Technical progress of recent years

makes the topic of my research very !
important. I intend to investigate the processes that take place in the Large
Hadron Collider.
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D) Environmental pollution has become a
universal problem. Air, water and soil aren’t
clean anymore. A lot of people suffer from
different illnesses because of bad living
conditions. But animals and plants suffer
s more. 1 hope my research will help to

protect the beautiful nature of my country.

3. Try to speak about your research sphere. Use the plan.

- the object of your research, QD ‘
- the hot problems of this area of investigation, B

- why it is important e

- who or what you deal with (people, documents, technical devices,

- what you like about your specialization / branch of science,

- what you intend to do in this area of study,
- which questions seem immediate to you,

4. l!!J Read the text. Summarize the information. Give the main idea of the
text.

TECHNOLOGICAL ADVANCEMENTS AND
THEIR IMPACT ON HUMANITY

Relation of technology with humanity

When we speak about the relationships between technology and humanity, it is
evident that we have to deal with the interrelations between some very complex
phenomena: technology, science, society or systems of societies, and systems of
rights of a universal nature. The discovery and development of a large number
of powerful energy sources-coal, petroleum, electricity, etc. have enabled
humanity to conquer the barriers of nature. All this has facilitates the growth of
fast modes of transport, which in turn has transformed the world into a global
village.

“All of the biggest technological inventions created by man — the airplane, the
automobile, the computer — says little about his intelligence, but speaks volumes
about his laziness.”

Mark Kennedy

Technology and Humanity: A Positive Side

Technological change is in large part responsible for many of the secular trends
in such basic parameters of the human condition as the size of the world
population, life expectancy, education levels, material standards of living, and
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the nature of work, communication, health care, war, and the effects of human
activities on the natural environment. Other aspects of society and our individual
lives are also influenced by technology in many direct and indirect ways,
including governance, entertainment, human relationships, and our views on
morality, mind, matter, and our own human nature.

Without the needed technology a lot of people would struggle with their health.
In addition it saves many innocent lives.

Secondly, the advanced technology improves industry by making it more
effective and, what is vital today, safer for environment.

Technological advancements have shown a substantial growth concerned with
each and every field whether it be the communication systems, astronomy,
semiconductor devices, automobiles, electronic devices of daily usage, bio-
electronic devices, building and architectural design techniques or the computers

Advancement in Technology: A Darker Side

Problems and potentials often go hand in hand; problems can be turned into
opportunities. Every elements of the universe exhibits two faces, one is
constructive side and other is destructive side.

Society has become more and more dependent on technology. So much so that
we sometimes lack the willingness to think before we act. We become impatient
if it takes more than a few seconds to download a copy of the morning
newspaper. We expect immediate responses to our email, and we expect
someone to answer their cell phone whenever and wherever we call.

The same can be applied in the case of the power given by the science and
technology. The gift of science and technology have been deliberately abused by
the “powerful humanity, time and again. There are natural side-effects of these
gifts, but their deliberately misuse and abuse outweigh and evils of the side —
effects, which could have been modified or at least minimized to a large extent
otherwise.

Weapon engineering

On the minus side there is weaponry which is the inseparable issue of the new
technologies. Nevertheless, weapon engineering propels and provides a huge
advance. Rivalry between the countries may also be ascribed to technological
advancements, as the countries compete for the development of new warfare
techniques and equipment. On the other hand while many people live in horrible
conditions and famine governments spend a lot of money on developing weapon
industry.

Artificial Intelligence

“The real danger is not that computers will begin to think like men, but that men
will begin to think like computers”.

Sydney J. Harris
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Nevertheless some people argue that science can destroy mankind. E.g.; Robots
will be built to clone humans, robots will take over the world, the first
genetically cloned human brain will be implanted in a robot which will enable to
feel human emotions, and maybe even create some kind of robotic offspring.
Technological Advancements: Present scenario

Internet Technology

Another prominent technological innovation that well represents our humanity
today is the Internet. The Internet is the worldwide, publicly accessible network
of interconnected computer networks that transmit data between themselves.

Medical Technology

Perhaps one of the most vital technological advances in our society today is in
the field of human medicine and health sciences. This field deals with the
maintenance, prolongment , and restoration of human health through the study,
diagnosis, treatment, and prevention of disease and injury.

Today, modern medicine is practiced within a well-developed framework of
health-care infrastructure. Research in the field of medicine has allowed for the
development of many new treatments, drugs, medicines, and solutions that have
allowed for the dramatic prolongment of the human lifespan.

Agriculture Technology

In agriculture, improvements have been effected so far on a gradual basis. For
example, in animal husbandry, one has gone from selection and crossing, to
artificial insemination, and embryo transplant technologies None of these have
given rise to fears. But genetic engineering arouses fears because one moves
across species boundaries. Multiplications and mutations can develop and
progress rapidly in biological systems.

Technological Advancements will continue to advance rapidly as we move into
the next millennium. What is important is to ensure that these advances benefit
humanity as a whole......

http://'www.academia.edu/346486/Technological Advancements and_Its Impact _on Humanity

5. Speak about your scientific work using the following plan. Chose the
important parts for you and ad some more if needed.

Good day! Let me introduce myself. My name is...

I’m a master’s degree student at ............ University at the faculty of.........
My specialty is...

The topic of my research is... ‘ .

I’m interested in this field because... e i

My research means a lot for me personally. o
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It is:

a way to develop my outlook and intellect
to improve the knowledge of my speciality
to continue my education

a chance to develop my personality
to change my life
to extend the sphere of personal contacts
to widen the range of my scientific interests
to make a contribution to science development

opportunity to prove some new points of view
to work up a new approach to some problems, conceptions,
theories, points of view

In the field of my research I plan to get the following objectives / goals /aims /
purposes / tasks:

- to analyse the current conception of....,

- to compare the ideas / notions ...,

- to give a new look at the subject of research...,

- to test the results of the previous investigations/information about

- the subject of...,

- to give a survey of.../ to observe ...,

- to broaden my professional and research experience

The problem of my research is new
why?
The problem is not new, but hasn’t been thoroughly investigated
why?
The results of my research work can be applied to the present-day situation,
can help to improve contemporary life
why?
My research is important for my future job/ scientific career/
why?

- to dedicate one’s life to academics

- to deal with academic profession

- to begin / to start the research

- to decide to become a post-graduate

- a well-educated person

- areal professional

- to make a career

- to have a scientific degree
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to get some useful, urgent results
to enrich my knowledge of...

to be a professional in ...

to work in the field of...

to have several serious reasons
to become a good specialist in...
to get a job of...
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UNIT 6 LESSON 3

DOING YOUR MASTER’S: RESEARCH AND THESIS

1. Think of advantages and disadvantages of being a graduate student.

Work in groups and compare your lists.

1. You can get a scholarship — that’s
pocket money
2. You can find a job

1. You can hardly afford a full-time
Jjob, as you need time for studies

2. Look through the possible reasons of taking a graduate course and
choose what fits you (you can add up more of your own reasons to complete

the list). Discuss your ideas in the group.

A) Academic reasons
commitment to science
interest to the subject
scientific curiosity

enjoying studies and student
life

affection for the university

© O O O

o O

B) Career reasons

o intentions for an academic career, love for teaching
o need of a Master’s degree for the desired position
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o desire to change one’s specialization

o usefulness of knowledge and academic skills for the future career

o desire to work at the same university where you spent the years of
college life

C) Other reasons
o personal ambitions
o ambitions of parents and other relatives
o not knowing what to do after 4 or 5
undergraduate years
o unemployment or being underpaid at work
o no desire to go to the Army

o being not ready to become a 100% adult and change one’s lifestyle
completely
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3. Study the 5 cases and think if these people should start a graduate course.
What can you recommend them?

Anna, 22.
[ sincerely think that science is amazing and breathtaking. I would like to get a
degree in Psychology. The only trouble is I live in a village with my elderly
grandmother and I have no relatives in Kursk. My undergraduate years were
difficult: I lived in a dormitory and I really couldn’t afford
much.

My grandmother is retired and she can’t sponsor me. It’s
difficult to find work in the village, but I have been offered a
job in our village school. My granny wishes me to stay by
her side and accept the job, but I want to make an academic
career in a big city. I hope graduate school will give me new
opportunities and I will succeed. I am ready to work as a
shop-assistant or waitress in my spare time, though I have

no work experience.

Oleg, 23.

In the whole, 1 like being a student. You don’t have to do
much, only a few exams once in a while. I'm not stupid
and my results are rather good. In fact, that is my
mother who wants me to take a graduate course. She
says I'll go to the Army otherwise. To be honest, |
believe university is quite boring. But I'm not eager to
be a soldier or get up at 6 a.m. and go to work every
day. What I like most of all is night clubs and friends.
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Natalia, 29.

After 7 years of teaching at school I found
myself absolutely stuck in the daily
workplace routine. No career promotion at
all! I gave my best years to teaching, but my
salary is quite low. I must have entered
graduate school earlier! I hope that a
Master’s degree will help me 1o get a |

position in school management. Without

that I will never become a principal.

Andrey, 34.

I have never really thought about an academic career. I am just a school
teacher of Physics. But the point is I like
engineering and constructing things with my own
hands. I am Head of my city’s society of young
mechanics. Under my guidance, children build
airplane and car models and many other
interesting devices. I have a few inventions of my
o " own, my colleagues say I must patent them and

write a thesis based on this.

Polina, 30.
Now that I am a divorced woman, I want to change my life and to do all the
things I have never had enough time for. I started going to a fitness centre. |
spend more time with my friends. And I want to continue my education. The
thing is I married my ex-husband when I was
20, and I have never worked according to
my speciality. My speciality is Sociology, but
I had to work as a waitress for many years
to support the family. Now I run my own
business, a small café, and I want to turn
back to my education. I have enough

patience and diligence for it, and a real
desire to study!
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4. Are you diligent enough to conduct
research? Answer the questions about
scientific literature and other resources you
use for reference in your research.

1) How long is your reference list at the
moment?

2) What type of publications do you prefer to
work with?

- monographs?

- articles?

- textbooks?

- web resources (specialized sites, blogs, etc.)?

3) Discuss their advantages and disadvantages.
4) Do you know any Russian or foreign
scientists working in the field of your research?
5) How do you usually get access to scientific
literature?

a) I find it in the university or city library;

b) I go to other cities (e.g. Moscow) to bigger
libraries;

c¢) I find everything online on free-to-use sites;
d) I find resources in special online libraries
and scientific websites with limited access (my
organization or myself have to pay for that);

e) My supervisor gives literature to me.

5. [RA| What is a thesis? Study the text and
put the necessary parts together to make a
structure.

THESIS STRUCTURE
The structure of a Master’s thesis is quite
conventional. To start, there must be a front
page with its title, the author’s name and
affiliation. Then there is the contents page.
After this, the thesis actually begins. There
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must be a conventionally-structured introduction containing the description of
research aims, goals, subject, object, methods used, the hypothesis, and some
possible ways of application for the achieved results.

Next, there are two or sometimes three chapters of the thesis (four are possible
but very rare). The first chapter is theoretical and contains the analysis of
modern scientific literature and the theory, classification, hypothesis proposed
by the author. The second chapter — practical — contains the description of the
author’s methods to prove his/her ideas: archive documents analysis,
experiments, observation, etc. The materials studied by the author are structures,
analyzed qualitatively and quantitatively, the results are interpreted and
summarized.

Finally, there’s a conclusion summarizing what has been done and giving an
assessment whether the goals and aims have been achieved. And there is the
reference list of literature and other resources, which is of great importance.
Sometimes, there can be an appendix with charts, graphs, figures and other
additional information.

6. Describe in brief the procedures for each of the given research methods
and say which fields of science they are common for. Are there all the
methods enumerated, or has anything been skipped? What about your
research field?

OBSERVATION
EXPERIMENT
COMPARATIVE QUANTITATIVE -
ANALYSIS
MODELLING
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7. Describe your research using the following scheme:

- the topic of research;

- goals and aims pursued;
- topicality and novelty;

- the hypothesis;

- research methods used;
- results achieved.
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VOCABULARY

Unit 1 Lesson 1

(to) absorb business card oful
(to) cram confusion meamnsy
.. : perforated
(to) fit in detracting
. : surname
(to) spell first impression synch
(to) squint first name trash
(to) toss flimsy
Unit 1 Lesson 2
(to) avoid barrier issue (=problem)
(to) experience conversation misunderstanding
(to) handle embarrassed relationship
(to) overcome environment self-confidence
(to) succeed gender success
(to be) impressed intentions successful
(to be) involved interlocutor worried
Unit 1 Lesson 3
(to make) a complaint/ | (to) order impolite
request (to) return the in stock
(to) agree/ disagree compliment offensive
(to) borrow (to) save face personal
(to) cancel (to) speak one’s mind polite
(to) consider (to) stick to one’s guns politically correct
(to) disturb (to) wine and dine receipt
(to) follow suit (un)fortunately respectful
(to) get the wrong idea | acquaintance rude
(to) give ground blunt subtle
(to) go Dutch civil tactful
(to) interrupt customer urgent
(to) lend diplomatic vulgar
(to) mind immediately
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Unit 2 Lesson 1

(to be) based on

(to be) determined by
(to be) on time

(to be) perceived by
(to) assume

(to) commit an offence
(to) determine

(to) establishing a
connection with

(to) influence

(to) make a list of

(to) make an impression
(to) offend

(to) perceive

(to) pretend

(to) reveal

(to) shake hands with
(to) strike a pose

(to) take into account
abundance of
according to

body posture
business aspiration
business
communication
business partnership

ego
essential

eye contact

face-to-face meeting
first impression

offence

pep talk

professional image
professional partnership
self-introduction
self-presentation

the pledge of success
tutorial

(to) pay attention to business proposal unconsciously
controversial
Unit 2 Lesson 2
(to) announce (to) obtain inconvenience
(to) appreciate (to) request overdue
(to) enclose arrangement reference
(to) enquire dissatisfaction regarding
(to) guarantee goods terms and conditions

(to) look forward to

in addition

transport charge

doing smth.
Unit 2 Lesson 3
(self-)confident attentive landline phone
(self-)confidence Inattentive mobile phone /
(to) hold the line competent cellular phone /
(to) pick up the receiver | incompetent cell phone
(to) put down the receiver | engaged modest
(to) put smb. through flexibility, flexible patient / impatient
(to) receive a call fussy patience / impatience

(to) handle a call

(to) answer the phone
(un)fortunately
arrogant

incoming call
outgoing call
indifference
indifferent
irritated

polite
serene
serenity
thoughtful
tolerant
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Unit 3 Lesson 1

(to) bear in mind (to) resolve attitude
(to) chair a meeting agenda campaign
(to) deserve antagonist team spirit
(to) negotiate arrangement tricky

Unit 3 Lesson 2
(to) apply for a job curriculum vitae (CV) | (to) get a job offer
applicant resume membership
application dangerous nurse
(to) be good at day / night shift outgoing
(to) be responsible for day off / holiday personal profile
(to) fire/dismiss department position
(to) hire/employ dynamic private detective
(to) quit/resign educational programmer
(to) require background qualification
(to) work as electrician reference
(to) work long hours employment research project
accountant enthusiastic responsibility
achievement exciting sales representative
ambition exhausting salary / pay / income
available experience schedule
badly-paid experienced scholarship
blue-collar/manual job firefighter self-motivated
white-collar job flight attendant skill
bricklayer full-time position /job | stressful
builder part-time position /job | sub-department
certificate of secondary | hardworking tedious
education hectic university lecturer
challenging job advertisement (job | well-paid
communicative ad) work experience

co-worker / colleague

job interview

Unit 3 Lesson 3

(to) apply for a job
(to) be laid off /
(to) be made redundant

(to) resign
(to) retire
accountant

deputy
headquarters
personnel / staff
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(to) get promoted

board of directors

project team

(to) be sacked / career ladder promotion
(to) be fired / CEO (Chief reception
(to) be dismissed Executive Officer) self-employed
(to) hire / (to) employ demotion shareholder
Unit 3 Lesson 4
(to) encourage accessible management
(to) obey employee subordinate
(to) supervise / leadership supportive
(to) monitor
Unit 4 Lesson 1
(to) book a room single room insurance
(to) check in double room long-haul flight
(to) check out twin room motel
(to) disembark ferry room service
aisle fragile reservation
bellboy / bellhop / fully booked stopover (layover)
callboy / bellman charge per night suite (apartment)
boarding pass vacancy wake-up call
cockpit (plural vacancies) youth hostel

conveyor belt

gate

Unit 4 Lesson 2
(to) attend conclusion paper (=academic work)
(to) notify conference proposal
(to) participate cooperation references (=literature list)
(to) submit data research
abstract equipment title
(=brief description) fair workshop
achievement introduction
Unit 4 Lesson 3
(to) admit (to) highlight (to) update

(to) appear in public
(to) avoid
(to) clarify

(to) illustrate
(to) indicate
(to) interrupt

(to) welcome the audience
(to) be familiar with
(to) be in charge of
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conclusion

(to) come to a conclusion
(to) complete a
questionnaire

(to) deal with
nervousness

(to) describe

(to) draw a conclusion
(to) feel free to do smth.
(to) focus on

(to) introduce oneself
(to) lead to

(to) mention

(to) move on to

(to) note

(to) notice

(to) pass on

(to) postpone

(to) present to

(to) refer to

(to) be responsible for

(to) hand out

as a consequence
consequently

handout

interruption

issue

moreover / furthermore
purpose/objective/aim/goal
relevance

(to) give a public speech | (to) rephrase relevant
(to) give a presentation (to) rise rhetorical question
(to) give a brief overview | (to) solve sequencing
of smth. (to) state one’s structuring
(to) go back to smth. purpose therefore
(to) go over the key (to) stress / highlight / | timing
issues emphasize tip
(to) summarize
(to) suppose
Unit 5 Lesson 1
(to) insult friendly / unfriendly metaphor
(to) negotiate generous multicultural world
business negotiation gentle non-verbal behavior
aggressive honest open-minded
boring patient / impatient phenomenon
business environment insult polite
body language (to) insult quiet
cross-cultural intolerant rude
cultural differences loud stereotype
dishonest mean tidy
excitable messy warm
Unit 5 Lesson 2
(to) trigger diversity on-the-job redundant
affiliate hectic training
conglomerate paramount
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Unit 5 Lesson 3

(to) bow a means of smth. error
(to) convey attitude face-saving
(to) interrupt authority feature
(to) misinterpret barrier immediately
appropriate behaviour small talk
Inappropriate widespread
Unit 6 Lesson 1
(to) access academic | degree program year of studies
performance distance learning freshman
(to) award credits educational program sophomore
(to) complete a degree extramural studies / junior
(to) earn a credit correspondence education | senior
(to) enroll for a program | full-time study research project
(to) get a degree in smth. | grade semester
academic year independent project work | system of higher
assessment and grading | internship education
associate’s degree lecture thesis
bachelor’s degree major university entrant
master’s degree
Unit 6 Lesson 2
(to) modify investigation scientific degree
advancement offspring substantial
approach range survey
contribution rivalry
Unit 6 Lesson 3
(to) accept article novelty
(to) afford chapter observation
(to) pursue commitment routine
affection experiment survey
aim / goal hypothesis thesis
analysis intention topicality
appendix monograph
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APPENDIX

Unit 2 Lesson 2

Useful phrases and vocabulary for writing business letters

e Dear Mr. Brown

e Dear Ms. White

* Dear Sir
Salutation e Dear Madam

* Dear Sir or Madam

* Gentlemen

* We are writing
- to inform you that ...
- to confirm ...
- to request ...
- to enquire about ...
Starting * [ am contacting you for the following reason...
* | recently read/heard about ... and would like to know ....
 Having seen your advertisement in ..., [ would like to ...
* I would be interested in (obtaining / receiving) ...
* I received your address from ... and would like to ...

* Thank you for your letter of March 15.

* Thank you for contacting us.

* In reply to your request, ...

* Thank you for your letter regarding ...

» With reference to our telephone conversation yesterday...

* Further to our meeting last week ...

» It was a pleasure meeting you in London last month.

* I enjoyed having lunch with you last week in Tokyo.

* I would just like to confirm the main points we discussed
on Tuesday.

Referring to previous
contact

* We would appreciate it if you would ...

* [ would be grateful if you could ...

* Could you please send me ...

* Could you possibly tell us / let us have ...

* In addition, I would like to receive ...

* [t would be helpful if you could send us ...

[ am interested in (obtaining / receiving) ...

* [ would appreciate your immediate attention to this matter.
* Please let me know what action you propose to take.

Making a request

* Would you like us to ...?7

Offering help « We would be happy to ...
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Giving good news

Giving bad news

Complaining

Apologizing

Orders

Prices

* We are quite willing to ...
* Our company would be pleased to ...

* We are pleased to announce that ...
* [ am delighted to inform you that ..
* You will be pleased to learn that ...

* We regret to inform you that ...

* I'm afraid it would not be possible to ...
 Unfortunately we cannot / we are unable to ...

* After careful consideration we have decided (not) to ...

[ am writing to express my dissatisfaction with ...

* [ am writing to complain about ...

* Please note that the goods we ordered on ( date )
have not yet arrived.

* We regret to inform you that our order Ne ... is now
considerably overdue.

* [ would like to query the transport charges which seem
unusually high.

= We are sorry for the delay in replying to ...

= I regret any inconvenience caused (by) ...

» [ would like to apologize for the (delay,
inconvenience)...

* Once again, please accept my apologies for ...

» Thank you for your quotation of ...

= We are pleased to place an order with your company
for..

=  We would like to cancel our order n° .....

* Please confirm receipt of our order.

= [ am pleased to acknowledge receipt of your order n° .....

* Your order will be processed as quickly as possible.

= It will take about (two/three) weeks to process your
order.

= We can guarantee you delivery before ...(date)

= Unfortunately these articles are no longer available /
are out of stock.

» Please send us your price list.

* You will find enclosed our most recent catalogue and
price list.

= Please note that our prices are subject to change
without notice.

= We have pleasure in enclosing a detailed quotation.

= We can make you a firm offer of ...
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Referring to payment

Enclosing documents

Closing remarks

Referring to future
business

Referring to future
contact

Ending business letters

Our terms of payment are as follows ...

Our records show that we have not yet received
payment of ...

According to our records ...

Please send payment as soon as possible.

You will receive a credit note for the sum of ...

I am enclosing ...
Please find enclosed ...
You will find enclosed ...

If we can be of any further assistance, please let us
know.

If I can help in any way, please do not hesitate to
contact me.

If you require more information ...

For further details ...

Thank you for taking this into consideration.

Thank you for your help.

We hope you are happy with this arrangement.

We hope you can settle this matter to our satisfaction.

We look forward to a successful working relationship in
the future.

We would be (very) pleased to do business with your
company.

I would be happy to have an opportunity to work with
your firm.

I'look forward to seeing you next week.

Looking forward to hearing from you, ...

Looking forward to receiving your comments,

I'look forward to meeting you on the (date).

I would appreciate a reply at your earliest convenience.
An early reply would be appreciated.

* Sincerely

® Yours sincerely,  for all customers / clients

* Sincerely yours,

= Yours faithfully, ~ in more formal letters

for those you already know and / or

* Regards, with  whom you have a working

relationship
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Unit 3 Lesson 3

Managing Staff Types: Main Abbreviations

English H Synonyms Russian H Meaning
Bricuiee 701KHOCTHOE JIMIIO
CEQ |Director General ||['eHepaibHbIii qUPEKTOp |[KOMITAHHH, TIABHBIN €€ CTpATeT.
Jlunep xomaHbl TON-
Chief |General Director ||(Tax)ke UCIIOJHUTEIbHEIN |[MEHEIKEPOB, KOTOPBIX MOXKET
Executive JIUPEKTOP) BbIOMpaTh caM. B ciyuae ecnu
Officer |[Managing JIEATENIbHOCTh KOMIIAHUU
Director HE3aKOHHA, OTBET JIepPKaTh OyaeT
umenno CEO.
CFO OTtBeuaer 3a (PUHAHCOBYIO
Treasurer JIEeATEIbHOCTh KOMITaHUU. B ero
Chief @OUHAHCOBBIN TUPEKTOP  ||BEAECHUU - pacyeT (GUHAHCOBBIX
Financial ||Finance Director PUCKOB OM3HECa, PUHAHCOBOE
Officer IJIAHUPOBAHUE, OTYETHOCTb.
OTBeuaer 3a BHyTpEHHUE
MH(OPMaLIOHHBIE CUCTEMBbI
CIO KoMIaHuu. Pemaer Bonpocel
BbIOOpPA, IPUOOpETEHUS
Jupektop Y BHEJPEHUS HOBBIX
Chief 10 HH(POPMALIMOHHBIM nH(pOoTEXHOIOTUH. JlepKuT
Information TEXHOJOTHUSIM 000pOHY KOMIIAaHUU
Officer OT TEXHOT€HHBIX MOHCTPOB.
K Hamemy «IT-nupexropy»
OTHOIIIEHUS HE UMEET, Ha 3amnaje
6onee 6ok k CKO (cm. HUXKE).
B Benenuu CTO o0b1uHO
HAXOJUTCS BCSI TEXHOJIOTHYECKAsT
CTO 4acTb IPOU3BOJICTBA. 3aHUMAETCS
BbIOOPOM U HCIIOJIb30BaHUEM
Chief TexHU4YeCKui AUPEKTOp, |MOAXOIAIIUX TEXHOJIOIUH,
Technical/ JUPEKTOP IIPOrPaMMHBIX U TEXHUYECKUX
Technology 110 TEXHOJIOTUSIM cpeacTB. B KoMIbroTEpHBIX
Officer KOMIIAHUSIX YaCTO COBMEIICH
¢ CIO. Pa3nuna mexay HUMHU
B ToM, uto CIO 6mmke k 6u3Hecy,
a CTO - x TexHUKe.
OTBETCTBEHHBIH 3a €XKETHEBHYIO
Coo HcnonmHuTenbHbII ONCPATUBHYIO NIEATCIBHOCTD
T IUPEKTOP KOMIIaHUH. 3aHUMAETCs PyTUHOM,
Chief CBSA3aHHOMN
Operating (rnaBHBIN onepanuoHHbI ||€ AAMHHACTPHUPOBAHMEM.
Officer TUPEKTODP)
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OTBeyaeT 3a BBIIOJIHEHNUE
3aKOHOAATCJIbHBIX, HOPMATUBHBIX

CCco Jlupexrop TpeboBanuii. O0ecneunBaeT
10 COTJIacOBaTENIbHBIM coOroIcHIEe KOMITAaHUEH BCeX
Chief U UCTIOJIHUTENBHBIM MEKYHApOAHBIX 3aKOHOB
Compliance poLeaypam Y CTaHJApTOB, & TAK)KE IIPABUII
Officer KOPIIOPAaTUBHOT'O YIIPABJICHHUS
Y JIETIOBOM ATHUKH.
CSO Jupexrop CSO pazpabatbsiBaet 00111yI0
10 00ecTeueHuIo CTpaTeruio o0ecreueHus
Chief HENPEPBIBHOCTH 0€301acCHOCTH KOMIIaHUH,
Security 1 6e30MacHOCTH OM3HEeca |[IporpamMMbl AJisi CHUKCHHUS
Officer JHOOBIX PUCKOB.
CMO Yrpasisier Bcel JesTeIbHOCTHIO
KOMIIaHUU B cpepe MapKEeTHHTA.
Chief JIupeKkTop 1o MapKeTUHry
Marketing H peitame
Office
OTtBeuaer 3a 00pabOTKyY
CDO Y HaKOIJICHUE TaHHBIX
JIMPEKTOp IO YIpaBIIeHHIO|B MaciiTabax Bce KOMIIaHUU.
Chief Data JAHHBIMA KOMITAHWH Oco0eHHO akTyallbHa JOKHOCTh
Officer B KPYIHBIX KOMIIAHHSIX,
paboTaronux B 00JIacTH
AIIEKTPOHHON KOMMEPILIUN.
CAO 3aHUMaeTCs aHaJIU30M 00IIei
Chief JlupekTop NEesATeTbHOCTH (PUPMBI.
Analytics aHAJTUTUYECKOTO OT/elNa
Officer KOMITaHUH
OTtBeuaeT 3a MaKCUMaJIbHOE
YCUJIEHHE LIEHHOCTH KOMIIaHUH,
CKO KOTOpO€ TOCTUTAETCS Yepes
) JlupekTop Ho ynpasjieHuo|3HaHus. Koopauaupyer mnporece
Chief SHAHUSIMH oOMeHa 3HAHUSAMH MEXKITY
Knowledge nozapasaeneHusiMu. bepexer
Officer

N IPUYMHOXKaET HEMATCPHUAJIIbHBIC
AKTHUBbI KOMIIaHHU (Hoy—xay,

TIATEHTHI).
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EXERCISE 6

Student 1
\

AIR CANADA @®

PASSENGER

PIERRE-JEAN,

JACQUES

!

