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OCHOBHASA ITPO®ECCHNOHAJIBHAS OBPA3OBATEJIBHASA ITPOI'PAMMA BBICHIEI'O OBPA3OBAHUSA -
ITPOTPAMMA MAI'UCTPATYPBI

AHHOTaIUA
K paboueid mporpaMme AUCIHMILTHHBI
51.0.05 busHec-aHIIMHCKUN

HarnpaBieHue noAroToBKu 38.04.02 MeHe)KMEHT
ITpodunb TOATOTOBKU YnpaB/ieHHe TPOeKTaMHu
CemecTp(bl) U3yueHMsI 1,2
KonryecTBO 3aUeTHBIX eIUHUL] 6
dopma MMpOMe)KYTOUHOU aTTeCTaluu 3aueT, JK3aMeH

1. Iesb ¥ 3apauM JUCLUII/IMHBI

[lenbio ocBOeHUsT yueOHOU JUCIUTITMHBI « BU3HeC-aHTIUMCKU» SIBISIETCST pa3BUTHE
CMOCOOHOCTM K  CaMOOpraHu3allid, [IeJlOBOMY U MEXKYJbTYypDHOMY  OOIeHUIO.
[TpenaraemMblii KypC HarpaBjieH Ha OBJafleHHe CTyJeHTaMd HeoOXOJWMBIM ypOBHEM
VHOSI3bIYHOW ~ KOMMYHUKaTMBHOM  KOMIIETEHUMW [l peLleHds  COLMaIbHO-
KOMMYHUKaTUBHBIX W  TIpo(eCcCHOHA/bHO-ODUEHTHPOBAHHBIX  3alau B 00siacTu
aKaZleMU4eCKOU U TPYI0BOM caMOpean3aruu

3ajauu 0CBOeHHS M CHMILIUHBI:

o dopMUpOBaHre Yy MarvMCTPaHTOB CHUCTEMHBIX (CITOCOOHOCTH WCITO/Ib30BATh
TeOpeTUUeCKUM SI3bIK 3HAHUM K aHa/u3y KOHKPETHBIX CUTYalluii;

o yMeHUe OpraHu30BbIBaTh Oece/ibl, BK/IOUAsl MEPErOBOPbI B MHOTOSI3LIUHOM
cpeze;

J CII0COOHOCTE K paboTe B MEXXIyHAPOAHbBIX OpraHU3al[ys);

o dbopMUpoBaHWe Yy MarMCTPAaHTOB KOMMYHHMKAIIMOHHBIX — KOMIIETeHI[Ui
(mosiyyeHue, TOHMMaHUe U aHaIM3 UH(POpMaIMK1 TTpogeCCHUOHATBHOT0 XapaKTepa;

. CroCOOHOCThL OCYIIECTB/IATL TepeBO/, [eI0BOM Oecefibl C UCMOIb30BaHUEM
TOHSATUMHOTO arirapara);

o nepeBo/; CrelMaabHbIX TEKCTOB MpodeCcCUOHaTbHOW HarpaBAeHHOCTU C
PYCCKOTO sI3blKa Ha aHTJIMUCKUM;

. WCIO/Ib30BaHWe  WHOCTPAHHOTO  f3blKa  KaK  HHCTPYMeHTa  JJis
rpocheCcCUOHAa/ILHOTO Pa3BUTHS;

o nyO/IMUHbIe BBICTYTI/IEHHE Ha TTPo(deCcCHOHA/TbHbIE TeMBI.

2. IlepeyeHb TUIAHUPYEMBIX Pe3y/IbTaTOB O0yUeHHs, COOTHECEHHBIX C
IVIAHMPYEeMbIMH pe3y/IbTaTaMH 0CBOEeHHsI 00pa30BaTe/IbHOM MPOrPaMMBblI:

Kop IlepeueHb MJIAHUPYEMbIX Pe3y/IbTaTOB 00yUeHHs Bupb! yueoHoM
KOMIIeTeHI[UH 10 AMCIUIIIHHE pabdoThI,
pe3y/IbTaThl CIO0COOCTBYIOIIHE
ocBoenus OOII ¢opmupoBaHuio
(copepxaHue U pa3sBUTHIO
KOMIIeTeHI[Hi) KOMIIeTeHIIHH

YK-4 Criocoben | YK—4.1 Beibupaet | 3HaeT ocobenHocTH | KoHTakTHas pabora:
TIPUMEHSITh TeXHOJIOTUH aKa/IeMUUYeCcKoro u | [IpakTnueckue
COBpEMeHHbIe ME>KTMYHOCTHOTO npoeCcCOHAIBHOTO  /1e/IOBOTO | 3aHSATHS
KOMMYHHKaTUBHBI® JenoBoro o0ujeHus | oOjeHnsi, yuuThiBaeT uX B | CaMoCTosTenbHas
TEeXHOJIOTMM, B TOM | Ha si3blKe 0OIeHus | MpodeccroHaIbHON pabota

yrcse Ha | C TIpUMeHEeHNEeM | [1esITelTbHOCTH
WHOCTPaHHOM(bBIX) npodeCCMOHABHBIX | YMeeT MPUMEHSTh BepOasbHbIe
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s13bIKe(ax), JUTsT | I3BIKOBBIX ()OpM M | U HeBepOa/ibHble  CpeZiCTBA
aKaZ|eM1U4ecKoro U | CpeAcTB B3aUMO/IeNCTBUS B
ripodeccuoHanbHoro | YK—4.2 ripodeccoHa/IbLHOM
B3aUMO/IEUCTBUS Cocrasier, [esATe/IbHOCTH
NepeBOJUT c | Bnazeer COBPEMEeHHBbIMU
HWHOCTPAHHOTO KOMMYHUKaTUBHBIMU
A3bIKa Ha | TEXHOJIOTUSMU TIpDU TIOUCKE U
rOCY/JJapCTBEHHBIN | UCTIO/h30BAHUN  HEOOXOAUMOM
s3Ik P® wu ¢ | uHpopMauuu LTS
roCy/lapCTBEHHOI'O | aKaJleMU4yeCcKoro u
s3bika P®  Ha | npodeccroHanbHOrO 001IIeHNs
WHOCTPaHHBbIN, a
TakKKe peJlaKTHpYeT
pa3/IMuHbIe
aKaJeMuJeckue
TeKCTbl (pedepaTsl,
3cce, 0030pHI,
CTaTb" U T.[.), B T.U.
Ha  UHOCTPaHHOM
SI3bIKE
YK-5 Criocoben | YK-5.1 3HaeT OCHOBBI KyJ/bTypbl W | KoHTakTHasd paboTa:
aHaIM3UpOBaTh u | JeMoHCcTpUpyeT TpaguLui cTpaH wu3ydaemoro | [Ipaktrueckue
YUUTBHIBaTh MOHUMaHue A3blKa, [paBUla  JIeJIOBOTO | 3aHATHUSA
pa3zHoobpa3ue ocobeHHOCTeH ITHKETa; MeXKy/IbTypHBle | CaMocTosTe/IbHas
KyJIbTYp B TIpOLiecCe | pa3/IM4HbIX KyJbTYp | 0COOEHHOCTH BeJleHUst Ou3Heca | paboTa
MeXKY/IbTYPHOTO M  Hauuid  TpH | B MUpe
B3aUMO/eNCTBUS BBITIOJTHEHUU YMeeT  OpUeHTUpOBAaThCS B
rpoecCcroHa/NbHBIX | MUPOBOM HCTOPUYECKOM
3a/a4 Triporiecce, aHa/IM3UPOBaTh
YK-5.2 TIPOL{eCChI U SBJIEHUS,
BricTparBaer TIpOUCXOJsIIIYe B 001[ecTBe
npodeccroHanbHOe | BriazieeT HaBbIKaMU BbIpayKeHUsI
B3aUMO/IEMCTBUE C | CBOMX MbICJIEW W MHEHUs B
yueTom aHa/ivM3a | MeX/IMUHOCTHOM U /1eJIOBOM
ocobeHHOCTeM o0llleHMM Ha  MHOCTPaHHOM
MOBe/IeHus U | si3bIKe
MOTHUBALIUU JTHOJei
Pa3IUUHOTO
COLIMaIbHOTO U
KY/JIbTYPHOT'O

TMNPOUCXOXKOEHUS
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1. IMesu u 3aja4¥ AUCHUIIIMHBI

1.1.

enb MCIMIIMHBI

Ilenbt0 0CBOEHUS yUueOHOM JUCIUIUIMHLI « BrU3Hec-aHr TUACKU» SIBJIIETCS Pa3BUTHE

CIIOCOOHOCTH K

CaMOOpraHn3alu,

JeJIOBOMY M MEXKYJIbTYDHOMY

00IIeHHIO.

[TpenaraemMblii KypC HarpaBjieH Ha OB/afleHHe CTyAeHTaMHd HeOoOXOJWMBIM ypOBHEM

VWHOSI3bIYHOW ~ KOMMYHUKaTMBHOM  KOMIIETEHUMW [l pelleHds  COLMaIbHO-
KOMMYHUKaTUBHBIX ¥  Tpo(eCcCHOHA/bHO-ODUEHTHPOBAHHBIX  3alau B 00JsiacTu
aKaZleMU4eCKOU U TPYI0BOM caMOpean3arjuu

1.2. 3ajgauv 0CBOeHMA AUCIMILIUHBI

. dbopMUpOBaHe Yy MarvCTPaHTOB CHUCTEMHBIX (CITOCOOHOCTH HCITO/Ib30BATh
TeOpeTUUeCKUM SI3bIK 3HAaHUM K aHa/In3y KOHKPEeTHBIX CUTYalluii;

| yMeHHe OpraHW30BbIBaTbH Oece/bl, BK/IIOUAsi IMEPErOBOPbI B MHOTOSI3bIYHOMN
cpeze;

J CrocOOHOCTh K paboTe B MeXXIyHAPOJHBIX OpraHu3aIius);

. dbopMHUpOBaHME Yy MaruCTPaHTOB KOMMYHMKALMOHHBIX — KOMIETEHLUMI
(mosiyyeHue, TOHMMaHUe U aHaIM3 UH(POpMaIMK1 TTpo¢heCCUOHATLHOTO XapaKTepa;

o CIOCOOHOCThL OCYIIECTB/IATL TIePeBOJ, [eI0BOM Oece/ibl C UCIOIb30BaHUEM
TOHSATUMHOTO arirapara);

. repeBo/; CrelMaabHbIX TEKCTOB MpodeCcCUOHaIbHOW HarpaBAeHHOCTU C
PYCCKOTO sI3blKa Ha aHTJIMUCKUM;

o WCIO/Ib30BaHWe  WHOCTPAHHOTO  s3blKa  KaK  WMHCTPYMeHTa  [Jis
ripocheCcCHOHA/ILHOTO pa3BUTHS;

o ny6/IMUHbIe BBICTYTI/IEHHE Ha TTPo(deCcCHOHA/TbHBIE TeMBI.

2.  MecTo AMCIMIUIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbI

HacTosirasi AUCHATIIMHA BK/IFOUeHa B yueOHBIM TulaH 10 HarpaBieHuto 38.04.02
MeHemxMeHT TTpouib YTpaBieHHe TTPOeKTaMU M BXOAUT B 00si3aTelbHYIO0 YacTh biioka

1.

JucuurivHa usyyvaetcs Ha 1 Kypce B 1 1 2 cemecTpax.

3. IlepeueHb IUIAHUPYeMbIX Pe3y/bTaTOB O00yueHHs, COOTHECEeHHbBIX C
IUIAHHMPYeMbIMH pe3y/IbTaTaMH 0CBOeHHUs1 00pa3oBaTe/IbHON MPOrpaMmbIl

[Tpouecc u3yyeHuWsi OUWCLMIUVIMHBI HarpaBjieH Ha (OpMUpOBaHWE y CTYJEHTOB
CIelyIOLIMX KOMIeTeHL[MH:

Kog ITepeueHb MJIAHUPYEMBIX Pe3y/IbTaTOB 00y4YeHHs Bujpl yueoHoM
KOMIIeTeHI[UH 10 AMCLUIIIMHE paboThl,
pe3y/IbTaThl CIIOCOOCTBYIOIHE
ocBoenus OOII ¢opmupoBanuio
(copepxanue U pa3sBUTHIO
KOMIIeTeHI[Hi) KOMIIeTeHIIHH
YK-4 Crniocoben | YK—4.1 Bribupaet | 3HaeT ocobenHocty | KoHTakTHas pabora:
TIPUMEHSTh TEXHOJIOTUU aKa/leMUUYecKoro u | [IpakTrueckue
COBpEMeHHbIe ME>KTMYHOCTHOTO npo)eCCOHANIBHOTO _ /1eJIOBOTO | 3aHSITHS
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KOMMYHHUKaTUBHbIE JesioBoro oOieHus | oOljeHus, yuuThiBaeT uX B | CaMocCTosTe/NbHas
TEXHOJIOTUM, B TOM | Ha si3blKe 00IIeHUs | mpodeCcCHoHATbHOM paboTa
yucsie Ha | C MpUMEHEeHHEeM | [esiTeIbHOCTU
WHOCTPaHHOM(bIX) npodeCCUOHATBHBIX | YMeeT TIpUMeHSTh BepOasbHble
s3bIKe(ax), JUis | SI3bIKOBBIX (OpM M | U HeBepbanbHbIe  CpeJCTBa
aKa/leMUUeCcKoro U | CpeAcTB B3aUMO/IeNCTBUS B
npodeccuoHanbHoro | YK—4.2 ripodeccoHa/IbHOM
B3aUMO/IEUCTBUS Cocransier, [lesATe/IbHOCTH
repeBOJUT c | Bnapeer COBPEMEeHHBbIMU
HWHOCTPAHHOTO KOMMYHUKaTUBHBIMU
S3bIKa Ha | TEXHOJIOTUSMU TIpU TIOHUCKE U
rOCyJJapCTBEHHBIN | UCTIO/IB30BAHUN  HEOOXOAUMOM
s3Ik P® wu ¢ | uHpopMauuu LISt
roCy/JapCTBEHHOTO | aKa/leMHUYeCcKoro u
s3bika P®  Ha | npodeccroHanbHOrO 00IIIeHNs
WHOCTPaHHBIN, a
TaKKe peJaKTHpYeT
pa3/IMuHbIe
aKajieMUueckKue
TeKCTbl (pedepaTsl,
3cce, 0030pHI,
CTaTb" U T.[.), B T.U.
Ha  WHOCTPaHHOM
SI3bIKe
YK-5 Criocoben | YK-5.1 3HaeT  OCHOBHble  TOHATHs | KOHTaKTHas paboTa:
aHa/M3UPOBaTh u | emoHCTpUpyet HCTOPUH, Ky/nbTyposoruy, | [Ipaktuueckue
YUUTBHIBaTh MOHUMaHue 3aKOHOMEPHOCTM U JTalbl | 3aHATUS
pa3Hoobpa3ue ocobeHHOCTeMH Pa3BUTHUS JTyXOBHOM u | CamocTosTenbHas
KyJbTYyp B TMpOLecCe | pa3lNuUHbIX KyJbTyp | MaTepUaJbHOU KyJbTYpHI | pabota
MeXXKY/IbTYPHOTO M  HauMid  TpU | HAPOJOB MMpa, TOAXOJbl K
B3aUMO/eNCTBUS BBITIOJTHEHUU V3y4YeHHI0 KY/IbTYPHBIX
rpoeCcCHOHA/bHBIX | SIBJIEHUM, OCHOBHbIE TIPUHLIUIIBI
3a/a4 MeXXKYJIbTYPHOTO
YK-5.2 B3aUMO/IEUCTBUS B
BricTparBaer 3aBUCHUMOCTH OT  Pa3/IAYHbIX
rpodecCrOHaNbHOE | KOHTEKCTOB pa3BUTHS
B3aMMO/IENCTBHE C | ODII[eCTRBa; MHOT000pa3ust
yueTom aHa/iv3a | KyJbTyp M LMBWIK3aUUA
ocobeHHOCTeM Ymeer orpefiesisiTh u
MOBe/IeHus U | IPUMEHSITh CrIoco0bI
MOTHBALIUM JIIO/iel | MeXKKY/IbTYPHOTO
Pa3IMUHOTO B3aUMO/JIEMCTBUSI B Pa3/IUUHBIX
COLIMaIbHOTO U | COLIMOKY/BTYPHBIX CHUTYaLUsIX;
KY/JIbTYPHOT'O TIpUMeHsIeT HayuHY0
TIPOMCXOKIEeHUS TePMHUHOJIOTUIO
Bnageet HaBbIKaM#
TIpUMeHeHust crioco6oB
MeXXKY/IbTYPHOTO

B3aUMO/JIENCTBUSI B Pa3/IAYHBIX
COLIMOKY/IbTYPHBIX CHUTYyaLUsIX;
HaBbIKAMU  CaMOCTOSITEJILHOTO
aHa/M3a M OL|eHKHU COLMa/IbHbIX
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| | siBeHmpil |

4. O0beM AUCHMILIMHBI U BU/bI YUe0HO# padoThl
O6111as1 TPYI0€MKOCTh AUCLUTIIMHBI COCTaB/IsgeT 6 3aUeTHBIX eJUHULI:

Buj, yuebHol paboThl Bcero CeMecTpbl

4acoB 1 2

Jlektmu (J1) - - -

ITpakTrueckue 3aHstys (I13) /JTabopaTopHbie 72 36 36

pabortsi (JIP)

Koncynbrauym - - -

CamocrosiTenbHas pabora crygeHnToB (CPC) 117 72 45

KonTtposb 27 - 27

BCEI'O YACOB 216 108 | 108

5. CopepxaHue yueOHOM AMCIUIUITAHBI
5.1 Pa3jenbl AUCHUILIMHLI U BU/IbI 3aHATHH

YpoBenb Pre-Intermediate:

No KosinyecTBO YaCcOB KOHTAaKTHOM PabOTEI
TeMbL HaumeHoBaHMe TeMbl JUCLUIIVHBI Jlekuum | [Ipaktrueckue | CamocTosiTennbHast
3aHATUS pabora
1 cemecTp

Tema 1 | BBezieHue B CTPYKTYpy Kypca: Lie/y, - 4 8
KpPUTEPUH OLIeHKU 3HaHW, MaTepua
KypCa; NpakTU4yecKue 3a/laHusl.
Beesienue B kypc «busHec-
AHIJIMICKUI» - 0CODEHHOCTH
MeTOAMKHU 1 (hopmaT 3aJjaHui.
HesrensHOCT KOMIaHui. PaboTa B
KOMITaHUU U pa3/inuHble JO/DKHOCTH.
CocTraBnieHyre 3/IeKTPOHHBIX MTHCEM.

Tema 2 | 'pammaTtuka: Present simple/Present - 4 8

Continuous.

Cutyauus /1e710BOro obrieHusl.

Keiic ananmu3s 1: I1punsaTHe pelueHue o
BBIOOpE KaHIWJATyphl

Tema 3 | busnec unpopmarst. COop aHHBIX. - 4 8
KowmrisroTepHble 6a3bl JaHHBIX.
3aiuTa UH(OpMaLUH.
Vcrionb30BaHue HHTEPHeTA AJist coopa
JaHHbIX. ['pammaTuka: KomvuectBo u
uyncia. curcnsemsle U
HeHCUuC/sieMble CyLeCTBUTe/IbHBbIE.

Tema 4 | Kelic 2: E-Bay Ha peiHke Hum. - 4 8
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Otuker. [IpaBusia roBeieHys Ha
pabouem MecTe. Xopolve U II0Xue
MaHepbl. OduipanbHbIe U
Heo(uIManbHbIe CUTYalUU Ha
pabouem mecTe. BusHec 3THKeT B
pasHbBIX CTpPaHax.

Tema 5 | I'pammatuka: Offers and requests. - 4 8
Ketic 3: [lenoBirHa Ha pabouem
MecTe.

Nmuypk komnanmy. UMUK pogyKTa.
Bbpeng nmupK: nporecc
dopmupoBanus bpeHga. HaycTpust
MO/IBL.

[TposBWKeHEe OPeH T UMU/DKA.

Tema 6. | 'pammarrika: CpaBHUTeNbHAS U - 4 8
MpPeBOCXOHasi CTeNeHn
ripuiaraTebHbIX U HapeuuH.
Keiic 4: ®donbKcBareH: ujeu Ajs
TIPO/IBW)KEeHUS] IPOZIYKTa.

Tema 7. | Ycnex. CocTaBnsitolye yCrelHou - 4 8
kKomranuu. Kpax 6usHeca. [1aTh
I11aroB /|71 HAUMHatoIero OusHeca.
I'pammatuka: Past Simple.

IToBecTBOBaHME.

Tema 8. | Keiic 5: Kak BbIWTH Ha PbIHOK - 4 8
37I0POBBIX MTPOAYKTOB

Tema 9. | HoBble BO3MOKHOCTH OM3Heca. - 4 8

Pa3BuTHe HOBBIX T@XHOJ/IOTHH.
[ToBTOpEHME JIEKCUKU U TPAMMAaTHKU.

2 cemecTp
Tema 1 | byayiiee OusHeca (Mpojo/bKeHUe). - 4 5
[MpeumyiiecTBa OCBOeHHsI KOCMOCA.
MopanbHbie r/1aroJibl
(mO/DKeHCTBOBAHME)
Tema 2 | BeHuypHoe (rHaHCUpOBaHMe. - 4 5
BenuypHbIii KanuTasl.
[IporHo3uvpoBaHue ycriexa HOBOIO
MIPOAYKTA.
Tema 3 | Keiic 6: BeHUypHble PUCKH - 4 5
Tema 4 | MecToHaxoXaeHHe OusHeca. - 4 5
[TpaBunbHOE pasMelnieHue OusHeca —
BaOXHBIM  (aKTOp ero  pas3BUTHSA.
[Ipumep ofHOTO M3 CaMbIX YAAUHBIX
pa3Memiennii  OmsHeca — [lybawm.
Pa3melljeHue pervoHasbHOro oduca B
JIpYToH CTpaHe.
Tema 5 | I'pammatuka: Future Tense u apyrue - 4 5

CITOCOOBI riepesiaun Oymymmx
cobprTuii. Career skills: HasHauuTh
BCTpeuy.
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Keiic anamu3 7: HoBoe MmecTo st
Ou3Heca

Tema 6.

ITouck paboTel. Iyt rorcka paboThL.
PbiHOK TpyZa, TmpeJCTaB/ieHHbIA B
WuTtepHere. ITpouecc
TpyaoyctpoiictBa. CocraBnenue CV.

Tema 7.

I'pammaruka: IToenurensHOE
HaKJ/IOHEeHHe.

Ketic 8: Uro BeIOpaTh: paboTy 110 Ayiiie
Wiy 0OJIBLIYIO 3apIUIaTy?

Tema 8.

CObIT, TOprop/isA. Pa3muHbie criocobbl
TIPO/IBWKEHUsT U TIPOZ@KU TIPOZYKTa.
MapKeTHHI,  HampaBjeHHbIM  Ha
1[eJIEBYIO  ayJJUTOPUI0O — CTY/I€HTOB.
HoBbIil IPOAYKT.

Tema 9.

I'pammatuka: MogianbHble I/1arossl.
Career skills: TOPrOBbIe
Tipe/iCTaBUTeIH.

Ketic 9: HeTpaIMLIMOHHBIN MapKeTHHT .

Hroro

72

117

Yposenb Intermediate:

Ne
TeMBI

KonuuecTBO YacoB KOHTAKTHOM pabOThI

HaunmeHoBaHMe TEMBI AUCHUITIMHBI

Jlekuuu

[IpakTHueckue
3aHATHUS

CamMocTogTe/bHas
pabora

1 cemecTp

Tema 1

BeneHue B CTpyKTypy Kypca: Lie/y,
KPUTEPUH OLIeHKH 3HaHWM, MaTepya
KypcCa; TIpakTA4YeCcKye 3aaHusl.
Bsenenue B kypc «busHec-
AHTJTUHCKUI» - 0COOEHHOCTH
MeTOAUVKHU U (hopmaT 3aJaHuM.
Komnanuu. Buael komnanui.
[TpenMyiiiecTBa U HeIOCTaTKU
pabOThI B Pa3/IMYHBIX KOMITAHUSX.
CTpyKTypbl KOMIaHUM OyyIiiero.

4

8

Tema 2

I'pammaruka: Present simple/Present
Continuous.

Kapbepa B koMnaHnuu. YmMmeHue
pacckasatb 0 cBoeil pabore.

Kelic anamm3 1: Kak BBDKUTB
KOMIIaHUU.

Tema 3

PykoBozcTBo. CTI/M yripaB/ieHus.
Mertop ycTpallleHUs: B MeHepKMEHTe.
ABTOpUTApHBINA CTU/Ib PYKOBO/ICTBA.
ABTOpUTApPHBIA WK CONMPUYACTHBIN
CTU/IB?

Tema 4

I'pammarvka: ApTHUKIIA.
Keiic amamm3 2: Muccus HOBOro
PYKOBO/IUTEJIS.
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Tema 5 | Crparerus. ITponecc - 4 8
CTpaTernyecKoro rjaHupOBaHusl.
SWOT anamus. Ctparerusi pa3BuTHs
komnanuu Haiik. ['pammaruika:
Cyddukcbl. CriocoObl BIpaXKeHUs
OyAayIIero 1erCTBYUI.

Tema 6. | Kparkasi npe3enTaijusi. Keiic aHaiu3 - 4 8
3: Anrens! Xapneu. busnec u
nemMorpadusi.

Breimiatel. HoBble MU/UTMOHEDBI.
Oruiata TOr MeHepKepoB. 3apIiaThl
Y JIO/IU aKIUM.

Tema 7. | 'pammaruka: Past Simple/Present - 4 8
Perfect.

O1jeHKa pe3yJ/IbTaTOB AesiTeTbHOCTH.
Ketic anamms 4: Ilena ycrexa.

Tema 8. | PazBuTne. JKOHOMHUYECKOe - 4 8
pasButHe. Pa3BUTue U OKpy>Karolias
cpena. I'pammaturka: MoganbHbie
IJ1aroJibl MPe/rnoI0KeHusL.
KapbepHble yMeHUs1 U HABBIKU:
TpUYUHA U pe3yJ/IbTar.

Keiic ananmu3 5: Kak 700UTbCS
ycrenHoro 6aiaHca?

Tema 9. | MapkeTuHr. MapKeTHHTOBbI MUKC. - 4 8
bpenzpl. Kak BusiTH Ha BHIOOD
rokymnaress. I'paMmaTuka:
CpaBHUTeJIbHBIE U [IPeBOCXO/IHbIe
crernieHu. Vcrnosnb3oBaHve UMEH
3HAMEHUTOCTeN B MapKeTHHTe.

2 ceMeCTp

Tema 1 | MapKeTHHIOBBIE a/IbTepHATUBBI. - 4 5)
Kelic anamms 6: Pucku

Tema 2 | Ayrcopcunr.  IlpeumyujectBa U - 4 5
PUCKHU ayTCOPCUHTA

Tema 3 | HoBele r100a1bHbIe CJIBUTH. - 4 5
OdriopuHr u ryiobanbHast
5KOHOMMKA.

Tema 4 | 'pammaruka: [IpuzaTounsle - 4 5
ycioBus [ v I1. BeigBuraTh
Trpe/iyIoKeHus: ¥ IPUHUMATh UX.
Ketic ananmu3 7: OdIIopyHTr.

Tema 5 | ®uHaHchl. PMHAHCOBAsA OTUYETHOCTD. - 4 5
byxranTepckasi OTUeTHOCTb.

Tema 6. | «KpeaTuBHas ¢uHaHCOBast - 4 5
OTYETHOCTb. KopmopatuBHoe
yrpasJieHHe.

I'pammaruka: IlpunaratesibHble U
Hapeuus.

Tema 7. | Keiic 8: I[TogcunTbiBaeM pacxo/ibl. - 4 5

Tema 8. | Pekpytment.  Ilpouecc  mopauum - 4 5
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3agBieHus. IlpoBejeHusi HaiiMa B

KpaTryauiime CPOKHU. Metozpbl
pEeKpYTMEHTa.
Tema 9. | 'pammaruka: OTHOCHUTe/bHBIE - 4 5
MeCTOVMEHHUSI. Career skills:
CocraBsneHue pe3toMe.
Keiic 9: VHTepBbIO B T'OCTUHMIIE
bennamxuo.
HToro - 72 117

Yposenb Upper Intermediate:

Ne

HaumeHoBaHMe TeMbl AU CHUITIMHBI
TeMbI

KonruecTBO YacoB KOHTAKTHOM pabOThI

Jlekiun

ITpakTrueckue
3aHATUS

CamMocTogTenpbHas
pabora

1 cemecTp

Tema 1 | BezieHue B CTPYKTYpy Kypca: Lie/y,
KpPUTEPUH OLIeHKU 3HaHWM, MaTepraJl
Kypca; IIpakTh4YecKye 3aaHusl.
Bsesenue B kypc «busHec-
AHTJIHICKUI» - 0COOEHHOCTH
MEeTOJIMKU 1 (popMaT 3ajaHui

4

8

Tema 2 | KopriopaTHUBHBIE aJTbTHCBI, UX BU/[BI.
[TpeumyiectBa 06pa3oBaHuUs
KOPITOPAaTUBHBIX a/IbsTHCOB [IJIsI
Ou3Heca; pUCKH, CBS3aHHBIE C
obpa3oBaHreM KOPITOPAaTUBHBIX
a/IbSTHCOB

Tema 3 | Keiic aHanu3 1: rpyrnoBoe
obcyxeHue, pa3dbop 1eKCHYeCcKoro
MaTepuaJsa, IPUHSITHE pelleHus

Tema 4 | [lesoBble IPOEKTHI, UX BUJbI, CTaAUU
MIPOEKTUPOBAHUS; TOTEHLUATbHbIE
PUCKU TIPOEKTHOH pabOoThI, TpaBu/ia
1 TpeboBaHUs K TIO/[TOTOBUTE/ILHOM
CTaJiu¥ IPOEKTUPOBAHUSI.

Tema 5 | Keiic aHa/nu3 2: rpyrirnoBoe
obcyxeHue, pa3dbop JIeKCHYeCcKOro
MaTepuasa, IPUHITHE PelleHust

Tema 6. | TUMOUIUHT, KMacCUPUKAIIHS
nipodeccopa benbuH; TUTIBI A€TOBBIX
coOpaHuii, peKOMeH/al|H T10
OpraHM3alvU [1eN0BbIX BCTpeu

Tema 7. | Keiic ananu3 3: rpymnnoBoe
obcyxeHue, pa3bop eKCHYecKoro
Marepuasa, PUHATHE pelleHust

Tema 8. | Posb MHGOPMAaLIMOHHBIX TEXHOJOTHI
B OU3Hece, UCIT0/Ib30BaHKe
WHTepHeTa U UHTPaHeTa, 3allyTa
VHTeJIJIeKTya/IbHbIX PeCypCOB
TIpeATIPUSITHS

Tema 9. | Keiic aHanu3 4: rpynmoBoe

11
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obcyxaeHue, pa3dop JIeKCUUeCKOro
MaTepHaJia, IPUHATHE PeIeHUst

2 ceMecTp
Tema 1 | IHHOBalMOHHbIE  TEXHOJIOTUU B - 4 5
ousuece, HCIIO/Ib30BaHMIe
HaHOTEXHOJIOTHM.
Tema 2 | Keiic aHamu3  5:  TpyIIoBoe - 4 5

obcyxaeHue, pa3dbop IeKCHYecKoro
MaTepHaJia, IPUHSATHE PelleHHH.

Tema 3 | CpeacTtBa pekiaMbl B Ou3Hece, - 4 5
MJIaHUPOBaHHe peK/IaMHOM
KaMIlaHW{, MeTOJbl  YJ/IyulleHUs
CpeJICTB peKJiaMbl

Tema 4 | Keiic aHanu3 6: rpyrnoBoe - 4 5
obcyxeHue, pa3bop eKCHYeCcKoro
MaTepHaJia, IPUHSATHE pellieHHH.

Tema 5 | FOpucnpygeHuyss B OW3HeCe; THUITBI - 4 5
CyJleOHBIX KOPITIOPAaTHUBHBIX — TSDKO,
MO/IepHHU3al[|sl 3aKOHO/ATe/IbCTBA B
OTHOILIEHUU FOPUAUYECKUX JIULL.

Tema 6. | Keiic  aHamu3  7:  rpynmnoBoe - 4 5
obcyxeHue, pa3bop JeKCUYecKoro
MaTepuaJsa, IPUHITUe pellleHuH.

Tema 7. | Bugsl ¥ THnbl OpeHZOB; BeAyIIHe - 4 5
OpeH/IbI Me>KYHAPO/IHBIX KOMITAHUH;
KOPIIOPAaTUBHbBINA OpeH I

Tema 8. | Keiic  ananmu3  8:  rpynmnoBoe - 4 5
obcykaeHure, pa3dop JeKCHUYecKoro
Marepuasa, IPUHSATHE pelleHui

Tema 9. | Buabl wuHBecTHLMM B OuH3Hece, - 4 5
BEHUYPHOEe MHBECTHPOBAHUE.
HToro - 72 117

5.2. Copep>kaHue TeM yueOHO#M AU CIHI/THHBI

YpoBenb Pre-Intermediate:

Tema 1. ACTIVITIES

1. Business activities of companies

2. Jobs and job titles

3. Grammar: Present Simple and Continuous

4. How to write emails

5. Career skills: explaining your job

Dilemma: Company's decision on offering a job of....
Tema 2. DATA

1. Collection of data

2. Computer databases

3. The protection of privacy

4. Using the Internet

5. Grammar: Quantity and number. Countable and Uncountable.
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Dilemma: Should eBay enter the market in India?

Tema 3. ETIQUETTE

1. Politeness at work.

2. Good and bad manners.

3. Formal and informal situations in a business environment
4. Business etiquette in different cultures

5. Grammar: offers and requests.

Dilemma: A workplace bully

Tema 4. IMAGE

1. General opinion of a company or product. Brand image.

2. The process of branding.

3. Fashion is a business. The fashion industry.

4. Promoting the image. Describing the product.

5. Grammar: Comparatives and superlatives.

Dilemma: Volkswagen bugs. Product idea for development.
Tema 5. SUCCESS.

1. A start up is new business. Passion into profit.

2. What is success? What makes a successful company? Business failure.
3. Five important steps to set up a new business.

4. Grammar: Past Simple. Telling a story.

Dilemma: A share in the organic food market.

Tema 6. FUTURE.

1. New opportunities for business: developing new technology.
2. Benefits of exploring space.

3. Financing ventures. Venture capital.

4.Making predictions about a new product.

5. Grammar: Modals of possibility

Dilemma: Risky ventures.

Tema 7. LOCATION.

1. The location of a business — an important factor for its growth.
2. One of the world’s most successful business ventures — Dubai.
3. Setting a regional office in a foreign country.

4. Grammar: Future plans and intentions.

5. Making an appointment.

Dilemma: A New Location.

Tema 8. JOB-SEEKING.

1. Job-seeking.

2. Ways of finding a job.

3. The online job market.

4.The application process. Finding a job. Preparing a CV.

5. Grammar: The Imperative.

Dilemma: For love or money. Job offers.

Tema 9. SELLING.

1. Different methods to promote and sell products or services.

13
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types.

2. Marketing to students.

3. A product launch.

4. Grammar: Modals of obligation. Making suggestions.

5. Sales representatives.

Dilemma: Guerrilla marketing. How to identify student marketers.

Yposenb Intermediate:
Tema 1. COMPANIES.

1. Types of companies. Advantages and disadvantages of working for  different

2. The structure of tomorrow’s companies.

3. Grammar: Present Simple and Present Continuous

4. Companies and careers.

5. Exchanging information about your job.

Dilemma: The virtue of necessity. How can a company survive?
Tema 2. LEADERSHIP.

1. Management styles. Fear and management.

2. Successful leadership.

3. Grammar: Articles

4. Getting things done. Being direct or use a softer approach in management.
Dilemma: Mission: Impossible? The appointment of a new CEO.
Tema 3. STRATEGY

1. Undergoing the strategic planning process

2. The SWOT analysis

3. The Nike strategy

4. Grammar: Suffixes. Future forms.

5. Short presentations.

Dilemma: Harley’s Angels. Business and demography.

Tema 4. PAY (PAY PACKAGES AND REWARDS)

1. New Millionaires.

2. Executive pay deals.

3. Salaries and share options.

4. Grammar: Past Simple and Present Perfect.

5. Evaluating performance.

Dilemma: Success at what price? (The decision of the remuneration committee).

Tema 5. DEVELOPMENT.

1. Economic development.

2. Development and environment.

3. Grammar: Modals of likelihood.

4. Career skills: showing cause and effect
Dilemma: Striking a balance.

Tema 6. MARKETING.

1. Marketing mix.

2. Marketing brands. Influencing buying decisions.

14
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3. Grammar: Comparatives and Superlatives.

4. Celebrity endorsement.

5. Considering alternatives.

Dilemma: A scent of risk. (To expand or risk branching out?).
Tema 7. OUTSOURCING.

1. Advantages and risks of going offshore.

2. The new global shift.

3.0ffshoring and global economy.

4. Grammar: Conditionals I and II

5. Making and responding to suggestions.
Dilemma: Going offshore.

Tema 8. FINANCE.

1. Financial reporting. The profit and loss account.
2. Creative accounting.

3. Corporate governance.

4. Grammar: Adjectives and adverbs.

5. Referring to visuals.

Dilemma: Counting the costs.

Tema 9. RECRUITMENT.

1. The application process.

2. Speed hiring.

3. Recruitment methods.

4. Grammar: Relative pronouns.

5. The CV.

Dilemma: The Bellagio interview. (Behavioral interview).

Yposensb Upper Intermediate:

Tema 1. Corporate Alliances

1. Different types of corporate alliances.

2. The benefits of creating corporate alliances.

3. The reasons for failures in alliances.

4 Tips on preparation and planning of corporate alliances.

Case study 1: Fitzburg Tire Company, construction

Tema 2. Projects

1. Different types of projects.

2. The stages of project work.

3. The potential problems and hazards connected with project planning.
Case study 2: Wilson Chemicals (Ghana, Ltd.), chemical industry
Tema 3. Team working

1. Professor Belbin’s classification of team members.

2. The types of business meetings.

3. The role of a team leader in team working.

Case study 3: Millars Bank Ltd., banking

Tema 4. Information

15
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1. The role of information technologies in a business world.

2. The use of intranet and other computer networks in a company.
3. The outcomes of digitization

4. The key issues of business intelligence.

Case study 4: Leclerc Machines de Cuisine, food processing
Tema 5. Technology

1. The influence of technological advances on business world.

2. The use of nanotechnology in business.

3. Innovations in business.

Case study 5: Tanaka Komuten Company, Ltd., construction
Tema 6. Advertising

1. The use of advertising media in business.

2. Planning and launch of an advertising campaign.

3. Unsuccessful advertising campaigns.

Case study 6: Harding Tool Corporation, machinery

Tema 7. Law

The types of lawsuits in business.

The negative consequences of litigation for enterprises.

The changes to be introduced in the USA and European law system.
Discussion of scandalous court cases.

Case study 7: Comtec Corporation, computing

Tema 8. Branding

1. The importance of branding a product.

2. Successful and unsuccessful brands.

3. Corporate brands.

4. The influence of branding on the image of a company.

Case study 8: Hanover Public Systems, industrial electric equipment
Tema 9. Investments

1 The ways of raising investment for start-ups.

2 How venture capitalists plan their investment policies.

3 Ethical investment.

4. The work of stock markets.

5.3. Tekymuii KOHTPOJIb YCIIeBaeMOCTH 10 pa3je/iaM AUCIUIITUHbBI

Tema 1 TectupoBanue, Kelicbl
Tema 2 TectupoBanue, Keiicbl
Tema 3 TectupoBanue, Keiicbl
Tema 4 TectrupoBanue, Kelicbl
Tema 5 TectupoBanue, Keiicbl
Tema 6 TectupoBanue, Keiicbl
Tema 7 TectrpoBanue, Kelicbl
Tema 8 TectupoBanue, Keiicbl

16



OCHOBHASA ITPO®ECCHNOHAJIBHAS OBPA3OBATEJIBHASA ITPOI'PAMMA BBICHIEI'O OBPA3OBAHUSA -
ITPOTPAMMA MAI'UCTPATYPBI

Tema 9 TectupoBanue, Keiicbl

5.4. CamocrosiTe/IbHOe WU3yUYeHHE pas3fe/oB JUCHUMIUIMHBI  (U3yuyeHHe
TeOpeTHYeCcKoro Kypca)

CamocTosiTenibHasi paboTa CTYZeHTOB TI0 JaHHOW [AWCLUTIIMHE TIPOBOJUTCS B
CelyIoLMX BUax:

° BBITIO/IHEHHE JOMAallIHHUX 3a,anH171 rnperiogaBatTesisd

° HCII0JIb30OBdAHKME HMHTEPHET peCypCOB AJId 3dKpeEIlJIEHUA HpOﬁ,[[EHHbIX TeM IIO0
JIEKCUKE U T'PAMMATHKE AHTJIMHMCKOTO SI3bIKa

° COCTaBJIEHME DPd3HbBIX BHWOOB [J€/IOBBIX ITMCEM B PpdMKdX IIpeA/I0OKEHHOT'O
(bopMaTa: 3JIEKTPOHHBIE TTMCbMd, MEMODAHAYMBI, OTUETHI, IMTPECC peJIn3bl, Ae/I0BbI€ ITMCbMd

® CaMOCTOSITe/ILHBIN aHa/Iu3 AeJIOBBIX CI/ITyaL[I/Ii/JI C UCII0J/Ib30BAHMEM MaTepHa/10B
KencoB

BOHPOCbI, BBIHOCHMbIE Ha CAMOCTOSATE/IbHOE U3yUeHHe:

YpoBenb Pre-Intermediate

1 cemecTp

Pazgen Ne 1 JlesiTe/IbHOCTb KOMITAaHUH

o 3akperieHMe MaTtepuasna

o BeinosHeHWe  ynpakHeHWM Ha  3akperieHue  CJI0BapHO-JIeKCUUeCKOro
Marepuara.

o HamucaTh 3/1eKTpoHHOe MUCHbMO Ha 3afaHHyto TeMy ([IpefcTaBUThCS Kosiere
T10 MIPOEKTY)

Pa3znen Ne 2 I'pammaTrka ypoka. Kelic aHanus.

o 3akperieHve rpaMMaTUueCcKoro Marepuaria

o Keiic ananu3 1: «[IpuHsTHE pellieHre 0 BbIOOpe KaHAWAaTypPbi»

J Pazmen Ne 3 busnec uHpopmaiusa. Coop gaHHbIX. KomrbioTepHble 0asbl
JlaHHBIX.

o YrpakHeHUs Ha 3aKperyieHue JIeKCUKO-TpaMMaTUYeCcKoro MaTepuana

o 3ajjlaHve Ha ayMpOBaHue

Pazzen Ne 4 «9TuKet. [IpaBusia moBeieHHs: Ha paboueM MecTe»

o YrpakHeHHs Ha 3aKpervieHre JIEKCUKO-TpaMMaTU4eCcKoro Matepuaia

o 3aziaHve Ha aypoBaHue

° Keiic 2: E-Bay Ha peiHKe Huu.

Pazzen Ne 5 Umupk komnanuu. UMUK TIPOAYKTA.

o YripakHeHus Ha 3aKpervieHue JIeKCUYeCKOro Matepurasa

o 3ajjaHve Ha ayupoBaHUe

Pa3znen Ne 6 I'pammaTrka ypoka. Ketic aHanus.

o YnipakHeHHs Ha 3aKpeIrvleHre rpaMMaTUYecKoro matepuana

o Ketic 4: ®osibKcBareH: ueu Ajs IPOABWKEHHS POAYKTa

Paznen Ne 7. ¥Ycnex. CocTaBsrolye yCIelHoM KOMIIaHU!

o [laTb B 3/IeKTPOHHOM MMCbMe CBOM MpodeccruoHanbHbIM OPTPeT

Pazgen Ne 8. Keiic

17



OCHOBHASA ITPO®ECCHNOHAJIBHAS OBPA3OBATEJIBHASA ITPOI'PAMMA BBICHIEI'O OBPA3OBAHUSA -

ITPOTPAMMA MAI'UCTPATYPBI

o Keiic 5: Kak BbIMTH Ha PbIHOK 3[J0POBBIX MMPO/YKTOB
Pa3zen Ne 9. HoBble BO3MOKHOCTH OU3Heca

o YmipakHeHHs Ha 3aKpeIuieHue JIeKCUUeCKOro Marepuyasa
o 3ajjlaHue Ha ayJupoBaHUe

o 3a/laHre HarvcaTb MeMopaHayM — He 6omee 60-80 c/ioB.
2 ceMeCTp

Pazgen Ne 1. Byayiiee 6usHeca (TpoJo/bKkeHMe)
* YmnpaKHeHHUs Ha 3aKperyieHre rpaMMaThueCcKoro Marepyasa

e (CamocrosiTesibHas pabota Hag Temoit H.M.Po3aHoBa «English
Economics».
Pa3zen Ne 2 BeHuypHoe (vHaHCUpOBaHWe. BeHUypHbIN KaruTtasi
e CamoctosiTenibHasi paboTa Haz Temoi H.M.Po3aHoBa «English
Economics».

e Pazgen Ne 3. Keiic
* Kelic 6: BeHuypHbIe pUCKu
Pa3zen Ne 4. MecToHaxoK/leHre 1 pa3MelljeHre O13Heca.
* VYrpaHeHHUs Ha 3aKperieHue JIeKCUYeCKOro Marepuasna
® JJIeKTPOHHOE MMUCbMO
® 3ajiaHue Ha ayAupOBaHue
Paszgen No5. I'pammatuka ypoka.
* YmnpaKHeHHUs Ha 3aKperyieHre rpaMMaThueCcKoro Marepyasa
e Keiic ananmu3 7: HoBoe mecto f1st Ou3Heca
Pazgen Ne6. [Touck paboTel. PEIHOK Tpy/ia.
¢ 3akpeluieHue JIKCUYeCKOro maTepuasna
* 3a/laHue Ha ayJiupoBaHue
® DJIeKTPOHHOE ITUCbMO COZIePKUT
Paznen Ne 7. I'pammaTuka ypoka. Keiic aHanms.
* YnpaKHeHUs Ha 3aKpelyieHWe rpaMMaTU4ecKoro MaTepuasa
e Keiic 8: Uto BriOpaTh: paboTy 110 Ayiiie Win 00JbIIYHO 3apIiiaTy?

for

for

Pa3men Ne 8. COwIT, TOproBas. Pa3nuuHble CrOCOObI MPOABMXXEHHUS W MPOZAXKU

MpoJyKTa

* VYmnpaKHeHHUs Ha 3aKperieHue JJeKCUYeCKOro MaTepuasna
® 3afiaHue Ha ayAupOBaHue
Pa3zpen Ne 9. I'pammaTtuka ypoka 9. Keiic ananms.
* YrnpaKHeHHUs Ha 3aKperyieHrue rpaMMaThueCcKoro Marepyasa
e Ketic 9: HeTpaguliMOHHBIA MapKeTUHT .

Ypogens Intermediate
1 cemecTtp
Pazgen Ne 1 Komnanuu. Busibl KOMOaHUH.

b Beimonnenue ynpa)KHEHI/Iﬁ Ha 3aKpelvieHrMe  C/I0BApHO-/IEKCHYeCKOr'o

marepuana

o OTpBIBOK CTaThu U3 XypHana «Economist»
o AypupoBaHue

18



OCHOBHASA ITPO®ECCHNOHAJIBHAS OBPA3OBATEJIBHASA ITPOI'PAMMA BBICHIEI'O OBPA3OBAHUSA -
ITPOTPAMMA MAI'UCTPATYPBI

o HamucaTh 3/1eKTPOHHOE MUCHMO Ha 3a/]JaHHY10 Temy (/1oroBOpUTBLCS O BCTpeue
C KOJIJIerom)
Paznen Ne 2. I'pammaTuka ypoka. Keiic aHanus.

o Kapbepa B KoMIiaHuU. Y MeHHe paccKas3aTh 0 CBoeli paboTe.

o 3akperieHre rpaMMaTUUeCcKoro Marepuaria

o Ketic ananus 1: «Kak BBDKATh KOMIIaHUW»

Pazgen Ne 3 PykoBozcTtBo. CTWU/IU yIIpaBeHUs

o YrpakHeHUs Ha 3aKperyieHue JIeKCUKO-TpaMMaTUYeCcKoro MaTepuana
o 3ajjlaHve Ha aypOBaHue

Pa3znen Ne 4 I'pammaTtrka ypoka. Kelic ananus.

o YnpakHeHHs Ha 3aKperieHre MaTepurasa

o 3aziaHre Ha ayiMpoBaHue

Paspnen Ne 5 ITponecc crparernueckoro ruianuposanusa. SWOT aHanus. ['pammaryrika
ypoOKa.

° ON.MUCbMO MOZEepaTopy (popyma O BBICTYI/IEHUA

Pa3zen Ne 6. Kelic aHanu3. Beiriatel. OnaTa Ton MeHe)KepoB. 3apIviaThl U JOIU
aKI[WH.

o YnipakHeHHs Ha 3aKpervieHue JIeKCUKO-rpaMMaTU4YeCcKoro MaTepuasna

o 3ajjlaHve Ha ayMpoBaHue

Pa3zmen Ne 7. I'pammatuka ypoka. Keiic aHanms.

o YrpakHeHUs Ha 3aKperyieHre rpaMMaThueCcKoro Matepurasa

o 3ajjlaHve Ha ayMpOBaHue

o Keiic ananus 4: Llena ycnexa

Pazgen Ne 8. OKOHOMMUECKOe pa3BUTHE U OKPY’Karolllasi cpeja.

o Yripa)kHeHUs Ha 3aKperieHue JIeKCUKO-TpaMMaTUYeCcKoro marepuana

o 3aslaHue Ha ayiupoBaHue

o CocTaBUTh 37IeKTPOHHOE TMHMCHMO-3aTpocC I10 MOBOy 00bsiBIeHus: 0 paboTte

Pa3zen Ne 9. MapkeTuHr. MapKeTHHIOBBIM MUKC. ['paMMaTyrKa ypoka.

o YnpakHeHHs Ha 3aKperuieHue JIeKCUUeCKOro ¥ rpaMMaThueCcKoro Marepuyarsa

o 3ajjaHue Ha ayupoBaHue

2 ceMeCTp

Paszen Ne 1. MapKeTHUHIOBbIe a/ibTePHATHBBI.

o YrpaxkHeHUs Ha 3aKperieHue JIeKCUUeCKOro Marepuaia

o Keiic ananus 6: Pucku

Pazgen Ne 2 Ayrcopcunr. [IpeumylijecTBa U pUcKU ayTCOPCUHTa

o Yripa)kHeHUs Ha 3aKperieHue JIeKCU4eCKoro Marepuasa

Pa3gen Ne 3. HoBble riobanbHble ciBurd. OQImopyHr v rinobaibHas 9KOHOMUKA.

o CamocrosTenbHas pabora Ha Temoit H.M. Po3aHoBa «English for
Economics».

