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1. Ilepedenb MJIAHUPYEMBIX Pe3y/IbTATOB 00y4eHHUS 110 AUCHHUILIMHE, COOTHECEHHBIX €

IJIAHMPYEMbIMH pe3yJIbTaTaMH 0CBOEeHUsI 00pa30BaTeIbHON NPOrPaMMbI

B pe3ynbraTe ocBoeHMs 00pa30BaTeIbHON MPOrpaMMbl 00yUaAIOIIHIICS TOJIKEH OBJIaIETh
CJICYIOIIMMU PE3yIbTaTaMu O0yUYEHHUS 110 TUCIUTUINHE!

Pe3ynbrarel 00y4yeHus

dopmupyemasi KOMIETSHITUS
(c ykazaHuem KoJia)

[Ipumeuanue

3nanus | 3HATH! OK-4 - CIIOCOOHOCTHh K
1. OCHOBHYIO TEPMHHOJOTHIO IO KOMMYHHKAIlUd B YCTHOH H
npodUITIO NOArOTOBKU Ha MUCBMEHHOW  ¢opmMax  Ha
MHOCTPAaHHOM SI3BIKE; PYCCKOM ¥  HWHOCTPaHHOM
2. OCHOBBI IIEPEBOJIA; JIGKCUUECKUE | S3bIKAX JUIS pelleHHs 3ahad
¥ TPAMMaTHUYECKUE CITOCOOBI MEXIMYHOCTHOTO "
nepedpazupoBaHus U aJanTaluu MEXKYJIbTYPHOTO
TEKCTa MPH MEPEBOJIE C B3aUMOJICHCTBHS;
WHOCTPAHHOTO f3bIKAa Ha PYCCKHUH.
3HaTh: IOK 7 - cnocoOHOCT,
1. crpareruu 4reHUs TEKCTOB HA UCTOJNB3ysl OTEYECTBEHHBIE U
WHOCTPAHHOM SI3bIKE: 3apyOexHbIe UCTOYHUKU
03HAKOMHUTEILHOTO, IIPOCMOTPOBOTO, | HH(POPMALIUH, cobpath
MOMCKOBOT0, U3YUaIOIIEro; HE00X0IMMBbIE JaHHbBIE
2. OCHOBHI peheprpoBaHUs, MpOAHAIU3UPOBATH HX U
AHHOTHUPOBAHUS U TIEPEBOAA MOATOTOBUTH
JUTEPATYPBI IO TPOPIITIO UHGOPMAIIMOHHBIHA 0030p
MOJITOTOBKHU. W/WIM aHATTUTHYECKUIA OTYeT.

Ymenus | Ymers: OK-4 - CcHocoOHOCTh K
1. mpaBUJIbHO UCIIONB30BAThH KOMMYHHKAIIUd B YCTHOH H
OCHOBHYIO TEPMHHOJIOTHIO 10 NUChbMEHHOW  (opmax  Ha
npOo(UITIO TOITOTOBKH. PYCCKOM ¥ HMHOCTPaHHOM
2. TOHUMATh ¥ TIEPEeBOAUTH HAa | A3BIKAX JUISl pEIICHUs 3aaady
PYCCKHUH SI3BIK COZEp)KaHUE TEKCTOB | MEXIUYHOCTHOTO u
no mnpouIF0  TOATOTOBKH  HAa | MEXKYJIBTYPHOTO
MHOCTPAaHHOM SI3BIKE; B3aMMO/ICHCTBHS;

VYMeTh: IOK 7 - cnocoOHOCT,
1. HaXOTUTh HEOOXOAUMBIE JIJIS UCTIOJNB3ysl OTEYECTBEHHBIE U
npopMIbHON AEATENbHOCTU 3apyOeKHbIE UCTOYHUKU
UCTOYHUKU MH(POPMALIUU U nHpopmanuu, coOparb
U3BJIEKATh U3 HUX HEOOXOIUMbIE HE00XO0/AUMBbIE JTaHHbIE
CBEJICHUS] HA MHOCTPAHHOM SI3bIKE; MpoaHaTM3UpOBaTh HX U
BBIZICISTH 3HAUUMYIO / MOATOTOBUTH
3anpanmBaemMyro HH(OpMaLnIo; MH(}OPMALIMOHHBIN 0030p
2. cocTaBUTh WH(MOPMALMOHHBIN | W/UITH AaHATTUTHYECKHUMA OTUET.
0030p (mOKIaa) HA WHOCTPAHHOM
S3BIKE; UHTEPIIPETUPOBATh B YCTHOU
dbopme conepkaHue MHUCHMEHHOTO
TEKCTa; AHHOTHUPOBATH u
pedepupoBarthb JaUTEepaTypy IO
npo¢ IO TOATOTOBKH.
Bnanenu | Bnaners: OK-4 - CHOCOOHOCTH K
o 1. HaBBIKAMH YCTHOTO U KOMMYHHKAIIUU B YCTHOH H

(HaBBIKH

IMMCBbMCHHOI'0 I€PEBOAA TCKCTOB 10

MMCbMEHHOW  QopmMax Ha




/ OmBIT MPOQUITIO TOATOTOBKH C PYCCKOM W WHOCTPaHHOM
JesTellb | MHOCTPAHHOTO SI3bIKa HA PYCCKUN S3BIKAX IS PEIIeHUsl 3a1adu
HOCTH) A3BIK. MEXJIMYHOCTHOTO u
MEXKYJIbTYPHOTO
B3aHMOJCHCTBUS;
Brnanets: IOK 7 - cnoocoOHOCTG,
1. HaBBIKAMH NMOMCKA HEOOXOJUMON | UCIOJIb3YSl OTEUECTBEHHBIE U
uH(pOpMaIIMK HA HHOCTPAaHHOM 3apyOexHbIC UCTOYHUKU
A3BbIKE C MCMOJIb30BAaHMEM OCHOBHBIX | MH(OpMAIIHH, coOparb
BUJIOB YTCHHS: IPOCMOTPOBOTO, HE0OX0IUMBbIC TaHHBIC

03HAKOMUTEIILHOTO, [IOUCKOBOTO,
AHAJIUTUYECKOTO;

2. ombITOM aHajan3a HHGOpPMAIUU Ha
MHOCTPAHHOM SI3BIKE U CO3/IaHUS

MpOaHaIU3UpOBaTh HX U
MOATOTOBUTH

WH(pOPMaITMOHHBII 0030p
W/WTM aHATUTHYECKHUIA OTYET.

YCTHBIX U MIMCbMCHHBIX TEKCTOB
Pa3HLIX TUIIOB,

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

JlucnunnuHa
BAPUATUBHON YaCTH.

Jucuumnirza usydaercst Ha 3 kypce B 5 U 6 ceMecTpax Ha OYHOM OTAEJICHUU.

s ocBOEHMS IUCHUIUIMHBI HEOOXOIMMBI KOMIIETEHIMH, C(HOpPMHUpPOBAHHBIE B paMKax
U3Y4YEHHs CIEAYIUX AucUuIIMH: «HOocTpaHHbll  sA3bIKk», «Teopuss WHBECTUPOBaHUA»,
«VIHOCTpaHHBIN A3BIK IS TPO()ECCHOHAIBHON ACITEITBHOCTIY.

Llenpto yueOHON nucHUIUIMHBL «J/lemoBas KOPpPECTOHACHIUS Ha HWHOCTPAHHOM  SI3BIKE)
ABJIsieTCA (POPMUPOBAHUE Y CTYJEHTOB JJOCTATOYHOIO YPOBHS KOMMYHUKATUBHOM KOMIIETEHIMH U
0a30BbIX ()yHJAMEHTAIBHBIX 3HAHUH 110 HHOCTPAHHOMY SI3BIKY, KOTOPBIE ITO3BOJIAT MOJB30BATHCS
MHOCTPAaHHBIM SI3bIKOM B Pa3IMUYHBIX 00JacTAX o(uUIMaIbHO-AeI0BOH chepsl, MpodeccuoHalbHON
NEeATEIBbHOCTH I OCYIIECTBIIEHUS JEI0BOM KOPPECTIOHICHIINH.

HucuurnmuHa  «/lenoBas  KOpPpECHOHACHIUSA HAa  HWHOCTPAHHOM
HEO0OXOIMMOM ISl YCTIEIIHOTO MPOXO0KICHUS PAKTUKH.

«HGHOBa}I KOPPCCIIOHACHIIUA Ha HWHOCTPAHHOM A3BIKC» OTHOCUTCA K

A3BIKE»  ABJIACTCA

3. Coaep:xanue padoyeil mporpaMmmsl (00beM AUCHUILIMHBI, THIIBI M BUABI Y4eOHbIX
3aHATHI, yueOHO-MeToANYecKoe o0ecrieyeHne CaMOCTOsITeIbHOI padoThl
00y4YarImuxcsi)



MMHOBPHAYKHN POCCHHN
OI'bOY BO «bAIIKUPCKHUUN I'OCY JAPCTBEHHBIM YHUBEPCUTET»

NMHCTUTYT SKOHOMUMKU, PUHAHCOB 1 BU3HECA

COJIEP)KAHUE PABOYEHN ITPOT'PAMMBI

TMCUUIUIAHBL JleTI0Basi KOPPECIIOHICHIINS HA HHOCTPAHHOM SI3BIKE
Ha 5 ceMecTp
O4YHOH (OopMBI 00yUECHUS

Buja pa6otsl O0BLeM TUCHUILTHHBI
O6mas tpynoemkocts aucuuruinabl (3ET / gacos) 2/72
Y4eOHBIX YaCOB HAa KOHTAKTHYIO PabOTy C MPEIo aBaTesiem:
JIEKIIUI
MPAKTUYECKIX/ CEMUHAPCKHUX 36
J1a00paTOPHBIX

IpyTHuX (TPYNIIOBasi, UHIUBUIYyaTbHAs! KOHCYJIBTAIIUS U MHBIC BUIBI
y4eOHOI IeITETLHOCTH, IPEIyCMaTPUBAIOIINE PAOOTy 00yUArOIIUXCS C
npenoasareneM) (OKP) 0,2

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

VY4eOHBIX YacOB Ha MOATOTOBKY K
sKk3aMeny/3adety/muddeperipporanHomy 3auety (KoHTpon)

®opma(bl) KOHTPOJIA:
3a4eT 5 cemMecTp




dopMa n3ydeHuss MaTepuasoB:

dopma TEKYIIEero

OcHoBHas 1 KOHTpPOJIA
JICKIUH, ITPAKTUYCCKUEC 3aHATUA,
JOITIOJIHUTCIIbHAA yCII€Ba€MOCTHU

No CEeMHMHAPCKHE 3aHATHS, 1a00paToOpHbIe THTEpaTypa 3aganus 1o (KOTTOKBHYMBI

- Tema u conepxanue paboTHI, CAMOCTOATENbHAS paboTa 1 ’ CaMOCTOATEJIbHON ’
H/H ( ) PEKOMEHAYEMAs a60Te CTYIEHTOB KOHTPOJIbHBIC
T OCMKOCTBH (B Hacax
pya CTyIeHTaM (HoMmepa p Y paboThI,
JIK HP/CEM JIP CP n3 CHI/ICKa) KOMITBIOTCPHBIC
TECTHI U T.I1.)

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

1. Yrenue u MEePEBOJI TEKCTA Layout 3] 3] OcHoBHas Jnuteparypa: | Urenue u nepeBon IIpoBepka BBIIOIHEHUS
of a business letter Ocgoenue 1,2,3 TEKCTOB. BeImotHeHNE MPAKTHICCKUX 3aTaHUH
JIEKCHYECKOTO MaTepHaa 1o TeMe. JononuurensHas ynpaxxHeHuil. Hanucatb
Tos opeHHe: MoHonorHYecKas I nuteparypa: 4, 5, 6 MUCHMO HCIIOJIB3YSI

JMAIOTHYECKas pedb: pedepupoBaHue
MPOYUTAHHOI'O TEKCTa U BBIIOJIHCHUC
NPaKTHYECKUX 3aJaHHM 110 TEKCTY.

AynupoBaHHe — BUeOMaTepUall
(oO1Iee MOHUMaHUE, TIOUCK
OIpeieIeHHOW HH(POPMALIUH,
IPOCMOTP U CITyIIaHUE C
HOCJIEIYIOLUMM 00CYKACHUEM U
aHaJTN30M).
[Mucemennass  peus:
JIeJTIOBOE TTHCHMO

I'pammaruka Prepositions of
movement. Beimosinenue MPAKTUYCCKUX
3aJlaHUil HA OCBOCHHUE rpaMMaTUu4eCcKoro
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.
I[luceMenHass  peuyb:  Hamumcarb
nucbMo Memo

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

OcHOBHasi JuUTEparTypa:
1,2,3

JlommomHATE ThHAS
muteparypa: 4, 5, 6

Urenue u nepeBos
TEKCTOB. Brinonnenue
ynpaxHeHuil. Hanucatb
nuceMO Memo ucnosnb3ys
MIPOWJECHHBIN MaTepUal.

IIpoBepka BHITONTHEHUS
MPaKTUYECKUX 3aJaHUI

UreHne ©  mOepeBO]  TEKCTa
Enquiries.

OcBoeHHE JIEKCHYECKOTO MaTte€puajia 110
TEMC.

TI'oBopenue: MoHonoruueckas #
IUaloTHYecKas pedsb: pedepupoBaHHe
MNPOYUTAHHOI'O TCEKCTa H BbIIIOJIHCHUC
MMPAaKTUICCKUX SaHaHI/II}‘I I10 TCKCTY.
IIncemennas  peus:  Hanmcats
MHCBMO — 3aIpoC

I'pammaruka: passive voice.
BrinosnHeHue npaxkTudyeckux 3aJaHuil Ha
OCBOCHHEC I'paMMATUYCCKOro MaTcpuajia.

