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1. IlepeyeHpb NJIaHUPYEMBbIX Pe3y/IbTATOB 00y4eHHUS 10 AUCHHUILIMHE, COOTHECEHHBIX €
IJIAHMPYEMbIMH Pe3yJIbTaTaMH 0CBOEHUsI 00pa30BaTe/bHONH NMPOrpaMMbl

B pe3ynbraTe ocBoeHHs 00pa30BaTeIbHON MPOrpaMMbl 00yUAIOIIHIICS TOJIKEH OBJIaIETh
CJICYIOIIMMU PE3yIbTaTaMu O0yUYCHHS 110 TUCIUTUINHE!

PesynbraTel 00y4yeHus

dopmupyemasi KOMIIETCHIUS
(c ykazaHueM KoJia)

[Ipumeuanue

3nanus | 3HATH! OK-4 - cmocoOGHOCTh K
1. OCHOBHYIO TEPMUHOJIOTHIO 110 KOMMYHHMKAallMM B YCTHOM M
npoUII0 TOATOTOBKU Ha NUCbMEHHOW  ¢opmax  Ha
MHOCTPAaHHOM SI3bIKE; PYCCKOM ¥  HMHOCTPAaHHOM
2. OCHOBBI IIEPEBO/IA; JIEKCUYECKHE | A3bIKaX JUIA pEIIeHHs 3a/1ad
Y TPAMMaTHYECKUE CIIOCOObI MEXJIMYHOCTHOTO u
nepedpasupoBaHUs U alalTalluu MEXKYJIbTYPHOTO
TEKCTa IPH MEPEBOJIE C B3aUMO/ICICTBHUS;
MHOCTPAHHOTO S13bIKa HA PYCCKHIA.
3HaTh: IHK 7 - cnocoOHOCTG,
1. crparernu 4TeHUsI TEKCTOB Ha UCTIONB3Yysl OTEYECTBEHHBIC U
MHOCTPAHHOM SI3bIKE: 3apyOeKHbIE UCTOYHUKH
03HAKOMHUTEILHOTO, IIPOCMOTPOBOTO, | HHPOPMAIIHH, coOpathb
MIOMCKOBOT0, U3y4aroIlero; HE00X0uMblIe JlaHHbIE
2. OCHOBBI pehepupoBaHus, NpOaHATM3UPOBATh HX U
aHHOTHPOBAHUS U N1EPEBOAA HOJrOTOBUTh
JUTEPATYPHI IO MPOPUITIO MH(OPMaLMOHHBIN 0030p
HOJITOTOBKH. W/WIIN aHAJIUTUYECKUH OTYeT.

Ymenus | Ymers: OK-4 - cIocoOHOCTh K
1. mpaBMWIIbHO UCIIOIB30BATh KOMMYHHMKAallUM B YCTHOM M
OCHOBHYIO TEPMHHOJIOTHIO IO nUChbMEHHOW  (opmax  Ha
npOoGUIII0 MOATOTOBKH. PYCCKOM ¥ HMHOCTPAaHHOM
2. TOHUMATh W TIEPEBOAWUTH HAa | A3BIKAX ISl PEHICHUs 3amad
PYCCKUH SI3BIK COZAEp)KaHUE TEKCTOB | MEXJIMYHOCTHOTO U
no mnpouiIr0  TOATOTOBKH  HAa | MEXKYJIBTYPHOTO
MHOCTPAaHHOM SI3bIKE; B3aUMO/IEICTBHUS;

YMeTh: INHK 7 - cnocoOHOCT,
1. HaxoUTh HEOOXOAUMBIE IS UCTIONB3Yysl OT€YECTBEHHBIC U
npodUIBHON AeSITeIbHOCTH 3apyOeKHbIE HCTOYHUKH
HMCTOYHUKU MH(pOpMALIUU U uH(popMaluuy, coOpatb
U3BJIEKATh U3 HUX HEOOXOIMMbIE HE00X0IMMbIe JIaHHbIE
CBEJICHUS Ha MHOCTPAHHOM S3BIKE; NpOaHATM3UPOBATh HX U
BBIJICNIATH MOJTOTOBUTh
3HAYUMYIO / 3ampalinBacMyro MH(OPMAaLIOHHBIN 0030p
HH(pOpMaIINIO; W/WIIN aHAJTUTUYECKUH OTYeT.
2. CcOCTaBUTh HH(OPMALMOHHBIN
0030p (IOoKIax) HAa WHOCTPAHHOM
SI3BIKE; MHTEPIIPETUPOBATh B YCTHOM
dopme coaepxkaHue NHCbMEHHOTO
TEKCTa, AHHOTHPOBATH "
pedepupoBatb JaUTEpaTypy 1o
pO(UITIO MOITOTOBKH.
Bnanenu | Bnagets: OK-4 - CIOCOOHOCTH K
s KOMMYHHKAIIMH B YCTHOW M




(HaBbiku | 1. HaBBIKAMH YCTHOTO U MUCbMEHHOW  ¢opmax  Ha
/ OTIBIT MMCEMEHHOTO MEePEeBOJIa TEKCTOB 0 | PyCCKOM W HHOCTPAHHOM
nesiTenb | NpoUiIo MOATOTOBKHU C A3bIKaX ISl pelleHust 3ajad
HOCTH) | HMHOCTPAHHOTO sI3bIKA HA PYCCKUI MEKIIMIHOCTHOTO u
SI3BIK. MEXKYJIbTYPHOTO
B3aUMOJCHCTBUS;
Bnaners: INK 7 - cnocoOHOCTB,
1. HaBBIKAMU MOMCKA HEOOXOIUMOM | UCIIOJIB3Ysl OTEUYECTBEHHBIC W
nH(pOpMaLIUY HA HHOCTPAHHOM 3apyOeKHbIe HUCTOYHUKH
SI3BIKE C UCTIOJIB30BAaHUEM OCHOBHBIX | HH(OPMAIIHUH, coOparb
BUJIOB YTEHHS: IPOCMOTPOBOTO, HEO0OXO0IUMBIE JaHHbIE
03HAKOMHTEILHOTO, TOMCKOBOTO, MpPOaHATM3UPOBATh HX H
aHAJIMTUYECKOTO; MOJATOTOBUTH
2. OIBITOM aHanM3a HHGOPMAIUU Ha | HHPOPMAITMOHHBIHA 0030p
WHOCTPAHHOM SI3BbIKE U CO3aHUS W/WJIM aHAJTUTUYECKUN OTYET.
YCTHBIX W TUCbMEHHBIX TEKCTOB
pa3HbIX TUIIOB;

2. eab 1 MecTO IMCUMILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOI POrpaMMbl

Juctummna  «JlenoBas KOPpPECHOHJEHIMSI HAa HWHOCTPAHHOM SI3BIKE» OTHOCHUTCA K
BAPUATUBHOW YaCTH.

JuctumuimHa u3ydaercst Ha 3 kypce B S 1 6 ceMecTpax Ha OYHOM OTIeJICHUU U Ha 3 u 4
Kypcax 3a04HOTO O0yUeHUSI.

s ocBOEHMS IUCHUIUIMHBI HEOOXOIMMBI KOMIIETEHIMH, C(OpMHpOBaHHBIE B paMKax
M3y4YeHUs CIEAYIOUMX AUCHUIUIMH: «HOCTpaHHBIN A3BIK», «PyCCKUH SA3BIK M KyJbTypa peum»,
«AHIJIMACKUI S3BIK Uil JIeJIOBOTO 0OmIeHus», «BBenenue B mpodeccuro», «JIMHIBUCTHUECKOE
oOecrieueHre TPE3EHTAlMM Ha aHTJIMKUCKOM SI3bIKe», «JleroBas KOMMYHMKAIMS Ha aHTJIMHACKOM
A3bIKe», «OJTHKA JENOBOrO OOIIEHUS Ha AaHTJIMICKOM si3bike», «/HOCTpaHHBIN S3BIK Ui
MpopeCCUOHAIBHON JEATETLHOCTH.

[lenpto yueOHON nucuumianHbl «J/lenmoBas KOPpPECHOHAEHIUS Ha HMHOCTPAHHOM S3BIKE»
ABIIAETCS (POPMHUPOBAHUE Y CTYACHTOB JOCTATOYHOTO YPOBHS KOMMYHHKAaTUBHOM KOMIETEHIIMU U
0a30BbIX (yHIAMEHTAIBHBIX 3HAHUI 110 HHOCTPAHHOMY SI3bIKY, KOTOpBIE IO3BOJSAT MOJB30BaTHCS
WHOCTPAHHBIM SI3bIKOM B PAa3IUYHBIX 00JACTAX O(HUIIMATBHO-IET0BOM cepbl, MpodheccuoHambHOM
NESATEIBHOCTH JUIsl OCYLIECTBIICHUS JEIOBOM KOPPECIIOHICHLINN.

Jucnuninza «JlenoBast KOppeCHOHIEHIIUS HA THOCTPAHHOM SI3bIKE) SIBJISIETCSI HEOOXOIUMOM
JUISl YCTIEUTHOTO TIPOXO0KIEHUS PAKTHKHU.

3. Coaep:xanue padoyeii mporpaMmal (00beM JUCHUNIMHBI, TUIIBI H BUAbI Y4eOHbIX
3aHATHI, Y4eOHO-MeTOoaMYecKoe o0ecnedeHre CaMoCTOATeIbHOI padoThl
00yUYarImuxcsi)



MHWHOBPHAYKHU POCCHUU

®I'BOY BO «BALIKUPCKUN ITOCYJIAPCTBEHHBI YHUBEPCUTET»

NMHCTUTYT DKOHOMUKU, PUHAHCOB 1 BUSHECA

COJIEP)KAHUE PABOYEM ITPOI' PAMMBI

JAUCHUITIIMHBI I[eJ'IOBaH KOppECIIOHACHIIMA HA HHOCTPAHHOM S3BbIKC

Ha 5 ceMecTp
O04HOM (HhOpMBI 00YUCHUS

Bun padorsl

O0BeM TUCHUILTAHBI

O6mas Tpynoemkocts auctumuiuisl (3ET / vacos)

2[72

VY4eOHBIX YacoB Ha KOHTAaKTHYIO pa60Ty C IMPCIIoaaBaTCICM:

JIEKIIUH

HpaKTI/I‘{CCKI/IX/ CCMHWHAPCKUX

36

71a00paTOPHBIX

npyrux (TpynmoBasi, MHIUBUIyaJIbHasi KOHCYJIBTAIIUS U UHBIC BUJIBI
y4eOHOH e TeNFHOCTH, TPEyCMaTPUBAIOIINE padOTy 00yJaromuXCs
¢ npenogaBaresieM) (OKP)

0,2

VY4eOHbIX 4aCOB Ha CAaMOCTOSITENIbHYIO paboTy oOyuatonmxcs (CP)

35,8

Y4eOHBIX 9acOB Ha MOJATOTOBKY K
sKk3ameny/3auety/muddepenimpoBannomy 3auery (Konrpons)

®opma(bl) KOHTPOJIS:
3a4eT 5 ceMECTp




dopMa n3yyeHus: MaTepuaoB:

dopma TEeKyIIEero

OcHoBHas 1 KOHTPOJIA
JIEKIIUH, IPAKTUUECKUE 3aHATUS,
50DATODHALS JOIOJTHUTEJIbHAS 3anaHus mo yCIIEBA€EMOCTH
CEMUHAPCKUE 3aHATHS, JIa
Ne P ’ patop JMTeparypa, . (KOJJTOKBUYMBHI,
Tema n COACpIKaHne pa6OTBI, CaMOCTOSATEIbHAsA pa60Ta )54 CaMOCTOATEJIIbHOU
n/m ( pekoMeHayemMas a60Te CTYICHTOB KOHTPOJIbHEIE
TPYIOEMKOCTH (B yacax
PyA ) CTyJeHTaM (HoMmepa p Y paboThI,
K IIP/CEM P CP U3 CITHCKA) KOMIIBIOTEPHBIE
TECTBI U T.II.)
1 2 3 4 ) 6 7 8 9
Moayas 1.
1. Urenue n nepeBoJ TexkcTa Layout of 6 6 OcuoBHast nuteparypa: | UTeHue u nepeBon [IpoBepka BBHIOTHEHUS

a business letter OcBoeHme
JICKCUYCCKOI'0 MaTepuaja 1mo TeMe.
['oBopenue: MoHomnoruyeckas |
JHAIOTHYECKass pedb: pedepupoBaHHe
HpOlII/ITaHHOFO TCKCTAa U BBIIIOJHCHHUC
MMPaKTUYCCKUX 3az1aH14171 IO TEKCTY.

AynupoBaHKe — BHIcOMaTeprall
(oO1Iee MOHMMaHKE, TTOUCK
orpeJiesIeHHON HH(pOopMaIuy,
MIPOCMOTP U CITyIIaHHE C
MOCTIETYIOIUM 00CYKICHUEM U
aHATN30M).
[TuceMenHass  pedb:
JIETIOBOE MHACHMO

I'pammaruka Prepositions of
movement. BeimonHenue MPAKTUYCCKUX
3aJlaHU Ha OCBOCHHE TpaMMaTHYICCKOTO
MaTepuana.

HaImmcaTtb

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

TEKCTOB. BrinmonHeHne
ynpaxxHeHuil. Hanucatb
MICHMO HUCIIOJIB3YS
IIPOMJCHHBIN MaTepual.

MMPAKTUYCCKUX SaHaHI/Iﬁ




Utenue u mepeBoj Tekcta Memo.
OcBOCHHE JIEKCHYECKOTO MaTepHaia IIo
TeMe.

['oBopenue: MoHosornueckas  u
JIUajgorudeckast pedb: pedepupoBaHue
MPOYUTAHHOTO TEKCTa W BBINOIHCHHE
MPaKTHYECKUX 3aJaHUH 10 TEKCTY.
[luceMeHnHass  peuyb:  HaMCaTh
nucbMo Memo

I'pammatruka Present simple passive..
BrlinosHEHUE NpakTUYECKUX 3aJaHUi Ha
OCBOEHHE I'PaMMaTHUECKOT0 MaTepHaa.

OcHoBHast JuTeparypa:

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

Yrenue u nepeBos
TEKCTOB. Brinonnenue
ynpaxxkHeHuil. Hanucats
nuceMo Memo ucnosnb3ys
MIPOMJEHHBIN MaTepual.

[IpoBepka BBHIIOTHEHUS
MIPaKTUYECKUX 3aJaHUI

Urenue ©  TEpeBOJ  TEKCTa
Enquiries.

OcBoeHHE JIEKCUYECKOTO Mmarepuajia I10
TEMC.

