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KoMmmiekT KOHTPONBHO-OLIEHOYHBIX CPEACTB AN TEKYIIEro KOHTPOIS H
MPOMEXYTOYHOH aTTeCTaly 1O Y4eOHOW JAMCUMIUIMHE COCTaBJIEH HA OCHOBE
OT'OC CIIO no crnenuansHoct 46.02.01 «/JokymeHTanmoHHOE 0OeciedeHue
yIpaBJIEHUE U apXUBOBEACHUE», YTBEPKJIEHHOTo oT «11» aBrycra 2014 r. Ne
975 wn paboueil mporpaMmbl y4eOHOH AMCHMIUIMHBI HOCTpaHHBIH S3BIK
(mpodeccuoHATBHBIN).



OBIIHUE MMOJIOKEHUA

VYyeOnas ITUCLUITUINHA OI1.05 «HOCTpaHHBIH SI3BIK)
(mpodeccruoHabHBIN) OTHOCUTCS K 00mmIenpodecCHoHATBHBIM JAUCITUTLTHHAM
po¢eCCHOHAIBHOTO IUKJIA.

B pesynbraTe 0cBOCHHS AUCIMIUIMHBI O0YYaIOMIUNCS 001MHCEH YMemb.

-¥Y1  pabotath ¢ npodecCHOHaTbHBEIMU TEKCTaMH Ha HHOCTPAHHOM SI3BIKE;

-Y2  coctaBaath u  OQOPMIIATH  OPraHM3ALHOHHO-PACHOPSIUTEIBHYIO
JIOKYMEHTAIUIO Ha HHOCTPAHHOM SI3BIKE;

-¥3  BecTU IeperoBOpsl HA UHOCTPAHHOM SI3BIKE;

B pesynbraTe 0CBOCHUS AUCIUIUINHBI O0OyUYarOUIHNACS 001ceH 3HaAMb .

-31 mpakTHYeCKyI0 TpaMMAaTHKy, HEOOXOOUMYIO Ui MpO(ecCHOHATBHOTO
0O0IIeHNS HA HTHOCTPaHHOM SI3BIKE;

-32 0coOEHHOCTH TIepeBO/Ia CIIY>)KEOHBIX JOKYMEHTOB C HHOCTPAHHOTO SI3bIKa.

Coneprkanue TUCIUILUTMHBI OPUEHTUPOBAHO HA MOATOTOBKY CTYJIEHTOB K OCBOCHHUIO
MPOPECCHOHATBHBIX MOJYJICH MPOrpaMMbl MOATOTOBKH CIICHHAIUCTAa CPEIHErO
3BEHA [0 CIEUUAIBHOCTH U OBJIAICHUIO NPO(eCCHOHAJIBLHBIMHA KOMITETCHIUSIMM:

IIK 1.1. KoopaunupoBats paboTy opraHuzanuu (IpHEMHON PYKOBOAUTEIS),
BECTU IIPUEM IIOCETUTEIICH.

IIK 1.2. OcymiecTBiaTs paboTy IO MOATOTOBKE W MPOBEICHUIO COBCIIAHUH,
JICIIOBBIX BCTPEY, IPUEMOB U MPE3CHTAITHIH.

IIK 1.3. OcywecTBisiTh HOATOTOBKY JAEJOBBIX MOE3A0K PYKOBOIUTENS U
JIPYTHUX COTPYOHUKOB OPTaHH3aIHH.

B mpomecce 0cBOeHMS AWMCHMIUIMHBI y  CTYJICHTOB  JIOJDKHBI
(hopMupoOBaTHCS 00IIHE KOMIETEHINH:
OK 1. TloHumaTh CyIIHOCTh W COIHMAJBHYIO 3HAYMMOCTH CBOEU Oymymieit
npodeccuu, IPOSBIATh K He yCTOWIMBBIN HHTEpEC.
OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO MHEATEIBHOCTH, BBIOMpPATh THIIOBBIC
METOBI M CHOCOOBI BBHITIONHEHUS NMPO(EeCCHOHANBHBIX 3aj1ad, OLEHMBATh MX
3¢ PEeKTUBHOCTD M Ka4eCTBO.
OK 3. [IpuHumarp penreHust B CTaHAAPTHBIX W HECTaHJAPTHBIX CUTYALMAX H
HECTHU 32 HUX OTBETCTBEHHOCTb.
OK 4. OcymecTBiaTh MOMCK M HCIIONIb30BaHHE MH(OpPMAIUH, HE0OXO0IUMOi
Juist 3¢ peKTuBHOTO BBINOJIHEHUSI PO eCCHOHATBHBIX 3ajad,
podeCcCHOHANBHOTO 1 IMYHOCTHOTO Pa3BUTHSI.
OK 5. Hcnons3oBate HHGOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B
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PO ECCUOHANBHON JCSITEIBHOCTH.

OK 6. Paborath B KOJICKTHBE M B KOMaHAe, 3(PQPEKTHBHO o0OmaThCs
C KOJIJIETaMH, PYKOBOJICTBOM, TIOTPEOUTEISIMH.

OK 7. Bparp Ha cebOs OTBETCTBEHHOCTH 3a pabOTy UJICHOB KOMAaHIBI
(MOTYMHEHHBIX), 32 Pe3yJIbTAT BHIOJHEHHS 3aIaHHN.

B kauyectBe (opM M METOHOB TEKYLIEro KOHTPOJIS HCIIOIB3YHOTCS
TecTOBbIe (POPMBI KOHTPOJIS, ayJAMTOPHBIE KOHTPOJIGHBIE PadOThHI, JeioBas
Urpa, YCTHBIH OIpOC, 3CCe, 3alluTa IPOEKTOB, COCTaBleHHE W odopmileHHe
OpPTaHM3allIOHHO — pPACHOPAIUTENLHON JTOKYMEHTAlMM Ha WHOCTPAaHHOM
S3bIKE; BBIIOJIHEHWE IHUCBMEHHOTO IIE€PeBOJa CIYXKEOHBIX NOKYMEHTOB C
MHOCTPAHHOTO $53bIKA; COCTaBJICHHE MOHOJIOTMYECKUX U JHaJOTHUYECKHX
BBICKa3bIBaHHMH.

[Tpomexxyrounas arrecrauus B popme audhepeHIMpOBaHHOTO 3a4eTa.

OI_[eHKa HHAWBUAYAJIbHBIX O6paBOBaTCJ’ILHBIX Z[OCTI/I)KeHI/Iﬁ 10
pe3yiabTaTaM  TCKYLICTO KOHTPOJS  YCOCBACMOCTH U HpOMe)KyTO‘IHOﬁ
aTTeCTaAlluU IPOU3BOAUTCA B COOTBETCTBUU C yHI/IBepcaHLHOﬁ IIKAaJIOM:

Tabmuua 1
IIpouent KauecTBeHHas OIleHKa HMHANBUAYAIbHBIX
Pe3yNIBTaTUBHOCTH 00pa3oBaTENbHBIX JOCTHKEHUH
(TIpaBUITBHBIX .

oTBeTOB) Oam (oTMeTKa) BepOaNbHBINA aHAIOT

90 + 100 5 OTIINIHO

80+ 89 4 XOPOIIIO

70 +79 3 YAOBJIETBOPUTEIBHO
menee 70 2 HE yJOBJIETBOPUTEILHO




IMacnopT oleHOYHBIX CPEACTB

HaumenoBanue
Konrponupyemsr | Konrpomu Kompompye OLICHOYHOI'O CPEICTBA
No € pas3zensl (TeMbl) |  pyeMsle VhIe Ipomexyt
yaeOHo YMEHHH, . OvHAT
N KomreTeHIMM | Tekyrmii KOHTPOJIb
JUCTIUTUTAHBI 3HAHUA aTTecTall
us
Pazoen 1 Beeoenue 6 cneyuanvHocmeo
1.1 Mos Gyymas OK 1-7 Dcce, Hadbdepen
Vi 31 | K11 IIK TeCT, [MPOBAHH
CHEHHATLHOCTD 1.2, IIK 1.3 | xonTpoibHas pabora | BIf3adeTB
1.2 OB BaMHEOCTH V1 Vo OK 1-7 CuTyanuoHHas 4
cexpetaps 31 3.2 IIK 1.1, IIK 3aJ1ada, TeCT, CeMeCTpe
1.2, [IK 1.3 | xoHTpombsHas paborta
1.3 | B3aumooTHOIICH KontponpHas
Us ceKpeTapsi ¢ VI V3 OK 1-7 pabora,
PYKOBOZICTBOM U U | OK 1 1K CUTyallMOHHAs
3.1 3a/1a4a
KJIIMCHTaMH 1.2
(hupMEI.
Pazoen 2 Imuxa oenosozo oowenusn
2.1 JenoBbie Tecr;
MIEPErOBOPBI. KOHTPOJIbHAas pabora,
Crneunduxa VI V3 OK 1-7 CUTYaI[HOHHAS
MIOATOTOBKU U ’ 3 ] | K 1.1, IK 3ajaya
MIPOBEACHUS o 1.2, [IK 1.3
[IPE3CHTALMN U
KOH(epeHIIHH.
2.2 YcranoieHue V.3 3.1 OK 1-7
KOHTAaKTOB 10 IIK 1.1, [IK
TenaeQony 1.2, I[IK 1.3
Pazoen 3 Yupeorcoenue
3.1 Vi, V.3 OK 1-7 Tecr;
Crpykrypa 3.1 IIK 1.1, [IK | KoHTpojbHas paboTa
YUPEKACHUSL
1.2 MIPOEKT
3.2 Odwuc u ero V. 31 OK 1-7
OCHalIEHUe IIK 1.1 TCCT,
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3.3 Texuuueckue Vi, 31 OK 1-7 acce
CpeACTBa U UX IIK 1.1, [IK
Ha3HaYECHUE 1.2, I1IK 1.3
Pa3zoen 4 Yempoiicmeo na pabomy
4.1 V.1,V.2, | OKI, OK 2, Tecr;
V331, | OK4, OK5, | xourponsHas paboTa;
CobecenoBanne 3.2 OK 6 CHTYaLOHHAS
IIK 1.1, IIK -
1.2
4.2 Tepencka rpi V.1, V.2 | OK1, OK 2,
N 3.1, 32 OK 4, OK 5,
YCTpOHCTBE Ha OK 6
padoty IIK 1.3
Pa3zoen 5 /lenosasn nepenucka Tdppepert
b.1. [IpaBuna V.1, V2 OK 1-7 CuryanoHHas LIMPOBAHH
O(I)OpMHCHI/I?[ 3.1, 32 IIK 1.1, IIK 3a7a4ya BIM3aUCT B
JIEJIOBOTO ITHChMa 1.2, 1IK 1.3 6 cemectpe
52 Tune! 1enoBBIX V.1 V.2 OK I-7
ceM 3.1, 32 IIK 1.1, IIK
1.2, IIK 1.3
5.3 Cowmansibie V.1,V.2; OK 1-7
CBMA 3.1, 32 IIK 1.1, IIK
1.2, IIK 1.3
5.4 V.1, V.2; OK 1-7
Hyg;g;g{‘z; 31,32 | K 1.1, 11K
1.2, IIK 1.3




1. BXO/ITHOM KOHTPO.Ib

Crneuuduxanus
BxomHOW KOHTPOIB NMPOBOAWTCS C LEIbIO ONPEACICHUSI TOTOBHOCTH
oOygaromuxcs kK ocBoeHuro ydeOHoi mucrummabl OIl. 05 MuocTpaHHBIN
S3BIK (MIpOo(eCCHOHANBHEIN), 0a3upyeTcs Ha AUCIUIUINHE, MPEIIIeCTBYIOMICH
M3ydeHHIo MaHHo# qucnuiuinael .03 MHOCTpaHHBIH S3BIK.
[To pe3ynpTaTaM BXOJHOTO KOHTPOJS ITAHUPYETCS OCYILECTBICHHE B
nanpHeiimeM nuddepeHIUpOBaHHOIO W WHAMBHAYaJbHOTO MOAXOJa K
oOyuatomnmes. [Ipy HU3KOM ypOBHE 3HAHHMH MPOBOAATCS KOPPEKTHPYIOIUE
KyPCBI, JOTIOJIHUTENILHBIE 3aHATHS, KOHCYJIbTAIUH.

