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1. ITacnmopt ®OHIAa OLIEHOYHBIX CPEACTB MO JMCHUIIHHE

«/]en10BOM MHOCTPAHHBIM SI3BIK»

Taﬁ.lmua 1. Hepeqeﬂb OLICHOYHBIX CPEACTB TEKYHIEIro KOHTPOJIHA

Ne TeMa AHCHHILIHHEI dopmMmupyemble @OpMBI TEKYILETO KOHTPOJISA
KOMIETEHIINH yCIeBaeMOCTH

1 | Company Structures YK-4 YcTHas 3ammTa pe3yibTaToB
nabopaTopHoi paboTer Ne 1

2 | Types of business YK-4 YCTHas 3ammTa pe3yabTaToB
naboparopHoit paboTher No 2

Texymuil KOHTPOJIb 3a/laHue 10 COCTABJICHUIO TEKCTa

3 yenesaemoctn (TKY) Ha aHTJIMCKOM S3BIKE U €0
yCTHas 3aIuTa

4 | Personal Professional Profile YK-4 YcTHas 3amuTa pe3yabTaToB
nabopaTopHoi paboTbr Ne 3

5 | Business Correspondence YK-4 YcTHas 3anuTa pe3ysibTaToB
nabopaTopHoi paboTer Ne 4

6 | KoHTponb BbIOMHEHUS 3a1aHui YK-4 3aanus A1 CaMOCTOSITEIbHOM

JUIsl CAMOCTOSITENIbHON pabOThI
CTYJECHTOB
BAPUATUBHON YaCTH

paboThI CTYIEHTOB.
Pedepar c npesenrarmeit

dopma MPOMEKYTOUHOM aTTECTALUHI

3auer




2. IlepeyeHb KOMIIETEHIIMH, C YKa3aHHEM 3TANOB UX (GOPMHPOBAHMSA B Npolecce
OCBOCHMSA JHCHUILIHHBI

[Ipouecc n3yueHus: AUCUUILIMHBI HAIIPaBiieH Ha pOpMHUpPOBaHHE KOMITETECHIUI:

YK-4

Ta6auna 2. Ilepeyens koMneTeHuii, opMUpyeMbIX B IIpoLecce 0CBOCHHUS THCHUIINHBI

dopmupyemMble
KOMIIeTeHIuH

Ilitanupyemble pe3yJbTaThl 00y4eHMs! 110 JHCHUILIMHE,
XapakTepu3ylouue 3Tanbl (GOPMUPOBAHUS KOMIIETEHIMIA

Buabl o11eHOUHBIX cpeacTs

YK-4

3HaTh:

- OCOOEHHOCTH CHCTEMbI HM3y4aeMOTO0 HHOCTPAHHOTO
(aHrnmMiickoro)  sA3plIKa B €ro  (DOHETHYECKOM,
JIEKCUYECKOM M IPAMMATHYECKOM acIleKTax;

- COIIMOKYJIbTYPHBIC n SI3BIKOBBIC HOPMBbI
npoeCCUOHATIBHOTO  OOIEHHs, a TaKKe MpaBuiIa
peYeBOr0  JTHKETA,  MO3BOJSIIOIIME  CICHHAIHCTY
3G GEKTUBHO HCMONB30BaTh HHOCTPAHHBIA SI3BIK  Kak
CPEACTBO OOLICHHUSI B COBPEMEHHOM MOJHUKYIBTYPHOM
MHpe

3aganusa
YPOBHS
Yrenue TEKCTOB
AHTJIMHACKOM SI3BIKE

penpoyKTUBHOIO

Ha

YMerhb:

- YUTATh U TIEPEBOIUTH JIUTEPATYPY IO CHEIHaIbHOCTH 0e3
CJIOBapsI C LENBI0 MTOUCKa HEOOXOMUMOH HH(OPMAITHH;

- BECTH JICJIOBYIO TIEPEITUCKY;

- COCTaBJISITh AaHHOTAIIMU HAYYHBIX CTATel;

- Y4acTBOBaTh B JHUCKYCCHSIX MNPOECCHOHATHHOIO
XapakTepa,;

- BBICTYNaTh C JIOKJIaJOM Ha HMHOCTPAHHOM S3bIKE Ha
KOH(pEepeHIusIX, CEeMHHapaX ¢  HCIOJIb30BaHUEM
MYJIbTUMEAUNHON Npe3eHTaluu

3agaHue peKOHCTPYKTHBHOIO
YPOBHS
3aganue s
COCTaBJICHUIO
AHTIIUHACKOM
yCTHas 3aIuTa

TKY
TEKCTa
SI3BIKE U

10
Ha
€ro

Baagern:

- HaBBIKAMH M YMCHHSAMH OOLICHUS MOCPEICTBOM S3bIKa,
T.e. TepelIaBaTh MBICIM M OOMCHHBAThCSI HMH B
Pa3JIMYHBIX CHTYyalUsX B HpOLEcce B3aMMOACHCTBHS C
JPYITMMH  y4acTHUKaMd  OOLICHHs,  NPaBUIIBHO
UCIIONIb30BaTh CUCTEMY SI3BIKOBBIX, COLMO-KYJIBTYPHBIX
U peUeBBIX HOPM;

- CIOCOOHOCTBIO BBIOMpPATh CHOCOOBI KOMMYHHMKATHBHOI'O

MOBEJCHHS, aJCKBaTHbIC AayTCHTHYHOW  CUTYaIlUH
OOIIICHHS;
- YMCHHSAMH TOCTPOCHHUS [EJIOCTHBIX, CBS3aHHBIX H

JIOTUYHBIX BBICKAa3bIBAaHMH pPa3HBIX (YHKIMOHAIBHBIX
CTHUJIEH peun;

- YMEHHAMHU IEPEeBOAAa HAyYHOW JIUTEpaTyphl, AEIOBOU
HNEePEeNHCKH, NOATOTOBKU YCTHOTO BBICTYILICHHSL.

