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1. Hepeqeﬂb IJIAHUPYEMBIX PE3yJabTaTOB Oﬁy‘leHI/Iﬂ nmo AUCHUIIIMHE, COOTHECCHHBIX C

IJIAHUPYEMBIMHU peE3yjJdbTaTaMU 0CBOCHUSA OﬁpaSOBaTeHLHOﬁ nmporpaMmmbl

B pesynbraTe ocBoeHuss 00pa30BaTeNbHOM MPOrPaMMBbl 00YJAIOIIUNACS JOHKCH OBIAIETh
CIIEYIOIMMHU pe3yabTaTaMU 00y4eHHUs 110 AUCHUIUINHE:

Pesynbratel 00ydeHus

dopmupyemas
KOMIETEHIIHS (C
yKa3aHUEeM KoJa)

IIpumeyanue

3HaHUs 3HaTh:

1. 1. OCHOBHYIO TEPMUHOJIOTHIO
0 MPOQIIIO MOATOTOBKH Ha
MHOCTPAaHHOM $I3bIKE;

2. OCHOBHI IEPEBOJIA;
JIEKCHYECKUE U TPaMMaTHYECKHE
crocoObl nepedpasupoBaHus U
aJlanTalliy TEKCTa TIPU TIEPEBO/IE
C MHOCTPAHHOI'O A3bIKA HA

OK-5 cnocobHOCTP K
KOMMYHUKAIIUU B YCTHOU U
nuchbMeHHOW (dopmax Ha
PYCCKOM ¥ HMHOCTPAaHHOM
S3bIKAaX IS pelIeHus
3aJ]a4 MEXKJIHYHOCTHOTO M
MEXKYIbTYPHOTO

B3aHMOJICHCTBHS

PYCCKUI.
3HaTh: IMK-19 ymeHue TOTOBHUTH
1. cTpareruu YTeHUS TEKCTOB HA | HAYYHO-TEXHUYICCKHE
WHOCTPAHHOM SI3BIKE: OTYETHI, MIPE3CHTAIINH,
03HAKOMUTEIHHOTO, HAyYHbIC MYOIUKAIMK TIO
MIPOCMOTPOBOTO, TIOUCKOBOTO, pe3yabTatam
M3yYaloliero; BBITIOJTHEHHBIX
2. OCHOBBI peepupoBaHus U UCCIIeJOBaHUI
AHHOTHPOBAHHUS
JUTEPaTypPHI 1O MPOPHUITIO
MOJITOTOBKH.

YMenust YMeTb: OK-5 cmocobGHOCT K

1. mpaBUJIbHO UCHOJIB30BATh
OCHOBHYIO TEPMUHOJIOTHIO T10
MPOQUITIO0 MOATOTOBKH.

2. TIOHUMAaTh H MNepeBOJAUTL Ha

PYCCKHI  SI3BIK cojJiep>KaHue
TEKCTOB 1o npoduiio
MOATOTOBKM HA HMHOCTPAaHHOM
SI3BIKE;

KOMMYHHKAIIMH B YCTHOU U
nuchbMeHHOM (dopmax Ha
PYCCKOM M HWHOCTPaHHOM
A3bIKaX A peUIeHHs
3a/1a4 MEXJIMYHOCTHOTO U
MEXKYIbTYPHOTO

B3aMMO/JICHCTBUS

1. OCyIeCTBIATH MOUCK
nH(OPMAILIUU U3 TEKCTOB
CIPaBOYHO-UH(OPMALIMOHHOTO
XapakTepa Ha HHOCTPAaHHOM
SI3BIKE;

2. CcOCTaBUTh HH(OPMAIMOHHBIH

0030p (moxnanm);
UHTEPIPETUPOBATh B YCTHOM
bopme COJIepIKaHUE
MUCHbMEHHOTO TEKCTa,

aHHOTHPOBAaTh U pedepupoBaTh

IIK-19 ymeHue roToBUTH
Hay4YHO-TEXHUYECKHE
OTYETHI, Ipe3eHTAallNH,
Hay4Hble NyOJUKAIMH IO
pe3ynbTaTam
BBITOJIHEHHBIX
UCCIIEI0BAHUIT




JATEPATypy MO
PO (GUITIO IOTOTOBKH.

Brnanenus Bnaners: OK-5 cmocobHOCT K
(HaBBIKH / 1. HaBBIKAMH YCTHOTO U KOMMYHUKAIIMU B YCTHOU U
OTIBIT MMMCBMEHHOTO TePEBO/Ia TEKCTOB | MUCBbMEHHOW (opMax Ha
JESITEIILHOCTH) | TIO MPOQIIIIO MOATOTOBKH C PYCCKOM ¥ HMHOCTpPaHHOM
WHOCTPAHHOTO SI3bIKA HAa PYCCKUU | sI3pIKaX  JUIsl  PEIICHHS
SI3BIK. 3a7a49 MEKJIMYHOCTHOTO H
MEXKYJIbTYPHOTO
B3aMMO/ICUCTBUS
1. HaBBIKaMH IOUCKa MMK-19 ymeHue TOTOBUTH

Heo0xoauMoi nHpOpMaIHK ¢

HAaYYHO-TCXHUYCCKUC

HCIIOJIb30BAHUEM OCHOBHBIX OTYCTHI, HpGSGHTaHI/H/I,
BUI0OB YTCHUS: HpOCMOTpOBOFO, Hay'—IHI)Ie ny6n1zn<au1/m 110
O03HAKOMHTEJILHOTO, TIOMCKOBOTO, | pe3yJibTaTaM
AHAJIUTHYECKOT' O, BBIITOJIHCHHBIX

2. HaBBIKAaMH aHaJInu3a HCCIIEN0BaHNN

nH(pOopMaLUK Ha THOCTPAaHHOM
A3BIKE Y CO3JAHMS YCTHBIX U
[IUCbMEHHBIX TEKCTOB Pa3HbIX
TUIIOB;

2. llesib 1 MeCTO JUCUMILIMHBI B CTPYKTYpe 00pa3oBaTeibHOIM NMPOrpaMMbl
Jucuunnuna OTHOCUTCSL K
BapUATUBHOW YaCTH.

JucuuniuHa nsyyaercs Ha 3 kypce B S 1 6 ceMecTpax Ha OYHOM OTIECJICHUU U Ha 3 u 4
Kypcax 3a04HOTO OOy4YeHHUSI.

Lenbto yueOHOU IUCHUIUIMHBI «JlemoBas KOPPECHOHACHIMS Ha WHOCTPAHHOM SI3BIKE)
saBisgeTcs (GOPMUPOBAHUE y CTYACHTOB 0a30BBIX (PYHIAMEHTAIbHBIX 3HAHUW MO WHOCTPAHHOMY
S3BIKY JJI1 OCYIIECTBIICHHUS JENOBOM KOPPECIOHAEHIIMM U MPAKTUYECKUX HAaBBIKOB, KOTOPHIE
MO3BOJISIT OCYILECTBJIATh YCTHOE U MHCbMEHHOE OOIIEHHWE HA WHOCTPAHHOM SI3BIKE B YCIOBHUSX
MEXKYJIbTYPHOTO B3aUMOACHCTBUSL.

Jlis OCBOEHMSI TUCIUIUIMHBI HEOOXOIUMBI KOMIIETEHIIUH, CHOPMHUPOBAHHBIE B paMKax
M3Y4YEHUs CIAEAYIOMUX AUCUUIUIMH: «ITHOCTpaHHBIN SI3bIK», «PYyCCKUI A3BIK U KYJIBTYpa peun».

Jucuunnuna «JlenoBas KOppECNOHACHIIMS HA WHOCTPAHHOM  A3BIKE»  SIBIISETCS
HE0OXO0IUMOM ISl YCTISUTHOTO MPOXO0KIEHUS PAKTUKHU M TOCYIapCTBEHHOM HTOTOBOM aTTeCTaIHH.

((IIGJ'IOB&H KOppECIIOHACHII Ha HWHOCTPAHHOM  SA3BIKC)

3. Coaep:kanue padodeil mporpaMmmbl (00beM THCHUILNIMHBI, THIBI U BHABI y4eOHBIX
3aHATHH, y4eOHO-MeToAuYecKoe ofecrnedeHne CaMOCTOSITeILHOI padoThl 00y4aroMXCs)



MHUHOBPHAYKU POCCUN

®I'BOY BO «BAIIKHUPCKUN I'OCYJIAPCTBEHHBI YHUBEPCUTET»

NHCTUTYT SKOHOMUKHU, PUHAHCOB 1 BUSHECA

COJIEP)KAHUE PABOYEHN ITPOI'PAMMBbBI

JUCHUITIIMHBI ILGJIOBBJI KOppCCIIOHACHII A HAa MHOCTPAHHOM $3bIKC

Ha 5 ceMmecTp
OYHOM (hOpMBI OOyIEHUS

Bua pa6orsl

O0beM TUCHUTIINHBI

O6mas TpynoemkocTs aucuuruinabl (3ET / qacoB) 2[72
Y4eOHbBIX YacOB Ha KOHTAKTHYIO pPadOTy C MPENoaaBaTeNIeM:

JICKIUI

MPAKTUIECKUX/ CEMUHAPCKUX 36

71a00paTOPHBIX

KCP 2
Npyrux (TpyHIoBas, HHIUBUyaIbHAS KOHCYJIBTAIINS U MHBIC BUIBI 0,2
y4eOHOMU JIeATeTLHOCTH, MPEAyCMAaTPUBAIOIINE pa00Ty 00YJIaIONTUXCS C
npenojasatesneM) (PKP)
Y4eOHBIX 4acOB Ha CAaMOCTOSATEIbHYI0 padboTy oOyJaromuxcs (CP) 35,8
Y4eOHBIX YacOB Ha MOJATOTOBKY K 2

sK3ameny/3auety/ auddepeHuporannomy 3adety (KoHTposs)

®dopma(b1) KOHTPOJIS:
3a4eT S5 cemecTp




Ne Tema u conepxanue dopma U3y4eHHs] MAaTEPUAIIOB: JIEKLIUH, OcHoBHas U 3ajanus 1o dopma TEeKyLero
/i NPAKTUYECKUE 3aHATHS, CEMUHAPCKUE 3aHATUA, JIOTIOJTHUTEIIbHAS CaMOCTOSITENIBHON KOHTPOJIA
1a00paToOpHBIE PadOTHI, CAMOCTOSTEIIbHAS JTeparypa, paboTe CTY/ICHTOB yCII€BaeMOCTHU
paboTta 1 TPyJI0EMKOCTH (B yacax) peKoMeHIyemast (KOJJIOKBHYMBI,
CTylleHTaM (HoMepa KOHTPOJIBHbBIE
U3 CIINCKA) paboThl,
HK HP/CEM HP CP KOMHI)IOTepHLIe
TECTHI U T.I1.)

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

1. | Layout of a business letter. 6 6 OcHoBHast YTeHue U 1epeBoj [IpoBepka BBINONHEHUS

3HAKOMCTBO C TIpaBHJIAMH muTeparypa: 1, TEKCTOB. BrlltosHeHNE NPAKTHYECKUX 3a1aHHH
COCTaBIICHUSI U OPOPMIICHUSI. ynpaxHeHnid. HarmucaTte
OtpaboTka  JIEKCHKH c MUCHMO UCTIONB3YS
OIHOBPEMEHHBIM MPOMEHHBIN MaTepuall.
MPHOOpPETEHUEM  HaBbIKAMH
JIeTI0BOM TEPENUCKH.
I'pammaTHKa: Numbers.
Dates. Belnonaenue
rpaMMaTHYECKUX 3aJaHui |
TECTOB.

2. | Memo. 3HAKOMCTBO c 6 6 OcHoBHas UreHue u mepeBos ITpoBepka

MpaBIWJIAMH COCTaBIICHHUS H muTeparypa: 1, TEKCTOB. BrimonHenne BBITIOJTHEHUS
o opmieHMS, JononHurenbHas ynpaxHeHuid. HarmucaTte MPaKTUYECKUX
CaMOCTOSITEIILHOE muTepatypa: 1 nucsMo Memo 3aJlaHuN
cocraBieHue. ['pammatnka: WCIIOJIb3Ys IPOUIEHHBII
Present  simple.  Present marepual.
Continuous. ~ Adverbs  of
frequency. Bremonaenne
rpaMMaTHYECKUX 3aJlaHUi |
TECTOB.

3. | Enquiries. 3nakomcTBO C 6 6 OcHoBHast YTeHue u IIepeBo]I ITpoBepKa BBINOIHEHHUS
NpaBWJIAMU COCTaBJIEHUSA U nuteparypa: 1, TEKCTOB. Brlnonuenue NPAKTHYECKUX 3a/laHUH
opopmiieHus.  YmpaxHeHHE HononaurensHas ynpaxxkHenuil. Hamucate
Ha OCMBICIICHUE nutepatypa: 1, 2, 3 MHCbMO — 3aIIpOC,




TEPMHUHOJIOTUYECKUX AaHTJIO-
PYCCKHX  COOTBETCTBHUM U
OCBOCHMU CII€HaJIbHBIX
KOHCTpyKImi. The  time.
Prepositions of time.
Brinonxnenue

rpaMMaTHU4eCKuX 3aJlaHuil U
TECTOB. AynupoBaHue
(oOmiee TOHMMAaHUE, TOUCK
ornpezereHHoi nHpopmauy,
CIIyIIAHUE C TIOCIEeTYIOIUM
O0CYXXJIEHUEM U aHAII30M).

HCIIOJIb3Ys ITPOUICHHBII
MaTrepual.

Moayas 2.

Offers.  Osuakomuenue c 5 OcHoBHas UteHne u epeBo IIpoBepka BBHIIOIHEHUS
IIpaBUIaMHA COCTaBJICHUA WU nmuteparypa: 1, TEKCTOB. BrIimonHeHne NPaKTHICCKUX 3a1aHNi
opopmienus. BrmomHenue JononuurenbHas ynpaxHenuil. Hanmcatp

TBOPYECKUX 3aJJaHHH, nmuteparypa: 1, 2 MMHCHMO —

CaMOCTOSITEIPHOE MIPENIOKCHAE,

COCTaBJICHHEC OTBETOB Ha WCITOJIB3YS TTPOUTEHHBII

TIPEITIOKCHHBIC MHACHbMa. MaTepHal.

I'pammatuka: Present Perfect,

Present Perfect Continuous.

Brinonxnenue

rpaMMaTHYCCKUX 3allaHud W

TECTOB.

Orders. CamocTosTensHoe 5 OcHoBHAas UteHne U TIepeBOT ITpoBepka BBIOTHEHHS
COCTaBJICHUE CITyKeOHBIX nuteparypa: 1, TEKCTOB. BrinmonHeHue NPAKTHYECKUX 3aJaHUH
Oymar " BBITIOTHEHUE JlononmHuTenpHas ynpaxHennit. Harmeatpb

JIEKCUYECKUX  YIPaKHEHUH. auTeparypa: 2, 3 MUChMO — 3aKa3,

AynmupoBaHue (obmree UCIIOB3Ys TPONICHHBII

TTOHUMAaHUE, TTOMCK MaTepuai

olpeneneHHol nHhopMaIuu,

CIIyIIAaHUE C TIOCIETYIOIINM

00CYX/ICHUEM 1 aHAIIN30M).

Expressions used in 5,8 OcHoBHast [ToBTOpeHue ITpoBepka BeINONHEHNUS
enquiries, offers, orders. muTepatypa: 1 PO ICHHOTO NPaKTHYCCKUX 3aaHHHI

Bremmonnenne  ynmpakHeHU

MaTcpualia

KonTponsnas pabora




Ha OCMBICJICHHE
TEPMHUHOJIOTUYECKUX aHIJIO-
PYCCKHX  COOTBETCTBHM U
OCBOEHUS CIIeUabHbIX
KOHCTpYKIMH. ['pammaruka:
sequences of tenses.

BCEI'O YACOB

36

35,8




MHUHOBPHAYKU POCCUN
OI'bOY BO «bAIIKMPCKUU I'OCYJAPCTBEHHbBIM YHUBEPCUTET»

NMHCTUTYT SKOHOMUKU, PUHAHCOB 1 BU3HECA
COJIEP)KAHUE PABOYEHN ITPOI'PAMMBbBI
JUCLUIIIMHEI J[e0Bas KOPPECIIOHAEHIINS HA UHOCTPAHHOM SI3BIKE

Ha 6 cemecTp
OYHOM (hOpMBI OOyIEHUS

Bua pa6orsl O0BLeM TUCHHUIITHHBI

O6mas Tpynoemkocts auctuiuinabl (3ET / gacos) 3/108
Y4eOHBIX YaCOB HAa KOHTAKTHYIO pabOTy C MPENo/1aBaTesiem:

JICKIUI

MPaKTUYECKUX/ CEMHUHAPCKUX 32

71a00paTOPHBIX

KCP 2
Npyrux (TpyHIoBas, HHIUBUyaIbHAS KOHCYJIBTAIINS U MHBIC BUIBI 1,2

y4eOHOMU JIeATeTLHOCTH, MPEAyCMAaTPUBAIOIINE pa00Ty 00YJIaIONTUXCS C
npenojaBateneM) (DKP)

Y4eOHBIX 4acOB Ha CAMOCTOSITENEHYI0 padboTy oOydarommuxcs (CP) 20,8

Y4eOHBIX YacOB Ha MOJATOTOBKY K 54
sK3ameny/3auety/ auddepeHuporannomy 3adety (KoHTposs)

®dopma(b1) KOHTPOJIS:
Dx3aMeH 6 ceMecTp




Ne Tema u conepxanue dopma U3y4eHHS] MAaTEPUAIIOB: JIEKLIUH, OcHoBHas U 3ajanus 1o dopma TEeKyLEero
/i MPAKTUYECKUE 3aHATUSI, CEMUHAPCKUE JIOTIOJTHUTENIbHAS | CaMOCTOSTEIIbHOU KOHTPOJIA
3aHsTHSI, Ta00PaTOPHBIE PAOOTHI, JIATEPATYDA, paboTe CTY/ICHTOB YCIIEBAEMOCTH
CaMOCTOSITENIbHAS PaboTa U TPYIOEMKOCTh peKoMeHIyeMas (KOJIIOKBHYMBI,
(B yacax) CTyIECHTaM KOHTPOJIbHBIE
(HOMeEpa u3 paboTHI,
JIK I[IP/CEM JIP CP CITHCKA) KOMITbIOTEPHBIE
TECTHI U T.I1.)