I'oBopenue: MoHonoruueckas H
IUAIOTHYECKas pedb: pedepupoBaHHe
MMPOYUTAHHOI'O TCKCTa M BbIIIOJIHCHUC
MPAKTUYCCKUX SaJZ[aHI/Iﬁ I10 TCKCTY.
[Incemennas  peub:  Hamucats
MUCBMO — 3a1pocC

I'pammaruka: passive voice.
BhlinosiHEHUE NPaKTUYECKUX 3aJaHUM Ha
OCBOCHHEC I'paMMATHYCCKOTO MaTCpuaa.

OcHOBHasl IUTEpaTypa:

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

UreHue u nepesos
TEKCTOB. Brinonuenue
ynpaxkHeHuil. Hanucats
IUCHMO — 3aIpOc,
WCIOJIB3YS PONICHHBIN
MaTepHai.

IIpoBepka BbINOITHEHUS

MPaKTUYECKUX 3aJaHuH,

KOHTpOJIbHas paboTa 1o
COJZIEP>KAHUIO MOZYJIS

18

18

Moayas 2.

UYrenne u nepeBoy texcra Offers.
OcBocHHE JICKCHYSCKOTO Marepuajia 1o
TEME.

I'oBopenue: MoHosoruueckass  u
JIUajoruueckas pedb: pedepupoBaHue
MMPOYUTAHHOI'O TEKCTAa U BBIIIOJIHCHUC
MPAKTUYCCKUX 3a,£[aHPII71 I10 TEKCTY.
IIncemennas  peub:  Hammcatb
HHCHMO — IIPEIUIOKEHHE
I'pammaruka: Past tenses: Past Simple,
Past Continuous Brimonnenue

OcHoOBHasl IUTEpaTypa:

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

UreHue u nepeBo
TEKCTOB. Brinonnenue
ynpaxkHeHuil. Hanucats
IIUCBMO — TPEIJIOKEHUE,
UCTIONB3YS IPOWIEHHBIN
MaTepHai.

[IpoBepka BbINOITHEHUS
MPaKTUYECKUX 3aJJaHuH,
TECTUPOBAaHUE HA
miatdopme Moodle




MMPAaKTUYCCKUX 3aJaHUii M TecTa Ha
OCBOCHHMEC I'paMMaTHICCKOT0 MaTe€puraja.

Yrenue u nepeBo texcra Orders.
OcBOCHHE JIEKCHYECKOIO Marepuana Io
TEMeE.

['oBopenue: MoHosornueckas  u
Juajorudeckas pedb: pedepupoBaHue
IIPOYUTAHHOI'O TEKCTa ¢ BBIIIOJTHCHUE
MIPaKTUYECKUX 3aJaHUil 110 TEKCTY.
IIncemennas  peub:  Hanmcats
IIUCBMO — 3aKa3

I'pammaruka: prepositions of time.
BrlnoniHeHNE NMPAKTUYECKUX 3aaHUM Ha
OCBOCHHEC I'paMMATHYCCKOTO MaTCpuraa.

OcHoOBHas JUTEparypa:
1,2,3
JlommomHUTEIbHAS
nuteparypa: 4, 5, 6

UreHue u nepeBos
TEKCTOB. BrInonHeHne
ynpaxkHeHuil. Hanucats
MICHMO — 3aKas,
WCIOJIB3YS NPONAEHHBIN
Marepuan

[IpoBepka BBEIOJTHEHUS
MIPaKTUYECKUX 3aJaHUI

AynupoBanue (o01iiee
IMOHUMAaHUE, IMTOUCK OMPENCIICHHON
uH(pOpMaLIKH, CIYIIAHUE C
MOCJIEAYIOLUM OOCYKICHUEM U
aHAJTM30M).

I'oBopenue: obOcyxaenue ¢pa3 u
BBIpOXKEHUN AN HamucaHUs
JICJIOBBIX MHceM. MoHoJIorn4ecKas
U AUaNorudecKasi peyb.

Beenenue u oTpaboTka HOBOTO
BOKaOyIsipa:

Expressions used in enquiries, offers,
orders
I'pammaruka:
adverbs
BrmonHenne MPAKTUYCCKUX BaﬂaHI/Iﬁ u

TeCTa Ha OCBOCHHUEC TI'PAMMATUYCCKOIO
Matepuajia.

adjectives  and

5,8

OcHOBHasi JHTeparypa:
1,2,3
JlononHuTenbHas
nuteparypa: 4, 5, 6

[ToBTOpEHME NpOIIEHHOTO
Marepuaina Beinonnenue
YIPaKHEHUH.

[IpoBepka BbINnOTHEHUS

MPaKTUYECKUX 3aJaHUI

KOHTpOJIbHAsA paboTa 1mo
COJZIEP>)KAHUIO MOAYJIS

18

17,8

BCEI'O YACOB

36

35,8




MHWHOBPHAYKU POCCUN

®I'BOY BO «BAILIKMPCKUI TOCYJIAPCTBEHHBI YHUBEPCUTET»

NMHCTUTYT SKOHOMUKU, PUHAHCOB 1 BU3HECA

COJIEP)KAHUE PABOYEHN ITPOT'PAMMBI

JUCHUITIINHBI I[GJIOBaSI KOppCCIIOHACHIINA HAa UHOCTPAHHOM A3BIKC

Ha 6 cemecTp
O4YHOH (OopMBI 00yUECHUS

Bun padorsl

O0BbeM TUCHUIIINHBI

O6mas TpynoemkocTs auctuiuinabl (3ET / gacoB) 3/108
Y4eOHbBIX YaCOB Ha KOHTAKTHYIO pabOoTy ¢ IperoiaBaTeieM:
JICKIAN
MIPAKTUYECKUX/ CEMHHAPCKUX 32
71a00paTOPHBIX
npyrux (TpynroBasi, HHAUBUIYaIbHast KOHCYJIBTAIUS U UHBIC BUJIBI
y4eOHOH e TeNbHOCTH, TPEeIyCMaTPUBAIOIINE pad0Ty 00yUJarOIIUXCs
¢ npenogaBarenieM) (OKP) 1,2
Y4eOHbIX 4aCOB Ha CAaMOCTOSITENIbHYIO paboTy oOyuatonmxcs (CP) 20,8
Y4eOHBIX YaCOB Ha MOJATOTOBKY K
sK3ameny/3auety/mud depenmpoannomy 3auery (Konrpoin) 54

®opma(bl) KOHTPOJIA:
Dk3ameH 6 cemecTp
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dopMa n3ydeHus MaTepuasoB:

OcHOBHAA U

dopma TEKyIIEero

JIEKIINH, IPAKTHYECCKUE 3aHATHSI, KOHTPOJIA
JTOTIOJTHUTEIbHAS
CEMHUHAPCKUE 3aHATHUSA, jHTepaTypa Saanus 110 yCIIEBaeMOCTH
Ne nabopaTopHbIe PabOTHI, ’ N (KOJJIOKBUYMBI,
Tema u comeprxkanue pEKOMEHIyeMasi | CaMOCTOSATEIbHON
n/m caMmocTosiTenbHas pabora u cTyzIeHTaM paGoTe CTY/ICHTOR KOHTPOJILHBIE
TPYJIOEMKOCTb (B Yacax) (HOMepa 13 paboThI,
KOMIThIOTEPHBIC
JIK |IIP/CEM | JIP | CP CIIHCKA) p
TECTHI U T.I1.)

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

1. | Yrenue u nepeBop Tekcta The basics of 4 3 Urenue 1 nepeBon HpoBepka BEIONHEHHS
formal and informal correspondence TCKCTOB. UPAKTHICCKAX 3aIaHIH
OcBoeHHE JIEKCHYECKOTO MaTepuaia Mo Brmomenue

YIIpaKHEHUMN.

TEeMe.

o OcHoBHast
l'oBopenue: oOcyxaeHue 0COOEHHOCTEH srreparypa: 1, 2, 3
cocraBnenuss CV. MoHonornueckass u JOMONHATE MbHAs
Juajgorudeckas pedb. auteparypa: 4, 5, 6
[TucbmenHas peub. Hanmcars MHUCHMO.
I'pammaTuka:Nouns
BrinonHeHre npakTUuecKux 3aJaHuil U TecTa Ha
OCBOCHHEC I'paMMaTUYCCKOro MaTcpuajia.

2. | Urenne u nepeBoy Tekcta Writing styles 4 3 Hzy4enne nexcukn o | IIpoBepka BbIMOTHEHUS
OCBOCHHE JIEKCHUECKOTO MaTepHana o teme. Hamucats CV, MIPAKTUYECKUX 3aJaHUN
TeMe UCIIONb3YS

' o PO IEHHBI N
l'oBopenue: o0cyxnenue ocoOeHHOCTEN OcHoBHas MaTepua
cocraBinenuss CV. Hints for writing CV nureparypa: 1, 2, 3
MoHoJoru4ecKasi ¥ JUaJIOTUIecKast pedb. HOHOHH“T‘?”ZH%" 6

aureparypa: 4, 5,
IIncemennas peus: Hamcats CV patyp
I'pammaruka: Plurals of Nouns
BrinonHeHne mnpakTUYeCKUX 3alaHUM W TecTa Ha
OCBOCHHE I'paMMATHYCCKOro MaTcpuajia.

3. | Urenue u nepeBon Texcta Writing Address 8 4 Ocnosnas Vi3yueH e JeKCHKH 110 Iposepka BBITIONHEHHS

OcBoeHHE JIEKCHYECKOTO Marepuaia 1o mareparypa: 1, 2, 3 Teme. HammcaTs TpaKkTHYECKUX 3a/aHnH,
OIIOJIHUTCJIbHAA KOHTpOJIbHasA paooTa I10
P pab
TEME. Resume, ncrone3ys
aureparypa: 4, 5, 6 COJIEPKAHUIO MOJY IS
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['oBopenue: oOCyXaeHHe OCOOCHHOCTEH
cocraBiicHUs Resume. MoHoJiornyeckas u
JTUAJIOTUYECKasi Peyb.

[Incemennas peus: Hanucats Resume

I'pammaTHka: Possessives (Nouns)
BrinonHeHne NpakTUYECKUX 3aJaHUil Ha OCBOCHHE
rpaMMaTHYECKOTO MaTepHaa.

TIPONACHHBIN
MaTepuan

Monayab 2.

Urenue u nepeBoy Texcta Writing Date 2 ITpoBepKa BBIMOTHEHHS
OcBoeHMe JEKCUYECKOr0 MaTepuaa 1o TIpAKTIICCKNX 3aaHih
TeMe.
l'oBopenue: oOcyxaeHue 0COOECHHOCTEM YUrenue u nepeson
cocrasienus: Covering letters. OcHoBHast TEKCTOB.

. Brinonnenue

Momnoiiornueckast 1 AMAJIOrM4ecKas pedb. nureparypa: 1, 2, 3 yIpaKHCHi
Yrenne u nepeso rekcra Covering letters fﬁ;oz:m?zl*? 6 Vi3yuenue TeKCHKH 110
[Mucemennass peun. Hamucars Covering PaTypa: =, o teme. Hancats
letters Covering letter
I'pammaruka: countable and uncountable
Bremonnenne MPAKTUYICCKUX 3az[aH1/1171 Ha OCBOCHHEC
T'paMMAaTHYCCKOT0 MaTcpraJia.

Urenwne u nepeBoj Tekcra Contracts 4 ITpoBepka BBIMOTHEHHSI

OcBocHME JTEKCUYECKOT0 MaTepHaa 1o TIpaKTHYCCKUX 3a/1aHIH
TEMC. UYrenue u nepeBoy,

['oBopenue: obcyxaeHne 0coOeHHOCTEH TEKCTOB.

: TLAs (three lett Ocroras BrInonHeHne

AKpOHHMMOB B MEPENUCKE: s (three letter sureparypa: 1, 2, 3 S
acronyms) JononuurensHast % P 1< «

MoHooru4eckas ¥ TUaoruieckas pedb. muteparypa: 4, 5, 6 3YHCHHC JICKCUKH TI0
IMucemennas peus: Hanucars Contract reve. Hamnears

petb. Contract

I'pammaruka: Numerals
Brmonnenue MPAKTUICCKUX 3aHaHI/Iﬁ Ha OCBOCHHC
TpaMMAaTHYCCKOTO MaTCpuaia.

Urenne u mnepeBon Tekcra Methods of 4,8 | Ocropuas Urenme i mepeBo; IIpoBepKa BHINIOMHEHHA
payment nureparypa: 1, 2, 3 TEKCTOB. TPaKTHICCKHX 32H3H“”

OcBoeHUE JEKCUYECKOT0 MaTepuana mo JIONOHUTENLHAS BbinosnHeHHe K:;ITEOTKI;.I:I?/I}I}(??/I OOTa 20

nuteparypa: 4, 5, 6 YIIPaKHEHHIL. Aep Ay

TEME.
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['oBopeHue: 00CYXIEHHE HCIIOIb30BAHMS
Salutation and greeting

MoHnoJsiorudeckast ¥ AMAJIOrHIecKas pedb.
I'pammaruka: What’s the Time

Brmmonnenue MPAKTUYCCKUX 33JlaHUM Ha OCBOCHHE
T'paMMAaTHYCCKOT0 MaTcpuajia.

I/I3yquI/Ie JICKCUKMU I10
TEME.

BCEI'O HACOB

32

20,8
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4.1 IlepeyeHb KOMIIETEHUMH € YKa3aHUEM 3TANOB UX (POPMUPOBAHMS B MpPoLecce OCBOeHUs1 00pa3oBaTe/bHOI mporpaMmmbl. Oncanue

4. @®oH/ OLIEHOYHBIX CPEACTB IO JUCUMUILIIUHE

noxKasartejied u KpUTEPUEB OLICHUBAHUA KOMIIeTEHIIMI HA PA3JHYHBIX 3Talax ux (l)OpMHpOBaHI/Iﬂ, OINMCAHMEC IIKAJ OHCHUBAHUA

OK-4 - cnocoOHOCTh K KOMMYHHMKAIIMY B YCTHOM M MUCBMEHHOM (hopMax Ha PyCCKOM M MHOCTPAHHOM SI3BIKAX JIJISl PELICHUS 33/1a4 MEXIMYHOCTHOTO

Y MEXKYJIbTYPHOTO B3aUMOJICUCTBUS
st 3agera

Jtan (ypoBeHb)
O0CBOEHUS
KOMIIeTEeHI[UH

ILnanupyemble pe3yJibTaThl
00yueHust
(mokazarenu JOCTUXKEHUS
3aJJaHHOTO YPOBHSI OCBOEHUS
KOMIETEHIIH)

Kputepuu oneHuBanus pe3yibTaToB 00y4eHHUsI

He 3auTeHno

3a4uTeHo

[TepBblii aTan
(YpoBeHb)

3HAaTh:

1. OCHOBHYIO TEPMHHOJIOTHIO
10 PO NOATOTOBKU Ha
MHOCTPAHHOM $I3bIKE;

2. OCHOBBI NepeBOIa;
JIEKCUYECKHE U TpaMMaTHYECKHe
crocoObl  miepedpa3supoBaHUs U
aJlanTalyy TeKCTa MpU MepeBojie

dparmeHTapHbIE PEICTABICHUS 00
OCHOBHOU TEPMUHOJIOTUH TI0 TIPODHUITIO
MOJATOTOBKH HAa MHOCTPAHHOM SI3BIKE;
A Taxxe 00 OCHOBax MepeBo/a;
JIEKCUYECKUX U TPaMMaTHYECKHUX
crioco0ax mepedpasupoBaHus U
aJlanTaluy TEKCTa MpU MEPEeBOE C
WHOCTPAHHOTO SI3bIKA HA PYCCKHIA.

