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3aBenyronuii kageapoi _/I'youk C.B./
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1. Ilepedenb MJIaHUPYEMBIX Pe3y/IbTATOB 00y4eHHSs 110 AUCHHUILIMHE, COOTHECEHHBIX €

IUIAHUPYEMBIMH Pe3yJIbTATAMH 0CBOEHHUSI 00pPa30BaTeJbHOMH NPOrpaMMbl

B pe3ynbraTe ocBoeHHs 00pa30BaTeIbHON MPOrpaMMbl 00yUaIOIIHIICS TOJIKEH OBJIaIETh
CJIEYIOIIMMH PE3yIbTaTaMu O0YUYCHHS 110 TUCIUTUINHE!

Pe3ynbratel 00yueHus

dopmupyemasi KOMIETCHITUS
(c ykazaHuem KoJia)

[Ipumeuanue

3nanus | 3HATH: OK-4 - CIIOCOOHOCTB K
1. OCHOBHYIO TEPMHHOJOTHIO IO KOMMYHHUKAIIMM B YCTHOH U
npodUITIO NOArOTOBKU Ha nuchbMeHHOW  Qopmax  Ha
MHOCTPAaHHOM SI3BIKE; PYCCKOM ¥  HWHOCTPAaHHOM
2. OCHOBBI IIEPEBOJIA; JIGKCUUECKUE | SA3bIKAX JUIS peUIeHHs 3ajad
¥ TPAaMMaTHUYECKUE CITOCOOBI MEXIIMYHOCTHOTO "
nepedpazupoBaHus U aJanTaluu MEXKYJIbTYPHOTO
TEKCTa MPH MEPEBOJIE C B3aUMO/ICHCTBUS;
WHOCTPAHHOTO s3bIKAa HA PYCCKHUH.
3HaTh: INHK 7 - cnocoOHOCT,
1. crpareruu 4reHUs TEKCTOB HA UCTIONB3YSl OTEYECTBEHHBIC U
MHOCTPaHHOM SI3bIKE: 3apyOexHbIe UCTOYHUKU
03HAKOMHUTEIILHOTO, IIPOCMOTPOBOTO, | HH(POPMALIUH, cobpath
MOMCKOBOT0, U3YUaIOIIEro; HEOOXO0UMbIe JaHHbIE
2. OCHOBHI peheprpoBaHUs, NpPOAHAIM3UPOBATh UX U
AHHOTHUPOBAHUS U TIEPEBOAA MOJITOTOBUTH
JUTEPATYPHI IO TPOPIITIO UH(POPMALMOHHBIN 0030p
MOJITOTOBKHU. W/WIHA aHATTUTUYECKUN OTYeT.

Ymenus | Ymers: OK-4 - CcHocoOHOCTh K
1. mpaBUIIbHO UCTIONB30BAThH KOMMYHUKAIIMM B YCTHOH U
OCHOBHYIO TEPMHHOJIOTHIO IO MUChbMEHHOW  (opmax  Ha
npoQ IO TOATOTOBKH. PYCCKOM ¥ HMHOCTPAaHHOM
2. TOHUMATh ¥ TIEPEBOAWUTH HAa | A3BIKAX JUISI pEIICHUs 3aaad
PYCCKHUH SI3BIK COZEp)KaHUE TEKCTOB | MEXIMYHOCTHOTO u
no mnpoduIF0  TOATOTOBKM  HA | MEXKYJIBTYPHOTO
MHOCTPAHHOM SI3BIKE; B3aMMOJICHCTBHS;

VYMeTh: INHK 7 - cnocoOHOCT,
1. HaXOIUTh HEOOXOAUMBIE JIJIS WCTIOJNB3Yysl OT€YECTBEHHBIE U
npopMIbHON AEATENbHOCTU 3apyOeKHbIe HUCTOYHUKHU
UCTOYHUKU MH(POPMALIUU U nHpopmanuu, coOpartb
U3BJIEKaTh U3 HUX HEOOXOUMbIE HE0OXO0IuMbIe JTaHHbIE
CBEJICHUS] HA MHOCTPAHHOM SI3BIKE; MpoaHaM3upoBaTh HX U
BBIJICJIATH 3HAYUMYHO / MOATOTOBUTH
3arpairBaeMyro HHPOpMaIUIo; MH(OPMaIIMOHHBIN 0030p
2. cocTaBUTh WH(OPMALNMOHHBIN | U/UITU AaHATUTHYECKHUHA OTUET.
0030p (mOKIaag) HA WHOCTPAHHOM
S3BIKE; UHTEPIIPETUPOBATh B YCTHOU
dbopme coaepkaHue MHUCHhMEHHOTO
TEKCTa; AHHOTHUPOBATH u
pedepupoBarthb JaUTepaTypy 1O
npo¢ IO TOATOTOBKH.
Bnanenu | Bnaners: OK-4 - CHOCOOHOCTH K
o 1. HaBBIKAMH YCTHOTO U KOMMYHHKAIIUU B YCTHOH H

(HaBBIKH

IMHUCBbMCHHOI'0 I€PEBOAA TEKCTOB 10

MUCbMEHHOW  (opmax  Ha




/ OmBIT MPOQUITIO TOATOTOBKH C PYCCKOM W  WHOCTPaHHOM
ACATCIIb HHOCTPAHHOI'O A3bIKa Ha pYCCKI/IfI A3bIKaxX Ui PCHICHUA 3aJayd
HOCTH) | SI3BIK. MEXITHYHOCTHOTO "
MCXKKYJIBTYPHOI'O
B3aUMO/ICHCTBUS;
Brnaners: IOK 7 - cnoocoOHOCT,
1. HaBBIKAMH MTOWCKA HEOOXOJAUMOM | UCTIONB3Yysl OTEYECCTBEHHBIC U
uHpOpPMAaLIUK Ha HHOCTPAaHHOM 3apyOexHbIe UCTOYHUKHU
SI3BIKE C UCTIOJIH30BAHNEM OCHOBHBIX | MH(MOpMAIIHH, coOpath
BUJ0OB YTCHHA: IIPOCMOTPOBOIO, HGO6XOI[I/IMBIG JAaHHBIC

03HAKOMUTEJILHOTO, IOUCKOBOTO,
AHAJUTUYECKOTO;

2. ombITOM aHajM3a HHGOpPMAIUU HA
MHOCTPAHHOM SI3BIKE U CO3AaHUS

NpOAHAIM3UPOBATh HX U
MOATOTOBUTH

nH()OpMaITMOHHBIHA 0030p
W/ aHATTUTHYECKHUIA OTYET.

YCTHBIX U MUCbMCHHBIX TCKCTOB
PA3HBIX THUIIOB,

2. llesib M MeCTO JMCUMILVIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl

JlucnunnuHa
BAPUATUBHON YaCTH.

Jucnunnuna u3ydaercst Ha 3 Kypce B 5 1 6 ceMecTpax Ha OYHOM OT/IEJICHHUU.

s ocBOEHMS IUCHUIUIMHBI HEOOXOIMMBI KOMIIETEHIMH, C(OpMHpOBaHHBIE B paMKax
W3y4yeHus crueayomux aucuuiuimH:  «MHocTpaHHbIM  s3bIK», «Teopus HWHBECTUPOBAHUAY,
«VIHOCTpaHHBIH A3BIK A7 TPO()ECCHOHATBHON AEITETbHOCTH.

[enpto yueOHOW AMCHUIUIMHBI «JlenmoBas KOPPECTOHIEHIIUSI HAa WHOCTPAHHOM SI3BIKE)
ABIseTCS POPMUPOBAHUE Y CTYJEHTOB JJOCTATOYHOTO YPOBHS KOMMYHUKATUBHON KOMIIETEHIMH U
0a30BbIX (yHJAMEHTAJIbHBIX 3HAHUH 110 HHOCTPAHHOMY $I3bIKY, KOTOpBIE€ IO3BOJSAT IOJIB30BaThCS
MHOCTPAaHHBIM SI3bIKOM B PA3IMUYHBIX 00JacTAX O(QUIMaIbHO-AEI0BOH chepsl, MpodheccuoHalIbHON
NEeATEIbHOCTH JUIS OCYLIECTBIICHUS JEI0BOM KOPPECTIOHICHIIUH.

JuciumumHa  «/lenoBast  KOpPpECHOHIEHLMS Ha  MHOCTPAHHOM
HE0OXOIMMOM ISl YCIEIIHOTO MPOXO0KIEHUS IPAKTUKH.

«HGHOBa}I KOPPCCIIOHACHIIUA Ha HWHOCTPAHHOM A3BIKC» OTHOCUTCA K

A3BIKE)»  ABJIACTCA

3. Coaep:xanue padoyeil mporpaMmmbl (00beM AUCHUNIMHBI, TUIIBI U BUIbI Y4eOHBIX
3aHATHI, yueOHO-MeToANYecKoe o0ecrieyeHne CaMOCTOsITeIbHOI padoThl
00y4YarImuxcsi)



MMHOBPHAYKHN POCCHHN
OI'bOY BO «bAIIKUPCKNUN I'OCY JAPCTBEHHbBIM YHUBEPCUTET»

NMHCTUTYT SKOHOMUKU, PUHAHCOB 1 BU3HECA

COJIEP)KAHUE PABOYEHN ITPOT'PAMMBI

JTMCUUIUIAHBL JleT0Basi KOpPECTOHACHIINSA HAa HHOCTPAHHOM SI3BIKE
Ha 5 ceMecTp
O4YHOH (OopMBI 00yUECHUS

Buna pa6orsl O0BLeM TUCHUIITHHBI
O6mas tpynoemkocts aucuuruinssl (3ET / gacos) 2/72
Y4eOHBIX YaCOB HAa KOHTAKTHYIO PabOTy C MPEIo aBaTesem:
JIEKIIUI
MPAKTUYECKUX/ CEMUHAPCKUX 36
J1a00paTOPHBIX

IpyTHUX (TPYNIIOBasi, UHIUBUIYaTbHAsI KOHCYJIBTAIIUS U MHBIC BUIBI
y4eOHOI IeITETbHOCTH, IPEIyCMaTPUBAIOIINE PA0OTy 00yUArOIIUXCS C
npenoaasareneM) (OKP) 0,2

Y4eOHBIX 9YacOB Ha CAMOCTOSATEIbHYIO0 paboTy obydaromuxcs (CP) 35,8

Y4eOHbBIX YacOB HA MOJTOTOBKY K
sK3aMeny/3auery/and depennrporannomy 3auety (Kontposn)

®opma(bl) KOHTPOJIS:
3a4eT 5 ceMecTp




dopMa n3ydeHuss MaTepraoB:

dopma TeKyIIero

OcHoBHas 1 KOHTPOJIA
JICKIUH, ITPAKTUYCCKUE 3aHATHAA,
JOITOJIHUTECIIbHAA yCII€Ba€MOCTHU

No CEeMHMHAPCKHE 3aHATHS, Ta0OpaTOpHbIE THTEpaTypa 3aganus 1o (KOTTOKBHYMBI

- Tema u conepxanue paboTHI, CaMOCTOATEbHAS paboTa 1 ’ CaMOCTOATEIbHON ’
/T ) peKoMeHIyeMas ABOTe CTYICHTOB KOHTPOJIbHBIE
T OE€MKOCTH (B Hacax
Py ( CTyIeHTaM (HoMmepa p Y paboThI,
K [IP/CEM JIP CP n3 Cl'II/ICKa) KOMITBIOTCPHBIC
TECTHI U T.I1.)

1 2 3 4 5 6 7 8 9
Monyas 1.

1. Yreune u nepeBoj; TekcTa Layout 6 6 OcHoBHas Jnuteparypa: | Urenue u nepeBon IIpoBepka BBITOTHEHUS
of a business letter Ocgoenue 1,2,3 TEKCTOB. BeImostHeHNE MPAKTHICCKUX 3aaHUH
JIEKCHUECKOTO MATEpHAIa 10 TEME. JononauurensHas ynpaxxHeHuil. Hanucatb
ToBopeHHe: MoHoMorHuecKkas 1 nuteparypa: 4, 5, 6 MUCHMO HCIIOJIB3YSI

JMAIOTHYECKas pedb: pedepupoBaHue
MPOYUTAHHOI'O TEKCTa W BbINIOJIHCHUEC
NPAKTHYECKUX 3aJaHUU 110 TEKCTY.

AynupoBaH#e — BUEOMaTepUall
(oO1miee moOHUMaHUE, TIOUCK
olpeielIeHHON HH(pOopMaLuHy,
IPOCMOTP U CITyIIaHUE C
HOCJIEIYIOUM 00CYKACHUEM U
aHaJTN30M).
[MucbmeHnHass  peub:
JIeJTIOBOE TTHCHMO

I'pammaruka Prepositions of
movement. Beimosinenue MPAKTUYICCKUX
SaJIaHI/Iﬁ Ha OCBOCHHUE I'paMMAaTHYCCKOTO
Marepuaa.

HammcaTb

IIPOMJCHHBIN MaTepHUall.




Urenue u mepeBoj Tekcta Memo.
OCBOEHHE JIEKCUYCCKOTO Marepuaia IIo
TEMC.

['oBopenue: MoHosornueckas 1
IUaloTHYecKasi pedsb: pedepupoBaHHe
IPOYATAHHOTO TEKCTa W BBIIIOJIHCHUE
MIPAKTUUECKUX 3aJaHUM 110 TEKCTY.
[lucekMenHass  peuyb:  Hamucarb
nucbMo Memo

I'pammatuka Present simple passive..
BelnonHEHNE MPAKTUYECKUX 3aaHUNA Ha
OCBOCHHC I'paMMaTUYCCKOro MaTcpuajia.

OcHoOBHasi JUTEparypa:

1,2,3
JlomomHATE ThHAS
mureparypa: 4, 5, 6

Urenue u nepeBos
TEKCTOB. Brinonnenue
ynpaxxHeHuil. HanucaTth
nuceMo Memo ucnosnb3ys
MIPOWJECHHBIN MaTepUal.

IIpoBepka BHITONTHEHUS
MPaKTUYECKUX 3aJaHUI

Urenme ©  mOepeBOJ  TEKCTa
Enquiries.

OcBoeHHE JIEKCHYECKOTO MaTte€puajia 110
TEMC.

TI'oBopenue: MoHonoruueckas #
IUaloTHYecKas pedsb: pedepupoBaHHe
MNPOYUTAHHOI'O TCEKCTa H BbIIIOJIHCHUC
MPAaKTUICCKUX Sa,Z[aHI/Iﬁ I10 TCKCTY.
IIncemennas  peus:  Hanmcarts
MHCBMO — 3aIpoC

I'pammaruka: passive voice.
BrinosnHeHue npaxkTudyeckux 3aJaHuil Ha
OCBOCHHEC I'paMMAaTUYCCKOro MaTcpuaa.

OcHoOBHast JuTEparypa:

1,2,3
JlomonHuTtenbHas
nuteparypa: 4, 5, 6

UrteHue 1 nepeBos
TEKCTOB. Brinonnenue
ynpaxsenuil. Hanucats
MUCbMO — 3aIpOC,
HCIIOJIB3YS MIPOUIEHHBIN
MaTepuai.

IIpoBepka BbINOIHEHUS

MPaKTUYECKUX 3aJaHul,

KOHTpOJIbHAsi paboTa 1o
COZIEP>KAHUIO MOAYIISL

18

18

Monyas 2.

Yrenne u nepeBox texcra Offers.
OcBoeHHE JIEKCHYECKOTO MaTtepuajia 110
TEMEC.

I'oBopenwue: MoHosornueckass  u
JIanornyeckas pedb: pedepupoBaHue
IMPOYUTAHHOTO TEKCTAa W BBIIIOJIHCHUC
MPaKTUICCKUX 3a,ﬂaHHI>i I10 TCKCTY.
I[Iucemennass  peub:  Hammcats
HHCBMO — HPEUIOKCHNE
I'pammaruka: Past tenses: Past
Simple, Past Continuous BeimonHeHue

OcHOBHast JuTEpaTypa:

1,2,3
JlomomHuTE THbHAS
naureparypa: 4, 5, 6

YreHue u nepeBoy
TEKCTOB. Brinonnenue
ynpaxHeHuil. HanucaTth
NHCBMO — TIPEIUIOKEHHUE,
HCIONb3Ysl IPOUICHHBIN
MaTepuai.

IIpoBepka BbINOTHEHUS
MPaKTUYECKUX 3aJaHul,
TECTUPOBAHUE Ha
mwiatdopme Moodle




MPaKTUICCKUX 3aJjaHU U TecTa Ha
OCBOCHHEC I'paMMaTHYCCKOTr0 MaTepuraa.

UYrenue u nepeBoj texcra Orders.
OcBOEHHE JIEKCHYECKOTO MaTtepuajia 1o
TEMC.