3ananus NMPaKTHKO-
OPUEHTHPOBAHHOTO YPOBHS:
VerHas 3amura  pe3ysibTaToB
ma00paTOPHBIX padboT




3. bBanibHO-peliTHHIOBasi CHCTEMA OLleHUBAHUA

Ta6auua 3. Pacnpenesienne 6a/1510B 0 BUAaM y4eOHOI padoThI

Bun yue6GHoi#i paboThl, 32 KOTOPBIE CTaBATCS GalTbI Basuibl

Texyumii KOHTPOJIb 0-100

[TpoMexxyToyHas aTTecTanus 0-30
HUTOro 0-100

Ta6auna 3.1 Pacnpenesnenune 6a/110B 10 TEKyIeMY KOHTPOJIIO

No | Bun pabor | Min | Max
1. OGOs3arenbHas 4acTh
1.1 Texymwii KOHTPOJIb YCIIEeBaEMOCTH IO ITPOBEPKE CHOPMUPOBAHHOCTH OCTATOYHBIX 3HAHUI
111 Tekymmii koHTpOJH yereBaeMoct (TKY). Tecr 2 8
1.2 BrmonaeHne 1abopaTOpHBIX pabdoT
1.2.1 | Jlab6opatopuast padora Ne 1. Describe your company structures. Who is who in your 2 8
company?
1.2.2 | Jlabopatopuast pabota Ne 2. Types of business organization in UK and Russian Federation 2 8
1.2.3 | Jlabopatopnast pabora Ne 3. Personal Professional Profile. How to prepare CVV? 2 8
1.2.4 | Jlabopatopuast pabota Ne 4. Business Correspondence :A Letter of Application. A Letter of 2 8
Complaint. An Inquiry Letter. An Invitation Letter. Congratulation Letters
HWroro 6amioB 1o 00s3aTenbHON YacTH 10 40
2. BapuaruBHas yactb
2.1 3amaHus 71 CAMOCTOSTEIBHOMN paboThHI 3 12
2.1.1 | 3amanume 1. How to improve your professional level? 1 4
2.1.2 | 3amanue 2. how to show your professional skills? 1 4
2.2 Pedepatsr
2.2.1 | Pedepar o Teme coriacHo crucky (He Oosee 0JJHOTO) 1 5
2.2.2 | Tlpesenramnus mo TeMe pedepara cormacHo CucKy pedeparo (He Ooiee 0THOTO) 1 5
2.3 Hayunerii moxiax Ha cryneHdYeckod KoH(epeHmnn «CTyneHUeCKoe HayYHOEe OOIIEeCTBO 5 5
kadeapsr BBAul X»
2.4 VYyactue B ouMInaae 1mo OMoJIOTUH/XUMUH:
24.1 YYaCTHHK BHYTPUBY30BCKOH OJIMMITHAIBI 1 1
24.2 TIpHU3ep BHYTPHUBY30BCKOM OJIMMIIHAIIBI 2 5
243 yJacTHe B MEKBY30BCKOH OJMMITHAIE 2 2
24.4 TIpHU3ep MEXKBY30BCKOW OJTUMITHAIBI 10 10
245 TIpH3ep HAITMOHAIEHOW OJIMMITHA B 20 20
2.5 [TyOnukanus B HHOCKCHPYEMOM KYypHaJe
251 COBMECTHO C ITperoIaBaTeleM 10 10
3. VYuacTue B crapTan-npoeKTe, CBI3aHHOM I10 TEME C AUCIUIUINHOM
3.1 Yuactue B akcelepalioHHON IporpaMMe YHUBEpCHUTeTa / KOHKypee rpanToB PocMononexn 20 20
C MPOEKTOM IO T€ME AUCIHIUINHEI
3.11 ydacTue 20 20
3.1.2 nobena 40 40
4. [TpoMexxyTouHas aTTecTalus 0 JUCIMIUIMHE 0 30
Hroro 6ayu1oB o BapHaTUBHOM 4acTH 10 60
Hroro 6aju1oB no IMCHHUILIHHE ... | 100

Tab6auua 3.3 KonBeprauust 6a/1710B B HTOTOBYIO OLIEHKY

Orenka Bamer

3ayTeHo 40-100

Hesaureno 0-39




4. Conep:xaHue OLCHOYHBIX CPEACTB TEKYIIero KOHTPOJIA

[lepeueHp y4eOHO-METOAMYECKOTO M MH(POPMALMOHHOTO OOECIIEYECHUSI CaMOCTOSITEIbHON
paboThl 00y4arOIIMXCS MO0 JUCLUIUIMHE, B TOM YHUCIIE MO MOATOTOBKE K TEKYLIEMY KOHTPOJIIO U
NPOMEXYTOUYHOW aTTecTallid TPEACTaBICHb B pabdO4YMX MporpaMMmax M METOAWYECKHX
peKOMeHAalusAX Ui 00ydaroIuXcs 0 OCBOSHUIO TUCLIUILIMHBI.

[lepedyeHpb MpaKTUYECKUX PaOOT, METOMKA BBIITOJHEHHS U KPUTEPHH OLICHUBAHUS 110 TEMaM
JUCLUTUIMHBL:

JlaGoparopuasi padora Ne 1

Describe your company structures. Who is who in your company?

®opmupyemblie komnerennun: YK-4

eab padoTbi: OCBOUTH I'PaMMAaTUUYECKUN U JIGKCHYECKUN MaTepHall.

3allaﬂlflﬂ 110 OCBOEHHIO: TEeKCTHI Ha aHTIHMHCKOM S3BIKE AJIs1 TCKYILICI'O KOHTPOJIA
Read the text and translate

The structure of a company

The structure of a company directly impacts how quickly decisions are made, how teams
collaborate, and how work gets done. According to McKinsey, companies that have adopted more
agile, purpose-driven organizational models are 2.4 times more likely to be profitable and nearly
twice as likely to outperform peers on growth metrics

A lack of organizational structure (or choosing the wrong type) leads to miscommunication, work
delays, poor process flows, tepid employees, and other serious consequences that stunt business
growth. In contrast, a robust organizational structure enables employees to coordinate teamwork,
understand their tasks and responsibilities, reduce conflicts, and boost productivity. Designing the
right organizational structure isn’t just about choosing between a hierarchy or flat teams. It’s about
aligning roles, workflows, and accountability in a way that supports company goals and scales with
growth.

This article outlines the most common types of organizational structures, their pros and cons, and
how leaders can choose a structure that fits their business model, culture, and stage of maturity.
What are the most common types of organizational structures?

Functional structure

Divisional structure

Matrix structure

Team structure

Network structure

Hierarchical structure

Flat organization structure

What Is Organizational Structure?

Organizational structure is the backbone of any company’s operating procedures and workflows. It
determines each employee’s place and role in the business and is key to organizational
development.

A clear structure allows every team member to be involved. When employees know what they’re
responsible for and who they report to, which isn’t the case in many fast-growing companies,
they’re more likely to take ownership of their work.