Pa3znen Ne 4. I'pammaTuka ypoka. Keiic aHanus.

o YrnpakHeHuYs Ha 3aKpeIuleHue rpaMMaTUYeCcKoro matepuana

o Harnvcatb 371eKTpOHHOE TUCBEMO (TpejioKeHre TI0 ayTCOPCHUHTY )

o 3ajjaHue Ha ayupoBaHUue

Pazzen Ne5. @rHaHCbl. PYHAHCOBas OTYETHOCTh. byxranTepckasi OTUeTHOCTb.
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o YrnpakHeHHs Ha 3aKpervieHre JIeKCUUeCKOro Marepuasa

o 3aziaHre Ha ayiMpoBaHue

Pa3nen Ne6. KpeaTuBHas puHaHCOBasi OTUETHOCTB. ['paMmaTHKa ypoka.
o 3akperuieHre JIeKCMKO-rpaMMaTHueCcKoro Marepurasa
Paznen Ne 7. Keric aHa/us.

o Ketic 8: [ToagcunThiBaemM pacxo/pbl.

Pa3zgen Ne 8. PekpyTMeHT.

o YrpakHeHUs Ha 3aKperyieHue JJeKCUUeCKOro Marepuasna

o 3ajjlaHve Ha aypOBaHue

o CompoBoauTe/IbHOE TTMCbMO

Pa3zgen Ne 9. I'pammaTtuka ypoka 9. Keiic aHanms.

o YTpakKHeHHs Ha 3aKpervieHrWe rpaMMaThueCckoro Marepuasa
. Keiic 9: inTepBbIO B rocTuHULe bennamxuo.

Yposens Upper Intermediate

1 cemectp

Pa3gen Ne 1 BBegeHue B CTPYKTYpPY Kypca. BBesieHue B Kypc «brU3HeC-aHTIMUCKUI».

J CamocrositennbHast paboTa Haz Temoit H.M.Po3aHoBa «English for
Economics».

Pa3zgmen Ne 2. KopropaTuBHbIe anbsHChI, X BUABL. [IpermyiriectBa oOpa3oBaHUs
KOPIIODAaTUBHBIX ~ ajbSHCOB s OW3Heca; pHCKH, CBsi3aHHble C 0Opa3oBaHUEM
KOPIIOPaTUBHBIX a/IbSHCOB

. 3akperiieHe IeKCUKO- IpaMMaTH4ecKoro MaTepuasa ypoka.
. Y1ip. Ha 3aKperieHre rpaMMaTUKA

. 3ajaHue Ha ay/ilMpoBaHUe

Pazpen Ne 3 Keiic aHanms.

o Keiic ananus 1: Breaking the ice

Paszzen Ne 4 JlenoBbie MPOEKThI, KX BU/BI, CTaJAUN [TPOEKTUPOBAHUS; TIOTEHLIUA/IbHbIE
PUCKHU TTIPOEKTHOM paboThI.

o YrpakHeHuUs Ha 3aKpervieHrue MaTepuasa

o 3ajjlaHue Ha ayMpoBaHue

Pazgen Ne 5 Kelic aHanus 2.

o Ketic ananus 2: Test crisis

Pazzen Ne 6. TumOungunr. Kak co3gaTh KOMaHTy.

o YrpakHeHHs Ha 3aKpervieHre JIEKCUKO-TpaMMaTU4eCcKoro MaTepuasia
o 3aziaHre Ha ayMpoBaHue

Pazgen Ne 7. Kelic aHanums.

o Keiic ananu3 3 Leading the team

Pazgen Ne 8. Posib mH(OpPMaI[MOHHBIX TEXHOIOTHI B OH3Hece.

o YTripakHeHUs Ha 3aKpervieHre JIeKCUKO-TpaMMaTU4eCcKoro MaTepuasa
o 3ajjaHue Ha ayupoBaHUe

Pazgen Ne 9. Keiic aHanus
Keiic ananmu3 4: Spying on staff
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2 ceMeCTp
Pazmen Ne 1. VIHHOBalMOHHBIE TEXHOJOTHH B OW3HECe, WCIOIb30BaHUE
HaHOTeXHOJIOTHH.

o YmipakHeHHs Ha 3aKperieHue JIeKCUKO-rpaMMaTU4yeckKoro MaTepuasa
Paznen Ne 2 Kelic aHanmu3

o Keiic 5: Turning ideas into reality

Pazgen Ne 3. CpezicTBa pekiaMbl B 6r3Hece

o YrpakHeHUs Ha 3aKperyieHue JIeKCUKO-TpaMMaTUYeCcKoro MaTepuana

o 3ajjlaHve Ha aypOBaHue

Pazgen Ne 4. Kelic aHanms.

o Keiic ananu3 6: Danger Zone

Pazgen Ne5. FOpucnipyseHiys B Ou3Hece; TUITBI CyJeOHbIX KOPIIOPAaTUBHBIX TSKO.
o YrnpakHeHHs Ha 3aKpervieHre JIEKCUUeCKOro ¥ rpaMMaTuyecKoro MaTepuaia
o 3aziaHre Ha ayiMpoBaHue

Paznen Ne6. Keiic aHanms.

o Keiic 7: Beauty and business

Pa3zen Ne 7. Buzpl 1 THIIBI OpeHIOB.

o YnpakHeHHs Ha 3aKpervieHue JIeKCUUeCKOro ¥ rpaMMaThueCcKoro Marepyarsa
o [Trcemo K Kosiere (Email)

o 3ajjlaHve Ha ayMpoBaHue

Pazgen Ne 8. Kelic aHanums.

o Keiic 8: The two faces of Burberry

Pazgen Ne 9. Buzipl vHBeCTHIMM B OM3HeCe, BeHUYPHOe MHBECTUPOBAHHeE.

o YrpakKHeHHs Ha 3aKpervieHre JIEKCUKO-TpaMMaTU4eCcKoro MaTepuasia

o 3aziaHre Ha ayMpoBaHue

5.5. IIpomMexyTo4yHas aTTecTanuu

[Tpomes)kyTOuHast arTecTalusi OCYLIeCTB/sieTcsi B (opme 3ayeta B 1 cemecTpe;
9K3aMeHa BO 2 ceMecTpe.

B KkauecTBe CpeACTB, WCMO/Ab3yeMbIX Ha MPOMEXKYTOYHOM  aTTecTaLvu

rpeyCMaTp1UBaeTCs:
. BOIIPOCHI /1J151 3aUeTa;
. BOIIPOCHI /1JIs1 9K3aMeHa.
6. YueOHO-MeTOANUECKOe, HH()OPMALIMOHHOE U MaTepHa/IbHO-TEXHHYECKOoe

obecreueHre y4eOHOM JUCIUTTHHBI
6.1. TIlepeueHb yueOHBIX H3JaHHI, WH(OPMAIUOHHO-CIIPABOYHBIX CHCTEM,

HNuTepHeT-pecypcos

No HopmaTuBHO-IpaBOBbIE aKThbI

1. | Koncturyuuss Poccuiickont @epnepaiiuu - OcHOBHOM 3akoH Poccuiickoi
®epneparuu / Aamunuctpauuu Ilpesuzsenta Poccuu: oduilManbHBIA CaMT. —
2023. — [DnektpoHHbi pecypc]. — URL: http://kremlin.ru/acts/constitution.
Pe)XuM fiocTyTia: CBOOOIHBIN TOCTYII.
2. | ®emepanbHblli 3aKOH «06 oOpasoBannmu B Poccmiickoit ®epepaniini»  OT
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29.12.2012 N 273-®3 @3 / OduuuanbHbli HHTEpPHET-MOPTaa IPaBOBOU
vHpopMaluu  — 2023. — [DnekTpoHHBIM pecypc]. — URL:
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102162745

®enepanbHbli 3aKOoH «O OuOMMoTeuHOM gene» oT 29.12.1994 N 78-®3 /
OduLmaneHbli  UHTepHeT-TIOpTaa IpaBOBOM WHGOpMaLUM — 2023. -
[DneKTpoHHBIM pecypc]. —
URL:http://pravo.gov.ru/proxy/ips/?docbody=&nd=102033664 2023. — Pexxum
JIOCTyNa: CBOOOIHBINA JTOCTYII.

OcHoBHas MTepaTypa

KonecnukoBa, H. JI. [JenoBoe obienne=Business Communication : yde6HOe
nocobue : [12+] / H. JI. KonecHukoBa. — 13-e u3f., crep. — Mockga : ®JIMHTA,
2019. - 152 ¢ - Pexum pgocryma: mno rnogmucke. —  URL:
https://biblioclub.ru/index.php?page=book&id=364145 (mara  obpareHus:
15.04.2023). — bubnmorp. B KH. —TeKCT : 3/IeKTPOHHBIM.

KoHoneHko, A. 1. MexayHapoJHbIi [e/I0BOM WHOCTPAHHBIN SI3bIK : yueOHOe
nocobue / A. I1. Kononenko, O. B. MapyHneBuu. — PocTtoB-Ha-/lony : PT'YTIC,
2019. — 130 c. — TekcT : 31eKTpOHHBIH // JIaHb : 37eKTPOHHO-O0MO/IMOTeuHast
cuctema. — URL: https://e.lanbook.com/book/134033 (mata obGpaiijeHus:
15.04.2023). — PexxuM jocTymna: /ijisi aBTOPHM3. II0/Ib30BaTe/IeM.

JlonmosiHMTe/TbHAsA IMTEpaTypa

AdanacreBa, E. A. [lenoBoli aHrMACKUM si3bIK : yueOHoe mocobue / E. A.
AdanaceeBa, FO. A. 3enuHckas. — Cankr-ITetepbypr : TII'YTIC, 2020. — 53 c.
—TeKcT : 3/1eKTpOHHbIN // JlaHb : 3/1eKTPOHHO-0MOMMoTeuHast cuctema. — URL:
https://e.lanbook.com/book/222488 (naTa obpamenus: 15.04.2023). — Pexxum
JIOCTYyTIa: J71s1 aBTOPHU3. M0b30BaTe/1eM.

bop, 1. Kind regards : menoBasi epernvcka Ha aHIJIMMCKOM sI3bIKe : PaKTU4YecKoe
nocobwue : [16+] / 1. Bog ; T. I'yrmaH. — Mocksa : AnbriuHa [Tabmumiep, 2015. —
320 C. - Pexxum AocCTyna: 1o IIO/TINCKe. — URL:
https://biblioclub.ru/index.php?page=book&id=471147 (gaTa  obpaileHus:
15.04.2023). — TeKCT : 3/IeKTPOHHBIM.

AHTIMICKMI 361K B cdepe 3KOHOMUKU U 6usHeca = English for Economic and
Business Studies : yueOGHO-MeTozMueckoe mocobue / cocrtaButenu JI. B.
TuxomupoBa [u ap.] ; nof pegakiueii JI. B. XBeguenu. — MuHck : BI'Y, 2017.
— 151 c. — TeKcT : 31eKTpOoHHbIH // JIaHb : 3/1IeKTPOHHO-0M0/IMOTeYHAas CHCTeMa.
— URL: https://e.Janbook.com/book/180567 (zmaTta obparrjenust: 15.04.2023). —
Pe)xuM flocTyma: [ijiss aBTOPU3. T0JIb30BaTeei.

. |Pavlov, P. V. Legal regulation of the economy : yue6nuk : [16+] / P. V. Pavlov ;
FO>xHbIii (henepanbHblii yHUBepcuTeT. — PocToB-Ha-/loHy ; Taranpor : HOxxHbIN
benepanbhbili yHUBepcuteT, 2019. — 215 c. : un. — Pexxum [1ocTyTia: 1o MOo/IHCKe.
— URL: https://biblioclub.ru/index.php?page=book&id=577799 (mara
obparenus: 15.04.2023). — Bubauorp. B KH. — TeKCT : 371eKTPOHHBIM.

MNudopmaniuoHHO-CIpaBoOYHbIe CHCTEMBbI

OBC «Jlanb». — Casnkr-Iletepbypr: OOO «3BC Jlanb», 2011-2023. —
[DnekTponHbIii pecypc]. - URL: https://e.lanbook.com/ Pexum poctyna: nsi
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aBTOpU3. Nonb3oBarenet Iunctutyra MUPBUC.

2. | OBC «YHuBepcutetckas 6ubmuoreka online». — Mockea: OOO W3aaTenbCTBO
«IupekT-meaua», 2001-2023. - [DnekTpoHHBIM pecypc]. — URL:
http://biblioclub.ru/ Pe;kum fgocTyria: A1 aBTOPHU3. T10/Ib30BaTeel, OecIioBHast
asropusauus u3 IMOC Nucturyra MUPBEUC.

3. | adopmarmonHo-6mbmoTeuHbiii rieHTp (6ubmoreka) MHctutyTa « MUPBUCy.
— MockBa: ABTOHOMHasi HEKOMMepuUecKasi OpraHu3aliysl BbICIIeTo 00pa30BaHuUs
«MOCKOBCKasi MeXIyHapojgHasi BbICIIasi IIKojga OusHeca «MUPBUC»

(Auctutyr) 1988 -2023. -  [OnekrtpoHHbii  pecypc]. -  URL:
https://mirbis.ru/eos/ibc/ Pexxum gocTyria: cBOOOJHBIN JOCTYTI.

4. | NudopmauonHo-cripaBoyHasi ~ cuctema  Koncynerantllmoc. - 3A0
«Koncynbrant Ilmoc», 1992-2023. — [OnektpoHHeld pecypc]. —  URL:

https://dsm.consultant.ru/cgi/online.cgi?req=home&rnd=tkccg/ Pexxum goctyna:

1I0CJIe aBTOPU3aLIUH.

5. | East View. Information Services: YHuBepcaibHble 6a3bl JaHHBIX TIEPUOIAYECKUX

u3nanuii — MockBa: OO0 «MBUC» —2023. — [DnekTpoHHbIii pecypc]. — URL:

https://dlib.eastview.com/basic/details/ Pe)kum mocTyIia: mocjie aBTOpH3al[1Hu.
NuTepHeT pecypchl

1. | Kubep/lennnka. HayuHass sjekTpoHHasi OHO/MOTeKa, TIOCTPOeHHasi Ha

napagurMe OTKpbiTOM Hayku (Open Science) https://cyberleninka.ru/ Pexxum

JIOCTyMa: CBOOOAHBINA JTOCTYII.

2. | eLIBRARY.RU xpynHeuinuii poccuiickuii UHGOPMalOHHO-aHAaTUTHYeCKU

nioptan. — URL: https://elibrary.ru/ Pe>xum fiocTy1ia: 1ocJjie aBTOpY3alj1Hu.

3. | UenrpanbHas I'opoackast JenoBas bubmioreka. ('BYK r. Mocksbi «LI['Ib»).

OpHa W3 Be[ylUX OTpacieBbIXx OubOmoTek T. MoOCKBBI C OoraThiM (OHOM

JUTEpaTypbl MO 3KOHOMWKE, TIpaBy, HOPUIWUYECKUM HayKaM, TICUXOJI0TUU

[DnekTpoHHbli pecypc]. — URL:  http://www.mgdb.ru/ Pexxum poctyma:

CBOOOIHBIM TOCTYII.

6.2. YueOHO-MeTOAWYECKOE o0ecreueHHEe yUeOHOU JUCIUTITHHBI

B nporpamme yueOGHON JUCLMIUVIMHBI TIPeJyCMOTpPEH CJeAYIOLIUi pa3faTOUYHbIN
MaTepuas Jijisi 00y4aroImxcsi:

- KpaTKWU KOHCMEKT JIEKLIUM B BU/je CJIAU0BOTO WIX TEKCTOBOTO MaTepHraa;

- 3a/IaHUS /11 CAMOCTOSITE/TbHOM 1 ayIUTOPHOM PabOTHI

YKazaHHble MaTepuagbl pa3MellaloTCs B 3/IEKTPOHHOW  WHGOPMAaLMOHHO-
obpazoBatenibHOM cpefie (SVNOC) UnctuTyTa MUPBUC.

Kakapnii obyuaroruiicss umeeT goctynn K OVOC u 3/1eKTpOHHO-0HMOIMOTeUHOM
CUCTeMe, KOTOPbie 00ecrieurBal0T BO3MOXKHOCTh MHAUBUAYATBHOTO AOCTYTIA, /151 KaK[0TO
obyuaroiierocsi u3 0060 TOUKH, B KOTOPOI UMeeTCsl IOCTYT K ceTu VIHTepHeT.

6.3. Marepua/bHO-TeXHHUECKOE o0ecrieueHne yueOHOH AUCIUTLTHHBI

WUuctutyr  MHWPBUC  pacriosiaraer  mMaTepHa/lbHO-TeXHHUECKOW  6a3oi,
COOTBETCTBYIOIIel JIeMCTBYIOIIUM TIPDOTUBOIIOXKAPHBIM TpaBWiaM M HOpMaM U
obecreunBaroIlell TIpoBe/ileHNe BCeX BU/IOB AWUCLIUIVIMHADHOM M MEXAUCIUTIMHAPHOU

23


http://biblioclub.ru/
https://mirbis.ru/eos/ibc/
https://dsm.consultant.ru/cgi/online.cgi?req=home&rnd=tkccg/
https://dlib.eastview.com/basic/details/
https://cyberleninka.ru/
https://elibrary.ru/
http://www.mgdb.ru/

OCHOBHASA ITPO®ECCHNOHAJIBHAS OBPA3OBATEJIBHASA ITPOI'PAMMA BBICHIEI'O OBPA3OBAHUSA -
ITPOTPAMMA MAI'UCTPATYPBI

MOAITOTOBKM, TIPAKTHYECKOW W Hay4YHO-HUCC/Ie[oBaTeNbCKOM paboT o00yuaromuxcs,
TIpelyCMOTPEHHBIX yUeOHbBIM TI/ITaHOM.

MaTepuraibHO-TeXHUUeCcKoe obecrieueHre TUCITUIITMHBI BK/IFOUaeT B Ce0s:

. crieljMaabHble TIOMelleHus - yueOHble ayJUuTOPYH AJisl TIPOBeleHUs 3aHATUN
JEKLIMOHHOTO TWMa, 3aHATUM CEeMUHApCKOr0 TWIA, KYpPCOBOrO TMPOEKTUPOBAaHUS
(BBITTO/THEHUSI KYPCOBBIX pabOT), TPYIIOBLIX W WHAWBUYyalbHBIX KOHCY/IbTALIUM,
TeKYI[er0 KOHTPO/JS U TPOMeXyTOUHOM arTectauuu: mebenb ayAuTopHasi (CTOJbI,
CTyJ/bsl, JOCKA ayJAUTOPHasi), CTOJI TperojaBaTesisi, CTy/ MperojaBaTesisi, TepCOHaTbHbIN
KOMITbIOTED, MYJIbTUMeIUiHOe 000py/ioBaHMe (TIPOEKTOP, 3KPaH).

. ToMellleHre MJiss CaMOCTOSATe/NbHON paboThl, OCHallleHHble KOMITbIOTePHOM
TEeXHUKOUN C BO3MOKHOCTBIO TIOIK/TFOUeHHS K ceTH «IHTepHeT» U obecrieueHHeM /I0CTyTia
B 3/IeKTPOHHYI0 MH(MOPMaI[MOHHO-00pa3oBaTenbHyt0 cpeay VHcturyta MUPBUC.

. TIOMeIIeHUs /i XpaHeHUsT ¥ TPO(U/IaKTHIeCKOTo 00C/Ty>KMBaHNs yueOHOTo
obopyoBaHus.

CrelryasbHble TIOMeIlleHHsI YKOMIIJIEKTOBaHbI CIieljiaau3upoBaHHON Mebenbio U
TeXHUUEeCKUMU CpeliCTBaMM OOyueHUs, CAyXKalllUMHU [I7isi Tpe/CcTaBiaeHds yueOHOMU
vH(popMaIy 00/bIIION ayIUTOPUH.

[ns mpoBefeHUs 3aHATUM JIEKIJMOHHOTO TWUMa TMpejjararoTcs Habopbl
JIeMOHCTPAIJMOHHOTO 000pyZI0BaHUS M yueOHO-HarIsiHbIX M0COOU, 0OecreurBaroIme
TeMaTu4yeCcKue UJUTHOCTPaLUU.

6.4. IlepeueHb UWH(GOPMALMOHHBIX TEXHOJIOTHUHA, HCIO/JIb3yeMbIX MpPH
OCyILleCTB/IEHMH 00pa3oBaTe/JIbHOTO Mpolecca MO0 AWUCHHUIUIMHE, B TOM YHCJIe
KOMIUIEKT  JIMIEH3MOHHOT0  MPOrpaMMHOro  obecrmedyeHHUsi,  3/IeKTPOHHO-
0u0/MoTeUHbIe CHCTEMBI, COBpPeMeHHbIe mpodeccHoHa/NbHbIe 0a3bl JAAHHBIX U
UH(OPMaLMOHHBIE CTIPABOYHbIE CHUCTEMbI

Ins obyuaroluxcs: Co3ZaHbl YCIOBUS /s (PYHKLIMOHUPOBAHUS 3/IEKTPOHHOMN
nH(bOpMallMOHHO-00pa3oBaTelbHOM Cpefibl, BK/IUawIileld B cebs 3/€KTPOHHBIE
WHGbOpMalMOHHbIe pecypchl, 3JIeKTPOHHbBIE oOpa3oBaTe/bHbIE pecypchl,
Te/1eKOMMYHHKALIMOHHbIe TeXHOJIOTHH.

Bcem oOyuaroujumcsi mpefocTaB/ieH JOCTYNl Ha obpa3oBaresibHyH0 MiaThopmy,
KoTopast obecrieunBaeT ocBoeHHe yueOHOM AUCIIATIIMHEBI B TIOJTHOM 00BhEMe He3aBHCUMO
OT MeCTa ¥ BpeMeHU Hax0K/eHUsi 00yuarouxcs.

* OOyuaroiquecsi obecrieyeHbl JOCTYIIOM K 3JIeKTPOHHOW WHGOPMaLMOHHO-
obpa3oBartenbHol cpesie MHcTUTYyTa MUPBUC M3 nMo6oil TOUKHU, B KOTOPOUM HMMeeTCs
noctyn K cet «AHTepHeT» DNOC «MUPBUC» — https://sdo.mirbis.ru/login/index.php

JInieH3MOHHOE MPOrpaMMHOe ofecreueHne:

e  OnepauuonHas cucteMa Microsoft Windows 10 Pro;

e  OnepanuonHas cucteMa Microsoft Windows 10 Home;

e  OnepauuonHas cucteMa Microsoft Windows 7 Pro;

e TIporpammuoe obecrieuenue Microsoft Office Standard 19;

e  TIporpammnoe obecrieuenue Microsoft Office Professional 16;
e  [Iporpammuoe obecreuenure Microsoft Office Professional 13;
e  Cucrema AutuBupycHou 3amnuthl Kaspersky Total Security;
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. Adobe Acrobat DC;
. ITO Webinar;
. 1C: ITpepnpustue.

OJ/IeKTPOHHO-0HU0/IHOTeUHas cucTeMa:

9BbC «Jlanb» — https://e.lanbook.com

9bC «YHuBepcuTeTcKas 6ubamuoreka oHmaiH» — https://biblioclub.ru

HocTym K pecypcam OCyI[eCTBJisseTCsl € JitoOOro yCTpOMCTBA C AOCTYIIOM K CeTH
WuTepHeT 10 JiorTWHY-Mapoio. HeobxoguMa TipefiBapuTe/ibHas perucTpalvsi B
Nucturyre MUPBUC.

OnekTpoHHass Oubmmoreka Grebennikon W3maTenbckuii gom  «I'peOGeHHUKOB»
https://grebennikon.ru

Hoctyn K pecypcaM OCYIL[eCTBJISIETCSI C JIF0OOTr0 yCTPOMCTBA C AOCTYIIOM K CeTH
WuTepHeT 10 JIOTMHY-Mapoio. Heob6xoguMa TipejiBapuTe/ibHas peruCcTpalvisi B
Nuactutyre MUPBUC.

CoBpemMeHHbIe MpodeccHoHa/IbHbIE 0a3bl JAaHHBIX:

OdwuumanbHblli  UHTepHeT-TOpTas  0a3bl  AaHHBIX T[paBOBOM  UHGOpPMALIUU
http://pravo.gov.ru

CBoOOAHBIM AOCTYIl K pecypcaMm OCYIIecTB/sieTcss ¢ Jirb60oro ycTpoulcTBa C
JOCTyIoM K ceTu IHTepHeT.

YHuBepcanbHasg 0a3a [JJaHHBIX MEepPHOANYECKUX wu3daHuii «East View» —
https://dlib.eastview.com/browse/udb/12 wuHAVBUAyanbHasi TIOKHW)KHasl TIOJIMCKAa Ha
3JIeKTPOHHBIE TIePUOIUUeCKHe U3/JaHUs U3 TeMaTHUeCKux 0a3 JJaHHbIX.

East View «IHguBHAYyabHbIE U3aHUS».

East View «[lepuojiuueckue U cepuiiHble u3jaHus (pedepaTHBHbIE >KypPHAJbl U
bubmorpaduueckue yKasareJsim) WMHVOH PAH»:
https://dlib.eastview.com/browse/publication/128008/udb/4550

Hoctyn K pecypcaM OCYIL[eCTBJISIETCSI C JIF0OOr0 yCTPOMCTBA C ZOCTYIIOM K CeTH
WuTepHeT 10 JIOTMHY-ITapomo. HeobxoguMa TipejiBapuTe/ibHas perwuCTpalivisi B
Nuctutyre MUPBUC.

eLIBRARY.RU kpynHeWmui poccUMckuii HHGOPMAaIMOHHO-aHaTUTUUeCKUI
rnoptan [DnekTpoHHbii pecypc]. — URL: https://elibrary.ru/ Pexxum pgocrtyna:
CBOOO/THBIM AOCTYTI TIOC/Ie aBTOPH3allUH.

HocTym K pecypcam OCYI[eCTBJisseTcsl € JitoOOro yCTpOMCTBA C AOCTYIIOM K CeTH
VHTepHeT Moc/ie perucTpalun/aBTopyu3aLiiu.

KubepJlennnka. HayuHasi 3nekTpoHHasi 6ubmoTeKka, MoCTpoeHHasi Ha Tapajiurme
oTKpeITOM  Hayku (Open  Science). [Onektponsbiti pecypc]. —  URL:
https://cyberleninka.ru/ Pe>xum fgoctymna: cBO6OAHbIN AOCTYTI.

CBOOOJHBINM AOCTYN K pecypcaM OCYIIecTB/seTCs C JitoOOro yCTpoHCTBa C
JIOCTYTIOM K ceTu VIHTepHeT.

NHu(opmMaliioHHbIEe CTIPABOYHbIE CHCTEMbI:

[Toptan @esepanbHBIX TOCY/JapCTBEHHBIX 00pa3oBaTeIbHbIX CTaHaPTOB BhICIIIETO
obpa3zoBanus http://fgosvo.ru

KomribloTepHasi ~ crnipaBouHasi — mpaBoBasi — cucteMa  «KoHcysnbTtaHTILmroC»
http://www.consultant.ru/
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MowudurHaHcbl.P®  VMHPOpMaLMOHHO-TIPOCBETUTEILCKUM  MPOeKT  JIupekuuu
¢uHaHcoBoM rpamotHoctTh HU®U Mwunpuna Poccun. Pecypc co3maH B pamkax
peanu3anuu CrpaTteruv TOBbILIEHWS (PUHAHCOBOM TpaMOTHOCTA B Poccuiickou
®epepaun — 2023 — [DnekTpoHHbil pecypc]. — URL: https://MoudrHaHCbL.pd/
Pe>xum frocTyma: cBOOOHBIN JOCTYII.

6.5. MeToguuecKue peKOMeHAaLUM MpenojaBarTe/isim

[Tepes HauasioM W3y4eHUs AUCIUIUIMHBI TIperiofiaBaTe/ib AO/DKeH O03HAaKOMUTh
obyyJaromuxcs ¢ BUZ|aMH yueOHOM M CaMOCTOSITe/IbHOM pabO0ThI, IIepeuHeM JIUTepaTyphl U
VHTePHeT-PeCypCoB, a TaKXKe pa3/laTOUYHbIX MaTepUasioB, pa3MellleHHbIX B 3/IeKTPOHHOU
vHbOopMallMOHHO-00pa3oBaTeibHOM  cpefie, (GopMamMu TeKylleli U TPOMeKYTOUHON
aTTecTalluM, C KpUTepUsIMU OlLleHKHM KauecTBa 3HAHWUW /[ijii WTOTOBOM OLIEHKU TI0
JUCLIATITHE.

[Tpu npoBeJieHWY eKIUH, Tpero/iaBaTeb:

1) popMynupyeT Temy U 1ie/b 3aHATHS;

2) v3/iaraeT OCHOBHbIE TeOpeTHUeCKHe TI0/I0KeHUS;

3) C TOMOILIbI0 MYJbTUMEeAUNHOrO 000pyZOBaHMsA W/WIM TIOf 3alucChb JaeT
orpefie/ieHUs] OCHOBHBIX TMOHSITUH, pacueTHBIX (HOPMYJI;

4) MpOBOJUT TIPUMEPHI M3 OTeYeCTBEHHOTO W 3apy0e’KHOTO OfbITa, AaeT TeKyIue
CTaTUCTHYEeCKHe JaHHble [Jid HarsJHOTO W 00pa3HOTO TIpe/CTaBIeHUs H3yuaeMOro
MaTepuarna;

5) B KOHIIe 3aHSTUS JJaeT BOTIPOCHI [I/Is1 CAMOCTOSITe/TbHOTO U3yUeHHUs.

[Tpu npoBeJjeHNY TIPAKTUUYECKUX 3aHSTUM, TTpero/iaBaTeib;

1) popmynupyeT TemMy U 1ie/b 3aHATHS;

2) mpejyiaraeT 006yJaroIMMCs OTBETUTD Ha BOTIPOCKI, BEIHECEHHBIE Ha TIPAaKTUUeCKOoe
3aHSTUE;

3) opraHu3yeT JUCKYCCHIO TI0 HauboJsiee C/I0)KHBIM BOIIPOCaM;

4) mpezyiaraeT 00yJarOIUMCs POBECTH 000011[eHre N3yUeHHOr0 MaTepHraria.

B cnyuae mpoBeieHUsI ayIUTOPHBIX 3aHATHW (KakK /€KUM, TaK U TMPaKTUUeCKHUX
3aHSTUM) C MCI0/Ib30BaHUWEM aKTMBHBIX MeTOJOB 00yueHHsI (Z|e/IOBBIX WIp, KeMcoB,
MO3TOBBIX aTak, UTPOBOT0 TIPOEKTHPOBAHUS U ZIP.) Mpero/jaBaTeb:

1) npepsiaraet oOyyarolUMCs pa3/ie/TMThCS Ha TPYTIIb;

2) mpepyiaraeT o6CcyauTh CHhOpMyIMpOBaHHBIE UM MPOO/IeMbI COTJIACHO TeMe JIEKIUU
(MpakTHUecKoro 3aHSATHs), paCKpbiBasi aKTyalbHOCTb TTPOOJIEMBbI U ee CyTh, IPUUYUHBI, ee
BbI3BbIBAIOIIHe, TIOC/IeZICTBUS U TTyTU PellleHus;

3) opraHu3yeT MeXXTPYNIOBY AUCKYCCHIO;

4) ripoBoAUT 0000ITIeHNE C OIIeHKOU pe3y/IbTaTOB pabO0Thl 00yUaroUXCsl B TPYIIIAX
Y TO/JyUYeHHbIX OCHOBHBIX BbIBOJJOB U DPEKOMEHJAIMil 10 peIlleHUur0 T0CTaB/IeHHbIX
nipobJiem.

ITepe BBITIOJIHEHHWEM BHEAYJWUTOPHOM CAaMOCTOSITE/IbHOM PabOoThI MperiosiaBaTesb
TIPOBO/IUT MHCTPYKTaXK (KOHCY/IbTALIUIO) C OTpe/iesieHreM 1[e/v 3aZlaHusi, ero CoJiep>KaHusl,
CPOKOB BBITIOJIHEHUSI, OCHOBHBIX TPeOOBaHMM K pe3y/bTaTaM PaboThbl, KpUTEPUEB OI[€HKH,
(hopM KOHTpOJISI 1 TIepeyHsi UCTOYHUKOB U JTUTepaTyphl.
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[171s1 OlIeHKM TIOJTyUeHHBIX 3HAHWM M OCBOEHHsI yueOHOTO Marepuasa I0 KaXKJOMY
pasfienly U B 11eJIOM 10 JUCLIMIIIMHE TIpero/iaBaTe/ib MCTO/b3yeT (OpMbl TeKYIlero, u
TIPOMEXKYTOUHOT'O KOHTPOJISI 3HAHUM 00yUaroIuxcsl.

6.6. MeTtoguueckue  peKOMeHJaLUU o0yuyaromuMcss 10 O0CBOEHHI0
AUCIHUILTMHBI/MO/YJ/IS H CAMOCTOATE/THbHON PadoThI

OBIIME PEKOMEH/JALIINA

YcnemHoe ocCBoeHWe Kypca MOpeAriosiaraeT aKTUBHOe, TBOpUeCKOe YydacThe
o0OyyaroIrierocst Ha BCcex 3Tarax ee 0CBOeHUS ITyTeM IIJTaHOMEPHOI, TIOBCeJHEBHOM PabOTHI.

[Ipy MoArOTOBKE K ayIUTOPHBIM 3aHSITUSM, HEMOCPEeACTBEHHO B XO/ie MPOBeJIeHUs
JIeKI[MH ¥ TIPAaKTUUeCKUX 3aHATHH, a TAaKXKe B X0/Ie CaMOCTOSITe/IbHOM paboThl 00yuaroiuecs
JO/DKHBI TIONh30BaThCsl y4eOHOM /MTepaTypod (COTJIaCHO YTBEpPKAEHHOMY TIepeuH0
OCHOBHOM U JIOTIOJTHUTE/IbHOM JTUTepaTyphl TI0 ZAHHOMY KYpPCY), yueOHO-MeTOoIUnUeCKUMHU
MaTepyanaM (BK/IOYas JlaHHYI0 pabouyio IporpaMMmy), KOTOpbie pa3MelleHbl B
3/IEKTPOHHOHN MH(OpPMaI[MOHHO-00pa3oBaTelbHOM cpe/ie.

IMPABW/IA KOHCIIEKTUPOBAHUSA

KoOHCIeKT siB/isieTC MUCbMEHHbIM TEKCTOM, B KOTOPOM KpaTKO U I0C/Ie/I0BaTe/IbHO
M3/10)KeHO Co/lepKaHrhe OCHOBHOT'O MCTOYHMKA MH(opMaiiuu. KoHcreKTupoBaTh — 3HAUUT
MPUBOAUTL K HEKOEeMy TIOpsIKY CBeJeHUs, TOUepIriHyThle W3 OpuruHaga. B ocHOBe
rpoliecca JeXXAT CUCTeMaTH3alysi TPOYMTAHHOTO WIW YCJIBIIIAHHOTO. 3arnucyd MOTYT
JleniaThCs KaK B BU/Ie TOUHBIX BBIJIEPXKEK, LUTAT, Tak U B (hopMe CBOOOIHOM MTOAauy CMBIC/IA.
MaHepa HarmMcaHWs KOHCTIEKTa, KakK MpaBwWio, 0/M3Ka K CTHIIO MEepBOMCTOYHMKA. Eciu
KOHCITeKT COCTaBJieH TpaBU/IbHO, OH [JO/DKEH OTpa)kaTb JIOTMKY W CMBICJIOBYHO CBSI3b
3anucbiBaeMoi HH(GOpMaI[1H.

B Xopomio cAenaHHBIX  3alMCIX MOXKHO C  JIETKOCTbIO  OOHApYKUThH
CriejuaM3MpOBaHHY0 TePMUHOJIOTUIO, TIOHSITHO PAaCTOJKOBAaHHYIO Y YETKO BbIZJ€/IEHHYIO
[T 3aTIOMAHAHUSI 3HAUeHWM pas3/uuyHbIX C70B. Mcrnosb3ysi 3aKOHCIEKTUPOBAaHHbIE
CBeZIeHMs, jierde Co3/laBaTh 3HAUHMMble TBOPUECKHE WM HayudHble pPabOThI, pa3/HUHbIE
pedepatbl U CTaTbU.

Bu/ibl KOHCIIEKTOB:

Hy>XHO yMeThb pa3/ivuaTb KOHCIIEKTbI M TIPaBU/ILHO HCMO0JIb30BaThb Ty KaTerOpHIO,
KOTOpasl JTydllle BCero MOAXOAUT /i BHITIOTHSIEMOU paOOThI.

o IIJTAHOBBII. Takoii BUA u3MokeHWs Ha Oymare co37aeTcs Ha OCHOBE
3apaHee COCTaB/€HHOrO TIJlaHa MaTepuasjga, COCTOMT W3 OmpezeeHHOr0 KOJWYecTBa
MyHKTOB (C 3arojioBKamMy) W MOANYHKTOB. B rmporjecce KOHCIEKTUPOBaHUS KaXK[bIW
3aro/IOBOK PACKpBbIBAETCS — [OTOJIHSETCS KOPOTKUM TEeKCTOM, B KOHEUHOM UTOre
TI0/TyYaeTCs] CTPOMHBIM TI/IaH-KOHCTIEKT. VIMeHHO TaKo¥ BapuaHT 0oJbille BCETo MOAXOJUT
JIJIsI CPOYHOM TIOATOTOBKH K ITyOJIMYHOMY BBICTYTIJIEHHIO WM cCeMUHapy. EcrecTBeHHO, ueM
rocsiefioBateslbHee OyzerT T1laH (ero MYHKTHI JO/DKHBI MaKCHMalbHO pPacKphIBaTh
COoJlep)KaHue), TeM CBs3aHHee U TIOJIHOIleHHee Oyzer Baml fokiaf. CrielyaarcThbl
PEKOMEH/IYIOT HallO/THATh I/IaHOBBIM KOHCIIEKT ITOMeTKaMH, B KOTOPBIX Oy/IyT yKa3aHbI BCe
HCII0/Tb3yeMble BaMU UCTOYHUKH, T. K. CO BpeMeHeM TPYZJHO BOCCTaHOBUTb UX T10 TTaMSITH.

e  CXEMATUYECKUW TIJTAHOBBIA. Drta pasHOBMAHOCTE KOHCIIEKTa
BBITJISIIUT TaK: BCE MYHKTHI [JIaHa TMPe/ICTaB/IeHbl B BU/e BOMPOCUTE/bHBIX MPeJI0KEeHUH,
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Ha KOTOpbIe HY>KHO J1aTb OTBeT. M3yuass MaTepuas, Bbl BHOCUTE KOPDOTKHWE MOMeTKU (2—3
rpeJ/Io’KeHUs1) T0J, KaXKAbIM TYHKT BOIpoOca. Takou KOHCIEeKT OTpakaeT CTPYKTYpy U
BHYTPEHHIOIO B3alMOCBSI3b BCeX CBe/leHWi U CrocoOCTBYyeT XOpOIleMy YCBOEHHUIO
MH(OpMaI[1H.

o TEKCTYAJIBHBIN. TToso6Has ¢opma M3/0KeHHs] HachllljeHHee ApYruX U
COCTaBJIIeTCS M3 OTPBIBKOB M LIATAT CAaMOr0 UCTOUHMKA. K TeKCTyalbHOMY KOHCHEKTY
MOJKHO JIETKO TIPUCOeAWHUTH I7IaH, AMO0 HAroTHUTbL €ero pa3/MuHbIMU Te3ucaMud |
TepMrHamMu. OH Jiydllle BCEro MOAXOAMUT TeM, KTO M3ydaeT HayKy WM JIUTepaTrypy, rne
LIATaThl aBTOPOB BCerAa BakHbl. OHAKO TakKOW KOHCIEKT COCTaBUTh HempocTo. HyxHO
yMeTb TIPaBWILHO OT/eNIATh Harbosiee 3HaUMMbIe I[UTaThl TaKUM 00pa3oM, UTOObI B UTOTE
OHM Jla/IU TIpe/iCTaB/IeHre O MaTepuase B 1[e/IOM.

o TEMATUUYECKHWI. Takoii crioco6 3amucu HHPOPMALMM CYLeCTBeHHO
oT/uaetcs ot Apyrux. CyTh ero — B OCBelleHUU KaKOT0-HUOY /b OTpe/ie/IeHHOTO BOTIPOCa;
IpU 3TOM WUCIIO/IB3YeTC He OJWH MCTOYHMK, a HeCKOo/bKO. CojepxkaHue KaKJ0ro
MaTepuasia He OTpa)kaeTcsl, Be/lb Lie/lb He B 3TOM. TemMaTHUeCKHMM KOHCIIEKT OMOraet
Jydllle [APYrUMX aHa/JW3MpOBaTh 3a/IaHHYI0 TeMy, PaCKpbIBaTh IMOCTaBJIEHHbIE BOIMPOCHI U
M3y4aThb UX C pa3HbIX CTOPOH. OfHaKO Oy/IbTe TOTOBLI K TOMY, UTO TIPU/eTCs IepepaboTaTh
HEMaJIO JIUTepaTypbl [Ji MOJIHOTbI Y LIeJIOCTHOCTA KapTHHBI, TOJBKO B 3TOM Cilyuae
n3ioxxeHne OyzeT 06/1ajaTh BCEMH JOCTOMHCTBAMH.

o CBOBO/IHEBIM. 3ToT BUj KOHCIeKTa MNpejHa3HauyeH sl TeX, KTO yMeeT
WCTIO/Tb30BaTh Cpa3y HeCKOJbKO Crocob0B paboThl € MaTepuasioM. B HeM MokeT
COZlep)KaThbCsl UTO YrOAHO — BBINMCKW, LATAThl, MJIAH W MHOXECTBO Te3UCOoB. Bawm
notpeOyeTcsi yMeHHe ObICTPO M JITAKOHWYHO H3/laraTh COOCTBEHHYIO MbIC/b, paboTaTh C
TJIaHOM, aBTOPCKUMM LMTaTaMd. CuuTaeTcs, 4To MofoOHOe (UKCUpOBaHKE CBe/eHH
sIBJIsieTCsI HauboJiee 11eJI0CTHBIM U TTOJTHOBECHBIM.

[IpaBuia KOHCTIEKTUPOBAHUS

1. BauMarenbHO mipounTanTe TeKCT. [IonmyTHO OTMeuaillTe HEMOHSITHbIE MeCTa,
HOBBI€ C/10Ba, UM€eHa, [aThl.

2. HaBeguTe cripaBKy O JMLiaX, COOBITHSX, YIIOMSIHYThIX B TekcTe. [Ipu 3anucu
He 3a0y/jbTe BbIHECTH CIIpaBOYHbIE JaHHbIe Ha TI0JIS.

3. [1py mepBOM UTEeHUM TEKCTa COCTaBbTe MPOCTOU Ij1aH. [Ipy MOBTOPHOM UTeHUH
rocTapaiTecb KpaTko C(OpMyJ/JMpOBaTh OCHOBHbIE TIOJIO)KEHUS] TeKCTa, OTMETHB
apryMeHTaL1I0 aBTOopa.

4. 3aK/I0unTe/IbHbIN 3Tarl KOHCIIEKTUPOBAHKWSI COCTOUT U3 IepeunThIBaHUs paHee
OTMeUeHHbIX MeCT U UX KPaTKOM Moc/ie[joBaTe/IbHOW 3aMUCH.

5. [Ipu KOHCITIEKTUPOBaHWU HAZl0 CTapaThCsl BBIPAa3UTh aBTOPCKYH0 MBIC/Ib CBOMMU
CJIOBaMH.

6. CTpemMuTech K TOMY, YTOObI OZJMH ab3al] aBTOPCKOTO TeKCTa ObLI repesiaH mpu

KOHCIEKTUPOBAHUM OJIHUM, MaKCUMYyM JBYMsI MPe/I/TI0KEHUSIMU.

[Ipy KOHCIEKTHPOBAHUU JIeKI[MH PEKOMEHAYeTCsl MPUIep)KUBAThCS CAeAYHOLUX
OCHOBHBIX IPaBUJI.

1. He HaunHaliTe 3anMcbIBaTh MaTepyall C MepBbIX C/I0B Mpero/jaBaTesisi, CHauasaa
BBIC/TYLLIAWTE €r0 MbIC/Ib [J0 KOHLIA U TOCTapanuTeCh MOHATH ee.
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2. [IpucTynaiTe K 3anvcu B TOT MOMEHT, KOTj/la Mpero/iaBaTesb, 3aKaHUMBasi
W3/10)KeHUe OJJHOM MbIC/TH, HaUMHaeT ee KOMMEeHTHUPOBATh.
3. B KoHcrekTe o00si3aTeNlbHO BBIESIOTCS OTAe/bHble uacTu. Heobxoaumo

pasrpaHWYMBaTh 3aroyIOBKU, T0/3ar0/I0BKU, BLIBO/IbI, 060CO0/STH OJHY TEMY OT [PYTOM.
BbifieieHrie MOXKHO [ieflaTh TOJAUepPKHMBAHWEM, APYTUM LBeTOM (TOJILKO He CcjeayeT
rpeBpalllaTb TEKCT B TeCTpble KapTUHKW). PekoMmeHayeTcsi JenaTb OTCTYIbI [Jis
o0o03HaueHus ab3alieB ¥ ITYHKTOB I/1aHa, TIPO0e/ibHbIe CTPOKHU ZIJisl OT/Ae/IeHHUST OIHOM MBIC/TH
OT Jpyroi, HyMepauuto. Eciu onipesenenus, GopmyJibl, MpaBusia, 3aKOHbI B TEKCTE MOXXHO
cenaTh OoJsiee 3aMeTHBIMU, MX 3aK/IOUaioT B paMKy. Co BpeMeHeM Y Bac TOSBUTCS CBOSI
CHCTeMa Bbl/Ie/IeHUH.

4. Co3gaBaiiTe BalllMd 3allMCUM  C MCIOJb30BaHUWEM TPHHATBIX YC/IOBHBIX
o6o3HaueHuii. KoHcrekTupys, o0si3aTenbHO YrioTpebJisiiiTe pa3HooOpasHbie 3HAKM (KX
Ha3bIBAIOT CUTHAJIBHBIMHU). DTO MOTYT OBbITh yKa3aTe W HarlpaB/sIIOIINe CTPeJIKH,
BOCK/MLIATe/IbHble W BOMPOCUTEbHbIe 3HaKW, coueTaHusi PS (mocnecnoBue) u NB
(obpatute BHUMaHUe). Hampumep, C/IOBO «cCjeloBaTe/lbHO» BbI MOXKeTe 0003HauMuTh
MaTemMaTUueCcKou cTpenkoit =>. Korja Bbl BbipaOoTaeTe CBOM COOCTBEHHBIN 3HAKOBbIN
Habop, co3zaBaTh KOHCIIEKT, a TTOC/Ie U M3y4aThb ero Oy/eT Ipoiije u ObicTpee.

5. He 3a0biBaiiTe 06 ab6peBraTypax (COKpallleHHbIX CI0BaX), 3HaKaxX PaBeHCTBA
Y HepaBeHCTBa, O0JIbIIIe U MeHbIIIe.
6.  Bosblilyto 10/b3y JJist CO3/laHus TTPABWILHOTO KOHCTIEKTa Zal0T COKpaIl[eHUs.

OpHako OygbTe OCMOTPUTETbHBL. 3HATOKA CUWTAIOT, UTO COKpAIllleHWe TUIa «J-Th»
(mymatb) ¥ TIol0OHBIE MM KCITO/b30BaTh He C/e/lyeT, TaK KakK BIIOC/IeCTBUU OO/bIIIOe
KOJIMUeCTBO BPEMEHHU YXOJWT Ha paclii(pOBKYy, a BeJb UTeHHE KOHCIEeKTa He JO0/DKHO
TIPePbIBAaThCS TOCTOPOHHUMU JIeMCTBUSIMU U pa3MbIliuieHusiMU. Jlydiiie Bcero pa3paboTaTh
COOCTBEHHYIO CHCTeMY COKpallleHWi ¥ 0003HauaTh UMHU BO BCeX 3allMCSX OFHU U Te e
cnoBa (4 He uTo WHOe). Haripumep, cokpallieHue «r-Th» OyZieT BCerjia W Be3fie CIIOBOM
«TOBOPUTH», a Oonbiias OykBa «P» — cyioBoM «paboTtar.

7. beccrniopHo, opraHri30BaTh XOPOLLMK KOHCIEKT TTOMOTYT MHOCTPaHHbIe CJIOBA.
Haubonee mnpuMeHsieMble Cpeid HUX — aHIVIMMCKWe. Hampumep, cOKpalljeHHOe «OK»
ycCrielrHo 0603HauaeT C/I0Ba «OTJMYHO», «3aMedaTelbHO», «XOPOLIO».

8. Hy»kHO n3beraTh C/I0’KHBIX U AJTUHHBIX PaCCYKIeHUM.

9. [Ipy KOHCHEKTHMPOBAaHWM Jiyullle T[0Jb30BaThCsl  [MOBECTBOBATE/bHBIMU
TIpe/I/IoyKeHUsIMH, 130eraTb CaMOCTOSITe/IbHBIX BOIIPOCOB. BOMpPOCHhI yMeCTHBI Ha TOJISAX
KOHCIIeKTa.

10.  He crapatiTech 3ahvkCcMpOoBaTh MaTepuasl AOCI0BHO, IPA 3TOM YaCTO TepsieTCs
rJlaBHasi MbICJIb, K TOMY K€ TaKyI0 3aruch TpyJHO BecTu. OTOpachiBaiiTe BTOpPOCTeIeHHbIe
CJI0Ba, O3 KOTOPBIX IIaBHAst MBIC/Ib He TepsieTCs.

11. Em B /leKMM BCTPEYarOTCsl HETIOHSTHbIE BaM TEPMUHBI, OCTaBbTE MECTO,
MOCJIe 3aHATUM YTOUHUTE UX 3HaUeHHe y MperojaBaTers.