PLEASE BE AT THE BOARDING CATE BEFORE 20:45

|

Unit 4 Lesson 1

BOARDING PASS 1
1

YVR AMS

VANCOUVER AMSTERDAM-SCHIPHOL

AIRLINE USE: AC-2456-2301Y
164/%/34B/YWR/ET

AIR CANADA @®

PASSENCER
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JACQUES

YVR »)- AMS

ACB58

Student 2
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GATE  SEAT _ FLIGHT T H=_———y
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,‘ __ :.6: 07PM =2 T
owoNeTHE £° Ew )

EXERCISE 12

Questions - Requests -
Enquiries

* Do you have any rooms available?

* Would you have a room for tonight

please?

Useful Phrases

» For when / for what date?

* Single or double?

Answers - Queries - Information
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I’d like to book a room please.

* What is the price? / What are your
rates please?

* How much is it for a single/double
room please?

¢ Is there a reduction for children?

* Do you serve breakfast?
¢ Is breakfast included?
* What time is breakfast served?

¢ Is there a restaurant in the hotel?
Are there any restaurants nearby?

* Do you have special menus for
children?
Do you cater for children?

* Is there a swimming pool?

* Do you have parking facilities?

¢ s there a shuttle service to/from
the airport?

* Double bed or twin beds?
 With bath or shower?
 For how long / for how many nights?

* How long do you intend staying?

* The rate/price is ....... for a single/double room.

» The price is ....... per person sharing a room.

* There is a supplement of ....... for a single room

* There is a reduction of ....... for children.

* Breakfast is / is not included in the price.
* Breakfast is served between 7 am and 10 am.

* We do / do not have a restaurant
(which opens from ....... to.......

» We can provide a list of restaurants in the
area/

there are many restaurants/cafés in the
vicinity.

* Special menus for children are / are not
available.

* Yes, we have two swimming pools, one
outdoors

and one indoors.
* The indoor swimming-pool is heated.
* I'm afraid not, but the beach is just across the
road / is very close.

* We have a car park for our customers.
* There is a public car park nearby.
* Parking facilities are / are not provided.

* Yes. Here's the timetable.
* I'm afraid not, but there's a taxi rank just
outside.
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Unit 4 Lesson 2

EXAMPLES OF CONFERENCE REGISTRATION FORMS

Texas Association of the Deaf

46" Biennial Conference

June 16-18, 2011

SWCID Community College for Deaf &
Hard of Hearing Persons

Big Spring, Texas

ATTENDEE INFORMATION

Name:

Address:

City/State/Zip:

Phone: Voice TTY VP

E-Mail:

Special Needs: ASL interpreters will be provided during the conference. CART will be available for
select programs. If you require additional accommodations, please contact Kathy Weldon at
kweldon@howardcollege.edu or Von Rumer at (432) 264-3748.

Hotel Information

Hampton Inn & Suites

805 West I-20, Big Spring, Texas 78720
(432) 264-9800

Group Name: TX Assaciation of the Deaf
Group Code: TAD 2011

The Hampton Inn offers the following ameni-
ties:

Each room has complimentary high-speed
internet access

On-site pool and gym

Wheelchair accessible

Complimentary hot breakfast

VP will be available during the conference

Please register for the Conference when
you check in at the hotel. The deadline for
the Hotel Room Reservations is May 16,
2011.

Cancellation Policy

Refunds will be given only for registration fees
only. All cancellations must be made in
writing. Registrations may not be transferred.

A partial refund (50%) will be given until June
5, 2011.

No refunds after June 6, 2011.
Mail Registration and Payment to:

SWCID

TAD 2011 Conference
c/o Priscilla Cervantes
3200 Avenue C

Big Spring, TX 79720

CONFERENCE REGISTRATION
(For early registration, form must be postmarked by May 15, 2011
After this date, all registrations will be assessed the “At the Door” rate.)

Name Badge Information
Please PRINT CLEARLY the name that should be on the badge.

Combo Registration
Combo tickets include: Daily Registration, President's Reception and Banquet

Night. All TAD Membership Fees are due at the time of registration. Please see
enclosed application.

Combo Ticket | Early Bird by | At The Non Member by | Non Member Total
May 15, 2011 Door May 15, 2011 At The Door
Regular $75.00 $90.00 $125.00 $140.00
Senior Citizen' | $50.00 $75.00 $125.00 $140.00
Student? $ 50.00 $ 75.00
'Senior Citizens must be 55 years or older, in accordance with TAD bylaws.
*High school and college students must attach a copy of student ID card.
Individual Event Registration
Choose ONLY if you are not purchasing combo ticket(s).
Individual Event Early Bird by At The Door Total
May 15, 2011
Daily Registration $30.00 $40.00
(per day)
President's Reception $15.00 $25.00
Banquet Night $20.00 $30.00
PAYMENT INFORMATION
1. Combo

2. Individual Event(s)
3. Non Members
4. Conference Donation

W v

Total: $

Payment can be made by Cashier's check or maney order to SWCID-TAD 2011 Conference. If
registration is paid by state agencies, please provide requisition and purchase order numbers.

For on-site registrations, only cash, money orders or cashiers checks will be accepted. No personal

checks or credit cards will be accepted.
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Joint Organizers: HK| US —= g ’SE% i 2’“3‘
Marg Kang stz ol Uty eclatsh R

i R FRPTEE o ; s X
Co-organizers: B o ko T e vty o Ky B oy w THE HONG KONG UNNVERSITY
gy Facalty v7 P % SCENCE AND

7 4 \ The Hang Kang Asscciation for
e Inderground Pipeline Committee of CACP et
8 REERY / Q'IEHGIKQT'F!H‘!!II ha Advansmant o Sccnce and Tachnakgy

Registration Form
International Conference on Utility Management and Safety
(ICUMAS | March 2011 | Hong Kong).

L2 dabi-bd

Prof. /Dr. /Ir/Mr./ Mrs. / Ms. | Contact Name (Eng):
Contact Name (Chin):

Company / Organization:

Position:

Address:

City: Country: Post Code:
Phone: Fax: E-mail:
Other Delegates:

Category Normal Rate *Special Rate No. of Delegate(s)

Normal Registration
(7" &8" l\:ag:'zh 2011) L] HK$3,000 O HK$2,550

Gala Dinner HK$8,800 full table
(7" March 2011) L1 HKS880 per person | L1 (¢ 40 12 people)

(Te‘)e““:rlll':::l:\g;tn ] HK$500 [ HK$350

Total: | US/HKS

Remarks: Special rate is valid for members from co-organizers, supporting organizations or participants of
ICUMAS 2009 only.

Please make a cross cheque payable to “Hong Kong Institute of Utility Specialists” or send us the bank-in slip to
the ICUMAS.2011 - Conference Secretariat Office as provided below.

Nanyang Commercial Bank Account Number: 043-494-00077468
Enquy
ICUMAS.2011 - Chairman of Executive Committee

Contact person: Ir Dr. King WONG

4 Address: Room 909, Favor Industrial Centre, 2-6 Kin Hong Street, Kwai Chung, N.T., Hong Kong

B Mobile: + (852)-6248 8993 & Tel: + (852)-2690 3899 L& Fax: +(852)-26184500 = Email: kingwong@uti.nk
[ ICUMAS.2011 - Conference Secretariat Office

Contact person: Ms. Iris Choi

-] Address: Room 909, Favor Industrial Centre, 2-6 Kin Hong Street, Kwai Chung, N.T., Hong Kong

B Tel: +(852)-2494 5920 L Fax: +(852)-2618 4500 = Email: conference@uti.hk

Secretariat Use: / /

188



Unit 5 Lesson 1

COUNTRY CAPITAL LANGUAGE NATIONALITY PERSON
Russia Moscow Russian the Russians a Russian
Ukraine Kiev Ukrainian the Ukrainian a Ukrainian
Belarus Minsk Belarusian/ the Belarusians a Belarusian

Russian
the USA Washington English the Americans an American
Germany Berlin German the Germans a German
Italy Rome Italian the Italians an Italian
Belgium Brussels French/Dutch the Belgians a Belgian
(Flemish)
Brazil Brasilia Portuguese the Brazilians a Brazilian
Mexico Mexico Spanish the Mexicans a Mexican
Norway Oslo Norwegian the Norwegians a Norwegian
China Beijing Chinese the Chinese a Chinese
Portugal Lisbon Portuguese the Portuguese a Portuguese
Switzerland Bern German/ French/ | the Swiss a Swiss
Italian/
Romansh
Denmark Copenhagen Danish the Danes a Dane
Finland Helsinki Finnish the Finns a Finn
Poland Warsaw Polish the Poles a Pole
the UK Edinburg English/Gaelic the Scottish/ the a Scotsman/
(Scotland) Scots woman, a Scot
Sweden Stockholm Swedish the Swedes a Swede
Turkey Ankara Turkish the Turks a Turk
the UK London English the English an English
(England)
France Paris French the French a French
man/woman
the Amsterdam Dutch the Dutch a Dutchman/
Netherlands woman
(Holland)
Ireland Dublin English/Gaelic the Irish an Irishman/
woman
Spain Madrid Spanish the Spanish a Spaniard
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Ounas ¢popma 00yueHus

CocraBurenp AJL XKenanoB, K.p.-M. Hayk, JOLEHT
Kadeapbl MPOTPpaMMHOTO OOeCIeueHUs
u aJIMUHUCTPHUPOBAHUS
uHpopmarmonHeix cuctem KI'Y




1. Coaep:xxanue caMoCTOSAITEIbHON PadOTHI

Ha camocTosiTensHy0 paboTy 10 TUIaHy OTBOJUTCS 54 4acoB.
CaMmocTosiTenbHast paboTa BKIIIOYAET MOMUMO M3YyUEHHUs HIDKE YKa3aHHBIX TE€M, TaK)Ke BBIIOJHEHUE JIa0OpaTOPHBIX paboT
Y COCTaBJICHHE OTUETOB I10 KaXK/101 J1JabopaTopHOI pabdoTe.

2. Tembl u BOIIPOCHI, BLIHOCUMBIC HA CAMOCTOATC/IbHOC U3YUCHUC

dopmHUpyeMble KOMIIETCHIINU:

" CNOCOOHOCMBIO UCNONBL306AMb U NPUMEHAMb YeayONieHHble 3HAHUSL 8 00acmu NPUKIAOHOU MAMeMAmuKu U UHGOPMAMUKU
(OIIK-4);
" cnocobnocmuvio pazpabameieams U AHAIUZUPOBANb KOHYENMYAlbHble U MeopemuieckKue MoOoelu Peuaemvlx HayuHblx npooiem
u 3a0au (11K-2).

BOHpOCBI, BBIHOCHUMBIC Ha CAMOCTOATCIbHOC U3YUCHHC.

Ne | Pazmen wnm Tema, BbIHOCMMBbIE Ha | Bunmel u coapepxkanue | Jluteparypa u np. | @opmupyemsl | DopMbl KOHTPOJIS,
I.II. | CAMOCTOSITEJIbHOE U3YUYEHHUE CaMOCTOSITEIIbHOM VUCTOYHUKH e OLICHOYHbIE

paboThI KOMIIETEHIIUH | CPENICTBA

| Nudpopmanmonnass  OezonmacHocTh B | KoHcnekTupoBanue Jlureparypa: OIIK-1, ITK-9 | Texkymuit
CHUCTEME HAaI[MOHAJbHOU O0€30MacHOCTU ocH. —1. 2; KOHTpPOJIb:  OIpOC,

Poccuiickon ®@enepanuu qon. —1. 2 KOHCIIEKT

2 Hamunonansaeie unTepecsl Poccuiickoi | KoncniektupoBanue Jlureparypa: OIIK-1, ITK-9 | Texkymuit
Oenepauuu B uHGOpMAIIMOHHON cdepe ocH. —1. 2; KOHTPOJIb:  OIpOC,

1 UX oO€ecrieyeHue nom. —1. 2 KOHCIIEKT

3 Bubt yIpo3 uHpopmarmonHoi | KoncrekrupoBanue Jluteparypa: OIIK-1, TIK-9 | Texymmit
6e3omnacHoctu Poccuiickoit deneparmu ocH. —1. 2; KOHTPOJIb:  OIPOC,

nom. —1. 2 KOHCIIEKT

4 Wctounuku yrpo3 wuHdopmanronHoi | KoncnektupoBanue JIureparypa: OIIK-1, ITK-9 | Tekynmi




0e30macHOCTH ocH. —1. 2; KOHTpPOJIb:  OIPOC,
nom. —1. 2 KOHCIIEKT

Nudopmarmonnas  6e3onmacHocTh U | KoHcmiekTupOBaHue Jlureparypa: OIIK-1, TIK-9 | Texymmit

uH(GOPMALIMOHHOE IPOTUBOOOPCTBO ocH. —1. 2; KOHTpPOJIb:  OIpOC,
qon. —1. 2 KOHCIIEKT

Obecnieuenue uHpopManmonHou | KoncnektupoBanue Jlureparypa: OIIK-1, ITK-9 | Texkymuit

0e30macHOCTH 00BEKTOB ocH. —1. 2; KOHTPOJIb:  OIpPOC,

uH(pOPMaTU3aLMOHHON cdepbl qomn. —1. 2 KOHCIIEKT

rocyaapcraa B YCIIOBUSX

UH()OPMAITMOHHOM BOMHBI

O6mue METO/Ibl oOecrnieuenus | KoncnekrupoBanue Jlureparypa: OIIK-1, TIK-9 | Texymmit

UH(OPMAIMOHHON 0e30macHOCTH ocH. —1. 2; KOHTpPOJIb:  OIpOC,

Poccuiickon @enepaiuu nom. —1. 2 KOHCIIEKT

OcHoBbl  KOMILIEKCHOTO oOecnieuenus | KoncnexktupoBanue Jlureparypa: OIIK-1, ITK-9 | Texkymuit

uH(POPMaLMOHHON 0e30MacHOCTH ocH. —1. 2; KOHTPOJIb:  OIpPOC,
qon. —1. 2 KOHCIIEKT

Metonst u cpenctBa oOecrneuenus | KoncnexktupoBanue Jlureparypa: OIIK-1, ITK-9 | Texkymui

uH(pOPMALMOHHON 0e30macHOCTH ocH. —1. 2; KOHTPOJIb:  OIpPOC,

KOMITBIOTEPHBIX CHCTEM. nomn. —1. 2 KOHCIIEKT

[IpomexxyTounas

arrecragusda- 3a4cT




BOHpOCLI H 3aJaHusA JJId CAMOKOHTPOJIA 110 CAaMOCTOATEC/IbHO
H3Y4YC€HHBIM TEMaM

1. YTrpo3bl nHGOPMAITMOHHOMN 6€30MacCHOCTH, UX KJIacCU(DHUKAIUS U CoepKaHHeE.
2. [Mogxoast K  (GOPMHUPOBAHUIO MHOXECTBA  yrpo3  HH(OpMAMOHHOU
6e3onacHoctu. CuctemMHast kiaccuukanus yrpo3 nHGopMaluu.

3. Cucrema moxkazarenel ys3BUMOCTH HMH(pOpManuu, coaepkaHHue MoKa3aTelneit
YSI3BUMOCTH.

4. Knaccudukaius noTeHIHaaIbHO BO3MOXKHBIX PUYUH HAPYIICHUS EIOCTHOCTH
uHGOpPMAITUHU 1 KAHAJIOB HECAHKIIMOHUPOBAHHOTO TIOJTyUeHUsT HH(POpPMAIIHH.

5. MeTobl U MOJIENN OLIEHKH YS3BUMOCTH MH(OpMAIIHH.

6. OO61mast MoJIeNb OLIEHKH YSI3BUMOCTH UH(OpMAIUH.

7. [Tokazarenu ys3BuMocTH HHMOpManuu (0a30BbIe, YACTUYHO OOOOIICHHEIC,
o01ue, SKCTpEeMaJIbHBIE).

8. Yyer (akropa BpPEeMEHH TIpH OINPEACICHUHM IOKAa3aTeled ySI3BUMOCTH
uHpOpMaIH.

0. MeTozp! onpeeneHus TpeboBaHUH K 3amIuTe HHPOPMAITUH.

10.  daxTopsl, onpeAcIsIoNe TPEOOBAHUS K 3alUTe WHPOpMAaITHH.

11. AHanu3 CyUIECTBYIOIIMX METOAUK OIpeAesieHus TpeOOBaHUM K 3alluTe
uHdopMaIuu.

12. MeToapl OLIEHKH TTapaMEeTPOB 3alTUIIaeMOi HH(DOpMAIUH.

13.  Iloaxoxabl K OLIEHKE BaKHOCTH 3alIUIIaeMOi HHGOPMALIHH.

14.  OueHka NMOJHOTHI U aJIEKBATHOCTH 3alllMIIaeMOil HH(pOpMaIuH.

15. Iloka3atenu OLIEHKHM pEJIEBAHTHOCTHM UM  TOJEPAHTHOCTH  3allMIaeMOM
uHbOopMaIuu.

16.  Ouenka TpeOyeMoro ypoBHs 3alIMThl HH(GOPMALIMU C YYETOM OMPEIEISIONINX,
CYILIECTBEHHBIX U BTOPOCTEIICHHBIX MTOKA3aTEEH.

17.  ®dakTopsl, BAUSAIONIME HA TPeOyEeMblli ypOBEHb 3aIUTHI HH(POPMAIIUH.

18.  Omnpenenenue BECOB BapUAHTOB MOTEHIIMATBHO BO3MOXKHBIX YCJIOBUMN 3alIUATHI
uHpopMaIuu.

19. Meroapl neneHus NOJS 3HAUEHUM (PAKTOPOB, BIMSIOMIMX Ha TpeOyeMbIit
YPOBEHb 3aIIUTHl HH(OPMAIIIH, Ha TUIIOBBIE KJIACCHI.

20.  OOmEeMeToM0NOrMYeCKUe  MPHUHIMIIBI ~ MOCTPOCHUS  CHCTEM  3allUThl
uHdOpMaIuu.

CoBOKYITHOCTH TPEOOBAHMI K CUCTEMaM 3alUThl UH(POpMAIUH.

OT1merka Kpurepuii ouenku

3adTeHo Bce xoMmmeTeHIMM OCBOEHBI HAa IOPOTOBOM YPOBHE, KOHCIEKT
JIOTUYECKHU BBIICPKAH

He 3aureno Hun Bce koMmereHIMuM OCBOEHBI Ha IIOPOTOBOM YPOBHE,
MMEIOTCS JIOTHYECKUE OLIMOKHU B U3J10KEHUM MaTepraia




3. YueOHO-MeTOAMYECKOEe M HHPOPMALMOHHOE o0ecnedeHne I CHUITHHbI

Jluteparypa

OcHoBHast
1.  TI'pomos IO.JO. Mudopmarmonnas 0e30macHOCTh U 3amiuTa uHGopManuu /
I'pomos FO.1O. — Crapsiit Ockon: THT, 2014.
2. ApremoB A.B. Undopmanmonnas 6e3onacHocts / AptemoB A.B. — Open:
MABUB, 2014.

JlomoJiHUTEIbHAS

1. [Tansrun B.®. NudopmarimonHas 0e€30macHOCTh M 3amuTa uHpopmanmu /
[[Tanbrun B.®. — Mocksa: JIMK Ilpecc, 2014.
2. IIpoxoposa O.B. Undopmarmonnas 0e30nacHOCTb U 3amuTa uHpopmanuu /

[IpoxopoBa O.B. — Camapa: CI'Y, 2014.
IIporpammHuoe obecnieuenue u Uurepuer-pecypce

HNurepHer-pecypc

1. DnekTpoHHas onoOIMoTeuHast cucreMa «Kuaura®onny:
http://www knigafund.ru/

2. DIeKTpoHHas OubIMoTeUHAs CUCTEMaun3/1aTeIbCTBA «Jlanby:
http://e.lanbook.com/

IIporpamMmmMHoe o0ecrieueHue
1. OnepanmonHnas cucrema Windows.
2. Flat Assembler ver. 17121.
3. Visual Studio 2017.



IMpunoxenue k PIT{

IlepeyeHb y4eOHO-METOAUYECKOTO O0ecTIeYeHU ISl CAMOCTOSITeILHOM
padoTHI 00y4aKIIMXCH MO0 JMCUHUILVINHE vH(pOpPMALIMOHHbIE TEXHOJIOTHH U
uHpopmMaTH3anus B CONMATbHOM padoTe

Temartuka pedeparos:

1. MadopmanioHHbIE TEXHOJIOTUU OPraHU3allMOHHOTO YIPaBIICHUS B

coruanbHOM cdepe.

NudopmarimoHHbIe TEXHOJOTHUH aBTOMATU3UPOBAHHOTO MPOSKTUPOBAHUS B

conanbHo cepe

[Iporpammubie cpeacTBa HHOOPMAITMOHHBIX TEXHOJIOTHH

Texaudeckue cpencTsa MHPOPMAITMOHHBIX TEXHOJIOTUN

Drarbl 3BOJIIONUY HHPOPMAIIMOHHBIX TEXHOJIOTHMA

["eonndopmaIimoHHbIe TEXHOJIOTUH B COIUATBHOM cepe. OCHOBHBIE

MOHSATHUS

7. T'eonHbOpMaIIIOHHBIE CUCTEMBI B 3KOJIOTUH U TIPUPOIOTIOIH30BAHUH

8. I'eonHdopMalmoOHHBIE CUCTEMBI B BEJICHUU 3€MEJIbHBIX KaJaCTPOB

9. CASE - texHonoruu

10.OcHOBHBIE CTAaHAAPTHI MYJIBTUMEINA — TEXHOJIOTHUI

11.AnnapaTHbie CpeCTBAa MYJbTUMEINA — TEXHOJIOT U

12.Komnbrorepusbie ceTi. OCHOBHbBIE MOHSATHS

13.I'n00anbHble KOMIIBIOTEPHBIE CETU

14.JIokanbHBIE KOMITBIOTEPHBIE CETU

15.Tomosorus JTIOKaJIbHBIX KOMIIBIOTEPHBIX ceTel (IIMHA, KOJBI0, 3BE3/1a)

16. ApxHuTEKTYpa KOMIIBIOTEPHBIX CETEM.

17.AHcTpyMEHTANIbHBIE TPOTPAMMHBIE CPEICTBA AJISI CO3AAHUS SKCIEPTHBIX
CHCTEM.

18.Mepapxudeckue kiaccuGUKamoOHHbIE CHCTEMbI

19.CuctemMbl aBTOMaTU3UPOBAHHOTO MPOEKTUPOBAHUS B MAILTMHOCTPOCHUHU

20.ABTOMAaTU3UPOBAHHBIE CUCTEMBI YIIPABICHUS TEXHOJIOTHYECKUMU
IIPOLIECCAMH

21.UndopmanoHHO- CIpaBOYHbBIE CHCTEMBI M HH()POPMALIMOHHO — MTOUCKOBBIE
TEXHOJIOTUU

22.CucTeMbl aBTOMAaTH3AIIUN JOKYMEHTO000pOTa U y4eTa

23.DKCcIepTHBIE CUCTEMBI B OTPACIIAX HAPOJHOTO XO3sCTBA

24 . VladopManiMOHHBIE CETEBBIC TEXHOJIOTHH

25.Mynbprumenua — TeXHoJIoruu. OCHOBHBIE TOHATHS

26.1udopmanrionto — crpaBounslie npaBoBbie cuctemsl (MCIIC).

277 .lapopMallMOHHBIE TEXHOJIOTUU UCKYCCTBEHHOTO MHTEIEKTa

28.0kcnepTHble cucTeMbl. OCHOBHBIE IOHATHUS

29.MHpopMaliMOHHBIE TEXHOJIOTUH 3alUThl UHPOpMaLIUU

30.MudopMalinoHHbIE TEXHOJIIOTHH B 00pa30BaHUU

31.1MudopManiMioHHbIC TEXHOJIOTUH B MEAUIINHE

N
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32. TenekOMMYHUKALIMOHHBIE TEXHOJIOTUU

33.1 C: byxranrepus

34.0030p COBPEMEHHBIX CUCTEM aBTOMATU3UPOBAHHOTO OYXTalTEPCKOTO yueTra
(CABY)

35.Cucrema ynpaieHHs IPOU3BOJACTBOM «I alakThKa»

36.1ndopManiioHHbIC TEXHOJIOTUH aBTOMAaTH3aIuu oduca

37 .Undopmannonnas crnpaBouHo — rpaBoas cucrema (MCIIC) «KoHcynbTaHT
— TUTIOCY

38.Ycayru INTERNET

39.Kanansi cBsa3u u criocoOs! goctyna B INTERNET

40.Crpykrypa INTERNET. PykoBoasiue opransl v ctanaaptsl INTERNET

41.CpenctBa pazpabotku Web — cTpanuil

42.CoBpemMeHHasi KOMITbIOTEpHas rpaduka

43.Bo3moxkHoctu Adobe Photoshop

44 Tlaker MathCad

45.MopaeMbl 1 IPOTOKOJIBLI OOMEHa

46.Pexnama B INTERNET

47.CxaHephl U IporpaMMHasi OJIEPIKKa UX pabOThI

48.1Ipo6nema 3anmtsl nHGopmanuu B cetd INTERNET

49.CoBpeMeHHbIE HAKOMUTENN HHPOPMALIUU, UCTIOJIb3yEMbIE B
BBIYUCIIUTEIbHON TEXHUKE

50.Apxurekrypa mukporpoueccopoB cemerictea INTEL

51.Texuuueckoe obecrieueHue KOMIbIOTEPHBIX CETEH

MeToauyeckue peKOMeHAalUN 10 MOATOTOBKe pedepaTon

[loarotoBka pedepaToB HampaBieHa Ha pa3BUTHE H 3aKpEIJICHUE Y
oOyyJaromierocss HaBBIKOB  CAMOCTOSITENBHOTO  TIIIyOOKOIro, TBOPYECKOIO U
BCECTOPOHHETO aHAajJu3a HAy4YHOH, METOJWYECKOM M JPYrod JMTEpaTypsl IO
aKTyaJIbHBIM TIpOOJIeMaM JUCHUILUIMHBI, Ha BBIPAOOTKY HABBIKOB M YMEHUU
rPAaMOTHO M yOEAMTEIbHO W3Jararb Marepuai, 4YeTKO (OpMyIHpOBATH
TEOpPETUYECKHE 0000IIEHNUS, BBIBObI U IPAKTHUECKUE PEKOMEHIAIUH.