Having a documented organizational structure enables employees to improve efficiency and
provides clarity for each employee and business unit. With this clarity, departments can focus more
on how their actions and goals drive business outcomes.

To build an organizational structure, you need to consider your business size, life cycle, goals, and
positioning. In addition to considering your company’s current environment, you should also
consider where you want to see the organization in five years, a sign of organizational health.

Assignment: Describe your company structures. Who is who in your company?

Taoauna 4.1 Kpurepuu oneHuBaHus JJ1adoOpaTOPHO padoThI

Kpurepuii oneHrBaHus PesynbTar

Pabora npencraBieHa mpemnogaBaTesio, 3aJaHus BEITIOIHEHBI B IIOTHOM 00beMe. 8 baimtoB
IIpoBeneHa ycTHas 3aIuTa pe3yIbTaToOB PabOTHI.
BLIHBJ'IGHI)I 3HAaHUSIA KOMIICTCHTHOCTHU B paMKax HOCTaBJ’leHHOﬁ neinun

Pabota npencraBiena mpenogaBaTento, 3aJaHusl BHIITOJIHEHBI B YACTHYHO. 2-7 bamtoB
[TpoBenena ycTHas 3aluTa pe3ysbTaToB paboThI.
BrIsiBaeHBI YaCTHYHbBIC 3HAHUS KOMIIETEHTHOCTH B paMKax MOCTaBJICHHOU eiun

Pabota He Obla IpeCTaBiIeHA MPENoaBaTeNio, 3aJaHNUs HE BBIIOJIHEHBI. 0 6anmnoB
3HaHUs KOMIICTEHTHOCTH B paMKax IMOCTaBJICHHOM 1CJIN HC BBISABJICHBI.

JlabopaTopHasi paGora Ne 2

Types of business organization in UK and Russian Federation

®opmupyembie komnerenuun: YK-4

Lenb padorbr: OcBOMTH IPAMMATUYECKUI U JIEKCUUYECKUI MaTepUall

3aIlaHI/Iﬂ 110 0OCBOEHMI0: TeKCThI Ha aHTIUIICKOM SI3BIKE IJIsL TEKYHIETO KOHTPOJIA
Read the text and translate

Types of business organization in UK and Russian Federation

There are three types of business entity in Russia: private limited company (Russian:
oOuiecTBo ¢ orpaHu4eHHol oTBeTcTBeHHOCThIO, in UK. 'partnership with limited liability',
abbreviated OOO), joint-stock companies (Russian: akmuoHepHOe o00mecTBO, lit. 'joint-stock
partnership', abbreviated AO; in UK as JSC), which may either be public (PJSC) or non-public
(NJSC), and partnerships (Russian: ToBapurectBo, romanized: tovarishchestvo, in UK 'company').
All three are juridical persons (Russian: rop.muio, lin UK. 'juridical persona’)

Private limited companies

Limited Liability Company (LLC) are by far the most popular type of legal entity in Russia.
They are similar to Limited liability partnership or Limited liability company in other countries.

LLC is set up by one or several persons (legal entities and/or individuals), its charter capital
is divided into participatory shares, and LLC participants are not liable for company's obligations
and bear the risk of losses to the extent of the contributions made by them. The number of
shareholders may not exceed 50.

Their owners are legally responsible for their debts only to the extent of the amount of
capital they invested. The minimum capital required is 10,000 Russian rubles. Private company
registration takes three business days and is performed by the Federal Taxation Service.

Private companies with annual income below 200 million Rubles and having no more than
130 employees are eligible for simplified taxation.



LLC is the most popular legal entity because of simple registration and simplified taxation.
LLC can be registered within 3 business days after submitting the documents. In most cases LLCs
are eligible for simplified taxation: 15 per cent profits tax or 6 per cent income tax.

Joint-stock companies

Prior to 2014 there were two types of Russian joint-stock companies, Open joint-stock
company and Close joint-stock company. Following a change in legislation from 2014, these were
replaced with Public joint-stock company and Nonpublic joint-stock company. Founders of a joint-
stock company sign a written agreement for its formation. This agreement establishes procedures
for creating the company, such as the size of authorized capital, types and categories of shares, cost
of shares, the order for settling payments, and the rights and responsibilities of the founders. This
agreement then becomes the organization charter, which contains information on the name of the
company, the locations of offices, the type of company (public/open (OAO, OJSC) or private/closed
(CJSQC)), as well as other specific information on shares, capital, and so on. The company shares
allotted upon founding the company must be fully paid within a year from the company's
foundation unless a shorter period is required by the founding contract. However, at least half of the
shares must be paid within three months, starting from the state registration of the company.
Though a share which has been paid does not necessarily give voting rights to its owner.

Joint-stock companies were required to register the issue of shares with the Russian Federal
Securities Market Commission so that shares can be traded either publicly (for an OAO) or among a
limited number of people (for a PJSC). For the registration, a set of documents must be submitted to
the FSMC, and the procedure usually takes 30 days to enact.

Joint-stock companies can be Public joint-stock company and nonpublic — they are no longer
called "open™ and "closed", respectively. A Public joint-stock company is like an OAO (shares are
publicly traded). Moreover, it is important to have the word "public™ in the name of the company.

Assignment: Describe types of business organization in UK and Russian Federation

Tab6auua 4.2 Kpurepuu oneHuBaHusi J1a00paTopHOil padoThI

Kpurepuii onieHnBaHus PesynbTar

Pabota mpeacrasieHa npenogaBaTenio, 3aJaHns BEIIIOJHEHBI B TOJTHOM 00beMe. 8 b6amoB
[IpoBeneHa ycTHas 3aluTa pe3yabTaToB pabOTHIL.
BrigBieHBI 3HaHUS KOMIIETEHTHOCTH B paMKax MMOCTaBJICHHOM JacSAINY g

Pabota mpeacraBieHa npenoaBaTeio, 3aJaHNs BBIITOTHEHBI B YACTUYHO. 2-7 bamioB
IIpoBeneHa ycTHas 3aImuTa pe3yabTaToB pabOTEHI.
BrIsiBIIeHBI YacTHYHBIC 3HAHNS KOMIIETEHTHOCTH B paMKax IIOCTABJICHHOM Liesn

Pa6ota He Oblia mpeCTaBIeHA MPENOaBaTeNI0, 3aJaHNS HE BHIIOJIIHEHBI. 0 6amnoB
3HaHMs KOMIIETEHTHOCTH B PAMKaxX IOCTABJIEHHOM I1eJIM HE BBISBIICHBI.

JlaGopaTtopnas paGora Ne 3

Personal Professional Profile. How to prepare CV?

