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1. IEJIN U 3AJAYN OCBOEHUSA JTUCITUITJINHBI

1.1| Jenu: popmupoBaHre WHOAZBIMHOW KOMMYHHKATHBHON KOMIIETSHIIMH JUTS PEIICHNS] KOMMYHUKATUBHBIX 327124 B cepe JeI0BOro
0O0IIEHUS

1.2| 3a0auu: - coBepIEHCTBOBaHIE I'PAMMATHIECKIX M JICKCHYECKHX HABBIKOB JJISI KOMMYHHKAIIMK HA HHOCTPAHHOM SI3BIKE U
paboOTHI C MHOSI3BIYHBIMHU TEKCTAMH B TIPOIIEcCce MPO(ECCHOHANBHON NEsITENbHOCTH;

- (hopMHpOBaHUE YMEHHUI YTCHUS TEKCTOB IO CIICIIHAIbHOCTH 0€3 CIIOBaps U CO CIIOBAPEM;

- (hopMHpOBaHNE KOMMYHHUKAaTHBHBIX YMEHHUH YCTHOTO MOHOJIOTHIECKOTO

U IMAJIOTUYECKOTO BBICKA3bIBAHUS B IIPOLIECCE AEIOBOTO OOLIEHUS HAa HHOCTPAHHOM SI3BIKE;

- (hopMHpOBaHUE HABBIKOB MHIChMa, HEOOXOIUMBIX JUIS BEICHNUS JIEIOBOH MEPETINCKH.

2. MECTO JUCHUIIIUHBI B CTPYKTYPE OOII

Hukn (pazger) OOIT:

2.1| TpeGoBanus K MPeABAPUTEIbHOI MOATOTOBKE 00yYaI0IIETOCs:

2.1.1 | 'HoCTpaHHBIH SI3BIK

2.2 Ill/lCIII/ll'lJ'II/ll-lLl H MMPAKTUKH, JIA KOTOPbIX OCBOCHUE JAHHOM U CHUTITHHBI (MOZ[y.]'lil) Heo0XO0UMO KaK
npeamecTByriiee:

2.2.1 | Crieukypc Ha HHOCTPaHHOM SI3bIKE

2.2.2 | BoINoJTHEHKE | 3aIIUTa BBIMTYCKHON KBATU(PUKAIIMOHHOW paOOThI

3. KOMIIETEHL[MHA OBYYAIOILETOCSl, ®OPMUPYEMBIE B PE3YJILTATE OCBOEHUS AUCLIUTLINHBI
(MOAY.JIsI)

YK-3: Crioco0eH ocymiecTBJISITh COMAJIbHOE B3aMMO/IelicTBHe H PealN30BbIBATh CBOIO POJIb B KOMaH/Ie

HNA-4.YK-3: DddexTUBHO B3aUMO/elicTBYeT ¢ APYTUMH YIeHAMH KOMaH/bl, B T.4. Y4acTByeT B 00MeHe HHGopManmeii,
3HAHUSIMHU H OIIBITOM, H IIPE3eHTALMH Pe3yJIbTaTOB PadoTbl KOMAH/bI

- 3HaeT MpaBWIa MPO(GECCHOHAIBFHOTO PEYEBOTO ITHKETA
- yMeeT apryMeHTHPOBAHO HU3J1araTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3BIKE
- BJIaJIe€T HaBBbIKAMH BEJICHUS IUCKYCCUH U TIOJIEMUKH HA HHOCTPAHHOM SI3bIKE

YK-4: Cnioco0eH 0CcyIecTBJSITH 1€J10BYI0 KOMMYHHMKAIIUIO B YCTHOI U MUcbMeHHOH ¢opMax Ha rocyJapcTBEHHOM sI3bIKe
Poccuniickoii ®@enepanyu 1 MHOCTPAaHHOM(bIX) A3bIKe(aX)

HN/-1.YK-4: BoioupaeT Ha rocyJapcTBEeHHOM M HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHHKATHBHO NpHeMJIeMble CTHIN
AeJIOBOT0 001IeHHsI, BepOajibHbIe H HeBepOaIbHbIe CPEICTBA B3AUMOIEHCTBHS ¢ MAPTHEPAMH

- 3HaeT OCHOBHBIE IPaMMATHYECKUE CTPYKTYPHI; 00LIEyIOTPeOUTENbHYIO, OOLIEKYIBTYPHYIO U POGECCHOHANIBHYIO JIEKCUKY;
pedeBble KIIUIIE, HEOOXOUMBIE [UI OCYLIECTBIICHUS JEI0BOM KOMMYHUKALUU HA UHOCTPAHHOM SI3BIKE

- yMEeT IIOCTPOUTh BBICKA3BIBAaHUS B CMOJEIMPOBAHHBIX (TIPEIaraeMbIX) CUTYaIusAX OOIICHUS Ha HHOCTPAHHOM SI3BIKE,
NPaBUIBHO HCIIONB3Ys BepOalbHBIC ¥ HeBepOalbHBIC CPEICTBA OOIICHHUS

- BJIalceT UHOCTPAHHBIM 3bIKOM KaK CTUJIEM IEJI0BOTO OOILEHUS

HNJI1-2.YK-4: Bener 1e10BYI0 nepenuckKy, YYUTHIBast 0COOCHHOCTH CTUIMCTUKY OQUIIHATBHBIX U HeO(PUUIHAIBHBIX MUCEM,
COLMOKYJIbTYPHbIE pa3inyus B ¢popMaTe KOPPeCNOHACHIIMH HA TOCY1aPCTBEHHOM U HHOCTPAHHOM (-bIX) A3bIKAX

-3HaeT 0COOCHHOCTH CTHIMCTHKU HAITUCAHUS O(l)I/IU,I/IaJ'le])IX u HGO(i)I/ILII/Ia.]'IbeIX MMUCEM; YMECT BCCTU ACJIOBYIO INCPETIUCKY C YHCTOM
COIIMOKYJIbTYPHBIX 0COOEHHOCTEH ¢ NPEACTAaBUTCIIIMHA APYTUX CTpaH; BJIAACCT TEXHUKOMU JIEJIOBOTO MHChMa Ha HHOCTPAaHHOM A3BIKE.

