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1. HEJIA U 3AJAYY OCBOEHUSA JUCIITUITIJINHbBI

1.1 | LJenu: popmupoBaHUEe MHOS3BIYHON KOMMYHHKATUBHOM KOMIIETCHIINH Ul PEIICHUS KOMMYHMKATHBHBIX 3a71ad B cdepe
JIEJIOBOrO OOIIEHUS

1.2 | 3aoauu: - coBeplICHCTBOBAaHHE IPAMMATHUECKUX M JEKCHYECKHX HAaBBIKOB JUII KOMMYHHKAIMA Ha MHOCTPAHHOM
A3bIKE U PAOOTHI ¢ MHOA3BIYHBIMH TEKCTaMHU B IIpoliecce MPOEeCcCHOHAIBHON IESITENbHOCTH;

- ¢dopMHpOBaHHE YMEHHH ITEHHS TEKCTOB IO CHELHAIBHOCTH O€3 CIIOBaps M CO CIOBapeM;

- ¢dopMupoBaHHE KOMMYHUKATHBHBIX YMEHHH YCTHOTO MOHOJIOTHYECKOTO

¥ JUAJOTUYECKOTO BBICKA3bIBaHHS B MPOILIECCE AEIOBOr0 OOIIEHNUS Ha HHOCTPAHHOM SI3BIKE;

- (hopMHpOBaHHE HABBIKOB MHCHMa, HEOOXOUMBIX ISl BEACHHS ACIOBOM MEPErHCKH.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Huxkn (pazpen) OOIT: | OT/

2.1 | TpeGoBaHus K NpeABaAPUTEILHOIl IOATOTOBKE 00y4al0IIerocs:

2.1.1 | MUHoCcTpaHHBbIi A3bIK

2.2 | AucuMnJMHbI M MPAKTHKH, AJI51 KOTOPBIX OCBOEHHUE TAHHOH TUCHUILINHBI (MO1Y/Is1) HEOOX0AMMO KaK
npe/iIecTBYOIIee:

2.2.1 | BemmmonHeHMeE, MOATOTOBKA K MPOIIEAype 3aIUTHI 1 3aIUTa BEITYCKHOM KBATH(HKAITHOHHOW pabOTEI

3. KOMIETEHLUH OBYYAIOIIETOCSI, ®OPMHUPYEMBIE B PE3YJILTATE OCBOEHUSI JUCIIUTIINHBI
(MOJLY.JIsT)

YK-4: Cioco0eH oCcylecTBJIATD 1€J10BYI0 KOMMYHHKAIMIO B YCTHOH M MUCbMEHHOH (popMax HA rocy1apcTBEHHOM SI3bIKe
Poccuiickoii @enepannu 1 HHOCTPAHHOM(BIX) AI3bIKE(aX)

HNI-1.YK-4: Biajgeer cucTeMoil HOPM PYCCKOI0 JIMTEPATYPHOIO SI3bIKA IIPU €0 HCI0JIb30BAHUM B Ka4YeCcTBe
rocyiapcTBeHHOro s3bika Poccuiickoii @egepanuu 1 HOPMAMH HHOCTPAHHOTO(bIX) A3bIKA(0B), HCMOIb3YeT Pa3JUYHbIe
(opMbI, BU/IBI YCTHON M MHCLMEHHOI KOMMYHHKALIMH.

- 3HAET OCHOBHBIC I'PAMMATHYECKHE CTPYKTYpPBI; 00IIEYIOTPEOUTEIIBHYIO, OOLIEKYJIBTYPHYIO i IPO(ECCHOHATBHYIO JICKCHKY;
pedeBbIe KIINIIe, HEOOXOANMBIE IS OCYIIECTBIICHUS EJIOBOH KOMMYHHUKAIIMHI HA MHOCTPAHHOM SI3BIKE

- yMEeT IIOCTPOHUThH BBICKA3BIBAHMSA B CMOJECIMPOBAHHBIX (TIPEIaracMbIX) CHTYAIUSIX OOIIEHNS HA HHOCTPAHHOM SI3BIKE,
MPaBUIIBHO HCIIONIB3YS BepOajbHblEe U HeBepOaJbHBIE CPEICTBA OOLICHHUS

- BJIaJIeeT MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOIICHNUS

HN-2.YK-4: Ucnoab3yeT si3bIKOBbIE CPeICTBA IS AOCTHKeHUS] PO¢ecCHOHANIBHBIX LieJiell HA PycCKOM U HHOCTPAHHOM
(bIX) s13bIKe(aX) B pAMKAX MEKJINYHOCTHOTO H MEKKYJIbTYPHOIO O0LIeHM.

-3HaeT 0COOCHHOCTH CTHIINCTHKU HAITICAHUS O(l)I/II_II/IaJ'ILHBIX n HCO(I)I/IL[I/IEUILHBIX IMUCEM; YMECT BECTH ACJIOBYIO IICPCIIUCKY C
Y4€TOM COONOKYIBbTYPHBIX 0COOEHHOCTEMH ¢ OpEACTABUTCIISIMA APYIrUX CTPAH; BJIAACCT TCXHUKOH JCJI0OBOI'0O IMMChbMa Ha
HWHOCTPAHHOM SA3BIKE.

4. CTPYKTYPA U COIEPKAHUE JUCOUAILIMHBI (MOIYJIST)

Kon HaumenoBanue pasnejos u tem /Bua | Cemectp / | Yacos | Kommneren- | Jluteparypa | Hute | IIpumeuanue
3aHATHSA 3ansaTus/ Kvype M pPaKT.
Paznen 1. Conep:xkanue
1.1 4 4 JI1.1 0 JTUCKYCCHS,
JIa6 Careers. Reading. JI1.2J12.1 poneBas urpa,
Words that go with the topic. Skills YTEHHE
work. /TIp/ nepeBo.
1.2 Careers.Reading. Words that go with the 4 17 1.1 0 UYrenue,
topic. Skills work. /Cp/ JI1.2J12.1 TIEPEBOT
1.3 Dealing with different people Skills 4 15 J.1 0 MOATOTOBKA K
work. /Cp/ J1.2J12.1 poIeBoit urpe
1.4 Marketing.Reading. Words that go with 4 16 J1.1 0 MOATOTOBKA K
the topic. Skills work. /Cp/ JI1.2J12.1 TecTy
1.5 Managing people.Reading. Words that go 4 16 J1.1 0
with the topic. Skills work. /Cp/ JI1.2J12.1




Pazaen 2. TIpoMeXyrouHast aTrecTanus
(3auéT)
2.1 ITonroroBka k 3a4éry /3a4ét/ 4 3,85 | UO-1.YK-4 JI1.2J12.1 0
WUa-2.YK-4
2.2 Konrakrras pabora /KCPATT/ 4 0,15 | UO-1.VK-4 J1.2J12.1 0
Na-2.YK-4

5. ®OHJ OIEHOYHbBIX CPEACTB

5.1. IosicHuTEeILHAS 3alIMCKA

1. Ha3nauenue ¢onga oreHoUHbIX cpeacTB. OLEHOUHbIE CPEACTBA NPEAHA3HAUCHBI JUIsl KOHTPOJIS M OLCHKH 00pa30BaTeIbHBIX
JOCTHKEHHUH 00yJaroNnIuXcsl, OCBOMBIINX IMPOrpaMMy YIeOHOH AUCIMIUTMHEI «/leTI0BOH HMHOCTPaHHBIH S3BIKY.

2. ®oHJ| OLICHOYHBIX CPEJICTB BKIIIOYAECT KOHTPOJIbHBIC MaTepHalbl JUIsl IPOBEICHNUS TEKYIIEro KOHTPOJIS B JOpME TECTOBBIX
3aJJaHUH, POJIEBOH UTPHI, MNChMA, TEKCTOB IJIS YTEHHS U MIePeBO/Ia M IPOMEKYTOUHOH aTTecTanuy B popMe BOIIPOCOB U 3aaHUH K
SK3aMEHY U 3a4eTy.

5.2. OueHo4HbIE CPeACTBA A TEKYIero KOHTPOJIs

BXOIHOU KOHTPOJIb (mpumepHBIe 3a1aHus)

1. Choose the best words to complete the text.

Karina is (1) (Mexico / Mexican) but she lives and works in London. She started her job last year, (2) (in / at) April. She loves her
work. She sells special-interest holidays. It’s (3) (an export

/ a niche) market and she really enjoys the work of planning specialised tours for clients. The company is very small. It (4)
(employs / supplies) only four people and they all work in one office. This makes (5) (print / face-to-face) communication very
easy. They can talk to each other at any time.

Next week, she’s moving to a new flat because her old one is (6) (too far / far enough) from the office. She’s a very (7) (punctual /
practical) person — she likes to be on time — and the long journey to work was difficult. She had a lot of problems with train and bus
delays. She’s also buying some new furniture for the flat. She doesn’t have a lot of money so she paid a (8) (deposit

/ deal) of ten per cent and she’ll make monthly payments. The furniture will be delivered next week.

2. Complete the conversations with words and phrases from the box.
a sales conference, a tip, a workforce, an order, annual leave, booking, stock, the receipt

Conversation 1

A Kevin has organised (1)

B I know. And I’'m planning to return from my holiday on 27th July!
A Oh, no. Can you change your holiday (2) ?

B I'm not sure.

Conversation 2

A How big is your company?

B Big! It has (3) of about 18,000 people.
A How much (4) do you get each year?

B Three weeks.

3. Choose the best word or phrase — a, b or ¢ — to complete the sentences.
1 Dirk Italian.

a) isn’t b) aren’t ¢) am not

2. A are you from? B Japan.
a) What b) Where ¢c) Who

3. Ricardo drive to work?

a) Is b) Do c) Does
4. Oscar from home.

a) sometime work

b) works sometimes

c) sometimes works

5. Mr Albert to meetings.

a) doesn’t go b) not go ¢) isn’t go
6 This office building a meeting room.

a) not have b) doesn’t have c¢) hasn’t
7. A Can Yusuf speak German? B Yes,

a) can he b) can c) he can

4 Complete the extract of a phone conversation with the correct form of the verbs in brackets.
A When (1) (you arrive) in Thailand?

B Yesterday. My flight (2) (land) at about three o’clock in the afternoon.

A And what (3) (you do) now?




B Well, it (4) (be) nine in the morning here now. I

%) (have) my breakfast and now I (6) (wait) for a taxi. In fact, the taxi is here now! I (7) (call) you
later, OK?

5. Match the sentences with the responses.

1. How about a cup of tea?

2. Do you like football?

3. Can I speak to Jorge Ramos, please?

4, Is there a car park?

5. My suggestion is to go for a cocktail.

6. Why don’t you buy a self-study course?

7. What do you think?

8. There’s something 1’d like to talk to you about.

9. What day suits you?

10. What did you learn from your last job?

a) Yes, there is.

b) OK, I'll take a look at one.

c) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

h) I think we need to target young people.

i) That’s a great idea.

1) I'm afraid he isn’t in the office today.