['oBopenue: MoHosornueckas 1
IUaNloTHYecKas pedsb: pedepupoBaHHe
IMPOYATAHHOIO TEKCTa W BBIIIOJIHCHUE
MIPAKTUYECKUX 3aJaHUM 110 TEKCTY.
IIucemennas  peub:  Hammcats
IHCBMO — 3aKa3

I'pammaruka: prepositions of time.
BrlinosHeHUE NpakTUYECKUX 3aJaHUil Ha
OCBOCHHC I'paMMAaTHYCCKOT'O MaTCpuajia.

OcHoBHas JUTEparypa:
1,2,3

JlommomHATE THHAS
mureparypa: 4, 5, 6

YreHnue u nepeBos
TEKCTOB. Brinonnenue
ynpaxxHeHuil. Hanucath
MICBMO — 3aKas,
HCIIOJIBb3YS IPOUEHHBIN
MaTepuan

IIpoBepka BBIIOJHEHUS
MPaKTUYECKUX 3aJaHUI

Aynupoanue (o0riee
MMOHUMAaHUE, IMTOUCK ONPEIECIICHHON
uH(pOpMaInK, CIyIIAHUE C
MOCJIETYIOLIUM O0CYXICHUEM U
aHaJIN30M).

l'oBopenue: oOcyxnenue ¢pa3 u
BBIpQXEHUN A7 HAIUCaHHS
JIEIIOBBIX MTHCEM.
Mononorudeckas u
JTUAIOTHYECKAs PEUb.

BBenenne u orpaboTka HOBOTO
BOKaOyIsipa:

Expressions used in enquiries, offers,
orders
I'pammaruka:
adverbs

BrinonHeHrne npakTUYeCKUX 3aZaHuM U
TecTa Ha OCBOCHHE TIPAMMaTHYECKOTO
Marepuasna.

adjectives  and

5,8

OcHOBHast JuTEparypa:
1,2,3
JlomomHuTeNbHAS
ngureparypa: 4, 5, 6

IToBTOpEHUE MPOIIEHHOTO
Marepuana Beinonsenue
YIPaXHEHUH.

IIpoBepka BbINOIHEHUS

MPaKTUYECKUX 3aJaHui

KOHTPOJBbHAS paboTa 1o
COZIEP KAHUIO MOAYJISI

18

17,8

BCEI'O YACOB

36

35,8




MMHOBPHAYKHN POCCHHN
OI'bOY BO «bAIIKUPCKNUN I'OCYJAPCTBEHHbBIM YHUBEPCUTET»

NMHCTUTYT DKOHOMUMKU, PUHAHCOB 1 BU3HECA

COJIEP)KAHUE PABOYEHN ITPOT'PAMMBI

JTMCUUIUIAHBL JleTI0Basi KOPPECTOHACHIINS HAa HHOCTPAHHOM SI3bIKE
Ha 6 cemecTp
O4YHOH (OopMBI 00yUECHUS

Bun padorsl O0BbeM TUCIUNINHBI
O6mas tpynoemkocTs aucturuinabl (3ET / gacos) 3/108
Y4eOHBIX YaCOB HA KOHTAKTHYIO pabOoTy C MPETo/IaBaTeIeM:
JICKIUH
MPAKTHYECKUX/ CEMHUHAPCKUX 32
712a00paTOPHBIX

npyrux (TpynmoBasi, HHIUBUIyalbHasl KOHCYJIbTAIUS M UHBIC BUIBI
y4eOHOM JesTEIHHOCTH, MPEAYyCMATPUBAIOIINE pa00OTy 00YUaAIOIINUXCS C

npenoaaBareneM) (OKP) 1,2

Y4eOHbIX YacOB Ha CaMOCTOATENIbHYIO padoTy obydaronxcs (CP) 20,8
Y4eOHBIX YacOB Ha MOJTOTOBKY K

sK3ameny/3auety/muddepenupoannomy 3adery (Kontpoin) 54

®opma(bl) KOHTPOJIA:
Dk3ameH 6 cemecTp

10




dopMa n3yyeHus: MaTepuasoB:

OcHOBHAaA U

®dopma TeKyIero

JIEKIMH, IPAKTUYECKUE 3aHATHUS, KOHTPOJIA
JOTIOJIHUTEIIbHAS CEeBACMOCTIL
MUHAPCKHE 3aHATUS
CCMHIHAPCKHUC 32 ’ auTeparypa, 3amanus no Y
Ne nabopaTopHbIE pabOTHI, . (KOJJTOKBUYMBHI,
Tema u conepxanue pEeKOMEeHlyeMasi | CaMOCTOSATEIbHOU
n/m camocTosTelbHas paboTa U KOHTPOJIbHBIE
CTyJIeHTaM paboTe CTyIeHTOB
TPYIOEMKOCTH (B Yacax) paboThI,
(HOMEpa U3
1K | oP/CEM | TP Cp cricka) KOMITbIOTEPHBIE
TECTBI U T.II.)

1 2 3 4 5 6 7 8 9
Moay.s 1.

1. | Yrenue u nepeBop Tekcta The basics of 4 3 UYrenne U nepeBon IIpoBepKa BBITIONTHEHUS
formal and informal correspondence TEKCTOB. TIPAKTUMECKUX 33/IaHUH
OcBoeHHe JIEKCHYECKOr0 Marepuaga Io Brinoixenye

YIpaKHEHUH.

TEME. o

=2 CHOBHas1
l'oBopenue: oOcyxJaeHHE OCOOEHHOCTEH sreparypa: 1, 2, 3
cocraBiueHuss CV. MoHonoruueckas U TlOMONHATE bHAS
ANAJIOorndccCKas pcyb. muteparypa: 4, 56
[IucbmenHas peub. Hanmcate MHUCHMO.
I'pammaTuka:Nouns
BrinonHeHne nmpakTUUECKUX 3aJaHuil U TecTa Ha
OCBOCHHEC I'paMMATHYCCKOTO MaT€purasa.

2. | Yrenue u nepeBoj Tekcta Writing styles 4 3 Usyuenne nekcuky o | IIpoBepka BBIIONHEHHA

OCBOCHHE JIEKCHYECKOTO MaTepuana 110 teme. Hanmucats CV, MPAKTAYECKUX 3aJaHUN
HCIIONb3YS

TEME. y y

o POV ICHHBIN
I'oBopenune: 00cCyxkIeHHE OCOOEHHOCTEH OcHoBHast Marepuan
cocraBiaenus CV. Hints for writing CV nurepatypa: 1, 2, 3
MoHooruueckas U Juajiornyeckasi pedb. ILOHOHH“T‘:“ZH%’I 6

nureparypa: 4, 5,

IIncemennas peus: Hamcats CV pPatyp
I'pammaruka: Plurals of Nouns
BrinonHeHne NpakTUYECKUX 3aJlaHUd W TecTa Ha
OCBOCHHE I'paMMAaTHYCCKOTO MaT€purasa.

3. | Urenue u nepeBos Texcta Writing Address 8 4 OcHoBHAS! Vi3yeHne JEKCHKH 110 ITpoBepka BBITIOTHEHH
OcBoeHne JIEKCMYECKOTO MaTepuaia 1o muTepatypa: 1, 2, 3 teme. Harmcats TIPaKTHYECKUX 3%1131“"/11/1,
TEME. JlomomHuTe THbHAS Resume, MCIIOJIL3YsI KOHTpOJIbHAA paboTa Mo

. 3 o COACPKAHUIO MOAYJIA
I'oBopenue: oOcCyxaeHHe O0COOCHHOCTEH nuteparypa: 4, 5, 6 TPONICHHBIH P d
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cocraBieHuss Resume. MoHosoruueckas u
JTMAJIOTUYECKas peyb.
[TuceMennas peus: Hamucats Resume

I'pammaruka: Possessives (Nouns)
Brinmonnenue MPAaKTUYCCKUX 3a[[aHI/Iﬁ Ha OCBOCHHC
IPaMMaTHYECKOTO MaTEPUAIa.

MaTepuai

Moayas 2.

UYrenue u nepesox tekcra Writing Date 2 [IpoBepka BBINOIHEHHS
OcBoeHHe JEKCHYECKOro MaTepHala o TPAKTHICCKUX 3a/1aHHH
TEME.
I'oBopenue: o6cyxneHne ocoOeHHOCTEN Yrenue u nepeBon
cocrapienns Covering letters. OcHoBHas TEKCTOB.
. Brinonxenue
MoHonoruueckas v 1Majiorudeckas peyb. muteparypa: 1, 2, 3 ———
Yrenue u MEepeBOJa TCKCTA COVEI’Ing |etteI’S fﬁ;OJ;iHTZ{IZH%ﬂ 6 I/IqueHHe JIEKCUKH II0
[Tucemennass peus: Hamumcars Covering PATYPa:- % 9 Teme. Hamucats
letters Covering letter
I'pammaruka: countable and uncountable
BrmonHeHne MMPAKTUYCCKUX SaHaHI/Iﬁ Ha OCBOCHHC
TpaMMaTHYCCKOT0 MaTcpuajia.
Urenue u nepeBoa Tekcra Contracts 4 IIpoBepKa BBIIOIHEHUS
OcBoeHHE JEKCHYECKOT0 MaTepHara 1o TPpAKTHICCKUX 3a/1aHHH
TEME. Yrenwne u epeBoa
I'oBopenue: oOcyxaeHne ocoOeHHOCTEN TEKCTOB.
: TLAs (three letter Ocopias Brmonnenne
AKpPOHHMMOB B IIEPEIUCKE: mTepatypa: 1, 2, 3 S——
acronyms) JlonosiHUTETEHAS % P )
MoHooruyeckas U MaJorudeckas pedsb. nuteparypa: 4, 5, 6 SYHCHIE JICKCHKH IO
[TucemenHas peub: Hamucars Contract reme. Hanncars
peHb. Contract
I'pammartuka: Numerals
BrinosHEeHHEe NPaKTHYECKUX 3aJaHUM Ha OCBOCHHUE
IpaMMAaTUYCCKOIro MaTcpuaJjia.
Urenne u mepeBog Tekcra Methods of 4,8 Urenue u nepesos IIpoBepxka BBITONHEHHS

payment

OcBoeHHE JeKCUYECKOro MaTepuara 1o
TEME.

['oBopeHme: 0OCYXKIIEHHE WCIIOIb30BaHUS

OcHoOBHas
nmureparypa: 1, 2, 3
JlonoaHuTeIbHAS
mureparypa: 4, 5, 6

TEKCTOB.
Brimonnenue
YIpaKHEHHH.
U3ydeHue geKcuKu mno
TeMe.

MIPAaKTHYECKUX 3aaHUN
KOHTpOJIbHasl paboTa 110
COJICPIKaHMIO MOJTYJIS
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Salutation and greeting

MoHonoru4eckasi 1 AMajnoruyeckas peyb.
I'pammaruka: What’s the Time

BrinosnHeHne NpakTHUYECKUX 3aJaHU Ha OCBOECHHE
IrpaMMaTHIECKOTO MaTepraa.

BCEI'O YACOB

32

20,8
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4.1 IlepeyeHb KOMIIETEHIMH ¢ YKa3aHUEM 3TANOB UX (JOPMHUPOBAHMS B NPoLiecce 0CBOeHMsI 00pa3oBaTe/IbHOM NporpaMmepl. Onucanue

4. @®oH/ OLIEHOYHBIX CPEACTB IO JUCUMUILIIUHE

noxKasartejied u KpUTEPUEB OLICHUBAHUA KOMIIeTEHIIUI Ha PA3JIUYHBIX 3Talax ux q)OpMI/IPOBaHHH, ONNHMCAHMEC IIKAJ OHCHUBAHUA

OK-4 - cnocoOHOCTh K KOMMYHHMKAIIUY B YCTHOM M MMUCBMEHHOM (popMax Ha PyCCKOM M MHOCTPAHHOM SI3bIKaxX JJIS pEIICHU 3a/1a4 MEKIMYHOCTHOTO

U MCXKKYJIBTYPHOI'O BSaHMOﬂeﬁCTBHH

Jlas 3auera

Jrtan (YypoBeHb)
OCBOEHHS
KOMIEeTeHIHH

Inanupyemsble pe3yJibTaThl
o0yueHust
(TokazaTenu JOCTHKCHHUS
3aJIaHHOTO YPOBHS OCBOCHUS
KOMITCTCHITHIN )

Kpurepun oueHuBanusi pe3yabTaToB 00y4eHHs

He 3aurteno

3a4TeHo

IIepBbIit 3Tan
(YpoBeHb)

3HaTh:

1. OCHOBHYIO TEPMUHOJIOTHIO
10 MPOQUIIIO MOATOTOBKH Ha
MHOCTPAaHHOM SI3bIKE;

2. OCHOBBI nepeBo/a;
JIEKCUYECKUE U TpaMMaTHYeCKue
crocoObl mepedpa3upoBaHus U
ajlanTaluy TEeKCTa MPH NEePEeBO/Ie

@dparmMeHTapHble IpeICTaBIeHUsT 00
OCHOBHOM TEPMHHOJIOTUH 110 TPO(UITIO
MOJATOTOBKY HA MHOCTPAHHOM SI3bIKE;
A Taxke 00 OCHOBax MepeBoAa;
JIEKCUYECKUX U TPaMMaTHYECKUX
croco0ax nepedpasupoBaHuUs U
aJlanTalyy TEKCTa IpU NEPEBOJE C
MHOCTPAHHOTI'O S3bIKa HA PYCCKUH.

CdopmupoBaHHbIE, HO COJIEpIKalIIe
OTJeNbHbIE Po0eNbl  IpeAcTaBIeHus 00
OCHOBHOW TE€PMUHOJIOTUH IO MPOPHUITIO
MOJIrOTOBKHM HA MHOCTPAHHOM SI3BIKE;

A Taxke 00 OCHOBax MepeBo/a;
JIEKCUUYECKUX U TPAMMaTHUECKUX
crioco0ax mepedpasupoBaHus U
allanTalliy TeKCTa IpH MepPeBoe ¢

(YpoBeHb)

1. IpaBUJIBHO UCIIOIB30BATH
OCHOBHYIO TEPMUHOJIOTHIO T10
PO UITIO0 OATOTOBKH.

2. IOHUMATh U MNEPEBOJUTH Ha
PYCCKUH SI3BIK COJEpKAHNE
TEKCTOB 10 MPOdUITIO
MOJITOTOBKM HA MHOCTPAHHOM

UCIOJIb30BaTh OCHOBHYIO TEPMUHOJIOTHIO
CBOEH CIIENMAILHOCTH, IIOHUMATh 1
MEPEBOJUTH HA PYCCKUM S3BIK
coJiep:KaHne TEKCTOB M0 MPOopUIIO
MOJTOTOBKH HA MHOCTPAHHOM SI3BIKE

C HUHOCTPaHHOIO s3bIKa Ha MHOCTPAHHOTO SI3bIKA HA PYCCKMUIA.
PYCCKUH.
Bropoii atan | YmeTs: @parMeHTapHbIE YMEHUSI TTPABUIBHO B nenom ycnemHoe, HO coqepxaniee

OTJeNIbHBIE TIPOOENb YMEHHE TPABUIBHO
HCIIOJIb30BAaTh OCHOBHYIO TEPMUHOJIOTHIO
CBOEH CIIeUaNbHOCTH; IOHUMATh U
MEPEBOJUTH Ha PYCCKHUM S3BIK
coJiepKaHKe TEKCTOB 10 MPO(UITIO
MOJITOTOBKU HAa HHOCTPAHHOM SI3bIKE
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SA3BIKC

Tpernii oTan

Bnaners:

