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CocraBurens / coctaButenu. lllapumnosa B.A.
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JUTs PpOo(hEeCCHOHATLHON KOMMYHHUKAIIMK MMPOTOKOJ 0T « 21» mrons 20171, Ne 11

JIOnONMHEeHNsT ¥ U3MEHCHUs, BHECEHHBIC B pabO4Yyl0 MPOrpaMMy IUCIHILTUHBI, YTBEPXKICHBI Ha
3aceqaHuy Kadeaphl: SK3aMeHAIIMOHHbBIE OUJIETHI, TUTepaTypa, Goc
npotokod Ne 11 ot «21» urons 2018r.
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3aBenyromnuii kadeapoit | T'youk C.B./

JlomonHeHus W M3MEHEHHs, BHECEHHBIE B Pab0O4yr0 MpOrpaMMmy AUCIUIUIMHBI, YTBEP>KIEHBI Ha
3aceqaHny Kadeapbl HHOCTPAHHBIX S3BIKOB AJis MpodeccHnoHaTbHOM KOMMYHUKALIMU TTPOTOKOT No
11 ot «21» urous 2019r.

AT
1% .\'i. AL

3aBenyromnuii kadeapoit / C.B. I'youk/

JlorosiHEHNsT U U3MEHEHMsI, BHECEHHbIE B pab0OYyl0 IMPOrpaMMy IUCLUIUIMHBI, YTBEPXKACHBI Ha
3acenannu kKadenpsl nU(POBON SKOHOMHUKM W KOMMYHHUKaluMu MpoTokonl Ne 6 ot «20» ampens
2020r.

3aBenyromuii kadeapoii </ / P.X. BaxuToBa/
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1. IlepeyeHb NJIaHUPYEMBbIX Pe3y/JIbTATOB 00y4YeHHUS 10 AUCHHUILINHE, COOTHECEHHBIX C

IVIAHNPYEMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pa30BaTeIbHON MPOrpaMMbl

B pesynbrare ocBoeHus: 00pa3oBaTeIbHOM MPOrPAMMBbI O0YUYAIOITHIICS TOJDKEH OBJIAIETh
CIICAYIOUIMMU pe3yJibTaTaMy 00yUeHHsI 10 AUCIUILTHHE:

PesynbraTel 00yueHus

dopmupyemasi KOMIETECHIIUS
(c ykazaHueM KoJ1a)

IIpumeyanue

3uanust | 3HATh: OK-4 - CcrmocoOHOCTh K
1. OCHOBHYIO TEPMHHOJIOTHIO IO KOMMYHHUKAIlUd B YCTHOH H
npo¢ IO TOATOTOBKH Ha NUCHbMEHHOW  (opmax  Ha
WHOCTPaHHOM SI3bIKE; PYCCKOM ¥ HMHOCTPaHHOM
2. OCHOBBI MIEPEBOJIA; JICKCHUECKUE | SA3BIKAX IS pEHICHHs 3a7ad
U TpaMMaTHYeCKHe CIIOCOObI MEXJIMYHOCTHOTO u
nepedpazupoBaHus U aTaNTalH MEXKYJIbTYPHOTO
TEKCTa IIPU MEPEBO/IE C B3aMMO/ICICTBHS;
WHOCTPAHHOTO sI3bIKA HA PYCCKHUHU.
3HaTh: IIK 7 - cHnocoOHOCT,
1. crpaTeruu 4TeHUs TEKCTOB HA UCIIOJNIb3Ysl OTEUYECTBEHHBIE U
MHOCTPAaHHOM SI3bIKE: 3apyOexHbIC HUCTOYHUKH
03HAKOMUTEIILHOTO, IPOCMOTPOBOTO, | UH(pOpPMALIHH, coOpatb
MIOMCKOBOTO, U3yYaroIlero; HEO0OXO0TUMBIC TaHHBIC
2. OCHOBHI pedeprpoBaHus, MpOaHANN3UPOBaTh HX H
AHHOTHUPOBAHHUS U TIEPEBOA MOATOTOBUTH
JUTEPATYPHI 110 TPOPHUITIO MH(pOPMAITMOHHBII 0030p
MIOJITOTOBKH. W/WIM AaHAJTUTHYECKHIA OTYET.

YMenust | YMers: OK-4 - crmocoOHOCTh K
1. mIpaBUIILHO HCIIOJIB30BAThH KOMMYHHKAIIU! B YCTHOH H
OCHOBHYIO TEPMUHOJIOTHIO 110 MUCBMEHHOW  ¢opmMax  Ha
PO TOATOTOBKH. PYCCKOM ¥  HHOCTPaHHOM
2. TOHMMAThb W TIEPEBOAWTH Ha | A3BIKAX JUIsI PELICHUS 3aaad
PYCCKHIl SI3BIK COJIEPIKAHUE TEKCTOB | MEKIMIHOCTHOTO "
no npoduiIr0  MOATOTOBKM  Ha | MEXKYJIBTYPHOTO
WHOCTPAHHOM SI3BIKE; B3aMMO/ICHCTBUYS;

VYMerh: IIK 7 - coocoOHOCTS,
1. HaXOAUTHh HEOOXOAUMBIE IS WCIIONIb3Ysl OTEUYECTBEHHBIE U
npoUIBLHON JeSTENbHOCTH 3apyOexHbIe MCTOYHUKH
UCTOYHUKH UHPOPMALIUU U uHpopManuy, cobpath
U3BJIEKATh U3 HUX HEOOXOIUMBIC HEO0OXO0TMMBIC JaHHBIC
CBEICHHSI HA MHOCTPAHHOM SI3BIKE; MpOaHANN3UPOBaTh HX H
BBIJICJIATH 3HAYUMYTO / MOJATOTOBUTH
3amnpanmBaeMyro HH(HOpPMaIInIo; MH(OPMAIIMOHHBIN 0030p
2. cocraBUTh WHGOOPMAITMOHHBINA | /WM AaHATUTUYECKHUI OTYET.
0030p (mokiam) HAa WHOCTPAHHOM

SI3BIKE; WHTEPIIPETHPOBATh B YCTHOM

dopme coaepxaHHE NHCHMEHHOTO

TEKCTa, AHHOTHPOBATH 17§

pedepupoBathb JUTEepaTypy 1O

pOdUITIO TOJITOTOBKH.

Bnanenu | Baagets: OK-4 - CIIOCOOHOCTHL K

o 1. HaBBIKAMH YCTHOTO U KOMMYHHKAIAA B YCTHOU M

(HaBBIKM | MTUCHMEHHOTO MEPEBOJIA TEKCTOB M0 | MUCbMEHHOM  dopMax  Ha




/ OTbIT npoQHII0 TOATOTOBKU C PYCCKOM ¥ HMHOCTPaHHOM
NesiTellb | MHOCTPAHHOTO SI3bIKa Ha PYCCKUN A3bIKaX JUISI peLIeHUs 3aaad
HOCTH) | SI3BIK. MEXJIMYHOCTHOTO u
MEXKYJIbTYPHOTO
B3aHMMOJCHCTBUS;
Bnaners: IIK 7 - cHocoOHOCTB,
1. HaBBIKAMH IMOMCKA HEOOXOAUMOW | UCIOJIb3YsI OTEUYECCTBEHHBIC W
nH(pOpMalliu Ha UHOCTPAHHOM 3apyOexHbIe HUCTOYHUKHU
S3BIKE C MCTIOJIh30BAaHUEM OCHOBHBIX | HH(pOpMaImH, coOparb
BUJIOB YTEHHSI: IPOCMOTPOBOTO, HE00X0IMMBbIE JTaHHbIE
03HAKOMUTEIBFHOT0, IIOUCKOBOTO, MpOaHAIM3UPOBATh WX H
AHAJIUTUYECKOTO; MOATOTOBUTH
2. OTIBITOM aHaNu3a HHPOPMAIMK HA | HH()OPMAIIMOHHBIN 0030p
WHOCTPAHHOM $I3bIKE U CO3/IaHUS W/WIM aHAJTUTUYECKUNA OTYeT.
YCTHBIX U MUCbMEHHBIX TEKCTOB
pa3HbIX TUIIOB;

2. eab 1 MecTO IMCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

Juctumimna «/lenoBass KOppecHoOHJEHIMSI HAa HWHOCTPAHHOM SI3bIKE» OTHOCHUTCS K
BAPUATUBHOW YaCTH.

Jucnumnmna u3ydaercs Ha 3 Kypce B 5 U 6 ceMecTpax Ha OYHOM OTAETICHHU.

s ocBOGHHS ITUCIHUIUIMHBI HEOOXOJMMBI KOMIIETEHIIMH, C(OPMUPOBAHHBIE B paMKax
U3Y4YEeHMs] CleAyloIux aucuumiuH: «MHocTpaHHbl  s3bIK», «Teopusi HHBECTUPOBAHUS»,
«MHOCTpaHHBII A3BIK 1715 TPO(HECCHOHATEHON AEATEIBHOCTI.

[lenpto yueOHOW IUCHUIUIMHBI «JlenoBasi KOpPpECHOHIEHIUS HAa WHOCTPAHHOM S3BIKE)
ABIISIETCS (POPMHUPOBAHUE Y CTYJIEHTOB JOCTATOYHOTO YPOBHS KOMMYHHUKATUBHOW KOMIETECHIIUH U
0a30BbIX (yH/IaMEHTAIBHBIX 3HAHHUI 110 MHOCTPAHHOMY SI3BIKY, KOTOPBIE IO3BOJST MOJB30BaTHCS
WHOCTPAHHBIM SI3bIKOM B PA3JIUYHBIX 00JACTAX OPHUIIMATBHO-IETIOBOM cepbl, mMpodeccuoHambHOM
NESATENIBHOCTH JUIsl OCYILECTBIICHUS JEII0BOM KOPPECIIOHICHIINN.

Huctumimna  «JlemoBast  KOpPpECHOHJEHIMS Ha  HMHOCTPAHHOM  SI3BIKE»  SIBJISETCSA
HE00XOIMMOM ISl YCIIEIIHOTO MPOX0XKICHHS TPAKTUKH.

3. Conep:xanune padoyeii nporpaMmbl (00beM AMCHMILINHBI, THIIBI M BUIbI y4eOHBIX
3aHATHIH, Y4eOHO-MeTOaMYecKoe o0ecnedeHne CaMoCTOATeJIbHOI PadoThl
00yuyaroumuxcs)



MHWHOBPHAYKH POCCHHN
OI'bOY BO «bBAIIKMPCKNU I'OCY JAPCTBEHHbBIM YHUBEPCUTET»

NMHCTUTYT DKOHOMUKU, PUHAHCOB 1 BUSHECA

COJIEP)KAHUE PABOYEM ITPOI' PAMMBI

JTMCHIUIUIAHBI J[e710Basi KOpPECIOHICHIINS HA HHOCTPAHHOM SI3BIKE
Ha 5 ceMecTp
O4YHOH (HhOpPMBI 0OYUEHUS

Bun padorsl O0BbeM TUCHUIIINHBI
O6mas TpygoemkocTs auctuiuivabl (3ET / gacoB) 2/72
Y4eOHbIX 4YacOB Ha KOHTAKTHYIO paboTy ¢ IpernoiaBaTesem:
JIEKIUH
MPAKTHYECKUX/ CEMHUHAPCKUX 36
1a00paTOPHBIX

Opyrux (TPyIIoBas, MHIUBUIyabHAS KOHCYJIbTALUs U UHBIC BUIBI
y4eOHOI IeITENbHOCTH, IPEIyCMaTpUBAIOIINe padoTy 00yJaromuxcs ¢
npenoaaBareneM) (OKP) 0,2

Y4eOHBIX 4aCOB Ha CAMOCTOSTENbHYIO paboTy oOyuaromuxcs (CP) 35,8

Y4eOHBIX 9YacOB Ha MOJIOTOBKY K
sKk3aMeHy/3adery/muddepennupoBannomy 3a4dety (KoHTposib)

®opma(bl) KOHTPOJIS:
3a4eT 5 ceMECTpP




dopma u3yueHus: MaTepuaoB:

®opMa TeKyIIero

OcHoBHas 1 KOHTPOJIA
KIIUH, PAKTUYECKUE 3aHATHS

JICKIHH, TIpa Cekue 3a ’ JONOJHUTEIbHA yCII€Ba€MOCTH

No CEMHUHApPCKHE 3aHsTHS, Ta00paTOpHbIE TepaTypa 3ajanus no (KOJLTOKBHYMBI
] Tema u conepxanue paboThl, caMOCTOsITENbHAS paboTa u ’ CaMOCTOSTEIIbHON ’
/1 peKOMeEHyeMas KOHTPOJIbHBIE

TPYJIOEMKOCTb (B Hacax) paboTe CTyEHTOB
CTyJleHTaM (Homepa paboTHI,

JIK [IP/CEM TP CPp U3 CIIMCKA) KOMIIbIOTEPHBIE

TECTHI U T.I1.)

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

1. UreHnue W mepeBoj Tekcra Layout 6 6 OcHoBHas nuTeparypa: | Utenue u nepeBoj IIpoBepka BBITTOTHEHUS
of a business letter Ocpoenue 1,2,3 TEKCTOB. BEImoIHEHHE MPAKTUUECKUX 3aaHH
JIEKCHUECKOTO MATEpHATIA TI0 TEME. JononnurensHas ynpaxxHeHuil. Hanucatb
FOBOpeHI/Ie: MoHonornueckas JIMTeparypa: 4, 5, 6 MMUCbMO UCTIOJIB3Y A

JIUajoTudeckas pedysb: pedeprupoBaHHe
MPOYUTAaHHOTO TEKCTa U BBIIIOJHEHUE
NPaKTHIECKUX 331aHUH 110 TEKCTY.

AynupoBaHue — BujeoMaTepuan
(oOrmiee MOHUMAaHME, TIOUCK
ornpezeneHHoN nHpopMalnu,
MPOCMOTP U CIyIIAHUE C
MOCJIETYIOIUM OOCYKIEHUEM U
aHaJIN30M).
IlucekmMenHass  peus:
JI€JI0BOE MHUCHhMO

I'pammatuka Prepositions of
movement. BeimonaeHue MMPAKTUYICCKUX
Sa,Z[aHI/Iﬁ Ha OCBOCHHUEC I'PaMMATHYCCKOTO
Matepuaja.

HarucaThb

MPOWAEHHBIA MaTepUal.




Urenue u nepesox tekcra Memo.
OcBoeHHE JEKCHYECKOTO Marepuaia 1o
TEMEC.

FOBOpeHI/Ie: MoHosoruueckas H
JIMAJIOTHYECKasl peub: pedepupoBaHUe
MPOYUTAHHOI'O TCEKCTa W BbINIOJIHCHUC
MPaKTUICCKUX 3a):[aHPII>i I10 TEKCTY.
[lucekMeHHasi  peyb:  HaNUCaTh
nucekMo Memo

I'pammatuka Present simple passive..
Brmoaenne MMPAKTUYICCKUX 3a,IlaHI/II71 Ha
OCBOCHHC I'paMMATHYCCKOI'O MaTCpuraia.