CAMOIIOAI'OTOBKA K TEKYIIEMY KOHTPOJIIO

[TpocMOoTpUTEe KOHCIEKT cpa3y mnocrie 3aHAThl. [loMeTbTe MaTepran KOHCIIEKTa
JIeKLIWM, KOTOPbIM BbI3bIBaeT 3aTPyJHEHUS AJis MoHUMaHus. [lonbiTaliTeCh HAWTH OTBEThI
Ha 3aTpy/JHUTe/bHbIE BOIPOCHI, UCMO/b3Ysl MpejjaaraemMyro jaurteparypy. Ilocrapaiitech
pa3o0paThCsi C HEMOHSATHBIM MaTepuasioM, B YaCTHOCTU HOBBIMU TepMuUHaMH. YacTo
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He3HaHWe TepMMHOJIOTUM MelllaeT BOCIIPMHMMATh MaTepuajl Ha TeOpeTUUeCKuX U
nabopaToOpHO-TIPaKTUUYECKMX 3aHSATUSIX Ha JO/DKHOM ypoBHe. Eciu caMocTosiTelbHO He
yZa/och pa3o0pathbcsi B MaTepuane, chOpMyIUPYHTe BOMPOCHI ¥ 00paTUTEeCh Ha TEKYIIeM
KOHCYJIbTal[UM WK Ha OvbKakiiel eKLKMY 3a TIOMOIIIbIO K TIperofiaBaTelito.

Kaxxayto HeJient0 peKOMeHJyeTCsl OTBOAWUTb BpPeMsi /ISl TIOBTOPeHHUsI MPOHeHHOT0
MaTepuara, TIpoBepsisi CBOU 3HaHUS, YMEHUSI U HABBIKM M0 KOHTPOJIbHBIM BOITPOCAM.

OTBeThTe Ha KOHTPOJIbHbIE BOTIPOCHI /IJisi CAaMOTIPOBEPKH, UMeIoII[Hecs: B yueOHUKe
WU TIPeJI/I0’KeHHbIe B JAHHBIX METOIUYECKUX PEKOMEeHALUSIX.

KpaTko nepecka)kuTe cojiep>kaHre U3yueHHOI0 MaTeprasa «CBOMMU C/I0OBaMi».

3ayunTe «paboure ompe/ieieHNs» OCHOBHBIX TIOHATHH, 3aKOHOB.

OCBOMB TeOpeTMYeCKUM MaTepuasa, NOPUCTyNauTe K BbINOJHEHUID 3a/laHuM,
yIpa)KHEeHWM; PpeIleHHI0 3a/layu, pPacyeTOB CaMOCTOSTeTbHOM pPaboThl, COCTaB/IEHUIO
rpaduKoB, TabJIUI] U T.[.

ITOJJT OTOBKA IIMCHPMEHHOW PABOTHI

ITpu MoOAroTOBKE MUCHBMEHHOW pabOoThl HEOOXOZAMMO OOpaTHUTHCS K METOUYECKUM
yKa3aHUsM 110 0(hOpPM/IEHUIO TTMCbMEeHHBIX padoT.

PABOTA HA/] PEOEPATOM

PedepaT — KpaTkoe M3/I0)KeHUe COJep)KaHUsi MEPBUYHOrO AOKYMeHTa (KHHWIH,
CTaTbU, HeOMyO/MKOBAaHHBIX MaTepHasioB) WM Pe3y/bTaTOB HayYHO-UCC/IeOBaTeTbCKUX
pabor. B Hem [O/DKHBI HaWTH OTpakeHHWe YypOBeHb HW3YUeHHOCTH TeMbl, BHjeHHe
npo6yieMHBIX o6iacTeli, ymeHWe aHa/IM3UPOBaTh U MPEeZCTAB/IATh Pa3/IMUHbIe TOUKH 3PeHUS
Ha 1pobseMy, (GoOpMyIMpOBaTh BBIBOABI U TIPEJJIOKEHUS TI0 BO3MOXKHOMY DellleHHI0
1po06JieMbl, HaBLIKK PabOThI C TUTepaTyPHBIMU UCTOUHWKaMU. PedepaT cBuzeTenbCTByeT
00 nH(OpPMaIIMOHHOU KYJ/IbType, UHTe/UIEKTyalbHOM YPOBHE, KpeaTUBHOCTH (TBOPUECKOM
roTeHIMase) 00yuaromierocs.

O61me TpeboBaHus K pedepary cienyolye:

o TOUYHOCTb U OOBEKTUBHOCTH B Tepejaue WHMOOPMAIMK W3 JUTEpaTypHOro
HMCTOYHHKA, OCHOBHOM MBIC/I aBTOpa (He OTHOCHTH K aBTOPY COOCTBEHHbIE MBIC/IH);

J TO/THOTA PAaCKpPBITUSI TeMBI pedepaTa;

. JOCTYITHOCTb U SICHOCTb U3/10’KEeHHS;

. BO3MO)XHOCTb COCTaBUTH Ipe/CTaB/IeHUE:

- 0 MHEHMH aBTOpPA MCTOYHHUKA 10 PpaCCMAaTPHBAEMOM TeME;

- 0 MHEHHH aBTOpa pedepaTa 1o 3TOMY Ke BOIIPOCY.

TakuM 00pasoM, pedepar J0/KeH CoZiepKaTh U KOHIIEILHIO0 aBTOPOB JIMTePaTyPHBIX
HMCTOYHMKOB, ¥ KOHIIEMIIWIO aBTOpa pedepara.

Copep>kanue pedepara

° ITnan

. BBemenve. OO0ocHOBaHWe TeMbl (aKTyaJlbHOCTb, TeOpeTHueckas M
TIpaKTHYecKasi 3HaUMMOCTh). Lesib 1 3a/jaunt paboThI.

. O0630p nUTEpaTypPHBIX HWCTOUYHHUKOB C aHAIM30M M KPHUTHUUYECKOW OI[eHKOM

aBTopa pedepaTta (MOJOXUATE/TbHbIE CTOPOHBI W CIIOPHbIE TOUKW 3DEHUsI aBTOPOB
paccMaTpUBAaEMbIX TTPOU3BeJEHUN).

. d®opmynrpoBaHue COOCTBEHHOT'O B3I/IsiZla HA pacCMaTpUBaeMyto npobremMy.

. BbIBOZIBI U NTpe/I/IOKeHUsI.
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o Jluteparypa.

o OraBneHue.

B pedepaTe MoryT ObITh NPUIOXKEHUS B BU/Ie aHKET, CXeM, JuarpaMM U Tip.

Ha ycmoTpeHue aBTOpa B pedepaTe MOryT ObITh pa3paboTaHbl OT/Je/bHbIE
TeMaTU4yecKWe TI/aBbl, Maparpadbl, B KOTOPbIX aHaIM3UPYeTCsi COOTBETCTBYIOLIAS
nutepaTypa. [1pu 3ToM Kaxk/iasi r/iaBa JJoJKHa CoZlep>KaTh 00/1acTh BBIBOZOB U IepeX0AHbIN
(JTorryeckuii) MOCTHK K Ciiefytolilel riaBe. A obiijre BBIBO/IBI B KOHIIe pedepaTa sIB/ISTHOTCS
CYMMOW BbIBOJJOB OT/le/TbHBIX TJIaB.

Crnicok nuTepatypbl B pedepaTe MMeeT Ba)KHOe 3HaueHUe: OH OTPakaeT CTereHb
pa3pab0TaHHOCTH TEMBI B JIUTEPATYPE.

CnucoK uTepaTypbl COCTaBJISIOT:

1) mo andaBUTy aBTOPOB WM Ha3BaHUU CTaTeM;

2) B XpOHOJIOTMYECKOM TOPSIJKE;

3) 110 TeMaTUueCKOMY NPUHLIUITY.

OO01re nmpaBuia 6ubMorpadguuecKoro oryMcaHus MpeyCMaTPUBAIOT HeOOX0IUMBIH
MUHHUMYM CBeJIeHWM, KOTOPbIN I103BoJisseT 6e3011MO00UYHO OTLICKAaTh KHUTY WM CTaThlO
(obsi3aTesibHbIE 37IeMeHThI OmMucaHusl): (aMuIUs aBTOpa, 3arjiaBue, I10/3aroJI0BOYHbIE
JlaHHble, BBIXOJHbIE JaHHble (MECTO W3/jaHvsl, HAaMMEHOBaHWEe U3JAIOLIer0 OpraHa, rof
W3/jaHusl, CTPAHULIbI).

Ob6beM TekcTa pedepaTa ompefesseTcs COfiep)KaHUeM AOKyMeHTa (KOIMueCTBOM
CBeIeHWW, WX HAyUYHOU LIeHHOCTbIO W/MIM TPaKTUUeCKMM 3HaueHWeM), a Takxke
JIOCTYTTHOCTBIO U 513bIKOM pedeprpyeMoro JOKyMeHTa.

PABOTA HA/J] 3CCE

Occe, Kak TIPaBU/IO, UMeeT 3a/laHue, TIOCBSIIeHHOe PeIleHUI0 OHOW U3 mpobiiem,
Kacaroijeticss 006sacT  yueOHbIX W/IM HaAyUHbIX WHTEPECOB JUCIUIUIMHBIL, 0O0Iiee
nipobJieMHOe 110Jie, HA OCHOBaHWU Yero CTYZeHT caM (popMyJiipyeT Temy.

[Ipy pacKpbITUU TEMBI OH [IO/DKEH TIPOSIBUTh OPUTUHABHOCTH MOAX0/Ia K pellleHUI0
1po0OJIEMbBI, pPeaTMCTUYHOCTD, TT0JIE3HOCTh U 3HAUMMOCTD MPeJIOKEHHbIX HjeH, STPKOCTD,
00pa3HOCTh, Xy/10’)KeCTBEHHYI0 OPUTUHA/ILHOCTD W3/I0XKEeHUS.

[Tpu hopmynrpoBaHUM Lie/il 0OpaTUTh BHUMaHUe Ha Crie/lytoIlie BOIIPOCHI:

* I0UeMy BbIOpasv 3Ty Temy?

* B UeM COCTOUT aKTya/JbHOCTh BbIOPAHHOM TeMbI?

* Kakue JIpyrve TipuMepbl Ujiei, MoJx0/J0B WU MPaKTUUeCKUX pellleH! U3BeCTHbI B
paMKax JaHHOW TeMbI?

* B UeM COCTOUT HOBM3HA Mpe/ijlaraeMoro rnojxoza?

* KOHKDeTHasl 3a/laua B paMKax TeMbI, Ha pellleHre KOTOPOW HarpasjeHo 3cce?

CopieprkaHue 3cce JO/DKHO OTPakaTh:

* aHa/M3 aKTya/JbHOTO TIO/IOXKEHWs JieJi B BbIOpaHHOM 06jacTh. AKTyasbHbIe
BOIPOCHI, 3a/jauy;

* aHa/au3 Mep, MpeANpUHUMAeMbIX TOCYJapCTBOM, BJACTSMM, TOCYJapCTBEHHBIMU
yUpeXXJAeHUsIMH, UaCTHBIMHU JIMIIaMU, [JiS pellleHUs aKTyaJbHbIX 3a/lau B BbIOpaHHOM
obnacty;

* UIFOChl U MUHYCBI;

* M3/I0’KeHre COOCTBEHHOTO MoAX0/1a / Ujieu;
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* paKTUUeCKue peKoMeH/ lalluu;

* [TIePCIIeKTUBBI MCIT0/Ib30BaHMs JAHHOTO TI0/[X0/ja / ero pa3paboTKy;

* UTFOChI 1 MUHYChI TIpe/IJIOKEeHHOU W/Ieu;

* Ipyroe.

BBITTIO/THEHUE ITMCBMEHHOT' O 3AJAHUSA (PACUETHO-
I'PAONYECKOE 3AJAHUE, KOHTPOJ/IbHAfI PABOTA, 3AIIO/IHEHUE
PABOYEU TETPA/IU, TBOPUECKOE 3AJIAHUE, ITPESEHTAILIMS 1 IIP.)

OO0mue peKoMeH/Jaluu

BHUMaTe/bHO TPOUYNTaiTe MaTepyas 0 KOHCTIeKTYy, COCTaB/eHHOMY Ha y4eOHOM
3aHSTUU.

[TpounTaiiTe TOT >kKe MaTepuas Mo yueOHUKY, yueOHOMY TTOCOOMUIO.

[TocTapaiiTech pa300paTbCsi C HEMOHATHBIM MaTepUajoM, B YaCTHOCTA HOBBIMH
TepMHHaMu. YacTo He3HaHWe TepPMHHOJIOTUM MellaeT BOCIOPUHMMATh MaTepuana Ha
TEOpPeTUUeCKUX M JTaO0OpPaTOPHO-TIPAaKTUUECKUX 3aHATHSAX Ha O/DKHOM YPOBHE.

OTBeThTe Ha KOHTPOJIbHBIE BOMPOCHI /IJIT CAMOITPOBEPKH, UMEIOIIHEeCs B yUeOHUKe
WU TIP€e/I/I0)KeHHbIe B JAHHBIX METOIUYECKUX PEKOMeHAITUsIX.

KpaTko nepeckakuTe cofiep>kaHre U3yueHHOI0 MaTeprasa «CBOMMHU C/I0BaMm».

3ayunTe «paboure ompe/eieHNs» OCHOBHBIX MOHATHH, 3aKOHOB.

OCBOMB TeOpeTUUeCKUM MaTepuas, NPUCTyIauTe K BBITIOJTHEHUIO 3a/laHUU,
yrIpaKHeHW; pelleHuI0 3aZiau, pacyeTOB CaMOCTOSATeNbHOW paboThl, COCTaB/IEHUIO
rpayKoB, TabJUI], TIpe3eHTaI|i U T.J.

Peienue 3ajau

[Ipy camMOCTOSITE/IbHOM peIlleHnH 3a/jlad HY>KHO OOOCHOBBIBaTh KaXKJbI ITarl
pelleHus, UCXO/S U3 TeOPeTUUeCKUX TMOJI0KeHUN Kypca. Ec/vi cTyIeHT BUAUT HECKOIbKO
nmyTeid peleHUs TpobsieMbl (3afjauv), TO HY)KHO CPaBHUTb WX U BbIOpaTh CaMBbIH
palMoHa bHbIM. [lose3HO [0 Hauvasa BBIYMCAEHWW COCTAaBUTh KDAaTKWUM TI/IaH pelleHus
1po06sieMsl (3aauM).

PemmreHre TIpoO/IeMHBIX 3a/lad WIA TIPUMEpPOB C/Ie[lyeT W3/aratb IoApoOHO,
BBIUMC/IEHHUS pacriosiaraTb B CTPOTOM MOPsi/IKe, OT/ie/isisi BCTIOMOTraTe/IbHble BbIUKMC/IEHUS OT
OCHOBHBIX. PerieHuss mpyd HeoOXOJUMOCTA HY>XHO COMPOBOXKJATh KOMMEHTapHUsIMHU,
CXemMaMH, uepTe>kaMu U pUCYHKaMH.

CnezyeT TMIOMHUTb, UTO pellleHre KaXA0i yueOHOM 3a/jauM JO/DKHO JOBOJUTHCS 10
OKOHYaTeJIbHOTO JIOTUYeCKOTO OTBeTa, KOTOPOro TpebyeT yC/IOBHe, U TI0 BO3MOKHOCTH C
BBIBO/IOM.

[TosryueHHBIM OTBET C/eyeT TIPOBEPUTH CriocobaMu, BBITEKAIOIUMH W3 CYII[eCTBa
JaHHOU 3afaun. [lone3Ho Takke (eC/iM BO3MOXKHO) pelllaTh HEeCKOJILKMMH CIoco0amMu U
CPaBHUTb T0J/IyYeHHbIe Pe3y/bTaThl.

PermieHne 3a/jau JJaHHOTO THIIA HY)KHO TPOJO/DKaTh 10 MpUOOpeTeHUs] TBepAbIX
HaBBIKOB B UX pellleHUH.

3ajlaua — 3TO 1le/b, 3a/laHHasi B OMNpe/ie/IeHHbIX YCJIOBUSX, pellleHWe 3a/laud —
TIpoLieccC JJOCTV>KeHUsI TI0CTaB/IeHHOM 116/, TIOUCK He0OXOIMMBIX JIJisl 3TOTO CPe/ICTB.

ANropuTM pellieHus 3azau:

1. BHuUMarenbHO MNpOUYMTAWTE YC/IOBUE 3a/laHUsi U YSICHUTE OCHOBHOM BOIIPOC,
rpe/iCTaBbTe MPOLIECCHI U SIBJIEHUS], OTTMCAaHHbIE B YC/IOBHUHU.
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2. TTOBTOpPHO TIPOUTHTE yC/IOBHE MJIi TOrO, UTOOBI UETKO IIPe/ICTaBUTh OCHOBHOM
BOTIPOC, TIp00JIeMY, 11e/Tb PellleHus], 3aJjJaHHble BeJIMUMHBI, ONMMPasCh Ha KOTOPbIe MOXXHO
BECTU TTOMCKHU peltieHusl.

3. ITpousBeauTe KpaTKyHO 3arucCh YCJI0BUS 3aaHUA.

4. Ecni Heobx0JuMO COCTaBbTe Tabuully, CXemMy, PUCYHOK U/TH UePTEX.

5. OnpeseniviTe MeTO/, pellieHust 3aJjaHusl, COCTaBbTe T/IaH pelleHusl.

6. 3anuiuuTe OCHOBHBIE TIOHSTHS, (DOPMYJIbI, OMUCHIBAIOIIME TIPOLIECCHI,
Tripe/i/I0KeHHbIe 33/lTaHHOM CHUCTEMOM.

7. Haiinure peliieHre B 00111eM BU/le, BEIPa3UB MCKOMbIe BeJTMUMHBI Yepe3 3a/laHHbIe.

8. [IpoBepbTe MPaBU/ILHOCTH PellieHus 3aJaHusl.

9. [IpousBeiviTe OLIEHKY peajbHOCTU MOJYUeHHOTO PellleHus.

10. 3anuiurre OTBeT.

[TpoGsieMa - BWJ WHTe/UIEKTyalbHbIX 3a7iau, XapaKTepPHU3YIOIIUICS OTCYTCTBHEM
TOTOBBIX CPE/ICTB pellleHusl.

Anroput™m peliieHHsI IPO0/IEMHOM CHUTYaLIU:

1. Oco3HaHue po6ieMHOM CUTYaI[UH.

2. AHanu3 yc/l0BUM, BblJieJIeHWe TOrO, YTO M3BECTHO, U TOr0, YTO HEU3BECTHO, B
pe3yJibTaTe uero nmpobJieMa npeBpailiaeTcs B 3a/auy.

3. OrpanuyeHue 30HbI TTIOMCKA.

4. ®opMy/MpoBaHUe TUMOTe3 KaK MpeATooKeHUs 0 Criocobax peliieHUs 3aau.

5. Peanusariysi rumnoTessbl.

6. [IpoBepka, B KOTOPOI TUNOTe3a COOTHOCUTCS C UCXOIHBIMU YC/IOBUSIMU.

Eciu nipoBepka MoATBep>K/1aeT TUMoTe3y, TO OCYIIeCTB/ISIeTCS peanu3alius pelieHusl.
Ecnu HeT — To mpoljecc pellieHus1 MPOA0/DKAeTCsi CHOBA U TIPOUCXOJUT /10 TeX Mop, ToKa
peiiieHHe He Oy1eT OKOHYATe/TbHO COTJIaCOBAHO C YCIOBUSMU 3a/lauM.

TTopsiJ0K BHINO/THEHHA KOHTPOJ/ILHOW PadoThI

[TpucTynath K HalMCAHWIO KOHTPOJBHOW pabOThI ClelyeT JMIIb TOCae W3yUeHUs
OCHOBHBIX TEM IUCLIUTIIMHBI, OCHOBBLIBAsICh Ha yueOHHKe (yueOHOM ITOCOOHH) M3 CIIMCKa
OCHOBHOM JTUTepaTypbl, peKOMEeH/I0BaHHOM 110 JaHHOMY KYPCY, [IOTIOJIHUTe/TbHOM yueOHOM
UTEepaTypbl, © HOPMAaTHUBHOTO Marepuasna I0 K30paHHOW Teme (TIPM Ha/IMUHMKA TaKOU
HeoOxogumocTr). CrHMCOK peKOMeHJlyeMol TiperofiaBaTesieM HayuHOW JIMTepaTypbl
Heo0X0MMO pacCMaTpUBaTh KakK OCHOBY /IJIsi CAMOCTOSITe/IbHOTO TOMCKA Y aHa/ln3a.

[Tombop Marepuana W TUIaH KOHTPOJBHOW paboThl pa3pabaTbiBaeTcs CTYZAEHTOM
CaMOCTOSITeJIbHO, YTO JaeT TIpero/jiaBaTe/il0 OCHOBaHWE OLIEHUTb CTeleHb YCBOEHUs
W3y4eHHOTO MaTepuasna. [IpM HamMcaHWM KOHTPOJBHOW paboOThl CTy/AEHTY CJiefyeT
TIPOSIBUTb CaMOCTOSITETbHOCTh M He MprOeraTh K MPOCTOMY TePeryrChIBaHUIO TUTePaTyPh.
I[TperiosaBaTesib BIIpaBe YUMTHIBATh KaueCTBO TPO/ie/IaHHOM paboThI MPH c/laue CTYAeHTOM
3aueTa WM 9K3aMeHa 10 COOTBETCTBYIOIeN JUCIUTIIMHE.

BBejieH1e KOHTPOJILHOM pab0ThI [JOJHKHO COZlep>KaTh (hOPMYTMPOBKY KOHTPOJILHOTO
3a/jaHus], KPaTKOe U3/I0KeHHe 11eJTH KOHTPOJIbHOW pabOoThl.

OcHoOBHas1 YaCTh KOHTPOJIbHOM pabOoThI [J0/KHA Cojlep>KaTh 0a30Bbie orpejeneHus,
Jl0OKa3aTe/ibCTBa, OIMCaHWe MeTOAWKU pacuéToB. B Xxofe HarvcaHWs OCHOBHOM YaCTH
cefyeT aBaTh CCIIKM Ha UCMO/Ib3yeMble MCTOUHUKM MH(opMaLuu. B sTou uactu cienyet
TaK)Ke W3/I0OKUTb XOJ, COOCTBEHHBIX PpAaCCyXK/eHWH, OomnucaTh I0C/Ie[0BaTeTbHOCTh
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pacyéToB, TIPUBECTHM MPOMEXKYTOUYHbIe [OKa3aTeJbCTBA W  Pe3y/bTaThl peLleHHUs
MOCTaB/IEHHOW 3a/lauHu.

B 3akstoueHuu cienyet chopMyMpoBaTh KpaTKue BbIBOABI T10 MPO/ie/laHHOoM paboTe
Y TIPUBECTU CITMCOK MCI0J/Ib30BaHHBIX MCTOUHUKOB UH(OPMALIUH.

TUNUUHBIMU OIIMOKAMU TIPU BBITIOJIHEHUM KOHTPOJIbHOU PaboThl SIBJISIOTCS:

* HECOOTBETCTBHE CO/ep>KaHUsSI KOHTPOJIbHOW paboOThl 1jeId W TI0CTaB/IEHHBIM
3a/jauam;

* HeBepHOe pellieHre TNpe/JIoKeHHbIX 3a/jay;

* HapyllleHWe YCTaHOBJIeHHBIX TpeboBaHU K 0(OpMIEHUIO pabOThI;

* MCTOb30BaHKe UH(opMaLyu 6e3 CChIZIOK Ha UCTOUHUK UH(OPMaLUH.

ITopsioK peieHNs KeNiCOB

[Tpu perieHnu Kelica CTyAeHTbI JO/DKHBL:

1) mpencTaBUTH pacCyk[eHWe TI0 TIOBOAY: He0OXOAWMOCTH AOTIOJTHUTeTbHbBIX
JJAaHHBIX ¥ UICTOUHMUKOB MX MO/IyUeHUsI; POTHO30B OTHOCUTE/IbHO CyOBeKTOB U/U/TK MPUUKH
BO3HUKHOBEHUS CUTYaL1H;

2) IpOJeMOHCTPUPOBaTh YMEHHUS HUCII0Ib30BaTh CUCTEMHBIU MOAXOJ, CUTYaTUBHBINU
MO/IX0/], LUIMPOTY B3IJIsIZ0B Ha IIpobsieMy;

3) NOATrOTOBUTH MPOrpaMMy [1eCTBUM, HallpaBJeHHYIO Ha peau3aliyio, Haripumep,
aHa/IMTUYeCKOr0 MeTo/ia pellieHusi MPo0/ieMbl: POAHaIM3HMPOBATh BCe OCTYTHbIe JaHHbIe,
TIPeBpaTUTh UX B MHGOPMAL[HMIO; OTIpe/ie/TUTh MPo0/ieMy; MPOSICHUTb M COT/IacOBaTh 1ie/iu;
BBIZIBUHYTh BO3MO>KHbIE a/TbTePHATHBbI; OL[eHUTh BapUAHThI U BLIOpATh OJUH U3 HUX.

He3aBHUCHMO OT IPHUPO/IbI, TIPEJOCTAB/IEHHOTO Kekca, CTyJleHTaM HYy>KHO OyZeT:

1. «ITpoaHanu3upoOBaTh» €ro: BbIIBUThb, UTO W MOUYEMY IPOUCXOAUT, UTO MOKET
TPOU30UTH U TTIOYEMY.

2. OOBSCHUTD CUTYALIHIO.

3. OLleHUTBb y>Ke IPUHSTBIE Mephl.

4. O6cymuTh BO3MOXKHBbIe Oyayiiue [eHCTBUS W CPAaBHUTb WX BO3MOXKHYHO
5 (PeKTUBHOCT.

MeToMKa pelleHust KeMcoB

1. ITonumanue 3amauu

OpHO U3 BallIMX TepBbIX 00si3aTe/IbHBIX JeMCTBUM — TOHSTh, UTO OT Bac TpebyeTcs:

* yCBOEHHe KaKOMW yueOHOM TeMbl Mpe/Iio/araeT pelieHre Keica;

* KaKoro pojia TpedyeTcsi pe3y/ibTarT;

* NO/DKHBI JIU Bbl JjaTh OLIEHKY TOMY, UTO TIPOM3OLLI0, WIA DEeKOMeHAALIUU B
OTHOILIEHUU TOTO0, UTO /IO/PKHO TIPOM30UTH;

* e TpebyeTcs TIPOTHO3, Ha KakKoW Tepuo/; BpeMeHU Bbl JIO/DKHBI pa3paboTaThb
TIOIpOOHKIN TI/1aH IeMCTBUM;

* Kakast (hopma mpe3eHTaluu TpeOyeTcsi, KAKOBbI TPeOOBaHKS K Hell;

* CKOJIbKO BPEMEHHU BbI I0JDKHBI paboTaTh C Keiicom?

2. [IpocmoTp Kerica

[Tocne TOro Kak Bbl y3Ha/lW, KakKWX [JeWCTBUM OT BaC >XAYT, Bbl JOJDKHBI
«TI0YYBCTBOBaTh» CUTYAI[HIO Kelica:

* TPOCMOTPUTE €ro COJep)KaHWe, CTapsCh TOHSATb OCHOBHYI W€ U BUJ
rpeloCTaB/IeHHOM BaM MH(OpMaliy;
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* eC/id BO3HUKAIOT BOMPOCHI, WIA POXKJAIOTCS BaKHble MbICH, WIA KaXKyTCs
TOAXOASIIUMHU Te WU UHbIe KOHIIEMIIUM Kypca, TTPOYMTaB TeKCT [0 KOHIIA, BBITIUIITUTE UX;

* T0C/Ie 3TOr0 TIPOUTUTE KeWC MejjieHHee, OTMeuas MapKepoM WJ/IM 3arvChiBas
MyHKTBI, KOTOPbIe Ka)KYTCs CyIlleCTBEHHBIMU.

3. CocTaB/ieHre ONMCaHUs Kak MyTh U3yUYeHUs1 CUTyaLluM U OTpefie/ieHUsI TEM.

[Tpu ripocMoTpe Ketica BaM HEOOXOAUMO:

* CTPYKTYPUPOBAaThb CUTYaLUIO, OLIeHUBasi OZJHU acrieKThl KaK Ba)kKHbIe, a Ipyrye Kak
HeCyllleCTBEeHHbIE;

* OTpeJe/iTh U 0TOOPA3UTh BCeé MOMEHTHI, KOTOpble MOIJIM MMeTb OTHOIIeHWe K
cuTyaluu. M3 HUX BbI CMOXKeTe TTOCTPOUTh CUCTEMY B3aUMOCBSI3aHHBIX MP06/ieM,KOTOphIe
cAiesiaivi CUTYaLUI0 3aC/Ty>KUBAKOLLer aHaIu3a;

* paccMOTpeTh (PaKTOPhI, HAXOASIIHeCs: BHE TIPSMOT0 KOHTeKCTa IMpob/ieMbl, TaK Kak
OHU MOTYT OBITb Upe3BbIUAHO Ba)KHbI;

* BBIJENIUTh «TeMbl» — CBs3aHHble TPYIIbI (aKTOPOB, KOTOpPble MOTYT
BO3/IeliCTBOBATh Ha KaXK/bI acriekT cuTyauuu. Hampumep, ojlHa UX 4acTh MOXKeT UMeTb
Jlesio C BOCTIPUHUMaeMbIM HU3KMM KaueCTBOM, JIpyras — C MoBe/JjeHieM KOHKYPeHTa;

* OMNUILIWUTE CUTyalut0 (CpaBHMBAWTe CBOU [IeUCTBUS C TIOBeJieHMeM aJjBOKaTa,
paccripallivBaloIlero KjivWeHTa, WM Bpaya, WHTEpPeCcyrollerocs y TalyeHTa ero
COCTOSIHWEM), OTBETUB Ha BOMPOCHI:

- KTo cuuraet, uto ripobiema, u mouemy?

- Ha kakoM ocHOBaHHY O6a3upyeTCcss MHeHUe 3TUX JTF0/Iei?

- Uto npoucxoauT (WK He NPOUCXOAUT), KOrja u rae?

- Kakue cBsi3aHHbBI€ C POUCXO/ISAIITUM BeIIU He SIB/ISTFOTCS TIPO0/IEMHBIMU U TIOUeMY ?

- Uto cocTaBsieT O0see MMUPOKUA KOHTEKCT CYII[eCTBYIOIIEH CUTYaLiH?

- KTo mnu uTo Mo’KeT BAUSTH Ha TIPOOJIEMHYIO CUTYaI[HIO?

- EcTb u ipyryie 3auHTepecoBaHHbIe UL, U KTO OHU?

- KakoBnI ciepkuBatoliiyie (pakTopbl, OrpaHUYMBAIOII[1Ee «ITPOCTPAHCTBO PELLIEHUS»?

4. TuarHocTUYecKas CTagust

NuarHocThueckasi CTaZiusi — OJIHA W3 TeX, K KOTOPbIM Bbl JIOJ/DKHBI TIPUIOKUTh
MaKCUMYyM yCHU/TUH, XOTs ee yCIiexX 3aBUCUT OT 3(DPeKTUBHOCTH MpeAbIAYIIUX CTaJuu:

* BCIIOMHUTE M3y4YeHHbIe BaMU paHee TeMbl U MPOBeJMTE M0 HUM MO3TOBOM LLTYPM
JI71s1 BBISIBJIEHUS TIOTEHLIMA/IbHO COOTBETCTBYIOLIUX KelCy TeOPeTUUYECKUX 3HAHUM;

* BepPTUKA/IbHO CTPYKTYpPUPYMTe BOIPOC, HauuHasi C TeX, KOTOpble KacarTCs
OTJeNbHbIX PabOTHUKOB, 3aTeM TPYIIIbI WM TIO/ipa3/e/ieHrs, OpraHu3alu B 11eJioM U,
HaKOHeIl, OKpYy»Katoirieit cpesibl. Takum 06pa3om, BbI CMOXKeTe CO37,aTh MaTPULy OCHOBHBIX
BOTIPOCOB U CBSI3aHHBIX C HUMU TIPOO/IeM U TIOAyMaTh O COOTBETCTBYIOIIUX KOHIIEITIIHASX
JUIST KQXK/IOT'O «YPOBHST».

* U3yunTe 00CTOSTE/IbCTBA BOSHUKHOBEHHS CUTYalLWY,;

» He 3a0biBaiiTe BO3BpaliaThcsd K HHGMOpMalMyd Keiica W 6Gosee BHUMATeTHHO
paccMaTpuBaTh (haKTOpPhI, CTaBlllie Ba)KHBIMU B XOJie JAUArHOCTUKUA. Bam HyxHO Oyzet
TIpeIbsIBUTH JI0Ka3aTeIbCTBa B MO/IeP)KKY Balllero JiMarHosa.

* OT/leJIsSINTe [JOKa3aTeIbCTBA OT Mpe/Io0KeHUH, (hakThl OT MHEHUH U CTaBbTe Tiepe/
co0oii iBa BOTIpOCa: /10 KAKOU CTeleHH Bbl yBepeHbI B MPaBUIbHOCTH CBOMX Mpe/iCTaB/IeHUI
Y [I0 KaKOM CTerNeHW UX MpaBU/ILHOCTh Ba)kKHa [I/1s1 Balllero AuarHosa.
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5. ®opMynupoBKa npobsiem

Ha 3Toli cTaziuu oueHb T10J1e3HO:

* MMCbMEHHO C(hOPMYIMPOBaTh BOCIIPUATHE OCHOBHBIX TpobsemM. ®opMyIMpOBKa
ripo6sieM okKaXkeTcst 6a3uCHOM TOUKOM /1J1s TIOC/IeIYIOIUX 00CY K/[eHHUM;

* MpU HaJMUUU HECKOJIbKUX Tpo0/ieM Mojie3HO YCTaHOBUTb UX TPUOPUTETHOCT,
WCTIOJTB3YSl C/IeyIolijie KDUTePUH: Ba)KHOCTb — UTO TIPOM30i/eT, ec/ii 3Ta npobsema He
OyzeT pelieHa; CPOYHOCTh — KaK OBICTPO HY)KHO PEIIUThb 3Ty MpobsieMy; nepapxudueckoe
T0J/I0O’KeHe — /10 KaKOW CTereHU 3Ta rpobsema SIBAsieTCS TIPUUKMHON IPYTHUX TIpob/iem;
Pa3pelIMMOCTb — MOJKeTe JId BbI CJleflaTh UYTO-TU00 [/l ee pellieHusl.

6. BeIOOp KpuUTepHeB peleHus Ipo0/1eMbl

Cpa3y mrocie BbISICHEHUSI CTPYKTYPhI MPOOeMbl ciieyeT ToAyMaTh O KPUTEpHUsIX
BbIOOpa pellleHWi. B orpesieieHHOM CMBICTe CTPYKTypa W OTpPeAe/UT KpPUTEPUH.
Hanpumep, ec/ii BBISICHHIOCh, UTO camasi cepbe3Hasi TIpo0JsieMa CBsi3aHa C KOPITOPaTUBHOMN
Ky/JIbTYpOH, TOr/la pellleHusi AO0/DKHbI OyAyT MOBIMATH Ha ee ynayuiieHue. Ho eciu
CYIIECTBYIOT TakKKe (PMHAHCOBBIE TIPO0JIEMBI, TOT/Ia OYAYT KPUTEPHUH BBIOOPA, CBSI3aHHBIE
Y C HUMH.

7. 'eHeprpoBaHUe ajibTePHATUB

IloCTUTHYB SICHOTO TIOHMMAaHUsI CBOUX Iiesield, TIDUHSIB pellleHHWe O TOM, K KaKuM
obnacTsM 1po6sieMbl BbI XOTHUTe OOPAaTUTBLCS, M, UMes JOCTaTOUHYH) YBepeHHOCTb, UTO
TIpOaHa/IM3UPOBA/IM  OCHOBHbIE TIPUUMHBI BO3HWKHOBEHHS TIPO0J/ieMbl, BbI JO/DKHBI
00ZyMaTh BO3MOJKHbBIE Ia/ibHeIIve myTH. Ba)kHo pa3paboTaTh A0CTaTOYHO LIMPOKUMA KPYT
BapMaHTOB, OMUPAasCh Ha W3BECTHbIe WM W3ydaeMble KOHIETII[UH, YTOObI TpeIOKUTh
nyuiiiie CrocoObl ZeMCTBUM, OIBIT pelleHus] JPYTMX KeHCoB, KpeaTWBHbIE MeTO/bI
(MO3roBoO# IITYpM, aHaJIOTUsl U MeTadopa, CHHEKTHKa U Zp.).

8. O1jeHKa BapHaHTOB U BBIOOp Harbosiee TTOAXO/SAIIIETO

Ha craguu BbIOOpa BapHaHTOB OMpeJedTe KPUTEPHUH TIPeIIOUTHTETbHOCTH
BapuaHTa. Kputepuu BbiOOpa BapvaHTa [O/DKHBI OBITH OCHOBAHBI Ha TOM, B KaKOW Mepe
OHM CII0COOCTBYIOT pellieHHI0 Mpo0JieMbl B 11€J10M, a TaKKe 110 TIPU3HaKaM BBITIOJTHUMOCTH,
ObICTPOTHI, 3G (heKTUBHOCTH, 3KOHOMHUYHOCTH. Kazaplli W3 KpuTepueB Heob6X0AUMO
TIpOaHaIM3uPOBaTh C MO3ULIUK BCeX TPy uHTepecoB. [Ipu oljeHKe BapuaHTOB BbI JIO/DKHbI
rnofiymaTh O TOM, KaK OHU Oy/yT BO3/IeMCTBOBATh He TOJBKO Ha LieHTpa/IbHY0 Mpobemy,
HO U Ha BCIO CUTYyaluio B LiejioM. OripesiesiuTe BepOsiTHbIe TOC/Ie[CTBUSI UCTIOIb30BaHUS
BalllMX BapUaHTOB.

9. IIpe3eHTaLusi BLIBOJIOB

Posib oOyuaroiierocs:

* U3yuuTh yueOHYI0 MH(POPMAIIUIO TI0 TEME;

* IPOBECTU CUCTEMHO — CTPYKTYPUPOBAHHbIN aHa/IU3 CO/IeP>KaHUS TEMBbI;

* BBIIe/IUTH TIPO0/IeEMY, MMEIOIIyI0 MHTe/UIeKTyalbHOe 3aTpyIHeHHe, COT/IacoBaTh C
riperofiaBaTesiem;

* 1aTh 00CTOSITeTbHYIO XapaKTepUCTHUKY YCIOBUM 3a/iauu;

* KpUTUUECKH OCMBIC/TUTh BapUaHThI U TIOMBITaThCSI UX MOAU(PUITMPOBATh (YIIPOCTUTD
B IJIaHe W30bITOYHOCTH);

* BbIOpaTh ONTHMAasbHBIA BapuaHT (Mof00paTh W3BECTHble W CTaHZAPTHBIE
aJIrOPUTMBI JIeHCTBUS) WM BapyUaHThI pa3peliieHus po0sieMbl (eC/iv OHa He CTaHjapTHasi).
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TTopsAAOK MOAr0TOBKHU NMpe3eHTaluu

KoMMbIOTepHYIO TIpe3eHTalui0, COIMpPOBOXK/AIOL[YI0 BBICTYIUIEHHWEe [OK/IaJuuKa,
ynoOHee BCero MoAroToBUTh B mporpaMMme MS Power Point. IIpe3eHTaiusi Kak JOKYMeHT
nipe/icTaB/sieT coO0l ToC/eZloBaTeTbHOCTh CMEHSIIOIIUMX APYT [pyra C/alfioB - TO eCThb
3JIeKTPOHHBIX CTPaHUUeK, 3aHMMaOLHX BeCh 3KpaH MOHUTOPA (6e3 pUCyTCTBUSI MaHe el
nporpaMMmebl). Yaiije BCero [eMOHCTpALUsi Tpe3eHTaldy TIpoeLupyeTcsi Ha OO/bIIoOM
9KpaHe, pexke — pa3jaeTcsi COOpaBIIMMCS KaK reuaTHbIM MaTepran. KomnuecTBo C1aii/joB
aZleKBaTHO COJEP)KaHUI0 W TPOJAO/DKUTENbHOCTA BBICTYILIEHUSI (Harpumep, Ajs 5-
MUHYTHOTO BBICTYTI/IEHUSI PEKOMEH/yeTCsI MCTI0/Tb30BaTh He Oosiee 10 ciiaiizios).

Ha niepBoM ciiaiizie 06si3aTesIbHO TIPeJCTaB/IsIeTCSI TeMa BLICTYIUIEHUS U CBefleHus 00
aBTopax. Ciezytoiye ciaiibl MOXXKHO MOATOTOBUTD, UCTIOMb3YS iBE pa3/inyHble CTpaTeruu
YX TIO/ITOTOBKMU:

. 1 cTparerusi: Ha c/aiiibl BBIHOCUTCSI OTIOPHBIM KOHCTEKT BBICTYTIJIEHUSI U
K/TIOUEeBbIe CJIOBA C TeM, UTOOBI 110J/Ib30BaThCs MU KaK TUIAHOM /IJIsl BLICTYTIIeHHs.. B aToM
C/lydae K C/aiiiaM TIpeIbsiB/SIFOTCS Cyiefytoliye TpeboBaHUS:

- 00beM TeKCTa Ha ciiakiie — He OoJibliie 7 CTPOK;

- MapKUPOBaHHBI/HYyMePOBaHHBIN CITHUCOK COZep)KUT He 6oJsiee 7 3/71eMeHTOB;

- OTCYTCTBYIOT 3HAaKM MYHKTyallUM B KOHLIE CTPOK B MapKHPOBAaHHBIX U
HyMEePOBaHHbIX CITUCKAX;

- 3HauMMasi MH(opMalusi BbIZIeNsIeTCs C TIOMOIIbIO 1iBeTa, Kers, 3¢ deKToB
aHUMaL[1H.

Ocob0 BHMMaTENIbHO HEOOXOJMMO ITPOBEPUTH TEKCT HAa OTCYTCTBHE OIIMOOK M
oreyaTokK. OcCHOBHasi omMbKa TpPU BbIOOpE [JaHHOW CTpPAaTerdd COCTOUT B TOM, UTO
BBICTYTAIOLME 3aMEeHSIFOT CBOIO peUb UTeHHEeM TeKCTa CO CJIaii/loB.

. 2 cTparerws: Ha Caabl moMelriaercs (akTuuecKuid MaTepuan (TabJHLbI,
rpaduky, doTtorpaduu U Mp.), KOTOPbIA SIBJISIETCS YMECTHBIM U JIOCTaTOYHBIM CPeICTBOM
HarJIsiIHOCTH, TIOMOTaeT B PAaCKPBITUM CTEP>KHEBOU W/ieM BBICTYIIIeHUsl. B 3ToM ciiydae K
C1aliziaM TIpeIbsIB/ISIIOTCS CJle/IyIOIe TpeOoBaHus:

- BbIOpaHHbIE CpeCTBa BU3ya/in3aluu UWHOOpMaluu (Tab/uibl, CXeMbl,
rpadyKu U T. [I.) COOTBETCTBYIOT CO/lepKaHUIO;

- MCITI0J/Ib30BaHbl WIJTFOCTPALIMM XOPOLLEro KauecTBa (BbICOKOTO pa3pelleHus), C
YeTKUM H300pakeHHeM (Kak TpaBWIO, HUKTO W3 MPHUCYTCTBYIOIIMX He 3aWHTepecOoBaH
BUWTBIBATHCS B TEKCT Ha BallMX C/Iai/laXx ¥ BCMaTPUBAThCS B MeJIKUe ULTOCTpalun);

- MaKcUMasibHOe KOJIMYeCcTBO rpaduueckoi MH(opMalMyd Ha OHOM cJiakje — 2
pucyHKa (pororpaduu, cXembl U T.[].) C TEKCTOBLIMU KOMMeHTapusMu (He 6osee 2 CTpOK
K KaK0My);

- HauboJsiee BaykHasi UH(OpMaLUs [JOJDKHA PacIiosiaraThCs B LIEHTPe SKpaHa.

OcHoBHasi omrOKa 1pu BbiboOpe /aHHOW CTpaTeruM — «COPEBHOBaHWE» CO CBOUM
W/UTFOCTPATUBHBIM MaTepuasioB (ayJIUTOPUU He Tpe/OCTaB/seTCsl JOCTaTOUHO BpeMeHH,
yTOOBI BOCIIPHHATH MaTepHas Ha ciaijax). OObIUHBIA ciaiig, 6e3 3deKToB aHUMaI[uH
JI0JDKeH JeMOHCTPUPOBAThCSl Ha 3KpaHe He MeHee 10 - 15 cekyHZ. 3a MeHblilee BpeMsi
TIPUCYTCTBYIOILIME He YyCIieeT OCO3HaTh Cofep)kKaHue ciakiga. Eciv Kakas-To KapTMHKa
TOSIBUJ/IACh Ha 5 CeKYH/], a IOTOM TYT e CMeHHW/Iach APYToH, TO ayAUTOpuUs OyJieT CUMTaTh,
YTO OK/IaJuuK ee ToAroHseT. ObpatHoro (Mo3UTHBHOTO) 3¢ @deKTa MOXKHO JAOCTUTHYTh,
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eC/IU  JIOK/IaZUMK TIPOJIUCTHIBAET MHOKECTBO CJIAM/IOB CO CJOXKHBIMM Tab/uIlaMA |
JlrarpaMMamu, TOBOpsI MpU 3TOM «BOT TyT mpuBe/leH pa3HOr0 pojila BCIIOMOTaTe/IbHbIN
MaTepuas, HO s €ero Xouy TIPOIMyCTHUTb, UTOObI He TIeperpy’kaTtb BbBICTYyIIEHUE
nojipoOHocTssMu». [IpaBja, Takol TMpueMm Jie/iaTh B Hauajde M B KOHIle Tpe3eHTalud —
PUCKOBAHHO, ONTUMAa/IbHbIM BapHUAHT — B CepeJiHe BbICTYIL/IEHUS.

Eciv Ha craiiie IpUBOAUTCS CJIOXKHAas AWarpaMma, ee HeoOXOAWMO TIpe/IBapUTh
BBO/IHBIMM C/1I0BaMU (Haripumep, «Ha 3Tor guarpaMme npyuBOAUTCS TO-TO U TO-TO, 3€/IeHbIM
OTMeueHbI TTI0Ka3aTe/u A, CHHUM — TI0Ka3arenu b»), ¢ TeM, uToObI ZIaTh BpeMsl ayJUTOPHUN
Ha ee pacCMOTpeHHe, a TOJLKO 3aTeM IMPHUCTYIATh K ee obcyxaeHuto. Kakapiii craii, B
cpefHeM J0/DKeH HaXOAUThCS Ha KpaHe He MeHbIe 40 — 60 cekyH/, (6e3 yueTa BpeMeHHU
Ha C/y4aiiHO BO3HUKIIIee 00Cy/eHue). B CBsSI3U € 3TUM Jiyullle HACTPOUTD TIPe3eHTalUIo
He Ha aBTOMaTHYeCKUH T0Ka3, a Ha CMeHy CJIal/J0B CaMUM JJOK/Ia{UMKOM.

Oco6o0 TiiaTesibHO HeOOXOAMMO OTHECTUCH K 0(hOpMJIeHHIO Tipe3eHTaluu. [1is Bcex
C/1IalijoB TIpe3eHTalMyd 0 BO3MOXXHOCTHM He0OXOJJMMO MCMO/b30BaTh OJWH U TOT XKe
11a6710H ohopMIIeHHSs, KET/Tb — ZIJIsT 3aT0/IOBKOB - He MeHbIIle 24 MyHKTOB, [ HHhOpMaI[ix
- nyisi tH(opMaLiuu He MeHee 18. B nmpe3eHTalUsIX He TIPUHSATO CTaBUTh [IEPEHOCHI B C/IOBaX.

[TogymaiiTe, He OTB/IeKalTe /M BbI CiyllaTe/eld CBoed ke mpe3eHTaluel? fpkue
KPaCKH, CJIO)KHbIE LIBETHbIE€ MOCTPOEHHUS, WU3/ULLIHAS aHUMAaLUs, BbIIPbITUBAIOIIUM TEKCT
WM WUIIOCTpALMsi — He CaMoOe Jyullee [OMOJHEeHWe K Hay4yHOMY JAoKnamy. Takke
He)KeslaTe/IbHbl 3BYKOBble 3((eKThbl B XO/le JAeMOHCTpaluy mnpe3eHTaluu. HawnyuimmMu
SIBJIAIOTCSI KOHTPACTHBIE 1BeTa (hoHa 1 TeKcTa (0enblii PoH — UepHBINA TeKCT; TeMHO-CUHUM
(hOH — CBeTJ/IO->KeNThIM TeKCT U T. [.). JIyullle He CMellMBaTh pa3Hble THUIIbI IIPUPTOB B
OJTHOM Tipe3eHTald. PekoMeHyeTcss He 3710ynoTpeb/siTh MPOMUCHBIMU OyKBamMu (OHHU
YUTAKOTCS XYKe).

HekoHTpacTHBIE Clalbl OYAyT CMOTPEThCS TYCK/IBIMH M HEBBIPA3UTETbHBIMH,
0COOEHHO B CBETJIBIX ayAWTOPHUAX. Jsi jyullield OpveHTaI[dH B TPE3eHTAI[uH TI0 XOIy
BBICTYTUIEHUs JIyullle TIPOHyMepoBaTh cCjaifibl. KemaTe/nbHO, uTOOBI Ha Cjlaijax
OCTaBa/ICh MOJIsl, He MeHee 1 CM C KaK[OW CTOpOHbI. BcriomorarenbHast MH(OpMaLus
(yripaBsitoli[ie KHOTIKW) He JTOJDKHBI Ipeob/iafiaTh Ha/l OCHOBHOM MHGMOpPMaiiiei (TeKCToM,
WUTIOCTpaLusMK). Micnosib3oBaTh BCTPOeHHbIE 3(D(PEeKThl aHUMAaL[MM MOXKHO TOJIbKO, KOr/a
6e3 »sToro He o06oWTUCH (HampuMep, TIOC/ie[iOBaTe/IbHOE TIOSIBJIeHWe 3JIeMEHTOB
JvarpaMmmbl). [I7s1 aklieHTUPOBAaHUS BHUMaHUS Ha KaKOW-TO KOHKPETHOW WH(MOpMaiuu
canzia MO>XXKHO BOCIIOJIb30BAaThCS JIa3€PHOM YKa3KOM.