OcHOBHasi JuTEpaTypa:
1,2,3
JlononHuTtenbHas
nuteparypa: 4, 5, 6

Urenue 1 nepeBos
TEKCTOB. Brinonnenue
ynpaxsenuil. Hanucats
MUCbMO — 3a1pOC,
HCIIOJIB3YS MIPOUIEHHBIN
MaTepuai.

IIpoBepka BbINOIHEHUS

MPaKTUYECKUX 3aJaHul,

KOHTpOJIbHAsi paboTa 1o
COZIEP>KAHUIO MOAYJISL

18

18

Monyas 2.

Yrenne u nepeBox texcra Offers.
OcBoeHHE JIECKCUICCKOTO Marepuajia 1o
TEMEC.

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

OcHOBHast JuTEpaTypa:
1,2,3
JlomomHuTeNbHAS
nuteparypa: 4, 5, 6

YreHue u nepeBos
TEKCTOB. Brinonnenue
ynpaxsenuil. HanucaTtb
IIUCbMO — TIPENJIOKEHUE,
HCIONb3Ysl IPOUICHHBIN
MaTepuai.

IIpoBepka BhINOTHEHUS
MPaKTUYECKUX 3aJaHul,
TECTUPOBAHUE Ha
mwiatrdopme Moodle




MPaKTUYCCKUX 3aJlaHMM MU TecTa Ha
OCBOCHHEC I'paMMaTHYCCKOTr0 MaTepuraa.

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

['oBopenue: MoHosornueckas 1
IUaNloTHYecKas pedsb: pedepupoBaHHe
IMPOYATAHHOIO TEKCTAa W BBIIIOJITHCHUE
MIPAKTUYECKUX 3aJaHUI 110 TEKCTY.
IIucemennas  peub:  Hammcats
IINCbMO — 3aKa3s

I'pammaruka: prepositions of time.
BrlinosHeHUE NpakTUYECKUX 3aJaHUil Ha
OCBOCHHC I'paMMAaTUYCCKOro MaTcpuajia.

OcHOBHas JHUTEparypa:
1,2,3

JlomomHATE TbHAS
mureparypa: 4, 5, 6

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

IIpoBepka BBIIOJHEHUS
MPaKTUYECKUX 3aJaHUI

Aynupoanue (o0riee
MMOHUMAaHUE, IMTOUCK ONPEIECIICHHON
uH(pOpMaInK, CIyIIAHUE C
MOCJIETYIOIIUM OOCYXKICHUEM U
aHaJIN30M).

l'oBopenue: obOcyxaenue ¢pas u
BBIpQXEHUN A7 HAIUCaHHS
JIEIIOBBIX THCEM.
Mononorudeckas u
JTUAIOTHYECKAs PEUb.

BBenenne u orpaboTka HOBOTO
BOKaOyIsipa:

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

BeinonHeHne npakTUYeCKUX 3aJaHuN U
TecTa Ha OCBOEHUE TIPAMMATHYECKOTO
Marepuasna.

adjectives  and

5,8

OcHOBHasi JuTEpaTypa:
1,2,3
JlomonHuTenbHAS
nuteparypa: 4, 5, 6

IToBTOpEHUE MPOIIEHHOTO
Marepuana Beinonnenue
YIPaXHEHUH.

IIpoBepka BbINOIHEHUS

MPaKTUYECKUX 3aJaHui

KOHTPOJBbHAS padoTa 1Mo
COZIEP KAHUIO MOAYJISI

18

17,8

BCEI'O YACOB

36

35,8




MMHOBPHAYKHN POCCHHN
OI'bOY BO «bAIIKUPCKHUUN I'OCY JAPCTBEHHBIM YHUBEPCUTET»

NMHCTUTYT SKOHOMUMKU, PUHAHCOB 1 BU3HECA

COJIEP)KAHUE PABOYEHN ITPOT'PAMMBI

JTMCUUIUIAHBL JleTI0Basi KOPPECIOHACHIIMS HA HHOCTPAHHOM SI3BIKE
Ha 6 cemecTp
O4YHOH (OopMBI 00yUECHUS

Bun padorsl O0BbeM TUCHUIIINHBI
O6mas TpynoemkocTs aucturuinabl (3ET / gacoB) 3/108
Y4eOHBIX 4YacOB Ha KOHTAKTHYIO PadOTY € MPEnojaBaTesIeM:
JIEKUUI
MPAKTHYECKUX/ CEMHUHAPCKUX 32
712a00paTOPHBIX

Opyrux (rpynmnoBasi, UHAUBUyadbHas KOHCYJIbTALUS U UHBIE BUJIBI
y4eOHOI eI TENbHOCTH, IPEAyCMAaTPUBAIOIINE paObOTy 00yJaroImuXcs ¢

npenoaasareneM) (OKP) 1,2

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

sK3ameny/3auety/muddepenupoannomy 3adety (Kontpoip) 54

®opma(bl) KOHTPOJIA:
Dk3ameH 6 cemecTp

10




®opMa n3yyeHus MaTepuaos:

OcHOBHAaA U

®dopma TEeKyIIEero

JIEKIMH, IPAKTUYECKUE 3aHATHUS, KOHTPOJIA
JOTIOJIHUTEIIbHAS
CEMHUHAPCKHE 3aHATHUS, nHTepaTypa SaaHus 1o yCIIEBAEMOCTH
Ne nabopaTopHbIE pabOTHI, ’ . (KOJITOKBUYMBHI,
Tema u conepxanue pEeKOMEeHlyeMasi | CaMOCTOSTEJIbHOU
n/m camocTosTellbHas paboTa U cTyaeHTaM paGOTE CTY/ICHTOR KOHTPOJIbHBIE
TPYIOEMKOCTH (B Yacax) (HOMepa U3 paboThI,
KOMITbIOTEPHBIE
JIK |IIP/CEM | JIP | CP CIIMCKA) p
TECTBI U T.II.)

1 2 3 4 5 6 7 8 9
Moayas 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 JICKCHYECKOTO Marepuaga o Brmonnenue

YIpaKHEHUH.

TEeME.

> OcHoBHas
l'oBopenue: oOcykIeHue OCOOCHHOCTEH sreparypa: 1,2, 3
cocraBieHuss CV. MoHonoruueckas U I ——
Jajnorudeckas pedb. nurtepartypa: 4, 5, 6
[IucbmenHas peub. Hanmcate MHUCHMO.
I'pammaTuka:Nouns
BrinonHeHue nmpakTUUeCKUX 3aJaHuil U TecTa Ha
OCBOCHHEC I'paMMATHYCCKOTO MaTCpuaa.

2. | Yrenue u nepeBoj Tekcra Writing styles 4 3 Usyuenne nekcuky o | IIpoBepka BBIIONHEHHA
OCBOECHHE JIEKCHYECKOTO MaTepHana 1o teme. Hanmucats CV, MPAKTUYECKUX 3aJaHUN
TeMe HCIIONb3YS

) . PO ICHHBI#
['oBopenue: oOcyxkaeHue 0COOCHHOCTEH OcHoBHas MaTepua
cocraBiaenus CV. Hints for writing CV nurepatypa: 1, 2, 3
Momnosiornueckast 1 AMAJIOrM4ecKasl pedb. ILOHOHH“TGHZH%’I 6

nureparypa: 4, 5,
IIncemennas peus: Hamcats CV patyp
I'pammaruka: Plurals of Nouns
BrinonHeHne npakTUYECKHX 3aJlaHUd W TecTa Ha
OCBOCHHME I'paMMATHYCCKOTO MaT€puraa.

3. | Urenue u nepeBos Tekcta Writing Address 8 4 OcHoBHAS! Vi3yqenne TeKCHKH 110 ITpoBepka BBITIOTHEHH
OcBoeHne JIEKCMYECKOTO MaTepuaia 1o muTepatypa: 1, 2, 3 teme. Harmucats TIPaKTHYECKUX 3%1131“"/11/1,
TEME. JononuurensHas Resume, ucrions3ys KOHTpOIIbHAA paboTa 1o

. < o COACPKAHUIK MOAYJIA
T'oBopeHHe: 0OCYXJIEHHE OCOOEHHOCTEH nurepatrypa: 4, 5, 6 MpOHiNCHHbIH Hep ad
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cocraBieHus: Resume. MoHojoruueckas u
JUAJIOTUYECKas peyb.
[TuceMennas peus: Hamucats Resume

I'pammaruka: Possessives (Nouns)
Brinmonnenue MPAKTUYCCKUX 3a[[aHHI>i Ha OCBOCHHC
IPaMMaTHYECKOTO MaTepUaa.

Marepuan

Moayas 2.

Urenue u nepeBo Tekcra Writing Date 2 ITIpoBepKa BBIMOIHCHHUS
OcBoeHHE JEKCHYECKOT0 MaTepHala o MPAKTHIECKHX 3a/AHHMA
TeMe.
I'oBopenue: o6OcyxaeHue O0coOeHHOCTEMN Yrenue u nepeBon
cocrapienns Covering letters. OcHoBHas TBGSEZE‘;HM
MoHouornueckasi 1 JUaJIOrM4ecKas pedb. nureparypa: 1, 2, 3 ———
UYrenue u nepeso Tekcra Covering letters HOHOHHHTe{“’Ha" V3yueHne TEKCHKH 110
[Tucemennass peusb. Hamucats Covering aureparypa: 4, 5, 6 Teme. Hamucats
letters Covering letter
I'pammaruka: countable and uncountable
BrmoiHeHne MNPAKTUYCCKUX Sa,I[aHPIi‘I Ha OCBOCHHC
IrpaMMaTHYCCKOro Marcpuaja.
Urenue u nepeBoa Tekcra Contracts 4 IIpoBepka BBIIOIHEHHSI
OcBoeHHe JEKCHYECKOro MaTeprara o TPAKTHIECKHX 3a/AHHA
TEME. Yrenwne u epeBoa
['oBopeHue: oOcyxaeHne ocoOeHHOCTel TEKCTOB.
OcHoBHas
aKpOHUMOB B niepenucke: TLAS (three letter smureparypa: 1, 2, 3 Brmosmenne
acronyms) JononuurensHas YHPAKHCHITH.
MoHouoruyeckas U Magorueckas pedsb. nuteparypa: 4, 5, 6 iiy:egﬁ ;IICG:TCZIKH 1o
ITucemenHnas peusb: Hammucars Contract Contract
I'pammaruka: Numerals
BrinonHeHue npakTHUUECKUX 3aJaHUil Ha OCBOEHHE
IrpaMMAaTUYCCKOro MaTrcpuaJjia.
UYrenne u mepeBog Tekcra Methods of 4.8 Urenue u nepesos IIpoBepxka BBITONHEHHS

payment

OcBoeHHE JEeKCUUECKOTo MaTepuana 1o
TeMe.

['oBopeHme: 00CYXKIIEHHE WCIIOIb30BaHUS

OcHoOBHas
mareparypa: 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

MoHonoru4eckast 1 AMajioruyeckas peyb.
I'pammaruka: What’s the Time

BrinosnHEHNE NPaKTUYECKUX 3aJaHUM HA OCBOEHHUE
rpaMMaTHYECKOTO MaTepraa.

BCEI'O YACOB

32

20,8
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4.1 IlepeyeHb KOMIIETEHIHIT ¢ yKa3aHUEM 3TANOB UX ()OPMUPOBAHUS B Mpoliecce 0CBOEHUs 00pa3oBaTeIbHOM mMporpaMMbl. Onucanue

4. @®OoH/ OLIEHOYHBIX CPEACTB O JUCUMUILIIHHE

nokKasartejed u KpPpUTEPUEB OLICHUBAHUA KOMIIeTEHIIMI HA PA3JIUYHBIX 3Talax ux q)OpMI/IPOBaHHH, OINHMCAHMEC IIKAJ OHCHUBAHUA

OK-4 - cnocoOHOCTh K KOMMYHHMKAIIMK B YCTHOW M MHCbMEHHOH (pOpMax Ha pyCCKOM M MHOCTPAHHOM SI3bIKaX ISl PELICHUS 33/1a4 MEXIMYHOCTHOTO

1 MCKKYIIbTYPHOI'O BSaHMOﬂeﬁCTBHH

Jlas 3auera

Jrtan (ypoBeHb)
OCBOEHHS
KOMIEeTeHI[HH

Inanupyemsble pe3yJibTaThl
o0yueHust
(ToKazaTenu JOCTHKCHHUS
3aJJaHHOTO YPOBHS OCBOCHUS
KOMITCTCHITH )

Kpurepun oueHnBanus pe3yjabTaToB 00y4eHHs

He 3aurteno

3auTeHo

[IepBblii aTan
(YpoBeHb)

3HaTh:

1. OCHOBHYIO TEPMUHOJIOTHIO
10 MPOQUIIIO MOATOTOBKH Ha
MHOCTPAaHHOM SI3bIKE;

2. OCHOBBI nepeBo/a;
JIEKCUYECKUE U TpaMMaTHYeCKue
crocoObl  mepedpa3upoBaHus U
ajlanTally TEKCTa MPH MEePEeBoe

@®parmMeHTapHble IPEICTaBICHUs 00
OCHOBHOI TEPMUHOJIOTUH 110 TPODUITIO
MOJTOTOBKH HAa NTHOCTPAHHOM SI3BIKE;
A Taxoke 00 OCHOBax MepeBoa;
JIEKCUYECKUX U TPaMMaTHYECKUX
croco0ax nepedpasupoBaHuUs U
aJlanTalyy TEKCTa MpHU IEepeBOJIE C
MHOCTPAHHOTO SI3bIKa HA PYCCKHIA.