CdopmupoBaHHBIE, HO COJIEPIKAILIUE
OTJeNbHBIC TIPOOENTBl  TpeACTaBICHUs 00
OCHOBHOMW TEPMHUHOJIOTUH T10 MTPOQHITIO
MOATOTOBKH HA HHOCTPAHHOM A3BIKC;

A Takxe 00 OCHOBax IepeBO/a;
JICKCHUYCCKUX U I'paMMaTHYCCKUX
crnocobax mepedpasupoBaHUs U
aJanTauy TEeKCTa IPH EePEeBOJIE C

(YpoBeHb)

1. npaBUIIBHO UCTOJIB30BATH
OCHOBHYIO TEPMHUHOJIOTHIO 10
MPOQUITIO TTOATOTOBKH.

2. IOHUMATh U NEPEBOUTH Ha
PYCCKHH SI3BIK COAEpPKAHUE
TEKCTOB M0 MPO(UITIO
MOArOTOBKHA HA HHOCTPAHHOM
S3BIKE

MCIIOJIb30BAaTh OCHOBHYIO TEPMUHOJIOTHIO
CBOEH CIIEUaIbHOCTH; IOHUMATh U
MEPEBOJUTH Ha PYCCKHUM A3BIK
coJiepKaHue TEKCTOB 110 MPpo(UIIo
MOJTOTOBKU HAa MHOCTPAHHOM SI3bIKE

C WHOCTPAHHOIO s3bIKa Ha MHOCTPAHHOIO SI3bIKa HA PYCCKUIA.
PYCCKHH.
Bropoii otant | YMeTs: @parMeHTapHbIE YMEHHUs NPABUIILHO B nenom ycnemHoe, HO coaepIkalee

OTJIelbHBIE TPOOEIBl YMEHHE MPAaBUIBHO
UCIIOJIb30BaTh OCHOBHYIO TEPMUHOJIOTHIO
CBOEH CITENMMAILHOCTH, IIOHUMATh 1
MIEPEBOUTH HA PYCCKHI S3BIK
coJiep’KaHue TEKCTOB 10 MPOodUII0
MOJATOTOBKH HAa HHOCTPAHHOM SI3BIKE
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Tpetuii stan

Bnaners:

CDparMeHTapHoe BJIaICHHUEC HaBbIKaMU

B nenom ycnemHoe, HO coaeprkariee

(ypoBeHb) 1. HaBBIKAaMM YCTHOTO U YCTHOT'O ¥ IIMCBMEHHOI'0 IIEpEBOAA OTJeNIbHBIC TIPOOEITBI BlIaJICHNE
MUCBMEHHOTO MEePEeBO/Ia TEKCTOB | TEKCTOB MO MPOMUITIO TOATOTOBKHU C HABbIKAMU YCTHOTO U MMUCbMEHHOTO
10 IPOHITIO0 TOATOTOBKHU C MHOCTPAHHOTO A3bIKA HA PYCCKUH S3bIK NepeBo/ia TEKCTOB 10 MPO(HITIO
WHOCTPAHHOI'O s3bIKA Ha MOJATOTOBKU C MHOCTPAHHOTO SI3bIKA Ha
PYCCKHH SI3BIK. PYCCKHU SI3BIK
Juis1 3k3amMeHa
IInanupyembie Kpurepun oneHuBaHus pe3yibTaToB 00y4eHuUs!
Jran pe3yJIbTaThl 00y4eHHs
(YpoBeHb) (mokazarenu 2 3 4 5
OCBOEHMSI | JIOCTH)KEHUS 3aJaHHOI'O
KOMITETeHIHH YPOBHS OCBOCHEA «HEYT0BJIETBOPUTEIbHO» | yI0BJIE€TBOPUTEIbLHO «X0poIo» «OTJITUYHO»
KOMITCTCHITHIN)
[lepBbrii aTan | 3HATh: OparmeHTapHbIe Henousnbie Cdopmuposannsie, | ChopmupoBaHHBIC
(YypoBeHb) 1. ocHOBHYIO npeJcTaBiIeHus 00 IpeJcTaBiIeHus 00 HO COZIeprKalue CUCTEMATUYECKUE
TEPMHHOJIOTHIO TI0 OCHOBHOI TEPMUHOJIOTUU | OCHOBHOM OTJIeJIbHbIE IpesiCTaBIeHUs 00
IpoMII0 NOATOTOBKU | MO MPOGHMIIIO MOJTOTOBKH | TEPMUHOJIOTHHU IO npoOebt OCHOBHOM
Ha MHOCTPAHHOM Ha UHOCTPAHHOM SI3bIKE; Mpo(UITIO0 MOATOTOBKY | MPEACTABICHUS 00 | TEPMHHOJIOTHH 110
A3BIKE; A Taxoke 00 ocHOBax Ha MTHOCTPAHHOM SI3bIKE; | OCHOBHOM npopuITIo
2. OCHOBEHI IIEPEBO/A; | TIEPEBOJIA; IEKCUYECKUX U | A Takxke 00 OCHOBax TEPMHMHOJIOTHH 110 | MOATOTOBKH Ha
JIEKCUYECKHE U rpaMMaTHYECKHX NePEeBO/Ia; JIGKCUYECKUX | MPOPHITIO MHOCTPAaHHOM
rpaMMaTH4ecKue crocobax U TpaMMaTHYECKHUX MIOATOTOBKH Ha S3BIKE;
CHoco0bI nepedpa3upoBaHus 1 criocobax MHOCTPaHHOM A Taxxe 00
nepedpazupoBaHust U | afaNnTalyy TEKCTa MpU nepedpazupoBaHus U A3BIKE; OCHOBax IepeBo/Ia;
aJIanTalluy TEKCTa MPU | IEPEBOJIE C MHOCTPAHHOTO | aJalTallMy TeKCTa MpU | A Takxke 00 JIEKCUYECKUX U
NEepEeBOJIE C S3bIKa Ha PYCCKUM. MepeBo/Ie C OCHOBax IEpeBO/Ia; | rpaMMaTHYECKHX
MHOCTPAHHOTO fA3bIKA MHOCTPAHHOTIO s3bIKa HA | JIEKCUYECKUX U crocobax
Ha PYCCKHH. PYCCKUI. rpaMMaTH4YECKHUX nepedpazupoBaHus
crocobax U afanTanun
niepedpa3zupoBaHus | TEKCTA MIPU
Y aJIanTanuu IIEPEBOJIE C

15



TEKCTa IIpH

HHOCTPAHHOI'O

IIEPEBOJIE C A3bIKa Ha PYCCKU.
MHOCTPaHHOI'O
SI3bIKA HA PYCCKUM.
Bropoii stan | YMeTs: ®parmentapubie ymenusi | B nienom yenemninoe, Ho | B menom CdopmupoBanHoe
(YpoBeHb) 1. mpaBmIbHO IIPABWJIbHO UCIIOJIb30BaTh | HE CUCTEMATUUYECKOE YCIIELIHOE, HO YMEHHE NPaBUIbHO
HCII0JIb30BaTh OCHOBHYIO TEPMUHOJIOTHIO | YMEHHUE NIPAaBUIBHO coJieprKaniee UCII0JIb30BATh
OCHOBHYIO CBOEH CIIELUAJIbHOCTH; HCII0JIb30BATh OTJIeJIbHbIE OCHOBHYIO
TEPMHUHOJIOTHIO T10 IIOHMMATh U NIEPEBOJUTH OCHOBHYIO npoOesbl YMEHUST | TEPMUHOJIOTHIO
npo o Ha PYCCKHU S3BIK TEPMHUHOJIOTUIO CBOEH MPABUIIBHO CBOEH
IOJATOTOBKH. COJIep’KaHUE TEKCTOB I10 CIELIMAJIBHOCTH; UCIIOJIb30BaTh CIELIMAJIBHOCTH;
2. IOHUMAThb U pO(UITIO TOJATOTOBKY Ha | IOHUMATh U OCHOBHYIO MIOHUMATb U
NIEPEBOJUTH HA MHOCTPAaHHOM SI3bIKE IIEPEBOJUTH HA PYCCKUM | TEPMUHOJIOTHIO IIEPEBOJUTH Ha
PYCCKHH SI3BIK SI3BIK COJIEPIKAHUE cBOEH PYCCKHUH SA3BIK
COJIep’KaHNE TEKCTOB TEKCTOB IO IPOQHITIO CIEIIMAJIBHOCTH; coJepKaHue
10 TIPOGHITIO [IOATOTOBKH Ha NOHUMATh U TEKCTOB 110
MOJTOTOBKH Ha NHOCTPAHHOM $I3BIKE NIEPEBOJUTH HA npouIIo
MHOCTPAaHHOM SI3bIKE PYCCKHI SI3BIK MOATOTOBKM Ha
colepKaHue MHOCTPAaHHOM
TEKCTOB 110 S3BIKE
npoduIIIo
MIOATOTOBKH Ha
MHOCTPaHHOM
SI3BIKE
Tpernii otarn  Brnagers: @®parmeHTapHOe BiageHue | B nenom ycnemHoe, Ho | B nemom Ycneunoe u
(ypoBeHb) [L. HaBbIKAMU YCTHOTO U | HaBBIKAMHU YCTHOTO U HE CUCTEMAaTHYECKOe YCHEMIHOE, HO CUCTEMAaTUYECKOE
MMCbMEHHOI'O IIEPEBOAA | MMCBMEHHOTO NIEPEBOJA IIPUMEHEHHE HABBIKOB | COZEprKallee IIPUMEHEHNE
TEKCTOB IO MPOQPHIIIO TEKCTOB IO MPO(UITIO YCTHOTO U OTJIeJIbHbIE HAaBbIKOB YCTHOTO
MOJrOTOBKH C MOJATOTOBKHU C MUCBMEHHOTO MEPeBOIa | MPOOEIbI Y TUCBMEHHOTO
MHOCTPAHHOT'O S3bIKA HAa | MHOCTPAHHOTO SI3bIKA Ha TEKCTOB MO MPOodUITI0 MIpUMEHEHNE nepeBojia TEKCTOB

PYCCKUU SI3BIK.

PYCCKHH S3BIK.

MOJATOTOBKH C
WHOCTPAHHOTO S3bIKa HA
PYCCKUH SA3BIK.

HaBBIKOB YCTHOT'O
U IMCBMCHHOTO
NEpCBOJia TCKCTOB

1o MpopuIT0
MOJITOTOBKH C
MHOCTPAHHOT'O
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S3bIKa Ha PYCCKUMN
SI3BIK.

10 MPOHUITIO
IIOATOTOBKH C
MHOCTPAHHOTO
SI3bIKA HA PYCCKUI
SI3BIK.

IIK 7 - cnocoOHOCTh, UCIONB3Ys OTEYECTBEHHBIC U 3apyOe)KHbIE HCTOYHUKU HH(POPMALUH, COOpaTh HEOOXOANMBIE JaHHBIE IPOAHATU3UPOBATH UX U
MOJTrOTOBUTH HH()OPMAIIMOHHBIN 0030p W/WIH aHATUTHYECKUI OTUET.

st 3agera

Jtan (ypoBeHb)
O0CBOEHUS
KOMIIeTEeHI[UH

ILnanupyemble pe3yJibTaThl
00yueHus1
(mokazarenu JOCTUXKEHUS
3aJJaHHOT'O YPOBHSI OCBOEHUS
KOMIETEHIIN)

Kputepuu oneHuBanus pe3yibTaToB 00y4eHHUs

He 3auTteHno

3a4uTeHo

IlepBbIii 3Tan
(YpoBeHb)

3HaTh:

1. cTpareruu YTeHUs TEKCTOB Ha
MHOCTPAHHOM SI3BIKE:
03HAKOMUTEIBLHOTO,
MIPOCMOTPOBOTO, IOUCKOBOTO,
M3Yy4arolero;

2. OCHOBHI pedheprpoBaHus,
AHHOTUPOBAHUS U TIEPEBOJIA
JUTEPATYPHI MO MPOPIITIO
IMOATOTOBKH.

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

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

CdopmupoBaHHBIE, HO COJIEpIKAILUE
OT/ETbHBIC TIPOOEITBI  MPEACTABICHHUS O
CTpaTerusx 4YTeHus TEKCTOB Ha
HHOCTPAaHHOM A3BIKC:
03HAaKOMHTEIFHOT0, IPOCMOTPOBOTO,
HIOMCKOBOT0, H3Y4aroIIero;

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

Bropoii 3tan
(YpoBeHb)

YMeTn:

1. HaXOAUTH HEOOXOAUMBIE IS
npoGUIBHON JeSTENbHOCTH
UCTOYHUKU MH(POpMaLIUU U
M3BIIEKATH U3 HUX HEOOXOINMEIE
CBCIACHUS HA I/IHOCTpaHHOM
SI3BIKE;

@parMeHTapHbIE YMEHUsT HAXOAUTh
HeoOXOoIuMBbIe 11 POPUITBHOM
JesITeIbHOCTH UCTOYHUKH HH(POPMALIUU
Y U3BJIEKaTh U3 HUX HEOOXOIUMbIE
CBEJICHUs HA NHOCTPaHHOM SI3BIKE;
BBIJICTISIT 3HAUUMYIO / 3arparinBacMyro
UH(OPMAIIHIO; COCTABHUTH

B nenom ycnemHoe, HO coaepakariee
OTIeNbHBIC TIPOOEITBl YMEHHE HAXOTUTh
HE00XO0AUMBIE IS TPOPUITBLHOM
JEeSITeTbHOCTH UCTOYHUKHA HHPOPMALIUU
U U3BJIEKATh U3 HUX HEOOXOMMBbIe
CBEJICHUS] HA MHOCTPAHHOM SI3BIKE;
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BBIJICIISATh

3HAYMMYIO / 3arpammBacMyro
nHpopmaruio;

2. cocTaBUTh WH(GOPMAIMOHHBIH
0030p (H0KIJIaT) HA THOCTPAHHOM

nH(pOpMaIMOHHBIN 0030p (0KIaT) HA
WHOCTPAHHOM SI3BIKE; HUHTEPIPETUPOBATH
B YCTHOU (opMe coliepiKaHKe
MUCHbMEHHOTO TEKCTa; aHHOTUPOBAThH U
pedepupoBarh JUTEPATYPY MO TPOPHITIO

BBIJICTISITh 3HAUMMYIO / 3amparinBacMyto
uH(POPMAIINIO; COCTABHUTH
nH(pOpMaIMOHHBIN 0030p (OKIaT) HA
MHOCTPAaHHOM SI3bIKE; HHTEPIIPETUPOBATD
B YCTHOU (hopMe coliepiKaHue

SA3BIKEC, HHTCPIPECTUPOBATH B | IIOAT'OTOBKH. MUCBbMCHHOTI'O TCKCTA; AHHOTUPOBATH U
yCTHOM  ¢opMme  coaepkaHue pedepupoBarh JUTEPATypy MO HPOPHIIIO
INUCBbMCHHOI'O TEKCTAa, IIOATOTOBKH.
AHHOTHPOBaTh U pedepupoBaTh
auTEpaTypy IO pouITIo
IIOJITOTOBKH.