IIpumepbl 3a1aHUIl BXOJHOTO KOHTPOJIS
1. CooTHecuTe NPAaBUJIbHO AHIVIMHCKUE U PYCCKHE IKBUBAJIEHTHI CJI0B:

1. clerk a. IMPEKTOop IO Kajgpam
2. sales manager b. ciysxamuii
3. personnel director C. 3aBe/IyOLIHI OT/IEIOM COBITA

2. a) U3 caepymoineii rpynibl ¢JI0OB 0TMEThTE TO, KOTOPOE ABJISIETCS
CUHOHUMOM K CJI0BY

arrange:

postpone, delay, organize, become, write, talk, walk

b) U3 cieayiouneii rpynmnel CJIoB 0TMETHTE TO, KOTOPOE SIBJISIETCSI
AHTOHUMOM K CJIOBY

hard — working:

Nice, organized, busy, lazy, accurate, punctual

3. BoiOepuTe npaBUJIbHbII BAPUAHT:

1) This building ... 250 years ago.

a) is built  b) built ¢) will be built d) was built

2) English ... all over the world.

a) is spoken b) speak c) was spoken d) spoke

3) The patient ... by the doctor yesterday.

a) was examined b) will be examined c¢) is examined d) are examined
4) The documents ... by the secretary tomorrow.

a) prepared  b) being prepared C) were prepared d) will be
prepared

5) The program ... by Jim yesterday.

a) installing b) were installed ¢) was installed d) installed

6) I ... many letters in the office.

a) write b) are written  c) written

7) Different types of the documents ... by the secretary.
a) prepare b) are prepared  c) prepared

8) The document ... by e-mail yesterday.
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a)send  b)sent c)was sent

9) We ... the meeting last week.

a) cancelled  b) was cancelled  c¢) cancel

10) Usually the minutes ... by the secretary.

a) take b) was taken  ¢) are taken

4. BoiOepuTe BepHbIii BAPHAHT:

1) T'll put you ... to the reception.

a) through  b)up c¢) down d)in

2) Can you ring me ... and give all necessary information?
a)on b)up c)down d)in

3) The line is engaged. Please, hold ...
a) up b) down c)on d) in

5. Boi0epuTe CHHOHMM CJI0BAM, HOYEPKHYTHIM B MPEII0KEHUAX:
| A ring/ connect/ talk to/ engaged |

I'll try to connect you with Mr. Black.

a) I'd like to speak to manager, please.

b) The line is busy.

c¢) I'll put you through now...

d) Give me a buzz in the evening!

6. BcraBbTe moaxoadiiee mo CMbICTY CJIOBOCOYECTAHUE:

When Jane looked at her diary lying open on the desk she saw that she had ...
with an important client at 10:30.

a) an appointment b) an advertisement  c¢) abox d) a notebook
7. BoccTaHoBHTE MUCHMO moaAXOAsAIIUMH BBIPAKEHUSAMU U3 CIIMCKAa,
BbIOpaB CTOJI0MK ¢ NIPABUWIBHBIMU OTBETAMU:

1 2 3 4
a. saw your a. 10 a. 10 September, a. to apply for
advertisement September, 2011
2011
b. to apply for b. saw your b. saw your b. saw your

advertisement

advertisement

advertisement

c. 10 c. toapply for | c. to apply for c. 10

September, September,

2011 2011

d. the reference | d. the d. the reference d. the

letter reference letter reference
letter letter




e. sinceely e. look e. look forward e. look forward
forward

f. look forward | f. sincerely f. sincerely f. sincerely

Joan Berwick

13 Queen Cresset

Bath, SU510Z

(@)
Mr. Nigel Moon
15 North Road
Warwick, Lane.
ZD 10 PK

Dear Mr. Moon,

I (b) in the "Evening Star", | would like (c) the
job of a secretary. | enclose (d) from my teacher. |
(e to hearing from you.

Yours (f) ,

Joan Berwick




Kpurepnu onenku
3a Kax bl IPaBUIBHBIA OTBET — | Oayr.
3a HempaBMIBHBIN OTBET — 0 OaIOB.

KauecTBeHHast OIICHKAa UHIUBUAYATBHBIX
[potieHT pe3yabTaTUBHOCTH .
00pa30BaTEIBHBIX JOCTIKECHHIA
(paBUIILHBIX OTBETOB) —
Oayt (oTMeTKa) BepOaNbHBINA aHAJIOT
90 + 100 5 OTIIYHO
80 +~ 89 4 XOPOIIIO
70179 3 YAOBIETBOPUTEIILHO
menee 70 2 HE yJIOBJIETBOPUTEIBHO
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2. TEKYIIIUI KOHTPO.Ib

Tekymuii KOHTPOJIb  YCIIEBAEMOCTH  OCYIIECTBISETCA B  XOIE
MOBCEIHEBHON y4eOHOH pabdoTBl MO KypCy HAWUCIMIUIMHBEL JIaHHBIA BHI
KOHTPOJSI JIOJDKCH CTHMYJIHPOBAaTh CTPEMJIGHHE K CHCTEMaTHYECKOH
CaMOCTOATENBHON PaboTe 10 M3YyYCHMIO Y4E€OHOW IMCHIUIUIMHBL, OBJIAJCHHIO
npodecCHOHANBHBIMA U OOLIMMH KOMIETCHIMSIMH, ITO3BOJISET OTCIECKHUBATH
TMIOJIOKUTEJIbHBIE/OTPULIATENIbHbIE pe3yIbTaTh u IIJIAHUPOBATh
npeaynpexIarone/ KOppeKTHPYIONIEe MEPONPHUSTHSL.

®opMBI TEKYIIEr0 KOHTPOJIS

2.1 TECTOBBII KOHTPOJIb
Cnenuduxanus

Hasnauenue: TecT mnpenHasHaueH A KOHTPONS 3HAHUHA TepyHAMS,
npugacrus I, 1.
KoHTHHTeHT aTTecTyeMbIX: CTyAeHTH 2 Kypca crenuaibHocTH 46.02.01
u3yyarormux gucuuminay OI1.05 MHocTpaHHbI# 361K (IPOdheCCHOHATBHBIN).
@®opMa M YCJOBHS KOHTPOJISI: TECT MPOBOJUTCA IIOCHE H3YYCHHUS
rpammarudeckoro matepuana «I'epynamii, mpuuyactue |, 11» B pamMxax Temsl
1.1 Mos Oynyuias crienuaibHOCTb.
Bpems BbInoiHeHUs:
MOATOTOBKA — 3 MUH.
BhImosiHeHue — 20 MuH.
odopmieHne — 2 MUH.
uToro — 25 MuH.

Tema 1.1 Mos Oyayuias cnenuaibHOCTh
I'epynauii, npuyactue |, 11

Bbi0epure BepHblii BApHAHT U JAaiiTe MepeBOJ ¢ AHIJIMIHCKOr0 HA PycCKMii
SI3BIK
1. She smiled ... the joke.
a) to remember
b) remembering
¢) remembered
2. ... so little in the country, I am afraid I cannot answer all your questions.
a) Having seen
b) To see
c) Seeing
3. 1 felt very tired ... the whole day in the sun.
a) being worked
b) work
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¢) having worked

4. He speaks like a man ... his opinion of everything.
a) taking

b) takes

5. ... that she could trust them she didn’t know what to do.
a) Not knowing

b) Didn’t know

¢) Not having known

d) Knowing not

6. She left ... us all she had found out.

a) telling

b) having told

c) told

7. And ... this he threw himself back in the armchair.
a) have said

b) saying

C) was saying

d) said

8. By this time ... to the atmosphere of the big city, he no longer felt a
stranger.

a) getting used

b) having got used

¢) got used

9.1 felt refreshed and rested ... for eight hours.

a) slept

b) sleeping

¢) having slept

10. The boy came out of the water ... from top to toe.
a) shaking

b) was shaking

¢) having shaken

11. Do you like__ football on TV?

A) watch B) watched C) watches D) watching
12. Thank you for___ me.

A) helping B) help C) to help D) helped
13.I’'mafraid of  mistakes.

A) to make B) made C) make D) making
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14. It is important .

A) to win B) winning C) win D) won

15. A: This problem is too difficult. I can’t solve it.

B: Is it really too difficult foryou  ?

A) solving B) solve C) to solve D) solved
16. Have you got anything _ ?

A) reading B) to read C) read D) reads

17. She is good at .

A) to swim B) swimming  C) swims D) swum
18. My father does the himself.
A) ironing B) irons C) to iron D) iron

19. My mother does all the .

A) cleaning B) to clean C) cleans D) clean
20. The boy in the dentist’s chair has got toothache.
A) sitting B)sat C)sit D)sitt

Kputepuu ouenku
3a Kax Il IPaBUIBHBINA OTBET — | Oar.
3a HenpaBMIIEHBIN OTBET — () OaIoB.

Ka‘IeCTBeHHaH OIICHKAa MHAWUBUAYAJIbHbBIX
[poreHT pe3yabTaTUBHOCTH .
00pa3oBaTeNbHBIX JOCTHKECHHM
(IpaBMIIEHBIX OTBETOB) —
Oam (oTMeTKa) BepOATBHBIN aHAIOT
90+ 100 5 OTJINYHO
80 + 89 4 XOpOIIO
70 =179 3 YIOBJIETBOPUTEIHHO
menee 70 2 HE YIOBJIETBOPUTEIHHO
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Tema 1.2 O0sI3aHHOCTH ceKpeTaps

Crneuuduxanus
Ha3nauenme: Tect npenHasHaueH Ui KOHTPOJIS 3HAHUM CTpagaTesIbHOTO
3aJ10Ta B aHIJIMHCKOM fA3bIKE, ()Pa30BBIX IJIATr0JIOB.
KoHTHHIeHT aTTecTyeMbIX: CTYICHTHI 2 Kypca cruenuampsHocTd 46.02.01
m3yqatomux aucruuinay OI1.05 MHocTpaHHbIH S3BIK (TPOEeCcCHOHATBHBIN).
®opmMa M YCIOBHS KOHTPOJS: TECT IPOBOJUTCS TMOCIE HU3YyYCHUS
rpamMMmaTH4yeckoro marepuaia «®Ppa3oBble riarossl», «llaccuBHBIA 3am0r» B
pamkax TeMbl 1.2 OOs3aHHOCTH ceKpeTaps

BpeMﬂ BbBIIIOJIHCHUSA

MMOATOTOBKA — 3 MHH.
BeIIOTHEHNE — 20 MHUH.
odopmieHre — 2 MUH.
utoro — 25 Mun

IIaccuBHBI 3a10T.

1. | hope that the truth __ very soon.
A) will find out

B) will be finding out

C) is found out

D) will be found out

E) shall find out

2. The sports competitions which ___on Sunday by a lot of people.

A) are held / will be visited

B) was held / will visit

C) will held / will visit

D) have been held / have visited
E) will be held / will be visited

3. The business letter ___ just .

A) is / written

B) has / been written
C) was / written

D) were / written

E) is/ going to write
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4. All the business letters _ yesterday. They _ to the post office

immediately.

A) answered / take

B) were answered / took

C) are answered / were taken
D) answered / took

E) were answered / were taken

5.1__ thatl___ atthe station at 5.