Kputepuu ouenku:

Crynent Bemonaun 84-100% 3amganuit «OTJIMYHOY, MOBBIIIEHHBIH YPOBEHb
Crynent Beinonuuin84-100% 3ananuit «XOPpOI110», NOPOrOBBI YPOBEHb
Crynest BeinoaHuinS0-65% 3ananuit «YILOBJIETBOPUTENBHO», IIOPOTOBLIH YPOBEHb

Crynent BeimonHMI MeHee 50% 3amaHnil  «HEYHOBIETBOPHTEIBHO», YPOBEHb HE C(HOPMUPOBAH

TEK VI KOHTPOJIb (ITIPUMEPHBIE 3AJTAHIST)
CEMECTP 5

I

Complete the conversation with words from the box.

a restaurant, August, Friday, Barcelona, Germany, golf, Poland, Polish

ent to
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Is Kasia from ?

No, she isn’t. She’s from Warsaw, in

Really? And is her husband also _ ?

Yes, he is.

Does Kasia work at home one day every week?

Yes, that’s right. She works at home every

When does she usually go on holiday?

She goes on holiday every . It isn’t a busy month in the office. She usually goes back to Poland but last year she

, in Spain.

Do you and Kasia sometimes play at the weekend?
No, Kasia doesn’t play but we sometimes go to after work.

Match the sentence beginnings with the endings.

I don’t like going  a) to music.

Jorge quite likes b) holiday in August.

Pete and Gregor often play c) watching football on TV.
Nick works d) to the gym.

We never listen e) hours.

Susan loves going ) out to restaurants.

I usually go on g) from home once a month.

Piet often works flexible h) football on Sunday.

Choose the best words to complete the sentences.

We can’t meet in my office. It isn’t (big / small) enough.

Liam’s presentations are too (long / short). Yesterday, he talked for four hours!

My holiday was nice but it wasn’t (stressful / relaxing) enough. We were very busy every day.
I can’t hear you. The restaurant is too (quiet / noisy).

I don’t like this book. It isn’t (interesting / boring) enough.

I didn’t buy the new Mercedes because it was too (cheap / expensive). I don’t have




€100,000!
7.1 can’t move this chair. It’s too (light / heavy).

v Match the questions with the replies

1 What’s the reason for your visit?

2 Where are you staying?

3 What’s your hotel like?

4 How’s your business doing?

5 What do you do in your free time?

6 Do you meet your colleagues after work?

7 How many hours a week do you work?

8 What do you like best about your job?

9 Where are you from?

a) I'm staying at the Hilton in the town centre.

b) I'm here to visit my company’s head office.

c) I play golf.

d) I work flexible hours, which is great.

e) Between 40 and 50 hours.

f) We're doing quite well.

g) The room is very comfortable.

h) From time to time.

i) I'm from Italy.

\" Match the sentence beginnings with the endings.

1 Call me back a) incorrect.

2 Can I speak to b) a refund.

3 I havea ¢) Georg Sipos, please?

4 The invoice is d) to hear that.

5 There’s e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, this is g) later, please.

8 I'm very sorry h) problem with my new laptop.
CEMECTP 6

L Complete the text with words and phrases from the box.

book, buy, check in, collect, go through, take, watch

I travel abroad for work about once a month. I always (1) my ticket and
2) my hotel room on the Internet. I carry a small suitcase and I always use an electronic ticket. So, when I arrive
at the airport, I can immediately

3) security. I never (4) the in-flight movie. On the plane, I like to work on my computer.
When I arrive at my destination, I don’t have to (5) my luggage because I carry it on the plane with me. I usually (6)

taxi to my hotel. After I (7)
at the hotel, I usually go for a walk. After a long flight, I need the exercise!

IL. Choose the best word to complete the sentences.

1 Apple pie is usually served as a (starter / dessert).

2 (Cabbage / Salmon) is a type of vegetable.

3 In most countries, you leave a (soup / tip) for the waiter in a restaurant.

4 (Sushi / Tiramisu) is a common main course in Japan.

5 ‘Bill’ in London restaurants means the same as (‘check’ / ‘receipt’) in New York restaurants.

6 (Ice cream / Paté) isn’t usually served as a dessert.

7 The waiter usually brings you the (menu / bill) at the start of the meal.

II1. Complete the text with the correct form (present simple or past simple) of the verbs in brackets.

My company (1) (provide) training every year for all employees. Last month, I (2) (go) on a three-day training course about
project management. It (3) (be) an interesting three days. We (4) (read) case studies about successful and unsuccessful proj
then (5)(discuss) them. The quality of the training (6) (be) always very high and every course (7) (give) us a lot
information.

Iv. Match the questions with the responses.

1 How much is the room per night?

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

6 So that’s a single room for two nights?

7 Can I pay with American Express?




8 Hello, Hotel Carmen. How can I help you?

a) Sure. It’s a Visa. The number is ...

b) I'm sorry, there isn’t but you can leave your car on the street in front of the hotel.
c) It’s €100.

d) Yes, you can. We take all major credit cards.

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

h) Yes, there is. And it’s open 24 hours a day.

Kpurepun onenku tecra:

Crynent Boinonanui 84-100% 3ananuit «OTJIMYHOY, TMOBBIIIEHHBIH YPOBEHb
Crynent BeinonHuin84-100% 3ananuii «XOpOUIOY», IIOPOTOBBIN YPOBEHb

Crynent BeinonHUnS0-65% 3amaxuit «YILOBIETBOPUTENBHO», IIOPOTOBLII YPOBEHb

CryneHt BeIONHWI MeHee 50% 3amaHuil  «HEYTOBICTBOPHUTEILHO», YPOBEHb HE C(HOPMUPOBAH
Ouenounoe cpenctso «POJIEBAS UTPA»

1. Tema (mpobnema) ,,Why are staff unhappy”

Konnernmms urpsr: Many employees of a company are unhappy, and the owners are worried that some will leave. A team from

Human Resources is interviewing people in different departments: a receptionist, a website developer, a writer and, a graphic

designer.

Pomu: a) an interviewer (Human Resources); 0) staff members (a receptionist, a website developer, a writer and, a graphic designer).
OsxuaeMblIit pe3ynbTar — MHCIIEHUPOBKa Oeceabl  OpPraHU30BaHa u npecTaBIeHa B
COOTBETCTBHH C CUTYalMeH OOIIeHHSI.

2. Tema (mpobnema) «Dealing with problems»

Konnenuus urper: An office worker in a car-hire firm wants to start work later in the morning, but the manager does not agree.

Ponu: a) a manager; 0) an office worker. Oxxugaembrii pe3ynbprat — HMHCIICHUPOBKA Gecenpl
OpraHu30BaHa i MpeCTaBICHA B COOTBETCTBUH C CHUTYallMeH OOIICHUSI.

3. Tema (mpobnema) «Participating in discussion»

Kownmerust urpsl: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote
it.

Pomu: a) an advertising manager; 6) an advertising manager. O>xufaeMbslif  pe3yapTaT — HHCLICHUPOBKA Gecesl
OpraHu30BaHa u npejcTaBieHa B COOTBETCTBHH C CUTYalMeH OOLIECHHMS.
4. Tema (mpobnema) «Making arrangements»

Konnenuus urpel: The Managing Director calls a customer to arrange a meeting next week. The Managing Director suggests a time
and date. The customer agrees.

Pomm: a) a managing director; 6) a customer. OxxugaeMbIit pe3ynprat — WHCIICHUPOBKA Oecembl
OpraHu30BaHa u npejcraBieHa B COOTBETCTBHH C CHTYalMei OOLIeHHMSI.

5. Tema (mpobiiema) «Interview skills»

Konnernmus urpsr: A director of a well-known group of travel agents is looking for someone to manage the sales office in Tokyo,

Japan.

Ponu: a) a director; 6) a candidate for the job. Oxunaempiit pe3ynprat — WHCIICHUPOBKA Oecebl
OpTraHH30BaHa n Ipe/icTaBIeHa B COOTBETCTBHH C CHUTYaIlMel OOIICHUS.

Kpurepuu oneHku:

«OTIINYHOY, MOBBINICHHBIH ypoBeHb: CTYICHT CaMOCTOSTEIBHO PEaU3yeT YMEHHUE IIOCTPOMTh  BBICKA3bIBAHUS B

CMOJICIUPOBAHHBIX (mpemyiaraeMeix) CUTYalUsIX OOLICHUsI HA WHOCTPAHHOM SI3BIKE, PABHIBHO HCIOJB3Ys BepOaIbHbIC

Y HeBepOalbHbBIC CPEICTBA OOICHNUS; BIaJCeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIOBOTO OOIICHUSI.

«Xopor11o», MoporoBeiid ypoBeHb: CTyIeHT crocoOeH MoKa3aTh YMEHHUS MOCTPOUTH BBICKa3bIBaHUS B

CMOJICIUPOBAHHBIX (IpemiaraeMeIx) CUTYalUsIX OOIICHUsI HA WHOCTPAHHOM SI3BIKE, PABHJIBHO HCIIOJB3Ys BepOaIbHbIC

U HeBepOabHBIC CPEICTBA OOLICHHUS;CITOCOOCH YaCTUYHO TOKA3aTh BIIAJICHUE HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM [ICIOBOTO

0o0IIEeHHS.

«Y IOBIICTBOPHUTEIILHOY, TIOPOTOBBI ypoBeHb: CTYIEHT IO PYKOBOACTBOM MPENOAaBaTE sl CIIOCOOEH MOKa3aTh YMEHUSI TOCTPOUTH

BBICKA3bIBAHUS B CMO/ICIIMPOBAHHBIX ([IPE/TaracMbIX ) CUTYAIMAX OOIICHUS HA HHOCTPAHHOM SI3BIKE, TIPABIJIBHO HUCIIOIB3YS

BepOasbHBIC U HeBepOAaJIbHBIC CPECTBA OOIICHHS; CIIOCOOCH YaCTUYHO OKA3aTh BIIAJICHHE HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM

JIEJIOBOT'O OOIIEHUS.

«HeymoBeTBOPHUTEILHO», YPOBeHb He chopmupoBa: CTYIEHT 3aTPYIHSICTCS WU HE MOXET ITOKa3aTh YMEHUS

MOCTPOUTH BBICKA3bIBAHUS B CMO/ICIIUPOBAHHBIX (IPEIaracMbIX ) CUTYyaIlUsAX OOIICHHUS HA HHOCTPAHHOM SI3bIKE, IIPABUIILHO
HCTIONB3YsI BepOaIbHbIC 1 HeBepOaJbHbIE CPEICTBA OOIICHNUS; HE BIAJCeT MHOCTPAHHBIM S3bIKOM Kak CT|

JIEJIOBOT'O OOIIEHUS.