HN-4.YK-4: leMoHCTpUpPYeT yMeHHE BHINOJIHATH NepeBo/1 NPodeccHoHAIBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA
roCcy/1apCTBEHHBIN A3bIK M 00PAaTHO

- 3HaeT OCHOBHBIE I1EPEBOTYECKIE TPAHCOPPMALINH; YMEET BBIIIOJIHATH MIEPEBO/I MPOPECCHOHANBHBIX TEKCTOB € MHOCTPAHHOTO(-bIX)
Ha roCyJapCTBEHHBIU S3BIK U OOPATHO; BJIaJIEET OCHOBAMH TEXHUKH MEPEBOAA;

4. CTPYKTYPA U COAEPKAHME JUCIUIIJIMHBI (MOAYJIS)

Koxa HaumeHoBanue pa3jiejioB U TeM /BUJ Cemectp / | Yacos | Kommneren- | Jluteparypa | Unrte | Ilpumeuyanue
3aHATUS 3aHATHS/ Kvpc 197011 PAKT.

Paznen 1. 4 cemecTp




1.1 Careers. Reading. Words that go with the 10 nJ-1.YK-4 J1.1J12.1
topic. Skills work. /JIa6/ Na-2.vyK-4
NJ-4.YK-4
NI-4.YK-3
1.2 Careers.Reading. Words that go with the 10 nJ-1.YK-4 J1.1J12.1
topic. Skills work. /Cp/ na-2.vyK-4
Na-4.YK-4
NI-4.YK-3
1.3 Discuss ideas.Reading. Words that go with 20 nJ-1.YK-4 J1.1J12.1
the topic. Skills work. /JIa6/ Na-2.vyK-4
Na-4.YK-4
NI-4.YK-3
1.4 Discuss ideas.Reading. Words that go with 19 nJ-1.YK-4 JI1.1J12.1
the topic. Skills work. /Cp/ Na-2.yK-4
UJ-4.VK-4
NI-4.YK-3
15 Marketing.Reading. Words that go with the 20 nJ-1.YK-4 JI1.1J12.1
topic. Skills work. /JIa6/ na-2.vyK-4
UJ-4.VK-4
NI-4.YK-3
1.6 Marketing.Reading. Words that go with the 20 nJ-1.YK-4 J1.1J12.1
topic. Skills work. /Cp/ na-2.vyK-4
Na-4.YK-4
NI-4.YK-3
Pazgen 2. 5 cemecTp
2.1 Planning.Reading. Words that go with the 10 nJ-1.YK-4 J1.1J12.1
topic. Skills work. /JT1a6/ Na-2.YK-4
UJ-4.VK-4
NI-4.YK-3
2.2 Planning.Reading. Words that go with the 20 nJ-1.YK-4 J1.1J12.1
topic. Skills work. /Cp/ Na-2.vyK-4
Na-4.YK-4
NI-4.YK-3
2.3 Managing people.Reading. Words that go 20 nJ-1.YK-4 J1.1J12.1
with the topic. Skills work. /JTa6/ nJ-2.YK-4
UJ1-4.VK-4
UJI-4.YK-3
24 Managing people.Reading. Words that go 20 nJ-1.YK-4 J1.1J12.1
with the topic. Skills work. /Cp/ na-2.vyK-4
NJ1-4.YK-4
NJ1-4.YK-3
25 New business.Reading. Words that go with 20 nJ-1.YK-4 J1.1J12.1
the topic. Skills work. /J1a6/ nJ-2.YK-4
NJ-4.YK-4
NJ1-4.YK-3
2.6 New business.Reading. Words that go with 18 nJ-1.YK-4 J1.1J12.1
the topic. Skills work. /Cp/ na-2.vyK-4
NJ-4.YK-4
NJ1-4.YK-3
Paznen 3. IIpomesxyTouHas aTrecTanus
(3K3aMeH)
3.1 IToaroToBka K 3k3aMeHy /IK3ameH/ 34,75 | UO-1.YK-4
NI-2.YK-4
NJ-4.YK-4
UJ-4.YK-3
3.2 KorTpons CP /KCPATT/ 0,25 Na-1.YK-4
NI-2.YK-4
NJ-4.YK-4
UJ-4.YK-3
3.3 KonraktHas padota /KoHCOK/ 1 na-1.vK-4
NJ-2.YK-4
NJ-4.YK-4

UJ1-4.YK-3




Pazgen 4. IlpoMeskyToUHAsA aTTeCTALUS
(3auéT)
4.1 IMonroroBka k 3auéty /3auét/ 4 8,85 WUa-1.VK-4 0
HUa-2.VK-4
HUa-4.VK-4
NUa-4.YK-3
4.2 Konrakthas pabora /KCPATT/ 4 0,15 HUa-1.VK-4 0
Ua-2.VK-4
HUa-4.VK-4
NUa-4.YK-3

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. ITosicHuTEIbHAA 3aIHCKA

(DOH)I OLICHOYHBIX CPCACTB Q)OpMpreTCﬂ OTACIIbHBIM JOKYMEHTOM B COOTBETCTBUH C [TonmoxeHnuem o (bOHHe OLICHOYHBIX CPCACTB B
rOpHO-AHTaﬁCKOM rocyrapCTBEHHOM YHUBCPCUTETE

5.2. OneHo4HbIe CPeCTBA AJIf1 TEKYIEro KOHTPOJIS

5.3. TeMbl NUCbMEHHBIX padoT (3cce, pedepaThl, KypcoBble padoThI M AP.)

The Inquiry Letter

The Sales Letter

The Follow-Up Letter
The Letter of Resignation
The Letter of Complaint

5.4. OueHo4HbIE CpeACTBA VIS IPOMEKYTOYHOM aTTecTAlUN

B KOHIIC 5 CceMeCTpa CTYACHTHI CAAIOT 3a4CT IO AUCHUIIINHE. 3auer BKIJIIOYAET B CeOs CICAYIOMHNEC 3a1aHuA:
1.Progress test.
2.Make up a dialogue based on the given situation.