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

1. | CV. 3HakoMCTBO ¢ IpaBUIIAMH 4 3 OcHoBHas UreHue u repeBos [TpoBepxka
cocTaBlieHUs1 U opopmiieHus. OTpaboTka nutepatypa: 1, TEKCTOB. BBITTOJTHEHHUS
JICKCUKH C OTHOBPEMECHHBIM JIOHOHHI/ITeJ'[BHaﬂ Bremoanenue IMPAKTUYCCKUX
npHoOpeTeHNEM HaBBIKAMU JICIOBOMN mutepatypa: 1, 2,3 YIPAKHEHHUH. 3a/1aHuN
nepenucku. ['pammaruka: Numbers.

Dates. BrinmonHeHre rpaMMaTH4eCKUX
3a1aHUM U TECTOB.

2. | Hints for writing CV. 3makomctBO ¢ 4 3 OcHoBHast H3ydeHne TEKCUKH ITpoBepka
MpaBIJIAMU COCTABIICHUSI U O(GOPMIICHHS, aureparypa: 1, 2 no reme. Hanmcats BBITIOJTHEHUS
CaMOCTOSITEIIFHOE COCTaBIICHHE. JlomonHuTeNbHAS CV, ucnions3ys HPAaKTHYECKUX
I'pammatmka:  Present simple. Present muteparypa: 1, 2,3 TIPOUTCHHBIH 3aTaHAN
Continuous.  Adverbs of  frequency. MaTepua
BelnonnHeHHE TpaMMAaTHYECKUX 3aJaHUU U
TECTOB.

3. | Resume. 3HaKOMCTBO C TpaBHIIAMH 8 4 OcHoBHas Nzyuenue nexcuku [TpoBepxa

COCTaBIJICHUSI M OPOPMIICHHS. Y IIpaKHEHUE auteparypa: 1, no treme. Hanmcats BBITIOJTHEHHUS
Ha  OCMBICICHHE  TEPMHHOJIOTMYESCKUX JoromHuTeNbHAS Resume, ucronb3ys NPaKTHYECKUX
AHIJIO-PYCCKUX COOTBETCTBUU M OCBOCHUS nuteparypa: 1, 2,3 MPOUICHHBII 3a1aHUI
ClIeUaIbHBIX KOHCTPYKIMA. The time. Marepuan TeCT
Prepositions of time. Bremonnenne
rpaMMaTH4eCcKUX 3aJaHuii W TECTOB.
AynupoBanue (oOmiee MOHMMaHHE, MOUCK
onpeneneHHol WHPOpMaLnK, CIyIIaHue C
MOCTIENYIOIINM 00CyXIeHUEM u
AHAJIH30M).




Moayas 2.

Covering letters. Osznakomienue ¢ 4 2 OcHoBHast YreHue U IIEpeBO. IIpoBepka
MpaBUJIAMHU COCTABJICHUS ¥ O(POPMIICHUSI. nutepartypa: 1, 2 TEKCTOB. BBIIIOIHEHHS
BellosIHEHHE TBOPUYECKUX 3a/1aHUH, JomnonaurensHast BeinonnHenue TIPAKTHICCKIX
CaMOCTOSTENLHOE COCTABJIEHHE OTBETOB Ha auteparypa: 1, 2,3 yIpaKHEHHH. 3ajaHnu
MpeAIoXKeHHbIEe THCchMa. [ paMMaTHKa: W3y4yeHune NeKCuKku

Present Perfect, Present Perfect IO TEME.

Continuous. BeimonHenue

IrpaMMaTHYCCKUX 3a):[aHI/II>‘I 1 TECTOB.

Contracts. CaMocCToSTENLHOE 4 4 OcHoBHas UreHue u nepeBoj IMpoBepka
COCTaBlicHHE  CIyXeOHbIX Oymar u nurepatypa: 1, TEKCTOB. BBINOTHEHHSA
BBIIOJIHGHUE JIEKCUYECKUX YIIPaKHEHUH. JononHurensHast Beinonxenue TIPAKTHICCKIX
Aynuposanue (00lIee MOHMMAHHE, MOMCK nuteparypa: 1,23 | ynpaxHeHuii. 3ajatiu
ornpeselIeHHOl MH(OpMAIlHH, CITyIIaHuEe C N3ydeHue JIeKCUKU

MOCIEAYIOIIAM 00CcyxKIeHHEM u o TeMe.

AHAJIN30M).

Methods of payment. Brmonuenune 8 4,8 OcnoBHas Yrenue u nepesos IIpoepka
YIpaKHEHU I Ha OCMBICJICHUE nuTeparypa: 1, TEKCTOB. BBIIIOJIHCHUA
TEPMHUHOJIOTUIECKIX AHTJIO-PYCCKUX JononaurensHast Brimonnenve TIPAKTHICCKIX
COOTBETCTBHI M OCBOEHHS CIEHHAIBHBIX nuteparypa: 1, 2,3 | ynpaxHeHuii. 3ajiaHui
KoHCTpykmuii. ['pammartnka: sequences of N3ydeHue TeKcuKu KonrposeHas paGora
tenses. 10 TEME.

BCEI'O HACOB 32 20,8




MHUHOBPHAYKU POCCUN
OI'bOY BO «bBAIIKMUPCKUU T'OCYAJAPCTBEHHBIN YHUBEPCUTET»

NHCTUTYT SKOHOMUKU, PUHAHCOB 1 BUSHECA

COJIEP)KAHUE PABOYEHN ITPOI'PAMMBbBI

JAUCHUITIINHBI I[eJIOBa?I KOppCCIIOHACHI VA HA MHOCTPAHHOM $3bIKC
3 Kypca
3a04HO# popMbI 0OyUeHHS

Buja pa6orsl O0BLeM TUCHHUIITHHEI
O6mmas TpynoemkocTs aucuuruinabl (3ET / gacoB) 2[72
Y4eOHBIX 4aCOB Ha KOHTAKTHYIO pabOTy € MpernojaBaTeiem:
JIEKITUH
MPaKTUYECKUX/ CEMHUHAPCKUX 12
71a00paTOPHBIX
Ipyrux (TpynnoBas, WHIWBHIyaIbHAS] KOHCYJIbTAIUS M HHBIC BHU]IBI 0,7

y4eOHOMU JIeATeTLHOCTH, MMPEAYCMaTPUBAIOIINE pa00Ty 00YJIaIONTUXCS C
npenojasateneM) (PKP)

Y4eOHBIX 4acOB Ha CaMOCTOSITEbHYIO padoTy oOyuatomuxcs (CP) 25,3

Y4eOHBIX YacOB Ha MOJATOTOBKY K 4
sKk3ameny/3auety/ auddepennmporannomy 3adery (Kontposns)

dopma KOHTPOJIS:
DKk3aMeH 3 Kypc 3 ceccus




Ne Tema u conepxanue dopma U3ydyeHHS] MATEPHUAIOB: JIEKLIHH, OcHoBHas U 3ajanus 1o dopma TEeKyLEero
/i MPAKTUYECKUE 3aHATUSI, CEMUHAPCKUE 3aHATHS, JIOTIOJIHUTEIIbHAS CaMOCTOSITEIBHOMN KOHTPOJIA
1ab0paTopHbIE padOThI, CAMOCTOSTEIIbHAS JIATEPATYDA, paboTe CTY/ICHTOB YCIIEBAEMOCTH
paboTta u TPyJT0EMKOCTH (B yacax) peKoMeHIyemast (KOJJIOKBHYMBI,
CTylleHTaM (HoMepa KOHTpPOJIbHBIE
U3 CIIMCKA) paboThl,
JIK I[TP/CEM JIP Cp KOMIIbIOTEPHBIC
TECTHI U T.I1.)

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

1. | Layout of a business letter. 2 14 OcHoBHas YreHne U EPEBO I[TpoBepka BBINONHEHHS
3HAKOMCTBO C npaBUIaMU muTepatypa: 1. TEKCTOB. NPAKTHYECKHUX 3a1aHHH
COCTaBIieHUS W  O(QOPMIICHHUS. BeimonHenne
Otpaborka JIEKCHKH c yIpaKHEHUH.

OTHOBPEMEHHBIM MPHUOOPETECHUEM Hanucate nucsmo
HaBBIKAMH JICJIOBOW TIEPEMUCKH. HCTIOTB3YA
I'pammatuka: Numbers. Dates. PO IEHHBIH
Brmonaenne — rpaMMaTHyecKHX MaTepHual.
3a1aHUM U TECTOB.

2. | Memo. 3HaKOMCTBO ¢ MpaBUIaAMU 4 14 OcHoBHAas UteHne 1 TIepeBoT [TpoBepka
cocTaBieHHs ®  OGOPMIICHUS, muTeparypa: 1, TEKCTOB. BBITIOJTHEHUS
CaMOCTOSITEIbHOE  COCTaBJICHUE. JomomauTensHas Brmmonnenne MPAKTHIECKUX
I'pammatuka:  Present simple. muTepatypa: 1 yIpaXHEHAH. 3aTaHAI
Present Continuous. Adverbs of Hammcats mucbMo
frequency. Beinonuenue Memo ucnonb3yst
rpaMMAaTHUYECKUX  3aJaHUM U MPOWICHHBII
TECTOB. MaTepHual.

6 10
Moayas 2.

3. | Offers. O3HakOMIICHHE C 2 10 OcHoBHas UreHue u nepeBos IIpoBepka BEINOITHEHHS
npaBUIaMH COCTAaBJICHUA 54 JIuTeparypa: 1, TEKCTOB. NPaKTUYECKUX 3aJaHUH
oopmiieHusI. Bremonnaenue JononaurensHast BeinonHenve
TBOPUYECKHUX 3a1aHU, muTepatypa: 1, 2 YIOPAKHEHUM.

CaMOCTOSITEIEHOE  COCTaBJICHUE Hammucatp nmucemo —
OTBETOB  Ha  NPEAJIOKEHHBIE MPEATIOKEHNUE,
nucbMa. ['pammartuka: Present UCTIONB3YS




Perfect, Present Perfect
Continuous. Brinonnenue
rpaMMaTM4ecKuX  3aJaHuil U
TECTOB.

IIPOWICHHBIN
MaTrepual.

Orders. CaMoCTOATEIBHOE 4 7,8 OcHoBHas UreHue u epeBo [TpoBepka BBIMONTHEHNS
COCTaBIICHHE CITYKeOHBIX Oymar u nurepatypa: 1, TEKCTOB. NPAKTHYCCKUX 3a1aHHii
BBITIOJIHEHHE JIEKCHYECKIX JononHuTtenbHast Beimonnenue

yIpaXHEHUH. AynupoBaHue nurepatypa: 2, 3 yIpaXHEHUH.

(oOmiee  moHWMaHHWE,  TIOMCK Hanwmcats nmucemo —

OTIpeIeNeHH oM WHPOPMAITIH, 3aKa3, UCIOIb3Ys

CIylIaHWE  C MOCJIEAYIOLIIAM MPONAEHHBIN

O0CYXXJICHUEM U aHAII30M). MaTepuali

BCEI'O HACOB 12 55,8




MHUHOBPHAYKU POCCUN
OI'bOY BO «bBAIIKMUPCKUU T'OCYAJAPCTBEHHBIN YHUBEPCUTET»

NMHCTUTYT SKOHOMUKU, PUHAHCOB 1 BU3HECA

COJIEP)KAHUE PABOYEN ITPOTPAMMBbBI

JAUCHUITIINHBI I[eJIOBa?[ KOppCCIIOHACHI VA HA MHOCTPAHHOM $3bIKC
Ha 4 Kypc
3a04HO# popMbI 0OyUeHHS

Buja pa6orsl O0BLeM TUCHHUIITHHEI

Oo6mas Tpynoemkocts auctuiuinabl (3ET / gacos) 3/108
Y4eOHBIX YaCOB HA KOHTAKTHYIO pabOTYy C MPEno/1aBaTesiem:

JIEKITUH

MIPAKTUICCKUX/ CEMHUHAPCKHAX 6

71a00paTOPHBIX
Npyrux (TPyHIoBas, HHIUBUyaIbHAS KOHCYJIBTAITUS U MHBIC BUIBI 1,7
y4eOHOMU JIeATeTLHOCTH, MMPEAYCMaTPUBAIOIINE pa00Ty 00YJIaIONTUXCS C
MIPENOaBATEIIEM )
Y4eOHBIX 4acOB Ha CaMOCTOSITEIbHYIO paboTy oOyuatomuxcs (CP) 91,3
Y4eOHBIX YacOB Ha MOJTOTOBKY K 9
sK3ameny/3auety/ auddepennmporannomy 3adery (Kontposns)

®dopma(bl) KOHTPOJIS:
DK3aMeH 4 Kypc




Tema u conepxanne

dopma U3y4eHHs] MAaTEPUAIIOB: JIEKLIUH,

OcHoBHAA U

3amauus 1o

®opma TeKyliero

MPAKTUYECKUE 3AHATUS, CECMUHAPCKUE JIOTIOJTHUTENIbHASL | CaMOCTOSTEIIbHOU KOHTPOJIA
3aHsTHSI, Ta00PaTOPHBIE PAOOTHI, JIATEPATYDA, paboTe CTY/ICHTOB YCIIEBAEMOCTH
caMoCTOsITeIbHAS paboTa 1 peKoMeH1yeMas (KOJJIOKBHYMBI,
TPYAOEMKOCTb (B Hacax) CTyJIEHTaM KOHTPOJIbHBIE
(HOMeEpa u3 paboTHI,
JIK IP/CEM | JIP CP CIIUCKA) KOMIIbIOTEPHBIE
TECTHI U T.I1.)
2 3 4 5 6 7 8 9
Monayas 1.
CV Resume. 3HaKOMCTBO C MpaBHIIaMH 4 44 OcHoBHas UreHue u nepeBos [TpoBepxka
cocTaBlieHUs1 U opopmiteHus. OTpaboTka nuteparypa: 1, 2 TEKCTOB. BBITTOJTHEHUS
JICKCUKH C OTHOBPEMECHHBIM HpI/IO6peTeHI/IeM JIOHOHHI/ITCJ'[BHEUI BremoaHaenue MMPAKTUYCCKUX
HaBBIKAMMU JIETIOBOM NEpeNUCcKU. ['pammaTHka: mutepatypa: 1, 2,3 YIOPAKHEHHUM. 3a/1aHuN
Numbers. Dates. Beimonnenne
rpaMMAaTHYECKHX 3aJIaHUI U TECTOB.
Covering letters. 3HakoMCTBO ¢ TIpaBUIIAMH 2 47,3 OcHoBHas H3y4ueHne TEKCUKH ITpoBepka
COCTaBIICHUS U OOPMIICHHS, CAMOCTOSTEIBHOE nutepatypa: 1, 2 no TeMe. Hamucatpb BBITTOJTHEHUS
cocrapienue. I pammartrka: Present simple. JlormomaNTETEHAS Resume, ncmonp3ys MIPaAKTHYECKUX
Present Continuous. Adverbs of frequency. nureparypa: 1, 2,3 PO IEHHBIH 3aJaHni
BrinonHeHne rpaMMaTHYECKUX 3aIaHUN U MaTepuall

TCCTOB.

6 91,3




4. D oHJ OLIEHOYHBIX CpPpEaACTB 10 JTUCHUIIJINHE

4.1 IlepevyeHb KOMIIETEHIUH ¢ YKa3aHHEM 3TaNoOB UX ()OPMHUPOBAHUS B IIpoLiecce OCBOEHHs 00pa3oBaTe/ibHOI nporpaMMbl. Onucanune
NnoKasareJieil 1 KpuTepHeB OLlCHNBAHUSI KOMIIETEHIIMI HAa Pa3IMYHbIX 3Tanax ux (JopMHUPOBaHKS, ONIMCAHUE IKAJ OLleHMBAHUSA

OK-5 crmocoOHOCTh K KOMMYHHKAIIMY B YCTHOM M MUCbMEHHOH (hopMax Ha pyCCKOM M MHOCTPAHHOM SI3BIKAX JUIS PEIICHUS 3371a4 MEKIMYHOCTHOTO U

MEXKYJIBTYPHOTO B3aUMO/JICHCTBUSA

s 3agera

JTtan (ypoBeHb)
OCBOEHMA
KOMIICTECHIIMU

IInanupyemble pe3yJibTaThl
o0yueHnust
(TIoKazarenu JOCTHKEHHUS
3aJJAHHOTO YPOBHS OCBOCHUS
KOMITETEHIIH)

Kpurepuu onieHuBaHus pe3yabTaTOB 00yUeHUsI

He 3aurteno

3auTeHo

[IepBblii 3Tan
(ypoBeHb)

3HaTh: | .OCHOBHYIO
TEPMHUHOJIOTHIO TI0 PO (HUITIO
MOATOTOBKH Ha HHOCTPAHHOM
A3BIKE;

2. OCHOBBI IEPEBOJIA;
JIEKCUYECKHe U IPaMMaTUYECKUe
crocoObI epedpa3supoBaHus U
aJIarTalluy TEKCTa MpH MepeBoie
C MHOCTPAHHOTO SI3bIKa Ha
PYCCKHH.