Onenounoe cpeactso «I IEPEBO/JI TEKCTOB»




[TpumepHBIe TEKCTHI TS IEPEBOJia C aHIIIMHCKOTO Ha PYCCKUMA

Text 1

Business diary: Paul Trible, Paul Watson as told to Vanessa Friedman

Paul Trible and Paul Watson are founders of Ledbury, a company that makes luxury shirts. Their company is in Richmond, USA.
The first thing they do every day when they get to work is check customer e-mails. They do about 95 per cent of their business
online, selling about 4,500 shirts a month. They sell 5 Per cent of their shirts in the store in Richmond, Virginia.

The company has two fulltime employees. They don't have official meetings. They talk to each other. At lunchtime, they go to the
shop to talk to customers. They spend 25 per cent of the day on the phone with their web designer. The website takes a lot of time
and money.

To raise money ($300,000) to start the business, they asked 20 friends from their business school to invest money. The friends also
wear the shirts and introduce their colleagues to the company. For example, an investor who works in a large insurance company in
Houston wore their shirts, and in the past four months they got about 12 more customers from there.

Text 2

Business diary: Johan Roets as told to Jude Webber

Johan Roets is Head of Personal and Business Banking for the Americas at Standard Bank. He is based in Buenos Aires.

Johan says, "I don't really have a typical day. Sometimes I have a conference call with the executive committee at 3 a.m. there is a
five-hour time difference with our head office in Johannesburg.

Usually, the Argentine day doesn't start until 10 a.m. or 11 a.m. I do my best thinking in the morning and my best administration in
the afternoon. "I go to South Africa every couple of months. What I love about travel is the solitude to think and read. I don't like
meetings they can be incredibly unproductive and I try to avoid them. I sit on two boards and typically have six or eight meetings a
week.

“ The way I pay attention to things is to write them down. I buy notebooks and take them everywhere. I write whenever I can during
the day, and I go back and highlight important bits.

"I think the great secret in life — and business — is to focus on maximising your strengths, not improving your weaknesses. My
passions are business, technology and people."

Text 3
Should I stay or should I go? by Lucy Kellaway
The problem "My new job is a great disappointment. My department is badly run, top management s don't seem to care, and my
new colleagues are not very friendly. Now I hear that my old boss wants me back. I want to see if he is serious, but that might seem
like I am desperate to return to my old job. Besides, I don't want to be too hasty. I have worked in my new job for six months. After
all, it takes time to be accepted into a successful team."
Senior manager, male, mid-50s.
The solution

Going back to an old employer is never a bad idea. You know exactly what it is like to work for your old boss. You knov
that working there is comfortable, and sometimes comfort is a good thing.
You say your old boss is anxious to rehire you, but don't approach him yet. Wait and let him come to you. Try to negotiate a return
with a lot more money and a promotion.
But remember you've only been away for six months. I'm not sure that this is long
enough
to make a decision about the new place.
Some organisations don't like outsiders; it takes a while before they accept them, and until then, they are pretty unfriendly. Spend
time working hard at your new job and be friendly.
Then, if you decide to go back to your old job, you know that you tried.

Text 4

Istanbul guide: from the bazaar to the Bosphorus by Andrew Finke

Where to stay

If you are in Istanbul for sightseeing, then you could stay in Sultanahmet or find a small s hotel away from the tourist areas.
However, this may not be the best option for the business traveler with a moming appointment on the far side of town. Traffic and
distance can be a problem for those on a busy schedule. The challenge is to get the work done, but also find time to discover what
makes Istanbul unique.

Many of the city's five-star hotels enjoy a view where you can see lights on the Bosphorus and passing ships.

Where to eat

A visit to the grand bazaar can feel exotic. An afternoon at Hagia Sophia, once a Byzantine church, then a mosque and now a
museum, is recommended. But some of the best sightseeing in Istanbul is done with a knife and fork.

What to see There are a large number of restaurants along the river. A Bosphorus meal is a great Istanbul tradition. A meal can
include a cold meze, then a hot hors d'euvre, followed by a perfectly cooked piece of fresh fish.

How to travel around the city

Try to arrange your flights to avoid the rush hour, which in the evening can last until 9 p.m.

There is a metro line that takes 40 minutes from the European airport. But the last stop is not in the most convenient part of the old
city, and the chances are that you will have to continue your journey by taxi.

Cabs from the airyort are strictly confolled. All cabs in the ciry run on a meter and are reasonably priced.

If you can reach your destination by ferry, it is the best way to see the city, and the boats run on time.

Kpurepuu onenxu:




«OTAMYHO», OBBIIIEHHBIH YpoBeHb: CTYIEHT CaMOCTOSTENBHO pealln3yeT YMEHUS 10 MepeBoLy NpodecCHOHANBHBIX TEKCTOB C
MHOCTPAHHOTO Ha TOCYJapCTBEHHBIN SI3bIK M 0OPATHO, BIIAJICET OCHOBAMHU TEXHHKH IIEPEBOJIA.

«Xoporoy, ToporoBeIil ypoBeHb: CTyIeHT criocoOeH MoKa3aTh yMEHHE TIepeBoia MPOPECCHOHATIBHBIX TEKCTOB ¢ MHOCTPAHHOTO Ha
TOCYIAapCTBEHHBIN SI3BIK U 00paTHO, CIIOCOOEH YaCTUYHO MOKA3aTh BIIaJIEHUE OCHOBAMHU TEXHHUKH MIEPEBOJIA.

«Y IOBIETBOPHUTEIBLHOY, IIOPOrOBBIi ypoBeHb: CTYIEHT CHOCOOCH 0] PYKOBOJICTBOM IPEIOJaBaTelsl MOKa3aTh yMEHUS 10

MepeBO/Ty MPOPECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO HA TOCYIapCTBEHHBIN S3BIK 1 00paTHO, CIIOCOOCH MOKA3aTh YaCTHYHOE
BJIaJICHHE OCHOBaMU TEXHUKH TIEPEBO/IA.

«HeynoBneTBopuTensHO», ypoBeHb He chopmupoBaH: CTyIEeHT 3aTpyIHSAETCS WM HE MOXET MOKa3aTh YMEHHUS, HE
BJIaZIceT OCHOBAMH TCXHUKH MEPEBOAA.

Onenounoe cpeactso «[IPESEHTALIVS»

Temsl 1u1s1 Ipe3eHTani:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kputepuu ouenku:

«OTIUYHOY, TTOBBIIICHHBIN YPOBEHB: CTYAEHT CAMOCTOSATENIBHO PeaNnu3yeT yMEHHE IOCTPOUTDH BHICKA3bIBAHUS B CMOJIEITUPOBAHHBIX
(mpemnaraeMbIX) CUTyalUsX OOLIEHHS! HA HHOCTPaHHOM SI3bIKE, IPABMIIBHO UCIIONb3Ys BepOaNbHbIC 1 HEBepOabHBIE CPE/ICTBA
OO0IIeHNS, apTYMEHTHPOBAHO H3JIaraTh COOCTBEHHYIO TOUKY 3PEHHS HA MHOCTPAHHOM SI3bIKE; BIIa/IeeT HABBIKAMH BEICHUS
JUCKYCCHU M TIOJIEMHKH HAa HHOCTPAHHOM SI3bIKE M HHOCTPAHHBIM S3BIKOM KaK CTHJIEM AEIOBOTO OOIICHHUS.

«Xopo1110», TOPOTrOBbIH YPOBEHB: CTYJIEHT CIIOCOOEH MOKa3aTh YMEHHS IIOCTPOUTH BBICKA3bIBAHUS B CMOJIETUPOBAHHBIX
(mpemaraeMbIX) CHTyalusIx OOIIEHIsI Ha HHOCTPAHHOM SI3bIKE, TPAaBIIIBHO HCIIONB3Ys BepOaibHBIC I HeBepOaIbHEIEC CPEICTBA
OO0IIeHNS, @ TAKXKe M3JIaraTh COOCTBEHHYIO TOUKY 3pCHHUS HA HHOCTPAHHOM S3bIKE; CIIOCOOEH YaCTHYHO [TOKA3aTh BIAJICHUE
UHOCTPAHHBIM S3bIKOM KaK CTUJIEM JIETIOBOTO OOIIEHHs, a TAK)KE HABBIKAMU BEJCHUSI JUCKYCCUH U TTOJIEMUKH.

«Y 1OBJICTBOPUTEIBHOY, TOPOTOBBIA YPOBEHB: CTYAEHT I10]l PYKOBOJCTBOM IIPEIIOaBaTENs CIOCOOCH IT0Ka3aTh YMEHHUS HOCTPOUTD
BBICKa3BIBaHMS B CMO/ICNMPOBAHHBIX (IPETaraeMbIX) CUTYAIUAX OOIIEHNS HA HHOCTPAHHOM SI3BIKE, TIPABHIIBHO MCIIOIB3YA
BepOaIbHBIC U HEBEpOATbHBIC CpPeACcTBa OOIIEHHS B U3JIarasi CBOIO TOUKY 3PEHHsI Ha HHOCTPAHHOM SI3bIKE; CIIOCOOCH YaCTUYHO
MOKa3aTh BlIaJieHHE HHOCTPAHHBIM S3BIKOM KaK CTHIIEM JAEI0BOT0 OOILEHHUS.

«HeymoBieTBOPHTENBEHOY, YPOBEHB HE COOPMHUPOBAH: CTYACHT 3aTPYIHACTCS HIH HE MOXKET ITOKAa3aTh YMEHHUS ITOCTPOUTH
BBICKA3BIBaHMS B CMOJICINPOBAHHBIX (IPETaraeMbIX) CUTYaIUAX OOIICHNS HA HHOCTPAHHOM SI3BIKE, IIPABHIIBHO MCIIOIB3YS
BepOabHbIE U HEBEpOaIbHbIE CPECTBA OOIIEHNS; HE BlIaleeT HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JAENOBOT0 OOILEHHUS, HE BIaJeeT
HaBBIKAMU BECHHS IUCKYCCUH HA WHOCTPAHHOM SI3bIKE.

5.3. Tembl NUCHEMEHHBIX PadoT (3cce, pedpepaThbl, KypcoBbIe padOTHI U JAP.)

- The Inquiry Letter
- The Invitation Letter
- The Letter of Complaint

Kpurepuu oneHku:

Onenka "ornuuyHo": CTyIeHT MOKa3bIBaeT TITyOOKHH YPOBEHBb 3HaHUN OCOOEHHOCTEH CTHUIIMCTHKU

HalyMcaHus OQUIHAIBHBIX u Heo(pHINATBHBIX MHUCEM,

CTPYKTYpHOH’ THIOJIOTUH u IIpaBUII

MIOCTPOCHUS MTMCEMEHHOTO pEeUYeBOTO BHICKA3BIBAHMS HA M3y4acMOM

SI3BIKE; CaMOCTOSITEIEHO peanusyer YMEHHS BECTH JICIIOBYIO
TIEPETINCKY c y4eToM

COLMOKYIBTYPHBIX 0coOeHHOCTEH C MIPEACTaBUTEISIMH JAPYTHX

CTpaH;

BJIa/le€T TEXHMKOH JEJIOBOTO0 MHChbMa HA MHOCTPAHHOM S3bIKE.

