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1. HEJIX U 3AJAYH OCBOEHUSA JUCITUITJIMHBI

1.1|Jenu: hbopMupOBaHUE UHOS3BIYHON KOMMYHHKATHBHON KOMITCTCHITUH.

1.2|3a0auu: * akTHBU3AIHS JICKCHYECKOTO, TPAMMATHIECKOTO U (POHETHIECKOTO MaTepHaa;
* COBEpIICHCTBOBAHUE SI3bIKOBBIX U PEUYEBBIX SKCIPECCUBHBIX M PELETITUBHBIX HABBIKOB;
* COBEPLICHCTBOBAHUE YMEHHI MOHOJIOTHYECKOH 1 TUAJOTUYECKON peuu;

* COBEpLICHCTBOBAHUE YMEHHI TOBOPEHMS, 2y TUPOBAHMSI, YTCHUS U ITNCHMA;

* COBEPUICHCTBOBAHUE YMEHHI KYJIbTYPHI BEICHUSI TUCKYCCUH U Oecebl.

2. MECTO JUCHUIIITUMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT: |E1 .B.01./1B.01

2.1|TpedoBaHus K NpeABaAPUTEIbHOI MOATOTOBKE 00y4aI0LIEroCs:

2.1.1|TIpakTHKa yCTHOM M MMCbMEHHOM peuu (NepPBBIN S3BIK)

2.1.2|TIpakTuveckas poHETHKA (TIEPBBIH S3BIK)

2.1.3|IIpakTHyeckas TpaMMaTHKa (IEPBEIH S35IK)

2.2 Hﬂcul/lﬂ.ﬂl/lﬂbl U MPAKTHKH, Uil KOTOPbIX OCBOCHHE JAHHON AUCHUNIHHBI (MOIly.J'Iﬂ) He00X0IUMO KAK
npeamecTreyroniee:

2.2. 1| AHAIUTHYECKOE YTCHUE XY0KECTBEHHOTO TEKCTA (TIEPBBIH SI3BIK)

2.2.2|TIpakTHKa yCTHOHM M THCbMEHHOM peuu (NepBbI SA3BIK)

2.2.3|Tlegaroruyeckas mpakTUKa

2.2.4|BpInoNHEeHNE U 3alIUTa BBITYCKHOM KBAIU(UKAIIMOHHON paboThI

2.2.5|TToaroToBKa K cliade ¥ caada rocyaapcTBEHHOTO 9K3aMeHa

2.2.6|IIpenaumniuomMHas IpakTUKa

2.2.7|513bIkOBas TPAKTHKA

3. KOMIETEHL[MA OBYYAIOIIETOCSl, ®OPMUPYEMBIE B PE3YJILTATE OCBOEHHUS AN CLIMITINHBI
(MOZYJIS)

YK-4: Cnioco0eH 0CyIeCTBJSITH 1eJ10BYI0 KOMMYHHMKAIIUIO B YCTHOI# U mUcbMeHHOH ¢opMax Ha rocyJapcTBEHHOM SI3bIKe
Poccuiickoii ®@enepannu 1 ”HOCTPAaHHOM(BIX) sI3bIKe(aX)

HN]1-1.YK-4: BeiOnpaeT Ha rocyiapCTBEHHOM M MHOCTPAHHOM (-bIX) A3bIKaX KOMMYHHKATHBHO IIPHEMJIEMble CTHJIb /1€JI0BOT0O
o01menns, BepoajabHble H HeBepOaIbHbIe CPEACTBA B3aUMO/IECTBHS ¢ MapTHEPaMH.

