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Bunpr KOHTPOJIA B CEMECTpax:

JK3aMeHbI 4

3a4eThI 2

Pacnpeneneﬂne YacoB JUCHMIIJIMHBI MO CeMeCTpaM

CemecTt
(<Kype>.< CGMGCTII))HH. Kypee>) 1(1.1) 2(1.2) 3201 42.2) Viroro
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KonrakrtHas pabora 54 |54 136,15 |36,15 [36 [36 (37,25 |37,25 [163,4 [163,4
Cawm. pabota 18 |18 |27 27 36 |36 |36 36 117 117
Yacel Ha KOHTPOJIb 8,85 8,85 34,75 (34,75 |43,6 |43,6
Uroro 72 |72 |72 72 72 |72 1108 108 1324 |324
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1. HEJIX U 3AJAYH OCBOEHUSA JUCITUITJIMHBI

L.

[—

Leau: GopMupOBaHHE UHOSA3BIYHON KOMMYHHUKATHBHOM KOMIICTECHIIMHU JJIS IEJIOBOTO OOIIEHHUS B YCTHOM M MUChbMEHHON
(dopmax.

1.2|3adauu: - ocBOEHNE TPAMMATHYECKOTO U JIEKCHYECKOTo (00IIero 1 TepMUHOJIOTHYECKOT0) MHHUMYMa B 00beMe,
HEOOXO0ANMOM ISl OOIIEHHUSI HA HHOCTPAHHOM SI3bIKE U pabOTHI C HHOSI3BIYHBIMH TEKCTaMH B IIPOIIECCE
npodeccrnoHaNBHOM NesITeNPHOCTH;

- (hopMHUpOBaHNE YMEHHUI YTCHUS M TIOHUMAHMUS JTUTEPATYPHI MO CIIEIMAIBHOCTH CO CIOBapeM;

- q)OpMI/IPOBaHI/Ie KOMMYHUKAaTUBHBIX yMeHI/Iﬁ YCTHOI'O MOHOJIOTMYECKOI'O BBICKA3bIBaAHUA U AUAJIOTUICCKOI'O
OOIIICHNS Ha HHOCTPAHHOM SI3BIKE.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huka (pa3gen) OOITL: bl.b

2.1|TpeGoBaHusI K MpeIBAPUTEILHON MOATOTOBKE 00y4aKOIIErocsi:

2.1.1 HpeﬂﬂleCTByIOHII/IMI/I JUCHUINIMHAMU ABJIAKOTCA JUCHUIIIIMHBI SI3BIKOBOM NOATOTOBKH Ha NPEAbIAYIIEM YPOBHE SI3BIKOBOM
IIOJATOTOBKH.

2.2| IMCOMILTHHBI H IPAKTHKH, ISl KOTOPBIX 0CBOEHUE JAHHOI JUCIHILITHHBI (MOIYJIs1) HE0OX0IUMO KaK
npeAlIecTBYOLIee:

2.2.1|Cnenxypc Ha HHOCTPAaHHOM S3bIKE

2.2.2|3amura BKP, BriIt04as oAroTOBKY K IPOLEAYPe 3alUThI U IPOLELYpPY 3alUThI

3. KOMIIETEHL{Y OBYYAIOLIETOCSl, POPMUPYEMBIE B PE3YJIbTATE OCBOEHM S JUCLATITAHBI
(MOZYJIS)

OK-5:cnoco0HOCTb K KOMMYHHKAIIUU B YCTHOH M IMCbMEHHOMH (popMaxX Ha PyCCKOM H HHOCTPAHHOM SA3BIKAX JUIA PelleHUs
32124 MEKJIMYHOCTHOTO U MEKKYJILTYPHOI'0 B3aMMO/el CTBHS

3HaTh:

- 3HaeT OCHOBHBIE TPAMMATHYECKHE CTPYKTYPHI; 00IIEYyNOTPEOUTENbHYIO, OOIIEKYIBTYPHYIO H TPO(hECCHOHATBHYIO JIEKCHKY;
peueBsIe KiunIie, He0OX0AUMBIE JIJIsl OCYILIECTBICHUS KOMMYHHKAIIUM HA HHOCTPAHHOM SI3BIKE

YMeTb:

- YMECT NNOCTPOUTH BbICKa3bIBaHUSA B CMOJACIMPOBAHHBIX (npeﬂnaraeme) CUTyalusax O6Hl€HI/I${ Ha MHOCTPAHHOM S3bIKEC,
MNpaBUJIBHO HCHOJIb3Ys Bep6aHLHBIC u HeBep6aJILHLIe CpeacTBa 06H.[6HI/I$I

Baanern:

- BJIaACE€T UHOCTPAHHBIM A3bIKOM KaK CTHUJIEM E€JIOBOTO OGH.[CHI/I}I

OK-7:cioco6HOCTH K CAaMOOPraHU3aIMHi H CaM0O00Pa30BAHHIO

3HaTh:

- 3HACT 3(1)(1)6KTI/IBHOCTL HCIIOJIB30BAHUA CTPATEIUU COTPYAHUYICCTBA JJIST JOCTHIKCHUSA MOCTaBJICHHOU oeiau.