A) was told / should be met
B) told / is being met

C) tells / am met

D) am told / was met

E) will be told / would be met

6. By the time we came to the bookshop all books

A) are sold

B) were sold

C) had been sold
D) are being sold
E) is being sold

7. New schools ____in our city every year.

A) is built

B) are to be built
C) will build

D) are built

E) have built

8. This year a very beautiful theatre ___in our city.

A) built

B) was built

C) has been built
D) had been built
E) has built
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9. This school ___ next year.

A) will close

B) is closed

C) will be closed
D) was closed

E) would be closed

10. It is winter. Everything ___ with snow.

A) is covered
B) covered

C) were covered
D) will cover

E) are covered

®pa3oBbie IJ1aroJibl.
Haiinure pycckuii 3KkBHBaJIEHT B IPAaBOii KOJIOHKeE.

1) to jot down @) MOMETUTD TaJI0OYKOM

2) to run down b) 6sicTpo mpocMoTpeTH

3) to put through C) 3aMOJHUTH MIPOITYCKH

4) fill'in d) pacrieuararts

5) see smd out €) OBICTPO 3aIucaTh, Ha CKOPYIO PYKY
6) look through f) mozaboturhcs, MoyMATh O Y.-I1.

7) type out g) COCAMHUTH I10 TeIehOHY

8) tick off h) npoBoauTh K-11

9) think up i) mpoGesxarh raazamu

10) see about ) npuIyMBIBATH

Kpurepnu onenku
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3a Kax bl IPaBUIBHBINA OTBET — | Oasur.
3a HempaBMIBHBIN OTBET — 0 OaIOB.

KauecTBeHHas OlLleHKA MHIMBHUAYaIbHBIX
[IpoueHT pe3yabTaTUBHOCTH .
00pa30BaTENBHBIX JOCTIDKESHHUH
(IpaBUIIBHBIX OTBETOB) —
Oayt (oTMeTKa) BepOaNbHBINA aHAJIOT
90 + 100 5 OTIIMYHO
80 +~ 89 4 XOPOIIIO
70 =179 3 YIOBIETBOPUTEIHHO
meHnee 70 2 HE yJIOBJIETBOPUTEIBHO

Tema 2.2 YcTaHOB/IEHHE KOHTAKTOB 110 Teje(ony

Cnenuduxanus
Ha3nauenme: TecT npenHasHayeH ISl KOHTPOJsl 3HaHUM mo Teme «Turbl
BOIIPOCOB B AHIJINHCKOM SI3BIKE».
KonTHHIeHT aTTecTyeMbIX: CTYICHTHI 2 Kypca cruenuanbHoctd 46.02.01
n3ydaromux pucuuumay OI1.05 UHocTpaHHbIH 361K (TIPOQecCHOHANBHBIN).
@®opMa M YCJOBHA KOHTPOJISi: TECT MPOBOJUTCA TIOCHE H3YYCHHUS
rpaMMaTH4ecKoro Marepuana «TMNbI BONPOCOB B AHIVIMHCKOM sI3bIKe)» B
pamkax TeMbl 2.2 YcTaHoOBJIeHHe KOHTAKTOB 110 Tesled)oHy.

Tunsl BOIIPOCOB B AHTJIMHCKOM sI3bIKE.

Vnpaxcuenue 1. Bemaswme did, are, do, have, was, haven't, is, isn't

1. What types of books you like to read?

2. she reading love story or an adventure story?

3. you seen «Titanic»?

4. Who watching TV at eight o'clock last night?

5. It's an exciting book, it?

6. you going to watch a romantic film or a musical?
7. You have seen this film, you.

17




you go to the cinema last night?

CrpynmnupyiTe BOIPOCH COOTBETCTBEHHO UX THUITY.

Yes / No Questions:

Alternative Questions:

Special Questions:

Tag Questions:

Ynpaoicnenue 2. Chopmupyiime 8onpocoi.

birthday / is / when / your?

many / How / cards / did / get / you?

do / What/ like / you / presents?

mum / What / make / did / cake / your?
at the party / you / did / what / do?

like / you / parties / do / Why?

summer / are / this / where / you / going?
there / going / How / you / are?

take / going / to / what / you / are?

with / are / you / Who / going?

do / going / to / you / there / What / are?
you / stay / going / to / are / Where?
what / playing / dad / sports / your / games / is / of / fond?
roller-skate / when / learn / you / to / did?
of / afraid / are / swimming / you?

y}’lQanCHeHue 3. Hanuwume 60npocsl K npeaﬂOcheHMﬂM, HA4YUHA: Co closed 6

CKOOKAX.

NooasrwdE

My sister eats sweets every day. (Who)

He won't go to the country this summer (Will)

We were advised to come. (What?)

I haven't seen Peter since Saturday. (Since when?)

They are planning to have a holiday soon. (They)

She made a beautiful dress for herself last week. (What?)
Everybody was waiting at the door to the museum. (Was)
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8. By the end of the year, he had read about twenty books. (How many)
9. He s followed by his friend everywhere. (By whom?)
10. He didn't know how he could help his friend. (Why?)

3a Kax bl IPaBUIBHBINA OTBET — | Oayr.

Kpurepuu ouenku

3a HenpaBWILHBIH 0TBEeT — () 6asUIoB.

[poteHT pe3yabTaTUBHOCTH
(IpaBMIIEHBIX OTBETOB)

KauecTBeHHast OIleHKa HHINBUAYAITBHBIX
00pa3oBaTeNbHBIX JOCTHKECHUM

6a (oTMeTKa)

BepOaJIbHBIN aHAJIOT

90 + 100 5 OTIINIHO

80 + 89 4 XOPOIIIO

70 +179 3 YIOBJIETBOPHTEIHHO
Mmenee 70 2 HE YIOBJICTBOPHTEIBHO

Tema 3.1 CTpykTypa yupe:kaeHus

Cnenuduxanus

Ha3znauenne: Tect npenHasHaueH il KOHTPOJIS 3HAHUM KOCBEHHOW pedd B

AHTJIUHCKOM SI3BIKE.

KoHTHHTeHT aTTecTyeMbIX: CTyAeHTH 2 Kypca crenuaibHocTd 46.02.01
usyyarormux gucuuuinay OI1.05 MHocTpaHHbI 361K (TPOdHeCCHOHATBHBIN ).

@®opMa M YCJIOBHS KOHTPOJIS:
rpamMmarndeckoro marepuana «KocBeHHasi pedb» B PaMKax TEMBI

CTpyKTYpa yUpesKaeHusl.

KocBennast peub.

IIpeobpasyiiTe MpsIMyro pedb B KOCBEHHYIO.

1. He says, “You are right.”

a) he says that | am right
b) he says which I right
c) he says | was right

d) he said | are right

2. She says to him, “I have a right to know.”

a) she tells him that she would have a right to know
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b) she tell him she have a right to know
c) she says him she has a right to know
d) she tells him that she has a right to know

3. We said to them, “We have no money.”
a) we told them that we have no money
b) we told them that we had no money

c) we told them we have no money

d) we told to them that we had no money

4. He said, “I have changed my opinion.”

a) he said that he had changed his opinion

b) he said that he have changed his opinion

c) he said that he would have changed his opinion
d) he said that he changed his opinion

5. He said, “I will bring you a book tomorrow”.

a) he said that he would bring me a book the next day
b) he said that he will bring me a book the next day
¢) he said that he brings me a book tomorrow

d) he said that he would bring me a book tomorrow

6. They said, “We were in the USA the day before yesterday”.

a) they said that they had been in the USA two days after

b) they said that they had been in the USA the days before yesterday
c) they said that they have been in the USA two days before

d) they said that they had been in the USA two days before

7. He asked her, “Do you speak English?”
a) he asked her if she have spoke English
b) he asked her if she speaks English

c) he asked her if she had spoke English
d) he asked her if she spoke English

8. I asked them, “Have you been to Africa?”

a) | asked them whether they had been to Africa

b) I asked them whether they have been to Africa
c) | asked them whether they were to Africa

d) I asked them whether they would be to Africa

9. He asked us, “What are your names?”
a) he asked us our names what were
b) he asked our what names are

20



¢) he asked us what our names are
d) he asked us what our names were

10. She said to me, “Don’t talk to me”.
a) she told me not to talk to her

b) she told me to not talk to her

¢) she told me not to talk to me

d) she told me do not to talk to her

Kpurepuu oueHku

3a Kax[Iblif IPaBUIBHBINA OTBET — | Oar.
3a HempaBMIIBHBIN OTBET — () OaIoB.

Ka‘IeCTBeHHaH OIICHKAa MHAWBUAYAJIbHBIX
[poteHT pe3yabTaTUBHOCTH .
00pa3oBaTeNbHBIX JOCTHKECHHM
(IpaBMIIEHBIX OTBETOB) —
6at (0TMETKa) BepOabHBINA aHAIOT
90 + 100 5 OTIIYHO
80 + 89 4 XOPOIIIO
70 +179 3 YIOBJIETBOPHTEIBHO
menee 70 2 HE YIOBJICTBOPHTEIIHHO
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Tema 4.2 [lepenucka npu ycTpoiicTBe Ha padoTy
Cnenuduxanus

Ha3nauyenme: TecT mnpenHasHaueH Ui KOHTPOJS 3HAHUM NPUIATOYHBIX
NPE/II0KEHUH YCIIOBUSL.

KoHTHHTeHT aTTecTyeMbIX: CTyAeHTHl 3 Kypca creruanbHocTH 46.02.01
m3yqatommx aucruuinay OI1.05 MHocTpaHHbIH S3BIK (TPOEeCCHOHATBHBIN).
@®opMa M YCJIOBHA KOHTPOJISi: TECT MPOBOJUTCA IIOCIE H3Y4YEHHUs
rpaMMaTHdeckoro Marepuana «lIpugaTouHble MNpPEANIOKEHHsS YCIOBHS» B
pamkax Temsl 4.2 [lepemucka mpu ycTpoiicTBe Ha padoTy.

le/l)laTO‘lH])Ie NMPEAIOKCHUSA YCJT0BUS

1. If the weather were fine, they ... out of town.
a) go

b) would go

C) gone

d) had gone

2. If Tom had enough money, he ... to the USA long ago.
a) went

b) would have gone

¢) have gone

d) would go

3.If 1 ... their language, I could understand what they were saying.
a) had known

b) will know

¢) know

d) knew

4. We ... win the cup If we keep playing this well.
a) will

b) are

C) are winning

d) could have

5. If you touch a socket with wet hands, you ... an electric shock.
a) will get

b) would get

¢) would have got
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d) would have been got

6. IfI ... noticed Nick, I would have stopped him.
a) -

b) had

c) have

d) would have

7. "Listen to me, Mary! The officer says | cannot go abroad now! | wish I ...

the

parking fine! I'm so sorry!"

a) paid

b) pay

¢) had paid

d) would pay

8. IfI ... you, I would apologize to her.
a) was

b) had been

C) were

d) will be

9. If you live in Australia, January ... in the middle of summer.
a) is

b) was

c) will be

d) would be

10. If Jane ... this medicine yesterday, she would feel better now.
a) take

b) took

c) taken

d) had taken

11. When we ... to the cinema, we ... popcorn.
a) will go; will eat

b) will go; eat

¢) go; would eat

d) go; eat

12. If the weather... fine, he will go out of town.
a) was

b) is

c) will

23



d) were

13. If it hadn’t been raining yesterday, we ... on a trip.
a) would have gone

b) have gone

¢) would go

d) will have gone

14. — If you ... down for a second, I'll be able to help you. — No, | hate you!
a) calm

b) calmed

¢) will calm

d) had calmed

15. If John were playing tonight, we ... a better chance of winning.
a) would have

b) would

¢) have

d) will have

16. We’ll just go to another restaurant if this one ... fully occupied.
a) is

b) will

c) will be

d) has

17. Had the guests come, I ... the house.
a) must clean

b) will clean

¢) would have cleaned

d) would clean

18. If Rebecca ... his phone number before, she would have called him.
a) have learned

b) had learned

c) learned

d) learnt

19. They ... let you on the plane unless you have a valid passport.
a) had

b) have

c) will
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d) won't

20.If1I ... a taxi, I would have been there in time.

a) had took
b) took

c) had taken
d) have taken

3a KaXKAbli NpaBUIBHBIA OTBET — | Oa.