[warpaMmbl TOTOBSTCS C WCIIOMb30BaHWMEM MacTepa /[AvarpaMM TabJIHYHOTO
nipotieccopa MSExcel. [1715 BBOA@ UMCNOBBIX AAHHBIX UCMOJb3YyeTCsl YMCI0BOM (hopmat C
paszenuTesieM TPYI pa3pszfoB. Ecmu gaHHble (TIOAMTUCH JaHHBIX) SBSIOTCS APOOHBIMHU
YKC/laMi, TO UKCTI0 OTOOpa)kaeMbIX AeCITUUHBIX 3HAKOB O/DKHO OBITH OJMHAKOBO [I/IS
BCeM TpyMIbl 3TUX [aHHbIX (BCEro psijla MOAMUCeN [aHHbIX). [JaHHble W TOAMUCUA He
JIO/DKHBI HaK/Ia/bIBaThCsl APYr Ha Jpyra YW C/IUBaTbCs C TpaUueCKUMHU 3jeMeHTaMU
nuarpaMMbl. CTPYKTYpHbIe [iarpaMMbl TOTOBSITCS MPU MOMOILLU CTaHAAPTHBIX CpeJCTB
pucoBanus nakera MSOffice. Eciu nipu ¢opmaTupoBaHum ciaiijja ecTb He00X0AUMOCTh
MPOMOPLIMOHA/IbBHO YMEHBIIIUTh pa3Mep AuarpaMMbl, TO pa3Mep LIPU(TOB pPEKBU3WUTOB
JIOJ/DKeH ObITh yBe/WUYeH C TaKMM pacueToM, 4ToObI peajibHOe OToOpakeHHe OOBEKTOB
JMarpaMMbl COOTBETCTBOBAJIO 3HaUeHUsIM, YKa3aHHbIM B Tabsuije. B Tabiuijax He JO/HKHO
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ObITE O0/1ee 4 CTPOK U 4 CTONOI[OB — B IPOTHUBHOM CJTyuae JaHHbIe B Tabwviie OyeT MpocTo
HEBO3MOXKHO YBH/IeTh. SIueliKyd C Ha3BaHUSIMHM CTPOK U CTOJIOIIOB U HauboJiee 3HaUMMbIe
JlaHHble PEKOMEH/1YeTCSI BbIZIE/ISITh 1[BETOM.

TabnuuHass WHQOpMalMs BCTaB/sieTCss B MaTepuagbl Kak Tabsvila TeKCTOBOTO
ripotieccopa MSWord wiu TabnmuHoro nporjeccopa MSExcel. ITpu BcTaBKe TabMMIThI Kak
o0BeKTa ¥ TIPOTOPLMOHATEHOM U3MEHEeHUH ee pa3Mepa peasbHbI 0TOOpakaeMblii pa3Mep
miprdTa Ao/mKeH ObITh He MeHee 18 pt. Tabuiibl M AXarpaMMbl pa3MeljaloTCsl Ha CBETIOM
v 6enom ¢oHe.

Ecmu Bbl mpefrounTaeTe BOCMOJIb30BaTbCSl TOMOIIBI Oreparopa (4To Toxe
BO3MOXXHO), a He JIMCTaTb CJauJibl CaMOCTOSATENbHO, OYeHb I0JIe3HO MpeayCMOTPeThb
CCBUIKY Ha CJlau/ibl B TeKCcTe Aoknaaa («Creayrommi caaus, moxKaayucTa...»).

3aK/IHOUMTeTbHBIN CJ1aki/] pe3eHTal[uH, CoepKaliuii TekcT «Criacibo 3a BHUMaHUe»
umi «KoHell», Bps[ /U TpUeMsieM AJisi TIpe3eHTal[dH, COMPOBOKAAOLeN MyOiIryHOoe
BBICTYI/IEHHE, TIOCKO/IbKY 3aBepIlleHue MoKa3a CJak/I0B ellle He SIB/ISIeTCS 3aBeplleHrueM
BLICTYTIIeHMst. Kpome Toro, Takue Cla/ibl, Tak >Ke Kak U ciai] « Bormpocki?», 1y6ampyroT
yCcTHOe coobiileHre. ONTUMa/bHBIM BapUaHTOM IIpeZICTaB/ISIeTCS TIOBTOPEHHEe TepBOro
C/aijla B KOHLIe Tpe3eHTallH, MOCKOIbKY 3TO JaeT BO3MOXKHOCTB ellle pa3 HallOMHHUTb
C/lyIIaTesnsiM TeMy BBICTYIUIEHUS] U UMs JOK/IafuiKa U MO0 TreperTu K Borpocam, Iubo
3aBepIIUTh BBICTYIIJIEHUE.

711 IoKa3a (aiis mpe3eHTal[ii He06X0IMMO COXPAaHUTD B popmaTe «/]eMoHCTpalus
PowerPoint» (®aitn — CoxpaHuTb Kak — Twumn ¢atina — JlemoHcTpaiusi PowerPoint). B
5TOM (Jiy4yae TIpe3eHTalusi aBTOMAaTHUYeCKd OTKPBLIBAETCSI B PEXUME TOJHO3KPAHHOTO
noka3a (slideshow) u ciymarenn n3baB/ieHbl KakK OT BH/a pabodyero OKHa TPOrpPaMMBbI
PowerPoint, Tak ¥ OT 10Tepb BpeMeHU B Hayasie TI0Kasa pe3eHTaLyH.

[Tocsie MOATOTOBKY Mpe3eHTal[iH T0/Ie3HO IMPOKOHTPOIMPOBATh Cebst BOIIpocamu:

o yAan0Ch JId JOCTUYb KOHEUHOU 11e/v Tipe3eHTaluu (UTO yJanoCh ONpe/e/uTh,
00BSICHUTD, TIPE/IJIOKUThL WX TIPO/IEeMOHCTPUPOBATh C TIOMOIIIbIO Hee?);

o K KaKMM 0COOEHHOCTSIM 00BeKTa Mpe3eHTal[iH Ya/lI0Ch IPUBJIeUb BHUMaHHe
ayAuTopuun’?

o He OTBJIEKAeT JIU CO3/jaHHas Mpe3eHTalys OT YCTHOTO BbICTYIL/IEHUS ?

[Tocsie MOATOTOBKY Mpe3eHTalii HeoOXoArMa pereTULIvst BLICTYTIIEHUS.

IMOAI' OTOBKA K ITPAKTUYECKUM 3AHATUAM

Kak rotToBUTBCS K MPAKTAUUECKOMY 3aHSATHIO.

1. BHUMaTe/IbHO TTPOUYTHTE BOMPOCHI K 3aJjaHUIO.
2. [ToxGepuTe muTEpaTypy, He OTK/IaAbIBaliTe ee TIOUCKHU Ha TTOC/IeIHUM [1eHb.
3. [TpouTuTe yKa3aHHYIO JUTepaTypy, OMpejle/luTe OCHOBHOW WMCTOYHUK 10

Ka)XIOMYy BOIPOCY, [ie/iasi BBIMUCKWA HAa JIMCTAaX WM KapTOYKax, HyMepyWTe UX MyHKTaMu
JIaHa, K KOTOPOMY OHU OTHOCSITCS.

4, Odopmnsisi BLIMUCKH, He 3a0y/bTe 3armicaTh aBTOpa, Ha3BaHUe, IO/l U MeCTO
W3/jaHusl, TOM, CTPaHULLy.

5. [Ipy 4YTeHMM HaWJuUTe B CJIOBapsX 3HaueHHWe HOBBIX CJOB WM CJIOB,
HeI0CTaTOYHO BaM U3BECTHBIX.

6. [TpocmatpuBasi neproAUYeCKYIO MeyaTth, Jie/iaiuTe BbIpe3KH I0 TeMe.

7. ITIpoBepbTe, Ha BCe /i BOMPOCHI T/IaHa y BaC €CTh OTBETHI.
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8.  Ha monsx KOHCIEKTa, BBHIMIMCOK 3alUIM BOIPOCHI, MOJAUYEPKHUTE CTIOPHbIE
TI0JIOYKEHUSI B TEKCTe.

TPEBOBAHUSA K BBICTYIVIEHUERO

[TepeueHb TpeOOBaHMI K THOOOMY BBICTYTI/IEHHIO 00yUaroIerocsi I(puMepHO TaKOB:

- CBSI3b BBICTYTUIEHHSI C TIPe/IIeCTBYIOIe TeMOU UK BOTIPOCOM;

- PacKpbITHe CYIHOCTH TIP06/ieMblI;

- MeTO/I0NIoTHUeCcKoe 3HaueHue Jijisi HayuHOM, TTpodeCCHOHATLHON Y TTPaKTUUeCKOM
JesiTeTbHOCTH.

BakHeliie TpeOOBaHHS K BBICTYIUIEHHUSIM CTY[€HTOB — CaMOCTOSTeThHOCTh B
nof0ope (aKTHYeCKOro MaTepuasa M aHaJIUTUYeCKOM OTHOLIEHWH K HeMy, yMeHue
paccMaTpuBaTh MPUMephI U (paKThl BO B3aUMOCBSI3M M B3aUM0O00YCJ/IOB/IEHHOCTH, OTOMPATh
HauboJiee CyIeCTBeHHbIE U3 HUX.

[IpyuBOIMbIE YYACTHUKOM TIPAKTUUECKOTO 3aHATHUSI TIPUMEPbl U (PaKThl [JO/DKHBI
ObITb CyIIleCTBEHHBIMH, TI0 BO3MOXHOCTH TIEPeK/IMKAThCsl C TpoduieM oO0yueHUs.
[Tpumepbl U3 obsiacT¥ HayK, OMM3KUX K Oymyied crieriuaJbHOCTH O0yuaroIerocs, us3
cdepnl 1Mo3HaHUS, 0OyUeHHs] TOOLIPSIOTCA PYKOBOJAWTE/NEM CeMUHapa. BhICTyrieHHue
oOyuarolierocsi JJO/DKHO COOTBETCTBOBaTh TpeOOBaHUSIM JIOTMKWA. YeTKoe Bblu/ieHEHHe
v3jlaraemMon nipo6JieMbl, ee TOYHast dhopMyIMpOBKa, HeYKOCHHUTe/bHasl
1oc/ieZiloBaTe/TbHOCTh aprymMeHTalldd WMeHHO JaHHOW TipobsieMbl, 0e3 HeompaBaHHBIX
OTCTyIUIeHWH OT Hee B Tipoljecce 0OOCHOBaHUs, 0e3yc/0BHasi [IOKa3aTelbHOCTH,
HETIPOTUBOPEUMBOCTb UM TIO/THOTa apryMeHTal[uH, TIpaBWIbHOE U COjlep)KaTebHoe
WCTI0/Tb30BaHe TIOHATHI ¥ TEPMUHOB.

[TamsITKa yU4aCTHUKY JAUCKYCCUU.

1. [Ipexxzie yeM BBICTYIIATb, YETKO OIpeZeIUTe CBOO MO3ULIMIO.

2. [TpoBepbTe, MPABUILHO JIU BbI IOHUMaeTe rpobsiemy.

3. BHHUMaTeNbHO cylIanTe OMIOHeHTa, 3aTeM M3/1aramTe CBOK TOUKY 3PeHHs.

4. [ToMHUTE, YTO JyYLIMM CMOCOOOM /[l0Ka3aTelbCTBA WM OIpPOBEpP)KeHUs
ABJISIFOTCS OeccriopHble (haKThI.

S. He 3a0biBaliTe 0 4eTKOW aprymMeHTaly U JIOTUKe.

6. CropbTe UeCTHO U UCKPEHHE, He CKaXKalTe MbIC/Iel ONIMOHEHTOB.

7. ['oBopuTe $CHO, TOYHO, TIPOCTO, OTYET/JIMBO, CBOWMM (JIOBAMH, He «II0
OyMarkKe».

8. NwmeiiTe My>XeCTBO TIPU3HATh MIPABOTY OIIIOHEHTA, eC/IA Bbl He MPaBhI.

9. Hukorma He «HaBelllMBaMiTe SIP/IBLIKOB», He JONyCKadTe rpybocTert u
HaCMelllek.

10.  3axkaHuuBasi BBICTYTJIEHUS], TIOABEAUTE UTOTH U CHOPMYIUPYITE BHIBO/BbI.

TPEBOBAHUSA K YCTHOMY JOKJ/IARY

1. Bribepute TemMy U3 TIpeJJjI0>KeHHOW TperiofiaBaTesieM TeMaTHKU JOK/IaloB U
coobiieHnii. Bbl MOXKeTe CaMOCTOSITe/TbHO TMPEAIOKUTh TeMy C Y4eTOM H3y4aeMoro
TeOpeTUYeCKOro Marepuarsnia.

2. [Ipy moAroTOBKe [OK/Maja, COOOIIeHHs UCMONb3ylTe  CreLUaJbHYHo
UTepaTypy MO BbIOpaHHOW TeMe, 3/IeKTPOHHble OMOMMOTEeKU Wiu Apyrue VIHTepHeT-

pecypchl.
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3. CJienaiiTe MTaThI U3 KHUT U CTaTel 110 BbIOpaHHOU Teme (0OpaTHTe BHUMaHUe
Ha HeTIOHSITHbIE CJIOBA U BhIpa)KeHUsI, YTOUHUTE UX 3HaueHUe B CIIPaBOYHOU JIUTepaType).

4. [TpoaHanu3upyiiTe coOpaHHBIM MaTepyana U COCTaBbTe TJlaH COOOIeHUs WIn
JI0KJ/1aJia, akI|eHTUPYs BHUMaHUe Ha Harbosiee BayKHbIX MOMEHTaX.

5. Hanuivre oCHOBHBIE TI0JIOXKeHHsI COOOIIeHHsI WM [JOK/Ia/la B COOTBETCTBUU
C TUIAHOM, BBITTMCBIBAs TI0 KaXKA0MY MYHKTY HECKOJIBKO TpeJI0KeHU M.

6. [TepeckakuTe  TeKCT  COOOIeHWUSI ~ WIM  [JOK/Iajla,  KOPPeKTUpys
10C/ie/0BaTeTbHOCTh U3/I0)KEeHHUsI MaTepuaa.

7. [ToAroToB/ieHHbIN  [IOK/IA[, MOJKET  COIMPOBOXKJATbCS  Tpe3eHTaluei,

WITFOCTPUPYIOLL[eH er0 OCHOBHBIE MOJIOXKEHUS.

[TocTpoeHre AokKmaja, Kak U Ji0OOW [Apyrol HayyHod pabOThI, TpaJUI[MOHHO
BKJIFOUAeT TPU YaCTU: BCTYIVIEHVE, OCHOBHYIO UaCTh U 3aK/IFOUeHUe.

Bo BCTyIuieHUM yKasbiBaeTCsl TeMa [0K/1a/la, YCTaHAB/IMBAETCS JIOTHUUeCKasi CBsI3b ee
C ApyTMMUA TeMaMW WIM MeCTO pacCMaTpuBaeMol Mmpobjiembl cpefi APYryx IpobsieMm,
JAeTCs KpaTKUK 0030p MCTOYHWKOB, Ha MaTepHasie KOTOPBIX PACKPLIBAETCS TeMa, | T. T1.

B 3akmtoueHMd OOBIYHO TIOJIBOJSTCS  WUTOTH, (DOPMYJMPYIOTCS — BBIBOJIBI,
Mo/iUepPKUBaeTCs 3HaUeHHe PaCCMOTPEHHOM Mpo6/ieMbI U T.11.

OcHOBHas 4acThb TakXKe [0/DKHa UMeTh UeTKOe JIOTM4ecKoe MocTpoenue. M3noxxeHve
MaTepHasia [O0/DKHO OBbITh CBS3HBIM, TOC/e[0BATe/bHBIM, [J0Ka3aTe/bHbIM, JHIIIeHHBIM
HEHY’KHBIX OTCTYIJIEHUU U TOBTOPEHUM.

7. OuneHOYHbIe MaTepHa/Ibl AJIA TEKYIIero KOHTPOJISI YCIeBaeMOCTH H
MPOME)XXYTOUHOM aTTeCTalH 00yUaroIUXCs M0 y4eOHO! AUCIUIIHHEe

7.1. Tekymu¥ KOHTPOJ/Ib

Tekyimii KOHTpPO/b oOecrieurBaeT OLleHMBAHWE XOJa OCBOEHUS [AWCLUTIHHBI.
OCHOBHOM 3ajjaueil TEKYIL[erO0 KOHTPOJISi SIBSIeTCs TIOBBIIIIEHWe KauecTBa 3HaHUN U
MPaKTUYeCKUX yMeHHWH, pa3BUTHE HaBBIKOB CaMOCTOSITe/TbHON paboThl, obecrieueHue
oOpaTHOM CBSI3U MeXXy TIperojaBaTe/ieM U C/IyIIaTesieM B X0/l U3yUeHUs] JUCLIUTITUHEI.

Tekylmii KOHTPO/Ib TPOBOAWT TIpero/iaBaTe/ib, OTBETCTBEHHBIM 3a pean3alvio
JUCLIUTIAHBI.

Texy1yii KOHTPOJIb MOXKeT TIPOBOAUTCS:

- BO BpeMsI ayAUTOPHBIX 3aHATHI B COOTBETCTBUH C PaclicaHieM yueOHbIX 3aHATH;

- BO BpeMsl CaMOCTOSATe/bHOM paboTbl oOyuvalommxcs 0e3 TIPUCYTCTBUS
TiperofiaBaTe/isi, C MOC/Ie[yoIeil TPOBePKO pe3y/bTaToOB TIPero/iaBaTesiem;

- C MCTI0/Tb30BaHKEM 3/IeKTPOHHOM MH(POPMAaIIMOHHO-00pa3oBaTeIbHOMN CpeJpl.

K ¢opmam TeKyIero KOHTPOJisi OTHOCATCSA:

Ornucanue pabor MaxkcumasbHoe
KOJTMUeCTBO 0asuioB

1. [TocellleHre 3aHATUH/aKTUBHOCTh Ha 3aHATUSIX/OLIeHKA 5
COL[MA/IbHBIX XapaKTepUCTUK
2. TecTbl (MMCbMEHHBIE) M0 KOHTPOJIO (PYHKIIMOHATBHBIX 5

(MpaKTHUUYeCKuX) 3HaHUU U YMEHUM IeJI0BOr0 aHTJIMUCKOTO SI3bIKa
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3. [ToypouHbie TeCTbl (KOHTPOJIbHBIE PAOOTHI) 10
4. WTorossle TeCTbl 10
5. Final test (rosoBasi KOHTpoJibHas1 paboTa) 10
6. CuTyalMOHHbIE TeCThbl (MMUTALIMOHHBIE) 10
7. Keiic meToz (aHa/IM3 KOHKPETHOM CUTYal[1H) 10
VTOro TeKymuu KOHTPOJIb: 60

BXO/JIHBIE (IMATHOCTUYECKHUE) TECTBI

Ha3HaueHre [UarHOCTUUECKOTO0 KOHTPOJSi COCTOUT B YCTAaHOBJIEHUU WCXOJHOTO
YPOBHSI pa3HbIX CTOPOH JIMYHOCTHA OOyuUarolerocsi W, mpekae BCero, MoTeHIMana s
Oyayieid  gesitenbHOCTH  (CTIOCOOHOCTH ~ KaK  BO3MOXKHOCTb) UM pe3yJIbTaTOB
TIpe/IIIIeCTBYIOIET0 HayueHHsI — COCTOSTHHE TOTOBHOCTH K BBITIOJIHEHUIO HOBOW yueOHOM
JesiTeIbHOCTH (CITIOCOOHOCTD KaK TOTOBHOCTB ).

[leflbl0 KOHTPOJST MOXXET TakKKe SIB/IATbCSA BBISBIeHWe TIPOOe/iOB B 3HAHUSX U
TIPUYMHBI TTPOOEJIOB, UCTIOMb3YeTCs IKCIIPecC-AUarHoCTUKa Ha OCHOBe 3aZlaHui C BLIOOpOM
O/IHOTO TIPAaBU/ILHOTO OTBeTa U3 4.

WHCTpyKIUs TIpero/jaBaTeito

I171s1 BXOTHOTO TeCTUPOBAHHS MOTYT OBITH TIPe/I0XKeHBI IBa TeCTa, B 3aBUCUIMOCTH
OT TIpe[bIAyIlel TIOATOTOBKK CTYZEHTOB W BpEMEHH, BBIJEe/IIeMOM 10 YyueOHO-
TeMaTUUeCKOMY TUlaHy Ha JilaHHbIN BUJ| paboTkl. [1epBblii TecT paccuuTtad Ha 15-20 (quick
placement test), OH COZiep>XUT 45 BOIPOCOB.

Llenb npoBefieHUs1 JaHHOTO TeCTa MPOBEPUTh YPOBEHb CJIOBAPHOTO 3araca /1eJI0BOu
JIeKCHUKH, TPaMMaTHKU U OMEePALIMOHHBIX HAaBbIKOB UX MCII0/Ib30BaHUSI.

B 3aBHCHMMOCTM OT KOJIMUECTBA IMPaBWIbHBIX OTBETOB TECT I103BOJISIET BbISIBUTH
yPOBeHb SI3bIKOBOW TMOATOTOBKU CTygAeHTa: Pre-Intermediate, Intermediate and Upper
Intermediate levels.

BTopoii BapraHT BXOJHOTO TeCTa, AAHHBIM B ITIOJITHOM 00Beme, paccuuTaH Ha 50

MUHYT:
1. Tect Ha BbIOOp TTpaBW/ILHOTO BapuaHTa oTBeta (multiple choice) — 20 MunyT
2. TecT Ha MpoBepKY (PYHKIIMOHA/IbHBIM YMEHUM U HaBBIKOB B MCIIO/Ib30BaHUU
JleJIoBOro aHrmrckoro si3bika (skills test) — 20 MmuHyT
3. YcTHBIM 0NpOC-UHTEPBBI0 — 10 MUHYT

[IperniofjaBaTesib MOXeT BapbMpOBaTh COCTaBHbIe YaCTU TeCTa, HarpuMmep, He
BK/TFOUaTh (PYHKIIMOHA/IbHYI0 YaCTh WM YCTHYHO YacCTh.

Bxopgnou (auarnocrudeckuii) Tect 1
Try to answer all forty five questions. There is one mark per question.
1 Write one answer from the four possible answers.

For example:
What __b__ your job?

a) are b) is c) be d) have
1 Lynn at home at the moment.
a) works b) is working c) work d) are working

2 We have information about that.
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10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

a) a lot of b) an c) any d) many

Would you a coffee?

a) liked b) liking c) like d) to like

TV advertisements are than newspapers.

a) the effective  b) effective ¢) most effective d) more effective
they start production in 1989?

a) Did b) Do c) Have d) Are

Our for this project is just over a million dollars.

a) business b) budget c¢) launch d) payback

Our country has a very economy at the moment. It’s good news for business.

a) strong b) positive C) easy d) weak

you free next week?

a) Do b) Have c) Are d) When

I want to speak to the of this conference.

a) organiser b) organise c) organisation  d) organising

Prices remained at the same level as last year.

a) steadily b) slowly c) steady d) same

He wants to a complaint to the manager.

a) make b) do c) have d) deal with

If you ask them, they you.

a) are helping b) “ve help c) ‘Il help d) ‘d help

We need to finish. We’re out of time.

a) running b) going c) finishing d) keeping

Let’s look this chart.

a) in b) at C) to d) like

He’s leaving the company they wouldn’t promote him.

a) because b) so that c) in order to d) that means that

I’m in charge dealing with other companies.

a) for b) to c) of d) with

One way to employees is to offer them a bonus.

a) meet b) upset c) fear d) motivate

The company was set ten years ago.

a) on b) up C) in d) off

We need to take legal against them for copying our products.

a) compensate  b) advise ) action d) package

Since 2003, bosses slow to handle this problem.

a) have been b) were c) are being d) are

Global warming will to a change in the way we use energy.

a) caused b) result c) due d) lead

This is designed than the previous model.

a) most beautifully b) more beautifully c) beautiful d) beautifully

Analysts were surprised to hear the company had declared itself .

a) sold out b) bankrupt c) fired d) fallen

Can you fill in this form?

a) apply b) applicant c) application d) applied

The person at the door, greeted you, is the HR manager.

a) who b) what c) where d) why

If we him, we wouldn’t have got an answer.

a) haven’t asked b) hadn’t asked c) asked d) ask

Would you be interested joining us for a drink?

a) for b) with ) in d) to

You come if you don’t want to. It isn’t obligatory!
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a) don’t have to  b) mustn’t c) ought to d) might not
29 She if he’d ever been to Spain.

a) said b) told c) told me d) asked
30 The box over to warehouse on this conveyor belt.

a) is carried b) carries C) are carrying d) be carried
31 By the end of next year, the new factory .

a) built b) is built c) will have been builtd) will build
32 What will you need in the of resources?

a) way b) route c) aim d) road
33 Let’s try to improve the team with a party!

a) goal b) player C) spirit d) project
34 You don’t know what the difficulty is, you?

a) are b) know c) don’t d) do
35 Regular to our mobile phone services can receive big discounts.

a) employees b) subscribers C) consumers d) programmers
36 We are not willing anymore funding for this.

a) providing b) provide c) to provide d) are providing
37 Let’s try to an agreement before the end of today.

a) reach b) meet c) do d) take
38 That’s of the question I’'m afraid.

a) in b) off C) answer d) out
39 I can’t the importance of more training.

a) preemphasise b) overemphasise ) interemphasise d) multiemphasise
40 energies are things like wind power and solar energy.

a) Reserve b) Renewable c) Refinery d) Fuel
41 A is a situation where there is only one supplier of goods or a service.

a) payment b) cartel c) brokerage d) monopoly
42 They have a 30% in that company.

a) margin b) core c) stake d) profit
43 The bank is going to me half of what I need.

a) lend b) borrow C) save d) raise
44 He never listens to anyone else and only does what he thinks. He’s so .

a) cynical b) bad-tempered ) arrogant d) considerate
45 For the of these people, there is only one objective.

a) likes b) like c) likened d) likely

BxoaHou (quarHocrudeckui) Tect 2
Try to answer all forty five questions. There is one mark per question.
1 Write one answer from the four possible answers.
For example:
What __ b your job?

a) are b) is c) be d) have
1 Lynn at home at the moment.

a) works b) is working c) work d) are working
2 We have information about that.

a) a lot of b) an C) any d) many
3 Would you a coffee?

a) liked b) liking c) like d) to like
4 TV advertisements are than newspapers.

a) the effective  b) effective ¢) most effective d) more effective
5 they start production in 1989?
a) Did b) Do c) Have d) Are
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6 Our for this project is just over a million dollars.
a) business b) budget ¢) launch d) payback
7 Our country has a very economy at the moment. It’s good news for business.

a) strong b) positive  c) easyd) weak
8 you free next week?

a) Do b) Have c) Are d) When
9 I want to speak to the of this conference.

a) organiser b) organise C) organisation d) organising
10 Prices remained at the same level as last year.

a) steadily b) slowly c) steady d) same
11 He wants to a complaint to the manager.

a) make b) do c) have d) deal with
12 If you ask them, they you.

a) are helping  b) “ve help ) ‘Il help d) ‘d help
13 We need to finish. We’re out of time.

a) running b) going c) finishing d) keeping
14 Let’s look this chart.

a) in b) at c)to d) like
15 He’s leaving the company they wouldn’t promote him.

a) because b) so that ) in order to d) that means that
16 I’m in charge dealing with other companies.

a) for b) to c) of d) with
17 One way to employees is to offer them a bonus.

a) meet b) upset c) fear d) motivate
18 The company was set ten years ago.

a) on b) up c) in d) off
19 We need to take legal against them for copying our products.

a) compensate  b) advise ) action d) package
20 Since 2003, bosses slow to handle this problem.

a) have been b) were c) are being d) are
21 Global warming will to a change in the way we use energy.

a) caused b) result ) due d) lead
22 This is designed than the previous model.

a) most beautifully  b) more beautifully c) beautiful d) beautifully
23 Analysts were surprised to hear the company had declared itself .

a) sold out b) bankrupt c) fired d) fallen
24 Can you fill in this form?

a) apply b) applicant c) application d) applied
25 The person at the door, greeted you, is the HR manager.

a) who b) what c) where d) why
26 If we him, we wouldn’t have got an answer.

a) haven’t asked b) hadn’t asked c) asked d) ask
27 Would you be interested joining us for a drink?

a) for b) with ) in d) to
28 You come if you don’t want to. It isn’t obligatory!

a) don’t have to  b) mustn’t c) ought to d) might not
29 She if he’d ever been to Spain.

a) said b) told c) told me d) asked
30 The box over to the warehouse on this conveyor belt.

a) is carried b) carries C) are carrying d) be carried
31 By the end of next year, the new factory .

a) built b) is built c) will have been builtd) will build
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32

33

34

35

36

37

38

39

40

41

42

43

44

45

What will you need in the of resources?

a) way b) route c) aim d) road

Let’s try to improve the team with a party!

a) goal b) player C) spirit d) project

You don’t know what the difficulty is, you?

a) are b) know c) don’t d) do

Regular to our mobile phone services can receive big discounts.

a) employees b) subscribers C) consumers d) programmers

We are not willing any more funding for this.

a) providing b) provide c) to provide d) are providing

Let’s try to an agreement before the end of today.

a) reach b) meet c) do d) take

That’s of the question I’'m afraid.

a) in b) off C) answer d) out

I can’t the importance of more training.

a) preemphasise b) overemphasise ) interemphasise d) multiemphasise
energies are things like wind power and solar energy.

a) Reserve b) Renewable ¢) Refinery d) Fuel

A is a situation where there is only one supplier of goods or a service.

a) payment b) cartel c) brokerage d) monopoly

They have a 30% in that company.

a) margin b) core c) stake d) profit

The bank is going to me half of what I need.

a) lend b) borrow C) save d) raise

He never listens to anyone else and only does what he thinks. He’s so .

a) cynical b) bad-tempered c) arrogant d) considerate

For the of these people, there is only one objective.

a) likes b) like c) likened d) likely

BxofHO!l TecT Ha TMNPOBePKY YMEeHHM M HaBbIKOB (yHKI[MOHA/TBHOIO
KCI0/1b30BaHMsl 3HAHUH /IeJI0BOT0 aHT/IMMCKOr0 si3bIKa

Complete all four sections.
SECTION 1: READING

1 Sentences 1-9 are taken from articles. Match a headline to each sentence and write your answers here.

1 2 3 4 5 6 7 8 9
a ON THE CHEAP f WHEN EXCLUSIVE BECOMES COMMON
b A BLEAK MIDWINTER OR OIL g GOING UP
COMPANIES TAKING ADVANTAGE? h KEEPING PACE — BUT FOR HOW LONG?
c OFFICE WORKERS RUDER i IS ANYONE LOOKING?
d NETWORKED CAMPAIGNS
e A QUICK STEP UPWARDS

1 Gone are the days when protests were disorganised gatherings of the masses. Nowadays internet is the

2

tool of choice for those with a cause in mind...

Recent price rises in fuel have not gone unnoticed but no-one in the government has yet seemed to

question why. With the UK suffering some of the coldest temperatures on record, it may occur to the

more cynical of us that someone somewhere is cashing in...

A recent survey shows people in the workplace are more impolite than they were five years ago and

more customers report dissatisfaction...

Gucci, Calvin Kline, Porshce. All names associated with the rich and famous but what happens when
such a brand tries to reach the masses? The stories of brand stretching — becoming more accessible to

more people - vary between the successful to the downright disastrous...
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Few companies can boast the instant success of the footwear company ‘Camber’. In what is known as
a highly competitive sector, the Spanish designers surprised everyone with their growth.

Today the Russian Space agency announced plans for a lift to carry cosmonauts directly from central
Siberia directly to the moon...

New research suggests that of the 1,500 images that companies throw at consumers per day, we are in
fact ignoring most of them.

With mobile phones seemingly changing by the week, some analysts are beginning to question the
speed at which consumers are being expected to update and upgrade...

The trend for supermarkets to bring their prices down doesn’t seem to be stopping, with customers
demanding more food for less.

SECTION 2: WRITING

2 Part One: Read this email. Each line contains a mistake. Underline the word and correct it. See the
example.
Dear Mr Glass

10
11
12
13
14
15
16

am
I is writing to you for information about the job

what you advertised in today’s newspaper.

I have the degree in business studies and this

summer I worked as an office supplies company

where I was in charge for post and some telephoning.
Your post interest me because I studied sales on my
degree course and would to like to specialise in this area.
Please finding attached my CV.

3 Part Two: Write the reply from Mr Glass to the email in Part One. Write on lines 17-21 below. Your
email should:

— refer to his email (line 17)

— thank him for the CV (line 18)

— say you have attached the job description (line 19)

— invite him for an interview (line 20)

— refer to future contact (line 21)

17

18

19

20

21

SECTION 3: LISTENING

Track 1 parts one and two

You will listen to someone talking about their job. Read the questions below. Listen twice to the
interview and tick answer a, b or c.

22 He works in... a) IT.
b) pharmaceuticals.
c¢) banking.

23 His job involves providing help to... a) teams.

b) technicians.
C) customers.

24 Many employees are recruited... a) from Chennai.
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b) nationally.
c) locally.
25 Slash also... a) provides services to other countries.
b) recruits from other countries.
¢) recruits people who speak the languages of Germany,
France and Latin America.
26 The long hours mean that a) he finds it hard to work.
b) he found it hard to work.
c) he doesn’t like training.
27 Most of the other employees are... a) not educated
b) not technicians
) not lawyers
28 He thinks it is harder to... a) live in India that in the US or Europe.
b) deal with differences when he isn’t at work.
c) get used to working from home than from an office.
29 He believes the effect of globalisation... a) is reasonable.
b) will cause unemployment in Europe.
c) makes it difficult to outsource.
30 He thinks that India... a) has outsourced more than France.
b) has guaranteed its future with its experience.
¢) needs to continue to work hard to be successful.
YCTHAA YACTb BXOJHOT'O TECTUPOBAHUA
SECTION 4: SPEAKING

ITamaTKa npenojaBaTe/to

Lleslb JaHHBIX BOMPOCOB U TeM i OOCY»K/eHHsl - OTpe/ie/IuTh YPOBeHb 3HAHWM

CTyJeHTa, TI03TOMY HauMHAaTh HaZlo C BOMIPOCOB ypoBHS Pre-Intermediate.
Eciu TecTupyeMblii OTBeuaeT YBEpEHHO U TPaMOTHO, MOJKHO T1€PeXO/UThb
BOMPOCaM CJIeIyIOL[er0 YPOBHS UM YPOBHSI BbILIE CPeJHero.

K

Copgep>kaHve BOIPOCOB YCTHOW YaCTM BXOAHBIX TECTOB MOXXHO BapbUPOBATh,
coueTasi pa3HOYPOBHEBBIE BOIPOCHI B onpoce. I'paMOTHBIN, CO/ieprKaTe/TbHbIN U yBepEeHHbIN
OTBET MO3BOJIUT ONpeJe/UuTh YPOBEHb B/afleHUsI CTYJEHTOB YCTHOM peubl0 [e/0BOr0

aHTJTUHACKOTO SI3bIKa.

Pre-Intermediate

— What’s your job? What are you studying?

— What do you do in your job/on your course?

— What does your company do? What kind of company do you work for?

— Tell me about your typical day. What time do you have lunch? What do normally eat for lunch? What
do usually wear to work/school?

— Why do you need English? When did you start learning English? What suggestions would you give to
someone who wants to learn English?

— How often do you attend meetings/lessons? What are they about? Are they useful?

— Tell me about your product or service. Compare it your competitor’s

— What are three key events in your life? What do you hope to do in the future?

— Tell me about a recent problem you had at work/school. How did you solve it?

Intermediate

— What motivates you in your work/studies?

— Who is your manager? How would you describe his/her management style?

— Have you been working on a project recently? What kind of deadlines have you had?

— What major changes do you predict for you/your area of business?

— How does your company market itself? What are some effective methods of marketing?
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— How would your customers (or colleagues) describe you or your company?

— Tell me about your company’s recent financial performance.

— What are some of the rules you have at work/school?

— If you hadn’t chosen your current job/course, what would you have done instead?

Upper Intermediate

— How much do you think the personal relationship is important in your work? How much do cultural
differences affect the way you talk to people from other countries?

— Do you prefer working (or studying) alone or in teams? Why?

— What ways do you communicate with people? By phone? By email? What are the advantages and
disadvantages of these methods? Do you spend too much time on them?

— What do you hope to achieve this year? What decisions will you have to make?

— What was the last book you read or film you saw? Tell me about it.

— What was a recent problem you had to solve? How did you solve it?

— Do you ever deal with conflict at work? How do you resolve conflict?

— Tell me about some training you took recently

TECTbI (IIMCBMEHHBIE) IIO KOHTPOJ/IIO ®YHKIIMOHAJ/IBHBIX
(MPAKTUUYECKHNX) 3HAHUM W YMEHWH JEJIOBOI'O AHIJIMMCKOI'O
A3BIKA.

Bpewms BeinonHeHuss — 20-25 MUHYT.

YpogBenn Pre-Intermediate/Intermediate
Business Test 1
Answer all thirty questions. There is one mark per question.
“LET’S GET STARTED”
(1-7)
1 Number this conversation 1-7 in the correct order.
____What kind of company do you work for?
___ I’m an engineer. What do you do, Jiang?
____We specialise in financial software.
____Pleased to meet you, Jiang. I’m Javier.
____Hello, my name’s Jiang.
___ Pleased to meet you Javier. What’s your job?
__ P’man IT programmer.
MAKE CONTACT
2 Complete this telephone conversation with these verbs.
[have / speak / isn’t / spell / is / tell / give / take / take |
Good morning. Sales.

Hello, can I (8) to Nigel please? - I’m sorry, he (9) here at the moment. Can I
(10) a message?

- Thanks. Can you (11) him I’m arriving at five? - Sure. Can I (12) your
name? - Yes, it’s Jelena. - Sorry, can you (13) that? - Yes, it’s J-E-L-E-N-A.

- And you’re arriving at five. Is that today? - No, tomorrow. - OK. Can I (14) a contact
number? - It’s 07789 5673 4673. - Sorry, (15) that 07789 5673 4673? - That’s correct. -
OK. I'll (16) him your message. - Thanks very much.

RECEIVE VISITORS

3 Match the responses in a-j to 17-26. Write your answers here:

1718 19 2021 22 23 24 25 26

17 How are you? 18  How is work? 19 Is your hotel OK? 20  How long are you staying?
21 Is this your first visit to Prague? 22 Can I help with your bag? 23Would you like a coffee?
24 How was your journey? 25 Could I offer you a lift to the hotel? 26 Is it OK to smoke?
a) Very comfortable thanks. b)Thanks. Milk and no sugar please. c) Only two days.
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d) Fine. Your directions were very good. e) Yes, it is. It’s very beautiful. f) Fine thanks. And you?

g) No, it’s OK. I’ll take a taxi. h) We’re very busy at the moment. i) ’'m afraid not. j) hat’s very kind of
you.

MESSAGES AND NOTES

4 Each line of this note has one punctuation mistake. Correct it.

27 Mr meier is arriving at Pisa Airport today. 28 Can you meet him 29 Call me if theres a
problem

30 He’s on flight AT 567

Business Skills Test 2
Answer all thirty questions. There is one mark per question.
“BE A GOOD GUEST”
1 Complete these questions and answers in a restaurant. Use the question words on the left and the words
on the right for the answers.

How / Do / What good / spicy / nice
Would / Is delicious / speciality
you like something to drink first? 2 Yes, that would be
’s your fish? 4 1t’s , thank you.

it a traditional dish? 6 Yes, it’s a regional
do you recommend? 8 The steak is very .
you like Indian food? 10 Yes, I love food.

TALK ABOUT COMPANY HISTORY

2 Complete the presentation below with phrases a-h. Write your answers here:

11 12 1314 15 16___17___ 18

a) after a while

b) Today, I’d like to talk to you c¢)  After moving into d)To begin with I'll tell you

e) Then ) Then, we’ll look at g) And finally, we’ll talk h) But before we start,

©O© U1 W

Hello, ladies and gentlemen. 11 about customer management.
12 a little about how approaches to the customer have changed in the last fifty
years. 13 the effect of e-commerce on the customer.
14 about ways to integrate e-commerce into your customer care programmes.
15 I’ll just tell you something about me. I got my first job in 1975 as a hotel clerk
and 16 became manager. 17 consultancy ten years ago, I
specialised in customer service in hotels. 18 I began working with businesses in

other areas
PARTICIPATE IN MEETINGS
3 Look at these pairs of phrases from meetings. Tick the correct phrase. Correct the mistake in the other

phrase.

19 a) I’m sure you’re right. 20  a) How do you think about this?
b) I’'m agree with you. b) How do you feel about this?

21 a) I not disagree. 22 a) I see your point.
b) I don’t agree. b) That a good point.

23 a) I’m not sure about that health drinks could be important.
b) It’s possible that health drinks could be important.
24 a) That’s absolutely true.
b) You’re right absolutely.
EMAILS
4 Here are two emails. Write sentences 25-30 in full using the words given.
Dear Mr Mahoud
25 — send — some information — the new laptop GX 114.

26 I — to know — possible — use with our old printers.
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27 Thanks — help.

Dear Ms Baxter
28 Thank — email — the new laptop GX 114.

29 Here - information — asked for:

30 Let — know — you — any further questions.

Business Skills Test 3
Answer all thirty questions. There is one mark per question.
MAKE APPOINTMENTS BY PHONE
1 Write in the missing prepositions in this conversation.
A: Hi. What can I do for you? - B:I’m (1) Lvov (2) the end of the month and I’d like to

visit you. - A: That’s great. What date’s good (3) you? - B: Are you around (4) the 28%?

- A: That’s Monday. I’'m afraid, I’m busy then. Are you free (5) the Wednesday of that week?
- B: Yes, OK. What time? - A: (6) 4pm? - B: Sounds great. See you then.

SHOW ROUND A NEW COLLEAGUE

2 Match two halves to make instructions.

7 8 9 10 11 12 13

7 Go 8Put 9Take 10 Press 11 Show 12 Wait 13 Turn

a) straight ahead. b) the button for coffee. c¢) the coffee out. d) for the red light to change to green.
e) left. f) your identity card to the security person. g) your money in the slot.

SUGGESTIONS

3 Write the verb in brackets in the correct form.

14 I think we should (give) them a travel clock.
15 We need (do) something special.

16 How about (offer) them a free trip?

17 Why (not/make) pens with a logo on?

18 What about (arrange) a party to celebrate?
19 We have (make) a decision on that.

20 everyone (agree) with that idea?

4 Re-order these words to make phrases for reacting to suggestions.
21 I work that would don’t think.

22 sure not about idea I’m that.

23 a that good ‘s idea.

MEMOS

5 There is one extra word in each line of this memo. Cross it out and write it at the end.
To: All staff

From: Gabriel Geyer, Administration Manager

Subject: Recycle paper

24) Please to note that from Monday 5% of June

25) we will be introduce recycling bins for paper.

26) We hope that this which will reduce the paper

27) we are currently throw away.

28) We are also investigating other possibilities for by reducing office waste.
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29) If you have any suggestions, please contact with me.
30) Thanks you for your help with this.
Business Skills Test 4
Answer all thirty questions. There is one mark per question.
“PRESENT INFORMATION”
1 Write the trend verbs below into the three categories.
|fa11 / decrease / level out / rise / remain steady / increase

1 Going up:
2 Going down:
3 Staying the same:

2 You can complete each of these sentences with two of the verbs above. Choose one and write it in the
correct form.

4 As you can see from this chart, turnover dramatically last year from 5 million to
1.5 million.
5 Despite poor results from most shops on the high street, our sales over the last
six months with no substantial changes.
6 The economy is doing well now as the gradual on this graph shows.
PRESENT AN ARGUMENT
3 Tick answer a, b or ¢ to complete these sentences.
7 How meetings do you attend a week?
a) many b) much c) long
8 your prefer morning or afternoon meetings?
a) When b) Is c) Do
9 Do you you haven’t checked the figures for that?
a) say b) clarify C) mean
10 In other we’ve made a loss.
a) points b) words c) hand
11 Canl just I understand?
a) clarify b) check ) explain
12 What I is, why didn’t they tell us?
a) view b) ask C) mean
13 On the one I agree, but on the other I’'m not sure.
a) hand b) point c) fact
14 T understand your about this...
a) mean b) point c) fact
15 you think that will be a problem?
a) What b) Are c) Don’t
DEAL WITH PROBLEMS

4 Read this conversation between a Customer (C) and a Supplier (S). Words with four letters are missing.
Write them in.

C: I wonder if you can (16) me? ’ve got a problem (17) order number
5900436M.

S: Sure, could you (18) me what the problem is?

C: We only received the order for item VT2 07 but not for SC5 9H.
S: I’'m sorry to (19) that.

C: The problem is (20) I need those parts by Friday.

S: I see. I'll call our warehouse and arrange another delivery.

C: As I say, I really need them by the end of the (21)

S: 'l (22) with it right now.

C: Thanks for your (23)

LETTERS

5 Re-write these sentences to make them more formal. Start with the words given.
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24 Hi, Mr Negata
Dear
25 I received faulty goods today.
[ am writing to complain
26 I want a sales assistant to call me.
Could you arrange ?
27 Sorry you received these goods.
I am sorry to
28 Call me if you need any more help.
Please contact
29 It was great to get your letter.
Thank you
30 There’s a voucher with this letter.
Please find
Business Skills Test 5

Answer all thirty questions. There is one mark per question.
“RUN A MEETING”
1 Write these verbs in phrases 1-9.

|were / focus / talk / finish / get / have / run / keep / move

1 We’re about to out of time I’m afraid.
2 Could we quickly about the second point?
3 We must by three.

4 We need to on the main point.

5 We don’t much time left.

6 Now where we?

7 Can we on track please?

8 Let’s back to the point.

9 Let’s on to a new topic.

NEGOTIATE

2 Each sentence contains one extra word. Cross it out.

10 If you had offered us exclusivity, we’d agree.

11 If we will increase the order, will you reduce the price?
12 I’m afraid but we can’t accept that.

13 I’ll to need to think about that.

14 Would it is be possible to introduce flexible hours?

15 What if would we gave staff a bonus?

16 If we did that, it will would be cheaper.

PRESENTATIONS

(17-24)

3 This is the last part of a presentation. Put the sentences in the correct order. Number them from 1 to 8.
1-4

____Secondly, we looked at the roles of the team leader.

__To finish let’s look at the most important points again.

___ Firstly we saw how important it is to have a united team.

___In order to achieve this you need a good team leader which requires training.

5-8

____Thank you for your attention.

____Would anyone like to ask any questions?

____That’s everything I wanted to say.

___ Finally we looked at how to avoid conflict within the team.

SHORT REPORTS

4 Change the form of these words (adding a prefix or suffix if necessary) to complete part of the report.
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h‘ecommend / necessary / department / good / conclude / efficient |

In (25) , here are my (26) on how to run the
department more (27) . Firstly, the department needs to end all the
unplanned and (28) meetings which currently take place. Instead, it
would be much (29) to hold one formal (30) meeting

at the beginning of each week.

YpoBenn Upper-Intermediate/Advanced
Business Skills Test 1 (Information)
Answer all thirty questions. There is one mark per question.
«BREAK THE ICE»

1 Match questions or statements 1-10 to responses a-j. Write your answers here:

1 2 3 4

5 6 7 8

9 10

1 Which company do you work for? 2 Which talk are you going to this afternoon?

3 Are you here on your own? 4 Have you been to this conference before?

5 Did you know the main speaker’s had to cancel due to illness?

6 What did you think of the last seminar? 7 This is a good venue for a conference, isn’t it?
8 What are things like with you? 9 Are you one of the speakers? 10 bWhat kind of job are you
in?

a) Not too bad, thanks. b) The one on supply chains. c¢) Geology. I’m a geologist.

d) Yes, I am. I’m in hall 3 this afternoon. e) Just a small one. You probably haven’t heard of us.

f) Not bad. Quite interesting actually. g) Yes, several times actually. h) It is, isn’t it?
i) Yes, I am. My colleagues couldn’t come. j) Has he? What a pity.

MAKE A STRONG START

2 Complete each sentence by choosing one word from A and one from B.

A B
surprise / raise / familiar / bring / improve / free / know / idea / communication
make / feel up to date / decision / hand
11 If you have questions, please to interrupt.
12 I’d like to you on our new website.
13 your if you think it’s a good idea to change the
current procedure.
14 It may you to that we are aware of the problem.
15 You may be with the I’m about to present.
16 This information is important in order to a .
17 How can we between international teams?

Build a team

3 Neil is the manager of a hotel. There is a problem with an employee. He meets Colin and Trisha to
discuss the problem. Underline the correct word in italics.

N: OK. Let’s start. Colin could you (18) take/do notes?

C: Sure

N: Well the situation is this. We can either risk (19) losing/to lose more customers or we can ask
Richard to leave. Would this cause a problem for reception Trisha?

T: It would (20) be/make it difficult for me to cover the main desk.

C: Have you (21) thought/considered of offering him more training?
N: (22) Why/What on earth should we? He’s had the same training as everyone else.
T: Maybe there’s another way to (23) see/look at this. We could move him away from reception.
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N: I’m not happy about that. This is a hotel. He still has to deal with customers

T: You’re (24) seeming/looking worried, Colin. What are your thoughts?

C: I think it could be done. He could work in the kitchen for example. How would you (25)
think/feel if we did that?

T: I’m not sure.

N: I really need to have a decision today.

Emails

4 The sentences below are from two emails on the same subject. One email is friendly and diplomatic.
The other is more direct. In each pair of sentences, decide which email each sentence comes from. Mark
them F (for friendly) or D (for direct)

F__ Many thanks for sending your proposal and for all your hard work on this.

D I got your proposal.

26
It looks OK but..
We really like the ideas in your proposal but...
27
I’m afraid there’s a slight problem with the price you suggest.
the price is too high.
28
Can you call me asap?
I was wondering if you could give me a call to discuss it.
29
I won’t be at my desk for the rest of the week but next Monday would be fine.
Note that I’'m away until Monday.
30

Have a good weekend.
Regards,
Business Skills Test 2 (Goals)
Answer all thirty questions. There is one mark per question.

«ASK QUESTIONS»
1 Re-write the first question starting with the words in the second.
1 How long have you been in this business?

Can you tell me ?
2 Your head office is in Chicago, isn’t it?

Is ?
3 How many people do you employ?

Could I ask ?
4 I want to ask you some general questions.

Can I start by ?
5 Do you mind if T ask which other companies you supply?

Which other companies ?
6 What is more important for you: quality or cost?

Is ?
7 Is it right that you want to train ten people?

, is that right?