OcHOBHasi JHTepaTypa:
1,2,3
JononHutensHas
nuteparypa: 4, 5, 6

Urenue u nepeBos
TEKCTOB. Brlnonnenue
ynpaxxseHuil. Hanucatb
nuceMo Memo ucnosnb3ys
NIPOUJCHHBINA MaTepUal.

HpOBepKa BBITTOJTHCHU
MPaKTUICCKUX 3aJlaHu

UreHne ©  MEpeBOJ  TEKCTa
Enquiries.

OcBoeHHE JICKCHICCKOTO Matepuajia 110
TEMC.

TI'oBopenue: MoHosoruueckass  u
JUAJIOTHYECKasl peub. pedepupoBaHUe
MPOYUTAHHOI'O TEKCTa U BbIIOJIHCHUC
MPaKTUICCKUX 3az[aH1/1171 I10 TEKCTY.
Ilucemennas  peusb:  Hanmcats
HHCHMO — 3a1poc

I'pammaruka: passive voice.
Brmonnenne MMPAKTUYCCKUX BaZ[aHI/Iﬁ Ha
OCBOCHHMEC I'PAMMATUYCCKOI'0 MaTcpuaJia.

OcHOBHast JHTEpaTypa:
1,2,3
JlomonHUTEBHAS
nuteparypa: 4, 5, 6

UreHue 1 nepeBos
TEKCTOB. BrImonHeHue
ynpaxxHeHuil. Hanucatb
MHCHMO — 3a1poc,
UCIIOJIb3YS IIPOMICHHBIN
Marepuai.

[IpoBepka BEITOTHEHHA

MIPAaKTHYECKHX 3aTaHHH,

KOHTpOJIbHas paboTa 1o
COJEPIKaHUIO MOMYJIS

18

18

Monayas 2.

Urenue u nepesoj Tekcra Offers.
OCBOEHHE JICKCUYECKOTO Mate€puajia 110
TEME.

FOBOpeHI/Iei MoHonoruueckas #
JAuajiornyeckass peyb: pe(l)epI/IpOBaHI/Ie
IMPOYUTAHHOTO TEKCTAa W BBIIIOJIHCHUC
IMPaKTUICCKUX BallaHI/Iﬁ I10 TEKCTY.
I[Iucemennas  peus:  Hamucarts
IIACBMO — IPEJIOKEHUE
I'pammatmka: Past tenses: Past
Simple, Past Continuous BeimonHeHue

OcHOBHas JHTEpaTypa:
1,2,3
JlomonHUTEIBHAS
nureparypa: 4, 5, 6

UreHue 1 nepeBoj
TEKCTOB. BrimonHeHue
ynpaxxHeHuil. Hanucatb
MMUCBMO — TIPEIIOKEHHE,
HCIO0JIb3Ysl IPONUEHHBIN
Marepuai.

TpoBepKa BBIIONHEHHUS
NPAaKTUYECKUX 3aaHNUH,
TECTUPOBAHKE HA
mwiatpopme Moodle




MPaKTUICCKUX 3aJaHMM M TecTa Ha
OCBOCHHMC I'paMMATHUYCCKOT'O MaTcpuajia.

Utenue u nepeBoj TEKCTa Orders.
OcBoeHHE JEKCHMYECKOr0 MarepHaja Io
TEME.

FOBOpeHI/Ie: MoHosoruueckas H
Juajorudeckas peds: pedepupoBaHue
IIPOYUTAHHOIO TEKCTA W BBIIOJHCHUE
NPAaKTUYECKUX 3aJaHUM 110 TEKCTY.
[lucemennass  peub:  Hamucarts
IMUCbMO — 3aKa3s

I'pammaruka: prepositions of time.
BrimonHeHNe NPAKTHYECKUX 3aaHUN Ha
OCBOEHHE TPAaMMATHYECKOI0 MaTepHaa.

OcHOBHasi JHTepaTypa:
1,2,3
JononHutenbHas
nuteparypa: 4, 5, 6

Urenue u nepeBos
TEKCTOB. BrlnonHenue
ynpaxsenuil. Hanucats
IIACBMO — 3aKas,
HCIOJIb3Ys IPOUICHHBIN
MaTepuan

IIpoBepka BEITIOTHEHUS
MPaKTUYECKUX 3aJaHuN

Aynupoanue (oOruiee
MOHMMAaHUeE, TIOUCK OMPEEICHHOMI
UH(OPMALINH, CIyIIaHUE C
MOCIEAYIOIUM O00CYKICHUEM U
aHaJIN30M).

l'oBopenue: obcyxnaenue ¢pas u
BBIDOXKCHUH 11 HAIUCAHUS
JIEIOBBIX THCEM.
Momnouornueckas u
JIaJIOTHYECKas peyb.

BBenenne u oTpaboTka HOBOTO
BOKaOyJsipa:

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

adverbs

BLIHOJ'IHGHI/IC HpaKTI/I‘ICCKI/IX SaHaHI/Iﬁ nu
TEeCTa Ha OCBOCHHUC I‘paMMaTI/I‘leCKOFO
MaTepI/Iana.

adjectives  and

5,8

OcHOBHasi JHTEpaTypa:
1,2,3
JononHutensHas
mureparypa: 4, 5, 6

IToBTOpEHUE NPOIiIEHHOTO
Mmarepuana BeimonHeHune
YOpaKHEHUH.

IIpoBepka BBIOJIHEHUS

MPaKTUYECKUX 3aJaHui

KOHTpOJIbHAsi paboTa 1o
COJICPKAHUIO MOTYJTIS

18

17,8

BCEI'O HACOB

36

35,8




MHWHOBPHAYKH POCCHHN
OI'bOY BO «bBAIIKMPCKNU I'OCY JAPCTBEHHbBIM YHUBEPCUTET»

NMHCTUTYT DKOHOMUKU, PUHAHCOB 1 BUSHECA

COJIEP)KAHUE PABOYEM ITPOT'PAMMBI

JTMCIUTUIAHBI J[eT10Basi KOPPECIIOHICHIIHSI HA HHOCTPAHHOM SI3BIKE
Ha 6 cemecTp
O4YHOH (HhOpPMBI 0OYUEHUS

Bua pa6otsl O0BLeM TUCHUILTHHBI
O6mas Tpygoemkocth aucturuinabl (3ET / gacoB) 3/108
Y4eOHBIX YacOB HAa KOHTAKTHYIO pabOTy ¢ PEo1aBaTesem:
JIEKIUH
MPAKTUYECKUX/ CEMUHAPCKUX 32
J1a00paTOPHBIX

Ipyrux (TpyIIoBas, UHIAMBUIYyaTbHAs! KOHCYJIBTAIMS U MHBIC BUJIBI
y4eOHOM NesTeNIbHOCTH, IpelycMaTpuBarolue padoTy 00yJyaronmxcs ¢

npenozaasaresem) (PKP) 1,2

Y4eOHBIX 9acOB Ha CAMOCTOATEIBHYIO padboTy obydarommuxcs (CP) 20,8
Y4eOHbBIX YacOB Ha TIOJTOTOBKY K

sK3aMeny/3auety/muddepeniporannomy 3auery (KoHTpon) 54

®opma(bl) KOHTPOJIS:
OK3aMeH 6 cemecTp

10




dopma U3yUEHHS MAaTEPUAIIOB:

OcHOBHas U

dopma TeKyIIero

JIEKLUH, IPAKTUYECKUE 3aHATHS, KOHTPOJISI
JIOTIOJIHUTEIIbHAS
CEMUHApPCKHE 3aHSTHS, IMTepaTypa SaaHus 10 yCIIEBAEMOCTHU
Ne naboparopHbie pabOTHI, ’ . (KOJIJIOKBUYMBI,
Tema u conepxanue peKomMeHayemMasi | caMOCTOSATEIbHON
n/m camocTosTelbHas padoTa u KOHTPOJIbHBIE
CTyJIeHTaM paboTe CTyACeHTOB AGOTLL
T MKOCTb (B yacax
PYLOEMKOCTH (B yacax) (HOMepa 13 p ,
1K | oP/CEM | 1P CP crmcka) KOMIIBIOTEPHbBIE
TECTHI | T.I1.)

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

1. | Yrenue u nepeBoa Tekcta The basics of 4 3 YreHue U IepeBo IIpoBepKa BBIOITHEHHUSI
formal and informal correspondence TCKCTOB. TIPAKTUYECKUX 3a/IaHUH
OcBoeHHE JICKCHYECKOr0 Marepuaia Mo Brmonnenue

YOpaKHEHUH.

TEeMeE.

. o OcHOBHas
I'oBopenue: o6cyxaeHne o0coOeHHOCTEN sreparypa: 1,2, 3
cocrapieHuss CV. MoHosornueckas W e a——
IUaOTUYeCcKasi peyb. nuteparypa: 4, 5, 6
[Incemennas peds. Hanmcats NMHUCHMO.
I'pammaruka:Nouns
BrimonHeHne MMPAKTUYCCKUX 3a,Z[aHPII7[ M TECTa Ha
OCBOCHHEC I'PaMMATHYCCKOT'O MATEpUaa.

2. | Urenne u iepeBoj Tekcta Writing styles 4 3 U3zyuenue nekcuku o | IIpoBepka BHIMOTHEHUsI
OcBoeHHE JIEKCMYECKOTO MaTepHana Mo teme. Harmcats CV, MIPaKTUYECKUX 3aJaHUI
TeMe HCIOJIb3YS

) o NPOWACHHBIH
I'oBopenue: oOcykaeHHe OCOOCHHOCTEH OcHoBHast MaTepuan
cocraBiaenusi CV. Hints for writing CV nuteparypa: 1, 2, 3
Momnoiiornueckast ¥ AMAJIOrM4ecKas peub. I[OHOHHHTeHZH? 6

nuareparypa: 4, 5,
[Incemennas peus: Hamcars CV paiyp
I'pammaruka: Plurals of Nouns
BrimonHenne MPAKTUYCCKUX SaﬂaHI/Iﬁ U TECTa Ha
OCBOCHHUE I'PaMMATHYCCKOT'0O MaTepuaia.

3. | Urenue u nepeBon Tekcta Writing Address 8 4 OcHOBHasI Visyuenne nexcuu o | 1IPOBEPK BIIONHEHIA
OcCBOCHHE JIEKCHMYECKOTO Marepuaga IIo nutepatypa: 1, 2, 3 teme. HarmucaTs HpaKTUIECKUX SZIIaHVIH,
TEME. JlonosiHUTETEHAS Resume, ucmone3ys KOHTPOJIbHAX paboTa IO

['oBopeHune: o0cyKaeHHE O0COOCHHOCTEH

aureparypa: 4, 5, 6

PO ICHHBIN

COJIEPIKAHNIO MOJTYJIS
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cocraBiieHusT Resume. MoHomoruueckas u
JMAJIOTUYECKasl peyb.
IIncemennas peus: Hamcats Resume

I'pammaruka: Possessives (Nouns)
BrmmonHenue MMPaKTUYCCKUX 3aZ[aHI/Iﬁ Ha OCBOCHHEC
IrpaMMaTUYCCKOT0 MaTcpuajia.

Marepuan

MonayJb 2.

Urenue u nepeBos Texkcra Writing Date 2 ITIpoBepKa BBIMOIHCHHUS
OcBOEHHUE JTEKCHYECKOTO MaTepUaa 1o TIPAKTHICCKIX 3a/1aHUH
TeMe.
l'oBopenue: o0cyxaeHHEe OCOOCHHOCTEH Yrenne n nepesozt
cocrasienus Covering letters. OcHoBHast Ee;:;:g;eme
MoHOJI0rn9€ecKas v JHAIOrHuecKast pedb. muteparypa: 1, 2, 3 ——
Yrenue u nepeso Tekcra Covering letters Hononnuresnsnas VI3yuenne TeKCHKH 110
[Tucemennass peub. Hamucars Covering auTepatypa: 4,5, 6 teme. Hamcats
letters Covering letter
I'pammaruka: countable and uncountable
BrimonHeHne MNPAKTUYCCKUX Sa,I[aHI/Iﬁ Ha OCBOCHHC
I'paMMaTH4YCCKOro MaTcpuaa.
Yrenue u nepeBo Tekcta Contracts 4 IIpoBepxka BEITIOHEHHS
OcBoeHHe JeKCUYEeCKOro MaTepuara 1mo TIPAKTHIECKHX 3a/1aHUH
TEMEC. UteHue u nepeBoj
['oBopenue: oOCyxkIeHHEe O0COOCHHOCTEH TEKCTOB.
OcHoBHas
aKpOHHMMOB B nepenucke: TLAs (three letter sureparypa: 1,2, 3 Brimonnenue
acronyms) JononuurensHas YTPKHCHHH.
MoHosorndeckas ¥ AHAIOrH4ecKas pedb. mateparypa: 4, 5, 6 HSyqu}_‘IHe JICKCHIH 1O
[Tucemennas peus: Hamcars Contract ::ecl)\?\et.rac? Atk
I'pammartuka: Numerals
BblnosHEHNE NPAaKTUYECKUX 3aJaHUH HA OCBOCHHUE
IrpaMMaTHYCCKOro Marepuaja.
Urenne u mnepeBony Tekcra Methods of 4.8 YreHue u nepeBon IIpoBepka BbINONHEHUs

payment

OcBoeHHE JEKCUIEeCKOr0 MaTepuana 1mo
TeMe.

I'oBopeHue: 0OCYKIeHHE HCIOJIb30BaHUs

OcHoBHast
gureparypa: 1, 2, 3
JlomomHUTE THHAS
aureparypa: 4, 5, 6

TEKCTOB.

Brimonnenue
YIPAKHEHUH.
N3yuenue nekcuku mno
TEME.

MPaKTUYECKUX 3aaHUI
KOHTPOJIbHAS paboTa 1o
COJICPKAHNIO MOTYJTIS
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Salutation and greeting
MoHonoruueckas u AMaJoru4yecKas peyb.

I'pammaruka: What’s the Time
Brinonnexnue MMPaKTUYCCKUX 3aZ[aHHﬁ Ha OCBOCHHC
IrpaMMaTUYCCKOro MaTrepuaja.