®dparMeHTapHBIC MPEACTABICHUSI 00
OCHOBHO TEPMUHOJIOTUH 10 PO UITIO
MOJATOTOBKH HA NHOCTPAHHOM SI3bIKE;
OCHOBAX MEpPEeBO/Ia; IEKCUUECKUX 1
rpaMMaTHYECKUX CTIOco0ax
nepedpazupoBaHus U aJanTaluy TEKCTa
IIPU NIEPEBOJIE C MHOCTPAHHOTO SI3bIKa HA
PYCCKUH.

CdopmupoBaHHbIE, HO COIEpIKANTUE
OT/CIIbHBIC TPOOEBI  TPEICTAaBICHHS 00
OCHOBHOM TEPMUHOJIOTHH TIO POPHUITIO
MOJTOTOBKHA Ha MHOCTPAHHOM SI3BIKE;
OCHOBAX IMEPEBO/IA; JICKCUICCKUX U
rpaMMaTHYECKUX CIIoco0ax
nepedpasupoBaHUs U aJanTalluy TEKCTa
IIPH TIEPEBOJIC C MHOCTPAHHOTO S3bIKa Ha
PYCCKHIA.

Bropotii atan
(ypoBeHb)

Ymetsh: 1. mpaBUIIbHO
HCIO0JIb30BAaTh OCHOBHYIO
TEPMHHOJIOTHIO TI0 TPO(UITIO
MOATOTOBKH.

2. MOHUMATh U MEPEBOIUTH HA
PYCCKHH A3BIK COAECpKAHUE
TEKCTOB MO MPOQHITIO
MIOATOTOBKH Ha HHOCTPAHHOM

@®parMeHTapHble YMEHHsI IPABUIILHO
UCII0JIb30BaTh OCHOBHYIO TEPMUHOJIOTHIO
10 IPO(UIIIO MOJIrOTOBKH; IOHUMATh U
HIEPEBOIUTh HAa PYCCKUHN S3BIK
coJiepKaHKe TEKCTOB 10 MPO(UITIO
NOATOTOBKH HA UHOCTPAHHOM SI3BIKE;

B nenom ycrnenrtoe, HO cozepikaiiee
OT/IeTbHBIC IPOOEIBI YMEHHE MTPABUIIBHO
UCIO0JIb30BaTh OCHOBHYIO TEPMHUHOJIOTHIO
10 IPO(HITIO MTOATOTOBKH; IOHUMATh H
NEPEBOJUTH HA PYCCKUM A3BIK
coJiep>KaHHe TEKCTOB MO MPOGUITIO
MOATOTOBKUA Ha NHOCTPAHHOM SI3BIKE;




SI3BIKE;

Tpernii 3ran

BHaI[eTBZ HaBbIKaMHM YCTHOI'O U

@parMeHTapHOE BJIAJICHUE HAaBbIKAMHU

B nienom ycmeninoe, HO cozepxkaiiee

(ypoBeHb) IIMCBMEHHOTO MEPEBO/Ia TEKCTOB | YCTHOI'O U MMCBMEHHOIO N1EPEBOJIA OTJIENIbHBIE TIPOOEIBI BO BIAJICHUN
0 MPO(UITIO MTOATOTOBKH € TEKCTOB C HMHOCTPAHHOTO SI3bIKA HA YCTHBIM U IMCbMEHHBIM [1€PEBOIOM
MHOCTPAHHOTO fA3bIKa Ha PYCCKHIA SI3BIK. TEKCTOB C MHOCTPAHHOTO SI3bIKA Ha
PYCCKHUH A3BIK. PYCCKUH S3BIK.
st 3x3ameHa
IlinannpyemMsble pe3y/ibTaThl Kpurtepun onieHnBaHus pe3yJIbTaTOB 00YUYCHUS
dran o0ydeHus Hey/I0BJIETBOPHUTEJIbHO | YI0BJIETBOPUTEIHHO X0po10 OTJIMYHO
(ypoBeHb) (TIoKazarenu JOCTHKEHHUS
OCBOEHHSl  |33aJaHHOTO YPOBHS OCBOCHHUSA
KOMIeTEeHIUH KOMITETEHIIH)
[TepBriii aTan | 3HaTh: ®parMeHTapHbIC Hemnounbie CdopmupoBannsie, | ChopMUpOBaHHBIC
(ypoBeHb) 1.0CHOBHYIO MIpeICTaBICHHS 00 MIpEICTaBICHUS 00 HO COJIeprKalne CHCTEMAaTUYECKHE
TEPMHUHOJIOTHIO I10 OCHOBHOM OCHOBHOM OT/CJIbHBIE MpeJICTaBIeHUs 00
MPOQUIIIO0 MOATOTOBKA HA | TEPMHUHOJIOTHH T10 TEPMUHOJIOTUU TIO poOeIIb OCHOBHOM
MHOCTPAHHOM SI3bIKE; npo(UITIo NOATOTOBKU | MPOQHITIO MpeJICTaBICHUs 00 | TEPMHUHOJIOTUH 110
2. OCHOBBI IEPEBOJIA; Ha MHOCTPAHHOM $I3bIKE; | IOJATOTOBKHU Ha OCHOBHOM npodutio
JIEKCUYECKHUE U OCHOBAax I1epeBOJA; WHOCTPAHHOM S3BbIKE; | TEPMUHOJIOTMM 10 | MOATOTOBKU Ha
IrpaMMAaTUYECKUE CIIOCOOBI | JIEKCHYECKUX U OCHOBAax IEpeBOJIA; npoduito MHOCTPaHHOM
nepedpazupoBaHus U rpaMMaTUYECKUX JIEKCUYECKUX U MOATOTOBKU Ha A3bIKE; OCHOBAX
aJanTaluy TEKCTa Mpu crocobax rpaMMaTUYECKUX MHOCTPaHHOM MepeBOa;
MepeBo/Jie C MHOCTPAHHOTO | MepedpazupoBaHUs U crocobax A3BIKE; OCHOBAX JIEKCUYECKUX U
SI3bIKa Ha PYCCKHII. aJanTanyy TeKCTa Mpu | nepedpa3supoBaHus U | MEPEBOJA; IrpaMMaTHYECKUX
NIEPEBOJIE C aJlanTanuy TEKCTa JIEKCUYECKHUX U criocobax
MHOCTPAHHOTO S3bIKA HA | IIPU IIEPEBOAE C IrPaMMaTHYECKUX nepedpazupoBaHus
PYCCKHH. MHOCTPAHHOTIO s3bIKa | crocobax U ajanTanuu




Ha PYCCKHM. nepedpa3upoBaHus | TEKCTa MPU
U ajanTanuu IIEPEBOJIE C
TEKCTa MpH UHOCTPaHHOTO
IIEPEBOJIE C A3bIKA HA PYCCKHM.
MHOCTPAaHHOTO
A3bIKA HA PYCCKH.
Bropoii atan | YMers: 1. npaBuibHO ®parmeHTapHbIE B nenom ycniemnoe, | B nenom CdopmupoBanHoOe
(ypoBeHb) HCIIOJIb30BATh OCHOBHYIO YMEHUS NPABUIIBHO HO HE YCIEMIHOE, HO yYMEHUE MTPaBUIIBHO
TEPMHUHOJIOTHIO I10 UCIIOJIb30BAaTh CHUCTEMAaTUYECKOE cojepxkamiee WCIIOJIb30BAThH
MPOQUITIO TOATOTOBKH. OCHOBHYIO YMEHUE IIPaBUIIBHO OT/CIIbHBIC OCHOBHYIO
2. IOHUMATh U TIEPEBOUTH | TEPMHHOJIOTHIO TIO HCIIOJIb30BAaTh npoOesbl yMEHUs TEPMHUHOJIOTHIO 110
Ha PYCCKHUH S3BIK MPOQUIII0 MOATOTOBKH; | OCHOBHYIO MIPaBUIIBHO npoduito
COJIEpXKaHNE TEKCTOB I10 IIOHUMATh U TEPMHUHOJIOTHIO I10 HCIIOJIb30BAaTh MTOATOTOBKH;
MpOQUIII0 MOATOTOBKA HA | IEPEBOJIUTH HA PYCCKUM | MpoduiIo OCHOBHYIO ITIOHUMATh U
WHOCTPAHHOM SI3BIKE; A3BIK COJICpKAHUE OATOTOBKH; TEPMUHOJIOTHIO 10 | IIEPEBOJIUTH Ha
TEKCTOB MO Mpoduto IIOHUMATh U npoduiio PYCCKHUH S3BIK
IOATOTOBKH Ha IIEPEBOIUTH HA MOATOTOBKH; COJZIEp’)KaHNE
MHOCTPAaHHOM SI3BIKE; PYCCKHI SI3BIK MIOHUMATh U TEKCTOB 110
COJZIEp’)KaHHE TEKCTOB | MEPEBOIUTH HA pouITo
10 IPOGHITIO PYCCKHH SA3BIK IIOATOTOBKH Ha
IIOATOTOBKH Ha COJZIep’KaHue MHOCTPaHHOM
WHOCTPAHHOM SI3bIKE; | TEKCTOB I10 A3BIKE;
pouITIO
IOATOTOBKH Ha
MHOCTPaHHOM
A3BIKE;
Tperuii oatan | Bnagets: 1. HaBbIKaMu ®parmeHTapHoe B uenom ycnemsoe, B neaom YcneniHoe u
(YpoBeHb) YCTHOT'O U TUCBMEHHOT'O BJIa/ICHE HaBbIKaMU HO HE YCIIEIIHOE, HO CUCTEMAaTHYECKOE
IIEpeBOJIa TEKCTOB C YCTHOTO U CUCTEMAaTHUYECKOE cozeprkalee IIPUMEHEHHE
MHOCTPAHHOIO S3bIKA Ha IIUCBMEHHOIO IEPEeBOJia | IPUMEHEHUE OTZCIIbHBIE HAaBBIKOB YCTHOTO U
PYCCKUU A3BIK. TEKCTOB C HAaBBIKOB YCTHOTO U npo6ebl MACBMEHHOTO
WHOCTPAHHOIO S3bIKA HA | IMCbMEHHOIO IIPUMEHEHHE nepeBojia TEKCTOB

PYCCKHM SA3BIK.

MEepeBOJia TCKCTOB C

HABBIKOB YCTHOTO

C MHOCTPAHHOI'O




MHOCTPAHHOTO S3bIKa
Ha PYCCKH S3BIK.

Y IIACBMEHHOTO
II€PEBO/1a TEKCTOB
C MTHOCTPAHHOI'O
A3bIKa HA PYCCKUU
A3BIK.

A3bIKA HA PYCCKUU
A3BIK.

Joist 3a4era

IIK-19 ymeHne roOTOBUTh HAyYHO-TEXHUYECKHE OTUYETHI, TPE3CHTAINH, HAYIHbIC TyOIUKAIIMH 110 pPe3yIbTaTaM BBIITOJHEHHBIX UCCIIeTIOBAaHUN

Jran (ypoBeHb)
OCBOEHHUA
KOMIIeTeHI[UH

Ilnanupyemble pe3yJibTaThl
o0yueHust
(TIoKazarenu JOCTHXKEHUS
3aJJAHHOTO YPOBHS OCBOCHUS
KOMIICTCHITH )

Kpurtepun onneHnBaHus pe3yJibTaTOB 00yUYECHUS

He 3aurTeno

3auyreHo

[TepBriit aTan
(ypoBeHb)

3HaTh: 1. cTpaTeruu 4YTeHust
TEKCTOB Ha HHOCTPAHHOM SI3bIKE:
03HAKOMHTENBHOTO,
MIPOCMOTPOBOTO, TOUCKOBOTO,
W3YYaIOILEero; 2. OCHOBBI
pedepupoBanus u
AHHOTHUPOBAHMSI TUTEPATYPHI O
MPOQUITIO0 TOATOTOBKH.

®parmeHTapHbIe MPEACTABICHUS O
CTpaTerusx YTeHUs TEKCTOB Ha
MHOCTPAHHOM $I3bIKE: 03HAKOMUTEIBHOM,
POCMOTPOBOM, TOMCKOBOM,
U3y4arolleM; OCHOBax pedepupoBaHus U
AHHOTHUPOBAHMUSI TUTEPATYPHI 1O
pOo(UITI0 TOATOTOBKH.

CdopmupoBaHHbI€, HO COAEpKALTUE
OTJebHbIE TPOOETBl MPEACTABICHUS O
CTpaTerusx 4YTeHUs TEeKCTOB Ha
WHOCTPAHHOM $I3bIKE: 03HAKOMUTEIBHOM,
IPOCMOTPOBOM, TOMCKOBOM,
M3y4alolleM; OCHOBax pedepupoBaHus U
AHHOTHUPOBAHMUSI TUTEPATYPHI 1O
mpOo(UITI0 TOArOTOBKH.

Bropotii atan
(ypoBeHb)

YmeTh: 1. OCyIIECTBIATh MOUCK
uHdopmanuu u3 TEKCTOB
CIPaBOYHO-UH(OPMALIMOHHOTO

XapakTepa Ha HWHOCTPAHHOM
SI3BIKE; BBIACNATH 3HAYUMYIO /
3anpammnBaemMyo HHPOPMAIHUIO;

CDpal"MeHTapHLIe YMCHHUA B IPaBHIIBHOM
OCYIICCTBJICHHUU ITOHUCKaA I/IHCI)OpMaI_II/II/I nu3
TCKCTOB CHpaBO‘lHO'I/IH(I)OpMaI_II/IOHHOl"O
XapakTepa Ha HWHOCTPAHHOM  A3bIKE;
BBIJICJICHUM 3HAYNMMOM / 3aHpaLHHBaCMOﬁ
I/IH(I)OpMaLII/II/I; COCTAaBJICHUH

B menom ycmemHoe, HO cojepiKaliee
OT/eJbHBIE MPOOENbl YMEHUE MPaBUIBHO
OCYIIIECTBIISITh TOUCK WHGOpMAIUU U3
TEKCTOB  CIPAaBOYHO-MH(POPMAIIIOHHOTO
XapakTepa Ha HMHOCTPAHHOM  SI3BIKE;
BBIICTISITh 3HAUMMYIO / 3alpalinuBaeMyro




2. cocraBUTh MH()OPMANMOHHBIN | HHPOpPMAIMOHHOTO 0030pa  (IoKiIana); | HHPOPMAIHUIO; COCTaBJISITh
0030p (moknam); | MHTEPIPETUPOBAHUN B YCTHOW (opMe | HHPOpPMAIMOHHBI  0030p  (IOKIan);
WHTEPIPETUPOBATh B  YCTHOM | COJAEPKAHUS  IMHUCBbMEHHOIO TEKCTa; | HHTEPIPETUPOBATh B YCTHOU Qopme
bopme Colep)KaHWE | aHHOTHPOBAaHUM W peQepUpOBaHHUU | COJEP)KAHHE  MHUCBMEHHOTO  TEKCTa;
IMUCBbMEHHOTO TEKCTa; | TUTEPATYPHI IO MPOPIITIO TOATOTOBKH. aHHOTUPOBAThH " pedepupoBath
aHHOTHPOBaTh U pedepupoBaTh JUTEPATypy MO MPOGUITIO MOATOTOBKH.
JUTEpATYpy MO npouITIo
IIOATOTOBKH.

