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Buzuposanmue PILJI x5 ucnonnennsi B ouepeHOM y4eOHOM roay

Pabouas mporpaMma nepecMoTpeHa, 00CYKAeHa U 0100peHa s
ucronHenus B 2021-2022 yue6GHOM TOy Ha 3aceTaHuny Kadheapsl
Kadeapa HHOCTPAHHBIX SI3BIKOB M METOJUKH MPENoIaBaHMs

IIpoTokomor __ 2021r. Ne
3aB. kadenpoii SukydaeBa Aiicyny CepreeBHa

Busuposanue PII/I st ucnosiHeHUs B 04epeHOM Y4eOHOM roay

Pabouas mporpaMma nepecMoTpeHa, 00CYKAeHa U 0100peHa s
ucnoyiHeHus B 2022-2023 yueOHOM roay Ha 3acefaHny Kadeapsl
Kadeapa MHOCTPAHHBIX SI3LIKOB U METOAMKH NMPeNnoIaBaHusl
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3aB. xadenpoii Snkydaesa Alicyny CepreeBHa

BusupoBanue PII/I niist ucnosiHeHUs B 04epeHOM Y4eOHOM roay

PaGouas mporpamma nepecMoTpeHa, 00CyX/IeHa U 0100peHa st
ucnoyiHenus B 2023-2024 yueOHOM o1y Ha 3aceqaHuy Kadeapbl
Kadeipa MHOCTPAHHBIX A3bIKOB M METOAUKH TPeENnoiaBaHusi
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3aB. xadenpoii AnkydaeBa Alicyny CepreeBHa
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Pabouas mporpamma nepecMoTpeHa, 00CyXIeHa U 0100peHa ISt
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Kadeapa HHOCTPAHHBIX SI3BIKOB M METOJUKH MPeENoIaBaHMs

IIpoTokomor __ 2024r. Ne
3aB. kadenpoii SAukydaeBa Aiicyny CepreeBHa



1. IEJIN U 3AJAYN OCBOEHUSA U CIIUITIJINHBI

1.1|Lenu: ®opMupoBaHHE MHOSI3BIYHON KOMMYHHUKATUBHOW KOMIETESHIIUH AJISI JISTIOBOTO OOIICHHS B YCTHON M TMCHMEHHOM
(hopmax.

1.2{3a0auu: - ocBOeHHE TPAMMATHYECKOTO U JIEKCHIECKOTO (00IIEro ¥ TePMUHOJIOTHIECKOT0) MUHUMYMa B 00beMe,
HEOOXOTUMOM JIJIsl ICJIIOBOTO OOINCHHSI HA HHOCTPAHHOM SI3BIKE;

- (opMupoBaHHEe KOMMYHHKATHBHBIX YMCHHUIA YCTHOTO ¥ MUCBMEHHOTO JICIOBOTO OOIICHHS HA HHOCTPAHHOM SI3BIKC;
- (opMupoBaHre yMEHUIT BBINONHATH MIEPEBOJI MPOGECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) HA
TOCYJTAPCTBCHHBIH S3BIK M 00PATHO.

2. MECTO JUCIIUIIJIMHBI B CTPYKTYPE OOII

Huka (pazgen) OOIL: b1.0.01

2.1|TpeGoBanus K npeABapUTeIbHON MOATOTOBKE 00y4alOLIerocs:

2.1.1|1IpeamecTBYONMMHI TUCIUIUIMHAMY SIBISTFOTCS TUCIUILINHEI SI3IKOBOM MOATOTOBKY Ha MPEABIAYIIEM YPOBHE SI3BIKOBOMN
MOJITOTOBKHU.