Onenka "xopomio": CTyAeHT  IOKa3bIBaeT XOpOIINH YPOBEHb 3HAHHI OCOOCHHOCTEH CTHIUCTHKH

HalMCaHusl OQHUIUATIBHBIX u Heo(pHULUATILHBIX MIHCEM,

CTPYKTYpHOH TUNOJIOTHU u MPaBUI

MIOCTPOEHUS MUCBMEHHOTO pEe4eBOro BHICKAa3bIBAaHUS Ha M3y4aeMOM

SI3BIKE; CIIOCOOEH 1T0Ka3aTh YMEHHS BECTH JIETIOBYIO

MEPENUCKY c y4ETOM COLIMOKYJBETYPHBIX O0COOEHHOCTEH c

IIPEACTaBUTEIISIMU JPYTUX CTpPaH; CIocoOCH YaCTHYHO MOKA3aTh BIIAJICHUE TEXHUKOW JIENIOBOTO MHChMa

Ha UHOCTPAHHOM S3BIKE.
Orenka "ynoBierBoputensHO": CTYIeHT MOKa3bIBaeT 0a30BEIi YPOBEHB 3HAHUH OCOOCHHOCTEH CTHIIMCTUKA HAITHCAHS
ounnanbHEIX M HeOYUIMATIBHBIX IINCEM, CTPYKTYPHOI THIIOIOTHH M TIPABIJI IOCTPOCHUS MIUCHMEHHOTO PEYEBOTO
BBICKa3bIBaHMS HA H3y9aeMOM SI3bIKE; I10J] PyKOBOJCTBOM IIPETOJaBaTeNs ClIoCOOEH OKa3aTh yMEHHS BECTH JIEJIOBYIO
MEPENNCKy C YYETOM COLMOKYIbTYPHBIX OCOOCHHOCTEH C IPEICTABUTEISIMU JPYIUX CTPaH; CIIOCOOeH YaCTUYHO I10Ka3aTh
BJIaJICHHUEC TEXHUKOHN JCJIOBOI'0 NMUChbMa Ha MHOCTPAHHOM A3BIKE.
OreHka "HeynoBiaeTBOpUTenbHO": CTYICHT MOKa3bIBACT HEYIOBICTBOPUTEIIBHBIN YPOBEHb 3HAHUN OCOOCHHOCTEH CTHIMCTUKA
HalMCcaHusi OQUIHUAIBHBIX U HEO(UIMAIBHBIX ITHCEM, CTPYKTYPHOW THUIIOJIOTHH W TPAaBWI MOCTPOEHUS  MHCBMEHHOT'O
peUeBOTO BHICKA3bIBaHHS Ha M3Y4aeMOM SI3bIKE; 3aTPYAHSICTCS MM HE MOXKET MOKa3aTh yMECHUS BECTH  JIEJIOBYIO
TIEPETINCKY c Y4ETOM COIHOKYJIBTYPHBIX OCOOEHHOCTEH C MIPEACTaBUTEISIMH JAPYTHX




5.4. OueHo4HbIe CpeACTBA 1JIsl IPOMEKYTOYHOM aTTecTalMu

B xoHIIe 4 cemecTpa CTYIEHTHI CAAIOT 3a4€eT 110 JUCLUILIMHE. 3a4eT BKIIIOYAeT B Ce0sl CIeAYIOLINeE 3aJaHus:
1. IIpomexxyTouHBIi TeCT
2. Make up a dialogue

1) IIpoMesxyTOUYHBIH TeCT JUIs 3a4eTa BKIIOYAET JISKCHKO-TPaMMaTHIECKUe 3a1aHus, 3aIaHNs Ha YTeHUE Y IOHUMaHHe TEeKCTa,
3aJlaHKe 110 HAIIMCAHUIO ISJIOBOTO MHChbMa M (popMHpyeTcs U3 OaHKa BOIIPOCOB, KOTOPHIH IPECTaBIICH B OLICHOYHOM CPEICTBE
«Tect».

IIpumepHsble 3ananus:

- give the Russian equivalents for the Active Vocabulary word-combinations;

- suggest synonyms from the Active Vocabulary list to match the given expressions;

- complete the sentences using the Active Vocabulary;

- answer the questions using the Active Vocabulary;

- translate into English (Russian) using the Active Vocabulary expressions;

- read the text and match the headings with the paragraphs;

- read the text and answer the questions;

- complete the sentences about the text;

- put the sentences in the best order to write the e-mail to the staff;

- complete the letter with the words from the box;

- match the parts of the letter to their names;

- write a formal letter to the ... about .... .

2. TemaTuka qUajIoOroB:

- Participating in discussion
- Dealing with problems

- Presenting your company
— Making arrangements

— A job interview

Kpurepuu orieHKH Ha 3ayeTe:

- «3aUYTEHO» BBICTABIISIETCS CTY/ICHTY, €cii ChopMHUpOBaH KaK MHHUMYM ITOPOTOBBIN YPOBEHb HHAMKATOPA JOCTHIKEHHS
KOMIIETEHIUU:

- IOKa3bIBaeT 0a30BbIN YPOBEHb 3HAHUI OCHOBHBIX TPAMMATHYECKUX CTPYKTYp; OOIIEYIOTPEOUTENLHOM, OOIEKYIbTYPHOM 1
podeCcCHOHANBHOMN JIEKCHKHU; PEUEBBIX KINIIE, HEOOXOANMBIX JJIsl OCYIIECTBICHUS IEI0BOH KOMMYHHKAIIMN Ha HHOCTPAaHHOM
SI3BIKE; a TAK)Ke 3HAHUIM OCHOBHBIX IIEPEBOTUECKUX TPaHC(HOPMAIIHH;

- 1I0J] PYKOBOJICTBOM IIPETIOJIaBaTelIsl CIIOCOOEH I0Ka3aTh YMEHHUSI TOCTPOEHHS BBICKA3bIBAHHS B CMOZEIMPOBAHHBIX
(IpequtaraeMeIX) CUTYyalusX OOIICHNSI HA HHOCTPAHHOM SI3bIKE, TPABMIIFHO MCIONB3Ys BepOanbHble N HeBepOaIbHbIE CPE/ICTBA
0OIIeHHs; a TaKXKe BHITOIHATH MEPEBO/ MPO(PECCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA TOCYAAPCTBEHHBIH S3bIK U
00patHo;

- CIIOCOOEH YacTUYHO TTOKa3aTh BIIAJICHIE HHOCTPAHHBIM S3bIKOM KaK CTHIJIEM JIEIOBOTO OOIIEHNUS, OCHOBAMHU TEXHUKHU
epeBoaa.

- KHE3AaYTCHO» BBICTABJIACTCA CTYACHTY, €CJIM YPOBEHb HHANKATOPA JOCTUKCHNUA KOMIICTCHIIUN HE C(bOpMHpOBaH:

- IOKa3bIBaET HEY/IOBJIETBOPUTENLHBII YPOBEHBb 3HAHHMI OCHOBHBIX TPAMMATHYECKHX CTPYKTYp; OOLIEYOTPeOUTEILHOM,
OOIIEKYIBTYPHOM U MPO(eCCHOHATEHON JIGKCUKH; PEUCBBIX KIIHIIEC, HEOOXOAUMBIX [Tl OCYIICCTBIICHUS JEI0BOM
KOMMYHHKALMK HAa MHOCTPAHHOM SI3bIKE; 0COOCHHOCTEH CTHIIMCTHKH HAaIlMCAaHUs OPUIIMATBHBIX U HEO(DUIMANBHBIX TIHCEM, &
TaK)Xe 3HaHWI OCHOBHBIX NIEPEBOTYECKUX TPaHC(HOPMALIHA;

- 3aTpyAHSETCS WM HE MOXET TI0Ka3aTh YMEHUsI TOCTPOCHHS BBICKA3bIBAHNS B CMOZEIMPOBAHHBIX (TIPEUIaraeMblX) CUTYaIHIX
OOIIEHNUS Ha HHOCTPAHHOM SI3bIKE, IPABHJIBHO HCIIONB3Ys BepOasibHbIC U HeBepOaIbHbIC CPeICTBA OOILCHUS; BECTH JICJIOBYHO
HEPETICKY C YYETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C IPEICTaBUTEISIMU APYTHX CTPAH, @ TAK)KE BBITOIHATH EPEBOJ
PO ECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha TOCYIAapCTBEHHEIH S3BIK M 00paTHO;

- He BlIaJIeeT HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHUs, TEXHUKOW JIEIOBOr0 NMChMa Ha HHOCTPAHHOM SI3BIKE;
OCHOBaMH TEXHUKH IIEPEBOJIA.

B KoHIIE 6 ceMecTpa CTYAEHTHI CAAIOT 9K3aMEH, KOTOPbIN BKIIIOYAET CIIEAYIOIIME 3aaHuUs:
1. Make up a Dialogue.
2. Translate the Text into Russian.

1. TemaTuka 1uanoros
- Participating in discussion
- Dealing with problems
- Presenting your company
- Making arrangements
- A job interview
- Discuss the conditions which are important for people starting new business.
- Discuss what qualities and skills a good manager should have.




- Think of a world event in resent history and discuss it.
- Discuss which qualities are the most important for a successful career in business.
- Think of a successful company you know and discuss its products and achievements.

2. IIpuMepHBIe TEKCTHI AT IEPEBOAA

Text 1
E-mail Style

In the 21st century the most common form of communication is almost certainly e-mail — a means of sending and
receiving messages —internally, nationally or internationally.

E-mail is relatively low in cost and does not require a trained operator. It is also fast, relatively reliable and messages
can be sent anywhere in the world, and stored in the mailbox until they are retrieved. This can be particularly advantageous for
users who are communicating across international time zones as messages can be read at any time when the receiver is
ready.Text 2

Text 2

Annotation of the book: Economics and Culture
David Throsby

Macquarie University, Sydney

In an increasingly globalised world, economic and cultural imperatives can be seen as two of the most powerful forces
shaping human behaviour. This book considers the relationship between economics end culture both as areas of intellectual
discourse, and as systems of social organization.

Adopting a broad definition of culture, it explores the economic dimensions of culture, and the cultural context of economics.
The book is built on a foundation of value theory, developing the twin notions of economic and cultural value as underlying
principles for integrating the two fields. Ideas of cultural capital and sustainability are discussed, especially as means of
analysing the particular problems of cultural heritage, drawing parallels with the treatment of natural capital in ecological
economics.

The book goes on to discuss the economics of creativity in the production of cultural goods and services; culture in economic
development; the cultural industries; and cultural policy.

"What a pleasure to read an economic analysis of culture and cultural critique of economics by a well-trained, thoroughly
cultured economist! This is a book we all ought to read."

Text 3

The Web

Now that the Internet has arrived, it is difficult to imagine how we lived without it; it has revolutionized communications.
Changes are taking place al an incredible speed. Hardware is becoming more compact, faster and more affordable, allowing
more individuals and companies to utilize the Net. In the past, research took longer, important documents got lost in the post and
information could be difficult to find.