Tperwnii aran | Bnaners: @®parMeHTapHOE BIaJICHUE HaBBIKAMH B nenom ycniemHoe, HO coaeprkaiee

(ypoBenb) |l. HaBbIKAMU IIOUCKA NoKcKa He00X0AMMOM HHPOPMAIUH C OT/ieJIbHbIE IPOOETIBI BIIaICHNE
He00X0AMMON HH(POPMAIUH C WCIOJIb30BAHNEM OCHOBHBIX BUJIOB HaBbIKaMU MOKCKA HEOOX0IMMOM
MCIIOJIb30BAaHUEM OCHOBHBIX BHJIOB| YTEHHUSI: IPOCMOTPOBOTO, MH(OPMAIIUHU C UCTIOIb30BaHUEM
HTEHUS: TPOCMOTPOBOTO, 03HAaKOMUTEJILHOTO, IOMCKOBOTO, OCHOBHBIX BHUJIOB UTEHUSI:
03HAKOMHTEIFHOTO, TOMCKOBOTO, | aHAJIUTHYECKOI0; HaBbIKaMU aHaJlu3a MIPOCMOTPOBOTO, 03HAKOMUTENIBHOTO,
AHATUTUYECKOT0; 2. HaBBIKAMU nH(pOopMalUY Ha THOCTPAHHOM SI3bIKE U MOMCKOBOI'0, aHAJIMTUYECKOTO; HaBbIKAMU
aHaiIu3a UHQOpMAIMK Ha CO3/IaHUS YCTHBIX U MUChbMEHHBIX aHaIu3a MHPOPMALMU Ha HTHOCTPAHHOM
MHOCTPAHHOM SI3bIKE U CO3JJaHHUs | TEKCTOB Pa3HbIX TUIIOB; A3bIKE U CO3JaHUS YCTHBIX U
YCTHBIX ¥ IUCbMEHHBIX TEKCTOB HNUCbMEHHBIX TEKCTOB PAa3HbIX THIIOB;
pa3HBIX THUIIOB,;

Jlnst 3x3amMeHa
IInanupyemsbie Kpurtepnu onieHuBaHus pe3yJibTATOB 00y4eHUsI
Jran pe3yabTaThbl 00y4eHHUsI | HEeYJAOBJETBOPUTEIHHO | YIOBJIETBOPUTEIHLHO X0pOo1I0 OTJIMYHO

(ypoBensn) | (1oka3aTenau JOCTHXKEHUS

OCBOEHMA 3aJJaHHOTO YPOBHs
KOMIETEHIIHH | OCBOCHUSI KOMIIETEHIIUI)
Ilepssii oTan | 3HaTh: 1. cTparerun ®parmeHTapHbIE Henosneie CdopmupoBannsle, | ChopMupoBaHHbBIE

(YpoBeHb) | UTEHMS TEKCTOB Ha IIPEJCTABJICHHUS O IIPEJICTaBICHUS O HO cozep Kallne CHUCTEMATHUYECKUE

MHOCTPaHHOM SI3BIKE: CTpaTerusix YTeHHUs CTpaTerusix YTeHHUs OTJIeJIbHBIE IPo0eIbl | IPEeACTaBICHUS O




03HAKOMHUTEIBHOTO, TEKCTOB Ha TEKCTOB Ha NPEeCTaBICHUS O CTpATETUsIX YTCHUS
MIPOCMOTPOBOTO, WHOCTPAHHOM SI3bIKE: MHOCTPAHHOM SI3bIKE: | CTPATETHSX YTEHUS | TEKCTOB Ha
MTOMCKOBOTO, 03HAKOMHUTEIHHOM, 03HAKOMHUTEIEHOM, TEKCTOB Ha MHOCTPaHHOM
M3Y4aIolEro; IPOCMOTPOBOM, IPOCMOTPOBOM, WHOCTPaHHOM S3BIKE:

2. OCHOBBI TIOMCKOBOM, MIOMCKOBOM, S3BIKE: 03HAKOMHUTEIILHOM,
pedepupoBaHus U U3y4arolieM; OCHOBaxX U3yYarolleM; 03HAKOMHUTEIIFHOM, | TIPOCMOTPOBOM,
AHHOTHPOBAHUS pedepupoBaHus U OCHOBaxX IPOCMOTPOBOM, MIOMCKOBOM,
JTUTEPATYPHI 11O AQHHOTHPOBAHMS pedepupoBaHus 1 MIOMCKOBOM, U3yYaroIeM;

PO (GUITIO TIOITOTOBKH. JUTEPATYPHI TIO AHHOTHPOBAHHS U3yYaroIleM; OCHOBax
MPOQUIIIO MOATOTOBKU. | JINTEPATYPHI 1O OCHOBax pedeprupoBaHus U
npoduiio pedepupoBaHus 1 AHHOTHPOBAHUS
MIOJITOTOBKH. AHHOTHPOBAHHUS JUTEPATYPHI 1O
JUTEPaTyphI 10 npoduito
npoduitio MOJITOTOBKHU.
MIOJITOTOBKH.
Bropoii atan | YMeTs: 1. ocymecTBiars | dparMmeHTapHbIE B nenom ycriemuoe, | B nemom ycnenuoe, | ChopmupoBaHHOE
(ypoBeHb) | mouck uH(pOpMANMU U3 | YMEHHS B TPaBHJILHOM | HO HE HO COJIeprKaIiee yMEHHE B
TEKCTOB CIPAaBOYHO- | OCYILIECTBJICHUH MOUCKA | CUCTEMATHYECKOe OT/ielbHbIE TPOOETBI | MPAaBUILHOM
UH(OPMALIMOHHOTO uHbopMaIuu U3 | yMEHHE B B [IPaBIWJIbHOM OCYIIIECTBIICHUU
Xapakrepa Ha | TEKCTOB CIIPAaBOYHO- | MPABUILHOM OCYILIECTBIICHUU MOMCKa
WHOCTPaHHOM A3bIKE; | HHPOPMAIIMOHHOTO OCYILIECTBICHUHU MOMCKa uH(pOopMaLIUU U3
BBIJICNISATh 3HAUMMYIO / | XapakTepa Ha | moucka uHpopmaluu | HopMaIuu 13 TEKCTOB CIIPABOYHO-
3anpanmBaeMyro UHOCTPAHHOM  SI3BIKE; | U3 TEKCTOB TEKCTOB CIIPAaBOYHO- | HH(OPMALIMOHHOTO
nH(pOpPMaLIUIO; 2. | BBIIGIEHUH 3HAYUMOU / | CIPaBOYHO- nH(GOPMALIMOHHOTO | XapaKTepa Ha

COCTaBHTb 3anpanmBaeMon UH(GOPMAITMOHHOTO Xapakrepa Ha WHOCTPaHHOM
nH(OPMALIMOHHBIA 0030 | HHPOPMAITIH; XapakrTepa Ha WHOCTPaHHOM A3BIKE; BBIJICIICHUN
(moxnan); COCTaBIICHUU WHOCTPAHHOM $I3bIKE; | SI3bIKE; BBIICTICHUH | 3HAYUMOM /
WHTEPIPETUPOBATH B | HH(OPMAIIMOHHOTO BBIICTICHUU 3HAUUMOH / 3arpanmBaeMoi
YCTHOM dbopme | 0630pa (moxnana); | 3HAYUMOI / 3anpamruBaeMon uH(pOpMaLINK;
coJiepKaHue WHTEPIPETUPOBAHUH B | 3ampaninBacMon uH(pOpMaIINK; COCTaBIICHUU
MIUCHbMEHHOTO TEKCTa; | YCTHOM ¢dopme | nuadopmarmy; COCTaBJICHUU UH(GOPMALMOHHOTO




AHHOTHPOBATh u
pedepupoBaTh
JUTEPaATypy MO MPOQPHITIO
IIOATOTOBKH.

COePKAHUS
IITMCBMECHHOI'O TCKCTA,
AHHOTHPOBAaHUU u
pedepupoBaHIH

JIUTEPaTyphI 1o

PO (GUITIO IOTOTOBKH.

COCTaBIICHUU
UH(POPMALIMOHHOTO
0030pa (okiana);
UHTEPIPETUPOBAHUH
B YCTHOH (opme
COJICpIKaHHMSI
MCbMEHHOTO TEKCTa;
AQHHOTHPOBAHHH H
pedepupoBaHun
JUTEPATYPBI TIO
npouITIo
MIO/ITOTOBKH.

UH(POPMALIMOHHOTO
0030pa (nokmnana);
UHTEPIPETHPOBAHUHT
B YCTHOH (opme
COJICpKAHHS
MUCHbMEHHOTO
TEKCTa;
AHHOTHPOBAHHUU U
pedepupoBaHun
JUTEPATYPHI 1O
npouITIo
MIOJITOTOBKH.

0030pa (noxmnana);
MHTEPIPETHPOBAHUU
B YCTHOH (opme
COJICpKAHHSI
MUCHbMEHHOTO
TEKCTa;
AHHOTHPOBAHHUU U
pedeprupoBaHUU
JUTEPATYPHI 1O
po IO
MOJITOTOBKH.

Tpetuii atan
(ypoBeHb)

Bnaners: 1. HaBEIKaMu
MOMCKa HEOOX0TUMOM
nHpOpMaIUH ¢
HCIOJIb30BaHUEM
OCHOBHBIX BUJIOB YTCHHUSI:
MIPOCMOTPOBOTO,
03HAKOMHTENBHOTO,
IIOMCKOBOTO,
aQHAJIUTUYECKOTO; 2.
HaBbIKaMU aHaJIu3a
nH(popMaIuu Ha
WHOCTPAaHHOM S3BIKE U
CO3[aHUS YCTHBIX U
MMCbMEHHBIX TEKCTOB
pa3HbIX TUIIOB;

®parmeHTapHOE
BIIJICHUE HABBIKAMHU
IIOUCKA HEOOXOIUMO
nHpOpMaIUH ¢
HCIOJIb30BaHUEM
OCHOBHBIX BUJIOB
YTCHHUSI:
IIPOCMOTPOBOTO,
03HAKOMHTEINLHOTO,
MOMCKOBOTO,
aQHAJIUTUYECKOTO;
HaBbIKAMU aHATN3a
nHpopMaluu Ha
UHOCTPAHHOM $I3bIKE U
CO3/[aHUS YCTHBIX U
MUCHbMEHHBIX TEKCTOB
pa3HBIX THIIOB;

B uenom ycnemxoe,
HO HE
CHCTEMaTHYECKOE
BJIaJICHHE HABBIKAMH
MIOWCKA
HE00X0IUMOI
nHpopMmaluu ¢
UCTIOJIb30BaHUEM
OCHOBHBIX BUJIOB
YTCHUS:
IPOCMOTPOBOTO,
03HAKOMHUTEIILHOTO,
TIOMCKOBOTO,
AHAJTUTHYECKOTO;
HaBBIKAMHU aHAN3a
UHpOpMaLUU Ha
WHOCTPAHHOM $I3bIKE
U CO3/IaHUs YCTHBIX U
MUCHbMEHHBIX TEKCTOB

B nienom ycnemrxoe,
HO coJiepKaiee
OT/CIIbHBIC TTPOOEITHI
BJIa/ICHUE HaBbIKaMU
MOMCKa
HE00X0IUMOH
nHpopMmaluu ¢
HCII0JIb30BaHUEM
OCHOBHBIX BUJIOB
YTCHHUS:
IIPOCMOTPOBOTO,
03HAKOMUTEILHOTO,
MOMCKOBOTO,
AHAIUTUYECKOTO;
HaBbIKAaMU aHalln3a
uHpOpMaLUU Ha
WHOCTPAHHOM SI3BIKE
U CO3J/IaHUs YCTHBIX
Y TUCBMEHHBIX

YcenemHoe n
CUCTEMaTHUECKOE
BJIaJICHE HaBbIKaMU
MOMCKa

HE00X0 MO
nHpopManuu ¢
HCII0JIb30BaHNEM
OCHOBHBIX BUJIOB
YTCHUS:
IIPOCMOTPOBOTO,
03HAKOMUTEILHOTO,
MOMCKOBOTO,
AHAIUTUYECKOTO;
HaBbIKaMU aHau3a
nH(popManuu Ha
WHOCTPAaHHOM SI3BIKE
Y CO3/IaHHUS YCTHBIX
Y TUCBMEHHBIX
TEKCTOB Pa3HBIX




pa3HbIX TUIIOB; TEKCTOB Pa3HbIX THUIIOB;
THUIIOB;

Kputepusmu orieHMBaHMs SBJIAIOTCS Oalljibl, KOTOPbIE BBICTABISAIOTCS IPENOAABATEIEM 32 BHUJbI JCATEIBHOCTH (OLIEHOYHbIE CPEACTBA) IO UTOraM
U3Yy4eHHUs MOAYNeN (pa3AenoB AUCHUIUIMHEI).

[Ixanbl OLIEHUBAHUSA:

(mns sK3amMeHa:

oT 45 10 59 6aNNIOB — «yIOBIETBOPUTEIHHOY;

oT 60 10 79 GaNIOB — «XOPOIIIOY;

oT 80 GaJIJIOB — «OTIIMYHOY.

(mns 3auera:

3auTeHo - oT 60 1o 110 pelTHHroBbIX OayIoB (BKItOYas 10 MOOMIPUTENBHBIX OAIOB),

HE 3a4TeHO - OT 0 10 59 peUTHHTOBBIX OAIIOB.



4.2 TunoBble KOHTPOJIbHBIC 3aJaHUS UJIK UHBIC MaTepUaJibl, H606X0)II/IMI>Ie AJIsA

OLIeHKH 3HAHM#, yMeHUH, HABHIKOB U ONBITA IeATEJbHOCTH, XapaKTePU3YIOIIHX
3Tansl (OPMUPOBAHUS KOMIIETEHIIMI B IIpolecce 0CBOeHNs 00pa3oBaTeIbHOM

nporpaMmmal. MeToau4yeckue MaTepuaJibl, ONPEACJIA0IINE TPpOUEaYPbI
OICHUBaAHUSA 3HaHHﬁ, yMe}mﬁ, HAaBBbIKOB H OIIbITA J1€ATC/JIBHOCTH,
XapaKTEPU3yIIMX ITAallbI q)OpMI/IPOBaHI/IH KOMIIeTeHIInii

Oransl Pe3ynbraTel 00ydeHust Komnerenuus O1neHouHOoe CPeACTBO
OCBOCHUA

1-it otan 3HaTh: 1. OCHOBHYIO TEPMUHOJIOTHIO OK-5 Tecr, KOHTPOMILHBIE
0 TIPOGHITIO OATOTOBKH Ha BOTPOCRL — Ha — 3a9eT,

3HaHusA I/IHOCTpaHHOM S3BIKE: MPaKTUYCCKOEC 3aJITaHNC

b

3HATh: 2. OCHOBBI nepesoja; | OK-5 Tecr, KOHTPOJIbHbIE
JIEKCMYEeCKHe W TIpaMMaTHYecKue BOTIPOCRL — Ha  3a9eT,

MPaKTUYICCKOC 3a1aHUC

CHOCOObI nepedpazupoBaHus u

ajanTally TEKCTa NpU MEpeBoAe ¢
WHOCTPAHHOTO SI3bIKA HA PYCCKHIA.




1-i sTan 3nate: 1. CTpATETMH YTEHUS TEKCTOB Ha NK-19 Tecr, KOHTpONBbHbIE
HHOCTPAHHOM SI3BIKE: O3HAKOMHTEIILHOTO, BOTPOCRI Ha 3a4ET,
3HaHus MPAaKTUYCCKOC
IPOCMOTPOBOTO, IOMCKOBOTO,
3aJaHuC
H3YYaroIero;
3nath: 2.0CHOBHI pe)epupOBaHUS U NK-19 Tecr, KOHTpONbHBIE
AHHOTHPOBAHUS JIUTEPATYPHI IO PO PUITIO BOTPOCEL Ha 3a4eT,
OITOTOBKH IMPaKTUYCCKOC
A ’ 3aJlaHue
2-ii oTam YMerTh: 1. npaBwibHO wucnonb3oBarh | MK-5 KoutponbHas
OCHOBHYIO TEPMHUHOJIOTHIO IO MPODHUITIO pabora,
VYMenus MOITOTOBKH MPaKTUYCCKOEC
A ' 3aJ1aHuE,
Ymerb: 2. moHuMaTh W mepeBoauTh Ha | IK-5 KonrponbHast
PYCCKHI SI3BIK COJIEP’KAHHE TEKCTOB 10 pabora,
IIPAaKTHYCCKOC
npOQUII0 TOATOTOBKA Ha HHOCTPAaHHOM P
3a/1aHue,
SI3BIKE;
YMerb: OCYIIECTBIISITh nouck | MK-19 Koutponbhas
uHGOpMAIMK W3 TEKCTOB CIIPABOYHO- pabora,
IMPAKTUYECKOEC
MH(}OPMAIIMOHHOTO XapakTepa Ha 3:)13H1/Ie
HMHOCTPAHHOM SI3bIKE; BBIIEIATH 3HAYMMYIO ’
/ 3ampammBaeMyro HHHOPMAIIHIO;
VYmeth: coctaButh  uH(MopManuonHbii | MK-19 KoutponbHas
0630p (mOKNIam); HWHTEPIPETUPOBATH B pabora,
> IIPAKTHYCCKOC
YCTHOH (opMe colepikaHie MUCbMEHHOTO 3§ganne
TEKCTa; AHHOTUPOBATh U pedepupoBaTh ’
JUTEPATYPY MO MPOQHIIIO TOTOTOBKH.
YMeTh: OCYIIECTBIISTh obpabotky | 1K-19 KoutponbHas
coOpaHHOIM uH(pOpPMAIMU c pabora,
IIPAKTHYECCKOC
UCIIOJIb30BaHUEM TpaUUECKUX, ayauo | P
3a/1aHue,
BUJICOPEIAKTOPOB;
VYMeTh:  HCHOJAb30BaTh  coBpemeHHbie | ITK-19 KoutponbHas
KOMMYHUKAI[MOHHBIE ~ TEXHOJIOTUM IS pabora,
MPaKTHYECKOE
pe3eHTALUH u pacnpocTpaHeHHUs sanarie,
MYJIBTHME/HA POTYKTOB.
3-ii oTan Bnanerh: HaBBIKAMHU YCTHOTO M OK-5 VYcrHbie
[IUCBMEHHOTO ITEPEBOIA TEKCTOB C BBICTYIICHHA,
Branenus o COOOIIEHNS
HMHOCTPAHHOTO 53bIKA Ha PYCCKHUI SI3BIK.
(HaBBIKH /
OIIBIT
nesrenbroct) | BIAJETh: HAaBBIKAMH MOMCKA IK-19 Ycrusie
HE00X0MMOM HHPOPMAIIHH C BBICTYIICHHAL,
COOOIIEHNS
HCIIOJIb30BAHHEM OCHOBHBIX BH/IOB
YTEHHS: TPOCMOTPOBOTO,
03HaKOMHUTEIILHOTO, TOUCKOBOTO,
AQHAJTMTHYECKOTO;
Braners: HaBhIKAaMU aHAIN3a IK-19 VYerusie
UH(POpMaIMK Ha UHOCTPAHHOM SI3bIKE U BBICTYILICHHA,
coo0meHus

CO3J1aHUA YCTHBIX U ITMCBMCHHBIX TCKCTOB
PAa3HbIX TUIIOB;




IK3aMEHALNNOHHBIE OMJIeThI

CTpykTypa SK3aMeHAI[MOHHOTO Oujera:
DK3aMEHAIIMOHHBIN OWJIET COEePKUT 2 BOIpoca.