B KOHIIE 6 ceMeCTpa CTYACHTHI CAA0T 3K3aMCH, KOTOpLIfI BKJIIOYACT CJICAYIOIINC 3aJaHU:
1.Read and translate the text. Answer the questions.
2.Write the business letter.

6. YHAEBHO-METO/JMYECKOE H HHOOPMAIIMOHHOE OBECIIEYEHUWE JTUCHUIIJIMHbBI (MOAY JIS)

6.1. PexomMennyeMas qutepatypa

6.1.1. OcHoBHast 1UTEpPaTYypa

ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBO, rox Omn. aapec
JI1.1 | Koporkux XK.A. BBeieHHe B TEOPHIO MEXKKYJIBTYPHOI Bapuayn: Antl'TIY, https://icdlib.nspu.ru/view/
KOMMYHHKAIMH: ydeOHOe rocoone 2015 icdlib/4388/read.php
6.1.2. lonoHUTEIbHAS TUTEPATypa
ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBO, ro Omn. aapec
JI2.1 | Pamranosa U.H., English for service and tourism industry - Openbypr: http://www.iprbookshop.ru
Yamanga K.I. Anrnmiickuil 361k B chepe 00CIyKUBaHUS U OpenOyprekuit /69881.html
Typu3Mma: yueOHoe rnocobue rOCyJapCTBEHHBIN
yHuBepcuter, ObC
ACB, 2016

6.3.1 Ilepeyens mporpaMMHOro odecrnevyeHust

6.3.1.1 | MS Office

6.3.1.2 | Kaspersky Endpoint Security ams 6usneca CTAHJIAPTHbIN

6.3.1.3 [ MS WINDOWS

6.3.1.4 [ NVDA

6.3.1.5 | MS Windows

6.3.1.6 [ JoyClass

6.3.2 Ilepeyenb MHPOPMATMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | DnekrponHO-OMbOMMOTeyHast cuctema [IPRbooks

6.3.2.2 | baza nanubIX «21eKTpoHHas Onbanorexa ['opHO-ANTaliCKOro roCyAapCTBEHHOTO YHUBEPCUTETa»

7. OBPA3OBATEJIBHBIE TEXHOJIOI'IA

AUCKYCCHUsL



https://icdlib.nspu.ru/view/icdlib/4388/read.php
https://icdlib.nspu.ru/view/icdlib/4388/read.php
http://www.iprbookshop.ru/69881.html
http://www.iprbookshop.ru/69881.html

poreBas urpa

8. MATEPUAJIBHO-TEXHUYECKOE OGECIIEYEHHME JJUCIITUITJIMHBI (MOY JIs1)

Homep aymuropun

Ha3znauenue

OCHOBHOE OCHAIIlEHHE

221 Al

VYueGHas ayUTOPUS IS HPOBEICHUS
3aHSTHH JIEKIIMOHHOTO THIIA, 3aHATHH
CEMHHApPCKOT'0 THIIa, KyPCOBOTO
MPOEKTUPOBAHHMS (BBITOJHEHUS KYPCOBBIX
paboT), rPYNITOBBIX U MHIUBUIYAITBHBIX
KOHCYJIbTaIlMH, TEKYIEro KOHTPOJIS U
MIPOMEXYTOUHOM arrectanuu. [lomemenue
JUISL CAMOCTOSITEIbHON paboThI

Pabouee mecto npemnogaBatens. [locamounsie MecTa
o0yyatomuxcs (1o KOJIMYECTBY 00yUYaroIIuXCst).
WHTepakTHBHAS T0CKa C MPOSKTOPOM, KOMIBIOTED,
TENICBU30D, MOJKIIOYCHUE K MHTEPHETY, YIeHUUecKas J10CKa,
Npe3eHTAlMOHHas TPUOYHa, CTEH/IBI IEMOHCTPALIMOHHEIE,
CTYJIbSI, yCUIIUTEIbHBIC KOJIOHKH

312 A2 JlunradoHHbBII KaOWHET AJIs TIPOBEICHUS Pabouee mecto mpenonasatens. [Tocagouynbie Mmecta s
MPaKTUIECKUX U JIAOOPATOPHBIX 3aHATHIA oOygaromuxcs (10 KOJTMIECTBY 00YJaOIIXCH),
YUeHHYecKast JOcKa, HOyTOYK (15 mrT.), HaynIHUKHU, KOJIOHKU
317 A2 KommnbroTepHslii Kinace, knace Ae1oBbIX Urp, | Pabouee mecto npenogasatens. [locanounslie Mecta

HEeHTp (KJIacc) IeNOBBIX UTP, KIIAcC
MMHTALWH JESTeIbHOCTH MPEIPHSTHS,
JTabopaTopusl UMHTALIMH EITSIBHOCTH
NpeANpPUsITHS, y4eOHO-TPEHUHIOBBIN LIEHTP
(;mabopatopust), mabopaTopus
MH()OPMaLMOHHO-KOMMYHHUKAaTHBHBIX
TEXHOJIOTHH. YueOHas ayJuTOpHs IS
MPOBEICHUS 3aHATUI JEKLIMOHHOTO THIIA,
3aHATHIA CEMHHAPCKOTO THIA, KypCOBOTO
MPOEKTHUPOBAHHUS (BBIMOJHEHHS KYPCOBBIX
paboT), TPYNNOBBIX M HHAWBHIYaJIbHBIX
KOHCYJIbTaIlMH, TEKYILEro KOHTPOJIS U
NPOMEXKYTOYHOU aTTectauny. [lomemenue
JUISL CAMOCTOSITEIEHON paboThI

oOygaromuxcs (10 KOJTHIECTBY 00YJaOIIHXCS).
WuTepakTHBHAs JOCKA C IIPOEKTOPOM, SKpaH, MOJKIIOYEHHE
K MHTEpHETY, YUeHHUYECKas! I0CKa, IPE3eHTallMOHHA
TpuOyHa

