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 1. *��0 � ����+� ��'+�!�/ ��%*�#��!/ ( "�'�/)  

 *5;P:   
  

 

"6?489FP GDB6A9@ <ABS;OKAB= >B@@GA<>4F<6AB= >B@C9F9AJ<<, 8BEF4FBKAO@ 8?S D9L9A<S 
>B@@GA<>4F<6AOI ;484K 6 B5?4EF< 89?B6B7B B5M9A<S, CD< B5M9A<< E ;4DG59:AO@< 
C4DFA9D4@<, 4 F4>:9 8?S 84?PA9=L97B E4@BB5D4;B64A<S.  

      

 �040G8:   
  

 1. D4EL<D<FP >DG7B;BD < CB6OE<FP B5MGR 7G@4A<F4DAGR >G?PFGDG EFG89AFB6. 
 2. 6BEC<F4FP FB?9D4AFABEFP < G64:9A<9 > 8GIB6AO@ J9AABEFS@ D4;AOI EFD4A < A4DB8B6. 

 

3. D4;6<FP >B7A<F<6AO9 < <EE?98B64F9?PE><9 G@9A<S E <ECB?P;B64A<9@ D9EGDEB6 A4 <ABEFD4AAB@ 
S;O>9. 

 4. D4;6<FP <AHBD@4J<BAAGR >G?PFGDG. 
 5. CB6OE<FP GDB69AP GK95AB= 46FBAB@<< < ECBEB5ABEF< > E4@BB5D4;B64A<R. 
            

 2.  &$��"��!�/ � $��'�0&�&�  "%�"�!�/ ��%*�#��!/ ( "�'�/) 
            

 2.1 #;0=8@C5<O5 @57C;PB0BO >1CG5=8я ?> 48AF8?;8=5 
            

 

�;GK9A<9 8<EJ<C?<AO #D4>F<>G@ CB >G?PFGD9 D9K96B7B B5M9A<S A4CD46?9AB A4 HBD@<DB64A<9 
E?98GRM<I >B@C9F9AJ<=: 

            

 C=825@A0;P=OE :><?5B5=F89 8 8=48:0B>@>2 8E 4>AB865=8я: 

 

�0B53>@8я 
(3@C??0) '� 

�>4 8 
=08<5=>20=85 
C=825@A0;P=>9 
:><?5B5=F88 

�>4 8 =08<5=>20=85 8=48:0B>@0 4>AB865=89 C=825@A0;P=>9 
:><?5B5=F88 

 

�B@@GA<>4J<S '�-4 %CBEB59A 
BEGM9EF6?SFP 
89?B6GR 
>B@@GA<>4J<R 6 
GEFAB= < C<EP@9AAB= 
HBD@4I A4 
7BEG84DEF69AAB@ 
S;O>9 $BEE<=E>B= 
(989D4J<< < 
<ABEFD4AAB@(OI) 
S;O>9 (4I). 

'�-4.1. �A49F ?<F9D4FGDAGR HBD@G 7BEG84DEF69AAB7B S;O>4, 
BEAB6O GEFAB= < C<EP@9AAB= >B@@GA<>4J<< A4 <ABEFD4AAB@ 
S;O>9, HGA>J<BA4?PAO9 EF<?< DB8AB7B S;O>4, FD95B64A<S > 
89?B6B= >B@@GA<>4J<<..  
'�-4.2. '@99F 6OD4:4FP E6B< @OE?< A4 7BEG84DEF69AAB@, 
DB8AB@ < <ABEFD4AAB@ S;O>9 6 E<FG4J<< 89?B6B= 
>B@@GA<>4J<<..  
'�-4.3. �@99F CD4>F<K9E><= BCOF EBEF46?9A<S F9>EFB6 D4;AB= 
HGA>J<BA4?PAB= CD<A48?9:ABEF< < D4;AOI :4ADB6 A4 
7BEG84DEF69AAB@ < DB8AB@ S;O>4I, BCOF C9D96B84 F9>EFB6 E 
<ABEFD4AAB7B S;O>4 A4 DB8AB=, BCOF 7B6BD9A<S A4 
7BEG84DEF69AAB@ < <ABEFD4AAB@ S;O>4I.. 

            

 2.2. $57C;PB0BO >A2>5=8я >1@07>20B5;P=>9 ?@>3@0<<O: 
 � D9;G?PF4F9 <;GK9A<S 8<EJ<C?<AO EFG89AF 8B?:9A: 
 �=0BP: 

 

1. <ABEFD4AAO= S;O> A4 GDB6A9, B59EC9K<64RM9@ QHH9>F<6AGR CDBH9EE<BA4?PAGR 
89SF9?PABEFP. 

            

 '<5BP: 

 

1. <ECB?P;B64FP <ABEFD4AAO= S;O> 6 @9:?<KABEFAB@ B5M9A<< < CDBH9EE<BA4?PAB= 
89SF9?PABEF<. 