BCEI'O YACOB

32

20,8
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4.1 IlepedyeHnb KOMIIETEHIIUH € YKa3aHHEM 3TanoB UX (popMHUpPOBaHMSA B Npolecce 0OCBOCHHUS 00pa3oBaTebHOIl nporpamMmmbl. Onucanue

4. ®oHJ OLIEHOYHBIX CPEJICTB IO JUCIHUIINHE

nokasareJieil 1 KpuTepueB OLlEHUBAHUA KOMIIETEHLMI HA Pa3JIMYHBIX 3TANAaX UX (JOpPMUPOBaHUS, ONUCAHHME IIKAJ OLleHU BAHUS

OK-4 - cnocoOHOCTE K KOMMYHHKallUN B YCTHOﬁ U THCHMEHHOMU (bopMax Ha PyCCKOM U MHOCTPAHHOM A3BbIKaX IJIA PCIINCHHSA 3aJa4 MCKIMYHOCTHOI'O

U MEXKKYJIBTYPHOTO B3aUMOJICHCTBUSA

st 3agera

Jtan (ypoBeHb)
0CBOEHUS
KOMIIETEeHIIUH

I[Inanupyemble pe3yJbTaThl
o0yueHust
(Tmoxazarenu JOCTHIKCHHS
3aJJaHHOTO YPOBHS OCBOCHUS
KOMITETCHITH)

Kpurtepuu oneHuBaHus pe3yibTATOB 00y4eHHSs

He 3auTeno

3auTeHo

[TepBblii aTan
(ypoBeHb)

3HaTh:

I. OCHOBHYIO TEPMHHOJIOTHIO
10 MO0 MOArOTOBKH Ha
MHOCTPAHHOM SI3BIKE;

2. OCHOBBI NIEPEBOJA;
JIEKCUYECKHE U TpaMMaTHYECKHe
croco0bl  mepedpazupoBaHus U
aJlanTanuy TeKCTa IpU MepeBojie

dparmeHTapHbIE MPEICTABICHUS 00
OCHOBHOW TE€PMUHOJIOTUU IO MPOPHUITIO
MOJATOTOBKH HAa MHOCTPAHHOM SI3BIKE;
A Taxxe 00 OCHOBax NEPeBO/Ia;
JIEKCUYECKUX U TPaMMaTHYECKHIX
crioco0ax mepedpasupoBaHus U
aJlanTaluy TEKCTa MpU MEPEeBOJIE C
WHOCTPAHHOTO SI3bIKA HA PYCCKHIA.

CdopMupoBaHHBIE, HO COJIepKAIIIHEC
OT/IeNIbHBIE TTPOOEBI  TIPE/ICTABICHUS 00
OCHOBHOI TEPMUHOJIOTUH 1O TPODUITIO
IIOATOTOBKH HaA I/IHOCTpaHHOM SI3BIKE,

A Takxke 00 OCHOBax MepeBo/Ia;
JICKCUYCCKUX U FpaMMaTquCKHX
crocobax mepedpazupoBaHUs U
aJIarTaliy TeKCTa P TIEPEBOJIC C

(YpoBeHb)

1. npaBUIBHO UCMIOIB30BAThH
OCHOBHYIO TEPMUHOJIOTHIO IO
PO UITIO TTOATOTOBKH.

2. IOHUMATh U NEPEBOAUTH Ha
PYCCKUH SA3BIK COAEpKaHUE
TEKCTOB 10 MPOdUITIO
MOJrOTOBKH HA THOCTPAHHOM

MCIIOJIb30BaTh OCHOBHYIO TEPMUHOJIOTHIO
CBOEH CIIEUaNIbHOCTH; IOHUMATh U
MEPEBOJUTH HAa PYCCKHM A3BIK
coJiepKaHue TEKCTOB 110 MPo(UIIo
MOJFOTOBKU HAa MHOCTPAHHOM SI3bIKE

C WHOCTPAaHHOIO s3bIKa Ha MHOCTPAHHOIO SI3bIKa HA PYCCKUI.
PYCCKHH.
Bropoii otart | YMeTs: @parMeHTapHbIE YMEHHUs NPABUIILHO B nenom ycnemHoe, HO coaeprKaiiee

OTACJIBHBIC HpO6€J’ILI YMCHUCEC IMPAaBUIIBHO
HCIIOJIb30BaTh OCHOBHYIO TEPMUHOJIOTHIO
CBOEH CITENMMAILHOCTH, IIOHUMATh 1
MIEPEBOUTH HA PYCCKHI SI3BIK
coJiep>KaHne TEKCTOB 10 MPOodUITI0
MOJATOTOBKH HAa NHOCTPAHHOM SI3BIKE
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SI3BIKEC

Tpetuii aTan

Bnanets:

CDparMeHTapHoe BJIaICHHUEC HaBbIKaMU

B nenom YCIIEOIHOE, HO COACPKaIICC

(ypoBeHb) 1. HaBBIKAMM YCTHOTO U YCTHOT'O ¥ IIMCBMEHHOTI'0 IIEPEBOA OTJeNIbHBIC TIPOOEITBI BlIaJICHNE
IIUCbMEHHOTO IIEPEBO/Ia TEKCTOB | TEKCTOB 10 MPO(UIIIO TOATOTOBKH € HaBBbIKAMU YCTHOT'O M MIMCBMEHHOTO
0 MPOUITIO MTOJITOTOBKH € MHOCTPAHHOTO S3bIKa HA PYCCKUMU S3BIK NepeBo/ia TEKCTOB 10 MPO(UITIO
MHOCTPAHHOTO S3bIKa Ha HOJArOTOBKH C MHOCTPAHHOTO A3bIKa Ha
PYCCKHH SA3BIK. PYCCKHH SI3BIK
Juis1 3k3amMeHa
I[Lianupyembie KpuTtepuu oneHnBaHus pe3yJbTaTOB 00yUeHHUSsI
Jran pe3yJbTaThl 00y4eHHUs
(ypoBenb) |(OKa3aTean JOCTUKEHUS 2 3 4 5
OCBOEHHS 3aJJaHHOTO YPOBHS «HEeYT0BJIETBOPUTEIbHO» | «y0BJIE€TBOPUTEIbLHO «XOpOLIO0» «OTJIMYHO»
KOMIIeTeHI[HH | OCBOCHHSI KOMIIETEHITHH)
IlepBelii 5Tan | 3HaTh: ®dparmeHTapHbIC Henonuele Ccdopmuposanssle, | ChopMupoBaHHbIE
(ypoBenn) | 1. OCHOBHYyIO MPEACTABICHUS 00 MIpeACTaBICHUS 00 HO COJIeprKallue CHUCTEMAaTHUYECKHE
TEPMUHOJIOTHIO T10 OCHOBHOM TEPMHHOJIOTUH | OCHOBHOM OTJIEJIbHBIE npezcTaBiIeHus 00
IpO(UITIO IOJTOTOBKU | IO MPOQUIIIO MOATOTOBKH | TEPMUHOJIOTUH 11O po0OeIIb OCHOBHOM
Ha UHOCTPaHHOM Ha UHOCTPAHHOM $I3bIKE; npoWI0 NOATOTOBKU | IPEJCTaBIeHNUs 00 | TEPMUHOJIOTHH IO
SI3BIKE; A Taxoke 00 OCHOBax Ha MHOCTPAHHOM $I3bIKE; | OCHOBHOM npoduio
2. OCHOBBI I1€PEBOJIA; NEepeBO/Ia; IGKCHYECKUX U | A Takke 00 OCHOBax TEPMUHOJIOTHH 10 | TIOATOTOBKHU Ha
JIEKCHYECKHUE U rpaMMaTHYeCKIX NEePEeBO/Ia; JIGKCHIECKHUX | TPOPHITIO UHOCTPaHHOM
rpaMMaTu4ecKue criocobax U TPaMMaTHYECKUX MOJrOTOBKH Ha S3BIKE;
CIOCO0bI nepedpazupoBanus u crocobax MHOCTPAaHHOM A Takxe 00
nepedpa3upoBaHus U | aJlalTalluy TEKCTa Ipu nepedpa3upoBaHus U A3BIKE; OCHOBAXx MepeBo/ia;
aJIalITalliy TEKCTA TIPU | TIEPEBOJIE C MHOCTPAHHOTO | a/IalTalluy TEeKCTa pu | A Takxke 00 JIEKCHUYECKUX U
NIEPEBOJIE C A3bIKa Ha PYCCKHUU. nepeBoJie C OCHOBAaXx MepeBojia; | rpaMMaTUYeCKHX
WHOCTPAHHOTO SI3bIKA MHOCTPAHHOTO fA3bIKA Ha | JIEKCUYECKUX U crocobax
Ha PYCCKHUH. PYCCKUH. rpaMMaTH4YEeCKUX nepedpa3upoBaHus
crocobax M aJanTaiuu
nepedpa3upoBaHus | TEKCTA MPH
U aJlalTalnuu MIepeBoJIE C
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TEKCTa IIpU

MHOCTPaHHOI'O

IIEPEBOJE C A3bIKA HA PYCCKHU.
MHOCTPaHHOIO
A3bIKa HAa PYCCKHUHU.
Bropoii 3tan | Ymers: @parmeHTapHble yMeHUs | B nenom ycnemnoe, Ho | B nenom CdopmupoBannoe
(ypoBenb) | 1. mpaBuiIBHO IIPABWJIBHO MCIIONIBb30BaTh | HE CUCTEMATHYECKOE YCIEIIHOE, HO YMEHHE NIPaBUIBHO
UCII0JIb30BaTh OCHOBHYIO TEPMUHOJIOTHIO | YMEHHUE NPABUIBHO cozeprkaiiee UCII0JIb30BaTh
OCHOBHYIO CBOEH CIIENNaIbHOCTH, UCII0JIb30BaTh OTJIE/IbHbIE OCHOBHYIO
TEPMHHOJIOTHIO 110 MIOHUMATh U NEPEBOUTD OCHOBHYIO poOEIIbl YMEHUSI | TEPMUHOJIOTHIO
npo¢WI0 NOATOTOBKU. | HA PYCCKUM S3bIK TEPMHHOJIOTHIO CBOEH | MPaBUIIBHO CBOEH
2. IOHUMATb U CoJIep’KaHuE TEKCTOB I10 CHEIUAIbHOCTH; HCII0JIb30BATh CIEINAJIbHOCTH;
NIEPEBOJUTH HA npo¢WIo NOArOTOBKY Ha | IOHUMATh U OCHOBHYIO IIOHMMAThb U
PYCCKHII SI3bIK MHOCTPAHHOM SI3bIKE NIEPEBOJUTH HA PYCCKUM | TEPMHHOJIOTHIO NEPEBOJUTH HA
COJIep’KaHNE TEKCTOB A3BIK COJEPIKAHUE CBOEH PYCCKHH SA3BIK
10 TIPOGHITIO TEKCTOB 110 MPOPUITIO CHEUAIbHOCTH; coJiepyKaHue
IIOATOTOBKH Ha IIOATOTOBKH Ha IIOHUMATh U TEKCTOB 10
MHOCTPAaHHOM SI3bIKE MHOCTPAHHOM SI3bIKE NepPEeBOIUTH Ha npoduio
PYCCKHH A3BIK IOJTOTOBKHU Ha
coJlepiKaHue MHOCTPaHHOM
TEKCTOB 110 SI3BIKE
PO UITIO
MIOATOTOBKH Ha
MHOCTPAaHHOM
A3BIKE
Tperuit aTan Biiagers: @parMeHTapHOe BiajeHue | B nenom ycremnoe, Ho | B nenom VYcenemnoe u
(ypoBenb) [l. HaBBIKAMM YCTHOTO M | HaBBIKAMH YCTHOTO U HE CHCTEMaTU4ECKOe YCHEIIHOE, HO CUCTEMATUYECKOE
MUCHMEHHOTO MEpPeBOJa | MUCbMEHHOTO MepeBo/ia IIPUMEHEHNE HAaBbIKOB | COJeprKaliee MIpUMEHEHNE
TEKCTOB TI0 TPOQHITIO TEKCTOB MO MPOPHITIO YCTHOT'O U OTJIE/IbHBIE HaBBIKOB YCTHOTO
[OJITOTOBKHU C MOJITOTOBKHU C MUCHbMEHHOTO MepeBoJa | MPOoOeIIbl Y TUCBMEHHOTO
MHOCTPAHHOTI'O S13bIKAa HA | HMHOCTPAHHOTO sI3bIKa Ha TEKCTOB MO MPOPHITIO IIPUMEHEHNE IepeBojia TEKCTOB

PYCCKHUI SI3bIK.

PYCCKHH SI3BIK.

MTOJTOTOBKH C
MHOCTPAHHOIO S3bIKA Ha
PYCCKHH SA3BIK.

HAaBBIKOB YCTHOT'O
U MMCBbMCHHOT'O
MEpEBOJia TCKCTOB

10 MPOHITIO
HOJTOTOBKHU C
WHOCTPaHHOTO
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10 POHITIO
HOATOTOBKH C
UHOCTPAHHOT'O
sSI3bIKA Ha PYCCKHI
SI3BIK.

SI3bIKA HA PYCCKUHI
A3BIK.

IIK 7 - ciocoGHOCTH, NCONIB3Ys OTEYECTBEHHBIE U 3apyOeKHbIE HICTOUHUKN HH(pOpMaIim, coopaTh HEOOXOJMMbIE JaHHbBIE MPOAHAIN3UPOBATh UX H
HOJArOTOBUTH MH(OPMALIMOHHBIN 0030p W/WIM aHATUTHYECKUI OTUeT.

Jlis 3auera

Jrtan (ypoBeHb)
OCBOEHHS
KOMIIeTeHI[HH

[Lnanupyemble pe3yJibTaThI
o0yueHust
(mokazaTenu JOCTHKCHHUS
3aJIaHHOTO YPOBHS OCBOCHUS
KOMITCTCHITHH)

Kpurtepun oneHuBanus pe3yJbTaToOB 00y4YeHM s

He 3auTeno

3auTeHo

IlepBbIit 3Tan
(YpoBeHb)

3HaTh:!

1. crpareruu 4TeHUs TEKCTOB Ha
WHOCTPAHHOM SI3bIKE:
03HAKOMUTEIBHOTO,
MIPOCMOTPOBOTO, TIOUCKOBOTO,
M3YYalolIero;

2. oCHOBBHI pehepupoBaHus,
aHHOTHPOBAHUS U NEPEBOAA
JUTEPATYypPHI 110 MPOPHITIO
MIOJITOTOBKH.

dparMeHTapHbIC PEICTABICHUS O
CTpaTerusx YTeHus TEKCTOB Ha
HHOCTPAaHHOM A3BIKC!
03HaKOMHTEIILHOT0, IPOCMOTPOBOTO,
HIOMCKOBOTO, H3YYarOIIero;

006 ocHoBax pedepupoBaHus,
AHHOTHPOBAHUSA U ICPEBOAA
JUTEPATYpPHI O TPO(UITIO TOATOTOBKH.

CdopMupoBaHHbIE, HO COJIepKAIIHE
OTJIeTbHBIC IPOOENBI  TIPEJCTABICHUS O
CTPATCruAaAX 4YTCHHUA TCKCTOB HA
MHOCTPAHHOM SI3BIKE:
03HAKOMUTEJILHOTO, IPOCMOTPOBOTO,
IIOMCKOBOT0, N3y4aIOILErO;

006 ocHOBax pedepupoBaHus,
aHHOTHUPOBAHUSA U TIEpPEBOA
JUTEPATYPHI 1O TPOPHITIO TOJTOTOBKH.