PerepaTBI JOJDKHBI OTB€YaTh BBICOKHMM KBaJII/I(l)I/IKaHI/IOHHBIM Tpe6OBaHI/I$IM B
OTHOIICHHWH HAYYHOCTH COACPIKAHUA U O(I)OpMJICHI/IH.

Tembl pedpepatoB, kKak mpaBUiIO, MOCBAIIEHB PACCMOTPEHUIO OJHOU MPOOIEMBI.
O6bem pedepata MOXeT ObITH OT 12 10 15 cTpaHWIl MAIIMHOMHUCHOTO TEKCTa,
oTneyaTaHHOro uepes 1,5 unrepnana, a Ha KOMIbIOTEpe yepe3 1 uHTepBai (CIUCOK
JUTEPATYPHI U IPUIIOKEHUSI B 00bEM HE BXOJISAT).

TekcroBas dYacTh pa6OTBI COCTOUT U3 BBCIACHUA, OCHOBHOW 4YacTu M
3aKJIIOYCHUA.



Bo BBeaeHun oOydaroniuiicss KpaTko 0OOCHOBBIBAET aKTYaJbHOCTh M30paHHOM
TeMbI pedepara, paCKpbIBaCT KOHKPETHBIC LIETH U 33/1a4, KOTOPbIE OH coOupaeTcs
PEUINTh B XOJI€ CBOETO HEOOJBIIIOTO UCCIIEIOBAHUS.

B ocHOBHOI1 wacTu MoApOOHO PACKPHIBAETCS CYyTh BOMPOCa (BOMPOCOB) TEMBI.

B 3akmioueHMM KpaTko JIOJDKHBI OBITh  CPOPMYIUPOBAaHBI MOJYYCHHBIE
pe3yJIbTaThl MCCIEIOBAaHMS W J1aHbl BBIBOJABI. Kpome TOro, 3akiiro4eHUE MOXKET
BKJIKOYATh MPEIJIOKEHUS aBTOpPa, B TOM YHUCIE W MO JaJIbHEUIIEMY H3yYECHHIO
3aMHTEPECOBABILIEH €ro MPOOJIEMBI.

B cnmcok nuteparypbl (MICTOYHUKOB M JIMTEPATYPhl) 00YUAIOIMIUNACS BKITIOYAET
TOJIBKO T€ JOKYMEHTBI, KOTOPHIE OH MCIIOIL30BaJl TP HAMMMCaHUK pedepara.

B npunoxennn (nmpuiokeHus) K pedepary MOTYT BBIHOCHUTHCS TaOJUIIBI,
rpaduKy, CXeMbl U JPYTHE BCIIOMOTATENIbHBIE MaTepUasbl, HA KOTOPHIC UMEIOTCS
CCBUIKHU B TeKCTe pedepara.

Pedepat nomkeH ObITh BBIMOJHEH 3a OJWH MECSI] IO Hadaia dK3aMeHAIIMOHHOM
CECCHU.

BOHpOCBI AJI1 CaAMOCTOSATCIIBHOT'O U3YUCHUA

1. Ocobennoctu npumenenuss CRM - cucreM B ynpaBieHUH COLUATBLHON
paboToii

2. YmnpaBieHue BpeMeHeM B cpepe OKa3aHusl COLMAIbHBIX YCIYT

OCHOBHBIE MOHSTHS CTATUCTUKYU (OMHUCATEIbHASI CTATUCTUKA; KOPPEIISIIUY;

perpeccuu; npoBepka runoTes).

4. Cratuctuueckue pynkiuu MS Excel.

Hcnonb3oBaHue MHCTPYMEHTOB MakeTa aHanu3a (Data Analysis).

6. Kakwue cpencta ucnonb3yrotcs B CYBJl Microsoft Access ais nieneit
aBTOMaTHU3allMK Ooneparuii ¢ oobekTamu 6a3 qaHHbIx? Yem oHu
OTJINYAKOTCA?

7. Kak MOXHO aBTOMAaTHY€CKH BBIMOJIHUTH MAKPOKOMAaHTy UK HAOOp
MaKpOKOMaH/{ TIPU OTKPBITHH 0a3bl JAHHBIX ?

8. 3adem ycTaHaBIMBAETCA CBSI3b MKy TaOiuamu? Kakue TUIbI cBsI3en
MEXKTy TaOJIMIIaMU BO3MOYKHBI?

9. 3auem nJid CBSI3aHHBIX TAOJUIL UCTIOIB3YETCS MEXAHU3M MOACPKKU
LIEJIOCTHOCTH AaHHBIX? B yeM 3akmrouaercs ero aencrsue?

10.Kakue BO3MOKHOCTH MPEAOCTABIISIOTCS MOIB30BATENIO 11 N3MEHEHUS
HacTpoek 1 mapamerpoB CYBJ[ Access?

11.Wcropus pazsutus cetn MHTEPHET.

12.be3onacHocTh pa®oThl U Moucka nH(opmaiuu B cetu HTepHeT.

13.01uka obmenus B cetu IHTEpHET.
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14.CymHOCTb TIIIaHUPOBaHMS B chepe COUATBLHOTO 00CTyKUBAHUS
15.3HaueHune IIaHUPOBAaHUS B COBPEMEHHON SKOHOMUKE
16.IIpuHIMIIBI TUTAHUPOBAHUS

17.Knaccugukauus 1 BUIbI IIIAHOB

18.TexHomOrNs MJIAHUPOBAHUS

19.MeTtozp! IaHUPOBAHUS

20.busHec-mnan npeanpusATus Kak MHCTPYMEHT IJIAaHUPOBAHUS

Pexomenayembie HHPOPMALIMOHHBIC HCTOYHUKH
OcHoBHas JuTEparypa

l.banamos A. U., Porosa E. M., Tuxonosa M. B., Tkauneko E. A. - Ynpanenue

IpoeKTaMU: YYEeOHMK U MPAaKTHKyM Ui akaj. OakanmaBpuara - Mocksa: FOpaiir,
2015.

2.BacroukoBa T. C., [epxo M. A., UBanueBa H. A., Ilyxmauwea T. II. -
VYrpasiieHue NpoeKTaMu ¢ ucroiab3oBanueM Microsoft Project: yae6Hoe mocobue -

Mocksa: Hutepnet-YuuBepcurer Mubopmanronnsix Texnomoruit (MHTYUT),
2016.

3.Cunenko C. A., CnaBun A. M., )Kanganosckuii b. B. - Ynpasnenue npoexkramu:
VYyebHo-mpakTHyeckoe mnocodbue - MockBa: MOCKOBCKHII TocydapCTBEHHBIN
cTpouTenbHbI yHuBepcutet, Al [Tu Op Meaua, O9bC ACB, 2015.

JlonoiHUTEILHAA JIMTEPATypa

l.benukoBa U. II. - VYnpaBnenue npoekramu - CraBpornoib: CTaBpONoJbCKUN
rOCyJIapCTBEHHBIN arpapHbIi yHUBepcureT, 2014.

2.Hetoron P. - VYmpasnenue npoektamu ot A no S - Mocksa: AnbnuHa
[TaGmumep, 2016.

3.Kum Xennman, Hemsectuein C. U., lllnmakosa 0. - VYmnpasnenune npoekramu.
beictpeiii ctapT - Mocksa: JIMK Ilpecc, 2014.

4.bemukosa U. II. - VYnpasnenue npoexkramu: YueOHOe nmocodue (KpaTKuil Kype
aexuuii) - CraBpomnosnib: CTaBpONOJbCKANM  TOCYJAPCTBEHHBIA  arpapHbIi
yHUBepcuTeT, 2014.

MeToauueckue pa3padoTku



1.Cunenko C. A., XonoakoB M. b. - Mertoanyeckue peKOMEHIALMHU TI0
BBITIOJIHCHUIO MPAKTHUECKUX PabOT Mo Kypcy Ympasienue mpoektamu - Capartos:
ByzoBckoe o6pazoBanue, 2013.

2.JlykmanoBa WU. I'., HexnuxoBa E. B., Kymnmmu [I. ¥O. - Vmnpasnenue
MPOCKTaMH B HMHBECTUIIMOHHO-CTPOUTEILHON cdepe: Monorpadus - Mockaa:
MoCKOBCKHI1 roCy1apCTBEHHBINA CTpouTENbHBIN yHUBEepcuteT, ObC ACB, 2012.

3.Coomarmy A. FO. - VYmpaBieHue npoekTamym B KOMIIAHMM. MeTomonorus,
TEXHOJIOTMM, TIpaKkThka: YdeOHuk - MockBa: MoOCKOBCKHl (UHAHCOBO-
IIPOMBILICHHBIA YHUBEpCUTET «CruHeprus», 2012.

HNuTepHer Kypcehl

1.YnpaBnenne 4en0BEYECKUMU PECYPCAMM -
https://openedu.ru/course/spbstu/HRM/

2.9xoHomeTpuKa - https://openedu.ru/course/hse/METRIX/

MeToanuyecKue peKOMeHIaluu 00y4aloIUMCs 110 OPraHu3alun
CaMOCTOAITEILHOI PadoThI 00y4aouIerocst

CamocrosiTenbHass paboTa OOYYaromIerocss - JAESTeIbHOCTh, KOTOPYH OH
BBITIOJTHACT 03 HEIMOCPEICTBEHHOTO yUaCTHsl IeIaroruaeckoro paboTHHKA, HO TIO
€ro 3aJlaHdio, TOJ €ro pPYKOBOJACTBOM u HabmomeHueM. OOydaromnmiics,
oOnajmaromMii  HaBbIKAMH CaMOCTOSTEIBHOM pPa0OThI, AaKTHBHEE U TIyOxke
yCcBaWBaeT y4YeOHBIM MaTepHaj, OKa3blBaeTCs JIydlle IOATOTOBICHHBIM K
TBOPYECKOMY TPYY, K CaMOOOPA30BaHHIO U TIPOIOJIKCHHUIO O0yUCHHUS.

3anuc WMEIOT TEPBOCTENIEHHOE 3HAYCHUE I CaMOCTOSTEIHLHOW pPabOThI
oOyyatouuxcsi. OHM NOMOrarT MOHSTH MOCTPOEHHWE HM3y4aeMoro Marepuana,
BBIJICJIUTh OCHOBHBIE TMOJIOKEHUS, MPOCICIUTh WX JIOTUKY M TEM CaMbIM
IPOHUKHYTh B TBOPUYECKYIO JaOOPATOPHUIO aBTOPA.

Benenue 3amuceit cnocoOCTBYET MPEBPAIICHUIO YTCHUSI B aKTUBHBIN MPOIIECC,
MOOWMJIM3YeT, HApSAAy CO 3pUTEIBHOW, U MOTOPHYIO MaMATh. Ciaeayer MOMHUTH: Y
oOydaromerocs, CHUCTEMaTHYECKH  BEOYyILIEro  3amuCH, CO3/JaeTcsi  CBOW
WHIUBUYAIbHBIA (OHJ TOJCOOHBIX MATEpUaJOB JJIsi OBICTPOTO TOBTOPEHUS
MPOYUTAHHOTO, JUII MOOWIHM3AIMY HAKOIUICHHBIX 3HaHWH. OCOOCHHO BaXKHBI U
MOJIC3HBI 3AIMCH TOT/Ia, KOTJa B HUX HAXOIST OTPAKEHUE MBICIIH, BO3HUKIINUE MPU
CaMOCTOSITENILHOU paboTe.



W3yyeHue NUCHUIUIMHBI CIEAYeT HAaUUHATh C MPOpa0OTKU HACTOsIIEH padoyueit
IporpamMMbl, 0CO0O€ BHUMAHWE, YIS IesIM W 3agadaM, CTPYKType u
COZIEPKAHUIO Kypca.

OOyuaromuMes peKOMEHIYeTcsl MOAy4YuTh B brubnuoreuno-uH(popmMaioHHOM
[EHTpEe YYEOHYIO JTUTEpaTypy Mo AUCIHUIIMHAM, HEOOX0AUMYIO 115 S(PPeKTUBHON
pa®oThl Ha BCEX BUIAX ayJIWTOPHBIX 3aHATUH, a TaKXKe HJIS CaMOCTOSITENbHOU
paboThI 10 U3YYEHHUIO TUCIUATIINHBI.

VYcnemHoe OCBOEHHE Kypca NpearoiaraeT akTUBHOE, TBOPYECKOE Y4acTue
oOyuJaromerocst myTeM IJIaHOMEPHOM, ITOBCETHEBHOM pabOTHI.

['oToBsick k mokiany win pedepaTUBHOMY COOOIICHHIO, CIEAyeT 00pamiarhbCs
32 METOJIMYECKOM IMOMOIIbI K MeJaroruyeckomMy paboTHHKY. COCTaBUTH IIaH-
KOHCIIEKT CBOEro BbICTymJieHUs. [Ipoaymars mpumepsl ¢ 1efiblo oOecredeHus
TECHOU CBSI3U U3Y4aEMOM TEOPHUH C PEAIBHOW JKU3HBIO.

CBOEBpEMEHHOE M KayeCTBEHHOE BBIIIOJIHEHUE CAMOCTOATEIbHONW padOThI
Oazupyerca Ha COOJIOJEHMM HACTOSIIMX PEKOMEHJAIMK U U3YYEHUU
pEeKOMEH/I0BaHHOW suTepaTypbl. OOydaroluics MOXKET JOMOJHUTh CHHCOK
UCIOJIb30BAHHON JUTEpaTyphI COBPEMEHHBIMU MCTOYHUKAMH, HE
NPEJICTABICHHBIMU B CIHCKE PEKOMEHJIOBAaHHOW JUTEPATyphbl, U B JajbHEHIIEM
UCIOJIb30BaTh COOCTBEHHBIE MOJTOTOBJICHHBIE yueOHBbIE MaTepHallbl IpU
HANMCAaHUH KYPCOBBIX U JUIJIOMHBIX PaboT.



Ilepeyenb yueOHO-MeTOAMYECKOT0 0OecleYeHHsl JJI CAMOCTOSTEIbLHOM
padoTbl oOyuyawmuxcsi no aucuumiinHe «KaapoBblii MeHeIKMeHT B
YUpe:KIeHUsIX CONUATbHOM 3alIlUTHI HACEJIeHUS»

TemaTuka pedeparos:

1.  Teoperuxo-¢punocodpckue U KOHUENTyaJbHbIE OCHOBBI YIPAaBICHHUS
YeJIOBEYECKUMH pecypcaMu

2. Poccuiickas cneuuduka ¢dopmupoBanus @uiocopun ympaBieHUs
YeJIOBEYECKUMH pecypcaMu

3.  Ilpuopurtersl IUIAHUPOBAHMS  aJaNTalldd, HCIOJB30BAHUA U
aTTecTallid  TepcoHana, OOydeHHs, TMEepernoAroTOBKM M TOBBIIICHUSA
KBIM(PUKAIUU TTEPCOHAIA

+. Oco0eHHOCTH TIAHUPOBAHUS PACXOJOB HA MEPCOHANI OpTraHU3AINH B
Poccun

5. Cranuu BHYTPUOPraHU3alMOHHBIX Kapbep U UX XapaKTEePUCTHKA.

6.  KpusucHble TOUYKH KapbEPHOTO PA3BUTHUS — BHYTPUOPTraHU3AIMOHHOTO
U Ipo(heCCUOHATBHOTO.

7. [IporpeccuBHass TeHIOEHUMS KapbepHOro pasButud. llapamerpsr
npo(ecCUOHAIbHOM 3pENOCTH.

8. PerpeccuBHass  TeHAEHUMSA ~ KapbepHOTO  pa3BUTHS:  PETpecc,

nepopMmanusi, MPEANOChUIKA perpecca, XapaKTepUCTHKa CHHIpOMa perpecca,
IIyCKOBBIE MEXAHU3MBI.

9.  Kpymenus xapbepbl: paKTopbl U NOCIEACTBHUSL.

10. OObBeKTHBHBIE M CYOBEKTHBHBIE YCIOBHS KapbepHOTO Pa3BUTHUS

11.  CymHocTh, nenu u 3a7a4u, NOAXO0AbI YIIPABIECHUs Kapbepoi

12.  Konuenuuu ymnpaBlieHHs KapbepOu.

13.  Ilpouecc ynpaBieHus KapbepOu.

14.  KapbepHO€ KOHCYJBTUPOBAHUE PA3HBIX KATETOPUI HACEIICHUS.

15. @axTophl, OKa3pIBAIOIINE BIUSHHE HAa BBIOOp mpodeccuu u
KapbEpHBIE CTPATErUH.

16. OOydenue: METOJbI BBISIBICHUS MOTPEOHOCTH B OOY4YEHUH, TUIAHBI U
UX pean3ainus, KOHTPoJb 3 HeKTUBHOCTH

17. CamooOpa3zoBaHHE€ - BBICUIMI YPOBEHb JUYHOW OTBETCTBEHHOCTH 32
3 (EKTUBHYIO pean3allliIo )KU3HEHHOM cTpaTeruu

18. @axTophl, OKa3plBalOIIME BIMUSHME Ha BbIOOp mpodeccun u
KapbepHBIE CTPATETUH.

19. Ilcuxonorudeckue (pakToOpbl HOCTPOECHUS KaApbEPhl

20. VYnopasieHue BpeMEHEM KaK OJUH U3 (aKTOPOB MOCTPOEHUS Kapbephbl

TemaTuka scce:

1. [InanupoBaHre ¥ NPOTHO3MPOBAHME TOTPEOHOCTH B TEpPCOHAIE
OpraHHU3aLNN
2. [IpencraBnenne O >KU3HEHHOM IYTH Kak peald3alluid TITyOUHHBIX

[EHHOCTEN YEIIOBEKA
3. [lcuxomoruueckre (GakTOpbl KApbePHOTO TPOJBMIKEHUS: MOTHBBI



MPUTSI3aHUS, 331aTKU, CIIOCOOHOCTH, TMYHOCTHBIE OCOOCHHOCTH.
4. [leproibl M KPUTHYECKUE TOUKH KapbEePhl.

5. Oco0eHHOCTH yNPaBIEHYECKON Kapbephl KEHIIUH.

6. Oco00eHHOCTH yNPABIEHYECKON Kapbephl MYKUHH.

7. Kapbepa B pa3HbIX cTpaHax.

8. Kapbepa B pa3nnuHbIX OpraHu3anusx.

9. BiusiHre TMYHOCTHBIX 0COOEHHOCTEN Ha BEIOOP Kaphepbl

Bonpoce! AJ1s1 caMOCTOATEILHOTO H3YYCHHS:

1. CoBpeMeHHbIE 0TEUEeCTBEHHBIC B3I HA (DrIIOCOPUIO yIpaBiIeHUS
YEJI0BEUECKUMU pecypcamMmu

2. OcHoBomoararoIme JIOKYMEHTBI pa3paboTKu bunocodun
OpraHu3alni.

3. 3apyOexxHble M OTEUECTBEHHbIE  KOHLENLIMH  YIpaBiICHUS
YeJI0BEUECKUMH pecypcamMu OpraHu3aluu

4. OCHOBHBIE 3JIEMEHTHI IJIAHUPOBAHHUE AEIIOBOM Kapbephl, CIIyKEOHO-
npo(ecCUOHaNBLHOTO TPOABUKEHHUS ITEPCOHAIA.

5. [enn, 3a1aun 1 BUIBI TEKYIIEH JE€IOBOM OLICHKU NIEPCOHAJIA.

6 [Ipouenypsl 1 METO/IBI OLIEHKHU AESTENBHOCTH MEPCOHAIA.

7. Ouenka >(PEeKTUBHOCTH TEKYILEH J1eI0BOM OIEHKHU NIEpCOHaA.

8 CymHocTh 1 BUIbI POMOPUESHTAIIMH U aJIallTalluy TIepCOHAIa.

9 Hanpasnenust Tpy0oBoy agantauuu

10.  OcHOBBI ympaBlIEHUS Kapbepol U CIyKeOHO-IPodhecCHOHATBHBIM
IPOJBHUKEHUEM IIEPCOHAIIA.

11. IloHsTHE M 3TaIBI 1ETOBOU Kapbephl.

12.  CrpykTypa, IpUHIMIBI U TOPSA0K (opMHUpOBaHHUE pe3epBa.

13.  Konuenuuu oOy4yeHUs] KBAIM(PUIIMPOBAHHBIX KaJpPOB.

14.  Bugpl, popmbl 1 METOABI 00YUYEHUS IEPCOHATIA.

Pedepar. Pedepar (ot mar. referrer — mokmaawiBaTh, COOOIIATH) —
KpaTKO€ TOYHOE H3JI0KEHUE CYIIHOCTH KAKOTo-JIHOO BONPOCA, TEMbI HA OCHOBE
OJTHOM WJIM HECKOJBbKUX KHHUT, MOHOrpaduii WM APYyrux MEepBOMCTOYHUKOB.
Pedepar nomxeH comepkaTh OCHOBHBIE (DAaKTUYECKHE CBEIICHHS U BBIBOJBI IO
paccMaTpuBaeMoOMYy BOIIPOCY.

Pedepar oTBewaer Ha BOIPOC — YTO COJAEPKUTCS B JAHHOW MyOJTUKAIIMU
(mybnukanusax). [IpoaykT camMmocTosTeNnbHOM paboThl CTYA€HTA, MPEACTABIAIOMINN
coOOM KpaTKo€ W3J0KEHHE B IUCbMEHHOM BHJE IOJYYEHHBIX pPE3YyJIbTaTOB
TEOPETUUECKOTO aHaIM3a OINPEACTICHHOW HaydyHOUW (yueOHO-HCCIe0BATEIbCKOM)
TEMBI, TJIe aBTOP PACKPBIBACT CYTh HUCCIEAYEMOM MPOOIEMbI, IPUBOAUT PA3TMUHBIC
TOYKH 3PEHUS, a TaKKe COOCTBEHHbIE B3IJISIbI HA HEE.

HMoknan, coodmenue. IIpoaykT camMocTosTeNbHONW pPabOTHl CTYJICHTA,
NPEACTABISIONIMI  cOO00M MyOJIMYHOE BBICTYIUIEHHE 10  MPEJCTaBICHUIO
MOJIYYEHHBIX PE3YyJbTAaTOB PEIICHUS] OMNPEAEICHHON y4yeOHO-NPAKTHUECKOM,
y4eOHO-UCCIIEI0BATEIILCKON MU HAYYHOU TEMBI



Ddcce. Occe B mepeBofe C (PaAHILy3CKOTO SI3bIKA O3HAYAET «OIBIT,
«TIOMBITKa», «1pobda». CpeacTBO, MO3BOJISIIONIEE OLICHUTh YMEHHE 00y4Yarolierocs
MMCbMEHHO M3J1arath CyTh MOCTABICHHON MPOOJIEMbI, CAMOCTOSTENLHO MTPOBOIUTD
aHalIM3 STOM NpoOJEeMBbl C MCHOJb30BAaHUEM KOHLEMIMA M aHAJIUTHYECKOTO
WHCTPYMEHTApUs  COOTBETCTBYIOIIEM  JTUCUMIUIMHBI,  JENaThb  BBIBOBI,
000011a1011I1Ee aBTOPCKYIO MO3UIIMIO TI0 MIOCTABICHHOM ITpodeMe.

Kpyrabiid cTos1, auckyccusi, nmojemMuka, aucnyr. OIEHOYHbBIE CPE/ICTBA,
MO3BOJISIONINE BKIIOYUTH OOYYalONUXCS B MPOIECC OOCYKIEHUS CIIOPHOTO
BOIPOCA, MPOOJIEMBI M OLICHUTh UX YMEHUE apTyMEHTHUPOBATh COOCTBEHHYIO TOUKY
3peHus.

TBopueckoe 3ananne. YaCTUYHO periaMeHTUPOBAHHOE 3a/IaHUE, UMEIOIIICE
HECTAaHJApPTHOE pEIICHHE U  MO3BOJSIONIEEe  JUArHOCTUPOBAThH  YMEHUS,
WHTETPUPOBATh 3HAHUS PANIMUHBIX OOJACTEH, apryMEHTHPOBATh COOCTBEHHYIO
TOYKY 3peHHs. MOXKET BBINOJHATHCS B WHIWBHIYAIBHOM TOPSJIKE WU TPYIIION
00yJaromMXxcs.

3aganus, curyanuu (keiichl). OIEHOYHBIE CPENCTBA, ITO3BOJISIONINE
OLICHMBaTh M JUArHOCTUPOBATh 3HaHUE (QakThuyeckoro martepuana (0a30BbIe
MOHATHS, ANTOPUTMBI, (DaKThI) U YMEHHE MPABUILHO MCIOJIb30BaTh CICIIUATBHBIC
TEPMUHBI W TIOHATHS, Y3HaBaHUE OOBEKTOB M3yUCHHS B paMKaxX OIPEACICHHOTO
pasnena JUCIHUIUIAHBI



Ipuioxenue x PII
IlepedyeHb y4eOHO-METOAUYECKOT0 00ecIeYeHU ISl CAMOCTOSTeILHOM
padoThI 00Yy4AKOIIMXCH M0 JUCHUIJINHE
KyabTypa Tpyaa pyKoBOAMTE/ISA CONMAIBLHOM CIIYKOBI

TemaTuka pedeparos:

[IpeameTHas 00aCTh KyJIbTYPBI TPY/1a PYKOBOJIUTEIIS.

Ienn, 3amaun U coaepkaHue KyJbTyphl TpyAa PYKOBOAUTEIS.

CrpykTypa 3HaHHUS O MEHEKMEHTE.

Teopernueckne NOAXObI K YIIPABICHUIO OPraHU3alUuEN.

Crpykrypa npodeccruoHalIbHbIX KAYECTB PYKOBOIUTEIIS.

YPpOBHHU yIIpaBICHUS U Ka4€CTBA PYKOBOJIUTEIIA.

Oco0eHHOCTH KayeCTB PYKOBOJIUTEINS U CIICIUAINCTA

Hayunas nedarenbHOCTh MEHEKEPA.

[lemarornueckas IeSITENbHOCTh MEHEIKEPA.

VYpaBiieHUECKOE KOHCYJIbTUPOBAHHUE.

[Tonsitue npodeccuonanbHoi ATUKU. CTpyKTypa npodeccuoHaTbHON 3TUKH
PYKOBOJUTEIIA.

Otuka npodeccun pyKOBOJAUTEIIS.

Kopnopatusnas sTuka.

OpranuszanuoHHas KyJbTypa B CUCTEME PYKOBOJICTBA U ITOJAYUHEHHS.

Crunu pyKOBOJCTBA M OpraHU3ALMOHHAS KYJIbTYypa.

MupoBo3z3penue 1 3pPeKTUBHOCTD AESATEIBHOCTH PYKOBOIUTEIIS.

[lepconan opranu3anuu Kak 0ObEKT yIpaBiICHUS.