CdhopmupoBaHHBIE, HO COJEpPKAIIIE
OTJENIbHBIC TIPOOENBI  TIPEICTaBICHUS 00
OCHOBHOW TE€PMUHOJIOTUH IO MPOPHUITIO
MOATOTOBKH HAa HHOCTPAHHOM SI3BIKE;

A Taxke 00 OCHOBax MepeBo/a;
JIEKCUYECKUX U TPaMMaTHIEeCKHUX
crioco0ax mepedpasupoBaHus U
a/lafTalliy TEKCTa MPH MepEeBOJIE C

(YpoBeHb)

1. mpaBUIIBHO UCIIOIB30BATH
OCHOBHYIO TEPMUHOJIOTHIO T10
PO UITIO0 OATOTOBKH.

2. IOHUMATh U NEPEBOJUTH Ha
PYCCKUH SI3BIK COJIEpKAHUE
TEKCTOB 1O MPOdUITIO
MOJITOTOBKM HA MHOCTPAHHOM

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

C HHOCTPAaHHOTO s3bIKa Ha MHOCTPAHHOTO SI3bIKA HA PYCCKHIA.
PYCCKUI.
Bropoii atan | YMmeTs: @parMeHTapHbIE YMEHUSI TTPABUIBHO B nenom ycnenrHoe, HO coziepxariee

OTJeNIbHBIE TIPOOENTbl YMEHHE MPABUIBHO
HCIOJIb30BAaTh OCHOBHYIO TEPMUHOJIOTHIO
CBOEH CIIeUaNbHOCTH; IOHUMATh U
MEPEBOJUTH Ha PYCCKHUM A3BIK
coJiepKaHKe TEKCTOB 110 MPOo(UITI0
MOJITOTOBKU HAa MTHOCTPAHHOM SI3bIKE
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SA3BIKC

Tperuii 3Tan

Bnaners:

@parMeHTapHOE BJIaJICHUE HABbIKAMHU

B 1enom ycreniHoe, HO conepikariee

(ypoBeHb) 1. HaBBIKAMH YCTHOTO U YCTHOTO ¥ MUCbMEHHOT'0 IIEPEeBOia OTJIebHBIE IPOOEIBI BIIaJICHHE
MMCEMEHHOTO MEePEBOJIa TEKCTOB | TEKCTOB IO MPOQHITIO MOATOTOBKH C HaBBIKAMH YCTHOTO U TUCbMEHHOTO
10 MPOQUITIO MOATOTOBKHU C MHOCTPAHHOTO S3bIKA HA PYCCKUH SI3bIK MepeBo/ia TEKCTOB MO MPOQPHITIO
WHOCTPAHHOTO SI3bIKa Ha MOATOTOBKU C MHOCTPAHHOTO SI3bIKA Ha
PYCCKUH SA3BIK. PYCCKHH SI3BIK
Jlas ak3aMeHa
I[Inanupyembie Kputepuu onneHuBanus pe3yibTaToB 00y4eHUs!
Jran pe3yabTaThbl 00y4eHust
(ypoBenn) |(TIOKa3aTesu AOCTHKECHHUS] 2 3 4 5
0CBOEHUA 3a/IaHHOTO YPOBHS «HEey0BJIETBOPUTEIbHO» | «y0BJIE€TBOPUTEILHO» «X0pOoILIO0» «OTJTUYHOY»
KOMIIETEHIIHM | OCBOCHHSI KOMITETEHITUH)
[TepBeriii aTan | 3HATH: dparmMeHTapHbIe Henomnubie Cdhopmuporannsie, | ChopmupoBaHHBIS
(ypoBenb) | 1. OCHOBHYIO npescTaBieHust 00 MpeJICTaBICHUs 00 HO COJIeprKallue CHUCTEMAaTUYECKUE
TEPMUHOJIOTHIO 10 OCHOBHOM TEPMUHOJIOTUU | OCHOBHOM OT/ICJIbHBIE MIPEICTABJICHHS 00
npO(UITIO TOJTOTOBKU | TIO MPOQUIIIO MOATOTOBKH | TEPMUHOJIOTHH TIO poOeIb OCHOBHOM
Ha UHOCTPAHHOM Ha UHOCTPAHHOM SI3BIKE; MPOQUITIO TOATOTOBKK | MPEJCTABICHUS 00 | TEPMUHOJIOTHH 110
A3BIKE,; A Taxxe 00 ocHOBax Ha UHOCTPAHHOM S3bIKE; | OCHOBHOM npoduiro
2. OCHOBHI ITEPEBOJIA; MepeBo/ia; JIGKCUYECKUX U | A Takke 00 OCHOBax TEPMHUHOJIOTHH TIO | TTIOATOTOBKU Ha
JIEKCUYECKHE U rpaMMaTHYECKUX MepeBo/a; IEKCUUECKUX | MPOQHITO WHOCTPAHHOM
rpaMMaTHYeCKue crioco0ax Y TPaMMaTHYECKUX MOATOTOBKH HA S3BIKE;
CHoco0bI nepedpazupoBaHus U crocobax MHOCTPAHHOM A Takxe 00
nepedpasupoBaHusg U | aJanTalliy TEKCTa MPU nepedpa3supoBaHUs U SI3BIKE; OCHOBaXx IepeBO/Ia;
aJanTalyy TEKCTa MPU | IEPEBOJIE C MHOCTPAHHOTO | aJamTalliy TeKcTa mpu | A Takxke 00 JIEKCUYECKUX U

NIEPEBOJIE C
MHOCTPAHHOTO SI3bIKa
Ha PYCCKHH.

A3bIKA HA PYCCKUM.

NEPEBOJE C
MHOCTPAHHOIO SI3bIKA HA
PYCCKUI.

OCHOBax TepeBO/Ia,;
JIEKCUUYECKUX U
rpaMMaTH4YCCKUX
crioco0ax
nepedpazupoBaHus
U aJIanTanuu

TpaMMaTHYCCKUX
criocobax
nepepazupoBaHus
W aJanTanum
TEKCTAa MPH
nepeBoJie ¢
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TEKCTa IIpu

HHOCTPAHHOI'O

IIEPEBOJE C sI3pIKa HAa PYCCKUU.
MHOCTPaHHOI'O
A3bIKA HA PYCCKUM.
Bropoii stan | YMeTs: ®parmenTtapubie ymenus | B nenom ycnemnoe, Ho | B nenom CdopmupoBanHoe
(ypoBeHb) | 1. mpaBuUIIBHO IIPaBWJIbHO MCIIOJIb30BaTh | HE CUCTEMATHUECKOE YCIIELHOE, HO YMEHHE MPaBUIbHO
HCII0JIb30BaTh OCHOBHYIO TEPMUHOJIOTHIO | YMEHHE NIPAaBUIBHO cozeprkaiiee HCII0JIb30BaTh
OCHOBHYIO CBOEH clienaibHOCTH,; HCII0JIb30BaTh OTJIEIbHbIE OCHOBHYIO
TEPMHUHOJIOTHIO T10 IIOHMMATh U IEPEBOJUTH OCHOBHYIO npo0esbl yMEHHUs TEPMHUHOJIOTHIO
IpO(dUITIO IOJATOTOBKU. | HA PYCCKUU SI3bIK TEPMHUHOJIOTHIO CBOEH [IPaBUJIbLHO CBOEH
2. IOHUMaTh U COJIEp’KaHUE TEKCTOB I10 CIEUAIBHOCTH; UCII0JIb30BAaTh CIELIMAJIBHOCTH;
NEPEBOJUTH Ha pO(UITIO0 NOATOTOBKY HA | IOHUMATh U OCHOBHYIO HNOHUMATh U
PYCCKHH A3BIK MHOCTPAHHOM SI3bIKE NIEPEBOJUTH HA PYCCKUH | TEPMHHOJIOIHIO NIEPEBOJUTH HA
coAepIKaHue TEKCTOB A3BIK COJEpIKAHUE cBOEH PYCCKHH 3BIK
10 IPOGHITIO TEKCTOB IO MPOPHIIIO CIELUAIIBHOCTH, coJiepyKaHue
MOJAFOTOBKU Ha MIOJITOTOBKU Ha MIOHUMATb U TEKCTOB 10
MHOCTPaHHOM SI3bIKE MHOCTPAaHHOM SI3bIKE NIEPEBOJUTH HA npoduIIo
PYCCKHI A3BIK MOJFOTOBKU Ha
CoZepKaHue MHOCTPaHHOM
TEKCTOB IO A3BIKE
npopuIIo
MOJATOTOBKU Ha
MHOCTPaHHOM
A3BIKE
Tpernii oran Biagers: @®parMeHTapHOe BiageHue | B nenom ycremnoe, Ho | B nemnom YcnemHoe u
(ypoBeHb) [l. HaBBIKAMU YCTHOTO M | HABBIKAMH YCTHOT'O U HE CUCTEMAaTU4YeCKOe YCIELIHOE, HO CHUCTEMAaTHYECKOe
MMCBbMEHHOTO NIEPEBOJA | MHCBMEHHOTO NEPEBOIA IIPUMEHEHHE HAaBBIKOB | COZEpIKalee IPUMEHEHNE
TEKCTOB 1O MPOGUITIO TEKCTOB 1O MPO(UITIO YCTHOTO U OTJIeNbHbIE HaBbIKOB YCTHOTO
MOJTOTOBKHU C MOJATOTOBKHU C MUCHMEHHOTO MEPeBoia | MPoOesbl Y IIICbMEHHOT O
MHOCTPAHHOI'O S13bIKAa HA | HHOCTPAHHOTO sI3bIKa Ha TEKCTOB IO MPOPUITIO MpUMEHEHNE IepeBo/ia TEKCTOB

PYCCKHUM SI3BIK.

PYCCKHH S3BIK.

MOATOTOBKH C
WHOCTPAHHOTO SI3bIKA Ha
PYCCKHH SI3BIK.

HaBBIKOB YCTHOTI'O
U MHNCBMCHHOT'O
MEpCBOJia TCKCTOB

1o poHITIO
MTOJITOTOBKH C
UHOCTPAaHHOTO
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o poduITIO
MOJATOTOBKHU C
MHOCTPAHHOTO
A3bIKa HA PYCCKUI
A3BIK.

A3bIKa Ha PYCCKUMN
SI3BIK.

IIK 7 - ciocoGHOCTh, UCTIOJIB3YS OTEUECTBEHHBIE U 3apy0exHbIe HCTOYHUKU MHPOPMAIUH, cCOOpaTh HEOOXOAUMBIE IaHHbIE TPOAHATU3UPOBATH UX U
MOJTOTOBUTH MH()OPMAIIOHHBIN 0030p W/MIIM aHAIUTUYECKUN OTYET.

st 3agera

Jtan (ypoBeHb)
O0CBOEHUS
KOMIIeTEeHI[UH

I[InanupyemMble pe3yJbTaThl
o0yueHust
(Tmoxazarenu JOCTHIKCHHS
3aJIaHHOTO YPOBHS OCBOCHUS
KOMITCTCHITH)

Kputepuu oneHuBanus pe3yibTaToB 00y4eHHUs

He 3auTteHno

3auTeHo

IlepBbIii 3Tan
(YpoBeHb)

3HaTh:

1. crparernu 4TeHUs TEKCTOB Ha
MHOCTPAHHOM SI3bIKE:
03HAKOMUTEIHHOTO,
IIPOCMOTPOBOTO, ITOUCKOBOTO,
U3y4arolIero;

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

@dparmMeHTapHbIe TPEICTABICHUS O
CTPATCruAX YTCHHA TCKCTOB HA
WHOCTPAHHOM SI3bIKE:
03HAaKOMHUTEILHOTO, TIPOCMOTPOBOTO,
MOHUCKOBOTO, U3y4aloIlero;

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

CdopmupoBaHHBIE, HO COJIEpIKAILUE
OT/ETbHBIC TIPOOEIBI  MPEACTABICHHS O
CTpaTerusix YTeHMs TEKCTOB Ha
HHOCTPAaHHOM A3BIKC!
03HAaKOMHTEILHOT0, IPOCMOTPOBOTO,
HIOMCKOBOT0, H3Y4aroIIero;

OO ocHoOBax pedeprupoBaHus,
AHHOTHUPOBAHUA U IIEPEBOIA
JUTEPATYPHI IO TPO(HUITIO TOATOTOBKH.