            

 �;045BP (=02O:8 8/8;8 >?OB 45яB5;P=>AB8):  

 

1. A46O>4@< 6OD4:9A<S E6B<I @OE?9= < @A9A<S 6 @9:?<KABEFAB@ < 89?B6B@ B5M9A<< A4 
<ABEFD4AAB@ S;O>9. 
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3.   �%&" ��%*�#��!/ ( "�'�/) � %&$'�&'$� "�$��"��&��0!"� 
#$"�$�  /  

      

 

�<EJ<C?<A4 BFABE<FES > 8<EJ<C?<A4@ K4EF<, HBD@<DG9@B= GK4EFA<>4@< B5D4;B64F9?PAOI 
BFABL9A<= A4CD46?9A<S CB87BFB6><  09.03.03 #D<>?48A4S <AHBD@4F<>4 CDBH<?P 
"�BDCBD4F<6AO9 <AHBD@4J<BAAO9 E<EF9@O".  

      
      

 4. "�.�  ��%*�#��!/ ( "�'�/) � ���/ '+��!"� $��"&/  
      

 

"5N9@ 8<EJ<C?<AO 

�E97B K4EB6 

 

�?S BKAB= 
HBD@O 
B5GK9A<S 

�?S BKAB-
;4BKAB= HBD@O 
B5GK9A<S 

�?S ;4BKAB= 
HBD@O 
B5GK9A<S 

 

"1щ0я B@C4>5<:>ABP 48AF8?;8=O (70G5B=OE 
548=8F/G0A>2) 1 / 36 0 / 0 1 / 36 

 �>=B0:B=0я @01>B0 – 0C48B>@=O5 70=яB8я: 32  12 

 �9>J<< 15  6 

 %9@<A4DO, CD4>F<K9E><9 ;4ASF<S 15  6 

 

�BAF4>FA4S D45BF4 (;4K9F, Q>;4@9A, >GDEB64S 
D45BF4) 2   

 %4@BEFBSF9?PA4S D45BF4 B5GK4RM97BES 4  20 

 #DB@9:GFBKA4S 4FF9EF4J<S   4 

 �<8 CDB@9:GFBKAB= 4FF9EF4J<< �4K9F  �4K9F 
      
            

 5. %"��$��!�� ��%*�#��!/ ( "�'�/) 
            

 5.1 %>45@60=85 48AF8?;8=O (<>4C;я) 
            

 &5<0 1. �5@10;P=>5 8 =525@10;P=>5 >1щ5=85. 

 

%FD4F97<< 89?B6B7B CB6989A<S 6 CDBH9EE<BA4?PAB= <ABS;OKAB= >B@@GA<>4J<<. %CBEB5O 
CD98EF46?9A<S E95S < 8DG7<I. %69FE>4S 59E984. �4?B5O, CDBEP5O, <;6<A9A<S, CD<7?4L9A<S. 3;O> 
:9EFB6 < F9?4. 

            

 &5<0 2. � :><0=48@>2:5. 

 

#D9;9AF4J<S >B@C4A<<, <AHBD@4J<BAAB= E<EF9@O, CDB7D4@@AB7B CDB8G>F4, CDB9>F4. &D4AECBDF. 
#DB:<64A<9 6 BF9?9. �9?B6B= CD<9@. 

            

 &5<0 3. �><<5@G5A:0я ?5@5?8A:0. 

 

%FDG>FGD4 89?B6B7B C<EP@4. "H<J<4?PAB-89?B6B= EF<?P C<EP@9AAB= D9K<. �<8O C<E9@ 6 
>B@@9DK9E>B= C9D9C<E>9 (;4CDBE, CD98?B:9A<9, ;4>4;, CD9F9A;<S, <;6<A9A<9). 

            

 &5<0 4. &5;5D>==O5 @073>2>@O. 
 1F<>9FAO9 HD4;O 6 F9?9HBAAB@ B5M9A<<. %BB5M9A<9 A4 7B?BEB6B= CBKF9/46FBBF69FK<>9. 
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 5.2 $0745;O/B5<O 48AF8?;8=O, 8E B@C4>5<:>ABP 8 284O 70=яB89 

 "1щ0я B@C4>5<:>ABP 87CG5=8я 48AF8?;8=O ?> CG51=><C ?;0=C: �.�. (G0A>2) 1/36 

         

 (BD@4 B5GK9A<S: BKA4S �<8 >BAFDB?S: �4K9F 
         

 

№ !4<@9AB64A<9 F9@O 

�E
97
B 

�
9>
J<
< 

%9
@<
A4
DO

 

�B
AE
G?
PF
4J
<<
 / 

�
FF
9E
F4
J<
S 

%4
@B
EF
BS
F9
?P
A4
S 

D4
5B
F4

 

�B
@C
9F
9A
J<
< 

�
<F
9D
4F
GD
4 

(E
EO
?>
4 
A4
 A
B@
9D
) 

 

1 &9@4 1. �9D54?PAB9 < A969D54?PAB9 
B5M9A<9. 7 3 3  1 '�-4 �.1-6 

 2 &9@4 2. � >B@4A8<DB6>9. 9 4 4  1 '�-4 �.1-6 

 3 &9@4 3. �B@@9DK9E>4S C9D9C<E>4. 9 4 4  1 '�-4 �.1-6 

 4 &9@4 4. &9?9HBAAO9 D4;7B6BDO. 9 4 4  1 '�-4 �.1-6 

 5 �BAEG?PF4J<< (>BAF4>FA4S). 2   2  '�-4 �.1-6 

 6 #DB@9:GFBKA4S 4FF9EF4J<S (K4EB6).      '�-4 �.1-6 

  �E97B K4EB6 36 15 15 2 4   

         

