1.2. CucTremMa KOHTPOJISA U OIeHKH 0CBOEHHSI IMTPOrpaMMbl YUeOHOU JJUCI{UIL/THHBI

[Tpu OLIeHUBAHUM OCBOEHUSI MPOrPaMMbI YueOHOM AUCLIMITMHBI PUMEHSIOTCS C/leyIOIe (OPMBbI TEKYILEro KOHTPOJIS 3HAHUH: YCTHBIN OMPOC; MHUCBMEHHBIN OMPOC; -KOHTPOJIbHAsS paboTa;

TeCTUPOBAHWE; BLIMOJTHEHHE U 3alljiTa Jab0paTOPHBIX U MPAKTHUYECKUX PaboT; pellleHre 3a/1ay, yIpaKHeHHH; 3alura pedepartoB; apyrye (opMbl [0 YCMOTPEHHIO MPero/jaBaTers.

OK3aMeHallMOHHbIE MaTepuasbl COCTABJSIOTCS Ha OCHOBe paboueil mMporpaMmbl yueOHOW AUCLMIUIMHBI U OXBAaTbIBaeT ee HauboJsiee aKTyanbHble pasfiefibl U TeMbl. DK3aMeHal[UOHHbIe

Marepuasbl J0/DKHBI 1IeJIOCTHO OTPaKaTh 00BEM MPOBEPSEMBIX TEOPETUYeCKUX 3HAHWM. OK3aMeHal[MOHHble MaTeprasibl Pa3padaThIBAIOTCS TIPENO/AaBaTeNIIMU JUCLMIUIMHB! (JUCLUITIVH),

MeXIUCLMTUTMHAPHBIX KypcoB (MK) ob6cyskaaroTcst Ha 3ace/laHUsIX MeTogudecknx o6beunennii (MO) v yTBepKJalOTCs 3aMeCTUTe/IeM JUPEKTOpa 1Mo y4eOHO-TIPOM3BOICTBEHHOM paboTe He

103/{Hee, YeM 3a MecCsl| [0 Hauasja MPOMEXYTOUHOM arrectauyu. I[Ipu mpoBeseHny 3adeta (3) ypoBeHb IOATOTOBKH CTYAEHTOB (DMKCUPYETCS B 3aUeTHOM KHIDKKe CJIOBOM “3auetr”. Ilpm

rpoBeZieHUH JuddepeHLipoBaHHoro 3aueta (/3), komrmiekcHoro guddepenipoadHoro 3aveta (3(k)), sk3ameHa (3), KOMILJIEKCHOTO 3K3aMeHa ypOBeHb IOJATOTOBKU CTY[EHTOB

OLIEHMBAETCSI 0 NMATHOA/UTBHOM cucTeMe. Bo3MoXkHBI ciiefytoie GpopMel 3aueTa (3), AuddepeHippoBaHHoro 3aueta ([13), komriekcHoro guddepeHuypoanHoro 3avera (3(k)), sk3aMeHa

(3), KOMIJIEKCHOTO 9K3aMeHa: TeCTOBbIE 33/JaHUs PA3/IMUHbIX opM; cobeceioBaHue MO BOMTPOCAM U3YyUEHHOTO MaTepuara; 3alljuTa MPoeKTa, B TOM UKC/Ie, BHITIOJIHEHHOTO B MUKPOTPYIITaXx;

- BBINOJIHEHHWe MpakThueckux 3afaHuil. K 3auvety (3), auddepenipoBaHHomy 3auety ([13), komruiekcHoMy AvddepeHiipoBaHHOMY 3auety ([3(k)), 3x3ameHy (O), KOMIUIEKCHOMY
9K3aMeHy [IOMyCKArTCs 00ydJarolrecs, TOJHOCTBIO BBITIOMHUBIIEE BCe JiabopaTOpHbie pabOoThl U TPAKTHUECKWe 3aflaHusi, KypCOBble paboThl (MTPOEKTHI) TO JAHHOM [UCIUIUIVHE,
JWCLIUITIMHAM, MeXIUCLUIIIMHAapHBIM Kypcam (M/IK).

@dopma NpoBefieHNs IPOMEKYTOUHOW aTTecTaljud B Hauajle COOTBETCTBYIOLET0 ceMecTpa JOBOJWTCS /0 CBe/IeHUs CTYAEeHTOB. B mepuoj moAroToBKY K 5K3aMeHY, KOMIUIEKCHOMY 3K3aMeHy

MOT'YT MPOBO/IUTCSI KOHCY/BTALIMY T0 K3aMeHAL[MOHHBIM MaTeprasaM 3a cueT obiriero Oro/pkera BpeMeHU, OTBeZIeHHOTO Ha KOHCY/TbTAL|H.