Tperuit 3Tan | Bnagers: @parMeHTapHOE BJIAJICHUE HABBIKAMU B nenom ycnemnoe, Ho coaeprkaniee

(YpoBeHb) 1. HaBBIKAMH MOUCKA norcka HeoOXoAUMOI HH(OpMAIHK Ha OTJIebHBIE POOEIBI BIaICHNE
HeoOX0ouMOo HH(OPMALIUY HA | MHOCTPAHHOM SI3BIKE C MCIIOIh30BAaHUEM | HaBBIKAMU MTOMCKA HEOOXOIUMOI
WHOCTPAHHOM SI3BIKE C OCHOBHBIX BHUJIOB YTEHHS: nH(pOpMaILIUY HA HHOCTPAHHOM SI3BIKE C
MCIIOJIb30BAaHUEM OCHOBHBIX MIPOCMOTPOBOTO, 03HAKOMHUTEIILHOTO, HCIOJIb30BAaHNEM OCHOBHBIX BHJIOB
BUJIOB YTEHHSI: IPOCMOTPOBOTO, | MOMCKOBOTO, aHAIUTUYECKOTO; YTEHUS: IPOCMOTPOBOTO,
03HAKOMUTEIILHOTO, OTIBITOM aHaJIM3a HHPOPMAIIHH Ha 03HAKOMUTEIILHOTO, IIOUCKOBOTO,
MOMCKOBOT0, aHAIUTUYECKOTO; WHOCTPAHHOM $SI3bIKE U CO3/IaHUS YCTHBIX | aHAJTUTHYECKOTO;
2. OTBITOM aHAIHM3a HHPOPMAIIMK | U TUCHMEHHBIX TEKCTOB Pa3HBIX THIIOB. OTIBITOM aHaJIM3a HHPOPMAIIHH Ha
HA HHOCTPAHHOM SI3bIKE U WHOCTPAHHOM $SI3bIKE U CO3/IaHUsI YCTHBIX
CO3/TaHUS YCTHBIX W TUChMEHHBIX Y TUCHMEHHBIX TEKCTOB Pa3HBIX THITOB.
TEeKCTOB Pa3HbBIX TUIIOB.
Jnst 3k3amena
I[Inanupyembie Kputepunu oneHuBanus pe3yibTaToB 00y4eHUs!
Jdran pe3yJbTaTbl 00y4YeHust
(ypoBeHb) | (TIOKa3aTeNN JOCTUKEHUS 2 3 4 5
OCBOEHHS 3aJJaHHOTO YPOBHS «HEY/10BJIETBOPHUTEIbH
. «YAOBJIETBOPUTEIHLHO) «XOPOIII0» «OTJTHIHOY»
KOMIIETEHI[H| OCBOCHUS KOMIICTCHIIHIA) o»
"
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[lepBoIii Tan
(YpoBeHb)

3HaTh:

1. ctpareruu uTeHus
TEKCTOB Ha
WHOCTPAHHOM SI3BIKE:
03HaKOMHTEIHHOTO,
IIPOCMOTPOBOTO,
MTOMCKOBOTO,
U3Y4alollero;

2. OCHOBBI
pedepupoBanus,
AHHOTHUPOBAHUSA U
nepeBoja

JTUTEPATYPHI o
POGUITIO IO OTOBKH.

®parmeHTapHbIe
MIPE/ICTABJICHUS O
CTpaTerusix YTeHUs
TEKCTOB Ha
MHOCTPaHHOM SI3bIKE:
03HAKOMHTEIILHOTO,
IIPOCMOTPOBOTO,
MMOMCKOBOTO,
W3Y4aIOIEero;

06 ocHoBax
pedepupoBaHus,
AHHOTHUPOBAHUS U
nepeBoja
JUTEPATYPHI 10
npO(UITIO OITOTOBKH.

Henomnubie
MIPEJICTABICHHSI O
CTpaTerusiX YTeHUs
TEKCTOB Ha
MHOCTPAHHOM SI3bIKE:
03HAKOMUTEILHOTO,
IIPOCMOTPOBOTO,
MTOWCKOBOTO,
M3YYaIOIIEro;

006 ocHoBax
pedepupoBaHusl,
AHHOTHPOBAHHMSI U
nepeBoja
JTUTEPATYPHI 10
PO(UITIO TOITOTOBKHU.

CdopmupoBaHHbIe, HO
CoJIep KalIre OTaAeIbHBIC
poOeIbI
MIPEJICTABICHHUS O
CTpaTeTUsIX YTCHUS
TEKCTOB Ha
WHOCTPAaHHOM SI3BIKE:
03HAKOMHTEIILHOTO,
IPOCMOTPOBOTO,
MIOMCKOBOTO,
U3Y4aroIIero;

006 ocHoBax
pedepupoBaHus,
AHHOTHUPOBAHUS U
nepeBojia

JUTEPATYPHI IO
pOo(UITI0 TOTOTOBKH.

CdopmupoBaHHbIe
CHCTEMaTUYEeCKHE
NPEJCTAaBICHUS O
CTpATETHSIX YTCHHUS
TEKCTOB Ha
MHOCTPAHHOM SI3bIKE:
03HAKOMUTEIHHOTO,
IPOCMOTPOBOTO,
MIOUCKOBOTO,
M3YYaloNIero;

06 ocHOBax
pedepupoBanus,
AHHOTHPOBAHUS U
nepeBoia
JUTEPATyPHI MO

PO UITIO0 TOATOTOBKH.

Bropoii atan
(YpoBeHb)

VMmeTs:

1. HaxXOOUTH
HEO0O0XOIUMBIE IS
npoduIbHON
JIEeATEIbHOCTH
HCTOYHHUKU
nHpopManuy u
W3BIICKATh U3 HUX
HEOOXOIMMEIE CBEICHMUS
Ha MTHOCTPAHHOM SI3bIKE;
BBIJIETIATH

3HAYMMYyIO / 3ampariBa
eMyro uH(pOpMaIuio;
2.COCTaBUTH
MH(OPMALIMOHHBIN

o030p  (mokmaxm) Ha

®parmMeHTapHbIE
YMEHUS HaXOIUTh
HEoOXO0IuMbIE JJIs
npodUIbHON
JeSITeTbHOCTH
UCTOYHUKHU
uH(pOopMaluu U
U3BJIEKaTh U3 HUX
HEOOXOINMBIE CBEICHUS
Ha UHOCTPAHHOM $I3bIKE;
BBIJIEIISATH

3HaYMMylo / 3ampaiiuBa
eMyro nHpopmaIuio;
COCTaBHTb
MH(pOPMaLMOHHBIN
0030p (mokman) Ha

B nenom ycnemnrnoe, HO
HE CUCTEeMaTHUYeCKOe
YMEHHE HaXOTUTh
HE00XO0AUMBIE IS
npodunbHOM
JeSITeIbHOCTH
UCTOYHHUKH
uHpOpMaLUU U
M3BJICKATh U3 HUX
HEO0XO0/IUMBIE CBEICHUS
Ha HHOCTPAHHOM SI3BIKE;
BBIJICTISTD

3HAUYMMYIO / 3amparnnuBa
eMyI0 HH()OpPMALIHUIO;
COCTaBHTH
MH(OPMaIIMOHHBIN

B nenom ycneninoe, HO
coJiepKalliee OT/elIbHbIE
poOeIbl yMEeHue
HaXOJUTh HEOOXOMMBbIE
JUTst IPOUITEHOM
JeSITebHOCTH
WUCTOYHHUKH
UHPOpPMALIUU U
W3BIIEKATh U3 HUX
HE00XO/AMMBIE CBE/ICHUS
Ha HHOCTPAHHOM SI3BIKE;
BBIJIENIATh

3HAUYMMYIO / 3ampariuBa
eMYI0 UH(POPMALIUIO;
COCTaBHTH
1H(pOpPMaIMOHHBIH

CdopmupoBanHoe
YMEHHE HaXOJIUTh
HEOOXOUMBIE TS
npopuIbHON
JESTeITbHOCTH
HUCTOYHUKU
uH(popMaluu U
U3BJIEKATh U3 HUX
HeO0OXOINMBIE CBEACHUS
Ha MTHOCTPAHHOM SI3bIKE;
BBIJICTISTH

3HaYMMYyI0 / 3arpaiiiBa
eMyro HH(pOpMaIuio;
COCTaBUTh
MH(OPMALIMOHHBIN
0030p (70KIIa]T) Ha
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UHOCTPaHHOM SI3BIKC;
UHTEPIPETHPOBATH B
yCTHOU hopMme
coJiepKaHue
MUCHbMEHHOTO TEKCTa;
AHHOTHUPOBATH U
pedepupoBaTh
JTUTEPaATypy 0
IPOQHIIIO TOTOTOBKH.

0030p (mokian) Ha
MHOCTPAaHHOM SI3BIKE;
MHTEPIIPETUPOBATH B
ycTHOM (hopme
cofiepKaHue
MUCHMEHHOTO TEKCTa;
AQHHOTHPOBATH U
pedepupoBarhb
JUTEPATYpy MO
IpO(UITIO TOJITOTOBKH.

0030p (moximan) Ha
MHOCTPAHHOM SI3BIKE;
MHTEPIIPETHPOBATH B
ycTHOI (hopme
cozepkaHue
MUCHBMEHHOTO TEKCTa,
aHHOTHPOBATh U
pedepupoBartb
JUTEPATYpy IO
pOQIIII0 TOATOTOBKH.

WHOCTPaHHOM SI3bIKE;
UHTEPIPETHPOBATH B
YCTHOM (popme
cofiep>kaHue
MUCHbMEHHOTO TEKCTA,
aHHOTHUPOBATH U
pedepupoBaTh
JUTEPaTypy 1o
POGUITIO TOTOTOBKH.

Tpetuit aTan
(YpoBeHb)

WHOCTPAHHOM SI3BIKE;
UHTEPIPETUPOBATH B
YCTHOM dbopme
COJIepKaHuE
IMMCbMEHHOTO  TEKCTa,
AHHOTHUPOBATH 51
pedepupoBaTh
JTUTEPATypy o
PO IO TTOATOTOBKH.
Bnaners:

1. HaBBIKAMU IOMCKA
Heo0X0oInuMO

uHpOpMaUy Ha
MHOCTPAHHOM SI3BIKE C
MCTIOJIb30BaHUEM
OCHOBHBIX BHJIOB
YTEHUS: TIPOCMOTPOBOTO,

03HAKOMUTEIBHOTO,
MTOUCKOBOTO,
aHAJIMTUYECKOT'O;

2. ONBITOM  aHaJIW3a
uHpopMauu Ha

HHOCTpAaHHOM A3BIKE U
CO3aaHusd YCTHBIX u
IIMCBMCHHBIX TCKCTOB
Pa3HBIX TUIIOB.

®parmMeHTapHOE
BJIaJICHHE HAaBBIKAMU
IOKCKa HEOOX0 1Mo
UHpOpPMaLIUU HA
MHOCTPAaHHOM SI3bIKE C
UCTIOJIb30BaHUEM
OCHOBHBIX BHJIOB
YTEHUS: IPOCMOTPOBOTO,
03HAKOMUTEINBHOTO,
MIOUCKOBOTO,
aQHAJTUTUYECKOTO;
OTIBITOM aHaJIM3a
UHpOpMaLIUU Ha
MHOCTPAaHHOM SI3bIKE U
CO3J1aHUS YCTHBIX U
MUCHMEHHBIX TEKCTOB
pa3HBIX TUIIOB

B uenom ycmnemitoe, HO
HE CUCTEMaTU4eCKOe
MIPUMEHEHHUE HABBIKOB
IoMcKa HEOOX0AUMON
uH(popManuu Ha
WHOCTPAHHOM SI3BIKE C
HCIIOJIb30BaHNEM
OCHOBHBIX BHJIOB
YTEHUS: IPOCMOTPOBOTO,
03HAaKOMHTEIILHOTO,
IIOMCKOBOTO,
AHATUTUYIECKOTO;
OTIbITa aHATN3a
uH(popMalu Ha
WHOCTPAHHOM SI3bIKE U
CO3/IaHHSI YCTHBIX H
MUCHhMEHHBIX TEKCTOB
pa3HBIX TUIIOB

B nenom ycnernoe, HO
coJiepKaiiee OTeIbHbIC
npoOesbl MPUMEHEHNE
HaBBIKOB TIOMCKA
HEO0OXO0AUMON
UHPOpPMALIUU HA
UHOCTPAaHHOM SI3bIKE C
WCTIOJIH30BaHUEM
OCHOBHBIX BHJIOB
YTEHUS: TIPOCMOTPOBOTO,
03HAKOMUTEIBHOTO,
MTOUCKOBOTO,
aHAJIMTUYECKOTO;

OTIbITA aHATTN3a
UHPOpPMALIUU Ha
WHOCTPAHHOM SI3BIKE H
CO3JIaHUsl YCTHBIX U
MMUCHMEHHBIX TEKCTOB
pa3HbIX TUIIOB

YcneuHoe u
CUCTEMATUYECKOE
MIPUMEHEHNE HAaBBIKOB
MOMCKa HEOOXOIUMOI
nH(popmaluy Ha
WHOCTPAHHOM SI3bIKE C
HCIIO0JIb30BaHUEM
OCHOBHBIX BHUJIOB
YTEHUS: IPOCMOTPOBOTO,
03HAaKOMUTEIHHOTO,
MMOMCKOBOTO,
AHATUTHYECKOTO;
OMbITa aHAJIU3a
nH(popManuu Ha
MHOCTPAHHOM S3BIKE U
CO371aHUs YCTHBIX U
MHCbMEHHBIX TEKCTOB
Pa3HBIX THIIOB
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[TokazaTenu chopMUPOBAHHOCTH KOMITETECHIINHN:

Kpurepusmu oneHuBanust sIBISIOTCS Oalibl, KOTOPbIE BBICTABJISIOTCS IMpENoAaBaTeIeM 3a
BH/IBI JICATEIHHOCTH (OLIEHOYHBIC CPECTBA) ITO UTOTaM M3y4eHUsI MOAYJIeH (pa3esioB TUCIUIUINHBI ).