Bropoii 3tan
(YpoBeHb)

VYMeTh:

1. HaxoaUTHL HEOOXOINMBIE IS
poUITBHON JeATENbHOCTH
MCTOYHUKU HH(OpMALIUU U
HU3BJIEKATH U3 HUX HEOOXOIMMEIE
CBCIACHHUS HA I/IHOCTpaHHOM
SI3BIKE;

@parMeHTapHbIE YMEHUsT HAXOAUTh
HeoOXOoIuMBbIe 11 POPUITBHOM
JesITeIbHOCTH UCTOYHUKH HHPOPMALIUU
Y U3BJIEKaTh U3 HUX HEOOXOIUMbIE
CBEJICHUs HA NHOCTPAHHOM S3BIKE;
BBIJICTISIT 3HAUUMYIO / 3ampaiinBaeMyro
UH(OPMAIIHIO; COCTABHUTH

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

nH(pOpMaIMOHHBIN 0030p (O0KIaa) HA
WHOCTPAHHOM SI3BIKE; HHTEPIIPETHPOBATH
B YCTHOU (opMe coliepiKaHue

UH()OPMAIHIO; COCTABUTH
uH(pOPMaLMOHHBIH 0030p (0KIaT) HA
MHOCTPAHHOM SI3bIKE; HHTEPIIPETHPOBATH

0030p (moxnan) Ha | IMCbMEHHOI'0 TEKCTa; aHHOTUPOBATh U B YCTHOH (opMe coniepkaHue
MHOCTPaHHOM A3bIKe; | pedeprpoBaTh JUTEPATYpy MO NPOPUIII0 | MUCBMEHHOI'O TEKCTa; aHHOTUPOBATh U
MHTEPIPETHPOBATh B  YCTHOH | MOATOTOBKH. pedepupoBarh JUTEPATYPY MO TPOPHITIO
bopme coJiepxKaHue HOJrOTOBKH.
MTUCHBMEHHOTO TEKCTa,
aHHOTHPOBAaTh U pedepupoBaTh
TUTEpaTypy MO MPOQIIIO
OJITOTOBKH.
Tperunii atann | Bnaners: @parMeHTapHOE BJIAJICHUE HABBIKAMU B nenom ycniemnoe, HO coaepikaiee
(YpoBeHb) 1. HaBBIKaMM ITOMUCKA HOKCKa He0OX0IMMON UH(popMaun Ha OTJeJIbHBIE IPOOEIbI BlIaJICHNE
HE00X0AMMOI HHPOPMALIUY HA | HHOCTPAHHOM SI3BIKE C UCIIOJIB30BAHUEM | HABBIKAMH MOMCKA HEOOXOIMMOM
MHOCTPAaHHOM SI3bIKE C OCHOBHBIX BHU/IOB YTEHHS: uHGOpMALUY HA HHOCTPAHHOM SI3bIKE C
MCIIOJIb30BAHUEM OCHOBHBIX IPOCMOTPOBOT0, 03HAKOMHUTEIHHOTO, UCTIOJIb30BAHUEM OCHOBHBIX BHJIOB
BUJIOB YTEHHsI: IPOCMOTPOBOTO, | IOMCKOBOI0, aHAIUTUYECKOTO; YTEHUS: IPOCMOTPOBOTO,
03HAKOMUTEIHHOTO, OTIBITOM aHaJM3a HHPOPMALIUY Ha 03HAaKOMUTEIFHOTO, TIOMCKOBOTO,
MIOMCKOBOT0, aHAJIMTUYECKOTO; MHOCTPAHHOM SI3bIKE U CO3/IaHUsI YCTHBIX | aHAJIUTUYECKOTIO;
2. ONIBITOM aHaAJIN3a UHPOPMAIIUN | U MTUCHMEHHBIX TEKCTOB Pa3HBIX THIIOB. OTIBITOM aHaIM3a HHPOPMALIUY Ha
Ha MHOCTPAHHOM SI3bIKE U MHOCTPAHHOM SI3bIKE U CO3JIaHUS YCTHBIX
CO3JTaHHSI YCTHBIX M TUCHMEHHBIX Y TIMCbMEHHBIX TEKCTOB PAa3HBIX THIIOB.
TEKCTOB pa3HBIX THUIIOB.
Jnst 3k3amena
IInanupyemsbie Kpurtepuu oneHnBaHus pe3yJibTaTOB 00y4eHUsI
Jdran pe3yJbTaTbl 00y4eHust
(ypoBeHb) (mokazarenu 5 3 4 .
OCBOEHHSI |TOCTI)KCHUS 3a/1aHHOTO
«HEY/I0BJIETBOPUTEIBHO» | «Y/0BJE€TBOPUTEIHHO «XOpOLIOo» «OTJIMYHO»
KOMIETEHI[UN  YPOBHS OCBOCHHUS

KOMIIETEHITHH)
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IlepBblii 3Tan | 3HATh: dparmeHTapHbIe Henosnubie Cdopmuposannbie, | ChopmupoBaHHBIC
(ypoBenb) | 1. cTpareruu 4TeHHUs | MPEACTABICHUS O MPEJICTABICHUS O HO COAEpKaIlue CHCTEMATUYECKHUE
TEKCTOB Ha CTpaTerusx YTeHUus CTpaTerusx YTeHus OT/IeJIbHBIE MIPEACTABJICHUS O
MHOCTPAHHOM $SI3bIKE: | TEKCTOB Ha MHOCTPAHHOM | TEKCTOB Ha pooebl CTpaTErusiX YTeHUs
03HAKOMMTEIIBHOTO, | SI3BIKE: WHOCTPAHHOM SI3BIKE: MIPEACTABJICHUS O TEKCTOB Ha
IIPOCMOTPOBOTO, 03HaKOMMTEIIBLHOTO, 03HaKOMMTEIIBLHOTO, CTpaTErusiX YTEHUsl | THOCTPaAaHHOM
IIOMCKOBOTO, IIPOCMOTPOBOTO, IIPOCMOTPOBOTO, TEKCTOB Ha A3BIKE:
M3Y4aIOILEro; IIOMCKOBOTO, IIOMCKOBOTO, MHOCTPAaHHOM 03HAKOMUTEIILHOTO,
2. OCHOBBI M3YyYarollero; M3YyYarollero; SA3bIKE: IIPOCMOTPOBOTO,
pedepupoBanus, 06 ocHoBax 06 ocHoBax 03HaKOMHTEJILHOTO, | TOMCKOBOTO,
QHHOTUPOBAHUS U pedepupoBanus, pedepupoBanus, IIPOCMOTPOBOTO, M3YyYarollero;
nepeBoja aHHOTHUPOBAHHUSA U AHHOTHUPOBAHHUS U IIOMCKOBOTO, O06 ocHoBax
JUTEpaTyphl 1o | neperojaa nepesoaa M3YyYarollero; pedepupoBanus,
npoQ U0 JUTEPATYPHI IO MPOPIITIO | JIUTEPATYPHI TIO 006 ocHOBax AHHOTUPOBAHMS U
MOATOTOBKH. MOATOTOBKH. po(UITI0 MOATOTOBKU. | pedepupoBaHusl, nepeBojaa
aHHOTHUPOBAHUSA U JUTEPaATypHI 10
nepeBoja npopuIIo
JUTEPaTypHl 1O MOJITOTOBKHU.
npouIIo
MOJIFOTOBKH.
Bropoii 5tan | YMers: O®parMeHTapHble yMeHHs | B nenom ycrnemnoe, Ho | B nenom CcdhopmupoBaHHoe
(ypoBenb) | 1. HaxoIuTh HaXOJUTh HEOOXOIUMBbIE HE CUCTEMAaTH4eCcKoe YCIELHOE, HO YMEHHE Hax0JIUTh
HE00XO0UMBIE TS U1 IO UIIbHON YMEHHE HaXOJUTh coJieprkaniee HE00XO0AUMBIE I
npoduIbHOM NeSITEIbHOCTH UCTOYHUKU | HEOOXOAUMBIE JIIst OTJIebHbBIE npodunpHOM
JESATEIIBHOCTH uHGOpMaIUY U U3BJIEKaTh | MPOMUIBHOM npooesbl yMeHHe JEATEIBHOCTH
UCTOYHUKU U3 HUX HEOOXOAUMBbIE JeSITeIbHOCTH HaXOJUTh VCTOYHUKU
UHpOpPMaLIUHU U CBEJICHHUS Ha HUCTOYHUKH HEoOXoAUMBIE A1 | UHPOPMALIUU U
U3BJIEKATh U3 HUX MHOCTPAaHHOM SI3BIKE; nHpopmanuu u npodunpHOM U3BJIEKATh U3 HUX
HE00X0IuMbIe BBIJICIISITh 3HAYUMYIO / U3BJIEKATh U3 HUX JIeSTEIIbHOCTH HE00X0/IUMBbIe
CBECHUSI Ha 3anpamnmBaeMyro HEe00X0/IUMBbIe HUCTOYHUKU CBEJICHMSI Ha
UHOCTPAaHHOM $3bIKe; | MH(QOPMALMIO; COCTaBUTh | CBEIEHUS Ha uHpOpMaLIUU U MHOCTPAaHHOM
BBIJIETISATH MH(OPMALIMOHHBINA 0030p | HHOCTPAHHOM SI3BIKE; U3BJIEKATh U3 HUX A3BIKE;
3HAYUMYIO / (ToKJ1a/1) HAa MTHOCTPAHHOM | BBLACNATH 3HAYMMYIO /| | HEOOXOIUMBIE BBIJIETISTh
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3aIpalIMBaeMylo A3bIKE; UHTEPIPETUPOBATh | 3alpalliiBaeMyIO CBE/ICHUS Ha 3HAYMMYIO /
UH(POPMALIHUIO; B YCTHOU (opme nH(pOpMAIIHIO; MHOCTPAaHHOM 3aIpaiuBaeMyro
2.COCTaBUTh CoJiepKaHue MUCbMEHHOI'0 | COCTaBUTh A3BIKE; UHpOPMaLIHUIO;
UH(POPMALMOHHBIN TEKCTa; aHHOTUPOBATH U UH(POPMAIIMOHHBIH BBIJICNIATH COCTaBHTb
0030p (mokman) Ha | pedepupoBath 0030p (moximan) Ha 3HAYMMYIO / nH(pOpMaMOHHBII
MHOCTPAaHHOM SI3BIKE; | JINTEPATypy MO NPOPHII0 | HHOCTPAHHOM SI3BIKE; 3aIpaiuBaeMyro 0030p (moxmnang) Ha
UHTEPIPETUPOBATh B | MOATOTOBKHU. MHTEPIPETUPOBATH B UHpOPMALIUIO; MHOCTPaHHOM
YCTHOM bopme yCTHOM (hopme COCTaBHTH S3BIKE;
coJiepKaHue coJiepKaHue MHGOPMALIMOHHBIA | HHTEPIPETUPOBATh
MMCbMEHHOTO TEKCTa; MUCHbMEHHOTO TEKCTA; 0030p (mokian) Ha | B yCTHOM (hopme
QHHOTHPOBATh U aHHOTUPOBATh U MHOCTPAaHHOM coJiepKaHue
pedepupoBaTh pedepupoBath SI3BIKE; MMUCbMEHHOTO
JUTEpaTypy o JUTEpaTypy 1o MHTEPIPETUPOBATh | TEKCTA;
npoduiro npoUITIO IOJTOTOBKH. | B YCTHOHM (popme aHHOTUPOBATb U
HOJTrOTOBKH. coJiepKaHue pedepupoBatb
MUCHMEHHOTO JUTEPATypy IO
TEKCTa; npopuIIo
aHHOTHPOBATH U MOJITOTOBKH.
pedepupoBatb
JUTEPaTypy IO
npopuIIo
MIOJITOTOBKH.
Tperuii otan | Braners: ®parMeHTapHoe BiaaeHue | B nenom ycremuoe, Ho | B nemnom Ycnemnoe u
(ypoBeHp) | . HaBBIKaMH ITOWICKA | HABBIKAMH ITOMCKA HE CHCTEeMaTH4eCKOe yCIIENIHOE, HO CHCTEMaTHYECKOE
HEo0X0ouMoMH HE00X0oAuMon IIPUMEHEHHE HaBBIKOB | cojepiKaliee pUMEHEHHE
UHPOpPMAILIIU HA nHpOpMAaIMY Ha MOKMCKA HEOOXOMUMOU | OTJENbHBIC HaBBIKOB TTOMCKA
MHOCTPAHHOM SI3bIKE€ | HHOCTPAHHOM SI3BIKE C uHpOpMaIUY Ha pooebl HE00X0IuMOMn
C HCITOJIb30BaHHEM WCTIOJIh30BaHUEM WHOCTPAaHHOM SI3bIKE C | IPUMEHEHHE uHpOpMaNUK Ha
OCHOBHBIX BHUJIOB OCHOBHBIX BHJIOB UCTOJIb30BaHUEM HaBBIKOB TIOMCKA MHOCTPaHHOM
YTCHUS: YTEHUS: IPOCMOTPOBOTO, | OCHOBHBIX BHIIOB HEOO0X0IMMON SI3BIKE C
IPOCMOTPOBOTO, 03HAKOMUTEIBHOTO, YTEHUS: uHpopMaLUU Ha UCIOJIb30BaHUEM
03HAKOMHUTEIILHOTO, | TIOUCKOBOTO, MIPOCMOTPOBOTO, WHOCTPaHHOM OCHOBHBIX BHJIOB
MOKUCKOBOTO, aHAJIMTHUYECKOT'O; 03HAKOMUTEIHHOTO, A3BIKE C YTEHUSI:
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AHAITUTHYECKOTO;
2. ONBITOM aHaau3a
uHpopmanuu Ha

HHOCTPAaHHOM  SA3BIKC
H CO3aaHUuA YCTHBIX H
INUCBbMCHHBIX TCKCTOB
Pa3HbIX THUIIOB.