Kpurtepnu onenku

3a HempaBMIIBEHBIN OTBET — () OaIOB.

IIpoueHT pe3ynbTaTUBHOCTH
(MpaBMIIBHBIX OTBETOB)

KauectBennas OIICHKAa MHAWBUAYAJIbHBIX

O6paSOBaTCJ’ILHHX I[OCTI/I)KGHI/Iﬁ

Oayt (oTMeTKa)

BepOaTbHBIN aHAJIOT

90 + 100 5 OTIIMYHO

80 + 89 4 XOPOIIO

70 +79 3 YAOBJIETBOPUTEILHO
menee 70 2 HE yJIOBJIETBOPUTEIHHO
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2.2 KOHTPOJIBHBIE PABOTHI

KontpoasHnas padora k pasgenay 1 «BBeaeHue B cnenuajibHOCTb»
cnequaabHocTH 46.02.01 JokymMeHTaHOHHOe o0ecnedeHUe YIPaBIeHUs
U apXHBOBe/IeHHE
Crneuuduxanus

Hasnauenue: ayquropHasi KOHTPOJIbHash paboTa INpeHa3HaueHa IS
TEKYIIEro KOHTPOJII M OLEHKM yMEHMH M 3HaHU oOydarommxcs 2 Kypca
cneruaibHocTH 46.02.01 JlokyMeHTaMOHHOE O0ECIeYeHUe YIpaBiICHUS U
apxuBoBeZieHWe  0a30BOW  IMOATOTOBKM IO  MPOTpaMMe  HOATOTOBKH
crieruanucToB cpeaHero 3seHa Y[ OIL 05 WNHocTpaHHBIN  A3BIK
«mpodeccoHanbHbll 1MKI».  KoHTposibHas paboTa NPOBOIUTCS TOCIE
u3ydeHus pazaena 1 (BO3MOXKeH yCTHBIH (pOHTANBHBIH ONpOC).

- moaroroBka 10 MuH.;

- BeimoaHenue 1 gac 10 MuH.;

- opopmireHne u cqadal 0 MuH.;
- BCETO 2 aKaJIeMUYECKHUX Jaca.

IIpuyacTue I u 11

1. HamumiuTe cneayronye riaroisl B GopMe mpuyacTHi.
Ipraacrue | [epdexrroe npuaactue | [praactue 11
work read leave go laugh

2. Pacnipenesiure cieayioniie npeaioKeHHs! 0 TPyNnam.

1. The garden was full of children, laughing and shouting. (Cax Gsit
MOJIOH JIETEH, CMEIOIIUXCS U KPUYAIIUX. )

2. Could you pick up the broken glass? (Ter He MoOr ObI IOIHATH
pa30uTHIi cTakaH?)

3. The woman sitting by the window stood up and left. (OKenmuna,
CHJIeBIIAsl y OKHA, BCTAJA U YIIUIA.)

4. | walked between the shelves loaded with books. (S npomen mexay
MOJIKAMH, HAIPYKSHHBIMH KHUTAMU.)

5. Be careful when crossingthe road. (Byms ocTopokeH, mepexojs
JIOpOTY.)

6. Having driven 200 kilometers he decided to have a rest. (ITpoexas
200 KM, OH peuTiI OTTOXHYTh. )

7. Ifinvited, we will come. (Eciu Hac npuraacst, Mbl IpUAEM. )

8. | felt much better having said the truth. (Mue crano ropa3smo ny4uie,
KOT/Ia sI CKa3aJl MpaB.y.)

9. He looked at me smiling. (OH B3rsiHyn Ha MEHSI, YIbIOAsCh. )
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10. She had her hair cut. (OHa moacTpuria cBOM BOJIOCHL. )

11. Built by the best architect in town, the building was a masterpiece.
(ITocTpoeHHOE JYYIIUM apXUTEKTOPOM TOpOJa, 3JaHHWE OBLIO
IIEICBPOM. )

12. Not having seen each other for ages, they had much to talk about. (He
BUJISL IPYT IPYTa BEYHOCTh, UM OBLIO MHOTO O YeM IIOTOBOPHTH.)

Mpuuacrue | :
IleppexTHOE MpHuacTHe | :
Mpuuacrue |1 :

3. Oﬁ'belllflﬂl/l'l'e ABa NMPEIJTO0KEHUS B O/THO, UCITIOJIB3YyH MPUYACTHE l.

H-p: He was jumping down the stairs. He broke his leg. — He broke his
leg jumping down the stairs. (O cioman Hory, IpbITast BHU3 MO JIECTHHIIE. )
Tom was watching the film. He fell asleep.

The pupils opened their textbooks. They looked for the answer.

Julia was training to be a designer. She lived in Milan for 3 years.
They are vegetarians. They don’t eat meat.

Jane was tidying up her bedroom. She found some old letters.

agprwbE

4. O0benuHnTe ABA MPENJIOKEHHS B OIHO, HCHOJB3Yys mnepdexTHOe
npuyactue |.
H-p: He handed in his test. He had written all the exercises. — Having
written all the exercises, he handed in his test. (Hamucas Bce ynpaxHeHHs, OH
nepeaan CBOK KOHTPOIBHYIO. )
1. She went to her car and drove off. She had closed the door of the
house.

2. Isent him an SMS. | had tried phoning him many times.

3. We moved to Florida. We had sold our cottage.

4. His head was aching at night. He had studied all day.

5. He knew all the goals by heart. He had seen that match several times.
I'epynami

4. Packpoiime cKoOKu, ynompeonas 2epyHouil 6 akmueHoil unu nAccueHoll
dopme.

1. Why do you avoid (to speak) to me? 2. She tried to avoid (to speak) to. 3.
The doctor insisted on (to send) the sick man to hospital. 4. The child insisted
on (to send) home at once. 5. Do you mind him (to examine) by a heart
specialist? 6. He showed no sign of (to recognize) me. 7. She showed no sign
of (to surprise). 8. He had a strange habit of (to interfere) in other people's
business. 9. | was angry at (to interrupt) every other moment. 10. He is good at
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(to- repair) cars. 11. He was very glad of (to help) in his difficulty. 12. On (to
allow) to leave the room, the children immediately ran out into the yard and
began (to play). 13. In (to make) this experiment, they came across some very
interesting phenomena. 14. The results of the experiment must be checked and
rechecked before (to publish). 15. David was tired of (to scold) all the time. 16.
The watch requires (to repair)’. 17. The problem is not worth (to discuss)®. 18.
Jane Eyre remembered (to lock) up in the red room for (to contradict) Mrs.
Reed.

5.Packpoiime ckoOKu, ynompeonas mpeoyrowyrocs ¢opmy 2epynousi.

1. The machine needs (to clean). 2. | am quite serious in (to say) that | don't
want to go abroad. 3. He seemed sorry for (to be) inattentive to his child. 4.
She confessed to (to forget) to send the letter. 5. The old man could not stand
(to tell) what he should do. 6. Going to the party was no use: he had no talent
for (to dance). 7. The Bronze Horseman is worth (to see). 8. After thoroughly
(to examine) the student, the professor gave him a satisfactory mark. 9. After
thoroughly (to examine) by the examination commission, the student was
given a satisfactory mark. 10. She accused him of (to steal) her purse. She
reproached me for (not to write) to her.

®pa3oBbIe 1J1aroJbl

IlepeBenuTe npeaJioxeHusi, 00paliass BHUMaHue HA (ppa3oBbie IJ1aroJbl.
1) Make sure that you fill in your name, address and phone number.

2) Everyone in the office was told to try and think up a new and exciting hame
for the company.

3) Jot down your suggestions on a piece of paper and give them to me.

4) Someone had put a call through to the office warning them about failure.
5) Their names were ticked off as they arrived.

6) | am too tired to phone them now, | shall see about it in the morning.

7) These papers need filing. Do not worry. | shall see to it.

8) Do you want me to run down the list of our possible clients?

9) My secretary will see you out.

10) The secretary has typed out a document and sent it to me.

11) Can you look through the report?

IlepeBenure TeKCT, HCNOJIBL3Ys (PPa3OBbIe IJIAT0JIbI 3agaHusa Ne 1.

Mos noapyra — cexpeTrapb. Kaxaplil JeHb OHA BBINOJHIET Kydy eIl
3aIOJIHACT JOKYMEHTBI M pPaACHI€4YaTbIBA€T HX, 3allMCBIBACT HGO6XO}II/IMyIO
I/IH(I)OpMa[II/HO B 6J'IOKHOT, COCAUHACT CBOCroO Ha4dYaJIbHHKA C KJIIMCHTAMHU II0
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TenedoHy, BCTpEYaeT U MPOBOXKaeT KIMeHTOB. OOBIYHO B KOHIIE pabovero JHs
OHa OBICTPO MPOCMATPHBACT CBOH OJOKHOT M OTMEYAeT TajJOvYKOH TO, UTO
crenana.

Kpurepuu oueHku

3a KaXKAbli paBUIBHBIA OTBET — | Oa.
3a HenpaBWILHBIH 0TBET — () 6asUIoB.

KauecTBeHHas OLIEHKA HHIMBUAYAIbHBIX
[IpoueHT pe3yabTaTHBHOCTH .
00pa3oBaTeIbHBIX JOCTHKCHUI
(IpaBMIIEHBIX OTBETOB) —
6at (0TMETKa) BepOabHBINA aHAIOT
90+ 100 5 OTJINIHO
80 + 89 4 XOPOIIIO
70 +79 3 YAOBJIETBOPUTEIBHO
menee 70 2 HE YIOBJICTBOPHTEIIBHO
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KonTponbHasa padora Ne 2 k pasgeny 2 «ITHKA JeJT0BOI0
001IeHN s
cnenuaibHocTu 46.02.01 JlokymeHTAaMOHHOE o00ecnieYeHue
YIpaBJIeHHS] H APXUBOBeIeHNe

Crnenuduxanus
Hasnauenue: aynuTopHas KOHTpOJIbHas paboTa NpenHa3HadyeHa Ul
TEKyIIeT0 KOHTPOJS ¥ OLEHKA YMEHWH W 3HaHWH oOydarommxcs 2 Kypca
cnennanbHOoCcTH 46.02.01 JloKkyMeHTarmoHHOe oOecrleueHne YIpaBICHUS W
apxuBoBeZieHWe  0a30BOW  IMOATOTOBKM IO  NPOTpaMMe  HOATOTOBKH

crieruanucToB cpeaHero 3seHa YJ[ OIL. 05 WNHocTpaHHBIN  SA3BIK
«mpodeccroHanbHbIl  1MKIT». KoOHTponbHas paboTa NPOBOJUTCA IOCHE
U3y4YCHUS pas3zena 2.

Bpewmsi BbIONHEHUS:

- moaroroBka 10 MuH.;

- BeinosiHeHue 1 vyac 10 MunyT;
- opopmireHne u cqadal 0 MuH.;
- BCEro 2 aKaJieMHYECKHX Jaca.

1) Pa3sroBopHbIe MTAMITEI

1) [lepeBeanTe Ha aHTIMIiCKUii I3BIK CJIEAYIONINE PA3TOBOPHbIE IITAMIIBI:
1) Kak noxwuBaems? Crnacn0o, He Kalnyroch

2) Pana 6bu1a ¢ Bamu mo3HakoMuThCs.