IIxanpl OIlcHUBAHUS:

oT 45 110 59 6aJI0B — «yIOBIETBOPUTEIIBHOY;

otT 60 10 79 6a10B — «XOPOLIOY;

oT 80 0a/IOB — «OTIIMYHOY.

4.2 TunoBbie KOHTPOJIbHBIE 32/IaHUA WM HHbIE MAaTepPHUAaJIbl, HE0OX0AUMbIE 1JIs1 OLEHKHU

3HaHHﬁ, yMeHHﬁ, HaBBIKOB U ONILITA A€ATC/IBbHOCTH, XaPAKTECPUIYIOIIHUX ITAIIbI

(popMupoBaHus KoMIeTEeHIIMA B MIpolecce 0CBOCHUS 00pa30BaTeIbLHOI POrPaAMMBbI.

YMeHHii, HABBIKOB H ONBITA /1eSITeIbHOCTH, XapAKTEPU3YIOLIUX ITANbI
(popMupoBaHUA KOMIETEHUM

MeToauuecKkue MaTepHualjbl, oNpeacJadaloIue NMpoucaAypbl OCHUBAHUA 3}131{1/117’1,

Oranbl Pesynbrarer 00ydeHus Komnerenuus OueHouHOE
OCBOEHUS CPEICTBO
1-i1 aran 3HaTh: OK-4 KOHTPOJIbHEIE
3HaHus 1. OCHOBHYIO TEPMHUHOJIOTHUIO 11O BOIIPOCHI Ha
po¢ IO MOATOTOBKY HA HHOCTPAHHOM 9K3aMEH
SI3BIKE; MPaKTHYECKOE
2. OCHOBBI IEPEBOA; JIEKCUUECKUE U 3ajaHue
TrpaMMaTHIECKHE CTIOCOOBI
nepedpasupoBaHus U aJanTaluy TeKCTa
IIpH MIEPEBOJIE C UHOCTPAHHOTO A3bIKA Ha
PYCCKHUH.
3HaTh: K 7 KOHTPOJIbHEIE
1. CTpaTeruyv 4YTC€HUsA TCKCTOB Ha BOIIPOCHL Ha
WHOCTPAHHOM SI3bIKE: 03HAKOMHUTENLHOTO, 9K3aMEH
MPOCMOTPOBOTO, TOUCKOBOTO, MPAaKTUIECKOE
U3y4arollero; 3aJjaHue
2. OCHOBEHI peeprpoBaHus,
AHHOTHPOBAHUS U IEPEBOAA
JIUTEPATYPBI IO TPOGHUITIO TOJATOTOBKH.
2-1 aTan YMeTh: OK-4 KOHTPOJIbHAS
Ymenuns 1. IpaBWJIBHO UCIOB30BATH OCHOBHYIO pa0ora,
TEPMHUHOJIOTHUIO 110 MTPOGIITIO TOATOTOBKH. MPAaKTUIECKOE
2. TIOHMMAaTh W TEPEBOJIUTH Ha PYCCKUH 3aJlaHu€e, TeCT
SI3BIK  COJICP)KaHME TEKCTOB MO MPOdHUITIO
MOJrOTOBKU Ha HHOCTPAHHOM SI3BIKE;
YMeTh: K 7 pedepupoBanue,
1. HaxXogUTh HEOOXOAUMBIE JIJIsI MIPAKTHUYECKOE

npoGUILHON NESTETBbHOCTH HCTOYHUKH
nH(OPMAITUHU U U3BJIEKATh U3 HUX
HeO6XOJII/IMBIe CBCACHHA HA HUHOCTPaAHHOM
SI3BIKE;

BBIJIEJIATH 3HAYMMYIO / 3alpaIinBaeMyro
nH(pOpPMAITHIO;

2. CcOCTaBUTh WH(POPMAIMOHHBIA 0030p

(mokyiax) HAa  MHOCTPAaHHOM  S3BIKE;
WHTEPIPETUPOBaTh B  YCTHOH  Qopme
CoJIepyKaHue ACBMEHHOT'O TEKCTa,;

3aJaHueC, TCCT
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AHHOTHPOBATh u pedepupoBathb
JUTEpaTypy MO NPO(HITIO HOATOTOBKH.
3-i1 aTan Bnanets: OK-4 YCTHBIE
Bnanenus 1. HaBbIKaMH YCTHOTO U TUCbMEHHOTO BBICTYIIJICHUS,
(HaBbIKH / TepeBoIa TEKCTOB 110 TPODHITIO cooO0mIeHus
OIIBIT MOJArOTOBKU C HHOCTPAHHOTO S3bIKa Ha MPAKTUIECKOE
NEeSITENIBHOCTH | PYCCKHIA SI3BIK. 3aJlaHue
)
Bragers: K 7 YCTHBIE
1. HaBBIKAMH TTOMCKA HEOOXOAMMO BBICTYIICHUS,
WHPOPMALIMK HA HHOCTPAHHOM SI3BIKE C cooOueHus
HCIIOJIb30BaHUEM OCHOBHBIX BHJIOB MIPAKTUIECKOE
YTEHUsI: IPOCMOTPOBOTO, 3ajaHue

03HAKOMHTEIBHOTO, IIOUCKOBOTO,
AHAJIUTUYECKOTO;

2. OIIBITOM aHaIu3a HHGHOPMAIINH Ha
WHOCTPAHHOM SI3bIKE M CO3JIAaHHS YCTHBIX U
IMUCbMCHHBIX TCKCTOB PAa3HBIX THUIIOB,

JK3aMeHAIINOHHBbIE OHJIEThI

CtpyKTypa dK3aMEHAIIMOHHOTO OnieTa:
DK3aMEHAITMOHHBIA OMJIET COAEPKUT 2 BOTIPOCa.

BOHpOCBI JJIA OK3aMCHa.

Boo~NoOr~LNOE

NRRPRRERRRRER R
CLOWNOUIAWNREO

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

OO6paszell HK3aMEHAIIMOHHOTO OHIIeTa:
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Hanpasnenne moaroToBku
38.03.01 «DxoHOMUKA»
HamnpaBnenHnocTs (pouiis) IporpaMmbl:

bamkupckuii rocy1apcTBEHHbIA YHUBEPCUTET

WHCcTUTYT S5KOHOMHKH, (PUHAHCOB M OM3HECA «DHUHAHCHI ¥ KPEIUT (C yriayOJIeHHBIM
U3y4EHHEM aHIJIMICKOIO SI3bIKA)»

Kadenpa nHOCTpaHHBIX S3BIKOB JIJIS Hucuunnmuna «/lenoBas KOppeCnoHICHIUS

npo¢ecCHOHATbHON KOMMYHUKALIUN Ha MHOCTPAHHOM S3BIKE»

DK3aMeHanoHHbIA orter Ne 1

1. [IpounTaiiTe ¥ yCTHO MEPEBEAUTE TEKCT HA HHOCTPAHHOM s3bike. OO0BbeM TekcTta 1000 mey.
3HaKoB. Mcrosb30BaHue cioBaps He Jonyckaercs. Bpems Ha noarorosky 20 munyt. Kpatko
nepeaanTe cojepKkaHne TeKCTa Ha HHOCTPAHHOM SI3bIKe (5-7 MpeaIoKeHu ).

2. CocraBbTe KpaTKO€ CBA3HOE MOHOJIOTHYECKOE BHICKA3bIBAHUE HA HHOCTPAHHOM SI3bIKE 110
npeioxkeHHon Teme (3-5 npeqnoxenuil). bynbre roToBsl noepxkaTh Oeceny ¢ MpenoiaBareiem
10 TeMaM, U3y4eHHBbIM B T€UE€HHUE Bcero Kypca. Vcnosap3oBaHue cioBaps He AonyckaeTcs. Bpems
Ha MOATOTOBKY — 1,5 MUHYTBI.

3aB.kadenpoit -f_'_ pett=" Tyouk C.B.

[TepeBon onenku u3 100-6ayuTbHON B 4eTHIPEX0ATUTBHYIO TIPOU3BOIUTCS CICAYIOIINM 00pa3oM:
- otimaHO — OT 80 10 110 G6ammoB (Bkitouas 10 moompuTenbHbIX 0aIoB);
- xoportio — ot 60 1o 79 6anoBs;
- YIOBJIETBOPUTENIBHO — OT 45 110 59 6ainos;
- HEYJIOBJIETBOPUTEILHO — MEHee 45 0aJlsioB.

Kpurepun ouenku (B 6aj1ax):

- 25-30 6aJJ10B BHICTABIISETCS CTYJEHTY, €CIIA CTYJEHT Jajl MOJHbIe, pa3BEPHYTHIE OTBETHI HA
BCE TEOPETHUYECKHE BOMPOCH OWiIeTa, MPOJSMOHCTPUPOBAT 3HAaHUE (YHKIIMOHAIBHBIX
BO3MOXXHOCTEH, TEpPMUHOJIOTUH, OCHOBHBIX 3JIEMEHTOB, YMEHHE MPUMEHSITh TEOPETUUECKUE 3HAHUS
IpU BBIIOJHEHUM TMpakTUdeckux 3anaHui. CryneHT O0e3 3aTpyJHEHUN OTBETWJI Ha BCe
JOTIOTHUTEIbHBIE BOMPOCHL. [IpakTueckas 4acTb pabOThI BHITIOJIHEHA MOJHOCTHIO 0€3 HETOUHOCTEH
1 OIIHNOO0K;

- 17-24 6an10B BBICTABISETCS CTYACHTY, €CIIU CTYJEHT PaCKpPbLT B OCHOBHOM TEOPETHYECKHE
BOTIPOCHI, OJIHAKO JOMYIIICHBI HETOYHOCTH B OIPEJCICHUM OCHOBHBIX TOHsTHH. [Ipu oTBere Ha
JIOTIOTHUTEIIbHBIE BOMIPOCH! TOMYIIEHBI HEOONbIINE HETOYHOCTH. [IpH BBHIMOTHEHNH MPaKTUYECKON
4acTH pabOThI TOMYIIEHBI HECYIIECTBEHHBIC OIIHOKH;

- 10-16 GanyoB BBHICTABISETCA CTYACHTY, €CIM TpPH OTBETE HA TEOPETHUYECKHUE BOIPOCHI
CTYJICHTOM JIOMYIIEHO HECKOJBKO CYIICCTBCHHBIX OMIMOOK B TOJKOBAHWU OCHOBHBIX TOHSTHH.
Jloruka v MOJIHOTA OTBETA CTPAAAIOT 3aMETHBIMH U3bSIHAMU. 3aMETHBI MPOOEIIhl B 3SHAHHH OCHOBHBIX
MeTo/10B. TeopeTndyeckre BOMPOCH B 1IEJIOM H3JI0KEHBI JOCTATOYHO, HO C TIPOITYCKaMH MaTepuaa.
HmeroTcst mpuHIUNHAIBHBIE OTHOKHU B JIOTUKE TIOCTPOEHUS OTBETa Ha BOMpPOoC. CTyIEHT HE PemIni
3aJ1avy WJIA TIPH PEIICHUH JOMYIIEHBI TPyObIe ONTHOKHY;

- 1-10 06anj0B BBICTABNSETCS CTYACHTY, €CIM OTBET HA TEOPETUYECKUE BOIPOCHI
CBUJICTEIILCTBYET O HEIIOHUMAHUM M KpalHEe HEMOJTHOM 3HAHWW OCHOBHBIX TOHATHHA W METOJOB.
OOHapyXuBaeTcs OTCYTCTBHE HAaBBHIKOB MPHUMEHEHHUS TEOPETHUECKUX 3HAHHWHI IMPHU BBITOJIHEHUU
MPaKTHIeCKHX 3aanuii. CTYICHT He CMOT OTBETUTh HH Ha OJIWH JIOMOJHUTEILHBIN BOITPOC.
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KoHTposibHBIe BOPOCHI IJIsl CAMOCTOATEIbHOI PadoThI

Ha3oBuTe OCHOBHBIE YaCTH JI€JI0OBOTO IIHCHMa
Kakwue oOparnieHust TOmyCTUMBI B JICTIOBOM MTHACHEME
Kak cnepyeT moamnuceiBaTh ASJI0BOE MTUCHMO
[TpuBeTCcTBHE U IPOIIAHKE B JCIIOBOM ITHUCHEME
OdopmiieHue agpeca B JCIIOBOM ITHCHME

Yro Takoe memo?

[TuceMoO — 3ampoOC ¥ €ro OCHOBHOE Ha3HAYCHHE
CocraBbTe MUCHMO — 3aMPOC

. CocraBbTe OTBET Ha ITUCHMO — 3aIIPOC

10. I[MuceMo — peIOKECHHE

11. CocTaBbTe MUCHMO — IPETIOKCHHE

12. CocraBbTe CBOE pe3toMe

CoNo~WNE

Kpurepun onenuBanus:

Kpurepuu oueHuBanus OneHka

3aaHue BBIOJHEHO: 1eJIb BBIMOIHEHUS 3aJjaHHs YCIIEUTHO JOCTUTHYTA; 3aYTEHO
OCHOBHBIE TIOHSITHS OTIPE/IeIICHbI; paboTa BBHITIOJIHEHA B IOJTHOM 00BEME.

3amanue He BBINIOJIHEHO, LIE€JIb BBITIOJIHEHHUS 3aJaHNs HE JOCTUTHYTA. HC 3a4TCHO

3amaHus 1J151 KOHTPOJIbHOM PadoThI

[Tpumep BapuaHTa KOHTPOJILHON 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

24



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 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) TIponaserr u TTokymnaTesb 3aKIFOUMIN HACTOSIINH KOHTPAKT O HUKECIIETYIOIIEM. ..

2) IIponasen npoxai u [Tokynaresib Kymui...

3) CopTa TOBapa, IieHa ¥ KOJIMYECTBO YKa3aHbI HUKE.

4) Cpok TOCTaBKH: JIBYyMSI-TpeMsi MapTHSIMH B T€YCHHE BTOPOrO M TpeThero kBapranoB 2013 r.,
HA4YMHAs CO BTOPOU MOJIOBUHBI Masl.

5) Llena ToBapa moHUMaeTCs 32 TOHHY, BKJIIOYas YIIaKOBKY; MIOCTaBKa Ha yCJIOBUSIX (OO U3 OJHOTO
U3 POCCUICKUX MOPTOB 10 BeIOOpY [Iponasia.