Bomnpocer s 3x3amena:

Layout of a business letter
The envelope address
Memo.

Enquiries.

Replies to inquiries.
Offers.

Orders

CVv

. Resume

10. Covering letters

CoNoR~WNE

O06pa3er; PK3aMeHAIMOHHOTO OMIIeTa:

Bamkupckuii rocy1apcTBEHHbI YHUBEPCUTET Hanpasnenue noarotosku 38.03.05
«buzHec-uHbOpMaTHKa»
HampasnenHocTh (poduis) IporpaMMbl:
«AHanuTHYECKas U UHCTPYMEHTaJIbHas
NOJJIEpKKa On3Hecay

WNuctuTyT 35K0HOMUKH, (DUHAHCOB U OM3HEca

Kadenpa nnoctpaHHbIX S3bIKOB AJIs1 Jucuunnuna «JlenoBas KOppecHoHCHIIUS

npodeccnoHaIbHON KOMMYHHUKAIIUU HA MTHOCTPAHHOM SI3bIKE)

DKk3aMeHarMoOHHbIHA OmieT Ne 1

1. [IpounTaiite U YyCTHO MepeBeAUTE TEKCT Ha MHOCTpaHHOM s3bike. O0beM Tekcta 1000 neu.
3HaKoB. Mcnonb30BaHue cioBaps He JommyckaeTcs. Bpems Ha noaroroBky 20 munyt. Kpatko
nepenaiTe coaepaHue TEKCTa Ha MHOCTPAHHOM SI3bIKE (5-7 MpeanoKeHuil).

2. CocTaBbTe KpPaTKOE CBSI3HOE MOHOJIOTMYECKOE BbICKA3bIBAHHE HA HHOCTPAHHOM SI3bIKE T10
npeuioskeHHol TeMe (3-5 npezsoxkenuii). byabre roToBel moaepxath O6eceny ¢ mpenoaBaTeaeM
10 TEMaM, U3y4YEHHBIM B T€UEHHE BCEro Kypca. Mcnosp3oBaHue cioBapst He fomyckaercsa. Bpems
Ha MOATOTOBKY — 1,5 MUHYTHI.

3aB.kadenpoit .. Tyoux C.B.

[TepeBon onenku u3 100-6aIbHOM B 4eTHIPEXOATIBHYIO TTPOU3BOIUTCS CIEAYIONINM 00pa3oM:
- omyiuHO — OT 80 10 110 6anmoB (Bkimoyast 10 MOOMPUTENBHBIX 0aIOB);
- xopo1o — ot 60 g0 79 6amos;
- YAOBIETBOPUTENBHO — OT 45 110 59 6annos;
- HEYJIOBJIETBOPUTEIBHO — MeHee 45 0alioB.



Kpurepun onenku (B 0an1ax):

- 25-30 6a/1710B BBICTABIISIETCS CTYIEHTY, €CIIH CTYICHT JaJl IOJHBIE, pa3BEPHYTHIE OTBETHI HA
BCE TEOPETMYECKHE BOMPOCH Owmiera, MPOJEMOHCTPUPOBA 3HAHUE  (PYHKIIMOHAIBHBIX
BO3MOXHOCTEH, TEPMUHOJIOTUH, OCHOBHBIX IEMEHTOB, YMEHHUE IPUMEHATh TEOPETUUECKUE 3HAHUS
IpHU BBHIOJHEHUH TpakTH4ecKuX 3amaHuid. CrymeHT O0e3 3aTpyJHEHHH OTBETHJI Ha BCE
JIOTIOJIHUTENNbHBIE  Bompochl. [IpakTuyeckass dvacTb paOOTBHI BBINOJIHEHAa IIOJHOCTBIO  0O€3
HETOYHOCTEH 1 OIINOOK;

- 17-24 6anJ10B BBICTABIISICTCS CTYJCHTY, €CIIH CTYJEHT PACKPbLI B OCHOBHOM TE€OPETUYECKHE
BOIIPOCHI, OJJHAKO JIOMYIIEHbl HETOYHOCTU B OIpPENEICHUH OCHOBHBIX NOHATUH. [Ipu oTBeTe Ha
JIOTIOJTHUTEbHBIE BOIPOCHI JTOMYIIEHBI HEOOJIbIIINE HETOYHOCTH. [Ipy BBINOJHEHUH MPAKTHUYECKON
4acTH paOOThI TOMYIIEHBI HECYIIECTBEHHBIE OIHNOKH;

- 10-16 0amioB BBICTABISETCS CTYACHTY, €CIU TPH OTBETC HAa TEOPETUYECCKHE BOIPOCHI
CTYACHTOM JOIYILIEHO HECKOJbKO CYIIECTBEHHBIX OIIMOOK B TOJKOBAaHUU OCHOBHBIX IOHSTHUI.
Jloruka M TOJHOTAa OTBETa CTPAJAIOT 3aMETHBIMU H3bSHAMU. 3aMETHBI MpoOeNbl B 3HAHUU
OCHOBHBIX METOJIOB. TeopeTuueckne BOIpPOCH B IIEJIOM H3JI0KEHBI I0CTATOYHO, HO C MPOIMyCKaMHu
Matepuana. VmeroTcs NpUHIUNHUAIbHBIE OMIMOKM B JIOTHKE IOCTPOEHHMSI OTBETa Ha BOIPOC.
CryneHT He pen 3aa4y Uid Ipy PelleHu  TOMyILeHbl TpyOble OINOKH;

- 1-10 ©6aJyI0B BBICTABISETCS CTYIEHTY, €CIH OTBET HA TEOPETUYECKHE BOIPOCHI
CBUJIETEIILCTBYET O HEMOHUMAaHWM U KpailHE HEMOJIHOM 3HAaHUM OCHOBHBIX MOHSATHII U METOJIOB.
OOHapyXuBaeTcsi OTCYTCTBHE HABBIKOB NPHUMEHEHUS TEOPETUYECKUX 3HAHUNA MPHU BHIOJTHEHUU
MpaKTUYeCKUX 3adaHuii. CTyI€HT HEe CMOT OTBETUTh HU Ha OJMH JIOMOJIHUTEIbHBIN BOIIPOC.

Kputepun oueHku (115 3204HOi GopMbI 00ydeHUs1):

OneHka «OTJMYHO» BBICTABISETCS CTYACHTY, €CIU CTYICHT Jaj IOJIHbIe, pa3BepHYThIE
OTBETHl HAa BCE TEOPETUYECKUE BOIPOCH! OMIIETa, MPOJEMOHCTPUPOBAI 3HAHKUE (DYHKIIMOHAIBHBIX
BO3MO’KHOCTEH, TEPMHUHOJIOTUH, OCHOBHBIX 3JIEMEHTOB, YMEHHUE IPUMEHATh TEOPETUUECKNE 3HAHUS
IPU BBHINOJHEHUM TNpakTU4eckux 3amgaHuid. CryneHT 0e3 3aTpyJHEHMH OTBETHJ Ha BCe
JONOJIHUTENbHBIE  BOMpochl. IIpakThueckas dYacTe paOOTHI BBINOJHEHA MOJHOCThIO  0e3
HETOYHOCTEH U OIINOO0K;

OneHka «XOpOLIO» BBHICTABIAETCA CTYACHTY, €CIM CTYIEHT packpbul B OCHOBHOM
TEOPETUUYECKUE BOINPOCHI, OJAHAKO JOIYLIEHbl HETOYHOCTH B OINPEAEICHUU OCHOBHBIX HOHATHI.
IIpu oTBeTE HA IOMOJIHUTENbHBIE BOIPOCHI AOMYIIEHbI HEOObIINE HETOYHOCTH. [Ipy BBINOIHEHNN
IIPAKTUYECKON 4acTH pabOThI IOMYLICHbI HECYLLIECTBEHHbIE OIINOKH;

OneHka «yI0BJIETBOPHUTEILHO» BBICTAaBIIIETCS CTYACHTY, €CIM TpU OTBETe Ha
TEOPETHUYECKHE BONPOCHI CTYJEHTOM JOIYIIEHO HECKOJIBKO CYIIECTBEHHBIX OIIMOOK B TOJKOBAaHUU
OCHOBHBIX MOHATUH. Jlormka W TOJHOTa OTBETAa CTPAJAIOT 3aMETHBIMU HM3bsIHAMH. 3aMETHbI
po0Oesbl B 3HAHUU OCHOBHBIX METOJIOB. TeopeTuueckue BOIpoCkl B IEJIOM U3JI0KEHbI I0CTaTOYHO,
HO C IpoIlycKaMM MaTepuaa. MIMeroTcs: NpUHIMIIHAIbHbBIE OIIMOKN B JIOTUKE IOCTPOSHUS OTBETA
Ha Borpoc. CTyJIeHT He pelInI 3a/1a4y UK NP PelieHUH JOIyIeHbl IpyOble OINOKH;

OneHka «Hey10BJIETBOPUTEIbHO» BBICTABIIACTCS CTYICHTY, €CIIM OTBET HA TEOPETUUYECKHE
BOIIPOCHI CBHUJIETEJILCTBYET O HENOHMMAHWU W KpaliHE HEMOJHOM 3HAHUU OCHOBHBIX NMOHATUN U
MeToJI0B. OOHapyXHBaeTCsl OTCYTCTBME HABBIKOB INPUMEHEHHUS TEOPETUYECKUX 3HAaHUM Npu
BBINIOJIHEHUH NPAKTUYECKUX 3aJaHuil. CTyJEHT HEe CMOT OTBETUTh HU HA OJIMH JOTIOJIHUTENIbHBIN

KoHTposabHbIE BONIPOCHI HA 3a4eT

HazoBuTe 0CHOBHBIE YacTH JI€JI0OBOTO MUChMa
Kakwue oOpariieHust JOMyCTUMBI B JISJIOBOM MHCHME
Kak cnenyer noanuceiBaTh 1€I10BOE MHUCHMO
[IpuBercTBUE U MPOIIAHUE B ACTIOBOM MUCHME
Odopmrenue agpeca B JETOBOM MHUCHEME

aogrwnE



6. Yro Takoe memo?

7. TluceMoO — 3ampoc ¥ ero OCHOBHOE Ha3HAYCHUE
8. CocraBbTe MUCHMO — 3aIIPOC

9. Tucemo — mpeioxeHue

10. CoctaBbTe MUCHMO — MPEIIIOKEHUE

KpuTepnn OLICHKHN OTBETOB HAa KOHTpOJ’IbHLIﬁ BOIIPOC:

Kpurepun onennBanus 0TBeTa Ha KOHTPOJIBHBIA BOIIPOC

Jlan TmONHBIN, pa3BepHYThIH, OOOCHOBAHHBIN OTBET, B COOTBETCTBUU 3a4TEHO
C JICKCUKO-TPAMMAaTH4YECKUMHA HOPMAaMH M3y4aeMOro S3blIka W HOPMaMH
IpOo(heCCHOHAILHOTO U JIEJIOBOrO OOLIEHMS, C MCIOJB30BAHMEM H3y4EHHOTO
Marepuanga, TEPMHHOJOIMM,  YCTHblEe (NMCbMEHHbIE) BBICKA3bIBAaHUS Ha
MHOCTPAaHHOM $13bIKE€ IPABWJIBHO O(QOPMIIEHBI; MPUMEHEHBl COOTBETCTBYIOILINE
IrpaMMaTHYECKHE CTPYKTYPBI U PEUYEBBIE KIIUIIIE.

Jlan B 1eNOM BepHBIM OTBET, OJHAKO MPHUCYTCTBYIOT YaCTHUYHBIE
HapylIeHUs] JIEKCUKO-TPaMMaTHUYECKUX HOPM H3Y4aeMOIo S3blka U HOPM
pEUeBOro MOBEAEHUS B paMKax NPOQECCHOHAIBHOIO U JIENOBOrO OOIIECHHS.
Hcnonb30oBaH M3y4eHHBIH MaTepHall, TEPMUHOJIOTHS, YCTHbIE (MMMCbMEHHBIE)
BBICKA3bIBAHUS HA  HMHOCTPAaHHOM  Si3bIK€  O(QOPMIIEHBI,  HCIIOJb30BaH
OTpaHUYEHHBI HA0OP rPaMMaTUYECKUX CTPYKTYP U PEUEBbIe KIIMIIIE.

Jlan B 1EIOM  HEBEpPHBIH OTBET, MPOTUBOpPEYALIUNA  JIEKCHKO- He 3auteno
rpaMMaTHYeCKUM HOpMaM H3y4aeMoro si3bIka 1 HOpMaM pedyeBOro MOBEICHUS B
paMKax mpoeCCHOHATBHOTO U JIEJIOBOTO OOIICHUS

3aaHus 115l KOHTPOJIbHOM PadoThI

[Ipumep BapuaHTa 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

Dear Mr Williams

3

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

4

Jan v Oos

Jan Van Oos

Sales Department

Dear Jane

5

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

6

Kate

Dear Mr Groom

7

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

8

J Smart

J. Smart

Manager

2. Underline the correct word in italics.

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

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

3 Inapublic company anybody can buy the actions / shares.

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

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

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

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

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

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

10 | am the Financial Controller, and | relate directly / report directly to the Finance
Director.



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. These requests are all mixed up. In each sentence put the words and phrases in the correct
order.

1. please / arrange / for ten o’clock / could / an appointment / you

2. we / send us / as soon as possible / would / if you / the goods / be grateful / could

3. we / without delay / appreciate it / you could / pay our bill / would / if

4. confirm / please / you / are the same / could / your prices / that

5. we / exactly when / appreciate it / if you / would / could / tell us / you will arrive

6. What would you write in the following situations?

1. You have seen an advertisement in the newspaper for a post as office manager. You want an
application form.

2. The photocopier in your office has broken down. You want to have it repaired quickly.
3. You have moved your office and you want the post office to forward your letters to your
new address.

4. You want the telephone company to put another telephone in your office. You need it
urgently.

5. You have written to a company and you want them to reply quickly.

7. Fill in the gaps in these openings with a suitable phrase.
a) to talk to you on the telephone this morning.
to hear that you are enjoying your new job.




b) your letter. to hear that you have had so many
problems in your office.

to see you at the conference last week.

that we did not have enough time to talk.

d) that you could not come to the meeting on Saturday. | am sure that you
would have found it quite interesting.

e) to meet you yesterday. | found many of your ideas very interesting.

7. What opening would you write in each of these situations?

a) You met the addressee on Thursday. He told you that he had beenill.

b) You had dinner with the addressee last week at his house. He told you about his holiday in
Iceland.

c) You visited the addressee in his office last week but he could only talk to you for five minutes.
d) You received a letter from the addressee this morning. He told you that he had been promoted.

8. Translate from Russian into English.

1) [Iponagen u [lokynarens 3aKIFOUMIIN HACTOAINUN KOHTPAKT O HMKECIEAYIOMIEM. ..

2) [Iponasen npoxan u [lokynarens Kynui...

3) Copra ToBapa, 1leHa U KOJIUYECTBO YKa3aHbl HUXKE.

4) Cpok MocTaBKU: IBYMSA-TpeMs IapTUSAMHU B TEUEHHE BTOPOTO U TpeTbero keapranos 2013 r.,
Ha4YMHAs CO BTOPOU MOJIOBUHBI Masl.

5) Ilena ToBapa MOHMMAaETCs 3a TOHHY, BKJIIOYas YIMAaKOBKY; IMOCTaBKa Ha YCIOBUAX (GoO u3
OJIHOTO M3 POCCUUCKHUX TTOPTOB 10 BBIOOPY [Ipomaria.

6) Ormutata noJIHOKM CTOMMOCTH TOBapa mpou3BoauTces B gojapax CIIA.

7) B ciryJae JIeBaJIbBAIINH JoJutapa CIIIA 00e CTOPOHBI HMEIOT
MpaBo MOBTOPHO 0OCYAUTH LIEHY Ha TOBap.

8) be3o13biBHBII u MOITBEP K ICHHBIN AKKpEUTUB OTKpBIBAETCS
Ha MOJIHYI0 CTOMMOCTb TOBapa.

9) AKKpeTUTHB OTKPBIBAETCS B TeueHue 5 aHei nocne nonyyeHnus [lokymnarenem yBeqomiieHus

[IpoaaBiia 0 roTOBHOCTH TOBapa K OTTPY3Ke.
10) AkkpenuTuB aelcTBUTENCH B TeueHune 90 nHel, ¢ mpaBom
npoyieHus 1o Tpedosanuto [Ipoasia.