[Icuxonorus TIMYHOCTH pabOTHUKA KaK OOBEKTa YIPABJICHUS.

[lcuxonoruss paboyeil rpynmsl (TPYIOBOrO KOJUIEKTHBA) Kak OOBEKTa

yIpaBJiCHHUS.
TpyI0BOM KOJIJIEKTUB U €r0 Pa3BUTHE.
ConnaiabHO-TICUXOJIOTTYECKUE (dheHOMEHBI HOBENECHUSA JIMYHOCTH

PYKOBOJIUTENS B KOJUIEKTUBE.
O PeKTUBHOCTD ACSITETLHOCTH PYKOBOAUTENS U TPYAOBOTO KOJUICKTHBA B
COLMAJIbHOM OPTaHMU3aLIHH.

Tpeoosanus K évinoinenuio pegpepama

Pedepat BrInonHsieTcs 0 0IHOM U3 MPEIOKEHHBIX TEM B COOTBETCTBUU CO
CTpYKTypoil yueOHOW aucummuiuHbl. CoxepkaHue pedepara TOJKHO BKIIOYATh
Pa3BEPHYTHIN MMCbMEHHBIN OTBET, COAEPKAIIUNA PACCYKACHUS HA NIPEIIIOKEHHYIO
Temy. B pedepare gomkHa OBITH packpblTa TeMa, CTPYKTypa JOJDKHA
COOTBETCTBOBATHh T€ME U OBITh OTPa)K€HA B OTJIABJICHMM, IIPU HANMUCAHUU PAOOTHI
UCITIOJIB30BAaTh M0 KpallHEW Mepe 5 TEOpEeTHUECKUX M YUEOHBIX M3JIaHUM, pa3Mep
paboter — 10-15 cTp. meyaTHOro TEKCTa, CHAOXEHHOTO CHOCKAMH U CITMCKOM
UCITOJIb30BAHHOM JINTEPATYpPHI.

Cmpykmypa pegpepama.

1) TUTYJIBHBIN JHCT;



2) minaH paboOThl C yKa3aHHWEM CTpaHMI] Ka)XJO0ro BOIPOCA, IMOABOIPOCA
(myHKTA);

3) BBeICHUE;

4) TeKCTOBOE M3JI0KEHHE MaTepuaia, pa30uToe Ha BOMPOCH U MOABOIPOCHI
(MyHKTBI, TOJMYHKTBI) € HEOOXOAMMBIMU CChUIKAMH HAa  HCTOYHMKH,
UCII0JIb30BAaHHBIE ABTOPOM;

5) 3aKJIOUEHHUE;

6) CIIMCOK MCITOJIb30BAaHHOM JINTEPATYPHI;

7) TpUIOXKEHHWs, KOTOPbIE COCTOST W3 TaONUIl, Auarpamm, TpauKoB,
PUCYHKOB, cXeM (Heobsi3aTenbHas 4acTh pedepara).

Kpumepuu oyenku pegpepama

OneHka «OTJMYHO» BBICTABISIETCS, €CIU pabdoTa CTYACHTa HaIKMCaHA
IPaMOTHBIM HAay4YHBIM $I3IKOM, UMEET YETKYIO CTPYKTYpPY U JIOTUKY H3JI0KEHUS,
TOYKAa 3pEHHUS CTyAEeHTa OOOCHOBaHHAa, B pabOTe MPUCYTCTBYIOT CCHUIKM Ha
UCIIONIb30BaHHBIE HCTOYHWUKH W JIHTEpaTypy, TpeOoBaHHS K OQOPMIICHHIO U
CTPYKType pedepara BbIIIOJTHEHBI.

OneHka «XOpoOWIO» BBICTABISIETCS, €cau paboTa CTyACHTa HamucaHa
IPaMOTHBIM HAayYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYpPY W JIOTHKY H3JI0KCHUS,
TOYKA 3pEHHs CTyJeHTa 000CHOBAaHHA, CTY/ICHT JEMOHCTPUPYET HaBBIKU PabOTHI C
y4eOHOM W Hay4yHOU JuTepaTypod , B paboTe MNPUCYTCTBYIOT OTACIbHBIC
HETOYHOCTU B 0()OPMIICHUHU TEKCTOBOM YacTu U Oubimorpaduyueckoro amnmnapara.

OrneHKka «yJI0BJIETBOPUTEIBHO» BBICTABIISICTCS, €CIIM CTYJEHT BBITIOIHUII
3aJlaHue, OJHAKO JOIMYCTHII OITUOKHU B JIOTUKE W3JI0KEHHUS MaTepraia, HETOYHOCTH
B 0()OpPMJICHUU TEKCTOBOM YacTH U OMOIHOrpaduIecKoro anmnapara,

OneHka «HeYJHOBJIE€TBOPUTENbHO» BBICTABIACTCS, €CIU CTYIACHT HE
BBITIOJIHUJT 3a/IaHKE, COJIEP)KaHHE HE COOTBETCTBYET TEME, IIPU I3TOM HET CCBHUIOK
Ha MHEHMUS YYEHBIX.

Buvinonnume mecm u o pe3yniomamax cooowume Ha CEMUHAPCKOM 3AHAMUL.

Tect «IIpoBepka npodeccHOHATBLHOTO COOTBETCTBHS.

HNHcTpyKIus M0 NPOBeAeHUI0 TECTHPOBAHUS

BuumarenpHO mpounTaiite Bonpockl Tecta. OTBeTHl orieHuTe B 6amax 0, 1,
2 (B ckOOKax) ¢ y4eTOM BCIIOMOTaTEIbHBIX BOIIPOCOB.

BcnomorarenbHble BONPOCHI:

1. Hackomnbko xopomro Bel ymeeTe aenarh T0, 0 4eM TOBOPUTCS B BOTIPOCE
Tecra?

a) Jlenaro, Kak paBujio, xopouio (2);

0) Jlenato cpenne (1);

B) Jlenaro moxo (coBceM He ymero) (0).

2. HpaBuTtcs 11 BaM 3TO J€NaTh?

a) HpaButcs (mpusTHO, HHTEPECHO, JIETKO) (2); M,

06) HeiirpansHo (Bce paBHO) (1);

B) He HpaBurcs (HenpusiTHO, HEUHTEpPECHO, TPyaHO) (0).



3. Xotenu ObI BbI, 4TOOBI ONMKMCAHHOE B BOMPOCE TECTa JCUCTBUE OBLIO
BKJIFOUEHO B Ballly Oyayuryro padoty?

a) Ha(2);
6) Bce pasno (1);
B) Het(0).

4. Xotenu ObI BBl COBEPIICHCTBOBATHCS B ATUX ACHCTBHIX?

a) [Ha(2);

6) Bce pasno (1);

B) Her (0).

CBou omeHku B Oamrax 3aHecute B Tabmuity. Homep kietku B Tabmnwmile
COOTBETCTBYET HOMEPY BoOIpoca. B KaXayro KJIETKy TaOJWIIBI MOCTAaBhTE OAILIBI,
COOTBETCTBYIOIIIME BaIlMM OTBETAM Ha BCE YETHIPE BCIIOMOTATEIBHBIE BOIPOCA.
Brl onieHuBaeTe cHavana Balie «ymMeHUe» (BCIOMOraTelbHbIM Bompoc 1), 3aTeM
«OTHOIIICHWE» (BCIOMOTATENbHBIA BOMPOC 2), TMOTOM <OKeJIaHue» (BCIOMO-
raTeIbHBIA BOMPOC 3) W, HAKOHEII, - «COBEPIICHCTBOBaHME» (BCIIOMOTATEIbHBIN
Bomnpoc 4). B 9Toif ke mocnenoBaTeNIbHOCTH MPOCTAaBbTE OILIEGHOYHBIE Oalibl B
KiIeTku Tabmuiel. [lo HOMepy MIKambl Bbl y3HAETE COOTBETCTBHE JIMYHOCTHBIX
Ka4eCTB OIpeeJICHHON POdeCcCH.

Ecnu BB HUKOT/Ia HE JIeJalid TOTO, O YeM YIIOMHUHAETCSI B BOIIPOCE TECTa, TO
BMECTO OalyloB TIOCTaBbT€ B KIETKA TPOYEPKH IO TMEPBBIM JABYM
BCIIOMOTATEIILHBIM BOIIPOCAM M MONPOOYHTE OTBETUTH Ha BOMpockl 3 u 4. Ecnu u3
MIEPEYNCIICHHBIX B BOMPOCE TECTa HECKOJIbKHX JEHCTBUI BbI YMEETE JeaTh KaKoe-
TO OJTHO, TO IMEHHO 9TO BBI U OIICHUBAETE B Oasliax.

Yuras Bompoc Tecta, 00s3aTeNbHO oOOpaliaiiTe BHUMaHUE Ha CIOBa:
«4acTo», <«JIETKO», «CHCTEeMATHYEeCKW» W T.M. Baml OTBET MOJDKEH YYUTHIBATH
CMBICJI 3TUX CIIOB.

PaOoraliTe BHUMATEJIHLHO, HE CIIEIIUTE!

Ilkana
1 2 3 4 1 5
0
1 2 3 4 5
6 7 8 9 0
1 2 3 4 5
6 7 8 9 0
1 2 3 4 5




1 2 3 4 5

6 7 8 9 0

Bomnpocsl Tecra

1. Jlenath BBIMHMCKH, BBIPE3KH U3 PA3TUYHBIX TEKCTOB M TPYMIHUPOBATH UX
0 OIPE/ICIECHHOMY MPU3HAKY.

2. BwmomnHsaTh 1abopaTopHble paboThl 10 (U3MKE (COCTABIATh U COOUPATH
CXEMbl, YCTPaHATh B HUX HEHCHPABHOCTU, pa30MpPAThCS B MPUHLUIE JEHCTBUA
npuoopa u T.11.).

3. JlnurensHoe Bpems (0ojiee OJHOIO rojia) CaMOCTOATENbHO, TEPIETUBO
BBITIOJIHATH BCE pabOThI, 00ECIeUnBAIOIIUE POCT U Pa3BUTHE PACTEHUM (MOJIUBATD,
yI0OpATh, IePEeCcaKUBaTh).

4. CoumHSTH, CTUXHM, paccKasbl, 3aMETKH, TMHCATh COYWHEHUS,
MPU3HABaEMbIe MHOTIMHU MHTEPECHBIMU, JOCTONHBIM BHUMAHUSL.

5. CnepxuBaTh ce0sl, HE «BBUIMBATH» HA OKPYXAIOUINX CBOE pa3/ipakeHue,
THEB, 00H1Y, IIJI0X0€ HACTPOEHHUE.

6. BbimensaTe U3 TEKCTa OCHOBHBIC MBICIM U COCTaBIATh HA MX OCHOBE
KPAaTKHM KOHCIEKT, TJ1aH, HOBBIM TEKCT.

7. PazOupaTbcs B (PU3MYECKUX TMpOIECCaX M 3aKOHOMEPHOCTSAX, pElaTh
3a7a4M o (PU3HKeE.

8. Bectu perynspHoe HaONIOAEHUE 32 PACTEHUSAMH M 3alMCHIBATH JTAHHbBIE
HAOJIIOICHUS B CHIEI[UAIbHBINA THEBHUK.

9. MacTeputh KpacuBble MOJIETKM CBOMMHU pyKaMu: U3 JepeBa, MaTtepuasa,
MeTaslia, 3aCyIIEHHbIX PACTeHUH, HUTOK.

10. TepnenuBo, 6e3 pa3apakeHUs] OOBICHATh KOMY-THOO, YTO OH XOYET
3HATh, IAXKE €CIIU MPUXOIUTCS OBTOPSTH 3TO HECKOJIBKO pas.

11. B mucbMeHHBIX paboTax MO PYCCKOMY S3BIKY, JIUTEPAType JIETKO
HAXOJIUTH OLINOKH.

12. 3y4aTh XUMHYECKHUE TPOIECCHI, PEIIaTh 3aa4H 110 XHUMHUH.

13. Pa30Oupatbcst B OCOOCHHOCTSIX Pa3BUTHS U BO BHEIIHUX OTIUYUTEIBHBIX
MpPU3HAKaX Pa3INIHBIX BUOB PACTCHHM.

14. CoznaBath NpoOU3BEICHUS )KUBOIUCH, TPAPUKHU, CKYIBITYPHI.

15. MHoro 1 yacto o0IIaThCsl ¢ pa3HbIMHU JIFOJIbMH, HE yCTaBas OT 3TOTO.

16. Ha ypokax MHOCTpaHHOTO sI3bIKa OTBEYaTh HA BOMPOCHI U 33]1aBaTh UX,
NepeCcKa3bIBaTh TEKCThI U COCTABJIATH PACCKA3bI MO 3aJaHHOU TeMe.

17. OtnaxuBarh Kakue-TMOO MeXaHM3MbI (BEJIOCHUIEN, MOTOIUKIN),
PEMOHTHPOBATD AIIEKTPOTEXHUUECKHE PUOOPHI (ITBLIECOC, YTIOT, CBETUIILHHUK).
18. CBoe cB0OOAHOE BpeMsl MPEUMYLIECTBEHHO TPAaTUTh Ha YXOJ H

HaOJI0/IEHUE 32 KAKUM-JTH00 KUBOTHBIM.
19. CounHATh My3bIKY, IECHU, UMEIOIINE YCIEX Y CBEPCTHUKOB U B3POCIIBIX.
20. BuumarenbHO, TEpHeauBO, HE IEpeOMBasi, BEICIYIIUBATH JIIOJICH.
21. Ilpu BbBIMOJHEHUH 3aJaHUN MO WHOCTPAHHOMY SI3BIKY 0€3 0COOBIX
TpyAHOCTEH paboTaTh C TEKCTaMH.



22. HanaxuBaTh M 4YUHUTH D3JEKTPOHHYIO anmnaparypy (IpHUEMHHK,
MaraHuTo(oH, TeJIEBU30D).

23. PerynapHo, 0€3 HalOMHMHAHUS B3POCIbIX, BBINOJIHATH HEOOXOIUMBIE
JUIL yXOJa 3a >KMBOTHBIMM pPaOOThl: KOPMMTb, YUCTUTH (KUBOTHBIX, KIIETKH),
JICYUTh, 00y4aTh.

24.  IlyOGmuuHO, A7 MHOTMX 3pHUTENIEH pasbIIphlBaTh POJIM, MOAPAXaTb
KOMY-1100, U300pakaTh KOro-JIn0o0, AEKIaMUPOBAaTh CTUXH, ITPO3Y.

25. VYBuekatb J€JI0M, UTPOM, pacCKa3oM JETel MIIaIIEro BO3pacTa.

26. BpbmonHATH 3aJaHUS MO MaTeMaTHKe, XUMHH, B KOTOPBIX Tpebyercs
COCTaBUTh JIOTMYECKYIO IIENOYKY JEHCTBUM, MCIOJB3Ys MPU ITOM pa3JIUYHBI €
(bopMyIIbl, 3aKOHBI, TEOPEMBI.

27. PeMOHTUPOBATh 3aMKH, KpaHbl, MEOEIIb, UTPYIIKH.

28. Pazbupathcs B mopoaax W BUAAX JIOMAJICH, MTUI, PHIO, HACEKOMBIX H
IIp.; 3HaTh UX XapaKTEPHbIC BHEIIHUE TPU3HAKU U TIOBAJIKU.

29. Bcerma 4erko BHIETh, YTO CHEJNAHO IIMCATENIEM, APaMaTyprom,
XYAOKHUKOM, PEKUCCEPOM, aKTEPOM TAJIAHTIUBO, & UTO HET, U YMETh 00OCHOBATH
3TO YCTHO WJIM TUCBMEHHO.

30. Opranu30BbIBATH JIIO/IEH HA KaKhe-I100 /1e1a, MEPOIIPUATHSL.

31. BolnonHATE 3a4aHUA IO MaTeMAaTHKE, TPEOYIOLIME XOPOILEro 3HAHUS
(opMyJ1 ¥ 3aKOHOB M YMEHUS UX IPABUIIBHO MPUMEHSTh NPU PELLIECHUM.

32. BemonHATh AeCcTBH, TpeOyrolue Xopoleil KOOpANHAIIMK JIBHKEHUH
U JIOBKOCTU pPyK: paboTaTh Ha CTAaHKE, Ha JJIEKTPUUYECKOW IBEHHOW MAaITUHKE,
IPOU3BOJANTH MOHTAX U COOPKY MU3JEIUI U3 MEIKUX JETAJICH.

33. Cpa3y 3amMeuarb MeJbyalllliie HM3MEHEHUSI B TOBEJICHHM WA BO
BHEILIHEM BH/JI€ ’KUBOTHOT'O WJIM PACTEHUSI.

34. Urpatb Ha My3bIKaJIbHBIX HHCTPYMEHTAX, MyOJIHMYHO UCHOJIHATH MECHHU,
TaHLIEBAJILHBIE HOMEPA.

35. BpmonHate pa®oTy, TpeOYIOLIyI0 O0O0s3aTENbHBIX KOHTAKTOB C
MHO>KECTBOM Pa3JINYHBIX JTHOJEH.

36. BpINONHATH KOJUYECTBEHHBIE pACUEThl, IOJACYETHl JAHHBIX (110
(dopMysaM u 6€3 HUX), BBIBOAUTh Ha OCHOBE 3TOT0 pa3jIMYHbIE 3aKOHOMEPHOCTH,
CIIEICTBHUS.

37. W3 TUnOBBIX neTanel, NpeJHa3HAYeHHbIX AJI1 COOPKH ONpPEEIIEHHbIX
MOJEJIEN, U3JIeTNI, KOHCTPYUPOBAaTh HOBBIE, IPUIYMAHHBIE CAMOCTOSATEIBHO.

38. 3aHUMaTbCAd  YrayOJeHHBIM HU3y4Ye€HHEM OHOJOTHH, aHaTOMHH,
OOTaHUKH, 300JI0TUH - YUTATh HAYYHYIO JINTEPATYypy, CIyLIaTh JIEKLIUU, HAYYHbIE
JOKJIa/bl.

39. Co3znmaBarh 3CKHM3bl U U3TOTABIMBATH B OPUTHHAJIE HOBBIE, NHTEPECHBIE
MOJENM  OAECXKAbl, NPUYECOK,  YKpAIIEHUH, HHTEPbEpA  ITOMEIICHUH,
KOHCTPYKTOPCKHE HOBUHKHU.

40. BausaTe Ha nroaei: yoexxaaTh, MpeloTBpaIaTh KOHQIUKTHI, YIa)KUBATh
CCOpBI, pa3peaTh CIOPHI.

41. PabotaTh ¢ ycIOBHO-3HAKOBON MH(pOpMaIME: COCTAaBIATh U PUCOBATH
KapThl, CXEMBI, YEPTEKH.



42. BpIMONHATH 3a/aHusl, B KOTOPBIX TPeOyeTCs MBICIIEHHO MPEACTaBUTH
pacroyoKeHUe MPeAMETOB WU (PUryp B MPOCTpPaHCTBE (YEepUeHHE, TEOMETpHS,
cTepeoMeTpus).

43. JlnutenpHOE BpeMs 3aHUMAThCS HCCIIENOBATEIIbCKUMH paboTamMu B
OMOJIOTHYECKUX KPYXKKaxX, Ha OMOCTAHITMIX, B 300KPY)KKaX U MTUTOMHHKAX.

44. beicTpee W dame JIpYyrux 3aMedarb B OOBIYHOM HEOOBIYHOE,
yIUBHUTEIHHOE, TIPEKPACHOE.

45. ComepexuBarh JIOIIM (JaKe HE OYEHb ONM3KUM), MOHUMATh HUX
po0JIeMbl, OKa3bIBaTh MOCUJIBHYIO TOMOIIIb.
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46. AxkypaTHO U 0€30IIHMO0YHO BBIMONHATH «OyMakHYIO» paboTy: MHUCATh,
BBIMHICHIBATH, IPOBEPATD, IOJICUUTHIBATh, BBIYUCIIATS.

47. BpiOupaTh Hambojee palUOHAIBHBIN (IMPOCTOM, KOPOTKHil) crmocod
pENICHUs 3a/1a4l: TEXHUYECKOH, IOTUYECKON, MaTeMaTHIECKOH.

48. Ilpm yxome 3a pacTCHHSIMH WJIH XHUBOTHBIMH C YJIOBOJIbCTBHEM
3aHUMATHCSA PYYHBIM (PU3UYECKUM TPYAOM, JIETKO TIEPEHOCHTHh HEOIArompusTHBIC
TIOTOJIHBIE YCJIOBUS, CIICIIM(PUUECKHIA 3a1max >KUBOTHBIX.

49. HacToi4mBO, TEPIIETUBO TOOUBATHCS COBEPILICHCTBA B CO3/1aBA€MOM WIIH
WCIIOJTHSIEMOM MPOU3BEICHUH (B JIFOOOU cdhepe TBOpUECTBA).

50. T'oBopuTh, COOOMIATE YTO-TNOO0, U3JIaraTh CBOM MBICIIU BCITYX.

OO0padoTka pe3yabTaTOB

WNrak, Kaxaplii OTBET MMEET 4eThIpe MNOo3uuMH. Ecnu mepsas nmo3uuus
onmeHeHa B (0 OamwioB, TO TMOCHEIYIOIMIME OLEHKA Ha 3TO YTBEPXKACHHE
anHynupyrorcsa. llepas mnosunms - camas BaxkHas. Jlamee cpaBHMBAKOTCA
COOTHOWIEHMS MO No3uuusM 1, 2, 3, 4 no kakaoi mKajge U HaXOAUTCS UX CyMMaA.
Bbl cooTBETCTBYETE TOMY THUILY NMPOQECCHH, sl KOTOPOro ModydeHa Hauboblas
cymMa 0asuioB.

Hazno umerts B BUy, YTO MakCUMaJlbHasi CyMMa JI0JKHA ObITh HE MeHee S0.
Ecmm cymma wmenpmie 50, TO BBl IO CBOMM JAaHHBIM HE HMEETE YETKOIO
COOTBETCTBUS TOW WJIM UHOM Npodeccuu.

Kaxknas mkana xapakTepu3yeT COOTBETCTBUE JINYHOCTHU TUITY PO eccuu:

I - «uenoBek - 3HaKOBas cCUCTEMa» (MaTeMaTUK, OIIEPaTOp, MAIIMHUCTKA U
ap.);

I - «4enoBek - TEXHUKA» (MHXKEHEP, BOAUTEND U Ip.);

III - «yenoBek - mpupoja» (OKMoJOr, arpOHOM U T.1.);

IV - «uenoBek - yenoBek» (MEHEMKEP, Bpay, yUUTEIb, FOPUCT).

Iloozomoeums nucomennvie pabomvi N0 MeMaM.

1. CocTaBuUTb MIAH-NIPOEKT Oeceabl PyKOBOAUTENS COLUATBHOMN
OpraHM3alMK C COMCKATENIEM Ha JIOJKHOCTD CIEUAINCTA 10 COLMATILHON padoTe.

2. CocTaBUTH IJIaH-TIPOEKT OECEIbl PYKOBOIUTEINS COLMAIBHOM
OpraHu3alMK C COTPYIHUKOM ATOW OpraHu3aliy, MOMaBIIUM B KATETOPHUIO MO/
COKpallleHHE 1ITaTa.



TemaTuka scce:

1. CoBeplIeHCTBOBaHHE METOJIOB IIPOBEJIEHUS Oecel M YCTaHOBJICHUS
B3aMMHOTO J0BEpUH.

2. llpyuHmMmsl H TpaBWIa JUYHOIO IUIAHUPOBAHUSA  JEATEIBHOCTH
PYKOBOAMTEIIS COLMAIBHON OPraHU3aLUu.

3. Pabora c¢ BBILIECTOAIIMM pPYKOBOJACTBOM: YOE€XAaTh BBIIIECTOSILEE
PYKOBOJCTBO, TPUHMMAaTh pPEKOMEHJALMU; COJIECUCTBOBATH  BBIIIECTOSIIEMY
PYKOBOJICTBY B PEILICHUHU OOIIMX U CTIEHUATBHBIX MPOOIIEM.

4. VIckycCTBO CITyIIATh - HAYYUTHCS MOXKET KaXIbIM.

Tpebosanus k scce:

Crpykrypa:

1 AKTYaabHOCTH POOJIEMBL.

2 Tesuc.

3. OOBsICHEHHE CYTH IAaHHOTO TE3HCA.
4 JInuHOE MHEHHE.

5. BriBos.

TpeboBanus K OPOPMIICHUIO:

1. @®.1.0., nucuMIuinHa, TeMa.

2. Pa3mep - He Oosiee 1ByXx cTpanull popmara A4.
3. [pudt — 14, uaTEpBaI TOJTYTOPHBIH.

+. BripaBHMBaHUE TEKCTA - 110 LIUPHUHE.
Kpumepuu oyenueanus:
l. OueHka «OTJIMYHO» BBICTABJISETCA B CIydae: COOTBETCTBHUS

COJIEp’KaHusl ACCe BBHIOPAHHOM TeMe; Halu4usl CyObEKTHMBHOIO MHEHHS CTYACHTa
10 3asBJICHHOM TeMe, apryMEeHTAallud CBOEH TOYKHU 3pEHHUs C ONOpOoi Ha (axThl
OOILIECTBEHHOMN >KM3HU U JINYHBIM COLMATIBHBIA OMBIT; BBHIIIOJIHEHHS TPEOOBAaHUH K
o opMIICHUTO.

2. OuneHka «XOpOIIO» CTaBUTCA CTYIEHTY B CIydae COOTBETCTBHS
COJIep’KaHusl ICCEe BBHIOPAHHOW TeMe; HANW4Ms CyObEKTHMBHOIO MHEHHS CTYACHTa
10 3asBJICHHOW TeMe, apryMEHTAllMd CBOEH TOYKHU 3PEHHUS C OMOpO Ha (PaKThI
OOIIIECTBEHHOMN KU3HU U JIMYHBINA COITMANIBHBIN OMBIT; JOMYIICHUS HETOYHOCTEH B
odopmIieHnH PabOTHI.

3. OneHKka «yIOBIETBOPUTEIBHO» CTABUTCS CTYINEHTY B cCllydae He
IIOJIHOTO COOTBETCTBHSI COJIEP>KAaHUS 3CCE BBHIOPAHHOW TeMe; Haluuus ciaboi
apryMeHTalluyd CBOEW TOYKH 3pEHUs ¢ ONOpOoi Ha (aKkThl OOLIECTBEHHOM KU3HU U
JIMYHBIN COLMAJIBHBIN ONBIT; JOMYLIEHUS HETOYHOCTEN B OhOPMIIEHUH pabOTHI.

4. OneHka «yIOBIETBOPUTEIBHO» CTAaBUTCS CTYACHTY B Cly4ae
IIOJIHOTO HECOOTBETCTBUSL COJEPKAHUS ICCE BEHIOPAHHOW TEME.

BOHpOCbI AJI1 CaMOCTOATCIIBHOI'O U3YUCHUA:

1. [lepconan opranu3anuu Kak 0ObEKT yIpaBICHUSI.
2. Ilcuxonorust TMYHOCTH paOOTHUKA KaK OObEKTa yIpaBICHUSI.
3. [Icuxonorust paboueid rpymnmsl (TPyAOBOrO KOJJIEKTHBA) KaK O0OBEKTa

yIpaBJICHHUS.