3) Pa3pemmre npeacTaBUThHCA. . .

4) Ilepenasaiite npuBeT Bare sxeHe.

2) llepeBenuTe AMAIOr 1O TeMe «3HAKOMCTBO», MHCIOJb3Ysl PA3rOBOPHbIE
IUTAMIIBI:

- 3npaBcTByiiTeE!

- JoOpwrii Beuep!

- Kak Bamu nena?

- Xopomo. A y Bac?

- Hermmoxo. Cniacu60. Bel He 3HaKoMbI ¢ Muccuc Jxern?

- borock, uTo HeT.

- Torna pazpemmre Mue npeacrtaButh Bam muccuc [xeitn. Muccuc Jlxein —
Ballla HOBas KOJUIETA.

- OgeHp npuATHO ¢ BamMy O3HaKOMHTHCS.

- U MHe oueHb MpUATHO.

H[ZaBI/IHa BCACHUSA TCJ'IC{l}OHHBIX TNIEPEroBOopoB

3) BoiGepuTe BepHbIii BADHAHT, IPOYUTAB NpeAI0KkeHHbIH Bam nnasor
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Ha Temy «TenedoHHbIil pazropop»:

a) Magda Knaz | b) she phoned c) she needed to | d) She wanted
called: about: speak to: to
1) in the 1) an 1) the 1) phone
morning advertisement receptionist again
2) at 4 o'clock 2)ajob 2) Mr. Hanson 2) leave a
3) in the 3) an 3) a secretary message
afternoon appointment 4) Mrs. Hughs 3) speak to
4) at 2 o'clock another
person
4) write a
letter
R- receptionist C- caller

R: Good morning, Hanson! Can I help you?

C: Good morning. My name's Magda Knaz. I"d like to talk to someone about a
job in the sales department, please.

R: Just a moment. I'1l put you through to the Sales Manager, Mrs Hughs.

C: Thank you very much.

R: I am sorry. Mrs. Hughs is in the meeting. Then she's out of the office until
tomorrow. Would you like to leave a message? Or perhaps write to her?

C: No, I'll call her tomorrow.

R: All right. Good bye!

C: Good bye!

A mobile phone/ a switchboard/ a videophone/ a fax machine/ an answer
phone / a pay phone

4) Boi0epure TUn TesepoHA, KOTOPBIH Bbl ncnosb3yere, YTOOLI. ..
1) IO3BOHUTE C BOK3aja

2) MO3BOHHUTH U3 aBTOMOOMJIS

3) 3amucath cOOOIICHHUE

4) mociath MUCEMEHHOE COOOIICHIE

5) coenquHUTH a0OHEHTa C IPYTUM YEIOBEKOM

6) yBHIETD 4eJI0BeKa, C KOTOPEIM BrI BeeTe pasroBop
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Kpurepnu onenku

3a Kax bl IPaBUIBHBIA OTBET — | Oayr.
3a HempaBMIBHBIN OTBET — () OaIOB.

KauecTBeHHast OIICHKA UHIUBUAYATBHBIX
[IporneHT pe3ynbTaTHBHOCTH .
00pa3oBaTeNbHBIX JOCTHKEHUIH
(IpaBUIILHBIX OTBETOB) —
Oayt (oTMeTKa) BepOaNbHBIN aHAJIOT
90 + 100 5 OTIIYHO
80 +~ 89 4 XOPOIIIO
70179 3 YAOBIETBOPUTEIILHO
menee 70 2 HE yJIOBJIETBOPUTEIHHO
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Kontpoasnas padora Ne 3 k pazgeny 3 «Yupe:xaeHue»
cnenuagbnocT 46.02.01 lokymeHTanMOHHOE 00ecneyeHme
yIpaBJieHHs] U apXHBOBeeHUe

Cnenuduxanus

Ha3nauenue: aynuTopHas KOHTpOJIbHas paboTa IpenHa3HAdeHa Ul
TEKYIIETO KOHTPOJIS M OICHKH YMEHHH M 3HAHUH oOydJarommxcs 2 Kypca
cnennanbHOCcTH 46.02.01 JloKyMeHTarmmoHHOe oOecreueHrne YIpaBICHUS U
apXMBOBEJICHUE II0 MPOrpaMME IMOJTOTOBKH CIICIMAINCTOB CPEIHETO 3BEHA
Y OIl. 05 HMHOCTpaHHBIH SA3BIK «IPpOodeCCHOHATBHBIN UKy, KoHTponpHas
pabora TmpoBomMTCA TOCIe W3ydeHHWs pasgena 3, Temel  3.1-3.3.
Bpemsi BbImosHeHMS:
- moAroToBka 10 MuH.;
- BpinojHenue 1 yac 10 MuH.;
- oopmiteHue u cnava 10 MuH.;
- BCEro 2 akaJIeMUYeCKUX Jaca.

1) Jlekcuka mo cnenmuajibHOCTU: KAHIENSIPCKHE MPUHAIEKHOCTH

Haiigute onpenesieHne cJ10BaM B JIEBOIl KOJIOHKE

a) a long flat straight piece of plastic? Metal or wood
that you use for measuring things or drawing straight

1) a folder lines
2) a punch b) a machine that makes photographic copies of
3) a filing cabinet documents. .

¢) a pen with a ball at the end that rolls ink onto the
4) adhesive tape paper

. d) a metal tool or other sharp object that makes holes

5) a photocopier . .

in something
6) a ruler e) a container for keeping loose papers in, made of

plastic

7) aball point pen f) a tape with a substance such as glue that you use to

stick two things together
) a piece of office furniture with drawers for storing
letters and reports

2) 3amosHUTE MPONYCKM:

A:"lcan't 1)
B: "Did you check to see if it had
paper?"
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A: "Yeah. That's the first thing |

2) .

B: "I don't know then. You might a) Tell the admin;

have to 3) b) Call the technician;

g‘ ..?szt)jo | do that? and she c) Get the printer to work;
should take care of it." d) Checked;

A: "ls there another printer that | can )

Use?" e) Problem;

B: "Yeah. There's one down the hall f) Supply room.
next to the 5)

A: "Oh yeah... | remember that one.

Thanks."

B: "No problem.”

3) Pacnpeneiaure yTBep:KIeHHUs, JaHHBIE NOCJIe THAJIOra, 0 ABYM
KOJIOHKaM:

: "Do you have a lot of work?"

: "Yeah. I'm pretty busy. Why?"

: "Oh. I needed some help on documenting this process.”

: "Does this have to be done right now?"

: "The manager wants it by Friday."

- "I'll try to free up my schedule. Remind me again tomorrow morning, and
Il help you in the afternoon.”

: "Do you need to read the documents first?"

: "Yeah. That would help."

:"I'll print you a copy and then drop them off."

: "Make sure you drop it off before five because | have to leave early.
: "No problem. Thanks."

—W>wW>wW>

>m>w>

1) B has got lots of free time;

2) The work must have been done right now;

3) A can drop the document before five;

4) B is not going to read any documents;

5) B says that she is pretty;

6) A can print the document, but refuses to send it.

True False
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Kpurepuu ouenku

3a Kax bl IPaBUIBHBIA OTBET — | Oayr.
3a HempaBMIBHBIN OTBET — () OaIOB.

KauecTBeHHast OlleHKA HHIUBUYATbHBIX
[poteHT pe3yabTaTUBHOCTH .
00pa30BaTeIbHBIX JOCTHKEHUH
(paBMIIEHBIX OTBETOB) —
Oayt (oTMeTKa) BepOaNbHBINA aHAJIOT
90 + 100 5 OTIIMYHO
80 +~ 89 4 XOPOIIIO
70 +179 3 YIOBJIETBOPHTEIBHO
Mmenee 70 2 HE YIOBJICTBOPHTEIBHO
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KonTponbhasa paGora Ne 4 k pasgeny 4 «YcTpoiicTBO Ha padoTy»
cnenuagbHocT 46.02.01 lokymeHTAaUMOHHOE 00ecneyeHne
yIpaBJieHHs] U apXHBOBeeHUe

Crnenuduxanus

Ha3nauenue: aynuTopHas KOHTpOJIbHas paboTa IpenHa3HadYeHa Ul
TEKYIIETO KOHTPOJIS M OICHKH YMEHHH M 3HaHUH oOydJarommxcsi 3 Kypca
cnennanbHOCcTH 46.02.01 JloKyMeHTarmoHHOe OOecrleyueHne YIpPaBICHUS U
apXMBOBEICHUE II0 NPOTrpaMMe IOATOTOBKHM CIELHAINCTOB CPEIHErO 3BEHA
yueOHoi mucuumuinHbl OIl. 05 MHocTpaHHBIN S3BIK «IIPO(eCCHOHATBHBIN
k. KoHTponbHash paboTa  NpOBOAMTCS TOCHEe H3ydeHHs pasnena 4.
Bpems BbImosHEHHUS:
- moAroToBka 10 MuH.;
- Beinosinenue 40 MuH.;
- opopmireHne u cqada 10 MuH.;
- Bcero 60 MuUHYT.

1) BbiOepuTe BepHBIii BADHAHT:
1)How do you relieve everyday tensions?

a) | prefer to go on foot to the office. b) I am accustomed to work under

pressure.

c) I'll try to get to the office on time. d) I worked for that company for 5
years. .

a) | think I'll go to the bank. b) I can use my credit card.

¢) Equivalent of $500. d) I can take credit with no interest
charges.

2) PaccTaBbTe peNJIMKH B TAKOM MOPSIAKE, YTOOBI MOJTYYHIICS JOTHIECKH
npaBuiIbHbIN auanor «Ha cobeceqoBanum».

1) I think they are reliability, loyalty, energy.

2) My second question: how do you relieve everyday tensions?

3) At last, are you a sociable person?

4) | am accustomed to work under pressure.

5) Yes, | make contacts with people easily.

6) First of all, tell me what are your three main strengths?

Jlexcuka no teme «Y cTpoiicTBO Ha padoTy»

a) to promote b) supervision c)trainee  d) bonus e) shift f) challenge
g) perks h) recruit
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1) to move someone to a more important job, position in a company;

2) money, usually added to pay as a reward for good work;

3) a period during each day or night when workers in a factory or hospital
etc., are at work;

4) the act of being in charge of a group of workers and being responsible for
making sure that they do their work;

5) something that tests strength, skill or ability;

6) extra things such as luncheon vouchers or free medical insurance over and
above basic pay;

7) someone who is being trained for a job;

8) someone who has recently joined a group of people or organization.

Kpurtepuu oneHku
3a Ka) Il IPaBUIBbHBIN OTBET — | Oasut.
3a HenpaBWIbHBIH oTBET — () 6asIoB

KavecTBeHHas OlleHKAa HHINBHAYAIbHBIX
IIpoueHT pe3yabTaTUBHOCTH N
00pa3oBaTeIbHBIX JOCTHKCHUIH
(MpaBHIIBHBIX OTBETOB) —
6at (0TMETKa) BepOabHBINA aHATIOT
90 + 100 5 OTJIINYHO
80 + 89 4 XOPOIIIOo
70 +79 3 YAOBJIETBOPUTEIILHO
menee 70 2 HE yJIOBJIETBOPUTEIHHO
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2.3 9CCE
Crneuuduxanus

Dcce BXOAUT B COCTaB KOMIUIEKTAa KOHTPOJIBHO-OIEHOYHBIX CPEACTB U
IpefHa3sHaYaeTcsd Al TEKYIIEro KOHTPONS M OLEHKH yMEHWH W 3HaHUH
obOyuaromuxcs 2 Kkypca cremmanpHocTH 46.02.01 JloxymeHTanmmoHHOE
obecrieueHne yNpaBICHUS W apXWBOBEJCHHWE 0a30BOM MMOATOTOBKH IIO
IporpaMMe HOATOTOBKM CIIEHHUATUCTOB cpeaHero 3BeHa YJI OIL 05
WHoctpaHHblii 361K (IpodheccnoHanbHbIH) «IpodecCHOHANBHBIN UK.