 (BD@4 B5GK9A<S: ;4BKA4S �<8 >BAFDB?S: �4K9F 
         

 

№ !4<@9AB64A<9 F9@O 

�E
97
B 

�
9>
J<
< 

%9
@<
A4
DO

 

�B
AE
G?
PF
4J
<<
 / 

�
FF
9E
F4
J<
S 

%4
@B
EF
BS
F9
?P
A4
S 

D4
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F4

 

�B
@C
9F
9A
J<
< 

�
<F
9D
4F
GD
4 

(E
EO
?>
4 
A4
 

AB
@9
D)

 

 

1 &9@4 1. �9D54?PAB9 < A969D54?PAB9 
B5M9A<9. 7 1 1  5 '�-4 �.1-6 

 2 &9@4 2. � >B@4A8<DB6>9. 7 1 1  5 '�-4 �.1-6 

 3 &9@4 3. �B@@9DK9E>4S C9D9C<E>4. 9 2 2  5 '�-4 �.1-6 

 4 &9@4 4. &9?9HBAAO9 D4;7B6BDO. 9 2 2  5 '�-4 �.1-6 

 5 �BAEG?PF4J<< (>BAF4>FA4S).      '�-4 �.1-6 

 6 #DB@9:GFBKA4S 4FF9EF4J<S (K4EB6). 4   4  '�-4 �.1-6 

  �E97B K4EB6 36 6 6 4 20   
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6. #�$�+�!0 '+��!"- �&"��+�%�"�" "��%#�+�!�/ ��/ %� "%&"/&��0!"� 
$��"&/ "�'+�.-�)%/ #" ��%*�#��!� ( "�'�.) 

            

 

%4@BEFBSF9?PA4S D45BF4 6>?RK49F E?98GRM<9 99 6<8O: 
- <;GK9A<9 F9@ E4@BEFBSF9?PAB= CB87BFB6>< CB GK95AB-F9@4F<K9E>B@G C?4AG; 
- E4@BCB87BFB6>4 > CD4>F<K9E><@ < 8DG7<@ 6<84@ ;4ASF<= – D4EK9FAB-4A4?<F<K9E>4S D45BF4 CB 
<A8<6<8G4?PAB@G GK95AB@G ;484A<R; 
-E4@BEFBSF9?PA4S D45BF4 E?GL4F9?9= CD< CB87BFB6>9 > <FB7B6B@G F9EF<DB64A<R. 
 1F< 6<8O D45BF CD98CB?474RF: 
- E4@BEFBSF9?PAGR D45BFG E?GL4F9?S 6 5<5?<BF9>9; 
- <;GK9A<9 @4F9D<4?B6 EC9J<4?<;<DB64AAOI E4=FB6 CB F9@4@ 8<EJ<C?<AO 6 E9F< �AF9DA9F; 
- <;GK9A<9 Q?9>FDBAAOI GK95AOI @4F9D<4?B6  (Q?9>FDBAAOI GK95A<>B6, @9FB8<K9E><I @4F9D<4?B6, 
CD98EF46?9AAOI A4 E4=F9 'D%1�); 
�484A<S 8?S E4@BEFBSF9?PAB= D45BFO E?GL4F9?9= 6>?RK4RF 6 E95S: 
- 6OCB?A9A<9 F9EFB6OI ;484A<=, D4;@9M9AAOI 6 CDB7D4@@AB= B5B?BK>9 Moodle – CB F9@4@, 
6OA9E9AAO@ A4 E4@BEFBSF9?PAB9 <;GK9A<9; 
- CB87BFB6>4 8B>?48B6 CB BF89?PAO@ 6BCDBE4@ >GDE4. 
'>4;4A<S < ;484A<S CB E4@BEFBSF9?PAB= D45BF9 6O84RFES A4 CD4>F<K9E><I ;4ASF<SI E GK9FB@ 
<A8<6<8G4?PAB7B GDB6AS BE6B9A<S @4F9D<4?4 E?GL4F9?S@<. 

            

 #5@5G5=P 2>?@>A>2 4;я A0<>AB>яB5;P=>9 @01>BO 

 

&9@O 8<4?B7<K9E><I EBB5M9A<= 

1)  Meetingandgreeting (�A4>B@EF6B < CD<69FEF6<9) 
2)  At the airport (�4QDBCBDFG). 
3)  At the railway station (!46B>;4?9). 
4)  In a hotel (�BF9?9). 
5)  In a restaurant (�D9EFBD4A9). 
6)  Onthephone (&9?9HBAAO= D4;7B6BD). 
�BCDBEO 8?S EB59E98B64A<S 
1)  What are the modern modes of communication? 

2)  How important is non-verbal communication in business? 

3)  What are the main strategies in meeting and greeting people? 

4)  Why is small talk so important for establishing good contacts between businessmen? What are the 

suitable topics for it? 

5)  What are the tips for preparing an effective presentation? 

6)  What main stages do you go through at the airport? 

7)  What are the rules of business lunch? 

8)  What are the parts of a business letter? 