4. TpynoBoM KOJUIEKTHB U €T0 Pa3BUTHE.

5. ConuanbHO-TICUX0JIOTHYEeCKUE (EHOMEHbl TOBEACHUS JIMYHOCTH
PYKOBOJMTEIISA B KOJIJICKTHBE.

6. OPGDEeKTUBHOCTh  ACATEILHOCTH  PYKOBOJUTENS U TPYAOBOTO
KOJUIEKTHBA B COI[MAIbHOW OpraHu3aluu.

7. [Iegarornueckas U Hay4dHasi JeSITEIbHOCTh MEHEKEPA.

8. Ctunm pyKkOBOJICTBA M OpPTraHU3aLMOHHAS KYJIBTYpa.

9. Opranu3aimoHHasi KyJIbTypa B CUCTEME PYKOBOJICTBA U MOAYUHCHHSI.

Memoouueckue ykazanusi K 8bINOJIHEHUIO 3A0AHUA.

N3yyenue ciaemayer HayaTh C O3HAKOMIIEHUS C IPOTpaMMOil U TpeOOBaHUSIMHU
K pe3yipTaraM H3y4YE€HHs Kypca. IIpy BBITIOTHEHUM 3aJaHUSl  CIEAYET
VCII0JIB30BaTh OCHOBHYIO U JIONOJHUTEIBHYIO JIUTEPATYPY. BBIICINUTh B KaKI0M
BOIIPOCE IIABHOE, COCTABUTh KPATKUH KOHCIIEKT.

Kpumepuu oyenueanus

YCTHBIN OTBET CTYyJEHTa MO BOMpPOCaM ISl CaAMOCTOSITEIbHOTO W3Y4YCHUS
OLICHUBAETCS «3aYTECHO», «HE 3aUTCHO.

OuLeHka «3a4TE€HO» CTaBUTCS B Clly4ae, €CIU CTYIAEHT JIEMOHCTPUPYET
IyOOKHE MPOYHBIE 3HAHUS 110 BOMPOCY, AT Pa3BEPHYTHINA, apryMEHTUPOBAHHBIM
OTBET Ha BOIPOC, U JOMOJHUTEIbHBIE BOIPOCH IEMOHCTPUPYET YMEHUE BBIACIATD
TJIaBHOE U HAaBBIKKM CAMOCTOSTEIIBHONU Pa0OThI C TUTEPATyPOH.

OleHKa «HE 3a4T€HO» CTAaBUTCA B Cilydae, €CIU CTYJIEHT JEMOHCTPUPYET
XOpolIee 3HAHWE MaTepuania, YMEHHUE BBLICIATh TIJIABHOE W  HABBIKU
CaMOCTOSTEIIbHOW PaboOThl C JIUTEpATypo, HO HE OTBEYACT HA YTOUYHSIOIIUE U
JIOTIOJIHUTEIIBHBIEC BOITPOCHI.



Ipuioxenue x PII
IlepeyeHb y4eOHO-METOAUYECKOT0 00ecTeYeHU ISl CAMOCTOSITeILHOM
padoThI 00Yy4AKOIIMXCH M0 JUCHUIJINHE
Oprann3anMoHHO-aIMUHUCTPATHUBHAA Pad0Ta B CHCTEMe COIUATBHBIX CJIYKO

Temartuka pedeparos:

1. Cucrema conmanbHOM 3alIUThI HaceneHus B PO

2. OcoOEHHOCTH MEHEI)KMEHTa B OPTaHU3aLUAX, YUPEKICHUSIX U CIyxkO0ax

COIMAIbHON PabOTHI.

3. llenu coumanbHON OpraHU3allMy U UX XapaKTEPUCTUKU. BiusHue BHEUIHEH
cpenpl. CUbHBIE U Cl1a0ble CTOPOHBI OPTaHU3AIIHH.
[IporpammHo-11€7I€BOE YIIPABICHUE COITUATBHOM PabOTOM.
OpraHu3anusi:  JEJNETMPOBaHUE, OTBETCTBEHHOCTb,  ITOJIHOMOYMS B
OpraHu3alMIX COUUATBHOU paObOTHI.
6. DTamnbl OpraHU3alMOHHOTO MPOEKTUPOBAHUS B COL[MATIBLHON padoTe.
7. OpraHu3alMoOHHAs KyJbTypa U 3TUYECKHUE IEHHOCTHU B COLIMAIIBHON padoTe.
8
9.

ok

MoTuBanus TpyJa0BOM 1€ATEILHOCTH TPyAa COUUATBHBIX PAOOTHUKOB.
Cucrema OLEHKH U OIUIaThl TPYJa COLMAIbHBIX pAOOTHUKOB.

10.KoHTpob, €ro BUbL, MPOLIECC U 3TAllbl KOHTPOJISI B COLUANIbHOM padoTe.

11.ATTectanus coaibHbIX paOOTHUKOB.

12.B3auMocBsi3b M B3aMMOOOYCIIOBJIEHHOCTh  NMPO(PECCHOHANBHBIX U
00pa3oBaTeNbHBIX CTAHJAPTOB B COLMATILHOM paboTe.

13.Ananus MapKETUHIOBOM Cpelbl KOHKPETHOMI OpraHu3alyH,
OCYIIECTBIISIOLIEH COLUAIbHYIO PaboTy.

14.OcHoBHBIE YCIOBHS pabOTHI CO CTIOHCOPAMH.

15.0cHOBHBIE MOTHBBI CIIOHCOPOB JUIA OPTaHU3alMM, OCYLIECTBIIIOIINX
COIIMAJIbHYIO paloTYy.

16.000cHOBaHME HEOOXOJUMOCTH HCIOIb30BaHUS MAPKETUHIOBBIX TEX-
HOJIOTHH B COLIMAIBHOM padoTe.

Tpebosanus k gvinonHenuio pepepama

Pedepart BrimonHsieTCs M0 OTHOM U3 MPEITIOKEHHBIX TEM B COOTBETCTBUU CO
CTpyKTypoil yueOHoU mucrmiumabl. Coaepkanue pedepaTa TODKHO BKIHOYATH
Pa3BEPHYTHIM NTMCHbMEHHBIN OTBET, COAEPKAIIMMN PACCYKIACHUS HA MPEIIOKEHHYIO
TeMy. B pedepate pomkHa OBITh packpeiTa TeMa, CTPYKTypa JIOJDKHA
COOTBETCTBOBATh TEME U OBITh OTPAKEHA B OTJIaBJICHUM, MPU HAMMMCAHUU PaOOTHI
UCIIOJIb30BaTh M0 KpalHeW Mepe 5 TeopeTHYeCKUX U YYEOHBIX M3JIaHUM, pa3mep
pabotsl — 10-15 cTp. meyaTHOTO TEKCTa, CHA0KEHHOTO CHOCKAaMH W CIUCKOM
VCIIOJIb30BAaHHOM JIMTEPATYPHI.

CtpykTypa pedepara:

1) TUTYJIBHBIN JHCT;



2) minaH paboOThl C yKa3aHHWEM CTpaHMI] Ka)XJO0ro BOIPOCA, IMOABOIPOCA
(myHKTA);

3) BBe/ICHUE;

4) TeKCTOBOE U3JI0KEHHE MaTepuasa, pa30uToe Ha BOMPOCH! U MOABONPOCHI
(TyHKTBI, TOMIMYHKTBI) € HEOOXOAMMBIMU  CCHUIKAMH HAa  HCTOYHHKH,
UCITOJIb30BAHHBIE ABTOPOM;

5) 3aKJIIOUYCHHE;

6) CIHICOK UCIIOJIb30BAHHOM JINTEPATYPHI;

7) TpPUIOXKEHHs, KOTOPbI€ COCTOST W3 TaOJull, auarpamm, rpadHKoB,
PUCYHKOB, CXeM (HeoOsi3aTeNibHas yacTh pedepara).

Kpumepuu oyenxu pegpepama:

OrneHKka «OTJMYHO» BBICTABISCTCHA, €CIUM paboTa CTyACHTA HaIHMCaHa
IPaMOTHBIM HAayYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYpPY U JIOTUKY H3JI0KCHUS,
TOYKA 3pEHHUS] CTyJeHTa OOOCHOBaHHAa, B pPabOTe MPUCYTCTBYIOT CCBUIKH Ha
WCIIOJIb30BAaHHBIE HMCTOYHUKH W JIUTEpATypy, TpeOoBaHUS K OQOPMIICHUIO U
CTPYKType pedepara BBITIOTHEHBI.

OrneHka «XOpOLIO» BBHICTABISETCSA, €CIU paboTa CTyJAEHTa HamucaHa
IPaMOTHBIM HAayYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYpPY U JIOTUKY H3JIO0KCHUS,
TOYKA 3PCHHS CTyJICHTa 00OCHOBaHHA, CTYJACHT JEMOHCTPUPYET HABBIKHA paOOTHI C
y4eOHOH W HAyYHOH JIUTEpaTypo, B paboTe NPHUCYTCTBYIOT OT/CIbHBIC
HETOYHOCTH B 0()OPMJICHUHU TEKCTOBOM YacTH U OubIMorpaduueckoro amnmapara.

OreHKa «y/0BJIETBOPUTEIBHO» BBICTABISICTCS, €CIU CTYJACHT BBITOTHUIT
3aJlaHnue, OJHAKO JOITYCTHII OITMOKHY B JIOTHKE W3JI0KCHHUS MaTepHaia, HETOYHOCTH
B 0(hOpMJIEHUM TEKCTOBOM 4acTu U OuOrorpaduueckoro arnrapara,

OreHKa «HEYJA0BJIETBOPUTENbHO» BBICTABIIACTCS, ©CIU CTYIACHT HE
BBITIOJIHUJI 33/IaHKE, COJIEP)KAHHE HE COOTBETCTBYET TEME, IIPU ITOM HET CCBHUIOK
HA MHEHUS YYEHBIX.

Temarunka scce:
1. ITpoGseMbl KOHTPOJIS ACATEIBHOCTH COLUATIbHBIX PAOOTHUKOB.

2. MOTHUBBI U aHTUMOTHUBBI JICATEIIBHOCTH COLIMAILHOTO PaOOTHHKA.

3. OcoOGeHHOCTH OpTaHU3aIuU COIIMAIIBHON paOOThI B CETbCKOM MECTHOCTH.

4. PouneBoli penepTyap pyKOBOAUTEINS COIUATBHOM CITY>KOBI.

5. CyObekTuBHasT W OOBEKTHBHAS COCTAaBJISIONIME KauecTBa OKa3aHUs
COLIMAIbHBIX YCIYT.

6. HopmaTuBbl AesTENbHOCTH COIMAIBHBIX PaOOTHUKOB: MpoOsieMa BBICOKOMN

Harpys3KHu.

Memoouueckue ykazanusi no HANUCAHUIO Icce.

[TonsiThe «accen

Occe - To (hopMa HAYIHO-HCCIEAOBATEIBCKON pabOTHl HANpaBJICHHAS Ha
aAKTUBH3AIUI0 y4€OHO-TIO3HABATEILHON JEATEIHLHOCTH, CTYJICHTOB, TOBBIIICHUE
WHTEpeca K MPeMETy, Pa3BUTHE TBOPUECKOTO HAYaIa M KPUTHIECKOTO MBITIICHUS
CTyJIeHTa. DTO COYMHEHHUE-PACCYKJIEHUE OTHOCHUTEIHLHO HEOONIBIIOr0 00beMa CO



CBOOOAHOM  KOMIO3ULIMEH, BbIpaXarollee HWHIWBUAYAJIbHbIC BIIEUYATIICHUS,
COOOpaXeHHMsI 10 KOHKPETHOMY BOIIpocy, IpoOjieMe U 3aBEJOMO HeE
NpEeTeHAYIOlIee Ha MOJHOTY W HCUYEPHBIBAIOUIYI0 TPakTOBKY mpenmera. OHO
MPEANnoaraeT BbIpa)keHUe aBTOPOM CBOEH TOUKU 3PEHHUS.

Tpebosanus k acce:

Crpykrypa:

1 AKTYanbHOCTh IPOOJIEMBI.

2 Te3suc.

3. OObscHEHUE CYyTH JaHHOTO Te3uca.

4 JInuHO€ MHEHuE.

5. BriBoa.

TpebGoBanus k opopmICHHIO:

1. ®.1.0., qucummirHa, TeMa.

2. Pa3mep - He Gosiee nByx cTpanull popmara A4.
3. [Mpudt — 14, uaTepBal MOITYTOPHBIN.

4. BripaBHUBaHME TEKCTA - 110 MIMPUHE.
Kpumepuu oyenusanusi:

1. OueHka «OTJIMYHO» BBICTABISIETCS B CiydYae: COOTBETCTBUS

coJiepKaHUsl dcce BHIOPAHHOW TeMe; Halu4usl CyObEKTMBHOIO MHEHHS CTYJEHTa
[0 3asBJIEHHON TeMe, apryMEeHTalMud CBOEW TOUKH 3pEHHs C OMopoil Ha (haKThI
0OIIIECTBEHHOMN >KM3HU U JIMYHBIM COIMATIBHBINA OMBIT; BBHITIOJHEHUS TPEOOBAHUHN K
0(hOPMIICHUIO.

2. OneHka «XOpoLIO» CTaBUTCA CTYIEHTY B CIydae COOTBETCTBHS
COJIEp’KaHUsl ACCE€ BBHIOPAHHOW TeMe; Halu4Msl CyObEKTHUBHOI'O MHEHHS CTYACHTa
[0 3asBJICHHOM TeMe, apryMEHTAllUd CBOEH TOYKHU 3PEHHUs C ONOpOH Ha (PaxThl
OOLIECTBEHHOM U3HU U JIMYHBIN COLIMAJIbHBIN OMBIT;, JOMYIIEHNUS HETOYHOCTEN B
odopmiieHUHU PabOTHI.

3. OneHka «yIOBIIETBOPUTENIBHO» CTAaBUTCSA CTYAEHTY B ClIydyae He
MOJIHOTO COOTBETCTBHUSI COJEP)KAHUSA 3CCE BBHIOPAHHOW TeMe; HANW4Ms Ciaboi
apryMEHTAIlMd CBOEH TOYKH 3pEHUS C OMOPOH Ha (PaKThl OOIIECTBEHHON JKU3HU U
JIMYHBINA COMMAIBHBIN OTBIT; JOIMYIICHUS HETOYHOCTEH B 0pOopMIICHIH pabOTHI.

4. OuneHka «yIOBIETBOPHUTEIIBHO» CTAaBUTCS CTYAEHTY B Ciy4ae
IIOJIHOTO HECOOTBETCTBUSL COJIEPKAHUS ICCE BBIOPAHHOU TEMe.

Bonpocut 0na camocmoamenvno2o uzyueHus:
1. YnopaBneH4uecKkoe U COIMAIbHOE KOHCYJIBTUPOBAHUE.
2. Crparernueckuii MEHEPKMEHT B COITMAILHOM pabdoTe.
Memoouueckue ykazanus K 8bINOTHEHUIO 3A0AHU.

I/I3yquHe CJICAYCT HA4YAaThb C O3HAKOMJICHUS C nporpaMMoﬁ )41 Tpe6OBaHI/ISIMI/I K
pe3yiibTaTaM U3YUCHUA KypcCa. HpI/I BBIIIOJIHCHUH 3a/IaHUA CIICAYCT UCIIOJIb30BATh
OCHOBHYIO U JOIIOJIHUTCIBbHYIO JIMTCPATYPY. BBII[eJ'II/ITB B K&KIOM BOIIPOCC
TJIaBHOEC, COCTaBUTD KpaTKI/Iﬁ KOHCIICKT.



Kpumepuu oyenusanus

YCTHBIIE OTBET CTyACHTa II0 BOIIpoCaM I CaMOCTOATCIBHOIO HW3YYCHUSA
OLOCHUBACTCA «3a4YTCHO», «HEC 3a4TCHO).

OreHKa «3a4TE€HO» CTAaBUTCA B CIIy4ae, €CIU CTYACHT JIEMOHCTPHUPYET TiIyOOKHe
MIPOYHBIE 3HAHUS IO BOIPOCY, AAET PA3BEPHYTHIN, APTYMEHTUPOBAHHBIN OTBET Ha
BOIIPOC, U JOTOJHUTEIIbHBIE BOIPOCHI JIEMOHCTPUPYET YMEHHUE BBIACISAThH [JIABHOE
Y HaBBIKH CAaMOCTOSITEJIbHON PabOThI C TUTEPATYPOH.

OneHka «He 3a4TEHO» CTABUTCS B CIy4ae, €CIU CTYJIEHT IEMOHCTPUPYET XOpOIlIee
3HaHUE Marepuajia, YMEHHE BBIICNATH TJIABHOE M HAaBBIKM CaMOCTOSITEIbHOU
paboThl C JIUTEpaTypoil, HO HE OTBEYAET HA YTOUHSIOUIME M JIONOJHUTEIbHBIC
BOIIPOCHI.



[Ipunoxenne k paboyei mporpamme JUCHUTUTUHBI
OcCHOBBI (PMHAHCOBOTO, OYXTaJITEPCKOTO U CTATUCTHYECKOTO yueTa B OpraHU3aluu
COLIMAJIEHOTO OOCITY>KUBAaHUS

IlepeyeHb y4eOHO-MeTOANMYECKOT0 00ecTIeYeHUsI AJIsl CAMOCTOATEIbHONH PadoThl

00yYauuxcsi Mo JUCHUIINHE

«OCHOBBI (PUHAHCOBOT0, OYXTaJITEPCKOTO U CTATUCTHUECKOTO yueTa B OpraHu3aluu

COIMAIBHOTO OOCITYKUBaHUSI»

BOI’lpOCbl ons CAMOKOHRmMPOJiAl N0 CaAMOCMOAMENIbHO USYUEHHbIM memam

PR E DD =

9.
10.

Broxer u O0roxkeTHas cucrema PO

Kopwr 610xeTHOM Kitaccuukanmm

Jloxo/iHbIe U pacXo/IHbIe CTaThU OIOKETa

OcoOenHocTH yuéTa B OFOIKETHBIX OPTaHU3AIMSIX

CtpykTypa mjaaHa cyeToB OIOJKETHOTO yuéTa

CrpykTypa cuéra B OI0JKETHOM yuéTe

Oco0EeHHOCTh pacpeieNICHHs CUETOB B OI0JDKETHOM yuéTe

Poub paznenenus cuéra O10XKETHOTO IJIaHA CUETOB HA ISATh YPOBHEH
Knaccudukanus onepanuii cekTopa rocyapCTBEHHOTO YIIPaBIIEHUS
B3aumocBsi3p Mex 1y KiaccuuKaluein CeKTopa roCyIapcTBEHHOTO YIIPABICHUS U

O10/KETHOM KiaccuduKaIiei J0X010B U PacXo0B

11.
12.

VYuér BnoxeHuil B He()UHAHCOBBIC AKTHBBI
XapakTepucTuka U OCOOEHHOCTH ydeTa OCHOBHBIX CpPEICTB, HEMaTepHaJIbHbBIX

aKTHUBOB, HerOI/I3Be,Z[éHHBIX AdKTHUBOB B 6IO,Z[)K€THOM Y4ceTe

13.
14.

Oco0eHHOCTH MPUHSATHS K YUETY OCHOBHBIX CPEJCTB B OIO/IKETHOM yuéTe
Oco0OeHHOCTH HAUYUCICHHUS aMOPTH3allMd Ha OOBEKTHl OCHOBHBIX CPEICTB B

OI0/KETHOM y4eTe

15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

1.

OcHoBHbBIE 3371241 yu€Ta MaTePUATBHBIX 3aI1acOB B OFOPKETHBIX YUPEKICHHUSIX.
OcHoBHbIE 3371aui yu&Ta ICHEKHBIX JTOKYMEHTOB U OJIaHKOB CTPOrOi OTYETHOCTH
HedunaHncoBbie akTHUBHI B TyTH
DUHaHCOBBIE BIOKEHUS
Pacuérel ¢ nebuTopamu 1o g0xoaam
Pacuérsl ¢ kpequTOopamMu Mo JOJATOBBIM 00513aTENbCTBAM
Pacuérsl ¢ npounmu aedutopamu
CpenctBa Ha cyeTax 0rOKETOB
Opranbl, UCTIOTHSIONINE KACCOBOE O0CITYKHBAHHE OI0/[)KETOB
CaHKIMOHUPOBAaHKE PACXOJIOB B OPTaHax, UCIOJIHAIOIIUX KACCOBOE 00CITyKHBaHHE
CMBICIT IOHSTHSI «CAaHKITUOHUPOBAHHUE PACXOI0B)»
Oco0eHHoCTH pa3AeneHus] CAHKIIMOHUPOBAHUS PaCXO0B Ha ATAIlb
OcoOeHHocTH yué€Ta TOTOBOPOB TPaKIAaHCKO-TIPABOBOTO XapaKTepa
EnuHblii conMalibHBIN HAJIOT, CTaBKa U MOPSAIOK HAYUCIICHUS
Oco6eHHOCTh PacUYETOB € OCTABIIMKAMHU B OI0/DKETHOM y4ETe
HopMmaTtuBHO-1paBoBO€ peryinpoBaHue AesITebHOCTH, TPUHOCSIIEH TOXO0
Oco0eHHOCTh TPOU3BOJICTBA MPOJYKIIMU, OKa3aHHE YCIyT B OIOKETHOM y4ETe
B uéM 0co0eHHOCTH OYXTaITEPCKON OTYETHOCTH B OIOJKETHBIX OpPTraHU3aIUsIX

Temamuxka pegpepamos

OcHOBHBIE HOBOBBeIEHUS, coqepxanuecs B UucTpykiuu Ne 1740

2. llenu mocneaHUX U3MEHEHHUH B OIO/KETHOM yuéTe

3. Oraunuusa Oyxranrepckoro yuyéta B OIOJDKETHBIX M KOMMEPUECKHX
OpTraHU3aIUIX
4. Oprasspl, OCYILECTBISIOUINE KACCOBOE 00CITYy)KMBaHHE UCIIOJHEHUS

OromKeTa



5. Oprasbl, OpraHU3yIOIINE UCIIOIHEHUS OO KeTa
6. YcTpoicTBO OFOHKETHOW CHCTEMBI

7. ConepxxaHue HE(UHAHCOBBIX AKTUBOB U UX YUET.
8. HMuBenTapu3zanus HepUHAHCOBBIX aKTHBOB

9. Vuér neHeXHBIX CPEICTB

10.  Y4ér kaccoBbIX onepanuit

11. PacuéTtsl Mo aBancaM BLIJaHHBIM

12. PacuéTsl ¢ 1ONOTYETHBIMY JIULIAMU

13.  Pacuérsl no HegocTauam

14. HBeHTapu3anus J€HEKHBIX CPEICTB

15. OmnpeneneHue u cocTaB 0053aTeNbCTB OFOKETHOTO YUPEKIACHUS
16. VYwuer pacdeToB 10 oIUI1aTe TPyAa

17. Pacué€rhl ¢ MOCTAaBIIMKAMH U TTOAPSIAYMKAMHI
18. Pacuérsl mo miaTexxam B OFOKET

19. Pacuersl ¢ IpoUYrMU KpEeAUTOPAMHU

20. OmnpezneneHue 10X0J0B U PaCX010B

21. 3akpmITHE CYETOB

Tema YdeT 0OCHOBHBIX CpEACTB, HEMATCPpHUAJIBbHBIX 1 HCIIPOU3BEACHHBIX aKTUBOB

3apauya 1. VYupexleHue peaqn30Bali0 HEHCIOIb3yeMOe O000pynoBaHHe, OallaHCcoBas
croumocth kotoporo 20000 py6. Haxomnennas cymma amoptuzanuu 7000 py6. Beipyuka ot
peanuzanuu coctaBuia 24000 py6. CoctaBUTh OyXraaTepcKue IPOBOIKH.

3agaua 2. Ot nopoTuéTHOrO NUIA noctynuio 4 cryna Ha cymmy 900 py6. Ctynes B TOT
K€ JIeHb BBEJH B 3KCIuTyaTanuio. CocTaBUTh OyXraiaTepckue MpOBOAKH.

3agaya 3. OT moAOTYETHOTO JIHIIA TIOCTYIHIIA HACTOMbHAS Jamra, ctoumMoctbio 1200 pyo.
Jlammy BBENH B 3KCIUTyaTalMIoO B TOT k€ JeHb. COCTaBUThH OyXranTepcKkue IpOBOAKH.

MeTtoauyeckue peKoOMeHAAIMH 110 BHINOJIHEHUIO PA3JINYHBIX (hopM
CaMOCTOSITEJIbHBIX 3AHATHI

CamocrosTenbHas paboTa CTYyIEHTOB BKIIIOYACT B ceOs BBINOJHEHHUE PA3IUYHOTO Poja
3aJjaHul, KOTOpble OPHEHTHPOBAHBI Ha OoJjiee TIIyOOKOE YCBOEGHHWE MarepHaja H3ydaemMon
JUCHUITIIUHBI. I1o KaX(HOﬁ TEMEC y‘ICGHOﬁ AUCHUIUIMHBL CTYACHTAM HNPpCJIaractcsa IMNCpCUCHb
3aJIaHUM JIJIS1 CAMOCTOSATEIILHON PabOTHI.

K BreImomHEHUIO 3aI[aHI/II>'I JJISL CaMOCTOSTEIHLHOU paGOTBI MNPpCABABIAIOTCA CICAYHOUIUC
TpeOOBaHUS:  3a/JaHUs  JIOJDKHBI  BBINOJNHSITBCS ~ CAaMOCTOSITEILHO,  COOTBETCTBOBATH
YCTAHOBJICHHBIM TPeOOBaHMSIM K O()OPMIICHUIO U MPEJCTABIATHCS HA IMPOBEPKY MPETMOAABATEIIO
B YCTAHOBJICHHBIN CPOK.

CrynenTam cienyer:

- PYKOBOJICTBOBATHCS TPaUKOM CaMOCTOSITEIHHOW pPadOTHI, OMPEAeNICHHBIM YYEOHBIM
IIJIaHOM U PHI[, BBITIOJIHATE BCC IIJIAHOBBIC 3aldHUA, COIJIACOBAHHBIC C MPCHOAABATCICM JIA
CaMOCTOSITENIbHOTO BBIITOJIHEHNUS;

- €CJIn TpCGy@TCH KOHCYJIbTallM IMpenoaaBareiid, TO €€ MOKHO IOJYYUTH pPa3HbIMU
crnocobaMu: JUYHO - BO BpeMsl KOHCYJIbTAlMi, AMCTAaHIMOHHO — C TOMOIIBIO AJIEKTPOHHON
M10YTHI;

- IepeJl HalmMcaHueM paboThI COrjacoBaTh C MpenojaBaTesieM TeMY, CTPYKTYpY, CIHCOK
JIATCPATYPhl U UHTCPHCT-UCTOYHUKOB, 4 TAKKC OGCYI[I/ITB KIJIFOYCBBIC BOIIPOCHI, KOTOPBIC CIICAYCT
BBIMIOJIHUTH OTPA3UTh;

- BBINIOJTHEHHbIE paboTa MPEACTaBISIETCS HAa MPOBEPKY MPENONaBaTeNio B OYMaKHOM H
JJICKTPOHHOM BHJE, crnaercs jabopanTy kadenpel Ha peructpanmio (aya. Ne 406). O
pe3ynbTaTax MPOBEPKH MOKHO Y3HATH y MpEmnoaBareis u JabopaHTa;



- (opMoOli TPOMEKYTOUHOW AaTTECTAI[MHM SIBIISETCS OSK3aMEH, NpPH TOJTOTOBKE K HEMY
PEKOMEHAYETCS BHHUMATEIbHO M3YyYUTh CIHUCOK KOHTPOJHMPYIOIIMX BOIMPOCOB, (UKCHPYS
HESICHBIC MOMEHTHI JIJISl X 0OCYKJIEHUS Ha IJIAHOBBIX KOHCYIBTAIUAX C MIPETOAaBaTelieM;

- OHON u3 ¢GopM MOATOTOBKM K CJaye HK3aMeHa SBISETCS BBIIOJHEHUE TECTOB U
BBITIOJTHEHUE TPAKTHUYECKUX 3aJlaHUi 10 COCTaBICHUIO KOHKPETHBIX (OPM OTUETHOCTH
KOMMEPYECKOI0 MPEANPHUATHS, UCXOS U3 UMEIOIINXCS IaHHbIX.