Unfortunately this revolution has brought with it a new set of problems. Research is certainly quicker, but connections can be
slow, making it difficult to access the websites that you need. Documents can still get lost, but now they float around cyberspace.
Spain can be a problem when your e-mail account becomes overloaded with advertising that you don't want. But more sinister
are the various computer viruses which can make your computer crash. And not all countries have equal access to the advantages
of new technology.

Kpurepun onieHku Ha 3K3aMeHe:

O11eHKa «OTINYHO» BBICTABISETCS, €CIIM CTYJACHT IOKa3bIBAET TIIyOOKOE 3HAHUE:

-rpaMMAaTHYECKHX CTPYKTYP; OOLIEYOTPeOUTENBHOM, OOLIEKYIbTYPHOM! U MTPOECCHOHATIBHON JIEKCHKH; PEUEBBIX KIIHIIIE,
HeO6XOJlI/IMI:IX JJId OCYHICCTBIICHUSA [leﬂOBOﬁ KOMMYHHKAIIU Ha THOCTPAHHOM A3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKH HAITUCAHUsI OPUIIMATbHBIX U HEO(DUIIMAIBHBIX TTHCEM, CTPYKTYPHOH THITOJIOTHH U TIPaBHIT
MIOCTPOEHHsI MUCBMEHHOT'O PEUEBOT0 BBICKA3hIBAHUS HAa U3Y4aeMOM S3BIKE;

- OCHOBHBIX IIEPEBOTYECKUX TPaHC(HOPMAIIHH.

CTyzeHT caMOCTOSATENFHO peau3yeT YMEHHS:

- IOCTPOUTH BBICKA3bIBAHMSI B CMOJICTMPOBAHHBIX (IIPEIaraeMbIX) CUTYAIMSIX OOIIEHNS Ha MHOCTPAHHOM S3bIKE, IPAaBHIBHO
UCTIONB3Ys BepOasbHbIC M HeBepOaIbHBIE CPEACTBA OOIICHHMS;

- BECTH JICJIOBYIO TIEPETIHCKY C YUETOM COIIMOKYJIBTYPHBIX OCOOEHHOCTEH € MPEICTABUTEISIMU IPYTHX CTPaH;

- mepeBoza Mpo(heCCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYJapCTBEHHBIN SI3BIK M 00OPaTHO.

CTyneHT Biazeer:

- MHOCTPAHHBIM A3bIKOM KaK CTHUJIEM ICJIOBOI'O 06IJ.ICHI/15[;

- TEXHUKOM JCJIOBOI0O MUChbMa Ha MHOCTPAHHOM A3BIKEC,

- OCHOBaMU TEXHUKU NIEPEBOJIA.

O1eHKa «XOPOLIOY» BBICTABISETCA, €CIIU CTYACHT IOKA3bIBAET XOPOILINE 3HAHUS:

- OCHOBHBIX I'PaMMaTH4ECKUX CTPYKTYp; 00IIEYIIOTpeOUTENbHON, O0IIEKYIETYPHOH U TPO(eCCHOHABHOM JIEKCUKH; PEYEBBIX
KJIMIIE, HEOOXOIUMBIX JUISl OCYILIECTBICHHS JAETOBOI KOMMYHHKAIIMH HA MHOCTPAHHOM S3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKH HAITUCAHUS O(PUIIMATBHBIX U HEO(DUIINAIBHBIX TIHCEM, CTPYKTYPHOH THITOJIOTHH W TIPaBHIT




MIOCTPOEHHSI MMCEMEHHOT'O PEUEBOT0 BEICKA3bIBaHHS Ha N3y9aeMOM SI3bIKE;
- OCHOBHBIX IEPEBOTYECKUX TPaHC(HOPMAIIHH.

CryneHT criocoOeH 1oKa3aTh yMEHHUS:

- IOCTPOHTH BBICKa3bIBaHMS B CMOJICIMPOBAHHBIX (IIPEIaraeMbIX) CUTyalUsX OOIECHUS Ha HHOCTPAHHOM SI3BIKE, IPABHIBHO
HCTOJIB3Ys BepOaIbHbIe U HeBepOaIbHBIE CPEICTBA OOIICHNS;

- BECTH JEJIOBYIO IIEPEIICKY C YYETOM COLMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEeICTaBUTESIMU IPYTHX CTPaH;

- BBIIIOJIHUTH NIEPEeBOJ NPOPECCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOI'O Ha TOCYNapCTBEHHBIH A3BIK M 0OPAaTHO ¢ YaCTHYHOH
TIOMOIIBIO TIPETO/IaBaATES.

CTyneHT cnoco0eH YaCTUYHO MOKa3aTh BIaICHHUE:

- HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHHMS;

- TEXHUKOH JIeJIOBOTO MMChMa Ha HHOCTPAHHOM $I3bIKE.

- OCHOBAaMHM TEXHHKH TI€PEBO/IA.

O1ieHKa «yIOBJIETBOPUTEIBHOY BBICTABIISIETCS, €CIIM CTYICHT ITIOKa3bIBacT 0a30BbIi ypOBEHb 3HAHHH:

- OCHOBHBIX TPaMMaTH9YECKUX CTPYKTYp; O0IIEYIIOTPEONTENbHON, OOIIEKYIETYpPHOH 1 TPO(heCCHOHATBHOM JIEKCHKH; PEYEBBIX
KJIMIIE, HEOOXOJUMBIX [UISl OCYILIECTBICHHS AEITOBOI KOMMYHHKAIIMH HA MHOCTPAHHOM S3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKY HAITMCAHUS O(UIIMATBbHBIX U HEO(DUIINAIBHBIX IIHCEM, CTPYKTYPHOH THITOJIOTHH U TIPaBUIT
MIOCTPOEHHSI MICbMEHHOTO PEUEBOTO BBICKA3bIBAHHS Ha U3y9acMOM SI3BIKE;

- OCHOBHBIX IEPEBOTYECKUX TPaHCHOPMAIHIA.

ITox pykoBOJCTBOM TpernoiaBares CliocoOeH NOKa3aTh yMEHUSI:

- IOCTPOUTH BBICKa3bIBaHHS B CMOJICIIMPOBAHHBIX (TIpeIIaraeMbIX) CUTyalUsX OOIIeHHsT Ha HHOCTPAHHOM $I3bIKE, IIPaBUIIBHO
UCTIONB3Ys BepOasibHbIe M HeBepOabHbIE CPeACTBa OOIICHHS;

- BECTH JICJIOBYIO IIEPETIUCKY C YYETOM COLIMOKYJIBTYPHBIX OCOOEHHOCTEH C IPEICTABUTEISIMU IPYTHX CTPaH;

- BBIIIOJIHUTH MEPEBOA MPO(eCCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha FOCYIApCTBEHHBIH S3bIK U 00paTHO C YaCTHYHOM
MIOMOILBIO IPENnoaBaTesl.

CryzneHT crioco0eH 4aCTHYHO MOKa3aTh BIaJICHHUE:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICIIOBOTO OOIICHHMS;

- TEXHUKOH JIETIOBOTO MMChMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBaMHM TEXHHKH TI€pPEBOJA

O1ieHKa «HEY/IOBIECTBOPUTEIHHOY» BBICTABIISETCS, €CIIN CTYACHT ITOKa3bIBACT HEYIOBJICTBOPUTENIBHBIN YPOBEHb 3HAHUIA:

- OCHOBHBIX IPaMMaTHYCCKHUX CTPYKTYP; OOIICYOTPEOUTEIBHOM, OOMICKYIBTYPHOM U TPO(ECCHOHATBHOM JICKCUKH, PEUCBBIX
KJIMIIe, HEOOXOIUMBIX JUIsl OCYILECTBIICHHS JIETIOBOIl KOMMYHHKALIMK HA MHOCTPAHHOM SI3BIKE;

-0COOEHHOCTEH CTHIIMCTUKH HAalMCaHUs OQUIUAIbHBIX U HEO(PUIIMAIBHBIX THCEM, CTPYKTYPHOH THITOJIOTHU U IIPaBHI
MIOCTPOEHHSI MUCEMEHHOTO PEUEBOTO BHICKA3bIBAHHS HAa U3y9aeMOM SI3bIKE

-OCHOBHBIX IIEPEBOAYECKUX TPAaHCHOPMALIII.

CTyIeHT 3aTpyJHSICTCS MITH HE MOXKET MTOKa3aTh yMEHHUS:

- IOCTPOUTH BBICKA3bIBAHHS B CMOJICITMPOBAHHBIX (TPEIAraeMbIX) CUTYAIMSX OOIICHHS Ha HHOCTPAHHOM SI3bIKE, MPABUIIBHO
HCTOJB3Ys BepOaIbHbIe U HeBepOaIbHBIE CPEICTBA OOIICHNS;

- BECTH JICJIOBYIO MIEPEIUCKY C YYETOM COLMOKYIIbTYPHBIX OCOOCHHOCTEH C MPEICTABUTENSIMU IPYTHX CTPaH;

BBITIOJIHUATH [IEPEBO MPO(PECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha FOCYIAPCTBEHHbIH S3bIK U 00PATHO C YaCTHYHOM
TIOMOIIIBIO TIPETIO/IaBATES.

CTyneHT He BIajeeT:

- MHOCTPAaHHBIM S3BIKOM KaK CTHJIEM JICTIOBOTO OOIICHHMSI.

-HE BIIaJIeeT TEXHUKOM JIeJIOBOTO IMMCbMa HA HHOCTPAHHOM SI3BIKE;

- OCHOBAaMHM TEXHHKH IIE€PEBOJIA.