- 3HaeT OCHOBHBIE IPaMMAaTHYECKHE CTPYKTYPHI; 00IIEeyOTPpeOUTENbHYIO, OOIIEKYIETYPHYIO B MPodecCHOHaNbHY IO JIEKCUKY;
pedeBbIe Kiuiie, He0OX0AUMBIE JIJIsl OCYILIECTBIICHHS ICJIOBOM KOMMYHHKAIIMH HA HHOCTPAHHOM SI3bIKE

- YMEET IMIOCTPOHUTh BBICKA3bIBAHUS B CMOIEIHMPOBAHHBIX (NPE/IaraeMbIX) CHTYaAIHsIX OOIIEHUsI HA MHOCTPaHHOM SI3BIKE,
MPAaBUJIBHO HCIONB3Ysl BepOalbHbIE U HEBepOAJIbHBIC CPEACTBA OOIICHHS

- BJIaJIeeT MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIEJIOBOTO OOIICHHUS

HNJI-2.YK-4: Bener 1e10BYI0 nepenucky, YYUTHIBasi 0COOEHHOCTH CTUIMCTUKY OQUIIHATBHBIX U HeO(PHMUHAIBHBIX MUCEM,
COIMOKYJIbTYPHBIE pa3ian4us B (popmMaTe KOPpPeCIOHISHIINH HA FOCYIAaPCTBEHHOM U MHOCTPAHHOM (-BIX) SI3bIKAX.

- 3HaeT 0COOEHHOCTH CTHIMCTHKU HAITUCAHUS OQ)HLll/laJ'IbeIX u HCO(l)I/IU,I/IaJ'IbHI)IX nHUCEM
- YMECT BECTHU ACJIOBYIO MEPCIIUCKY C YUYETOM COLHHUOKYJIbTYPHBIX 0COOEHHOCTENH ¢ OpeACTAaBUTCIEIMU APYTUX CTpaH
- BJIIAJACCT TEXHUKOU JCJIOBOTO MMCbMa Ha NHOCTPAHHOM SI3bIKE

IIK-1: CriocobeH cpopMHpPOBATHL MOTHBALMIO K 00YYeHHUIO Yepe3 OPraHN3alii0 BHEYPOUHOIi AesiTeJIbHOCTH 00y4Yaromuxcs B
COOTBETCTBYIOLIEH MpeaMeTHOMH 00J1acTH

NA-1.11IK-1: O61agaeT cnenMaJbHBIMU 3HAHUSIMM 1 YMEHUSIMU B IIPeAMETHOI 001acTH

- 3HACT CTPYKTYPHYIO TUIIOJIOTHIO U IIpaBUja IOCTPOCHUSA YCTHOTO U MMCBMEHHOTO PEYCBOI'0 BbICKa3bIBaHUS HA NU3yUYaCMOM S3BIKE;

- yMeeT pean30BBIBATh YEThIPE BHIA PEUCBOI JACSTEIBHOCTY;

- BJIaJ€€T HaAaBBIKaAMH HO}IFOTOBJ’[CHHOﬁ u HeHOl]FOTOBJ’[CHHOﬁ peun, a TAaKKC JUCKYPCUBHBIMU TCXHOJIOTUAMHA U TEXHUKOM peanm3anuu
KOMMYHHKATHBHBIX 1[eJIeH BBICKa3bIBAHHUS, aKTHBHBIM BOKaOYIISIPOM U KOMIUIEKCOM CPEICTB BBIPAKCHUSI MBICITUTEIIBHOTO
COZICP)KaHUSL.