Odhopmnenue oomawnezo meopueckozo 3a0anus

JlomarrHee TBOPYECKOE 33aJaHUE JIOJDKHO OBITh BBITIOJHEHO Ha JIMCTAaX YCTAHOBJICHHOTO
dopmata A4, CKpEIUICHHBIX MATKUM IMeperieToM. Ha TUTYJIbHOM JHCTE Ie4YaTaroTcs BCE
HEO0OXOIUMBbIE JAaHHBIE O BBINOJHSIEMON paboTe ¢ yKkazaHueMm (aMUIMM, UMEHU M OTYeCTBa
CTyJEHTa, HOMEpa TPYIIbI, HOMEpa JIMYHOTO JieJla, HOMepa BapHaHTa KOHTPOJIHHOW pabOThI,
HazBaHus gucnurummabel 1 GUO npenogaBarens. O0BEM pabOTHI TOKEH COCTAaBUTH B MpeJenax
15 nMCTOB KOMITBIOTEPHOTO TEKCTa, MPU COOJIOAEHUHM TOJeH JUIsi BO3MOXKHBIX 3aMEYaHUN U
pEeKOMEHAALN MTpernogaBaTes.

[Tpu opopmnennn paboTel HEOOXOAUMO COOTIOIATh YCTAHOBJIEHHBIE TPEOOBAHUS:

* ¢popmar aucta — A4;

* TEKCTOBHIN pegakTop — MS Word mo60oii Bepcuu;

* TI0JISI HA CTPaHUIIE: CJIeBa U CBEpXy — 2,5 cM., cHu3y — 2,0 cM., cripaBa — 1,5 cm.

* mpudt — Times New Roman, 14 nt.;

* a0zar: maTEpBaT — 1.5, KpacHas ctpoka — 1.25 cM., BEIpaBHUBaHUE — 10 IIUPUHE;

* [IeYaTh OCYILIECTBIIAECTCS Ha OJJHON CTOPOHE JIUCTA;

* BCE CTPAHHULIbI, KPOME TUTYJIBHOTO JIUCTA, TOJKHBI OBITH TPOHYMEPOBAHBI;

* BCE CXEMbl, AWAarpamMmbl, TpadUK HMEHYIOTCS PUCYHKAMH U HMEIOT CKBO3HYIO
HyMEpaIuIio;

* BRIPABHUBAHUE MOJAPUCYHOUHBIX MOJANUCENH — M0 LIEHTPY;

* HOMep TaOJIMLIbI, €e Ha3BaHUE yKa3bIBaeTcs cieBa HaJl Tabauiei;

* (opmynbsl M Jpyrue MareMaTHYECKHE BBIPAKEHUS CO3/IAI0TCSI C HCIOIh30BAaHUEM
BcTpoeHHoro B MS Word penakropa gopmyn Equation. [Ins cruneBoro odopminerus: popmyn
MOKHO UCIOJB30BaTh BCTPOCHHBIC CTAaHIApTHBIE HACTPOWKHU pemakropa Qopmyrn, 3a
UCKJIIOYEHHEM pa3Mepa OCHOBHOI'O TEKCTa;

Crpanutsl paboThl JODKHBI OBITH TPOHYMEPOBAHBI, HyMepaIis MPOU3BOAUTCS CHU3Y IO
HeHTpy. B koHIe paboThl HEOOXOAMMO MPUBECTU CIIUCOK MCIOJIB30BAHHOM JINTEPATYPHhI, TAKKE
ClIeyeT yKa3aTh JaTy BBIMIOJHEHUS M IOCTaBUTH IMOJANUCH. BBIMOTHEHHYIO pabdOTy CTYACHT
MPEJICTaBIISIET B YHUBEPCUTET B YCTAHOBJICHHBIN Y4eOHBIM MJIAHOM CPOK.

Copnepxanue, BBEICHHE, 3aKIIOYEHHUE, CIHUCOK JHUTEPATYpbl SBISIOTCS 3arojOBKaMU
CTPYKTYPHBIX 3JIeMEHTOB paboThl. MX cienyer pacmosiaraTe B cepeUHE CTPOKH 0€3 TOYKU B
KOHIIE ¥ TeyaTaTh 3arjaBHBIMH OyKBaMu, HE MOAYEpKUBas U He Hymepys. [laparpadsr Toxe
ABIISIOTCS 3ar0oJIOBKaMU CTPYKTYPHBIX 3JIEMEHTOB pabOThl, HO OHHM JOJIKHBI UMETh LIU(PPOBOE
o003HaueHHE.

[Ipu  BblmonmHeHMM  pabOT  JOMyCKaeTcss  HMCIOJb30BaTh  MaTepHalibl  JIeKIUH,
PEKOMEHIYEMYIO JINTEPATypPy U3 MPOTPaMMBbl TUCIUIUIUHBIL.



Ipuioxenue x PII
IlepedyeHb y4eOHO-METOAUYECKOT0 00ecTeYeHU 1JISl CAMOCTOSTeILHOM
padoThI 00Yy4AKOIIMXCH M0 JUCHUIJINHE
IIpodeccuonanbHas nepopmanms M yCTAI0CTh PYKOBOAUTENEH U
CIEHMATHCTOB COUAIBHBIX CIYKO

Temartuka pedeparos:

1. KauectBenHoe  mpeoOpa3oBaHWe  JUYHOCTH B IpodeCcCHOHAIbHOU
NEeATEIbHOCTH.

2. Tlonstue cmykeOHOM NEATeNTHHOCTH KakK IMPOIECC PAllMOHAIBHOW aKTUBHOCTU
YEJI0BEKa.

3. Ilcuxonoruueckue  MOPUHLMIBI B NPOPECCHOHANBHON  J1€ATEIbHOCTH
COIMAIBHOTO PaOOTHHUKA.

4. DIOpOKpaTUYHBIN CHEUUAIMCT WM COLUWAJIBHBIA THII YEJOBEKA «YEJIOBEK-
cxemay.

5. ApanranMs CHEUHMATUCTAa K YCJIOBUSM KOHKPETHOH MpodeccuoHanbHOU

NEeSATEIbHOCTH.

HpaBcTBEHHO JIMYHbBIE Ka4yeCTBa CIIEHUAIUCTA B COLIMAIBHON padoTe.

[TpuBbIUKa TOBEACHUS U CTHJIb BIACTHBIX OTHOLLIEHUH MTPU pabOTe C KIMEHTOM.

8. IlpuBbluka NOBEACHUS M CTWJIb BIIACTHBIX OTHOIIEHHH B MEXIMYHOCTHBIX
B3aMMOOTHOIICHUSIX C KOJIIETaMHU.

9. DMouunoHaNbHas HEYCTOMUMBOCTD U JIEHb B MPO(PECCUOHATBHON AESITEIbHOCTH.

10.0co0eHHOCTH TIOBEJCHUSI CIEHHAINCTa B OKCTPEMAJbHBIX CHTYallUSIX
npo(hecCUOHATBHOM e TENbHOCTH.

11.9ronentpusm B npodheccrnoHalIbHOM 1eATENbHOCTH CIIEUAIUCTA.

12.[luHM3M HPaBCTBEHHOT'O MUpa CIIEUATIUCTA.

13.Crepeoturibl B npohecCUOHAIBHOU ESITEILHOCTH COIUATBLHOTO PA0OOTHUKA.

14.Kakue ¢akTopbl CIy:)KeOHOM EATEIHHOCTH, OKAa3bIBAIOIINE ACCTPYKTHBHOE
BJIMSIHUE HA JTMYHOCTH COIIMAILHOTO pa0OTHUKA BHI 3HAETE?

15.MeTo/1bI 3aIIUTHI OT CITY>KEOHBIX HHTPHUT.

16.MeTobI 3aIUTHI OT CITY)KEOHBIX CITYXOB.

17.«lJonTanB3anmMocBsa3b ¢ MoOOWHTOM. CO31aTh W TOMYUHUTH CeOE MYKCKYIO
KOMaH[y.

18.7KeHCcKure U MyKCKHE UHTPUTU B IPOPECCUOHAIBHOMN JAESATEIBHOCTH.

19.Komananas pabota u ee MOOOUHT.

20.PykoBOIUTENb U «3aJaHUSI-XaPAKUPU.

21.MoOG6uHT 10 Menoyam.

22.Knaccudukarus MoOOUHTa.

23.IIpodeccronanbHOE pa3BUTHE U CAMOCOBEPIICHCTBOBAHUE.

24 TlpodeccronanpHast HEBpaCTCHHUSI.

25.Undexnnonnslii HeHoMeH CUHIPOMa IMOLMOHATEHOTO CTOPAHUSI.

26.«Bpiropanue»- (QyHKUMOHAIBHBIM CTEPEOTUN WM AUCHYHKUIHOHAIbHAS
ciy>xeOHas JesITeIbHOCTb.

27 Ilcuxonoruueckre 0CHOBBI (POPMUPOBAHUSA MTPO(HECCHOHATBHOTO OIBITA.

28.YBepeHHbIN 1 HEYBEPEHHBIN CIEIMATUCT COLMAIbHOM cephl.

_—



29.ATpecCuBHBIN CIEIUANKCT COIUATBLHON CepBhl.

30.{luH1YHBIN 1 TACCUBHO-O0OPOHUTENBHBIN CIIEHUATUCT COLIMATIBHOM ChEpHI.
31.Kenckuit 6s1ed B mpodecCHOHAIBHOM JIeSITEIIbHOCTH.

32.Myxckoit 6sed B mpodhecCHOHAIBHOM J1eSITEILHOCTH.

33.Yto BbI 3HaeTE O MCUXOJIOTHYECKON TOTOBHOCTH CIIEUATIUCTA K Osedy.
34.Ponp NCUXOJIOTMYECKOT0 KIIMMAaTa B MPOPECCUOHAIBHON JAESATENbHOCTH.
35.PoneBast urpa B KOMIETEHTHOCTH CHEIUAIIACTA.

36.Ponb 1e510BOI UTPBI B CAMOOIIPEAEIICHUN.

37.AyTOTpEHUHT KaK METO]T (HOPMHUPOBAHHUS CTPECCOYCTONIMBOCTH.

Tpebosanus k evinonHeHUuo peghepama

Pedepat BoInoTHAETCS IO OJTHON U3 MPEJIOKEHHBIX TEM B COOTBETCTBUU CO
CTPYKTypoi ydeOHOM muciuriunbl. CoaepskaHue pedepara JOJDKHO BKIHOYATH
Pa3BEPHYTHIN MUCbMEHHBIA OTBET, COACPKALLUMN PACCYKIACHUS HA MIPEIIIOKEHHYIO
TeMy. B pedepate npomkHa OBITh packpeiTa TeMa, CTPYKTypa JIOJDKHA
COOTBETCTBOBATh TEME U OBITh OTPAKEHA B OTJIABJICHUH, MPU HAMMMCAHUHU PaOOTHI
UCITIOJIB30BAaTh M0 KpalHeW Mepe 5 TeopeTHUecKHX W YYEOHBIX W3JIaHUM, pa3Mmep
paboter — 10-15 cTp. meyaTHOro TEKCTa, CHAO0XKEHHOIO0 CHOCKAMH M CIIMCKOM
VICIIOJIb30BaHHOM JINTEPATYPHL.

Crpykrypa pedepara:

1) TUTYNIBHBIN JHCT;

2) mia"n paboThl C yKa3aHWEM CTPaHUIl KaXKJIOTO BOIPOCa, MOJBOIPOCA
(myHKTa);

3) BBE/ICHUE;

4) TeKCTOBOE M3JIOKEHHE MaTepuasa, pa30uToe Ha BOMPOCH U MOABOMPOCHI
(MyHKTBI, TOMAMYHKTHI) C HEOOXOJAWUMBIMHU CCHUIKAMM Ha  MCTOYHHKH,
WCIIOJIb30BaHHBIE aBTOPOM;

5) 3aKJIOUEHHUE;

6) CIHICOK UCIOJIb30BAHHOM JINTEPATYPHI;

7) TPUTIOXKEHHUS, KOTOPBIE COCTOSAT W3 Tabnuil, auarpamm, rpaduKos,
PHCYHKOB, cXeM (HeoOs3aTeNbHas 9acTh pedepara).

Kpumepuu oyenxu pepepama:

OneHka «OTJMYHO» BBICTABISIETCS, €CIU pabdoTa CTYACHTa HaIKMCaHa
rPaMOTHBIM HAyUYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYPY U JIOTUKY H3JIOKEHUS,
TOYKAa 3pEHHUSl CTyJAeHTa OOOCHOBaHHAa, B padOTe NPUCYTCTBYIOT CCBHUIKH Ha

UCIIOJIb30BAaHHBIE HMCTOYHUKH M JIUTEpATypy, TpeOoBaHUS K OQOPMIIECHUIO U
CTPYKType pedepara BbIIIOJHEHBI.



OneHka «XOpolIO» BBICTABISIETCS, €cau padoTa CTyAEHTa HamucaHa
IPaMOTHBIM HAay4YHBIM $I3IKOM, UMEET YETKYIO CTPYKTYpPY U JIOTUKY H3JI0KEHUS,
TOYKA 3pEHUsI CTyJIeHTa 0OOCHOBaHHA, CTYIEHT JAEMOHCTPUPYET HABBIKK PaOOTHI C
y4eOHOM W Hay4yHOW JuTepaTypod , B paboTe MPUCYTCTBYIOT OTACIbHBIC
HETOYHOCTH B 0()OPMIJICHUH TEKCTOBOM YacTH M OubOIHorpaduyeckoro anmapara.

OueHka «yI0BJIETBOPUTEIBHO» BBICTABIISIETCS, €CJIM CTYJEHT BBHIMNOJIHUII
3aJlaHue, OJHAKO JOIMYCTHIJI OIIMOKHU B JIOTHKE W3JIOKEHUSI MaTepuaia, HETOYHOCTH
B 0(pOPMIJICHUN TEKCTOBOM YacTu U OubIMorpaduyeckoro ammapara,

OneHka «Hey/AOBJIETBOPUTEJIbHO» BBICTABISCTCS, €CIU CTYIACHT He
BBITIOJIHUII 3a/1aHUE, COJIEpP)KaHUE HE COOTBETCTBYET T€ME, NMPU 3TOM HET CChUIOK
Ha MHEHHUS YYECHBIX.

Tematuka scce:
1. Bausiaue nuYHOCTHBIX (DAKTOpOB Ha MTPO(EecCHOHATBHYIO aeopMaInio

CHEIUAINCTOB U PYKOBOJUTEIEH COIIMO3AIIUTHBIX YIPEIKICHUH.

2. MoOTUBBI U aHTUMOTHBBI JIEATETLHOCTH COIUATLHOTO PaOOTHUKA.
VYcnoBus Tpyaa u npodeccruoHallbHOE BHITOPaHHE.
4. BnusitHue B3aMMOOTHOIIEHUN «PYKOBOJUTEIb-IIOJJYMHEHHBI» HA Pa3BUTHE

CUHApPOMA «TIPO(HeCCHOHATHLHOTO BBITOPAHUSI.

5. D¢ (deKTUBHOCT, METOJOB MPOPUIAKTUKH TPO(PECCHOHATBHOTO BBITOPAHUS

B COLIMAJIBHOM paboTe.

Memoouueckue ykazanus no HANUCAHUIO Icce.

ITonsaTHE «3cce»

Occe - To dopMa HAy4YHO-HCCIIEIOBATEIbCKON pPabOThl HalpaBlieHHas Ha
aKTUBHM3aLMIO y4€OHO-IIO3HABATEIBHON JESATENbHOCTH, CTYJEHTOB, TMOBBILICHUE
MHTEpeca K MPEAMETY, pa3BUTUE TBOPUECKOr0 Hayalla U KPUTHUYECKOTO MBIILICHUS
CTYAEHTAa. JTO COYMHEHHE-PACCYKJIEHUE OTHOCUTEIBHO HEOOJBIIOro o0beMa CO
CBOOOJTHOM  KOMITO3MIIMEH, BBIpaXKalollee HWHIUBUIyAIbHbIC BIEYATICHUS,
COOOpaXXeHMsI 10 KOHKPETHOMY BOIIpOCy, IMpoOieMe U 3aBeIOMO He
MpEeTeHAyIoNee Ha TMOJHOTY W MCUEPIBIBAIOUIYI0 TPaKTOBKY mpeamera. OHO
MPEANOoaraeT BbIpakKeHe aBTOPOM CBOEH TOUKU 3pEHUS.

Tpebosanus k acce:

e

Crpykrypa:

1 AKTyaJIbHOCTB MPOOIIEMBI.

2 Te3suc.

3. OOBsiICHEHUE CYyTH TAHHOTO TE3HcCa.

4 JInuHO€ MHEHHE.

5. BriBos.

TpebGoBanus k opopmiIeHHIO:

1. ®.1.0., nucimMIuinHa, TeMa.

2. Pa3mep - He Oosee 1ByXx cTpanull popmara A4.
3. [Ipudt — 14, uHTEpBaAT MOJTYTOPHBIMH.
4. BrlpaBHUBaHME TEKCTA - 110 HMIUPUHE.

Kpumepuu oyenusanus:



1. OueHKa «OTJIMYHO» BBICTABJISETCS B  CIydae: COOTBETCTBHUS
COJICp’KaHMSI ACCe BBHIOPAaHHOW TeMe; HAJIMYWsi CYOBEKTMBHOIO MHEHHUS CTYJEHTa
M0 3asBJICHHON TeMe, apryMEHTallMd CBOEW TOYKM 3PEHHS C OMOpoil Ha (haKThl
0OIIIECTBEHHON U3HU M JIMUYHBINA COIMATIBHBIN OIMBIT; BHIMOJHEHHUS TPeOOBaHUHN K
0hOpMIICHUIO.

2. OueHka «XOpoOIIO» CTAaBUTCS CTYIAEHTY B ClIyda€ COOTBETCTBUS
COJICp’)KaHUSI ACCe BBHIOPAaHHOW TeMe; HAJIM4YWs CYOBEKTMBHOIO MHEHHUS CTYJEHTa
10 3asBJICHHON TeMe, apryMEeHTAallud CBOEH TOYKHU 3PEHHUS C ONMOpO Ha (axThl
0OIIIeCTBEHHOM JKU3HU Y JIMYHBIA COIMAIIBHBIN OMBIT, JOMYIIEHUS HETOYHOCTEH B
odopmieHUH PabOTHI.

3. OueHka «yIOBIETBOPUTEIBHO» CTABUTCS CTYACHTY B CiIyyae He
MOJIHOTO COOTBETCTBUSI COJIEPKAHUSI 7CCE BHIOPAHHOM TeMeE; Hamu4us cladou
apryMeHTallid CBOEH TOYKH 3pEHUS C OMOPOi Ha (PaKThl OOIIECTBEHHON KU3HU U
JIMYHBIN COLIMATBHBIN OMBIT; JOMYIICHUS HETOYHOCTEN B 0(hOpMIICHUU PaOOTHI.

4. OueHKka «yIOBJIETBOPUTEIIBHO» CTAaBUTCA CTYJEHTYy B Cllydae
MOJTHOTO HECOOTBETCTBUS COJICP>KAHMS ICCE BEIOPAHHOM TeEMeE.

Bonpocel ona camocmoamenvsnozo uzyuyenua:
1. Hakoruienue HEPEAIM30BAHHBIX SMOIIMH, JIUCTapMOHUSA MEXKITY
NCUXO(PU3NOIOTHIECKUMU U TPYAOBBIMU PUTMAMHU.
PazBuTue u akTyanusanus JMYHOCTHOTO MMOTEHIINAA.
N36eranve HeHY>XHOU KOHKYPEHIIUU.
«KoMMyHapckas METOIUKa» WM TPYIIIOBOM TPEHUHT.
Knaccudukanus 310poBbecOEperaomumx TeXHOJIOTHH 10 JIOMUHUPOBAHUIO
LeJIeH U pelaeMbIX 3a71a4
Texnonoruu 310pOBbECOEPEKEHUSI U 310POBHEOOOTAIICHUS COLMATBLHOTO
paboTHUKa
7. 3mopoBbecOeperarorire 00pa3oBaTEIbHBIC TEXHOJIOTHH
8. Menuko-npouIaKTHIECKHe TEXHOJIOTHH B COITMAIBHOM padoTe.
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Memoouueckue ykazanus K gvinoiHeHuio 3adanus: VI3yueHue ciieryeT Hauathb ¢
03HAKOMJICHHUS C TPOrpaMMON U TPEOOBAHUAMU K PE3yJIbTaTaM U3yUYeHUs Kypca.
[Ipu BBIMOTHEHNH 33aHUS CIIETYET UCIIOIB30BaTh OCHOBHYIO U JIOMTOJIHUTEIBHYIO
JaUTEpaTypy. BIIEIUTh B KaX0M BOIIPOCE ITIABHOE, COCTaBUTh KPATKUI
KOHCTICKT.

Kpumepuu oyenusanus

YCTHBIM OTBET CTYACHTa IIO0O BOIIpoCaM JII CaMOCTOATCIBHOI'O H3YUYCHHUA
OLNCHUBACTCA «3a4YTCHO», «HC 3a4TCHO).



O1eHKa «3a4TeHO» CTAaBUTCS B CIy4ae, €CIU CTYIACHT JEMOHCTPHUPYET TIyOoKue
MIPOYHBIE 3HAHUS MO BOIMPOCY, AA€T pa3BEPHYTHIN, ApryMEHTHUPOBAHHbBIN OTBET Ha
BOIIPOC, U JOTOJHUTEIbHBIE BOMPOCH! IEMOHCTPUPYET YMEHUE BBIACIATH TJIaBHOE
Y HaBBIKA CAMOCTOSITEJIbHON pabOThI C TUTEPATYPOH.

OneHKa «HE 3a4TEHO» CTABUTCS B CIIy4ae, €CIIM CTYJAEHT IEMOHCTPHUPYET XOPOIIEe
3HaHME MaTepUala, YMEHHUE BBIACIATH [JIABHOEC U HABBIKK CAMOCTOSTEIIBHOMN
paboThl C JIUTEPATYpOil, HO HE OTBEYACT HA YTOUHSIONINE U JOTOJHUTEIHHBIC
BOIIPOCBI.



IlepeyeHb y4eOHO-METOAUYECKOTO O0ecTIeYeHU VISl CAMOCTOSITeILHOM
padoTHI 00yJaAOIMXCS MO AUCHUTLIHHE «ConnaabHAasi 3alI[ATA HACEJTeHHsI»

TemaTuka pedeparos:

1. [logxoapl K  ONpPENENICHUI0 TOHATHS  «COLUMAJIbHAS  3alluTa
HACEIJICHUS.

2. Buabl conaibHbIX pUCKOB U OCOOCHHOCTH UX KOMIIEHCAI[UU

3. Krnaccudpukanyonusle NpU3HAKW, XapaKTEpHU3YyIOIIUE pa3indus B
ONpEIEIEHUSAX COUMATbHOMN 3alUThl HACEIECHUS.

4. [Ipodunaktuyecku-npeaynpeaAuTeNbHas  (QYHKIUS  COIMAIBHOU
3aIUTHI

5. DKoHOMUYECKast PYHKIUS COIUATBHON 3aIIUThI

6. ConnansHO-peaduInTalMOHHAs (PYHKITUS COIIMAIBHON 3aIlUTHI

7. [Nonutnueckas GyHKUUS COUUATBHON 3aIUThI

8. OCHOBHBIE HamNpaBJIEHUS JEATEIBHOCTM MMUHHCTEpCTBA Tpyda U
COIIMAJILHOM 3alllUThl HaceICHUS

9. OcHOBHBIE TIpaBa W TapaHTUU TPaXJaH B O0JACTHU COLMATBHOTO
obecrnieueHus

10.  ®opwmbl obecnieueHus MO 00A3aTEILHOMY COLIUMAIBHOMY CTPAaXOBaHUIO
OT HECYACTHBIX CIIy4aeB Ha MPOU3BOACTBE U MPOPECCUOHANIBHBIX 3a00I€BaHUI

11. IInaTenplIMKU CTPaXOBBIX B3HOCOB

12. Buasl 0053aT€TBHOTO CTPAXOBOTO 00ECTICUEHUSI.

13.  Bunasl conmanbHOro o0caykuBanus B PO

14. Pa3BuTHe ceTH y4pexJACHUN COLUATBLHOTO OOCTY>KUBAHUSI HACEJICHMUS
B PO

15.  HWupuBupyanbHas nporpaMmma peadmUTaIm WHBaJINIA
(HO30JI0rMYECKast TPyIIa — IO BEIOOPY)

16. CoumanbHas 3alMTa JOMKOJIbHUKOB U IIKOJbHUKOB.

17. ComuanpHas 3amMTa BOCIHHUTAHHUKOB JCTCKHUX JOMOB M JCTCH,
OCTaBIIMXCA 0€3 MOMEUYCHUSI POJIUTEIICH.

18. IIpaBoBbIE OCHOBBI COLMAIBHON 3alIUTHI JIUIL 0O€3 ONpeaerIeHHOro
MeCTa JKUTEJIbCTBA.

19. IIpaBoBble OCHOBBI COLMAIBHOW 3aITUTHI OCKEHIIEB U BHIHYKJICHHBIX
MIEPECEIICHIIEB.

20. IIpaBoBble OCHOBBI COLIMAJILHON 3alIUThl KEPTB MOJUTHUYECKUX
penpeccuu.

21. IlpaBoBble OCHOBBI COLMAIBLHON 3alIMThl TPaXAaH, MOJABEPTIIMXCS
paguaMoOHHOMY BO3JIEHCTBHIO.

22. IlpaBoBble OCHOBBI COLIMAJILHOM 3aIlIUTHl MAjJ00OECIIEYEHHBIX CJIOEB
HACEJICHUSI: MHEKCalUs, KOMIIEHCAIIHSI.

TemaTuka 3cce:
1. CXOI[CTBa nu pa3quH;1 B TpaI(TOBKe IIOHATHUA «COLHAJIbHAA 3alluTa
HaCEeJICHUS



2. YpOBHU TMpOSIBIEHUS T'yYMAaHW3Ma B CHUCTEME COLHAIBHOM 3allUThI
Hacesnenus Poccun

3. Oco06eHHOCTH COIMANTbHOM 3alUThI HaceIeHUs (CTpaHa 1o BEIOOPY)

4. CouumanpHas 3amura rpaxaas B ropojie Kypcke u Kypckoii o6mactu

5. ConuanbHOE CTpaxOBaHUE OT HECYACTHBIX CIIy4YaeB Ha MPOU3BOACTBE
u ipodeccUOHANIbHBIX 3a00seBanuil B Kypckoit o0nactu

6. [IpaBa 3acTpaxOBaHHBIX TPaXJIaH: TEOPHUS U MPAKTUKA

7. [InatHble W OecrulaTHble COLMAJIbHBIE YCIYI'M: OTEUECTBEHHBIH WU
3apyOEKHBIN OTBIT

8. Texauueckue cpeacTBa peadMIUTAIIMA WHBAIHUIIOB (HO30JIOTHYECKAs
rpy1Ia — 1o BeIOOpY)

9. [Tpodunaktuka 0e3Ha30pHOCTH u MPaBOHAPYIIECHUI
HECOBEPIICHHOIETHUX

BOHpOCBI AJIA CAMOCTOATEIbHOIO U3YICHUA

1. Buael conuanbHOil 3a1IUTHI HACETIEHUS

2. OOBeKTHI U CyOBEKTHI COLMAIbHOM 3alUThl HaceneHus: Poccun

3. CooTHOILIEHHE TMOHATHM «COLMalbHas 3alIUTa», «COLHUAIbHAsS
HOMOUIbY, «COLUAJIbHAS TOJIEPIKKA.

4. IlpuHUMIBI CUCTEMBI COLMATIBHOM 3alIUThl HACEICHUS

5. Bunasl popm conuanbHOM 3aIUTH HACEICHUS

6. Oynkunu 1 GOPMbI COIMATBHOM 3aIIUTHI TPAXKIaH

7. l'ocynapcTBeHHast IEHCUOHHAsA CUCTEMA.