®opmupyembie komnerenuun: YK-4

Hean padotrbi: OCBOUTH TPaMMAaTUYECKHUI U JIEKCUYECKUN MaTepHral

3aaHus Mo 0CBOEHUIO: TEKCThI HA AaHTTIMUCKOM SA3BIKE JI TEKYIIEro KOHTPOJIA

Read the text and translate

Applying for your first job? No worries, we’re here to help! Discover our best tips and tricks

for writing a CV for a first job!
What is a personal profile?



A personal profile is a paragraph at the top of your CV that serves as an introductory
statement about yourself and your career goals. Its purpose is to provide a concise overview of your
professional background, educational attainment, aspirations, and core competencies, all tailored to
align with your desired job and industry.

CV personal profile example

Various names may refer to the personal profile section

Whether called a Summary, Profile Summary, Personal Statement, CV Profile, Skills
Summary, Qualifications Summary, or About Me, these terms all serve the same purpose.

How to write a personal profile for your CV

There are two essential elements of a professional CV introduction:

First, incorporate a compelling power statement that grabs attention.

Second, emphasise soft skills or interpersonal skills rather than hard skills.

Ensuring the inclusion of both these elements is pivotal.

As we delve deeper into these aspects, we provide you with personal summary examples and
guidance on how to write the personal profile section of your CV more effectively.

1. Start with a compelling power statement

Begin your personal profile with a strong opening sentence highlighting your current job
title, years of experience, and primary career objectives. This statement should grab the attention of
employers and set you apart from other applicants.

Personal profile opening

"Qualified and compassionate Care Assistant with a demonstrated track record of 5 years in
delivering exceptional physical and emotional support to adults and the elderly..."

2. Align with the job description

Refer to the job description of the position you're applying for and incorporate relevant
keywords and phrases. For example, if the job requires someone with over 10 years of experience or
a qualified marketing professional, include those details in your personal profile to demonstrate
your suitability for the role.

Personal profile for a Marketing CV

"Agile and results-driven marketing professional with 10+ years of management experience
in providing innovative and creative marketing solutions to diverse clients globally..."

3. Focus on showcasing soft skills

The next part should emphasise your personal attributes and soft skills relevant to your
career goals. Highlight qualities that make you an ideal candidate for the position.

Pro tip

Remember, it's not necessary to list hard skills here, as there is a dedicated section for that
elsewhere in your CV.

Example of integrated soft skills in a CV personal profile

"... Possess excellent communication skills, creating a welcoming atmosphere for clients and
visitors. Adept at multitasking and handling various responsibilities simultaneously."

4. Seek inspiration from CV writing guidelines

To craft a compelling personal profile, refer to resources on how to write a good CV and
what skills to include. These guides can provide further inspiration and help you identify your
field's essential skills and most sought-after qualities.

Assignment: Describe CV personal profile example

Ta6auna 4.3 Kpurepuu oneHuBaHusi J1a00paTOPHOii padoThI

Kputepuii oneHuBanus Pesynbrar

Pa6ora MpeaACTaBJICHA NPETOAaBaTeIto, 3a/laHNs BbIITOJIHCHBI B IIOJIHOM o0BeMme. 8 bamioB
HpOBeaeHa YCTHas 3allMTa pe3yJibTaTOB pa6OTLI.
BrIsBeHBI 3HAHUS KOMIIETEHTHOCTH B paMKax IMOCTaBJICHHOM e

Pa6ora MpCACTAaBJICHA NPCIOAABATCIII0, 3aJaHNs BbITTOJIHCHBI B YaCTUYHO. 2-7 6annos




HpOBeaeHa YCTHas 3allMTa pe3yJibTaTOB pa6OTLI.
BrisBneHs 9acTHYHBIC 3HAHUS KOMIICTESHTHOCTH B paMKax TOCTaBJICHHOMN neiaun

Pabora He OblIa IpecTaBIIeHa MIPETIOIaBATENIO, 3aJaHHs HE BHITIOTHEHBL. 0 6aytoB
3HaHHs KOMIETEHTHOCTH B PAMKAaX MOCTABJICHHOM 1[EJIU HE BBISIBICHBL.

JlabopaTopHasi padora Ne 4

Business Correspondence :A Letter of Application. A Letter of Complaint. An Inquiry
Letter. An Invitation Letter. Congratulation Letters.

®opmupyemblie komnerenuun: YK-4
Leab padorbr: OcBOUTH rPaMMATUYECKUI U JIEKCUUYECKUIN MaTepual

3agaHusA 10 0CBOEHMIO: TEKCThI HA AHIJIMICKOM S3BIKE JUISl TEKYILEro KOHTPOJIS
Read the text and translate

Types of Business Correspondence

Key Components of Business Correspondence

Formal Language

Business Jargon

Email Etiquette Terms

Key Business Correspondence Phrases in Context

Conclusion

Business correspondence is full of complex words and shortenings. Professionals should know how
to read letters, e-mails, and official documents easily and communicate effectively in formal
contexts.

Explore Business Correspondence Vocabulary

Types of Business Correspondence

In the diverse world of business, understanding different types of correspondence is crucial for
effective communication. Each type serves a unique purpose and adheres to specific formats and
tones, making it vital to choose the right one for your communication needs. This category explores
the various forms of business correspondence, providing insights into when and how to use each
effectively in a professional setting.

Email. A digital letter, typically used for quick, informal communication.

Memo. A brief, formal message typically used within an organization.

Letter. A formal, structured written communication, often used for official matters.

Report. A detailed document providing information or analysis.

Notice. A formal announcement or statement.

Bulletin. Informational content, often used for updates or news within a company.

Invoice. A bill detailing services or products provided, with payment information.

Agenda. A list of items to be discussed in a meeting.

Minutes. A written record of the discussions and decisions of a meeting.

Proposal. A document suggesting a plan or idea for consideration.

Mastering the different types of business correspondence is essential for any professional looking to
communicate effectively in the business world. As you familiarize yourself with each type, you'll
become more adept at choosing the appropriate format for your business interactions, enhancing
your professional communication skills.

Key Components of Business Correspondence

Effective business correspondence is not just about what you say but how you say it. Here, you will
delve into these essential business words, discovering how to construct and utilize each block to
create impactful business correspondence.

Subject Line. A brief summary of the email or letter's purpose.



Salutation. The greeting at the beginning of the correspondence.

Body. The main text of the correspondence.

Closing. The sign-off phrase before the signature.

Signature. The writer's name and contact information.