Bropoii aran
(YpoBeHb)

VYMeTh:

1. HaXOaUTH HEOOXOAUMBIE IS
pOoPUIHHON IeATETHHOCTH
HMCTOYHUKU WH(OPMALIUU U
HN3BJICKATHh N3 HUX HeO6XO)II/IMI>Ie
CBEJIEHUSI Ha MHOCTPAHHOM
SI3BIKE;

dparmeHTapHBIE YMEHHST HAXOJIUTh
HE00X0IMMBIE IS TPOPUITBLHON
NEeSITeTbHOCTH UCTOYHUKHA HHPOPMALIUU
U M3BJIEKATh U3 HUX HEOOXOMMBbIe
CBEJICHUSI HA MHOCTPAHHOM SI3BIKE;
BBIJICTISITH 3HAUUMYIO / 3ampairuBaeMyro
MH(OpPMALIMIO; COCTABUTh

B nenom ycnemHoe, HO coaeprkaniee
OTJeNbHBIE POOeNbl YMEHHE HaXOIUTh
HeoOXouMbIe 1J1 TPODUIHLHON
JESITEIbHOCTH UCTOYHUKH UH(DOPMAIIUH
Y U3BJIEKaTh U3 HUX HEOOXOUMbIE
CBEJICHUs HA NHOCTPAaHHOM SI3BIKE;
BBIJICJISITh 3HAUMMYIO / 3ampalinBaeMyro
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BBIJICIIATh 3HAYUMYTO /
3ampaimBacMyo HHPOPMAIIHIO;
2. cocTaBUTh WH(OPMAITMOHHBIN

uH(POPMALMOHHBIA 0030 (0KIaT) HA
MHOCTPAHHOM S3BIKE; HHTEPIPETUPOBATh
B YCTHOU (hopMe conepkaHue

uH(POPMAIIHIO; COCTABHUTH
nH(pOpMaIMOHHBIN 0030p (TOKIaa) HaA
MHOCTPAaHHOM SI3bIKE; HHTEPIIPETUPOBATD

0030p (toxutam) Ha | IMCbMEHHOI'0 TEKCTa; aHHOTUPOBATh U B YCTHOH (hopMe cozepKkaHue
UHOCTPAaHHOM A3bIKe; | pedepupoBaTh JMTEPATYpy MO NPOPHIIO | MHCBMEHHOIO TEKCTa; aHHOTHPOBATh U
UHTEPIPETUPOBaTh B  YCTHOH | MOATOTOBKH. pedepupoBarh JUTEpaTYpy O IPOPHIIIO
dbopme coJiepiKaHue MOJITOTOBKH.
MIUCBMEHHOTO TEKCTa,
AaHHOTHPOBAaTh U pedepupoBaTh
auTeparypy 1o Ipoduiio
MIOJIFOTOBKH.
Tperuii sTan | Bnanets: ®dparmeHTapHOE BlIaZIcHUE HaBbIKAMU B nentom ycnennoe, HO cozeprkaiiee
(ypoBeHb) 1. HaBBIKaMM IOMCKA MoXCKa HeoOXoMuMon NH(popMaIun Ha OTIeNbHBIC TIPOOEITHI BIIaJICHNE
HE00X0IMMOM HHPOPMALIUY HA | MHOCTPAHHOM SI3bIKE C HCIIOJIb30BAHUEM | HaBBIKAMU MOMCKA HEOOXOIMMOM
MHOCTPAHHOM SI3BIKE C OCHOBHBIX BHUJIOB YTEHHS: MH(pOpMaLIMK HA HHOCTPAHHOM SI3bIKE C
HCIOJIb30BAHUEM OCHOBHBIX IPOCMOTPOBOI0, 03HAKOMHUTEIIBHOTO, UCIOJIb30BAHUEM OCHOBHBIX BUJIOB
BUJIOB YTEHMS: IPOCMOTPOBOTO, | MOMCKOBOT0, aHAJTUTUYECKOTO; YTEHUS: IPOCMOTPOBOTO,
03HAKOMUTEIBHOTO, OTIBITOM aHaIM3a HHPOPMALIUU Ha 03HAaKOMUTEJIBHOTO, IOMCKOBOTO,
ITOMCKOBOT'0, aHAIIUTUYECKOTO; MHOCTPAHHOM $I3bIKE U CO3/IaHUS YCTHBIX | aHAJIUTUYECKOTO;
2. ONBITOM aHaJIN3a UHPOPMALIUU | U MUCHbMEHHBIX TEKCTOB Pa3HBIX TUIIOB. OIBITOM aHaIM3a HH(POpMALUU Ha
Ha MHOCTPAHHOM SI3bIKE U MHOCTPAHHOM $I3bIKE U CO3/IaHUS YCTHBIX
CO3JIaHMsI YCTHBIX U MUCHbMEHHBIX Y IMCbMEHHBIX TEKCTOB Pa3HbIX THIIOB.
TEKCTOB Pa3HBIX THIIOB.
st 3x3amena
IInanupyemsbie Kpurtepuu oneHnBaHus pe3yJibTATOB 00y4eHUsI
dran pe3yJbTaThl 00yUYeHust
(ypoBeHb) (mokazarenu ) 3 4 5
OCBOEHMS |TOCTHKEHUS 33JJaHHOTO
«HEy0BJIEeTBOPUTEIbHO» | «y10BJIETBOPUTEILHO» «XOpOLIO» «OTJIMYHOY
KOMIIETEHIIUM| YPOBHSI OCBOCHHUSI

KOMIIETEHITHH)
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[TepBeiii Tan | 3HaTh: ®parmeHTapHbIe Henousnbie Cdhopmuposannsie, | ChopMupoBaHHBIE
(ypoBenb) | 1. cTpareruu UTeHUsl | MPEICTaBICHUS O MIpe/ICTaBICHUS O HO cojiepKalue CUCTEeMaTUYECKUe
TEKCTOB Ha CTpaTerusix YTeHus CTpaTerusix YTeHUs OTJIE/IbHbBIE IIPEJICTaBICHUS O
MHOCTPAHHOM $I3bIKE: | TEKCTOB HA MHOCTPAHHOM | TEKCTOB Ha poOeIIb CTpaTerusiX YTeHUus
03HAKOMUTEJILHOTO, | SI3bIKE: MHOCTPAHHOM SI3BIKE: IIPEJICTaBJICHUS O TEKCTOB Ha
IIPOCMOTPOBOTO, 03HAKOMHTEIHHOTO, 03HAKOMHTEIHHOTO, CTpaTerusiX YTeHUsl | UHOCTPAHHOM
IIOMCKOBOTO, IIPOCMOTPOBOTO, IIPOCMOTPOBOTO, TEKCTOB Ha A3BIKE:
M3YYarollero; MIOMCKOBOTO, MIOMCKOBOTO, WHOCTPAaHHOM 03HaKOMHTEIHHOTO,
2. OCHOBBI M3YYarollero; M3YYarollero; A3BIKE: IIPOCMOTPOBOTO,
pedepupoBanus, O06 ocHoBax O06 ocHoBax 03HAKOMUTEIILHOTO, | TTOUCKOBOTO,
AHHOTHUPOBAHUS U pedepupoBanus, pedepupoBanus, IIPOCMOTPOBOTO, M3Y4Yarolllero;
nepeBoja AHHOTHUPOBAHUSA U AHHOTHUPOBAHUSA U IIOUCKOBOTO, O06 ocHoBax
JUTEPATypPBI 0 | mepeBoja nepeBojia M3YYarolllero; pedepupoBanus,
npoduiro JTUTEPaTyphl 10 NPOGUITIO | IUTEPATypPhI IO 06 ocHOBax aHHOTHUPOBAHUSA U
MOATOTOBKH. MOATOTOBKH. PO(HITIO TOATOTOBKU. | pedepupoBaHHs, nepeBoa
aHHOTHUPOBAHUSA U JTUTEPATYPHI 110
nepeBoia pouITIO
JUTEPATYPHI 110 MIOJATOTOBKH.
PO UITIO
IIOJAITOTOBKH.
Bropoii stan | Ymers: ®parMeHTapHble yMeHHs | B menom ycnemnoe, Ho | B nenom CdopmupoBanHOE
(ypoBenb) | 1. HaxoaUThH HaXOJUTh HEOOXOJUMbIE | HE CUCTEMAaTHYECKOe YCHEIIHOE, HO YMEHHUE HaXOIUTh
HEoO0XO0UMbIE AJIs JUISL PO UITEHOM yMEHHE HaXO/IUTh coJieprkaliee HEO0OXOUMBIE JJIs
npouIbHON NesITeIbHOCTH UCTOYHUKH | HEOOXOAUMBIE ISt OTJIE/IbHBIE npoduIbHON
JeSITEIbBHOCTH MH(}OpMAaILIUY U U3BJIEKaTh | MPOPUIBHON po0OeIbl yMeHue JeSITeNIbHOCTH
VCTOYHUKU U3 HUX HEOOXOIUMbIE NESATEIBHOCTH HaXOJUTh UCTOYHUKHU
uH(pOopMaluu U CBEJICHU HA WCTOYHUKH HeoOXxoauMble Ui | HHGOPMaUH U
W3BJIEKATh U3 HUX MHOCTPAHHOM SI3BIKE; uHboOpMaIuU U npoIbHON U3BJIEKATh U3 HUX
HE00XO0IUMBbIE BBIJICIISITh 3HAUUMYIO / W3BJIEKATh U3 HUX JeSTEIIbHOCTH HE0OXO0IUMBbIE
CBEZCHMS Ha 3anpammBacMyo HE00XO/IUMBIE VCTOYHUKNU CBEICHUS Ha
WHOCTPAHHOM $I3bIK€; | MHGOPMAIUIO; COCTAaBUThH | CBEJCHHS HA nH(popMalnu U MHOCTPAaHHOM
BBIJIETIATH MH(GOPMAIIMOHHBIN 0030p | HHOCTPAHHOM SI3bIKE; M3BJIEKATh U3 HUX A3BIKE;
3HAYUMYIO / (ToKJ1a)1) HA MHOCTPAHHOM | BBLACNATH 3HAUMMYIO / | HEOOXOIUMBIC BBIJIETISITh
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3arpamBaeMyro SA3BIKE; UHTEPIPETHPOBATH | 3alpaIlnBaAEMYIO CBE/ICHUS Ha 3HAYUMYIO /
UH(POPMALUIO; B YCTHOM (opme HH(pOpMaIHIO; MHOCTPAaHHOM 3aIpaluBaeMyto
2.COCTaBUTH coJiepKaHue MMMCbMEHHOTO | COCTaBUTh A3BIKE; uH(pOpMALHIO;
UH(POPMALIMOHHBIN TEKCTa; aHHOTUPOBATh U UH(pOPMaLMOHHBIH BBIJICJIATh COCTAaBUTh
0030p (mokmam) Ha | pedepupoBaTh 0030p (mokiag) Ha 3HAYUMYTO / UH(OPMAITMOHHBIN
MHOCTPAaHHOM $I3bIKE; | JINTEpaTypy IO NPOQIIII0 | HHOCTPAHHOM SI3bIKE; 3aIlpalIMBacMyto 0030p (10KJ1a71) HA
UHTEPIPETHPOBATH B | TIOJATOTOBKU. MHTEPIPETHPOBATH B uHpOPMALIHNIO; MHOCTPAaHHOM
YCTHOM dopme ycTHOM hopme COCTaBHTb A3BIKE;
coJiep)KaHue coJiepKaHue MH(POPMALIMOHHBIA | HHTEPIPETUPOBATH
NUCbMEHHOTO TEKCTa; MUCBMEHHOTI'0 TEKCTa, 0030p (1oKknag) HA | B yCTHOH opme
AHHOTHPOBAThH " AaHHOTHPOBATh U MHOCTPAaHHOM cozep kaHue
pedepupoBatb pedepupoBatb A3BIKE; IUCHbMEHHOTO
JUTEpaTypy o JAUTEPATYypy IO MHTEPIPETHPOBATh | TEKCTA;
npopuIto poUIII0 MOJrOTOBKU. | B YCTHOHU opme aHHOTHPOBATbh U
MO OTOBKH. coJepKaHue pedepupoBartb
IUCbMEHHOTO JIUTEpaTypy 1o
TEKCTa; pouITIO
aHHOTHPOBATh U MOJITOTOBKH.
pedepupoBarhb
JUTEpaTypy 1o
poQUITIO
HOJITOTOBKH.
Tpernii otan | Bnaners: ®parMeHTapHoe BiajgeHue | B nenom ycnemnoe, Ho | B nenom Ycnennoe u
(ypoBenb) | 1. HaBbIKAMM ITOMCKA | HaBBIKAMH IOMCKA HE CUCTEeMaTH4ecKoe yCIIELIHOE, HO CHCTEMaTHYeCcKOoe
HE0O0X0IMMOM HE0O0X0IUMOM MPUMEHEHHE HaBBIKOB | COJepIKaIiee pPUMEHEHHE
UHpOpPMAaLIUU HA uHpOpMaIUY Ha MOMCKA HEOOXOIMMON | OTJeNbHBIE HaBBIKOB IIOMCKa
WHOCTPAHHOM SI3bIKE€ | HHOCTPAHHOM SI3BIKE C nH(popManuy Ha po0OeIIbI He00X0IUMOM
C MCIIOJIb30BaHUEM UCTOJIb30BaHUEM WHOCTPAHHOM SI3bIKE C | IPUMEHEHHE uHpOpMalUU Ha
OCHOBHBIX BHJIOB OCHOBHBIX BHJIOB WCTIOJIh30BaHUEM HaBBIKOB TIOMCKA WHOCTPaHHOM
YTEHUS: YTEHUS: IPOCMOTPOBOIO, | OCHOBHBIX BHUJIOB HEo0X0 1Mo A3BIKE C
IPOCMOTPOBOTO, 03HAKOMUTEIHHOTO, YTEHUSI: uHpOpMaIUY Ha WCTIOJIb30BaHUEM
O3HAKOMUTENILHOTO, | TIOUCKOBOTO, IIPOCMOTPOBOTO, MHOCTPaHHOM OCHOBHBIX BHJIOB
TIOWCKOBOTO, AQHATTMTHYECKOTO; 03HAKOMHUTEIHHOTO, SI3BIKE C YTCHUSI:
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AHATUTHYECKOTO;
2. OMBITOM aHaNIM3a
uHpopMaun Ha

HHOCTPpaHHOM SA3BIKE
H CO3aaHuA YCTHBIX U
IIHUCBbMCHHBIX TEKCTOB
Pa3HbIX TUIIOB.