Occe BBINIOJHAIOTCA ~ Kak  (opMa  CaMOCTOSITENBHOH — paboThI
00y4arouXCsl Mocie U3yYEeHUs] COOTBETCTBYIOLINX TEM.
Bpemsi BbImonHeHMS:
1) Dcce mo Teme 1.1 «51 u moii oducy - 1 gac.
2) Occe o Teme 3.2 «PoJib KOMIIbIOTEPa B padoTe cekperaps» - 1 gac.
3) Occe mo Teme 3.3 «Texunyeckue cpeacTBa U X Ha3HAYeHHe) - | Hac
Hanmcanne scce cTaBUT cielyonye OCHOBHBIE 3a/1a4H:
- CHCTEMAaTH3alus, 3aKpeIUICHHE M PACIIMPEHHE TEOPETHYECKUX 3HAHUH U
MPaKTHIECKUX YMCHHUH;
- pa3BHTHE W 3aKpeIUICHHE HaBBIKOB Hay4YHO-HMCCIIENOBATEIBCKON pPabOTHI
TIOMCKOBOT'O XapaKkTepa;
- OBJaJCHUE METOJMKOH HcCileoBaHusl, OOOOLIEHUs ¥  JIOTHYECKOTO
M3JI0KEHUs1 MaTepHaa, U30paHHOTO B KaYeCTBE TEMBI ICCE;
- IpUOOpeTeHe HABBIKOB CaAMOCTOSTEIbHON paboTHI.

Ne Temsl occe Tema/Pasznen
1 Br16op moeti Oymymieit Tema 1.1 Mos Oymymast
CIEIHATBHOCTH CIEHATEHOCTh
2 51 u moii opuc Tema 3.2 Oduc u ero
OCHaIl[CHUE
3 Ponp xommbroTepa B pabote cexperapsi | Tema 3.3 Texuudeckue
Cpe/ICTBA M UX Ha3HAuCHHE.

PexoMeHaanuu no paspadorke scce.

IIncbMeHHOe BbICKAa3bIBAHHE € 3JJIEMEHTAMH PACCY’KIEHHS He
AoJizkHO npesbimats 200-250 cnos.

JlanHOE 3aaHKe ICTMTCS Ha YeThIpe ab3ara.

1) B mepBoit yact He0OX0ANMO CHOPMYIHPOBaTH TeMy. Hemb3st mOBTOPATH
3aj1aHKe JI0CJIOBHO; OHO 00513aTEIbHO JOJDKHO OBITH Niepedpa3upoBaHo!
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2) Bo BTOpOI#i 4acT HEOOXOIMMO BEICKa3aTh U OOBSICHUTH cBoe MHeHHME. [Ipn
OOBSCHEHNH CBOCTO MHEHHS BaM CIIEAYET ONUPATHCSA Ha IIOJIOKUTEIBHBIE
CTOPOHBI 00CYX/TaeMoro mpeaMera (TPeruMyIIeCTBa, JOCTOWHCTBA. TUTIOCH).
He 3a0p1BaiiTe 0 cnoBax u ()pa3oBBIX CIOBOCOUYETAHUAX, KOTOPBIE TOMOTAIOT
PacKpBITh OCHOBHYIO MBICTIb:

To begin / start with...

According to... Some people think...

First... Firstly...First of all... Secondly...

Moreover...In addition... Also... Apart from this...

As far as [ am concerned... To my mind... In my view...
For example... For instance... Like... Such as...

3) B TpeTheli yacTH BbI COMJIANIACTECHh C TEM, UYTO y 00CYKIaeMOro mpeamera
€CTb U JIpyTas CTOpPOHaA.

OObsicHuTe, B 4eM OHa 3aKmodaeTca. [Ipym OOBSCHEHHH aNbTEPHATHBHOU
CTOPOHBI ~ BBIACNHMTE  HENOCTaTKW  (HETaTUBHBIC  ACMEKTHl, MHHYCHI)
obcyxmaemMoro mpeaMeTa. Bam Taxoke ciemyer cka3aTh O TOM, YTO JINYHO BBI
(HecMOTpsl Ha BBIIBIICHHBIC HEJOCTATKH) BCE-TaKM CMOTPHUTE Ha IIPEAMET C
MO3UTHBHON cTOpOHBI. KpaTko oOBsicHUTE, TOYeMy BbI IPUACPKHUBACTECH 3TON
TOUYKH 3PCHHUS.

CroBa 1 pa3oBbie CIOBOCOUYETAHMS, YIIOTPEOIIIEMbIE B JAHHOM ab3alle, MOTyT
BKJIIOYaTh B cebs: On the one hand, ... on the other hand But... Not only...
In contrast to this... In spite of... Despite... Nevertheless...

4) 3axmoudTeNbHasi 4acTh TOJBOJUT WTOT BBINIEU3IOXKeHHOMY. Haumbonee
9acTo yHOTpeOisieMble CIoBa M CJlIOBOcodeTaHus:  To sum up... In
conclusion...

IIpumep roToBOro 3cce ¢ KOMMEHTAPUSMHU.

Urak, cHavana ¢popmynupyem temy: Computers came into wide use about 20
years ago and they are playing an important role in our life. Will it be possible
to live without a computer now?

BrickaspiBaeM cBo0 Touky 3penus: In my opinion, living without
computerized technical equipment is totally impossible now. danee
packpbIBaeM CBOKO TOUKy 3penust: Computers are installed everywhere: in most
companies, hotels, railway stations, airports, hospitals, schools. They perform
a wide variety of activities reliably, accurately, and quickly. People use
computers in many ways. In business, for example, computers may check the
credit status of customers, and transfer money electronically. In homes,
computers in most appliances control the temperature, operate home security
systems, tell the time, and turn TV on and off. Computers are widely used in
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scientific research to solve mathematical problems or investigate complicated
data. Computers help us to study. They also entertain: we can play electronic
games, listen to music, and see films. The Internet helps to communicate with
the world and provides us with information about everything.

CMoTprM _Ha TpobJeMy ¢ JPYrod CTOPOHBI, OOBICHAEM, IMOYEMY
AJIbTCPHATHBHAS TOYKA 3PCHUI HMMECT MpPaBO Ha CYHMICCTBOBAHUEC. But the
introduction of the computer brought into existence a lot of problems. Firstly,
the computer tells on our health: eyesight, sleep, mood and so on. People
spending hours at the computer see worse, often feel exhausted and sleep less.
Secondly, a lot of people, especially young ones, have become dependent on
the computer. They cannot imagine their lives without games or chats in the
Internet. And finally, the computer brought into our lives other forms of crime.
Hackers can break your security system and steal databases or even money
from your bank account. 3asBisieM 0 TOM, YTO BCe-TaKd HE HOIEPKUBACM
NPOTHUBOIOJIOKHYIO MO3UITUIO U KPATKO 06T>$ICH$[CM, Mo4cMmy. Nevertheless the
technical progress is unstoppable and | think people should accept the situation
as it is and continue to develop computer technology.

Hoasoaum mror: TO sum it up, | can agree that the computer is an important
invention. But as any other sophisticated device, it should be handled with
care.

Kpurtepnu onenku 3cce

ITpu oneHKe 3cCe YUUTHIBAIOTCS CIEAYIOIIUE ACTIEKTHI:

e  aJIeKBaTHOE IIOHMMAaHHE aBTOPOM 3CCE CMBICIIA BBICKA3bIBAHMUS;

®  COOTBETCTBHE TEKCTa 3CCE BBISIBICHHOMY CMBICITY BBICKA3bIBAHHS;

®  pacKpBITHE CMBICJIA BBICKA3bIBAHUS B 3aJJaHHOM COJIEPXKATEILHOM
KOHTEKCTE;

®  MPEICTaBJICHHOCTb JIMYHOW TO3MLIMHM  OOydalomerocs, €ro
OTHOIIEHWS K MHEHHUIO aBTOPA BBICKAa3bIBAHMS W TOJIHITOH MM
npobieme;

e  omopa yyamerocss HpH pPacKPhITUH CMBIC/IA BBICKa3BIBAHUS U
apryMeHTaluy cCOOCTBEHHOH MO3UIIMHU Ha 3HaHUS (MCTIOJIBb30BaHNE
TEPMUHOB U TIOHATHH, TEOPETHUESCKUX ITOJIOKEHIH HAYK);

®  UCNOJNB30BAaHHE TIPH PACKPHITUH MHPOOJIEMBI  OCMBICICHHBIX
ygamuMcsi  (pakToB  OOIIECTBEHHON KM3HM (WM MOZeJeH
COLIMAJIBHBIX CUTYaLMi{) M JITYHOTO COLMAIILHOTO OIIBITA;

e  JIOTUYHOCTb PACCYKACHUM;

®  OTCYTCTBHE CYIIHOCTHBIX, TEPMHHOJIOTHYECKUX, (AKTHUECKHX,
JIOTMYECKUX, STUIECKUX H Mp. OMINOOK;
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COOTBETCTBUEC 3CCC HOpMaM PYCCKOT'O fA3bIKaA.

Kputepuu oLeHKH 3cce MOTYT TPaHC()OPMHUPOBATHCS B 3aBUCUMOCTH OT
UX KOHKPETHOH (POPMEIL, TIPH 3TOM 00IIHe TpeOOBaHHU K Ka4eCTBY 3CCE MOTYT
OLICHUBATHCS 10 CICAYIOLINM KPHTECPHAM:

Ilpumep
Kpurepuii TpeboBaHus K dcce MaxcumarbHO
e
KOJIN4ECTBO
0asioB
3HaHue U - paccMaTpUBaeMble MMOHATUS ONPEICIISIOTCS YETKO 2 banna
NOHUMAaHKE | U MOJHO, IPUBOASTCS COOTBETCTBYIOIINE IPUMEPHI,
TEOPETUYECK | - UCIIOIb3yeMble MOHITUS CTPOTO COOTBETCTBYIOT
oro TeMe,
Marepuana - CAMOCTOSATEJIBHOCTh BBIIIOJHEHUS PabOTHI
AHanus u - IPaMOTHO NPUMEHSETCS KaTeTOpHsl aHAJIN3a, 4 6anna
OLICHKA - YMEJIO UCMIONB3YIOTCS IPUEMBI CPABHEHUS U
uHdopmany | 00OOLIEHNS I aHAJIN3a B3aUMOCBSI3HM NOHATHH 1
)44 SIBJICHHM,
- OOBSACHSIOTCS aNbTEPHATUBHBIC B3TIIBI HA
paccMmarpuBaeMyro Ipooiiemy,
- 000CHOBaHHO MHTEPIIPETUPYETCS TEKCTOBAS
nHpopmanus,
- JaeTCs JINYHAs OLIeHKa Npobyieme
ITocTpoeHue | - M3T0XKEHUE SICHOE U YETKOE, 3 banna
CYXICHUH - IPUBOAUMBIE T0KA3aTEIIECTBA JIOTHYHBI
- BBIIBUHYTHIE TE3UCHI COMPOBOXKIAIOTCS
IPaMOTHOM apryMeHTaluel,
- IPUBOAATCS PA3THYHBIC TOUKH 3PEHUS U UX
JINYHAs OLICHKa,
- o0mast hopma U3IIOKEHUS MOITYIESHHBIX
pe3yIbTaTOB U UX UHTEPIPETALUU COOTBETCTBYET
YKaHPY NpoOIeMHON HAYIHOH CTaThH
- paboTa OTBEYaEeT OCHOBHBIM TPEOOBAHUSIM K
Odpopwichn O(I)OgMJ'IeHI/IIO U UCIIOJIb30BaHMIO LIUTAT; e
e paboTs! - cO0III0IeHNE HOPM PYCCKOTO JIUTEPATYPHOTO A

SI3BIKA;
- COOTBETCTBUE ()OPMATHLHBIM TPEOOBAHWSIM.