YMeTh:

- YMECT ONpCACIIATE CBOIO POJIb B KOMaH/I€

Baagertn:

- BJIAACCT CTPATCTHUAMU COTPYAHUYIECCTBA NJISI JOCTUIKCHUA TMOCTaBJICHHOM 1EJTH

4. CTPYKTYPA U COJIEP’)KAHME JUCLUAIIIMHBI (MOLY.JIST)

Kon HaunmenoBanue pasnesios u tem /Bua | Cemectp / | Yacos | Komneren- | Jinteparypa | Unte | Ilpumeuanne
| 3apgaTus sapgarus/ Kvpe uuu DAKT.
Pazpen 1. Conep:xanmue.
1.1 Introductions. Work and leisure. /J1a6/ 1 28 OK-5 OK-7 |JI1.1J12.1 J12.2| 14 |Jobs and studies.
Nationalities. to
1.2 Introductions. Work and leisure. /Cp/ 1 9 OK-5 OK-7 |JI1.1J12.1 J12.2 0 Jobs and studies.
Nationalities. to
1.3 Problems. /J1a6/ 1 26 OK-5 OK-7 |JI1.1J12.1 J12.2 0 Travel details:
letters, numbers,
1.4 Problems. /Cp/ 1 9 OK-5 OK-7 |JI1.1J12.1 J12.2 0 Travel details:
letters, numbers,
1.5 Business trips (airports, hotels). Food 2 18 OK-5 OK-7 [JI1.1J12.1 JI2.2 5 Choosing a
and entertaining. /JIa6/ product or a




1.6 Business trips (airports, hotels). Food 2 12 | OK-5 OK-7 [JI1.1J12.1 JI12.2

and entertaining. /Cp/

Choosing a
product or a

1.7 Sales. People. /J1a6/ 2 18 OK-5 OK-7 | JI1.1J12.1 JI2.2 Types of markets.
Comparatives
1.8 Sales. People. /Cp/ 2 15 | OK-5 OK-7 [JI1.1J12.1 JI12.2 Types of markets.
Comparatives
1.9 Markets. Companies. /J1a6/ 3 20 OK-5 OK-7 | JI1.1J12.1 JI2.2 Types of markets.
Comparatives
1.10 Markets. Companies. /Cp/ 3 18 OK-5 OK-7 | JI1.1J12.1 JI2.2 Types of markets.
Comparatives
1.11 The Web. /J1a6/ 3 16 | OK-5OK-7 [JI1.1J12.1 JI2.2 Using the
Internet. Plans for
1.12 The Web. /Cp/ 3 18 | OK-5 OK-7 [JI1.1J12.1 J12.2 Using the
Internet. Plans for
1.13 Cultures. Jobs. /JIab/ 4 36 | OK-5 OK-7 [ JI1.1JI2.1 JI2.2 Company
cultures. Cultural
1.14 Cultures. Jobs. /Cp/ 4 36 OK-5 OK-7 | JI1.1J12.1 JI2.2 Company

cultures. Cultural

Paznen 2. [IpomexyTouHas
arrecTauus (3K3aMeH)

2.1 IMoaroroBka k sKk3aMeHy /OK3aMeH/ 4 34,75 | OK-5 OK-7 | JI1.1J12.1 J12.2
22 Kourpons CP /KCPATT/ 4 0,25 | OK-5 OK-7 | JI1.1J12.1 JI12.2
23 KonrakrtHas pabora /KoncOx/ 4 1 OK-5 OK-7 | JI1.1J12.1 JI2.2

Paznea 3. IIpomeskyTouHast
aTTecTanus (3a4€T)

3.1 IonroroBka k 3auéty /3auér/ 2 8,85 | OK-5 OK-7 | JI1.1J12.1 J12.2

32 KontakTras pabota /KCPATT/ 2 0,15 | OK-5 OK-7 (JI1.1JI2.1 JI2.2

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. KoHTpoOJIbHBIE BONPOCHI U 3a1aHUS

B KOHIIE 2 CEMECTpa CTYACHTHI CAAIOT 3a4€T 110 JUCHUIIJINHE. 3adyeT BKIIIOYACT B ceOs CJICAYIOIIUC 3aJaHUs:

1 Progressive test.
2 Make up a dialogue based on the given situation.

B xoHIie 4 ceMecTpa CTYACHTHI CIAIOT 3K3aMEH, KOTOPBIN BKITFOUAET CIICMYIOINE 3aTaHHs:
1. Read and translate the text. Answer the questions.
2. Write the business letter.

5.2. TeMbl NHCBMEHHBIX PadoT

Hanucanue aenoBoro nuchma.

DOoHJ OLIEHOYHBIX CPEACTB

dopmMupyeTcs OTACTBHBIM TOKYyMEHTOM B COOTBETCTBTHH ¢ JOKyMeHTOM o nonoxkeann @OC 'ATY.

6. YHEBHO-METO/JMYECKOE I HTHOOPMAIIMOHHOE OBECIIEYEHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. Pexomenayemas iutepatypa

6.1.1. OcHoBHast 1UTEpPaTypa

ABTOpBI, COCTaBUTEIH 3arsnaBue WznarenscTBO, roj On. agpec
JI1.1 |Mutskuna O.B., AHMIMHACKUI A3BIK 17151 ISTIOBOTO OOLICHUSI. Kemepogo: http://www.iprbooksho
Ilepuna U.B. Okcempecc-Kype: ydyeOHoe nmocobue ais cryaenros | Kemeposckuit p.ru/61258.html
BceX popm 00ydeHHUs TEXHOJIOTHYECKHIA
WHCTHTYT MUIIECBOM
MIPOMBIIIJICHHOCTH,

2014




6.1.2. JlonoiHuTeIbHAS IUTEPATYpa

ABTOPBI, COCTaBUTENHN 3ariaBue WznarensctBO, rox D1. agpec
JI2.1 |Maiiep H.I'. AHTIHMIACKUH SI3BIK: ydeOHOe mocooue st T'opHo-Aunraiick: http://elib.gasu.ru/index

CTYZIEHTOB 1 Kypca HesI3bIKOBBIX (DaKyIbTETOB PUOTATIY, 2015 |.php?