9. METOAUYECKHUE YKA3ZAHUA JJIA OBYYAIOIIAXCA 11O OCBOEHHUIO JUCHUIIVIMHBI (MO JIS)

CamocTosTenbHas paboTa CTYIEHTOB SBIISIETCA COCTABHOM YaCThIO MPOLIECCa OCBOEHHs MMPOTpaMMBbI 0 Aucuuminie «Crenkype Ha
HMHOCTPAHHOM SI3BIKE» M BKJIIOYAET HEOOXOAUMBIE ACHEKThl OCBOCHUS JUCHUIIMHBL. OCHOBHAs LEIb METOIUYECKUX YKa3aHUI
3aKJIF0YaeTCs B TOM, YTOOBI 00ECTICUHTh CTYCHTOB HEOOXOANMBIMH CBEICHUSAMH, alTOPUTMAMH IS YCIIEITHOTO BBHITIOTHEHUS
CaMOCTOATENbHON paboTHL, B ()OPMHPOBAHNH YCTONYMBEIX HABBIKOB, O3BOJIAIONINX CAMOCTOSTENIBHO PEIIaTh yIeOHbIE 3a/JatH,
BBIIIOJIHATH Pa3HOOOpa3HbIe 3a/JaHus, IPEOA0JIEBATh TPYJHOCTH B OTAECJIBHBIX BUAAX CAMOCTOSTENEHON PaboThl, pa3BUBaTh y4eOHYIO
¥ KOMMYHHUKAaTHUBHYIO KOMIIETEHIIUIO CTYAEHTOB. [IpenoaaBaTess onpeaeseT o0LIyo cXeMy OpraHH3ali CaMOCTOSTENbHOM
y4ueOHOH AeATeIbHOCTH CTYICHTa, B KOTOPOH CTYAEHT peaan3yeT CBOM TBOPUYECKHUI ITOTeHIHAIl.

IInan camocToATENbHON PabOTHI

CamocrosrenbHas paboTa CTYICHTOB IIpeanoaraeT caeayonye BUIbL:

- IOJATOTOBKA K MPAKTHIECKUM 3aHSTHSIM;
- YTE€HHE U TIEPEBOJ] TEKCTOB;

- COCTaBJIEHHE TIIOCCApHs 10 TEME;

- IOJTOTOBKA MTPOEKTOB;

- BBIIIOJIHEHHE TTHCbMEHHBIX M YCTHBIX 3aJlaHUH (JIEKCHKO-TPaMMaTH4YECKUX YIPAXKHEHUH, HAaTMCaHKUE JEJIOBBIX IMUCEM Ha
WHOCTPAHHOM $I3bIKE U JIp.;

- BBITIOJIHEHHE KOHTPOJILHBIX Pa0OT (TECTOB);

- IOATrOTOBKA K 3a4CTYy.

Kpowme Toro, camocrositenbHas paboTa CTyA€HTa 10 U3yUYESHHUIO AUCIMIUIMHBI OXBAaThIBAET: 3ayYHBAHUE CIIOB MHOCTPAHHOTO S3BIKA,
rpaMMaTH4eCKUX MPaBWII, YTEHHE TEKCTOB HA MHOCTPAHHOM SI3BIKE BCIYX B COOTBETCTBHH C IIPABUIAMH YTECHUS, IOHUMaHHE
TEKCTOB, IOCTPOEHHE BOIIPOCOB M OTBETOB K TEKCTaM; IIEPEBOJ Ha PYCCKUI SA3bIK (YCTHBIN M MHCbMEHHBIH).

MeTO,HI/I‘-IGCKI/Ie YKa3aHUWs 11O BBIMTOJIHCHHUIO CaMOCTOSITEILHOM pa60TLI

MGTO}II/I‘ICCKI/IC YKa3aHHus K BBIIIOJIHECHHUIO JICKCUKO-TPAMMAaTHYCCKUX pra)KHCHI/Iﬁ

IIpu paboTe ¢ TEeKCHKO-TPaMMaTHYECKUM MaTepHaIoM HEOOXOIUMO CTPEMUTHCS HE TOJBKO K Y3HABAHUIO CJIOBA WU
rpaMMaTH4eCcKOro 000poTa, HO M K TIOHUMAHHIO IIEJIM €T0  YHOTpeONeHuss B JAHHOM KOHTEKCTE.
W3zy4aemblii MaTepuai TpeOyeT NPaKTHYECKOTO MPUMEHEHHS, TPEXKE BCETO B BUJIE JIEKCUKO-TPAMMAaTHYECKUX

pra)I(HCHPIﬁ, KOTOPBIC CICAYET BBIIIOJHATH TOJIBKO ITOCJIE THIaTeJ'IBHOﬁ HpOpa6OTKI/I BCEro marcpuaia.

Wzyuenne rpaMMaTHKH

HEJIb3s HaYaTb «C CEPECAUHBD». Ka)l(ﬂ]:lﬁ HOBBIM pasaein 6a31/1pyeTc;1 Ha U3YUYCHHOM IIPEKAC MaTCpUaJIC. OﬂHaKO HN3YYCHUEC TOJILKO
I'paMMaTHUKA 0e3 MIPaBUJIBHOT'O IMTPOU3SHOIICHUA U 3HAHUS JICKCUKH OCTAC€TCA «BEIIBIO B cebe». JIMIb KOMITTEKCHBIH noaxona u




MIOCTENEHHBIH IePeX0 OT MMPOCTOTO K CI0KHOMY MOXKET J1aTh TpeOyeMBIi pe3ysbTar.