@parMeHTapHOE BJIAJICHUE HABbIKAMHU

B 1enom ycreniHoe, HO coaepikariee

(ypoBeHb) 1. HaBBIKAMH YCTHOTO U YCTHOTO ¥ MUCbMEHHOT'0 IIEpPEeBOa OTJIebHBIE POOEIBI BIIaICHNE
MUCBMEHHOTO MEePEBOJIa TEKCTOB | TEKCTOB IO MPOQHITIO MOATOTOBKH C HaBBIKAMH YCTHOTO U TUCBMEHHOTO
10 MPOQUITIO MOATOTOBKHU C MHOCTPAHHOTO fA3bIKA HA PYCCKUH S3bIK MepeBo/ia TEKCTOB IO MPOQPHITIO
WHOCTPAHHOTO SI3bIKA Ha MOATOTOBKU C MHOCTPAHHOTO SI3bIKA Ha
PYCCKHI SI3BIK. PYCCKHI S3BIK
Jlas ak3aMeHa
I[Inanupyembie Kputepuu onneHuBanus pe3yibTaToB 00y4eHuUst
Jran pe3yabTaThbl 00y4eHust
(ypoBennb) |(TOKa3aTey JOCTHKEHUSI 2 3 4 5
0CBOEHUS 3a/IaHHOTO YPOBHS «HEeyT0BJIETBOPUTEIbHO» | «y0BJIE€TBOPUTEILHO» «X0pOoILIO0» «OTJTUYHOY»
KOMIIETEHIIHM | OCBOCHHSI KOMITETEHITU)
[Tepssrii oTan | 3HaTh: dparmMeHTapHbIe Henomnubie CdopmupoBannsie, | ChopmupoBaHHbIE
(ypoBeHb) | 1. OCHOBHYIO npescTaBieHust 00 MpeJICTaBICHUs 00 HO COJIeprKallue CHUCTEMAaTUYECKHE
TEPMHUHOJIOTHIO 10 OCHOBHOM TEPMUHOJIOTUU | OCHOBHOM OT/ICJIbHBIE MIPEICTABICHHS 00
npPO(UITIO TOJTOTOBKU | TIO MPOQUIIIO MOATOTOBKA | TEPMUHOJIOTHH TIO poOeIb OCHOBHOM
Ha UHOCTPAHHOM Ha UHOCTPAHHOM SI3BIKE; MPOQUITIO TOATOTOBKK | MPEJACTABICHUS 00 | TEPMUHOJIOTHH 110
A3BIKE; A Takxe 00 ocHOBax Ha MUHOCTPAHHOM f3BIKE; | OCHOBHOM npoduiro
2. OCHOBHI ITEPEBOJIA; MepeBo/ia; JIGKCUYECKUX U | A Takke 00 OCHOBax TEPMUHOJIOTHUH TIO | TTIOATOTOBKU Ha
JIEKCUYECKHE U rpaMMaTHYECKHX MepeBo/a; IEKCUYECKUX | MPOQHITO MHOCTPAHHOM
rpaMMaTHYEeCKue crioco0ax Y TPaMMaTHYECKUX MOATOTOBKH HA S3BIKE;
CIoco0bI nepedpazupoBanus u crocobax MHOCTPAHHOM A Takxe 00
nepedpasupoBaHusg U | aJanTalliy TEKCTa MPU nepedpa3zupoBaHUs U SI3BIKE; OCHOBaXx IepeBO/Ia;
aJanTalyy TEKCTa MPU | IEPEBOJIE C MHOCTPAHHOTO | aJanTalliy TeKcTa mpu | A Takxke 00 JIEKCUYECKUX U

NIEPEBOJIE C
MHOCTPAHHOTO SI3bIKa
Ha PYCCKHH.

A3bIKA HA PYCCKUM.

IIEPEBOJE C
MHOCTPAHHOIO SI3bIKA HA
PYCCKUI.

OCHOBaxX NEepPeBO/Ia;
JIEKCUUYECKUX U
rpaMMaTH4YCCKUX
crioco0ax
nepedpazupoBaHus
M ajanTanuu

TpaMMaTHYCCKUX
criocobax
nepepazupoBaHus
U aJanTanum
TEKCTAa MPH
nepeBoJie ¢
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TEKCTa IIpu

HHOCTPAHHOI'O

IIEPEBOJE C sI3pIKa Ha PYCCKUU.
MHOCTPaHHOTO
A3bIKA HA PYCCKUM.
Bropoii stan | YMeTs: ®parmentapubie ymenus | B nenom ycnemnoe, Ho | B nenom CdopmupoBanHoe
(ypoBenb) | 1. mpaBUIIBHO IIPaBWJIbHO MCIIOJIb30BaTh | HE CUCTEMATHUECKOE YCIIELHOE, HO YMEHHE MPaBUIbHO
UCII0JIb30BaTh OCHOBHYIO TEPMUHOJIOTHIO | YMEHHUE NIPAaBUIBHO cozeprkaniee UCIIOJIb30BaTh
OCHOBHYIO CBOEH clienaibHOCTH,; HCII0JIb30BaTh OTJIEIbHbIE OCHOBHYIO
TEPMHUHOJIOTHIO T10 IIOHMMATh U NIEPEBOJUTH OCHOBHYIO npo0esbl yMEHUs TEPMHUHOJIOTHIO
IpO(QUITIO OATOTOBKU. | HA PYCCKUH SI3bIK TEPMUHOJIOTHIO CBOEH [IPaBUJIbLHO CBOEH
2. IOHUMaTh U COJIEp’KaHUE TEKCTOB I10 CIELUAIIBHOCTH, UCII0JIb30BaTh CIELIMAJIBHOCTH;
NEPEBOJUTH Ha pOo(dUITIO TOJrOTOBKY Ha | IOHUMATh U OCHOBHYIO OHUMATh U
PYCCKHH A3BIK MHOCTPAaHHOM SI3bIKE IIEPEBOJUTH HA PYCCKUM | TEPMHHOJIOTHIO IIEPEBOJUTH HA
coepIKaHue TEKCTOB SA3BIK COJEpIKAHUE cBOEH PYCCKHH 3BIK
10 IPOGHITIO TEKCTOB MO MPOPHUITIO CIELUAIIBHOCTH, coJiepyKaHue
MOJrOTOBKU Ha MOJATOTOBKU Ha MOHUMATh U TEKCTOB 10
WHOCTPaHHOM SI3bIKE MHOCTPAaHHOM $I3bIKE NIEPEBOJUTH Ha npoduIIo
PYCCKHI A3BIK MOJFOTOBKU Ha
CoZepKaHue MHOCTPaHHOM
TEKCTOB IO A3BIKE
npopuIIo
MOJATOTOBKU Ha
MHOCTPaHHOM
A3BIKE
Tpernii oTan Biagers: @parMeHTapHOe BiageHue | B nenom ycremnoe, Ho | B nenom YcnemHoe u
(ypoBeHb) [l. HaBBIKAMU YCTHOTO M | HABBIKAMH YCTHOT'O U HE CUCTEMAaTUYECKOe YCHENIHOE, HO CHUCTEMAaTHYECKOe
MUCBbMEHHOTO NIEPEBOJA | MMCBMEHHOTO NEPEBOIA IIPUMEHEHHE HAaBBIKOB | COJEpIKalee IPUMEHEHHE
TEKCTOB 10 MPOGUITIO TEKCTOB 1O MPO(UITIO YCTHOTO U OTJIeNbHbIE HaBbIKOB YCTHOTO
MOJITOTOBKHU C MOJATOTOBKHU C MUCHMEHHOTO NEpeBoia | MpoOesbl Y IIICbMEHHOT O
MHOCTPAHHOI'O S13bIKAa HA | HHOCTPAHHOTO SI3bIKa Ha TEKCTOB IO MPOPUITIO MpUMEHEHNE IepeBo/ia TEKCTOB

PYCCKHUM SI3BIK.

PYCCKHH S3BIK.

MOJATOTOBKH C
HHOCTPaHHOTI'O A3bIKa Ha
PYCCKHH SI3BIK.

HAaBBIKOB YCTHOT'O
U MHNCBMCHHOT'O
MEpCBOJia TCKCTOB

1o poHITIO
MTOJITOTOBKH C
UHOCTPAaHHOTO

16



o poduITIO
IIOJATOTOBKHU C
MHOCTPAHHOTO
A3bIKa HA PYCCKUI
A3BIK.

A3bIKa Ha PYCCKUHN
SI3BIK.

IIK 7 - cnocoOHOCTh, HCIONB3Ys OTEYECTBEHHBIC U 3apyOeKHbIe HCTOYHUKN HH(OpMALUH, COOpaTh HEOOXOANMBIE TaHHBIE TIPOAHATM3UPOBATh UX U
MOJTrOTOBUTH HH()OPMAIIMOHHBIN 0030p W/WIH aHATUTHYECKUI OTUET.

st 3agera

Jran (ypoBeHb)
O0CBOEHUS
KOMIIeTEeHI[UH

IInanupyemble pe3yJibTaThI
o0yueHust
(Tmoxazarenu JOCTHIKCHHS
3aJJaHHOTO YPOBHSI OCBOEHUS
KOMITETEHIHI)

Kputepuu oneHuBaHus pe3yibTaToB 00y4eHHUSs

He 3auTteHno

3a4uTeHo

IlepBbIii 3Tan
(YpoBeHb)

3HaTh:

1. crparerun 4TeHUsI TEKCTOB Ha
MHOCTPAHHOM SI3bIKE:
03HAKOMUTEIHHOTO,
IIPOCMOTPOBOT0, IIOUCKOBOTO,
U3y4arolIero;

2. OCHOBBI peepupoBaHus,
AaHHOTHPOBAHUS U ITEPEBOIA
JUTEPATypsI MO MPOPUITIO
MIOJITOTOBKH.

@dparmMeHTapHbIe IPEICTABICHUS O
CTPATCIrUAX YTCHHA TCKCTOB HA
WHOCTPAHHOM SI3bIKE:
03HAaKOMHUTEIFHOTO, TIPOCMOTPOBOTO,
MOHUCKOBOTO, U3y4aloIlero;

006 ocHoBax pedepupoBaHus,
AHHOTHUPOBAHUS U TIEPEBOA
JUTEPATYPHI 1O TPO(HITIO TOATOTOBKH.

CdopmupoBaHHBIE, HO COJIEpIKAILUE
OT/ETbHBIC TIPOOEITBI  MPEACTABICHHUS O
CTpaTerusx YTeHus TEKCTOB Ha
HHOCTPAaHHOM A3bIKC!
03HAaKOMHTEIFHOT0, IPOCMOTPOBOTO,
HIOMCKOBOT0, H3Y4aroIIero;

OO ocHoBax pedeprupoBaHus,
QHHOTHUPOBAHUA U IIEPEBOJA
JUTEPATYPHI IO TPO(HUITIO TOATOTOBKH.

Bropoii 3tan
(YpoBeHb)

VYMeTh:

1. HaXOOUTH HEOOXOAUMBIE IS
poUITBHOM NeSATEIBHOCTH
MCTOYHUKU MH(POpMALIUU U
H3BJIEKATh U3 HUX HEOOXOIMMEIE
CBCIACHHUS HA I/IHOCTpaHHOM
SI3BIKE;

@dparMeHTapHbIE YMEHHUS HaXOAUTh
HE0O0XO0UMBIE /ISl TPOPUITHHOM
JesITeIbHOCTH UCTOYHUKH HHPOPMALIUU
Y M3BJICKATh U3 HUX HEOOXOMMBbIE
CBE/ICHUS] HA HHOCTPAHHOM SI3bIKE;
BBIJICTISIT 3HAUUMYIO / 3arparinBacMyro
UH(POPMAIINIO; COCTABHUTH

B nenom ycnemHoe, HO coaepakariee
OTIeNbHBIC TIPOOEITBl YMEHHE HAXOTUTh
HE00XO0AUMBIE IS TPOPUITBLHOM
JEeSITeTbHOCTH UCTOYHUKHA HHPOPMALIUU
U U3BJIEKATh U3 HUX HEOOXOMMBbIe
CBEJICHUS] HA MHOCTPAHHOM SI3BIKE;
BBIJICTISITh 3HAUMMYIO / 3alpalnBacMyro
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BBIJICIISTh 3HAYUMYIO /
3anpanmBaeMyro HHHOPMAIIUIO;
2. cocTaBuTh MHGOPMAIIMOHHBIN

nH(pOpMaIMOHHBIN 0030p (0KIaT) HA
WHOCTPAHHOM SI3BIKE; HUHTEPIPETUPOBATH
B YCTHOU (opMe coliepiKaHKe

UH()OPMAIHIO; COCTABUTH
uH(pOPMALMOHHBIH 0030p (0KIaT) HA
MHOCTPAHHOM SI3bIKE; HHTEPIIPETHPOBAThH

0030p (moxnan) Ha | IMCbMEHHOI'0 TEKCTa; aHHOTUPOBATh U B YCTHOH (opMe coliepKkaHue
MHOCTPaHHOM A3bIKe; | pedepupoBaTh JUTEPATYpPy MO NPO(GUI0 | MUCBMEHHOI'O TEKCTa; aHHOTHPOBATh U
MHTEPIPETHPOBATh B  YCTHOM | MOATOTOBKH. pedepupoBarh JUTEPATYPY MO TPOPHITIO
bopme coJiepxKaHue HOJTOTOBKH.
MTUCHMEHHOTO TEKCTa,
aHHOTHPOBAaTh U pedepupoBaTh
TUTEpaTypy MO  MPOQIIIIO
OJITOTOBKH.
Tperuii 3ran | Bnaners: @parMeHTapHOE BJIAJICHUE HABBIKAMU B nenom ycnemnoe, Ho coaeprkaniee
(YpoBeHb) 1. HaBBIKaMM ITOMUCKA IOKCKa He0OX0IMMOH HH(OpMaIK Ha OTJeJIbHBIE IPOOEIbI BlIaJICHNE
HE00X0AMMOI HHPOPMALIUY HA | HHOCTPAHHOM SI3BIKE C MCIIOJIB30BAHUEM | HAaBBIKAMH MOMCKA HEOOXOIMMOM
MHOCTPAHHOM SI3bIKE C OCHOBHBIX BHU/IOB YTEHHS: uHGOpMAaLUU HA HHOCTPAHHOM SI3bIKE C
WCTIOJIH30BAHUEM OCHOBHBIX IPOCMOTPOBOT0, 03HAKOMHUTEIHHOTO, MCTIOJIb30BAaHUEM OCHOBHBIX BHJIOB
BUJIOB YTEHHMsI: IPOCMOTPOBOTO, | IIOMCKOBOI0, aHAIUTUYECKOTO; YTEHUS: IPOCMOTPOBOTO,
03HAKOMUTEIHHOTO, OTIBITOM aHaJM3a HHPOPMALIUY Ha 03HAaKOMHUTEILHOTO, TIOMCKOBOTO,
MIOMCKOBOT0, aHAJIMTUYECKOTO; MHOCTPAHHOM SI3bIKE U CO3/IaHUS YCTHBIX | aHAJIUTUYECKOTrO;
2. ONBITOM aHAJIN3a UHPOPMAIIUN | U MTUCHMEHHBIX TEKCTOB Pa3HBIX THIIOB. OTIBITOM aHaIM3a HHPOPMALIUY Ha
Ha MHOCTPAHHOM SI3bIKE U MHOCTPAHHOM SI3bIKE U CO3JIaHHsI YCTHBIX
CO3JIaHHSI YCTHBIX M TUCHMEHHBIX Y TIMCEMEHHBIX TEKCTOB Pa3HBIX THIIOB.
TEKCTOB Pa3HBIX THUIIOB.
st 3x3ameHna
IInanupyemsbie Kpurtepuu oneHnBaHus pe3yJibTaTOB 00y4eHUsI
Jdran pe3yJbTaTbl 00y4eHust
(ypoBeHb) (mokazarenu 5 3 4 .
OCBOEHHSl |TOCTID)KECHUS 33/1aHHOTO
«HEY/I0BJIETBOPUTEILHO» | «Y/JA0BJIETBOPUTEIHLHO «XOpOLIOo» «OTJIMYHO»
KOMIETEHI[UN  YPOBHS OCBOCHMUSI