OIIBITOM aHaNIN3a
uHpOpMaUY Ha
MHOCTPAHHOM SI3BIKE U
CO3JIaHMsI YCTHBIX U
MUCbMEHHBIX TEKCTOB
pa3HBIX TUIIOB

MIOUCKOBOTO,
AHAJTUTHYECKOTO;
OIIbITa aHAJIN3a
uHpOpMaIUy Ha
MHOCTPAHHOM SI3BIKE U
CO3JIaHMsl YCTHBIX U
MUCbMEHHBIX TEKCTOB
pa3HBIX TUIIOB

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

IPOCMOTPOBOTO,
03HAKOMUTEIFHOTO,
HIOMCKOBOTO,
aHAJTMTHYECKOTO;
OIIBITA aHAJIN3A
uHpOpMaUU Ha
MHOCTPaHHOM
SI3BIKE M CO3TaHUS
YCTHBIX U
MUCHMEHHBIX
TEKCTOB Pa3HbIX
TUTIOB
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[TokazaTenu chopMUPOBAHHOCTH KOMIIETEHITUH

Kputepusimu OmleHUBaHUS SIBISIOTCS OAJUIbl, KOTOPHIC BBICTABIISIFOTCS MPETOIaBaTeIeM 3a
BHJIBI JICATENIBHOCTH (OIICHOYHBIC CpEACTBA) IO HWTOraM M3YYCeHHS MoAayned (pasneioB
JTUCHUTITUHBI).

IIxanel OLIEHUBAHUA:

ot 45 110 59 6amI0B — «yIOBIETBOPUTEIHHOY;

oT 60 10 79 6aTOB — «XOPOIIOY;

oT 80 6amIOB — KOTIIMYHOY.

4.2 TunoBbie KOHTPOJIbHbIE 32IaHUSI WJIN UHBIE MAaTEPUAJIbI, HEO0X0IMMBbIE 1JIfl OLIEHKH
3HAHUIi, YMEHH i, HABBIKOB M ONBITA /IeSITeJIbHOCTH, XapPAKTEePU3YIOLIHX ITATbI
(opMupoBaHus KOMIEeTEeHIN B poLiecce 0CBOeHHs 00pa30BaTeIbLHOM NPOrPaMMBbl.
MeTtoauyeckue MaTepuaJbl, oNpeae/siiolue npoueIypbl OLeHHBAHUS 3HAHUIA,
YMeHHUIi, HABBIKOB U ONBITA 1eATEJIbHOCTH, XaPpAKTEePU3YIOIIUX ITAIBI
dopmMupoBaHusi KOMIIETEHIM I

DTarsl Pesynbrater 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 3a/laHue

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

PYCCKHUH.

3HaTh: K7 KOHTPOJIbHBIE

1. crpareruu yTeHUs TEKCTOB Ha BOIIPOCHI Ha
WHOCTPAHHOM SI3bIKE: 03HAKOMHUTENBHOTO, 9K3aMeH
IIPOCMOTPOBOI'0, IOUCKOBOIO, MIPAKTHUECKOEe
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,
TEPMHUHOJIOTHIO TI0 TIPO(UITIO MOJITOTOBKH. NPaKTHIECKOe
2. TIOHUMAaTh W TEPEBOAUTH HA PYCCKHUH 3aJaHue, TecT

SA3BIK  COACPIKAHUE TCEKCTOB IIO HpO(l)I/IJ'IIO
MMOATOTOBKU HA HMHOCTPAHHOM S3BIKE;

YMmeTs: K 7 pedepuposanue,
1. HaxoJUTh HEOOXOAMMBIE JIJISI IIPaKTUYECKOE
MPOPUIBLHON JIESTETPHOCTH HCTOYHHKH 3aJlaHUE, TECT

nHGOPMALIMH U U3BJIEKATh U3 HUX
HEOOXOIMMBbIE CBEICHUS HA HHOCTPAHHOM
SI3BIKE;

BBIJICIISITH 3HAYMMYIO / 3alpaninBacMyro
nHOpMaILHIO;

2. CcOCTaBUTh WH(OPMAIMOHHEIN 0030p
(mokmam) Ha  WHOCTPAHHOM  SI3BIKE;
WHTEPIPETUPOBaTh B  yCTHOH  Qopme
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coJiep>KaHue MUCHMEHHOTO TEKCTa;
AHHOTUPOBAaTh u pebepupoBath
JUTEPATypy N0 NPOQUITIO MOATOTOBKH.
3-i1 oTan Brnanerts: OK-4 YCTHBIE
Bnanenus 1. HaBBIKAMH YCTHOTO M TMCbMEHHOTO BBICTYIIJICHUS,
(HaBBIKH / TepeBoIa TEKCTOB 110 TPODHITIO COOOIIICHIS
OIIBIT MOJTOTOBKU C MHOCTPAHHOTO SI3bIKa Ha MIPaKTUYECKOE
NESITEIBHOCTH | PYCCKHIA SI3BIK. 3aJaHue
)
Bragers: K 7 YCTHBIE
1. HaBBIKAMM TIOMCKa HEOOXOIUMOMN BBICTYIUICHUS,
nH(pOpMAITUH Ha HHOCTPAHHOM SI3BIKE C COOOITICHIS
WCTIOJIb30BaHHEM OCHOBHBIX BHJIOB MPAKTUIECKOE
YTEHUS: IPOCMOTPOBOTO, 3aJaHue

03HAKOMUTEIHHOTO, IIOUCKOBOTO,
AHAIMTHYECKOTO;

2. ONBITOM aHaJM3a WHPOPMAIMH HA
WHOCTPAHHOM SI3BIKE U CO3J]aHUS YCTHBIX U
MMMCHMEHHBIX TEKCTOB Pa3HBIX THIIOB;

3K3aMeHaHI/IOHHbIe OmyIeThI

CtpykTypa 3K3aMEHAllMOHHOTO OMIIeTa:
DK3aMEHAIIMOHHBIA OMJIET COACPIKUT 2 BOMPOCa.

BOHpOCLI JJI1 OK3aMCHaA.

CoNooak~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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O06pas3err SK3aMEeHAIIMOHHOTO OWIIeTa:

Hanpasnenue moaroToBku

38.03.01 «OxoHoMuKa»

WuctutyTt 3k0oHOMUKH, (puHaHCOB 1 Ou3Heca  [lpoduns «MHBecTHpoBaHUE)

Kadenpa nHOCTpaHHBIX S3bIKOB IS HucuuruinHa «JlenoBas KOppecloHAeHINS
npo¢ecCHOHATbHON KOMMYHUKALIUU Ha MHOCTPAHHOM SI3BIKE»

bamkupckuii rocyjapCTBEHHbIN YHUBEPCUTET

DKk3aMeHanMOHHbIN Omier No 1

1. IlpounTaiite 1 YCTHO NMEpPEBETUTE TEKCT HA MHOCTPAHHOM si3bike. O0beM Tekcta 1000 meu.
3HaKoB. Vcronbp30Banue cinoBaps He nonyckaerca. Bpems Ha moarotoBky 20 munyt. KpaTtko
nepeanTe coaepKaHue TEKCTa Ha MHOCTPAHHOM sI3bIKeE (5-7 MpeniokKeHuil).

2. CocTaBbTE KPaTKOE CB3HOE MOHOJIOTHYECKOE BBICKA3bIBAHME HA HHOCTPAHHOM SI3BIKE T10
npeaaoxeHHoi teme (3-5 npemioxenuii). bynbre roToBBI OAAEPKATH OEceay C MpenoiaBaTesieM
110 TeMaM, U3Y4YeHHBIM B T€UEHUE BCEro Kypca. Mcronp3oBanue cioBaps He 1onmyckaercs. Bpems
Ha TOJATOTOBKY — 1,5 MUHYTHL.

3aB.xadenpoit ¢ ipeir=" Ty6uk C.B.

[TepeBon ouenku u3 100-6amibHOM B 4eThIpeXx0alIbHYIO TPOU3BOAUTCS CIASIYIOIIMM 00pazoM:
- omuyHO — oT 80 10 110 6amnoB (Bkitoyast 10 MOOMPUTEIBHBIX OAJIIIOB);
- xopoo — ot 60 10 79 6aioB;
- YIOBJIETBOPUTEILHO — OT 45 10 59 6aos;
- HEY/IOBJIETBOPUTENILHO — MeHee 45 0aioB.

Kpurepun ouenku (B 0asiax):

- 25-30 6aJ1710B BBICTABIISIETCS CTYICHTY, €CIIM CTYJEHT JaJl IOJHbBIE, Pa3BEPHYTHIE OTBETHI HA
BCE TEOPETHYECKHE BOMPOCH Owmiera, MPOJEMOHCTPUPOBAI 3HaHUE (YHKLIMOHAIBHBIX
BO3MOYKHOCTEH, TEPMUHOJIOTHH, OCHOBHBIX DJIEMEHTOB, YMEHHE MPUMEHSATh TEOPETUIECKHE 3HAHUS
IpU BBIOJHEHUM TpakTUdeckux 3agaHuid. CTymeHT O0e3 3aTpyJHEHMH OTBETHJI Ha BCe
JOTIOTHUTENbHBIE  BOMPOCHL.  [IpakTHueckass dYacTh pabOTHl BBHINOJIHEHA IIOJIHOCTBIO  0e3
HETOYHOCTEN U OIINOOK;

- 17-24 6an110B BBICTABISETCS CTYJCHTY, €CIIH CTYJCHT PACKPBLI B OCHOBHOM TEOPETHYECKHE
BOIMPOCHI, OJIHAKO JOMYIIEHbl HETOYHOCTH B OIpPENEeNIEHMH OCHOBHBIX HoHATHH. [Ipu oTBeTe Ha
JOTIOJTHUTEIBHBIE BOTIPOCHI JIOMYIIEHB HEOOIbIINE HETOYHOCTH. [Ipy BBHIOTHEHNUN MPAKTHUECKON
4acTH paboThI TOMYIIEHbl HECYIIECTBEHHbBIE OIINOKY;

- 10-16 0amioB BBICTABISICTCS CTYACHTY, €CIU TMPH OTBETE HA TEOPETHUYECKHE BOIIPOCHI
CTY/IGHTOM JONYIIEHO HECKOJIbKO CYIIECTBEHHBIX OIIMOOK B TOJIKOBAaHHMH OCHOBHBIX MOHSTHH.
Jloruka ¥ moMHOTAa OTBETa CTPAJAIOT 3aMETHBIMU M3bsHAMHM. 3aMETHBI MpPOOENbl B 3HAHHUU
OCHOBHBIX METO/IOB. TeopeTndyeckue BOIPOCH B IIEJIOM H3JI0KEHBI JOCTATOYHO, HO C MPOIMYCKaMH
MaTtepuaia. VIMelTcss MpHHIMNHATbHBIE OIMMMOKH B JIOTHKE MOCTPOSHHS OTBETa Ha BOIPOC.
CTyneHT He pemn 3aauy Wi Py PellieHUH JONYIIeHbI rpyOble OIOKHY;

- 1-10 6anjoB BBHICTABISETCS CTYIEHTY, €CIIM OTBET Ha TEOPETUYECKHE BOIMPOCHI
CBHJIETEJILCTBYET O HEMOHMMAHUM U KpalHEe HEMOJHOM 3HAaHMM OCHOBHBIX HMOHSATHH W METOJOB.
OOHapyXHBaeTCsl OTCYTCTBHE HABBIKOB NMPHMEHEHHUS TEOPETHUYECKUX 3HAHHHM TPHU BBITOTHECHHU
MpaKTUYeCcKHX 3a1aHuil. CTyIeHT He CMOT OTBETUTh HU Ha OJIMH JIOTIOJHUTENBHBINA BOIIPOC.
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KoHTposbHbBIE BONPOCHI 1JIsl CAMOCTOATEILHONH PadoThI

HazoBuTe OCHOBHBIC YaCTH JIEIIOBOTO MHChMa
Kakwue oOpamieHus J0myCTUMBI B IEJIOBOM ITUChME
Kak cregyer moanmceiBaTh 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:

Kpurepuu oueHuBanus Ouenka

3amaHue BBIIOIHEHO: IIE)Ih BEITTOIHCHHUS 3aJaHus YCII€MIHO JOCTUTHYTA, 3a4TCHO
OCHOBHBIC IMOHATHUA OIIPEACIICHBI; pa60Ta BBINOJIHEHA B IIOJTHOM 00BEME.

3aﬂaHI/Ie HC BBIIIOJHCHO, LICJIb BBIINOJHCHUA 3aJaHd HE JOCTUTHYTA. HEC 3a4TCHO

3agaHusA 1J151 KOHTPOJIbHOM PadoThI

[Ipumep BapraHTa 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.

¢) 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

25



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 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 [Tokymnarens 3aKm0dmiIn HacTosmuil KOHTpakT 0 HHKECIEIYIOLIEM. ..

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

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

4) CpoK MOCTaBKH: IBYMsI-TPEMsl MapTHSAMH B TE€UCHHE BTOPOTrO M TpeThero kBaprasioB 2013 r.,
HAuMHas co BTOPOIl MOJIOBUHBI Masl.

5) llena ToBapa MOHUMAETCS 3a TOHHY, BKJIIOYas YIIAaKOBKY; MOCTaBKa Ha yCJIOBUSIX (0O M3 0OHOTO
U3 POCCUICKUX MOPTOB 1o BeIOOPY [Ipoaasua.

6) OrutaTta MOJHOM CTOMMOCTH TOBapa npousBoauTcs B poiutapax CIIIA.

7)B cilydae JieBaJIbBAIH JoJutapa CIIIA o0e CTOPOHBI HUMEIOT
IIPaBO MOBTOPHO OOCYAMTH IIEHY Ha TOBAp.
8) Be3oT3bIBHBII " HOJTBEPKICHHBIN aKKpeUTHB OTKpBIBAETCS

Ha TMOJIHYI0 CTOUMOCTh TOBapa.
9) AKKpeIUTUB OTKPBIBACTCSI B T€UCHUE 5 JHEW mocie monyueHus [lokymareneM yBeIOMIICHUS
[IponaBiia 0 TOTOBHOCTH TOBapa K OTTPY3Ke.