4. CTPYKTYPA U COJAEP KAHUE JUCHUIIJIMHBI (MOLY JISA)

Kona

HaumeHoBaHue pa3iejioB U TeM /BUJ
3apdaTua/

Cemectp /
Kvbce

Yacos

Komneren-
107041

JlutepaTtypa

Hute
DAKT,

IIpnmevyanne

Pazgen 1. 9 cemectp

11

Module I. Communication in business.
Socializing and cultural issues

Appearance and character /J1a6/

WJI-1.10K-1

J11.2J12.3 J12.4

1.2

Module I. Communication in business.
Socializing and cultural issues

Appearance and character /Cp/

WJI-1.10K-1

J1.2J12.3

1.3

Module 2. Listening skills in business
communication

2.1. Main Concepts

2.2. Most Important Business
Communicative Skills

Health. /JTa6/

WJI-1.10K-1

J11.2J12.3

1.4

Module 2. Listening skills in business
communication

2.1. Main Concepts

2.2. Most Important Business
Communicative Skills

Health. /Cp/

V- 1.10K-1

J11.2J12.3

15

Module 3. Questions and answers in
business communication

3.1. Main Concepts

3.2. The Power of Asking Questions

Theatre and cinema /J1a6/

WJI-1.101K-1

J1.2J12.3

1.6

Module 3. Questions and answers in
business communication

3.1. Main Concepts

3.2. The Power of Asking Questions

Theatre and cinema /Cp/

VI-1.10K-1

JI1.2J12.3

1.7

Module 4. Basics of business telephone
etiquette

4.1. Main Concepts

4.2. The Importance of Telephone
conversation in Business

4.3.Business Telephone Etiquette

Shopping. Food. Having things done.
/J1a6/

WJI-1.T1IK-1

JI1.2J12.3

1.8

Module 4. Basics of business telephone
etiquette

4.1. Main Concepts

4.2. The Importance of Telephone
conversation in Business

4.3.Business Telephone Etiquette

Shopping. Food. Having things done.

16

WJI-1.TIK-1

JI1.2J12.3

Pazgean 2. IIpomesxyTouHas
arrecTanus (IK3aMeH)

2.1

[MonroroBka K 5k3aMeHy /Dk3aMeH/

34,75

UJI-1.YK-4
UJI-2.YK-4
WJI-1.TTK-1

JI1.2J12.3

2.2

Kontpons CP /KCPATT/

0,25

WJ-1.YK-4
WJI-2.YK-4
WJI-1.TTK-1

JI11.2J12.3




2.3

KonrakrHas pab6ora /KoncOx/

WJ-1.YK-4
WJ1-2.YK-4
WJI-1.TTK-1

JI1.2J12.3

Paznen 3. 10 cemecTtp

31

Education as Social and Cultural
Phenomenon.

The Required Product of Modern
Education.

/J1a6/

10

WJI-1.10K-1

JI1.1J12.2

3.2

Modern Conceptions of Education.
Education Is the Key to a Nation’s
Greatness.

/JTab/

10

WJI-1.10K-1

JI1.1J12.2

3.3

The history of education.
The history of British schools.
The history of the Russian education.

/J1ab/

10

WJI-1.10K-1

JI1.1J12.2

3.4

The system of primary and secondary
education in England and Wales (state-
maintained sector.)

School management.

The idea of comprehensive schooling.
/J1a6/

10

V- 1.10K-1

JI1.1J12.2

3.5

Elitist or equal education; uniformity or
diversity in the field of education — pros
and cons.

National Curriculum.

Assessment and testing in British schools.
/J1a6/

10

V- 1.10K-1

JI1.1J12.2

3.6

CamocTosTenpHas paboTa BKIIOYACT B
ce0st MOJrOTOBKY K ayAUTOPHBIM 3aHSATHIM
(paboTa ¢ y4eOHbIM MaTepHaIoM), a TAKXKE
HOTOTOBKY K MOHOJIOTHYECKHM
BBICKA3bIBAHUSAM I10 M3yqaeM01‘/'1 TEMCE,
JIMAJIOraM, TBOPYECKHUM MPE3CHTALUSIM H
Ppa3jIMIHbIM BHUJAaM IMMUCbMCHHBIX pa60T.

/Cp/

10

27

WJI-1.10K-1

JI1.1J12.2

3.7

System of qualifications (GCSE, GCE,
GNVQ, QCA) and the Sixth Form.

The idea of testing through exams — pros
and cons.

School performance.

/J1a6/

10

WJI-1.1IK-1

JI1.1J12.2

3.8

School Life

Uniform and equipment.
Rules and regulations.
Penalties against fixed rules.
/J1a6/

10

WJI-1.T1IK-1

JI1.1J12.2

3.9

Remembering school days.

What makes a good teacher great.

How schools have changed since our
grandparents times. Victorian values vs.
modern ones.

/JTa6/

10

VT-1.11K-1

JI1.1J12.2

3.10

The youth service. Social, cultural and
sporting life at school.

Educating the whole person: realistic or
not. Pros and cons.

/J1a6/

10

V- 1.11K-1

JI1.1J12.2




3.11

Independent, public, boarding schools —
what each stands for.

The most famous public schools. The
reasons of their exclusiveness.