6. YA EBHO-METOANYECKOE U TH®OPMAIIMOHHOE OBECIIEYHEHUME JUCHUIIJIMHBI (MOAYJIST)

6.1. Pexomenayemas iureparypa

6.1.1. OcHoBHas JMTepaTypa

ABTOpBI, COCTaBUTENN 3arnaBue WznarenscTBO, rof On. anpec
JI1.1 |Murskuna O.B., AHTTUACKHN S3BIK JUIS A€T0BOTO OOIIECHUS. Kemepogo: http://www.iprbookshop.r
lepuna 11.B. Okcnpecc-Kypc: yaebHoe mocodue st Kemeposckwmit u/61258.html
CTYZAEHTOB BceX GopM 00ydeHus TEXHOJIOTUYECKHI
WHCTHUTYT MUIIEBOI
HPOMBIIUICHHOCTH,
2014
JI1.2 [ Koporkux XK.A. Baeznenne B TEOPHIO MEXKKYIBTYpPHOU Bapraym: AntITIY, | https://icdlib.nspu.ru/view
KOMMYHHKAIHH: yaeOHOe mocobue 2015 /icdlib/4388/read.php

6.1.2. JlonosiHuTEBHAS JIUTEPATYpPA

ABTOpI:I, COCTaBUTCIIN 3armaBue I/I3,I[aTCJ'ILCTBO, rona DI aapec



http://www.iprbookshop.ru/61258.html
https://icdlib.nspu.ru/view/icdlib/4388/read.php

ABTOpBI, COCTaBUTENN 3arnaBue W3nparenscTBO, TOI Dn. aapec
JI2.1 | A6pamos B.E. DrneMeHTapHasi FpaMMaTHKa COBPEMEHHOTO Camapa: http://www.iprbookshop.r
AHIVIMKACKOTO SI3bIKA TSI HAYHMHAIOIIUX U TToBoimkCcKuMt u/71909.html
MIPOJIOJKAIONIUX €0 U3ydeHUE: YaeOHOe TOCyIapCTBEHHBIN
nocodwue Ui By30B YHUBEPCUTET
TEJNEKOMMYHUKAIUI
1 MH)OPMATHKH,
2013
6.3.1 Ilepeyenb nporpaMMHOro odecreyeHust
6.3.1.1 | MS Office
6.3.1.2 | Kaspersky Endpoint Security muis 6usneca CTAHJAPTHBIN
6.3.1.3 | MS WINDOWS
6.3.1.4 [NVDA
6.3.1.5 | flapexc.bpayzep
6.3.1.6 | LibreOffice
6.3.1.7 | Moodle
6.3.1.8 |PE1 OC
6.3.2 TlepeyeHb HHPOPMAIIMOHHBIX CIPABOYHBIX CHCTEM
6.3.2.1 | DnexrponHO-OubIMOTEUHas cuctema IPRbooks
6.3.2.2 | ba3a naHHBIX «NeKTpoHHas 6nbIIoTeKa I'0pHO-ANTaliCKOTO TOCYJapCTBEHHOTO YHUBEPCHTETA)

7. OBPABOBATEJIBHBIE TEXHOJIOI'NA

JUCKYCCUA

poseBast urpa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIIMHbBI (MOAY JIS)

Homep aynutropuu | Haznauyenue

OCHOBHOE OCHAIIlEHHE

228 Al

Jlaboparopus reoqie3un ¢ OCHOBAMH
KapTorpadun. YueOHas ayTuTOPHs IS
MIPOBEICHUS 3aHATHI JICKIIMOHHOTO THIIA,
3aHSATHI CEMHHAPCKOTO THIA, KypCOBOTO
MIPOEKTUPOBAHUS (BBIIIOJIHEHNS KYPCOBBIX
paboT), TPYNIOBLIX U MHAUBHIYATHHBIX
KOHCYJbTALUM, TEKYILIEr0 KOHTPOJIA U
MIPOMEKYTOUHOU aTTecTalluu

Pabouee mecto npenopasarens. [locagounsie MecTa st
oOyJarorxcs (1o KOJINIECTBY OOYJaIOIIHXCS).
BricTaBo4HAs KOJUIEKIIUSI MUHEPAIOB U TOPHBIX ITOPO;
CTELHATN3UPOBAHHBIC KAPThI: TEKTOHUYECKaS,
reoJjioruyeckasi, IKkadel 11 XpaHeH:us: y4eOHOTro
000pyHOBaHMS, JIOTKH C Pa3IaTOYHBIM MaTEPUAIIOM,
000py0BaHue ISl ONPEICIEHHS MHHEPAJIOB IO
(U3MUECKUM CBOMCTBAM, re€0JIOTHUECKHE KOJUIEKIINH.
HIkad(er) st XxpaHeHus: yaeOGHOT0 000PYI0BaHHMS, JIOTKH C
pa3/aTOYHBIM MaTepHaIoM, 000pYJOBaHUE IS
OIIpeIeTICHUS] MUHEPAJIOB 10 (PU3MUECKUM CBOMCTBAM,
reoJIOTHYeCKre KOJIEKIINH, MyTHOMEp mopTaTtuBHbI HI
98703 HANNA; MyJbTUra30BbId NEPEHOCHOU
razocurammarop «Komera-M5» ceprn UT'C - 98 ¢
MIPUHYIUTEIBHBIM 1TpobooT6opom; K13 xoMiutekt-
MIPAaKTUKYM 9KOJIOTUYECKHMH; TIOYBCHHBIE Ta00OpaTOPHH
No6uctlab-ITousa; anemometp Skywatch Xplorer;
nopraTuBHbINA MeTeokoMmIuieke Skywatch Geos Nell Kit2;
nanbHoMep nazepHsii DISTO D210; uzmepurens
okpyxatomei cpenpl Extech EN300; ananuzatop
JBIMOBOTO ra3a testo 320; HaBUTrallMOHHBIN NPUEMHUK;
mymomep testo 815; 5X010T; HUBENIUP; IITATHUB
HUBEJIMPHBIH; TaXeoMeTp; (POTOMETP; aHATU3aTOP ITBIIH
UKII-5; ananuzatop pacTBOPEHHOTO KUCI0poaa Mapk-
3029; TMLIM-1 MUKpOBEpTYIIKa THIPOMETPHUIECKAs;
cHeromep BecoBoit BC-43; DKOTECT-2000-pH-M (B
komrutekte pH-xkoM6. am-1 9KC-10601); mereoctanmus M-
49M ¢ KOMIIBIOTEPHBIM METE0aTaNTepoM; icuxpomerp MB
-4-2M (MexaHH4ecKuil) ¢ QyTIIIPOM; TEOJOIHUT; KypBUMETD
MeXxaHHuecKuil; Tepmomerp KoHTakTHBIN TK-5,01
(TTOBEpXHOCTHBI 30HT)



http://www.iprbookshop.ru/71909.html

229 Al Y4eOHast ayAuTOpHs ISl TPOBEACHUS Pabouee mecto npenogaBarens. [locamounsie Mecta s
3aHATUH JEKIIMOHHOrO TUIIA, 3aHITHI oOyuwaroruxcs (1o KonmdecTBy oOydatoruxcs). Oomme
CEMHUHAPCKOT'0 THIA, KypCOBOTO reorpaUuecKue KapThl, IPOEKTOP, HOYTOYK, pa3ABMKHON
MIPOEKTUPOBAHNS (BBITIOTHEHHS KYPCOBBIX 9KpaH I mpoekTopa, kadenpa. [kad(pr) 1 XpaneHUs
paboT), TPyMITOBBIX U HHIMBHIYaIbHBIX y4eOHOT0 000PYIOBaHHUS, JIOTKH C Pa3JaTOYHBIM
KOHCYJIBTAlUi{, TEKYIIIET0 KOHTPOJIS U MaTepuaroM, 000pyIOBaHKE TS OTPEACTICHNS MIHEPAJIOB
IIPOMEKYTOYHOH aTTecTaluu 1o (U3MYECKUM CBOHCTBAM, F€0JIOTMYECKUE KOJUICKIIUH,

yrHoMep noptatuBHbIi HI 98703 HANNA;
MyJIbTUra30BbIM epeHoCHO! ra3ocuranuzarop «Komera-
M5» cepun UT'C - 98 ¢ npuHyauTeIbHBIM TPOO00TOOPOM;
KIID xoMIIeKT-MpakTUKyM SKOJIOTMUE€CKUMIi; [TOUBEHHbIE
naboparopun Mouclla6-Tlousa; anemomerp Skywatch
Xplorer; mopratuBHBI MeTeokoMIuieke Skywatch Geos
Nell Kit2; mamsHOoMep nazepusiit DISTO D210;
M3MepHTENh OKpyxaromeii cpensr Extech EN300;
aHaTU3aTOpP JBIMOBOTO ra3a testo 320; HaBUTAI[MOHHBIH
MPUEMHHUK; TITyMOoMep testo 815; 3X0II0T; HUBENUP; MITATUB
HUBEJIMPHBIN; TaXeOMeTp; POTOMETD; aHAJIU3ATOP MBUIH
HUKII-5; ananuzatop pacTBOPEHHOTO KUCI0poaa Mapk-
3029; 'MILIM-1 MuKpoBepTyIIKa THAPOMETpUIECcKas;
cueromep BecoBoii BC-43; DKOTECT-2000-pH-M (B
komruiekre pH-koMo6. an-1 OKC-10601); mereoctaniyst M-
49M c KOMIBIOTEPHBIM METeoaganTepoM; ncuxpomerp MB
-4-2M (MexaHU4eCKUi) ¢ PYTIAPOM; TEOJOIUT; KypBUMETP
MEXaHUYECKUIL; TepMoMeTp KOHTakTHBIA TK-5,01
(TIOBEpXHOCTHEI 30HT)

215 Al KomnbroTepHsIit kitacc. YueOHas Pabouee mecto npenogaBarens. [locamounsie Mecta s
AyAUTOPUS JUIS IPOBEICHUS 3aHATHH oOyuaromuxcst (I10 KOJIMYECTBY O0YJarOIIUXCs).
JIEKLIUOHHOT'O TUIIA, 3aHATUI cemuHapckoro | Kommerorepsl ¢ goctynom B IHTEpHET
THUIIA, KyPCOBOTO MMPOCKTHPOBAHUS
(BBIIOTHEHUS KYPCOBBIX PabOT), TPYIIOBBIX
U MHAVMBUYaJIbHBIX KOHCYIbTAINH,

TEKYIL[ETO KOHTPOJIS U TPOMEKYTOUHON
arrecrauuu. [lomemenue s
CaMOCTOSTENEHON paboThI
219 Al KomMmmbrotepHsrii kiacc. YueOHast Pabouee mecto npenoaasarens. Ilocamounsie MecTa s

ayIMTOPUS ISl TIPOBE/ICHHS 3aHATHUIH
JIEKIIMOHHOTO TUIIA, 3aHATHIH CEMUHAPCKOTO
THIA, KYPCOBOT'O MMPOSKTHPOBAHUS
(BBINOJTHEHUS KYPCOBBIX padoT), IPYIITOBBIX
1 MHAWBUIYaJIbHBIX KOHCYJIbTAIHH,
TEKYIIEro KOHTPOJIS ¥ MPOMEXYTOIHOH
aTrecrauuy. [lomemenue s
CaMOCTOSTEIILHOM paboThI

oOyuaronuxcst (I10 KOJIMYECTBY 00YUYarOLIHXCs).
KomneroTeps! ¢ noctynoM B MIHTEepHET

9. METOANYECKHUE YKA3AHUSA JJIS1 OBYYAIOIIIUXCS IO OCBOEHHNIO JUCHUIIJIMHBI (MOAYJIST)

MeTOI[I/I‘IeCKI/Ie YKa3aHWA K BBITIOJHECHUTO JICKCUKO-TPAMMATHYCCKUX pra)KHeHI/Ifl

HpI/I pa60Te C JICKCUKO-I'paMMaTUYC€CKUM MaTCpHuajIoM H€O6XOI[I/IMO CTPEMUTHCA HE TOJIBKO K Y3HABAHWIO CJIOBa WA
IrpaMMaTHU4€CKOro o6op0Ta, HO U K IIOHMMaHHIO OCIIN €T0 yHOTpC6J'I€HI/I$I B JJaHHOM KOHTCKCTC.