KOMIIETEHITHH)
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IlepBblii 3Tan | 3HaTh: ®parmeHTapHbIe Henosnubie Cdopmuposannbie, | ChopmupoBaHHBIC
(ypoBenb) | 1. cTpareruu 4TeHHUs | MPEACTABICHUS O MPEJICTABICHUS O HO COAEpKaIlue CUCTEMATUYECKHUE
TEKCTOB Ha CTpaTerusx YTeHUs CTpaTerusx YTCHUs OT/IeJIbHBIE MPEACTABICHUS O
MHOCTPAHHOM $I3bIKE: | TEKCTOB Ha HHOCTPAHHOM | TEKCTOB Ha pooebl CTpaTErusiX YTEHUs
03HAKOMMTEIIBHOTO, | SI3BIKE: WHOCTPAHHOM SI3BIKE: MIPEACTABICHUS O TEKCTOB Ha
IIPOCMOTPOBOTO, 03HaKOMMTEIILHOTO, 03HaKOMMTEIILHOTO, CTpaTerusiX YT€HUsl | UHOCTPaAaHHOM
MIOMCKOBOTO, IIPOCMOTPOBOTO, IIPOCMOTPOBOTO, TEKCTOB Ha SI3bIKE:
M3Y4aIOILEro; IIOMCKOBOTO, IIOMCKOBOTO, MHOCTPAaHHOM 03HaKOMMTEIBHOTO,
2. OCHOBBI M3YyYarollero; M3YyYarollero; SA3bIKE: IIPOCMOTPOBOTO,
pedepupoBanus, 06 ocHoBax 06 ocHoBax 03HaKOMHTEJILHOTO, | TOMCKOBOTO,
QHHOTUPOBAHUS U pedepupoBaHus, pedepupoBanus, IIPOCMOTPOBOTO, M3YyYarollero;
nepeBoja AHHOTHUPOBAHUS U AHHOTHUPOBAHHUS U IIOMCKOBOTO, O06 ocHoBax
JUTEpaTyphl 1o | rnepesoaa nepesoaa M3YyYarollero; pedepupoBanus,
npoQuITIo JUTEPATYPBHI TIO MPO(HITIO | TUTEPATYPHI 110 006 ocHOBax AHHOTUPOBAHUS U
MOATOTOBKH. MOATOTOBKH. po(UITI0 MOATOTOBKU. | pedepupoBaHusl, nepeBoaa
aHHOTHUPOBAHUSA U JUTEPATypHI 110
nepeBoja npopuIIo
JUTEPaTypHl MO MOJIFOTOBKH.
npouIIo
MOJIFOTOBKH.
Bropoii oram | YMeTs: ®parMmeHTapHbie yMeHUs | B nenom ycremuoe, Ho | B nenom CcdhopmupoBaHHoOe
(ypoBenb) | 1. HaxoIuTh HaXOJUTh HEOOXOIUMBbIE HE CUCTEMaTU4eCcKoe YCIELHOE, HO YMEHHE HaXOJIUTh
HE00XO0UMBIE TS U1 TPpOpUIIbHON YMEHHE HaXOJUTh coJieprkaniee HE00XO0AUMBIE JJIs
npoduIbHOM JeSITeIbHOCTH UCTOUHUKU | HEOOXOAUMBIE JUIs OTJIebHbBIE npodunpHOM
JESATEIIBHOCTH uH(bOpMAaIMY U U3BJIEKATh | MPOMUIBHOM npobesbl yMeHHe JESTENHOCTH
UCTOYHUKU 13 HUX HEOOXOAUMBbIE JeSITeIbHOCTH HaXOJUTh WUCTOYHUKU
UHpOpPMALIUU U CBEJICHHUS Ha HCTOYHUKH HEOOXoAUMBIE A1 | HHPOPMALIUU U
U3BJIEKATh U3 HUX WHOCTPAHHOM SI3BIKE; nHpopmanuu u npodunpHOM U3BJIEKATh U3 HUX
HE00X0IuMbIe BBIJICIISITh 3HAYUMYIO / U3BJIEKATh U3 HUX JeSTEIIBHOCTH HE00X0/UMBIE
CBECHUSI Ha 3anpamnmBaeMyro HEe00X0/IUMBbIe UCTOYHUKU CBEICHUSI Ha
UHOCTPAaHHOM $I3bIKe; | MHPOPMALMIO; COCTaBUTh | CBEIEHUS Ha uHpOpMaLIUU U MHOCTPAaHHOM
BBIJIETISATH MH(OPMALIMOHHBIA 0030p | HHOCTPAHHOM SI3BIKE; U3BJIEKATh U3 HUX SI3BIKE;
3HAYUMYIO / (ToKJ1a/1) HAa MTHOCTPAHHOM | BBLACNATH 3HAYMMY0 /| | HEOOXOIUMBIE BBIJIETIATh

19



3aIpalIMBaeMylo A3bIKE; UHTEPIPETUPOBATh | 3alpalliiBaEeMYIO CBE/ICHUS Ha 3HAYMMYIO /
UH(POPMALIHUIO; B yCTHOH (opme nH(pOpMAIIHIO; MHOCTPAaHHOM 3aIrpamrBaeMyro
2.COCTaBUTh coJiepKaHue MMCbMEHHOI0 | COCTaBUTh A3BIKE; UHpOpMaLHNIO;
UH(POPMALMOHHBIN TEKCTa; aHHOTUPOBATH U UH(POPMAIIMOHHBIH BBIJICNIATH COCTaBHTh
0030p (mokman) Ha | pedepupoBath 0030p (moximan) Ha 3HAYUMYIO / nH(pOpPMaITMOHHBII
MHOCTPAaHHOM SI3BIKE; | JINTEPATYPy MO NPOPIIII0 | HHOCTPAHHOM SI3BIKE; 3aIpaiuBaeMyro 0030p (okI1am) HA
UHTEPIPETUPOBATh B | IOJATOTOBKHU. UHTEPIPETHUPOBATh B UHOPMaLIHUIO; MHOCTPAaHHOM
YCTHOM bopme ycTHOI (hopme COCTaBHTH S3BIKE;
coJiepKaHue coJiepKaHue MHGOPMALIMOHHBIA | HHTEPIPETUPOBAThH
MMCbMEHHOTO TEKCTa; MUCbMEHHOTO TEKCTA; 0030p (mokian) Ha | B yCTHOM (hopme
aAHHOTHPOBATh u aHHOTHPOBATb U MHOCTPaHHOM cojiep>kaHue
pedepupoBaTh pedepupoBath SI3BIKE; MMUCbMEHHOTO
JUTEpaTypy o JUTEpaTypy Io MHTEPIPETHUPOBATh | TEKCTA;
npoduiro pOGUITIO TOJITOTOBKH. | B YCTHOHU (opme aHHOTHPOBAThH U
HOJTrOTOBKH. coJiepKaHue pedepupoBatb
MTUCHMEHHOTO JTUTEPaTypy 1o
TEKCTa, npopuIIo
aHHOTHPOBATH U MOJITOTOBKH.
pedepupoBatb
JUTEPATypy IO
npouIIo
MIOJITOTOBKH.
Tperuii otan | Braners: ®parMeHTapHoe BianeHue | B nenom ycremuoe, Ho | B nemnom Ycnemnoe u
(ypoBeHb) | . HaBBIKaMH ITOWICKA | HABBIKAMH ITOMCKA HE CHCTEeMaTH4eCKOe yCIIENIHOE, HO CHCTEMaTHYECKOe
HE0O0X0IMMOH HE00X0 MO PUMEHEHHE HaBBIKOB | cojiepikaliee pUMEHEHHE
UHPOpPMAIIUU HA nHpOpMaIMY Ha MOMCKA HEOOXOMUMOU | OTIENbHBIC HaBBIKOB TTOMCKA
MHOCTPAHHOM SI3bIKE | HHOCTPAHHOM SI3BIKE C uHpOpMaIUY Ha pooebl HEo0XouMon
C HCITOJIb30BaHHEM WCTIOJIh30BaHUEM WHOCTPAHHOM SI3BIKE C | IPUMEHEHHE uHpOpMAIUY Ha
OCHOBHBIX BHJIOB OCHOBHBIX BHJIOB UCTOJIb30BaHUEM HaBBIKOB TIOMCKA MHOCTPAaHHOM
YTCHUS: YTEHUS: IPOCMOTPOBOTO, | OCHOBHBIX BHIOB HEOO0X0IMMON SI3BIKE C
IPOCMOTPOBOTO, 03HAKOMUTEIBHOTO, YTEHUS: uHpopMaLUU Ha UCTOJIb30BaHUEM
03HAKOMHUTEIILHOTO, | TIOUCKOBOTO, MIPOCMOTPOBOTO, WHOCTPaHHOM OCHOBHBIX BHJIOB
HOKUCKOBOTO, AHAJIMTUYECKOT'O; 03HAKOMUTEIBHOTO, A3BIKE C YTEHUS:
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AHAITUTHYECKOTO;
2. ONBITOM aHaau3a
uHpopmanuu Ha

HHOCTPAaHHOM SA3BIKC
H CO3aaHUuA YCTHBIX H
INHUCBbMCHHBIX TCKCTOB
Pa3HbIX THIIOB.

OIIBITOM aHaNIN3a
uHpOpMaIUy Ha
MHOCTPAHHOM SI3BIKE U
CO3JIaHMsl YCTHBIX U
MUCbMEHHBIX TEKCTOB
pa3HBIX TUIIOB

MIOUCKOBOTO,
AHAJTUTHYECKOTO;
OIIbITa aHAIN3a
uHpOpMaIUy Ha
MHOCTPAHHOM SI3BIKE U
CO3JIaHMsl YCTHBIX U
MUCbMEHHBIX TEKCTOB
pa3HBIX TUIIOB

UCTIOJIb30BaHUEM
OCHOBHBIX BHUJIOB
YTCHUS:
IPOCMOTPOBOTO,
03HAKOMUTEIILHOTO,
MIOUCKOBOTO,
AHAJTMTUYECKOTO;
OTIBITA aHAIIN3A
uHpopMmaIuu Ha
WHOCTPAaHHOM
SI3BIKE M CO3/IaHUS
YCTHBIX U
MUCHMEHHBIX
TEKCTOB Pa3HBIX
THUTIOB

IPOCMOTPOBOTO,
03HAKOMUTEIHHOTO,
MIOUCKOBOTO,
AHAJIMTUYECKOTO;
OIIBITa aHAJIN3a
uHpopMaun Ha
UHOCTPaHHOM
SI3BIKE M CO3TaHUS
YCTHBIX U
MUCHMEHHBIX
TEKCTOB Pa3HbIX
THUTIOB
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[TokazaTenu chopMUPOBAHHOCTH KOMITETEHIINH:

KputepussmMu onieHUBaHUS SIBISIOTCS OAJUTbl, KOTOPHIE BBICTABIISIOTCS IMPETOgaBaTelieM 3a
BHJIBI JICSITEIILHOCTH (OIICHOYHBIE CpEACTBA) IO HWTOraM HM3yYeHHs MoAayler (pasmeioB
JUCIUTITUHBI).

IIxanel OLIEHUBAHUA:

oT 45 110 59 6amI0B — «yIOBJIETBOPUTEIHHOY;

oT 60 10 79 6aTOB — «XOPOIIOY;

ot 80 6amIoB — KOTIMYHOY.

4.2 TunoBble KOHTPOJIbHbIE 32/1aHUSI WJIN HHbIE MATEPUATbI, HEO0XOIUMBbIE /1JIsl OLeHKHU
3HAHUI, YMEHHN i, HABBIKOB M ONBITA /IeSITeIbHOCTH, XapPAKTEePU3YIOLIHX ITANbI
(opMupoBaHus KOMIEeTEeHIN B poLiecce 0CBOeHHs 00pa30BaTeIbLHOM NPOrPaMMBbl.
MeTtoauyeckue MaTepuaJbl, ONpeaesiioluye npoueIypbl OLeHNBAHUS 3HAHUIA,
YMeHHUii, HABBIKOB H ONBITA J1eSITeJIbHOCTH, XaPAKTEPU3YIOIINX 3TANbI
¢dopMupoBanusi KOMIEeTEHIM I

DTarsl Pesynbrarer 00yueHus Komnerenmnus OrieHo4yHOE
OCBOCHUS CPEACTBO
1-i1 oTan 3HaTh: OK-4 KOHTPOJIbHBIE
3HaHuA 1. OCHOBHYIO TEPMUHOJIOTHIO IO BOIIPOCHI Ha
MPOUITI0 MOATOTOBKH HA HHOCTPAHHOM 3K3aMeH
SI3BIKE; MIPAKTUIECKOE
2. OCHOBBI IEPEBO/A; JIEKCUYECKHE U 3aaHue

rpaMMaTHYECKHE CTIOCOOBI
nepedpa3upoBaHus U aJanTaliH TEKCTa
IIPH NIEPEBOIe C MHOCTPAHHOTO SI3bIKA HA

PYCCKHUH.

3HaTh: K7 KOHTPOJIbHBIE

1. crpareruu yTeHUs TEKCTOB Ha BOIIPOCHI Ha
WHOCTPAHHOM SI3bIKE: 03HAKOMHUTENBHOTO, JK3aMeH
IIPOCMOTPOBOI'0, IOUCKOBOTO, MIPAKTHUECKOE
H3yYarollero; 3aJaHue

2. OCHOBBI peeprpoBaHus,
AHHOTUPOBAHUS U MIEPEBOA
JIUTEPATYPHI 10 NPOGUITIO HOATOTOBKH.

2-i1 aTan YMmeTs: OK-4 KOHTPOJIbHAS

Ymenus 1. IpaBUIILHO UCTIOB30BATH OCHOBHYIO paborta,
TEPMUHOJIOTHIO TI0 TIPOMIUITIO TTOJTOTOBKH. NPaKTUIECKOe
2. TIOHMMATh W TIEPEBOJMTH HA PYCCKUIi 3aJaHue, TecT

A3BIK  COACPIKAHUEC TCKCTOB IIO HpO(bI/IJ'IIO
IMOATOTOBKHU HA HHOCTPAHHOM SA3BIKE;

YmMmeTs: oK 7 pedepupoBanue,
1. HaXOaUTHh HEOOXOMUMBIE JUIS MIPAKTHYECKOE
MPOPUIBLHON JIESTETPHOCTH HCTOYHHKH 3aJjaHue, TECT

nHGOPMALIMH U U3BJIEKATh U3 HUX
HEOOXOIMMBIE CBEICHUS HA HHOCTPaHHOM
SI3BIKE;

BBIJICIISITH 3HAYMMYIO / 3alpaninBacMyro
nHOpMaILHIO;

2. CcOCTaBUTh WH(OPMAIMOHHEIN 0030p
(mokmam) HAa  WHOCTPAHHOM  SI3BIKE;
WHTEPIPETUPOBaTh B  yCTHOH  Qopme
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coJiep>KaHue MUCHMEHHOTO TEKCTa;
AHHOTHUPOBAaTh u pedepupoBath
JUTEPATYpy MO NPOQUITIO MOATOTOBKH.
3-i1 oTan Brnanerts: OK-4 YCTHBIE
Brnanenus 1. HaBBIKAMH YCTHOTO M TUCbMEHHOTO BBICTYIUICHUS,
(HaBbIKH / TepeBoIa TEKCTOB 110 TPODHITIO COOOTIICHMS
OTIBIT MOJTOTOBKU C MHOCTPAHHOTO SI3bIKA Ha NPaKTHIECKOe
NESITEIBHOCTH | PYCCKHIA SI3BIK. 3aJaHue
)
Bragers: K 7 YCTHBIE
1. HaBBIKAMM TIOMCKa HEOOXOIUMOMN BBICTYIUICHUS,
nH(pOpMAITUH Ha HHOCTPAHHOM SI3BIKE C COOOTIICHMS
WCTIOJIb30BaHHEM OCHOBHBIX BHJIOB MPAKTUIECKOE
YTEHUS: IPOCMOTPOBOTO, 3aJaHue

03HAKOMUTEIBHOTO, TOMCKOBOTO,
AHAJIMTUIECKOTO;

2. OTBITOM aHaJN3a HH(POPMALIUH Ha
WHOCTPAHHOM SI3bIKE U CO3/1aHHUS YCTHBIX U
MUCbMEHHBIX TEKCTOB Pa3HbIX THIIOB,;

3K3aMeHaHI/IOHHbIe OMJIeThI

CtpyKTypa 3K3aMEHAIlMOHHOTO OMIIeTa:
DK3aMEHAIIMOHHBINA OMJIET COACPIKUT 2 BOIIpOCa.

BOHpOCLI JJIs1 OK3aMCHa.

CoNoak~wNE

Layout of a business letter
The envelope address
Memo.

Enquiries.

Replies to inquiries.
Offers.

Orders

CVv

Hints for writing CV

. Resume

. Covering letters

. Personal correspondence

. The basics of formal and informal correspondence
. Writing styles

. Letters of recommendation

. Writing Address

. Writing Date

. Salutation and greeting

. TLAS (three letter acronisms)

. Formal Personal Letters and Emails
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O06pas3elr SK3aMEHAIIMOHHOTO OWIIeTa:

Hanpasnenue noarotoBku

38.03.01 «DxoHOMUKa»

Wuctutyt 3x0oHOMUKH, (puHaHCOB 1 On3Heca  [lpoduns «MHBecTHpOBaHUE)

Kadenpa nHocTpaHHBIX S3bIKOB JUIs HucuuruinHa «JlenoBas KOppecloHAeHINS
npoecCHOHATbHON KOMMYHHUKAIIUN Ha MHOCTPAHHOM SI3BIKE»

bamkupcknii rocyjapCTBEHHbII YHUBEPCUTET

Dk3aMeHanMOHHbIN Omiier No 1

1. IlpounTaiite 1 YCTHO NEPEBEIUTE TEKCT HA HHOCTPAHHOM s3bike. O0BbeM TexcTta 1000 meu.
3HaKoB. Vcronp30BaHue cioBaps He nomnyckaerca. Bpems Ha moarotosky 20 munyt. KpaTtko
nepeaanTe cojaep:kaHue TeKCTa Ha MHOCTPAHHOM SI3bIKE (5-7 MpeioxKeHni).