9)  What types of letters are used in commercial correspondence? 

10) What do you say when telephoning a person: a) if the line is busy: b) is he is out and somebody else 

answers; c) if you hear a message on the answering machine? 

&9@O8?S8<E>GEE<= 

1)  Communication modes. 

2)  Body language in business communication. 

3)  Business etiquette: for and against. 

4)  Digital etiquette. 

5)  8Touchy topics9 in a small talk. 
6)  Texting vs business letter. 

            
            

 &5<0 1. �5@10;P=>5 8 =525@10;P=>5 >1щ5=85. 
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 �>?@>AO 4;я 48A:CAA88 

 

1.  %FD4F97<< 89?B6B7B CB6989A<S 6 CDBH9EE<BA4?PAB= <ABS;OKAB= >B@@GA<>4J<<. 
2.  %CBEB5O CD98EF46?9A<S E95S < 8DG7<I. 
3.  %69FE>4S 59E984. 
4.  �4?B5O, CDBEP5O, <;6<A9A<S, CD<7?4L9A<S. 
5.  3;O> :9EFB6 < F9?4. 

 #@0:B8G5A:85 7040=8я 

 

1. #9D96B8 F9>EFB6 <; D4;89?4 «BusinessCommunication» (� 1.1.). 
2. �OCB?A9A<9 ?9>E<K9E><I ;484A<= CB F9@9. 
#D<@9D ;484A<S: 
�;GK<F9 E<FG4J<R < ;4CB?A<F9 CDBCGE>< CB8IB8SM<@< CB E@OE?G HD4;4@<. 
1.Derek Jones introduces himself to Simon Jackson: 

DJ: Hello. Let (a)_________ myself. My name is (b)___________. 

SJ: Nice to (c)____________. I9m (d)______________. 
2.Roger introduces Karen to John: 

K: Roger, I (e)______________ here. You9ll have to (f)____________. 
R: Of (g)_________, I9ll (h)_________ to John. He9s a friend of mine. & John, (i)___________ Karen. 

She9s just joined the company. 
J: How (j)_____________, Karen? Where do (k)___________ from? 

3.John Roberts introduces Noelle Sharon to a potential customer: 

NS:John, I haven9t (l)_____________ Mr. Lewis, Commercial Director from ADS. 
JR:(m)_______ sorry, Noelle. Come and (n)_______ him. Mr. Lewis, (o)_________ Noelle Sharon, our 

Export-Import Manager. 

L: Very nice (p)___________, Ms. Sharon. Whatcountriesdo (q)____________? 

3. #B87BFB6>4 E<FG4F<6AOI 8<4?B7B6 «�A4>B@EF6B. #D98EF46?9A<9». 
#D<@9D E<FG4J<< «�A4>B@EF6B, CD98EF46?9A<9»: 
A –Russian businessman; B – Mr. White, British businessman 

The Russian businessman meets Mr. White at the airport and brings him to the office showing some places 

of interest on their way. Then he introduces Mr. White to some of the Russian colleagues. 

4. #B<E> <AHBD@4J<< 6 <AF9DA9F9 CB F9@9 «3;O> :9EFB6 6 89?B6B@ B5M9A<<». 
5. #B87BFB6>4 > GK4EF<R 6 DB?96B= <7D9 «AVisittoaComputerCompany (�9?B6B= 6<;<F 6 
>B@CPRF9DAGR H<D@G)». 

            

 &5<0 2. � :><0=48@>2:5. 
 �>?@>AO 4;я 48A:CAA88 

 

1.  #D9;9AF4J<S >B@C4A<<, <AHBD@4J<BAAB= E<EF9@O, CDB7D4@@AB7B CDB8G>F4, CDB9>F4. 
2.  &D4AECBDF. 
3.  #DB:<64A<9 6 BF9?9. 
4.  �9?B6B= CD<9@. 

 #@0:B8G5A:85 7040=8я 
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1. �;GK9A<9 B5D4;JB6 8<4?B7B6 CB D9K96O@ E<FG4J<S@ (� 1.1-1-3, 2.2.). 

2. �OCB?A9A<9 ?9>E<K9E><I ;484A<= CB F9@9. 
#D<@9D ;484A<S: 
#BEF46PF9 CB CBDS8>G D9C?<>< 6 8<4?B79 8TravellingbyTrain9. 
1)  I want to come back this evening, so a dayreturn. 

2)  Morning, afternoon, evening? 

3)  £48.50. 
4)  Let9s have a look. There9s a train that leaves at 7.45, and there9s another one at 8.25. 
5)  The arrival times are 10.15 and 10.55. 

6)  Twenty, forty, sixty pounds. 

7)  Single or return? 

8)  Can you tell me the times of the trains to Newcastle, please? 

9)  Return, please. 

10) How would you like to pay? 

11) Thank you. 

12) Cash, please. 

13) What time do they get in? 

14) Morning. 

15) Day return or period return? 

16) Here9s your change and your ticket. 

17) I see. One ticket for 7.45 then. 