8 What time will we finish?

I’d like to know
PRESENT FACTS AND FIGURES
2 Write in the missing preposition in sentences 9-16.
9 I’d like to begin looking at these figures.
10 Now we’ll move to the second graph.
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11 The final figure stands at just five hundred thousand; four hundred and
ninety-eight thousand to be exact.
12 I don’t have an exact figure but the current number of respondents is somewhere
the two thousand mark.
13 The survey found 29% don’t have Internet, so one quarter of Swedes are
still not connected.
14 Let’s look this diagram.
15 I’d like to draw your attention this change in the normal trend.
16 So, to sum we need a new strategy.
ENTERTAIN GUESTS

3 Which words and phrases in the box can replace the underlined words? Write them after the sentence.

I’m not really sure / incidentally / mind you / anyway / continue / do you know / actually |

17 Can you guess what happened after they arrived?

18 The conference went well. By the way, thanks for that contact. I met him there.

19 She didn’t seem very happy. But it all went very well.

20 I don’t know why they didn’t promote him.

21 Sorry about that interruption. So, go on, what happened next?

22 I haven’t been out this week. To be honest I’ve been too busy.
23 They were offering a really good salary. Still, I’m not sure I’ll accept it. There are some problems
with it.

FACTUAL REPORTS
4 Choose the correct answer from a, b or c.

24 A third of consumers preferred the taste of the old drink half chose the
new drink.
a) whereas b) so c) where
25 the findings taken last year, it has been decided that...
a) Consequently b) Furthermore  c) Regarding
26 More people prefer item A. , we recommend it be developed...
a) However b) In addition c¢) Therefore
27 The board understands employees’ concerns. , these changes are necessary for
continued success...
a) As a result b) Nevertheless  ¢) Concerning
28 they accept responsibility, they are not prepared to resolve the situation.
a) While b) Whereas c) For this reason
29 It is that this report concludes negligence on the part of the manager.
a) consequently  b) for this reason c) therefore
30 We wish to promote you to head of department. , we will be merging your new
department with a second department of ten more staff.
a) In addition to  b) More ¢) Furthermore

Business Skills Test 3 (Options)
Answer all thirty questions. There is one mark per question.
«BID AND BARGAIN»
1 Re-order these words to make phrases for bargaining.
1 do have in you mind what
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2 think better you can I than that do

3 out question of that’s the

4 see | mean you what

5 work how exactly would that

6 that be I’m a problem afraid could

7 we what if in the included price service

8 need we by 14™the delivery

CHAIR A MEETING

2 Change the form of the word in brackets to complete these phrases.

9 You obviously feel (strong) about this.

10 Does anyone else have any (suggest)?

11 Thank you for your comments. We’ll take them into (consider).
12 Why are you being so (reason) ?

13 I do (sympathy) with your concerns.

3 Match phrases 9-13 with the functions below. Write the phrase number after the function.

14 Asking for ideas

15 Show understanding

16 Finding out why a person is being difficult

17 Recognise an opinion

18 Acknowledging how a person feels

EMPHASISE YOUR POINT

4 Which word(s) in brackets give the most emphasis? Underline the word(s).

19 Let’s be (absolutely / fairly) clear about this!

20 It’s (important / imperative) that we make a decision tonight.

21 This (is not / isn’t) what we want.

22 We (must / ought to) reach an agreement.

23 There’s no doubt that we (‘11 / will) succeed.

24 (It’s the price that / Price) is important

MEMOS

5 Read this memo and put parts a-f into the correct order. Write your answers here:

25 26 27 28 29 30

To: All heads of department

From: The head of school

Subject: Annual government inspection

The annual inspection of the school is only three weeks away and I would like to emphasise the
importance of its success.

a) For this reason, it is important that as many people attend as possible.

b) It outlines the schedule and requirements of the inspection team over the three days they are
visiting.

) I would therefore ask all department heads to copy the attached notice and distribute it among
departments.

d) I would also propose a meeting of all heads of department on the Tuesday the week before the
inspection to be held at 2.15.

e) Please confirm that you are available at this time.
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f) Ensuring that all staff are aware of the inspection and its procedure plays a major part in the

process.

Finally, I thank you in advance for your support in this matter.

Business Skills Test 4 (Strategy)

Answer all thirty questions. There is one mark per question.

«MANAGE A CRISIS»

A food company finds that some of its products contain a dangerous food colouring. The managing

director calls an emergency meeting. Write in the missing words below.
How do you / Before we start / As far as / just sum up / We also need / if that happens / just
take this / We’ll just have / What can we / we should do

A: OK. (1) talking about ideas, I’1l (2) the
current situation. The newspapers all have the story on their front pages. The dangerous food colouring
has been found in two of our products. (3) do about it?

B: The first thing (4) is withdraw the products from all supermarket
shelves.

C: (5) to contact the warehouses and check on deliveries.

A: (6) suggest we deal with customers who have already bought the
products?

B: (7) to refund their money. (8) the media is

concerned, we should have a press conference tomorrow morning to announce our plans.
C: Will this affect sales of other products?
A: Well, (9) , we’ll deal with it. Let’s (10)

one step at a time.
ADAPT TO YOUR AUDIENCE
1 Re-write the first sentence more formally starting with the words given.
11 I want to tell you about the financial situation.
The aim of this talk is to provide
12 Have a look at this slide.
Now, I’d like to
13 For example...
Let me give
14 We reduced costs and what’s more profits went up.
In addition to the reduction

15 This graph shows that domestic sales have been disappointing.
As can be seen in
16 In other words...

Let me put it
17 See the price has changed.
The important point

MAKE A DIFFICULT CALL
2 Circle a word to complete the phrase.
18 Can you with me a moment?
a) bear b) wait c) hold
19 Just me a second, will you?
a) provide  b) get C) give
20 Soifl the situation correctly...
a) catch b) mean c¢) understand
21 Sorry, I didn’t explain that clearly. What I is...
a) say b) mean c) tell
22 So what you’re is...
a) meaning b) saying c) telling
23 Can you me exactly what happened?
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a) explain  b) say c) tell

24 1 can see that we need to this out.
a) sort b) organise c) bear

25 Could we work together to on this?
a) solve b) catch C) agree

FORMAL CORRESPONDENCE
3 Each sentence from a letter has one mistake. Correct it.
26 Further regards to our telephone conversation on Friday 4 October...
27 I am writing to concern the recent problem you experienced...
28 As agreed by on the telephone, I have now arranged a refund.
29 We’re regret for any inconvenience that this has caused.
30 If you required any further help, please let me know.
Business Skills Test 5
Answer all thirty questions. There is one mark per question.
“GET TO YES”
1 Complete these phrases with the pairs of words.
suppose + have / find + gain / find + help / close + need / take + think / should + leave / go +
agreed / seems + reach

1 If we can a way to agree on this, we’ll both

2 Let’s over what we’ve .

3 How can we a solution to this? Would it if we...
4 It we’re unable to an agreement.

5 I we no alternative but to agree to your terms.

6 We need to some time to it over.

7 We’re so to an agreement. We just a bit more understanding
on...

8 Maybe we just that point for now.

SELL YOUR IDEA

2 Match the two halves of the sentences. Write your answers here

9 10 11 12 13 14

15 16

9)As a 10) So, what I’d like to propose is 11) You’re probably wondering what this will involve and
12) One major advantage will 13) As you 14) If we want to cut waiting times,

15)  The benefits are lower costs, less waste and 16) When we have implemented these proposals,
a) how much it will cost. b) we need to cut delays. c) be the decrease in storage. d) result, we often have
delays. e) we’ll have fewer delays. f) know, we often have delays. g) a radically new way of dealing with
warehousing. h) greater productivity.

SUMMARISE

3 Underline the correct word in the brackets.

17 So to (sum / summarise) up our discussion...

18 We’ve discussed the question (from / of) time.

19 It (says / tells) here that the figures are incorrect.

20 We (discussed / talked) about the possibility of hiring external management.

21 Several people disagreed (to / with) this idea.

22 Raul (pointed / noticed) out the main difficulty with the plan.

23 They suggested that (finding / to find) a new supplier might be simpler.

24 In the end we agreed (to postpone / postponing) the final decision until June.

MINUTES

4 Read this set of minutes. Write in the missing words.

Minutes of Radcliffe Investors Group

Friday, 3 March 5pm

25 P : FG, TH, JK, RA (Chair)
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26 A were received from JH and PL.

27 Minutes of the previous m were approved and signed.

28 M arising were discussed under the appropriate agenda items.
29 THp a report on recent stock market trends in key sectors.

30 It was decided that no further investments would be made at p

ITIOYPOUYHBIE TECTBI (KOHTPOJIBHBIE PABOTbI)
Iles1b KOHTPO/ILHOM PAbOTHI - TPOBEPKa YMeHH MPUMEHSITh Io/TyuYeHHbIe 3HAHUS
JJ1S1 pelieHus 3a/ia4 OIpe/ie/IeHHOT O TUIIA 10 TeMe WX paszeiy
[ToypouHbie KOHTPOJIbHBIE pabOThI paccurMTaHbl Ha 20-25 MUHYT
Ypogsenn Pre-Intermediate/Intermediate

Unit Test 1
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Write the verbs in brackets in the present simple or the present continuous.
1 He (work) for a software company in New York.
2 I normally (get up) at five every morning.
3 Joel (work) at home this week.
4 Our accountant (check) the invoice right now.
5 Now, things (begin) to change in the company.
6 Currently, our customers (demand) more and more from us.
7 We frequently (travel) to Asia on business.
8 My typical working day (end) at six o’clock.
9 They (learn) English at the moment.
10 After work, we usually (have) a drink together.
VOCABULARY

2 Complete the sentences with these words.
|operates / sells / provides / develops / designs / manufactures |

11 Our retailer the products. 12 Frognation creates, develops and video
games. 13 Citibank banking services. 14 It the products in the factory.
15 He designs and software with a team at Microsoft.

16 General Electric in more than 100 countries worldwide.

3 Write the last three letters in each word.

17 This is my part We started the company together.

18 Can you call the software develo ? There’s another problem with this new software.

19 He has a meeting with the sales representat from our supplier.

20 Picasso is my favourite art . 21 I’m a project mana for a mobile phone company.
22 The foun of this company wants to sell it.

23 I love music and would love to be a famous music

24 She’s the company law . She checks all the contracts. 25 The head engin is on the
phone from the site.

CAREER SKILLS

4 Underline the correct word in brackets.

26 I work (to / as) a designer. 27 My main role is (to / for) sell our services.

28 What kind of company do you work (as / for)? 29 I’m responsible (for / as) managing projects.
30 What do you do (in / as) your job?
Unit Test 2
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Is the sentence correct (C) or incorrect (I)? Correct the incorrect sentence.
1 There’s a lot of information on our current customers. ( )
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2 How many free time do you have? ( )
3 Do you have a statistics on web users? ( )
4 I don’t have much advice for you. ( )
5 I’'m sorry, but we don’t have some messages for you. ( )
6 Would you like some coffee? ( )
7 I'd like a glass of waters please. ( )
8 There’s a call for you on line 3.( )
VOCABULARY
2 Choose answer a, b or c to complete the sentences.
9 I can’t remember my .
a) mouse b) password c) keyword
10 About 50 people a day our company website.
a) keep b) browse C) type
11 I usually a search engine to find new suppliers.
a) use b) phone C) manage
12 Customers have to their credit card details to order from us.
a) appear b) browse C) enter
13 shopping has made buying and selling so easy! I don’t have to travel anywhere now.
a) Search b) Supermarket ) Online
14 ENTER and it takes you to the site.
a) Click b) Type c) Find
3 Underline the correct word in italics.
15 I have a mountain / bit of work on my desk. I can’t do it all tonight!

16 A tiny / substantial amount of my time is on the computer — only about five minutes a day.
17 A few / fraction people work from home in my department.

18 There’s a huge / tiny number of people who now use Internet in this country — over half the
population.

4 Write these words as numbers.
19 six hundred and thirty eight
20 ten thousand five hundred.

21 nine million dollars

22 ninety-one point four per cent

23 one third

CAREER SKILLS

5 Read this telephone conversation between two colleagues. Write in the missing words.
A: CanIjust (24) c the numbers of employees we have in each office.
B: Sure.

A: How (25) m do we have in our Milan office?

B: Fifteen.

A: Sorry, did you (26) s fifty or fifteen?

B: Fifteen. One five.

A: OK. And in Zurich?

B: Ten.

A: Sorry, I didn’t (27) c that.

B: Ten. One zero.

A: Thanks. And finally, what about our two Moscow offices. We have twenty people there. Is that
right?

B: Sorry, but we don’t have (28) a offices in Moscow.

A: Canyou (29)r that, please?

B: There isn’t an office in Moscow.

A: Do you (30) m that they’re closed?

B: No. We just don’t have an office in Moscow. We never
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Unit Test 3
Answer all Thirty questions. There is one mark per question.
LANGUAGE
1 Match the offers and requests to the responses. Write your answer here.
1 2 3 4 5 6 7 8 9

Can I help you with your bag? 2 Let me send this fax for you. 3 Would you like a coffee?
Do you want some milk? 51 could make a copy for you. 6 Can you phone me tomorrow?
Could I have some water please? 8 Would you please check the figures?

Could you give me some directions?

a) Yes, please. Black no sugar. b) Sure. Sparkling or still?

c) Thanks — the number is 01245 674 4783. d) Yes, no problem. e) No, it’s OK. But thanks.
f) Where do you want to go? g) Yes, please. h) Thanks but I don’t really need one.

i) Sure. What time?

VOCABULARY

2 Which word doesn’t belong after the verb?

10 give: advice, help, mistakes

11 make: a mistake, an email, a phone call

12 invest: manners, money, time

13 respond: positively, commonly, politely

3 Read the comments below and match adjectives a-h.

a) dissatisfied / b) impractical / c) honest / d) friendly / e) formal / f) inefficient /

g) punctual / h) impatient

14 She always smiles and talks to new people in the office. __

15 The system we have for making decisions is slow and takes too long. __

16 I’m not happy with you or your work. _____

17 He says what he thinks and always tells the truth. _____

E= IR N

18 They do things in a hurry and never wait. _____

19 In our country we always wear a tie at work and call people by their title. __
20 She’s never late. ____

21 This idea works on paper but it won’t work in reality. __

CAREER SKILLS

4 Underline the correct word in italics in this conversation.

A: Can I (22) introduce / meet you to my colleague, Jane?

(23) It / This is Jack Barber.

B: (24) Pleased / Please to meet you.

C: Nice to meet you too Jane. Would you like
(25) joining / to join us for lunch?

B: That would be very

(26) nice/good. Thank you.

[later]

: Thanks for a very nice lunch.

No (27) problem / thanks. You’re

(28) glad / welcome.

> W

B: Is it OK to smoke in here?
A: I’'m (29) afraid / sorry but it isn’t allowed.
C: Would you like to go to the bar. You can smoke there.
B: It’s all right. Don’t (30) worry / sorry about it.
Unit Test 4
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Complete these sentences with the adjective in brackets.
1 I think Italian clothes are (beautiful) than French clothes.
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2 This has been one of the (bad) years in the company’s history.
3 This dress is (cheap) than that one.

4 Our European market isn’t as (big) as our Asian market.

5 She’s our most (talented) designer.

6 Designer clothes are (good) made than off-the-peg clothes.

7 I’ll buy it when the price is (low).

8 We need systems in the office which are (reliable).

9 He’s (happy) with his job than he was.

10 The numbers on this watch are the (easy) to read.

VOCABULARY

2 Complete the end of the word in each sentence.
11 A design____label is on all their clothes.

12 She’s our most fam__ model.

13 Fashion clothes usually cost a lot of money.

14 He’s a very creat_____ man with lots of new ideas.

15 France’s luxur goods industry represents some 2,000 firms.

16 The commerc_____ point is that haute couture is the fashion house’s loss leader.
17 Your new coat is very styl

18 Our most recent advertis campaign was very successful.

CAREER SKILLS

3 Write in the missing question words below.
What / Who / Where / How / Why / What

19 does it look?

20 can you use it for?
21 don’t you like it?
22 can use it?

23 is it made of?

24 can you use it?

4 Match each reply (25-30) to questions 19-24. Write the number after the question above.
25 For a PC or laptop. 26 Very modern. 27 Metal and wood. 28 Children and adults.
29 It’s very impractical. 30 In the car.

Unit Test 5
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Write the verbs in the past simple.
Harold Mack (1) (finish) school in 1989 with no qualifications. He (2)
(not/know) what he wanted to do and so (3) (do) various jobs. In 1992 he (4)
(have) a simple idea and (5) (found) Mack Packing. The company (6)
(start) in a small warehouse in East London. In the beginning Harold only (7) (employ)
four people but the company (8) (grow) quickly and two years later there
9) (be) more than twenty. In 1996 Mack Packing (10) (receive) its first
international order and now the company exports packaging to ten countries in Europe.
2 Write questions about Harold Mack in the past simple.
11 Q: When ?
A: In 1989.
12 Q: Where ?
A: In a small warehouse in East London.
13 Q: ?
A: Four people.
14 Q: ?
A: It’s first international order.
VOCABULARY
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3 Complete each sentence with one word from A and one from B.

A B

business / start / market / set / top / business up / job / share / idea / up / plan
15 Their is bigger than their competitors.
16 He has the in the company.
17 A - is a new business.
18 Every entrepreneur begins with a good .
19 A new company in our area and we went bankrupt.
20 To get money from the bank, you need to show them your

4 Underline the correct verb in brackets.

21 A successful company has to (make / do) a profit.

22 Can I introduce you to the man who (heads / tops) the company? This is our CEO...
23 I (pay / rent) an apartment in the city centre.

24 To grow, we need to (find / look) new opportunities in the market.

25 We have to increase production to (see / meet) demand.

26 I don’t want to work for someone. I want to (have / be) my own boss.

27 We want to (bring / send) out a new type of smoothie next year.

28 Is it possible to (run / make) a business when you don’t enjoy it?

29 To survive in business, your company cannot (be / stand) still.
30 I like to (play / have) fun at the weekend.
Unit Test 6
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Underline the correct word in italics.
1 I’m certain there will / may be space tourism in the future.
2 Their flight is delayed so it can’t / won’t be a problem if you arrive at two.
3 Some people might / will be interested in your proposal but I’m really not sure.
4 The project manager is on the phone. He says he hopes to finish on time but that they may / will be
late because there is a problem with some parts.
5 Ted thinks the price of a ticket into space can / could be around $150,000 in the future.
6 Thanks for calling. I ‘Il / might give him your message.
7 She may / will be able to go tonight. She’ll call later to confirm.
VOCABULARY

2 Replace the underlined words in sentences 8-17 with a word from the box. Write the word at the end of
the sentence.

|capital / launch / tight / payback / a joint venture / raise / potential / take / start-up / invest in|

8 We’ll put our latest product on the market at the end of next month.
9 They’ll probably put a million euros into this company.

10 It’s an agreement to work together between a Spanish and Italian company.
11 This plan has a possibility of future success.

12 We are working with a carefully controlled budget.
13 Let’s ask the bank to help us with the setting up of a new business costs.
14 They want us to read their business plan so that we’ll give them the money for their new business
venture.

15 They increase their prices every month!
16 I think I’1l go by the elevator to the fifth floor.
17 We can agree to a six month period for getting back the cost of the investment.
3 Write in the missing preposition.

18 What do you estimate the return _____ our investment will be?

19 I’ll try to borrow the money _____ my brother.

20 Most scientists don’t have a very good understanding _____ business.
21 We can’t run this _____ such a low budget.
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22 I lent my mobile my colleague at work.

23 Over 20% of office workers also work __ home.
CAREER SKILLS

4 Complete the phrases for making predictions with these words.

|possible / could / expect / sure / think / unlikely / definitely

24 It’s that we’ll live on the moon.
25 I don’t that to happen.
26 I’'m they’ll give us the contract.
27 I think it’s that they’ll buy our robot.
28 This will need a lot of work.
29 It be a good way to increase profits.
30 I don’t that’s true at all.
Unit Test 7
Answer all thirty questions. There is one mark per question.
LANGUAGE

1 Read the conversations. Write in the most appropriate form of the verb in brackets.

We ordered a new desk for today but it isn’t here.
Let me contact our warehouse and then I (call) you right back.

Can you visit us next week?
I’'m afraid I (visit) America next week.

What do you want to do when you graduate?
I (apply) to all the big multi-nationals.

How does the company intend to solve its current problems?
The company (review) the situation and then take the appropriate action.

Can you say I called?
Don’t worry, I (tell) him you rang.

We arranged the meeting.
Great. What time (you/meet)?

(we/open) this new hotel or aren’t we? We need a decision.
Sorry, but I just can’t decide.

TENFPpOTWeITEETEOTENE e

VOCABULARY
2 Complete each sentence with answer a, b or c.
8 A(n) is a very large tall building.

a) skyscraper b) apartment block  c) theme park
9 You can buy virtually anything in a shopping

a) area b) market c) mall

10 We’re a large with activities in many different countries.
a) regional office b) investment c) multi-national

11 We’re currently looking for a suitable for an office in Dubai.
a) premises  b) region c) block

12 Roads links are an important part of a country’s
a) accommodation b) infrastructure c) attraction

13 A(n) is someone who lives outside their own country.
a) tourist b) expatriate c) inhabitant

14 The service includes banking, insurance and tourism.
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a) sector b) office ¢) division
3 Which sentences have the word up or out missing? Write them in.
15 The Opera tickets sold in less than three hours so I bought tickets for the cinema.
16 Inflation is growing at its fastest rate in five years.

17 We need to build on our current success.

18 I set this company in 2001.

19 If you run of money, then give me a call. I’ll lend you some.
4 Delete the word that doesn’t collocate with the underlined word.
20 stable, strong, high economy

21 easy, stable, good access

22 high, strong, low taxation

23 strong, positive, weak currency

CAREER SKILLS

5 Words with four letters are missing in this conversation. Write them.
Hi Gail. Are you (24) next week?

Yes. Are you coming to visit?

That’s right. I'd (25) to arrange an appointment.

Good idea. (26) about Tuesday?

I can’t (27) Tuesday I’m afraid.

Can you (28) on Wednesday?

In the morning, yes.

That’s (29) for me.

Great. Let’s say ten o’clock?
Yes, that’s fine. I’ll see you at ten o’clock (30)

OK. Bye.
Unit Test 8
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Match the two halves of these sentences. Write your answer here:
1 2,3 ,4__ ,5__,6__,7__,8_,9 , 10
1 Don’t touch 2 Pass me my 3 Please read 4 Let’s take a 5 If you don’t want the job,
6 Please write your name on the list if 7 Tell me 8 Do 9 Let’s make 10 Don’t

a) the instructions on the form. b) when you leave. c) that lever. d) interrupt, please.
e) phone, please. f) say something. g) not enter h) a decision. i) break at lunch.

j) you want to attend.

VOCABULARY

2 Read parts of four adverts from a careers magazine. Write in these missing words.

interview / scheme / contract / find / ads / resume / trade / apprenticeship / apply /
headhunting

We currently have three vacancies on our graduate trainee (11) . You can (12)
online at...
Please send us a copy of your (13) . Selected candidates will attend an (14)

at the end of this month.
Learn a (15) and join a local firm! We would like to offer an (16) in
building. You receive training and a five-year fixed (17)
Are you having problems finding staff? Or perhaps you’re tired of scannmg the job (18)

for a new position. Contact us. We’re the experts in (19) professionals for key
management roles. Let us (20) the right person for the right job.
Complete this table of words.

VERB NOUN PERSON

(21) employment (22)
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23)___ advertisement advertiser

apply 24)___ applicant

communicate (25)_____ communicator
CAREER SKILLS

Someone is explaining how to use some new computer software. Each sentence includes one extra word.
Cross it out and write it at the end.

26 First, make it sure you put the disc in.

27 Don’t not forget to shut down any other programmes.

28 Always you remember to save your new work.

29 It may be the better to save it in this folder.

30 If you aren’t sure what to do, just will ask for help.
Unit Test 9
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Underline the correct modal verb in brackets.
1 The government says companies (have to / should) follow certain rules when advertising.
2 You (mustn’t / don’t have to) say your product does something that it doesn’t.
3 I don’t think you (should / need to) ignore the students market because they are your future
customers.
4 You (don’t have to / mustn’t) work late because George said he can if you don’t want to.
5 They cancelled the meeting so we (shouldn’t / don’t need to) go.
6 They (don’t need to / shouldn’t) invest in that company because it isn’t doing well at the moment.
VOCABULARY
2 Write in the missing letters in the words below. They are all words about money.
7 If you buy today, we’ll give you a ten per cent _i_ _ou_ _
8 My bank gave me a personal _oa_ today.
9 I think it’s important we help Africa with its _e_ _ to other countries.
10 He wants an extra ten thousand a year and he already hasa _a_a_ _ of over a hundred thousand
a year!
11 How much do you ea_ _ a month?
12 The type of customer we want has enormous _ _e_ _i__ power.
13 My houseis _o__ _ about two hundred thousand pounds.3 Combine words from A and B to
complete the description below.
A B
ublic / personal / direct / advertising media / marketing / selling / relations
“There are various methods of selling starting with the most expensive like TV commercials, radio
adverts and other (14) . A cheaper way to sell is through (15)

such as direct mail when you send out leaflets to people’s houses. Face-
to-face contact with the customer is obviously important. For example, (16)
with sales representatives can be very effective and it’s easy to measure. It’s more
difficult to see if (17) is effective. This is because it’s about creating good
contacts rather than selling directly.’

4 Write in the ends of the words in these sentences.

18 Consump of coffee has increased every year since 1950.

19 Clever market made designer coffee very popular.

20 Market analys are warning that the economy doesn’t look good.
21 Did we get the results from the market research agen ?

22 Cigarette companies often spons sports events.

CAREER SKILLS

5 Write in these phrases to complete the discussion.
| That’s a good / I like / How about / Brilliant / I’'m not sure / we could / why not / What |
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about inviting |

A: We need to decide how to increase sales this month. Any ideas?

B: (23) offering some discounts?

C: (24) idea but our prices are already cheaper than our competitors.

B: So (25) send some advertising to customers? We could tell them about
our prices.

B: (26) that. I think we also need to use Internet and email more.

C: What do you mean?

B: Well, perhaps (27) email some of our old customers and update the
website?

C: That’s true. Our website is the same as it was six months ago.

A: OK. I’ll deal with that.

C: (28) someone from the local newspaper to visit the factory and show
them our new range?

A: (29) ! But I think we should invite all the newspapers.

C: (30) about that. Do you think they would come?

B: We could try...

Unit Test 10
Answer all thirty questions. There is one mark per question.

LANGUAGE
1 Write the verb in brackets in the past simple or present perfect.
1 Two years ago, | (leave) my company for this one.
2 The price (continue) to fall for the last two weeks.
3 In 2001, the market (fall) to an all-time low.
4 This graphs shows that inflation (remain) steady for six months now.
5 German house prices (double) since 1979.
6 How (be) your trip?
7 We (not/raise) our prices in recent weeks.
8 (you/be) to France before?
9 I (see) any changes in our recent performance.
10 (you/invite) the press yesterday?
VOCABULARY
2 Choose the correct verb from a, b or c.
11 It is difficult for companies to the price of a product and know what to charge.
a) cost b) set c) get
12 A lower price may increase sales but it also the profit margin
a) increases  b) sets c) reduces
13 Many companies are costs to keep prices down.
a) cutting b) setting c) increasing
14 All customers want to good value for money.
a) get b) cost c) sell
15 Customers are also prepared to more time looking for a good price.
a) make b) spend c) have
16 In recent months, sales between 35 and 40.
a) fluctuated b) rose c) raised
17 Large supermarkets can afford to in bulk which also reduces the price.
a) sell b) save c) buy
18 Producing bigger portions doesn’t up the price.
a) pull b) pick c) push
19 To the demands of supermarkets, food producers have reduced the size of their
workforces.
a) set b) meet c) reach
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20 Prices a peak last night and then fell.
a) reached b) increased ) put up

3 Put these trend words in the correct category.

remain steady / lower / rise / level / rocket / push down
21 increase:
22 decrease:
23 no change:
CAREER SKILLS
4 Match the two halves of the phrases for describing graphs. Write your answers here.
24 25 26__27___28 29 30
24 I’d like you to look at... 25 Turnover increased from 3 billion...
26 The volume of sales went up by... 27 It then reached a peak... 28 This fell to a low point in...
29 It’s stayed the same for... 30 It’s still somewhere between 5.8%...
a) of two thousand. b) to 3.3 billion. c) three months now. d) and 5.9%. e) this graph.
F ) 2003. g) one percent.

Unit Test 11

Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Re-write these sentences into the passive or active form.
1 Irene set up her company in 1991.
Irene’s company
2 The disc is inserted into the drive.
Insert
3 We employ over two thousand people here.
Over two thousand people
4 They will pay us the final fee at the end of next week.
The final fee
5 All calls are recorded for training purposes.
We
6 The government has increased the rate of tax.
The rate of tax
7 We are working on a new procedure.
A new procedure
VOCABULARY
2 Read people describing problems they have. Write the type of problem in the box next to the
description.

|injury / accident / damage / loss / theft / fraud / fire |

8 ‘We need to claim the cost of a new roof after the storm last night.’

9 ‘My car was stolen from outside my house!’

10 ‘I hurt my leg at work and claimed for medical expenses.’

11 ‘Two offices were burnt down and the factory was damaged.’

12 ‘Sorry, I dropped your computer — I didn’t mean to.’

13 ‘One minute I had my bag and then after I went to the bar it wasn’t here.’

14 ‘“This person said the injury cost him $40,000 but we discovered he didn’t have an injury.’

3 An insurance company representative is talking about technology and insurance. Underline the correct
verb in brackets.

There’s no doubt that technology has made it quicker and easier for people to (15) (take / pull) out
insurance policies with our company. Our customers want to (16) (protect / prohibit) themselves against
risk, for example to (17) (provide / prevent) cover against things such as injury or damage to property.
Most of them do it over the phone. You just (18) (make / give) us a call and we’ll (19) (give / spend) you
a quote within a few minutes and if you (20) (detect / suffer) loss or damage you (21) (withdraw /
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receive) compensation. Because it’s easier to get insurance nowadays some people also say it’s easier to
(22) (determine / commit) fraud. But I don’t believe that. For one thing we (23) (monitor / maintain) all
calls and (24) (watch / screen) any claims that could be fraudulent. In fact technology means that
insurance companies can (25) (investigate/ invent) more claims than they used to and therefore we (26)
(save / raise) more money than we used to.

CAREER SKILLS

4 The same word is missing from these pairs of phrases for expressing arguments. What is the word?

27

I understand your , but...
Surely the main is...
28
On the one you’re right, but...
On the other he’s right too.
29
have to consider the customer...
But don’t think it’s too expensive?
30
The fact customers are spending less, so...
My view we need to spend more, because...

Unit Test 12
Answer all thirty questions. There is one mark per question.

LANGUAGE

1 Complete these sentences with the present simple or future form of the verbs in brackets.

1 If you (pay) us today, we’ll give you a 10% discount.

2 We (not/reimburse) you, if you don’t have the receipt.

3 If I buy it online, it (be) cheaper than from a shop.

4 If she calls, (you/tell) me?

5 IfI (not finish) this tonight, my boss will be angry.

6 You’ll be able to send photos, if you (buy) one of those new mobile phones.
VOCABULARY

2 The words and phrases below are synonyms for the underlined words in sentences 7-16. Match them.
Write your answers here.
7__ /8 /9 __/10__ /11 /12 /13 /14 /15 /16

a significant f suffering
b a refund g makes a fuss
c dissatisfied h deal with
d rude i complain
e apologise j empathise
7 I am writing to say sorry for our mistake.
8 I’m afraid I’m rather unhappy with the service here.
9 There’s always one customer who wants to whinge.

10 Don’t worry. That customer always becomes angry about his room.
11 Dealing with customers is a major part of my job.
12 This economy is doing badly due to high inflation.

13 Why don’t you ask for your money back?
14 With an angry customer, the important thing is to show you understand.

15 Let me handle this problem.

16 The steward on our flight was so impolite!

3 Which verb does not go with the NOUN? Delete it.
17 suggest, find, make A SOLUTION

18 handle, satisfy, make A COMPLAINT

A SERVICE

19 produce, offer, provide
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20 train, complain, employ STAFF
21 do, have, solve A PROBLEM
22 replace, sell, refund A PRODUCT
23 deal with, ask, answerA QUERY
CAREER SKILLS
(24-30)
4 Re-order this conversation between a supplier and a shopkeeper.
Number the sentences 1-9
___Today’s best.
___ OK. I’'ll arrange for another box.
_1 Hi. I’ve got a problem I’m afraid. You delivered some tomatoes this morning but they’re damaged.
___ Then I’ll bring it right now.
____The point is that I can’t sell them. Now there are two possibilities. You could either refund me the
money or you could bring me another box.
___ When will I get it?
___ Oh I’m sorry about that.
___Is today better for you or tomorrow?
9 Thanks a lot.
Unit Test 13
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Write these sentences in the correct order.
1 I to often work have late.

2 well all our speak staff English.

3 system the new is efficiently working.

4 are always they arrive the first to.

5 The every night are backed-up computers automatically.
VOCABULARY

2 Complete the sentences with these words.

|demand / forecast / delay / model / range / stock / switch / update / order |

6 I’m sorry but there’s a with your order. It’ll arrive tomorrow not today.

7 Hello. I’d like to place an for three hundred pens.

8 Customer is very high for ice creams because the summer is so hot.

9 The current for next year says turnover will remain steady.

10 I’'m afraid we don’t have any in at the moment.

11 This model looks old now. We need to it to make it more modern.

12 The Ford XR6 is our latest .

13 We’ve decided to from the old system to this new procedure.

14 Let me show you our full of cars from this family model to our sports and luxury
cars.

3 Change the form of the words in bold to complete the sentences.
produce 15  This is where we store our

16  Bill is our manager. He’s in charge of the factory.
supply 17  Can you call our and find out where the truck is?

18 We’re shops now in Europe and parts of America.
manufacture 19 We spare parts for cars.

20 UK car report a fall in orders.
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deliver 21 We’re still waiting for the to arrive.

22 Canyou it to our warehouse please?
assemble 23  Components are taken to the -line at the moment they are needed.
CAREER SKILLS

4 One word in each phrase for managing time is incorrect. Cross it out and write the correct word at the
end.
24 We need to be quickly.
25 OK. It’s time for finish.
26 I’m afraid we don’t have many time.
27 We must finish from ten.
28 Sorry, we’re running in of time.
29 Could we quickly talk of the last point on the agenda?
30 OK. Explain it to us but please get it short.
Unit Test 14
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Each sentence has one extra word. Delete the word.
It would be easier if we will changed the website.
More people could to buy it if we offered the product online.
If they weren’t be on a trip, we’d meet them.
What do would you do if you had to go this evening?
If you go to the meeting, what will would you say?
I’ll talk to him if he had arrives in the next five minutes.
If we don’t didn’t take risks, we’d never develop new products.
Would you take the job if they’ll offered you more money?
VOCABULARY

O UT KA WN -

2 Replace the underlined words with words from the box. Write your answers at the end of the sentence.

h.lnplanned / look after / clear / looks like / on purpose / changed / popular / search |

9 Can you take care of this problem?
10 He disagreed with me deliberately.
11 The factory layout seemed to be random.

12 I need to look for my mobile.
13 The new CEO completely transformed the company.
14 It’s obvious that we have to take action.

15 This nightclub is thriving.
16 His car is similar to mine. I often walk to the wrong one in the car park.
3 Write the last letters in each word.

17 We’re closing our shops in England. They aren’t very profit

18 To solve this problem we need new and imaginat ideas.

19 Creat____ people make innovative discoveries.

20 The global econom_____is doing well at the moment.

21 This is one of our most success models.

22 I think we have to handle this complaint careful

23 If they made a reason offer, we’d accept.

24 Our company was founded in 1807 and is a very tradition company.
CAREER SKILLS

4 Match phrases 25-30 to the responses a-f. Write your answers here.
25 /26___/27___/28___/29___ /30

25 What would happen if we told him?

26 Do you think that’s a good idea?

27 Why don’t we offer them more money?

28 We had to ask him to leave.
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29 What we really want is a new manager.
30 How about not giving the staff a pay rise this year.
a) That could be an expensive solution.
b) If we did that, it would be very unpopular.
c) No, I don’t think it would help.
d) That might be OK. Who are you thinking of?
e) What else could we do?
f) He’d probably leave.
Unit Test 15
Answer all thirty questions. There is one mark per question.

LANGUAGE
1 Write the verb in brackets in the past simple or present perfect.
1 I (be) the Managing Director but I retired in 2004.
2 More recently, the company (specialise) in training.
3 They (be) off work since June.
4 In the old days we (work) fifteen hours a day.
5 She (join) the company three years ago.
6 The latest news is that the President (resign).
7 What (you, do) since I last spoke to you.
8 Now our competitor (introduce) the same discounts as us.
9 Sorry, I still (not, write) that report you asked me for.
10 For many years we (not, have) a formal hierarchy but now we do.
11 When (you, finish) your last job?
12 In the last few years, he (improve) his performance.
VOCABULARY
2 Choose the correct word from a, b or c.
13 We need to initiative and good ideas.
a) reward b) pay C) retire
14 He’s ready for greater .
a) reports b) recruitment c) responsibility
15 managers don’t think the younger managers have any talent.
a) Subordinate  b) Senior c¢) Superior
16 I like young employees who show plenty of
a) enthusiasm b) achievement C) earnings
17 Her is to work in the film industry.
a) initiative b) career ¢) ambition
18 Regular customers who show are very important.
a) seniority b) loyalty c) level
3 Underline the correct word in brackets.
19 They are taking (on / over) their smaller competitor. It will make them the only company in this
sector.
20 We’re taking (on / off) 300 new staff.
21 She takes (up / on) her new job next week.

22 They took (on / part) in a trade fair.

23 The conference takes (place / part) between February 2-5.

24 The new promotion has really taken (off / over) with the public.
CAREER SKILLS

4 A manager is talking to three of his staff. Write in the words in the box.

So that / so / it means that / because / because of / In order to |

More and more staff are leaving. They say this is (25) the pay or
(26) they aren’t happy with their working conditions. Whatever the real reason
(27) we’re spending more time and money on recruitment.
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(28) reduce the costs we need to look at the problem in detail.
(29) we find a solution I’d like to set up a committee
(30) I’d like to know if you three people can organise it?

Yposenn Upper-Intermediate/Advanced

Unit Test 1
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Write the verb in brackets in the correct tense.
1 Time and time again, shares in this company (perform) consistently well.
2 By that time he (be) in charge of the company I think.
3 The firm changed its strategy in 1995 because by then it (discover) that the
old way of working no longer applied to the IT era.
4 Currently, we (operate) a new system to see how it works.
5 Since the 1990s, the share price (fall) steadily and doesn’t appear to be
improving.
6 In the coming years, this country (begin) to see major changes in where the
population live.
7 She (work) as a temp at the moment.
8 We regularly (rotate) workers on the assembly-lines to ensure motivation.
9 News just coming in says that Parliament (vote) against the government’s
proposals.
10 Luckily, they (already, move) most of their operations overseas when the
employment laws in this country changed.
VOCABULARY

2 Replace the underlined words with a similar word in the box. Write your answer at the end of the
sentence.

hibernate / merging / chances / a conglomerate / failure / bid / a target / instincts / predators /
portfolio / excitement / core competence.

11 I have quite a growing collection of shares.
12 Some animals sleep through the winter.

13 They’ve made a hostile offer to buy.

14 Bosses are beginning to rediscover their animal spirits.
15 To motivate employees, you need to provide something to aim at.
16 In this climate, the possibilities of success are slim.

17 By joining the two companies together we could secure fast growth.

18 But many alliances can still end in lack of success.
19 We could add more value by concentrating on our most important activity.

20 General Electric is a good example of an organisation comprising several companies.

21 This month saw a number of the big companies behaving like hunters in search of smaller
vulnerable companies.
22 Euphoria swept the market today with news of another alliance.
CAREER SKILLS

3 Underline the correct word(s) in the brackets.

23 I (‘d love / love) to hear more sometime.
24 (Here / this) is my card.
25 Do you enjoy (to go / going) to conferences?

26 What do you (feel / think) of his talk?
27 When can we (set / start) up a meeting?
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28 Over March I (‘m working / work) for Digital France and then I’m out of work again in April.

29 I’'m (sorry / afraid) to ask but could you help me?

30 I see (from / on) your badge that we are in the same line of business.

Unit Test 2

Answer all thirty questions. There is one mark per question.

LANGUAGE

1 Write in a definite article, an indefinite article or no article.

1 The new airport will have connections to city’s underground network.

2 I’dlike example of what you mean please.

3 1It’s biggest construction of its kind.

4 By mid-April, we’ll have finished half of it.

5 Can you give me call before you leave tonight?

6 nineteen nineties were good years for the housing markets.

7 It will require great deal of commitment.

VOCABULARY

2 Re-order the letters below to make words and write them next to the definitions 6-11.
Cenintive / tchlig / jocpter / gaghling / poririty / cesourout

8 : the motivation to provide quality work

9 : minor error

10 : complex series of tasks to be completed with a limited time period and financial

resources

11 : disagreement over minor details

12 : a much more important consideration

13 : to give something (a project) to an outside supplier

3 Tick the correct word in a, b or c.

14 Failure on a project this size can take the whole company with it.
aaway b down c out

15 He took as CEO in 1991.
ain b on C over

16 We’re working contract on the T5 project
a with b for c under

17 A major change in management structure is currently taking
a part b place cup

18 We took an extra ten employees last month to speed the project up.
aon b over c off

19 If it goes too far behind schedule, we might start to run of money.
a behind b short c fast

20 If we lose any more money, we may have to shut this factory
adown b off c closed

CAREER SKILLS
4 Two people are discussing a new project. Complete their dialogue with the missing words.

| schedule / involved / resources / get / doable / kick off / budget / approval / need / feasible |

A: First of all, what’s the (21) for this?

B: Well I think we should aim to complete by July of next year. That’s assuming we

(22) at the beginning of next month. Is that (23) ?

A: Yes, I’d say so. It depends on a couple of things though. How much is the

(24) ? And what exactly would be (25) in terms of our role and their
input?

B: I should have the final figures by the end of the week but don’t worry about that. The client has
already said you can have whatever it takes. And as for who does what, that can be discussed at the
meeting with them next week. At this stage they just want to know if it sounds (26)

from our point of view.
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A: Yes, of course. It’s similar to that other job we did for DBB.

B: Great. What I need from you first is a breakdown of what you will (27) in the
way of (28) .
A: When do I have to (29) that in by?
B: Tomorrow?
A: I thought you might say that.
B: It’s just that we need it quickly to get the final (30) from their project
manager . .
Unit Test 3
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Complete these sentences with these modals: can’t, should, might, must
1 She didn’t do the job properly. She have had enough time.
2 He was flying back from a meeting in Paris so he said that he be a few minutes late
for our meeting.
3 There be a better way to solve this. I can’t believe there isn’t.
4 If you take my advice, you talk to them about their attitude.
5 In retrospect, I have done this years ago.
6 He’s worked from 6am to 10pm today. He be exhausted!
7 She have left the office because I just saw her at her desk.
8 It’s possible that these meetings not be the best use of our time.
9 We surely be the only people to have complained about this. I’m sure everyone else
must be having the same problems with it.
VOCABULARY
2 Complete each sentence with one word from A and one from B.
A B
stand-up / team / ground key / meetings / updates / points / spirit /
egg-timer / common / weekly / team rules / goals / meetings / player
10 tend to be more productive because people are more concise and to the
point.
11 mean that nobody speaks for too long.
12 He likes to work on his own. He doesn’t make a very good
13 Lots of praise and encouragement really contributes to the .
14 I subscribe to a business magazine which also sends me by email.
15 A good team will work to accomplish and shared objectives.
16 Let’s start by establishing some so everyone knows what is and isn’t
allowed.
17 Can you write any from today’s meeting down?
3 Underline the correct word in brackets.
18 It really annoys me when the chairperson (hogs / attends) the floor for the whole meeting.
19 I don’t know how you (come / put) up with him on your team. He drives me crazy!
20 I’d like us to try and (come / take) up with some solutions today, please.
21 We’re so looking (on / forward) to seeing you all next week.
22 This will be the second time in a row she hasn’t (met / done) the deadline.
23 The facilitator (makes / plays) a key role in coordinating the team’s work.
CAREER SKILLS
4 Match sentences 24-30 with responses a-g. Write your answers here:
24 25 26 27 _ 28 29 _ 30 _
24 Can I ask you a question? 25I’m a bit stuck for time. I really need some more people working on
this. 26 I should be able to finish it on time. 27  There’s just one thing that worries me. Er...
28 How about if we offered bonuses? 29 I’ve had this great idea!
30 Do you see any problems with what I’ve done so far?
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a I’m sure we can work something out. b Tell me more. c Ask away. That’s what I’m here for.
d Go on, I’'m listening. What’s wrong? e No, you’ve done a great job on them. f If anyone can do it, you
can. g That’s a great idea.
Unit Test 4
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Write in the missing word to complete these questions.
was the name of the man we met last week?
much will this change the way we do business?
did you say was on the phone?
you getting what you need from this?
he say he would call back?
are you leaving so soon?
do you think we’ll finish? At five or later?
you be prepared to accept an alternative offer if necessary?
department do you work in?
2 Write in the missing question tags.
10 You’re able to work this weekend,
11 He suggested that we meet him at ten,
12 They didn’t like my comment about the money,
13 She would say that,
14 That means the merger won’t go ahead,
VOCABULARY
3 Replace the underlined word(s) with a similar word below. Write the word at the end of the sentence.

oAU, WN -

R S S Y]

flow / quest / gathers / connect / verbose / accelerate / monitor / guess |

15 Our search should always be for greater efficiency.
16 I find most after-diner speakers are happy to use more words than necessary when they could say
it in half the time.

17 We can’t afford to shoot in the dark with financial matters.
18 A network is being installed that will link together everyone’s computers.

19 Reiner’s colour-coding system allows him to keep a check on results in the present rather than
waiting.

20 The market research company collects data on potential customers.
21 The limit ends here. You can speed up now.
22 This software lets us follow the movement of data and gain understanding of operations.

CAREER SKILLS
4 Each question has a mistake. Re-write the question correctly.
23 If you were in my position, how will you approach it?

24 Do you know who could I ask for some help?

25 How about to take a break?

26 Don’t you realise how important is this?

27 Does you have any idea when the changes will be made?

28 Why didn’t you told me?

29 What does she do if she were asked?
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30 Do shall we move on to the next question?

Unit Test 5
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Two sentences in 1-8 below don’t need a relative pronoun. The other sentences are missing one of these
words: where, whose, who, which, that
Decide which sentence is correct and write in the relative pronouns to complete the other sentences.
For example:
which
I work for Communic8, is a British firm.

1 There wasn’t just one man was responsible for the invention of the mobile phone.

2 The computer used to be on my desk is now in the office next door.

3 The main users this phone is aimed at are aged four to eight years.

4 The latest model, we launched last week, has had good reviews.

5 Proactive companies, offering more choice, are more likely to succeed.

6 More and more of our software can be downloaded as well as bought from retailers, reduces our
costs.

7 The management guru Peter Drucker, ideas influenced the world’s corporate elite, wrote about 40
books.

8 We’re based in Texas, we’ve been for the last five years.

VOCABULARY

2 Complete each sentence with the appropriate form of a word below.
|design / subscribe / generate / inform / cover / profit / saturate |

9 I can’t keep up with all the changes in the technology industry.

10 Motorola hopes the new strategy will add to the large numbers of people already
using its services.

11 DaimlerChrysler has a vibrating accelerator pedal that alerts motorists to slow
down.

12 The mobile phones market is becoming with more phones than people who
want to buy them.

13 The new third- networks will have extra capacity and help the price to come
down.

14 The mobile phone industry is highly competitive but can also highly be with
reported revenues of billions.

15 Extending mobile so that people can make calls wherever they are, for example in

an aeroplane, is another tactic to encourage greater use.

3 Only two of the words normally appear with the underlined word. Delete the incorrect word.
16 stock, mass, profit market

17 market leader, margin, share

18 computer laptop, programmer, technology,

19 latest, standard, feature model

20 mobile phone, home, product

21 profit margin, access, share

CAREER SKILLS

4 Read this extract from a briefing session. Put it in the correct order.
22

23

24

25

26
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27

28

29

30 .

a) Secondly, we also need to come up with new colours and designs.

b) The first thing we need to do is ask our engineers to improve picture and sound quality.

) OK, let me start by saying that what we need to achieve in this project is the update of the design
of our DVD recorder.

d) Jill is here from engineering. I’d like you to make this a priority.
e) Now, any questions?
f) I want our design team to get on to that.
g) It will involve engineers, designers and our marketing department all working closely together.
h) Probably the best way to do this is to organise some focus groups and questionnaires.
i) While we’re waiting for the ideas from engineering and design, I suggest that the marketing
department starts by getting some more customer feedback.
Unit Test 6
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Write the verb in brackets as a gerund or an infinitive.
1 This trend is expected (continue) over the next six months.
2 Nicole Kidman, after already (receive) a reported $5 million for her
advertising work, has just signed another lucrative contract.
3 (spend) on mobile phones has reached a record high this year.
4 We would be willing (consider) any offer from our client.
5 They plan (bid) for a share in this.
6 With internet came websites, (open) up a completely new medium for
advertisers.
7 We encourage feedback by (invite) customers to fill in this form.
8 Would you like (join) us for dinner?
9 I hate (work) at weekends.
10 These results provide evidence, (expose) another, possibly horrible, truth about
where the market is going.
VOCABULARY

2 Write one of these verbs in each sentence.
fTarget / draw / waste / endorse / sign / sponsor / range / pose / run / project / make / achieve |

11 We need to a new audience.

12 Alternatives to straightforward advertising from public relations to direct mail.
13 Cigarette companies aren’t allowed to sports events in my country.

14 The image they try to is one of excitement and strength.

15 This media company commercials for all the big names.

16 Can you this advert in next Tuesday’s edition?

17 How about we Britney Spears up to do this advert?

18 We always half our advertising budget but we don’t know which half.
19 I think a product demonstration would more attention that a poster.

20 Reaching the male customers aged about twenty would a real challenge.
21 I think we’ll the best results with a mailshot.

22 We’ve asked Tiger Woods to our new model.

CAREER SKILLS

3 Re-order the words and use them to complete the office story below.
a) then just the

b) what happened guess next

) never believe it but you’ll...
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d) very that at moment
e) turned it out
f) a long cut short story

g) the in end

h) to point to the get

Why do we need to advertise for another receptionist? (23) another one has
just walked out. That’s the third this month. It was ten o’clock this morning and Naomi asked the new
receptionist to take any calls while she was in a meeting. (24) ? The
receptionist said she was too busy and didn’t have time. (25) phone rang
and the receptionist ignored it. Naomi asked what she thought she was doing and the receptionist said it
wouldn’t be for her! (26) a visitor arrived and listened to all of this going
on. Anyway, (27) , Naomi demanded to see the receptionist in her office
straight away. The receptionist said if there was anything she wanted to say she could say it in public.
Naomi said they should discuss it in private. (28) she stood up, took her
bag and walked right out. No-one could understand it. Naomi was furious. Anyway, (29)

she had another job to go to anyway and she was looking for a reason to

leave. So, to

(30) , that’s why we need another receptionist.
Unit Test 7

Answer all thirty questions. There is one mark per question.