2. CocTaBbTe KPaTKOE CB3HOE MOHOJIOTHUECKOE BBICKA3bIBAHUE HA MHOCTPAHHOM SI3BIKE TIO
npenoxkeHHoi teme (3-5 npemnoxenuii). bynbre roToBBI OAAEPKATH Oeceay C MpenoiaBaTeieM
[0 TeMaM, U3Y4YeHHBIM B T€UEHHUE BCero Kypca. Mcnonp3oBanue cioBaps He aornyckaercs. Bpems
Ha TOJTOTOBKY — 1,5 MUHYTHL.

3aB.xadeapoit ¢ ipeir=" Ty6uk C.B.

[TepeBon onenku u3 100-6amibHOM B 4eThIpeX0aIbHYIO TPOU3BOJUTCS CIEAYIOIINM 00pa3oM:
- omuyHO — oT 80 10 110 6amnoB (Bkitoyast 10 MOOMPUTENBEHBIX OAIIIIOB);
- xopouio — ot 60 10 79 6aioB;
- YIOBJIETBOPUTETHHO — OT 45 10 59 6annos;
- HEYy/IOBJIETBOPUTENILHO — MeHee 45 0aoB.

Kputepun onenkn (B 0aj1ax):

- 25-30 6aJ1J10B BBICTABIISICTCS CTYIEHTY, €CIIM CTYJSHT JaJl TIOJHBIE, pa3BepHYThIC OTBETHI HA
BCE TEOPETHYECKHE BOMPOCHl Owmiera, MPOJEMOHCTPUPOBAI 3HaHUE (PYHKLUMOHAIBHBIX
BO3MOKHOCTEH, TEPMUHOJIOTHH, OCHOBHBIX DJIEMEHTOB, YMEHHE MPUMEHSATh TEOPETUICCKHUE 3HAHUS
IpU BBIOJHEHUM TNpakTU4Yeckux 3anaHuil. CryaeHT Oe3 3aTpylHEHUIl OTBETWI Ha Bce
JOTIOJTHUTEIIbHBIE  BOMPOCHL.  [IpakThueckass dYacTh pabOTHl BBINIOJIHEHA IOJHOCTBIO  0e3
HETOYHOCTEN U OINOOK;

- 17-24 6an110B BBICTABISETCS CTYJCHTY, €CIIH CTYJCHT PAaCKphlI B OCHOBHOM TEOPETUYECKHE
BOIMPOCHI, O/IHAKO JIOMYIIEHbl HETOYHOCTH B OIPEEeNIEHUH OCHOBHBIX NoHATHH. [Ipu oTBere Ha
JOTIOJTHUTEIIBHBIE BOTIPOCHI JIOMYIIEHB HEOOIbIINE HETOYHOCTH. [Ipy BBHIIOJHEHNU MPAKTHYECKON
94acTH pabOTHI IOMYIIEHbI HECYIIECTBEHHBIE OIINOKY;

- 10-16 0GamroB BBICTABISACTCS CTYACHTY, €CIM TPU OTBETE HAa TEOPETHUYECKHE BOIPOCHI
CTYZIGHTOM JONYIIEHO HECKOJIbKO CYIIECTBEHHBIX OIIMOOK B TOJKOBAaHUM OCHOBHBIX IOHSTHH.
Jlornka ¥W TIOJHOTAa OTBETa CTPAJAIOT 3aMETHBIMH H3bsIHAMH. 3aMETHBI MPOOeThl B 3HAHHUU
OCHOBHBIX METO/IOB. TeopeTnyeckre BONPOCH B IIEJIOM H3JI0KEHBI JOCTATOYHO, HO C MPOMYCKaMHU
MaTepuana. MMerTcs NpHHIMIHAIbHBIE OIMHOKH B JIOTHKE MOCTPOSHHS OTBETa Ha BOIPOC.
CTyneHT He pemni 3aJa4y WiK P PelIeHUH JONYIIEHbI rpyOble OINOKHY;

- 1-10 0anjgoB BBICTABISIETCS CTYIEHTY, €CIM OTBET HAa TEOPETHYECKHE BOIPOCHI
CBHJIETEJILCTBYET O HEMOHMMAaHUM U KpaiiHe HEMOJHOM 3HAaHUM OCHOBHBIX TNOHSITUH M METOJIOB.
OOHapyXnBaeTCsl OTCYTCTBHE HABBIKOB NPHUMEHEHHSI TEOPETHYECKUX 3HAHWW TIPU BBITIOJHEHUHU
MpaKTUYeCKHX 3a7aHuil. CTy/IeHT HEe CMOT OTBETUTh HU Ha OJIMH JIOTIOJHUTENbHBINA BOIIPOC.
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KoHTposbHbBIE BONPOCHI 1JIsl CAMOCTOATEILHONH PadoThI

HazoBuTe OCHOBHBIC YaCTH JIIIOBOTO MHChMa
Kakwue oOpanieHus J0myCTUMBI B IEJIOBOM ITUCHME
Kak crnemgyer moanuceiBaTh JeI0BOE MUCHMO
[TpuBeTCTBHE U TPOIIAHKE B JICTIOBOM ITHUCHME
Odopmrenne agpeca B ASIOBOM MTHUCEME

UYrto Takoe memo?

[TuceMo — 3ampoc U ero OCHOBHOE Ha3HAYCHHE
CocraBbTe MUCHMO — 3aMPOC

CocTaBbTe OTBET Ha MUCHMO — 3aMPOC

10. ITuceMo — npeIoxKeHne

11. CocTtaBbTe MUCHMO — IPEITIOKEHHE

12. CocTaBbTe CBOE pe3tomMe

COoNoR~LNE

Kpurepun oueHuBanmsi:

Kpurtepun oueHuBanus Ouenka

3amaHue BBIIOIHEHO: IIE)Ih BEITTOIHCHHUS 3aJaHus YCII€MIHO JOCTUTHYTA, 3a4TCHO
OCHOBHBIC IMOHATHUA ONIPEACIICHBI, pa60Ta BBINOJHEHA B MIOJTHOM 00BEME.

3aﬂaHI/Ie HC BBIIIOJHCHO, LICJIb BBIITIOJHCHUA 3aJaHnd HE JOCTUTHYTA. HEC 3a4TCHO

3agaHusA 1J151 KOHTPOJIbHOM PadoThI

ITpumep BapraHTa KOHTPOJILHOW PabOTHI:

1. Here are the main messages of four letters. Choose the correct beginning and ending
from sentences (a) — (h) and then add “Yours faithfully/sincerely” or “Best wishes”.

a) | hope that this information will help you.

b) If there is any further information you require, please contact us.

¢) Thank you for your inquiry of 5 November.

d) Thank you for your letter of 15 March.

e) Thank you for your telephone call today.

f) We are a large chain store in North America and are interested in importing your products from
England.

g) We hope to receive confirmation of your reservation soon.

h) We look forward to receiving your prospectuses.

Dear Sirs

1

Could you send us your latest catalogue and price-list quoting your most competitive prices? If the
quality and prices of your products are suitable we shall probably place large orders with you.

2

L. Crane
L. Crane (Ms)
Chief Buyer
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Dear Mr Williams

3

We have enclosed our winter catalogue and price-list giving details of our prices, discounts and
delivery dates. As you are probably aware, all our products are fully guaranteed and backed by our
world-wide reputation.

4

Jan v Oos

Jan Van Oos

Sales Department

Dear Jane

5

I’m sorry that [ was not in the office when you rang, but here is the information that you wanted.
We no longer manufacture pure cotton shirts. All our garments are now poly-cotton, which is
stronger, needs little ironing and allows variations in patterns. But still you can find pure cotton
clothes if you contact Grace Fashion Ltd. at 618 West and Vine Street, Chicago, Illinois.

6

Kate

Dear Mr Groom

7

As requested we enclose a copy of our brochure in which you will find all the necessary details
required. We presently have one double and three single rooms available from Monday 13 to Friday
17 May inclusive. However as we are now entering the busy season, we recommend that you make
your reservation without delay.

8

J Smart

J. Smart

Manager

2. Underline the correct word in italics.

1 My brother is a plumber. He’s autonomous / self-employed.

2 The people who own a private company might include the founder of the company,
some family members, and perhaps a few business associates / companions.

3 Inapublic company anybody can buy the actions / shares.

4 Our railways were recently privatized. | think the service was better before, when they
were a public company / state-owned enterprise.

5  All recruitment and selection is done by our Human Relations / Human Resources
Department.

6 Innovation is the key to our success and we have recently expanded the Research and
Design / Research and Development Department.

7 It’s the CEO’s job to control / run the company.

8  Our Business Development Officer is responsible for / the responsible for finding new
business opportunities.

9 The Sales Department has to liaise / liaison closely with Marketing.

10 I am the Financial Controller, and I relate directly / report directly to the Finance
Director.
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3. It is common for people to receive memos that are not especially relevant to them. When
writing a memo, therefore, it is important to start with a sentence that makes the purpose clear.
Look at the following reasons for writing memos.

1 Give instructions or directives (e.g. to follow new policy / regulations)
2 Remind people about deadlines or dates

3 Respond to an enquiry

4 Give asummary of a trip or meeting

Match the reasons 1-4 above with the purpose statements A - D.

A This memo responds to your request to research ethical investment funds
B This memo presents an overview of the visit to Jordan, 14-18 May.

C This is to inform you of changes in procedures for submitting budgets.

D Quarterly financial reports are due by 15 March.

4. Complete this memo by putting the verb in brackets into the present perfect active (has done)
or present perfect passive (has been done).

This memo (1) (write) at the request of the Senior Quality Inspector. Regular checks over the

last few weeks (2) _ (show) that defects (3) __ (reach) an unacceptable level of three per thousand

pieces. It seems that this (4)___ (cause) by incorrect set-up of the machine tools.

The operators involved (5) __ (now/ told) that they must take greater care when preparing their

tools for the manufacturing process.

Some operators (6)___ (ask) us if they can have more time to set up their machines, and we (7)
(agree).They now have 30 minutes instead of 20. You will see that some minor

changes (8)___ (make) to the Defect Report Form to allow us to identify the problems more

rapidly.

5. Translate from Russian into English.

1) Mponaeen u [Tokynarens 3aKI0YHIA HACTOSIIIMHA KOHTPAKT O HHKECICIYIOLIEM. ..

2) [ponaser npozan u [TokynaTenb Kymu...

3) Copra ToBapa, 11eHa ¥ KOJIHYECTBO YKa3aHbl HUKE.

4) CpoK MOCTaBKHU: IBYMsI-TPEMsl MapTHSIMH B TEYCHHE BTOPOTro M Tpethero kBapranoB 2013 r.,
HauMHas co BTOPOIl MOJIOBUHBI Masl.

5) llena ToBapa MOHUMAETCS 3a TOHHY, BKJIIOYas YIIaKOBKY; MIOCTaBKa Ha yCIOBHUIX (0O U3 OJHOTO
U3 POCCUHCKUX MOPTOB 10 BeIOOPY [Ipoaasua.

6) OrutaTa MOJHOM CTOMMOCTH TOBapa npousBoauTcs B poiutapax CIIIA.

7)B cirydae JieBaJIbBAIIH JoJutapa CIIIA o0e CTOPOHBI HUMEIOT
IIPaBO MOBTOPHO OOCYAMTH IIEHY Ha TOBAp.
8) be30T3bIBHBIN " MOJITBEPKICHHBIN aKKpEeIUTHB OTKPBIBAETCS

Ha TOJIHYI0 CTOUMOCTh TOBapa.
9) AKKpeIUTUB OTKPBIBACTCSI B TEUCHUE S5 HHEW mocie monyueHus [lokymarenemM yBeIOMIICHUS
[IponaBiia 0 rOTOBHOCTH TOBapa K OTTPY3Ke.

10) AkkpenuTHB neiicTBUTENeH B TeueHue 90 qHel, ¢ mpaBoM

nposieHus 1o Tpedosanuto [Ipoaasia.
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KpnTepnu OICHKH BBINMOJHCHUA MUCbMEHHBIX KOHTPOJbHBIX paﬁoT

Kpurepun onennBanus KosmmuecTBo
0aJliI0B

PabGora BbIIoOJIHEHA B MOJHOM 00beMe 0€3 OIMMOOK M HEAOYETOB HIIH 9-10
nMeer He Oosee omHOoro Hemodera.Ha Bce BOIpOCH JaHBI ConepKaTeIbHBIC
oTBeThl. VCronb30BaH MIMPOKUM JHMANA30H COOTBETCTBYIOLIEH T'PAMMATHKU U
AKTHUBHOTO CJIOBaps, JOMYCKAIOTCS HEKOTOPhIe HE3HAYUTEIbHBIC OIITHMOKH.
OTBET XOpOIIO CTPYKTYPUPOBAH C COOTBETCTBYIONIUMHU CBS3YIOIUMU (hpazaMu
u ab3aramu.

PaGoTa BEIIIOJHEHA MOJHOCTBIO, HO B HEW HMeeTcs He Oonee 2-3 7-8
HerpyObIX OmuMOOK WK HeoueToB.Ha Bce BOIIPOCH! 1aHbI MPaBUIIBHBIC OTBETHI,
HO HMECIOTCS HeOonbimue HeAaodeTbl. OTBeThl 0O(OPMIICHBI HE BIIOJHE
aKKypaTHO, HO 3TO HE MeNIaeT MOHWUMaHWi0. VICIoMb30BaH ONpeaeleHHBIN
JMara3oH  COOTBETCTBYIOIICH  TIpaMMaTHKA M aKTUBHOTO  CJIOBaps,
HCIOJIb3YEMBIX C HECKOJIBKUMH CePhE3HBIMH OIMOKaMU. B OCHOBHOM OTBETHI
XOPOIIO CTPYKTYPHUPOBAHBI C COOTBETCTBYIOIIUMHE CBS3YIONIMMHU (pa3aMu.

HpaBI/IHBHO BBIINMOJIHCHO HE MCHECC ITIOJIOBUHBI pa6OTLI. Ha Bce BOIIPOCHI 5-6
AaHbl YIOBJICTBOPUTCIIBHBIC OTBCTBI, HO MMCIOTCA OIPCACIICHHBIC HCAOYCThHI.
Hcnonb3oBan Ol"paHI/I‘{CHHHﬁ AUalia3od rpaMMaTHKH W aKTHBHOI'O CJIOBaps,
HCIIOJIB3YEMOI'0 C HCKOTOPBIMHU OHII/I6KaMI/I, HO 3TO HC MCIIACT ITIOHUMAHUIO.
OTBeTHI HEAOCTATOYHO apryMCHTHPOBAHLI U CTPYKTYPHUPOBAHEI C
HCIIOJIb30BAHUEM OI'PAHUYCHHOT'O KOJIMYCCTBA CBA3YIOUIUX 3JICMCHTOB.

Ha Bce BOIIPOCHI JaHbl OTBETHI, HO UMCKOTCA CYIICCTBCHHBIC OIIIMOKHU B 3-4
HCIIOJIb30OBAHHUU TI'PaMMAaTUKM W AKTUBHOI'O0 CJIOBapsd, HO 3TO HE MCHIACT
moHuMaHui. OTBETHI CTPYKTYPHUPOBAHBI HEAOCTATOYHO YCTKO. I/ICHOHBL’.yeTCH
OI‘paHI/I‘IGHHI)II\/JI AWaria3oH rpaMMaTHKU U CJIOBApA € 4aCThIMU omuOKaMH.

[IpaBuibHO BbIMoNHEHO He Oonee 20 % Bcex 3amanuid. [IpaBunbHbBIE 2-3
OTBETHl JaHbl HE Ha BCE BOIPOCHI, NMPHUUYEM HMMEIOTCS TpyOble OIIMOKU B
rpaMMaTHYE€CKOM M JIEKCHUECKOM O0(OpPMIIEHUH BbICKa3bIBaHUM. OTBETHI IJI0XO
CTPYKTYPUPOBAHBI.

[TpaBunbsHO BhITIONTHEHO HE O0see 10 % Bcex 3amanuii. JlaHbl OTBETHI Ha 1
OTJIeNbHBIE BOMPOCHL. JIOMyIIeHbl 3HAYUTENbHbIE OIIMOKKM B TpaMMaTHKE W
nekcuke. TeKCT oTBeTa He CTPYKTYPHPOBAH.