IIpu BBIOTHEHNH YIpa)XXKHEHUH CHaYajIa CiIeyeT 03HAaKOMUThCSA C TPaMMaTHYeCKUMH KOMMEHTapUsSMH, IPOCMOTPETH 3aIHCH,
cenaHHble Ha 3aHATHU. [Ip1 HOAroTOBKE K KOHTPOJIBHBIM padoTaM TpeOyeTcsl TaKKe IPOCMOTPETh BECh JIEKCUKO-TpaMMaTHYECKHUHA
MaTepHai, B TOM YHCJe JOMAIllHHE TUCbMEHHbIE YIIPaXXHEHUSI.

CryaeHTaM peKOMEHIyeTCsl HCIOJIb30BaTh 00yyarolne KOMIbIOTEPHBIE IPOTPAMMBI, KOTOPBIE JTAIOT BO3MOXHOCTD HE TOJIBKO
MPOCITYLIaTh IPaBHIbHOE (poHETHUECKOEe 0YOPMIICHHE PeUH, HO M BBIPAOOTATh HABBIKY MCIOIB30BAHUS MIPABIIIBHBIX JTEKCHKO-
TrpaMMaTHYECKUX CTPYKTYpP MPH IOMOIIHU YIPaKHEHUH.

IIpu n3yyenun onpeaeaEHHbIX JEKCUYECKUX U TPAMMaTHUYECKUX SIBICHUHA HEMEIIKOTO SI3bIKa PEKOMEH/IyeTCsl UCTI0NIb30BaTh CXEMBI,
TaOMUIBI U3 CIIPAaBOYHUKOB 110 IPaMMaTHKe, TIIATENILHO TOTOBUTH UX IS 00ecedeHns MPoYHoro ycBoeHus. [Ipu moctpoeHnn
HEMELIKOTO MPE/UIOKEHHUS CIIEYyeT pacroiarath cJiIoBa B CTPOro ONpeAeIEHHOM IOPAIKE, YYUTHIBAsL, YTO MOPSAIOK CJIOB B
MIOBECTBOBATEIILHOM, BOIIPOCUTEIHHOM U OTPULIATEIBHOM IPEAJIOKEHUAX OTIMYAETCS OT MOPSAKA CIIOB B PYCCKOM IPEIJI0KEH HH.

MCTO,HI/I'-ICCKI/IC PCKOMEHAAIUU 10 TTOATOTOBKE poneBoﬁ UI'pbl

B cTpykType poneBoil Urpbl Kak IPoLEcca BBLIESIOTCS CIIEIYIONINUE COCTABIAIOIINE:

* TEMa,

* POJIH, B3ATHIC Ha Ce0s UTPAIOIIUMH;

* UTPOBBIE JEHCTBUS KaK CPEACTBA pean3alliil 3TUX POJIeH;

* ITPOBOE YIOTPeOICHHE MPEIMETOB, T. €. 3aMEIICHHE PeaTbHbBIX Belllelf HTPOBBIMH, YCIOBHBIMY;

* peaJIbHbIe OTHOILECHUS MEXKAY UTPAIOIUMU;

* CIOJKET (coJeprkaHue) — 00JacTh JEHCTBUTEIBHOCTH, YCIOBHO BOCIIPOM3BOAUMAS B UTPE.

B nporecce poneBoit Urpbl 0TpabaTHIBAIOTCS U YCBAUBAIOTCSL:

1) 3THUECKUEe HOPMBI U IIpaBUJIa OBEJICHUS U OIPEJICIICHHBIE COLMAIbHBIC POJIU B TOM WJIU HHOM 3THOKYJIBTYPHOM COOOILECTBE;
2) 0cOOEHHOCTH, XapaKTepHbIE YePTHI, BOSMOKHOCTH TE€X MM MHBIX COIMAIBHBIX TPYIIT X ONPEASNICHHBIX KOIIEKTHBOB —
AHAJIOTOB TPEATIPUATHH, HUPM, T.€. PA3IHIHBIC THITH SKOHOMHYECKIX H COIUAIBHBIX HHCTUTYTOB, YTO BIIOCIICICTBHU MOXKET OBITH
MIEPEHECEHO B CONMANBHYIO IPAKTHUKY;

3) yMeHUs COBMECTHON KOJIJIEKTUBHOMN JI€SITENBbHOCTY;

4) KynbTypHBIE TPAAULIUU U HOPMBI.

PoneBble UIphl, TeMa U CIOXKET KOTOPBIX OCHOBAH Ha COAEPXAHUM TEKCTOB, WIUIIOCTPUPYIOT IIOBEACHUE B CUTYAI[UH MEXKYJIBTYPHOIO
oO0IIeHuSL.

B kxadecTBe mpHEMOB, XapaKTEPHBIX JUI METO/A POJIEBOH HIPHI BEICTYIIAIOT CIICIYIONIHE:

- IpHeM BOCCO3JaHHsI KOMMYHHKAaTHBHOTO KOHTEKCTa, KOMMYHHKATUBHON CHTYaIlNH;

- IpHeM BHPTYaIbHON 9KCKYPCHH, KOTOPBIH MOXHO OPTaHN30BaTh KaK C IIOMOIIBIO TEXHIYECKUX CPEJICTB, TaK U C HCIOIb30BaHHEM
peanbHbIX (OTOMATEPHATIOB B YUeOHO ayTUTOpHUH,

- IpUeM JipaMaTU3aluy, HAIPaBJICHHBIN Ha CO3/JaHUE YCIOBUM, IPUOIMKEHHBIX K YCIOBUSAM PEaIbHOTO OOIIEHHUS, CBSI3aHHBII ¢
CO3/JaHHEM CUTYalluH OOLIEHUs], OLIPEICICHUEM LIEIIH, paclipeaeIeHHeM poleil;

- mpueM pedIeKCUBHON nAeHTU(UKAIINN, IPEANOIaraloui UISHTUPUKAIMIO C 00BEKTOM OOIIEHUS U TIOBECTBOBAHUE OT IMEHHU
3TOro 00BbEeKTa.