2.2(IncuMnJMHbI M NTPAKTHKH, V11 KOTOPBIX OCBOEHHE JaHHOW AUCHMIJIMHBI (MOAYJIs1) HEOOXOAUMO KaK
npeallecTByIOIEe:

2.2.1|BpInoaHEHKE U 3aL1UTa BBITYCKHON KBanu(UKaHOHHON paboThl

3. KOMIIETEHIIMHN OBYYAIOIIEI'OCs, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCITUIIJINHBI
MOAyJis)

YK-4: CniocofeH 0CcylecTBJISTH /1eJIOBYI0 KOMMYHHKALMIO B YCTHO# ¥ MUCbMEHHOii (opMax Ha rocyapcTBEHHOM Si3bIKe
Poccuiickoii @eaepanuu 1 ”HOCTPAaHHOM(bIX) A3bIKe(aX)

HNI-1.YK-4: BoiOupaeT Ha rocyJapcTBeHHOM M HHOCTPAHHOM (-bIX) SI3bIKaX KOMMYHMKATHBHO NpHeMJieMble CTHJIb 1eJ10BOT0
o0meHus, BepdajibHble H HepepOaibHbIe CPEACTBA B3aUMO/eiicTBHSI ¢ IApTHePpaMH.

- 3HAeT OCHOBHBIE IPaMMATHYECKUE CTPYKTYPBI; OOLICYOTPEOUTENbHYIO, OOIIEKYIBTYPHYIO U MPOPECCHOHATBHYIO JICKCUKY;
peYeBbIC KIHIIE, HEOOXOANMBIE ISl OCYIIECTBICHHUS ISIOBOM KOMMYHHKAIIMH HA HHOCTPAHHOM SI3bIKE

- YMEET MOCTPOUTh BBICKA3bIBAHUS B CMOJIECIHPOBAHHBIX (TMPEIaraeéMblX) CUTYALUsIX OOIICHHSI HA HHOCTPAHHOM SI3bIKE, TPAaBUIILHO
UCTIONB3Ysl BepOanbHbIe W HEBEpPOAIbHBIC CPEICTBA OOLICHUS

- BJI/IeCT UHOCTPAHHBIM SI3BIKOM KaK CTUJIEM JIEJIOBOTO OOIICHHUS

NA-2.YK-4: Benet 1e/10BY10 IepeNHUCKY, yYUTbIBasi 0COOCHHOCTH CTHIHMCTHKY 0(PHIHAIBHBIX H HeOHIUAIbHBIX NHCEM,
COLMOKYJ/IbTYPHBIE Pa3/in4usi B popMaTe KOPPECHOHAEHIIMH HA TOCY1aPCTBEHHOM H MHOCTPAHHOM (-bIX) A3bIKAX.

- 3HAeT 0OCOOCHHOCTH CTHIMCTHKH HaNMCaHNs OQUIMATBHBIX U HEO(HUITHATBHBIX TTHCEM
- yMEET BECTU JIEJIOBYIO IIEPEMUCKY C YYETOM COLIMOKYIBTYPHBIX OCOOCHHOCTEN C NPENCTaBUTENAMH APYTUX CTPAH
- BJIAJICET TEXHHUKOM [IEJI0BOI0 MUCbMa HA HUHOCTPAHHOM SI3BIKE

N-4.YK-4: leMOHCTpHpPYeT YMeHHe BBINOJIHATD IepeBo/] NPO(ecCHOHAIbHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
rocyJapcTBeHHBIIi SI3bIK U 00paTHO.

- 3HaeT OCHOBHBIE IepeBoAYeCcKHe TpaHchopMauu
- YMEeT BBINOJHATE IEPEBOA NPO(ECCHOHATBHBIX TEKCTOB C MHOCTPAHHOTO (-BIX) Ha TOCYAAPCTBEHHBIH S3BIK M 0OpaTHO
- BJIaJIC€T OCHOBaMH TEXHHKH I1€PEeBOJIa

YK-3: Cnioco0eH ocymiecTBJIAThL COLHAIbHOE B3aMMO/IelicTBHE U PeaIn30BbIBATh CBOI0 POJIb B KOMaH/e

HN-4.YK-3: DddexTUBHO B3aNMOelicTBYeT ¢ JPYTUMH YJeHAMH KOMAaH/bL, B T.4. y4acTByeT B 00MeHe HH(opManuei,
3HAHMSIMU H ONIBLITOM, H Npe3eHTALIMH Pe3yJbTaTOB PaboThl KOMAHIbI