OTIBITOM aHaJIH3a
nH(popManuu Ha
WHOCTPAHHOM SI3BIKE U
CO3JIaHMsl YCTHBIX U
MMMCbMEHHBIX TEKCTOB
pa3HBIX TUIIOB

MIOUCKOBOTO,
AHAJTUTHYECKOTO;
OTIbITA aHATIN3a
nH(popMauy Ha
WHOCTPAHHOM SI3BIKE U
CO3JIaHMSl YCTHBIX U
MMMCbMEHHBIX TEKCTOB
pa3HBIX TUIIOB

HCII0JIb30BaHNUEM
OCHOBHBIX BHUJ/IOB
YTEHUS:
IIPOCMOTPOBOTO,
03HAKOMUTEJILHOTO,
IIOUCKOBOTO,
aHAJINTUYECKOTO;
OIbITA aHAJIN3a
nH(popMaluu Ha
MHOCTPaHHOM
A3BIKE U CO3JaHUS
YCTHBIX U
MMCbMEHHBIX
TEKCTOB Pa3HbIX
TUIIOB

IPOCMOTPOBOTO,
03HAKOMUTEIHHOTO,
MIOUCKOBOTO,
AHAJTMTHYECKOTO;
OTIbITA aHATN3a
nH(popMmanuu Ha
WHOCTPAaHHOM
SI3BIKE M CO3IaHUS
YCTHBIX H
MUCHMEHHBIX
TEKCTOB Pa3HBIX
THUIIOB
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[Tokazarenu chopMHUPOBAHHOCTH KOMIETCHIIUHN:

KpurepusmMu orneHuBaHUS SBISIIOTCS Oayllbl, KOTOPBIE BBICTABISIOTCS IpENojaBaTeIeM 3a
BUJIBI JICSITENILHOCTU (OLICHOYHBIE CpEACTBA) MO HWTOraM H3y4YeHHUs Moayieil (paszenoB
JUCITUTIITUHBI ).

IIIxanel OIeHUBAHMUA:

oT 45 10 59 6a10B — «yAOBICTBOPUTEIHHOY;

ot 60 110 79 6ayI0B — «XOPOIIOY;

oT 80 6anI0B — «OTIUYHOY.

4.2 TunoBble KOHTPOJIbHbIE 32JaHUSI WJIN HHbIE MATePHAJIbl, HE00X0AMMbIe 1JIsl OLEHKHU
3HAHMIi, yMEHUI1, HABBIKOB U ONBITA IeSITeJIbHOCTH, XaPAKTEPU3YIOIIUX ITANBI
¢dopmMupoBaHusi KOMIIETEHIIMI B MIpollecce 0CBOCHUS 00pa30BaTeIbLHON IPOrPaMMBbl.
MeToan4yeckue MaTepualibl, onpeaesonue Npoueaypbl OlleHMBAHUS 3HAHUIA,
YMEeHHIi, HABbIKOB M ONbITA /1eSITeJIbHOCTH, XapPAKTEePU3YIOLIHUX ITATbI
(popMupoBaHusa KOMNETEHINH

DTarmsl Pesynbrarel 00yueHus Komnerenmnus OrieHo4yHOE
OCBOCHUS CPEACTBO
1-it otan 3HaTh: OK-4 KOHTPOJIbHEIE
3HaHUA 1. OCHOBHYIO TEPMUHOJIOTHIO IO BOIIPOCHI Ha
MPOUITI0 MOATOTOBKH HA HHOCTPAHHOM JK3aMeH
SI3BIKE; MIPAKTUIECKOE
2. OCHOBBI IEPEBO/IA; JICKCUYECKHE U 3a/laHue

rpaMMaTHYECKHE CTIOCOOBI
nepedpa3upoBaHus U aJanTaliH TEKCTa
IIPH NIEPEBOIe C MHOCTPAHHOTO S3bIKA HA

PYCCKHH.

3HaTh: K7 KOHTPOJIbHBIE

1. crpareruu yTeHUs TEKCTOB Ha BOTIPOCHI Ha
WHOCTPAHHOM SI3bIKE: 03HAKOMUTENIBHOTO, JK3aMeH
IIPOCMOTPOBOI'0, IOUCKOBOIO, MIPaKTHYECKOE
H3y4alollero; 3aJaHue

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

2-11 sTan YmeTs: OK-4 KOHTpOJIbHAS

Ymenus 1. IpaBWIILHO UCTIONBL30BATh OCHOBHYIO pabora,
TEPMHUHOJIOTHIO TI0 TIPO(IITIO TOJTOTOBKH. NPaKTHIECKOe
2. TIOHMMATh W TIEPEBOJMTH HAa PYCCKUIi 3aJaHue, TecT

SA3BIK  COACPIKAHHUEC TCKCTOB II0 HpO(l)PIJ'II-O
MMOATOTOBKU HA HMHOCTPAHHOM S3BIKE;

YMmeTs: K 7 pedepupoBanue,
1. HaxXOUTh HEOOXOAMMBIC JIJISI MIPaKTHYECKOe
MpOodUILHON NI TETPHOCTH HCTOUHHKH 3aJaHue, TeCT

nHPOPMALIMH U U3BJIEKATh U3 HUX
HEOO0XOIMMBIE CBEACHUS HA HHOCTPAHHOM
SI3BIKE;

BBIJICIISITH 3HAYMMYIO / 3alpaninBacMyro
nHpOPMaLHIO;

2. CcOCTaBUTh WHQOPMAIMOHHEI 0030p
(mokmam) Ha  WHOCTPAHHOM  SI3BIKE;
HHTEPIPETHPOBaTh B YCTHOH  Qopme
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coJiep>KaHue MUCHMEHHOTO TEKCTa;
AHHOTHUPOBAaTh u pedepupoBath
JUTEPATypy MO NPOQIITIO MOATOTOBKH.
3-1 oTan Brnaners: OK-4 YCTHBIE
Brnanenus 1. HaBBIKAMH YCTHOTO M TTMCbMEHHOTO BBICTYILICHHS,
(HaBbIKH / TepeBoaa TEKCTOB 110 TPODHITIO COOOIIICHIS
OIIBIT MOJTOTOBKU C MHOCTPAHHOTO SI3bIKA HA MIPaKTUYECKOE
NESITEIbHOCTH | PYCCKHH SI3BIK. 3aJaHue
)
Bnaners: K 7 YCTHBIE
1. HaBBIKAMH TIOMCKa HEOOXOIUMOMN BBICTYIUICHUS,
nH(pOpMAITUH Ha HHOCTPAHHOM SI3BIKE C COOOIIICHIS
WCTIOJIb30BaHUEM OCHOBHBIX BHJIOB MPAKTUIECKOE
YTEHUS: IPOCMOTPOBOTO, 3aJaHue

03HAKOMHTEIBHOTO, IIOUCKOBOTO,
aHATMTUIECKOTO;

2. OIIBITOM aHau3a HHGHOPMAIINH Ha
HWHOCTPAHHOM A3bIKC U CO3JaHHA YCTHBIX U
MUCHMEHHBIX TEKCTOB Pa3HbIX THIIOB;

9K3aMeHAIlMOHHBIE OHUJIEThI

CTpykTypa 5K3aMEHAIMOHHOTO OUJIeTa:
DK3aMEHAIIMOHHBIA OMJIET COAEPKUT 2 BOTIPOCa.

Bonpocsr 11 3x3amena:

©CoNok~wWNE

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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OG6pa3zerr HK3aMEHaIIMOHHOTO OWIIeTa:

. . Hanpasnenue noaroToBku
bamkupckuii Tocy1apcTBEHHbIN YHUBEPCUTET

38.03.01 «DxoHOMUKA»
WNuctutyT 3K0HOMUKH, (puHaHCOB U O6u3Heca  [lpoduns «lHBecTupoBaHue»
Kadenpa nHOCTpaHHBIX S3BIKOB IS Jucuunnmna «/lenoBast KOppeCnoHICHIUS
npodeccnoHanTbHOM KOMMYHUKAIUU Ha UHOCTPAHHOM SI3BbIKE

DK3aMeHannoHHbINA OmiteT Ne 1

1. [IpounTaiiTe ¥ yCTHO MEPEBEIUTE TEKCT HA HHOCTPaHHOM s3bIKe. OO0beM TekcTa 1000 mey.
3HaKoB. Vcrnonp30Banue cioBaps He fomnyckaercs. Bpems Ha noarorosky 20 munyT. Kpatko
nepeaanTe coaepikaHne TeKCTa Ha MHOCTPAHHOM SI3bIKE (5-7 MpeioKeHnH ).

2. CocraBbTe KpaTKOE CBA3HOE MOHOJIOI'MYECKOE BBICKA3bIBAHUE HA HHOCTPAHHOM SI3bIKE T10
npenoxkeHHon teme (3-5 npemnoxenuil). byabre rotoBsl noaaepxkaTh Oeceny ¢ npenoaBareiem
10 TeMaM, U3yYCHHBIM B T€UE€HHUE BCEro Kypca. Vicnonap3oBaHue cioBaps He AomyckaeTcs. Bpems
Ha MOATOTOBKY — 1,5 MHUHYTHI.

*

3aB.kadenpoii -f_'_ je= Tyouk C.B.

[TepeBon orenku n3 100-6a/uTbHON B 4eThIpeX0aIbHYIO IPOU3BOIUTCS CICIYIOITIM 00pa3oM:
- o4O — oT 80 10 110 GamtoB (Bkirovas 10 mOOHIPUTEIBHBIX OAJIIIOB);
- xoporo — ot 60 10 79 6amIoB;
- YJIOBJIETBOPUTEIHHO — OT 45 110 59 Gasuios;
- HEY/I0BJIETBOPUTENILHO — MeHee 45 0aioB.

Kpurepun onenkn (B 6aj1ax):

- 25-30 6aJ1710B BBICTABIISIETCS CTY/IEHTY, €CJIH CTYACHT Jall OJHBIE, Pa3BEPHYThIE OTBETHI HA
BCE TEOPETUYECKHE BONPOCHl Ouiera, MPOJEMOHCTPUPOBAT 3HaHHWE (PYHKIIMOHAIbHBIX
BO3MO’KHOCTEHN, TEPMUHOJIOTMH, OCHOBHBIX 3JIEMEHTOB, YMEHUE MPUMEHATh TEOPETUUECKUE 3HAHUS
IpU BBIIOJIHEHUU MpakThyeckux 3anaHui. CryaeHT O0e3 3aTpyJHEHUN OTBETWJI Ha BCe
JOTIOIHUTENbHBIE  Bompochl. [lpakThdeckass wacTh pabOThl BBHIMOJIHEHA TMOIHOCTBIO 0e€3
HETOYHOCTEH M OIIHNOOK;

- 17-24 6an10B BBICTABISIECTCS CTYACHTY, €CIIA CTYICHT PACKPhUI B OCHOBHOM T€OPETUUYECKUE
BOIIPOCHI, OJHAKO JOIYIIEHb HETOYHOCTH B OINpPEACIICHUH OCHOBHBIX MOHATHH. [Ipm oTBere Ha
JIOTIOJTHUTEIBHBIE BOMPOCHI TOMYIIEHBI HEOONbIINE HETOYHOCTH. [IpH BBHIMOTHEHUH MPAKTHYECKON
4acTH paOOThI JOMYIIEHBI HECYIIIECTBEHHBIE OIIUOKH;

- 10-16 GamioB BBICTaBISIETCS CTYACHTY, €CIIM TMPH OTBETE HA TEOPETHUYECKHE BOIMPOCHI
CTYJEHTOM JIOIYIIEHO HECKOJbKO CYIIECTBEHHBIX OIIMOOK B TOJKOBAHWM OCHOBHBIX MOHSTHH.
Jloruka u TOMHOTAa OTBETa CTPAJAIOT 3aMETHBIMH H3bSIHAMU. 3aMETHBI MPOOeNnbl B 3HAHHUH
OCHOBHBIX MeTOZI0B. TeopeTrueckrue BOMPOCH! B IIEJIOM HU3JI0KEHBI I0CTATOYHO, HO C MPOMYCKaMu
Matepuana. VMeroTcs NpUHIMNHATIbHBIE OMIMOKM B JIOTMKE IOCTPOCHHMSI OTBETa Ha BOIPOC.
CrTyneHT He penn 3ajja4y Wid Ipy peleHuu J0NyIeHbl IpyOble OIIHOKH;

- 1-10 06a/uI0B BBICTABISETCS CTYACHTY, €CIH OTBET HA TEOPETUYECKHUE BOIPOCHI
CBUJICTEIIHLCTBYET O HETIOHHMMAHWHM W KpaiHE HEMOJHOM 3HAHWW OCHOBHBIX TMOHSTHHA W METOJOB.
OOHapyXuBaeTCsi OTCYTCTBHE HABBHIKOB NMPHUMEHEHHUS TEOPETHUECKUX 3HAHHWU IMPHU BBITOJHEHUU
MpaKkTUYeCcKuX 3aanuii. CTyJIEHT He CMOT OTBETUTh HHM Ha OJMH JIOTIOJTHUTEIBHBIN BOTIPOC.
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KoHTpoJibHBbIE BONPOCHI IJIs1 CAMOCTOSITEJIbHON PadoThI

Ha3oBuTe OCHOBHBIE YaCTH JI€JI0OBOrO MHUChMa
Kakue oOparmieHus 10myCTUMBI B JISJIOBOM MHCHME
Kak cieayer moanmuceiBaTh JIeJI0BOE MUCHMO
[TpuBeTCcTBHE U MIPOIIAHKE B ICIIOBOM IMHCHME
OdopmieHue aapeca B ICIIOBOM ITHCHME

Yro Takoe memo?

[TuceMO — 3ampoc ¥ €ro OCHOBHOE Ha3HAYCHHE
CocraBbTe MUCHMO — 3aMPOC

. CocraBbTe OTBET Ha ITUCHMO — 3aIPOC

10. [TucbMo — peIoKEHHE

11. CocTaBbTe MUCHMO — IIPEITIOKCHHE

12. CocraBbTe CBOE pe3toMe

CoNoO~wWNE

Kpurtepuu oneHnBanus:

Kpurepun onennBanus Ounenka

3aaHue BBIIOHEHO: IIE)Ih BEITTOIHCHUS 3aJaHUs YCII€MIHO JOCTUTHYTA, 3a4TCHO
OCHOBHBIC IMOHATHUA OIIPEACIICHBI; pa60Ta BBINOJHEHA B MIOJJHOM O0OBEME.

3aHaHI/IC HC BBIIIOJHCHO, LICJIb BBIIIOJHCHUA 3aJaHrd HE JOCTUTHYTA. HEC 3a4TCHO

3ajanus 151 KOHTPOJILHON padoThI

[Ipumep BapranTa KOHTPOJIBHON 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.

c) 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 I 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 | 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 a summary 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) Ipoxaser u [TokynaTens 3aKIFOYMIN HACTOSAIINI KOHTPAKT O HUIKECIICTYOIICM. ..

2) Iponager npoxain u [Tokynarens Kymui...

3) Copra TOBapa, I1eHa ¥ KOJIMYECTBO YKa3aHbl HIXKE.

4) Cpok MOCTaBKH: JBYMsI-TpeMsl MAPTHSIMU B TEUCHHUE BTOPOro M Tperhero kBapranos 2013 r.,
Ha4dyunHas Co BTOpOI71 IIOJIOBHHEI Mas.

5) llena ToBapa MOHMMAETCS 3a TOHHY, BKJIFOYAs YIIAKOBKY; [MOCTABKa Ha YCIOBHIX (OO M3 OJHOTO
U3 pOCCUNCKUX MOPTOB 10 BbIOOpyY [Iponasua.