OK3aMeH TPUHUMAETCs, TIPETo/iaBaTe/ieM, KOTOPbIM Besl yueOGHbIe 3aHATHUS MO AaHHOM AUCLIMIUIMHE, MEXAUCLMIUIMHADHOMY KYpCy B 3K3aMeHyemoll rpynme. Bpems Ha cfjauy sk3ameHa

orpeziensieTcst GOpMOM MPOMEXKYyTOUHOM aTTecTaliy.

B KpuTepuy OLieHKH YPOBHSI 00Y4YaroIuXcsi BXOZST:

- YpOBeHb OCBOEHUsI MaTepuasa, rpeyCMOTPEHHOT0 yueOGHOM MporpaMMOoi 0 JUCLUTIIHHE (JUCLUIUTHHAM), MEXIUCLIUTUTMHAPHBIM Kypcam;

- YMeHMs UCMO/b30BaTh TeOpeTHUecKre 3HaHHUS TP BBITOJHEHUH [TpaKTUUeCcKUX 3a/1ay;

- 000CHOBaHHOCTb, YeTKOCTb KPaTKOCTh U3/I0’KEHHS OTBETa.

YpoBeHb MOArOTOBKY CTY/IeHTa OLIEHUBAETCS TI0 MATHOA/UILHOM CUCTEME.

OreHka, TIOMy4YeHHasi Ha JK3aMeHe, 3aHOCHTCS TIperofiaBaTesieM B 3aueTHYIO KHIDKKY (KpOMe HeyJOBIeTBOPUTE/NbHONW) U HSK3aMeHAallMOHHYH BeJOMOCTb (B TOM uucie |

HEYZIOB/IETBOPUTE/bHYI0). JK3aMeHal[ioHHasi OL[eHKa 110 JUCLMIUIMHE 3a [JaHHBIA CeMecTp SIBJISIeTCS OTpefesisiiolell He3aBUCHUMO OT TIO/yYeHHBIX B CeMeCTpe OLeHOK TeKYIIero

KOHTPOJIA 110 JUCLUIUTFHE. VITOrOBbIe OL|eHKH 10 yueOHbIM AucuumiiHaM, M/IK, o KOTOpeIM cZjaBasicsi 3k3aMeH, MO0 MPOBOAWIKCE AddepeHLUPOBaHHbIE 3aYeThl, MOT'YT OMpeJesaThCs

KaK cpefiHee aprMeTHUeCKOoe T0/J0BOM OL|eHKH, TI0JTyUeHHOH 110 3aBepIIeHNH N3yueHHsT COOTBEeTCTBYOLeH auctmriiiHel, MIK 1 orjeHKH, COOTBETCTBEHHO TTO/TyYeHHOM Ha 9K3aMeHe WK Ha

muddepeHIMpOBaHHOM 3adeTe. VITOrOBble OLIEHKU BBICTAB/SIOTCS LiebIMH YKC/IaMA B COOTBETCTBMH C IPAaBW/IAMU MaTeMaTHUeCKOro OKPYIJIEHHUS, HO He HIDKe TOW OLIeHKH, KOTopas

ToJiyueHa Ha 3K3aMeHe (UM COOTBETCTBEHHO Ha /n¢depeHIIMPOBaHHOM 3ayeTe).

B cnyuae akazeMuueckod 3a/j0/DKeHHOCTH (Hecgaue 3ayeTa, AuddepeHIIMPOBAaHHOIO 3ayeTa, KOMILIEKCHOTO JuddepeHLIMPOBaHHOIO 3ayeTa, 5K3aMeHa, KOMIUIEKCHOTO 3K3aMeHa) II0

3aBepIIeHNY BCeX IK3aMeHOB CTYAEHTY TPeA0CTaB/ISIeTCS BO3MOKHOCTD Tlepec/iaud, C Iie/bi0 TTOBBIIIeH!s OL[eHKH [IOITyCKaeTCsl TIOBTOPHAs Cladya SK3aMeHa. Y CJIOBHS Tlepeciaur v TIOBTOPHOMU

C/lauu 9K3aMeHa OMpe/IeATCs 00pa30BaTeIbHBIM YUPEXX/I€HUEM B COOTBETCTBYIOIINX JIOKA/IbHBIX aKTaX.