Attachment. Additional documents or files included with the correspondence.

CC (Carbon Copy). Sending a copy of the correspondence to additional recipients.

BCC (Blind Carbon Copy). Sending a copy without other recipients' knowledge.

Enclosure. Indicating that additional documents are included with a letter.

Postscript (P.S.). An additional note added after the signature.

The mastery of the key components of business correspondence is a fundamental skill for successful
professional communication. As a language learner, you need to understand this business
vocabulary to be more effective and professional.

Formal Language

In the sphere of business communication, the use of formal language is a critical aspect that can
influence the tone and perception of your correspondence. Understanding and effectively using
business vocabulary words is a skill that enhances your ability to communicate in various contexts.
Cordially. A polite and formal way to end a correspondence.

Respectfully. Showing respect and formality in a closing.

Sincerely. A common formal sign-off in letters and emails.

Perusal. For your careful reading and consideration.

Acknowledgement. Recognizing receipt or awareness of information.

Clarification. Asking for or providing more detailed information.

Conciseness. Being brief yet comprehensive in communication.

Discretion. Handling sensitive information with care and confidentiality.

Feedback. Providing constructive comments or evaluations.

Inquiry. A formal request for information.

By mastering the art of using formal terms and phrases, you set a tone of respect and seriousness in
your professional interactions. As you continue to incorporate these business vocabulary words into
your business communication, you'll find that they greatly enhance the clarity, impact, and
reception of your messages.

Assignment: Describe your Business Correspondence

Tab6auua 4.4 Kpurepuu oneHuBaHus1 J1a00paTOpPHOil padoThI

Kpurepuii onieHnBaHus PesynbTar

Pabora npencTaBieHa mpemno1aBaTeNo, 3aJaHus BEITIOIHEHB! B TIOJTHOM 00BeMe. 8 b6amoB
IIpoBeneHa ycTHas 3amuTa pe3yabTaToB PabOTHI.
BrIsiBIIeHBI 3HaHUS KOMIIETEHTHOCTH B paMKax IMOCTaBJIICHHOM JaSAINY

Pabora npencTaBieHa mperno1aBaTesio, 3a{aHus BBIIIOIHEHB! B YaCTHIHO. 2-7 damioB
IIpoBeneHa ycTHas 3aluTa pe3yabTaToB pabOTHI.
BrlIsiBIeHB YaCTHYHBIC 3HAHHUS KOMIIETEHTHOCTH B paMKaX MOCTABJICHHOH IEIH

Pabora He OblTa IpeicTaBIIeHA MTPETIOIABATENIO, 3aJaHHs HE BBHITIOTHEHBI. 0 GammoB
3HaHMs KOMIIETEHTHOCTH B PaMKaxX IOCTABJIEHHOM I1eJIM HE BBISIBIICHBI.

Taoauna 4.5 Hkana nepeBoaa 0a/1/10B B OlleHKH

Bbannst ‘ Ouenka
1 | menee 3 HEYIOBJICTBOPUTEIIEHO
2 | 34 YIOBJIETBOPUTENBHO
3 | 57 XOpOIIIO
4 |8 OTJINYHO




IIpuMep 3axaHuil TEKYLIEro KOHTPOJIS YCIIEBAEMOCTH
3aganue naa TKY no cocraBiieHHI0 TeKCTa HA aHIVIMIICKOM SI3bIKE H €0 YCTHAs 3aluTa

Hcrnonb3ys OCHOBHBIE TEPMHHBI JJIS JEIOBOIO OOIIECHHMsS Ha AHTJIMMCKOM SI3bIKE (CM. HUXKE),
COCTaBbTE TEKCT Ha MpuoOIM3uTeNpHO 300 cioB.

KoHTposib — Ha 1abopaTopHOM 3aHATHH, YCTHAS 3aliuTa (YTeHHE, KPaTKUi Nepeckas M OTBETHI Ha
BOIIPOCHI IIPETIOAaBaTes).

OCHOBHbBIC TEPMUHBI, HCOOXOIMMBIC IS ICJIOBOTO OOIICHUS HA aHTJIIUHCKOM S3BIKE.
business [ 'biznis] — 6usnec, aeo

company [ ' kampani] — kommnanus, Gupma

entrepreneur [ pNtropra’ns:| — npeanpuHUMATE b

CEO (Chief Executive Officer) — renepainbHblii IUPEKTOP
manager [ ' menid3zor] — MeHeKEp, PYKOBOIUTEb
employee [1m plori:] — coTpyIHHK, paOOTHHK

employer [1m'plorar] — paboromaTenn

client [ 'klaront] — kieHT

customer [ 'kastomor] — mokymnaresb, KIHEHT

department [di’pa:rtmont] — otaen

branch [bra:ntf] — ¢pumman

headquarters (HQ) — mra6-kBapTrpa

startup [ 'sta:rtap] — crapran

corporation [ ko:rpa’rerfan] — koproparus

subsidiary [sob'sidiori] — qouepHsis KoMnaHus

®uHaHCOBBIE TEPMUHBI HA AaHTJIMUCKOM JIJIsi OM3Heca
revenue [ revonju:] — 10X01

profit [ 'profit] — npuGsLIL

loss [Ips] — yosiTOK

budget [ 'badzit] — 6Gromxer

investment [in’vestmont] — uaBecTurms

shareholder ['fea houvldar] — akunonep

stock [stok] — akuu

capital [ 'keepritol] — xarmuran

debt [det] — monr

expense [1k 'spens] — pacxosl

invoice [ '1NVoIS] — cueT, HaKJIaHAsS

tax [teeks] — nvanor

dividends ['dividendz] — quBuaeH b1

overhead costs ['ouVar hed ka:sts] — HakIagHBIE PACXOIBI
financial statement [far'n&nfal 'stertmont] — ¢puHaHCOBBII OTUET