OTBeThl HEBEPHBIE WIIK OTCYTCTBYIOT. 0

TecToBbIC 3a1aHNA
[Tpumep 3amaHuit 1)1 TECTOBOTO KOHTPOJIS YPOBHS YCBOCHHUSI YI€OHOTO MaTeprasa

1 Experts recommend that letters should use short sentences.

More than ..... words in a sentence reduces clarity.
a) 10 b) 15 c) 25

2 Whenever possible, letters should fit on to ..... side(s) of a standard
sheet of paper.

a)3 b) 2 c)l
3 Itis not a good idea to include: colloquial expressions, ..... or jargon.
a) contractions b) grammar C) punctuation
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4 If you start the letter with a contact name (e.g. Dear Ms Wells), then
the closing expression used is Yours sincerely. If you do not use a contact
name (e.g. Dear Sir or Madam) the letter ends with:

a) Yours truly b) Kind regards c) Yours faithfully

5  The address of the recipient is

a) included in full on the left-hand side above the text
b) placed on the left at the bottom of the letter

c) not included in the letter

6  Everything apart from the letterhead is
a) centred b) right justified c) left justified

7  The date and any reference are shown
a) at the bottom of the letter b) at the top of the letter
c) on the postmark (mo4ToBbIi MITEMIIE)

8  The recipient, Mr Raj Anwar, will be addressed as
a) Dear Raj b) Dear Sir c) Dear Mr Anwar

9 The text of letter will begin
a) Greatnews! b) You gotthe job c) We are pleased to inform you that

10 The letter ends with
a) Yours faithfully b) Yours sincerely  c¢) With best wishes

Onucanue METOAMKH OCHUBAHUA ITPU TECTOBOM KOHTPOJIE:

Ha ouenky creneHu cpOpMHUPOBAHHOCTH 3HAHMEBOH KOMIIOHEHThl KOMIIETEHLUH MpU
pPYOE)KHOM KOHTpOJIE OTBOAUTCS He MeHee 10 BompocoB Tecta. UnCIIO MpaBHIBHBIX OTBETOB TECTa
oT 45 10 59% cooTBeTCTBYeT HayaJbHOMY (IIOPOTOBOMY) YPOBHIO OBJaJI€HHUS KOMIIETCHIIUEH, OT
60 no 80 % - 6azoBomy ypoBHIO, oT &1 mo 100 % - moBBIIEHHOMY (IIPOJBUHYTOMY) YPOBHIO
c(OPMHPOBAHHOCTH KOMIIETEHLINH.

Kpurepun onenkn:

[TporeHT MpaBUIIBHBIX KomnnuectBo 6amios
OTBCTOB

95 - 100 %
85- 94 %
75 - 84%
65 - 74%
55 - 64%
45 — 54%
Menee 45%

0

OO, |N(00|O|

[TporieHT MpaBHIBLHBIX OTBETOB KomnyectBo 0ayuioB
80-100 % OTJINYHO
60-79% XOpOIIO
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50-59%

yIIOBJIETBOPUTEIHHO

meree 50%

HEYAOBJICTBOPUTEIBHO

IIpumep 3axaHus AJ151 KOHTPOJISA YCTHOM peur (YCTHBIA OTBET):

Temsbl s YCTHOI'0 OTBETA:

1. TloaroroBbTe cOOOIIEHNE HA TEMY: OCOOCHHOCTH AETOBOH nepenucku B Poccun
2. CpaBHuTE 0COOEHHOCTH /1€710BOi nepenucku B Poccun u B O0beTMHEHHOM KOPOJIEBCTBE

nnu B CILIA.

3. KakoBbl 0COOEHHOCTH HamMCaHUs PE3OME B pa3HBIX CTpaHax (MOXXHO BBIOPATH JIOOYIO

CTpaHy /WU TIPOBECTH cpaBHEHUE ¢ Poccueit)

Kpurepun oueHuBaHus YCTHOM pedH (YCTHOTO 0TBeTAa)

Kpurepun

0aJ1IbI

CBo0o/iHOE Ba/IeHHE N3y4YEeHHBIM MAaTEePUaIoM B MPEII0KEHHOM
cutyauuu. ConepkaHue BbICKa3bIBaHUsI COOTBETCTBYET CUTYaLlUH
obmienus. PeyeBast akTHBHOCTB CTYZIEHTa OUY€Hb BBICOKAS, OTBET
OTJIMYAETCS JIOTHYHOCTHIO, CBA3HOCTBIO, TIOJTHOTOMH,
II0CJIEI0BATENBHOCTBIO U 0€rnocThio. BrickasbiBaHue
MOJUTEMAaTUYECKOr0 XapakTepa, XOpOoIIo apryMEHTHPOBAHO, BEIpAXKaeT
CBOIO TOYKY 3peHus. Temn peun BbicOkUi. OTCyTCTBHE OIIMOOK
S3BIKOBOIO XapakTepa.

JlocTaTouHOE BIIaJJICHUE U3y4YEHHBIM MaTEepUaAJIOM B
npenaoxkeHHon cutyaunu. CopeprkaHue BHICKAa3bIBaHUS B LIEJIIOM
COOTBETCTBYET CUTYaLlMU OOIIEHHs, OTIMYACTCS JOCTATOUHOM
CBSI3HOCTBIO, IIOJIHOTOHN U OETJIOCTBIO, XOPOILIO apTyMEHTHPOBAHO,
BbIpa)kaeTcsi coOCTBeHHOe MHeHue. Peub pa3HooOpa3Ha, nonmyckaercs 3-4
SI3BIKOBBIE OLTMOKH, HCIIPABIIIEMbIE HA OCHOBE CAMOKOPPEKIINH.

ITosHOE BOCIIpOM3BENEHNE 3ayYE€HHOM TeMbI. Peub ympoiieHHas.
[Tonnmanue s3bika orpaHudeHo. OTBET COJEPKUT 3HAYUTEIBbHOE
KOJINYECTBO JICKCUUECKUX/TPaMMaTHUECKUX/(DOHETHUECKUX OIINOOK,
3HAYUTEJIHO BIMSIOMIMX HA aJIeKBaTHOCTh O(OPMIICHUSI PEUH.

KoMMyHMKaTHBHAas 3a7a4a pelIacTcsl Ha ypOBHE HETIOIHOIO
BOCIIPOU3BCACHUA I10 MMaMATHU 3ayquH0171 TEMBI. OTCyTCTByeT IIOHUMAaHUuE
U peakius Ha noHuMaHue. HeagekBaTHoe opopMIleHHE YCTHBIX
BbICKa3bIBaHUM. OTBET CONEPIKUT OOJIBIIOE KOJINYECTBO OIIHOOK.

OTCYTCTBI/IC OTBCTA HUJIK OTKa3 OT HETO.

[HEN

IIpuMepsl NpaKTHYECKHUX 32 JaHUH

Umenue u nepeeoo mexcma Ha UHOCMPAHHOM A3bIKe N0 meme mooyna (00vem 2000 3nakos).

Layout of a business letter

The layout of business letters is more or less common in all countries. There are eight parts in a letter:

1. the letterhead

2. the return address;

3. the date;

4. theinside address (i.e., the recipient's name and address);
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the opening salutation;
the body of the letter;
the closing salutation;
the signature.

o~ o o

Letterhead refers to the name and address of an organization as it is printed at the top of their official
writing paper.

Sender's (return) address. The return address includes the writer's street address, city, state, and ZIP
code. This information is typed immediately above the date of the letter in block style, single space (See
Sample 1).

In correspondence that does not have a LETTERHEAD, the sender's address is placed in the top left-hand corner
of the page in place of the printed letterhead.

The date is written directly below the sender's address, separated from it by a space. The month in the date
should not be written in figures as this can be confusing; for example 11.3.03 means 11 March 2003 in British
English, where the sequence is day-month-year, but 3 November 2003 in American English, where the
sequence is month-day-year.

Inside address  The complete name and address of the intended recipient is called the INSIDE ADDRESS.
The inside address is written below the sender's address on the left-hand side of the page.

Order of inside address After the name of the person and / or company receiving the letter, the
recommended order and style of addresses in the UK is as follows:

1 The addressee’s name Mr A. J. Fisher

2 The name of the firm Industrial House Ltd.
3 Number of building and name of a road, avenue, etc. | 34-41 Craig Road

4 Name of town or city and postcode Bolton BL4 8TF

5 Name of country UK

Surname known  If you know the name of the person you are writing to, write it as the first line of the address.
Include either the person's initial/s or his or her first given name, e.g. Mr J. E. Smith or Mr John Smith, not Mr
Smith.

COURTESY TITLES used in addresses are as follows:

Mr ( /'mista/) is the usual courtesy title for a man. The unabbreviated form Mister
should not be used.

Mrs ( /'misiz/, no unabbreviated | is used for a married woman.

form)

Miss (/'mis/, not an abbreviation) | is used for an unmarried woman.

Ms (/miz/ or /mas/, no is used for both married and unmarried women. It is advisable to use this

unabbreviated form) form of address when you are unsure whether the woman you are writing
to is married or not, or do not know which title she prefers

Messrs (/'mesaz/, abbreviation is rather old-fashioned and usually forms part of the name of a company,

for French 'Messieurs', which is | e.g. Messrs Collier, Clark & Co.
never used)

If you do not know the name of the person you are writing to, but know their job title, you can use that, e.g.
The Sales Manager, in the inside address. Alternatively, you can address your letter to a particular
department of the company, e.g. The Sales Department. Finally, if you know nothing about the company
and do not know which person or department your letter should go to, you can simply address the letter to
the company itself. e.g. Compuvision Ltd.

Attention line is used when a letter is addressed to a company but directed to a specific individual or
department for processing. The attention line, part of the inside address, is typed at the left a double space
below the inside address and a double space before the salutation.

Salutation  Dear Sir opens a letter written to a man whose name you do not know. Dear Sirs is used to
address a company. (In American English a letter to a company usually opens with Gentlemen.) Dear
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Madam is used to address a woman, whether single or married, whose name you do not know. Dear Sir or
Madam is used to address a person when you do not know their name or sex.

When you know the name of the person you are writing to, but do not know them well, the salutation takes
the form of Dear followed by a courtesy title and the person’s surname. Business associates who you know
well can be addressed using just their first name, e.g. Dear John.

Body of the letter The BLOCKED STYLE is the most widely used for the body of the letter, i.e. each line
starts directly below the one above. It is usual to leave a line space between paragraphs.

Complimentary close If the letter begins Dear Sir, Dear Sirs, Dear Madam, or Dear Sir or Madam, the
COMPLIMENTARY CLOSE should be Yours faithfully. If the letter begins with a personal name, e.g. Dear Mr
James, it should be Yours sincerely. A letter to someone you know well may close with the more informal Best
wishes. Note that Americans tend to close even formal letters with Yours truly or Truly yours, which is
unusual in the UK in commercial correspondence.

Signature Always type your name and, if relevant, your job title, below your handwritten signature. Even
though you may think your handwriting is easy to read, some letters can easily be confused. If you include
neither your given name nor your title, your correspondent will not be able to identify your sex and may give
you the wrong title when he or she replies.

References are often quoted to indicate what the letter refers to (Your ref.) and the correspondence to refer
to when replying (Our ref.).

A subject title at the beginning of a letter, directly after the salutation, provides a further reference and
immediately draws attention to the topic of the letter. SUBJECT: or Re (Regarding) may be typed before
the subject.

KpnTeplm OLCHKHU BBINMOJHCHHUA YTCHUS U IIEPEBOIa TEKCTAa:

Kpurepun baubl

IIpu umeHnuu peyb BOCIPUHUMAECTCS JIETKO: HEOOOCHOBAHHBIE TTAY3bI 5
OTCYTCTBYIOT; (ppazoBO€ yAapeHUE U UHTOHAIIMOHHBIE KOHTYPBI,
MIPOU3HONICHHE CJIOB MPAKTUYECKH 0€3 HApYIICHUI HOPMBI; TOTTYCKAaeTCs HEe
6oree 2-x (POHETUUYECKUX OIIHOOK.

Ilepe6oo nonubiil. OTCYTCTBUE CMBICIIOBBIX U TEPMUHOJIOTUUECKHUX
uckaxeHui. TBopueckuii moIXo/ M a0COMOTHAS TOYHOCTD Mepeaun
COJICpKaHUs U XapaKTEPHBIX 0COOCHHOCTEH CTHIIS IEPEBOAMMOTO TEKCTA.

IIpu umenuu peyb BOCIPUHUMAETCS T0CTATOYHO JIETKO, OJTHAKO 4
MPHUCYTCTBYIOT HEOOOCHOBAaHHBIE TAY3bI; (ppa3oBoe yaapeHue u
MHTOHAIIMOHHBIE KOHTYPBI MPAKTUYECKU 0€3 HapyIIeHU HOPMBI;
JomycKaeTcs oT 3 10 5 POHETHYECKUX OTMOOK, B TOM uncie 1-2 omuoku,
HCKa)KAIOLIHE CMBICII.

Ilepesoo nonubiii. CobmoaeTcst TOUYHOCTD MEPEAAYu COACPKAHUS.
OTCyTCTBYIOT CMBICIIOBBIE HCKaXEHUs. JomycKaroTcst HEKOTOpbIe
TEPMHUHOJIOTHYCCKNEC HETOYHOCTU U HE3HAYUTCIIbHBIC HAPYIICHU A
XapaKTepHBIX OCOOCHHOCTEHN MEePeBOMMOr0 TEKCTa.

IIpu umenuu peyb BOCIPUHUMAETCS TOCTATOYHO JIETKO, OJJHAKO 3
MPUCYTCTBYIOT HEOOOCHOBAHHBIE NAY3bl; €CTh OMIMOKU B ()pa3OBBIX
YAApEHMSIX U NHTOHAIIMOHHBIX KOHTYpax; AOIyCKaeTcs oT 5 1o 7
(oHeTHUECKUX OIMOOK, B TOM YHCIe 3 OMIMOKH, HCKAXKAIOIIUE CMBICT
Ilepesoo He coBceM NOMHBIA. OTCYTCTBYIOT CMBICIIOBBIE HCKAKEHUSI.
JlonyckaroTcsl HE3HaYUTEIbHbIE TEPMUHOJIOTMUECKHE NCKaXeHUs. FIMeroT
MECTO HETOYHOCTH B IIepeJjaue CoAeprKaHus TEKCTa.

Ilpu umenuu peyb HEe BOCIIPUHUMAETCS U3-32 HEOOOCHOBAHHBIX M1aY3; 2
HCIIPaBUJIbHBIX (bpasomﬂx ynapeHm‘/'I N NCKAXXCHHBIX NHTOHAITUOHHBIX
KOHTYPOB, JIOIyIIEHO 8 U Oosiee POHETUYECKHX OIIMOOK.

Ilepesoo nenomusblil. JlonyckaroTcs rpyOble TEpPMHHOJIOTUYECKHE
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uckaxxeHus. HapyiaeTcs npaBUIbHOCTD NEpeayu COAeP KaHUs
I1EPEBOJMMOT0 TEKCTA.

Otxka3 ot ytenus. OTka3 OT nepeBoja TeKCTa. 1
[TonnManue OTACNIbHBIX MPEJIOKEHUM, HE HECYIIIMX OCHOBHYIO
unpopmanuto. OTBeT He 1o cymniectBy. OTKa3 OT nepeckasa.

Ilepecka3s (peghepuposanue) mekcma Ha UHOCMPAHHOM A3bIKE RO meme Mooy (0ovem 3000
3HAKO08).

Memo.

A memorandum (or memo) serves as a short, informal, written business communication—to briefly
outline a particular situation, transaction, or agreement. It also helps you keep track of your
business dealings. And, although paper memos (hard copies) have become practically obsolete in
the age of advanced technology, electronic memos are widely used. They still serve the same
purpose: they are used for policy statements, informal reports, company announcements, or
directives.

Memos are used for in-house correspondence because they are usually informal documents sent
between employees who work within the same company. A memo can be sent to just one person,
or it can be distributed to a very large number of people, depending on who needs to read it. If a
memo is to be sent to several people, a ‘circulation list’ could be attached; each reader will tick their
name on the list to indicate that he or she has read it.

Heading: This is the opening of the memo. It includes the date, the name of the recipient, the name
of the sender, and the subject of your memo. The key difference from a letter heading is that a
memo does not include a salutation:

TO: Roselyn Aguilera
FROM: Gordon Smith
DATE: January 4, 2007
RE: Shareholders Meeting

Body: The body of a memo follows the same rules as the body of a letter. The only difference is
that, because a memo does not include a salutation, the body starts two lines after the subject line.
Important points or long lists of points are usually best presented using bullets (*) or numbers.
Memos can address many different subjects, from informing staff of a retirement to announcing
important administrative or structural changes in the company. It is often of A5 size to encourage
staff to keep memos short.

Memos should have an Introduction of shiftwork
appropriate title to indicate
their topic and also for
filing purposes.

Introduce the subject in the | A shiftwork system is to be introduced next month.
opening paragraph.

Explain to staff how they | The shiftwork system will affect all employees in this branch of
will be affected. Halliwell & Fischer and will be introduced on a two- shift basis.
Your department manager will inform you...

Employees should be told | The scheme will take effect from 1 February 2012.
when changes will take
place, or a policy will
become effective.