3. #B87BFB6>4 E<FG4F<6AOI 8<4?B7B6 «� 4QDBCBDFG», «!4 6B>;4?9», «� BF9?9», «� D9EFBD4A9». 
#D<@9D E<FG4J<< «�DBA<DB64A<9 AB@9D4 6 BF9?9»: 
A –Russian businessman; B – Receptionist 

The businessman is going to England on business. He phones to reserve a hotel room. The receptionist 

gives him the information about the rooms and the rates. 

4. �4CB?A9A<9 5?4A>B6, 4A>9F < 8D. 
            

 &5<0 3. �><<5@G5A:0я ?5@5?8A:0. 
 �>?@>AO 4;я 48A:CAA88 

 

1.  %FDG>FGD4 89?B6B7B C<EP@4. "H<J<4?PAB-89?B6B= EF<?P C<EP@9AAB= D9K<. 
2.  �<8O C<E9@ 6 >B@@9DK9E>B= C9D9C<E>9 (;4CDBE, CD98?B:9A<9, ;4>4;, CD9F9A;<S, <;6<A9A<9). 

 #@0:B8G5A:85 7040=8я 

 

�484A<S 8?S E4@BEFBSF9?PAB= D45BFO: 
1. #9D96B8 B5D4;JB6 D4;?<KAOI 6<8B6 C<E9@ (� 1.4, 2.3). 
2. %BEF46?9A<9 C<E9@ CB ;484AAO@ E<FG4J<S@. 
#D<@9D E<FG4J<< 8?S A4C<E4A<S C<EP@4-CD9F9A;<<: 

   Wrong number of items delivered (you ordered 1,000 pieces but only 800 were delivered and you need 

them urgently). 

   Mistake in the paperwork (there is also a mistake on the invoice). 

   Poor service (when you called to speak to someone about it, no one could find a record of your order). 

   This is not the first time you have had problems like this. 

   Include what action you want the other person to take (to deal with the matter urgently, to send the 

correct items, to replace the goods, to give a refund, to do the job properly, etc.). 

3. #B87BFB6>4 > GK4EF<R 6 DB?96B= <7D9 «SellingaSoftwareProduct (#B8C<E4A<9 >BAFD4>F4 B CDB84:9 
CDB7D4@@AB7B CDB8G>F4)» 

            

 &5<0 4. &5;5D>==O5 @073>2>@O. 
 �>?@>AO 4;я 48A:CAA88 
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1.  1F<>9FAO9 HD4;O 6 F9?9HBAAB@ B5M9A<<. 
2.  %BB5M9A<9 A4 7B?BEB6B= CBKF9/46FBBF69FK<>9. 

 #@0:B8G5A:85 7040=8я 

 

1. �;GK9A<9 B5D4;JB6 8<4?B7B6 CB F9@9 (1.1-1.3). 

2. �OCB?A9A<9 ?9>E<K9E><I ;484A<= CB F9@9. 
#D<@9D ;484A<S: 
�O59D<F9 CD46<?PAGR BF69FAGR D9C?<>G 6 F9?9HBAAB@ D4;7B6BD9. 
1.  New Age Telecommunications. Can I help you? 

a. No, thank you. 

b. Yes, please. I am calling for Tom Jones. 

c. Yes, speaking. 

2.  Could you spell your name, please? 

    a. Yes, my name is Noelle Sharon. 

    b. Sorry, I can9t. 
c. Yes, it is S-H-A-R-O-N. 

3.  Tom Jones speaking. 

    a. Noelle Sharon listening. 

b. It is Noelle Sharon speaking. 

c. Hello, Tom. This isNoelle Sharon. 

4.  I9m afraid he9s out to lunch. Would you like to leave a message? 

    a. No, thank you. I9ll try again later. 
    b. Yes, put me through, please. 

    c. Could you take a message for him, please? 

5.  It looks like he9s on another line. Will you hold? 

    a. Yes, I9ll hold. 
b. Speaking. 

    c. Could you look it up for me, please? 

6.  That line is still busy. 

    a. I9ll let him know you called. 
    b. Never mind, please cancel the call. 

c. Thank you very much. I appreciate it. 

7.  Sales Department. John Roberts speaking. 

    a. Perhaps I could speak to someone else in Sales Department? 

    b. Could you call me back? 

    c. Sorry, I must have the wrong number. 

8.  Derek Jones9 office. 
    a. Sorry, it9s a bad line. Could you speak up, please? 

    b. Right. I9ll ask him to call you back. 
    c. Putting you through. 

9.  Well, thank you for calling& Good-bye. 

    a. Thank you. 

    b. Excuse me, but I9ve got to go. 
c. It was nice of you to call. Good-bye. 
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3. #B87BFB6>4 E<FG4F<6AOI 8<4?B7B6 «&9?9HBAAO9 D4;7B6BDO». 
#D<@9D E<FG4J<< «"D74A<;4J<S 6EFD9K<»: 
A –Russian businessman; B – Secretary in a British company 

The businessman is going to England on business. He phones to arrange a meeting with the director of 

an IT firm. The secretary gives him the information about the available times and gives directions of 

how to get to their office. 

4. #B87BFB6>4 > GK4EF<R 6 DB?96B= <7D9 «TelephoneConversations (&9?9HBAAO9 C9D97B6BDO)». 
 