MeTO,HI/I‘-IeCKI/Ie YKa3aHUA K HAITUCAHUTIO ACJIOBOIO MMUChbMa
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.

Metoandeckne ykazaHus K YTEHHUIO U TIEPEBOY TEKCTOB MPOQECCHOHAIBHON HAIIPABICHHOCTH
TekcThl TpPOQEecCHOHANBLHONW HAIMpPaBICHHOCTH HA MHOCTPAHHOM  SI3bIKE TIOMHMO CBOCH OCHOBHOWM  3a1auu —




MH(OOPMATHBHOCTH — IIOMOTAIOT MOTIOJHNTG OOIMH W TEeMaTHYECKUH CIOBApHBIA 3amac, TPEHUPYIOT B NPOU3HOILECHUH
HEMELKHX CJIOB M BBIPAKEHHH, 3aKpeIUIIOT MpaBHid I'PaMMAaTHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOHM peuu.
IIpenrekcroBelii sTam:

- TIpOYTHTE 3arojOBOK M CKaXHUTe, O ueM (0 KOM) OyIeT WATH pedb B TEKCTE,

- O3HAaKOMBTECh C HOBBIMH CJIOBAMU H CJIIOBOCOYETAHMSMH (€CIM TaKOBbIE JaHbl K TEKCTY C MEPEeBOJIOM);
- OpOYHMTAiiTe ¥ BBIIMIINTE CIOBA, 0003HAYAIOMIKE. .. (IaCTCs PYCCKHI SKBHUBAJICHT);

- BbIOEpHTE W3 TEKCTa CJIOBA, OTHOCSIIMECS K M3y4aeMOH TeMe;

- HalanTe B TEKCTE HE3HAKOMBIE CIIOBA.

TexcroBbIil aTam:

- IPOYTHUTE TEKCT;

- BBIIENUTE CJIOBa (CIIOBOCOYETAHHS WIIM MPEUIOKEHHs), KOTOpPBhIE HECYT BaXHYIO (KIIOUEBYIO HHPOPMAIIHIO);
- BBIIHIINTE WM TOJYEPKHUTE OCHOBHBIE UMEHA (TEPMUHBI, ONpeaeIeHus, 0003HAYCHNU);

- chopMyIHpyHTEe KIIOUEBYK) MBICIb Ka)XI0ro ad3ara;

- OTMEThTE CJOBO (CIOBOCOYETaHHWE), KOTOpOE JIydIlle BCETrOo IEpeAaeT CoAep)KaHHe TeKCcTa (JacTH TEKCTa).
ITocnerexcToBbli  ATar:

- 03arJaBbTe TEKCT;

- TPOYTUTE BCIYX MPEJUIOKEHHs, KOTOpBIC MOSCHIIOT Ha3BaHUE TEKCTa,

- HaliiuTe B TEKCTE MPEUIOKEHHS IS ONHMCAHHUS ...

- moxaTBepAMTe (OMPOBEPTHUTE) CIIOBAMHU M3 TEKCTA CIEAYIOIIYIO MBICTb ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IUIaH TEKCTa;

- BBHIIUIINTE KIIOYEBHIE CJIOBa, HEOOXOAMMBIE JJISI epeckasa TEeKCTa,

- TepecKaXUTe TEKCT, OIHUPAsCh Ha TUIaH;

- TEepPEeCKaXXHTE TEKCT, OIMPAsICh Ha KIFOUEBBIE CJIOBA.

IIpu noaroroBke pedeprupoBaHHHS TEKCTa PEKOMEHAYETCS BOCIOJIB30BaThCA CIEAYIONICH NaMATKOM:

1. Tlocine mnpouTeHus TekcTa pa30elTe ero Ha CMBICIOBBIC YACTH.

2. B kaxmol wuacTH HalguTe MNpemIoKeHHe (MX MOXET ObITh HECKOJBbKO), B KOTOPOM 3aKJIIOYEH OCHOBHOW CMBICII 3TOW YacTH
TeKCTa. BeIMUIIxTe 3TH MpeoKeH s

3. TlomuepkHWTE B OTUX MPEIUIOKESHHUIX KIIOUYEBEIE CIIOBA.

4. CocraBbTe IUIaH MepecKasa.

5. Onupasce Ha IIIaH, NEPECKAKUTE TEKCT,

6. Onwupasch Ha KIIOYEBBIE CJIOBA, PACCKAKUTE TEKCT.

Metoanyeckue PCKOMEHAAIUU 10 COCTABJICHUIO JUCKYCCUHN

[TamsATKa IO COCTaBICHUIO JUCKYCCHU

B mporiecce moAroToBKM K BBITOJHEHUIO 3a1aHKS (IMCKYCCHUS) BHUMATENBEHO U3YyYHTE €ro COJePKATEILHOE HAIIOJHEHHE,
OIIpeIeTNTe KOHKPETHYIO CUTYAINIO 1 KOMMYHHKAaTHBHYIO 33/1a9y OOIICHUS.

Curyanust oOLIeHHS YeTKO U JAKOHMYHO KOHKPETH3UPYETCS B IEPBBIX JBYX-TPEX MPEATOKECHHUAX 3aJaHHs, O3TOMY HX CIEIyeT
YUTATh OCOOCHHO BHIMATEIBHO.

+ O6s13aTenpHO 00CyAUTE BCE MpearaeMble BAPUAHTHI, BHE 3aBHCHMOCTH OT COOCTBEHHBIX ITPEANOUTEHHI.