dopmbl npomedsicymouHoli ammecmayuu no OI'C3.00 npu oceoeHuu yueOGHOU OUCYUN/IUHDL:

orcoa @®DopMbI IPOMEXYTOUHON aTTeCTaluu

1 2

OI'C3. 03. VTHOCTpaHHbIM $513bIK HvddepeHLIMpOBaHHBIN 3aUeT




2. KommieKT MaTrepuasioB Jisl OLleHKH
OCBOEHHBIX YMEHHH U YCBOEHHBIX 3HAHUM

nmo OI'CDO. 03. HocTpaHHBIN A3BIK



3apanusna g auddepeHpoBaHHOr0 3ayeTa

YcnoBusi BbINOTHeHUsA 3ajaHus OOyuaroiuiicss BBITIOMHSET aTTeCcTalMOHHOe 3ajlaHue B  CreljuaJu3upoBaHHOM KabuHeTe

«/IHOCTpaHHbIM  s3bIK». KabuHeT ocHalleH yueOGHO-MeTOJUUeCKMMHU TO0COOMSIMM, KOMIIbHOTEpHOMU

rporpaMMHbBIM obecrieueHreM. KabuHeT COOTBETCTBYeT CAaHUTapHO-3IH/IeMHUOJIOTHYeCKUM TpebOoBaHHSIM.

3aueTHOe TeCTUpPOBaHHe
OI'C3.03 NHocTpaHHBIN A3BIK

TECTBI

KOHTpoJ/IbHBIE TeCThI K NPOMEXYTOYHOH aTTecTanuu 3 Kypc
I BapuanTt
3aganue 1 IIpouunTaiiTe TEeKCT U BBINO/JIHUTE 3a/jaHUe T0C/Ie HEro

SECRETARIES

There are two types of secretaries: company secretaries and private secretaries of executives.

TeXHHUKOMH,

Every company, both in Great Britain and the United States, is required, under the law, to have a company secretary.

He06X0IMMbIM

In the case of private companies the directors are free to appoint any suitable person for this position. But in the case of public companies the
company secretary must be a properly qualified person, a member of a recognised institute or association. He or she may be one of the directors of the

company. But if the company has only one director, the director cannot also be the secretary.

The company secretary is the chief administrative officer of the company. He or she is normally responsible for the company, to comply with

company law.

The correspondence of the company secretary is particularly concerned with shareholders' meetings, board meetings and various forms that must be
sent outside. The company secretary may also deal with enquiries for information concerning other firms, although the accounts department often handles
these matters. Administrative questions come into the sphere of the company secretary, under instructions of the board of directors.



As to private secretaries of executives they are practically personal assistants of executives. A secretary answers telephone calls, receives messages and
makes telephone calls on the instruction of her boss.

A secretary also helps in organization of meetings and conferences, entertainments of visiting customers, suppliers and other associates of the firm. She
also deals with all the correspondence of her boss.

Secretaries write letters on making appointments or travel arrangements, letters of introduction, congratulation or condolence, invitations and
replies to invitations.

Secretaries use various office equipment, like microcomputers, fax machines, photocopying machines and others.

Exercises:

Ne 1. Answer the questions using the text:
What types of secretaries do you know ?
What must be a company secretary in the public company ?
What are the duties of the private secretary ?

Ne 2. Complete the following sentences as in the text :
There are two types of secretaries ... .
In the case of private companies ... .
But if the company has only one director ... .
Secretaries write litters ... .
As to private secretaries of executive ... .

Ne 3. Sum up what the text says about:

company secretaries



private secretaries

3ajaHue 2

B sTOM TecTe Bl cMOXKeTe IMMPpOBEPHUTL, HACKOJILKO XOPOIIO BbI YCBOWJIN ynOTpE6H€HI/Ie HeTIpaBW/IBHBIX I'JIalr'0JIOB. BwmecTto IMMPOITyCKOB
B ITIpE€JIOKEHWE BCTABBTE OAWH U3 MPEAJIOKEHHBIX BADUAHTOB OTBETA:

1. Where’s your purse? I ... it ten days ago.

a) lost

b) losed

c) losd

d) loosed

2. Have you already ... you future career? — Yes I ... to be an attorney.
a) chosened/choosed

b) choosed/choosed

c¢) chosen/ chose

d) chose/chosen

3. Do you run frequently? Yes sure! Today I ... ten kilometers.
a) ranned

b) runned

C) run

d) ran

4. We ... (wring — BbpKkuMaThb) the trousers out and ... for a walk.
a) wringed/ goed

b) wrung/gone

) wringed/went

d) wrung/went

5. Did you find a way? No, I haven’t ... it yet.

a) finded

b) found



c¢) founded
d) find
Kpurepuu oneHku:

Kax/1p1ii BepHBIM OTBeT olLleHUBaeTcsi B 16as
3amanue 1 — MakCcUMasTbHasl OrieHKa - 8 6ansioB
3aganue 2 — MakCUMasbHasl OlleHKa - 5 0a/uIoB
MakcuMarbHas OljeHKa 3a Tpu 3ajaHus — 13 6asioB
«5»-11-136

«4»-9-1006

«3»-7-80

2»-0-60

KoHTpo/ibHBIE TeCThbl K MPOMEXYTOYHOU aTTecTanum 3 Kypc
II BapuaHT

3apanue 1 IlpounTaliTe TEKCT ¥ BbINO/THUTE 3aiaHUe T10C/Ie Hero

DIRECTORS AND MANAGERS

As arule a private company has only one director.

A public company must have at least two directors.



Usually there is no upper limit on the number of directors a public company may have. The company's note-paper must list either all or none of
the names of its directors.

A limited liability company or a corporation is headed by the board of directors elected by shareholders. The directors appoint one of their
number to the position of managing director to be in charge of the day-to-day running of the company. In large organizations managing director is
often assisted by a general manager. Some companies also have assistant general managers. Many directors have, deputies who are named deputy
directors.

Directors need not be shareholders. They are responsible for the management of a company's affairs. They are not subject to any residence
or nationality restrictions.

Big companies have many managers heading departments. They are all responsible to the managing director. Among varions departmental
managers the following can be mentioned:

. sales manager
. personnel manager
. chief manager
. district manager
. sales and marketing manager
. industrial engineering manager
etc.
Exercises:

Ne 1. Find the answers to the following questions in the text:

How many directors can a private company have ?

Who heads a limited liability company ?

How is managing director appointed ? What are his duties ?
What is the deputy manager ?

Eal e

Ne 2. Fill in the words used in the text:



In large organizations managing director is of ten ... by a general manager.
A ... company must have at least two directors.

They are not subject to any ... or nationality restrictions.

Ne 3. Sum up what the text says about:
directors of private companies
directors of public companies
managers

assistants and deputies
3agaHue 2

B 3TOM TecTe Bbl CMOXKeTe TIPOBEpPHTh, HACKOJILKO XOPOIIIO Bbl YCBOW/IM YIIOTpeb/ieHre HeTllpaBU/IbHBIX I71aro/ioB. BMecTo nmpomyckoB
B IIpe//I0’KeHre BCTaBbTe OJUH U3 TPeI/I0’KeHHBIX BapUAHTOB OTBETA:

1. We ... that he was going to leave.

a) felt

b) fell

c) feeled

d) felted

2.1 was ... a piece of helpful advice.

a) gived

b) give

) given

d) gave

3. He ... on me (moJs10>xui1 TpyOKy) even without saying a word.

a) hang up

b) hanging up



c¢) hung up

d) han up

4. He had... a car for 10 years before he changed his line of work.
a) drove

b) drived

c) drive

d) driven

5. Yesterday I ... too much and today I have already ... on (Hafpasa) some weight.
a) eated/putted

b) ate/ put

C) eaten/put

d) eat/putted

Kpurepum onjeHku:

Ka/1p1ii BepHBIM OTBET OlLleHUBaeTCst B 16asi
3aganue 1 — MakcUMajbHas OL[eHKa - 8 0a/ioB
3ajganue 2 — MakCUMajbHasl OL[eHKa - 5 0a/ioB
MakcuMarbHas OIjeHKa 3a TpH 3aJjaHus — 13 OasioB
«5»-11-136

«»-9-1006

«3»-7-80

»-0-60



ITAKET 3K3AMEHATOPA

OmanoHbl 0meemos u Kpumepuu OyeHKU

ItanoHn orBeToB OI'C3. 03. UHOCTpaHHBIN A3BIK

I BapuaHT I1 BapuaHT
3aganue 1 3ajanue 2
3aganue 2 3aganue 2
1 a 1 a
2 C 2 C
3 d 3 C
4 d 4 d
5 b 5 b
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