JlenoBasi KOMMYHHKAIUS HA aHTIIMHCKOM: KITIOUEBBIC BEIPAKCHUS
meeting [ 'mi:ti] — BCTpeya, coBelanue

negotiation [nr,goufi‘erfon] — meperoBopsI

agreement [o'gri:mont] — cornaiieHue



contract [ 'kontraekt] — konTpakT, 10roBop

proposal [pra’'povzal] — mpemioxenue

presentation [ prezon'terfon] — npe3eHTaIus

deadline ['dedlain] — kpaitauii cpok

report [r1'po:rt] — oTuer

feedback [ 'fi:dbaek] — obparHas cBsi3b

memo [ 'memou] — ciry:keOHas 3armucka

conference call [ 'ka:nforons ko:1] — koHdpepeHI-3BOHOK
brainstorming [ 'brem sto:rmin] — MO3TOBOH IITYPM
follow-up ['fa:louv Ap] — mocnenyroiee neiicTBue
consensus [kon'sensas] — coracue, eAMHOTIACHOE MHEHHE

busHec-T1arospl Ha AHTITUHACKOM: YIIPABJICHUE, HAUM, IIPOJAKHA
negotiate [n1'gou i eit] — BecTH meperoBopsI

manage [ 'manid3] — ynpasiaTh

invest [in'vest] — uaBeCTUPOBATH

hire [ "haror] — Hanumarn

fire [ 'faror] — yBonbHATH

resign [ri'zain] — yBOJbHATHCS 110 COOCTBEHHOMY KEJIaHUIO
expand [1k 'spand] — pactupsaTb(cs)

launch [lo:nt[] — 3amyckath (IpOYKT, IPOCKT)

merge [M3:rd3] — 00beTUHATHCS (0 KOMITAaHUSX )

acquire [o'kwaror] — mpuobperarsb

promote [pro'mout] — moBkIIIATH, TPOIBUTATH

delegate [ 'delr gert] — neneruposatnb

supervise ['su:par, vaiz] — KOHTPOIUPOBATH, KypUPOBAThH
outsource [ 'avt so:rs] — mepeaaBaTh Ha ayTcopc

implement [ 1mplr ment] — BHeaApsTH, peanTn30BHIBATH

busHec-ab0peBuaTyphl Ha aHTJIIMIICKOM U UX paciinudpoBka

HR (Human Resources) — otaen kaapos

R&D (Research and Development) — Hay4HO-HMCCNIEIOBATENBCKHI M OMBITHO-KOHCTPYKTOPCKUMN
oTaen

B2B (Business to Business) — 6usnec ais OuzHeca

B2C (Business to Consumer) — 6usHec ais motpedurenei

KPI (Key Performance Indicator) — kito4eBoii mokasareins 3G HeKTHBHOCTH
ROI (Return on Investment) — peaTabenbHOCTh HHBECTUITUI

CEO (Chief Executive Officer) — reHepaibHbIii JUPEKTOP

CFO (Chief Financial Officer) — ¢unancoBbIii AUpeKTOp

COO (Chief Operating Officer) — onepanMoHHBIN AUPEKTOP

IPO (Initial Public Offering) — nepeuuHOe my0MYHOE pa3MeIIeHHE aKIHid
M&A (Mergers and Acquisitions) — clusiHUS ¥ OTJIOIICHUS

P&L (Profit and Loss Statement) — or4er 0 npuOBLISX U YOBITKax



®pa3bl U1 AeT0BOM MEPENUCKU U OOIIECHHS Ha aHTJIMHCKOM

follow up on ['fa:lov Ap ain] — yTOYHSATH, HAOMHHATBH, CBS3aTbCA MO3KE IS YTOUYHEHHUS
uHpopManun

touch base with someone [tatf beis wid 'samwan] — cBsi3aTbcsi ¢ KEM-TO ISt 00CYIKICHUSI

keep someone in the loop [ki:p 'samwan 1n 8s lu:p] — gepkaTh KOro-To B Kypce

cc someone [si: si: 'SAMWAN] — OTIIPaBUTh KOMHIO THChMa KOMY-TO

get back to someone [get baek tu: ‘'sAmwAn] — OTBETUTH KOMY-TO TIO3KE

sign off on something [sain o:f a:n 'sambi] — yrBepaAUTH YTO-TO

put in a request [pot 1n o ri'kwest] — mogats 3armpoc

reach out to someone [ri:tf aot tu: 'SAMWAN] — cBs3aTbCsl C KEM-TO

follow up with someone [ 'fa:lov Ap w10 'SAmMWAN] — HATOMHUTH KOMY-TO, YTOYHHUTD y KOTO-TO
circle back [ 's3:rkl baek] — BepHyThCS K BOmpocCy mo3xe

touch base later [tatf bers 'lertor] — o6cyanuTh 94TO-TO MO3KE

give someone a heads-up [giv ‘'samwan o hedz Ap] — npeaynpeanTs KOro-to 3apaHee

run something by someone [ran ‘samOi bar 'sAmwan] — corsiacoBath 4To-TO ¢ KEM-TO

align on something [o'lain a:n "'samO1] — npuiiTH K eTUHOMY MHEHHIO TI0 TIOBOJY YETr0-TO
touch base on something [tat/ beis a:n 'sam8i] — 06cyauTh YTO-TO KPATKO

action items [ ‘akfon 'artomz] — 3agauu, TpeOyromIHe BHIIOTHECHHS

put something on the agenda [put 'sam60m a:n di o'd3ends] — 100aBUTH YTO-TO B MOBECTKY JHS
circulate an email [ 's3:rkjo lert on 'i:meil] — pazocnars nucemo

follow through on something [ fa:lov Oru: a:n 'sam61m] — mToBecTu aemo 10 KOHIIA

table the discussion [ 'teibal 8o di'skafan] — oToxUTH 0OCYKICHNE

jump on a call [d3amp a:n 2 ko:1] — GBICTPO CO3BOHUTHCS

MapkeTHHTOBBIE TEPMHHBI Ha aHTTIMHCKOM: TIPOJAXH, peKiIaMa, KIHEHThI

target audience [ 'ta:rgit 'o:dions] — neneBas ayauropus

conversion rate [kon'v3-30n reit] — ko3 GuEEHT KOHBEPCUH

brand awareness [breend o'wernss] — ysaaBaemMocTs OpeHia

lead generation [li:d ,d3ena’rerfon] — npuBIcUEHHE MOTEHI[HATBHBIX KIHCHTOB
market research [ 'ma:rkit r1's3:1tf] — ucciaenoBanue pbiHKa

customer retention [ kaStoma- r1'tenfon] — ynep>xanue KIMeHTOB

competitive advantage [kom petitiv od ' veentid3] — KOHKYpeHTHOE TIPEUMYIIIECTBO
pricing strategy [ 'praisiy 'straetod3i] — neHoBast ctparerus

value proposition [ 'velju: pra:pa’zifon] — IEHHOCTHOE MPEITIOKECHHE

brand positioning [breend pa’zifonm] — mo3uronpoBanue OpeH 1A

customer acquisition [ kaStoma- akwa'zifon] — npuBieUeHNe KIMEHTOB

customer journey [ 'kastomeo- 'd33:rni] — myTh KiueHTa

pain points [pein points] — 6oseBbie ToukH (TIPOOIEMBI KIIMEHTA)