*BynpTe HHUIIMATUBHBIM NAPTHEPOM 110 OOIIEHHUIO, @ HE TACCUBHO OXKHJaHTe BOIPOCOB CO CTOPOHHI cobecequuka. Heobxomumo
HayaTh Oecely ¢ KpaTKOro BCTYIUIEHHs —00bACHEHHS cUTyaluu. Jlanee ciefyeT akTUBHO BeCTH Oecelly: IpeularaTb BapHaHThl IS
00Cy>IeHH s, 3a]]aBaTh COOTBETCTBYIOLINE PEUEBOM CUTYyaIlMU BOIPOCHI, IPU HEOOXOAUMOCTH IIepECIPaAIINBATh, yTOYHATh MHEHHE
cobeceTHIKA, OCYIIECTBILIT IEPEXO0]] OT OJHOTO BapHaHTa K JIPyroMy, B 3aBeplIeHHe Oecebl ocie 00Cy X ICHUS BCeX BAPUAHTOB
caMoOMy TPEJIOKUTH pelIieHne. Pemmenne JomKHO IOTHIHO BRITEKaTh U3 BCETO CKA3aHHOTO 00OMMU ITapTHEepaMH, He 3a0yAbTe IIpu
9TOM ellle Pa3 IIONHTEPECOBATHCA MHEHHEM COOECEeTHUKA.

*BexxITMBOCTD B IHIANIOTE MIPEATIONAraeT, Pek e BCETo, IPOsBICHNE 3aMHTEPECOBAHHOCTH M0 OTHOIICHHUIO K CBOEMY ITapTHEPY I10
001IeHuUI0, 00s13aTeNIbHOE PearnpoBaHue Ha €ro PEIUIMKH (IIyCTh IOPOIO ¢ TIOMOIIbIO KOPOTKHUX PEIUIUK pearupoBanus). Heodxoxumo
BHUMATCJIbHO CIIYIIATh NMapTHEPaA U 1aBaTh aICKBAaTHLIC pEAaKIIUU HA TO, YTO OH TOBOPUT. B JAHHOM THIIC JHaJiora 4Jamie BCECro
OTBETHBIMH PEAKLHUSIMH OYAYT COINIacHe WM Hecoryacue (IIpUueM BEeXKIIMBOE), U, BOSMOXKHO, YAUBJIEHUE, coMHeHue. [Ipu aTom,
0€e3yCI0BHO, ClIelyeT CTapaThCsl UCIOJIB30BaTh Pa3HOOOPA3HbIC S3bIKOBBIE CPEACTBA IS BHIPAKEHUS JAHHBIX S3bIKOBBIX (DYHKLUI.
*AKTHBHO TpeJIaraiite BapHaHThI JUIs 00CYXKICHH (€CTECTBEHHO, ITOCIE JOCTATOYHO MOAPOOHOTO 00CYKICHHS KaX0TO
TIPEABIAYINETO).

*[Ipu npenyoxeHHK CBOEro BapuaHTa CIIeAyeT JaBaTh YETKUE Pa3BEPHYThIC apI'yMEHTHI B €r0 10Jb3Y. B ciyyae Hecormacus
cobeceTHUKA HEOOXOAUMO pearupoBaTh Ha €ro PeIUIMKU CBOUMH KOHTpapryMEHTaMu, COrIacysl UX ¢ €ro A0BOAaMU. Y MEHHE
YycCJabIIaTh MapTHEpPA U AACKBATHO U apIr'YMEHTUPOBAHHO p€arupoBaTh B CIIOHTAHHBIX OTBETHBIX PETIMKAX 0COOEHHO ICHHO B
JaHHOM THIe auajnora. OTHAaKO cOBCeM HeoOsM3aTeNnbHO BCETa He COIAIAThCs ¢ TAPTHEPOM, Bellb B peabHOM KOMMYHHUKAIIUU MBI
JOCTaTOYHO YacTO MEePecMaTpUBAEM CBOIO TOUKY 3pPEHHS, B3BELIMBAst JOBOABI «3a» U «IPOTHUBY». [IpH cornacuu ¢ MHEHHEM
cobeceTHUKA Ba)KHO IIPUBECTH JAONOIHUTEIbHBIE JOBOBI B 1013y 00CYKIa€MOT0 BapHaHTa WM Pa3BEPHYTh apI'yMEHT
coOeceTHHKA.

* AKTHBHOCTb U BEKJIUBOCTb COOECEJHUKA [IPEAIOIaraeT 3aMHTEPECOBAHHOCTh BO MHEHUH IIaPTHEPA 10 OOLIEHHIO, I03TOMY B
Oecelie cienyeT HHTEPECOBATLCSI MHEHHEM COOECeIHHIKA T10 IOBOLY IPelaraéMblX BapUaHTOB, 3alIPAIUBATh €I0 COrNIACUE WU
Hecorylacue co cBoel Toukoi 3peHus. [Ipy HeoOX0ANMOCTH MOXKHO 33AaTh YTOYHSIOIIUE BOIIPOCHL, IIEPECTIPOCUTH COOECEeTHHKA.
HCO6XO}II/IMO Y4YUTBIBAaTb MHCHHUEC CO6CCC}IHI/IKa 1 IPUBOAMUMBIC UM apPIr'YMCHTBI IIPU IPUHATUN OKOHYATECJIBHOI'O PCIICHUA, KOTOPOEC
JIOJDKHO CTaTh JOTHUECKUM 3aBepLICHHEM quanora. Ecnu penenne IpoTHBOPEUUT COAEPKAHHIO IIPOBEACHHON Oecenbl,
KOMMYHUKATHBHAsI 33]]a9a MOXKET OKa3aThCs HEBBIITOHEHHONH. DTO 03HAYAET, YTO YIACTHHK Oeces! GopMabHO IIPOTroOBapHBa




CBOM JOBOJbI, HE CJICANII 3a PEIVIMKaMH CO6CCC,Z[HI/IK3. W JIOTUKOM pasBuTHA Auajiora.