6) OrutaTa MOJHOM CTOMMOCTH TOBapa nmpousBoauTcs B poiutapax CIIIA.

7)B cilyyae JIeBajIbBallUU JoJuiapa CIIA obe CTOPOHBI HUMEIOT
IIPaBO MOBTOPHO OOCYAMTH LIEHY Ha TOBap.
8) be3oT3bIBHBII U MOJITBEPKICHHBIN aKKpEIUTUB OTKPBIBAETCS

Ha MOJHYI0 CTOUMOCTh TOBapa.

9) AKKpeTUTHB OTKPBIBAETCS B TEUYCHUE S5 AHEW mocie moiydeHus: [lokymareiaem yBeqOMIICHUS
[IponaBia 0 TOTOBHOCTH TOBapa K OTTPY3KeE.

10) AkkpeauTuB aeiicTBuTeNeH B TeueHue 90 qHel, ¢ mpaBoM

npojuieHus no tpedoBanuto [Iponasua.
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KpnTeplm OICHKH BBINMOJHCHUA MUCbMEHHBIX KOHTPOJbHBIX paﬁoT

Kpurepun ouennBanus KosmmuecTBo
0aJliI0B

PabGora BbIIOJIHEHA B MOJHOM 00beMe 0€3 OIMMOOK M HEAOYETOB HIIH 9-10
nMeeTr He Oosee omHOro Hemodera.Ha Bce BOMPOCH JTaHBI COIEpIKAaTENIbHBIC
oTBeThl. VCronb30BaH MIMPOKUN JHMANA30H COOTBETCTBYIOLIEH T'PAMMATHKU U
AKTHBHOTO CJIOBapsi, JOIMYCKAIOTCS HEKOTOPbIE He3HAYUTEIbHBIC OIUOKH. OTBET
XOpOIIIO CTPYKTYPHPOBAH C COOTBETCTBYIOUIMMH CBSI3YIOIIMMH (pa3amMu H
a03amamu.

PaboTa BEIIIOJIHEHA MOJHOCTBIO, HO B HEW uMeeTcsd He Oonee 2-3 7-8
HerpyObIX omMOOK WK HeoueToB.Ha Bce BOIIPOCH! 1aHbI MPaBUIIBHBIC OTBETHI,
HO UMEIOTCs HeOoJIbIue HeoueThl. OTBEeThI 0(OPMIICHBI HE BITOJIHE aKKYPATHO,
HO 9TO HE MeIIaeT MOHWMaHWIo. VCroNb30BaH OMpeACNCHHBIA AHara3oH
COOTBETCTBYIOIIICH TpPAaMMAaTUKA M AaKTUBHOTO CIIOBAps, HCIIOJIB3YEMbIX C
HECKOJIBKUMH CEPhEe3HBIMU OIMMOKaMH. B  OCHOBHOM  OTBETHI XOPOIIO
CTPYKTYPUPOBAHBI C COOTBETCTBYIOIIMMH CBSI3YIOIIUMU (PpazaMu.

HpaBI/IHBHO BBIINMOJIHCHO HE MCHECC ITIOJIOBUHBI pa6OTLI. Ha Bce BOIIPOCHI 5-6
AaHbl YIOBJICTBOPUTCIIBHBIC OTBCTBI, HO MMCIOTCA OIPCACICHHBIC HCAOYCTHI.
Hcnonb3oBan Ol"paHI/I‘{CHHHﬁ AUalia3od rpaMMaTUKH W aKTHBHOI'O CJIOBaps,
HCIIOJIB3YEMOI'0 ¢ HCKOTOPBIMHU OHII/I6K3.MI/I, HO 3TO HC MCIIACT ITIOHMMAaHUIO.
OTBeTHI HEAOCTATOYHO apryMCHTHPOBAHLI U CTPYKTYPHUPOBAHEI C
HCIIOJIb30BAHUEM OI'PAHUYCHHOT'O KOJIMYCCTBA CBA3YIOIINX 3JICMCHTOB.

Ha Bce BOIIPOCHI JaHbl OTBETHI, HO UMCKOTCS CYIICCTBCHHBIC OIIIMOKHU B 3-4
HCIIOJIb30OBAHHUU TI'PaMMAaTUKM W AKTUBHOI'0 CJIOBapsd, HO 3TO HE MCHIACT
nounManuio. OTBETHI CTPYKTYPHUPOBAHBI HEAOCTATOYHO YCTKO. I/ICHOJ'IBSYCTCH
OI‘paHI/I‘IGHHI)II\/JI JAWaria3oH rpaMMaTHKU U CJI0Baps C YaCTbIMU omnOKaMu.

[IpaBuibHO BbIMONHEHO He Oonee 20 % Bcex 3amanuid. [IpaBunbHbIE 2-3
OTBETHl JaHbl HE Ha BCE BOIPOCHI, NMPHUYEM MMEIOTCS TpyOble OIIMOKU B
rpaMMaTHYE€CKOM M JIEKCHUECKOM O(OpPMIIEHUH BbICKa3bIBaHUM. OTBETHI IJI0XO
CTPYKTYPUPOBAHBI.

[TpaBunbsHO BhITIONTHEHO HE Oosee 10 % Bcex 3amanuii. JlaHbl OTBETHI HA 1
OTJIeNbHBIE BOMPOCHL. JIOMyIIeHbI 3HAYUTENbHBIE OIIMOKKM B TpaMMaTHKE W
nekcuke. TeKCT oTBeTa He CTPYKTYPHPOBaH.

OTBeTh! HEBEPHBIE WIIK OTCYTCTBYIOT. 0

TecToBBIC 3a1aHNA
[Tpumep 3amanuii 1y1st TECTOBOTO KOHTPOJISI YPOBHSI YCBOGHHUS Y4€OHOTO MaTepurasa

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)1l

3 Itis not a good idea to include: colloquial expressions, ..... or jargon.
a) contractions b) grammar C) punctuation



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 HITEMITENH)

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 METOIUKH OUCHUBAHUSA IIPU TECTOBOM KOHTPOJIE:

Ha omenky cremeHu cQOpMUPOBAHHOCTH 3HAHHEBOW KOMIIOHEHTHI KOMIIETEHIIMU MpPU
PYOEKHOM KOHTpOJIE OTBOIUTCS He MeHee 10 BompocoB TecTa. YNCIo MpaBUIIbHBIX OTBETOB TECTA OT
45 1o 59% cooTBeTCTBYET HaYaIbHOMY (IIOPOTOBOMY) YPOBHIO OBJIJCHUS KOMIIETEeHIIMEH, oT 60 /10
80 % - 6azoBomy ypoBHiO, or 81 mo 100 % - moOBBbIIEHHOMY (TIPOJBUHYTOMY) YPOBHIO
c(OPMUPOBAHHOCTH KOMITETCHITHH.

Kpurtepun onenkmn:

[TporieHT MpaBUIIBHBIX KonnuecTBo 6amios
OTBECTOB

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

0

OoO|O1|OoO|N(C0O (K

[TporieHT MpaBHIBLHBIX OTBETOB KomnuectBo 0auios
80-100 % OTJIUYHO
60-79% XOpOIIO
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50-59% YIOBIIETBOPUTEITHHO

meHnee 50% HEYJOBJIECTBOPUTEIIHHO

IIpumep 3axaHus 1J1s1 KOHTPOJIA YCTHOM peuH (YCTHBIH OTBET):
Tembl 17151 YCTHOTO OTBETA:

=

[ToaroroBbTe cOOOIIEHNE HA TEMY: OCOOEHHOCTH J1€J10BOM nepenucku B Poccun

2. CpaBHHTE OCOOCHHOCTH J1eJ0BOM nepenucku B Poccun u B O0beIMHEHHOM KOPOJIEBCTBE

nnu B CIIA.

3. KakoBbl 0COOCHHOCTH HAIMCAHMS PE3IOME B Pa3HBIX CTpaHax (MOKHO BBIOpATh JTHO0YIO

CTpaHy W/WIIM IPOBECTHU cpaBHEeHUE ¢ Poccueit)

Kpurepun oueHuBanusi yCTHOM peun (YCTHOIO OTBETA)

Kpurepun

0aJ1IIBI

CB00o/1HOE Bia/IeHNE N3YUYEeHHBIM MAaTEPUAIOM B MPEII0KEHHOM
cutyauuu. ConepkaHue BbICKa3bIBaHUsI COOTBETCTBYET CUTYaLlUH
obmienus. PeyeBast akTHBHOCTB CTY/IEHTa OUY€Hb BHICOKAS, OTBET
OTJIMYAETCs JIOTUYHOCTHIO, CBA3HOCTBIO, TIOJHOTO,
II0CJIEI0BATENBHOCTBIO U O€riocThio. BrickasbiBaHue
MOJUTEMAaTUYECKOr0 XapakTepa, XOpOoIIo apryMEeHTHPOBAHO, BEIpAKaeT
CBOIO TOYKY 3peHusi. Temn peun BbicOkHui. OTCyTCTBHE OIIMOOK
S3BIKOBOIO XapakTepa.

JlocTaTouHOE BiIaJICHUE U3YUYEHHBIM MaTE€pPUaIoM B
npennoxkeHHon cutyauuu. CozpeprkaHue BbICKAa3bIBaHUS B LIEJIOM
COOTBETCTBYET CUTYaLlMU OOIEHHs, OTIMYACTCS JOCTATOUHOM
CBSI3HOCTBIO, IIOJIHOTOM U OETJIOCTBIO, XOPOILIO apTyMEHTHPOBAHO,
BbIpa)kaeTcsi coOCTBeHHOE MHeHue. Peub pa3HooOpa3Ha, nonyckaercs 3-4
SI3BIKOBBIE OLTMOKH, HCIIPABIISIEMbIE HA OCHOBE CAMOKOPPEKIINU.

ITosHOE BOCIIpOM3BENEHNE 3ayYE€HHOM TeMbI. Peub ympomieHHas.
[Tonnmanue s3bika orpaHuueHo. OTBET COJEPKUT 3HAYUTEIBLHOE
KOJINYECTBO JICKCUUECKUX/TPaMMaTHUECKIX/(DOHETHUECKUX OIINOOK,
3HAYUTEJIHHO BIMSIOMIMX HA aJIEKBATHOCTh O(OPMIICHHS PEUH.

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

OTCYTCTBI/IC OTBCTA HUJIK OTKa3 OT HETO.

IIpuMepbI NPAKTHYECKUX 3aIaHUM

Umenue u nepeeoo mexkcma Ha UHOCMPAHHOM A3bIKe no meme mooyaa (0ovem 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. the inside 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 N 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
seqguence 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 BL48TF

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

unabbreviated form) this 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

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

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

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

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

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

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

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

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

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

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

KpnTeplm OICHKH BBINIOJTHCHUS YTCHHUSA U IIEPEBOIa TEKCTa:

Kpurepun baJyibl
I1pu umeHnuu peyb BOCIPUHUMACTCS JIETKO: HEOOOCHOBAHHBIE TTAY3bI 5
OTCYTCTBYIOT; ()pa30BO€ ylapeHHE U UHTOHAIIMOHHBIE KOHTYPHI,
MIPOU3HOIICHHE CIIOB MPAKTHYECKH 0€3 HApYIIECHUH HOPMBI; TOITYCKAaeTCs He
6oree 2-x (POHETUUYECKUX OIIHOOK.

Ilepe6oo nonubiil. OTCYTCTBUE CMBICIIOBBIX U TEPMUHOJIOTUYECKHUX
ucKaxeHui. TBopueckuii MoaX0 U aOCOIIOTHAS TOYHOCTD Mepeadn
COJIepKaHUs M XapaKTEPHBIX 0COOCHHOCTEH CTHJIS TIEPEBOMIMOTO TEKCTa.
IIpu umenuu peyb BOCIPUHUMAETCS I0CTATOYHO JIETKO, OJTHAKO 4
MPHUCYTCTBYIOT HEOOOCHOBAHHBIE TIAY3bI; (ppa3oBoe yaapeHue u
MHTOHAIIMOHHBIE KOHTYPBI MPAKTUYECKU 0€3 HapyIIEeHU HOPMBI;
JomycKaeTcs oT 3 10 5 POHETHYECKUX OTMOOK, B TOM yucie 1-2 omuoku,
HCKa)KAIOLIHE CMBICIL.

Ilepesoo nonubii. CobtoaeTcst TOUHOCTD MEPEAAYu COJACPKAHUS.
OTCyTCTBYIOT CMBICIIOBBIE HCKaXEHUs. JomycKaroTcst HEKOTOpbIe
TEPMUHOJIOTHYECKNE HETOYHOCTH U HE3HAUUTEIbHbIC HAPYIICHUS
XapaKTepHBIX OCOOCHHOCTEHN MEePeBOMMOr0 TEKCTa.

I1pu umenuu pedb BOCIPUHUMACTCS JIOCTATOYHO JIETKO, OJTHAKO 3
MPUCYTCTBYIOT HEOOOCHOBAHHBIE NAY3bl; €CTh OMIMOKU B ()pa30OBBIX
YAApEHMSIX U HHTOHAIMOHHBIX KOHTYpax; AOIyCKaeTcs oT 5 10 7
(oHeTHUECKUX OIMOOK, B TOM YHCIe 3 OMIMOKH, HCKAXKAIOIIUE CMBICT
Ilepesoo He coBceM NOMHBIA. OTCYTCTBYIOT CMBICIIOBBIE HCKAKEHUSI.
JlonmyckaroTcsi He3HaUYUTeIbHbIE TEPMUHOJIOTHYECKHE UCKakeH!s. VIMeroT
MECTO HETOYHOCTH B IIepeaue CoeprKaHus TEKCTa.

Ilpu umenuu peyb HEe BOCIIPUHUMAETCS U3-32 HEOOOCHOBAHHBIX M1aYy3; 2
HETPaBUIIBHBIX (PPa30BBIX YAAPCHUN U NCKAKCHHBIX MHTOHAIIMOHHBIX
KOHTYPOB, JOIyIIEHO 8 1 Oosiee POHETUYECKUX OLIHOOK.
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Ilepesoo nenonusblil. JlomyckaroTcs rpyOble TEpPMHHOJIOTUYECKHE
nckaxxeHusi. Hapymaercst mpaBuibHOCTb Mepeadul COAEPKaHMS
MIEPEBOIUMOTO TEKCTA.

Otka3 ot urenus. OTKa3 OT epeBoja TEKCTa. 1
[Tonnmanue OTAEIBHBIX MPEAJIOKEHNUN, HE HECYILIUX OCHOBHYIO
nHpopmanuto. OTBeT He 1o cymniecTBy. OTKa3 OT mepeckasa.