- 3HaeT MpaBuiIa NPOPECCHOHAIBHOTO PEYEBOTO STHKETA
- yMeeT apryMeHTHPOBAHO M3J1araTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3bIKE
- BJIaJIe€T HaBbIKAMH BEJICHUS IUCKYCCUH U TIOJIEMUKH HA HHOCTPAHHOM SI3bIKE

4. CTPYKTYPA U COJIEP’KAHME JUCIUIIMHBI (MOY.JIsT)

Kon HaumenoBanue pasnenoB u TeM /Buj | Cemectp / | YacoB | Komneren- | Jlutepatypa | Uurte | Ilpumeuanue
| sangTus sapgrus/ Kvpce uun DAKT.

Pa3znen 1. Conepaxanue 3aHATHI




1.1 Introductions. Work and leisure. /TTp/ 1 6 UA-1.YK-4 [JI1.1 JI1.2J12.1 0 Jobs and studies.
Na-4.vyK-4 JI2.2J12.3 Nationalities. to
na-4.YK-3 be a/ an with

1.2 Introductions. Work and leisure. /Cp/ 1 62 UA-1.YK-4 [JI1.1 JI1.2J12.1 0 Jobs and studies.
Na-4.yK-4 JI2.2 J12.3 Nationalities. to
na-4.YK-3 be a/ an with

1.3 Business trips (airports, hotels). Food and 1 6 NA-1.YK-4 (JI1.1 JI1.2J12.1 0 Travel details:

entertaining. /TIp/ Ua-4.YK-4 | JI2.2J12.3 letters, numbers,
na-4.yK-3 times. Can/can’t.

1.4 Business trips (airports, hotels). Food and 1 62 NA-1.YK-4 (JI1.1 J11.2J12.1 0 Travel details:

entertaining. /Cp/ Ua-4.YK-4 | JI2.2J12.3 letters, numbers,
na-4.yK-3 times. Can/can’t.

1.5 Sales. People. /TIp/ 2 WUA-1.YK-4 [JI1.1 JI1.2J12.1 Choosing a
Uja-4.YK-4 | J12.2J12.3 product or a
na-4.YK-3 service. Past

1.6 Sales. People. /Cp/ 80 WUA-1.YK-4 [JI1.1 JI1.2J12.1 Choosing a
UJa-4.YK-4 | J12.2J12.3 product or a
na-4.YK-3 service. Past

1.7 Markets. Companies. /TIp/ 2 WUA-1.YK-4 [JI1.1 JI1.2J12.1 Types of
na-4.yK-4 JI2.2J12.3 markets.
na-4.yK-3 Comparatives

1.8 Markets. Companies. /Cp/ 83 WUJa-1.YK-4 |JI1.1 JI1.2J12.1 Types of
Ua-4.YK-4 | J22J12.3 markets.
na-4.yK-3 Comparatives

Pa3nen 2. [IpomexxyTouHas aTTecTamust
(3K3aMeH)

2.1 IToxroroBka Kk 3k3aMeny /IKk3ameH/ 2 7,75 | UA-1.YK-4 (JI1.1 JI1.2J12.1 0
Ua-2.YK-4 | J2.2J12.3
na-4.yK-4
na-4.YK-3

2.2 Kontpons CP /KCPATT/ 2 0,25 | UA-1.YK-4 (JI1.1 JI1.2J12.1 0
Ua-2.¥K-4 | J2.2J12.3
na-4.yK-4
na-4.YK-3

23 KonTrakrnas pabora /KoHcOK/ 2 1 UA-1.YK-4 [JI1.1 JI1.2J12.1 0
Ua-2.¥K-4 | J2.2J12.3
na-4.yK-4
na-4.YK-3

Pa3nen 3. [IpomexxyTouHas aTTecTamust
(3a4ér)

3.1 TToaroroBka k 3auéry /3a4ér/ 2 3,85 | UA-1.YK-4 [JI1.1 JI1.2J12.1 0
Ua-2.YK-4 | J2.2J12.3
na-4.yK-4
na-4.YK-3

32 Konrakrras padota /KCPATT/ 2 0,15 | UAO-1.VK-4 [JI1.1 J11.2J12.1 0
Ua-2.YK-4 | J2.2J12.3
na-4.yK-4
na-4.YK-3

Pazneun 4. [IpomeskyTouHas aTTeCTALUS
(3auér)