6) Oruiata MosHO# CTOMMOCTH TOBapa Mpou3BoAnTCs B goyutapax CIIA.

7)B ciydae JieBajIbBallUU JoJutapa CIIIA o0e CTOPOHBI HUMEIOT
IIPaBO MOBTOPHO OOCYJIUTH IIEHY Ha TOBap.
8) be30T3bIBHBIN u ITOATBEP K ICHHBIN AKKpEIUTUB OTKPBIBACTCA

Ha IMOJIHYIO CTOUMOCTB TOBApa.
9) AKKpeZMTHB OTKpbIBaeTCS B TEUCHHE 5 JHEH mocie mosiydeHus [lokymareneM yBeIOMIICHHUS
IIpogaBua 0 rOTOBHOCTH TOBapa K OTTPy3Ke.

10) AkkpenuTHB AeHCTBUTENCH B TedeHue 90 nHei, ¢ mpaBoM

npoaneHus no tpedosanuto [Iponasna.
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KpuTepun onieHKkH BbINOJHEHUS MHCbMEHHBIX KOHTPOJIBHBIX padoT

Kpurepun oneHuBaHus KoJsmn4yecTBo
0aJ110B

PabGora BrIIIONIHEHA B IIOJIHOM 00BeMe 0e3 omnMOOK W HEAOYETOB WU 9-10
uMeeT He Oosiee ogHOro Hemodera.Ha Bce BOMPOCHI JaHBI COAEPIKATEIHHBIC
OTBEThI. MCIOJIb30BaH MIMPOKUH JIHAINa30H COOTBETCTBYIONICH IPaMMATHKH U
AKTUBHOTO CJIOBaps, JOMYCKAIOTCS HEKOTOPhIE HE3HAYUTEIBHBIC OIIMOKH.
OTBET XOPOIIO CTPYKTYPUPOBAH C COOTBETCTBYIOLIMMH CBS3YIOIIUMHU (ppazaMu
1 ab3a1amMu.

PaGoTra BBITOIHEHA MOJNHOCTBIO, HO B HEW muMeeTcs He Oonee 2-3 7-8
HErpyOBbIX OIKOOK WK HeaoueToB.Ha Bce BOMPOCH! JaHbI MPaBUIIbHBIE OTBETHI,
HO WMEIOTCS HeOombimue HenoueTsl. OTBeThl OQOPMIICHBI HE BIIOJHE
aKKypaTHO, HO 3TO HE MEIIaeT MOHMMaHWio. VICIonb30BaH OnpeaeacHHbIH
Aauaria3oH COOTBCTCTBYIOL[ICP’I FpaMMaTI/IKI/I nu AKTHUBHOTI'O CJIOBapSI,
HCIIOJIb3YEMBIX C HECKOJIBKMMHU CEPhE3HBIMH OLIMOKaMH. B OCHOBHOM OTBETHI
XOPOIIO CTPYKTYPHPOBAHBI C COOTBETCTBYIOIIUMU CBS3YIOIIUMU (ppa3amu.

[IpaBuUnBbHO BBHIMIOJHEHO HE MEHEE MOJIOBHHBI paboThl. Ha Bce Bompochl 5-6
JIaHbl YJIOBJICTBOPHUTEIBHBIC OTBETHI, HO MMEIOTCS OIpPEICICHHBIE HEIOYETHI.
Ucnonb3zoBan OFpaHI/I‘IGHHBIﬁ Auana3oH IpaMMAaTHKKM W aKTUBHOI'O CJIOBaps,
UCIIOJIB3yEeMOTr0 ¢ HEKOTOPHIMHU ONIMOKaMH, HO 3TO HE MEIIAeT IOHMMAHUIO.
OTBeThl HENOCTATOYHO apTyMEHTHUPOBAHBI U CTPYKTYPUPOBAHBI C
UCIIOJIb30BAaHUEM OTPAHUYCHHOTO KOJIMYECTBA CBA3YIOIIUX JICMEHTOB.

Ha Bce Bompochl JaHbl OTBETHI, HO UMEIOTCS CYLIECTBEHHbIE OIIMOKH B 3-4
UCIIOIb30BAHUHM TPAMMATUKM W aKTMBHOIO CIIOBaps, HO 3TO HE MeEIIaeT
OHUMaHUI0. OTBEThl CTPYKTYpPUPOBAHbI HEAOCTATOYHO 4eTKo. Mcmonb3yercs
OrpaHUYEHHBIN MaNa30H I'PaMMAaTUKHU U CJI0Bapsl ¢ YaCThIMH OILINOKaMH.

[IpaBunbHO BbIONHEHO He Ooznee 20 % Bcex 3amanuii. [IpaBuibHBIE 2-3
OTBETHI JIaHBI HE HA BCE BOIPOCHI, MPUYEM HUMEIOTCS TpyOble OIMOKU B
rpaMMaTHYE€CKOM H JIEKCHUECKOM O(GOpPMIICHHH BbICKa3bIBaHU. OTBETHI IIOXO
CTPYKTYPHUPOBAHBI.

IIpaBunbHO BhinosnHeHO He 6onee 10 % Bcex 3ananuil. JlaHsl 0TBETH Ha 1
OTJeNbHbIE BONPOCHL. JlOMyIeHbl 3HAYUTENbHbIE OLIMOKM B TIpaMMaTHKE U
neKkcuke. TEeKCT 0TBeTa He CTPYKTYpUPOBaH.

OtBeThI HEBCPHLIC NI OTCYTCTBYIOT. 0

TecToBbIC 3a1aHUA
[Tpumep 3aaHuii 7151 TECTOBOTO KOHTPOJISI YPOBHS YCBOCHHUS yUeOHOTO MaTepHana

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 01

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 (rmo4ToBbIi MITEMIIEIb)

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! Db) You gotthe job c) We are pleased to inform you that

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

Onucanue MeTOAMKH OLEHUBAHUA Ipu TECTOBOM KOHTPOJIE:

Ha onenky creneHu cQOpMUPOBAHHOCTH 3HAHUEBOM KOMIIOHEHTHl KOMIETEHIMM IpU
pyOEe)KHOM KOHTpOJe 0TBOAUTCS He MeHee 10 BompocoB Tecta. UncI0 NMpaBUIIbHBIX OTBETOB TECTa
oT 45 1o 59% cooTBEeTCTBYET Ha4yaJbHOMY (IIOPOTOBOMY) YPOBHIO OBJIAJI€HUS KOMIIETEHIUEH, OT
60 mo 80 % - 6a3zoBoMy ypoBHIO, oT 81 10 100 % - moBBIIEHHOMY (IIPOABHUHYTOMY) YPOBHIO
c(OpPMUPOBAHHOCTH KOMITETEHIUH.

Kpurtepun onenku:

[TporeHT npaBUIBHBIX KonuuecTtBo 6annos
OTBETOB

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

0

OO (N0 |O |

[TporieHT MpaBUIIBHBIX OTBETOB KomnunuectBo 6amios
80-100 % OTJINYHO
60-79% XOpOIIIO

29



50-59% yIOBJIETBOPUTEIHHO
meHee 50% HEYJI0OBJIETBOPUTEIBHO

IIpuMmep 3axaHus NJIs1 KOHTPOJIA YCTHOM peuH (YCTHBIH OTBeET):
Tembl 17191 yCTHOTO OTBETA:

1. TloaroroBnTe cooOlieHHe Ha TeMy: OCOOEHHOCTH JIe0BOil nepenucku B Poccun

2. CpaBHHUTE OCOOCHHOCTH /1€70BO# nepenucku B Poccun u B O0BbeIMHEHHOM KOPOJIEBCTBE
nimu B CHIA.

3. KakoBbl 0COOCHHOCTH HAITMCAHUS PE3IOME B Pa3HBIX CTPaHAX (MOKHO BBIOpATh OO0
CTpaHy W/Wiu IPOBECTH cpaBHeHUE ¢ Poccueii)

Kpurepun oueHuBaHus yCTHOM peyH (YCTHOIO OTBETA)

Kpurtepun 0aJlIbI

CB00OOIHOE BNIaICHHE N3YYEHHBIM MaTepPHAlIOM B MPEJI0KEHHON 5
cutyaruu. Conepx’aHue BHICKa3bIBAaHUSI COOTBETCTBYET CUTYaIlUU
oOmienusi. PeueBasi ak THBHOCTD CTy/IE€HTa OYEHb BBICOKAs, OTBET
OTJIMYAETCS IOTUYHOCTHIO, CBSI3HOCTBIO, ITOJTHOTOM,
MOCJIEA0BATEIILHOCTBIO U 0ErjocThI0. Bhicka3piBaHME
MOJUTEMATHYECKOTO XapaKTePa, XOPOUIO ApTyYMEHTUPOBAHO, BEIPAXKAET
CBOIO TOUKY 3peHus. Temmn peun BbicOkHil. OTCYyTCTBHE OMIMOOK
SI3BIKOBOT'O XapakTepa.

JlocTato4yHOE BIIaJICHNE N3YyYEHHBIM MaTEPUAJIOM B 4
npenoxkeHHoi cutyanuu. CoaeprkaHne BHICKA3bIBAaHUS B IIEJIOM
COOTBETCTBYET CUTyaIlMU OOIIEHUS, OTIIMYACTCS JOCTATOUHOMN
CBSI3HOCTBIO, TIOJTHOTOM U OETJI0CThI0, XOPOIIO apryMEHTHPOBAHO,
BEIpaKaeTcsi COOCTBEHHOE MHEeHHe. Peub pasHooOpa3Ha, nomyckaercs 3-4
S3bIKOBbIE OLUIMOKH, HCIIPABIISIEMbIE HA OCHOBE CAMOKOPPEKIIUH.

[TonHOE BOCIIpOM3BEICHHE 3ayUYEHHOM TeMBI. Peub yrpoleHHas. 3
ITonnmanue sA3bIka orpaHu4eHO. OTBET CONEP/KUT 3HAYUTEIBHOE
KOJIMYECTBO JIEKCHUYECKUX/TpaMMaTUYECKUX/(POHETUYECKUX OMIHOOK,
3HAYMUTENIbHO BIUSIONIMX HA aJIEKBATHOCTh O()OPMIICHUS PEYUH.

KoMmMmyHMKaTHBHAs 3a7a4a pemaeTcst Ha ypoBHE HEMOJIHOIO 2
BOCIIPOU3BEICHUS 110 TAMATHU 3ay4E€HHOU TeMbl. OTCYTCTBYET IOHUMaHUE
U peakius Ha noHnMaHue. HeanekBaTHOe 0OpMIIEHHE YCTHBIX
BbICKa3bIBaHUI. OTBET COJIEPKUT OOJIBIIOE KOJINYECTBO OIIHOOK.

[EEN

OTCYTCTBI/IG OTBCTa MJIKM OTKA3 OT HETO.

IIpuMeps! NPpaKTHYECKHUX 32JaHUH

Umenue u nepeso0 mexcma Ha UHOCHMPAHHOM A3bIKe O meme Mooyaa (oo6vem 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.

KpnTeme OLICHKH BBINNOJJHCHHUSA YTCHHUA U IIEPE€BOIa TEKCTA:

Kpurepun banabl

IIpu umenuu peyb BOCIPUHUMAETCS JIETKO: HEOOOCHOBAaHHbBIE May3bl 5
OTCYTCTBYIOT; (hpa30BO€ yIapeHNE U HHTOHAIIMOHHBIE KOHTYPHI,
IIPOU3HOLIEHHE CIIOB MPAKTUUYECKH 0€3 HapyLIeHUH HOPMBI; I0IYCKaeTCsl He
0osee 2-X GOHETUYECKUX OMIHOOK.

Ilepe6oo nonubiil. OTCYTCTBHE CMBICIOBBIX U TEPMUHOJIOTHUECKUX
uckaxxeHuil. TBopueckuii moIxo U a0COJIIOTHAS TOYHOCTD NEpelaun
COJIep’KaHUs M XapaKTEPHbIX 0COOCHHOCTEH CTHJIS IEPEBOJMMOr0 TEKCTa.

IIpu umenuu peyb BOCIPUHUMAETCS TOCTATOYHO JIETKO, OJJHAKO 4
INPUCYTCTBYIOT HEOOOCHOBAHHBIE May3bl; PPazoBOE yapeHue U
MHTOHALIMOHHBIE KOHTYPBI IPAKTHUECKU 0€3 HapyIIEHUH HOPMBI;
J0MycKaeTcs OT 3 10 5 poHeTHUeCKuX OMMOO0K, B TOM 4yucie 1-2 omuoku,
MCKa>KaIOLIHE CMBICIL.

Ilepesoo nonubiil. CoOMOAaETCS TOYHOCTD NEPEaay COAEpIKaHMsL.
OTCYTCTBYIOT CMBICIIOBBIE HCKaXKeHUS. [{omycKatoTCs HEKOTOPhIE
TEPMHUHOJIOTHYECKHE HETOUHOCTH U HE3HAYUTEIIbHBIE HAPYIICHHUS
XapaKTepHbIX 0COOEHHOCTEN MEPEBOUMOrO TEKCTA.

IIpu umenuu pedb BOCIPUHUMAETCS JOCTATOYHO JIETKO, OJJHAKO 3
MPUCYTCTBYIOT HEOOOCHOBAHHbIE MaY3bl; €CTh OIMIMOKH B (Ppa30oBbIX
yIapeHUSIX U UHTOHAIMOHHBIX KOHTYpax; IOMycKaeTcs oT 5 10 7
(boHeTHYeCKUX OMIMOOK, B TOM YHcie 3 OMIMOKH, HCKaKaOIUE CMbICI
Ilepe6oo He coBceM MOMHBINA. OTCYTCTBYIOT CMBICIIOBBIE HCKAKEHHUS.
JlomyckaroTcsi He3HaYUTeIbHbIE TEPMUHOJIOTHYECKHE HCKaXkeHus. FimeroT
MECTO HETOYHOCTHU B IIEPEIaue COAECPKAHMSI TEKCTA.

I1pu umenuu pedsb He BOCTIPHUHUMAETCS W3-32 HEOOOCHOBAaHHBIX I1ay3; 2
HEMpPaBUIbHBIX ()PA30BBIX YAApEHUH U HCKAKEHHBIX WHTOHAIIMOHHBIX
KOHTYPOB, TOMYIIEHO 8 1 0oJiee (POHETUYECKUX OMINOOK.

Ilepesoo HenonHbId. JlomycKarTcs rpyOble TEPMUHOIOTHUECKUE
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nckaxxeHus. Hapyiiaercs npaBUIbHOCTD NEpPEady COACPIKAHUS
NEPEBOIUMOI0O TEKCTA.

Otka3 ot urenus. OTka3 oT nepeBoja TEeKCTa. 1
[Tonnmanue OTAEIBHBIX MPEAJIOKEHUN, HE HECYIIUX OCHOBHYIO
uHdopmanuto. OTBeT He 1o cyniecTBy. OTKa3 OT mepeckasa.