MakcumanbHOe KOJIHYECTBO OAIIOB, KOTOPOE MOXKHO MOIy4uTh — 10.
9 — 10 0a/mI0B — KOTIUYHOY,
7 — 8 GaIOB — «XOPOIIIOY;
5 — 6 6aIoB — «yAOBIETBOPUTENHHO;
MeHee 5 0aJlIoB — «HEYIOBJICTBOPUTEIHHOY.
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2.4 TIPOEKT

[IpoexT BXOOWUT B COCTaB KOMIUIEKTa KOHTPOJIBHO-OIICHOYHBIX CPEICTB
U TIpeIHA3HAYaeTCs Al TEKYNIEro KOHTPOJS M OIICHKHM YMEHHUI M 3HaHMWH,
oOygaromuxcs 3 Kypca CIieiaIbHOCTH M0 POoTrpaMMe y4eOHON THUCITUIIIIIHEL.

[IpoexT BBHIMOMHSETCS B MAJBIX IPYINAaX WIN HHAWBUAYAIbHO B XOJIE
n3ydenust temol 3.1 Crtpykrypa yupexnenus. «Omucanue oduca 21 Bekay.
Bpewms BoicTymuieHus 5-10 MunyT:

Hepeqeﬂb TEM IIPOCKTOB

Ne Tema npoekra IIponykr Tema/paznen

1 Bykner (mnakar), Tema 3.1
«Omucanne  oduca 21 BHU/IEOPOJIHK, CtpykTypa
BEKay. KOJUIaX YUpexKACHUS

TpeboBaHus K BHIIOIHEHHIO TIPOEKTA:

1 Bemonnsietcss B nporpamMe PowerPoint. Ota nporpaMma Ho3BOJIseT
KpaTko, JOCTYIHO U HaIJIAAHO TPEICTaBUTh HH(POPMAIMIO IO TEME.
I/IJ'IJ'IIOCTpaHI/II/I JOJI2KHBI OBITH KPpYIHBIMU, KpaCOUYHBIMHU U COOTBETCTBOBATH
TEMC BBICTYIUICHUSA. TexHuueckne BO3MOKHOCTH IporpaMMbl (aHI/IMaIII/IH,
THIEPCCHUIKM M T. JI.) MCHOJIB3YIOTCS UCXOZsl M3 IEeJeco00pa3HOCTH — HET
HEOOXOMUMOCTH TMeperpyxarb mnpe3eHranuoo. Ha omHom cnaiine ciemyer
pa3meriaTh He OoJyiee ABYX MpocThIX npemioxenHuid. Lpudr He menee 20
nyrkToB Times New Roman. Bosbiioe KOIHYeCTBO TEKCTa IIOXO BUAHO U HE
BOCIIPMHUMAETCS ayJUTOPHEH Ha CIyX.

2 CopeprkaHue BBICTYIUICHHS TOJDKHO COOTBETCTBOBATH TEME IPOEKTa,
rpaMMaTHYeCKd BepHO. Peuyb roroBuTCs 3apaHee. YUHUTHIBACTCS TEMII,
MPaBHIBHOCTH MPOM3HONIECHUS U TPAMOTHOCTb.

3 IloaroToBka NPOBOJUTCS CAaMOCTOSITEIBHO, B paMKax 3aHATHH W
WHJMBHIYaJIbHO C TIperojaBareieM. Bo03MOXHO, BBINOJHEHHE IPOEKTa
MHAWBUAYAJbHO U B MUKPO I'pyIinax.

43au11/1Ta IMMPOCKTa MPOBOJUTCA Ha 3aHATHUH, BBICTYIIAIOT BCC aBTOPLI
npoekra. IIpM HEOOXOAMMOCTH BBICTYMAIOIINE MEPEBOAAT CBOK pPEYb C
AQHTIIMICKOTO MJIM ATO JIENA0T CIYIIaTEeNH.
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Kpurepnu onenku

MupuBuyanpHas KapTa CTyIEHTa, 3aIIUIIAIONIETO MPOCKT

DTansl

Kputepuu ouenku

CaMooI1leHKa

Ilenaror

cJlymiaTesin

3amura

I'pamotHOCTH peun (0-
3 bama)

OTBETHI Ha BOIPOCHI
(0-3 Gamna)

Ipousnomenue (0-3
baa)

Temi peun u 3HaHHE
conepxanns (0-3
Oaia)

[Iponecc
MIPOEKTUPOBAHUS

Odopmienue (0-3
Gaina)

TBopuectro (0-3
Gaina)

YMmenue paboTath B
koMmanze (0-3 6amra)

20-24 6amna — OTJIMYHO;

15-19 6ammoB — XopomIo;

8-14 6a1noB — yJIOBICTBOPUTEIHHO;
MeHee 8 OaIIOB — HEYIOBIETBOPUTEIHHO
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2.5 CUTYAIIUOHHASA 3AJAYA

CuryalnmoHHas 3aJaya BXOJHUT B COCTaB KOMIUIEKTa KOHTPOJIBHO-OLEHOYHBIX
CPEeICTB M NpenHa3HayaeTcs Ul TeKYLIEro KOHTPOJIS M OLEHKH yMEHUH U
3HaHWI oOydwarommxcs cmenuansHOCTH — 46.02.01  JlokyMeHTanMOHHOE
o0ecrieueHre yIpaBieHUS H JOKyMEHTOBEICHHE 10 NPOrpaMMe HOArOTOBKH

CIICHUATIUCTOB

cpeaHero

3seHa  OIl. 05  UMHocTpaHHBIM  A3BIK

(npodeccuoHanbHbIN). Pelenne cuTyaioHHBIX 3aa4 HalleJIEeHO Ha:

- CHCTEMaTuU3aluio,

3aKpCIVICHUE U PACHIUPEHUEC TCOPETUUCCKUX

3HAHUW U IPAKTUYECKUX YMEHUH;

- pa3BUTHE U 3aKpEIUICHUE HABBIKOB HAay4YHO-HCCIEN0BATENbCKOU
paboTHI MOMCKOBOTO XapaKTepa;

- IpUOOpEeTEeHNE HABBIKOB CAMOCTOSTENbHON paboTHI.

Tema

IIpumep cuTyalluOHHOM 3aaa4u

Tema 1.2 O06s13aHHOCTH

CutyalioHHas 3ajada
TekcT 3amanus: Bbl paboTaeTe B orice, U BaM BbLIAH

cekperaps
BaIll paboumii IUTaH Ha AeHb. PacrmmuTe cBon
00513aHHOCTH, KOTOPBIC BHI JJOJDKHBI BHITIOJNHUTD B TE WIH
WHBIC CPOKH IO TUIAHY.

Tema 1.3 CutyalioHHas 3ajada

B3auMOOTHOIICHHS Te(npodecKCT 3aanus: K BaM B O(HC MPHUIIET KIUCHT

CEeKpeTapsi C pyKOBOACTBOM
U KIIMEHTaMHU QUPMBIL.

Ha JIEJIOBYIO BCTPEUY C JUPEKTOPOM. JIUpeKTop Ha
coBelllaHnU. Pa3bsicHUTE JaHHYIO CUTYAIUIO KIIUEHTY,
JlaiiTe eMy UHCTPYKIUIO JUJISl €r0 JalbHEHIINX JeHCTBUM
(TIepe3BOHUTH, OCTaBUTH COOOIIICHHE, TOKIATHCS
JTUPEKTOpa WA HHOE).

Tema 2.1 JlenoBsie
neperoBopsl. Cnennguka
MTOJITOTOBKH ¥ TIPOBEACHUS
Mpe3eHTalui u
KOH(pepeHIHi

CutyalyoHHas 3ajada
Tekcr 3amaHus: BaM NMOPYYEHO NMPOBECTU NMOATOTOBKY K

KoH(pepeHIMH. 3alUlaHupyiTe B CBOEM €)XXETHEBHHKE
MPOBEPHUTh HEOOXoauMOe 00OpyJOBaHHE, IPOBEPHUTH
HaJIM4Ke KaHUEIAPCKUX MPUHAUIEKHOCTEH, ayJUTOPUH,
paszocnaTb NPUTTIAIIEHHS BCEM
MOJTOTOBUTH  IIA0JIOH  TPOTOKOJIA

MOCaJIoYHbIe  MecTa,
BBICTYIAIOIINM,
KOH(epeHIINH.

Tema 2.2 YcTaHoBIIeHHE
KOHTAaKTOB TI0 TesiehoHy

CI/ITyaIII/IOHHaﬂ 3aJaydya

TexcT 3a7aHusl: COCTaBbTE TEKCT COO6H.ICHI/IH 1o
TeHeq)OHy JJIA OTIOBCIEHUA BCEX COTPYAHUKOB BAllI€TO
oTAca O IIEPEHOCE COBCIIAHNA HA YacC IMO3XKE.
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4.1 CobecenoBanne

CutyalunoHHas 3ajaya

TekcT 3amaHus: BaM HaIo MPONTH coOeceOBaHUE Ha
JIOJDKHOCTB CEKpeTapsi — pedepeHTa, COCTaBbTe IUIaH
BaIllX NIEHCTBHUU mepen coOeceIOBaHUEM: CTUIb BalleH
OJIeXKTBI, peYb, U T.II.

4.2 Tlepenucka npu
ycTpoiicTBe Ha paboTy

CuTyalioHHas 3amada
TekcT 3amaHus: BaM HaIo IMPONTH coOCCEeOBaHUEC Ha

JOJDKHOCTh CeKpeTapsi — pedepeHTa, COCTaBbTe Mepes
cobece0BaHHEM PE3oMe.

Tewmsl paznena 5 «/lenoBas
[epenucKa

CuTyalioHHas 3amada

Tekcr 3aganust:

1.CuTtyannoHHas 3afada: B TCUCHHE BaIllero IHS BaM
Ha3HA4YEHO HaIlMCaTh NMUCHMO — 3aKa3 Ha 000OpyJIoBaHHE
opuca. IIpomymaiire 1ulaH mnmChMa, 0O0sM3aTENBHBIC
PEKBH3HTHI IIICbMa, CIIHCOK HEJIOCTAIOIIETO
000pyIOBaHMs, UCTIONB3YHTE B MHCHME KIIHIIE MTUCbMa
— 3aKasa.

2. CuryaunuoHHas 3a7ada: BaM Jald IOpy4YeHHE
pasocnath NHCHMO — pekiiaMy Bariero oguca. CocraBbTe
IJIaH BalllUX JCHCTBUM: C 4YeM CBs3aHa peKiiamMa, KTO
OyJneT 1esieBoi ayIuTOpUeH, TUIaH MUChMa, UCTIONb3YHTe
1a0JI0HBI MMChMA — PEKJIAMBI.