Ilepeckas (pepepuposanue) mexkcma Ha UHOCMPAHHOM A3bIKE RO meme M0ooYaa (00vem 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 memao. 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.
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State which staff will be All production staff, supervisors, and factory managers will be
affected. involved

Once you have mentioned | Please see your supervisor or department manager to find out
how and when staff will be | which shift you will be working on for the first month. Another
affected by an event or memo will be circulated next week, explaining a bonus scheme
change, where it will which will be 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 oueHku BbINOJIHEHU nepeckasa (pedeprupoBaHus) TeKCTa:

Kpurepun BaJbl

IIpu nepeckase (pegepuposanuu) N3BJICUEHUE U3 TEKCTa OCHOBHOMN 5
nHpopmanuu co creneHbro 100% MmoaHOTH U TOYHOCTH TOHUMAaHUS.
OtcytcTBUe U30bITOUHOM HH(pOpMaIK. BeIcKa3bIBaHHE CBOETO OTHOLICHUS
K mpobiieme, 0003HAYEHHOW B MpeioKeHHOM TekcTe. Coaepikanue
BBICKa3bIBaHUS COOTBETCTBYET TEME, OTIMUYACTCSA CIOHTAHHOCTBIO U
apryMEHTHPOBAaHHOCTHIO. Peub mpaBMIIbHAS, OTCYTCTBYIOT OIINOKH
S3BIKOBOTO XapakTepa.

Ilpu nepeckasze (pegpepuposarnuu) N3BJIeUEHNE U3 TEKCTAa OCHOBHOM 4
nH(OPMAIIUY CO CTENEHBIO TOTHOTHI MOHUMAaHUS B npeaenax 70—75%.
OtcyrcTBUE BTOpOocTeneHHoi nudopmanuu. Hecobmonenue
JIOTHYECKOW/XPOHOIOTUYECKOM CBSI3U (PAKTOB M COOBITUI MPHU U3JI0KEHUH
coziepkanus Tekcta. [lomyckaercs n36pITouHOCTh HHPOpManu. PeyeBas
aKTUBHOCTh CTYJI€HTa JOCTaTOYHO BBICOKAs, IOMYCKAIOTCS S3bIKOBBIE
OIHOKH.

IIpu nepeckase (pegepuposanuu) n3BIeUEeHNE U3 TEKCTa OCHOBHOU 3
WH(OPMAIINY CO CTETIEHBIO IMTOJIHOTHI MOHUMaHUs B mipenenax 60—70%.
OcHoBHas mH(pOpMaLUs OTJENICHa OT BTOpocTeneHHoi. MimeeT mecto
HEYMEHHUE CrPYIIHUPOBATh HHPOPMAIIHIO TI0 OMPEICICHHBIM TPU3HAKAM.
PedeBast akTUBHOCTB CTy/IeHTa HeBbICOKast. OTBETHI Ha BOIPOCHI
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IpernoaaBaTessi OCO3HaHHBIE. [l0MyCKaroTCs IEKCHYECKHE U
rpaMMaTH4YeCKUe OUTHOKH.

IIpu nepeckase (peghepuposaruiu) MOITHOTA HTOHUMAHHS TEKCTa B ITpeeIax
50%. HeymeHue npoBecTH CEIEKTUBHBIN 0TOOp MH(MOpMAIIHH,
nepepadoTaTh U JIOTHYHO M3JIOKUTE ee. [Ipu nepenade copepkanus TeKcTa
JIOMTyCKAeTCsl BTOPOCTENEHHAsA U n30bITouHas nHpopmarus. imeer mecto
HE COBCEM TOYHOE IMOHUMAHUE TEKCTa, OTIEIbHBIC (DAaKThI MCKAXKECHBI.
PeueBasi akTHBHOCTB CTyZIEHTA HEBBICOKasl. FiMeeT MecTo HeITOHUMaHUe
HEKOTOPBIX BOIIPOCOB IperogaBaresis. Jlomyckaercs 3HaYUTeIbHOE
KOJINYECTBO ITPAMMATHUYECKHX, JIGKCHYECKUX U (DOHETHYECKUX OIINOOK.

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

Iloozomoeump ycmuoe cooduieHue (npezenmauuio) no meme Mooy ¢ UCHONb308aAHUEM

aKmuenozo cinosapa mooyias (10 -15 npeonoscenuii)
TeMmbl coo0meHmit (Mpe3eHTaIMiA)

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)

Kpurepun oneHKH BHINOJHEHUS COO0IIEHNH (TIpe3eHTanmii)

Kpurepuu

OaJIBI

Beicka3bpIBaHuE CBSI3HOE M JIOTMUYECKU MOCIIEA0BaTENbHOE. Jlnana3ox
HCTOJIb3YEMBIX SI3BIKOBBIX CPEJICTB IOCTaTOYHO IIHUPOK. YTIOTpebIeHne
SI3BIKOBBIX U PEUEBBIX CPEJICTB aOCOIOTHO aIeKBAaTHOE. SI3bIKOBBIE
CpezAcTBa ynoTpeOseHbl IPaBUIBHO B COOTBETCTBUH € JIEKCHKO-
rpaMMaTH4eCKMMH HOPMaMHU M3Y4aeMoro si3blka. Marepuai uznaraercs
IIOCJIEZI0BATENBHO C TOYKU 3PEHMS JIOTUKH IIPEAMETA U HOPM
JUTEPATypHOrO si3blka. OMMOKY, HapyHIAIOIHe KOMMYHHUKAIUIO,
OTCYTCTBYIOT WJIM HE3HAUUTENbHBI. Peub nocTaTouHo Oernas.
[IpousHouienue npaBuiibHOE. [IpuCyTCTBYET yMEHHUE /1e1aTh aHaIN3,
BBIBOJIb M 0000111eHHs. JJOCTUTHYTO CMBICIIOBOE €IMHCTBO TEKCTA.

5

B 1miesioM BeICKa3bIBaHUE CBSI3aHHOE U TTOCIIe0BaTebHOe. Mconb3yerces
JIOBOJIBHO OOJBIION 00BEM S3BIKOBBIX CPEJICTB, JOCTATOYHO YBEPEHHOE
BIIQJICHHE JICKCUKO-TPAMMATHYECKUMU CPEJICTBAMHU U3ydaeMOro sSi3bIKa
MIPY HE3HAYMTENBHOM oMoty npenoaasarens. OIHAKO IPUCYTCTBYIOT
OTJICTbHBIE ONTMOKH, HAPYIIAOIIHEe KOMMYHHKAITUIO, SI3BIKOBYIO
MPaBIIBHOCTbH, OerNocTh. TeMIr peun HECKOJIBKO 3aMeIJICH.
[Tpon3HOIICHHE HE YHCTOE, CTPATAIONICE AKIICHTOM TI0]T BIUSHHEM
ponHoro si3eika. Jlomyctumoe Hanuuue ommook — 3-4.

JlnamnasoH sS3BIKOBBIX CPEICTB OrpaHudeH (y30k). Hanmane yacTeix mays,
3aTPYyIHSIONIMX KOMMYHHKaIuio. Temn peun 3ameieH. OobeM
BBICKa3bIBaHUS HE JOCTHTacT HOpMBI. Hajmuue s3pIK0BBIX OIIHO0K (6-7),
3aTPYAHSIONMX TOHUMAaHUE CKa3aHHOTO WJIM HUCKaXKAIOIIUX CMBICI.
Hapymmaercs nocnenoBareabHOCTh BHICKA3bIBAHUS.
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Bricka3biBaHME HE COOTBETCTBYET TPEOOBAHUSM 10 OOBEMY 2
(nebonbinoe). Habmogaercs y30cTh BOKaOyspa (CioBapb KpaiiHe
O€/ieH), HaJTMYMe MHOTOUYHCIICHHBIX TPYOBIX OMMOOK (KaK S3BIKOBBIX, TaK
1 (POHETUUYECKUX ) U YACTBIX Tay3, MEIIAIOIINX KOMMYHUKAIIUA U
3aTpyAHSIONIMX TOHUMaHKE BhICKa3bIiBaHMsl. HaOmromarores 3aTpyiHeHHS
B IIOCTPOCHHUHU BBICKAa3bIBAaHHS U OTBETAX Ha BOIPOCHI MPETIOAABATEIS.
KommyHMKaTHBHAS 33]1a4a HE BHITOJIHEHA.

OueHb cnalble 3HaHMSI IPOrPAMMHOI'0 MaTepuaia Ui OTCyTCTBHE 1
3HAHUU HE MO3BOJISIOT CTYACHTY OOPMUTH BHICKA3bIBAHUE B CBA3HBIN
peUYeBOM OTPE30K, peueBas 3ajaya He pemeHa. MHOro4nciIeHHbIE
JIEKCUYECKUE U TPaMMaTUYECKUE OIIMOKHN HE MO3BOJIAIOT CTYICHTY
JIOHECTH CBOIO MBICTB J10 ayauTopun. Habmonaercs HenoHumManue
BOIIPOCOB MPENO/IaBaTelsl, HEyMEHHE OCYIIECTBUTH 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

ook wdE

Kpurepun oneHKH NUCbMEHHBIX padoT

(pa3.]'ll/[‘-ll-ll)le BHU/bI J€JIOBBIX MIMCEM, ICCE, IPOCKTHLIC paﬁoTbl, B T.4. B prHHaX)

KomMyHuKaTHBHAs 3a1a4a pelieHa, coOI0eHbl OCHOBHbIE IIpaBHiIa 0(pOpMIICHUS TEKCTA, OUYEHb
HE3HAYHUTENIbHOE KOJINYeCTBO OpdorpadguiecKux U JIEKCUKO-TPAMMAaTHIECKUX MOTPEITHOCTEH.
JlormuHoe u nmocnenoBaTeIbHOE H3TI0KEHNE MaTepraa ¢ JIelleHHeM TeKCTa Ha ab3arsl. [IpaBuisHOe
UCIIOJIb30BAaHHE PA3JIMYHBIX CPEICTB Mepeiauu JIOTHIECKOW CBSI3H MEX/1y OTAEIbHBIMHU YaCTsIMU
TEKCTa. YUaIuics moKa3ail 3HaHUe OOJIBIIOro 3amaca JeKCHKH 1 YCIEITHO UCTIOIB30BaIl €€ C yIeTOM
HOPM MHOCTpaHHOTO si3bIKa. [IpakTndeckn Het ommbok. CobogaeTcs MpaBIIIBbHBIN MOPSIOK CIIOB.
[Tpu ucions30BaHNM 60JI€€ CIOKHBIX KOHCTPYKIIHH TOITYCTUMO HEOOIIBIIOE KOJMYECTBO OMIMOOK,
KOTOpbIe HE HApYIIAIOT MOHUMaHue TekcTta. [loutu HeT opdorpaduyueckux ommbok. Cobmrogaercs
JIeJICHUE TeKCTa Ha Npeyioxkenust. MMeromuecs HETOYHOCTH He MEIIAI0T HOHUMAHHMIO TEKCTa.

OrneHka «5»

KomMmyHuKaTHBHAs 3aa4a peleHa, HO JIEKCUKO-IPaMMaTUYECKHE OIPEIIHOCTH, B TOM YUCIIE
BBIXOAAIINX 32 0A30BbIH YPOBEHB, IPEMSTCTBYIOT MOHUMAHUIO. MBICIH H3JI0’KEHBI B OCHOBHOM
JIOTMYHO. J{0MyCTHMBI OTAENBHBIE HEOCTATKU IIPH AEJIEHUH TeKCTa Ha a03albl ¥ PU HCIIOJIb30BAHUH
CPEZCTB Nepeiaui JIOTHYECKOH CBI3M MEXAY OTJEIbHBIMHU YacTsIMH TeKCTa WK B (hopmare micbMa.
VYuamuiicst ICIIOIB30BaJl JOCTATOYHBINH 00bEM JIEKCHUKH, AOITyCKasl OT/AENbHbIE HETOYHOCTH B
yIOTpeOJICHNH CIIOB WIIM OIPaHUYEHHBIN 3ar1ac cJI10B, HO 3()()eKTHBHO U MPAaBUIBHO, C YIETOM HOPM
HMHOCTPAHHOTO s13bIKa. B paboTe nmeeTcs paa rpaMMaTHYECKUX OMIHOOK, HE MPETATCTBYONIIX
MTOHUMAHMIO TEKCTa. J{OIMyCTHMO HECKOIBKO ophorpaduaecKix OoMmmOOoK, KOTOPhIE HE 3aTPYIHSIOT
IIOHMMAaHHE TEKCTA.

OrneHka «4»
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KoMmMyHuKaTHBHAs 331a4a pelIeHa, HO S3bIKOBBIE TOTPEITHOCTH, B TOM YHCIIE IPH NPUMEHEHUT
SI3BIKOBBIX CPEACTB, COCTABILIIONINX 0a30BbIi YPOBEHbD, MIPEMATCTBYIOT HOHIMAaHHIO TEKCTa. MbIcn He
BCET/Ia M3JIOKCHBI JIOTHYHO. JlesleHue TeKcTa Ha ab3albl HeJOCTAaTOYHO MOCJIEI0BATENHHO HIIH BOOOIIE
orcyTcTByeT. OMMOKN B HCIIOJIB30BAHUH CPEJICTB MEPEady JIOTHIECKON CBA3H MEXILy OTACTbHBIMHU
gacTsAMH TekcTa. MHOTO 0mmOoK B (hopMaTe rchMa. Y JaIuiAcs NCIIOIF30BaN OTPaHUYEHHBIH 3armac
CJIOB, HE BCeTa COO01asi HOpMBI HHOCTPAHHOTO sI3bIKa. B paboTe mrbo gacTo BcTpedaroTces
rpaMMaTHIECKUE OLUTMOKH JIEMEHTAPHOTO YPOBHSL, JINOO OMIMOKM HEMHOTOYHCIICHHBI, HO TaK
CEepBE3HBI, YTO 3aTPYAHSAIOT IOHUMaHHe TeKcTa. MIMeroTes: MHOTHE OImnOKH, opdorpaduyeckue u
ITYHKTYallMOHHBIE, HEKOTOPBIE M3 HUX MOTYT IPHBOJIUTH K HEOHMMAHHIO TEKCTa.

Ornenka «3»

KommyHukaTuBHas 3a7a4a He pemieHa. OTCYTCTBYET JOTMKa B IOCTPOSHUU BbICKa3bIBaHUs. He
HCTIONB3YIOTCS CPEeICTBA NepeJauu IOTHUYECKOH CBA3U MEXAY YacTsMU TekcTa. dopMaT nuchbma He
coOuoiaeTes. Yualuiicss He CMOT TIPaBHIIBHO MCIIOIb30BaTh CBOM JIEKCHUECKHH 3arac Jyis
BBIPa)KEHUS CBOMX MBICIIEH MM He 00J1a1aeT He0OX0AUMBIM 3aIlacoM CJIOB. [ pamMmariyeckre
npaBuiia He cobumoaatores. [IpaBuna opdorpaduu 1 myHKTYaluuu He coOMI0IaI0TCSL.