Ilepeckas (peghepuposanue) mexkcma Ha UHOCMPAHHOM A3bIKE NO Mmeme mooyna (06vem 3000
3HAKOB).

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
how and when staff will be
affected by an event or
change, where it will
operate, and who will be
involved, you must explain
what should be done.

Please see your supervisor or department manager to find out which
shift you will be working on for the first month. Another memo will
be circulated next week, explaining a bonus scheme which will be
introduced as part of the new arrangement.

Finally, if you think the
memo might not be
understood, advise staff
where they can go for an
explanation and how to
communicate their
comments or complaints.

If you have any problems with your shift allocation, please contact
your supervisor or department manager.

To sum up, memos are . . .
* 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.

Kpurtepun oneHkH BbIoJIHEHUS Nepeckas3a (pedepupoBanHmsi) TEKCTA:

Kpurepun

Baaasl

IIpu nepeckase (pegepuposanuu) N3BIeUEHUE U3 TEKCTa OCHOBHOMN 5
nHpopmanuu co creneHbro 100% MoaHOTH U TOYHOCTH TOHUMAaHUSL.
OtcyTcTBHE U30BITOYHOM HH(pOpMaMK. Bricka3biBaHHE CBOETO OTHOILICHHS
K mpobiieme, 0003HAYEHHOH B MpeioxkeHHoM TekcTe. CoaeprkaHue
BBICKa3bIBaHUS COOTBETCTBYET T€ME, OTIMUYACTCSA CIOHTAHHOCTBIO U
apryMEHTHPOBAaHHOCTHIO. Peub mpaBMIIbHAS, OTCYTCTBYIOT OIIMOKH

A3BIKOBOT'O XapaKTepa.

Ilpu nepeckasze (pegpepuposarnuu) N3BJIeUEHNE U3 TEKCTA OCHOBHON 4
nH(OpPMAIIUY CO CTENEHBIO TOTHOTHI MOHUMAaHUS B nipeaenax 7/0—75%.
OtcyrcTBUE BTOpOcTeneHHoi nudopmannu. Hecobmonenue
JIOTHYECKON/XPOHOIOTNYECKOM CBSI3U (PAKTOB M COOBITUI MPHU U3JI0KEHUH
cozepkaHus Tekcta. Jlomyckaercs n30pITOUHOCTh UHPOpMaru. PeueBas
aKTUBHOCTH CTYJIEHTA JOCTaTOYHO BBICOKAs, IOIYCKAIOTCS S3bIKOBBIE

OIIINOKH.

IIpu nepeckase (pegpepuposanuu) U3BIEUCHNUE U3 TEKCTa OCHOBHOM 3
WH(POPMAIINY CO CTETIEHBIO IMMOJIHOTHI MOHUMaHUs B mpeaenax 60—70%.
OcHoBHast HH(pOpMAIIHs OT/IENIEHa OT BTOpOCTENeHHOH. MiMeeT MecTo
HEYMEHHE CrPyNIUPOBaTh HHPOPMAIIUIO O ONpeAeTeHHBIM TPU3HAKAM.
PeueBas akTUBHOCTB CTy/I€HTa HEBBICOKasl. OTBETHI HA BOIIPOCHI
IIPEro/iaBaTelsl OCO3HAHHBIE. JI0MyCKarOTCsl JIEKCUUECKUE U

rpaMMaTH4YCCKUC OIITHOKH.
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IIpu nepeckase (pegepuposanuu) NOTHOTA TOHUMAHUS TEKCTa B peIeax
50%. HeymMeHune npoBecTH CeNeKTUBHBIN 0TOOp HH(pOpManuu,
nepepabdoTaTh U JOTMYHO U3JI0XKUTH ee. [Ipu mepenave copepkaHus TEKCTa
JOITyCKaeTCsl BTOPOCTENCHHAs U m30bITouHas nHpopmarus. imeer mecto
HE COBCEM TOYHOE MOHUMAHKE TEKCTa, OTICIIbHBIC (DAKThI MCKAKCHBI.
PeueBast akTHBHOCTB CTy/IEHTa HEBBICOKas. MIMeeT MeCcTo HeIOHMMaHue
HEKOTOPBIX BOIIPOCOB IpernoiaBaTels. Jlomyckaercs 3HaUuTeIbHOE
KOJIMYECTBO IPAMMATHUYECKHUX, JICKCHYCCKUX U (DOHETUYECKUX OIIUOOK.

[TonnManue OTACIbHBIX NPETIOKEHUM, He HECYIIIMX OCHOBHYIO
undopmanuto. OTBeT He 1o cyniecTBy. OTKa3 OT mepeckasa.

Iloozomosums ycmnoe cooouenue (npezenmayuio) no meme Mooy ¢ UCHOIb306AHUEM

aKmueHo2o cnosapsa mooyiasa (10 -15 npeonosrcenuir)
Tembl cooOLIeHMIT (TPe3eHTAIUI)

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)

KpuTtepun onieHKH BbINOJTHEHUS COOOIIEHNI (TPe3eHTaIuil)

Kpurepuu

OaJuIbl

Bricka3bpiBaHue CBSI3HOE M JIOTHUECKU MOCIIe0BaTeNbHOE. J{nana3on
HCIOJIb3YEMBIX SI3bIKOBBIX CPEJCTB JIOCTATOYHO IIHUPOK. YIIOTpediieHne
S3BIKOBBIX U PEUYEBBIX CPEJCTB a0COIIOTHO aJIeKBAaTHOE. SI3bIKOBbIE
CpeAcTBa yNOTPeOIEeHbI IPABUILHO B COOTBETCTBUHM C JIEKCUKO-
rpaMMaTH4Ye€CKMMHU HOPMAaMHU U3Y4aeMOro si3blka. Marepuain nsnaraercs
MIOCJIEZI0BATENBHO C TOYKU 3PEHUS JIOTUKH NTPEAMETa U HOPM
JUTEpaTypHOro sA3bIKa. OUMOKH, HapYyLIAIOIMe KOMMYHHUKALHUIO,
OTCYTCTBYIOT WJIM HE3HAUUTENbHBI. Peub qoctaTouHo Germasi.
IIponsHomenue npaBuibHOE. [IpuCyTCTBYET yMEHHE 1€1aTh aHAINS,
BBIBOJIbI U 0000111eHUs. JIOCTUTHYTO CMBICIIOBOE €IMHCTBO TEKCTA.

5

B nenom BeICcKa3bpiBaHUE CBA3aHHOE U MOCieaA0BarenbHoe. Mcnonb3yercs
JIOBOJIBHO OOJIBIIION 00BEM SI3BIKOBBIX CPEJICTB, JOCTATOYHO YBEPEHHOE
BJIQJICHUE JIEKCUKO-TPAMMAaTUYECKUMHU CPEACTBAMU U3YUAaEMOTO SI3bIKa
MIPU HE3HAYUTEIHHOM MOMONIH mpenoaaBaress. OQHaKO TPUCYTCTBYIOT
OTJIENbHBIE OITMOKH, HapYIIAIOIINEe KOMMYHHKAIUIO, SI36IKOBYIO
MPaBUIBLHOCTH, OETI0CTh. TeMI peun HeCKOJIBKO 3aMeJICH.
[IpouzHoIEHNE HE YUCTOE, CTPAJAIOIIEE AKIIEHTOM M0 BIUSHUEM
potHOTO si3biKa. JlomycTuMoe Haymaue onmmook — 3-4.

Jlnamas3oH s3bIKOBBIX CPEJICTB OrpaHuueH (y30K). Hamuune gacTeix mays,
3aTPyAHSIOMUX KOMMYyHUKauio. Temn peun 3amenieH. Oobem
BBICKa3bIBaHUS HE JOCTHTacT HOpMbI. Hannuue s3pIKOBBIX OMMO0K (6-7),
3aTPyAHSIONINX TTOHUMAHUE CKA3aHHOTO MJTH MCKAKAIOIINX CMBICIL.
Hapymaercs nocnenoBarebHOCTh BHICKA3bIBAHUSI.

Bricka3biBaHnE HE COOTBETCTBYET TPEOOBAHUSAM 10 00bEMY
(nebonbioe). Habmogaercs y30cTh BOKaOyJsipa (Ci1oBaphb KpaiiHe
OeJleH), HaJI4rie MHOTOUNCIIEHHBIX IPYyObIX OMIMOOK (KakK S3bIKOBBIX, TaK
1 POHETHUYECKUX) M YaCThIX M1ay3, MEHIAIONIMX KOMMYHUKAIIUH U
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3aTPYAHAIONIUX ITIOHUMAaHHUC BbICKA3bIBAHU. HaGJHOI[aIOTCSI 3aTPpyAHCHUSA
B IIOCTPOCHHH BBICKA3bIBAHUSA WU OTBETAX Ha BOIIPOCHI ITPEIIOaaBaTeIIsd.
KOMMYHI/IKaTI/IBHaSI 3aJa4a HC BbIIIOJIHCHA.

Ouenb cnaOble 3HaHUS NPOrPaMMHOI0 MaTepuasa Uil OTCYTCTBHE 1
3HAaHUI HE TO3BOJIAIOT CTYACHTY 0()OPMHUTDH BBICKa3bIBAHUE B CBS3HBIIH
pedeBOl OTPE30K, pedeBas 3afada He penieHa. MHOro4nciacHHbIe
JIEKCHYECKUE U TPAMMAaTUYECKHUE OIMOKH HE MO3BOJISIOT CTYACHTY
JIOHECTH CBOIO MBICIb J10 ayauTopuu. HalnronaeTcs HenmoHumMaHnue
BOIIPOCOB IIPEIOaBaTENsl, HEYMEHHUE OCYLIECTBUTh 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

ogakrwdE

KpuTepnu OICHKH ITHCBbMEHHBIX paﬁoT

(pa3u4HbIe BUBI 1€JOBBIX NHCEM, 3CCe, IPOECKTHbIE PadoThI, B T.4Y. B IPYNIaX)

KoMMyHmMKaTHBHAS 3ajjaua peiieHa, cOO0IeHbl OCHOBHBIE MpaBuiia 0GOPMIICHHS TEKCTa, OUYEHb
HE3HAYUTEIFHOE KOJIMYECTBO OPPOorpadUIecKuX U JCKCUKO-TPaMMATHICCKUX ITOTPEITHOCTEH.
JlormuHoe  mocnenoBaTeIbHOE H3NIOKCHIE MaTepHaa ¢ IeIIeHUeM TeKCTa Ha a03asl. [IpaBumsHOE
HCTIOJIB30BaHUE PA3IUYHBIX CPEICTB IEePEIavt JIOTHISCKOM CBSI3H MEXy OTJACIBHBIMHU YaCTAMU
TEKCTa. YUaluics moKa3ai 3HaH|e OOJIBIIOro 3amaca JIEKCHKH U YCIIEITHO HCITOB30Ball €€ C YIETOM
HOPM HHOCTpPaHHOTO si3bIKa. [IpakTraecku HeT omuOoK. CoOIIr0aeTcs MpaBMIIbHBIN TTOPSIOK CIOB.
[pu uctionb30BaHNH O0JIeE CIOKHBIX KOHCTPYKIUH TOITyCTUMO HEOOIBIIOE KOJMYECTBO OMIHOOK,
KOTOpbIC HE HAPYIIAIOT MOHUMaHue Tekcta. [loutu HeT opdorpaduueckux onmbok. CodrogaeTcst
JIeJICHHEe TEKCTa Ha MpeiokeHus. Mimeronuecs HETOUHOCTH HE MEIIAI0T MOHUMAHHIO TEKCTa.

O1eHKa «5»

KoMMyHMKaTHBHAS 3aj1a4a pelieHa, HO JIEKCUKO-TPaMMAaTHYECKHE MOTPENTHOCTH, B TOM YHCIIE
BBIXOJISIIUX 32 6a30BBII YPOBEHb, MPEMATCTBYIOT TOHUMaHWI0. MBICIH U3JI0KEHBI B OCHOBHOM
JIOTUYHO. J[OMyCTUMBI OTA€NbHBIC HEAOCTATKU TPHU JCJIEHUU TEKCTa Ha ab3allbl U MPU UCTIOIb30BaHU U
CPE/ICTB TiepeIavuy JJOTHIECKON CBS3H MEXKIY OTIEIbHBIMU YaCTAMHU TEKCTa WK B (hopMaTe MHChMa.
Yyamuiicss HICTIOIB30BaN JOCTATOUHBI 00bEM JIEKCHKH, TOMYCKas OT/AeTbHbIC HETOUHOCTH B
YHOTPEOJICHUH CIIOB HJIU OTPAaHWYCHHBIN 3a11ac CJIOB, HO A3()()eKTUBHO U MIPABHIBHO, C YYETOM HOPM
HWHOCTPaHHOTO 5A3bIKa. B paboTe uMeeTcs ps rpaMMaTHYSCKUX OMIHOOK, HE MPETISTCTBYFOIIIX
MTOHUMAHHIO TEKCTa. JJOIyCTHMO HECKOIBKO opdorpaduueckux OMmmOOK, KOTOPIe HE 3aTPYIHSIOT
TMIOHUMAaHHE TEKCTA.

Orenka «4»

KOMMyHI/IKaTI/IBHaH 3aJava peuicHa, HO A3bIKOBBIC NOIPEHIHOCTH, B TOM YHCJIC ITPU NPUMCHCHNUU
SA3BIKOBBIX CPEACTB, COCTABJIAIOIINX 0a30BEIi YPOBEHb, NPECUATCTBYIOT IOHUMAHUIO TEKCTA. MeIciu He
BCETJa U3JI0KCHBI JIOTUYHO. HGHGHI/IG TCKCTa Ha a63au},1 HECJOCTATOYHO MOCIICA0BATCIIEHO NN BOO6IIIG
OTCYTCTBYET. OwmuOKY B UCIIOJb30BAHUI CpCACTB NEpCaadn JIOTHYECKON CBSI3H MECXKIY OTACIbHBIMU

OrneHka «3»
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4acTIMHM TeKcTa. MHOro omuboK B (bopMaTe nrucbMa. anmnﬁc;l HCII0JIb30Ball OFpaHI/I‘{eHHHﬁ 3ariac
CJIOB, HC BCCraa c06moz[a${ HOPMbI THOCTPAHHOTI'O SI3bIKA. B pa60Te 1100 4acTo BCTPECHAIOTCA
rpaMMaTUYCCKUC OIIHOKH DJICMCHTAPHOT'O YPOBHHI, 100 OIIUOKH HCMHOI'OYHCJICHHBI, HO TaK
CCPBE3HBI, YTO 3aTPYAHAIOT IOHUMAHUE TCKCTA. HMmMmerorcsa mHOTHE OHII/I6KPI, op(borpa(bnqecxne u
IMYHKTYaIMOHHBIC, HCKOTOPLIC M3 HUX MOT'YT HPUBOAUTH K HCIIOHUMAHUIO TCKCTA.