7. "%!"�!�/ � �"#"�!�&��0!�/ '+��!�/ ��&�$�&'$�, !�"�)"�� �/ 
��/ "%�"�!�/ ��%*�#��!/ ( "�'�/) 

       

 "A=>2=0я ;8B5@0BC@0 

 

1. �BAK4DB64, &. �. $9K964S >G?PFGD4 ?<KABEF<: CD4>F<>G@ : GK95AB9 CBEB5<9 / &. �. �BAK4DB64, 
�. #. #?9I4AB64. – 4-9 <;8., EF9D. –  BE>64 : (��!&�, 2021. – 240 E. – $9:<@ 8BEFGC4: CB 
CB8C<E>9. – URL: https://biblioclub.ru/index.php?page=book&id=83432 . – �<5?<B7D. 6 >A. – ISBN 

978-5-9765-1077-7. – &9>EF : Q?9>FDBAAO=. 

 

2. �D489J>4S, �.�. $GEE><= S;O> < >G?PFGD4 D9K< : GK95AB9 CBEB5<9 / �.�. �D489J>4S ; 
$BEE<=E><= 7BEG84DEF69AAO= GA<69DE<F9F CD46BEG8<S. -  BE>64 : $�'#, 2018. - 116 E. : F45?. - 
�<5?<B7D.: E. 112-114. - ISBN 978-5-93916-668-3 ; &B :9 [1?9>FDBAAO= D9EGDE]. - 

URL: http://biblioclub.ru/index.php?page=book&id=560806 

 

3. �BAK4DB64, &. �. $9K964S >G?PFGD4 ?<KABEF<: CD4>F<>G@ : GK95AB9 CBEB5<9 / &. �. �BAK4DB64, 
�. #. #?9I4AB64. – 4-9 <;8., EF9D. –  BE>64 : (��!&�, 2021. – 240 E. – $9:<@ 8BEFGC4: CB 
CB8C<E>9. – URL: https://biblioclub.ru/index.php?page=book&id=83432 . – �<5?<B7D. 6 >A. – ISBN 

978-5-9765-1077-7. – &9>EF : Q?9>FDBAAO=. 

 

4. �O?>B64, %.�. �G?PFGD4 D9K<. %F<?<EF<>4 : GK95AB9 CBEB5<9 / %.�. �O?>B64, �.2.  4IA<J>4S. 
- 5-9 <;8., EF9D. -  BE>64 : �;84F9?PEF6B «(?<AF4», 2018. - 400 E. - ISBN 978-5-89349-675-8 ; &B 
:9 [1?9>FDBAAO= D9EGDE]. - URL: http://biblioclub.ru/index.php?page=book&id=460999 

 

5. �G>B6E>4S, �.�. �FB7B6O9 F9EFO CB DGEE>B@G S;O>G < >G?PFGD9 D9K< : GK95AB9 CBEB5<9 / 
�.�. �G>B6E>4S. - 4-9 <;8., EF9D. -  BE>64 : �;84F9?PEF6B «(?<AF4», 2018. - 176 E. - �<5?<B7D. 6 
>A. - ISBN 978-5-89349-448-8 ; &B :9 [1?9>FDBAAO= D9EGDE]. - 

URL: http://biblioclub.ru/index.php?page=book&id=46101 

 �>?>;=8B5;P=0я ;8B5@0BC@0 

 6. �B=I@4A, ".3. $GEE><= S;O> < >G?PFGD4 D9K<.-  .: «�AHD4- », 2003.- 240E. 
 7. �6989AE>4S, �.�. $GEE><= S;O> < >G?PFGD4 D9K<.- $BEFB6 A/ �.: «(9A<>E», 2006.- 345E. 
 8. �CCB?<FB64, !.�. $GEE><= S;O> < >G?PFGD4 D9K<.-  .: «�9?5<», «#DBEC9>F», 2006.- 324E. 
 9.  4>E<@B6, �.�. $GEE><= S;O> < >G?PFGD4 D9K<.-  .: «�4D84D<><», 2002.- 413c. 

 10. $B;9AF4?P, �.1. %B6D9@9AAO= DGEE><= S;O>. -  .: «"!��%», «21 69>», 2000.- 448E.- 

            

 

8. #�$�+�!0 #$"�$�  !"�" "��%#�+�!�/, �!("$ �*�"!!/) 
%#$��"+!/) %�%&�  � �!&�$!�& - $�%'$%"�, !�"�)"�� /) ��/ 

"%�"�!�/ ��%*�#��!/ ( "�'�/) 
     

 #@>3@0<<=>5 >15A?5G5=85 
     

 № !4<@9AB64A<9 "C<E4A<9  

 

1 Adobe Acrobat Reader #DB7D4@@AB9 B59EC9K9A<9 8?S KF9A<S H4=?B6 6 
HBD@4F9 PDF.  

 

2 Google Chrome, Mozilla Firefox, 

3A89>E �D4G;9D 

�AF9DA9F-5D4G;9DO. 
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3 Open Office, Libre Office �DBEEC?4FHBD@9AAO=, E6B5B8AB 
D4ECDBEFD4AS9@O= BH<EAO= C4>9F E BF>DOFO@ 
<EIB8AO@ >B8B@.  