(6a30BbIii Kypc) option=com_abook&vi
ew=book&id=44:anglij
skij-
yazyk&catid=35:inostr
annye-
yazyki&Itemid=180

J12.2 |Cnenosuu B.C. JenoBoit anrumiickuii 31k = Business English: MuHck: http://www.iprbooksho
yuebHoe nocobue TerpaCucremc, p.ru/28070
2012

6.3.1 Ilepeyenb MporpaMMHOro odecredeHust

6.3.1.1|Kaspersky Endpoint Security ans 6usneca CTAHJIAPTHbBIN

6.3.1.2|MS Office

6.3.1.3)MS WINDOWS

6.3.2 Ilepevyenb nHGOPMALUOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|ba3a nanHbIX «nekTpoHHas 61ONIuoTeKa I OpHO-ANTaCKOTr0 rOCY1apCTBEHHOIO YHUBEPCUTETa)

6.3.2.2|3nexrponno-6udanoreunas cucrema IPRbooks

7. OBPA3OBATEJIBHBIE TEXHOJIOT U

AUCKYCCUsL

poreBas urpa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOAY JIST)

Homep aynuropun |[(Ha3znayenue OcHoBHOe OCHalLlleHHe

304 A2 Y4eOHas ayIuTOpHs IS IPOBEICHUS Pabouee mecto npenogaBatens. [locagounpie MecTa s
3aHSATUN JICKIIMOHHOI'O THIIA, 3aHATUI o0yyaromuxcs (Mo KOJMYSCTBY 00YUAIOIIUXCSI),
CEMUHAPCKOI0 TUIA, KYPCOBOT'O y4eHHUYECKas JOCKa, MapKepHas J0CKa, MHTepaKTUBHAS

MPOCKTHPOBAHUS (BBIMOJIHEHIS KYPCOBBIX |I0CKa, HOYTOYK
paboT), TPYNIOBBIX U WHANBUIYAIbHBIX
KOHCYJIbTAIUH, TEKYIIETO KOHTPOJIS U
MIPOMEKYTOYHON aTTeCTAIlUI

404 A2 YuebHast ayiuTopus AJisi IPOBEACHUS Pabouee mecto mpenogasarens. [locagounsie mecta
3aHATUN JIEKIIMOHHOI'O TUIIA, 3aHSATUN obydaromuxcst (1o KOJTUYECTBY 00yJaronmxcs)
CEMHHAPCKOTO THTIAa, KYPCOBOTO
MPOEKTHPOBaHU (BBHIIOIIHEHHE KYPCOBBIX
padoT), TPYMIIOBHIX U MHIUBUAYAITBHBIX
KOHCYJIbTAIlN, TEKYIIEro KOHTPOJIS U
IPOMEKYTOYHON aTTeCTAIIUI

202 A4 Komnerotepnsrit knace. [Tomemenue mis  |Pabodee mecto mpemnonaBarens. [locagounsie Mecta
CaMOCTOSTEIFHON paOOTHI oOy4aromuxcs (0 KOJTHYECTBY 00YIAIOIIHXCS).
MynbTHMEIHATIPOSKTOP, SKPaH, KOMIBIOTEPHI

9. METOAUYECKHUE YKA3AHUA JJISA OBYYAIOIIIAXCA 11O OCBOEHUIO TN CHUIIJIMHBI (MO JIA)

CamocrosrenbHas paboTa CTyJEHTOB SIBIISIETCSI COCTaBHOH 4acThIO IPOLECcca OCBOSHUS IPOrpaMMBI o aucuuinHe «Crenkypc Ha
MHOCTPAHHOM SI3BIKE» M BKIIOYAeT HEOOXOIUMBIE aCHIEKThl OCBOSHMS TUCLHUIUIMHBI. OCHOBHAS LIehb METOIMUECKUX YKa3aHUH
3aKJII04YaeTCs B TOM, YTOOBI 00€CIEUUTh CTYJEHTOB HEOOXOAUMBIMU CBEICHHUSIMY, AITOPUTMAMU IS YCIIEITHOTO BBIIOIHEHUS
CaMOCTOSATEIbHON paboThl, B JOPMHUPOBAHNH YCTOHUUBBIX HABBIKOB, II0O3BOJISIOIINX CAMOCTOSITENIFHO PEeLIaTh ydeOHbIe 3a/1a4uy,
BBIIIOJIHATH Pa3HOOOpa3HbIE 3aaHKs, IPEOA0IEBATh TPYAHOCTH B OTAEIbHBIX BUAAX CAMOCTOSITENIbHON pabOoThl, pa3BUBATh yUeOHYIO U
KOMMYHHKAaTHBHYIO KOMIIETEHIIMIO CTYAE€HTOB. [IpenoaaBarens onpeaeseT O0LIyo CXeMy OpraHH3aliK CaMOCTOSTENbHOH yueOHOM
JIeATENIbHOCTU CTY/I€HTa, B KOTOPOH CTYIEHT pealu3yeT CBOM TBOPUECKUI MOTEHIMAL.

Hacrosmue MeTogudeckue ykasaHHs MO3BOJIAT CTYACHTAM CaMOCTOSATENIBHO OBJIAAETh 3HAaHUSIMM, YMEHUSAMH U HaBBIKAMU T10
HIpOQIITIO TOATOTOBKH, OITBITOM TBOPYECKOH U HCCIIEOBATEIBCKOI AEATEIFHOCTH, U HaIpaBIeHbI Ha ()OPMHUPOBAHHUE CIECTYIOIINX
KOMIIETEHLIUH:

VK-4 CriocobeH oCyIIeCTBIATh ASNOBYI0 KOMMYHHKAIHIO B YCTHOH U MICHMEHHOM (hopMax Ha rocyJapcTBEHHOM si3bIke Poccniickoit
Denepar 1 THOCTPAHHOM(BIX) A3bIKE(aX)

WJI-1.YK-4 BeiOupaeT Ha rocy1apCTBEHHOM U HHOCTPAHHOM (bIX) S13bIKaX KOMMYHUKATUBHO IIPUEMIIEMbIE CTHIIb AEJI0BOIO
oO1meHus, BepOanbHble U HeBepOaIbHbIE CPENICTBA B3aUMOACHCTBYS C TapTHEPAMH;