‘I/IHI/II_[I/IaTI/IBHOCTI) B 6ecez[e MpeaAroJara€T yMeHue BOBJICHYb [IapTHEPA B AUAJIOT. B JAAHHOM THUIIC JUAJIOTa 3TO MPOABIIACTCS HE
TOJIBKO B YMCHHUH 3alIPOCUTh MHCHHC CO6CC€)IHI/IKa, HO U B [IpUTJIAIICHUN IpeAjlaraTb CBOU BApUAHTBI A1 06C}’)KZ[CHI/I$I.

M HCO6XOHI/IMO IIOMHUTB, YTO AUAJIOI — 3TO HE 00MEH MOHOJIOTaMH.

MeTtoaudeckue YKa3aHus 110 pa60Te CO CJIOBapemM

DopMBI caMOCTOATENLHON pabOTHL CO CIIOBAPEM:

- IOUCK 33J1aHHBIX CJIOB B CJIOBApE;

- onpereneHre GOpM eANHCTBEHHOTO 1 MHO)KECTBEHHOTO YHCIIA CYIECTBUTEIbHBIX;
- BBIOOP HY)KHBIX 3HaY€HHII MHOTO3HAYHBIX CIIOB;

- IOUCK HY’KHOTO 3Ha4€HHs CJIOB M3 YHCJIa IPaMMaTH4YECKHX OMOHUMOB;

- IOUCK 3HAUE€HUS [J1aroja o OAHOM U3 TJ1arojbHbIX GopM.

1. IIpu moucke cjioBa B cI0Bape HEOOXOAUMO CJICTUTH 32 TOYHBIM COBIIAJICHHEM TIpaduueckoro opopMIeHHs HCKOMOTO U
Hal{JICHHOTO CJIOBA, B IPOTHBHOM CJIydae IepeBoj OyAeT HeNpaBUIbHEIM.

2. MHoTHe cJI0Ba SBIISIOTCS MHOTO3HAYHBIMH, T.€. HMEIOT HECKOJIBKO 3HAYEHHIA, TI03TOMY IIPH ITOUCKE 3HAUCHUS CIIOBA B CIOBApe
HEOOXOANMO YUTATh BCIO CJIOBAPHYIO CTAThIO M BHIOUPATH JUIS IIEPEBO/IA TO 3HAUCHHE, KOTOPOE MOJXOIHUT B KOHTEKCT IPEIOKEHHUS
(Tekcra).

3. Ilpu moucke B cIOBape 3HAYCHHMS CJIOBA B PsiJie CIIy4aeB CleJyeT IPUHUMATh BO BHUMaHNe IPaMMAaTHYECKyI0 (DyHKIHIO CJIOBA B
MPETI0KEHNH, TAK KaK HEKOTOPbIE CIIOBA BHIIIOJIHAIOT Pa3IMYHbIe rpaMMaTHIeCKiue QyHKIUN U B 3aBUCHUMOCTH OT 3TOTO
HEepEeBOAATCS O-Pa3HOMY.

4. TIpu moucke 3HAYCHHUs IJIaroya B CJIOBape CIeNyeT HMETh B BUAY, YTO IJ1arojbl yKa3aHsl B CJIOBape B HEOpeIeIeHHON hopme
(Infinitiv - schlafen, aufmachen)s To Bpems kak B npeIoKeHHH (TEKCTe) OHN QYHKIMOHUPYIOT B Pa3HBIX BPEMEHAX, B Pa3HBIX
rpaMMaTHYECKHX KOHCTPYKIMsX. [TOMCK Ii1arosa 3aBUCHT OT €T0 NPHHA/UISKHOCTH K KJIACCy NPAaBHIIBHBIX HIIM HEIPAaBHIIBHBIX
IJ1aroJioB.

Meroanueckre peKOMEHAAIMH T10 MOATOTOBKE K 9K3aMeHy

B nepron moaroToBKy K 9K3aMeHY CTYIESHTHI BHOBb 00palIaloTcs K MPOHIeHHOMY yaeOHOMY MaTepraity. [Ipa 5ToM OHH He TOJIBKO
CKPETULIOT ITOJTy9eHHbIe 3HaHU, HO 1 ITOMyJaloT HOBBIE. [I0ATOTOBKA CTyIEHTa K 9K3aMeHY BKIIFOUaeT B ceOs TpH dTama:
-ayJUTOpHAsl U BHEAYAUTOPHAs CAMOCTOsITEeIbHAsI paboTa B TEUCHUE CEMECTPA;

-HEIOCPEICTBEHHAs! IOJrOTOBKA B JHU, IIPEIIIECTBYIOMINE 9K3aMEHY I10 TeMaM Kypca;

-[I0JITOTOBKA K OTBETY Ha BOIIPOCHI, COAEpXKAIIUecs B OUIeTax.

Jlureparypa I HOATOTOBKH K K3aMeHY PEKOMEHTyeTCs IIperojaBaTelieM JIN00 yKka3aHa B y1eOHO-METOANIECKOM KOMILIEKCE.

B Xoze mOATOTOBKY K 9K3aMeHY CTyAEHTaM He0OX0AnMO oOpaliaTh BHUIMaHUe He TOJIBKO Ha YPOBEHD 3aIlIOMUHAHIS, HO U Ha CTENICHb
MTOHUMAHHMS U3JIaraeMBIX IPOOIIEM.

DK3aMeH NMPOBOAUTCA MO OMJIeTaM, OXBAaThIBAIOLIMM BECh IPOHAEHHBIN MaTepuall. [Io OKOHYaHHUHU OTBETa 3K3aMEHATOpP MOXKET
3a7aTh CTYAEHTY JOMOJHUTEIbHbIEC U YTOYHSIONME BOIpockl. Ha moaroToBKy K OTBETY IO BOIpocaM Ouiera cTyAeHTy aaercs 30
MHHYT C MOMEHTA I1OJy4EHHS UM.
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