LANGUAGE

1 Rewrite these sentences with the words that follow in the active or passive.

1 The judge asked him to leave the court.

He was

2 This exposes any company to a lawsuit.

Any company

3 All the victims were paid compensation by the government.

The government

4 Attorneys are suing the companies.

Companies

5 If they could convince the court, we’d be OK.

If the court , we’d be OK.

6 The outcome will be announced later today.

The spokesperson

7 The documents had been leaked by an unknown source.

An unknown source

8 The firm had never produced any evidence.

No evidence

9 We launched the drug in 1988.

The drug .

10 Pharmaceutical firms are being attacked from all sides by their critics.
Critics

VOCABULARY

2 Complete the words in these definitions with the missing letters.

11 The _u_ _ is a group of people who evaluate evidence presented in court.
12 The _e_ _i_ _ is an official judicial decision.

13 The _e_e_ _a_ _ is the person seeking to prove his/her innocence.

14 _ee_ have to be paid to the legal representatives.

15 A _e__ _e_e__isanagreement between two parties in a lawsuit.

16 The _ _ain_i_ _ is the person who litigates.
17 A _a_ _e_is aqualified legal adviser.
3 Underline the correct verb in brackets
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18 Is it worth trying to ( reach / settle ) this lawsuit out of court?
19 The judge ( awarded / presented ) damages of a hundred thousand.

20 Do you think the court will ( rule / file ) in our favour?

21 A member of staff has ( suffered / accused ) her employer of sexual harassment.
22 We’d like you to ( provide / award ) evidence on our behalf.

23 They may decide to ( involve / impose ) even stricter penalties.

24 We’re going to ( take / make ) legal action against your client.

25 They’re ( bringing / carrying ) a lawsuit against us for negligence.

Career Skills

4 Each of these phrases for negotiating has one extra word. Write the word at the end.
26 I’ll have to think that all over.

27 That’s go out of the question!

28 To take it or leave it!
29 I’'m would prepared to offer you 10% more.
30 Here’s what we have in the mind.
Unit Test 8
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Write the word in brackets as an adjective or an adverb.
1 Domenico De Sole was (responsible) for the business end of Gucci.
2 We’ve been (aggressive) expanding the range available.
3 He’s received as many (prestigious) accolades as his competitors.
4 The sons succeeded (extreme) well in a tough market.
5 All our jewels are (fine) crafted by the world’s (fine) craftsmen.
VOCABULARY

2 Which word is the odd one out?
For example: shoes, suits, car, ties (We wear the other three.)

6 provider, supplier, purveyor, consumer

7 stores, cash, points of sale, outlets

8 demolition, renovation, revamp, improvement
9 elegant, beautiful, plain, attractive

10 strategy, minutes, plan, scheme

3 Complete 11-17 with a preposition below.
|to/on/up/f/in/from/for/ |

11 The company concentrated its core markets.

12 I referred this problem in my last letter...

13 This fall was a result a general slowing down of consumer spending.
14 Our investment resulted sustained growth.

15 We don’t just stand fine shoes and suits.

16 The brand conjures an image of luxury.

17 They benefited the change in tax laws.

4 Write in the missing words that collocate with ‘brand’.

18 Brand i is how consumers recognise it.

19 G brands can cross geographical and cultural boundaries.

20 The brand m ’s job is to establish it and increase brand a

21 Using an established brand name on a number of products is brand e

22 Overexposure can damage the exclusive appeal of | brands
CAREER SKILLS

5 Match the two halves of the phrases. Write your answer here:

23 24 25 26 27 28 29 30

23 It isn’t that your idea is bad 24 Let’s put our heads together 25  Before we start,
26 This is good - it just... 27  Let’s work... 28 I wanted to tell you...
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29 I like this idea, but it’s not what ... 30 We’re all ultimately working towards...
a) needs a few changes. b) I think you should know something. c) before anyone else does.
d) it’s just that this is clearly the best way. e) the same thing. f) we need right now.

g) on this together. h) and see what we can come up with.

Unit Test 9

Answer all thirty questions. There is one mark per question.

LANGUAGE

1 Rewrite these sentences to give emphasis using the words that follow.

1 He didn’t get the job and he lost his current job.
Not only but

2 Surveys show that our customers prefer a less formal approach.
What surveys show

3 He has problems at home. They cause his strange behaviour at work.
It is his that explain

4 You should on no account lend your money to them.
On no account

5 The markets have never risen this quickly before.
Never

6 An employee can only complain about a manager in extreme cases.
Only

VOCABULARY

Read these comments about people. Write an adjective in the box next to the description.
| intuitive / pessimistic / opinionated / flexible / analytical / greedy / ambitious |

7 ‘Well no one can say she doesn’t say what she thinks!’

8 ‘He always thinks things will go badly.’

9 ‘She really wants success — I think she’ll reach the top in the next five years.’

10 ‘I like his attitude. He’ll work late if you ask him and try any task you give him.’

11 ‘My boss just seems to know how I’m feeling and can guess if I need help.’

12 ‘They’re obsessed with money and don’t think if an investment is ethical or not.’

13 ‘The R&D department focus on detail and study things for a long time.’
Write in the missing prefix in these sentences.

14 The risk involved in buying fine art as an investment cannot be emphasised.

15 She’s lingual with French and English as her main languages.

16 Sorry, but I have something arranged that evening. Maybe another night?

17 GKN is a large national with interests in many different countries.

18 To get the best return, it’s rather wise to buy shares when they are at their highest price.
19 One problem was that our strategists estimated how long the changes would take. It took
much longer than they thought.

20 Thank you for your application. We would like to invite you to an view on the 21
November.

21 The cheque was dated to the 16™ of this month.

22 His outburst at the meeting was utterly rational.

CAREER SKILLS

Here is an extract from a meeting to plan a company anniversary party. Write in these missing phrases.
| forget about / make sure / it might / ought to / no need / job for / it’s imperative / let’s ask |

OK, hold on. (23) be useful to sum up what has been decided so far. We all agree that
(24) to find a venue immediately. (25) Susan to do that. There’s
(26) to spend more time on that now. As for live music, I’'m afraid we can

(27) having that — we can’t afford it. Can someone get prices from local catering firms?
That’s a (28) you Marco. And the next step should be to (29) the dates

82



OCHOBHASA ITPO®ECCHNOHAJIBHAS OBPA3OBATEJIBHASA ITPOI'PAMMA BBICHIEI'O OBPA3OBAHUSA -
ITPOTPAMMA MAI'UCTPATYPBI

are OK. I (30) do that urgently. We don’t want to do it while everyone’s away or
something.

Unit Test 10
Answer all thirty questions. There is one mark per question.

LANGUAGE
1 All these sentences are conditionals. Write the verb in brackets in the correct form.
1 I (see) you later if you decide to come.
2 She (buy) it if she had the money.
3 They (not/go) if they’d have known it was going to be so long.
4 If there hadn’t been those early risk-takers, this company (not/be) here now.
5 Will they invest if the price (come) down?
6 Would people use solar power if government’s (encourage) them financially?
7 I wonder if they (cut) carbon emissions if they could see the current situation.
8 If we (not/be) so reliant on oil now, we wouldn’t have to pay such high prices
for it.
9 More wind power would be used if it (b) more efficient.
VOCABULARY
2 Complete each sentence with one word from A and one from B.
A B

renewable / energy / oil / global / fossil / fuels / energies / warming / plants / fields /

solar / nuclear consumption / power
10 Some of the largest are in the Middle East but the world can’t rely
on them forever.
12 They are planning to build three more but the local people are
likely to protest.
13 We know that is a reality because the polar ice-caps are melting.
14 such as wind, hydro-electric and nuclear are the only solution as I
see it.
15 Using the of the sun is a straight forward option in many
countries.
16 If we continue using up such as coal, gas and petroleum at this
speed we won’t have any left in fifty years time.
17 Asking households to cut their is one way to help but large

industry is the real target.
3 Delete the word that cannot take the underlined prefix.

18 im partial, patient, profitable 19 in valid, plausible, significant

20 ir responsible, regular, renewable 21 non correct, negotiable, existent

22 un sustainable, economical, relative 23 il lawful, legal, literate 24 dis satisfied, loyal, reasonable
CAREER SKILLS

4 Match the questions 25-30 to the responses a-f. Write your answers here.

25 26 27 28 29 30

25 Are things going well? 26 How was it? 27 What seems to be holding things up?

28 Any idea what the problem is? 29 What’s the best way to fix this? 30Is everything going smoothly?
a There’s still no sign of the parts. b Not that good, actually. c No. I wish I knew.
d Yes, it couldn’t be better. e Get someone on to it fast. f Yes, it’s working out just as we thought.
Unit Test 11

Answer all thirty questions. There is one mark per question.

LANGUAGE

1 Underline the correct form of the word in brackets

1 Google will (receive / have received) an estimated $100 million more over the next few months.

2 When they (will decide / decide) on their final strategy, we’ll know their next move.

3 Our CEO (makes/ will be making) an announcement to the press at midday today.
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4 I (might buy / will have bought) a few shares but only if the market looks good.

5 The board say they (are not going to take / will not have taken) that chance in the current climate.
6 As soon as I (‘m finishing /‘ve finished) it, you can pick it up.

7 The markets (will / is) already (have opened / going to open) by the time they announce the

change.

VOCABULARY

2 Write in the missing prepositions.

8 The price is determined supply and demand.

9 They paid high commissions information from stock specialists.
10 He pays a percentage of his salary an investment fund.

11 Shares are sold a reduced price to favoured customers.

12 An IPO takes place when a company raises capital floating shares.

3 Replace the underlined words with the similar words or phrases below. Write the word at the end of the
sentence.

drop dead / growth /go public / outperforms / outmanoeuvre / brokerages / monopoly /
outbid

13 They are trying to use tactics to gain an advantage over us.
14 It’s quite complicated for a company to become a public limited company.

15 Google are telling Wall Street to mind its own business and are selling via public auction.

16 The new breed of entrepreneur obtains better results on his or her own.

17 More capital can be made available to ensure expansion.
18 They easily offered a higher price than us for the company.

19 The current situation allows a situation with one company controlling supplies.

20 The new approach by large companies is bad news for companies specialised in selling stocks as
they stand to gain less.
CAREER SKILLS

4 Tick answer a), b) or ¢) to complete the sentence.

21 I’d like to a few words about the company.
a) say b) tell C) express
22 Il to that later.
a) arrive b) come over c) come back
23 That me to my main message.
a) brings b) carries c) tells
24 To it in simple terms we’re losing money.
a) say b) put c¢) explain
25 In , it’s been a success.
a) instance  b) brief c) example
26 This version was made in 1995, so in other we need to update it.
a) terms b) ways c) words
27 That’s another of putting it.
a) example  b) way c) point
28 I’d like to to the next point.
a) go on b) go up c) bring
29 We’ve had problems as staff turnover.
a) so b) like c) such
30 To up our company in a few words...
a) conclude b) sum ) put

Unit Test 12
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Answer all thirty questions. There is one mark per question.

LANGUAGE

1 Complete the sentences with the appropriate form of the verbs in brackets. Some verbs may be in the
negative form.

1 As soon as they (get) here we (ask) them.
2 While we (wait), let’s (discuss) this other issue.
3 Once we (receive) their report, maybe we (be
able) to make a final decision.
4 Until she (tell) me what she wants to do, I
(can) plan next week.
5 Whenever they (launch) a new product, our sales
(go) down.
6 By the time they (decide) what to do, we (lose)
even more ground to our competitors.
7 As you (be) here, I (check) these figures with
you.
8 When they (arrive), (give) me a call, will you?
VOCABULARY
2 Underline the correct word in brackets.
9 It’s a long (standing / sitting) problem that still needs fixing.
10 The new model will cut the price (cost / tag) by leaving out the peripherals.
11 Apple is about to re-enter the (niche / mass) market of computers currently controlled by

Microsoft, Dell and others.
12 Steve Jobs isn’t happy with only being the (niche / stake) player of expensive computers.
13 Apple has a problem with its (profit / core) business.
14 If we change our suppliers, we may be able to increase our (profit / share) margins.
15 The locations were (hand / finger)—picked by a former Gap manager.
16 I’'m not worried about increasing our market (brand / share). Defending what we have is the
priority.
17 We must maintain our competitive (business / advantage) over others.
3 Write in these prepositions.
lat / in / with / to / in / at

18 I’1l have a look it this weekend. 19 What exactly do you have
mind?

20 We’re having trouble this new software.

21 You have a right know what they plan to do with your department.
22 Blackthorn have a large stake the company.

CAREER SKILLS
4 Match the two halves of the phrases for handling conflict. Write your answers here.
23 24 25 26 27 28 29
30
23 We’ll do it whether you like it... 241’m sure that won’t be... 25 Let’s keep things...
26 There’s no point in discussing this... 27 I don’t see what all the... 28 1’d like to know your...
29 I know we don’t see eye to... 30  Let’s set aside...
a) eye on this. b)in perspective. c) a problem d) any further e) fuss is about f) views on this.
g) or not. h) our differences.
Unit Test 13
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Complete sentences 1-9 with these words. Use some words more than once.
|that / these / former / such / ones / latter /
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1 I’m a microfinance manager. involves calculating the interest rates the bank

should charge on loans.

2 Some traders rely on illegal insider information. people should be arrested.

3 The bonuses only go to the hardest-working people. They are the who deserve

it.

4 He made us a million and she made nothing. The can be promoted and the
needs a meeting.

5 If I didn’t work in an environment, I’d probably do something else altogether.

6 Money, power and risk — are the things which drive many CEQO’s.

7 The success of his company: is all that matters to him.

8 They are only interested in money — not the poor in the developing world. is the

mentality of these people.

9 You see that couple over there with the champagne? Well, they’re the [ was

telling you about.

VOCABULARY

Match words 10-15 with a—f to make word partners from Unit 13.

3 Write your answers here.

10 11 12 13 14 15

10 Portofolio 11 Pension 12 Venture 13 Central 14 Developing 15 Interest
a planning b banks c capital d countries e rates f management

4 Tick answer a), b) or c).

16 You to remember that other forms of locally available credit are five times higher.
a) have b) must c) get
17 Investment banks advice to corporations.
a) get b) provide c) make
18 We have to allowances for his behaviour.
a) have b) make c) get
19 Please don’t a habit of being late.
a) make b) do c) lose
20 Microcredit banks small sums to poor people.
a) lend b) raise c) borrow
21 At 25% interest, we need to off this loan as soon as possible.
a) get b) pay c) lend
22 Commercial banks deposits and make loans to private individuals or businesses.
a) raise b) produce c) take
23 Why do you want to money to poor people in developing countries?
a) lend b) borrow c) make
24 I wanted to for a loan from the bank but my financial advisor said I should go
elsewhere.
a) deposit b) secure c) apply
CAREER SKILLS

The word all is missing in each sentence. Write it in.

25 Bearing things in mind, I think I can lend you it for the weekend.

26 We’re in this together so you may as well join us.

27 All in, it’s a good idea.

28 I think you’re right to say ‘no’, things considered

29 It’s in of our interests to write this report on your colleague.

30 After looking at sides of the argument, we can agree on one condition.
Unit Test 14

Answer all thirty questions. There is one mark per question.

LANGUAGE

1 Rewrite the two sentences as one sentence using the words given in brackets.
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1 They want to attract foreign investment. They need to employ an export manager.(in order to)
2 The survey was useful. The survey was conducted over two years.(which)
3 We interviewed ten people. We found the right person.(after)

4 They’ll agree. We only sell to them.(as long as)

5 He says language training is important. He’s cut the budget for classes.(despite)
6 We’re losing staff. We’re asking them to work longer hours for less money.(and as a result)
7 You’ve done so well. We want to give you a bonus.(since)

VOCABULARY

2 Complete with prepositions.

8 I work as a sales assistant and I report my sales manager.

9 Can we concentrate this point for the time being?

10 These regulations comply new government law.

11 It’s resulted a downturn.

12 I simply can’t relate what you’re saying.

13 How did she react what you said?

14 As a result these changes, we’ll be asking you to move jobs.

3 Change the form of these words and complete the sentences. Add prefixes and suffixes where
necessary.
literate / manipulate / decision / short-sighted / instruct / train / delegate / special / use /
manage

15 The company’s mistake was due to . They never planned for the future.
16 A well-known designed this course.

17 There are ten on the course and the is an expert
in communication skills.

18 The course uses example from classical to illustrate business problems.
19 The conference from Japan have just arrived.

20 Make up your mind! We don’t have time for any

21 The play is about and how to control people.

22 We’ve been in the training business for over twenty years.

23 This course is for computer- with a basic-working knowledge of Java.

CAREER SKILLS
4 Write the verb in brackets in the appropriate form.

24 Come on. You (have got) to do better than that.

25 We (be) all in this together.

26 This is the last chance I (give) you.

27 What I (offer) is an additional commission to whoever...
28 I (go) to let you handle this.

29 If you get the business, you (get) the bonus.

30 Would you like (take) full responsibility for this?

Unit Test 15
Answer all thirty questions. There is one mark per question.
LANGUAGE
1 Rewrite the direct speech as reported speech with the words given.
1 ‘He was here yesterday.’
She said that
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2 ‘I’m here all day.’

He said that he

3 “They’re working on it.’

They said

4 ‘I’ve been to the factory twice before.’

Bill said

5 ‘We’ll see how it goes.’

They said

6 “ Can I have a pay rise?’

He asked

7 ‘We’ll give you sole exclusivity.’
The company agreed

8 ‘I made a big mistake.’
She admitted

9 “You should take the job.’
They advised us

10 ‘Would you accept 10% more?’
They

VOCABULARY

2 Complete the sentences with the word in bold. Change the form of the word where appropriate.
Manage

11 I work as a in a supermarket.

12 consultancy is a lucrative area to get into.

13 They said I didn’t have enough experience.

Regulate

14 A new body set up by the government will monitor TV commercials
shown before 9pm.

15 There are so many rules and nowadays that it’s become really hard for
small businesses to employ people.

Consult

16 Certain accounting firms are banned from carrying out certain and legal
services.

17 The document has been prepared in with a number of leading experts
from industry and the business world.

Finance

18 I really don’t know how we’re going to be able to this new venture.
19 This is my colleague who deals with all the matters.

Strategy

20 This is something which really needs to be discussed at a level.
KNOWLEDGE

21 I really wish I’d about all this.

22 The problem is that none of us are experts in this field. We need to bring in someone really

in the area of restructuring.

CAREER SKILLS

3 Two people are discussing a member of staff. Write in the missing words below.
In short / bottom line / suggested telling / What / trying to / recommend / finally agreeing /
refusing to

A: So how did it go with Nigel?

B: (23) he wants us to do is give him more responsibility. He says he’s
been doing the job for six months and he’s ready for more of a challenge.

(24) , he’s asking us to promote him.

A: To what? Anyway, the (25) is that we don’t have any vacancies higher
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up. I (26) we keep him there another six months then review it again.

B: Well I think what he was (27) say was either promote me now or I’'ll
go.

A: Did he actually say that?

B: No, he actually (28) you that he was ready to be made a manager.

A: So in short he’s (29) stay where he is.

B: Well our conversation ended with us (30) to meet again next week. So

we have a few days to think about it...

NTOT'OBBIE TECTBI
[TpencraBisier cob0l KOHTPOJIb OCTAaTOYHBIX 3HAHWM — TIOBTOPHAasl IPOBepKa
OT/Je/TbHbIX 3HAHWM, YMEeHUN 1 HAaBBIKOB CTY/I€HTa, MOyUYeHHbBIX B X0/le 00yUeHusl.
Bpewms BeinosniHeHrss — 30-40 MUHYT.

YpogBennb Pre-Intermediate/Intermediate
Progress Test 1 (Units 1-3)

Complete all six sections. There are sixty marks in total.

SECTION 1: VOCABULARY

1 Change the form of the words in the box and complete the sentences.

For example: manage — manager, satisfied — dissatisfied
manage / satisfied / account / inform / recruit / found / represent / shop / consult / friend /
practical / respect
I’m the Marketing for a travel company.
Online is easier and faster than driving to the supermarket.
Your plan won’t work — it’s totally .
technology (IT) makes it easy to store huge amounts of data.
In Japan, employees are more of their bosses than in my country.
I work in the Finance department as an .
We’re rather with your performance I’m afraid.
I got the job through a agency.
The of our company set it up twenty years ago.
10 We use a management firm to help us with difficult decisions.
11 Your assistant always smiles and is very with visitors.
12 There’s a Sales on the phone. She wants to sell you some stationary.
Section 2: Language
2 Each sentence has one mistake. Re-write it correctly.
13 I am often work at weekends.

oAU, WN -

14 He go on holiday twice a year.

15 Currently they are visit the factory in Kyoto.

16 Now people isn’t staying with the same company for life.

17 Which department do you running?

18 Do you have many data on web users?
19 I'd like some informations on trains, please.
20 Do you have a lot work to do?
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21 How much employees work here?

22 Would you’d like a coffee?

23 Let’s me carry your bags.

24 You can open the door for me, please?

25 I could to make a copy for you.

SECTION 3: READING
3 Match these headlines to the newspaper articles below.

a CITY SKYROCKETS e PROFITS AT THE CLICK OF A BUTTON

b MOVE OVER GRANDAD f A PROBLEM OF SECURITY

c NO PRIVACY g GOOD MANNERS COST SOMETHING

d WE KNOW WHERE YOU ARE h 66% ARE LATE AND RUDE
26 We enter a site, type in a username and password and then enter private information such as
credit card numbers or bank details. But these so-called secure sites may not be the safe places we
imagine...
27 Unions today are complaining about the increase in companies using software to monitor

employees and their use of internet. This comes a month after similar debates over the growing use of
video surveillance cameras in the British workplace.

28 Prices on the stock market are going up very fast at the moment due to new confidence and
an increase in exports in the last six months...

29 Two out of three of us are bad-mannered at work with colleagues and don’t arrive on time.
A new survey of 1,000 workers says the pressure of work causes...

30 New figures show that the typical executives are younger. The average age is now 46. Ten
years ago this was 57. The report says this is partly due to more early retirements but also that more
companies employ younger people in higher positions...

31 Business etiquette is important for people who often have to build new contacts, but Julian
Morris, head of Executive Etiquette, a business consultancy which offers training to management in
‘being polite’, says most of us are not very good at it and need help...

32 The large supermarkets all report a rise this month but not only in their shops. Their online
shopping facilities account for a large percentage of the results as more customers want to shop from the
comfort of their own home...

33 Cameras that can see through walls? Satellites which recognise objects a metre across?
Tracking chips on people? Is this something from James Bond or Science Fiction? It could be the future
as engineers are now developing this technology...

SECTION 4: CAREER SKILLS

4 Underline the correct word in italics.

: Hello Jane. Can I (34)meet / introduce you to my colleague? (35)It / This is Gianni.

: Sorry, I didn’t (36)catch / check your name.

: Gianni. My name’s Gianni.

: (37)Please / Pleased to meet you Gianni. (38)Who / What do you work for?

: Altex. We provide web design services.

: Did you (39)say / mean Altex?

: Yes. That’s right. Do you know my company?

: Yes, I do. What do you (40)do / make there?

: My main role is to meet clients and discuss new projects.

: (41)Do / Would you like (42) to join / joining Gianni and me for lunch Jane?

: (43)It / That would be very nice. Thank you.

FPOTOTOTOT >

™
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SECTION 5: WRITING
5 Complete the email below with these phrases.

we also believe / I’m writing to tell / we look forward
we would like to / please consider / we would also like / we think

Dear George
(44)
Manager to Mexico. (46)
have experience as Export Manager to North America. (47)

you that (45)

offer you the job of Export
you are the right person for this job because you already

your success in

the US and Canada can be continued in Mexico. Finally, (48)

intensive language training in Spanish.

(49) our offer and write back to us by the end of the week.
(50) to hearing from you.

Best regards

SECTION 6: LISTENING

Track 2

you to take

6 Listen to Bob presenting some information and complete the notes below. Listen twice.

Speaker: Bob
Weekly Statistics Report for (51)

Number of (52) : 4,542

That’s a lot more than (53)

Average (54) per session: 1.5 minutes
Average number of (55) per person: 2.7
Both these figures are (56)

(57) page: 2,430

(58) page: 1,395

Traffic by (59)

North Americans: 57%

(60) :31%

Progress Test 2 (Units 4-6)
Complete all six sections. There are seventy marks in total.
SECTION 1: VOCABULARY
1 Write in the words below in sentences 1-7.

Iimage / investment / house / campaign / budget / market / labels

We need to define our target
Brand is the opinion people have about a brand.

Their new advertising

uses a famous actor.

Haute couture is the fashion

’s loss leader.

I only wear designer

from Italy.

NOYULh, WN -

We’re on a very tight

What do you think the return on our

will be?
so don’t spend too much.

2 Match the two halves of the sentences. Write your answers here:

8 9 10 11 12 13

14 15

8 He set

9 The European Space Agency launched
10 I’d like to borrow

11 We’ll have to

12 We didn’t make

13 You always take

14 The bank won’t lend

15 I think this new product can beat

a its second satellite to Venus last night.
b money to start a new business.

c raise the money somehow.

d me the money.

e up the company in 1981.

f the competition.

g a profit for the second month in a row.

h risks in business.

SECTION 2: LANGUAGE

3 Change the word in brackets (if necessary) to complete the sentences.
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16 The most (success) brand in the world is Coca-cola.

17 Paris has the (big) number of talented designers.

18 It’s (easy) to use the lift than the stairs.

19 Flying is (cheap) than it was twenty years ago.

20 Money isn’t as (important) as happiness.

21 After having moved to Los Angeles, I (rent) an apartment in the centre.
22 In 2003 she (sell) over three thousand units.

23 The warehouse said they (not, have) any in stock.

24 When (you, arrive) in Barcelona? Was it yesterday or the day before?
25 Ted Foster hopes that he might (be) the first person to send tourists to the
moon.

26 Most people (not, will) be interested because it’s too expensive.

SECTION 3: READING
4 These sentences are missing from these tips for new businesses. Decide where they best fit.
a And not just for one day b Don’t give up — learn from them.
C Try your local bank, for example. D Use their expertise. E It can’t only be about profit.
f But most of all have fun g Who are they?
A good idea
A good business begins with a good idea. (27) . When you
wake up the next morning, it must still be a great idea!
Investment
[f you don’t have the money to start up your great idea or you don’t want to sell your house,
there are a number of places to start. (28)
Contacts
See anything and anyone as an opportunity. Talk to friends and family about your idea.
Talk to your potential suppliers. (29)
The competition
(30) What do they do well? What can you do differently? Find
out everything about them.
Problems
All businesses have problems and they don’t disappear as you get bigger.
(31) Find out why they happened and deal with them better next
time.
Passion
For a successful business you need to care about the idea. (32)
As one entrepreneur says. ‘Feel passionate about what you’re doing.
(33) J
SECTION 4: CAREER SKILLS
5 Someone at work is talking about a new office desk. Complete their description with the phrases in the
box.
lAfter checking / To begin / lots of / my opinion / Then see / ideal for / made of / use it |
In (34) it’s quite stylish because it’s (35) good
quality wood. And it’s (36) this office because it’s small. You can
(37) for your PC or laptop and it’s got (38) space for books
and papers. You assemble it yourself. (39) with, read the instructions.
(40) if you have all the parts. (41) , you can put it up.
SECTION 5: WRITING
6 Write a memo to the senior management of VW about this car:
- Project name: K2
- Large, stylish executive car.
- For business people and also for families.
- Excellent technology with lots of electronic devices
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- Price range: 60,000-105,000 euros
- Target age group: People over forty
7 Recommend this product for development and say why. Complete the memo below.

(42) To: Senior

(43) Subject:

(44) We think that this car

(45)  Firstly, it is suitable for

(46)  Secondly, it’s also ideal for

(47) It looks

(48) and contains

(49) We think it will sell for

(50) It may also be attractive to people

SECTION 6: LISTENING
Track 3
8 Alan Martin is talking about how to set up a business. Are these statements True (T) or False (F)?
Listen twice.
51 Alan tells people it’s a good idea to start a new business. ()
52 Only 20% of new businesses succeed. ()
53 Businesses fail because people don’t work hard enough. ()
54 It’s a good idea to find out more about what the market wants. ()
55 Find out if people want your product or service and also if other companies also offer it. ()
56 A business plan helps to get money for the new business. ()
57 The plan will include your adverts. ()
58 The plan also needs to show you know how to manage the company. ()
59 The most important thing is to have lots of different customers. ()
60 A successful business will have customers who always buy from you. ()
Progress Test 3 (Units 7-9)
Complete all six sections. There are sixty marks in total.
SECTION 1: VOCABULARY
1 Underline the correct word in brackets.

1 They set (out / down / up) a new division to deal with overseas trade.
2 I went to the shop but it’s sold (off / out / in) of coffee.
3 Your children are really growing (out / off / up), aren’t they?
4 I’m sorry but the water has run (out / off / along) in this machine.
5 His father built (on / over / up) the company from nothing.
6 Human Resources say we need to take (on / off / up) ten new staff.
7 She’s looking (up / for / out) a new position.
8 It could take five years to pay (into / off / by) this personal loan.
2 Tick the correct word from a, b or c.
9 The road into Dubai are excellent.
a) building b) links c) works
10 Ilive in an apartment .
a) flat b) office c) block
11 The country enjoys a strong .
a) economy b) inflation ¢) infrastructure
12 Our main problem is low .
a) taxation b) unemployment c) wages
13 My son is on a work in the USA for three weeks.
a) placement b) apprenticeship c) scheme
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14 We could the job ad on the Internet.
a) search b) post c) supply

15 The new strategy is to consumers over Sixty.
a) worth b) target c) aim

16 High- executives might be interested in this type of luxury product.
a) consuming b) outgoing C) earning

SECTION 2: LANGUAGE

3 There is an extra word in each sentence. Cross it out and then write it at the end.
17 I’m busy at the moment so I’ll try going to call her back this afternoon.

18 They are going to opening the new hotel later today.

19 We’re will leaving at nine tomorrow morning.

20 The company is going to being expand operations into South America.

21 To check that your application form is filled in correctly before you send it.
22 Pass to me that book please.

23 If anyone isn’t sure, just you ask for help.

24 Do not don’t enter.

SECTION 3: READING

4 Read this extract from an article on business travel.
The art of travelling light
There are so many limits to travel now such as your luggage must not be over a certain
weight or you’re only allowed to carry one carry-on. But it’s strange that any of us need any
luggage at all these days. The other week I learned just how little I had to carry when I
visited New York on business but the airline sent my bag to Atlanta. My first reaction was
‘Disaster!” How will I manage? I have to have a change of clothes. What will I do without
my file of papers for a meeting?
Well, my hotel provided soap, toothbrush, towels and shampoo. I had to use the hotel’s
overnight cleaning service but it meant I didn’t need to bring a change of clothes. And all
my papers were on my laptop. So apart from the advice that you should take your laptop —
or preferred piece of technology — on board here’s my complete list of what you shouldn’t
bother with on your next trip...

5 According to the article are these statements are true (T) or false (F)?

25 Airlines say your luggage doesn’t have to be over the weight limit. ()

26 You must carry one bag onto the plane. ()

27 The writer thinks we don’t need to take luggage. ()

28 He was allowed to use the hotel cleaning service. ()

29 It isn’t necessary to have a change of clothes. ()

30 It’s a good idea to take your laptop on the plane. ()

SECTION 4: CAREER SKILLS

6 Three people are discussing job applications for the post of Sales Representative. Complete each

missing phrases with the pairs of words. See the example.
not + about / don’t + when / think—first / remember + check
how + interviewing / like + idea / essential + choose / perhaps + could
could + difficult / may + better / idea + have / need + make

A: OK. We have six applicants for the job. I _think the _first thing to say is that it’s

(31) we someone who is enthusiastic. The last person wasn’t very outgoing
and we (32) to sure that the new Sales Rep is completely the opposite.

B: You’re right but I'm (33) sure the candidates we have at the moment. We
also need someone who’s punctual. It’s a good

(34) to someone creative but sometimes people like that are also difficult to
work with. (35) forget Barry worked for us!

A: Barry! Yes, we don’t want someone like that again. So we need to

(36) to all that at the interviews.
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C: (37) about
A:1(38) that
C: Yes, (39) we

the candidates all together?
. You mean all six in the same room.
give them a problem to solve together.

B: Brilliant! Then we can see if they have good communication skills.

A: 1t (40) be
groups of three?
B: That’s a good idea. And it (41) be

to see with six of them at the same time. Why not have two

to have individual interviews

afterwards. Then we’ll get a really good overall picture of them...

SECTION 5: WRITING

7 Write an email to your colleague at Head Office and explain the plan for a visit to Germany. Use the

notes below and complete the email that follows.

Monday 5%

- Arrive at Dresden factory, 9.30am

- Meet head of production, 10.30

- Lunch with Managing Director, 12.30

- Stay at Metropole Hotel

Tuesday 6™

- Meeting with Sales Representative, Leipzig Offices, 10am
- Taxi to airport, flight at 15.55

Dear Eva
42 I’'m writing to tell

43 On Monday

44 at the Dresden Factory

45 After meeting the Head of

46 I’'m

at 12.30

47 In the evening I

48 The next day, there’s

at 10am.

49 We’ll finish at lunch so

50 My flight
See you on Wednesday!
SECTION 6: LISTENING
Track 4

Listen to a property agent talking at a seminar. Complete the notes on his talk below. Listen twice.

to the airport.
at 15.55.

The (51) key elements for locating an office:
- Infrastructure:
Do you have good (52)

communications?

Are you near to an (53)

?

- Living Environment:

The location needs to be an (54)
and not too (55)

place to live

- Business Environment:
Choose a place with a growing (56)

'Which town did Whiterose choose?
Exeter:

- Attractive environment

- Poor communications and transport
Swindon:

- Excellent (57)

and near to Heathrow
not service sector

- Business environment is mainly (58)
Luton:
- Growing economy
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- Not as attractive but (59) to London
- Good communications with the (60) and internationally

Progress Test 4 (Units 10-12)
Complete all six sections. There are sixty marks in total.
SECTION 1: VOCABULARY
1 Underline the correct verb in italics.
When you set / pay the price, it’s important to have a strategy.
A lower price may increase sales but it will also reduce / slow the profit margin
The company may have to cut / borrow its costs to survive this recession.
When people tell / stretch the truth they may commit insurance fraud.
The government’s policy has pushed up / risen the cost of living.
We’ve decided to go up / put up our prices.
I’d like to make / say a complaint about one of your staff.
Sorry, but can you handle / deal with this claim?
Let’s offer / pay back them a refund.
10 Your insurance policy only covers / receives you for theft.
11 British companies don’t spend / pay much on service.
SECTION 2: LANGUAGE
2 Complete these sentences with the correct form of the verb in brackets.

CoOoONAOOTUTRA, WN -

12 You won’t believe it! My car (steal).

13 the cost of living (drop) recently?

14 If you require further information, one of our telephone operators (be) happy to
assist you.

15 In recent years, we (cut) the workforce by two hundred.

16 When you (leave) your last job?

17 Inflation (rise) by 0.3% again last month.

18 There’s an additional charge, if you (fail) to pay by the due date.

19 If we (not, go) out tonight, I’ll give you a ring.

20 Did you hear that the Managing Director (fire)?

21 Over twelve days a year (take) off for sickness last year.

22 Your application (consider) and we will contact you in the next few weeks.
23 If you pay within 5 days, you (receive) a discount.

24 Last year, we (lose) our best manager.

25 Motorists (benefit) from cheaper petrol prices in the last six months.

SECTION 3: READING
3 Read parts of a website offering different financial services. Write the missing words (below) in the
titles.
|Mot0r / Home / Pension / Travel / Financial / Commercial / Life |
26 insurance.
To protect business owners from losses, including injured employees and damage to property.
27 insurance
This can include delays or cancellations, loss of luggage and medical cover worth up to $1,000,000.
28 advisory service
We are pleased to introduce a new service for customers. Our online advisers will respond to your
enquiries within 24 hours and offer independent advice on investments and planning.
29 insurance
Are you covered in the event of a death? Will your family have the money they need?
30 insurance
Click here to protect yourself against fire and theft and accidental collision.
31 services
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Do you want to retire early? Or perhaps you’d like to live as comfortably in the future as you do now.
Find out more about how to start investing for later life.

32 insurance

This covers fire, weather-related damage and other losses. The policy also covers labour costs, materials
and services for repairs.

SECTION 4: CAREER SKILLS

4 Match the two halves of the phrases and sentences below. Write your answers here:
33__34___35___36___37___38__39___40

33 There are two possibilities. You can... 34 If you sell now... 35  It’s better...
36 The fact is more people are buying... 37 My view is we should wait...

38 On the one hand we’ll make more if we wait... 39 I understand your point...
40 You have to consider...

a) so the price is rising. b) it will mean you might not benefit later.

c) the possibility that the price may fall. d) if you buy low and sell high.

e) but on the other we need money now. f) but we need to remember that the price will rise.

g) either sell now or wait and see if the market improves. h) because I think the price will still rise.
Section 5: Writing

5 You are a manager for a supermarket chain. Recently you have received this feedback from different
customers.

“Your staff gave me the wrong information.’

‘I don’t think your staff know anything about the products.’

‘I asked someone but he wasn’t interested.’

‘She was very impolite when I complained about the product.’

‘I had to wait while two members of your staff were busy talking.’

6 Complete the report below for your Directors. Describe the feedback. Suggest two options to help and
suggest the best solution.

To: The Directors

From: The manager

Subject: Improving customer service.

41 I have recently received
42 One customer said that staff

43 Another customer also thought that staff knew
44 In one case a member of staff wasn’t

45 When someone complained about a product the staff member
46 And finally, a customer complained because
47 I think the problem is that
48 We could either

49 or we could

50 I think the best solution is to

SECTION 6: LISTENING

Track 5

7 Listen and complete these guidelines for Customer Service Staff. Listen twice.

The Ten Rules of Customer Service

51 Always be and helpful at all times.

52 Try to things from the customer’s point of view.

53 Even if the customer is angry, calm

54 Even if you didn’t make the mistake, still try to the problem.

55 When the customer explains, carefully and check you’ve understood.
56 If the customer doesn’t demand action, then a solution.

57 If you can’t do what the customer would like, what you can do.

58 Don’t say ‘I might’. Say ° ’

59 Remember that you won’t always a solution.
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60 Do your

Progress Test 5 (Units 13-15)
Complete all seven sections. There are seventy marks in total.
SECTION 1: VOCABULARY
1 Write in the missing preposition.
There’s been a delay the delivery of the components.
The shortage staff at work is really causing pressure.
Our new just- -time production has made things quicker.
We must finish this meeting eleven at the latest.
Sorry, but we’re running of time.
We look forward hearing from you.
Our department has just taken 30 new staff.

NOOUT R WN -

2 Read the extract from a report on improving a business. Change the form of the word in brackets to

complete it.

'We would like to propose a number of (8) (recommend) to improve the
(9) (efficient) of your company. With regard to office space, you could
reduce the space needed for your (10) (administrate) staff with a
system of open plan offices. This would then provide space for your sales staff. In the
factory, (11) (product) could be increased through a better system of
supply and storage. The (12) (deliver) company should bring components
to the factory several times a day and these can be taken to the (13)
(assemble)-line at the moment they are needed. Supplies should be ordered
(14) (electronic) by computer rather than having an
(15) (employ) enter an order manually.

SECTION 2: LANGUAGE

3 Decide if the sentences are correct (C) or incorrect (I). Correct the incorrect sentences.
16 Orders quickly are sent out to customers. ()

17 Models are frequently updated. ()

18 I usually get up at six for work. ()

19 It’s been a very successfully project. ()

20 What would you do if you have to take a pay cut? ()

21 If you did my job, you’d see things differently. ()

22 If you do exercise every day, you’ll were much more creative. ()
23 We’d be able to invest more if we would had more money. ()

24 In the old days, people worked longer hours. ()

25 He has been here yesterday. ()

26 They’ve been with the company for over twenty five years. ()
27 Jack Welsh has taken over as CEO of GE in 1981. ()

SECTION 3: READING

4 Read a worker describing his working practices

Are you an efficient worker?

‘T usually work between nine and five and I try not to work longer hours. I think if you
work efficiently you can do your job in your normal working hours. Sometimes I might
work on Saturday morning but only if there’s a problem or something.

[ soon discovered that at work you should prioritise. So I make a list and do jobs that my
boss wants done straight away or if I know someone is waiting for me.

The most boring part of my job is reading reports. I read each one in detail and it’s really
frustrating when you read a report which isn’t relevant or has lots of unnecessary
information.

A lot of my work is with other people and we regularly have team meetings to discuss plans
and make suggestions.
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I like an organised desk where I can find things. On Friday I make sure that I clear up so
that on Monday I can start again.
[’ve been working for my company for twenty years and this way of doing things has
always worked well.’

5 Sentences 28-33 are from a checklist entitled ‘Do you work efficiently?’ Decide if the worker in the

article answers ‘Yes’ (Y) or ‘No’ (N) to the sentences.

28 I usually work a certain number of hours a day. Y /N

29 I deal with important tasks immediately. Y / N

30 I skim read texts before I decide to read them in detail. Y / N

31 I share useful ideas with colleagues. Y /N

32 My work place is always tidy. Y / N

33 I regularly review my way of working. Y /N

SECTION 4: CAREER SKILLS

6 Three people are discussing a problem. Write in the missing phrases.
'We don’t have / That could be / What we really / Could we quickly / Can I ask / What if we
Would it help / What exactly has / What else could / No, that wouldn’t / If we did

A: OK. (34) much time. (35) talk about
the problem with the brochures? (36) happened?

B: We printed two million copies but there’s a mistake on the telephone number. So customers will
ring the wrong number. (37) want to do is reprint them all.

A: (38) work. My boss would never agree.

(39) we do?

C: (40) if we sacked the person responsible?

A: Not really.

B: 41) print labels with the correct number on?

A: (42) a solution.

C: We need to be quick. The brochures have to be sent out by the end of next week at the latest.

B: (43) that, we’d need to print them and have time to stick them on.

A: That’s the best idea. Let’s do that. OK. It’s time to finish. (44) you two to

organise that?

SECTION 5: WRITING

7 Rewrite two sentences as one sentence using the phrase in brackets.
45 The meeting will have to start late. They’re late (because)

46 I’m working late. I have to finish this report. (because of)

47 We’re opening late. Customers can shop after work. (so that)

48 She’s leaving the company. She wants to set up her own business. (in order to)
49 It’s too expensive. We won’t have open plan offices. (which means)
50 They won’t recruit internally. They will recruit externally. (decided not to...but to...)

SECTION 6: LISTENING

Track 6

PART 1

8 Listen to the first person talking about motivation and answer the questions. Listen twice.
51 What two things motivate some people?

52 What two things are others motivated by?

53 What are most people motivated by?

54 What must a manager do to get the best from staff?
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55 If people feel they can do a job well, what do they get?

PART 2

9 Listen to another person talking about motivation.

Are these statements True (T) or False (F)? Listen twice.

56 There are four Cs. ()

57 To feel connected, a person needs to understand their role. ()
58 A satisfied worker needs to enjoy the job. ()

59 Computer systems have made workers demotivated. ()

60 Management and staff work well together in a warm climate. ()

Yposenn Upper-Intermediate/Advanced
Progress Test 1 (Units 1-3)
Complete all six sections. There are sixty marks in total.
SECTION 1: VOCABULARY
Write the missing words below in sentences 1-10.
himetable / budget / merger / schedule / expenses / bid / contractor / glitches / updates / rules|

1 It makes a change to see a project that’s ahead of .

2 According to the the talk is at three on Tuesday, not today.

3 The whole thing is already over and we’re only half way through.
4 Here’s my claim. Can you pay me it today?

5 They’ve put in a very high for the company.

6 Euphoria sweeps the stock markets when two companies announce a

7 I’d like regular weekly please so I know what’s going on.

8 We’ve been appointed as the lead for the construction of a new
railway system.

9 Before we begin I want to establish some ground for our discussion.
10 There have been one or two minor but nothing serious. It’1l be

finished on time.
SECTION 2: LANGUAGE
Tick answer a, b or ¢ to complete these sentences.

11 Even recently, many companies to take advantage of the Internet.
a) failed b) have failed c¢) will have failed
12 I think that by 2050, Chinese or Spanish overtaken English as the language of
business.
a) has b) will be c¢) will have
13 It’s a strategy which regularly to be wrong.
a) proves b) has proved ¢) had proved
14 Currently, company bosses to follow their instincts even more.
a) began b) begin c) are beginning
15 whole project is being run by BAA
a) the b) a C) an
16 The T5 Agreement is biggest novelty.
a)a b) the C) an
17 He hasn’t left the number for me. He forgotten it.
a) must be b) should have ¢) must have
18 Most companies have men in top positions. I think companies learn to change the
culture.
a) might b) should be c) should
19 She was busy all week so she time to plan this.
a) should have had b) can’t have had c) can’t have
20 The employees be happy about this new pay cut.
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a) mustn’t b) can’t c) can’t have
SECTION 3: READING
Match these headlines to the first sentences from different news articles.
21 22 23 24 25 26 27 28
29 30
21 SPRING IN THEIR STEPS
22 GIANTS TO MERGE
23 DOTCOM BOOM OR BUST
24 IT°S FINALLY UP AND AWAY
25 CORNER CUTTING COSTS IN THE END
26 AVERAGE WORKER ONLY MANAGES SHORT STINT AT WORK
27 PROTESTERS OCCUPY CRANE
28 TUNNEL COMPLETED ON SCHEDULE
29 GOVERNMENT SCEPTICS SILENCED
30 MINISTERS SEEK COMMON GOALS

a) A new survey highlights how most employees don’t view a job as something for life with most
having taken at least three different posts by the time they are thirty...

b) The markets were rocked with the latest news that a new joint venture threatens to take over and
control the telecommunications market in the UK.

) On time and on budget — that was the happy news from the construction company responsible
for...

d) After years of discussions and negotiation, BAA at last launched the news last night of a project to

build Heathrow airport’s fifth terminal which will host over 30  million passengers a year taking off
around the world

e) March and April has seen more and more company bosses looking happier after a long period of
recession with news that inflation is down and investment is on the increase.

f) After the collapse of many internet-based companies in the late nineties, many observers are
surprised to see companies in the twenty first century still pursuing the e-commerce dream...

g) An investigation into the construction of a government building leading to overspending and
mismanagement was, the commission reported, the result of choosing cheap offers and lack of monitoring
to avoid expenses...

h) A new sense of unity was the theme of an EU meeting with leaders on all sides agreeing to put
past differences aside and work as a team to find solutions to the key problems facing Europe over the
next twenty years...

i) Police ended the three-day siege on a construction site by campaigners against the building of a
new runway at an airport last night...
j) Even its biggest critics couldn’t find anything to say this week, when the President announced tax

cuts which were welcomed by most members of the public and business...
SECTION 4: CAREER SKILLS
Write the missing prepositions in these phrases.

31 I work Digital France...

32 When can we set a meeting?

33 What do you think the speaker?

34 How much are you budgeting ?

35 What will you need the way of resources?

36 When do I have to get this by?

37 We’re definitely moving the right direction.
38 Let’s look ways of getting round this problem.
39 I’m confident you’ll get it done time.

40 Go . I’'m listening.

SECTION 5: WRITING (41-50)
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Write an email to your line manager to confirm the details of a course you are organising for managers.

Use the notes given below and complete the email. There are 2marks per sentence.

- course on ‘ how to run effective meetings’

- send managers the course details by the 25" May

- send out needs analysis forms with details (for return on 10® June)

- book the trainer (who should we ask?)

- book the course dates and the training room (is the 20th-23" June OK? )

Dear Piotr
(41/2) I am writing to confirm details of

(43/4) First of all

(45/6) We also need to

(47/8)With regard to the trainer I was wondering

(49/50) Finally,

SECTION 6: LISTENING
Track 2

Read the guidelines below. Listen to a talk and complete the guidelines. Listen twice.

GUIDELINES FOR PROJECT MANAGERS

Initiating

When setting up the project ask yourself two questions:
- Is the project (51) ?
- Will it add (52) ?
Planning

Make sure you do the following things:

- Allocate (53)
- Forecast costs

- Prepare a (54) and time schedule
- Evaluate the (55)
- Select the (56)
Executing
Make sure you’ve thought through the (57) and developed
contingency (58) .

Delivery
Deliver the project on (59) and within the (60)

Progress Test 2 (Units 4-6)
Complete all six sections. There are sixty marks in total.
SECTION 1: VOCABULARY
1 Match words from A and B and complete sentences 1-8.

A B
product / growth / public / product / campaign / technology / relations / margins /
advertising / chief / publicity / profit market / placements / demonstrations /
material
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1 Our next will be the most expensive yet with two
famous actors appearing and coverage on TV and in magazines.
2 A CTO, or officer, is the manager with the most
authority concerning technology.
3 We organise weekly, live of our new range in shops
for the general public.
4 Asa officer, it’s my job to talk to the press and
attend to conferences to network with the industry.
5 A recent James Bond movie had, reportedly, over one hundred

including cars, watches and bikinis. I only noticed two though.
6 With an increasing number of manufacturers chasing fewer customers, many companies have
dropped their prices and seen shrink.
7 For the last ten years, telecommunications have been seen as the

. No other area has seen the same continuing demand.
8 I hate all the that comes through my letter box every

day. I never read it!
2 Write in the missing vowels in these collocations.

9 What we aim to do is for the new posters to pr_j_ctan _m_g_of youth and vitality.

10 This TV commercial will t_rg_t the over-sixties _ _d_ _nc_

11 Can we r_n the _dv_rt in your paper over two weeks?

12 Ronaldo has agreed to _nd_rs_ the pr_d_ct at every match for the next two years.

13 It’s quicker to s_lv_ pr_bl_ms now that managers can analyse developments in real time.

SECTION 2: LANGUAGE

3 Delete the extra word in each sentence.

14 You don’t know what caused the crash, do you not?

15 Did were you satisfied with the remuneration package you received?
16 How much briefed were you about the presentations you attended?

17 Are you getting what do you need?

18 The talk, which will still begin at three, that is now in the Savoy room.

19 Nanotechnology, which who was invented by Eric Drexler, is the next great change affecting
everyone’s lives.

20 The new generation of phones, which offering even more features, will cost only a little more.
21 We expect market share to keeping grow steadily this year.