10) AkkpenuTHB neiicTBUTENeH B TeueHue 90 aHel, ¢ mpaBoM

nposieHus 1o Tpedosanuto [Ipoaasia.
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KpnTepnu OICHKH BBINMOJHCHUA MUCbMEHHBIX KOHTPOJbHBIX pa60T

Kpurtepuu onenuBanus

KoJimyecTBO
0aJ1710B

PabGora BbIIoOJIHEHA B MOJHOM 00BbeMe 0€3 OMMOOK M HEAOYETOB HIIH
nMeeT He Oosiee oaHOro Hemodera.Ha Bce BOMPOCH NTaHBI COAEpIKAaTEIbHBIC
oTBeThl. MCIonb30BaH MMPOKUM JHMANA30H COOTBETCTBYIOIIEH I'PAMMATUKH U
AKTHUBHOTO CJIOBapsi, JONMYCKAIOTCS HEKOTOPhIE HE3HAYUTEIbHBIC OIITHOKH.
OTBET XOPOIIO CTPYKTYPUPOBAH C COOTBETCTBYIOIIMMHU CBS3YIONTUMH (hpazaMu
H a03araMu.

9-10

PaGoTa BEIIIOJIHEHA MOJHOCTBIO, HO B HeW uMeeTcsd He Oonee 2-3
HerpyObIX OmMOOK WK HeoueToB.Ha Bce BOIIPOCH! IaHbI MPaBUIIBHBIE OTBETHI,
HO HMEIOTCS HeOonbimue HeAaodeTbl. OTBeThl 0(GOPMIICHBI HE BIIOJHE
aKKypaTHO, HO 3TO HE MeIIaeT MOHWMaHWi0. VICIoNb30BaH ONpeaeneHHBIN
JMarna3oH  COOTBETCTBYIOIICH  TrpaMMaTHKH W aKTUBHOTO  CJIOBaps,
HCIIOJIb3YEMBIX C HECKOJIBKUMH CePhE3HBIMH OIIMOKaMHU. B OCHOBHOM OTBETHI
XOPOIIO CTPYKTYPHUPOBAHBI C COOTBETCTBYIOIIUMHE CBS3YIOIIMMHU (pa3aMu.

HpaBI/IHBHO BBIINMOJIHCHO HE MCHECC ITIOJIOBUHBI pa6OTLI. Ha Bce BOIIPOCHI
AaHbl YIOBJICTBOPUTCIIBHBIC OTBCTHI, HO HMMCIOTCA OIPCACICHHBLIC HCAOYCTHI.
Hcnonp3oBan OrpaHI/I‘leHHHﬁ AUalia3odn rpaMMaTukKl WM aKTHBHOI'O CJI0BapH,
HCIIOJIB3YEMOI'0 ¢ HCKOTOPBIMU OHII/I6KaMI/I, HO 3TO HC MCIIACT ITIOHMMAaHUIO.
OTBeTHI HEAOCTATOYHO apryMCHTHPOBAHBI U CTPYKTYPHUPOBAHEI C
HCIIOJIb30BAHUEM OI'PAHUYCHHOT'O KOJIMYCCTBA CBA3YIOIINX 3JICMCHTOB.

5-6

Ha Bce BOIIPOCHI AaHbl OTBETHI, HO UMCHOTCA CYIICCTBCHHBIC OIINOKH B
HCIIOJIb30OBAHHUU TI'PaMMATUKHW W AKTUBHOI'O CJIOBapsd, HO 3TO HE MCHIACT
nouuManuio. OTBETHI CTPYKTYPHUPOBAHBI HEAOCTATOYHO YCTKO. MCHOJ’I]&ByeTCH
OI‘paHI/I‘IeHHHﬁ Arara3oH rpaMMaTHUKU U CJIOBApA € 4aCTbIMU omuOKaMu.

[IpaBunbpHO BEIMONHEHO He Oonee 20 % Bcex 3amanuii. IlpaBmiibHBIC
OTBETHl JaHbl HE Ha BCE BOIPOCHI, NMPHUYEM HMMEIOTCS TpyOble OIIMOKU B
rpaMMaTH4€CKOM U JICKCUYCCKOM O(i)OpMJ'IeHI/II/I BbICKa3bIBaHUi. OTBETHI II0X0
CTPYKTYPUPOBAHBI.

2-3

[TpaBunsHO BhITIONIHEHO HE Oosee 10 % Bcex 3amanuii. JlaHbl OTBETHI Ha
OTIeNbHBIE BOMPOCHL. JIOMYIIEHbI 3HAYMTENbHBIE OIIMOKM B TpaMMaTHKE H
nekcuke. TeKCT oTBeTa He CTPYKTYPHPOBAH.

OTBeTHI HEBEPHBIC WJIK OTCYTCTBYIOT.

TecToBbIC 3a1aHNA

[Tpumep 3agaHuit 1J1s TECTOBOTO KOHTPOJISL YPOBHSI YCBOEHHUS Y4eOHOT0 MaTepuasia

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 ltis not agood 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

¢) 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 mITEMIIEH)

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 METOJUKHA OLICHUBAHUA IIPH TECTOBOM KOHTPO.JIEC:

Ha omenky creneHr CQOPMHPOBAHHOCTH 3HAHMEBOH KOMIIOHCHTHI KOMIICTCHIIUU IIPH
pyOe)KHOM KOHTpOJIE OTBOAMTCS He MeHee 10 BompocoB Tecta. Unciio MpaBUIIBHBIX OTBETOB TECTa
oT 45 1o 59% cooTBeTCTBYeT HavyaabHOMY (TIOPOTOBOMY) YPOBHIO OBJIAJICHUS KOMIIETEHIIHEH, OT
60 1o 80 % - 6a3zoBomy ypoBHIO, oT 81 g0 100 % - MOBBIIEHHOMY (MPOABUHYTOMY) YPOBHIO
c(hOpMUPOBAHHOCTH KOMITETEHITHH.

Kpurepun onenkn:

[TporeHT MpaBUIIBHBIX Konnuecro 6amios
OTBCTOB

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

0

OO, |N(00|©O|

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

yIIOBJIETBOPUTEIHHO

meree 50%

HEYJIOBJIETBOPUTEILHO

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

Temsbl s YCTHOI'0 OTBETA:

1. TloaroroBbTe cOOOLICHNE HA TEMY: OCOOCHHOCTH AEJIOBOH nepenucku B Poccuu
2. CpaBHuTE 0COOEHHOCTH /€10BOM nepenucku B Poccun u B OObeIMHEHHOM KOPOJIEBCTBE

nnu B CILIA.

3. KakoBbl 0COOEHHOCTH HamMCaHUs PE3OME B pa3HBIX CTpaHaxX (MOXXHO BBIOPATH JIFOOYIO

CTpaHy W/WUIU TIPOBECTH cpaBHEHUE ¢ Poccueii)

Kpurepun oueHuBaHusi YCTHOH pe4un (YCTHOIO 0TBETA)

Kpurepun

0aJ1JIBI

CBo0osiHOE BIa/IeHUE U3YUYE€HHBIM MaTE€pPUaIoM B NPEATIOKECHHON
cutyauuu. Cozep:kaHue BbICKa3bIBaHHUSI COOTBETCTBYET CUTYaLlUH
oOmenus. PeyeBast akTHBHOCTB CTY/IEHTa OUY€Hb BBICOKAsS, OTBET
OTJIMYAETCs JIOTHYHOCTBIO, CBA3HOCTBIO, IIOJIHOTOH,
II0CJIEI0BATENBHOCTBIO U O€ryocThi0. Bricka3biBaHMe
MOJUTEMAaTHYECKOr0 XapaKTepa, XOpOoLIo apryMEHTHPOBAHO, BEIpaXKaeT
CBOIO TOYKY 3peHusi. Temn peun BbicOkHil. OTCyTCTBHE OLIMOOK
A3BIKOBOIO XapakTepa.

JlocTatoyHOe BIIaJIcHUE N3yYEHHBIM MaTEpUAJIOM B
npenoxkeHHon cutyauuu. ComeprkaHue BbICKA3bIBAaHUS B LIEJIOM
COOTBETCTBYET CUTYAI[UU OOIICHUS, OTIIUYAETCS JOCTATOUHOM
CBSI3HOCTBIO, TIOJIHOTOM M OETJIOCTHIO, XOPOIIIO apTyMEHTHPOBAHO,
BhIpaXkaeTcsi coOCTBeHHOE MHeHHe. Peus pasHooOpasHa, nomyckaercs 3-4
SI3BIKOBBIE OLITNOKH, HCIIPaBIIIEMbIE HA OCHOBE CAMOKOPPEKIINH.

ITonnoe BOCITPONU3BCACHUC 3ayquHOﬁ TeMbl. Peub YIIpOUICHHAA.
IlonnMmanue s3bIKa OrpaHHUYCHO. OrtBer COJACPIKHUT 3HAUUTCIILHOC
KOJIMYCCTBO J'IeKCI/I"IeCKI/IX/I‘paMMaTI/ILICCKI/IX/(I)OHCTI/I‘{eCKI/IX OI_HI/I6OI(,
3HAYUTCIIBHO BIMAKOIINUX HA aICKBATHOCTD O(l)OpMJ'ICHI/Iﬂ PEUH.

KoMMyHMKaTHBHAs 3a7ja4a pelIacTCs Ha ypOBHE HETIOIHOIO
BOCITPOU3BCACHUS 110 MMaMATU 3ayquH0171 TEMBEI. OTCYTCTByeT IIOHUMAaHUuE
U peakius Ha noHuMaHue. HeagekBaTHoe opopMileHHE YCTHBIX
BbICKa3bIBaHUI. OTBET COJIEPIKUT OOJIBIIOE KOJINYECTBO OITHOOK.

OTCYTCTBI/IC OTBCTA HUJIK OTKA3 OT HETO.

[HEN

IIpuMepsI NpaKTHYECKUX 3aJaHUH

Umenue u nepeeoo mexcma Ha UHOCMPAHHOM A3bIKe O meme mooyaa (06vem 2000 3naxos).

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

31




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 BBINMOJTHCHUSA YTCHUSA U IIEPEBOIa TEKCTa:

Kpurepun bauibl

I1pu umenuu peyb BOCIPUHUMAECTCS JIETKO: HEOOOCHOBAaHHBIE TTAY3bI 5
OTCYTCTBYIOT; ()pa30BOC yIapCHUE M HHTOHAIIMOHHBIE KOHTYPHI,
MIPOU3HOIICHHE CJIOB MPAKTUYECKH 0€3 HAPYIICHUI HOPMBI; JOMyCKAeTCs HE
oosee 2-x (POHETUYCCKUX OIIHNOOK.

Ilepe6oo nonubiil. OTCYTCTBUE CMBICIIOBBIX U TEPMUHOJIOTUYECKHUX
uckaxeHui. TBOpueckuii moIX0/ U a0COMOTHAS TOYHOCTh MIepeIaun
COJICp)KaHUs U XapaKTEPHBIX OCOOCHHOCTEH CTHIISI TIEPEBOJMMOIO TEKCTA.

IIpu umenuu peyb BOCIPUHUMAETCS T0CTaTOYHO JIETKO, OJTHAKO 4
MPUCYTCTBYIOT HEOOOCHOBAaHHBIE TIAY3bI; (Ppa3zoBoe yaapeHue u
MHTOHAIIMOHHBIE KOHTYPBI PAKTUUECKU 0€3 HapyIIEeHU HOPMBI;
nomyckaeTcs ot 3 10 5 GOHETHYEeCKUX OIIMOO0K, B TOM yucie 1-2 omuoku,
MCKa)KAIOLIHE CMBICIL.

Ilepesoo nonnbii. Cobm0aeTcsi TOUHOCTH MEPEAadu COJACPIKaHUS.
OTCyTCTBYIOT CMBICTIOBBIE UCKAXEHUs. JomycKkaroTcst HEKOTOpbIe
TEPMHUHOJIOTHYCCKNEC HETOYHOCTU U HE3HAYUTCIIbHBIC HAPYIICHUA
XapaKTepHBIX OCOOCHHOCTEH MEePEeBOMMOr0 TEKCTA.

IIpu umenuu peyb BOCIPUHUMAETCS 10CTaTOYHO JIETKO, OJJHAKO 3
MPUCYTCTBYIOT HEOOOCHOBAHHBIE TaY3bl; €CTh OIIUOKU B ()pPa30OBBIX
YAApEHUSIX U NHTOHAIIMOHHBIX KOHTYpax; AOIyCKaeTcs oT 5 10 7
(doHeTHUECKUX OMMOOK, B TOM YHCIe 3 OMMOKHU, HCKAXKAIOIIUE CMBICT
Ilepesoo He coBceM NOMHBIA. OTCYTCTBYIOT CMBICIIOBBIE HCKAKEHUSI.
JlonmyckaroTcsi HE3HaYUTEIbHbIE TEPMUHOJIOTMYECKHE NCKaKkeHus. FImeroT
MECTO HETOYHOCTH B Ilepeaue COAEP KaHUs TEKCTa.

Ilpu umenuu peyb HEe BOCIIPUHUMAETCS U3-32 HEOOOCHOBAHHBIX MaYy3; 2
HETPAaBUIIBHBIX (Pa30BBIX YAaPCHUN U NCKAKCHHBIX MHTOHAIIMOHHBIX
KOHTYpPOB, JOMYyIIEHO 8 u 6osee HOHETHUECKUX OIIHOOK.

Ilepesoo nenonubli. JlonyckaroTcst rpyOble TEpMUHOIOTHYECKHE
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uckaxxeHus. Hapyiaercs npaBUiIbHOCTD NEpeaun COAEeP KaHUs
MEePEBOANMOr0 TEKCTa.