Kputepuu oneHKku BbINOJIHEHHS MHUCbMEHHBIX KOHTPOJILHBIX padoT

Kputepuu onenuBanust Konnuect
BO OasL10B
Pa0Gora BrIlONHEHA B IIOJHOM 00BeMe 0e3 OIMMOOK U HEIOYETOB WA 9-10

uMeeT He Oosee onHoro Hexoyera.Ha Bce BOMPOCHI JaHBI cojaep)KaTelbHbIC
oTBeTHl. Vcronb30BaH MIMPOKUHN AMANa3oH COOTBETCTBYIOIICH I'paMMAaTHUKH U
aKTUBHOTO CIIOBaps, JOMYCKAIOTCA HEKOTOpble HE3HAUUTENbHbIE OIIUOKH.
OTBeT XOpOIIIO CTPYKTYPUPOBAH C COOTBETCTBYIOIIUMU CBS3YIOIIUMU (ppazamu
H ab3aramu.

PaGora BEINIOIHEHA MOJHOCTBIO, HO B HEW uMeeTcs He Oonee 2-3 7-8
HerpyObIX omHUOOK MM HeAo4YeToB.Ha Bce BOMPOCH 1aHbl MPaBUIbHBIE OTBETHI,
HO WUMEIOTCS Hebombimue HenoueTsl. OTBeThl Oo(OpMIIEHBI HE BIOJTHE
aKKypaTHO, HO 3TO HE MeIIaeT MOHUMaHWi. Vcmonb30BaH omnpeaeneHHbINH
QMama3oH  COOTBETCTBYIOIIEH  rpaMMaTHKd M aKTUBHOTO  CJIOBaps,




UCTOJIB3YEMBIX C HECKOJIBKHMMH Cephe3HBIMU OIMOKaMU. B OCHOBHOM OTBETHI
XOPOIIO CTPYKTYPHUPOBAHBI C COOTBETCTBYIOIIMMHU CBS3YIOIIUMHU (pa3aMu.

[IpaBusIbHO BBHITIOJHEHO HE MEHEE MOJIOBHHBI paboThl. Ha Bce Bompocsl
JIaHbl yJIOBJIETBOPUTENBHBIE OTBETHI, HO HMMEIOTCS OIPEIACICHHbIC HEA0YETHI.
Hcnonb30BaH OrpaHWYEHHBIN JMANa30H IPaMMaTUKH M aKTUBHOTO CJOBaps,
KCIIOJIb3YEMOTO ¢ HEKOTOPHIMHU OIHUOKAMH, HO 3TO HE MEIIAET TOHUMAaHHUIO.
OTBeTHl HEAOCTATOYHO APTYMEHTHUPOBAHBI U CTPYKTYPUPOBAHBI C
HCMOJIb30BAHUEM OTPAHMYEHHOTO KOJIMYECTBA CBI3YIOIIHUX JIEMEHTOB.

5-6

Ha Bce BompocCh! 1aHbl OTBETHI, HO UMEIOTCS CYLIECTBEHHbIE OIIMOKY B
HCIIOJb30BAHUA TPAaMMATHKM W AaKTHMBHOTO CJIOBaps, HO 3TO HE MeEIaeT
noHuMaHuio. OTBEThl CTPYKTYPHUPOBAHbI HEJOCTATOUHO 4eTKo. Mcmonb3yercs
OTpaHMYEHHBIN JUana30H IPaMMaTUKU U CJIOBaps ¢ YaCTHIMU OIIMOKAMH.

[IpaBunbHo BbINONIHEHO He Oosee 20 % Bcex 3amanuid. [IpaBuibHBIE
OTBETHl JaHbl HE Ha BCE BOMNPOCHI, MPUYEM HMEIOTCS TpyOble OIHUOKHA B
rpaMMaTHU4YC€CKOM U JICKCUYCCKOM OCbOpMJ'IeHI/II/I BBICKa3bIBaHUM. OTBETHI IIOX0

CTPYKTYPUPOBAHBI.

2-3

[TpaBunbHO BBITIOTHEHO HE O0see 10 % Bcex 3amanuii. JlaHbI OTBETH HA
OTACJIBHBIC BOITPOCHI. HOHYHIGHBI 3HAUYUTEJLHBIE OIINOKA B TpaMMaTHUKE H
JeKcuKe. TEeKCT OTBETa He CTPYKTYPHPOBAH.

OTBeThl HEBEPHBIE WIIH OTCYTCTBYIOT.

TecToBBIC 3a0aHUA

[Ipumep 3amaHuii 1s1 TECTOBOTO KOHTPOJISI YPOBHS YCBOCHHSI yUeOHOTO MaTepHralia

1. Choose the best phrase for a formal letter.
Best

Regards

Yours

Kind regards

2. Complete the phrase: “  Sir or Madam, ...”
Respected

Dear

Kind

Mr.

3. Complete the phrase: “To Whom It May  .”
Concern

Convene

Combine

Conceal
4. Complete the phrase: “Looking forward to your .
Response

Reply

Answering

Release

5. The abbreviation FY1 stand for:

From your insight

For your intention

2




For your information

For your interest
6. Choose the most formal word:

Tell

Inform

Say

Decide
7. If you send a paper letter and some additional document, you __ them.
Attach

Add

Enclose

Ensile
8. In emailing the abbreviation “cc” means:

Carbon copy

Clear copy

Closed copy

Coven copy
9. Complete the phrase: “If you have any questions, do not __ to contact us.”
Try

Afraid

Hesitate

Bother
10. Complete the sentence to make it formal: “  your price list.”

Can you send us

Could you please send us

We would be grateful if you could send us

We will appreciate if you will send us
11. Complete the phrase: “I’d like to  for any inconvenience caused.”
Excuse

Forgive

Apologize

Forbid
12. Complete the phrase: “I’d like to  about the vacant positions at this branch.”
Enquire

Require

Contact

Inform
13. If there is a delay, you write: “Your request is being .
Worked

Assessed

Done

Processed
14. Complete the phrase: “I wishto  my appreciation for all your efforts...”
Express

Explain

Show

Emit
15. Complete the phrase: “I am sorry, but I cannot be of  to you in this matter.”
Help

Enquire

Assistance

Support

2



16. Complete the phrase: “We __ ask you to send us...”

Gladly

Kindly

Firmly

Happily
17. Complete the phrase: “We are not happy  the terms you suggested.”
For

At

By

About

18. Complete the phrase: “We  deny you permission to ...”
Categorically

Emphatically

Really

Unpermissibly

19. Complete the phrase: “If you can guarantee  delivery and can quote really  prices

we may be able to place an order with you.”

Prompt, cheap

Prompt, competitive

Quick, competitive

Quick, low
20. If you write “Does the idea appeal to you?”, you ask

If the addressee likes this idea

If the addressee dislikes the idea

If the addressee knows something about the idea

If the addressee has ever done something similar
21. Complete the phrase: “If you require any  information we shall be happy to let you

have this, .”

Other, on request

Further, by request

Further, on request

Other, by request
22. Complete the phrase: “If we can be of further _ to you, do not hesitate to write us.”
Aid

Help

Assistance

Support
23. If you want to thank somebody before something is done, you say: “Thank you .
Already

In advance

By now

Before hand
24. Complete the phrase: “Thank you for your letter  the meeting in Ohio next month.”
About

As for

Conjuring

Regarding

25. Complete the phrase: “  with your recent letter...”

On reference

In reference

For reference

Onucanue MeTOANKH OLIECHUBAHUS MPHU TECTOBOM KOHTpOJIE:
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Ha omenky creneHn cOpMHpPOBAHHOCTH 3HAHHEBOW KOMIIOHEHTHI KOMIIETEHIIMH IPH
pyOeKHOM KOHTpOJie 0TBOAUTCS He MeHee 10 BompocoB Tecta. Unciio MpaBUIBHBIX OTBETOB TECTa
oT 45 1o 59% cooTBeTCTBYET HavyaabHOMY (IIOPOTOBOMY) YPOBHIO OBJIAJICHUSI KOMIIETEHIIMEH, OT
60 no 80 % - 6a3oBoMy ypoBHIO, oT 81 1o 100 % - noBbIIEHHOMY (IIPOJABUHYTOMY) YPOBHIO
c(OPMHUPOBAHHOCTH KOMITETCHIIHH.

Kpurepuu onenxu (B 6asnax):

[IpouieHT nIpaBUIBHBIX KonunuectBo 0amion
OTBETOB

95-100 % 10

85- 94 % 9

75 - 84% 8

65 - 74% 7

55 - 64% 6

45 - 54% 5

meree 45% 0

IIpumep 3axaHus 111 KOHTPOJISI YCTHOM pedH (YCTHBIM OTBET):
Tembl 17151 yCTHOTO OTBeTA:

=

[ToaroroBeTe cooOIieHNe Ha TEMY: 0COOCHHOCTH JeNI0BOM nepenucku B Poccun

2. CpaBHHTE 0COOCHHOCTH JIe0BOM nepenucku B Poccun u B OO0beIMHEHHOM KOPOJIEBCTBE
unu B CIIIA.

3. KakoBbI 0COOCHHOCTH HANMMCAHUSI Pe3IOME B Pa3HBIX CTpaHax (MOYKHO BBIOpATh JTHO0YIO

CTpaHy W/WJK TIPOBECTH CpaBHEHHE ¢ Poccueir)

Kputepun oueHuBaHusl YCTHOM pe4u (YCTHOrO OTBETA)

Kpurepun 0aJLJIbI

CBoOoHOE BJIaJICHUE U3YYCHHBIM MaTEPUATIOM B TIPEITIOKCHHON 5
cutyaruu. Cozep:kaHue BbICKa3bIBaHUS COOTBETCTBYET CUTYALIUU
oOuieHus. PeueBasi akTHBHOCTD CTYJIEHTa OUYEHb BBICOKAs, OTBET
OTJINYAETCS JIOTUYHOCTBIO, CBI3HOCTBIO, ITOJIHOTOM,
MOCJIEA0BATENLHOCTRIO U 0erI0CThI0. Bricka3piBaHMe
MOJIMTEMATHYECKOTO XapaKTepa, XOPOIIo apryMEHTUPOBAHO, BBIPAKAET
CBOIO TOUKY 3peHus. Temn peun BbICOkH. OTCYTCTBHE OMIUOOK
SI3bIKOBOTO XapakKTepa.

I[OCT&TOLIHOG BJIAICHUC U3YUCHHBIM MATCPUATIOM B 4
HpeﬂHO)KCHHOﬁ CUTYyalluu. COI[Gp)KaHI/Ie BBICKA3bIBaHUS B LICJIOM
COOTBCTCTBYCT CUTYyallUU O6H.I€HI/I$I, OTJIMYAeTCS JOCTaTOYHOM
CBA3HOCTBIO, MTOJTHOTOM U Oer JIOCTBIO, XOPOIIIO apryMEHTHUPOBAHO,
BbIPAKaCTCA coOcTBeHHOE MHeHHe. Peun pa3H006pa3Ha, JAOITYCKacCTCA 3-4
SA3BIKOBBIC OIJ_II/I6KI/I, HCIPAaBJIICMBIC HA OCHOBC CaAMOKOPPCKIUU.

[TonHOE BOCTIpoM3BEIeHNE 3ayueHHOU TeMbl. Peub ymporieHHas. 3
[Tonumanwe s3pika orpaHudeHo. OTBET COJEPKUT 3HAYUTETHLHOE
KOJIMYECTBO JIEKCUYECKUX/TPAaMMaTHUECKUX/(DOHETHUECKUX OLTHOOK,
3HAYUTENIHHO BIMSIIOMINX HA aJIeKBATHOCTh 0(OPMIICHHUS PEUU.

KOMMYHI/IKE[TI/IBHEUI 3aa4a peacTCs Ha YPOBHC HCIIOJIHOT'O 2




BOCIIPOU3BCACHUA 110 ITaMATU 3ayquH0171 TCMBI. OTCyTCTByCT IIOHMMAaHUuEC
U peakius Ha noHnManue. HeagekBaTHoe oopmileHHE YCTHBIX
BbICKa3bIBaHUI. OTBET COACPKUT OOJIBIIOE KOJIUYECTBO OIIHOOK.

[

OTCYTCTBI/IC OTBCTA UJIK OTKA3 OT HETO.

IIpuMepsI NpaKTHYECKUX 3aJAHU I

O6pa3eln NPAKTHYECKOI0 32 JaHNS
YreHnne u nmepeBo/]l TEKCTAa HA MHOCTPAHHOM si3bIKe 110 TeMe MoayJsi (00beM 2000 3HaKoB).

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:
the letterhead

the return address;

the date;

the inside address (i.e., the recipient’'s name and address);

the opening salutation;

the body of the letter;

the closing salutation;

the signature.

NG~ WLNE

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 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 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 (/'mesoz/, 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
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 BbBINNOJHCHUA YTCHHUSA U IMIEPEBOJAA TEKCTA:

Kpurepun basibl

Ilpu umenuu peyb BOCHPHHUMAETCS JIETKO: HEOOOCHOBAHHBIE TMay3bl 5
OTCYTCTBYIOT; (h)pa3oBoe yAapeHHE ¥  HHTOHAIMOHHBIE  KOHTYPBHI,
MIPOU3HOIICHHUE CIIOB MPAKTUUYECKU 0e3 HapYIIEeHU HOPMBI; JOMYCKAeTCs He
6onee 2-X (HOHETUUECKUX OIIHOOK.

Ilepesod monHbI. OTCYTCTBHE CMBICIOBBIX U TEPMHUHOJIOTHYECKUX
ucKkaxxeHU. TBopueckuil mMoaxoa ¥ aOCONIOTHAs TOYHOCThH Iepenadyu
COJICp’KaHUs U XapaKTePHBIX 0COOCHHOCTEH CTHIISI IEPEBOJMMOrO TEKCTA.

Ilpy umenuu pedb BOCIPUHUMAETCS JOCTATOYHO JIETKO, OIHAKO 4
MPUCYTCTBYIOT  HEOOOCHOBaHHBIE may3bl; (pa3oBo€  yaapeHue U
WHTOHAIIMOHHBIE KOHTYpPHl TMpaKTUYeCKH ©Oe3 HapylIeHUHd HOPMBI;
JoryckaeTcst oT 3 10 5 poHeTHYecKuX OmMOOK, B TOM uucie 1-2 ommoku,




HCKaXaIOII1e CMBICIL
Ilepeeoo monupidi. CoOmromaeTcss TOYHOCTh IEpeJavd  COJCPKAHMUA.
OTCyTCTBYIOT ~ CMBICIOBBIE  HCKakeHHs.  JlomyckaroTcs  HEKOTOpbIe
TCPMHUHOJIOTUYCCKUC HETOYHOCTHU n HE3HAYUTCIIbHBIC HapylmICcHHA
XapaKTEPHBIX 0COOEHHOCTEH MEPEeBOIMMOTO TEKCTA.

Ilpy  umenuu peyb BOCIPUHUMAETCS JOCTATOYHO JIETKO, OJHAKO 3
MPUCYTCTBYIOT HEOOOCHOBAaHHBIE TI1ay3bl; €CTh OMHMOKM B (Ppa3oBBIX
YAApEHUSIX W WHTOHAMOHHBIX KOHTYypax; Jomyckaercs oT 5 go 7
(oHETHYECKUX OMNOOK, B TOM YHUCIIE 3 OMMOKHM, HCKaKAFOIINE CMBICIT
llepesoo He coBceM MONHBINA. OTCYTCTBYIOT CMBICIOBBIE HCKAKEHUS.
JlommyckaroTcsi He3HAUUTEIbHbIE TEPMHMHOJIOTMYECKHE HCKaxeHus. Mmeror
MECTO HETOYHOCTH B IIepejlaue CoAepKaHms TEKCTa.

Ilpu umenuu peyb HE BOCHPUHHMMAETCS H3-32 HEOOOCHOBAaHHBIX May3; 2
HETPaBWIBHBIX (PPA30BBIX YIAPEHUH M WCKAKEHHBIX WHTOHAIIMOHHBIX
KOHTYPOB, JIOTYIIIEHO 8 1 0oJiee POHETHUECKUX OIMIHUOOK.

Ilepesoo  Hemonubld.  JlomyckaioTcst  rpyOble  TEpPMHMHOJIOTMYECKHE
uckaxxeHus.  HapymaeTcss  mpaBUIBHOCTH — IEpeladd  COAEpKaHUs
MIEPEBOJIMMOTO TEKCTA.

Otka3 ot uyreHus. OTKa3 OT NepeBOIa TEKCTA. 1
HOHI/IMaHI/Ie OTACIBHBIX npeg:(nonceHnﬁ, HC HGCYHH/IX OCHOBHYIO
nHopmarmo. OTBET He Mo cymecTBy. OTKa3 OT mepeckasa.

Ilepecka3 (pedepupoBaHue) TEKCTAa HA UHOCTPAHHOM fI3bIKe MO TeMe MoayJsa (odobem 3000
3HAKOB).

Memo.

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

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

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

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

Body: The body of a memo follows the same rules as the body of a letter. The only difference is
that, because a memo does not include a salutation, the body starts two lines after the subject line.
Important points or long lists of points are usually best presented using bullets (¢) or numbers.
Memaos 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 inthe | 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
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 . . .

* 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.