WJ1-2.YK-4 Bener nenoByo IepenucKy, yIUTHIBas 0COOCHHOCTH CTIIIMCTHKH O(GHITHAIBHBIX ¥ HEO(HIIHAIBHEIX MHCEM,




COLMOKY/IBTYPHBIE Pa3Iuuus B popMaTe KOPPECIOHAECHIUY Ha TOCYAAPCTBEHHOM U HHOCTPAHHOM (-bIX) SI3BIKAX;

NJI-4.YK-4 JIeMOHCTpHPYET YMEHHUE BBITIOIHATH MEPEBOJ MPO(ECCHOHATBHBIX TEKCTOB ¢ MHOCTPAHHOTO (-bIX) HA rOCYIapCTBEHHBIH
SI3BIK M 00paTHO;

YK-3 CnocoGeH ocylIecTBISTh COLUATbHOE B3aUMOICHCTBUE W PEAIM30BBIBATH CBOKO POJIb B KOMAH/IE

NJI-4. YK-3 Db dexTuBHO B3aUMOAEHCTBYET C APYTUMH YJI€HAMU KOMAH/BL, B T.4. y4acTByeT B 0OMeHe nH(popManueil, 3SHaHUAMU U
OTIBITOM, U MIPE3EHTAINH PE3YIbTaTOB PAOOTHI KOMAaHMbI.

2 TlnaH caMOCTOSITENBHOU pabOTHI

CamocrosiTenbHas paboTa CTyJCHTOB MPE/IIONaraeT ClIe Iy IUe BUIbL:

- MOJITOTOBKA K MPAKTHYECKUM 3aHITHUSM;

- YTEHHUE U MEPEBOJI TEKCTOB,

- COCTaBJICHHE TJI0CCAPHSI 10 TEME;

- MOJITOTOBKA MPOEKTOB;

- BBINOJIHEHNE TIMCBMEHHBIX U YCTHBIX 337laHuH (JIEKCUKO-TPaMMaTH4YeCKUX yIIPAKHEHUH, HAlIMCAaHHUE JEJIOBBIX ITHCEM Ha
HWHOCTPAHHOM SI3BIKE H JIP.;

- BBINOJIHEHHE KOHTPOJIbHBIX PaboT (TECTOB);

- IOJITOTOBKA K 3a4eTy.

Kpowme Toro, camocrositenbHas paboTa CTyIeHTa 10 H3y4YCHHUIO IUCIMIUIMHBI OXBATHIBACT: 3ayYHBaHUE CIIOB MHOCTPAHHOTO SI3bIKa,
rpaMMaTHYECKUX TPaBHII, YTCHHE TEKCTOB HA HHOCTPAHHOM SI3bIKE BCIIYX B COOTBETCTBHH C IIPABUIIAMH YTCHUS, IOHUMAHUE TEKCTOB,
MIOCTPOESHKE BOIIPOCOB M OTBETOB K TEKCTaM; IEPEBOJI HA PYCCKHM SA3bIK (YCTHBII U TUCHMEHHBIN).

3 Meroauveckue yKa3zaHHs MO BBITOJHEHUIO CAMOCTOSTEILHON pabOThI
Metoanueckue yKazaHHsl K BBIINOJHEHHUIO JIEKCUKO-TPaMMaTHYECKUX YIIPAXKHEHUH

ITpu paboTe ¢ TeKCUKO-TpaMMaTHYECKUM MAaTepHaIoM HEOOXOIUMO CTPEMUTHCS HE TOJIBKO K Y3HABAHUIO CJIOBA WU
rpaMMaTHIECKOr0 000pOTa, HO M K MOHMMAHHMIO IETIM €0 yHOTpeOIeHHs B ITaHHOM KOHTEKCTE.

W3y4aemblil MaTepuan TpedyeT NPaKTHUECKOro IPUMEHEHHS, IPEX/IE BCEr0 B BUJIE JEKCUKO-TPAMMATHYECKUX YIIPaXKHEHUH, KOTOpbIE
ClIeyeT BHITONHATH TONBKO MOCIIE TIIATETbHOH POopaboTKN BCETO MaTepHana. [3ydeHne rpaMMaTHKH HENb3s HAYaTh «C
cepenuHbl». Kaxkaplit HOBBIN pasznen O6azupyeTcs Ha U3y4e€HHOM Mpexe Marepuaine. OJHaKo U3ydeHUe TONbKO IpaMMaTUKH 0e3
HPaBIIIBHOTO MPOM3HOIICHNS 1 3HAHUS JIEKCHKH OCTaeTCs «BEIIBIO0 B ceOe. JINITh KOMIUIEKCHBIH MOAXO0. U IOCTETICHHBIH Iepexo ] OT
IIPOCTOrO K CIIOAKHOMY MOXKET J]aTh TpeOyeMblil pe3ybTaT.

ITpu BINOIHEHUU YIPAXKHEHUH CHAauala CJIeyeT 03HAKOMUTBCS C TPAMMATHYECKUMHY KOMMEHTApHAMH, IIPOCMOTPETH 3aIUCH,
CZeNaHHbIe Ha 3aHATHU. [IpH MOATrOTOBKE K KOHTPOJIBHBIM padoTaM TpedyeTCsl TakoKe IPOCMOTPETh BECh JIEKCUKO-TPaMMaTH4eCKHH
Marepual, B TOM YUCIIe JOMAIIHUE IICbMEHHBIE YIIPAXKHEHUS.

CryzaeHTaM peKoMeHlyeTcs HCIO0NIb30BaTh 00y4alomue KOMIIBIOTEPHBIE TPOrPaMMBbl, KOTOPBIE JaI0T BO3MOXKHOCTb HE TOJIBKO
HPOCIyYIIaTh NpaBmIbHOE (PoHETHIECKOE 0OPMIICHHE PeUH, HO M BEIPAOOTATh HABBIKH HCIIOTb30BAHNS MPABUIIBHBIX JICKCHKO-
rpaMMaTUYECKUX CTPYKTYP IPH HOMOIIY YIIPAKHEHUH.