The idea of a separate section of education.
/JTab/

10

V- 1.11K-1

J1.1J12.2

3.12

The establishments for further education.
The establishments for higher education.
/J1a6/

10

V- 1.11K-1

JI1.1J12.2

3.13

The most famous universities — Oxford and
Cambridge.

The idea of universal education. What are
universities for?

/J1a6/

10

V- 1.10K-1

JI1.1J12.2

3.14

CamocrosiTenbHas paboTa BKIIOUYaeT B ceOs
MOJITOTOBKY K ayTUTOPHBIM 3aHSATHIM
(pabota ¢ yueOHBIM MaTEPHUAIIOM), & TAKKE
MOTOTOBKY K MOHOJIOTHYECKUM
BBICKa3BIBAaHUSM [0 H3y4aeMol TeMe,
JIMAJIOTaM, TBOPYECKUM MPE3CHTAIUAM U
Pa3THMYHBIM BHIaM IHCHbMEHHBIX Pa0oT.
/Cp/

10

27

V- 1.11K-1

JI1.1J12.2

Pazgen 4. 10 cemectp

41

Module 5. Negotiations and contracts
5.1. Main Concepts
5.2. Business Negotiation Skills

THE BELL JAR by S. Plath /JIa6/

10

WJ-2.VK-4
WJI-1.TTK-1

JI1.2J12.1

4.2

Module 6. Body language in business
communication

6.1. Main concepts

6.2. Body Language in Communication

RAGE OF ANGELS by S. Sheldon /JT1a6/

10

UJ-2.YK-4
WJI-1.11K-1

JI1.2J12.1

4.3

6.6. Business Body Language

6.7.Change Your Body Language, Change
Your Attitude

6.8. Diplomacy and the Role of Body
Language

FAHRENHEIT 451 by R. Bradbury /J1a6/

10

WJ-2.VK-4
WJI-1.1TK-1

J11.2J12.1

4.4

Module 7. Tactics of influence in business
communication
7.1 Main concepts.

UNACCOMPANIED SONATA by Orson
Scott Card /JT1a6/

10

UJ-2.YK-4
WJI-1.11K-1

JI1.2J12.1

4.5

7.2 Behavioral Influence Tactics
7.3.Manipulations in Communication
7.4.The Tricks used by Unscrupulous
Employees ...

THE CLIENT by John Grisham /JIa6/

10

WJI-2.VK-4
V- 1.1TK-1

J11.2J12.1

4.6

LUCY‘S RIVAL by G. Henderson
THE OCTOBER GAME by Ray Bradbury
/J1ab/

10

WJ-2.VK-4
V- 1.1TK-1

J11.2J12.1




4.7 CamocrosrenbHas paboTa BKIIOYAET B 10 18 na-2.yK-4 JI1.2J12.1
ceOs MOATOTOBKY K ayJMTOPHBIM 3aHSATHIM Wa-1.I1K-1
(pabota ¢ yueOHBIM MaTepUaIoM), a TAKXKE
HOTOTOBKY K MOHOJIOTHYECKHM
BBICKA3BIBaHUSM 110 H3y4aeMOH TeMe,
JMaNioraM, TBOPYECKHM MPE3CHTAIUsIM H
Pa3INYHBIM BHAAM IHCBMEHHBIX PadoT.
/Cp/
Paznen 5. [IpomexyTouHasi aTrecTanus
(3K3aMeH)
5.1 IMoaroroBka k 3k3aMeHy /OKk3aMeH/ 10 34,75 | UO-1.YK-4 [JI1.1 JI1.2J12.1 0
UJa-2.YK-4 2.2
Wa-1.I1K-1
5.2 Kontpons CP /KCPATT/ 10 0,25 | UA-1.YK-4 [JI1.1J11.2J12.1 0
Wa-2.YK-4 2.2
na-1.I1K-1
53 KonrakrHas pabora /KoHcOx/ 10 1 na-1.YK-4 |JI1.1 J11.2J12.1 0
Wa-2.YK-4 J12.2
na-1.11K-1

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. KoHTpoJibHBIE BOPOCHI U 3aaHUS

9 cemectp. Bompocs! k ax3ameHy:

. Do you like children? In either case, explain why.