3. CuryauuonHas 3agada: «BaM mopy4eHO BecTH
MPOTOKOJI BO BpeMsl COBemlaHus. Hammmmre THUIOBOM
MPOTOKOJI: [IpucyrcrByromniue, MIOBECTKa THSA,
BBICTYIAIOIINE, NPUHSITHE PEIICHUS U T.II»

Kpurepun oneHku:

—  COOTBETCTBHE COJAEPXKAHUS 3a7adl TEME;
—  cojepiKaHUe 3a7ladd HOCHUT NPOOJIEMHBIN XapakTep;

- peuicHue 3aJga4yu

MpaBUJIbHOE, JEMOHCTPUPYET MpPUMEHEHHE

AQHAJUTUYECKOTO M TBOPYECKOTO IMOAXOJ0B; —IIPOJIEMOHCTPUPOBAHBI
yMeHUs pabOThI B CUTYaIlMM HEOAHO3HAYHOCTH M HEOIPEIETICHHOCTH,
—  3aJja4a [Ipe/cTaBIeHa Ha KOHTPOJIb B CPOK.
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3. IPOMEXYTOYHAS ATTECTALIUSA

[IpomexxyTouHast  arrecTanuss  OOyYalOmUXCA MO  Y4eOHOM
MUCHUIUIMHE  OCYHISCTBISIETCS 1O  3aBEPHOICHWM  HM3Y4YCHHSA  JaHHOU
TUCHHTUIMHBL M TIO3BOJIIET OIPENENIUTh KadeCTBO W YPOBEHb €€ OCBOCHHSL.
[IpemmeToM OIEHKH OCBOEHHUS YUeOHOH IHMCIUIUIMHBI SBISIOTCS yYMEHUS U
3HAHHU.

IV cemecTp
Cnenuduxanus

JuddepennnpoBannpiii 3auer Ne 1 BXoAMT B cocTaB KOMILIEKTa
KOHTPOJIbHO-OLICHOYHBIX CPEJICTB M IpPEAHA3HA4YaeTCs M pPyOesKHOTO
KOHTPOJISI ¥ OLICHKH YMEHHHU M 3HaHUH oOydatommxcs || kypca cnennansHOCTH
46.02.01 JokymMeHTaIIMOHHOE OOecIieYeHUE YIPABICHUS U apXUBOBEICHHUE IO
IporpaMMe NOJArOTOBKM CIELMAIUCTOB cpenHero 3BeHa Y/  OILOS
HHuocTpanHblii SI3BIK (mpodeccroHabHBIN). 3auer MIPOBOAUTCA
WHIMBHIYAJIBHO 1OCTE U3YIECHHS TEM
Tema 2.2 YcTaHOBIICHHE KOHTAKTOB I10 TeIe(hOHY
Tema 3.1 CtpykTypa yupexaeHus
Tema 3.2 Oduc u ero ocHaieHue
Tema 3.3 TexHuueckue cpecTBa U UX Ha3HAYCHHE

TUIIOBBIE 3AJTAHMSI IS TPOMEXKYTOYHOM ATTECTALIAU

IV cemectp
I.Bonpocel 1uis1 cobecesoBaHusi
Tema Bonpocsl 1151 cobecenoBanus
3.2 Office 1) Is it important to get on well with

your collegues in the office?

2)What stationery supplies can you
name?

3)Can you describe your work place?

4)Can you descrie a typical day in the
office?

5) What do you know about office
etiquette?

3.3 Computer 1)What role does a computer play in
the office life?

2)What computer applications do you
know?

3)How many words do you type per
minute?
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4)Does computer make your job
much easier?

5) Do you prefer a laptop or a
desktop computer?

I1.YUtenue u nepeBoj TeKcTa
IIpouuraiiTe TEKCT U NepeBeAUTe BblJAeJICHHbIE CJI0BA U BbIPAKEHUSI:
What special knowledge and business skills have you obtained at college?
The training that | have got at the college has provided me with all the
necessary skills. I can type, work at a computer, use the telephone in a proper
way. | know business documentary work, | am quite aware of my major
responsibilities. I know how to perform my duties.
So, | may not be afraid of staying jobless. | hope to get a good position and
make a good career

1 2 3 4
6e3paboTHBIH HEOOX0/IUMBIC o0yueHue HEOOX0IUMBIC
HaBBIKH HaBBIKH
HE00X0IMMBbIe o0yueHue HEO0OX0/IUMBIC 6e3paboTHBIiH
HABBIKA HaBBIKH

BBITIOJTHATh BBITIOJTHSTH BBITIONTHSATh BBITIOJTHSATD
00513aHHOCTH 00513aHHOCTH 00513aHHOCTH 00513aHHOCTH

oOyueHme 0e3paboTHEII 0e3paboTHEII o0OyueHme

I11. TecToBBIi KOHTPOJIb
1) CooTHecuTe MPABHIIBHO PyCCKHE U AHTVINHCKHE YKBUBAJIEHTHI CJIOB:

1) Call back a) s ero ceiyac mMo30By

2) Speaking b) ocraBaiitecs Ha TMHIK

3) Hold on C) poJIoIDKaiTe

4) | received a message from d) MHE HYXHO C KEM-TO ITOTOBOPHUTH
5) Go ahead e) za, 31O I

6) I'd like to speak to someone  f) mepe3BonuTH

7) I'll get him for you g) s HOJIy4YHJI COOOLIEHHE OT ...

2) UTo BbI cKaxeTe M0 TejieoHy B cienyrouleii cutyanun? Bpidepute
MOIXOAANIYI0 PEIUINKY:
You don't know how to write a word.

a) Can you speak more slowly? b) Can you speak up?

¢) Can you spell that, please? d) Can you say that again, please?
3) JlekcuKa 1Mo CeNHATBLHOCTH: KAHIeJISIPCKUe NPHHAIIE)KHOCTH
HajinuTe onpegenenue c10BaM B JIEBOH KOJIOHKE

1) a folder a) a long flat straight piece of plastic? Metal or wood that
2) a punch you use for measuring things or drawing straight lines
3) afiling cabinet b) a machine that makes photographic copies of
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4) adhesive tape
5) a photocopier
6) a ruler

7) a ball point
pen

documents

c) a pen with a ball at the end that rolls ink onto the paper
d) a metal tool or other sharp object that makes holes in
something

e) a container for keeping loose papers in, made of plastic
f) a tape with a substance such as glue that you use to
stick

two things together

g) a piece of office furniture with drawers for storing
letters and reports
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VI cemectp
Crneuuduxanus
JuddepenunpoBannpiii 3auer Ne 2 BXOAMT B COCTaB KOMILIEKTa

KOHTPOJIbHO-OLICHOYHBIX ~CPEJICTB M IpeAHA3HayaeTcss sl pPyOeKHOTO
KOHTPOJsI M OLCHKM yMEHUH U 3HaHuWi oOydaromuxcs Il kypca
cnenuansHocTd 46.02.01 JlokyMeHTaIMoHHOe OOecIeueHHe YNpaBICHUS U
apXUBOBEJCHUE IO MporpaMMe IMOATOTOBKHU CIEIHATICTOB CPEIHEr0 3BEHa
Y] OIL.05 UnocrpanHblii 53bIK (NpOdeCcCHOHANBHBII). 3a4eT HPOBOIUTCS
WHIUBHIYAJIBHO 1OCTIE U3YIECHHS TEM
Tema 5.3 ConmanpHble mIcEMa
Tema 5.4 JIOKyMEHTHI B YUPEXKICHAN

. TecToBBIi KOHTPOJIb
1) BriOepuTe BepHbIil BADHAHT:
1) Yours faithfully - sro ...
a) closing salutation b) opening salutation  c) reference d) signature
2) Richard Branten - s7o ...
15 Garden St
Brideshead
a) closing salutation b) opening salutation c) sender’s name and address
d) signature
3) Dear Sirs, - 3710 ...
a) closing salutation b) opening salutation  c) reference d) signature
2) JaiiTe aHramiickue 3KBUBAJIEHTHI PYCCKHM HA3BAHMSM JI€JI0BBIX
nmucem:

1) nucsMo — 3arpoc a) a letter of credit

2) MCbMO — 3aKa3 b) testimonial

3) nrucbMO — COOO0JIE3HOBAHUE ¢) a letter of complaint

4) pekoMeHIaTeNbHOE MUCHMO d) a letter of condolence

5) muceMo — xanoba e) a letter of congratulation
6) akKpeuTHB f) a letter of order

7) mo31paBUTENBFHOE TTHCEMO g) a letter of inquiry

3) IlpouuTaiiTe MMCHMO U ONpeeUTe €ro THIL:
1) mucemo — xanoba  2) peKOMEeHIaTeIbHOEe MICEMO  3) TIO3paBUTEIFHOE
MUCBMO 4) pekiIaMHOE MUCHMO
Dear Mr White

We have great pleasure in introducing to you Mr Mark Hay, a business
associate of ours and Director of the Company 21* Century Buildings. Mr Hay
is visiting Tallinn to establish new contacts. We would greatly appreciate any
assistance you could give him.

Yours sincerely
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I1. CocTaBieHHe 1EJTOBBIX IOKYMEHTOB.

1) PacroioskuTe KOMIOHEHTHI MHUChbMA B MPABHJILHOM MOPSIIKeE.

1) Anyway, that’s all for now.

2) Great to hear from you! How are you?

3) Now | am writing a book. It is going to be an adventure story. Next year |
want to enter the Institute and study at the faculty of literature.

4) Hi, Samantha!

5) Love, Grace

2) BoccranoBuTe nucbLMo MmOAXOASIIIIUMHU BBIPAKCHUAMU U3 CIIUCKA:
1) look forward 2) credit card 3) restaurant 4) Yours faithfully 5) | would
like 6) Dear Sir or Madam

A formal letter

17 Blundell Road
Cromer
Norfolk MP2 6QR
2 April, 2
The Receptionist
Clifton hotel
Castle Road
Leicester LE7 9PQ
@__

I (b) to book single room in your hotel for the nights of 12, 13,
and 14 April.

Could I possibly have a quite room with a bath?

I understand you have a restaurant. Could you tell me what time the (c)
closes?
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Please let me know if you need the number of my (d)
Thank you very much.

I (e) to hearing from you. (U] , Peter West.

Kpurepuu ouenku
3a KaXKAbli NpaBUIBHBIA OTBET — | Oa.
3a HenpaBWILHBIH 0TBEeT — () 6asUIoB.

KauecTBeHHas OLIEHKA HHIMBUAYAIbHBIX
[IpoueHT pe3yabTaTHBHOCTH .
00pa30BaTeNbHBIX TOCTHKCHUI
(IpaBMIIEHBIX OTBETOB) —
6at (0TMETKa) BepOabHBINA aHAIOT
90+ 100 5 OTJINIHO
80 + 89 4 XOPOIIIO
70 +79 3 YAOBJIETBOPUTEIBHO
menee 70 2 HE YIOBJICTBOPHTEIIBHO

O1eHKa «OTJIMYHO» BBICTABIISCTCS CTYJCHTY, €CIIH COOJIIOACHBI KPUTEPUH Ha
90-100%:

1) CooTBeTcTBHE NIEPEBOA TEKCTa ITAIOHY;

2) OGOCHOBaHHOCTh W APTyMEHTHPOBAHHOCTH CBOCH TOYKH 3pCHUs (B TOM
YHCIIe TIPAKTHYECKUMH TIPUMEPAMH);

3) Iowmck u nprMeHEHNE HOBBIX HCTOYHUKOB HH(OPMAIHH;

4) INpaBunbHOE 0hopMIIEHHE;

5) CBOEBPEMEHHOCTD TIPEICTABIICHHSL.

OreHKa «XOpOIIO» BBICTABISIETCS, €CIM BBIIICTIEPEUHCICHHBIE KPUTEPUU
BBINOJIHEHBI Ha 80 + 89;

OueHka  «yAOBJETBOPHTENABHO»  BBICTAaBISIETCS CTYZIEHTY, eciu
BBIIIECNIEPEUNCIIEHHbIE KPUTEPUH BBIIOJIHEHBI HA 70 + 79 ;

OneHka  «HEYJAOBJIETBOPHTEIbHO»  BBICTABISCTCS  CTYAEHTY,  €CIIH
BBIIIIETIEPEUUCIICHHbIE KPUTEPUH BHINONHEHBI Ha 60 % 1 MeHee.
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