IMpu n3yyenun onpefenéHHbIX JEKCUUECKUX U IPaMMaTUUECKUX SBICHUH HEMELKOTO SI3bIKa PEKOMEHyeTCsl HCII0JIb30BaTh CXEMBI,
TaOJIUIIBI M3 CIIPABOYHUKOB 10 TPAMMATHKE, TIIATEIbHO TOTOBUTH UX JUI 00ECIIeUeHUSI MPOYHOTO ycBoeHHs. [1pu mocTpoeHnH
HEMEIIKOTO MPE/UIOKEHUS CIeAYeT paclonaraTh CJIoBa B CTPOTO ONPEeIEHHOM MOPSIIKE, YIUTHIBAsL, YTO MOPSIOK CJIOB B
[IOBECTBOBATEIBHOM, BOIIPOCUTEIBHOM U OTPULIATEIBHOM MPEIJIOKEHUAX OTINYAETCS OT IOPAAKA CIOB B PYCCKOM IPEIOKEHUH.

Mertoandeckue peKOMeHAI1K 0 NOATOTOBKE POJIEBOM UTPBI

B cTpykType posnieBoii MIphl Kak MpoIecca BBIICISIOTCS CIEIYIOIIUE COCTaBIISIONINE:

* TeMa;

* poJIy, B3AThIC Ha Ce0s UTPAIOILUMU;

* UTPOBBIE AEHCTBUS KaK CPENICTBA PEaAN3alU dTHX POJIEH;

* UITPOBOE YNOTPEOICHUE MTPEIMETOB, T. €. 3aMEIICHUE PEabHBIX BEIICH HTPOBBIMH, YCIOBHBIMU;

* peabHbIe OTHOIICHHUS MEXAY UTPAIOIIUMH;

* cloXeT (cozepkaHue) — 00JIaCTh JCHCTBUTEIBHOCTH, YCJIOBHO BOCIIPOU3BOIUMAS B HIPE.

B nporiecce poseBoit urpsl 0TpabaThIBAIOTCS U YCBAaUBAIOTCS:

1) aTHYecKne HOPMBI M ITPaBUIIa IOBEACHHUS U ONPEICIICHHBIC COLMANILHBIC POJIM B TOM HJIM HHOM 3THOKYJITYPHOM COOOIIECTBE;

2) 0COOEHHOCTH, XapaKTEePHBIE YePThI, BO3SMOKHOCTH TEX MIJIM WHBIX COLMATIBHBIX TPYIII HIIH OIPEeICHHBIX KOJUIEKTHBOB — aHAJIOTOB
MPEANPHUITUH, GUPM, T.€. PA3ITHMUHBIC TUIIBI SKOHOMHUYECKHX M COLUATBHBIX HHCTUTYTOB, YTO BIIOCIIEJICTBHH MOXET OBITh IIEPEHECEHO
B COIMAITBHYIO MPAKTHKY;

3) yMEHHUSI COBMECTHOM KOJUIGKTUBHOM JIEATEILHOCTH;

4) KynbTYpHBIE TPAAULMHA U HOPMBI.

PouieBbie Urphl, TEMa M CIOXKET KOTOPBIX OCHOBAH Ha COJCPKaHUH TEKCTOB, MILTIOCTPUPYIOT TIOBE/ICHHE B CUTYallUH MEXKYJIBTYPHOTO
oO01meHus.

B xauecTBe MpUEeMOB, XapaKTEPHBIX JJIsl METOJa POJICBOI UTPBI BBICTYIAIOT CIEAYIOLIHE:

- IPUEM BOCCO3/JaHNsI KOMMYHHUKAaTHBHOTO KOHTEKCTa, KOMMYHHKATHUBHOW CHTYaIUH;

- IPUEM BHPTYaIbHON SKCKYPCUH, KOTOPBIA MOKHO OPraHH30BaTh KaK C TOMOIIBIO TEXHHYECKUX CPEICTB, TaK U C UCIOIb30BAHUEM
pealbHBIX POTOMATEPHUAIIOB B YU€OHON ayIUTOPHUH,




- IpUeM JIpaMaTU3al1K, HANPABJICHHBII HA CO3JJAHUE YCIOBHH, MPUOIMKEHHBIX K YCIOBUSM PEaTbHOTO OOIICHNUS, CBSI3aHHbIH C
CO3JaHUEM CHUTYAIUH OOIICHNUS, OTIPEAEIICHUEM IIEITH, PACTIPEAEICHHEM POJIEH;

- pueM pedIeKCUBHON UICHTU(PHUKALMH, PEANOIAraloINi UICHTU(PHUKAIHIO C 00BEKTOM OOIICHNUS U TIOBECTBOBAHUE OT IMEHHU
JTOr0 00BEKTA.

Meroaudeckue yKa3aHus K HAIIMCAHHUIO JETIOBOTO MHChMa
Business Letter

Letter writing is an art. A letter on one topic can be written in different styles with the help of various formats. Writing a letter is a
difficult task for some because of format used for writing. The letter has to have following parts. They are date, name and address of
sender and receiver, salutation, main body and complimentary closure. When all these parts are combined together then you will get a
well drafted letter. Writing as well as receiving a letter is always special. A Letter is a platform where you can express your innermost
feelings in a straightforward manner.

Business letters and personal letters are two types of letters. For all official and formal situations, you write business letter whereas
letters written to friends, relatives, acquaintances are personal letters. Both follow the same format only the difference lies in the
language used for writing. In business letters, formal language is used and situations discussed are work related. In personal letters
language is informal and you discuss personal and intimate topics.

The site will provide you with tips for writing different types of letters and various samples. Here you will get to read business as well
personal letters. The samples will help you in drafting the letter you require in every possible manner. You can follow the format and
make changes in the main body of the letter according to your needs.