8. l'ocynapctBenHas cucrema COLIMATbHBIX nocooui u
KOMIICHCAIIMOHHBIX BBITLJIAT

9. OOBeKT U CyOBEKTHl 00SA3aTEIBHOTO COIMAIBHOTO CTPAaXOBaHUS OT

HECYACTHBIX CJIy4aeB Ha MPOU3BOJICTBE U MPOPECCUOHANBHBIX 3200JIEBAHUIM

10. TIlpaBa M 00A3aHHOCTH CYOBEKTOB OTHOILICHHH MO 005S3aTEILHOMY
COIIMAJIbHOMY CTPaXOBaHUIO OT HECUACTHBIX CIIy4acB Ha MPOU3BOACTBE U
npodecCUOHANIbHBIX 3a00J1eBaHUI

11. BazoBas nporpamMmma 00s13aT€IbHOTO MEAUIIMHCKOTO CTPaXOBaHUS.

12. CyObeKTbl 00s13aTE€ILHOTO MEAUIIMHCKOTO CTPAXOBAHUSI.

13. Tlomuc  00s3aTeNbHOrO  MEAMIIMHCKOTO  CTPAaXOBaHUA:  BH/IBI,
TpeOOBaHMS K K&KIOMY BHU]Y; CPOK JICUCTBHS TOJIMCA, KATETOPHUS TPaKIaH.

14. Hcrtounuku  (UHAHCUPOBAHUS  O0OA3ATENBHOTO  COIMAIBHOTO
ctpaxoBanus: [IOP, DOMC, ®CC (nounstue, 1eyu, 3a1a4M).

15. CyObekTbl 00s3aTENIBHOTO TEHCHOHHOTO CTpPaxOBaHUS: MOHSTHE,
mpaBa ¥ 00S3aHHOCTH CTPAXOBIIHKA

16. HoBbie hopmbI cOrMabHOTO OOCTYKUBaHUS HaceleHus B PO

17. CommanbHas 3amuTta BerepaHoB. HopmaTuBHO-ipaBoBasi 6a3a, BUIbI,
MeTO/1bl, GOPMbI COLIMAIBHON TTOIJIEPIKKHU

18. ComnmanbHas 3amura nNoxwibX Jroaeil. HopmatuBHo-nipaBoBas 0asa,
BU/IbI, METOIbI, (DOPMBI COIIUATBHOTO OOCITYKUBAaHUS

19. ComnmanbHas 3auUTa HHBAJIUIOB: MIOHATHE U BUJIbI HHBAIUIHOCTU

20. IIpaBoBbI€ OCHOBBI COLIMATIBHOM 3alIUTHl CEMEMN, UMEIOIINX JIETEH.



21. IIpaBoBble OCHOBBI COIIMATILHOM 3aIIUThI KEHIIIHUH.

22. OcHOBHbBIEC TapaHTUH MPAB peOCHKA

23. CucreMa colMaIbHOM 3allIUThI MAJIO0OECIIEUEHHBIX CJIOEB HACEICHUS

24. CucreMa couuaidbHOM 3alIUThl JUILl 0€3 ONpeIeNICeHHOIO0 MecTa
KUTEJIbCTBA

25. CucremMa couuagbHOM 3alUThl OEKEHLEB UM  BBIHYXKJIEHHBIX
NIepECEIICHIIEB

Pedepat. Pedepar (or nat. referrer — moxmanpiBaTh, COOOIIATH) — KpPaTKOE
TOYHOE U3JI0KEHUE CYITHOCTU KAaKOTr0-JI10O0 BOMPOCa, TEMbI HA OCHOBE OJITHOM WU
HECKOJbKUX KHUT, MOHOTpaduii Uiau Ipyrux mepBOUCTOYHHKOB. PedepaT momken
COJIep’KaTh OCHOBHBIC (PAKTUUECKHE CBEICHHS U BBIBOJABI 110 PACCMATPUBAEMOMY
BOIIPOCY.

Pedepar oTBewaer Ha BOIPOC — YTO COJEPKUTCS B JaHHOW MyOJIMKALMU
(my6nukanusax). [IpoaykT camocTosTenbHoN paboThl CTyACHTA, MPEACTaBISIOMUN
co0OM KpaTKoe W3J0KEHHEe B NHUCbMEHHOM BHJE IOJYYEHHBIX pPE3yJIbTaTOB
TEOPETUYECKOT0 aHalih3a OIpe/e/ieHHON HaydyHOU (yueOHO-HCCIe0BaTEIbCKOM)
TEMBI, TJIe aBTOP PACKPBIBAET CYTh UCCIIEAYEMOM MPOOIEMbl, TPUBOAUT PA3TUUHbIC
TOYKH 3pEHUs, a TAK)Ke COOCTBEHHBIE B3TJISBI HA HEE.

Jokaan, coodmenune. IIpogyKT caMoCTOSTENbHOW pabOThl CTYJEHTA,
OPEJCTaBISIIONIMI  CO0OM  MyOJIMYHOE  BBICTYIJICHUE IO  MPEICTABIICHUIO
MOJIyYEHHBIX PE3yJbTaTOB PEUICHHUS OMNpeAeNieHHOW Yy4eOHO-TIPaKTUYECKOMH,
y4e0HO-UCCIIeI0OBATENbCKON WIIM HAyYHOUM TEMBI

dcce. Occe B mepeBofie C (PaAHI[y3CKOTO SI3bIKA O3HAYAET «OIBIT,
«TIOMBITKa», «1pobay». CpencTBo, MO3BOJISIONIEE OLEHUTh YMEHHE 00y4Yaromerocs
NUCHPMEHHO M3JIaraTh CyTh IOCTaBICHHON MPOOJIEMbI, CAMOCTOSITEILHO IPOBOINUTH
aHalIM3 STOM TpPoOJEeMbl C MCHOJb30BAaHMEM KOHLEMIMA M aHAJIUTHYECKOTO
WHCTPYMEHTApUs  COOTBETCTBYIOIIEH  JUCUMIUIMHBI,  J€NaTb  BBIBOBI,
000011a1011I1Ee aBTOPCKYIO MO3UIIMIO TI0 MOCTABICHHOM ITpodeMe.

Kpyrasblii ctos, auckyccusi, mojieMuka, aucmyT. OLEeHOYHbIE CPECTBa,
MO3BOJIAIONINE BKJIIOYUTH OOYYAIOIMIMXCS B TPOIECC OOCYXKIEHHUS CIOPHOTO
BOTIpOCa, MPOOJIEMBbI U OLICHUTh UX YMEHHE apTyMEHTUPOBATh COOCTBEHHYIO TOUKY
3peHwusl.

TBopueckoe 3aganue. YacTHUHO peryiaMeHTUPOBAHHOE 3a[aHKe, UMEIOIIIee
HECTaHJIAPTHOE  pEeUIeHWEe U  TO3BOJISIIOIIEe  JUArHOCTHUPOBaTh  YMEHUS,
WHTETPUPOBATh 3HAHUS PA3NIMUHBIX OOJACTEeH, apryMEHTHPOBATh COOCTBEHHYIO
TOYKY 3peHHs. MOXKEeT BBINOJHATHCS B WHIWBUIYAIBHOM TOPSJIKE WU TPYIION
00yJarommxcs.

3aganus, curyauum (keiichl). OIIGHOYHBIE CpEJICTBA, ITO3BOJISIOIINE
OLICHMBaTh M JUArHOCTUPOBATh 3HaHUE (QakThuyeckoro martepuana (0a30BbIe
MOHATHS, ANTOPUTMBI, (DaKThI) U YMEHHE MPABUILHO MCIOJIb30BaTh CICIIHATBHBIC
TEPMHUHBI ¥ TIOHATHUS, Y3HaBaHHE OOBEKTOB M3YUYCHHSI B paMKax OIpPEAEICHHOTO
paszfaena JUCIUIITUHBI



Ipuioxenue x PII
IlepeyeHb y4eOHO-METOAUYECKOI0 O0ecTedeHHs 11 CAMOCTOATEIbHOH
padoThI 00y4aOUIUXCH MO AUCcHUIINHE «CoHaIbHBIN MEHEIKMEeHT>»

Temartuka pedeparos:
1. Crparernueckuii MEHEIXKMEHT B CHCTEME COLMAIBHOTO TOCY1apCTBa.
2. MHHOBAaIIMOHHBIA MEHEKMEHT B CUCTEME COLMAIBHOTO rOCYyJapCTBa.
3. CommainbHas paboTa Kak 00bEKT COIMATLHOTO MEHEHKMEHTA.
4. CommanpHas chepa Kak 0OBEKT yIPaBICHUS U PA3BUTHS.

5. ['ymaHnuTapHO-cUCTEMHAs METOAO0JIOTUS YIIPaBJIEHYECKON
JESITETbHOCTH.

6. Hctopusi CTaHOBIEHHS MEHEDKMEHTA W COBPEMEHHBIC B3IJIAAbI HA
MEHEKMEHT.

7. MeToabl MEHEKMEHTA.

8. CtpaTernyeckuii MEHE)KMEHT.

0. MHHOBaIITMOHHBINM MEHE>KMEHT

10. Mopenu NMYHOCTHOTO pPA3BUTHSA PYKOBOIUTENS B COBPEMEHHOU
NICUXOJIOTUH.

11. KopnopatuBHas KyiabTypa OpraHU3aLUH.

12. CoumanbHO-NICUXOJOTUYECKHE SIBICHUS U MPOLECCHI B YIIPABICHUU.

13. CoumanbHOE aIMUHUCTPUPOBAHNUE

14. TlpaBoBoii cTaTyC CONUAIBHBIX CIYKO, YUPEKICHUNA U OpraHU3AIINA.

15. PykoBoauTelnb Kak OpraHu3aTop U aAMUHUCTPATOP.

16. Oco0eHHOCTH COLUATBLHOTO YIPABIICHHUS.

17. LleHHOCTH W LIEJIH YIIPABICHUYECKOMN AEATEIbHOCTH.

18. ®dunocodckrue OCHOBAHMS PA3TUYHBIX YIIPABICHUECKUX KOHIEIIIUN U
aJIMUHUCTPATUBHBIX MOJIEIIEH.

19. T'ymanuTapHO-CUCTEMHAs METO0JIOT U YIPaBIECHYECKON
NEeATEIbHOCTH.

20. Hcropus CTaHOBIIEHUS MEHEI)KMEHTA U COBPEMECHHBIE B3IJISJbI Ha
MEHEKMEHT.

21. Meroasl MEHEIKMEHTA.

22. YnpaBlieHUE: IOHATHE, IPU3HAKH, BUJIbI

23.  CouualibHOE yIIpaBIICHHE: OHSATUE, OOIIKME YEePThI, BUIbI, SIEMEHTHI

24.  CoumanbHasi OpraHu3alys Kak yrnpasisieMasl CUCTeMa

25.  Cucrema ynpaBiieHHs COUMATbHON OpraHu3auuu

26. CyObeKT u 00BEKT yNpaBICHHUS

27. ®OyHKUMHU COUMAIBHOTO YNPABIEHUS: IOHATHUE U BUJIbI

28.  Meroasl rocyJapCTBEHHOI'O YIIPaBICHUS

29.  llonsTHE, OCHOBHBIC YEPTHI U BUAbI METOJIOB FT'OCYIAPCTBEHHOTO
yYIPaBJICHUS

30. Meroabl NpsAMOTO (aIMUHUCTPATUBHOTO) BO3/IEUCTBHS; OCOOEHHOCTH
Y BUJIbI

31. Dramnsl 1 OpraHu3anys IPUHATHS YIIPABICHUECKUX PEIICHU.

32. HudopmannoHnHOE obecnieyeHne npouecca pazpaboTKu pelieHHs.



33.  Meroasl ONTUMHU3ALNN PELLIEHU.

34.  Meroasl aHANIN3a YIPABIECHYECKUX PELICHUMN.

35.  MeToasl NPOTHO3UPOBAHUS YIIPABICHUYECKUX PEILICHUM.

36. Meroabl 5KOHOMUYECKOTO 0OOCHOBAHUS YIIPABICHUECKUX PEIICHU.

37. TpeboBanus Kk KauecTBY U OS(PGEKTUBHOCTH YINPABICHUSCKUX

pELIECHUM.

38. VmpaBineHue B COLMAIBHOM paboTe Kak COCTaBHas 4acTh OOmIeH

CUCTEMBI YIIPaBJICHUS COIMMAIIBHO-OKOHOMHYECKUMU TIPOIIECCaMU B OOIIIECTRBE.

39. Cuctema ympaBieHUs COIMAIBHON PabOTOM.

40. Cucrema yrmpaBJlieHHs COLIMATIBLHON OpraHu3aluu

41.0cHOBHBIE  WIECTh ymnpaBieHueckux omnepauuii A. dailonsa B cucteme
aIMUHUCTpUpPOBaHud. Mcnonb30BaHHWE OlEepaluid B YHPaBICHUYECKOU
JESATETLHOCTH COIMAIbHBIX CITYKO.

42.IIpuHuunnsI aIMUHUCTpUpOBaHUS  A. daiioJs. TexHomorus
WCIIOJIb30BaHUS MPUHIUIIOB B JICATEIIBHOCTH COLIMATBHBIX CITYXO.

43.M. BeOep U €ro pojib B Pa3BUTUU «TEOpUU OIOPOKpPATHUNY.
bropokpaTtuuecku CTPYKTYypbl B CHCTEME YMpaBICHUS COIUAIbHON
paboTOM.

44 Bximag I'. ®opma B pa3BUTHE HAYYHOTO MEHEMKMEHTA. (OCHOBHBIE
IIPUHLHNINBI CIIENUAIBHON COLMAIBHOU mporpammel . @opra Ha cBOMX
npeanpusatusx B 1914-1920 r.r.

45.Teopus uepapxuu norpedureneii A. Macinoy u myTd ee NpUMEHEHUS B
YIPABJICHUH COLMATIBLHON paboTON HA MyHUITMTIATLHOM YPOBHE.

46.P. MepToH U €ro BKJIaJ B HAYKY COLMAIBHOTO yIPABIECHUS.

47 . OK3UCTEHINAIIbHBIN Xapakrtep JEATEIIbHOCTH COLIMATIBHOTO
MeHekMenTa. Henpeogonumasi cyObeKTUBHOCTD WHIUBHU/IA.

48.

49. PervoHanbHBII YpOBEHB YNPABICHUS COLMATIBLHON pabOTOM.

50. MyHuIUNaIbHBIN YPOBEHb YIIPABIICHHS COIMATIBLHON paboTOMH .

Tpebosanus k evinoneHulo pepepama

Pedepar BbinonHsAETCS 1O OJIHON U3 MPEJI0KEHHBIX TEM B COOTBETCTBUU CO
CTpyKTypoil yueOHOW auctuiuinasl. CoxaepxaHue pedeparTa JOJKHO
BKJIIOYATh PAa3BEPHYTHIN MUCbMEHHBIN OTBET, COJAEPIKALIUN PACCYKIECHUS Ha
npenioxkeHHyto TeMy. B pedepare nomxHa ObITH pacKpbiTa TEMa, CTPYKTypa
JI0JDKHA COOTBETCTBOBAaTH TE€ME U OBITh OTpakeHa B OIJIABJICHUHU, NIpU
HaMvMCcaHuu paboOThl MCTOJL30BATh MO KpaWHEH Mepe S5 TEOPETUYECKUX U
y4eOHBIX W3JaHul, pasmep pabotel — 10-15 cTp. medyaTHOro TEKCTa,
CHA0’>KEHHOT'0 CHOCKAMH U CIIMCKOM HCIOJIb30BAHHOW JIUTEPATYPHI.

Cmpyxkmypa peghepama:

1) TUTYJIBHBII JHCT;



2) mma"n paboThl C yKa3aHWEM CTpPAaHMI] KaKIOTO BOIPOCa, TOJBOIIPOCA
(myHKTA);

3) BBe/CHUE;

4) TeKCTOBOE M3JIOKEHHE MaTepuaia, pa3ouToe Ha BOMPOCH M MOABOTPOCHI
(TyHKTBI, TIOAIYHKTHI) C HEOOXOJWMBIMH CCHUIKAMH Ha WCTOYHUKH,
MCTIOJIb30BaHHBIC ABTOPOM;

5) 3aKJIIOYCHHE;
6) CIIMCOK MCII0Ib30BaHHOM JINTEPATYPHI;

7) TPUIOKEHHUS, KOTOPbIC COCTOST W3 TaOJUIl, auarpamm, TpaduKoB,
PUCYHKOB, cXeM (HeoOs13aTenpHas 9acTh pedepara).

Kpumepuu oyenxu pegpepama:

OrneHka «OTJMYHO» BBICTABIACTCSA, €cTU paboTa CTyIEHTa HamucaHa
IrPaMOTHBIM HAay4YHBIM SI3BIKOM, HMMEET UETKYI0 CTPYKTYpy H JIOTHUKY
U3JIOKEHUS, TOUKA 3pEHHsI CTyJIeHTa 000CHOBAaHHA, B pabOTe MPUCYTCTBYIOT
CCBUIKM Ha HCIOJB30BaHHBIE HMCTOYHHUKH M JIUTEPATypy, TPEOOBaHHS K
o opMIIEHHIO U CTPYKType pedepaTa BHIIIOTHEHBI.

OneHka «XOpolIO» BBICTABISIETCS, €cau padoTa CTyAEHTa HamucaHa
IPAaMOTHBIM HAy4YHBIM SI3BIKOM, HMEET YETKYI0 CTPYKTYpy H JIOTHKY
U3JI0’KEHUS, TOUKA 3pEHUs CTy/IeHTa 000OCHOBAaHHA, CTYJEHT IEeMOHCTPUPYET
HaBBIKM pabOTBI C Yy4dyeOHOW W Hay4dyHOM JMTEeparypodl , B pabore
MPHUCYTCTBYIOT OT/CNbHbIE HETOYHOCTH B O(OPMIICHHHM TEKCTOBOW YacTU U
oubmorpaduuecKoro arnmapara.

OrneHka «yI0BJE€TBOPUTEIbLHO» BBICTABISACTCS, €CIU CTYACHT BBIMTOTHUI
3aJlaHue, OJHAKO JMAOIMYCTUJ OIIMOKKM B JIOTUKE H3JIOKCHHsS MaTepuana,
HETOYHOCTU B O(QOPMIIEHUM TEKCTOBOM YacTH U Oubimorpaduueckoro
amnmapara,

OneHka «HeyAOBJETBOPUTEIbHO» BBICTABISCTCS, €CIU CTYIACHT He
BBITIOJTHWII 3aJlaHHE, COJIEpKAHUE HE COOTBETCTBYET TEME, MPH HTOM HET
CCBIJIOK HA MHEHUS YUEHBIX.

Temamuka uccreoosamenbckux npoekmoe.

1. Mopnenu oueHkH 3¢ (hEKTUBHOCTH YIIpaBlIeHUs B chepe coluanbHON
paboTHI.

2. OOI11eCTBEHHBII KOHTPOJIb B COLUAIBHON paboTe KaK HAalpaBIeHHUE
MOJIEPHHU3AIIH COIIUAIBHOM Cephl.

3. CraHOBJIEHHE HAyUYHBIX IIKOJ COLUAIBHOIO MEHEIKMEHTA.



Pa3ButHe 0TeUeCTBEHHOW TEOPUH YIIPABICHHUS.

Memoouueckue YKA3aHUA K 6bINOJIHEHUIO UCCNe006aAMmMenbcKo20 npoexkma.

HccnenoBarenbCKkue NPOEKTHI BHIOJIHSAOTCS FPYIION CTYJEHTOB

B COCTaBe 3 - 5 4YesoBEK MO BbIOPAHHON W3 BBIIICTPUBEICHHOIO MEPEUHS
TemMe. OOBEM HCCIEAOBATENILCKOTO MPOEKTa JOJHKEH COCTaBIIATH HE MeHee 15
cTpanull MamuHonucHoro tekcta (mwpudt 14, Times New Roman, nonsg 2 cm. co
BCEX CTOPOH).

B unccienoBaTenbCKOM MPOEKTE CTYAECHTHI JOJDKHBI ITPUBECTH BBIBOABI U
OCHOBaHHbIC Ha HUX PEKOMEHALIMU 10 MOBBIIIEHUIO () (PEKTUBHOCTH UHCTUTYTOB
roCy1apCTBEHHO-4aCTHOTO MapTHEPCTBA B COLMANIbHOM cepe.

TUTYIBHBIM JIMCT HCCIENOBATEIBCKOTO NPOEKTa COAEPKUT CIIECIYIOLIUE
oOsi3aTeNbHbIE JlaHHbIE: HAMMEHOBAaHUE Y4eOHOTO 3aBeJCHHs, HAaNMMEHOBAaHUE
Kadeapsl, HAaMMEHOBaHUE JTUCUUTUIAHBIL, HalMEHOBaHHE TEMBI
MCCJIEI0BATENLCKOTO MPOEKTA, PEKBU3UTHI

yueOHON  ctynenuyeckod rpynnel, @O.MN.O. crynentoB u  D.N.O.
PYKOBOAUTEIIA.

HccnegoBaTtenbcKuii MPOEKT COCTOUT M3 JABYX YacTed: TEOPETHUECKOTrO
BOIIPOCA U MPAKTUKH €0 PELICHUS.

CTpyKTypa TEOpETUUECKOW YaCTH HCCIIEOBATENBCKOTO MPOEKTA!

[.BBenenue

II. OcHoBHas 4YacTh

[1I.3akinroueHue

IV . Jluteparypa

BBenenue copepKUT 000CHOBaHUE aKTyaJbHOCTH U 3HAUEHUS UCCIIENyeMOU
npoOJemMbl, IEeNId ¢ 3aJladyd  UCCIEJOBaHUS, CXKAThlii aHaIu3 MCTOYHUKOB
uH(popmaIun

OcHoBHast 4YacTb OTpakaeT MOAPOOHOE COJEp)KaHHWE TPOBEACHHOTO
MCCJIEIOBAHUS 110 3a/IaHHON TEME.

3aKII0YEHUE COACPKUT apryMEHTUPOBAHHBIE BBIBOABI WU MPEIJIOKEHUS
TPYIIIbI HCIIOJHUTENEH MPOEKTA.

[To uToram mpoekta opopmisercsa npe3enranus. KomuuecTBo cnaiiioB — He
ooxnee 10.

Bonpocwt 0na camocmosamenvHo2o usydenusi:
1. ComnumanbHasi OTBETCTBEHHOCTh COBPEMEHHBIX KOPITOPALIHA.
2. VHHOBaTHKA COLMAIBHOTO MEHEKMEHTA.
3. DddexTuBHAS MOAEIb POCCUIICKOTO COIIMAIBHOTO MEHEIKMEHTA.
Memoouueckue ykazanus K blNOJIHEHUIO 3A0AHU.
N3yuenue ciepyer HayaTh C O3HAKOMIIEHUS C IPOrpaMMoOil U TpeOOBaHUSIMHU
K pe3ylbTaTaM H3y4YeHHUs Kypca. [Ipn BBIMOJHEHUW 3aJaHUSL CIEIYET
UCII0JIb30BaTh OCHOBHYIO M JOTMOJHUTENbHYIO JUTEPATYpy. BhIIeInuTh B KaXXaoM
BOIIPOCE TJIABHOE, COCTABUTh KPATKUU KOHCIIEKT.
Kpumepuu oyenusanus



YCTHBIA OTBET CTyAEHTa MO BOIMpPOCaM JJisl CAMOCTOSITENIbHOTO W3Y4YEHUS
OIICHUBAETCS «3aYTEHOY, «HE 3aUTECHO.

OneHka «3a4T€HO» CTAaBUTCS B Ciyyae, €CIU CTYACHT JEMOHCTPUPYET
rJIyOOKHE MPOYHBIE 3HAHUS [0 BOIPOCY, JAET Pa3BEPHYTHIN, apryMEeHTUPOBAHHBIN
OTBET Ha BOIPOC, U JIONOJIHUTEIbHBIE BOMPOCHI AEMOHCTPUPYET YMEHUE BBIJIEISATh
IJIaBHOE U HABBIKU CAMOCTOSITENILHOU PabOThI C TUTEPATYPOH.



IlepeyeHb y4eOHO-METOAUYECKOTO O0ecTIeYeHU VISl CAMOCTOSITeILHOM
padoThI 00Y4AKOIIMXCSH MO JUCHUIINHE
«Conuosiornyeckmne uccae0BAHUA B COLMAIBHON padoTe»
PexoMeHIaIIMU IO OPraHU3AIMHA CAMOCTOSITEIbHON padoThl

CamocrosiTenbHast paboTa CTyAEHTOB MO AUCHUIUIMHE «COIMOJIOTHS ITpaBa
BKJIIOYAET B ceOs:

- MIOATOTOBKY pedepara,

- CaMOCTOATENbHOE U3yUEHHUE Psiia mpoOsieM, He COAEePKAIIUXCS B IIIaHAX
MPAKTUYECKUX 3aHATUH,

- IpopabOTKy U MOBTOPEHUE JIEKIIMOHHOTO MaTepHala U Marepraia
y4e€OHUKOB U Y4eOHBIX TOCOOHIA,

- IOJTOTOBKY K 3aHSATHUSIM.

PyKkoBOJCTBO caMOCTOSATENBHOM pabOTON CTYIEHTOB MPENOIaBaTeNIIMU OCY-

HIeCTBIsIETCS B (hOpMe MHIUBUAYATbHBIX KOHCYJIbTAIIUM.
B pamkax camocTosTenpHOM pabOThl CTYACHTHI O00Y4aloTCS TaKxkKe
M0JIb30BAHUIO AJIEKTPOHHBIM KaTaJloroM O0MOIMoTeKH U pecypcamu Internet.