unique selling proposition (USP) [jur'nik ‘sely  prapa’zifon] — yHHKambHOE TOProBOeE
peIoKEeHNEe

brand loyalty [braend 'loialti] — nosutbHOCTE K OpeHTY

return on investment (ROI) [r1't3-:n a:n m'vestmont] — peHTabEIbHOCTS HHBECTHITHIA
search engine optimization (SEO) [s3-:t[ "end3m  a:ptim1 zeifon] — moMCKOBast ONITUMHU3AIUS
content marketing [ 'ka:ntent ‘'ma:rkiti] — KOHTEHT-MapKETHHT

email campaign [ 'i:meil keem'pein] — email-kammanus



customer segmentation [ 'kastoma- segmon 'terfon] — cerMeHTaIUS KIINEHTOB
upselling [ap'selip] — nonpoaaska (mpoaaxka GoJiee JOPOroro MPoOayKTa)
cross-selling [kro:s'selim] — kpocc-npoasku (IOMOHATEILHBIC TOBAPHI)
sales funnel [seilz 'fanal] — Boponka mpomax

5. 33}13HHH JUIS1 CAMOCTOATEIbHOM paﬁoTbl CTYACHTOB

5.1 3apanus AJs1 caMOCTOATE/ILHOI PadOTHI CTY/IEHTOB
5.1.1 MHCTpYKUMS MO BHINOJHEHHUIO 3aJaHU I
3ananus 1-2 BApUATUBHOI YacTH:
CocTaBUTh TEKCT HA AaHTJIMMCKOM SI3bIKE COTJIaCHO TeMaM 3ajaHui 1u 2 .
3amganue 1. How to improve your professional level?
3amanue 2. how to show your professional skills?
3arpy3uTh MaTepHasbl BHIIOIHEHHBIX 3aanuii B Moodle.

TpedoBanus Kk 0poOpPMIIEHUIO 32 JAHUSA:

BeimosHsieTcst B TEKCTOBOM — penakTtope, Hampumep, Microsoft Word, mnpumepHoe
conmepxkanue — 2-5 crp., (opmarupoBanume Tekcra — mo mmpuHe, mpudrt 12-14, uaTepBan 1,5,
a63amHblii oTeTymn -1,25, Tabnuibl ¥ OANUCH K pucyHKaM — mpudT 10, uatepsan 1,5.

TpeGoBanus K CTPYKType 3aJaHUS:
Hazpanue 3amanus u ®UO wucnonnurens, yactb 1| — rnoccapuii (He MeHee 7 OCHOBHBIX

TEPMHHOB), YaCTh 2 - TEKCT.

Tab6auna 5.1 Kpurepuu oneHnBaHus BbINOJTHEHUS 3a1aHUS

Kpurepuii onieHHBaHUs Pesynbrar

3ajanue MpeCTaBICHO MPENoaBaTeNt0, BEIOJIHEHO B TIOJIHOM 00bEMe. 4 Gamnta
PaboTa momHOCTBIO COOTBETCTBYET TPEOOBAHUSIM.
BrigBieHnbl 3HaHNS KOMIIETEHTHOCTH B paMKax IIOCTaBJIICHHON eiu

3anaHue NpeCcTaBICHO NMPENOAABATEINI0, BBIMOJIHEHO YACTUYHO. 1-3 6amna
Pabota cooTBeTcTBYET TpeOOBAaHUSAM MOJHOCTHIO UM YACTHYHO.
BbIsiBIIeHBI YaCTHUHBIE 3HAHHUSI KOMIETEHTHOCTH B PAMKAaX IOCTABJICHHOH L1EIH

3aI[aHI/Ie He OBLIO BBIIIOJHEHO U HE IpEACTABJICHO IMPECIIOAaBaTECIITO. 0 6amnoB
3HaHHS KOMIIETCHTHOCTH B paMKax MMOCTaBJICHHOM OEJIN HE BBISIBIICHBI.

5.2 Peepar, npezenTanus
5.2.1 UHCTPYKIMA 1O BHINOJHEHHUIO

Pedepar roroBHTCS C WCIONB30BAaHHMEM OCHOBHOW, JIOTIONHUTEILHOW JUTEPATyphl |
UHTEPHET-UCTOYHHUKOB. TeMbl pedhepaToB cM. Hike. ['0ToBBII pedepat 3arpyxkaercs B Moodle.

TpebdoBanus k opopmiieHnIo pedepara:

BeimonHseTcss B TEKCTOBOM peaakTope, Hampumep, Microsoft Word, mnpumepHoe
cojepxanue - 7-12 ctp., QopmarupoBaHHe TeKcTa — Mo mupuHe, mwpudrt 12-14, unrepsan 1,5,
a63anHbIi oTeTym -1,25, TabnuLbl ¥ TOANKCH K pucyHKaM — wpudT 10, nntepsan 1,

TpeOoBanusi K CTPYKTYype pedepara:

OO0s13aTeNIbHO HATMYKE TUTYJIBHOTO JTUCTA, BBEJICHHUS, OCHOBHOM YacT (MOXHO pa30uTh ee
Ha TIJIaBbl M TIOJTJIaBbI), BBIBOJOB, CIHMCKAa HCIOJB30BAHHON JHUTEpaTyphl, OGOPMIIECHHOIO B
cootBerctBuu ¢ ['OCT.



[Mpesenranust B Microsoft PowerPoint ¢popmupyercst mo marepuanam pedepara, BO3MOKHA
yCcTHasg 3ammra pedepara ¢ Hpe3eHTanueld B BUAE AOKIaga  JUIMTENBHOCTBIO 5-7 MHH Ha
NPAaKTUYECKOM 3aHSITHU.

5.3.2 IlpumepHbIe TeMbl pedepaToB

English in literature, art, and music

The influence of the English language on the culture of other countries
English in the professional field:

English in Business and International relations

English in the field of IT and high technologies

English in Medicine, science and education

Sociolinguistic aspects of the English language:

Gender-specific English usage

. English and social classes

10. The influence of English on local languages and cultures

oSN~ LNE

Ta6auna 5.2 Kputepuu oueHnBaHus pe3yJibTaToB pedgepaToB U J0KJIA/10B

Kpurepuii onieHnuBaHus PesynbTar

Pabota nmpencraBiena npemnojaBaTelito, TeMa pacKpbiTa MOJHOCTHIO, paboTa BBHITIOJIHEHA B 5 6aoB
COOTBETCTBHUH C TPEOOBaHUAMHU.