Business Letter Writing

When an individual starts working in a professional environment, he needs to understand the various nuances of business letter writing.
Business letter has to be brief and concise. The purpose of writing the letter should feature in the first paragraph. Give enough
information about the main idea but be specific. Professionals do not have time to read lengthy letters. So keep the letters as short as
possible. The business letter has to effectively convey the message to the reader. Here in this section of the site, you will get tips to write
business letters, types of business letters and samples of business letter. Use the formats and modify the content as per your
requirements.

Meroaudeckue yka3aHHs K YTEHHIO ¥ IEPEBOTY TEKCTOB PO eCCHOHATBLHOM HallPaBIeHHOCTH

TexkcTbl MpodecCHOHANBHONW HANpaBICHHOCTH Ha MHOCTPAHHOM SI3bIKE IIOMHUMO CBOEH OCHOBHOHM  3amaddm —
WH()OPMATHBHOCTH — TIOMOTAIOT IOTOJHUTh OOIIMA M TEMAaTHYeCKWH CIIOBAapHBIH 3amac, TPEHHPYIOT B MNPOW3HOLICHUH
HEMELIKHX CJIOB M BBIDOKCHHUH, 3aKpEIUIIOT IpaBUia TPaMMATHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOM peyu.
IIpenrexcroBbiil  dTam:

- TNPOYTHTE 3arojiOBOK W CKaxuTe, 0 ueM (0 KoM) OyJeT WATH peub B TEKCTE;

- O03HAKOMBTECh C HOBBIMHU CIIOBAMH M CIIOBOCOYETAHMSIMH (€CIIM TaKOBblE [aHbl K TEKCTY C IEpeBOJOM);
- TNpOYHWTalTe W BHINUIIUTE CJI0Ba, 0003HAYAOLIKE. .. (IAETCs PYCCKUN 9KBHBAJICHT);

- BBIOEpHTE W3 TEKCTa CIIOBA, OTHOCSIIMECS K M3ydaeMoi TeMme;

- HalauTe B TEKCTE HE3HAKOMBIE CJIOBA.

TexcToBBIN 3TaI:

- IPOYTHUTE TEKCT;

- BBIEENUTE CJOBa (CIOBOCOYETAHHS WJIM IPEIUIOKEHUs), KOTOpPBIE HECYT BaXHYIO (KIIOUYEBYIO HH)OPMAIHIO);
- BBINUIIATE WIM TOJAYEPKHUTE OCHOBHBIC HMEHA (TEPMHUHBI, ONpe/ieeH s, 0003HAYCHUS);

- chopMynmupyiiTe KIIOYEBYI0 MBICIb KaXKIOro ad3ana;

- OTMEThTE CIIOBO (CJIIOBOCOYETaHHE), KOTOPOE JIyYllle BCEro MepelaeT CoJACpKaHHe TeKcTa (YacTH TEKCTa).
[TocnerekcToBbIf  3Tar:

- 03arJaBbTE TEKCT;

- IIPOYTHUTE BCIYX TMPEUIOKEHHs, KOTOpHIE MOSCHAIOT Ha3BaHUE TEKCTa,

- Halimure B TEKCTE MPEUIOKEHHS IS OIHCAHUS ...

- monaTBepAuTe (ONMPOBEPTHUTE) CIOBAMH M3 TEKCTa CICAYIOIIYIO MBICIb ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IUIAH TEKCTA;

- BBIIMIIMTE KIJIIOYEBHIE CJIOBA, HEOOXOJMMBIE AJIS IepecKasa TeKCTa;

- MEPEeCKaXKUTe TEKCT, ONUPAsACh Ha IJIaH;

- IIepecKa)XHTe TEKCT, OIMPAsACh Ha KIIOUEBBIE CIIOBA.

IIpu mnoaroToBke pedepUpOBAaHUUS TEKCTa PEKOMEHIYETCS BOCIOIb30BAThHCS CAETYIOEH MaMsITKOM:

1. Tlocne mnpouTeHuss TekcTa pas30eiiTe ero Ha CMBICIOBBIC YACTH.

2. B kaxnoil dactm HaliauTe NpeIoKeHHe (MX MOXXET OBITh HECKOJIbKO), B KOTOPOM 3aKIIOYEH OCHOBHOW CMBICH 3TOH
YacTH TEKCTa. BRIMUIINTE 3T NpeAIoKEeHUS.

3. TloguepkHuTe B 3TUX TNPEATOKEHUIX KIIOUEBBIE CIIOBA.

4. CocraBbTe IUIaH MepecKasa.

5. Onwupasich Ha IJIaH, EPECKaKUTE TEKCT,

6. Omnupasch Ha KIIOYEBBIE CJOBA, PACCKAXKUTE TEKCT.




MeTOZ[I/I‘IeCKI/Ie PECKOMEHAAIUU IO COCTABJICHUIO JUCKYCCUN

IMTaMsATKa O COCTABICHUIO JUCKYCCHU

B mpouecce mOArOTOBKH K BBITIOIHEHUIO 3aJaHUS (IUCKYCCHsI) BHUMATEIBHO H3YYUTE €r0 COACPIKATEIbHOE HAIIOIHEHUE, OTPEACIIITE
KOHKPETHYIO CUTYAI[HIO U KOMMYHHKATUBHYIO 33/1a4y OOICHUSI.

Curyanusi oOLICHHS YETKO U IJAKOHUYHO KOHKPETH3UPYETCS B IIEPBBIX IBYX-TPEX MPEIJIOKCHUSIX 3aaHus, IOITOMY X CIIEHyeT
YUTATh 0COOCHHO BHUMATEIBHO.

* O06s13aTenpHO 00CyqUTE BCE MPEAIaraeMble BAPUAHTHI, BHE 3aBHCHMOCTH OT COOCTBEHHBIX HPEAMOYTCHHUM.