. Talking to a detective. You think you saw the people who’ve robbed your neighbours’ flat.
You came home on holiday and tell your mother about your roommate

. Give your friend the recipe of your favourite dish.

What do you know about traditional dishes of various countries.

. Tell how you lay the table for a party at home

. Do you prefer to do shopping on your own or in company? Why?

. What is the best place for shopping foods and goods in your city?

. What is the best time for shopping (morning, evening, weekend)? Why

10. Tell about your nearest dry-cleaner’s.

11. Were you and your friends always satisfied with the hairdresser/barber .Speak about your negative experience.
12. What services can you get at the gas station?

13. Reading a newspaper advertisement for films.

14. My grandmother is fond of T.V. serials.

15. Clubs and societies in Russia

©Co~NoOUA~WN PR

10 cemectp. Bonpocs! k 3x3ameny:

1 9acTh:

. Aims of Education

. The history of education (major milestones, the beginning of formal education)
. The history of education (Sumerian and Egyptian education, other middle eastern education)
. The history of education (Ancient Greek and Roman systems of education)
. The History of British Schools

. State — Maintained Sector

. School Life

. Uniform at school — for and against

. The Idea of Comprehensive Schooling

10. The idea of testing through exams

11. Independent Sector

12. Post — School Education

13. Elitist vs. equal higher education

14. What are universities for?

15. The Oldest and the Most Prestigious Universities (Oxford and Cambridge)
16. Tutorial system of education — pros and cons

2 9acTh:

Language in social context.

Introducing and greeting people.

Most important business communicative skills.

Types of listening.

The power of asking questions.

O©CooO~NOoOOThWNBE
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6. What are the questions.
7. Tips on questions matter.

5.2. TeMbl NHCbLMEHHBIX paboT
9 cemectp

1. Traditions in countries of the world.
2. Social holidays and festivals.
3. To Sir with Love. E.R. Braithwaite

4. A Teacher Who Had a Lot of Influence on Me. My Memories of School Days.

5. English in My Life.

10 cemectp

©Co~NoOU~WN R

How to talk about work.

. Education in England — Pros and Cons.

. If I Were an Oxford Student...

. Spare the Rod and Spoil the Child.

. The Idea of Testing Through Exams

. Similarities and Differences of the British and Russian Systems of Education

The difficulties of effective listening.
What are the questions to ask when communicating.
How to answer interview questions about communication.

5.3. ®oHA 0LIEHOYHBIX CPEACTB

dopmMmupyeTcs OTIAeNbHBIM T0KyMEHTOM B cooTBeTcTBUU ¢ [lonmoxennem o POCT'ATY.

5.4. IlepeyeHb BH/IOB OLIEHOYHBIX CPEACTB

. YYEBHO-METOJUYECKOE I TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUITIJIMHBI (MOAYJISI)

6.1. Pexomenayemas aurepatypa

6.1.1. OcHoBHas JUTEpaTypa

ABTOpBI, COCTABUTENH 3arnasue W3narenseTBo, rof D1 aapec
JI1.1 |Kupeesa I.M., Man and the movies. The British system of T'opro-Aurraiick: PUO [http://elib.gasu.ru/index.ph
Motbko M.JL. education: yueOHoe nocobue s cryaentos 3 |[TAI'Y, 2015 p?

Kypca o9HOM GopMel 00y4. 1o Hamp. 44.03.05 option=com_abook&view
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8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJIMHBI (MOY JIST)

Homep ayauropun |(Ha3nayeHue OcHOBHOe OCHallleHH e
202 A4 Kommerotepusrii knace. [Tomemmenue s |Pabouee mecto npenonaBaresns. [locagounsie mecra
CaMOCTOSITENILHOM PaboTHI 00y4aromuxcs (10 KOJIMYECTBY 00ydarouuxcs).
MynbTHMEANANPOEKTOP, SKPaH, KOMIIBIOTEPHI
208 A4 YuransHeiil 3a1. [loMmewenne nis Pa6ouee mecto npenoaasatens. [locagounbie MecTa
CaMOCTOSITENILHOM PaboTHI 00y4aromuxcs (10 KOJIMYECTBY 00y4arouuxcs).