[TpoBenena ycTHas 3aluTa pe3ysbTaToB paboThI.

BrIsiBieHBI 3HaHUS KOMIIETEHTHOCTH B paMKax MOCTaBJICHHON e

Pabora npezcraBiieHa NpenojaBaTelio, TeMa pacKpbITa He MOJTHOCTBIO, €CTh 3aMEYaHHsI 11O 1-4 Ganna
0 OpMIICHHIO paOOTHI.

[TpoBeneHa ycTHas 3alUTa pe3yibTaToB paboThI.

BbIsIBIICHBI YACTUYHBIC 3HAHUSI KOMIIETEHTHOCTH B PAMKAX MMOCTABJICHHOU 11EJTH

Pa6Gora He ObLIa npeacTaBJieHa IMPenoaaBaTeIt0, 3a/IaHU HE BBIIIOJIHCHBI. 0 6amioB
3HaHUSI KOMIICTCHTHOCTH B paMKax IIOCTaBJICHHOM 1ICJIN HE BBISIBJICHEI.
HpeSeHTaHI/IH B 3aBUCHUMOCTH OT Ka4€CTBa UCITIOJTHCHUA 1-3 Oamna

6. Coep:kaHue OLIEHOYHBIX CPEJACTB MPOMEKYTOUHOI aTTecTalluu

dopma TPOMEKYTOUHON ATTECTALMHU 110 TUCLHUIUIMHE: 3a4eT.
dopma npoBeeHNs 3a4eTa: MICbMEHHBIN/yCTHBIN MepeBOJl C aHTJIMKWCKOTO S3bIKa Ha
PYCCKHUI CO CIOBapeM.

Tekcr 1419 nepeBoaa 1JiM 3a4eTa
IIpounTaiiTe 1 nepeBeAnTe NUCbMEHHO HA PYCCKHIl A3BIK €O cjoBapeM TekeT (1800
NMe4YaTHbIX 3HAKOB, 60 MUHYT).
Komnerennun: YK-4

BapuanT 1. Business email writing (Communication)

Besides playing a major role in most individuals' personal lives, technology plays a major
role in most businesspersons' professional lives, as it's convenient, reliable, and efficient. From text
messaging to emailing and scanning files to Skyping, high-tech practices are common in
companies. To benefit as much as possible from these practices, businesspersons must craft and
send professional business emails, or emails that serve an official, company-related purpose and are
appropriately written. Professional business emails are appreciated by coworkers, customers, and
potential clients alike. Professional general emails are carefully worded and concise messages about
any company subject. For example, one can send a professional general email to a coworker in
regards to supply information, to a customer in regards to purchase needs, and so on and so forth.



It's important that professional general emails be attentively worded and as brief as possible, to help
receivers digest the enclosed information and requests. Professional response emails are courteous
and useful messages sent to a person or organization that sent an initial message. For example, a
business manager who's asked about his company's outlook in an email would send a professional
response email to address the sender's questions and concerns. This type of email should provide
answers and data that're useful to the recipients, based upon what he or she stated initially. Perhaps
the most considerable difficulty in sending professional business emails is remaining calm and
official. For example, it might be tempting to send an angry email in response to a customer
complaint, but doing so would negatively impact one's company, reputation, and performance.
Instead, one should form an email response that is collected, helpful, and useful. The short-term
benefits of sending professional business emails are enhanced productivity, optimal cooperation,
and a minimal amount of wasted resources. In the long-term, however, someone who consistently
sends professional business emails will likely develop a professional reputation.

BapuanT 2. Job interview
Interviewer: Hi! I'm Harry Jones, the HR Manager here. Nice to meet you. Please have a seat.
Applicant: Hi, Mr. Jones. I'm Ann Smith. Thank you. Glad to meet you, too.
Interviewer: Please tell me a little bit about your educational background and work experience.
Applicant: I received my Bachelor’s in Marketing and then went on to earn an MBA degree. For
the past five years, I’ve been working in sales at XYZ Company. My most recent position was as
Regional Sales Manager.
Interviewer: | see. So, you’ve had a fair amount of supervisory experience, then? How are your
computer and communication skills? This position requires spreadsheet reporting and interacting
with people at all levels.
Applicant: Yes, I’ve had a lot of supervisory experience, having managed the entire sales team for
my region. I’'m proficient with various spreadsheet programs. | really enjoy working with people,
and am at ease communicating with customers, vendors, and coworkers.
Interviewer: What kind of salary expectations do you have for this position, Ann?
Applicant: My expectation would be within typical market salary ranges.
Interviewer: Do you have any particular questions about the job?
Applicant: No, not at this time. Thank you for taking the time to interview me. I’'m looking
forward to the possibility of joining your firm.
Interviewer: We’ll be making our hiring decision shortly and will notify you. Nice to have met
you, Ann. Goodbye.

Tab6auua 6. Kpurepuu oneHnBanus NpoOMe:KyTOYHOI aTTecTanuu B opme 3a4era

OO0yyaronuiicst MOJTHOCTHIO TIEPEBEN TEKCT 0€3 cephe3HbIX omubok. [IpoaemMoHcTprpoBat 30 6amioB
3HAHWSI 10 POPMUPYEMBIM KOMITETEHITHSM B TIOJTHOM 00beMe. 3HAHUSI OCBOSHUST KOMIIETCHIINI
BBISIBJICHBI.

OO0yyaronuiicst mepeBeN TEKCT ¢ OMMUOKaAMH B 3aMEUaHUSIMU. 15 Gamnos
IIponeMoHCcTpUpOBai 3HAHUS IO GOPMUPYEMBIM KOMITETEHITUSM YaCTUIHO. [10CTUT CMBICTT
H3ydaeMoro marepuaia (MOKeT BBICKA3aTh BEpOAIbHO, YSTKO H SICHO, MJIH KOHCTPYHPOBAThH
HOBBII CMBICI, HOBYIO IMO3UIIHIO). 3HAHHUS OCBOCHHS KOMIIETCHIIMI BBISIBJICHBI YACTUYIHO.

OOyyaronuiicst He MepeBes TEKCT. 0 6amoB
He Mosker coriacoBaTh CBOIO TO3UINIO MIIH AEHCTBUS OTHOCUTEIBHO 00CYKAaEeMOI TeMaTHKH.
3HaHUsI OCBOEHUS] KOMIETEHIUI HE BBISBICHBI.