*BynbTe MHUIIMATHBHBIM MAPTHEPOM 10 OOIICHHUIO, & HE MACCHBHO OKUJIATEe BOIIPOCOB CO CTOPOHBI cobecentrka. HeoOxomumo
HavyaTh Oece/ly C KpaTKOro BCTYIUICHUS] —00BSCHeHHMS cuTyanuu. Jlanee cieayeT akTHBHO BeCTH Oeceqy: mpeiarath BApHAHThI TS
00CyXXIeHH s, 33JaBaTh COOTBETCTBYIOIIME PEUCBOIl CUTYaI[K BOMPOCHI, TPU HEOOXOAUMOCTH MEPECTpaIlinBaTh, yTOYHATH MHCHHE
cobeceiHIKa, OCYIECTBIIATH IIEPEXO0/] OT OTHOTO BapHaHTa K APYrOMY, B 3aBEpIICHHE Oece/ibl ITocie 00CyKICHHUS BCEX BAPHAHTOB
caMOMy TPEJUIOKHTH pellieHre. PelieHue T0KHO JIOTHYHO BRITEKATh U3 BCETO CKa3aHHOTO 00OMMH MapTHepaMu, He 3a0y/IbTe Mpu
9TOM ellle Pa3 MOUHTEPECOBATHCI MHEHHEM COOCCEIHHUKA.

*BexITHBOCTD B IHAJIOTE TPEIIIONATaeT, MPEXK/Ie BCET0, MPOSBICHIE 3aMHTEPECOBAHHOCTH TI0 OTHOLICHHIO K CBOEMY MapTHEPY MO
001IeHuI0, 00s3aTeNIbHOE pearupoBaHUe Ha €T0 PEIUIHKH (ITYCTh MOPOI0 ¢ IOMOIIBIO KOPOTKHX PEIUIHK pearupoBanusi). HeoOxoaumo
BHHMATEJIBHO CIYIIATh MapTHEPa U IaBaTh a/ICKBaTHBIC PEAKIMU HA TO, YTO OH FTOBOPUT. B TaHHOM THIIE Hajiora Jamie BCero
OTBETHBIMH PEaKLHAMH OYAyT COrIACHE WIN Hecoraacue (IPHIeM BEXKIHBOE), M, BO3MOXKHO, yAUBICHHE, cOMHeHHE. [IpH 3TOM,
0€3yCIIOBHO, CIIETyeT CTAPAThCs HCIONB30BaTh Pa3HOOOPa3HbBIC I3bIKOBBIC CPENICTBA IS BRIPAKCHHUS TAHHBIX SI3BIKOBBIX ()YHKITHH.

* AKTHBHO Ipe/yIaraiiTe BapUaHThI sl 00CYKICHUS (ECTECTBEHHO, IOCIIE JOCTATOYHO MTOAPOOHOTO 00CYKACHHUS KaKA0TO
MIPEBIYIETO).

*IIpu npeuI0keHNH CBOETO BapHaHTa CICAYeT JaBaTh YSTKHE Pa3BEePHYTHIC apTyMEHTHI B €ro I0Jb3y. B ciydae Hecoriacus
cobecemHUKa HEOOXO0MMO pPearkpoBaTh Ha €ro PeIIMKHA CBOUMH KOHTPapryMEHTaMH, COTJIACYS UX C €r0 JJOBOJaMH. Y MCHHUE
YCIIBIIIATE MAPTHEPA M aJCKBAaTHO M apTYMEHTHPOBAHHO PEarnpoBaTh B CIIOHTAHHBIX OTBETHBIX PEILUTHKAaX OCOOCHHO [[EHHO B TAHHOM
turne auanora. OHAKO COBCEM HEOOA3aTENbHO BCEria He COTJIAIIaThCs C TAPTHEPOM, Bellb B PEATbHOW KOMMYHHKAIHN MBI
JOCTAaTOYHO YacTO [ePeCMaTPUBAEM CBOIO TOUKY 3PCHHSI, B3BEIIMBAsI JOBOIBI «3a» H «IPOTUBY. [IpH cornacuu ¢ MHCHHEM
co0eceHIKa Ba)KHO IPUBECTH JIOTIOJIHUTEIIBHBIC IOBOIBI B TI0JIb3Y 00CYK/IaeMOTI0 BApHAHTA HJIH PA3BEPHYTh apryMEHT COOCCEIHHKA.
* AKTHBHOCTB U BEXKJIMBOCTh COOECEIHUKA MIPEANOAraeT 3anHTEPECOBAHHOCTh BO MHEHHH ITapTHEpPA [0 OOLICHHUIO, II0ITOMY B Oecerie
ClIeyeT MHTEPECOBaThCS MHEHUEM COOECeIHHKA I10 TTOBOY IpeularaeMbIX BapHAHTOB, 3alIPAIllBATh €ro COIVIACHe MIIH HECOTIIACHE
co cBOeif TouKoit 3peHus. IIpn He0OXOIMMOCTH MOYKHO 3a/1aTh YTOYHSIOLIHE BOIPOCHI, IIEPECIPOCHTH COOSCETHHKA.

Heo6xoanMo yuuThIBaTh MHEHHE COOCCEIHIKA M IIPUBOANMBIC UM apTyMEHTBI IIPY MIPUHATHH OKOHYATEIFHOTO PEIICHHUSI, KOTOPOE
JIOJDKHO CTaTh JIOTHYECKUM 3aBEpLICHHEM quaiora. Eciu peleHne NpoTHBOPEUHT COACPIKAHUIO IIPOBECHHOM Oec e/,
KOMMYHHKATHBHAsI 3371a49a MOYKET OKa3aThCsl HEBBIIIOIHEHHOW. JTO 03HAYAET, YTO yIACTHHK Oecensl HOpMaIbHO MPOTOBAPUBAI CBOH
JIOBOZBI, HE CIICIMII 32 PeIINKaMHU COOSCEIHHUKA U JIOTUKOH Pa3sBUTHS JHAJIOTA.