Otka3 ot utenus. OTka3 OT nepeBoja TeKCTa. 1
[TonnManue OTAENBbHBIX NPEII0KEHUM, HE HECYIIMX OCHOBHYIO
unpopmanuto. OTBeT He 1o cymiecTBy. OTKa3 OT nepeckasa.

Ilepecka3 (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.

Kpurepun oneHKH BbINOJHEHUS Nepeckas3a (pedepupoBaHmsi) TEKCTA:

Kpurepun bayibl

Ilpu nepeckasze (pegepuposaruu) N3BieUeHNE U3 TEKCTA OCHOBHOM 5
uHpopmanuu co creneHbro 100% MOTHOTH U TOYHOCTH TOHUMaHHUSL.
OtcyrcTBUE U30BITOUHOM HH(pOpManK. Bbicka3biBaHUE CBOETO OTHOIICHUS
K npo0ieme, 0003HaYeHHOH B MpeiokeHHOM TekcTe. CoaepkaHue
BBICKA3bIBAaHUS COOTBETCTBYET TEME, OTJIMYAETCS CIIOHTAHHOCTHIO U
apryMEeHTHPOBAHHOCTHIO. Peub mpaBMiibHAS, OTCYTCTBYIOT OIIMOKH
SI3LIKOBOTO XapaKTepa.

IIpu nepeckase (pegepuposanuu) n3BIeUeHNE U3 TEKCTa OCHOBHOU 4
MH(}OpPMALIUU CO CTENIEHBIO OJHOTHI MOHMMaHUs B npeaenax 70—75%.
OtcytcrBue BTopocTeneHHol nHdopmarun. Hecobmonenue
JIOTUYECKON/XPOHOJIOTUYECKON CBSA3M (PAKTOB M COOBITHI MPHU U3JI0KEHUU
cojiepkaHus Tekcra. Jlomyckaercs n30bITOYHOCTh HH(OpMauu. PeueBas
aKTUBHOCTH CTYJICHTA JOCTATOYHO BBICOKAs, IOITYCKAIOTCS SI3BIKOBBIC
OLITHOKH.

IIpu nepeckase (peghepuposanuu) N3BNeUEHNE U3 TEKCTA OCHOBHOM 3
MH(pOPMAIIUU CO CTENIEHBIO MOJIHOTHI MOHUMaHU B mpeaenax 60—70%.
OcHoBHast uH(popManus oTAeIeHa OT BTOpocTeneHHoi. MimeeT mecTo
HEYMEHHE CrpYyNIUpPOBaTh HH(HOPMAIIHIO IO ONPEAETICHHBIM ITPHU3HAKAM.
PedeBast akTHBHOCTB CTy/IeHTa HEBBICOKast. OTBETHI Ha BOTIPOCHI
Ipero/iaBaTessi OCO3HaHHBIE. J[oMmycKaroTCs JeKCHUECKUe U
rpaMMaTH4YeCKHe OMIMOKH.
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IIpu nepeckase (pegpepuposarui) MOITHOTA HTOHUMAHHS TEKCTa B ITpeeIax
50%. HeymeHue npoBecTH CEIEeKTUBHBIN 0TOOp MH(pOpMaIuy,
nepepadoTaTh U JIOTHYHO U3JIOKUTE ee. [Ipu nepenade copepkanus TeKcTa
JOMyCKAeTCsl BTOPOCTENEHHAs U n30bITouHas nHpopmarus. imeer mecto
HE COBCEM TOYHOE IMOHUMAHUE TEKCTa, OT/ENIbHBIE (DAaKThl HCKAXKEHBI.
PeueBasi akTHBHOCTB CTy/I€HTa HEBBICOKas. VIMeeT MeCTO HeTIOHMMAaHNe
HEKOTOPBIX BOIIPOCOB Ipernogasaresis. JlonyckaeTcss 3HaYUTENbHOE
KOJINYECTBO IPAMMATHUYECKHX, JICKCHYECKUX U (DOHETHYECKUX OIINOOK.

[ToHnMaH¥e OTICNBHBIX MPEIIOKCHUH, HE HECYIIIUX OCHOBHYIO
uHpopmanuto. OTBET He 1o cymecTBy. OTKa3 OT mepeckasa.

Iloozomoeums ycmuoe cooduienue (npezenmayuio) no meme Mooy ¢ UCHOIAb306AHUEM

aKmueno2o cnoeapsa mooyaa (10 -15 npeonoscenui)
TeMmbl 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 oueHku BbINOJIHEHUsI COO0IEHU I (TTpe3eHTaIuii)

Kpurepun

OaJuIbl

BrIcka3bIBaHUE CBA3HOE M JIOTHYECKH IOCIEN0BATENIBbHOE. /lnanazon
HCHOJIb3YEMbIX S3BIKOBBIX CPEJICTB I0CTaTOYHO IIUPOK. YIOTpebIeHue
SI3BIKOBBIX U PEUEBBIX CPEJICTB aOCOIIOTHO a/1€KBATHOE. SI3bIKOBbBIE
cpezAcTBa ynoTpeOsIeHbl IPaBUJILHO B COOTBETCTBUHU C JIEKCUKO-
rpaMMaTH4e€CKMMH HOPMaMU M3Y4aeMOro si3blka. Martepuain usnaraercs
IIOCJIEZ0BATENBHO C TOYKU 3pEHMS JIOTUKH IIPEAMETA U HOPM
JUTEPaTypHOro si3bika. OMMOKY, HapyHIaoie KOMMYHHKAIUIO,
OTCYTCTBYIOT WJIM HE3HAUUTENbHBI. Peub noctaTouno Oermnas.
[IpousHomenue npaswibHOE. [IpUCyTCTBYET ymMeHue AenaTh aHaIu3,
BBIBOJIbI M 0000111eHHs. JIOCTUTHYTO CMBICJIOBOE €IMHCTBO TEKCTA.

5

B 1iesioM BeICKa3bIBaHUE CBSI3aHHOE U TTOCIIeA0BaTenbHOE. Mcmonb3yerces
JOBOJIBHO OOJBIION 00BEM S3BIKOBBIX CPENICTB, JOCTATOYHO YBEPEHHOE
BJIQJICHUE JICKCUKO-TPAMMATHYECKUMU CPEJICTBAMH H3y4aeMOTO sI3bIKa
MIPY HE3HAUUTENBHON MoMOIIHU TpenofaBatens. OIHaKO MPUCYTCTBYIOT
OTJICTbHBIE ONTUOKH, HAPYIIAOIINE KOMMYHHKAITUIO, SI36IKOBYIO
MPaBHJIBHOCTbD, OernocTh. TeMi peun HECKOJIBKO 3aMeIJIeH.
[Tpon3HOIICHHE HE YHCTOE, CTPATAIONICE AKIICHTOM TI0]T BIMSHHECM
ponHoro si3eika. Jlomyctumoe Hanuuue ommbok — 3-4.

Jlnamna3oH A3BIKOBBIX CpeJICTB orpaHuyeH (y30k). Hanuuue yacToix mnays,
3aTPyAHSIONIMX KOMMYHHKanuio. Temn peun 3ameaned. Oobem
BBICKa3bIBaHUS HE IOCTHraeT HOpMbI. Hannuue si3pIkoBbIX OIHOOK (6-7),
3aTPYJHSIOUINX TOHUMAHHUE CKa3aHHOIO MJIM NCKAXKAIOIINX CMBICI.
Hapymaercs nocie10BaTeabHOCTh BHICKa3bIBAHUS.

Bricka3piBaHuE HE COOTBETCTBYET TPEOOBaHUAM MO 00BEMY
(nebonpioe). HabGmrogaercs y3octh BokaOysipa (ClI0Baph KpaiiHe
Oe/ieH), HaJIMYMe MHOTOYMCIIEHHBIX IPYOBIX OMIMOOK (KaK S3bIKOBBIX, TaK
n (bOHeTH‘-IeCKI/IX) M 4aCThIX May3, MCIIAIOIUX KOMMYHHUKAIIUN U
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3aTPYAHSIONIMX TTIOHUMaHKUE BhICKa3biBaHMs. HabmomaroTcs 3aTpyiHeHUs
B IMIOCTPOECHUHU BBICKA3bIBAHUS U OTBETAX Ha BOMPOCHI MIPENOAABATEIS.
KoMmmyHuKaTHBHAS 3a7a4a HE BBITIOJIHCHA.

OueHb cnalble 3HAHWS MPOTPAMMHOT0 MaTepraia Hid OTCYTCTBHE 1
3HAHUU HE MO3BOJISIOT CTYACHTY O(OPMUTH BHICKA3bIBAHUE B CBSA3HBIN
pedeBoii OTPE30K, pedeBas 3ajada He penieHa. MHOrouncieHHble
JIEKCUYECKHE U IPaMMaTHYEeCKUE OIIMOKHN HE MO3BOJIAIOT CTYICHTY
JIOHECTH CBOIO MBICIIb J10 ayauTopuu. Habnrogaercss HenoHuMaHue
BOIIPOCOB MPENO/IaBaTelNsl, HEyMEHHE OCYIIIECTBUTH PEYEBOE
BbICKA3bIBaAHHUC.

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, 3CCE, IPOCKTHLIC paﬁoTbI, B T.4. B prHHaX)

KoMmMyHuKaTHBHAS 33/1a4a pelieHa, cOOII0AeHb OCHOBHbIE IIpaBHiIa 0(pOpMIICHUS TEKCTA, OUYEHb
HE3HAYHUTENIbHOE KOJIMIECTBO OporpaduuecKix M JICKCUKO-TPaMMAaTHIECKUX MOTPEITHOCTEH.
JlormuHoe u mocnenoBaTeIbHOE U3NIOKEHHUE MaTepHaa ¢ IeJIeHneM TeKcTa Ha a03arsl. [IpaBunbHoe
UCIIOJIb30BAaHHUE PA3JIMYHBIX CPEJICTB Mepe/laui JIOTHIECKON CBSI3H MEX/y OTACIbHBIMH YaCTsIMU
TeKCTa. YUaIuiics MoKa3al 3HaHHe OOJIBIIOro 3amaca JEKCHKH U YCIIEITHO HCIIOIB30Ball €€ C Y4eTOM
HOPM MHOCTpaHHOTO si3bIKa. [IpakTrdyecku HeT omnbok. CobioaeTcs NpaBUIIbHBINA TOPSIOK CIIOB.
ITpu ucions3oBaHNM 60I€€ CIOXKHBIX KOHCTPYKIUH JTOITYCTUMO HEOOJIBIIOE KOJIMYECTBO OMINOOK,
KOTOpbIC HE HAPYIIAOT NOHUMaHue Tekcta. [loutu HeT opdorpaduueckux onmbok. CoodroaaeTest
JIeTIeHne TeKCTa Ha Npe;yioxkeHusi. Vimeromuecs HETOYHOCTH HE MEIIAIOT TOHUMAHHIO TEKCTa.

OrneHka «5»

KomMMmyHuKaTHBHAs 3aa4a pelIeHa, HO JIEKCUKO-IPaMMaTHYECKHE OIPEITHOCTH, B TOM YHCIIE
BBIXOASAIINX 32 0A30BbIH YPOBEHB, MPEIATCTBYIOT TOHUMAHHUIO. MBICIH H3JI0KEHBI B OCHOBHOM
JIOTMYHO. J|0MyCTHMBI OTAENBHBIE HEJOCTATKH NPH JICJICHUH TEKCTa Ha a03albl U IPH MCIIOIb30BaHUU
CPEZCTB Nepeiauy JIOTHYECKOH CBI3M MY OTJEIbHBIMHU YacTsIMH TeKCTa WK B (hopmare mickMma.
VYuamuiicss ICHIOIB30BaJl JOCTATOYHBIH 00BEM JIEKCHKH, JIOITyCKasi OT/IeNIbHbIe HETOYHOCTH B
YIOTpeOJICHUH CIIOB MJIM OTpPaHMYEHHBIH 3anac cjoB, HO 3(QEKTUBHO U IPaBHIBHO, C yUETOM HOPM
HMHOCTPAHHOTO s13bIKa. B paboTe nmeercs psaa rpaMMaTHYECKUX OMIHOOK, HE MPETATCTBYOLIIX
MTOHNMAHMIO TEKCTa. J{OIyCTHMO HECKOIBKO opdhorpadpuuecKnx OMmuO0K, KOTOPhIE HE 3aTPYIHSIOT
IIOHMMAHHE TEKCTA.

Ouenka «4»

KOMMyHI/IKaTI/IBHaf{ 3aga4a pe€ic€Ha, HO A3BIKOBBIC IMOTPEITHOCTH, B TOM YUCJIC TP MIPUMECHCHUN
A3BIKOBBIX CPEIACTB, COCTABIAIOIIUX 0a30BbIi YPOBEHD, NPEIIATCTBYIOT IOHMMAaHWUIO TCKCTA. Mpzicau HE
BCCTJa U3JI0KCHBI JIOTUYHO. JICHCHI/IC TCKCTa Ha 3633.11])1 HCOOCTATOYHO MMOCIICA0BATCIIBHO UIIN BOO6H_IC
OTCYTCTBYC€T. OwmuOKH B UCIIOJb30BaAHUHI CpCACTB NEpeaavn JIOTHYECKOM CBA3H MCXIY OTACIBbHBIMHA

Onenka «3»
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4acTsAMU TekcTa. MHOro ommoOoK B (hopmMaTe nuchMa. Y Yaluiics UCIIOJIb30BaJI OTPaHUYCHHBIN 3armac
CJIOB, HE BCET/Ia COOJII01asi HOPMBI HHOCTPAaHHOTO si3bIka. B paboTe b0 9acTo BCTpedaroTes
rpaMMaTHYEeCKUE OLIMOKH JIEMEHTAPHOTO YPOBHSI, JINOO OMIMOKH HEMHOTOYHCIICHHBI, HO TaK
CepbE3HBI, 4TO 3aTPYAHIIOT MOHUMaHKEe TeKkcTa. MIMeroTcst MHOTHE O1nOKH, opdorpaduyeckue u
MYHKTYaIlMOHHbBIE, HEKOTOPBIE M3 HIUX MOTYT MPUBOJUTH K HEOHUMAHUIO TEKCTA.