KommyHukaTHBHas 3a7a4a He perieHa. OTCYTCTBYET JIOTHKA B IOCTPOCHUH BhICKa3bIBaHMs. He
HCTIOJIB3YIOTCS CPENICTBA MIEPEIauH JIOTUUCCKOM CBA3M MEKAY YacTsiMu TekcTta. DopMaT muchbma He
cobmroaetcs. Yyamuiics He CMOT IPaBIIIBHO UCTIOIB30BaTh CBO JISKCHUESCKHH 3ammac s
BEIpA)KEHUS CBOMX MBICIIEH WITN He 00J1aaeT HeoOXOAMMBIM 3aIlacoM CIIoB. I’ paMmaTindeckne
npaBmiIa He coOmonatorces. [TpaBuia opdhorpaduu ¥ MyHKTyaIMK HE COOJIFOTAI0TCS.

Or1eHka «2»

OTKa3 OT BBINNOJIHEHHUS PabOTHI

4.3 PeliTHHI-IJIAH TUCIUNINHBI

PeliTuHr-nnansl AMCUUIUIMHBI TpeacTaBieHbl B [Ipunoxenun Nel

5. YueOHO-MeTOAUYecKOe U HHPOPMAIHOHHOE oDecTiedeHne TUCITUTIIHHBI

5.1. IlepeyeHb OCHOBHOI H JONOJHUTEILHON Y4eOHOI JUuTEpaTypbl, HEO0X0AMMOM

AJIsA OCBOCHHUSA JUCHUIIJIHHBI

OcHoBHas iMTEepaTypa:

1. Anrnuiickuii S3bIK: METOAUYECKHE YKa3aHusl 1o aucuuiuinae "Crelukypc Ha MHOCTPaHHOM
s3pike-3" " JlenoBast koppecnionaeHnus" s 6akanaBpos 1 roga odyuenus / baml'Y; cocr.

C. B. I'youx. — Ya: PUL] baml'Vy.

Y. 1 [DnextponHbIi pecypc], 2012. — DnekTpoH. Bepcus ned. myonukanun. — Jloctym

BO3MOJKEH yepe3 DIeKTpoHHyo 0ubanoreky baml'Vy. —

<URL:https://elib.bashedu.ru/dl/corp/GubikMet.UkPoDelovoiKorresp.2012.pdf>.
AHrnmiickuii s3b1K [DneKTpoHHbIH pecypce]. U.2: MeToauueckue ykazaHus Juist 6akaniaBpoB 2
roja o0yueHusl 5KOHOMUYECKHUX HampasieHul / bamkupckuii rocy1apcTBeHbIN
yausepcureT; coct. C.B. I'youk. — Ya: PULL baml'V, 2013. — DneKkTpoH. Bepcus med.
nyosmmkanuu. — JlocTyn BO3MOXKeH depe3 DINeKTpoHHY0 Oubanoreky bamly. —
<URL:https://elib.bashedu.ru/dl/corp/Gubik SV _sost Anglijskij jazyk Delovaja
korrespondencija mu 2 2013.pdf>

Epmonaesa, E.H. Business Writing : yaue6Hoe nocobue / E.H. Epmonaesa, E.B. [1Isenosa ;
MunuctepctBo 06pazoBanus u Hayku P®, KemepoBckuil rocyapcTBEHHBIN YHUBEPCUTET,
Kadenpa anrnuiickoii punonoruu. - Kemepono : KemepoBckuii rocyjapcTBEHHBIIH
yHHBepcHTeT, 2015. - 212 c. : nin. - bubmmorp. B kH. - ISBN 978-5-8353-1782-0 ; To xe
[DnexTponHsIii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=481504

JlonoTHMTeIbHAS JIUTEpPaTypa:

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

EBcrokoBa, T.B. AHMHIACKUII SI3BIK: 1711 SKOHOMUYECKHUX CHEIUATbHOCTEH | yUeOHHK /

T.B. EscrokoBa, C.U. JlokTena. - 4-¢ u3m., crep. - Mocksa : M3narensctBo «DnunTtay, 2017.
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6.

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

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

[Insaxosa, B.A. AHTIIMICKUH S3BIK J1J1s1 SKOHOMUCTOB : yueOHuk / B.A. IllnsxoBa,
O.H. I'epacuna, I0.A. I'epacuna. - Mocksa : M3narenscko-Toprosas kopropauus «/lamkos
u K, 2016. - 296 c. : Tab. - (YueOHble n31aHus s OakanaBpoB). - BUOIHOrp. B KH. -

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

5.2 IlepeueHb pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOH ceTH «AHTepHET» U
NMPOrpPaMMHOI0 o0ecriedeHnsi, HeOOXOAUMBIX /IJIs1 OCBOEHMS IV CIUTIJIMHBI

HaumenoBanue HTEpHET-pECypCca

Ccpbuika (URL) Ha
HNutepHeT pecypce

DJIeKTPOHHBIN yueOHbIH Kypc « THOCTpaHHBIN S3BIK [T

http://sdo.bashedu.ru/cour

1. |mpodeccuoHaNbHBIX LIETEHD) se/view.php?id=1711
2.  [DNEKTpOHHBIN yueOHbIH Kypc « ITHOCTpaHHBIH S3bIK http://sdo.bashedu.ru/cour
(aHTTHIACK W )» se/view.php?id=712
JJIEKTPOHHO-OMOIMOTeUHAs cucTeMa «DIIEKTPOHHBIN unTanbHbId [Nitps://bashedu.bibliotech.
3. [Bam ru/Account/LogOn
DNeKTpOHHas: OMOIMOTEYHAs CUCTEMA « Y HUBEPCUTETCKAS http://www.biblioclub.ru/
4.  |ombamoreka online»
5.  |Hayunas snektponHas 6ubnnoreka eLibrary.ru http://elibrary.ru/defaultx.
asp
6. |DnekTpoHHO-OMOIMOTEYHAs cucTeMa U3aTenbeTBa «JIaHby http://e.lanbook.com/
7.  |DnekTpoHHBIN Karajor bubmuoreku bamlV http://www.bashlib.ru/cat
alogi.
8.  |ApxuBBI Hay4HBIX KypHaIOB Ha maTdpopme HONMKOH https://archive.neicon.ru/x
(Cambridge University Press, SAGE Publications, Oxford mlui/
University Press)
9.  |U3marenscTBO «Annual Reviewsy https://www.annualreview
s.org/
10. |[U3patensctBo «Taylor&Francis» https://www.tandfonline.c
om/
11. |ba3a gaHHBIX MEPUOAMYECKHUX M3AaHM Ha matdopme EastView: hitps://dlib.eastview.com/
«BectHrkn MockoBCKOro ynusepcureray, «M3nanus no
0OIIECTBEHHBIM M TYMAHUTAPHBIM HAayKam»
12. HMudopmanmonHas cucrema « EmuHOE OKHO JTOCTyTIA K http://window.edu.ru
00pa30BaTEILHBIM PeCypcam»
13. [PecypcHbIi caiiT n3aTebcTBa « MakKMUILIIaH www.macmillan.ru
14. DnekTpoHHBIH clioBaph “MynbTUTpan” www.multitran.ru
15. |TonkoBerit cioBapp anruiickoro si3eika Oxford English http://oxforddictionaries.c
Dictionary om
16. |Free English video lessons. Bugeoypoku i caMOCTOSTEIbHOM | WWW.engvid.com
paboThI
17. [TED. BugeoneKkuuu 1 BHICTYIIJICHUS U3BECTHBIX YUEHBIX U www.ted.com

HpCHOHaBaTeHCﬁ 110 Pa3HbBIM npo6neMaM COBpPCMCHHOCTH

(aHMIUIACKUM S3BIK)
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18. |PecypcHblii caiiT 1Jis U3ydeHHsI ICIOBOTO aHIJIMKACKOTO si3bika.  [(WwWw.BusinessEnglishRes
ources.com
19. |CaiiT mist M3y4aronMX aHTITUHCKUN S3BIK http://www.bbc.co.uk/lear
ningenglish
20. |Video Vocab is a podcast published by Business English Pod for |https://www.videovocab.t
English as a second language (ESL) learners who want to expand |v/English-Vocabulary-
and improve their English vocabulary for business. ESL/economics-english-
vocabulary/
21. |500 lessons covering essential Business English language and  |http://businessenglishpodc
skills. ast.com

1. Windows 8 Russian. Windows Professional 8 Russian Upgrade Horoop Nel04 ot
17.06.2013 1. JIunien3un 6eccpoyHEBIE.
2. Microsoft Office Standard 2013 Russian. [{oroBop Nell4 ot 12.11.2014 .

JIuueHsuu 6eccpoyHbIe.

3. Windows 8 Russian. Windows Professional 8 Russian Upgrade. JTorosop Ne 104 ot
17.06.2013 r. JIuneH3un 6eccpoyHbIe
4. Cucrema nieHTpain3oBaHHoro Tectuposanus baml'y (Moodle)

6.MarepuaabHO-TeXHUYeCKas 0a3a, He00OX0AUMAs VIS OCYLIeCTBJIeHHS 00pa30BaTeIbHOI0
npoiecca no JMCUMIIUHE

HaumenoBanue
CIeUAJIUM3MPOBAHHBIX
ayauTopuii, KabUHeTOB,

Buja 3ansaruid

HaumenoBanue o0opynoBanus,
MPOrpaMMHOI0 o0ecreyeHns

JabdopaTopuii
YueoHas ayauTopusi s | [IpakTuueckue/ceMuHapckue | YueOHas Me0elb, JIOCKa,
NpoBeAeHust 3aHATHI | 3aHATHS MPOCKIIMOHHBIN  DKpaH, MPOEKTOP,
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 HCHTPAJIN30BAHHOTO
tectupoBanus baml'y (Moodle).

YueoHnan ayauTOpHUs aas | I'pynnossie u | YueOHas Me0elb, JIOCKa,
NpoBeleHNsl  TPYNNOBBLIX M | HHAWNBUAYyaJbHBIC MPOEKIIMOHHBIM  3KpaH,  IPOEKTOP,
HHAUBHUAYAJTbHBIX KOHCYJbTAINI [EPCOHANIHBIE KOMIIBIOTEPHI.
KoHcyJabTanumii: 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. Cucrema LIEHTPAJIU30BAHHOTO
tectupoBanus baml'y (Moodle).
YuyeOnas ayauTopus aasa | Texkymuit ~ KOHTponmb W | YueOHad Me0erb, JIOCKa,
TeKyllero KOHTPOJISI U | IPOMEXKYTOUHAA aTTeCTallusl | MPOEKIIMOHHBI  3KpaH, IPOEKTOP,
NMPOMEKYTOYHOI  aTTeCTALMU: IIEPCOHAIBHBIE KOMIIBIOTEPBL.

NeNe 101, 102, 103, 104, 105, 107,
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108, 110, 207, 208, 209, 210,
311a,311B

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

2. Microsoft Office Standard 2013
Russian.

3. Cucrema LIEHTPAIM30BaHHOTO
tectupoBanus baml'yY (Moodle).

ITomemenust Jifif:
caMocTosiTeJIbHOI padorei: 302
YUTATBHBIA 3all (TyMaHHUTapHBIN

KOPITYC).

CamocTosTeapHas pa60Ta

VYuebnass  Mebenb, TEpCOHAIbHBIC
KOMIIbIOTEPBI B Komiuiekte  HP,
MOHOOJIOK, TIEPCOHATBHBIN KOMITBIOTED
B KoMILIekTe MOHOOJ0K iRU.

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

2. Microsoft Office Standard 2013
Russian.

Cucrema IIEHTPAIM30BAaHHOTO
tectupoBanus baml'y (Moodle).

Hpuaoxenus

[Ipunoxenune 1
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PeliTuHr-1iad IUCIUILIUHEI

JlesioBasi KOPPeCIHOH/AEHIMS HA HHOCTPAHHOM SI3bIKe
Hanpasnenue: 38.03.01«9konomukay», Harpasnennocts (mpodmis): « AHBeCTHPpOBaHHE»

Kypc 3, ceMecTp 5

. bann 3a Yucno baer
Buabl yueOHo# 1eATeJIbHOCTH N
CTYI€HTOB KOHKpeTHOE SAIAMHH 53 Munuma | Makcuman
3a/laHue cemMecTp B CHLL
Moayasb 1
Texkymuii KOHTPOJIb 25
1. [lpakTrueckue 3aaaHus 5 5 25
Py0e:xxHbI KOHTPOJIb
1. IlucpmeHHast KOHTPOJIbHAS 10 1 10
pabora
2. TecToBBIi KOHTPOJIb 10 1 10
3. YcrHas peub 5 1 5
Moayas 2 Customer satisfaction
Tekymmii KOHTPOJIb 25
1. IlpakTHyeckue 3aaHusi 5 5 25
Py0e:xHBbI KOHTPOJIb
1. [TucekMeHHast KOHTPOJIbHAS 10 1 10
pabora
2. TecToBBII KOHTPOJIb 10 1 10
3. YcrHas peub 5) 1 3)
IMoompurebHbIe 0AIIBI
1. BeinosHeHne 10KIa/10B Ha 5 1 5
3aJIaHHYIO0 TEMY
2. [Ty6nukanus crarei 5 1 5
IHocemaemoctb
[TocemaemMoCThb JIEKIMI
[TocemaemMocTh MPaKTUYECKUX 10
3aHATUI
HToroBslii KOHTPOJIb: 3a4eT
UTOI'O: 110

PeliTuHr-miaH IUCIUILIUHEI

41



JlesioBasi KOppeCHOHAEHINS HA HHOCTPAHHOM SI3bIKe
Hanpasnenue: 38.03.01«9xkonomukay», HapasneHHocts (mpoduis): «MHBeCTHpPOBaHHE)

Kypc 3, cemectp 6

. bann 3a Yucno bambr
Buabl yueOHo# 1eATeJIbHOCTH N
CTYI€HTOB KOHKpeTHOE SAIAMHH 53 Munuma | Makcuman
3a/laHue cemMecTp J— -
Moayas 1
Tekyuuii KOHTPOJIb 20
1. [IpakTrueckue 3a1aHus 5 4 20
Py0exHbIi KOHTPOJIb
1. IluceMeHHast KOHTPOJIbHAS 10 1 10
pabora
2. YcrHas peub 5 1 5
MoayJb 2
Tekyuuii KOHTPOJIb 20
1. [lpakTrueckue 3aqaHus 5 4 20
Py0exHbIii KOHTPOJIb
1. TecTOBbII KOHTPOJIb 10 1 10
2. YcTHas peub 5 1 5
IHoompurebHbIe 0AJIIbI
1. BeimonHeHnue q0KIa10B HA 5 1 5
3aJIaHHYI0 TEMY
2. [Ty6nukanus crarei 5 1 5
Hocemaemoctb
[TocenaeMoCTh JEKIUI
[TocemaeMocTh MPaKTUUYECKUX 10
3aHATHN
HToroBslii KOHTPOJIb: IK3aMeH 30
UTOrO: 110
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