State which staff will be All production staff, supervisors, and factory managers will be
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affected. involved

Once you have mentioned | Please see your supervisor or department manager to find out which
how and when staff will be | shift you will be working on for the first month. Another memo will
affected by an event or be circulated next week, explaining a bonus scheme which will be
change, where it will introduced as part of the new arrangement.

operate, and who will be
involved, you must explain
what should be done.

Finally, if you think the If you have any problems with your shift allocation, please contact
memo might not be your supervisor or department manager.

understood, advise staff
where they can go for an
explanation and how to
communicate their
comments or complaints.

To sum up, memos are.. . .

e concise;

* less formal than business letters;

* in-house correspondence—memos are written to share information between employees from the
same company, or sometimes to an employee from another firm with whom you work closely;

* not typed on company letterhead;

In Memos. ..

* there is wide use of bullets and numbers;

* jargon is okay because they are sent between associates and are less formal;

« standard writing rules apply—follow all the basic writing rules, such as watching tone, grammar,
spelling, and layout.

KpuTtepun oneHkn BbINOJIHeHHs nepeckasa (pegepupoBaHN) TEKCTA:

Kputepun babl

Ilpu nepeckasze (pegepuposaruu) N3BieUeHNE U3 TEKCTA OCHOBHOU 5)
uHpopmanuu co creneHbio 100% MOTHOTH U TOYHOCTH TOHUMAHHUS.
OtcyrcTBUE N30BITOUHOI MHPOpMalK. Bricka3biBaHHE CBOETO OTHOLIEHUS
K npo0Oieme, 0003HaYeHHOH B MpeIokeHHOM TekcTe. ConepxaHue
BBICKA3bIBAaHUS COOTBETCTBYET TEME, OTJIMYAETCS CIIOHTAHHOCTHIO U
apryMEeHTHPOBAHHOCTHIO. Peub MmpaBMiibHAS, OTCYTCTBYIOT OIIMOKU
SI3LIKOBOTO XapaKTepa.

IIpu nepeckase (pegepuposanuu) n3BIeUeHNE U3 TEKCTa OCHOBHOU 4
nH(OpPMAaIIUY CO CTENIEHBIO OJHOTHI MOHUMAaHUS B nipezenax 70—75%.
OtcytcTBUe BTOpocTeneHHol nHdopmaruu. Hecobmonenue
JIOTUYECKOU/XPOHOJIOTUYECKON CBSA3U (PAaKTOB M COOBITHI MPU U3JT0KEHUU
cojiepkaHus Tekcra. Jlomyckaercs n30bITOYHOCT HH(OopMaly. PeueBas
aKTUBHOCTH CTYJICHTA JOCTATOYHO BBICOKAs, IOIYCKAIOTCS SI3BIKOBBIC
OLITHOKH.

Ilpu nepeckasze (pegpepuposarnuu) N3BJIeUEHNE U3 TEKCTAa OCHOBHOM 3
MH(pOpMAIIUU CO CTENIEHBIO MOJIHOTHI MOHUMaHU B mpeaenax 60—70%.
OcHoBHast UH(oOpMalHs OTAeTIeHa OT BTopocTeneHHoi. meeT Mecto
HEYMEHHE CrPYIIUPOBaTh HHPOPMAIIHIO MO ONPE/IETIEHHBIM IPU3HAKAM.
PedeBast akTHBHOCTB CTy/IeHTa HEBBICOKas. OTBETHI Ha BOTIPOCHI
Ipero/iaBaTessi OCO3HaHHBIE. J{oMmycKaroTCs JeKCHUECKUE U
rpaMMaTHYECKHE OIHOKH.
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IIpu nepeckase (peghepuposaruiu) MOITHOTA HTOHUMAHHS TEKCTA B ITpeeIax
50%. HeymeHue npoBecTH CEIEKTUBHBIN 0TOOp MH(MOpMAIHH,
nepepadoTaTh U JIOTHYHO U3JIOKUTE ee. [Ipu nepenade copepkanus TeKcTa
JIOMyCKAeTCsl BTOPOCTENEHHAsA U M30bITouHas nHpopmarus. imeer mecto
HE COBCEM TOYHOE IMOHUMAHUE TEKCTa, OT/IEJIbHBIE (DaKThI ICKAXKCHBI.
PeueBasi akTHBHOCTB CTyZIEHTa HEBBICOKasl. FiIMeeT MecTo HeTOHUMaHue
HEKOTOPBIX BOIIPOCOB IperogaBaresis. Jlomyckaercs 3HaYUTeIbHOE
KOJINYECTBO IPAMMATHUYECKHX, JIGKCHYECKUX U (DOHETHYECKUX OIINOOK.

[ToHnMaHWe OTICIBHBIX MPEATI0KCHUN, HE HECYIIUX OCHOBHYIO
nHpopmanuto. OTBeT He 1o cymiecTBy. OTKa3 OT mepeckasa.

Iloozomoeump ycmnoe cooouienue (npezenmayuio) no meme Mooy ¢ UCHOIb306AHUEM

aKmuenoz2o cnoeapsa mooyaa (10 -15 npeonoscenuir)
TeMbI cooOIIeHMIT (Mpe3eHTaIHi)

Tips to write a good offer

Hints for writing a good CV

What are the best qualities and skills the employer seeks in recruits
What are the differences between a curriculum vitae and a resume.
Formal and informal letter (the main differences)

Kpurepum oneHku BbINOJIHEHUSA COOOMIEHNH (TTpe3eHTaIMii)

Kputepuu

OasuIbl

BeIcka3biBaHUE CBA3HOE M JIOTUYECKH MOCIEN0BaTENIbHOE. [Inana3on
UCTOJIb3YEMBIX SI3BIKOBBIX CPE/ICTB IOCTaTOYHO IIHUPOK. YTIOTpebIeHne
SI3BIKOBBIX U PEUEBBIX CPEJICTB aOCOIOTHO a1eKBAaTHOE. SI3bIKOBbBIE
CpezAcTBa ynoTpeOseHbl PaBHILHO B COOTBETCTBUH C JIEKCUKO-
rpaMMaTH4Ye€CKMMH HOPMaMHU M3Y4aeMoro si3blka. Marepuai uznaraercs
IIOCJIEZI0BATENBHO C TOYKU 3PEHMS JIOTUKH ITPEAMETA U HOPM
JUTEPaTypHOrO si3blka. OMMOKYU, HaApyHIAIONIHe KOMMYHHUKAIUIO,
OTCYTCTBYIOT WJIM HE3HAUUTENbHBI. Peub nocTaTouHo Oernas.
[IpousHomenue npaswibHOE. [IpUCYyTCTBYET yMeHuUE AelaTh aHAIU3,
BBIBOJIb M 0000111eHHs. JJOCTUTHYTO CMBICIIOBOE €IMHCTBO TEKCTA.

5

B 1miesioM BeICKa3bIBaHUE CBSI3aHHOE U TTOCIIeA0BaTebHOe. Mconb3yerces
JIOBOJIBHO OOJBIION 00BEM S3BIKOBBIX CPE/ICTB, JOCTATOYHO YBEPEHHOE
BJIQJICHHE JICKCUKO-TPAMMATHYECKUMU CPEJICTBAMH H3y4aeMOro sS3bIKa
MIPY HE3HAUUTENBHON moMoIy npenoaasarens. OTHAKO IPUCYTCTBYIOT
OTJICJTbHBIE OITMOKH, HAPYIIAOIIHEe KOMMYHHKAITUIO, SI3BIKOBYIO
MIPaBIIBHOCTbH, OeTrNocTh. TeMIr peur HECKOJIBKO 3aMeIJICH.
[Tpon3HOIICHHE HE YHCTOE, CTPAIAIOIICe aKIICHTOM 1101 BIMSHHEM
ponHoro si3pika. Jlomyctumoe Hanuuue ommobok — 3-4.

Jlnama3oH A3BIKOBBIX CpeJICTB orpaHuyeH (y30kK). Hanuune gacTeix nays,
3aTPyAHSIONINX KOMMYHHKauto. Temn peun 3ameaneH. Oobem
BBICKa3bIBaHUS HE IOCTHraeT HOpMbI. Hannuue si3pIkoBbIX OIHO0K (6-7),
3aTPYJHSIOIUX TOHUMAaHUE CKa3aHHOTO MIIM HCKAKAIOLIMX CMBICI.
Hapymaercs nocie10BaTeabHOCTh BHICKa3bIBAHUSI.

Bricka3piBaHrE HE COOTBETCTBYET TPEOOBAHUSAM MO 00bEMY
(aebompioe). HabmromgaeTcst y30cTh BokaOysipa (ClIoBaph KpaiHe
OeJleH), HaJTM4rie MHOTOYMCIICHHBIX TPYObIX OMMOOK (KaK S3BIKOBBIX, TAK
1 (OHETHUYECKUX) M YACTHIX May3, MEIIAIONINX KOMMYHHKAIIUA |
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3aTPYAHSIONIMX TTOHUMaHKE BhICKa3biBaHusl. HabOmomaroTes 3aTpyiHeHus
B IIOCTPOCHUH BBICKA3bIBAHUS U OTBETAX Ha BOMPOCHI MPENOAaBATEIS.
KommyHuKaTHBHAs 3a7a4a HE BBITIOJIHCHA.

OueHb cnalble 3HaHMsI IPOrPaMMHOI'0 MaTepuaia Ui OTCYTCTBUE 1
3HAHUU HE MO3BOJISIOT CTYACHTY OOPMUTH BHICKA3bIBAHUE B CBA3HBIN
peUYeBOM OTPE30K, peueBas 3ajaya He pereHa. MHOro4nciIeHHbIE
JIEKCUYECKUE U TPaMMaTUYECKUE OITMOKHI HE MO3BOJIAIOT CTYICHTY
JIOHECTH CBOIO MBICTB J10 ayauTopun. Halmonaercs HenoHnumManue
BOIIPOCOB MPEMOJIaBaTelsl, HEyMEHHE OCYIIIECTBUThH PEYEBOE
BBICKa3bIBaHUE.

Write the following letters/emails in the appropriate style using 120-180 words.

You have recently bought an MP3 player/a mobile phone/an iPad, but it does not work

properly. Write a letter of complaint to the manager of the shop where you bought it.

You bought a notebook computer yesterday, but the display does not work. Write a letter of

complaint to the manager of the shop where you bought it.

You stayed at a holiday resort recommended by your travel agent. However, you did not
enjoy your stay due to a number of difficulties. Write a letter describing them and asking for action

to be taken.
Write a business letter:

Business letter.
Memo.

Enquiries.

Replies to inquiries.
Offers.

Orders

ocoarwhE

Kpurepun onieHKn NucbMeHHBIX padoT

(pa3J1H‘IHbIe BHUABI ACJIOBBIX MUCEM, ICCE, IPOCKTHLIC paﬁoTbl, B T.9. B rpynnax)

KomMyHuKaTHBHAs 3a1a4a pelieHa, coOI0eHbl OCHOBHbIE IIpaByiIa 0(pOpMIICHNS TEKCTA, OUEHb
HE3HAYHUTENIbHOE KOJIMYECTBO Opdorpadguieckux 1 JIEKCUKO-TPaMMaTHIECKUX MOTPEITHOCTEH.
JlormuHoe u mocnenoBaTeIbHOE H3TI0KEHNE MaTepraa ¢ JIelleHHeM TeKCTa Ha ab3arsl. [IpaBuisHOe
HCIIOJIb30BAaHKE PA3JIMYHBIX CPEICTB Mepeiauu JIOTHIECKOW CBSI3H MEX/1y OTAEIbHBIMHU YaCTsIMU
TeKCTa. Y4aIuiics moKa3al 3HaHHe OOJIBIIOro 3amaca JEKCHKH U YCIEeITHO HCTIOJIB30BAl €€ C yIETOM
HOPM MHOCTpaHHOTO si3bIKa. [IpakTndecku Het ommbok. CobiogaeTcs NpaBIIBHBIN MOPSAIOK CIIOB.
IIpu uctions30BaHNM 60JI€€ CIOKHBIX KOHCTPYKIHH JTOITYCTUMO HEOOJIBIIOE KOJTMYECTBO OIMINOOK,
KOTOpbIe HE HApYIIAIOT MOHUMaHue TekcTta. [loutu Het opdorpaduyueckux ommbok. Cobirogaercs
JIeJICHUE TeKCTa Ha Npeyioxkenust. MMeromuecs HETOYHOCTH He MEIIAI0T HOHUMAHHMIO TEKCTa.

OrneHka «5»

KomMmyHuKaTHBHAs 3a7a4a peleHa, HO JIEKCUKO-IPaMMaTUYECKHE OIPEIIHOCTH, B TOM YUCIIE
BBIXOAAIINX 32 0A30BbIH YPOBEHB, IPEISTCTBYIOT TOHUMAHUIO. MBICIH H3JI0’KEHBI B OCHOBHOM
JIOTMYHO. JI0MyCTHMBI OTAENBHBIE HEOCTATKU IIPH AEJIEHUH TeKCTa Ha a03albl ¥ PU HCIIOJIb30BAHUH
CPEZCTB Nepeiaui JIOTHYECKOH CBI3M MEXAY OTJEIbHBIMHU YacTsIMH TeKCTa WK B (hopmare micbMa.
VYuamuiicst ICTIOIB30BaJl JOCTATOYHBINH 00beM JIEKCHUKH, AOITyCKasl OT/AENbHbIE HETOUHOCTH B
yIOTpeOJICHNH CIIOB WIIM OIPaHUYEHHBIN 3ar1ac cJI0B, HO 3()()eKTHBHO U MPAaBUIIBLHO, C YIETOM HOPM
HMHOCTPAHHOTO s13bIKa. B paboTe nmeetcs pa rpaMMaTHYECKUX OMIHOOK, HE MPETSATCTBYONIIX
MTOHUMAHMIO TEKCTa. JJOIyCTHMO HECKOIBKO OphorpauuecKix OMMOO0K, KOTOPhIE HE 3aTPYIHSIOT
IIOHMMAHHE TEKCTA.

OrneHka «4»

KOMMyHI/IKaTI/IBHaSI 3aaa4a pe€icHa, HO A3bIKOBBIC TOIPEITHOCTH, B TOM YUCJIC IIPHU IPUMEHCHUN
A3BIKOBBIX CPEIACTB, COCTABIAOIIIUX 0a30BbIi YPOBEHD, NPETIATCTBYIOT IOHUMAaHWUIO TCKCTA. Mpicau HE
BCETJa U3JI0KCHBI JIOTUYHO. IICHCHI/IC TCKCTa HA 3633HH HCOOCTATOYHO ITOCJICA0OBATCIIBHO UIIN B006H.Ie
OTCYTCTBYCT. OmuOKH B UCIIOJb30BAHUI CpCACTB NEpCaadn JIOTHYECKOH CBSA3K MECXKIY OTACITbHBIMU

Onenka «3»
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YacTsAMU TekcTa. MHOTo ommoOoK B hopMare muchMa. Y Yaluiics KCIOIb30Bal ONpaHIMYCHHBI 3a1mac
CJIOB, HE BCETIa COOJII01asi HOPMBI HHOCTPaHHOTO si3bika. B paboTe b0 9acTo BCTpeyaroTes
rpaMMaTHYECKUE OLIMOKH JIEMEHTAPHOTO YPOBHSL, JINOO OMIMOKH HEMHOTOYHCIICHHBI, HO TaK
CEepbE3HBbI, 4TO 3aTPYAHSIIOT MOHUMaHKE TeKkcTa. MIMeroTcs: MHOTHE O1nOKH, opdorpaduyeckue u
MYHKTYaIlMOHHbBIE, HEKOTOPBIC M3 HUX MOTYT MPHBOJUTH K HEOHMMAHHIO TEKCTA.

KommyHnukaTuBHas 3a1a4a He pemeHa. OTCYTCTBYeT JIOTHKA B TOCTPOCHNH BBHICKa3bIBaHMA. He
HCTIONB3YIOTCS CPENICTBA MTePeIadi JIOTHIECKOH CBA3N MEKIY YacTsIMH TekcTta. DopMaT michma He
cobmroaeTcs. Yyamuiics He CMOT IPaBIIIBHO UCTIOIB30BaTh CBOH JISKCHUESCKUH 3armac [is
BBIPKCHUS] CBOMX MBICIICH MU HE 00JIaTacT HeOOXOIMMBIM 3aMlacoM CJIOB. I paMMaTHYeCKue
npaBuia He cobmonatorcs. [Ipapuia opdhorpaduu v MyHKTyaluu He COOIIOA0TCS.