MeToanuyeckue peKoMeHAalMu 110 HAaNMCAHUIo pedepaTa

Llenb Hanucanus peeparoB - O3HAKOMIICHHE CTYJEHTOB C aKTyaJlbHBIMU CO-
ITUOJIOTHYECKUMU TTPOOIeMaMu, TPOU3BEIACHUSIMU COITMOJIOTOB, PA3BUTHE HABHIKOB
UCCIeoBaTeNbCKOM  paboThl. CTyIAeHTHl BBICTYNMAlOT C pedepatamMud  Ha
MPaKTUYECKUX 3aHATHUSIX, HAYUHBIX CTYACHUYECKUX KOH(PEPEHIMSIX, 3aceIaHUsIX
Hay4YHOTO KpYXKKa.

BeolmonHsist 3Ti paboThl, ClIEyeT:

¢ KOppEKTHO CHOPMYIUPOBATH €€ TEMY U paccMaTpruBaeMbie MPOOJIEMBI;

¢ U3YyYNUTh HAYYHYIO JINTEPATYPY IO HUCCIECIYEMOW TEME U JaTh €€ KPaTKUi
0630p’

¢ JIOTUYECKH TPAMOTHO TTOCTPOUTH BCIO paboTy;

¢ yMeTh CHOPMYITUPOBATH PE3yIbTATHI CBOETO MCCIICIOBAHUS.

CtpykTrypa pabOThl BKJIIOYAET: BBEJCHHE, OCHOBHYIO 4acTh (maparpadsl,
03arjaBJICHHbIE B COOTBETCTBUU C IJIAHOM), 3aKJIIOUEHUE U CIHUCOK JIUTEPATyphl
[Inan pedepara cornacoBbIBacTCs ¢ HAYYHBIM PYKOBOIUTEIEM.

Bce nurartel CONMpPOBOXKIAKOTCS CCHUIKAMHM HA JIMTEPATYPHBIM HWCTOYHUK U
JalTCsl B KaBblukax. CHOCKM Ha MCTOYHUKU MOHO JI€JIaTh BHU3Y CTPAHUIIBI, B
KOHIIE Pa3JeioB UM B KOHLE paboThl. CHUCOK JUTEPaTypbl COCTABISIETCS IO
OOLLENTPUHSATHIM MPABUIIAM OMTUCAHUS UCTOUHHUKOB.

Tekct paboThI AOMHKEH ObITH HAMMCAH YETKUM Pa300pUMBBIM MMOYEPKOM HIIU
Harieyatad. IlpumepHbiii o0bem pedepara 15-20 ctp. Ha TuTynbHOM mucte
YKa3bIBAKOTCS:

W Ha3BaHUE By3a U Kadeapsl;

m TeMa paboThl;



m dpaMuiIMs U UMA CTyJEHTa C yKa3aHueM (akyiabTeTa U HOMepa y4yeOHOH
TPYIIIBL;

m pamMHUIUS ¥ MHUIMAIBI HAYYHOTO PYKOBOJUTEIIS;

B MECTO U IO/l HAallMCAHUS PaOOTHI.

Tembr pedepata mnoalOuparoTcs CTyIEHTAMH HHIUBUAYAIBHO  IIOCHE
KOHCYJIbTAIIH C TIPENojaBaTesieM.

[Ipumepnas TemaTuka pedepaTon

1. ColMOKyJIBTYpHOE BOCIIPOM3BOJICTBO rOPO/Jia U Cela.

2. Murpanus HaceJIeHUsI B COBPEMEHHOM POCCHIICKOM OOITIECTBE.

3. PoxxnaemocThb B mepenucsax HacesieHust Poccuu.

4. Oco0eHHOCTH PETPOTyKTUBHOTO MTOBEJCHHS HACETICHHS B pErHOHE.

5. CounanbHble OTHOIICHUSI POAUTENEH U JETE B COBPEMEHHOM POCCUICKON
ceMbe.

6. THIBI CEKCYAIbHOTO TTOBEACHUSA POCCUUCKON MOJIOJIEKHU.

7. CounasibHble TPUYUHBI PACIPOCTPAHEHUS HJIEU TPaKIAHCKOTO Opaka B
Poccun.

8. [ToTpebutenbckoe TMOBEICHHE HACEJIeHUs B coBpeMeHHOM Poccuu (Ha
npuMepe OTACIBHON COIMaTIbHO-BO3PACTHOM TPYIIIIHI).

9. CounasibHbIE U COIUATIBHO-TICUXOJIOTUYECKUE XapaKTePUCTUKU OCTHOCTH B
Poccun.

10. CoumanbHOE€ CaMOYyBCTBUE HACEIECHUE PETHOHA.

11. CoumanbHbIi KanuTaJl HACEJICHUS PETHOHA.

12. CoumanpHas HWICHTHYHOCTH HacelleHWs Poccum (Ha mpumepe OTIeIbHOU
COLIMAJIBHO-BO3PACTHOM IPYIIIIBI).

13. TexHonoruu noucka paboThl B COBPEMEHHOM POCCUHUCKOM OOIIIECTBE.

14.  TlpodeccuonanbHas Kapbepa MOJIOAbIX CIELUAINCTOB B CPEAHEM T'OPO/IE.
15. TIlpodeccuonanpHas colyann3anus roCy1apCTBEHHBIX CIIyKallHX.

16. HeBocTpeOOBAaHHOCTh CHEIUAIMCTOB HAa PBIHKE TPYAOBBIX PECYPCOB:
PETUOHAIBHBIN ACIIEKT.

1'7.  IlapTHEpPCTBO B COIMAIBHOU CTPYKTYpPE OPraHU3ALH.

18.  PernonanbHbI€ 3UTHI B COBpeMeHHOM Poccnn.

19. IlapruiiHble TpeANnOYTEHUs] HACEJEHHs] pEeruoHa (Ha MpUMEpPE OTAEIbHOU
COLIMAJIbHO-BO3PACTHOM TPYIIIIbI).

20. VHHOBauMs Kak colMaIbHbINA (PEHOMEH.

21. CMUM kak MHCTPYMEHT (OPMHUPOBAHUS LIEHHOCTHOM  CTPYKTYpbI
POCCHUICKOIO HAaCEIEHUS.

22.  HWHCTUTyUMOHAIU3alus BTOPOTO BBICIIETO OOpa30BaHMsS B COBPEMEHHOM
pOocCUiiCKOM OOIIECTBE.

23. VIHTEpHET-3aBUCUMOCTb CTYAEHYECKOM MOJOJAEKH KaK IMpPEIMET CO-
LUOJIOTHYECKOTO aHAIH3A.

24.  CoumanbHble (PaKTOPHl HAPKOTU3AIMHI POCCUNCKON MOJIOICHKH.

25. Crpax kak (heHOMEH MacCOBOTO CO3HAHUSI.

26.  Oco0OeHHOCTU CTEPEOTHIH3AIMHI CO3HAHUS POCCUICKOTO HACEICHUS



IlepeyeHb y4eOHO-METOAUYECKOTO O0ecTIeYeHU VISl CAMOCTOSITeILHOM
padoThI 00Y4AKOIIMXCSH MO JUCHUIINHE

dusiocodusi 1 METOI0J0TUA COBPEMEHHOM HAYKH
Tematuka pedeparosn:

1. T'mobGanu3anus Kak mpolecc W TeHACHIUS (OPMHUPOBAHUS TJI00ATBHOTO
MHpa.

2. ®dunocodckoe 0CMBICIEHHE HAYYHO-TEXHUUECKOTO MPOrpecca U ero pojiu B
CTAaHOBJICHUH TJ100aIbHOTO MUPA.

3. Otuko-puiaocopckre  acmeKThl  HAYYHO-TEXHUYECKUX  JOCTHUKEHUU
COBPEMEHHOCTH.

4. ®unocopckre M OTUYECKHUE aCMEKThl  TJIOOanMM3alui HaykKd W e€
IIOCJIEACTBUM.

5. CMmeHa 310X U MOBOPOTHBIE MYHKTHI HUCTOPHUM B KOHTEKCTE IJI00albHOMN

HBOJIIOLINY HAYKHU.

Benukue reorpaduueckue OTKpHITHS U HAYAJI0 peaabHOM riao0amu3aium.

dyHIaMeHTanbHas TJI00aIn3aIus HayKu: CTAHOBJICHUE MUPOBBIX CBSI3€U U

CTPYKTYD.

8. CyIIHOCTh M XapaKTEPHbIE YEPThl MHOTOACTIEKTHON I100aIn3allii HAyKH.

9. Crnenuduxa ¢punocodckoro 3HaHUS HAYKU U €€ BO3ZMOKHOCTU B OCO3HAHUU
r100aNTbHBIX TEHAEHIIUM.

10.Dunocodckoe NOHUMAHUE LETOCTHOCTU HAYKHU.

11.CymHOCTh OCHOBHBIX IPOTUBOPEUHIA B II100aJIBHOM HAYKE.

12.KynbTypHOoe pa3zHOOOpa3ue M [UBUIM3ALUOHHOE E€IUHCTBO MHUPOBOIO
co00111eCTBa.

13. JluunocTs yueHoro Ha Boctoke u 3anaje: KyabTypHbIE MOJIENN U BO3MOYKHOCTh
JMaora.

14. UneansHbie 00pa3bl OBITHS yIEHOTO B KYJIBTYPE: «AESTENbY, «TBOPELD), «UTPOK»,
«aHTacT.

15. BnusiHue CcOBpeMEHHOM MAaccoBOM KyJbTypbl Ha (DOPMHUPOBAHME JIMYHOCTH
YYEHOT0.

16. YenoBek Hayku U ero cBoOo/1a B 3amaHoi (rmocodun XIX-XX BB.

17.1rpa xak o0pa3 uaeaibHOM YeI0BEYECKOM KM3HU U CIIOCO0 Pa3BUTHS HAYKH.

18.BupTyanbHble  MUpPBL:  CHOCOO yXOla OT pEeaIbHOCTH WM  HMHCTPYMEHT
CaMOTIO3HaHMsA?

19.Bo3MorkHa JI IMYHOCTH BBICILIETO THTIA B «MAaCCOBOM OOIIIECTBE» ?

20.CoumanbHO-3KOHOMUYECKOE M KYJIBTYPHOE PACCIOEHME W €r0 BIMSHHUE Ha
CTaHOBJIEHHUE JITYHOCTH YYEHOTO.

21.I'ymanuTapHOoe 0Opa3oBaHHE COBPEMEHHOIO HIDKEHEpa: HEOOXOIUMOCTb WU
W3JIUILECTBO?

22 .YenoBeK CO3HAIOITHIN U YEIOBEK PeIICKTUPYIOIINI: KPUTEPHU PA3ITUHSL.

23.®unocodus «Pumckoro kiryday.

24 .EBreHuKa: «3a» 1 «IpOTUBY.

N



25.Vctopudeckrue acmeKkThl Teppopu3Ma U CrmocoObl OOprOBI ¢ HHM B
COBPEMEHHOM MUPE.

26.Uneonorust TeppopusMa (KpUTHUECKUI aHAIIH3).

27.dunocodckre acCeKThl «FTEHHOW UHXXCHEPUI.

28.BoliHa kak sBieHue XXI B.

29.CounaiibHble KOHQIUKTHI U pa3BUTUE HAYKH

30. ®unocodckue acneKTbl CyUIH10JI0TUH.

31.KnonupoBanue u «punocodus» ABOWHUKA.

32.006meyenoBevyeckue mpodieMbl Kak (paktop (popmupoBaHHs TNI0OATBEHOTO
CO3HAaHUS.

33.HcTopusi KOCMOIIOJIUTU3MA U COBpEMEHHas Tiio0amu3anus

34. Tpanchopmanyst KOCMOIOIUTHUECKUX HIeH B T7I00aIbHOE MUPOBO33PEHUE.

MeToanuyeckue PpeKOMEHJAUUUM M0 HanucaHuw pedepara: Llens
HamucaHuWsi  peepaToB — O3HAKOMIIGHHE CTYACHTOB C  aKTyaJbHBIMU
dbunocodckumMu npodemMaMu, MPOU3BeAeHUIMH (HUII0COPOB, Pa3BUTHE HABHIKOB
UCCIIeIOBaTEeNbCKON paboThl. Tema pedepara yTBepk)maeTCs MPENOJaBATEIICM.
CTyneHTsl BBICTYMalOT C pedepaTaMu Ha CEMUHApax, HAYYHBIX CTYICHYECKHX
KOH(EPEHIINX, 3acelaHusAX HAay4YHOTO KPYXKKa.

Brinonusist paboty, cieayer:

® KOpPPEKTHO c(hOpMyYIUPOBATH €€ TEMY U pacCMaTpuBaeMble POOIEMBbI;

® U3YYUTh HAYYHYIO JIUTEPATYPY MO HCCIETyeMOM TeME U JaTh €€ KpaTKui

0030p;

® JIOTMYECKU IPaMOTHO TIOCTPOUTH BCIO paboTy;

e yMeTh CHOPMYITHPOBATH PE3YIBTATHI CBOETO UCCIICIOBAHMS.
CrtpykTypa pedepara: BBeJeHHE, OCHOBHAs 4acTh (maparpadsbl, o3ariaBieHHbIC B
COOTBETCTBUM C IUIAHOM), 3aKJIFOYCHHE W CIHCOK JjuTeparypsl. [lman pedepara
COTJIACOBBIBACTCS C HAYYHBIM PYKOBOJIUTEIIEM.
Bce murtatel B pedeparsl CONMPOBOXKIAIOTCS CCHUIKAMH Ha JIUTEPATYPHBIN
WMCTOYHHUK U JAOTCsA B KaBblukaxX. CHOCKM Ha HMCTOYHHKHA MOXKHO JI€JaTh BHU3Y
CTpaHUIIbl, B KOHIIE Pa3[eiOB WM B KOHIE paboThl. CHUCOK JHUTEpaTyphl
COCTaBIISICTCS TI0 OOMICTIPUHATHIM MTPaBUJIaM OTIHCAHUS UCTOYHUKOB.
Texct pedepara momkeH OBITH HANKMCAH YETKUM Pa300PUYMBBIM TOYEPKOM WU
HareyataH. [Ipumepnbiii 00bem ero 20-25 crpanuu. Ha tutynbHOM Jncrte
YKa3bIBAIOTCA:

® HaMMEHOBaHHUE By3a U Kadeaphl;

e TeMa pedepara;

e (amwmus u UM CTyZIeHTa C yKa3zaHueM (haKynpTeTa U Homepa yueOHOMH

TPYIIIIBI,
¢ (amwMs ¥ MHAIIMAITEI HAYYHOTO PYKOBOIUTEIS;
® MECTO U T'ojl HamucaHus pedepara.

TemaTuka scce:



[E—

«CueHapumn» NagbHENIIero pa3BUTHS COBPEMEHHOMN HAYKH.

2. IlpoGiema rapMOHHU3AIIUN CHCTEMBI «ITPUPOJIa-00IIECTBO-HAYKA».

3. JlyXOBHBIE IIEHHOCTH KaK pETYJSTHBBI Pa3BUTHs TO3HAHWS, HAYKH W
TEXHUKH B COBPEMEHHOM MUDE.

4. OmacHbIe MOCIECTBUS HEKOHTPOIMPYEMOI TEXHU3AIIUU MHPA.

5. Ponbs ¢unocodckoit MbICIM B coBpeMeHHOM Mupe. Muccus dunocoda

HAyKH.

]_Ie.]'ll: HaImMCaHHusA 5CCC 3aKII04YacTCsa B HO6Y)KI[CHI/II/I K CaMOCTOATCIbHOMY
Pa3sMBIILICHUIO I10 3aI[aHHOﬁ TEMC

TpedoBanuss k 3cce: O0beM — OT 4-X CTpPaHUIl PYKOIMCHOTO TEKCTa.
JlornyHOCTHP W 3aBEPIICHHOCTh  padOTHI, KOPPEKTHOE  HCIOJIb30BaHUE
CHEIUAIbHBIX TEPMHUHOB, MOHATUN. JIeMOHCTpals JOCTATOYHOTO KPYyrosopa Io
BBIOpAHHOM TEME.



IlepeyeHb y4eOHO-METOAUYECKOTO O0ecTIeYeHU VISl CAMOCTOSITeILHOM
padoThl 00YyYAOIIUXCH MO JUCHUIINHE «KIKOHOMUYECKHE OCHOBBI
COIIHAJIbHOM 3aIIIUThI»

IIpumepHbIe TEMBI 3CCe
1. DKOHOMHUKA COLMATIBHOTO 00CITYKMBaHUS: CYIIIHOCTh, IPUHIIUIBI, 33/1a4H.
2. OCHOBHBIE MPUHIUIIBI COLIMATIEHON PaOOTHI.
3. 3aKOHOMEPHOCTH JKOHOMHUYECKOTO Pa3BUTUSA U  (PYHKIIMOHUPOBAHUS
COIMAIbHON PabOTHI.
4. PerynupoBanue 3KOHOMHYECKUX OTHOIIECHUU B c(hepe CONMaAIbHON 3aIlUThI
HaCeJICHUS.
5. DKOHOMUYECKHE MPOIIECCHI B OOIIECTBE M UX BIUSHUE HA COIIMYM.
6. CyObekThl U OOBEKTHl  COLMAIIBHO-DKOHOMHYECKOTO  MPOCTPAHCTBA
COIIMAJILHON PabOoTHI.
7. OTnuuuTenbHble OCOOCHHOCTM HOKOHOMHUKM  COLMAIBHOM  pabOThl B
NepeXOAHbIN MEPUOJI K OOIIECTBY PHIHOYHBIX OTHOILIEHHUH.
8. DKOHOMUKA KaK MaTepuaibHas OCHOBA COLIUAIbHON paOOTHI.
0. OOycn0BIEHHOCTh COLMATBHOM 3aIMThl PA3BUTUEM PHIHOYHBIX OTHOLIEHUH.

10. BzaumocBA3b U B3aMMO3aBUCUMOCTh 3KOHOMMYECKOM M  COLMAIbHOU
MOJINTUKH.

11. DOxoHOMHUYECKOE MPOCTPAHCTBO COLUAIBLHON paldOThl, €ro CYIIHOCTh U
3Hauenue. HanmonansHbie mporpammel PO B conmansHoi cdepe.

12.  CommanbHas cdepa Kak HKOHOMHYECKOE TMPOCTPAHCTBO COIUATBHOU
paboTHI.

13.  MuHHMManbHbIE TOCYJAAPCTBEHHBIE TapaHTHUH COLMAIbHO-3KOHOMUYECKON
NOJJIEP>KKU MaJI000ECTICUEHHBIX IPYIIN HACEIECHUS.

14. MarepuanpHoe 6J1ar0COCTOSIHUE HACENIEHUS, €T0 TUHAMUKA.

15. Bospacrtanue poiu 3KOHOMUYECKOU (DYHKIIUU CEMBH.

16. dunranCUpoBaHHUE COIUATBLHONU CPEephl: CYIIHOCTH U TPOOIEMBI.

17. TIlporpammHO-TIeieBOe  (DMHAHCHUPOBAHWE COLMAIBHONH  pabOTHI, €ro
MPEUMYIIECTBA U NPOOIEMBI.

18. DKOHOMHUYECKHE OCHOBBI CUCTEM COLMAIBHOM 3aIIUThl U HOPMbI PHIHOYHOMU
CIIPaBEJIMBOCTH.

19. OpraHu3alOHHO-?)KOHOMHYECKUN MEXaHU3M COIIMAIBHOTO OOECIeYeHUsl U
CTpaxOBaHUSI.

20. DKOHOMHYECKHUH CTaTyC COIMAIBLHOTO pabOTHHUKA: COCTOSIHUS U MPOOIIEMbI

Tembl pedpepaToB
1. CymHOCTh, IPHUHIUIBI B OCOOCHHOCTH SKOHOMHYECKOW JCSATEILHOCTH B
cdepe conuanbHOi pabOTHI.
2. DKOHOMHUYECKash QYHKITUS COIUATBHON pabOThI: CYIIIHOCTh U COZACPKAHHE.
OcHoBHBIE (DYHKIIMH TOCYJapCTBa IO PA3BUTHIO COIMAILHOW pPaOOTHI B
YCIIOBUSX PRIHOYHON 3KOHOMUKH.

b



4. DKOHOMHYECKasi TOJMUTHKAa TOCynapcTBa Kak (aktop QopMUpoBaHUs
pecypcHoOi 6a3bl COLMANBHOM 3alIUThl HACEIEHUS.

5. Tlonsrtue, cTpykrypa M crnenupuka SKOHOMHUYECKOTO IMpeoOpa3oBaHUs B
chepe conrabHOM pabOTHI.

6. OCHOBHBIE  CTPYKTYpPHBIE€  3JEMEHThl ~ HOPMATHUBHO-NPABOBOM  0a3bl
DKOHOMHYECKOM JEATEIbHOCTU B CHCTEME COLIMAIILHOM 3aIUThI HACEIICHMUS.

7. ®enepanbHblid  3ak0H  «OO0 OCHOBax  COLUMAIBHOTO  OOCITYKHMBAHMS
HACEJIEHUS» U €T0 3HAYCHHUE.

8. CylmHOCTh M COJep>KaHUuE MOHATUH «MaTepuaibHOE OJIarOCOCTOSIHUEY,
«YPOBEHB M KAYECTBO KU3HWY, TUHAMHUKA OJIarOCOCTOSIHUS HACEJICHHSI.

9. IlonsTe «ManO00ECIEYEHHOCTh» M 3HAYEHHUE B TMPAKTUKE COLMATbHON
paboTHI.

10.CymHoCT ¥ COAEp)KAHME TMOHATHUM  «IPOKUTOYHBIA ~ MHUHUMYMY,
«MPOJOBOJBCTBEHHAS. KOP3UHAY.

11.OxoHomuyeckas nquddepeHnuanus 1 SJKOHOMUYECKHUI CTaTyC: CYHUIHOCTh U
(baKTOpbI BIUSHHUS.

12.MuHMMaNbHbBIE TOCYJIapCTBEHHBIE COLMAIbHBIE TAPAHTUM KaK OCHOBA
COIIMAJIbHOM 3aIIUTHI HACEJICHHUS.

13.JIprotel W BbIILIATBI B CHUCTEME COLUAIBHBIX TAPAHTUW: TIOHATHE,
HOpMAaTHUBHAas 0a3a.

14.9xoHomMuYecKkas PyHKIUSI CEMbU: TIOHSITHE U OCOOCHHOCTHU €€ peaan3alliu B
YCJIOBUSIX PBIHKA.

15.OKOHOMHYECKHE OCHOBBI COIMAIBHOTO OOECIICUYCHHs Ha COBPEMEHHOM
JTane.

16.9K0HOMUYECKUI MEXaHU3M PEPOPMUPOBAHNS IEHCUOHHON CUCTEMBI.

17.0cobenHocTi (hOPMHUPOBAHUST HETOCYAAPCTBEHHBIX (POHIOB MEHCHOHHOTO
obecreueHus.

18.0Opraan3anoOHHO-3KOHOMUYECKHE OCHOBBI COLMAIIBHOTO CTPAXOBAHMS.

19.CymHOoCTh, MPHUHIMIBI, OCHOBHBIE MCTOYHUKH (PUHAHCHPOBAHHUS CHUCTEMBI
COLIMAJIbHOM 3aIUTHI HACEJICHHUS.

20.Bunpl puHancupoBanus B cepe counaabHOU padOTHI.

21.HerocynapcTBeHHbIE HMCTOYHUKUA (PUHAHCHPOBAHUS CHUCTEMBI COIUATBHOMN
3aIUTHI.

22.0OcHoBHbIE (YHKIMH, BUIBI U (HOPMBI IKOHOMHYECKON NEATETHbHOCTH
OpraHu3alii, y4YpexJAeHUN U MpeAnpudatuii chepbl COlUaIbHON 3alIUThI
HACEJICHHUS.

23.[InannpoBaHuE IKOHOMUYECKOU IEATETbHOCTH COLUANIBHBIX CITYKO.

24.0Omnnata TpyJaa pabOTHUKOB COLMAIIBHBIX CITYXKO.

25.IlpennpuHuMaTENbCKas IESITEIbHOCTh COLMATIBHBIX CIIY>KO: OHSITHE, BUJIBI,
poOJIEMBI.

26.byxranTepckuii y4eT B COIMAIBHBIX YUPEKACHUAX U CIYXKOax: MOHATHE U
O0COOEHHOCTH.

27.IloHsiTHE, KPUTEPUU U METOJABI OmpesesneHns 3PPEeKTUBHOCTU COLUATbHON
paboTHI.



28.0OcHOBHBIE HCTOYHUKU (DOPMHUPOBAHUS ICHEKHBIX CPEJCTB AJISI COLIMATBHBIX
CIy>k0 pa3nuuHbIX (OpPM COOCTBEHHOCTH.

29.Pacxoll 1 KOHTPOJIb JEHEXKHBIX CPEJICTB Ha COAEPIKAHME CIIyKO M pacxon
OIO/KETHBIX M BHEOIOJKETHBIX CPEACTB Ha MEPOIPUATUS O peann3aluu
COIMAJIbHBIX MPOrPaMM IMOICPKKH MAIO00ECTIEYEHHBIX CI0EB HACEIICHHUS.

30.'apanTun ¥ JBrOTHl PaOOTHHUKAM TOCYJIapPCTBEHHONW W MYHMITUIIAIBLHOU
CHUCTEMBI COIUATIBHBIX CITYXKO.

31.I1poGieMbl COBEPIICHCTBOBAHMS OIUIAThl TpyAa B cdepe COIUalIbHOM
paboTHI.

32.I1poGneMbl  pa3BUTHS SKOHOMHUYECKOW CHCTEMBl COLMAIbHBIX YCIYT,
pacUIMPEHHs] X ACCOPTUMEHTA U JOCTYITHOCTH JIJIsl HACETIEHUSI.

33.0OcHOBHbBIC HaIpaBJICHUS TMOBBIMICHUS YKOHOMUYECKOW 3((PEKTUBHOCTH B
IpeIpPUHUMATEIBCKOMN EATEIbHOCTH COLUATIBHBIX CITYXkKO.

34.Ponp M 3HaYeHUE COLMUAIBHBIX TMPOEKTOB B MPEANPUHUMATEILCKOU
NEeSATEIbHOCTH HEKOMMEPUECKUX YUPEXKICHUNA U MPEINPUATUN COIMATbHON
chepbl 00CITyKUBAHUS.

35.3akoHomarenbHas 0a3a [N OCYIIECTBICHHS  MPEANPUHUMATEIbCKOU
NEeSATEIbHOCTH YYPEXKIACHUN COLUATBLHOTO OOCTYKHMBAHUS M OKa3aHUIO
HACEJIEHUIO TJIaTHBIX COLIMAJIBHBIX YCIIYT.

36.00beKkTHBHAsE  HEOOXOJIMMOCTh  CHWXKEHHUS JIOJM  TOCYJapCTBEHHBIX
BJIO)KEHM M BO3pPAaCTaHHWE POJIM COLMAIBHOIO CTPAaxOBaHUS B CO3JaHUU
OCHOBHBIX UCTOYHUKOB (PMHAHCUPOBAHUS COLMATBHON pabOTHI.
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