H3y‘laeMHfI Marepua Tpe6yeT MIPAKTUYECKOTO MPUMEHCHUA, IPEKAC BCEIO B BUAC JICKCUKO-TPAMMATUYCCKUX

yIpakKHEHUH, KOTOPBIE CleAyeT BBIIOIHATH TOIBKO MOCIE TIIATENbHON NPOpaboTKU Bcero MaTepuana. M3yueHue rpaMMaTHKA
HEJb3s HAauaTh «C cepeanHbl». Kax bl HOBBIH pa3jern 0a3upyeTcs Ha H3ydeHHOM Hpexe Marepuane. OJHaKO H3y4eHNE TOIBKO
TpaMMaTHKH 03 IPaBUIEHOTO IPOM3HOMICHHUS U 3HAHHS JIEKCHKH OCTAeTCs «BEIIBIO B ceOey. JINIb KOMIUICKCHBIN ITOIXO ’
MOCTETICHHBIHN Nepexo/] OT MPOCTOTO K CI0KHOMY MOXET JaTh TpeOyeMblil pe3yIbTar.

IIpu BBINOJHEHUH YIIPAKHEHUI CHaYaja CIeyeT 03HAKOMUTBCS ¢ TPAMMATHYECKUMH KOMMEHTapUsAMH, IPOCMOTPETH 3aIIUCH,
C/IeNaHHbIe Ha 3aHATHH. [IpH IOATOTOBKE K KOHTPOJIBHBIM paboTaM TpeOyeTcs Takke MPOCMOTPETh BECh JIEKCHKO-TPaMMaTHISCKHUI
MaTepuall, B TOM YUCJIE JOMAIIHNE IMCbMEHHbIE YIIPAKHEHUS.
CryneHTaM peKoMeHAyeTCs UCIO0Ib30BaTh 00yJaloIye KOMIBIOTEPHbIE IPOrPAMMBI, KOTOPBIE JAI0T BO3MOXKHOCTD HE TOJIBKO
HPOCIyYIIAaTh NpaBWIbHOE (POHETHUECKOE O(OPMIICHIE PEUH, HO 1 BBIPAOOTATh HABBIKU UCIIOIB30BAHMS MIPAaBUIIBHBIX JTEKCHKO-
rpaMMaTHYECKUX CTPYKTYP P IOMOIIX YIPaKHEHHUH.
IIpu n3ydeHuu onpeaenéHHbIX JEKCUYECKUX U IPAMMAaTUYECKUX SIBICHUN HEMELKOTO s13bIKa PEKOMEHAYETCS UCII0Ib30BATh CXEMBI,
TaOIMIBI U3 CIIPABOYHHUKOB 10 TPAMMAaTHUKe, TIIATENBHO TOTOBHUTH UX AJIs oOecreueHus MpodHoro ycsoeHus. [Ipu noctpoenun
HEMEIIKOI0 MIPEAJI0KEHH CIIEMYeT PACIoaraTh CJIoBa B CTPOTO ONPENENEHHOM MOPSIKE, YIUTHIBAS, YTO MOPSATOK CIOB B
[IOBECTBOBATEJILHOM, BOIIPOCUTENBHOM U OTPULATEIBHOM MPEII0KEHUSAX OTAMYAETCS OT IOPSIKA CIIOB B PYCCKOM IIPEIJIOKCHUU.




MeTtoaudeckue PEKOMCHAAUH 10 IOATOTOBKE poneBoﬁ HUIrpbl

B cTpykType poneBoil urpsl Kak Iporecca BEIACISIOTCS CIEAYIONINE COCTaBIISIONIIE:

. TeMa,
. POJTH, B3STBIC Ha Ce0s1 UTPAIOIIMMIE;

. WTPOBBIC JICUCTBUS KaK CPEICTBA PeaM3alliK 3TUX POJICH;

. UTPOBOE YIOTPEOJICHUE MPEAMETOB, T. €. 3aMEIICHUE PEATbHBIX BEIICH MIPOBBIMH, YCIOBHBIMU;
. peasbHbIe OTHOIICHUSI MEX/Iy UTPArOLINMU,;

. CIOXeT (colepkaHne) — 00JIaCTh ACHCTBUTEIBHOCTH, YCIOBHO BOCIIPOM3BOANMAS B UTPE.

B nponecce poneBoit Hrpsl OTPabaTHIBAIOTCS U YCBAUBAIOTCSL:

1) 3THYeCcKHEe HOPMBI U MIPABUIIA MOBEACHHS U ONPEICICHHBIC COLHATIBHBIC POJIM B TOM HJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) 0COOECHHOCTH, XapaKTEPHbIC YEPThI, BOBMOXKHOCTH TEX WJIM MHBIX COIUATBHBIX TPYIIN WK OMPEACICHHBIX KOJUICKTHBOB —
aHAJIOTOB MPEANPHUITHH, PUPM, T.€. pa3THIHbIE THITBI SKOHOMIYIECKHUX W COITUATBHBIX HHCTUTYTOB, YTO BIIOCIICIICTBIUH MOXET OBIThH
MEPEHECEHO B COIUATIBHYIO MIPAKTHKY;

3) yMEHHUS COBMECTHOM KOJIJICKTHBHOM JIEITEIBHOCTH;

4) KynbTYpHBIE TPAJUITIH U HOPMBI.

PorneBbie Urpel, TeMa U CIOKET KOTOPBIX OCHOBAH Ha CO/ICPKaHUH TEKCTOB, HILTIOCTPUPYIOT IOBEJCHNE B CUTYaIUN
MEXKYJIBTYPHOTO OOIIEHUS.

B kadecTBe MprUeMOB, XapaKTEPHBIX /I METO/1a POJICBON UIPHI BRICTYNAIOT CIICIYIOIIHE:

- IPHEM BOCCO3/IaHHsI KOMMYHUKATHBHOTO KOHTEKCTa, KOMMYHUKAaTUBHOM CUTYaIlHU;

- IPHEM BUPTYAJIbHON KCKYPCHH, KOTOPBI MOYKHO OPTaHM30BaTh KaK C MOMOIIBIO TEXHHYECKHX CPEICTB, TaK U C UCTIOIb30BaHHEM
peanbHbIX (OTOMATEPHATIOB B YUeOHOW ayIUTOPHH,

- IPUEM JIpaMaTh3aIliy, HalpaBJICHHBIA Ha CO3aHUE YCIOBHUH, MPUOIMKEHHBIX K YCIOBHUSIM PEaTbHOTO OOIIEHUS, CBA3aHHBIHN C
CO3/IaHMEM CHUTYaIlUH OOLICHNUS, OTPEICTICHUEM LIENH, PacTIpEeIeIICHUEeM POJIei;

- mpreM pedIIeKCUBHON UASHTU(PHUKALINY, IPEANONAraloUi HASHTUDHUKALMIO C 00bEKTOM OOIIEHHUS U TOBECTBOBAHNE OT UMEHU
3TOro 00BEKTA.

Mertoauueckre yKa3aHus K HAMUCAHHIO JACIOBOTO 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.

Mertomnueckue yka3aHHs K YTCHHIO W IIepeBOIY TEKCTOB MPo(ecCHOHANBHOI HalpaBIeHHOCTH
TexcTsl mpodeccroHANBHON HAMpPaBICHHOCTH HA MHOCTPAaHHOM S3bIKE MOMHMO CBOEGH OCHOBHOM 3amadu —
UH(GOPMATUBHOCTU — MOMOTalOT MOMONHUTL OOMMI M TeMaTHYeCKUil CIOBapHbIM 3amac, TPEHUPYIOT B NPOM3HOLIEHUH
HEMEIIKHX CJIOB M BBIPQXCHHH, 3aKPEIUISIOT IpaBHiia I'PaMMAaTHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOW pedn.
IIpearexcToBblil 3Tam:
- TPOYTHUTE 3aroJIOBOK M CKaXuTe, 0 4eM (0 KoM) OyIeT UATH pedb B TEKCTE;
- O3HAaKOMBTECh C HOBBIMH CIIOBAMH MU CIOBOCOYETAHUSAMH (€CIH TAKOBBIE JaHBI K TEKCTY C IEPEBOJIOM);
- TIPOYMTAHTE ¥ BBIIMIINATE CJIOBa, 0003HAYAOLIHE. .. (IaeTCs PYCCKUI SKBUBAICHT);
- BbIOEpUTE M3 TEKCTa CIOBa, OTHOCAIIMECS K M3ydaeMoil Teme;
- HalluTe B TEKCTE HE3HAKOMBIE CIIOBA.
TexcToBbIN 3Tal:
- IPOUYTHTE TEKCT;
- BBIJIEJIUTE CJIOBa (CIOBOCOYETAHMS WIIM MPEJIOKEHHUs), KOTOPhIe HECYT BaXKHYIO (KJIIOYEBYIO HH(OPMALHUIO);




- BBINHIINTE WIN HOAYEPKHHUTE OCHOBHBIC UMEHA (TEPMHUHBI, ONpeeIeHHs, 0003HaUeHHs);
- chopMyIpyiTe KIIOYEBYIO MBICHIL Kak/0ro adzana;
- OTMETBTE CJIOBO (CIIOBOCOUYETAHHE), KOTOPOE JIydIle BCEro IMepenacT CoAep)KaHWe TeKCTa (JacTH TEeKCTa).
IlocnerekcToBbId TAIl:
- 03aryiaBbTe TEKCT;
- IPOYTUTE BCIYX MNPEATIOKEHHs, KOTOPBIE MOACHSIIOT Ha3BaHHUE TEKCTa;
- HalWTe B TEKCTE MPEATIOKEHHS JUIA ONHCAHHA ...
- TOATBEpAUTE (ONPOBEPTHUTE) CIOBAMM M3 TEKCTa CIEAYIOUIYIO MBICTH ...
- OTBETHTE Ha BOIPOC;
- COCTaBBTE IUIaH TEKCTA;
- BBIIMIINTE KIIIOYEBBIC CJIOBA, HEOOXOIMMEIE IS Iepecka3a TeKCTa;
- THepecKakuTe TeKCT, ONMUPAsCh Ha IUIaH;
- TEpecKaKUTe TEKCT, ONMUPAsICh Ha KIIIOYEBBIE CI0BA.
IIpn moproToBke pedepHpOBaHHUUS TEKCTa PEKOMEHIYETCSI BOCIIOIB30BATHCS CIEAYIOMIEH IMaMsITKOM:
1. Tocne mpouTeHust TekcTa pazdelTe ero Ha CMBICIOBBIE YACTH.
2. B kaxpol 4acTum HaiijuTe NpeioKeHHe (MX MOXET OBbITh HECKOJIBKO), B KOTOPOM 3aKJIIOUYEH OCHOBHOI CMBICII 3TOH 4acTh
TEKCTa. BrImummTe 3TH IpeyioxKeHus.
3. TloguepkHUTE B 3THX MPEATOKEHHSAX KIFOUEBEIE CIIOBA.
4. CocraBbTe IJIaH nepeckasa.
5. Onupasch Ha IUIaH, NePECKAKUTE TEKCT,
6. Onmpasce Ha KIIOYEBBIE CIIOBA, PACCKAKUTE TEKCT.