O1eHKa «2»

OTKa3 OT BBIIIOJIHEHUS PabOTHI

4.3 PeliTHHI-ILIAH TUCHUILINHBI

PeliTunr-nnans! AUCUUILIMHBI IpeacTaBieHbl B [Ipunoxenun Nel

5. YueOHO-MeTOAUYECKOe U HHPOPMANIHOHHOE O0ecTieyeHne TN CUMILTUHBI

5.1. IlepeyeHb OCHOBHOM M ONOJHUTEJbHON Y4eOHOM JINTEPaTyPbl, HEO0X0AMMOI

AJIF OCBOCHUSA JUCHUIIJIMHBI

OcHoBHas JiuTepaTypa:

1. Axrnuiickuil S3bIK: METOAUYECKHE yKa3aHus 1o nqucuuruinHe "Crenkypc Ha ”HOCTPaHHOM
a3bike-3" "JlenoBas koppecnonaeHuus" i 6akanaBpoB 1 rona o6yuenus / baml'Y; cocr.

C. B. I'youx. — Ya: PUL[ baml'VY.

Y. 1 [DnextponHslit pecypc], 2012. — DnexTpoH. Bepcus ned. myonaukanuu. — JJoctyn

BO3MOYKEH 4epe3 DIeKTpoHHY0 Oubmnoreky bamly. —

<URL:https://elib.bashedu.ru/dl/corp/GubikMet.UkPoDelovoiKorresp.2012.pdf>.
AHTTIUUCKUN SI3BIK [ DNEKTpOHHBINA pecypc]. U.2: MeToauyeckue yKa3aHus st 0akaiaBpoB
2 roga 0OyueHHs! 5KOHOMUYECKUX HampaBieHui / bamkupckuii rocyjapcTBeHbIi
yauBepcuteT; cocT. C.B. I'youk. — Ya: PUL baml'V, 2013. — DnexTpoH. Bepcus meu.
nyonukanuu. — JlocTyn Bo3MOKeH 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 mocooue / E.H. Epmonaesa, E.B. I1IBenoBa ;
MunucrepctBo 0oOpa3oBanus U Hayku PD, KemepoBckuii rocy1apcTBEeHHbIH YHUBEPCUTET,
Kadenpa anrnuiickoit ¢punonorun. - Kemeposo : KemepoBckuii rocyiapcTBeHHbIN
yHuBepcureT, 2015. - 212 c. : un. - bubnuorp. B kH. - ISBN 978-5-8353-1782-0 ; To xe
[DnexTponHbIit pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=481504

JlonoTHUTe/IbHAS JINTEpaTypa:
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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

MIII'Y, 2016; To xe [Dnexrponnsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book red&id=472847

4. TycnsxoBa A. B. Business English in the New Millennium: yge6Hoe moco6ue - Mockaa:

EBcrokoBa, T.B. AHIIMICKUH S3BIK: 1JIT SKOHOMUYECKUX CIEIUATBLHOCTEH | YICOHUK /
T.B. EsctokoBa, C.U. JlokTesa. - 4-¢ uzn., crep. - Mocksa : U3narensctBo «Dnunrtay, 2017.
- 357 c. - ISBN 978-5-9765-0115-7 ; To xe [DnexkTpoHHBIN pecypc]. -

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

[nsaxoBa, B.A. AHIIMICKUH S3BIK JJ1s1 SKOHOMUCTOB : yueOHuk / B.A. I1lnsaxoBa,
O.H. I'epacuna, FO.A. I'epacuna. - Mocksa : M3aarenscko-Toprosas kopropauus «/lamkos
u K°», 2016. - 296 c. : Tabm. - (YueOHble n3manus s OakaaaBpoB). - bubauorp. B kH. -

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

5.2 Ilepeuens pecypcoB HHGPOPMAIHOHHO-TETeKOMMYHUKANIMOHHOH ceTn « UHTepHET» U
NMPOrpaMMHOI0 ofecrneyeHusl, HeOOXOAMMBIX /IJIsl 0CBOEHHS THCIUIIUHBI

HaumenoBanue HTepHEeT-pecypca

Ccbuika (URL) Ha
HHTepHeT pecypc

DNIEKTPOHHBIN yueOHbIN Kypc « IHOCTpaHHBIN S3bIK AJIS

http://sdo.bashedu.ru/cour

1. MPO(HEeCCHOHATBHBIX TICIICH se/view.php?id=1711
2.  [DnekTpoHHBII yueOHBIH Kypc «THOCTpaHHBIN SI3BIK http://sdo.bashedu.ru/cour
(aHTTUACKUIT )» se/view.php?id=712
DJIEKTPOHHO-0MOIHOTEUHAs cucTeMa «DJIEKTPOHHBIN ynuTanbHbIH [Nttps://bashedu.bibliotech.
3. Bam» ru/Account/LogOn
DNIEKTPOHHAsT OMOIMOTEYHAS CUCTEMA «Y HUBEPCHTETCKAS http://www.biblioclub.ru/
4.  |bubnmoteka online»
5.  [Hayunas snextponHast 6ubarorteka eLibrary.ru http://elibrary.ru/defaultx.
asp
6. [27eKTpoHHO-OMOIMOTEUHAas cUCcTeMa U3aTenbcTBa «JIaHb» http://e.lanbook.com/
7.  [DnexTpoHHbIH Katanor bubnuoreku bamly http://www.bashlib.ru/cat
alogi.
8.  |ApXuBBI Hay4HBIX )KypHaoB Ha miarpopme HOMKOH https://archive.neicon.ru/x
(Cambridge University Press, SAGE Publications, Oxford mlui/
University Press)
9. |M3marennscTBO «Annual Reviewsy https://www.annualreview
s.org/
10. [U3marenbctBO «Taylor&Francisy https://www.tandfonline.c
om/
11. |ba3a maHHBIX MEPHOAMYECKUX M3naHui Ha miatdopme EastView: |hitps://dlib.eastview.com/
«BecTHuKH MOCKOBCKOTO YHUBEpCUTETay, «M3nanus mo
0OIIECTBEHHBIM U TYMAaHUTAPHBIM HAYKaM)
12. HudopmanmonHas cucrema «EquHoe OKHO TOCTyTa K http://window.edu.ru
00pa30BaTEILHBIM PECypcamM)
13. [PecypcHblii caliT n3gaTenbcTBa «MaKMHUIITaH www.macmillan.ru
14. [DnektpoHHBIH croBaph “MynbTHTpan” Www.multitran.ru
15. [TonkoBelii ciioBapk aHruiickoro si3eika Oxford English http://oxforddictionaries.c

Dictionary

om
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paboThI

16. |Free English video lessons. Bugeoypoku ajist caMOCTOSITEIBbHOMN

www.engvid.com

(aHTTTUHCKHI SI3BIK)

17. |TED. Buaeoneknuu v BBICTYIUUICHUS U3BECTHBIX YUCHBIX U
MpernoaaBaTesieil o pa3HbIM MPodIeMaM COBPEMEHHOCTH

www.ted.com

18. |[PecypcHBbIii caliT AJis U3YYCHHUS JEIIOBOTO AHTJIHICKOTO SI3BIKA.

www.BusinessEnglishRes
ources.com

19. |Caift mist U3Y4arOIIUX AHTITHHUCKUH SI3BIK

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/

skills.

21. |500 lessons covering essential Business English language and

http://businessenglishpodc
ast.com

1. Windows 8 Russian. Windows Professional 8 Russian Upgrade JloroBop Nel04 ot
17.06.2013 r. JIuuen3uu 6eccpoyHbIE.
2. Microsoft Office Standard 2013 Russian. /ToroBop Nel14 ot 12.11.2014 r. JIunen3uun

OeccpoUHbIe.

3. Windows 8 Russian. Windows Professional 8 Russian Upgrade. Torosop Ne 104 ot
17.06.2013 r. JIunien3uu 6GeccpodyHbIC
4. Cucrema neHTpanu3oBaHaoro tecrupopanus baml'y (Moodle)

6.MartepuajbHO-TeXHHYeCKasi 0a3a, He0OX0AUMAas JIsl OCYLIECTBJICHHS 00Pa30BaATEJIbHOI0
npouecca no AMCHUILINHE

HaunMmeHnoBaHue
CHEeNMATN3HPOBAHHBIX
ayJ1uTOPUii, KAOUHETOB,

Bun zangaruii

HaumenoBaHue 000py10BaHus,
NMPOrpaMMHOro obecrneyeHust

JabopaTopuii
Yueonas  aymuropus  anas | [Ipaktuueckue/cemunapckue | YueOHas Mebeb, JIOCKa,
NpoBeAeHust 3aHATHI | 3aHATHA MPOCKIMOHHBI  3KpaH, MPOEKTOP,
cemuHapckoro tuma: NeNe 101, IIEPCOHAJIbHBIE KOMITBIOTEPBI.
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 HEHTPATU30BAHHOTO
tectupoBanus baml'y (Moodle).

YuyeOnaa  ayquropus I
NpoBeJeHUs] TPYNNOBBIX U
HHIUBUAYAJIbHBIX

KoHcyJabTanuii: NoNe 101, 102,
103, 104, 105, 107, 108, 110, 207,
208, 209, 210, 311a, 3118

I'pynmossie u
WHANBHTyaJIbHBIC
KOHCYJIbTAIUI

YuebOHas MeOelb, JIOCKa,
MPOSKIIMOHHBIA  3KpaH, IMPOEKTOp,
[EPCOHAIbHBIE KOMITBIOTEPHI.

1.Windows 8 Russian. Windows
Professional 8 Russian Upgrade.
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2. Microsoft Office Standard 2013
Russian.

3. Cuctema LIEHTPAIN30BaHHOTO
tectupoBanus baml'y (Moodle).

YueOnasa  ayaurtopus s
TeKYIero KOHTPOJIs "
NPOMEKYTOUHOH aTTeCTALUM:
NeNe 101, 102, 103, 104, 105, 107,
108, 110, 207, 208, 209, 210,
311a,311B

Tekymuii  KOHTponb U
IPOMEKYTOYHAs aTTECTALIUS

VYuebnas Me0eb, JIOCKa,
MPOSKIMOHHBIA  3KpaH, IMPOEKTOp,
MIEPCOHANBHBIC KOMITBIOTEPHI.

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

2. Microsoft Office Standard 2013
Russian.

3. Cucrema LIEHTPAIU30BAHHOTO
tectiupoBanus baml'y (Moodle).

ITomemenus IS
CcaMoCTOSITeJIbHOM padoTbi: 302
YUTaTbHBIA 321 (TyMaHUTApPHBIHA

KOPITYC).

CamocTosTenpHas pa60Ta

VYuebHass Mebenb, IEPCOHANBHBIC
KoMIIbIOTEpHl B komiuiekte HP,
MOHOOJIOK, MePCOHATBHBIN

KOMITBIOTEP B KOMIUIEKTE MOHOOJIOK
iRU.

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

2. Microsoft Office Standard 2013
Russian.

Cucrema LEHTPATU30BaHHOTO
tectupoBanus baml'y (Moodle).
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IMpuioxenus

PediTuHr-1U1aH JUCIUILIUHEBI

Jles10Basi KOPpPeCTMOH/IEHIUSI HA HHOCTPAHHOM fI3bIKE
Hampasnenue: 38.03.01«9xonomukay, HanpaBnennocts (mpoduiip) «@UHAHCHI H KpeauT (¢

yl"JIyﬁJ]eHHbIM H3YyYCHUEM AHIJIMHCKOro ﬂ3BIKa)»

Kypc 3, cemectp 5

[Tpunoxxenue 1

. bamn 3a Yucno bamsl
Buabl yueOHOM NeATEJLHOCTH N
CTYACHTOB KOHKPETHOE Salatin 53 Munuma | Makcuman
3a/1aHHE ceMecTp I CHLL
Moayas 1
Texkymmii KOHTPOJIb 25
1. IIpakTrueckue 3aaaHus 5 5 25
Py0e:xHbIii KOHTPOJIb
1. IluceMeHHast KOHTPOJIbHAS 10 1 10
pabora
2. TecToBBIi KOHTPOJIb 10 1 10
3. YcrHas peub 5 1 5
Moayas 2 Customer satisfaction
Texkymmii KOHTPOJIb 25
1. IlpakTHyeckue 3a1aHust 5 5 25
Py0e:xHbIi KOHTPOJIb
1. IlnceMeHHast KOHTPOJIbHAS 10 1 10
paborta
2. TecToBBII KOHTPOJIB 10 1 10
3. YcTHas peub 5 1 5)
IMoompurenbHbIe 6AIIBI
1. BeinosHeHue T0KIa10B Ha 5 1 5
3aJIaHHYIO TEMY
2. [Ty6nukanus crarteit 5 1 5
IHocemaemocTb
ITocemaeMoCTh JIEKIUI
[TocemaemocTh MPAaKTUYECKUX 10
3aHATUN
HToroBslii KOHTPOJIb: 3aueT
UTOroO: 110
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PelfiTuHr-mian JUCHUILINHEL

JleJioBasi KOPPECIOH/IEHIMSI HA HHOCTPAHHOM fI3bIKe
Hanpasnenue: 38.03.01«dxonomukay», HanpasneHHOCTH (Ipoduiib) «PHHAHCHI M KPeauT (¢

YIJIy0JIeHHBIM H3YYeHHEeM aHTJIHICKOro A3bIKA))

Kypc 3, cemecTp 6

. bamn 3a Yucno bayner
Buabl yueOHO¥ /1esITeJIbHOCTH N
CTYEeHTOB KOHKPETHOE SWIAHIH 33 Munuma | Makcuman
3ajaHne ceMecTp [— CHLL
Moayas 1
Texkyuuii KOHTPOJIb 20
1. IIpakTHyeckue 3a1aHus 5 4 20
Py0e:kHblii KOHTPOJIb
1. ITucbMeHHast KOHTPOJIbHAS 10 1 10
paborta
2. YcrTHas peyb 5) 1 5)
Moayb 2
Texkyuuii KOHTPOJIb 20
1. IlpakTrueckue 3agaHus 5 4 20
Py0exHbI KOHTPOJIb
1. TecToBBIIl KOHTPOJB 10 1 10
2. YcTHas pedb 5 1 5
IHoompuresbHbIe 0AIBI
1. BeinoiHeHue JOKIJIa 0B Ha 5 1 5
3aJJaHHYIO TEMY
2. [Ty6nukanus crarteit 5 1 5
IHocemaemocTn
[TocemaemocThb ek
[TocemaeMocTh MPaKTUYECKUX 10
3aHSATHH
HToroBrlii KOHTPOJIb: JK3aMeH 30
HUTOI'O: 110
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