 

4 MS Office 2007 - 2019 "H<EAO= C4>9F CD<?B:9A<=, EB;84AAOI 
>BDCBD4J<9= Microsoft 8?S BC9D4J<BAAOI 
E<EF9@ Windows, Windows Phone, Android, 
macOS, iOS. � EBEF46 C4>9F4 6IB8<F #" 8?S 
D45BFO E D4;?<KAO@< F<C4@< 8B>G@9AFB6: 
F9>EF4@<, Q?9>FDBAAO@< F45?<J4@< < 8D.  

 

5 1% #D98CD<SF<9 8.3 #?4FHBD@4 D4;D45BF>< 1% #D98CD<SF<9 8.3. 
'K95A4S 69DE<S.  

 6 Git $4ECD989?ёAA4S E<EF9@4 GCD46?9A<S 69DE<S@<.  

 

7 Microsoft Visual Studio �<A9=>4 CDB8G>FB6 >B@C4A<< Microsoft, 
6>?RK4RM<I <AF97D<DB64AAGR ED98G 
D4;D45BF>< CDB7D4@@AB7B B59EC9K9A<S < DS8 
8DG7<I <AEFDG@9AFB6. �4AAO9 CDB8G>FO 
CB;6B?SRF D4;D454FO64FP >4> >BAEB?PAO9 
CD<?B:9A<S, F4> < <7DO < CD<?B:9A<S.  

            

 �=B5@=5B-@5AC@AO, 8=D>@<0F8>==O5 8 A?@02>G=O5 A8AB5<O 

     

 № !4<@9AB64A<9 "C<E4A<9  

 1 �>489@<S GCD46?9A<S CDB9>F4@< http://www.pmacademy.ru  

 

2 IT-CBDF4? «%9D69D �AHBD@4J<BAAOI 
&9IAB?B7<=» 

http://citforum.ru/ 

 

 3 �<DFG4?PA4S 4>489@<S Microsoft https://mva.microsoft.com/  

 

4 "5GK4RM<= D9EGDE CB Q?9>FDBAAO@ 
F45?<J4@ Excel 

http://www.planetaexcel.ru/ 

 

 5 $9EGDE 8?S IT-EC9J<4?<EFB6 https://habrahabr.ru/  

 

6 %4=F 6BCDBEB6 < BF69FB6 8?S IT-

EC9J<4?<EFB6 

http://stackoverflow.com/ 

 

 7 �AHBD@4J<BAA4S E<EF9@4 1%:�&% http://its.1c.ru  

 

8 IT-CBDF4? «%9D69D �AHBD@4J<BAAOI 
&9IAB?B7<=» 

http://citforum.ru/ 

 
            

 

9. &$��"��!�/ �  �&�$���0!"-&�)!�+�%�" ' � '+��!"- �&"��+�%�" ' 
"��%#�+�!�. ��%*�#��!/ ( "�'�/) 

            

 

#B@9M9A<S, 6 >BFBDOI CDB6B8SFES ;4ASF<S, CD98EF46?SRF EB5B= GK95AO9 4G8<FBD<< 8?S CDB6989A<S 
GK95AOI ;4ASF<=. �4AAO9 4G8<FBD<< BEA4M9AAO9 B5BDG8B64A<9@ < F9IA<K9E><@< ED98EF64@< 
B5GK9A<S. 
�B@CPRF9DO, <AHBD@4J<BAAB-F9?9>B@@GA<>4J<BAAO9 E9F<, 4CC4D4FAB-CDB7D4@@AO9 < 
4G8<B6<;G4?PAO9 ED98EF64, A4IB8SM<9ES 6 GK95AOI 4G8<FBD<SI: 
- C9DEBA4?PAO= >B@CPRF9D <?< ABGF5G> (8?S CD9CB8464F9?S) E 6OIB8B@ 6 E9FP <AF9DA9F; 
- CDB9>FBD; 
- 4>>GEF<K9E>4S E<EF9@4 
- Q>D4A 8?S CDB9>FBD4; 
- 8BE>4 @4D>9DA4S (GK9A<K9E>4S 8BE>4); 
 

            



$��"+�3 #$"�$�  � ��%*�#��!/ 

 

 12 

 

 

#B@9M9A<S 8?S E4@BEFBSF9?PAB= D45BFO B5GK4RM<IES BEA4M9AO >B@CPRF9DAB= F9IA<>B= < <@9RF 
6B;@B:ABEFP CB8>?RK9A<S > E9F< <AF9DA9F < B59EC9K<64RF 8BEFGC > Q?9>FDBAAB= <AHBD@4J<BAAB-

B5D4;B64F9?PAB= ED989 4>489@<<. 
 