OreHka «2»

OTKa3 OT BBINOJHEHUS PabOTHI

4.3 PeTHHI-TJIAH JUCIUINIJINHBI

PelTrHr-TI1aHBI TUCIUTIIMHEI peacTaBieHbl B [Ipumoskerun Nel

5. YueOHO-MeTOAUYecKOe U HHPOPMAIHOHHOE 0D0ecTiedeHne TN CIUTITHHbBI

5.1. IlepeyeHb OCHOBHOI1 U /IONIOJIHUTEIbHOI y4eOHOH JIUTepaTypbl, HEOOX0AMMOM

AJIA OCBOCHUA JUCHUIIJINHBI

OcHoBHasl IMTEpaTypa:

1. AHrImiickuii s3bIK: METOAMYECKHUE YKa3zaHus 1o guciuiuinie "Crenkypc Ha HHOCTpaHHOM
s3pike-3" "JlenoBast koppecnionaeHuus" 1y 6akanaBpos 1 rona oOydenus / baml'V; cocr.

C. B. I'youk. — Ya: PUL baml'V.

Y. 1 [Onekrponnslit pecypc], 2012. — DnekTpoH. Bepcus ned. nmyonukanuu. — Jloctyn

BO3MOJXKEH 4yepe3 DIIeKTPOHHYI0 6ubanoreky baml'V. —

<URL:https://elib.bashedu.ru/dl/corp/GubikMet.UkPoDelovoiKorresp.2012.pdf>.
AHIIIUHACKUN A3BIK [ DNEKTpOHHBIN pecypc]. U.2: MeToanueckue ykazaHus AJs OaKanaBpoB 2
roga oOyueHHsl 5KOHOMUYECKUX HampaBieHui / bamkupckuii rocyjapcTBeHbIi
yauBepcureT; cocT. C.B. I'youk. — Ypa: PUL] baml'V, 2013. — DnexTpoH. Bepcus meu.
nyosnkanuu. — JlocTyn BO3MOXKEH uepe3 DIeKTpoHHYto oubnmoreky bamly. —
<URL:https://elib.bashedu.ru/dl/corp/Gubik SV _sost Anglijskij jazyk Delovaja
korrespondencija mu 2 2013.pdf>

Epmonaesa, E.H. Business Writing : yue6Hoe mocooue / E.H. Epmoinaesa, E.B. I1IBenoBa ;
MunucrepcTBo 00pa3oBanus 1 Hayku PO, KemepoBckuii rocyaapcTBeHHbIH YHUBEPCUTET,
Kadenpa anrnumiickoii ¢punonoruu. - Kemeposo : KemepoBckuii rocyapcTBEHHBIN
yHuBepcuret, 2015. - 212 c. : . - bubnuorp. B kH. - ISBN 978-5-8353-1782-0 ; To xe
[DnexTponnsIit pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=481504

JlonosiHUTEIbHAS JIUTEPATYPA:

I'ycnsikoBa A. B. Business English in the New Millennium: yue6Hoe moco6ue - Mockga:
MIIT'Y, 2016; To e [DnexkrponHslii pecype]. - URL:
http://biblioclub.ru/index.php?page=book_red&id=472847

EBcrokoBa, T.B. AHTIMICKUH S3BIK: 11T S)KOHOMUYECKUX CIENUATBLHOCTEH | YIeOHUK /

T.B. EscrokoBa, C.1. JlokteBa. - 4-e u3., crep. - Mocksa : M3natensctBo «@nunTtay, 2017.

37


https://elib.bashedu.ru/dl/corp/GubikMet.UkPoDelovoiKorresp.2012.pdf
https://elib.bashedu.ru/dl/corp/Gubik%20SV_sost_Anglijskij%20jazyk_Delovaja%20korrespondencija_mu_2_2013.pdf
https://elib.bashedu.ru/dl/corp/Gubik%20SV_sost_Anglijskij%20jazyk_Delovaja%20korrespondencija_mu_2_2013.pdf
http://biblioclub.ru/index.php?page=book&id=481504
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6.

- 357 c. - ISBN 978-5-9765-0115-7 ; To xe [DnekTpoHHBIN pecypc]. -

URL: http://biblioclub.ru/index.php?page=book&id=93663

[lnsxoBa, B.A. AHTIHMiiCKHiA A3bIK 17151 5KOHOMUCTOB : yueOHuk / B.A. I1lnsxoBa,
O.H. I'epacuna, F0.A. I'epacuna. - Mocksa : 3gaTenbcko-Toproas kopropaius «Jlamkos
u K, 2016. - 296 c. : Tabn. - (Yuebuble u3ganus s 6akanaBpoB). - bubmauorp. B KH. -

ISBN 978-5-394-02222-7 ; To ke [ DneKTpoHHBIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=453342

5.2 IlepeueHsb pecypcoB HHGOPMALNMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTu « AHTepHET» H
NPOrpaMMHOI0 o0ecrie4eHusi, He0OXOAMMbIX JJI5l OCBOCHHS TUCHUTLIUHBI

HanmenoBanue MHTEepHET-pecypca

Ccpuika (URL) Ha
HNutepHET pecypce

DIEKTPOHHBIN yueOHbINH Kypc « IHOCTpaHHBIN S3bIK AJIs
MpPOo(heCCHOHATBHBIX TICIICH

http://sdo.bashedu.ru/cour

se/view.php?id=1711

2.  |DnexTpoHHBIN yueOHbIN Kypc «IHOCTpaHHBII S3bIK http://sdo.bashedu.ru/cour
(aHrIuiACKuin)» se/view.php?id=712
DJIEKTPOHHO-0MOIMOTEUHAs cucTeMa «DJIEKTPOHHBIN ynuTanbHbIH [Nitps://bashedu.bibliotech.

3.  Bam» ru/Account/LogOn
DNeKTpOHHAsT OMOIMOTEYHAS CUCTEMA «Y HUBEPCHTETCKAS http://www.biblioclub.ru/

4. |oubnmoreka online»

5.  |Hayunas snexktponHast oubanoreka eLibrary.ru http://elibrary.ru/defaultx.

asp

6.  |DIeKTpPOHHO-OMOIMOTEYHAS CHCTEMa 3JaTelIbCTBa «JlaHb http://e.lanbook.com/

7.  |DnexTpoHHbIH Katanor bubnuorexku bamly http://www.bashlib.ru/cat

alogi.

8.  |ApxuBBI Hay4HBIX )KypHanoB Ha miarpopme HOMKOH https://archive.neicon.ru/x
(Cambridge University Press, SAGE Publications, Oxford mlui/

University Press)

9.  |U3marenmscTBO «Annual Reviewsy» https://www.annualreview

s.org/

10. |UznarennctBo «Taylor&Francisy https://www.tandfonline.c

om/

11. |ba3a maHHBIX EPHOANYECKUX U3AaHMil Ha uiaThopme EastView: |hitps://dlib.eastview.com/
«BecTHuKH MOCKOBCKOTO YHUBEpCUTETay, «M3nanus mo
0O0IIIECTBEHHBIM M TYMAHUTAPHBIM HAyKaM)»

12. Hudopmanmonnas cucrema «EquHoe OKHO TocTyma K http://window.edu.ru
00pa30BaTEILHBIM PECypCam»

13. [PecypcHblii caiiT u3naTenbeTBa « MakMUILIIaH www.macmillan.ru

14. |DnexTpoHHBIA cioBaph “MynbTuTpan” www.multitran.ru

15. |TonkoBerit cioBaph anruiickoro si3eika Oxford English http://oxforddictionaries.c
Dictionary om

16. |Free English video lessons. Buneoypoku mjisi camoctosiTensHON | WW\W.engvid.com
paboThI

17. |TED. Buaeonekiuu u BHICTYIUICHHS] U3BECTHBIX YUCHBIX U www.ted.com

[perno/iaBaTesei Mo pasHbIM NpodIeMaM COBPEMEHHOCTH

(aHTTMIACKUI S3BIK)

38


http://biblioclub.ru/index.php?page=book&id=93663
http://biblioclub.ru/index.php?page=book&id=453342
http://sdo.bashedu.ru/course/view.php?id=1711
http://sdo.bashedu.ru/course/view.php?id=1711
http://sdo.bashedu.ru/course/view.php?id=712
http://sdo.bashedu.ru/course/view.php?id=712
http://bashedu.ru/go.php?to=bashlib.ru/go?https://bashedu.bibliotech.ru/Account/LogOn
http://bashedu.ru/go.php?to=bashlib.ru/go?https://bashedu.bibliotech.ru/Account/LogOn
http://bashedu.ru/go.php?to=www.biblioclub.ru/
http://bashedu.ru/go.php?to=e.lanbook.com/
http://www.macmillan.ru/
http://www.multitran.ru/
http://oxforddictionaries.com/
http://oxforddictionaries.com/
http://www.engvid.com/
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18. |PecypcHblii callT /TSl K3YYCHHS IETTOBOTO aHTJIMUCKOTO SI3bIKA.

www.BusinessEnglishRes
ources.com

19. |Caift nys u3yqaroniux aHrIMHCKAN S3bIK

http://www.bbc.co.uk/lear
ningenglish

20. |Video Vocab is a podcast published by Business English Pod for
English as a second language (ESL) learners who want to expand
and improve their English vocabulary for business.

https://www.videovocab.t
v/English-VVocabulary-
ESL/economics-english-

vocabulary/

21. |500 lessons covering essential Business English language and

skills.

http://businessenglishpodc
ast.com

1. Windows 8 Russian. Windows Professional 8 Russian Upgrade [orosop Nel04 ot
17.06.2013 r. JIutieH3un 6eccpovHbIe.
2. Microsoft Office Standard 2013 Russian. JoroBop Nell4 ot 12.11.2014 r.

Jluuensun 6eccpoyHsbIE.

3. Windows 8 Russian. Windows Professional 8 Russian Upgrade. JTorosop Ne 104 ot
17.06.2013 r. JIutien3uu 6eccpoyHbIe
4. Cucrema rieHTpaan3oBaHHoro tectuposanus baml'y (Moodle)

6.MaTepuajibHO-TeXHUYeCKas 0a3a, HeOOXOAUMAS VISl OCYIIEeCTBIEeHHs 00Pa30BaTEeILHOI0
npoiecca mo JMCUHIIHHE

HaumeHnoBanue
CreHAJIN3MPOBAHHBIX
ayJauTopuii, KaOUHETOB,

Bua 3angaTuid

HaumenoBanue o0opyaoBanmus,
MPOrPaMMHOro ofecneyeHust

JabdopaTopuii
Yueonas ayauropus nas | [pakTuueckue/ceMuHapckue | YueOHas MeOeb, JIOCKa,
NMpoBeIeHNus 3aHATHH | 3aHATHUS MPOSKIIMOHHBI  3KpaH, IPOEKTOD,
cemuHapckoro tuma: NeNe 101, IIEPCOHAJIBHBIE KOMIIBIOTEPBL.
102, 103, 104, 105, 107, 108, 110,
207,208, 209, 210, 311a, 3118 1.Windows 8 Russian. Windows

Professional 8 Russian Upgrade.
2. Microsoft Office Standard 2013

Russian.

3. Cucrema LEHTPAITH30BaHHOTO

tectupoBanus baml'y (Moodle).
Yueonas ayauTopus aaa | I'pymnmoBeie u | YueOHasg MeOeb, JIOCKa,
NpoBeJAeHUs]  TIPYNNOBBIX M | UHAWBUAYaJIbHBIE MPOSKIIMOHHBI  3KpaH, IPOEKTOD,
WHIUBUAYAJTBHBIX KOHCYJIbTaIUN MIEPCOHATBEHBIE KOMITBIOTEPHI.
KoHcyJabTanuii: NeNe 101, 102,
103, 104, 105, 107, 108, 110, 207, 1.Windows 8 Russian. Windows
208, 209, 210, 311a, 3118 Professional 8 Russian Upgrade.

2. Microsoft Office Standard 2013

Russian.

3. Cuctema LEHTPAITH30BaHHOTO

tectupoBanus baml'y (Moodle).
Yueonas ayauTopus aaa | Texymmid KOHTPOITh n | YueOHasg Me0eb, JI0CKa,
TEKYIIEro KOHTPOJIsI M | IPOMEXKYTOYHAS aTTEeCTallMs | IPOCKIMOHHBIA  3KpaH, NPOEKTOpP,
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NMPOME:KYTOYHOH  aTTeCTAMM:
NeNe 101, 102, 103, 104, 105, 107,
108, 110, 207, 208, 209, 210,
311a,311B

NEpCOHAJIBHBIC KOMIIBIOTCPHI.

1.Windows 8 Russian. Windows
Professional 8 Russian Upgrade.

2. Microsoft Office Standard 2013
Russian.

3. Cucrtema LICHTPAIIU30BAHHOIO
tectiupoBanus baml'y (Moodle).

ITomermenus IS
caMocTosiTeJIbHOH padorbl: 302
YUTANbHBIA 3271 (CyMaHHTapHBIA

KOPITYC).

CamocrosTenpHas paboTa

YuebHas  mebenb,  IEpCOHAIBHBIC
KOoMIIblIOTEPHl B komiuiekte  HP,
MOHOOJIOK, TIEPCOHAIILHBIA KOMIIBIOTED
B KOMIUTIEKTe MOHOOMOK iRU.

1.Windows 8 Russian. Windows
Professional 8 Russian Upgrade.

2. Microsoft Office Standard 2013
Russian.

Cucrema LEHTPATU30BaHHOTO
tectupoBanus baml'y (Moodle).
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Ipuioxkenus

PeliTuHr-miag JUCIUILINHEI

[Tpunoxenue 1

JlesioBasi KOPppeCMOH/IEHI[USI HA HHOCTPAHHOM SI3bIKE
Hamnpasnenue: 38.03.01«9xonomuka», Hanpasnennocts (mpodwiib): «AHBeCTHPOBaHME»

Kypc 3, cemectp 5

. bann 3a Yucno baer
Buabl yueOHO# 1eiTeJIbHOCTH N
CTY€eHTOB KOHKPETHOE SAIAMHH 53 Munuma | Makcuman
3aJlaHue cemMecTp MBI HLL
Moayas 1
Texkymmii KOHTPOJIb 25
1. [IpakTrueckue 3aaaHus 5 5 25
Py0e:kHblii KOHTPOJIb
1. IlucpmeHHast KOHTPOJIbHAS 10 1 10
paborta
2. TecToBBIi KOHTPOJIb 10 1 10
3. YcrHas peub 5 1 5
Moayab 2 Customer satisfaction
Texyummii KOHTPOJIb 25
1. IlpakTiyeckue 3a1anus 5 5 25
Py0e:xHbIii KOHTPOJIb
1. IIucbmMeHHass KOHTPOJIbHAS 10 1 10
paborta
2. TecToBBIi KOHTPOJIB 10 1 10
3. YcrHas peub 5 1 5
IMoompuresnbHbIe 6AIBI
1. BrinmonHeHue JOKIAa10B Ha 5 1 5
3a/IaHHYIO0 TEMY
2. [Ty6nukanus crareit 5 1 5
IHocemaemoctb
ITocemaeMoCTh JIEKIUI
[TocemaemMocTh MPaKTUYECKUX 10
3aHATUN
HToroBslii KOHTPOJIb: 3a4eT
UTOro: 110
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PeliTuHr-1iad IUCIUILIUHEI

JlesioBasi KOPPeCIHOHAEHIMS HA HHOCTPAHHOM SI3bIKe
Hanpagnenue: 38.03.01«9xkonomukay», Hampasnennocts (mpoduis): «HBeCTHpPOBaHHE)

Kypc 3, cemectp 6

. bann 3a Yucno bamst
Buabl yueOHo# qesiTeJIbHOCTH N
CTY€eHTOB KOHKPETHOE SAIAMHH 53 Munuma | Makcuman
3a/1aHue ceMecTp MBI HLL
Monayasb 1
Tekyuuii KOHTPOJIb 20
1. IIpakTrueckue 3aaaHus 5 4 20
Py0e:xHbIi KOHTPOJIb
1. [TuceMeHHast KOHTPOJIbHAS 10 1 10
paborta
2. YcrTHas peyb 5) 1 5)
Moayb 2
Texyummii KOHTPOJIb 20
1. IIpakTrueckue 3aaaHus 5 4 20
Py0e:kHblii KOHTPOJIb
1. TecToBBIi KOHTPOJIB 10 1 10
2. YcTHas pedb 5 1 5
IMoompurebHbIe 0AJIIbI
1. BeimonHeHue J0KIa10B HA 5 1 5
3aJIaHHYI0 TEMY
2. [lyOnukanus crarei 5 1 5
IHocemaemocTb
[TocemaemocTs neKUn
[TocemaemMocTh MPaKTUYECKUX 10
3aHATUN
HToroBslii KOHTPOJIb: IK3aMeH 30
HUTOrO: 110
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