*HuIMaTHBHOCTD B Oece/ie mpe/rnoaracT yMEeHHe BOBIICYb IIapTHEPa B JHAIOT. B TaHHOM THIIE JHAIIOTa 3TO HPOSBISETCS HE TOJIBKO
B YMEHHUH 3alPOCUTh MHEHHE COOECETHUKA, HO U B MPUTJIANICHUH TIPE/IaraTh CBOM BApHAHTHI IS OOCYKICHUSL.

* Heo6x0AMMO IOMHHTb, YTO JAUAJIOT — 3TO HE OOMEH MOHOJIOTaMH.

MeToaudeckue yKasaHus o paboTe co cIoBapeM

DOpMBI CaMOCTOSTENTLHON pabOTHI CO CIIOBAPEM:

- IOUCK 3a/1aHHBIX CJIOB B CJIOBApe;

- onpezneneHne GopM eANHCTBEHHOTO W MHOYKECTBEHHOT'O YMCIIa CYIIECTBUTEIBHBIX;
- BBIOOP HY)KHBIX 3HaU€HHH MHOTO3HAYHBIX CJIOB;

- IOUCK HY>KHOT'O 3HAUEHUs CJIOB U3 YKClia FPaMMaTH4YECKUX OMOHHMOB;

- IOMCK 3HAYEHUS TJ1arojia 1o OJHOM U3 TIIAaroJbHBIX HOPM.

1. ITpu noucke ci0Ba B cI0Bape HEOOXOIUMO CJICAUTD 32 TOYHBIM COBMAJCHUEM TI'paduueckoro oGpopMIeHUSI ICKOMOTO U
HaliICHHOTO CII0BA, B IIPOTHBHOM CITyJae IepeBof OyIeT HelpaBUIbHEIM.

2. MHorue cnosa sBISIOTCS MHOTO3HAYHBIMHY, T.€. UMEIOT HECKOJIBKO 3HAUEHUM, T09TOMY IIPU ITOUCKE 3HAUCHHUS CII0BA B CIOBape
HEOOXO0IUMO YHUTATh BCIO CIOBAPHYIO CTaThIO U BHIOMPATH JUIS IIEPEBOJA TO 3HAYEHHE, KOTOPOE MOAXOAUT B KOHTEKCT IIPEATI0KEHUS
(Tekcra).

3. IIpu nomcke B cioBape 3HAYEHHUS CJIOBA B PsZIC CIIydaeB CIeAyeT IPHHIMATh BO BHUMaHHE TPAMMAaTHICCKyI0 (DyHKIIHIO ClIoBa B
MPEUIOKEHNHN, TaK KaK HCKOTOPBIC CJIOBA BBIMTOJHAOT PA3JIMIHBIC TPAMMAaTHYCCKUE (byHKI_[I/II/I 1 B 3aBUCUMOCTH OT 3TOT'O IEPEBOAATCS
[O-pa3HOMY.

4. TIpu momncke 3Ha4YEHHMS TJIarosa B CI0Bape ClieyeT MMETh B BUAY, UTO I7Iarofibl yKa3aHsl B CIOBApE B HEOIpeIeIeHHoH hopme
(Infinitiv - schlafen, aufmachen)B To Bpems kak B peAsoXeHUH (TEKCTE) OHU (QYHKIMOHUPYIOT B Pa3HbIX BPEMEHAX, B PA3HBIX
IpaMMaTHYECKIX KOHCTPYKIUX. [IOMCK Ti1aroza 3aBUCUT OT €ro IPHHAMIEKHOCTH K KJIACCy NPABIIBHBIX MM HEMPaBIIIBHEIX
T7IaroJIoB.

Meroaudeckue peKOMEHJALUHM 110 IOJrOTOBKE K 9K3aMEHY

B nepuoj moAroToBKM K 3K3aMEHY CTYACHTHI BHOBb OOpAILlAlOTCs K IPOHICHHOMY Y4eOHOMY Matepuaiy. [Ipu 5TOM OHHU HE TOJILKO
CKPEIUIAIOT NOJTy4YeHHbIE 3HAHUS, HO U MOJIy4aroT HOBbIe. [IoaroToBKka cTyieHTa K 3K3aMeHy BKJIFOUaeT B ce0s TpH JTamna:
-ayJUTOPHAs U BHEAYAUTOPHAs CAMOCTOSITENbHAs paboTa B TEUCHUE CEMECTPa,;




-HENOCPEICTBEHHAs! TOJrOTOBKA B THH, MPEIISCTBYIOLINE YK3aMEHY 10 TeMaM Kypca;
-IIOrOTOBKA K OTBETY Ha BONIPOCHI, COAEpKAIIMECs B OMIeTax.

Jlureparypa /U1 HIOATOTOBKH K 9K3aMEHY PEKOMEH/1yeTCs MperoaaBaTesieM JIM00 yka3aHa B y4eOHO-METOJMUECKOM KOMIUIEKCE.

B xo/1e MOATOTOBKY K dK3aMeHY CTYAEHTaM HE0OX0IUMO o0paIaTh BHUMaHUE HEe TOIBKO Ha YPOBEHD 3aIIOMUHAHUS, HO U HA CTETICHb
ITOHUMAaHUS U3JIaraeMbIX IPoOIeM.

DK3aMeH MPOBOJMTCS IO OMieTaM, OXBaTHIBAIOIINM BECh NPOHAEHHBIH MaTepral. [10 OKOHYaHUH OTBETa S9K3aMEHATOP MOJXKET 3aJaTh
CTYICHTY JIOTIOJIHUTEIIbHBIE U YTOYHSIONIUE BOIPOCHL. Ha OJATr0TOBKY K OTBETY 10 BOIIpocaM Ousiera cTyeHTy gaercs 30 MUHYT ¢
MOMEHTA MOJIY4YEHUs UM.