Kommnsroteps! ¢ qoctynoM B MHTEpHET, MPOEKTOp, IKPaH,
KOMUPOBAJIBHBIN anmapar, MHOrO(pYHKIIMOHAILHOE
YCTPONCTBO, BHICTABOYHBIE CTEJUIAXKH, IEYaTHbBIC H3TAHNUS.

304 A2 VYueOHast ay TUTOPUS IS IPOBEICHUS Pabouee mecto npenoaasatens. [locagounbie MecTa s
3aHATUH JIEKIMOHHOTO TUIIA, 3aHATUN o0yyaromuxcs (10 KOJIUYECTBY 00yUaroliXxcs),
CEMHHApCKOro THIIa, KypCOBOIO y4eHHUYECKas JOCKa, MapKepHas J0CKa, MHTepaKTUBHAS

MIPOEKTUPOBaHHUS (BBIIOJIIHEHHUS KYPCOBBIX  |I0CKa, HOYTOYK
paboT), TPYMIIOBEIX ¥ MHAWBUAYAIBHBIX
KOHCYNBTAlUH, TEKYIIEro KOHTPOIS U
IIPOMEKYTOUHON aTTECTALUU

312 A2 JIurradoHHBII KaOWHET IJIs1 IPOBEICHUS Pabouee mecto npenonaBatens. [locagounpie MecTa s
MPAKTUICCKUX W JTa0OPATOPHBIX 3aHSATHIHA oOy4aromuxcs (0 KOJTHYECTBY 00YJAOIIIXCH),
yUeHHYeCKasl TocKa, HOyTOYK (15 mT.), HayIHUKH,

9. METOAUYECKHUE YKA3ZAHUA JJISA OBYYAIOIIIAXCA 11O OCBOEHUIO JUCHHUTIVIMHBI (MO/Y JIS)

CamocrosiTenpHas paboTa CTYJSHTOB 110 Kypcy HampapjieHa Ha COBEpIICHCTBOBAaHUE YMEHHH M HaBBIKOB, MOJTYUYSHHBIX Ha
MPAaKTUYIECKUX 3aHATUAX, a TAKXKE HAa PA3BUTUE y CTYJICHTOB KPEaTUBHOCTH, HHUIMATHUBEI, YMEHHS OPTaHU30BBIBAaTh CBOe BpeMsl. [1pu
BBITIOJTHEHNU CAMOCTOSTENEHOM pabOTHI CTY/ICHTY HEOOXOIMMO HUCIIONB30BaTh HE TOJIIBKO MAaTepPHAIbl yUeOHHKOB M YI€OHBIX ITOCOOHH,
yKa3aHHBIX B OMOIHOrpadMIecKuX CIUCKaX, HO U 3HAKOMUTLCS € IOMOJIHUTENBHOM IuTepaTypoii, MHTepHeT- HCTOUHUKAMU.

JI71s MOATrOTOBKY K 3aHATHSM HEOOXOIMMO PacCMOTPETh BOMIPOCH M pa3o0paTh 3a/1aHus, OOPaTUTHCS K PEKOMEHIyeMO# yaeOHO
JIUTEpaType.

[Mpu yTeHNn XyA0KECTBEHHBIX WM MHBIX TEKCTOB HAa aHTIIMACKOM S3BIKE e7IecO00pa3HO HCIOIB30BATh HAPSTY C ABYSI3BIYHBIMH
CJI0BapsIMH CIIPaBOYHHMKH IO CTPAHOBEIECHHIO U TOJIIKOBBIE CIOBAPH.

PexoMeHaanuy 1o BHITOIHEHHIO TIMCHMEHHBIX PadoOT

ITucemeHHbIE pa6OTLI HYXHO BBINIOJIHATH B COOTBETCTBUU C PEKOMCHAALIUAMU, JaHHBIMU NIPETIOJABATEIIEM, 4 TAKXKE B COOTBETCTBUU C
TCOPECTHUICCKUM MaTCPpHUaJIOM.
BI/I,HI)I MNHCbMCHHBIX pa60T:

1. SUMMARY

Summary — is a brief account giving the main points of a matter. Summarizing, or making a summary, is necessary in a variety of
everyday situations. In written practice, summarizing is training in style, its ultimate aim being the ability to present ideas, clearly and
concisely expressed, in a logical and readable form. There are two types of summarizing: 1) Free or Brief Summarizing, and 2)
Précis-Writing.