MeTtoaudeckue PEKOMCHAAUH 10 COCTAaBJICHUIO TUCKYCCHUU

[TamsTKa IO COCTABICHUIO TUCKYCCHU

B mporecce moAroToBKH K BBITIOIHEHUIO 33JaHUS (AUCKYCCHsT) BHUMATENBHO U3YUHUTE €r0 COAepKaTeIbHOE HAllOIHEHHUE,
OIIPeICNTUTE KOHKPETHYIO CUTYAIHIO0 U KOMMYHUKaTUBHYIO 33/1a4y OOILCHUS.

CuTyarust OOIIeHNS YeTKO 1 JIAKOHIMYHO KOHKPETH3NPYeTCS B IEPBBIX ABYX-TPEX MPEUTOKECHUAX 3aJaHNs, TOITOMY UX CIEIyeT
YUTaTh OCOOEHHO BHUMATEIBHO.

* O0s13aTenbHO 00CYIUTE BCE IpeIaracMble BApUAaHTbI, BHE 3aBUCUMOCTH OT COOCTBEHHBIX NPEATIOYTCHUH.

*BynpTe MHUIIMATHBHBIM MApTHEPOM IO OOIICHHUIO, a He TACCHBHO OKHUJIATe BOIIPOCOB CO CTOPOHEI cobeceHuka. Heobxommmo
HavaTh Oecey ¢ KpaTKOTO BCTYIUICHHS —00BICHEHUS CUTyaruu. Jlanee ciemayeT akTHBHO BeCTH Oecely: mpearaTh BapUaHThI IS
00CyX/IeHHUs, 3a]]aBaTh COOTBETCTBYIOIUE PEUEBOI CUTYAI[H BOIPOCHI, TPU HEOOXOJUMOCTH MepeCpalIuBaTh, yTOUYHATh MHEHUE
co0eceHNKa, OCYIIECTBIATh IEPEXO/L OT OJJHOTO BapHaHTa K APYroMy, B 3aBepllICHUE Oeceibl ITociIe 00CYXK/ICHHS BCEX BAPUAHTOB
caMOMy TIPEUIOKHTE pelIeHne. Pemenne JOIKHO JIOTHYHO BEITEKATh U3 BCETO CKA3aHHOTO 00OMMH ITapTHEepaMHu, He 3a0yabTe Ipu
3TOM ellie pa3 MOUHTEPECOBaThC MHECHUEM COOECeTHHKA.

*BexnuBocTh B Auanore npeanoaraeT, Mpexke BCEro, MpOosIBIEHNE 3aHHTEPECOBAHHOCTH 110 OTHOLIEHHUIO K CBOEMY IMapTHEPY IO
00IIeHNI0, 00513aTeTbHOE pearupoBaHNe Ha €ro PEIUIHKH (ITyCTh IMTOPOIO0 C TIOMOIIBI0O KOPOTKUX PEIUTHK PearnpoBaHus).
Heo6xoanmo BHUMATENNBHO CIYIIATh MApTHEPa U JaBaTh aeKBAaTHBIE PEaKINH Ha TO, YTO OH FOBOPHT. B maHHOM THIIE MHanora
Jale BCero OTBETHBIMU peakusiMU OyayT coriacue UM Hecornacue (IpHYeM BeKIUBOE), U, BOZMOXKHO, YIUBICHUE, COMHEHHE.
ITpu 3TOM, 6€3yCIOBHO, CIIEYET CTapaThCs HCIOIb30BATh Pa3HOOOPA3HbIC S3BIKOBBIE CPEJCTBA IS BHIPAXKEHHS JTAHHBIX S3bIKOBBIX
¢$yHKTIHI.

*AKTUBHO IIpeAJIaraiTe BapuaHThI AT 00CYXICHUS (€CTECTBEHHO, IIOCIIE JOCTATOYHO MOAPOOHOTO 00CYKICHUS KaXI0T0
MPEABIIYILETO).

*[Ipu IpeTo’KeHNH CBOETO BapHaHTa CIIEAYeT JaBaTh YeTKHE Pa3BEPHYTHIC apIyMEHTHI B €0 MMoJIb3y. B ciaydae Hecormacus
cobecetHIKA HEOOXOIMMO PEarnpoBATh HA €T0 PEIIMKHA CBOMMH KOHTPAPTYMEHTAMH, COTTIACYs HX C €r0 JOBOJAMH. Y MEHHE
yCHBIIIATh MApTHEPA U a€KBaTHO U apT'yMEHTHPOBAHHO PEarupoBaTh B CIOHTAHHBIX OTBETHBIX PEILTHKAaX OCOOEHHO IIEHHO B
JaHHOM TuIe auanora. OZHaKO COBCEM HEOO3aTEeNIbHO BCETa HE COTTIAIIATHCS C TAPTHEPOM, BEAb B PEealbHONH KOMMYHHUKAIIUN MBI
JIOCTATOYHO YacTO IIePecMaTPHUBAECM CBOIO TOUKY 3PESHHS, B3BEIIMBAsI TOBOJIBI «3a» M «IIPOTHBY. [IpH coriacuu ¢ MHEHHEM
cobeceIHIKA BaYKHO MMPUBECTHU JIOMOTHUTEIBHBIE IOBOBI B MOJIB3Y 00CYXKIa€MOT0 BAPHAHTA HIIH PAa3BEPHYTh apryMEHT
cobeceTHUKA.

* AKTHBHOCTH 1 BeXIIMBOCTH COOECEHHKA ITPEeIoiaracT 3aMHTEPECOBAHHOCTh BO MHEHUH ITApTHEPA 110 OOIICHHIO, TO3TOMY B
Oecene ciemyeT HHTEPECOBATHCA MHCHHEM COOECeIHIKA 10 TTOBOLY NPE/yIaraéMbIX BApHAHTOB, 3aIIPAIINBATh €0 COTIIACHE HIIH
Hecoryacue co cBoeil Toukoit 3penus. [Ipn Heo6X0AUMOCTH MOXKHO 3a/1aTh YTOUHSIOIIIE BOIPOCHI, IEPECIPOCUTh COOECEAHHUKA.
Heo6xoanmo y4uTsIBaTh MHEHHE COOECEIHHUKA U ITPUBOIMMBIC UM apTyMEHTBI IIPU MPUHATHN OKOHYATEIBHOTO PEIICHUsI, KOTOpOe
JIOJDKHO CTaTh JIOTHYECKUM 3aBepIIeHHeM quanora. Ecim pemenne mpoTHBOPEYHT COepKaHHIIO IPOBEACHHON Oece s,
KOMMYHHMKATHBHAs 3a7a4a MOXKET OKa3aThCs HEBBIIOIHEHHOI. DTO 03Ha4YaeT, 4YTO y4acTHUK Oecesl HopMaTbHO IPOroBapHBall
CBOM JIOBOJIbI, HE CIICANII 33 PeIUIMKaMHU COOECEIHNKA 1 JIOTHMKON Pa3BUTHUS JHaJIOra.

*/IHNnmaTHBHOCTE B Oeceie mpe/roaraeT yMeHIe BOBJIEYb TapTHepa B AWANIOT. B TaHHOM THIIE quanora 3TO MPOsBISLETCS HE
TOJIBKO B YMEHHUH 3aIIPOCUTH MHEHHE cOOECEeHIKA, HO U B IPUTJIAIICHUH IIPEUIaraTh CBOU BAPHAHTEI ISl OOCYKACHHUS.

* Heo6x0AMMO MOMHUTB, YTO JUAJTOT — 3TO HE OOMEH MOHOJIOTaMH.

Meroamueckne ykazaHus 10 paboTe o CIoBapeM

DOpMBI CaMOCTOATENBHOM PabOTHI CO CIIOBApEM:

- IIONCK 3aJJaHHBIX CJIOB B CIIOBAPE;

- ompefienieHHe (hOpM eIUHCTBEHHOTO U MHOXECTBEHHOTO YHCIIA CYIIECTBUTEIIBHBIX;
- BBIOOp HY)KHBIX 3HaYEHUH MHOTO3HAYHBIX CJIOB,;




- [IOUCK HYKHOI'O 3HAYCHHUS CJIOB U3 YHCJIa TPaMMAaTHYCCKUX OMOHUMOB;
- TIOMCK 3HA4YE€HUS rjlarojia mo oJJHOM U3 IJ1arojbHbIX (1)0pM.

1. ITpu noucke ciioBa B CJIOBape HEOOXOIMMO CIICIUThH 32 TOYHBIM COBIIAJICHUEM TrpapuyecKoro 0(hOPMIICHHUI HCKOMOTO U
HAWJICHHOT'O CJIOBA, B IPOTUBHOM CITydae MepeBo/1 OyaeT HelpPaBUIbHBIM.

2. MHOTrHe cJI0Ba ABISIOTCS MHOTO3HAYHBIMH, T.€. UMEIOT HECKOJIBKO 3HAUCHHUH, TOATOMY TIPH IOMCKE 3HAYCHUS CIIOBA B CIIOBApe
HEOOXOMMO YHTATh BCIO CIIOBAPHYIO CTATHIO U BHIOMPATH IS IIEPEBO/IA TO 3HAUCHUE, KOTOPOE MOJXOIUT B KOHTEKCT
MpeUIoKeHHs (TeKCTa).

3. Ilpu noucKe B CIOBape 3HAUCHUS CIIOBA B Psijie CIy4aeB CICAyeT IPHHAMATh BO BHUMAHHE IPaMMaTHYECKYIO (DYHKIIUIO CIIOBa B
NPEJIOKEHHH, TaK KaK HEKOTOPBIE CJIOBA BBITOJIHSIOT Pa3inyHbIC TPAMMATHYECKHE (DYHKIIUHM U B 3aBUCHMOCTH OT 3TOTO
MEPEBOIATCS [IO-PA3HOMY.

4. TIpu moucKe 3HAYCHUS IJIArojia B CJIOBape CIeAyeT UMETh B BUJLY, YTO [JIATOJIBI YKa3aHbI B CIIOBAPE B HEOMPEIeIeHHON popme
(Infinitiv - schlafen, aufmachen)B To BpeMs kKak B MpeAI0KESHNH (TEKCTE) OHU (PYHKIIMOHUPYIOT B Pa3HBIX BPEMEHAX, B Pa3HBIX
rpaMMaTHYECKUX KOHCTPYKIMAX. [IOMCK Titaroiia 3aBUCHT OT €ro MPUHAICKHOCTH K KJIACCy MPABUIIbHBIX MJIM HEMPaBUIBHBIX
TJIAr0JIOB.

Metonuueckre peKOMEHIAUH 110 MTOJrOTOBKE K 9K3aMEHY