KpuTepun oneHKH BBINOJIHEHNS Nepeckasa (pe)epupoBaHns) TeKCTA:

Kpurepun bayibl

Ilpu  nepeckase (peghepupoeanuu) W3BIEUEHHE U3 TEKCTa OCHOBHOMU 5
unpopmanuu co creneHblo 100% MOMHOTHI M TOYHOCTH TIOHUMAHHUS.
OtcyrcTBUE M30BITOYHOM MHPOpPMAINH. BhICKa3bIBaHHE CBOETO OTHOIICHHUS
K mpoOieMe, 0003HauUEeHHOW B mpemnokeHHoM TekcTe. CoaepxaHue
BBICKA3bIBAHUSI COOTBETCTBYET TEME, OTJIMYACTCS CIIOHTAHHOCTBIO U
apryMEHTUPOBAHHOCTHIO. Peub mpaBuibHAs, OTCYTCTBYIOT OIIMOKH




SI3BIKOBOTO Xapakrepa.

Ilpu nepeckase (pegepuposanuu) WU3BIEUEHUE U3 TEKCTa OCHOBHOMN 4
uHpOpMAIMK CO CTENEHBIO TOJHOTHI MOHMMaHHWA B mpenenax 70—75%.
OtcyrcTBUE BTOPOCTENCHHOM UH(pOpPMALINH. HecoGmonenue

JIOTUYECKOM/XPOHOIOTHYECKON CBSI3U (PAaKTOB M COOBITHH TPU H3JI0KEHUH
conepxkanus Tekcra. Jlomyckaercss m30bITOUHOCTh MHpOpManuu. PedeBas
aKTHBHOCTh CTY/EHTAa JIOCTaTOYHO BBICOKAs, JOITYCKAIOTCS S3BIKOBBIC
OIITMOKH.

Ilpu nepeckaze (pegepuposanuu) W3BIEUEHUE W3 TEKCTAa OCHOBHOMU 3
nHGOpPMAIMK CO CTETEHBIO TOJHOTH MOHMMaHus B mpenenax 60—70%.
OcHoBHast uHpopManusi OTAeJIeHa OT BTopocTeneHHOM. HMeer Mecto
HEYMEHHE CTPYNIHPOBAaTh WHMOPMAIMIO TI0 ONPENEICHHBIM TPU3HAKAM.
PedeBass aKkTMBHOCTH CTyAeHTa HeBbicOKas. OTBETB Ha BOIPOCHI

MPero1aBaTes OCO3HAHHEIE. JomyckaroTcs JIEKCHYECKHE "
IrpaMMaTHYECKUE OMIMOKH.
Ilpu nepeckase (pepepuposanuu) MOTHOTA TIOHUMAHUS TEKCTA B TMpeesiax 2

50%. Heymenue mpoBecTH  CEJEKTUBHBIH  OTOOp  HMH(pOpMAIHH,
nepepaboTaTh U JIOTUYHO M3JIOKUTH ee. [Ipu nepenade conepxaHus TEKCTa
JOTIyCKaeTCsl BTOpPOCTEINEHHas W u30bITouHas mHpopmarus. Mmeer mecto
HE COBCEM TOYHOC IIOHMMAaHHEC TCKCTa, OTACIIbHBIC CbaKTI)I HUCKaXXCHBI.
PeueBass axkTHBHOCTH CTyACHTAa HECBBICOKAs. Nmeer MecTo HemoHMMaHHE
HEKOTOPBIX BOIPOCOB mpenojaBaTens. Jlomyckaercs 3HAYMTEIbHOE
KOJIMYECTBO IPAMMATHUYECKUX, JIEKCHYECKUX U (POHETUYECKUX OIINOOK.

[lonumanue OTHOENBbHBIX  NOPEUIOKEHHH, HE HEeCYIIMX OCHOBHYIO 1
nHpopmanuro. OTBeT He no cymecTBy. OTKa3 OT mepeckasa.

IMoaroroBuTh ycTHOE COO0IIEeHHE (MPe3eHTANMIO) IO TeMe MOAYJSA € HCHO0Jb30BaHUEM
aKTHBHOIrO caoBaps moayJs (10 -15 npensoxennii)

Tembl cooOeHnii (Mpe3eHTaIMi)

1. Tips to write a good offer
2. Hints for writing a good CV
3. What are the best qualities and skills the employer seeks in recruits
4. What are the differences between a curriculum vitae and a resume.
5. Formal and informal letter (the main differences)
Kputepun oueHKH BHINOJHEHUS COO0EeHUi (TTpe3eHTanuii)
Kpurepun 0aJLJIbI
Bricka3biBaHHEe CBSI3HOE U JIOTUYECKU II0OCJICA0OBATCIBHOC. I[I/IaHaBOH 5

HCIOJIb3YEMBIX SA3BIKOBBIX CPEACTB HOCTATOYHO IIUPOK. yHOTpe6J'IeHI/Ie
SA3BIKOBBIX W PCUCBBIX CPCIACTB a0COJIIOTHO ageKBaTHOE. SI3BIKOBBIE
cpeacTBa yr[OTpe6J'IeHBI MNpaBHUJIIBHO B COOTBCTCTBHU C JICKCHKO-
rpaMMaTUYCCKUMHU HOPMAMH HU3Yy4aCMOI'0 A3bIKaA. MaTepI/IaJ'I n3jaaracTcsa
mocjaeaoBarCJibpHO € TOYKH 3pCHUA JIOTUKH IIPEAMCTa U HOPM
JIUTCPATYPHOI'O  A3bIKA. OIJ_II/I6I(I/I, Hapymaronmue KOMMYHHUKAIUIO,
OTCYTCTBYIOT niIn HC3HAYUTCIIbHBI. Peun J0CTAaTOYHO Oeras.
HpOI/I3HOI_HCHI/Ie MMpaBUJILHOC. HpI/ICYTCTByeT YMCHUC [CJIaTb aHalinu3,
BBIBOJBI U 0606IJ_ICHI/I}I. I[OCTI/IF HYTO CMBICJIOBOC CITMHCTBO TCKCTA.

B 11en1oM BeICKa3bIBaHHE CBSI3aHHOE U IOCIIEAOBATEIBHOE. I/ICHOHBSYCTCH 4
JAOBOJIBHO OOJIBIION 00BEM S3BIKOBBIX CpCACTB, NOCTATOYHO YBCPCHHOC




BJIQJICHUE JIEKCUKO-TPaMMAaTU4YECKUMH CpPEJCTBAMH H3Yy4aeMOIO s3bIKa
IIpYM HE3HAUUTEIbHOM NOMOIIM IpenojaBaTesis. OAHAKO MPUCYTCTBYIOT
OTJENbHbIE OIIMOKM, HapylalolmMe KOMMYHHUKALUIO, S3bIKOBYIO
IPaBWIBHOCTb,  Oeryioct. TeMI  peun  HECKOJIBKO  3aMEIJICH.
[IpousHouieHMe He 4YHUCTOE, CTpaJarolllee AaKIEHTOM IO BIUSHUEM
poJHOro si3bIKa. JlomycTuMoe Hamuue ommooK — 3-4.

Jlnana3oH A3bIKOBBIX CPEJICTB orpaHuyeH (y30k). Hanuuue yacteix nays,
3aTPyIHSIONIMX KOMMYHUKaUIo. Temn peun 3ameiieH. O0bem
BBICKa3bIBaHUS HE JOCTHracT HOpMbI. Hasiuue si3pIKOBBIX OIIHO0K (6-7),
3aTPyJHSIOUINX TIOHUMaHUE CKa3aHHOTO MJIM MCKAXKAOLIUX CMBICIL.
Hapymaercs nocienoBaTeIbHOCTh BHICKA3bIBAHUS.

Bricka3blBaHHEe HE  COOTBETCTBYET TpeOOBaHUSAM TIO0  00bEMY
(neOonbioe). HaOmromaercs y3ocTh BokaOymspa (cioBapb KpaiiHe
OeJieH), HaTMYle MHOTOYHUCIIEHHBIX I'PyObIX OIINOOK (KaK SI3bIKOBBIX, TaK
U (OHETMYECKMX) M YaCThIX May3, MEIIAIUX KOMMYHUKAUU U
3aTpyJHSIONINX IOHUMaHUE Bbicka3biBaHUs. HaOnronarores 3aTpyAHeHUs
B TIOCTPOEHUHU BBICKA3bIBAHMS M OTBETAaX Ha BOMPOCHI MPEINoaaBaTes.
KoMMyHMKaTHBHAs 3a7jaua HE BBIIIOJIHEHA.

Ouenp crnabble 3HAHWS MPOTPAMMHOTO MaTephaia WM OTCYTCTBHE
3HAHWHA HE TO3BOJIIFOT CTYACHTY O(QOPMHUTH BBICKA3bIBAHWE B CBS3HBIN
peueBoil OTpe30K, pedeBas 3amadya He penieHa. MHOTOYHCICHHBIC
JIEKCHYECKHEe W TpaMMaTHYeCKHe OIMMOKHM HE TO3BOJSIOT CTYICHTY
JIOHECTH CBOIO MBICTL A0 ayauTopuu. HaOmiomaercs HemoHUMaHUE
BOIIPOCOB  TpENojaBaressi, HEYMEHHME  OCYIIECTBUTb  PEUYEBOE
BBICKa3bIBaHUE.




BBINOJHUTHL NIHCHLMEHHDBIE 3aJaHusA
1
Reply to Mr. Mizuno. Tell him if you can meet him on March 13.

Letter plan
-say what you are writing about
-tell him if you can meet him or not (give the day and time)
-recommend the Hotel Bluebird to him (tell him where it is — see map)
-ask him to let you know where he will be staying in case you need to contact him
-close the letter
2
Slembrouck BV has now delivered the orders to the Court Hotel and ABC (Drink Machines) Ltd.
Unfortunately, there are some problems and both the Court Hotel and ABC Ltd have to write to
complain.
In three groups, you must write the correspondence between Slembrouck BV, the Court Hotel and
ABC (Drink Machines) Ltd. The role cards at the back of the book will help you but you must
decide exactly what to write.
You must write neat, clear business letters. Remember to:
put the date
write to a particular person if you have his/her name
use a subject heading
thank the person for any letter they have sent you
use ‘Yours sincerely/faithfully’ correctly
sign the letter with your name and title.
3
You are Sujit Singh, from Agricultural Supplies Ltd. Reply to the circular letter from India Trade
Fairs Ltd.
- ask them to reserve 30 square metres
- tell them that your supplier, Massari Tractors, will probably come
- ask them to arrange a visa for Luigi Lombardo (give this information: full name, Luigi Piero
Lombardo; nationality, Italian; passport number, 34768C)
4
This meno has just come from Stores Department (Unit 6).

Write to Jarritos and tell them this.

Letter plan
say what you are writing about
say what the Stores Dept has told you
ask them to tell you as soon as possible if they want the bottling system
5
Your business is in serious financial difficulties. You owe £250,000 so you cannot settle your
account with Lumino Inks. (The bank refused your last cheque.)
To stop legal action against you, your lawyers, Smith &c Sons, have told you to go into liquidation.
They will write to all the companies involved soon.

1 Write to Lumino Inks.

- put a heading

- refer to their letter

- tell them about your present situation
- give the bad news about their bill

- say what you have had to do



- tell them about your lawyers
- apologise and close the letter
2 Write a short letter to Northern Paperworks telling them about your present situation and what
you have had to do
6
If you have not received a credit reference from Lumino Inks, send them a telex asking them
to reply. (Telex No: 67677 LINK)
When you have received the reference from Lumino Inks, decide if you will let Wainman Ltd buy
paper from you on credit.
Note: Look at the names of the owners on Wainman’s letter and the name of the person at Pelican
Paper Ltd (Unit 7).
Write to Wainman Ltd and tell them what you have decided.
- say what you are writing about
- give the good/bad news
- if you give good news: ask them to tell you how much paper they want
- if you give bad news: say you can supply them if they pay in cash
7
Reply to India Trade Fairs Ltd.
- thank them for their letter
- tell them who is responsible for all advertising and promotion in the New Delhi area (they should
contact them)
- Luigi Lombardo will go to the fair (ask them to arrange a visa for him; give this information: full
name, Luigi Piero Lombardo; nationality, Italian; passport number, 34768C)
- you also need to know exactly where the fair will be.
8
You have just seen this article in the newspaper.
Decide what you are going to do now and then:
- send telexes to make sure you have a working bottling system (Unit 4);
-send any necessary letters to cancel an order you have made.

Letter plan
- say what you are writing about
- give the bad news
- give the reason
- say what you are going to do instead
9
You have received a letter from Tavridis Ltd, asking for information. Send them a letter with the
following details:
20,000 metres of 13 amp. cable at 21p a metre £4200
less 8% for a large order -£ 336
£3864
packing and freight £ 252
C&F TOTAL £4116
You can deliver the cable ten weeks after you have received their letter of credit.
Letter plan
put a heading
refer to their letter
give the information
close the letter
10
The bank has just telephoned you. They cannot pay the cheque from Wainman Ltd because there is
no money in the account.



Write to Wainman Ltd and tell them this. Demand payment in cash. Warn them about legal action.

KpuTeplm OLICHKH IMHCbMECHHBIX paﬁoT
(pa3.1mqm>1e BU/BI JCJIOBLIX ITUCEM, ICCE, IPOCKTHLIC paﬁoTbl, B T.4. B rpynnax)

KoMMyHuKaTHBHAs 3a7jaua peleHa, co00IeHbl OCHOBHBIE ITpaBuiIa Onenka «5»
oQopMIICHHS TEKCTa, OYCHb HE3HAYUTEIILHOE KOJIMIECTBO
opdorpadudeckux 1 JEKCUKO-TPAMMATHIECKUX MOTPEITHOCTEN. Jlornunoe
U TIOCIIe/IOBATENIbHOE U3JI0KEHHE MaTepralla ¢ AeIeHHEM TeKcTa Ha a03alibl.
[IpaBunbHOE UCIIOIB30BAHUE PA3IUYHBIX CPEJICTB NEPEJaun JOTHUECKON
CBSI3M MEXY OTJICIIbHBIMU YaCTSAMHU TEKCTa. YJaluiics noka3an 3HaHue
00JIBIIOrO 3amaca JEKCHKH U YCIELTHO UCIOIb30Ball €€ C yUeTOM HOPM
MHOCTpaHHOTrO fA3bIKa. [IpakTiuecku HeT ommobok. Cobmoaaercs
MpaBWJIbHBIN NOPsI0K cia0B. [Ipu ncnons3oBanuu 0osee CI0KHBIX
KOHCTPYKIUH J0MyCTUMO HEOOJIBIIIOE KOJMUECTBO OMIHOOK, KOTOPHIE HE
HapylIaT noHumManue tekcra. [loutu Her opdorpapuyeckux ommnooK.
CoOmnronaercs neneHue TeKCTa Ha IpeanokeHus. Mmeronuecs: HeTOYHOCTH
HE MENIAI0T MOHUMAaHHIO TEKCTa.

KoMMyHHKaTHBHAS 3a7ada penieHa, HO JISKCHKO-TpaMMaTHICCKIe OreHKa «4»
MOTPEITHOCTH, B TOM YHCJI€ BBIXOIAIINX 32 0a30BbIi YPOBEHb,
MPEIATCTBYIOT TIOHMMAHUIO. MeEiciu u3i10kK€eHbl B OCHOBHOM JIOTHYHO.
HOHYCTI/IMBI OTACJIIBHBIC HEAOCTATKH IPHU ACJICHUH TCKCTA HA 36331_[1-;1 H 1pu
WCTIOJIb30BAHUH CPEJICTB TEPEIavn JJOTHUECKOU CBSI3U MEXKIY OTACTHHBIMH
YacTsMU TEKCTa WK B (popMaTe nmuchbma. YUaluics HCIoIb30Ball
JOCTaTOYHBIH 00BEM JICKCHKH, JOMYCKasi OTJACITbHbIC HETOYHOCTH B
yHoTpeOJICHUH CIIOB MJIM OTPAHUYCHHBIN 3amac CJIoB, HO YPPEKTUBHO U
MPaBHIIBHO, C YYETOM HOPM MHOCTPAHHOTO s3bIKa. B paboTte mMeercs psia
rpaMMaTHYECKHX OMIMOOK, HE MPETSITCTBYIONINX TOHUMAHHIO TEKCTA.
JIOTTyCTHMO HECKOJIBKO oporpaduiyeckux ommudoK, KOTOphIe HE
3aTPYAHSIOT TOHUMAHHUE TEKCTA.

KomMMyHHMKaTHBHAA 3aJaua pelieHa, HO SI3bIKOBBIE IOIPEIIHOCTH, B TOM Onenka «3»
qucye IPU MPUMEHEHHUH A3bIKOBBIX CPEJCTB, COCTABIIAIOLINX 0a30BbIH
YPOBEHb, IPEMATCTBYIOT IOHUMAHUIO TEKCTA. MBICIH HE BCErja U3JI0KEHbI
noruuHo. JlexeHue Tekcra Ha ab3albl HEJJ0CTaTOYHO MOCIIEA0BATENbHO WK
BoOOI111€ OTCYTCTBYET. OMMOKU B MCIIOJIb30BAaHUU CPECTB Iepeadun
JIOTUYECKOM CBSA3M MEX/Y OTJEIbHBIMU YaCTSIMU TeKCTa. MHOTo OINOOK B
¢dopmate nucbMa. Yyaluiicss UCIOIb30Ball OrPaHUUYEHHBIH 3amac ClioB, HE
Bcerja co0io1asi HOpMbl HHOCTPAHHOTO si3bIKa. B pabore 6o yacto
BCTPEYAIOTCS IpaMMaTHYeCKUe OLIMOKH 3JIEMEHTapHOTO YPOBHS, 100
OLIMOKHM HEMHOTOYHCIIEHHBI, HO TaK CEPbE3HBbI, YTO 3aTPYHSIOT TOHUMaHUE
TekcTa. ViMeroTcst MHOTHE omuOKH, opdorpaduyeckre U MyHKTYallHOHHBIE,
HEKOTOPBIE U3 HUX MOTYT NIPUBOJUTH K HEIOHUMAHHIO TEKCTA.