4.1 ITonroroBka k 3auéry /3a4ér/ 1 7,7 NA-1.YK-4 (JI1.1 J11.2J12.1 0
Ua-2.¥K-4 | J2.2J12.3
na-4.yK-4
na-4.YK-3

4.2 Konrakrnas pabora /KCPATT/ 1 0,3 UA-1.YK-4 [JI1.1 JI1.2J12.1 0
Ua-2.¥K-4 | J2.2J12.3
na-4.yK-4
na-4.YK-3

5. ®OHJ OHEHOYHBIX CPEJACTB

5.1. KoHTpOJ/IbHBIE BONPOCHI U 3aJaHUSI

B koHIie 1, 2 ceMecTpoB CTYACHTHI CAIOT 3a4eT MO AMCIUILIMHE. 3a4eT BKJIIOUYAET B ce0s CIEeIyIONIUe 3aJaHus:
1. Progressive test




2. Make up a dialogue based on the given situation.

B koHIIe 2 cemecTpa CTYACHTHI CAAIOT 9K3aMEH, KOTOPHII BKIIIOYAET CIEAYIOUINE 3a1aHuUs:
1. Read and translate the text. Answer the questions.

2. Make up a dialogue based on the given situation.

3. Write the business letter.

5.2. Tembl IHCbMEHHBIX PaGoT

The Inquiry Letter

The Sales Letter

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

@DoHa OLIEHOYHBIX CpeacTB

dopmupyeTcs OTAENbHBIM JOKYMEHTOM B COOTBETCTBTUH ¢ JOKyMeHTOM 0 nojoxenuu @OC I'ATY.

6. YHEBHO-METOJUMYECKOE U UTH®OPMAIIMOHHOE OBECHEYEHUE JTUCHUIIJIMHBI (MOAY JI)

6.1. Pexomenayemas qutepatypa

6.1.1. OcHoBHas JiUTepaTypa

ABTODBI, COCTaBUTENU 3arnaBue W3narenscTBO, TOI
JI1.1 |CamrakoBa K.B., AHTIMHACKUH SI3bIK: y4eOHO-METOAN4YecKoe MocoOue 1o T'opno-Anraiick: PUO T'AT'Y,
Maiiep H.I'. MPaKTUKE YCTHOW M MUCbMEHHOM peun st cTyAaeHToB 1 kypca 2010
HESI3bIKOBBIX (DaKyJIbTETOB
JI1.2 |Maitep H.I'. Amnrnuiickuil s3pik: yye6HOe nocodue 1y ctyaeHTos 1 kypca  [[opro-Anraiick: PO T'AT'Y,
HESI3BIKOBBIX (DaKyNnbTeTOB (0a30BbIN KypC) 2015

6.1.2. JlonoiHuTeIbHAS JUTEPaTypa

ABTODBI, COCTaBUTENU 3arnaBue W3nmarenscTBO, TOI
JI2.1 |Typyx U.O. I'pamMMaTHdecKkrie OCHOBBI YTEHUSI CIIEUAIBHOTO TEKCTA. Mocksa: EBpasuiickuii
AHTIHMIACKUH SI3BIK: yueOHOE TIoco0He OTKPBITHIN HHCTUTYT, 2009
JI2.2 |A6pamos B.E. OneMeHTapHas FpaMMaTUKa COBPEMEHHOTO aHIIHICKOro s3bika |Camapa: IloBomxckuit
JUISL HAUMHAIOIIUX M IPOJI0JDKAIOIINX €ro H3ydeHue: yueOHoe  |roCymaapCTBEHHBIH
nocobue it By30B YHUBEPCUTET