22 It’s a highly effective way of to reaching a new type of customer.

SECTION 3: READING
4 Parts of sentences a-j below are missing from the text about new products. Write in the letter to
complete the description.

a) Always keen to keep one foot forward

b) Now that’s future planning

) which are being installed as part of a pilot project

d) Meanwhile

e) Spring is the season of motor shows

f) as well as its obvious portability

g) but travelling at a maximum forty kilometres per hour
h) However

i) to changing weather conditions

i) And finally
ROUND-UP OF THE LATEST IN GADGETS AND TECHNOLOGY
This week saw the introduction of new machines in hotel lobbies and public places. The
machines, (23) , dispense cigarette lighter sized hard drives containing
digital recordings of films, which are easy to upload onto a computer and watch in the
comfort of your room.

103



OCHOBHASA ITPO®ECCHNOHAJIBHAS OBPA3OBATEJIBHASA ITPOI'PAMMA BBICHIEI'O OBPA3OBAHUSA -
ITPOTPAMMA MAI'UCTPATYPBI

(24) , Adidas continues to work on a new battery-powered shoe which is
being designed to react, with the help of a microprocessor and electric motor,

(25) .
(26) , the latest race to create a digital pen is being fought with one
from Microsoft which has the flexibility to write on paper as well as electronic documents.
One of the many key benefits to users, (27) , will be its ability to
upload pen-written documents directly onto their computers.

(28) . And the first of many opened in Tokyo with green issues taking
centre stage. Car companies looking to the future demands of a more environmentally-
minded customer presented a variety of new prototype engines. One of the latest on display
combined enhanced fuel efficiency with electric power, (29) it still has
a long way to go!

(30) , mobile phones — as always — continue to lead the way in gadgetry.
Virtually the moment a new mobile phone hits the market it becomes outdated with what
follows. (31) , a new model includes extra buttons that do nothing — yet.
The idea is that future downloads will be available to increase the abilities of the phone and
make use of the dormant keys. (32) !

SECTION 4: CAREER SKILLS
5 Two people are discussing a project and a problem with a member of staff. Write in these missing verbs
in the appropriate form.

lapproach / make / cut / arrange / know / turn out / involve / move on / happen / get on |

A Guess what (33) next? He rang up and said he wasn’t coming after all. At
that very moment his wife is on the other phone asking to speak to him. So it (34)

he wasn’t at work that day and he wasn’t at home. Anyway to (35) a long story
short it’s the third time he’s been off this month. So I have two problems. The project

(36) someone with expertise in this type of software which he has, but I obviously
can’t rely on him. And the second problem is how to (37) the problem of his
absences.

B: How about (38) to meet him when he’s back? Say to him: ‘Don’t you
realise how important this project is?’ Maybe there’s something wrong at home.

A: OK. I’ll try that. But do you (39) who I could ask for help with the software
instead of him.

B: Probably the best way is to (40) to IT and see if they have anyone they
recommend. Can you (41) that a priority?

A: Sure.

B: OK. Shall we (42) to the next question of the budget?

SECTION 5: WRITING

6 A member of the Human Resources Department has written a letter to accompany a questionnaire being
sent to all executives returning from overseas assignments. The letter has been written too informally. Re-
write the sentences to be more formal. See the first example. There are 2 marks per sentence.

Hi there!

Dear Colleague

(43/44) 1t’s about your trip abroad.

(45/46) It would be good if you’d fill in the questionnaire with this letter.

(47/48) We want the information to help with future similar assignments.

(49/50) Return the questionnaire by Friday 3.

(51/52) Thanks. I can’t wait to get your replies.
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SECTION 6: LISTENING

Track 3

7 Read these statements. Listen and mark the statements true (T) or false (F) according to the speaker.
Listen twice.

53 Business intelligence is a legal way to get information about something, for example a business or
another competitor. ( )

54 Industrial espionage is when you steal information electronically. ( )

55 Businesses can protect their information in two ways. ( )

56 Sometimes companies don’t even know if the information has been taken, in the case of
information systems. ( )

57 The speaker advises companies to not trust employees. ( )

58 The speaker thinks companies have good reason to watch the activities of their employees.
)

59 In one case, the speaker installed electronic devices to record employees’ conversations and to
monitor their meetings. ( )

60 The full security review didn’t take place during the week because too many people would be in
the office. ( )

Progress Test 3 (Units 7-9)
Complete all six sections. There are sixty marks in total.
SECTION 1: VOCABULARY
1 Complete each sentence (1-7) with one of the verbs and one of the nouns.
VERBS: make, believe, take, got, prove, reach, overemphasise, be
NOUNS: settlement, accusations, risk, deal, action, innocence, importance

1 I think we’ve finally a and can sign an agreement
tomorrow.

2 Either we settle out of court or we legal

3 Let’s try to a and avoid a lawsuit.

4 He’ll all sorts of against you once the trial starts.
5 Do you think you can your to the jury?

6 I really in the of protecting our brand.

7 I can’t the to you. You could lose everything.

2 Write in the missing prefixes or suffixes.

8 The defend is the person on trial in a court.

9 This new office desk is a huge improve on my last one!

10 Trade on the stock market were in a buoyant mood today.

11 We’re a large national with interests all over the world.

12 Don’t estimate the power of the media. One bad news report and a company can close
tomorrow.

13 Our appointment was arranged months ago.

SECTION 2: LANGUAGE
3 Underline the correct word(s).
14 Our shares and bonds (was / were) hit hard by the collapse.

15 The problem (caused / was caused) as a result of a massive blunder.

16 The courts (might be convinced / might convince) if we can provide strong evidence.

17 The value of their shares (made/was made) everyone start to sell.

18 He was solely (responsible/responsibility) for the brand’s success.

19 It was one of the (greater/greatest) performances I’ve seen this year.

20 Our market has been much more (aggressive/aggressively) since we brought in an agency.
21 Ordering is run (central/centrally) from our distribution centre in the midlands.

22 On no account (should you/you should) tell anyone what we’ve discussed today.

23 (Not only/What) did he lose all the money, but he also ended up in prison.
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SECTION 3: READING
4 There are twelve sentences below that make three different texts. Match the sentences from the same
reading and put them in the correct order. Write your answers here:

First text:

24 25 26 27

Second text:

28 29 30 31

Third text:

32 33 34 35

a) So any business planning on expanding overseas needs to look after its image
b) The activities of all companies are subject to national and international laws,
) which means they are recognisable both at home and abroad.

d) though it’s also important to remember that they will also want a return.

e) Every business starts out needing investment

f) though in many cases such lawsuits are finally settled out of court.

g) Global brands are able to cross cultural boundaries

h) and may even employ a manager whose job it is to take care of it.

i) which means that they might need to approach venture capitalists.

j) These are people who will risk supporting the company financially

k) Any businesses can be sued if they fail to respect their obligations

) which set down the rules under which they may operate at home and abroad.

SECTION 4: CAREER SKILLS
5 Write in the missing prepositions.

36 That’s of the question.

37 I’ll have to think that .

38 Let’s work this together.

39 We’re all working the same thing.
40 Forget that.

SECTION 5: WRITING

6 At a recent meeting, the project team brainstormed the following ideas for setting up a new ethical fund:

— establish a list of ethical companies to propose to clients

— hold press conference about our new socially responsible investment product

— come up with criteria to evaluate companies according to financial, social and environmental

performance

7 Write up these ideas into the memo below for managers. Add in any extra information such as times

and dates and invite any interested managers to the next meeting. There are two marks per sentence.
(41) To:
From: The project team
Subject: Plan of action for new service.
(42/43) Further to our meeting to

here is a report on what was decided:
(44) First of all, it was decided

(45) Secondly, it was also

(46) Finally, the team planned

(47/48) The next meeting to finalise the criteria will be held

(49/50) Please note that any managers who are interested in contributing
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|We look forward to seeing you there. |
SECTION 6: LISTENING
Track 4
8 Read the questions below and listen to an interview with a manager. Answer the questions with short
answers. Listen twice.
51 What was the manager’s old job?

52 What does a company need to separate and distinguish itself from all others?

53 When you have a face, what do you own?

54 Corporate or brand identity should be a visual statement about who and what the company is and
what else?

55 What is the key contributor?

56 If there aren’t competitors in the market, what might not matter?

57 What are three things that might be checked in a visual audit?

58 Is the company name more or less important than the brands they sell?

59 What don’t people remember when buying products?

60 If a company does something wrong, what is affected?

Progress Test 4 (Units 10-12)
Complete all six sections. There are sixty marks in total.
SECTION 1: VOCABULARY
1 Which word does not collocate with the underlined word? Delete it.
1 power cut, field, plant
2 grid, nuclear, renewable, energy
3 stock exchange, market, bank
4 distribution, scale, computer network
5 ail field, policy, refinery
6 pollution, petroleum, oil reserves
2 Underline the correct word in brackets.
7 Let’s go (on / in / up) to my next point.
8 We’ve been having trouble (with / from / at) this new software.
9 They’ve bought a 51% stake (in / at / to) the company.
10 What do you have (from / in / of) mind?
11 We just need to take it one step (from/ of / at) a time.
SECTION 2: LANGUAGE
3 Write the verb in brackets in the correct form.

12 Pollution levels (be) lower today, if we’d taken notice of the warnings.
13 If I'd known setting up an IPO would be this successful, I (do) it ages
ago.

14 Let me know as soon as it (come) through.

15 By 2050, we (see) the results of our actions on the planet.

16 The traffic’s really bad. We (might) not make it on time.

17 We can sit here and discuss it, but ultimately it’s the board that

(decide).
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18 We (take) a chance on that and hope things work out OK.

19 This afternoon, they’1l (discuss) a long-term solution while we’re
solving this immediate difficulty.

20 If he (not/mention) it, we wouldn’t have known.

SECTION 3: READING
4 Read the press release below. Each line contains one mistake. Underline the mistake and correct it. See
the example.
PRESS RELEASE
are delighted
We delight to announce a new development for Wantage Supermarkets. This highly
(21) respected and traditional grocers, setted up in 1908, will be offering a home delivery
(22) service as by the beginning of December this year.
(23) Wantage supermarkets intend to combine nearly one hundred year of experience
(24) with modern technology to offer it’s customers online home shopping with
(25) www.wantagesuppermarkets.co.uk The site will include online payment facilities
(26) and offer all the benefits customers currently enjoying at our stores.
(27) The service sees the investment on over fifty trucks to ensure on-time delivery
(28) to our customer’s homes. Home shoppers will also enjoy major discounts and special
(29) offers over the christmas period.
(30) For full details, we would like inviting you to a press conference on...
SECTION 4: CAREER SKILLS
5 Two people are discussing a construction project. Write in the missing words below.
wish / further / ahead / idea / aside
fuss / worst / eye / smoothly / perspective

A: Good, well, we’re one week (31) of schedule so everything is going
(32) , isn’t it?

B: 1(33) I knew.

A: What do you mean?

B: Well you put Andrea in charge of deliveries and now I don’t know what is coming in and going
out of the construction site.

A: Hold a minute. Let’s keep things in (34) I asked Andrea to help you on the
site. If the worst comes to (35) then I can take her off. But I thought you needed
help.

B: I do need help but not from her. We just don’t see eye to (36) on how to
run a site.

A: I don’t see what the (37) is about. She’s only supposed to deal with
deliveries. Can’t you set (38) any differences and you do your job and she does
hers?

B: But she doesn’t just do her job. She’s getting involved in the general running as well.

A: Let me have a chat with her and see what she says.

B: To see if I’m telling the truth?

A: No, just to get an (39) of what problem is.

B: Fine.

A: Look. Tell me what the problem really is.

B: I’'m sorry, but there’s no point in discussing this any (40)

SECTION 5: WRITING

6 Your company Parle Ltd has held a meeting to plan what to do with its brand Thumbs Up cola. It
currently sells the brand in India but Coca-cola is entering the market. Here are the final decisions from
the meeting with notes on the reasons in brackets:

— sell the brand to Coca-cola (Parle Ltd can’t compete)

— let them distribute it (Coca-cola has better distribution)

— suggest Coca-cola keep the name Thumbs Up (the brand is well-established)
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7 Write an email confirming the decisions to your directors. In your email:

41/42 Explain the situation.

43/44 Explain your first decision.

45/46 Explain your second decision.

47/48 Explain your third decision.

49/50 Ask for comments on your decisions.

8 Write your email below with the words given:
41/42 Further to our meeting

43/44 Firstly,

45/46 Secondly,

47/48 Finally,

49/50

SECTION 6: LISTENING
Track 5

9 Listen to three conversations and complete the notes for each one below with word(s) from the
listening. Listen twice.
Conversation 1

The project is doing well but they have had a problem with the

(51)

(52)

(53)

Conversation 2

Don says the next batch of samples will be ready by (54)

. It keeps cutting out and they
. Ray suggests having a
with the supplier for some suggestions.

fifteenth. The problem is they haven’t received some of the precision

(55)

(56)

Conversation 3

The meeting didn’t go (57)

(58)

they ordered. We may have to extend the

(59)

what they think.

Complete all six sections. There are sixty marks in total.

Progress Test 5 (Units 13-15)

SECTION 1: VOCABULARY

1 Write in the missing words in this word building table.

.They’ll only sign if we
we won’t raise prices by more than
a year. We need to call (60)

not for the

to see

Verb Noun (concept) Adjective
(1) knowledge knowledgeable
finance (2) financial
regulate (3) (4)
(5) (6) consultative

2 Underline the correct word in brackets.

7 Please don’t (have/make) a habit of being late.

8 Can you (lend/borrow) me a couple of euros for a coffee?
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9 They need to (increase/raise) an extra five hundred by Friday in order get this project off the
ground.
10 I have someone on the phone who is interested in (applying/paying) for a loan.

11 Sorry but I (did/made) a big mistake with the calculations.

12 You’ll need to pay a (deposit/return) to secure the loan.

13 What do the members at grass (roots/field) level think?

14 The conference (delegates/trainees) have all registered so we’re ready to begin.

15 The lack of investment in staff training just shows the (cynicism/short-sightedness) of this
management.

16 Forget about that and concentrate (on/with) this.

17 But these components don’t comply (for/with) European standards.

SECTION 2: LANGUAGE

3 Which sentences below are correct? Mark them correct (C) or incorrect (I). Change the incorrect
sentences.

18 He said that we should look into the cause of the problem before implementing change.

( )

19 Despite having received my email, he still hasn’t replied. ( )

20 After interview over twenty people, we still don’t have the right person. ( )

21 In order finish this project, we need some extra engineers on site. ( )

22 Since they do a lot of their business in non-English speaking countries, it would be wise to provide
language and cultural training. ( )

23 She told that there had been a delay. ( )

24 The study, what was carried out over twelve months, came to no firm conclusions.

( )

SECTION 3: READING
4 The reference words in 25-30 come from the sentences in ‘Sentences B’ and refer to something
mentioned in ‘Sentences A’. Match the sentences from A and B and write what each reference refers to.
See the first example.
The former: A rise in interest rates
25 This:
26 The latter:
27 the ones:
28 Such cases:
29 that:
30 those of us:
Sentences A
There are two reasons for the fall in high street spending. One is a rise in interest rates and
the second reason is due to lack of confidence in the economy.
Many mortgage borrowers are the reason for the main boom in lending by banks.
We are borrowing millions in our millions. It’s become the norm that a large percentage of
our monthly earnings are spent on paying credit card and lending companies back.
One house owner is on the point of losing his property due to over extending his debts. He
blames his bank for being to happy to lend.
Most personal loans are now available to anyone with interest at around 8%.
Consumer borrowing through personal loans and credit cards rose to record levels this year
to 51 billion.
Sentences B
This compares with half that amount in 2005.
The former is of course controlled by the Bank of England.
The latter is less predictable and also seems to be having an effect on business confidence as
well.
They are also the ones at most risks of losing their homes says one analyst.
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Such cases of borrowers suggesting the lenders are at fault as becoming commonplace.
Some supermarket lenders are even able to offer lower than that at around 6%.
And those who don’t succeed in managing the repayments face an even worse fate.
SECTION 4: CAREER SKILLS
5 Complete the sentences with these verbs in their appropriate form.
|G0 / bear / take / consider / do / try / refuse / get / look / offer

31 She said she didn’t feel she was suitable to take on the role. In short, she’s
do to it.
32 all things in mind I think I agree.
33 All things , it’s the best plan.
34 If you don’t it this way, then we’ll have to reconsider your role on the
team.
35 Unless you’re prepared to guarantee us no more than 2% over five years, we
to another supplier.
36 You get the business, you the bonus!
37 There’s a bonus and I’'m an additional commission to whoever...
38 Would you like to responsibility for this?
39 After at all sides of the argument, I’ve made up my mind.
40 What he was to say was....

SECTION 5: WRITING

6 Read five comments from a meeting between a managing director of a department store and a
consultant.

Manager’s comments:

‘Our market share has been falling by about 10% every year over the last five years.’

‘“This was because I failed to see the need to adjust our pricing policy in line with the competition.’
‘The customer satisfaction surveys show people want more choice and lower prices.’

‘We are considering selling to a local hypermarket or competing with them.’

Consultants comments:

‘Don’t sell! I would put up your prices and invest in advertising.’

7 Report the five comments using reported speech and the verbs in brackets.

41/42 (tell)

43/44 (admit)

45/46 (point out)

47/48 (explain)

49/50 (advise)

SECTION 6: LISTENING

Track 6

8 Listen to three short meetings and decide if the following reporting statements are true (T) or false (F).
Listen twice.

Meeting 1

51 The first speaker has considered all possibilities and thinks they should move into Eastern Europe.

( )

52 The company does business in southern Europe. ( )

53 The company can’t afford the cost on its own. ( )

54 The project can only go ahead if the second speaker agrees. ( )
Meeting 2

55 One of the partners doesn’t think the investor should pay cash. ( )
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56 The investor has worked really hard in the hi-tech sector. ( )

57 The two partners decide to talk to the investor.

Meeting 3

58 The company lost money by paying compensation. ( )

59 The company’s share price is inaccurate. ( )

60 The last speaker thinks the lawyers may not want to take the bank to court. ( )

FINAL TEST (I'OAOBASI KOHTPOJ/IbHASI PABOTA)

Llens utoroBoro kKoHTposisi(UK) - 0OBEKTUBHO BBISIBUTH pe3y/bTaThbl 00ydeHUs,
KOTOpbIe TI03BOJISIFOT OMpeJe/uTh CTeleHb COOTBETCTBUS [€MCTBUTENBHBIX Pe3y/bTaTOB
oOyueHusi U 3aTJIaHUPOBAHHBIX B MPOrpaMMe.

Bpewms BeinonHeHuss — 90 MUHYT

Ypogsenn Pre-Intermediate/Intermediate
Complete all six sections. There are eighty marks in total.
SECTION 1: VOCABULARY
Complete this table.

VERB NOUN JOB TITLE
finance finance financial analyst
(1) product (2) manager
economise (3) economist
(4) sales (5) representative
manage (6) (7) director
(8) design designer
Choose the correct answer from a, b or c.
9 All sales staff get a at Christmas and it doesn’t matter how much they sell.
a) loyal b) bonus C) pay
10 people are self-employed.
a) A lot of b) A bit of ) Substantial
11 The organisational in our company is like a pyramid.
a) status b) subordinate c) hierarchy
12 If the phone rings, we’ll it.
a) avoid b) admit C) ignore
13 I like meetings where everyone is relaxed.
a) unformal b) informal c) disformal
14 Our market has fallen by 3% this year.
a) place b) share c) leader
15 I’ll meet you Monday 1%
a) on b) at c) in
16 You need to cut your spending. We’re on a really budget.
a) finance b) tight c) borrow
17 Local companies need a attitude to doing business abroad.
a) stable b) positive C) strong
18 I got my first job with the company on their graduate trainee
a) placement b) location c) scheme
19 You’ll need to an interview after you apply.
a) invite b) attend ) wait
20 After university I had to pay off my .
a) debts b) accounts c) discounts
21 Many online banks are trying to protect customers from and theft.
a) premiums b) claims c) fraud
22 I’ve asked three times for my money back but they still refuse to give me a
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a) return b) satisfaction c) refund
23 The Just-in-time consultants say we need to reduce the in our warehouses.
a) stocks b) resources c) shares

SECTION 2: LANGUAGE
Write the word in brackets in the correct form.

24 He still (work) for a company based in Chile.

25 It’s arranged. We (fly) to Beijing next Tuesday at three.

26 I’m sorry but I really (must) go now. I have a meeting.

27 The new model is slightly (cheap) than its main competitors.

28 She works (efficient) and deserves a pay rise.

29 Norway has some of the (great) reserves of energy in Europe.

30 Aisha (leave) the company in 1978 to start her own business.

31 They definitely (finish) this by tomorrow.

32 How nice to see you! How long you (stay)?

33 Please (turn) off the lights when you leave.

34 Recently, there (be) a drop in unemployment figures.

35 All the textiles we sell (manufacture) in Vietnam and Cambodia now.
36 If I'm not in the office when you call, my colleague (take) a message.
37 They (use) the products, if they didn’t work here.

SECTION 3: READING
Sentences a to | are taken from four different articles. Group the sentences together in the correct order
under the headline below.

'We know where you [Modern office The new target market|Pay less for more or

are. workers are rude 44 more for less?

38 41 A5 A7___

39 42 46 48

40 43 49
a) They’re currently worth £13 billion and no company should ignore them.
b) Examples of their rudeness include ignoring colleagues and answering phones during meetings.
) We read a lot about companies watching employees use of internet and private email.
d) Advances in production and distribution have caused this.
e) But did you also know that when you turn on your mobile phone, a phone company can monitor
your calls?
f) No, they aren’t grey consumers or the rich executives. They’re students.
g) Prices have fallen in the food business for the last ten years.
h) A new survey claims that employees in the twenty first century are more bad-mannered than
workers in the last century.
i) But the question is now, how far can the industry continue down this road and are consumers
prepared to start paying more?
)] They can even discover your location.
k) Now some organisations are training their staff to be polite.
) And as one marketer points out, ‘they may be poor now but they are the high-earners of the
future.’

SECTION 4: CAREER SKILLS
Complete the phrases with the words below.

Would /Are / What / How / Does / Can
Let’s / Why / Who / Did / Is / Don’t

50 you like to join us for lunch? 51 do you do in your job?
52 you repeat that? 53 you say thirty or thirteen?
54 it OK to smoke in here? 55 can use your product?
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56 about putting an advert on the website? 57 you free for dinner next week
58 say ten o’clock? 59 not invite the press to the launch?
60 you think we should ask him? 61 anyone have an opinion on that?

SECTION 5: WRITING

Read this email. Each line (62-68) has one extra word. Delete the word.
Dear Mr Folds

(62) Thanks you very much for the website text.

(63) Unfortunately, it is rather long at present so that I am

(64) writing to ask if you can cut it down to the 100 words.

(65) In my experience, users are not very so happy to read

(66) anything over this length. I’d would be grateful if

(67) you could send for me the new text by Friday.

(68) Let me to know if this is a problem.

Best regards

Takeshi.

SECTION 6: LISTENING

PART 1

Track 7

Shane receives a phone call. Complete his notes below. Listen twice.
Date: 5th May Time: 2.15

(69) Zawadski from Fortuna called.
Her company ordered (70) .
We sent (71) and charged them in the (72)

They’ve paid us by (73)
She wants us to (74)
I promised I’1l ask the (75) to collect (76)
PART 2

Track 8

Listen to someone describing a problem. Tick the best answers. Listen twice.
77 The company decided to...

a) recruit more staff. b) make a difficult decision. c) give training.
78 As aresult, staff...

a) work every week. b) have one or two days off. c) know what’s happening in the shop.
79 All staff received...

a) more money b) a bonus c) money for staying
80 The company has more

a) staff b) customer service ¢) regular customers

Upper-Intermediate/Advanced
Complete all seven sections. There are one hundred marks in total.
SECTION 1: VOCABULARY
1 Tick the correct word from a), b) or c).

1 Singapore and Lufthansa have announced a alliance with implications for their
competitors.
a) merger b) strategic C) acquisition
2 If we have one more on, this they’ll start imposing penalties.
a) late b) delay c) hold
3 I’ve been the hardest task of all.
a) made b) get c) assigned
4 of employees via spyware is illegal in this country.
a) Surveillance  b) Intelligence c) Data
5 Around the summer holidays we always launch a seasonal to attract holiday makers.
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a) promotion b) relations c) marketing
6 A US attorney is known as a in Britain.
a) plaintiff b) lawyer ) judge
7 identity is the way in the which a company uses design and colours to say this is
what we are.
a) Brand b) Policy c¢) Corporate
8 The for these shares is good. Let’s keep them.
a) portfolio b) venture c) forecast
9 We expect over a million tons of oil per year.
a) crude b) power C) energy
10 An IPO is an public offering.
a) institutional ~ b) individual c) initial
11 These new government regulations really present a to entry in this business.
a) boundary b) barrier c) disadvantage
12 My staff are very to me. I would trust them all.
a) loyal b) motivated ¢) dynamic

SECTION 2: LANGUAGE
2 Write the word in brackets in the appropriate form.

13 Come the year 2020, governments on all sides (battle) with the
problems of global warming.

14 If you (be) in my position, how would you approach it?

15 you (get) what you need from our current discussions?

16 The product, which (launch) last week at the Expofair, has already sold
beyond our initial estimates.

17 Third generation networks, (offer) lots of extra capacity, will lead to
lower prices.

18 Inflation is expected (grow) by another point five per cent this year.

19 This change has proved (particular) difficult for many of our older
employees.

20 If it hadn’t been for nuclear power, this country (be) in an energy crisis
now.

21 She said that she (work) there all day without a break.

SECTION 3: READING

3 Match titles a-h from the Economist readings in the course book to sentences 22-29  taken from the
articles. Write your answer here:

22 23 24 25 26 27 28 29

a) Think before you meet

b) Freud, folly and finance

c) Up, up and away.

d) The harder hard sell

e) A path to helping the poor

f) The march of the mobiles

g) The people vs the USA

h) How about now?

22 “The only way to solve the problems of poverty and terrorism in the world today,” he says, “is
through investment.”

23 With better informed consumers, the result is that some of the traditional methods of advertising
and marketing simply no longer work.

24 Today Daniel Kaufman is in demand by Wall Street traders...but, he says, there are plenty of
others that still show little interest in understanding the roots of their poor decisions.

25 “Despite IT, we all go to more and more of them.” reflects Jonathan Day of McKinsey. But there
must be a way to make them work.
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26 On the face of it, why shouldn’t a company that does something wrong pay the price?

27 GE’s aim is to monitor everything in real time...
28 Almost everybody in the world now has one, and growth is booming in the developing world, too.
29 In the midst of a landscape of mud and men rises a vast glass-fronted box that will soon be

Britain’s largest free-standing building. This is Heathrow airport’s fifth terminal, destined to cater for
30m passengers a year.

SECTION 4: CAREER SKILLS

4 Write in the missing words in these questions.

30 can I help you?

31 there anything I can do?

32 can we set up a meeting? For next week?
33 do you think of that new film?

34 you like playing golf?

35 much are you budgeting for?

36 that sound doable?

37 didn’t you follow my instructions?

38 you know who I could ask for advice on this?
39 what happened next?

40 everything going smoothly?

41 do we go from here?

42 idea what the problem is?

43 ‘s up? Is there a problem?

44 are things going?

45 you like to take full responsibility for this?

SECTION 5: WRITING
5 You have been asked to manage the setting up of English language classes for employees at your
company. Write a feasibility report. Write what you will need to consider at each stage of setting up this
project under the sub-headings below. There are 2 marks per section.

Evaluate the risk factor

(46/47) First of all we need to consider

Forecast the costs
(48/49) Secondly

Select the teachers/language school
(50/51)

Organize facilities
(52/53)

Monitor delivery
(54/55)
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Obtain progress reports
(56/57)

Review results
(58/59)

Evaluate overall performance
(60/61) Finally

SECTION 6: LISTENING
Part 1

6 Complete these four extracts from emails by listening to four short conversations. The emails have been
sent by one of the speakers. Complete the emails with words from the listening. Listen twice.
Listening 1:

Track 7
I regret to inform you that I have been unable to get all the (62) for all our
subsidiaries. Currently I have been able to obtain the (63) for Europe only. I

should be able to provide you with...

Listening 2:

With reference to the figures you sent for the (64) department, I’m afraid I
don’t have time to (65) them. I would be grateful if you could do this (66)

Listening 3:
I’m sorry to hear that you’ve been unable to discover what the cause is of the (67)
to fail. I would like to suggest that you arrange (68)

with the people who installed the (69)

Listening 4:
Further to your questions about your presentation to the (70) about how to
improve the (71) system, I suggest you just focus on plans for the (72)

. Please find attached a copy of the (73) we
prepared which you can show them.
Part 2
Track 8

7 Listen to a talk about Google. Write down the missing words and numbers in the Key Facts below. See
the first example. Listen twice.
KEY FACTS OF GOOGLE IPO:
Revenues from____sale of stocks __: $1.7 billion.
Number of (74) sold: 20  million
Estimated revenue hoped for: (75)$ billion
Estimated number of stocks to sell: (76) million
Actual price: (77)$
(78) price: Between $108-£135
Timing of IPO: Month of (79)
(80) 1 $125
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CUTYALIMOHHBIE TECTbI (MMUTALIMNOHHBIE)

OOyuvaromuMcst  TIipeJjiaraloT WMWUTHPOBAThb pellleHre peajibHOTO  JeMCTBUS.
[Tpocretiiast GopmMbl — METO/IbI UHLIUAEHTA.

CrygenTy (Wiv mlape CTyZIleHTOB) U3/1araeTcs poOieMHast CUTYal[isi, CBsI3aHHas C UX
Oyayiieit TmpodeccroHANBHOM [JesiTeIbHOCTRI0 M TIpe/ijlaraeTcsi TPUHATH OBICTpoe
pelieHue.

BpewMmsi peliieHys 3afiauv pe3KO OrpaHUYeHO, TIPU OLleHKe YUUTHIBAeTCSl He TOJIbKO
MpaBUIBLHOCTh OTBeTa, HO M OBLICTPOTa peakijid, KOTopas HMMeeT Ba)KHOe 3HaueHHe B
peanbHOM CUTYal[1H.

I. IIpo61eMHBIIT Bonpoc

Bpewms Ha NOATOTOBKY — 2 MUHYThI

KonmuecTtBO yyacTHUKOB — 1

Llesib: MpOBepPUTH YPOBEHb 3HAHWH U YMeHH BeCTH [[Uaor-oocyxaeHue 1o Je0BOu
npob/ieMHOM TeMaTHKe, yMeHUWe [0Ka3aThb CBOIO TOUKY 3peHHs, TIPOBEPUTb YPOBEHb
BJIaJIeHUsT JIEKCUKO-TpaMMaTHUeCKOW 0a30i Z1eJI0BOro aHTIMMCKOTO S3bIKA.

Bpems TecTUpOBaHWsS — 3 MUHYThI

A. What is important when.....? B. What is important when...?
Choosing suitable transport for a business trip | Selecting employees for promotion
o Convenience o Personal qualities

. Cost-effectiveness . Current pperformance

C. What is important when.. ? D. What is important when...?
Setting up a new business Deciding whether to apply for a new post
4. Management experience o Location

5. Financial backing o Career prospects

6. .

7. .

E. What is important when....? F. What is important when...?
Recruiting senior staff Organizing an in-house training course
o Recruitment agencies o Course contents

o Financial incentives o Participants selected

[ ] [ ]

[ [ ]

G. What is important when...? H. What is important when...?
Attending an interview Planning market research

o Appearance of applicant o Types of questions

o Applicant's knowledge of company o Type of people

[ ] [

[ ] [ ]

I. What is important when...? J. What is important when... ?
Predicting profits Deciding whether to obtain a further
| Current sales figures qualification

o Market trends . Time commitment required
J o Career benefits
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K. What is important when ...7?
Placing a newspaper advertisement
| Newspaper sales figure

o Cost of advertising
[ ]
[ ]

L. What is important when ..."?
Considering whether to invest in technology
. Benefits to the company

. Costs involved
[ ]
[ ]

M. What is important when...?
Attending a business conference
. Topics

. Venue
[ ]

[ ]

N. What is important when ..."?
Working with a new boss

o Making a good impression
J Being friendly to your new boss
[ ]

[ ]

I1. Pemienue guiemmbl (problem solving)

Bpewms Ha noArotoBky — 1 MuHyTa
KonmuecTBO yuaCTHUKOB — 2

Llesib: MpOBEPUTH YPOBEHb 3HAHWH Y YMEHHH BeCTH [[Uaor-ooCcyxieHue 1o JeJI0BOU
npob/ieMHOM TeMaTHKe, yMeHUWe [0Ka3aTh CBOIO TOUKY 3peHHs], TIPOBEPUTb YpPOBEHb
BJIaJIEHUST JIEKCUKO-TpaMMaTHUeCKOU 0a30i Z1eJI0BOro aHIIMMCKOTO S3bIKA.

BpewMmsi TecTUpOBaHus — 3 MUHYThI

Discuss the situation together and decide:

A. You work in a busy sales department. Many workers tend to take their time off during the peak
holiday season, which can have a negative effect on your department.
You have been asked to suggest possible solutions to this problem.

®  Whether to discourage employees from taking holidays at the busiest times
e  Whether to hire temporary employees to cover for absences

You have been asked to help plan the scheme.
Discuss the situation together, and decide:

B. The head office of the multinational company you work for has decided to introduce a job
exchange scheme for colleagues in different countries.

o What kinds of job would be suitable for the exchange scheme
o What kinds of information colleagues would need to give each other before exchanging
jobs

business students.

Discuss the situation together, and decide:

should be selected

C. Your company heads decided to offer a 2 week experience program for a small group of
Your have been asked to help with preparations for this program.

e What kind of work experience should be offered to the students
¢ What information it would be useful to know about the students and how the participants
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D.Your company is planning to produce a short video to promote itself abroad. You zhave been
asked to help plan the contents of the video.
Discuss the situation together, and decide:
* Who the target audience will be, and how to make the video interesting and informative for
them

e Which aspects of the company you will need to include on the video
[ ]

E. Your company would like to introduce a newsletter to send to its customers regularly.
You have been asked to co-ordinate the project.
Discuss the situation together, and decide:

What kind of articles and information should be included in the newsletter

What the newsletter should look like and how often it should be produced

F. A group of business people from a foreign trade delegation are visiting your company next
month.
You have been asked to help prepare a program of activities for the visitors.
Discuss the situation together, and decide:
e What kind of activities would be suitable for the visitors

¢ How to entertain the visitors outside working hours
[ ]

G. Your company is organizing a conference for the sales managers working in its offices around
the world.
You have been asked to help plan the conference:
Discuss the situation together and decide:
e What information you will need to send to the sales managers before the conferences

¢ What activities you could organize to help people to get to know each other better
[}
[}

KEVIC METO/I (AHAJIN3 KOHKPETHOH CUTYAIIUN)

Llenu Kelic-MeToZia COCTOAT B CJIeYIOLEM:

1.akTUBH3alMs CTYZE€HTOB, 4YTO, B CBOK OuYepe/b, MOBbIIAeT 3()PEeKTUBHOCTb
rpoeCcCHOHALHOTO 00yUeHNs; TIOBLIIIIEHNA MOTUBALIMK K yueOHOMY TIPOIIeCCy;

2. IproOpeTeHre HaBBIKOB aHa/Ii3a pa3/IMUHbIX MTPodeCcCroHa/bHBIX CUTYaLUH;

3. oTpaboTKa ymeHuii paboThl ¢ UHGOpMaleil, B TOM YKC/Ie YMeHUs 3aTpeboBaTh
JIOTIOJTHUTETbHYI0 MHGOPMALUI0, He00X0JUMYIO J/Is1 YTOUHEHUs] CUTYalluu;

3. MOJileTMpOBaHue pellleHuH, Tipe/icTaB/ieHre pa3/IMYHbIX T/IaHOB J|eliCTBUM;

4.1puo0peTeHre HaBBLIKOB MPUHATHS Harbosiee 3(h(PeKTUBHOTO pellleHUs] Ha OCHOBE
KOJIZIEKTUBHOI'O aHa/iu3a CUTYaluH;

5. ipuoOpeTeHre HAaBBIKOB UeTKOTO M TOUHOTO W3/I0KeHUsT COOCTBEHHOU MO3ULIMY B
YCTHOM U TTHCbMEHHOM (hopme, 3aIuThl COOCTBEHHOM TOUKH 3PEHUS;

6. mprobpeTeHre HABBIKOB KPUTHUUECKOTO OLIEHWBAHHS Pa3/MUHbIX TOUEK 3peHws,
CcaMOaHaJIi3a, CAMOKOHTPOJIA U CAMOOLIEeHKHU.

Ketic-3ajanme, Kak ripobsieMHOe 3afiaHre, B KOTOPOM 00yuaroIieMycst Tipe/jjiaratoT
OCMBIC/IUTh peasibHyI0 TMpoheccoHabHO-OPUEeHTUPOBAHHYI0 CUTYaLMI0, He0OXO[UMYIO
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JUIsL pellieHusi JaHHOW MpoO/ieMbl, MOXKeT ObITh MCIIOb30BaHO Ha 3aHATUU U Kak 3a/laHue
[ CAMOCTOSITe/IbHOW paboThI.
O6pastpl KeiicoB — ripo6ieMHbIX CUTYyaLUi

Bpewms Ha noaroroBky 15-20 MuHyT

1. Raiding Customer Assets at MF Global: Who Was Responsible?

The Commodity Futures Trading Commission recently filed a complaint against Jon Corzine, CEO
of MF Global, charging him with directing one of his mid-level managers, Edith O'Brien, to transfer
millions of dollars of customer assets to cover a bank overdraft that threatened to sink the firm. If he did so,
the former head of Goldman Sachs, U.S. Senator, and governor of New Jersey broke the law. However,
Corzine's lawyer claims his client is not guilty as charged because "it never dawned on" him that when he,
the boss, approached his subordinate with a subtle request to "find" $175 million that that call would cause
her to "violate the golden rule" of protecting customer assets.

Corzine faced a dilemma: his bold efforts to transform MF Global—"a plain vanilla commodities
firm"—into a full-blown investment bank a la Goldman, would collapse if it didn't quickly deal with
overdrawn accounts at JPMorgan Chase, the firm's principle bank, which was threatening to stop doing
business with MF Global. Moreover, Corzine's lawyer says that Corzine "never directed Ms. O'Brien or
anyone else regarding which account should be used to cure the overdrafts, and he never directed that
customer funds should be used for that purpose. Nor was he informed that customer funds had been used
for that purpose."

O'Brien, a life-long middle manager, does not dispute the fact that Corzine never explicitly ordered
her to take the funds from customer accounts. She seems to admit that she knew what she was doing was
wrong, but she had no choice because customer accounts were "the only place where we had the $175
million" needed to cover the overdraft. MF Global has subsequently declared bankruptcy.

Questions:

Did Corzine act appropriately? How would you characterize his behavior legally, ethically, and
managerially? What other choices did he have?

Did Ms. O'Brien behave appropriately? Realistically, what other choices did she have?

Should the actions of either Corzine or O'Brien (or both or neither) be considered criminally
negligent? Unethical? Bad judgment? Other?

What role should (or might have) the firm's Ethics and Compliance Officer played in this drama?

2. Caught in the Middle: Where Does Your Loyalty Lie?

Cindy recently graduated from Santa Clara University and was working in a sales position in a
growing tech company. She worked very closely with her team and had a good rapport with them. She was
the only woman on the team, but she still felt at ease with her colleagues. Part of her job involved traveling
across the country and going to meetings and events outside of work with her team and other sales people
from different organizations.

During certain non-customer, internal events, she noticed that some of her married co-workers were
bringing women other than their wives. Although she was uncomfortable with the situation, she wanted to
keep her distance so as not to become too directly involved with her co-workers and their personal
decisions. She had knowledge of what was going on but didn't think it was her place to intervene.

One day, at an office party, the wife of one of her co-workers approached her. She wanted to know
exactly what was going on during these trips. Cindy was frustrated to be put in this situation by her co-
workers and she didn't know what to say. Should she put herself in the middle of a coworker's marriage and
tell the truth about the situation? Is there another option? She didn't want to damage the team and be looked
at as an outsider. She knew that she was not involved at all in these behaviors, but she still felt very uneasy
about the situation.

How should Cindy react in this situation? Is it Cindy's place to step in and say anything, or should
she stay out of the situation all together? With so many different loyalties, between her co-worker, her own
values, her co-worker's wife, and her job, what is most important in this situation?

3.When Extra Attention Crosses the Line

Annie has been recently hired full time at a major tech company where she interned for two summers
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during her college career. Annie loves her job and has established many strong relationships with her co-
workers over the time she has worked there. The company encourages the interns and new hires to interact
with VPs and upper management in order to create an open and friendly atmosphere.

During her time as an intern, Annie began to notice that one of the VPs paid her extra attention.
When he was around he would always make an extra effort to stop by Annie's cubicle and chat: something
he did not do with any of the other interns. He reached out to her over social networking sites and even
invited her to a gathering at his house. Some of her co-workers began to make offhand comments to Annie
about the extra attention.

Now that she was in a full time position, Annie began to dread that she would soon have to work
with this VP directly. While he has not done or said anything explicitly inappropriate, the extra attention—
and the fact that her co-workers noticed it—made her very uncomfortable and undermined her
concentration on work. When she was hired, she was told that she should always speak to her manager if
she was uncomfortable or had issues with the work environment. While at the same time, she is afraid to
come across like a tattletale since the VP hasn't explicitly done anything wrong.

What course of action should Annie take?

4. Cooking the Books: Stretching the Principles of Revenue Recognition

John is CFO at a venture-backed tech startup with revenues of $20 million and approximately 80
employees. He's worked at the company for several years, and now reports to Ralph, the company's newly
hired CEO.

The company had been doing really well, but recently big customers have been placing fewer orders
and Ralph is feeling pressure to show growth. This pressure is amplified because the company is venture-
backed, and the investors expect results. While the company did well in the first round of funding, if they
don't perform now, they may have trouble with gaining sufficient funding in the second round, which could
mean the end of the company.

All of this was on John's mind when Ralph came to him about recording a major order that was still
under negotiation. The deal had not gone through, although both parties expected to complete the deal in
the next week. With the current quarter ending in the next few days, including this order would give a
significant boost to the company's financial reports. Nonetheless, under the generally accepted accounting
principles (GAAP), it is clear that this order does not qualify as revenue.

Even so, Ralph was adamant about John booking the order, which could make all the difference in
the company's ability to stay afloat. John knew that doing so would constitute fraud; particularly because
the Sarbanes Oxley Act requires the CEO and CFO to sign off on all quarterly reports. At the same time,
John knew that this order could make all the difference.

What should John do?

5. Fraudulent Reporting: A Case in Accounting Ethics

After majoring in accounting at Santa Clara University, Scott was hired as an associate auditor for
a Bay Area accounting firm. He is currently auditing a local company's financial statements, a project he's
been working on for about two months. The senior associate responsible for tracking billable hours has
been pressuring Scott and other associates to report fewer hours than they actually worked. The senior
associate would appear more successful if his team reported fewer hours, and the firm would also be better
positioned to win similar contracts in the future. Scott is salaried, so billable hours don't affect his
compensation directly. However, he knows that underreporting billable hours is against company policy.

In accounting firms, offering low billable hours is attractive to potential customers, as the bid with
the lowest overall cost will get the business. At the start of any bid, the client agrees to pay a fee for the
company's services, including all staff time. If the employees report fewer hours, the company looks more
attractive and will more likely get the contract.

Pressure to report fewer billable hours comes from the "utilization metric" used to determine how
efficiently an employee is working. Employees who report fewer hours than their peers will be seen as more
efficient, due to a higher utilization rate. Scott remembers a case where one of his colleagues was promoted,
partially because of his extremely high utilization rate. He knows that if he were to clock all of his actual
hours worked, he would be at a disadvantage for the year-end performance review.

If Scott decides to clock all his billable hours per company policy, he risks losing the competitive

122



OCHOBHASA ITPO®ECCHNOHAJIBHAS OBPA3OBATEJIBHASA ITPOI'PAMMA BBICHIEI'O OBPA3OBAHUSA -
ITPOTPAMMA MAI'UCTPATYPBI

edge with his colleagues, nearly all of which participate in under billing. Scott is uncomfortable with the
practice, but fears his options are limited.

What should Scott Do?

6. Bank Fraud: A Case In Accounting Ethics

Joe Mann, a senior consultant, was working with a small company that created capital equipment
for semiconductor manufacturers such as Intel. The company's products were quickly becoming obsolete,
and the management had taken on a considerable amount of debt. As the semiconductor market stalled in
1985-1986, there was not a significant need for new production equipment, and the future looked grim for
the company.

Joe and his partner proposed a new add-on for existing systems, which they hoped could help
rejuvenate sales. The consulting team acknowledged that the company had a cash flow problem, and agreed
to take a minimal fee upfront for the design, and royalties from product sales thereafter. The consultants
designed and tested the equipment themselves, and eventually the new product had all the makings of a
smash hit for the struggling company.

One day, Joe entered the company's warehouse to do final testing on his products, only to find that
a series of partially assembled, untested systems were ready to be shipped out. When he investigated further,
a worker told him: “We're only shipping it to the inventory facility so we can use it as collateral for an asset
based loan. We'll ship the products back after we get the loan.”

Joe was genuinely concerned that company's shipping practice was an instance of bank fraud. But
at the same time, his future success was intertwined with the company with his future royalty earnings being
dependent on the company succeeding.

What should Joe do?

7. Startup Fundraising: In the Name of the Greater Good?

Ian is Founder and CEO of a non-profit organization that helps low-income high school students
prepare for higher education. He founded the organization shortly after college, and it is currently on the
cusp of a major breakthrough. But like many nonprofits, the funding necessary to fuel that growth is lacking.
Ian's organization is applying to a research foundation that could promise millions of dollars in funding.
However, before Ian can apply, the foundation requires a formal evaluation of the group's organizational
success, which must be conducted by a third party.

The foundation requires one of the following experiments:

1) Randomized control experiment: This type of experiment is the most scientifically valid because
it allows the greatest reliability of statistical estimates of treatment effects. In the case of Ian's organization,
half of a group of eligible students would be randomly selected to do the college prep program while the
other half not do the program but would still be tracked. If Ian selects this method, his group would receive
significantly more funding because the method is more "scientifically valid.” On the other hand, this poses
an ethical dilemma because it would involve actively withholding services from half of the eligible students
who would otherwise be selected.

2) Quasi experiment: This type of experiment is an observation-based study that measures the causal
impact of an intervention on a target population. It does not require random assignment of students into
treatment and control groups. All the students at a partner school would be admitted to the program, and
the experiment results and statistics would be compared to historical averages of the school district,
mitigating the ethical concerns raises in the randomized control experiment. However, if Ian selects this
option, there will be less funding available for the program, negatively affecting the number of students
that the program can reach in the future.

What should Ian do?

8. Cultural Barriers: When Equality Compromises Efficiency

Ralph was a sales representative of a small but fast-growing mobile and social advertising platform.
Working directly with the co-founder, Mike, Ralph was responsible for door-to-door sales, pitching the
company's platform that helped clients gain a virtual following of customers.

The business owners in the area often spoke English as a second language, making clear
communication between the two parties a key concern for Ralph.

On one sales call, Ralph approached a small hair salon and secured a contract along with a $100
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signup fee. However, the situation soon turned sour, as the hairdresser was furious after learning that she
would have to operate the online platform herself, as opposed to the full service deal she thought she had
signed.

Mike, Ralph's boss, now found himself stuck in tough situation. Ralph claimed that he was blatantly
clear what the contract was offering, though mentioned communication was strained due to the language
barrier. Under the company's philosophy of putting the customer first, Mike refunded the $100 signup fee
and voided the contract.

This was not the first time Mike had to refund a contract under these conditions, causing Mike to
revisit both the contract and Ralph's sales pitch to ensure that the language was a clear as possible. After
this incident, it was clear that adjustments have not made an impact, and the company continued to lose
money on negated contracts and time wasted not pursuing interested customers. Mike began to consider
redrawing their target areas away from those where English is not the predominantly spoken language, but
is concerned that would be an injustice to those potential customers.

Should Mike make the decision to work only with English-speaking customers? Is that an ethical
solution? Are there any alternatives?

9.Startup Management: Friend or Liability?

Edward is CEO of a nonprofit startup. He hired Charlie, a high school friend, last summer, to
stabilize the company while Edward finished his degree. Charlie is from a prominent family, with a
powerful network that has raised a large amount of money for Edward's nonprofit. Both Edward and Charlie
are committed to the mission of helping low-income students go to college, and with this shared vision they
get along well.

Although Charlie is great at strategy formulation, Edward finds that he is poor at executing plans
and taking action. Now that Edward is graduating, he wants to take the nonprofit to the next level, but is
concerned about Charlie's lack of execution will hold the company back. On the other hand, Charlie made
a major contribution keeping the company afloat the past year, in addition to his family's contributions, not
to mention the two have been friends for some time now.

What should Edward do?

10. Unchartered Territory: When Innovation Outpaces Regulation

David Johnson holds a major leadership position within an established biotechnology firm. The
firm has successfully pursued wildly innovative research utilizing DNA that has pushed the boundaries of
science. Many potential clients — from universities and medical centers to private institutions — expressed
a strong interest in the company's technology. Knowing that this technology was both powerful and
relatively unregulated by the government, both Johnson and the company were keen to monitor who they
sold their products to.

The company's solution was to investigate potential clients and only sell to those who demonstrated
“bona fide use,” i.e. a legitimate use that would be carried out in good faith. However, determining what
was and was not bona fide use proved to be tricky. Some researchers wanted to use the technology to
investigate the genes of specific ethnic groups in order to understand common genetic diseases within that
group. While this particular project was intended to benefit people, the company was concerned about how
that information could potentially be used in the future, not to mention the company's culpability for that
use given that its technology was used in the research.

The company was concerned that the kind of information the potential customer would have access
to could be used to discriminate against people with certain genetic markers, particularly by insurance
companies looking to increase rates for clients at a higher risk for illness. At the same time, the investors
of the biotech firm expect a return, given the high costs of research and development as well as the amount
of risk they took on funding the project.

Does the firm have an obligation to self-regulate their product? Are their “bona-fide use” standards
sufficient?

11. Quality Management: Signing Off on a Substandard Product

Lauren's first job after graduation from Santa Clara University was working as a quality engineer
with a highly respected technology company. She had to monitor the manufacturing process and make sure
that all products met customer specifications. Just three months into her position, the company booked a
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very large deal with a strategic customer, helping establish the company's dominance in the industry.