1) Brief Summary — is an outline of some broad topic containing only the essential points and expressed in the minimum of words. One
of its varieties is the Synopsis, i.e., the summary of a book usually standing at the beginning of the book to tell the reader what it is about.

2) Précis-Writing — being a more formal type of exercise, consists of summarizing the contents of a paragraph, a passage, a chapter, or
of a letter, a document, but not a full-length book. It presupposes a clear concise orderly retelling of the contents of a passage or a text.
It is ordinarily about 1/3 or 1/4 as long as the original.

A Précis does not express the “thought” of a passage, for the “thought” cannot be divorced from the words and, consequently, the
passage cannot be expressed more concisely that its original length. The Précis involves the summarizing of the gist of a passage and the
exclusion of minor points. A good Précis is a sign of a good brain. Making a Précis act in accordance with the following steps:




* Read the passage thoroughly. Be sure you understand completely every shade of meaning in it;

* Select the main points and write them in your own words, but if the words of the original, carefully selected, come more easily, by all
means use them;

* Subordinate or eliminate minor points;

* Retain the paragraphing of the original, unless the summary is extremely short;

* Preserve the proportion of the original;

» Change direct narration to indirect whenever it is possible;

+ Use words instead of word combinations and word combinations instead of sentences;

» Omit figures of speech, repetitions, and most examples

* Avoid wordy phrases containing colourless words like character, nature, case, manner, kind, sort, etc.;

* Don’t use personal pronouns, use proper names;

Use only the information taken from the passage — do not introduce any extra material by way of opinion, interpretation or appreciation
you would yourself have expressed on the same subject.

2. DESCRIPTIVE ESSAY

More than many other types of essays, descriptive essays strive to create a deeply involved and vivid experience for the reader. Great
descriptive essays achieve this affect not through facts and statistics but by using detailed observations and descriptions.

What do you want to describe?

As you get started on your descriptive essay, it's important for you to identify exactly what you want to describe. Often, a descriptive
essay will focus on portraying one of the following:

¢ a person

* a place

* a memory

* an experience

* an object

Ultimately, whatever you can perceive or experience can be the focus of your descriptive writing.

Why are you writing your descriptive essay?

It's a great creative exercise to sit down and simply describe what you observe. However, when writing a descriptive essay, you often
have a particular reason for writing your description. Getting in touch with this reason can help you focus your description and imbue
your language with a particular perspective or emotion.

Example: Imagine that you want to write a descriptive essay about your grandfather. You've chosen to write about your grandfather's
physical appearance and the way that he interacts with people. However, rather than providing a general description of these aspects,
you want to convey your admiration for his strength and kindness. This is your reason for writing the descriptive essay. To achieve this,
you might focus one of your paragraphs on describing the roughness of his hands, roughness resulting from the labor of his work
throughout his life, but you might also describe how he would hold your hands so gently with his rough hands when having a
conversation with you or when taking a walk.

How should you write your description?

If there's one thing you should remember as you write your descriptive essay, it's the famous saying: show don't tell. But what's the
difference between showing and telling?

Consider these two simple examples:

* I grew tired after dinner.

* As I leaned back and rested my head against the top of the chair, my eyelids began to feel heavy, and the edges of the empty plate in
front of me blurred with the white tablecloth.

The first sentence tells readers that you grew tired after dinner. The second sentence shows readers that you grew tired. The most
effective descriptive essays are loaded with such showing because they enable readers to imagine or experience something for
themselves.

As you write your descriptive essay, the best way to create a vivid experience for your readers is to focus on the five senses.

* sight

* sound

* smell

* touch

* taste

When you focus your descriptions on the senses, you provide vivid and specific details that show your readers rather than tell your
readers what you are describing.

Quick Tips for Writing Your Descriptive Essay

Writing a descriptive essay can be a rich and rewarding experience, but it can also feel a bit complicated. It's helpful, therefore, to keep
a quick checklist of the essential questions to keep in mind as you plan, draft, and revise your essay.