TEJIEKOMMYHHUKAIUI 1
undopmaruky, 2013

JI2.3 |Bockpecenckas E.I'.,  |JlenoBoi anrnuiickuii: nesoBas nepenucka = Business English: |Omck: Omckuit
Opese O.B. Business Correspondence: yuebHoe nocobue rocyJapCTBEHHBIN
yauBepcuteT, 2012

6.3.1 Ilepeyens mporpaMMHOro obecrnevyeHust

6.3.1.1|Google Chrome

6.3.1.2|MS Office

6.3.1.3|Moodle

6.3.1.4{IPRbooks WV-Reader nns GooglePlay

6.3.2 llepeyenb HHGPOPMANMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1|ba3a naHHbIX «DneKTpoHHAs 61OInoTEKa I OpHO-ANTalCKOrO rOCy1apCTBEHHOI'O YHUBEPCUTET A

6.3.2.2|DnextpoHno-6ubnuoreynas cucrema IPRbooks

7. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

JAUCKYyCCUs

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHBI (MOAY JIS)

HaumenoBanme 1 OCHaIIEHHOCTD CIIENUAIBHBIX IOMEIICHUH: yueOHas ayuTopys (MyIbTUMEIUHHBIN IPOSKTOP, SKPaH,
yueHH4ecKast J0CKa, CTOJIbI, CTYJIbA).

HaumeHoBaHUEe M OCHAILIEHHOCTD IIOMEILEHUI U1 CaMOCTOATENbHOM pabOThl: KOMIBIOTEPHBIH Kilace (MapKepHas
ydeHHIecKasi JOCKa, CTOIIBI, CTYJIbsI, KOMITBIOTEPHI C MOAKIIOYeHHEM K HH)OPMaHOHHO-TeIeKOMMYHUKAIOHHO CeTH
«/HTEpHETY, IOCTYIIOM B 3J1€KTPOHHYIO HHGOPMALMOHHO-00pa3oBaTenbHyto cpeny IATY).




9. METOJIMYECKHUE YKA3AHUS J/151 OBYYAIOIIUXCS 10 OCBOEHUIO JUCIUILIMHBI (MOIY.JIsT)

CamocrosTenbHas paboTa CTYyIEHTOB SIBJISIETCS COCTABHOM YaCThIO IIPOLiecca OCBOCHUS MPOrpaMMBl 1o Juctuminie «Crienkypce Ha
MHOCTPAHHOM SI3BIKE» M BKIIOYAET HEOOXOAUMBIE aCIIeKTHl OCBOCHHS TUCLIHUILIMHBI. OCHOBHAS LIENIb METOIMUECKHUX yKa3aHUH
3aKIII0YAeTCsI B TOM, YTOOBI 00€CIIeYUTh CTY/IEHTOB HEOOXOAUMBIMHU CBEJICHUSMH, AITOPUTMAMH JJIsl YCIICIIHOTO BBITOJIHEHUS
CaMOCTOSATENBHON paboTh, B (JOPMUPOBAHUN YCTOHUMBBIX HABBIKOB, O3BOJIIONINX CAMOCTOSATEIBHO PEIIaTh yIeOHbIe 3a0a4H,
BBITIOJIHATH Pa3HOOOpA3HbIe 3a1aHMs, IPEO0JICBATh TPYAHOCTH B OTAEIBHBIX BHIAX CAMOCTOATENBHON paOOThI, pa3BUBATh yIEOHYIO
1 KOMMYHUKaTHBHYIO KOMIIETEHIIMIO CTYAEHTOB. IIpenoaaBareis onpeesseT o0y cXeMy OpraHu3alii CaMOCTOSTEIbHOM
Y4eOHOI1 JIeSITENBHOCTH CTYJICHTa, B KOTOPO# CTYACHT pealin3yeT CBOi TBOPUYECKUI MOTEHIHAI.