Specifically, Lauren's company was designing a device that would be integrated into another
company's product. The customer contracted out this work because they were experiencing rapid growth
and cannot meet demand otherwise. They picked Lauren's company because of its good reputation and fast
turnaround time. Lauren's role was to test the new device and make sure it met technical and environmental
specifications, particularly functionality under extreme conditions, such as high humidity.

The test results showed that the products did not meet the quality standards agreed upon, but only
by a very small margin. Her general manager instructed her to push it through anyway, stating that the risk
of failure was not great enough to delay mass production. Moreover, the likelihood of the product ever
being placed in such extreme situations was so small that the manager did not feel jeopardizing the contract
was worth it.

Lauren spoke to her immediate boss, who worked under her general manager, and he also advocated
pushing the product through to production. She was faced with the choice of ignoring company protocols
or going against management. Sweeping the problem under the rug would require Lauren to sign off on a
report that she knew to be fraudulent. She also knew that if she went to upper management her working
relationships with her immediate bosses would be strained, maybe even preventing her success in the
company. Not to mention, the company would have to delay production and possibly lose the contract.

What should Lauren Do?

11. Quality or Quantity: When Incentives Don’t Match Your Values

Frank, a recent Santa Clara University graduate, recently landed a sales job for a Silicon Valley tech
company. He is part of a team that qualifies sales opportunities. After talking to potential customers, Frank
decides whether or not they are quality leads. If they are, he refers them to an account executive (AE) to
close the deal, saving the company precious time in money in avoiding low probability contracts. If not, he
will not pass them on and the sales opportunity is not pursued. Account executives expect prescreening of
potential leads in order to maximize their time. Each referral Frank passes to the AE is added to a tally that
counts toward his target monthly total, and there is a monetary bonus for all sales staff members who reach
their monthly quota.

This creates some controversy among Frank's team members, who are faced with conflicting
incentives; pass on low quality leads to hit your quota, or focus on quality and risk missing the monthly
target. The pressure to "hit your number" comes from both the monetary incentive and management, who
benefit when their sales team hits their quotas. To further complicate matters, since each sales representative
self-reports how many leads they passed along, they can inflate their numbers in order to reach the monthly
target goal: a common occurrence among Frank's coworkers.

As Frank tries to adjust to his new job, he is finding it difficult to balance his own moral compass
with the pressure of hitting his monthly number.

How would you handle the dilemma between hitting the quota and submitting quality work you
stand behind? What factors would weigh into your decision? What solutions would best solve this dilemma?

KEVICBI /11 JOMAIUIHENA CAMOCTOSATE/IbHOY PABOTbI
1.Scandal at Satyam: Truth, Lies and Corporate Governance

When terrorists attacked Mumbai last year, the media called it "India's 9/11." That tragedy has been
succeeded by another that has been dubbed "India's Enron." In one of the the biggest frauds in India's
corporate history, B. Ramalinga Raju, founder and CEO of Satyam Computers, India's fourth-largest IT
services firm, announced on January 7 that his company had been falsifying its accounts for years,
overstating revenues and inflating profits by $1 billion. Ironically, Satyam means "truth" in Sanskrit, but
Raju's admission -- accompanied by his resignation -- shows the company had been feeding investors,
shareholders, clients and employees a steady diet of asatyam (or untruth), at least regarding its financial
performance.

Raju's departure was followed by the resignation of Srinivas Vadlamani, Satyam's chief financial
officer, and the appointment of Ram Mynampati as the interim CEO. In a press conference held in
Hyderabad on January 8, Mynampati told reporters that the company's cash position was "not encouraging"
and that "our only aim at this time is to ensure that the business continues." A day later, media reports noted
that Raju and his brother Rama (also a Satyam co-founder) had been arrested -- and the government of India
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disbanded Satyam's board. Though control of the company will pass into the hands of a new board, the
government stopped short of a bailout -- it has not offered Satyam any funds. Meanwhile, a team of auditors
from the Securities and Exchange Board of India (SEBI), which regulates Indian public companies, has
begun an investigation into the fraud. Since Satyam's stocks or American Depository Receipts (ADRs) are
listed on the Bombay Stock Exchange as well as the New York Stock Exchange, international regulators
could swing into action if they believe U.S. laws have been broken. At least two U.S. law firms have filed
class-action lawsuits against Satyam, but given the company's precarious finances, it is unclear how much
money investors will be able to recover.

According to experts from Wharton and elsewhere, the Satyam debacle will have an enormous
impact on India's business scene over the coming months. The possible disappearance of a top IT services
and outsourcing giant will reshape India's IT landscape. Satyam could possibly be sold -- in fact, it had
engaged Merrill Lynch to explore "strategic options," but the investment bank has withdrawn following the
disclosure about the fraud. It is widely believed that rivals such as HCL, Wipro and TCS could cherry pick
the best clients and employees, effectively hollowing out Satyam. Another possible impact could be on the
trend of outsourcing to India, since India's IT firms handle sensitive financial information for some of the
world's largest enterprises. The most significant questions, however, will be asked about corporate
governance in India, and whether other companies could follow Satyam's Raju in revealing skeletons in
their own closets.

“Riding a Tiger”

Raju was compelled to admit to the fraud following an aborted attempt to have Satyam invest $1.6
billion in Maytas Properties and Maytas Infrastructure ("Maytas" is Satyam spelled backwards) -- two firms
promoted and controlled by his family members. On December 16, Satyam's board cleared the investment,
sparking a negative reaction by investors, who pummeled its stock on the New York Stock Exchange and
Nasdaq. The board hurriedly reconvened the same day and called off the proposed investment.

The matter didn't die there, as Raju may have hoped. In the next 48 hours, resignations streamed in
from Satyam's non-executive director and Harvard professor of business administration Krishna Palepu
and three independent directors -- Mangalam Srinivasan, a management consultant and advisor to Harvard's
Kennedy School of Government; Vinod Dham, called the "father of the Pentium chip" and now executive
managing director of NEA Indo-US Ventures in Santa Clara, Calif.; and M. Rammohan Rao, the dean of
the Indian School of Business in Hyderabad (ISB). Rao had chaired both December 16 board meetings. On
January 8, he resigned his position as the ISB dean. In a letter to the ISB community, he explained:
"Unfortunately, yesterday's shocking revelations, of which I had absolutely no prior knowledge, mean that
we are far from seeing the end of the controversy surrounding Satyam Computers. My continued concern
and preoccupation with the evolving situation are impacting my role as dean of ISB at a critical time for the
school. Given that my term with ISB anyway ends in a few months, I think that this is an appropriate time
for meto step down."

Resigning as Satyam's chairman and CEO, Raju said in a letter addressed to his board, the stock
exchanges and the market regulator Securities & Exchange Board of India (SEBI) that Satyam's profits
were inflated over several years to "unmanageable proportions" and that it was forced to carry more assets
and resources than its real operations justified. He took sole responsibility for those acts. "It was like riding
a tiger, not knowing how to get off without being eaten," he said. "The aborted Maytas acquisition was the
last attempt to fill the fictitious assets with real ones."

Specifically, Raju acknowledged that Satyam's balance sheet included Rs. 7,136 crore (nearly $1.5
billion) in non-existent cash and bank balances, accrued interest and misstatements. It had also inflated its
2008 second quarter revenues by Rs. 588 crore ($122 million) to Rs. 2,700 crore ($563 million), and actual
operating margins were less than a tenth of the stated Rs. 649 crore ($135 million).

Satyam's auditor PricewaterhouseCoopers issued a terse statement: "Over the last two days, there
have been media reports with regard to alleged irregularities in the accounts of Satyam.... Price Waterhouse
are the statutory auditors of Satyam. The audits were conducted by Price Waterhouse in accordance with
applicable auditing standards and were supported by appropriate audit evidence. Given our obligations for
client confidentiality, it is not possible for us to comment upon the alleged irregularities. Price Waterhouse
will fully meet its obligations to cooperate with the regulators and others."
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Impact on 'Brand India’

The outrage over Raju's admission of systematic accounting fraud has broadened to wider concern
about the potential damage to India's appeal for foreign investors and the IT services industry in particular.
Immediately following Raju's confession, Satyam's shareholders took a direct hit as the company's share
price crashed 77% to Rs. 30 (approximately 60 cents), a far cry from its 52-week high of Rs. 544 ($11.35)
last May.

"If there were one or two more such accounting scandals in the next six months, it would make
international investors more wary," says Wharton management professor Michael Useem. "One example
would put people on guard; several examples would be enough to tell big investment money managers that
they have to be especially careful working in that environment."

Jitendra Singh, a Wharton management professor who is currently dean of the Nanyang Business
School in Singapore, believes Satyam is an "outlier" and that there is no reason to think that "problems of
this kind may be much more extensive than one company or a handful of companies." However, he adds,
"foreign investors will look a little more askance at accounting data from India. And that may not be a bad
thing."

Useem also warns against overreacting. "Don't assume other firms are guilty,” he says. But he
considers the situation to be an "alerting call" for investors to check where their money is, and for auditors
and independent directors in all major firms to take a look at the books.

Corporate India has tried to contain the damage so far. Rajeev Chandrasekhar, president of the
Federation of Indian Chambers of Commerce and Industry, called upon regulators "to move quickly to
demonstrate that this is an exceptional case among corporations, and that investors need not worry about
Indian corporate governance and accounting standards." Suresh Surana, founder of RSM Astute Consulting
Group, said in a statement that the Satyam development is "a major eye opener and will bring into renewed
and critical focus the role of independent directors, auditors, company management, [the] CFO and other
key persons involved."

"When you have companies that are ostensibly growing their top lines at 30%, 40% or 50%, it is
possible to paper over things," Singh says. "Satyam was doing it by boosting sales and profits; Bernie
Madoff was doing it by boosting rates of return. When growth rates slow down, you are unable to hide the
financial reality of how much cash you actually have. It is possible that during this slowdown period, more
scandals will come to light." (U.S. financier Madoff last month admitted to running a $50 billion Ponzi
scheme to keep his hedge fund afloat.)

Singh adds that companies with "the bluest of blue-chip reputations [such as] Infosys and TCS"
could actually gain in the current environment, because of a potential "flight to quality" among client
companies. "The third-tier and weaker companies will probably undergo a lot more scrutiny," he says.

According to Ravi Aron, senior fellow at the Mack Center for Technological Innovation at Wharton,
the Satyam fallout could affect India's IT offshoring and outsourcing firms in several ways. An immediate
impact could be skepticism on the part of clients about whether Indian IT firms can be entrusted with
sensitive financial information. "Clients could begin to ask, 'How much do I know about this IT company
and its governance?" says Aron. "Is the IT service provider doing anything that could jeopardize the client's
compliance with FASB, Sarbanes Oxley, Basel II or other financial regulations?"

Aron recommends that before other IT companies get blackballed because of Satyam's problems,
"they should act swiftly to demonstrate that their own operations are squeaky clean." Indian IT companies
have always had exceptionally high standards of accounting, and they should ensure that they do not face
any spillover effect, he adds. This has already begun to happen. On the day that Raju came clean, N. R.
Narayana Murthy, chief mentor at Infosys, was on Indian television -- distancing Infosys and the rest of the
IT industry from Satyam's practices. Similarly, Vineet Nayar, CEO of HCL, e-mailed a personal letter to
the company's clients and associates. Describing Satyam's disclosures as "unfortunate," the letter added
that Nayar would "reaffirm our commitment that we [will] focus on creating value for our customers with
the same passion that we have demonstrated in the past while maintaining the highest ethical and
governance standards."

Mauro Guillen, a Wharton management professor who has studied corporate governance in
emerging economies, believes that Indian business has an advantage in arguing that the problem is limited
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to Satyam and is not systemic. "India is not perceived like Russia -- it is neither everyone's darling nor the
plague,” he says. "This works to the country's advantage because it deflects the blame of such occurrences
to the way governance works in emerging economies rather than to India. What regulators in India need to
do in response to Satyam is to find out quickly if other companies have been doing similar things. The
proper response is to deal with and defuse the problem as soon as possible."

Guillen notes that what makes Satyam's case unusual is that it had listed its ADRs on the NYSE.
"Companies in emerging economies have trouble raising capital at low costs. The literature shows that is
the reason they want to list in the U.S., where they accept a higher level of governance in order to raise
capital at a lower cost. The fact that Satyam listed its ADRs in the U.S. but still had such serious governance
problems makes this case particularly disturbing."

Guillen adds, though, that India has several well-regarded IT companies. "If one or two of them
don't make the grade, it should not shake investor confidence. It shows that investing in emerging markets
is risky. Investors always balance risks and rewards. If the IT sector in India continues to remain
competitive, the Satyam episode will just be a footnote in India's business story. If the sector becomes
uncompetitive, then that would create a serious problem."

Saikat Chaudhuri, a management professor at Wharton, believes the Satyam episode reveals that
the pressure on companies to maintain their financial performance is immense. "Satyam always wanted to
keep up with the Big Three of Indian IT companies -- TCS, Infosys and Wipro," he notes. "At a time when
the IT industry was booming and companies were growing rapidly, it was easy for Satyam to argue that the
company was doing well and that it had good governance." The involvement of the board, Chaudhuri adds,
was at the "strategic level; in companies like Satyam, it is the owner/promoter/founder who runs the show.
It has to do with the ownership structure.” In Chaudhuri's view, auditors such as PricewaterhouseCoopers,
who signed off on the bogus accounts at Satyam, have a lot more to answer for than the board of directors.
"This is a serious lapse on their part. They should have probed."

Chaudhuri's advice to other Indian IT firms is to distance themselves from the Satyam fallout
through prompt action. "Honesty and transparency will alleviate investor concerns," he says. "I don't believe
the sector will come crashing down. Perhaps Indian IT companies will face more scrutiny in the coming
months; they may have to answer a few more questions, but India Inc. will pull through." NASSCOM, the
National Association of Software and Services Companies, could play a role in helping communicate that
"the Satyam episode, though it shocked everyone, is an isolated instance," he adds.

WorldCom and Tyco, Again

Useem says that if one were to take an inference from recent high-profile scandals outside of India,
"there would be a redoubled effort [in India] on the part of investors and independent directors at other
companies to ensure that nothing like what happened at Satyam happens under their noses."

Useem draws a parallel between what occurred at Satyam with the scandals at WorldCom and Tyco,
rather than at Enron. "At WorldCom, the CFO and the CEO were knowingly misstating the accounting and
financials of the firm; at Tyco, the CEO and the CFO were knowingly taking money from the company for
personal purposes,” he says. "Satyam's disaster has a parallel to these acts of malfeasance."”

Useem recalls the CEO and promoter of a Chinese solar panel company who "wanted his company
to be extremely well governed" and therefore listed it on the New York Stock Exchange. "He wanted a
great board of directors and thus listed the company fully on the NYSE -- not as an ADR -- for the sole
purpose ... of forcing himself to be disciplined in the governance policies his company pursues."

If it survives, Satyam may be able to redeem itself with new management and governance codes,
Useem says. He recalls working as a consultant a couple of years ago with Tyco, where the company's new
CEO Ed Breen systematically went about cleaning up after the departure of disgraced CEO Dennis
Kozlowski, instituting strong corporate governance practices. Tyco is one of the best examples of a
corporate governance turnaround, Useem notes.

Singh adds that the Satyam scandal doesn't necessarily warrant more regulation. "There is no need
to strengthen corporate governance regulations [in India]," he says. "The issue is really more one of
leadership at the board level. The tone gets set by the chairman of the board; it's much more a matter of
culture within the board room, of the group dynamics within the board."

Truth in Numbers
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Notwithstanding Raju's confession, the Satyam episode has brought into sharp relief the role and
efficacy of independent directors. SEBI requires Indian publicly held companies to ensure that independent
directors make up at least half their board strength.

The knowledge available to independent directors and even audit committee members is inherently
limited to prevent willful withholding of crucial information, Singh notes. "The reality is, at the end of the
day, even as an audit committee member or as an independent director, I would have to rely on what the
management was presenting to me," he says, drawing upon his experience as an independent director and
audit committee member at Fedders, a publicly held company in the U.S. that filed for bankruptcy last year.
"It is the auditors' job to see if the numbers presented are accurate."

Singh says he drew "a level of confidence" from the accounting rigor and governance mechanisms
at Infosys, where he was an independent director from 2000 to 2003. He recalls how T.V. Mohandas Pai,
the company's then-chief financial officer (now a director overseeing human resources) "would take so
much time going into accounting details."

Even if outside directors were unaware of the true state of Satyam's finances, some red flags should
have been obvious. According to Aron, Satyam is one of the world's largest implementers of SAP systems.
In an effort to compete against Satyam, HCL recently acquired Axon, an SAP consulting firm, at a cost of
$800 million. Aron notes that any Satyam director should have been puzzled that the company was
proposing to invest $1.6 billion in real estate at a time when a competitor as formidable as HCL was gunning
for one of its most lucrative markets. "IT is a highly capital-intensive business, especially in India," says
Aron. "What on earth would compel Satyam to invest $1.6 billion in real estate at a time when competition
with HCL was about to grow more intense? That is what the directors should have been asking." Instead,
he adds, like the dog that didn't bark in the Sherlock Holmes story, the matter was allowed to slide.

How effective independent directors can be is mainly a factor of the "dynamics inside the board
room once the doors are closed," according to Singh. "There is an attitude in some Indian companies that
the board members actually work for the people who have brought them onto the board. This is a completely
misguided attitude. It looks like this may have been a problem at Satyam.... The real strength of a healthy
board is when a consensus gets overturned by a dissenting view."

Even if the proposed investment in the two Maytas firms appeared to be ethical on first sight, Singh
notes that he would have expected the independent directors to be extra careful. "Given the fact that there
is a family connection involved, as an independent board member I would be looking very hard at whether
this is the right decision for the company," he says. "Also, quite aside from issues of governance, everything
we know about unrelated diversification [deals] from management literature is that, as a general matter,
they are not a good idea; they don't seem to make strategic sense."

Independent Defectors

Useem wonders if the Satyam directors who resigned actually did the right thing. "The leadership
dictum is that you need to stay the course, stay in the game, face the problem and solve the problem," he
says. "Did the four directors who resigned have an option of banding together, staying on the board and
changing governance?" Useem adds that "it is often very hard to stay the course. I am empathetic with
people who have difficulty [making that decision]."

Media reports quoted former independent director Srinivasan as saying she accepted "moral
responsibility"” for failing to cast a dissenting vote on the Maytas proposal. Some of the other directors who
resigned have cited difficulties in attending frequent board meetings. Useem says it can indeed prove
challenging for independent directors to go through reams of documents and attend frequent board meetings
that companies in distress typically have.

In a written response to Knowledge@Wharton, Palepu, Satyam's former non-executive director,
stated that he was not present at the board meetings where the Maytas investment proposals were discussed.
"As a result, under Indian law, I was not eligible to vote on the proposals,” he said. Palepu earned nearly
Rs. 1 crore (about $200,000) from Satyam in 2007, according to regulatory filings, most of it for rendering
"professional services." He declined comment, but those services were essentially leadership development
and consulting for Satyam's top management, according to Archana Muthappa, the company's head of
media relations.

SEBI and India's registrar of companies have launched an investigation into Satyam. Citing the
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Indian Securities Contract Regulation Act of 1956, a report in The Economic Times says SEBI is
empowered to award penalties of up to Rs. 25 crore and imprisonment of up to 10 years to directors and
management executives "for violating the listing agreement by making false and inaccurate disclosures in
the company's quarterly and annual results."”

Singh says it is important to remember who the ultimate victims are in cases like Satyam. "This is
a real tragedy; the people who will be left holding the bag will be the shareholders."

Even as Raju is widely blamed for unleashing "India's Enron,"” Chaudhuri points to a major
difference between Enron and Satyam. "At Enron, the CEO stonewalled, while whistle-blowers came out
with the truth," he says. "At Satyam, there were no whistle-blowers. The CEO blew the whistle on himself."
In that sense, Raju did -- ultimately -- tell the truth and perhaps live up to the "Satyam" name. Unfortunately
for him, the company, and India's IT industry, by then it was much too late.

2. Rethinking Domino's Expansion Plan

In May 2011, Pavan Bhatia, CEO, Domino's Pizza India Ltd. (Domino's) stepped down from his
post. Earlier, in March 2011, at a board meeting, Domino's top management concluded that 'Pavan Bhatia's
performance during his 18-month tenure was not up to the mark.' The board felt that Pavan Bhatia had
initiated an expansion strategy that was reckless and not properly thought out.' However, many analysts
did not agree with the board's conclusion. They felt that the board was not considering the possible long-
term benefits of Pavan Bhatia's strategy.

During March 2010-January 2011, Pavan Bhatia opened Domino's outlets in small towns and cities.
Pizza consumption in these places was very low. Analysts felt that even those willing to opt for the product
found the price unacceptable.

The cost per meal was too high. In September 2011, due to low footfalls and lower volumes, Hari
Bhartia planned to shut down Domino's outlets not only in some small cities but also a delivery outlet in
the wealthy Gujranwala Town in North Delhi.One of the two outlets in Ludihiana was also planned to be
shut down. Domino's Pizza India Ltd. was the Indian franchisee of Domino's Pizza Inc. Domino's, Inc.
which entered into a franchisee agreement with Vam Hari Bhartia Corp.

Sky is the Limit

In November 2009, Pavan Bhatia took over as the CEO of Domino's. He seemed to be very
ambitious and wanted to make Domino's the largest fast-food chain in India. Pavan Bhatia went about
opening Domino's outlets across the country. The number of outlets multiplied four fold to 100 between
March 2010 and January 2011. It was the fastest growth Domino's had in any of the 63 countries it operated
in. From an average of four stores every year in its first four years of operation, Domino's expanded to more
than 100 outlets in 10 months across 30 cities. Domino's entered into an agreement with a real estate
consultant CB Richard Ellis to help with locations, conduct feasibility studies, and manage the construction.

CB Richards not only managed to take care of all these hassles but also furnished the outlets.
Domino's also opened outlets at large corporate offices, cinema halls and university campuses. In early
2010, Domino's had opened an outlet at the corporate office of Infosys, Bangalore, which was very
successful. It also had outlets at cinema halls — PVR in Delhi, Rex in Bangalore, and New Empire in
Kolkata.

Pavan Bhatia wanted quantum growth and felt that Domino's needed to tie up with airports, railway
stations and petrol pump stations. Incidentally, CB Richards was already working with oil companies,
advising them on how to go about making their petrol pumps ready for competition once private players
came in. CB Richards made a recommendation to Indian Oil Corporation (IOC) to let Domino's operate in
its petrol pump premises.

In December 2010, Domino's entered into an agreement with IOC to provide food products at the
latter's 7,500 outlets across the country. In early 2011, Pavan Bhatia signed an agreement with Steve Forte,
CEO, Jet Airways, to launch their 'ultimate deep dish," and 'sweetie pie' products on Jet Airways flights.
Pavan Bhatia said, "For Domino's, sky is the limit. We like to deliver hot, fresh pizzas everywhere, anytime.
This tie-up with Jet Airways takes our commitment to customers on the move even a step further."

By March 2011, Pizza Hut had 20 outlets. In the same month, Pizza Hut announced its plan of
opening 30 more outlets in India by 2011 end, through franchisee route. By March 2011, Pizza Hut had
13,000 outlets across 90 countries.
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What Went Wrong?

Domino's officials felt that there was nothing wrong with increasing the number of outlets.
However, analysts felt that the growth had taken place on a business model that was not able to support it.
Unlike other fast-food chains, Domino's operated on company-owned outlets basis, rather than franchisee
route or a mix of both. Domino's officials argued that this ensured quality and the ability to deliver on time,
as the company promised.

But this also meant that Domino's had to invest a huge amount in real estate and equipment for each
of the new outlets. There were also other overheads such as salaries, keeping inventories, and huge
marketing expenses to attract consumers. To earn a return on these investments, sales in each new outlet
had to reach a viable level quickly. Or else, the operation could soon become unviable. It also meant that
profitable outlets would end up subsidizing the non-profitable ones. Location of the outlet was an important
determinant of profits. Analysts felt that, in its race to dominate the pizza business, Domino's took some
wrong steps.

The outlets would run into losses, if it was not met. According to reports, three of the six outlets in
Sri Lanka were under-performing. Analysts felt that Pavan Bhatia believed in spending money to create
hype about the brand. For instance, Domino's opened 15 outlets on a single day in early 2010.

And, as it was customary to have outlets inaugurated by film stars, Domino's spent in the range of
Rs.0.3-0.5 million on each film star to inaugurate one outlet He also initiated an all-India brand-building
exercise. Besides TV campaigns, the exercise included the installation of a unique, single toll-free number
to order pizzas.

The number ensured that the call would be diverted to the nearest Domino's outlet and the customer
didn't have to remember numbers of specific outlets. Analysts felt that the combination of national
advertising and the single toll-free number led to discontent amongst customers who were attracted to dial,
but discovered that no outlet existed in their city or town. Many analysts argued that the toll-free number
would have worked if Domino's had 1000 outlets. Also, the all-India campaign did not justify the needs of
specific outlets or regions. Many analysts felt that there was nothing wrong with Pavan Bhatia's expansion
plan.

They further argued that the profitable stores cross-subsidizing the unprofitable ones was also a
common practice globally. Though Hari Bhartia was skeptical regarding the effectiveness of some of the
marketing initiatives taken up by Pavan Bhatia, many analysts argued that the campaigns got new individual
and institutional customers to the company.

Gautam Advani, former Chief of Marketing, Domino's explained, "...it was the advertising blitzkrieg
that helped the company move to the first place from the sixth in both Mumbai and Bangalore..." Analysts
were divided in their opinion about Hari Bhartia's role in all these developments. While some felt that Hari
Bhartia was kept in the dark, others felt that he was a silent spectator. Still others felt that Hari Bhartia
actually agreed with Pavan Bhatia's strategy, only to make him a scapegoat when things went wrong.

Officials who supported Pavan Bhatia's expansion plan felt that Hari Bhartia was completely aware
of all the developments. They said that he had actively supported some of Pavan Bhatia's plans including
expansion of outlets.However, others claimed that Pavan Bhatia did take some initiatives without prior
consent of Hari Bhartia. For instance, marketing expenses of about Rs.50 million were allegedly spent
without prior budgetary approvals.
It was also believed that there were no records to account for an expenditure of about Rs.20 million on the
Sri Lankan operations. However, Pavan Bhatia's supporters claimed that such allegations were meant to
malign him and nothing of the sort could take place in a professionally run organization.

No Correlation Between Expansion and Sales

Pavan Bhatia's expansion plan would not have come under criticism had actual sales matched the
projectionsHari Bhartia said that there was a gap between the two. According to some company officials,
in mid 2011, the actual sales were half of projections. As the sales were poor, the burden of huge expenses
impacted the bottomline.

This led to serious cash flow problems. A few suppliers said that Domino's was either asking for an
increase in the credit period or requested a go-slow on supplies. Others added that although they had no
problems with payments, they heard that Domino's was going through a bad phase.
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Said one, "I too have heard adverse stories about the company. I also know that Domino's is undergoing
reorganization. But that should be over in a few months' time and the company will be back on the course."”

Analysts also felt that Domino's would be back on course soon, as pizza sales were growing despite
new stores coming up near the existing ones, at least in the  metros.
For instance, the store in Greater Kailash I in New Delhi was among the first to be opened. Sales at this
outlet grew though new stores were added in neighboring areas.
However, Domino's needed fresh funds to get out of the financial problems. Indocean Chase, the venture
capital firm, which owned one-third stake in Domino's, said it would invest only after the existing problems,
were sorted out.

To Grow or Not to Grow
By mid 2011, Domino's future growth plans were also slowed down. (Refer Exhibit IT)

In early 2011, Domino's had announced plans of adding 100 outlets every year, and an investment
of Rs.500 million in 2011.

Hari Bhartia said, "The board had never approved either the investment or the plan to start 100
new outlets in a year's time."

The plan to open new outlets in Bangladesh was also postponed

These corrective measures were expected to be over by late 2011. Explained Hari Bhartia, "When
you grow the way we did last year, (2000), there are bound to be problems.
Now, we are dealing with them." He was also looking for a new CEO.

7.2. TIpomexyTouHasi aTTecTalys

[1e/1b10 MPOMEKYTOUHOM aTTeCTalliH SIB/ISIETCS POBEPKa YCBOEHHS 00yUaroIMMHCS
3HaHUH TI0 BCEM TemMaM YueOHOW [JMCHMIUIMHBI W YPOBHS (OPMHPOBAHUS BCEX
KOMIETeHILIWM, 3aKperyieHHbIX 3a JaHHOW JUCLIUTI/IMHOM.

[lepen JorMycKOM Ha TIPOMEXKYTOUHYIO aTTeCTalui0 KaKAbld 0O0yuaroruiics
OLIeHMBAETCSI COBOKYITHOM OLIEHKOM (COBOKYMHBIM 0a/ljioM) IO pe3ysbTaTaM TeKYI[ero
KOHTPOJISI.

[TpomMexxyTouHasi aTTecTalys 1o yueOHOM AUCIUIIMHE TIPOBOAUTCS B hopMe 3aueTa
B 1 ceMecCTpe 1 3K3aMeHa BO BTOPOM CeMecCTpe.

MTOroBbIii KOHTPO/Ib NPOBOAUTCS B (hOpMe OTBETOB Ha BOTPOCHI.

TUITIOBBIE BOITPOCKI K ITIPOMEXYTOUYHOHN ATTECTAIIA

BOITPOCBHI /151 3AUETA

Pre-intermediate/intermediate

UNIT 1. COMPANIES

1. Which types of today’s companies can you think of? What are the advantages and disadvantages
of each one?

2. Which type of companies would you prefer to work for?

UNIT 2. LEADERSHIP

1. What is the best way to manage and motivate employees? What motivation techniques can you
think of?

2. In what way can leaders win the respect of subordinates?

3. Describe a very good manager or teacher you have known. What made him/her special?

4. What fears make people work hard? Can fear motivate people as successfully as rewarding them?

5. The best motivation is money and recognition for meeting targets. What other motivation can
you think of?

UNIT 3. STRATEGY
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1. What should companies take into account during the strategic planning process?

2. Explain the idea of SWOT analysis. Which components are included in it?

3. Why did Nike come to the conclusion that female customers were as important to it as male?
What did it do to appeal to a female audience?

4. What features can make a product appeal to women? Use any product as an example.

UNIT 4. PAY

1. What do you think about extremely large salaries? Who can earn so much money?

2. Do you think that all pay should be based on performance or executive pay is a different case?

3. What types of pay packages are offered to top senior executives, are they always fair?

4. Can we say that performance of ordinary employees and CEOs is evaluated and rewarded in the
same way?

UNIT 5. DEVELOPMENT

1. Do you think the quality of life has changed in your country over the last few years? What do
young people have today that their parents did not have?

2. What do you know about the Organization of Economic Cooperation and Development?

3. Where should the balance between development and the environment be struck?

4. The Camisea project (Peru) will have a negative effect on the country environment. Do you agree?

UNIT 6. MARKETING

1. What do you know about the marketing mix and its components? Try to explain it using your own
examples.

2. Young people no longer believe advertisements. What can influence young people’s buying
decisions?

3. What are the most important characteristics of a successful brand? How can a celebrity
endorsement help a brand?

Upper -Intermediate

1. Company structures — be ready to speak on the company hierarchy and the profile of well-
known companies like the Philips company, Colgate-Palmolive company, etc.

Job descriptions and job satisfaction. Job titles at the company. The management accountant.

2. Recruitment. Different methods to recruit people. Selection of candidates. Interviews. CVs.
Letters of inquiry and applications. Advice on job applications.

3. Retailing. Describe the retail business. How has the business changed in recent years? Give
examples of successful retail chains in the USA and Europe. Customers’ surveys.

4. Franchising. A definition of franchising. Examples of franchising in Europe and the USA. How
to run a franchise successfully.

5. International Business Styles Speak on different management styles in the USA, Europe and
Asia. How to cope with corporate culture clashes.

6. Banking. Financing the start-up

What is the UK banking sector made of? Different services the banks provide for the general public.

What are the ways of raising money to start a company?

Unit 7 Business and the Environment

Causes and effects of the pollution. What are environmental threats involved by businesses? Which
environmental cause is the most important today? Is environmentalism the most important issue for
business and why?

Additional Questions on Real Business Situations

1. Telephone skills. What is important when making a business phone call

in English? How to use the telephone to improve your business.

2. Promotional activities and branding. Describe promotional activities, their advantages and
disadvantages.

What is important when launching a new product?

What promotional methods do you know?
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How can companies promote their products by having a stand at a trade fair?

3. Establishing relationships and negotiating. Give advice on:

(1) How to establish a good relationship. (2) How to negotiate deals.

4.Why start your own business? Give your reasons, advantages and disadvantages.

What problems would you expect to have of you started your own business?

What is important when looking for finance to start-up your own business?

5.Starting up in a new location

What factors are important when choosing a location for a new operation?

Is it easy to break into a new market in another country? What problems should you foresee before
you go to a new location?

Unit 1. Staff development and training

¢ What benefits would you like to get in your first job? Put them in order from the most attractive to
the least attractive.

¢ What kinds of courses would you like to attend when you get a job?

Unit 2. Job descriptions and job satisfaction

1. What do you most like/dislike about your job/studies?

2. Why is job interview so important for the recruitment process? What questions are typical
for the job interview?

3. What recommendations can you give to your friend if he/she is getting ready for job
interview?

Unit 3. Letters of enquiry and applications

1. What can make a company a great place to work?

2. What kind of job would most interest you? Do you know where you can find such jobs?

3. What advice can you give about applying for jobs? Give reasons for you pieces of advice.

Unit 4. Telephone skills

1. What problems do you face when talking in English on the phone?

2. What is important when making a business phone call in English? How can you prepare for

such calls?
Unit 5. Promotional activities and branding

1. What promotional activities do you know? Say briefly what the advantages and
disadvantages are of each.

2. What does an ‘own brand’ of supermarket mean? Use some examples to explain the idea.

3. Do you think that brands can save time and make shopping easier?

Unit 6. New product development
J What are the steps you should take before launching a new product on the market?

} What promotional methods do you know? Try to enumerate their advantages and
disadvantages.

Unit 7. A stand at a trade fair

1. How can companies promote their products at a trade fair?

2. What is a principle aim of participating in exhibitions?

Unit 8. Establishing relationships and negotiating

1. How important is it to establish a good relationship with your customers?

2. What points are usually included in the agenda of negotiations between seller and buyer?

3. What payment terms are better for seller and what for buyer?

Unit 9. Going it alone

1. Why do people start their own business? Think of as many reasons as you can.

2. Would you like to run your own business?

3. When starting up a business, what are the advantages and disadvantages of buying into a
franchise?

4. What can you say about the level of risk connected with a start-up business?
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Unit 10. Financing the start-up

1) What problems could you have if you started your own business?

2) What is the role of market research in your preparation to start a business?

3) What document should you submit to a bank if you ask for a loan?

4) What are the principle ways to raise money to start a company?

5) What is important when looking for finance to start up a business?

Unit 11. Starting up in a new location

1. What factors are important when choosing a location for a new business unit?
2. Can the new location affect company’s costs?

3. Is the developed infrastructure more important than availability of staff?

4. Can the new location change the image of the company?

Unit 12. Presenting your business idea
What can you say about the structure of business presentation? What are they for?

BOITPOCBHI IJI1 DK3AMEHA

I. Outsourcing and offshoring as constituent and integral part of globalization.

1. Definition of offshoring. Advantages and disadvantages of offshoring for companies/ workers/
customers.

2. .Definition of outsourcing. Advantages and disadvantages of outsourcing for companies/
workers/ customers.

3. The impact of offshoring and outsourcing on the global job market. Give examples.

4. Business activities outsourced today. Outsourcing in big, medium and small business.

5. Benefits of offshoring for different countries involved into the process.

II. Finances

1. Profit and loss account.

2. Corporate governance. The main reason for toughening it.

3. Examples of American and British companies involved in financial scandals, accusations
against them and consequences of their wrongdoing.

4. The falsification of accounts by CEOs: a criminal doing or/and acceptable risk to save the
company’s future.

5. Job responsibilities of a Securities and Exchange Commission member. Nowadays popularity of
an auditor’s job.

IT1. Recruitment

1. The stages of an application process: the most difficult/important/time-consuming from your
point of view. Give your reasons.

2. CV (resume): the contents. How to make an impressive CV.

3. Types of a job interview. Questions that can be asked.

4. How to organize a recruitment process at a new hotel in a short period time. Give examples.

5. The job that might interest you. Explain your choice (job satisfaction, high salary, etc.)

IV. Counterfeiting

1. Definition of counterfeiting. Counterfeiting as an overall problem for all the businesses.
Industries that mostly suffer from counterfeiting.

2. Copyright infringement. Give examples. How can an ordinary law-abiding citizen infringe
somebody’s copyright?

3. Explain why majority of people prefer to buy copies. How does it benefit consumers?

4. Counterfeiting affects legitimate businesses. Anti-counterfeiting measures undertaken by
companies.

5. How to stop counterfeiting.

V. Marketplace.

1. The types of existing markets and the transactions on them.

2. The changes introduced by the Internet to the market place.: the most positive and negative
from your point of view.
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3. How e-business operates: advantages and disadvantages of e-commerce for customers/on-line
companies.

4. Internet auctions: how they operate. History of Ebay and potential threats to its future business.

5. You want to set up your own on-line company: initial steps and aspects to consider.

VL. Lobbies

1. Methods of influencing public opinion, the most effective of them. Give your examples.

2. You opinion about celebrities involved into international politics and economics.

3. Fair trade and the role of celebrities and charitable organizations in it.

4. Internet petitions — effective and powerful tool or just junk mail?

Your experience of signing petitions.

5. Acts of protest you would like to take part in.

VII. Communication

1. Different ways of communication and important ways of communicating with customers.

2. Advantages and disadvantages of post, telephone, text message, email.

3. Recommendations on writing emails.

4. Information overload. Are you overloaded with information?

5. Your favourite way to communicate with your friends and colleagues/classmates.

VIII. Logistics.

1. Definition of the word “logistics”. The reasons why it is considered as the invisible industry.

2. “Smart tags”: advantages and disadvantages of using them.

3. Explain why you would or would not buy goods with “smart tags”.

4. Shop management of stocks.

5. Explain how computer technologies can improve services to customers.

IX. Innovation

1. Describe the phases of developing new products.

2. Your opinion on the following saying “Failure is as important for designer as success”.

3. The ways of businesses innovation.

4. Launching an innovation : risk or opportunity.

5. Give examples of products which were innovative while being launched including those that
were bought or used by you.

YcrHbIN OIIPOC M0 U3YyYE€HHbIM T€MAM C 3/IEMEHTAMHU CUTYALIUOHHOI'0 TeCTad
1.Explain your job to your teacher. Include these five areas:
— introduce yourself
— say your job title and company name
— describe your company
— explain your responsibilities
— explain your main role
2.Prepare a description about a company you are familiar with.
Describe the following areas:
— what it produces/provides
— where it is based
— the company history
— its strengths and weaknesses
— its future prospects
3. Arrange an appointment with your teacher on the telephone.
— Explain the reason for calling.
— Suggest a day next week
— Suggest a different day (because your teacher is busy)
— Suggest a time
— End the call.
4.Give descriptions of a graph from Bloomberg Visual Data. (www.bloomberg.com)
In each description remember to
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— say what each graph shows.

— describe the graph

5. Prepare a short talk for your teacher about your job. In your talk describe:

— your main responsibilities

— what personal qualities you need for your job

— what you do to be efficient in your job

— what motivates you in your job

— one thing that would make your job easier

6. Prepare a presentation for your teacher about your job and company. Include the
following: MakcumasibHOe KO/IM4ecTBO 0asioB - 20

— introduce yourself

— describe your career

— explain your current job

— describe your company

— talk about your company’s history

— describe your company’s products or services

— describe a graph showing figures for your company

— make predictions for your company

— answer two questions from your teacher about your job or your company

7. Give a short talk to your teacher about a problem at work or at your company in the last
few years. Include these five areas:

- a basic description of what your company does and your job involves

- the background to the problem

- possible solutions that were open to you

- the solution you chose and the reasons why

- the outcomes

8 Give a short talk to your teacher about a project you have worked on (or a project that
you are currently involved in). You may wish to use visuals aids to clarify points.

You will need to describe

— the objectives of the project

— how these objectives were to be achieved (the methods)

— the key people and departments involved

— your personal involvement

— the final outcome(s) of the project

9. Imagine you are giving a presentation to a group of prospective stockholders. Give the
presentation to your teacher. Include these five areas:

— a self introduction

— an overview of your company

— areview of the company’s recent performance

— the management structure

— why you think your company is a good investment

10. Give a report to your teacher about a (formal or informal) meeting you recently attended
at work. In your report, remember to say:

— what the aim of the meeting was

— who was present and their roles

— what issues were discussed

— what was decided

— what has happened as a result of the meeting

11. Prepare a presentation for your teacher about you and your company.

Include the following:

— introduce yourself appropriately

— describe your job
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— describe your company

— present the company structure (with a visual aid)
— present the company’s recent performance

— describe future plans of the company

— explain why the company is a good investment

8. Kpurepuu o1jeHKM KauecTBa 3HAaHUM /i1 KOHTPOJ/ISl YyCIieBaeMOCTH
00y4JaroIuxcst

[17151 OLIeHKM MOTyUeHHbIX 3HaHWM U 0CBOeHUs1 yueOHOTro MaTepHaria Io JUCLATIIHHE
WCTIO/B3YIOTCS CieytoIie (opmMbl 00s13aTeIbHOTO0 KOHTPOJIS: TEKYIIUMA U TIPOMEXKYyTOUHasI
aTTecTausl.

YcnemHocTs U3ydyeHUsl JUCLIUILIMHBI, 3aBeplIarolecsl 9K3aMeHOM WA 3a4eTOM
(BpIOpaTh HEOOXOAMMBIM BapHaHT), OIEHWBAeTCA CyMMoW OammoB wucxoas u3z 100
MaKCUMaJ/IbHO BO3MOJKHBIX 1 BK/IFOUAeT [IBe COCTaB/ISIFOLLHE:

WTorosas orjeHka = Pabora Bo Bpemsi u3ydyeHus aucuuiuidHel (60) + OTBeT mpu
MPOMe)KyTOUHOM aTTecTtariuu (40)

Onucanue padort MakcumasibHoe
KOJ/IN4eCTBO 0a/I/IOB
1. IocerieHre 3aHATUN/aKTUBHOCTh Ha 3aHSATUSIX/OLIEHKA COL{MA/IbHBIX 5
XapaKTepUCTUK

2. BoinosiHeHUe OpPM TeKyIero KOHTPOJIsl yCIieBaeMOCTH: 55
HToro Tekymuii KOHTPOJIb: 60
IIpomexxyTouHass aTTecTanusa: 40
HTtoro no BceM (hpopMaM KOHTPOJIA: 100

OrleHKa COI[MA/IbHBIX XapaKTEPUCTHK O0O0yuaroIierocs pacCMaTpUBAeTCsl Kak
HEOTHEMJIEMBIH 3/7IEMEHT yueOHO-BOCTIMTATeIbHOTO TIpOIiecca W TPOBOAMUTCS B IIEJISIX
TIOBBIIIIEHUS] OTBETCTBEHHOCTH W OPraHW30BAaHHOCTM OOYYarolUXCsl, MX MOTHBAI[UH
ryiyDOKOMY W BCECTODOHHEMY YCBOEHHIO HeoOXogumoro oObema 3HaHWM, TPUBUTHS
HaBBIKOB CICTeMAaTH4eCcKoi paboThl.

B uncio 06s3aTesibHBIX TlapaMeTpoB  (KPUTepHEB) OI[€HKHA  COLMAIbHBIX
XapaKTePUCTUK 00YyUaroIierocsi BXOZST:

. YBa)KUTeTbHOE, KOPPEKTHOEe 00II[eHHe C TIpero/jaBaTesieM
. yBa)kuTe/IbHOe, KOPpeKTHOe 0011ieHre C 00yJaroIuMuCs;
. rioceljeHre 3aHsTUN;
. aKTMBHOCTb Ha 3aHSTHUSAX;
. cobJtro/IeHre TIpaBy/I BHYTPeHHeTr0 yuebHOro pacropsiika.
[ITkasia COOTBETCTBUS OLIEHOK:
5-TH 0a/IbHAsA CHCTeMa PeyiTudrosas CooTBeTCTBHE CHICTEMe
OIleHKa 3a4TeHO0/He 3aUTeHO0
«OTIMyHO» 86-100 3auTeHo
«Xopo1o» 80-85
71-79
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«Y [I0BJIETBOPUTEJILHO» 65-70
56-64
«HeynoBieTBOpUTETBHO» Menee 55 He 3auteHo
CoOTBeTCTBHE OIIeHOK Oa/IbHO-peHTHHTOBOM crucTteMbl MHCcTHTYTa MUPBUC:
100- Omnpepenenue
0a/IbHas
OIleHKa
86 -100 «OmauyHo» - TeopeTUuecKoe COJiepKaHHe Kypca OCBOEHO TMOJIHOCThIO, 0e3

nipo6esioB, He06X0JUMBbIe MPaKTUUeCKHe HaBbIKK paboThl C 0CBOEHHBIM MaTepraioM
chopMHUpOBaHbI, BCe TIPeyCMOTPeHHbIE TIPOrPAMMOM 00ydeHus1 yueOHbIe 3aJaHUS
BBINO/THEHbI, KaueCTBO WX BBITIOJHEHUS OLleHeHO 4uciaoM OasioB, OMM3KUM K
MaKCHMa/IbHOMY.

80-85 «OueHb xopowio» - TeOpeTHYeCcKoe Co/iep>kKaHre Kypca OCBOeHO MOJIHOCTBI0, Oe3
npo0benoB, HeOOXOJWMble TPAKTUUECKHe HaBbIKM pPAbOTBI C OCBOEHHBIM
MaTepuajoM B OCHOBHOM C()OPMHUPOBaHbBI, BCe MpeAyCMOTPEHHbIe MPOrpaMMOK
o0yueHust yueOHbIe 3a/laHUS BBITIOTHEHbBI, KAUECTBO BBITTO/THEHNSI 00/IBIIMHCTBA

13 HUX OLIeHeHO UKc/IoM 0asiioB, 6/IM3KMM K MAaKCUMAaIbHOMY.

71-79 «Xopowo» - TeopeTHUECKOE CO/Iep>KaHKe Kypca 0CBOEHO MOJTHOCTHIO, Oe3 mpoOesios,
HEKOTOpbIe TpaKTUYeckKhe HaBbIKW pabOTbI C OCBOEHHBIM  MaTepyuasioM
chopMHpOBaHEI HEAOCTAaTOYHO, BCE TpeJyCMOTPEHHbIE IPOrpaMMoi 00yueHus
yueOHble 3a/laHUSI BBIMOJ/JIHeHbI, KaueCTBO BbLITIOJTHEHHSI HH OJHOr0 W3 HUX He
OLIeHeHO0 MHUHMMA/IbHBIM UKC/IOM 0asl/ioB, HEKOTOPBIE BU/IbI 3a/JaHUM BBITIOJTHEHBI €
omHMOKaMH.

65-70 «Y0oenemeopumenbHo» - TeOopeTUUeCKOe CoOZiep)kKaHue Kypca OCBOEHO
YAaCTHYHO, HO TPO0esbl He HOCAT CYLIeCTBEHHOr0 XapaKkTepa, Heo0xoAuMble
MPaKTUYeCKWe HaBbIKM pabOThl C OCBOEHHBIM MaTepHaJOM B OCHOBHOM
chopMHUpOBaHbI, 0OJIBIIMHCTBO TPeyCMOTPEHHBIX IPOrpaMMoii  00yueHUs
yueOHbIX 3a/laHUli BBINO/IHEHBbI, HEKOTOpPbI€ W3 BBINOJHEHHbIX 3a/jaHUH,
BO3MOYKHO, COJIEP>KAT OIIHOKH.

56-64 «ITocpedcmeesHo» - TeopeTHUeCcKoe cCoOJep)KaHHWe Kypca OCBOEHO YaCTHYHO,
HEKOTOpble TIpaKTUYeCKWe HaBbIKM paboTbl He c¢GOpMHpPOBaHbI, MHOTHe
MpelyCMOTPeHHbIe TporpaMmoii 00yueHUs yuyeOHbIe 3a/jaHKsI He BBITOJIHEHBI,
b0 KaueCcTBO BBITIOJTHEHHMSI HEKOTOPBIX U3 HUX OLIeHeHO YKMC/IoM 0asiioB, O/IM3KUM
K MUHMMAJILHOMY.

0-55 «bBe3yc/n106H0 Heydoes1emeopumesbHO» -TeOpeTUUECKOe CO/lep>KaHWe Kypca He
OCBOEHO, HEe0OXO/IMMble MPAKTHUUECKHEe HABbIKK pPabO0Thl He copMHPOBaHbBI, BCe
BBITIO/THEHHBIE y4eOHble 3a/laHus Cofiep)KaT TpyObie OIIMOKW, /OMOITHUTE/TbHAs
camocTosTe/IbHase paboTa Ha/ MaTepuajaoM Kypca He NMpHBeJeT K KaKoMy-Tu0o
3HAaUMMOMY MOBBIIIIEHHI0 KaUeCTBa BbITIOJTHEHHs] YueOHbIX 3a/IlaHHM.

[TonoxuTe/bHBIMUA OLIEHKaMH, MPY MOTYUYeHUH KOTOPBIX AUCLUIIIMHA (MOAYJIb) WU
WHOW KOMITOHEHT 00pa30oBaTe/lIbHOM TMpOTrpaMMbl SIBJISIETCS aTTeCTOBAHHOM, SIBJISFOTCS
oLeHKU «OTIUUYHO», « XOPOLLIO0», «Y JOBJIETBOPUTE/IBHO», «3aUuTeHO».

ITpy MOBTOPHOM TIPOMEXKXYTOUHOM aTTeCTal[iH 13 00Iero pedTHHra 00yJaroIerocs
BBIUMTAETCS:

- 3a TIePBYIO TIOBTOPHYIO TIPOMEKYTOUHYO aTTecTaluio (3k3ameH) — 10 6aios;

- 3a BTOPYIO TIOBTOPHYIO IMPOMEXYTOUHYIO aTTeCcTaluio (3k3aMeH)— 15 6asios;

- 3a TIePBYIO TIOBTOPHYIO TIPOMEKYTOUHYIO aTTecTaruio (3aueT) — 5 6asios;

- 3a BTOPYIO TIOBTOPHYIO IPOMEXXYTOUHYIO arTecTanuyio (3auer) — 10 6asos..
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