Planning your descriptive essay:

* What or who do you want to describe?

* What is your reason for writing your description?

» What are the particular qualities that you want to focus on?

Drafting your descriptive essay:

» What sights, sounds, smells, tastes, and textures are important for developing your description?

» Which details can you include to ensure that your readers gain a vivid impression imbued with your emotion or perspective?
Revising your descriptive essay:

* Have you provided enough details and descriptions to enable your readers to gain a complete and vivid perception?

* Have you left out any minor but important details?




* Have you used words that convey your emotion or perspective?

* Are there any unnecessary details in your description?

* Does each paragraph of your essay focus on one aspect of your description?

* Are you paragraphs ordered in the most effective way?

3. INTERVIEW

1. Start your interview with questions that identify your subject. Follow these questions with those that address the issues you want to
cover.

2. Number your questions and place them in the order you want to ask them. It is difficult to cover all the bases in your initial script
without having the answers, so being prepared with follow-up questions is always a good idea. Also be prepared for surprises and don't
allow them to catch you off guard.

3. Make notes to yourself in the columns of your interview script to help remind you of the direction of the interview. You want to allow
yourself room to improvise questions on the spot, depending upon your subject's direction; but you also want to stay on track and ensure
your interview covers everything you wanted to cover. It might be helpful to write your questions under bold headings that indicate the
general direction of specific sets of questions.

4. Analyze your notes and write your interview. There are two formats for writing an interview:

The first type of interview is the essay format. In this type of interview you are going to frame what you were told into an essay which
portrays the individual a certain way, usually, but not always, favorably. The essay is written from your perspective and makes no
attempt at objectivity. It is the author's subjective experience of this person. In the second type of interview, the author's questions and
the interviewee's responses are written down in a kind of script that reads much like a play. In this type of interview, the author attempts
to project a kind of disciplined objectivity, and the interviewee's responses are left to make the impression on the audience that they
made to the interviewer.

4. REFLECTIVE ESSAY

Reflective writing is different from most other forms of academic writing because it does not require (usually) that you cite sources.
Instead, it calls on you to express your own views on an experience, even though you may have “experienced" it only in print or on the
screen.

Rather than ask, "what is reflective writing,” you might better ask "what is reflective thinking?" Writing, after all, is the process of
making your thinking visible on paper. Consider the root word "reflect," meaning "to give back an image." To think reflectively means
to give a second look at your own experience in order to analyze and learn from what took place.

Reflective thinking fosters metacognition: that is, the ability to analyze and understand your own thought processes. Metacognition
enables you to develop strategies for acting purposefully towards a goal. It is the opposite of unproductive random behavior—trial and
error—that dooms you to repeat mistakes and prevents you from applying successful strategies from the past.

Characteristics of Reflective Writing

Reflective writing for an academic assignment, regardless of its purpose or setting, can be identified by these characteristics:

It is purposeful. Reflective writing does not mean jotting down scraps of thoughts as they pop into your head. That might work for a
personal diary, but not for reflective writing with an academic purpose. Start with a goal: What do you want to accomplish, to learn, to
improve, to demonstrate, to understand better. . . ?

It is personal. It explores a relationship between the writer and something else.

It is perceptive. Reflective writing is not merely describing or telling a story. It requires higher order thinking skills:

* Analysis. What are the separate and underlying components of the situation, process, or argument you are reflecting on? What are the
causes and effects?

* Synthesis. How do those components relate to or react to one another? How are they different when considered together rather than
apart? What would happen if you introduced a change? How can you summarize?

* Evaluation. What is your attitude towards the subject? What is your degree of subjectivity? How have you been affected? What part
will you accept or reject?

It is polished. Although you may not use research sources, reflective writing must meet the standards of precision, clarity, conciseness,
and correctness of any other styles of formal writing.

* Plan to write and revise. Do not hand in the first draft.

« Use formal punctuation, use complete sentences, insert page numbers and headings when appropriate, and maintain margins and
paragraph indents.

* Read the paper back to yourself, aloud. When you write from a personal perspective, it is easy to lose sight of your audience. Check for
clear organization and graceful transitions.

* Run the spell check.