Hacrosimue MeToauyeckue ykasaHusi MO3BOJIAT CTYACHTAM CaMOCTOSTENILHO OBJIAJIeTh 3HAHUSMH, YMEHUSIMH U HaBBIKAMU 110
IpOQUITIO TOATOTOBKH, OTIBITOM TBOPYECKOH M MCCIEI0BATENbCKON NESTEILHOCTH, U HAIPAaBJICHB! Ha (OPMHUPOBAHUE CIEAYIOIINX
KOMIIETEHIIUI:

YK-4 CnocoGeH oCyIIECTBIATh JEIOBYF0 KOMMYHHUKAIIMIO B YCTHON M TUCbMEHHO# (hopMax Ha TOCYAapCTBEHHOM SI3bIKE
Poccuiickoiit denepannu 1 ”HOCTpaHHOM(BIX) S3bIKe(aX)

UJ-1.YK-4 BriOupaer Ha ToCyIapCTBEHHOM W HHOCTPAHHOM (bIX) S3bIKaX KOMMYHHUKATHBHO TIPUEMJIEMBIC CTHIIb JICIIOBOTO
oOuieHus, BepOasibHble 1 HeBepOalbHbIE CPEACTBAa B3aUMO/ICHCTBHS C TApTHEPAMH;

UJ-2.YK-4 Bener nenoByro MepenucKy, yIuThiBasi 0COOCHHOCTH CTHIIMCTUKH O(UIAaTbHBIX U HEO(DUIIHATIBHBIX TTHCEM,
COLIMOKYJIBTYPHBIE Pa3inyus B opMaTe KOPPECIIOHICHIIMH Ha TOCYIapCTBEHHOM U MHOCTPAHHOM (-bIX) SI3bIKAX;

NJ-4.YK-4 JIeMOHCTpHpYET YMEHHUE BBITIOIHATH MEPEBO/ MPOPECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) HA FOCYIAPCTBEHHBIN
SI3BIK M 00paTHO;

VYK-3 Cnoco0eH 0oCyIIecTBIATh COLMABHOE B3aMMO/ICHCTBHE U PEaM30BbIBATH CBOIO POJIb B KOMAH/IE

NJI-4. YK-3 Db dexTuBHO B3auMOASHCTBYET C APYrUMH YJI€HAMU KOMAHbL, B T.4. y4acTBYeT B 0OMeHe UH(pOpMaluell, 3HaHUSIMU U
OTIBITOM, U NIPE3EHTAINH PE3YIbTaTOB PaOOTHI KOMaHMBL.

2 TInaH caMOCTOSITENBHOM PabOTHI

CamocrosiTenbHas paboTa CTyIEHTOB MPEJIOIaraeT CIeIYIONUE BUIbL:

- IOJITOTOBKA K NMPAKTHYECKUM 3aHATHAM;

- YTEHUE U MEPEBOJI TEKCTOB,

- COCTaBJIEHHE TJI0CCAPHS 10 TEME;

- MOJITOTOBKA TPOCKTOB;

- BBINOJIHEHHE TTMCbMEHHBIX M YCTHBIX 33JlaHUH (JIEKCHKO-IpaMMaTH4YeCKUX YIIPaXXHEHUH, HAIIMCAaHUE JEJIOBBIX IHCEM Ha
WHOCTPAHHOM SI3bIKE H JIp.;

- BBINOJIHEHWE KOHTPOJIBHBIX PaboT (TECTOB);

- MOJITOTOBKA K 3a4eTy.

Kpowme Toro, camocrositenbHas paboTa CTYA€HTa 0 U3YYSHUIO AUCLUILIMHBI OXBATHIBACT: 3ayYUBAHNE CJIOB MHOCTPAHHOTO S3bIKa,
rpaMMAaTHYECKUX TPABUII, YTCHUE TEKCTOB HA NMHOCTPAHHOM SI3bIKE BCIYX B COOTBETCTBHUH C MPABUJIAMHU YTCHHS, TOHUMaHHE
TEKCTOB, TIOCTPOEHHE BOIIPOCOB U OTBETOB K TEKCTaM; MEPEBOJI HA PYCCKUH SA3BIK (YCTHBIH U IMMCbMEHHBIN).