KommyHnukaTnBHas 3a1a4a He pemieHa. OTCYTCTBYET JIOTHKA B TOCTPOCHUN BBICKa3bIBaHM. He
HCTIONB3YIOTCS CPENICTBA MTepeJadi IOTHIECKOH CBA3N MEKIY YacTsIMA Tekcta. DopMmaT michma He
cobmroaetcs. Yyamuiics He CMOT IPaBIIIBHO UCTIOIB30BaTh CBOI JISKCHUESCKHH 3ammac s
BBIPQKCHUS CBOMX MBICIICH WU HE 00JIaaeT HeOOXOIMMBIM 3aracoM clioB. [ pamMmaTuueckue
npaBuia He cobOmronatorcs. [Ipapuia opdorpaduu v MyHKTyaluu He COOJTIOIAI0TCS.

OreHka «2»

OTKa3 OT BEIITOJIHCHHS paGOTLI

4.3 PeMTHHI-TIJIAH JUCIUIIJINHBI

PeiiTuHr-nianbsl AMCHUILIMHGI TIpeacTaBiieHbl B [Tpunoxxenun Nel

5. YueOHO-MeTOAUYeCKOe U MHPOPMAIMOHHOE o0ecTiedeHHne U CIUTIIHHBI

5.1. IlepeyeHb OCHOBHOI1 U /IONIOJIHUTEIbHOI y4eOHOH JIUTepaTypbl, HE0OX0AMMOM

AJIA OCBOCHUA JUCHUIIJINHBI

OcHOBHas1 JIUTepaTypa:

1. AHrIuiickuii s3pIK: METOAMYECKHE YKa3aHus o quciuiuinie "Crenkypce Ha MHOCTPaHHOM
s3pike-3" "JlenoBast koppecnionaeHuus" 1y 6akanaBpos 1 rona oOydenus / baml'VY; cocr.

C. B. I'youk. — Ya: PUL bamI'VY.

Y. 1 [DnektpoHnHsIii pecypc], 2012. — DnexTpoH. Bepcus ned. nyonukanuu. — Jloctymn

BO3MOJKEH yepe3 DIEeKTpoHHY0 O0nbaroTexy bamly. —

<URL:https://elib.bashedu.ru/dl/corp/GubikMet.UkPoDelovoiKorresp.2012.pdf>.
AHIIIUHACKUN A3BIK [ DNeKTpOHHBIN pecypc]. U.2: MeTonnyeckue ykazaHus 1js 0akaiaBpoB 2
roga oOyueHHsl SKOHOMUYECKUX HalpaBieHu / bamkupckuii rocyiapcTBeHbIi
yauBepcureT; cocT. C.B. I'youk. — Ya: PULL baml'V, 2013. — DnexTpoH. Bepcus meu.
nyosnkanuu. — JlocTyn BO3MOXKEH uepe3 DIeKTpoHHYto oubimoreky baml'y. —
<URL:https://elib.bashedu.ru/dl/corp/Gubik SV _sost Anglijskij jazyk Delovaja
korrespondencija mu 2 2013.pdf>

Epmonaesa, E.H. Business Writing : yue6Hoe nmocooue / E.H. Epmoinaesa, E.B. I1IBenoBa ;
MunucrepcTBo 0oOpa3oBanus 1 Hayku PD, KemepoBckuii rocyapcTBEeHHbIM YHUBEPCUTET,
Kadenpa anrnuiickoit ¢punonorun. - Kemeposo : KemepoBckuii rocy1apcTBEHHBIN
yHuBepcuret, 2015. - 212 c. : ui. - bubnuorp. B kH. - ISBN 978-5-8353-1782-0 ; To xe
[DnexTponnsblit 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:
MIII'Y, 2016; To e [DnexkrponHslii pecype]. - URL:
http://biblioclub.ru/index.php?page=book red&id=472847

EBcrokoBa, T.B. AHTIIMIICKUH S3BIK: I S)KOHOMAYECKUX CMEIUATBLHOCTEH ;| y4eOHUK /

T.B. EscrokoBa, C.1. JlokteBa. - 4-e u3s., crep. - Mocksa : M3natensctBo «@nunTay, 2017.
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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
http://biblioclub.ru/index.php?page=book_red&id=472847
http://biblioclub.ru/index.php?page=book_red&id=472847
http://biblioclub.ru/index.php?page=book_red&id=472847

6.

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

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

[InsxoBa, B.A. AHrIMIICKHIA A3bIK 17151 9KOHOMUCTOB : yueOHuk / B.A. I1lnsxoBa,
O.H. I'epacuna, F0.A. I'epacuna. - Mocksa : 3gaTenbcko-Toproas kopropaius «Jlamkos
u K, 2016. - 296 c. : Tabn. - (Yuebuble n3ganus 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 IlepeueHnb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTn « AHTepHET» H
NPOrpaMMHOI0 o0ecrieyeHusi, He0OXO0AMMbIX JJI5l OCBOCHHUS TUCHUILIUHBI

HanmenoBanue MHTEepHET-pecypca

Ccpuika (URL) Ha
HNutepHET pecypce

DIIEKTPOHHBIN YueOHBINH Kypc «THOCTpaHHBIN SI3BIK JTSI
Mpo(heCcCHOHATBHBIX TIENICH»

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 ynTanbHbIH [Nitps://bashedu.bibliotech.

3. pam» ru/Account/LogOn
DNeKTpOHHAsT OMOIMOTEYHAsI cHUCTEMA «Y HUBEPCHTETCKAS http://www.biblioclub.ru/

4. |oubnmoreka online»

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

asp

6.  |DIeKTpPOHHO-OMOIMOTEYHAS CHCTEMa U3aTelIbCTBA «JlaHb) http://e.lanbook.com/

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

alogi.

8.  |ApxuBbI HayuHBIX )XypHaNoB Ha matgopme HOMKOH https://archive.neicon.ru/x
(Cambridge University Press, SAGE Publications, Oxford mlui/

University Press)

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

s.org/

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

om/

11. |ba3a maHHBIX MEPHOAMUYCCKUX M3AaHui Ha rutardopme EastView: (hitps://dlib.eastview.com/
«BecTHuKH MOCKOBCKOTO YHUBEpCUTETay, «M3nanus mo
0O0IIIECTBEHHBIM W TYMAHUTAPHBIM HAyKaM)»

12. |MudopmannonHas cucreMa «EquHOE OKHO 10CTyMa K http://window.edu.ru
00pa30BaTEILHBIM PECypcamM)

13. |PecypcHblii caiiT nu3natenbcrBa «MakMuIaH» www.macmillan.ru

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

15. |TonkoBerit cioBapp anrauiickoro 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] HU3BECTHBIX YUCHBIX U www.ted.com

[perno/iaBaTesei Mo pa3HbIM NpolIeMaM COBPEMEHHOCTH

(aHTTIMIICK M S3BIK)
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http://sdo.bashedu.ru/course/view.php?id=1711
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18. |PecypcHblii callT JUTsl K3YYECHHS IETTOBOTO aHTJIMUCKOTO SI3bIKA.

www.BusinessEnglishRes
ources.com

19. |Caift nis u3yqaroniux aHrIUHCKAN 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 JloroBop Nel04 ot
17.06.2013 r. JIuueH3uu 6eccpouHsbIe.
2. Microsoft Office Standard 2013 Russian. JloroBop Nell4 ot 12.11.2014 r.

Jluuensun 6eccpouHsle.

3. Windows 8 Russian. Windows Professional 8 Russian Upgrade. JTorosop Ne 104 ot
17.06.2013 r. JIutien3uu 6eccpoyHbIe
4. Cucrema 1ieHTpain3oBaHHoro TectupoBanus baml'y (Moodle)

6.MaTepuajibHO-TeXHUYeCKas 0a3a, He0OX0AUMAS IJISl OCYIIECTBJIEHNsI 00Pa30BaTeJILHOI0
npoiecca mo JMCUHIIHHE

HaumenoBanue
CIeHAJIM3HPOBAHHBIX
ayJauTopuii, KaOUHETOB,

Buja 3ansaTuid

HaumenoBanue 000pynoBanus,
MPOrpaMMHOI0 o0ecreyeHns

JabdopaTopuii
Yueonas ayauTOpHUs aas | [pakTuueckue/ceMuHapckue | YueOHas MeOeb, JIOCKa,
NMpoBeIeHus 3aHSATHI | 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 HCHTPAJIN30BAHHOTO
tectupoBanus baml'y (Moodle).

Yueonas ayauTopusi aas | [pynmossie u | YueOHas MeOeb, JTOCKa,
NMpoBeJAeHNs]  TPYNNOBBIX M | UHAWBUAyaJbHBIE MPOCKIIMOHHBIN  DKpaH,  MPOEKTOP,
WHIUBUAYAJIbHBIX KOHCYJIbTaIAN MEPCOHATBHBIC KOMITBLIOTEPHI.
KoHcyabTanumii: 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).
YuyeoOHast ayauTopust aas | Texymmii KOHTPOITh n | YueOHasg Me0eb, JI0CKa,
TEKYIIEro KOHTPOJIsI M | IPOMEXKYTOYHAS aTTECTAllMs | IPOCKIMOHHBIM  3KpaH, MHPOEKTOpP,
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NMPOME:KYTOYHONH  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).

ITomemenus IS
caMocTosiTeJIbHOH padoTbr: 302
YUTANBHBIA 3271 (TyMaHHUTapHBIA

KOPITYC).

CamocrosTenpHas paboTa

Yuebnas  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 HCHTPAJIM30BAHHOTO
tectupoBanus baml'y (Moodle).
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Ipuioxkenus

PeliTuHr-miag IUCIUILINHEI

[Tpunoxenue 1

JlesioBasi KOPppPeCHOH/IEHI[USI HA HHOCTPAHHOM SI3bIKE
Hamnpasnenue: 38.03.01«9xonomuka», Hanpasnennocts (mpoduiib): « AHBeCTHPOBaHUE»

Kypc 3, cemecTp 5

. bann 3a Yucno bambt
Buabl yueOHO# 1eiTeJIbHOCTH N
CTY€HTOB KOHKPETHOE SAIAMTHH 53 Munuma | Makcuman
3aJlaHue ceMecTp MBI CHLL
Monayasb 1
Texkymuii KOHTPOJIb 25
1. IIpakTrueckue 3aaaHus 5 5 25
Py0e:kHbIi KOHTPOJIb
1. [lucbmeHHast KOHTPOJbHAS 10 1 10
paborta
2. TecToBBI KOHTPOJIb 10 1 10
3. YcrHas peub 5 1 5
Monayaw 2 Customer satisfaction
Texymmii KOHTPOJIb 25
1. IlpakTiyueckue 3a1anust 5 5 25
Py0e:xHbI KOHTPOJIb
1. [TuceMeHHast KOHTPOJIbHAS 10 1 10
pabora
2. TecTOBBII KOHTPOITb 10 1 10
3. YcrHas peub 5 1 5)
IoompurenbHble 6AIBI
1. BeimosiHeHrE TOKJIAI0B HA 5 1 5
3a/IaHHYIO0 TEMY
2. [ybnmukanus craTei 5 1 5
IHocemaemoctb
[TocemaemocTs neKIMI
[TocemaemMocTh MPaKTUYECKUX 10
3aHATUN
HToroBslii KOHTPOJIb: 3a4eT
HUTOIO: 110
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PeliTuHr-miaH QuCIUILIIMHBL

JlesioBasi KOppeCIOHACHIMS HA HHOCTPAHHOM SI3bIKe
Hanpagnenue: 38.03.01«9konomukay», Harpasnenunocts (mpoduis): «AHBeCTHPOBaHHE)

Kypc 3, cemecTtp 6

N bann 3a Yucno bambt
Buabl yueOHO# neiTeJIbHOCTH N
CTY€eHTOB KOHKPETHOE SAIAMTHH 33 Munuma | Makcuman
3a/1aHue ceMecTp MBI CHLL
Monayasb 1
Texkyuuii KOHTPOJIb 20
1. IIpakTrueckue 3aaaHus 5 4 20
Py0e:xHbI KOHTPOJIb
1. IluceMeHHast KOHTPOJIbHAS 10 1 10
pabora
2. YcrTHas peyb 5) 1 5)
MoayJb 2
Texymmii KOHTPOJIb 20
1. [IpakTrueckue 3aaaHus 5 4 20
Py0e:kHblii KOHTPOJIb
1. TecToBBIil KOHTPOIIH 10 1 10
2. YcTHas peub 5 1 5
IHoompureabHbie 0aJIIbI
1. BoimonHeHnue q0KIa10B HA 5 1 5
3aJIaHHYIO0 TEMY
2. [lybnukanus crateit 5 1 5
ITocemaemocThb
IlocemaemocTs Jekuii
[TocemaemMocTh MPaKTUYECKUX 10
3aHATUN
HToroBslii KOHTPOJIb: IK3aMeH 30
HUTOIO: 110
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