10. "�$��"��&��0!/� &�)!"�"��� 

 

� CDBJ9EE9 BE6B9A<S 8<EJ<C?<AO <ECB?P;GRFES E?98GRM<9 B5D4;B64F9?PAO9 F9IAB?B7<<. 
•   &9IAB?B7<S >B@@GA<>4F<6AB7B B5GK9A<S – A4CD46?9A4 A4 HBD@<DB64A<9 >B@@GA<>4F<6AB= 
>B@C9F9AFABEF< EFG89AFB6, >BFBD4S S6?S9FES 54;B6B=, A9B5IB8<@B= 8?S 484CF4J<< > EB6D9@9AAO@ 
GE?B6<S@ @9:>G?PFGDAB= >B@@GA<>4J<<. 
•   &9IAB?B7<S D4;ABGDB6A96B7B (8<HH9D9AJ<DB64AAB7B) B5GK9A<S – CD98CB?4749F BEGM9EF6?9A<9 
CB;A464F9?PAB= 89SF9?PABEF< EFG89AFB6 E GKёFB@ <I <A8<6<8G4?PAOI ECBEB5ABEF9=, 6B;@B:ABEF9= 
< <AF9D9EB6, CBBMDSS <I D94?<;B6O64FP E6B= F6BDK9E><= CBF9AJ<4?. 
•   &9IAB?B7<S <A8<6<8G4?<;4J<< B5GK9A<S – CB@B749F D94?<;B6O64FP ?<KABEFAB-BD<9AF<DB64AAO= 
CB8IB8, GK<FO64S <A8<6<8G4?PAO9 BEB59AABEF< < CBFD95ABEF< GK4M<IES. 
•   &9IAB?B7<S @B8G?PAB7B B5GK9A<S – CD98GE@4FD<649F 89?9A<9 EB89D:4A<S 8<EJ<C?<AO A4 
8BEF4FBKAB 46FBAB@AO9 D4;89?O (@B8G?<), <AF97D<DB64AAO9 6 B5M<= >GDE. 
•   �7DB64S F9IAB?B7<S – CB;6B?S9F D4;6<64FP A46O>< D4EE@BFD9A<S DS84 6B;@B:AOI ECBEB5B6 
D9L9A<S CDB5?9@, 4>F<6<;<DGS @OL?9A<9 EFG89AFB6 < D4E>DO64S ?<KABEFAO= CBF9AJ<4? >4:8B7B 
B5GK49@B7B. 
•   �AHBD@4J<BAAB->B@@GA<>4J<BAAO9 F9IAB?B7<< (��&) D4EL<DSRF D4@>< B5D4;B64F9?PAB7B 
CDBJ9EE4, CB6OL4S 97B CD4>F<K9E>GR A4CD46?9AABEFP, ECBEB5EF6GRF <AF9AE<H<>4J<< 
E4@BEFBSF9?PAB= D45BFO B5GK49@OI < CB6OL9A<R CB;A464F9?PAB= 4>F<6ABEF< 

•   &9IAB?B7<S F9EF<DB64A<S – <ECB?P;G9FES 8?S >BAFDB?S GDB6AS GE6B9A<S ?9>E<K9E><I, 
7D4@@4F<K9E><I ;A4A<= 6 D4@>4I D4;89?4 A4 BCD989?9AAB@ QF4C9 B5GK9A<S. 
•   #DB9>FA4S F9IAB?B7<S – BD<9AF<DB64A4 A4 @B89?<DB64A<9 EBJ<4?PAB7B 6;4<@B89=EF6<S 
B5GK49@OI E J9?PR D9L9A<S ;484K<, >BFBD4S BCD989?S9FES 6 D4@>4I CDBH9EE<BA4?PAB= CB87BFB6>< 
EFG89AFB6, 6O89?SS FG <?< <AGR CD98@9FAGR B5?4EFP. �ECB?P;B64A<9 CDB9>FAB= F9IAB?B7<< 
ECBEB5EF6G9F D94?<;4J<< @9:8<EJ<C?<A4DAB7B I4D4>F9D4 >B@C9F9AJ<=, HBD@<DGRM<IES 6 CDBJ9EE9 
B5GK9A<S <ABEFD4AAB@G S;O>G. 
•   &9IAB?B7<S D4;6<F<S >D<F<K9E>B7B @OL?9A<S – ECBEB5EF6G9F HBD@<DB64A<R D4;ABEFBDBAA9= 
?<KABEF<, ECBEB5AB= >D<F<K9E>< BFABE<FPES > <AHBD@4J<<, G@9A<R BF5<D4FP <AHBD@4J<R 8?S 
D9L9A<S CBEF46?9AAB= ;484K<. 
�?S CB6OL9A<S @BF<64J<< < 4>F<6ABEF< EFG89AFB6 A4 ;4ASF<SI <ECB?P;GRFES 7DGCCB6O9, 
CDB9>FAO9 ;484A<S, GK95AO9 >BAH9D9AJ<<, 8<E>GEE<<, DB?96O9 <7DO < F.8., 4 F4>:9 6 E<EF9@G 
4G8<FBDAB= < E4@BEFBSF9?PAB= D45BFO 6A98DSRFES ��& < EB6D9@9AAO9 J<HDB6O9 D9EGDEO. 

 ��%& %"���%"��!�/ 

       

 № #B8D4;89?9A<9 (�" #B8C<EP �4F4 
 1 �4H98D4 Q>BAB@<>< ".�. �G5>B64  29.06.2021 

 2 �4H98D4  <'# �.�.  4E>4=><A4  29.06.2021 

 3 �4H98D4 �� � �.#.  4E>4=><A  29.06.2021 

 4 'K95. @9FB8. BF89?  .". �9DS5<K964  29.06.2021 

 5 �<5?<BF9>4 �.�. ,C4>B64  29.06.2021 
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