KommyHukaTuBHas 3afa4da He pemieHa. OTCYTCTBYET JIOTHKA B MOCTpoeHnn | O1eHka «2»
BbICKa3bIBaHUA. He ncnonb3yroTcst cpencTBa nepeiayu JOru4eckom CBsA3U
MeXIy YacTsaMu Tekcta. DopMar nmuchbma He coOMroaaeTcs. Yuariuiics He
CMOT MPaBUJILHO UCIOJIb30BaTh CBOM JIEKCUYECKUI 3amac JJisl BhIpaXKSHUS
CBOMX MbICIIEH UM He 00J1a1aeT HEOOXO0JMMBIM 3aI1acoM CJIOB.
I'pammaTtudeckue npaBuia He coOmoaatores. [Ipasuna opdorpaduu u
MYHKTYalluu He COOMIONA0TCS.

OTka3 OT BBINOJHEHHUS PabOTHI 0




4.3 PeliTHHI-TIJIAH JUCHUNIUHBI

Pelitunr - nnan npencrasned B [Ipunoxennn Nel

5. YueOHO-MeToaUYecKOe U MHPOPMALMOHHOE o0ecTiedeHne TN CHUTITHHbI

5.1. IlepeyeHb OCHOBHOI U J10TIOJIHUTEIbHON y4eOHOH JIMTepaTypbl, He00X0AMMOM A5
OCBOCHMS JHCIUIITHHBI

OcHoBHas JiuTepaTypa:

1. AHTIMICKUN SI3BIK: METOJUYECKUE yKa3zaHus 1o aucuuruinae "Crhenkypc Ha MHOCTPAHHOM
si3bike-3" "JlenoBast koppecnonneHuus" s 6akanaBpoB 1 roga obydenust / baml'Y; coct. C. B.
['y6uxk. — VYa: PULL bamI'V.
Y. 1 [DnexTponnsiit pecypc], 2012. — DnexTpoH. Bepcus mned. myoaukanuu. — JlocTym BO3MOKeH
qyepes DNEeKTPOHHYIO OnOIMOTEKY bamlV. —
<URL:https://elib.bashedu.ru/dl/corp/GubikMet.UkPoDelovoiKorresp.2012.pdf>.

2. AHTIHICKAN S3BIK [DIeKTpoHHBIA pecype]. U.2: MeToandeckue yka3zaHus Jyisi OakaaaBpoB 2
rojia oOyueHus: JKOHOMHUYECKUX HarpaBjieHHi / barmkupckuii rocy1apcTBeHbI YHUBEPCUTET; COCT.
C.B. I'ybuk. — VYa: PULL baml'V, 2013. — DnekTpoH. Bepcus ned. nmyonukauuu. — Jloctyn
BO3MOJKEH gyepes DNEeKTPOHHYIO OonbIMoTEKY bamlI'V. —
<URL:https://elib.bashedu.ru/dl/corp/Gubik SV_sost_Anglijskij jazyk_Delovaja korrespondencija
mu_2_2013.pdf>.

JonoaHUTeBLHAS JUTEPATypa:

1. Tycmsaxosa A. B. Business English in the New Millennium: yue6HO0€ mocooue - MockBa:
MIIT'Y, 2016; To xe [DnekTponHsIil pecypc]. - URL:
http://biblioclub.ru/index.php?page=book_red&id=472847

2. EscrokoBa, T.B. AHIIHICKUHN S3BIK: 1J11 SKOHOMUYECKUX CIEIUATBHOCTEH ;| yaeOHUK /

T.B. EBcrokoBa, C.H. JlokTeBa. - 4-e usn., crep. - Mocksa : UznarensctBo «®DaunTtay, 2017. -
357 c. - ISBN 978-5-9765-0115-7 ; To ke [DneKkTpoHHBIHN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=93663

3. Ulnaxosa, B.A. Aurnuiickuii s3bIK st 5KOHOMUCTOB : yueOHUK / B.A. [llnsxoBa,

O.H. I'epacuna, FO.A. I'epacuna. - Mocksa : M3narenbcko-Toprosast koprnopauus «/lamkos u
K®», 2016. - 296 c. : Tabi. - (YueOHbIe u3gaHus i1 OakanaBpoB). - bubmmorp. B kH. - ISBN
978-5-394-02222-7 ; To e [ DnexTpoHHBIN pecypc]. -

URL: http://biblioclub.ru/index.php?page=book&id=453342

5.2 Ilepeyennb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTu « UHTepHeT» H
NPOrpaMMHOI0 ol0ecredeHnsi, He0OXOAMMBbIX JJI51 0CBOCHMS AU CHUIIIMHBI

No HaumenoBanue MuatepHer- Ccbuika (URL) Ha MHTEpHET pecype
pecypca
DNEeKTPOHHBIN y4eOHBIN KypC http://sdo.bashedu.ru/course/view.php?id=1711

1. «HOCTpaHHBIN A3BIK IS
podecCHOHABHBIX IIeNIei

2. | DnexTpoHHbII yueOHBIH Kypc http://sdo.bashedu.ru/course/view.php?id=712
«HOCTpaHHBIH S3BIK (AHTJIMHCKUN )»



https://elib.bashedu.ru/dl/corp/GubikMet.UkPoDelovoiKorresp.2012.pdf
https://elib.bashedu.ru/dl/corp/Gubik%20SV_sost_Anglijskij%20jazyk_Delovaja%20korrespondencija_mu_2_2013.pdf
https://elib.bashedu.ru/dl/corp/Gubik%20SV_sost_Anglijskij%20jazyk_Delovaja%20korrespondencija_mu_2_2013.pdf
http://biblioclub.ru/index.php?page=book_red&id=472847
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&id=93663
http://biblioclub.ru/index.php?page=book&id=453342
http://sdo.bashedu.ru/course/view.php?id=1711

DNEeKTPOHHO-OUOIMOTEUHAs CHCTEMa https://bashedu.bibliotech.ru/Account/LogOn
2. | «OneKTpOHHBINH YUTAIBHBINA 337
DNEeKTPOHHO-OUOIMOTEUHAs CHCTEMa http://www.biblioclub.ru/
3. | «YHuBepcurerckas oubmmoreka online»
4. | DnexTpoHHO-OMOIIMOTEYHAS CUCTEMA http://e.lanbook.com/
u3zaresnbeTra «JlaHbpy
5. | PecypcHblii caiiT m3aaTeabCTBa www.macmillan.ru
«MaxkMuILIaH»
6. [JuexTpoHHBI ciaoBapb “MyasTuTpan”  [(WWw.multitran.ru
7. | TonKOBBIH CIOBAPH AHTIUICKOTO SI3bIKA http://oxforddictionaries.com
Oxford English Dictionary
8. | Free English video lessons. Buneoypoxku www.engvid.com
VIS CAMOCTOSATEIBHON pabOThI
9. | TED. BuneoneKkuuu U BBICTYTUICHHS www.ted.com
M3BECTHBIX YUEHBIX U MPENoJaBaTesiei no
pa3HbIM MpolIeMaM COBPEMEHHOCTH
(aHrIMICKUH SI3BIK)
10.| PecypcHbIi callT I H3YdSHHSI ICTOBOTO www.BusinessEnglishResources.com
AHTJIMICKOTO SI3BIKA.
11.| CaiiT mist M3ydarouInx aHTIHACKAHN SI3bIK http://www.bbc.co.uk/learningenglish
12.|Video Vocab is a podcast published https://www.videovocab.tv/English-
by Business English Pod for English as a Vocabulary-ESL/economics-english-
second language (ESL) learners who want to |vocabulary/
expand and improve their English vocabulary
for business.
13.]500 lessons covering essential Business http://businessenglishpodcast.com
English language and skills.

1. ba3za panHbIX mnepuommyeckux wu3gaHuii Ha tuiatrpopme EastView: «BecTHukwm

MoOCKOBCKOTO YHUBCPCUTETA», ((I/IBI[aHI/IH 110 O6H.[€CTBCHHI>IM U TYMAaHHUTApHbIM HayKam» -
https://dlib.eastview.com/

2. I/IH(I)OpMaI_[I/IOHHa}I CUCTEMAa «E,I[I/IHOG OKHO JOCTYyIIa K 06p330BaTeJILHI>IM pecypcam»
- http://window.edu.ru

3. Hayunast snextponnas oubiaunoreka eLibrary.ru - http://elibrary.ru/defaultx.asp
4. DnekTpoHHbIN KaTajgor bubauoreku baml'y — http://www.bashlib.ru/catalogi.
5. ApxuBbl HaydHbIX JKypHanoB Ha miatgopme HOMKOH (Cambridge University

Press, SAGE Publications, Oxford University Press) - https://archive.neicon.ru/xmlui/

6. N3narensctBo «Annual Reviewsy - https://www.annualreviews.org/
7. N3narensctBo «Taylor&Francis» - https://www.tandfonline.com/
8. Windows 8 Russian. Windows Professional 8 Russian Upgrade Jlorosop Nel04 ot

17.06.2013 r. JIutien3uu GeccpoyHEIE.

9. Microsoft Office Standard 2013 Russian. [loroop Nell4 ot 12.11.2014 r.
Jlunensuu 6eccpoyHbIe.

10. Windows 8 Russian. Windows Professional 8 Russian Upgrade. Torosop Ne 104 ot
17.06.2013 r. JIunen3un 6eccpoyHbie

11. Cuctema nieHTpanu3oBaHHoro TectTupoBanus baml'y (Moodle)


http://bashedu.ru/go.php?to=bashlib.ru/go?https://bashedu.bibliotech.ru/Account/LogOn
http://bashedu.ru/go.php?to=www.biblioclub.ru/
http://bashedu.ru/go.php?to=e.lanbook.com/
http://www.macmillan.ru/
http://www.multitran.ru/
http://oxforddictionaries.com/
http://www.engvid.com/
http://www.ted.com/
http://www.businessenglishresources.com/
http://www.bbc.co.uk/learningenglish
https://www.videovocab.tv/English-Vocabulary-ESL/economics-english-vocabulary/
https://www.videovocab.tv/English-Vocabulary-ESL/economics-english-vocabulary/
https://www.videovocab.tv/English-Vocabulary-ESL/economics-english-vocabulary/
http://businessenglishpodcast.com/

6. MaTepHaJILHO-TEXHI/I‘IeCKaﬂ 6333, H606XOL[I/IMaﬂ AJIsL OCYHIECTBJICHUSA
06p330BaTeHBHOFO nmpouecca mo 1MCuUIIJIMHE

HaunmenoBanue
CrenUuaJIn3uPOBAHHBIX
ayauTopuii, KaOUHETOB,

Bupa 3ansaruii

HaumenoBanme o0opynoBanms,
NMPOrpaMMHOI0 o0ecrne4eHus

Jaboparopuii
Yueonas ayauTopust aas | [pakTudeckue/ceMmunapckue | YueOHast Me0eb, JIOCKa,
MpoBeJIeHU 3aHATHH | 3aHATUA MPOEKUHOHHBIA  DKpaH,  IPOEKTOp,
cemuHapckoro tuma: NeNe 101, IIEPCOHAJIbHBIE KOMITBIOTEPHI.
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. CucremMa IIEHTPAJIU30BAaHHOIO
tectupoBanus baml'y (Moodle).
Yueonas ayauTopus aas | I'pynmoBeie u | YuebHas MeOelb, JIOCKa,
NnpoBeAeHUs]  TPYNNOBBIX W | HHAWBUAyalbHBIE MPOSKIUOHHBIN  3KpaH, IPOEKTOP,
HHIHBHAYAJTBHBIX KOHCYJIbTAIlUH MEPCOHAJIbHBIE KOMITBIOTEPHI.
koHcyabTamuii: NoNe 101, 102,
103, 104, 105, 107, 108, 110, 207, 1. Windows 8 Russian. Windows
208, 209, 210, 311a, 3118 Professional 8 Russian Upgrade.
2. Microsoft  Office  Standard
2013 Russian.
3. CucreMa IIEHTPAJIU30BAaHHOIO
tectupoBanus baml'y (Moodle).
YueoHan ayauTopus aas | Texkymuit  KoHTponmb ¥ | YueOHas MeOenb, JTOCKa,
TEKyIIero KOHTPOJIsI M | TPOMEKYTOYHAS aTTECTAllNA | MPOSKIIMOHHBIA ~ DKpaH, IPOEKTOp,
NMPOMEKYTOYHOH  aTTecTAllUM: MIEPCOHAEHBIE KOMITHIOTEPHI.
NoNe 101, 102, 103, 104, 105, 107,
108, 110, 207, 208, 209, 210, 1. Windows 8 Russian. Windows
311a,311B Professional 8 Russian Upgrade.
2. Microsoft  Office  Standard
2013 Russian.
3. CucremMa IEHTPAIHU30BAaHHOIO
tectupoBanus baml'y (Moodle).
IMoMemenus aias | CamocrosTenbHas pabora Yuebnas  meOenb,  IIEPCOHABHBIC
caMocTosiTeJbHOi padoThl: 302 KOMIIBIOTEPEI B Komruiekte  HP,

YUTANBHBIA 3al (TYMaHHTAPHBIN
KOPITYC).

MOHOOJIOK, TMEPCOHAIBHBIN KOMIIBIOTED
B KOoMILIeEKTe MOHOOIOK 1R U.

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

2. Microsoft  Office  Standard
2013 Russian.

Cucrema HEHTPAJIN30BAHHOI'O
tectupoBanus baml'y (Moodle).




Ipunoxenus

PeliTHHI-IIJIaH TUCHUIIINHBI

JlenoBasi KOppeCNMOH/IEHIIS HA HHOCTPAHHOM SI3bIKe
Hanpasnenue 38.03.05 «busnec nngopmaruka», HampapieHHOCTH (TpoHIIb) IPOTpPaMMBI:
«AHAJMTHYECKAS M HHCTPYMEHTAJIbHASA NMOIepPKKa Ou3Hecay

Kypc 3, cemecTp 5

[Ipunoxenue 1

Buabl yueOHO# aeSITeJIbHOCTH bam 3a Yucio bamier

CTYA€HTOB KOHKPETHOE | 3aJaHuil 3a

3a/1aHue ceMecCTp MunumanbsHbIi | MakCHManbHBIN

MoayJs 1
Tekymmii KOHTPOJIb 25
1. [pakTudeckne 3aganus 5 5 25
Py0e:kHbIi KOHTPOJIb
1. IInucpmeHHass KOHTPOJIbHAS 10 1 10
paborta
2. TecTOBBIN KOHTPOJIb 10 1 10
3. YcrHas peun 5 1 5
Monyab 2
Texkymmii KOHTPOJIb 25
1. IlpakTrdeckue 3amanus 5 5 25
Py0e:xHbIil KOHTPOJIb
1. IlucekmeHHast KOHTPOJIbHAS 10 1 10
paborta
2. TecToBBIl KOHTPOJIb 10 1 10
3. YcrHas peyb 5 1 5
IMoompuresbHbIe 0AJIIBI
1. BrimosiHeHHEe TOKIIag0B Ha 5 1 5
3aJJaHHYIO TEMY
2. [lyOnukanus crateu 5 1 5
Hocemaemoctb
ITocemaeMocThb JeKIuit
[TocemnaeMoCTh IPAKTHICCKUX -10
3aHATHI
HToroBblii KOHTPOJIb: 3auet
UTOroO: 110




PeliTHHI-IIJIaH IUCHUNIINHBI

JenoBasi KOppeCNOH/IEHIUS HA HHOCTPAHHOM SI3bIKe
Hanpasnenue 38.03.05 «busnec nungopmaruka», HanpasneHHOCTH (TpoHIIb) MPOrpaMMBI:
«AHAJMTHYECKAS M HHCTPYMEHTAJIbLHAS MO/IepKKa O1u3Hecay
Kypc 3, cemectp 6

Buabl yueOHoii 1eATEIbHOCTH bam 3a Yucio banier

CTY/ICHTOB KOHKpETHOE | 3aJaHuil 3a

3a/1aHue CEMECTp MunumanbsHbIi | MakCHMabHBIN

MoayJs 1
Tekyuuii KOHTPOJIb 20
1. [IpakTuyeckue 3aanus 5) 4 20
Py0exkHblii KOHTPOJIb
1. IIncemeHHass KOHTPOJIbHAS 10 1 10
paborta
2. YcTHas peyb 5) 1 5
Moayab 2
Tekyuuii KOHTPOJIb 20
1. IIpakTuyeckue 3a1anus 5) 4 20
Py0e:kHbIi KOHTPOJIb
1. TecToBBIif KOHTPOJIb 10 1 10
2. YcrHas peub 5 1 5
IoompuresbHbIE 0AJLITbI
1. BrimonigeHne I0KIag0B Ha 5 1 5
3aJJaHHYIO TEMY
2. Ilybnukanus crarei 5 1 5
IHocemaemoctb
[ToceniaeMoCThb JIEKITUI
[TocemnaeMoCTh MPAKTHIECKUX -10
3aHATUI
HUTOroBblii KOHTPOJIb: 30
JK3aMeH
HUTOI'O: 110