3 Mertoanveckue yKa3zaHHs MO BITOJHEHUIO CAMOCTOSITEIBHOM PabOThI
Mertoanueckue yKa3aHusl K BBIIOJIHEHHIO JIEKCUKO-TPaMMAaTHYECKUX YIIPAXKHEHUH

ITpu paboTe ¢ JeKCUKO-rpaMMaTHYECKUM MAaTEpUaIoM HEOOXOAUMO CTPEMUTBCS HE TOJIbKO K Y3HABAHUIO CJIOBA WU
rpaMMaTHIECcKOro 000pOTa, HO M K MTOHHUMAHHMIO IIEJIM €T0 YNOTPeOJICHUS B JAAHHOM KOHTEKCTE.

W3y4aemblil MaTepuan TpeOyeT NPaKTHYECKOrO IPUMEHEHHUS, IPEXKJIE BCETO B BUAE JIEKCUKO-IPAMMATUUECKUX YIPaKHEHUH,
KOTOPBIE CIIEAYET BHITOIHATH TOIBKO MOCIHIE TIIATEIbHON MPpopaboTKU Beero MaTeprana. M3ydeHne rpaMMaTHKH HENb3s HAYATh «C
cepenunbl». Kaxkaplii HOBBIH pazgen 6a3upyeTcs Ha U3y4eHHOM Ipeskae MaTepuane. O1HAKO U3ydeHUE TOIbKO IpaMMaTUKU O3
MIPABHJIBHOTO MPOU3HOIIECHUS U 3HAHHS JIEKCHKH OCTACTCS «BELIbIO B ceOey. JIMIIb KOMIUIEKCHBIN ITOIXO0 U MOCTETICHHBIN MTePeXo.
OT IIPOCTOTO K CI0XKHOMY MOKET JaTh TpeOyeMblil pe3yIbTar.

[Ipu BeINOIHEHUH yNpa)KHEHUH CHavaja CileyeT 03HAaKOMUTbCA C TPaMMaTHYECKUMU KOMMEHTapUsAIMH, IPOCMOTPETH 3aIKCH,
cenaHHble Ha 3aHATHU. IIpu NOAroTOBKE K KOHTPOIBHBIM paboTaM TpeOyeTcs TakkKe IPOCMOTPETh BECh JIEKCUKO-IPaMMaTUUECKUI
MaTepHal, B TOM YHCIIE IOMAIIHUE MMCbMEHHbIE YIIPa)KHEHUS.

CryzaeHTaM peKOMEH1yeTCs UCII0Ib30BaTh 00y4alOIue KOMIIIOTEPHBIE IPOrPaMMbl, KOTOPbIE 1aI0T BO3MOXHOCTb HE TOJIBKO
IIPOCITyIIaTh NPaBUIIbHOE (hOHETHYECKOEe OPOPMIICHHE PEUH, HO U BEIPAOOTATh HABBIKH UCIIOIB30BaHMUS MIPABMIBHBIX JIEKCHKO-
rpaMMaTUYECKUX CTPYKTYP IPU OMOILIY YIPAKHEHHUH.

ITpu u3yyeHun onpenenEHHbIX JEKCUUECKUX U IPaMMaTUUECKUX SBJICHHH HEMELIKOTO SI3bIKa PEKOMEH/1yeTCs UCII0Nb30BaTh CXEMBI,
TaOINIBI U3 CIPABOYHUKOB IO TPaMMATHKE, TIIATEIFHO TOTOBUTH MX UL 00eCIIeueHHs IPOYHOTo ycBoeHus. [Ipu moctpoeHuu
HEMELIKOI'0 IPETI0XKEHUs CIeAyeT paclosaraTh CJI0Ba B CTPOro ONpeeIEHHOM MOPSIKE, YUUThIBAsL, YTO MOPAAOK CIOB B
[IOBECTBOBATENILHOM, BOIIPOCUTEILHOM U OTPULIATEILHOM MPEUI0KEHUAX OTIINYAETCA OT HOPSIJIKA CJIOB B PYCCKOM IIPEI0KEHHH.

Meroaudeckue peKOMEHJALUY 0 IIOATOTOBKE POJIEBOM UL
B cTpyKType poneBoil Urpbl Kak IpoLEcca BbIICISIOTCS CIEAYIOUINE COCTABISIONINE:

* TeMa;
* pOJH, B3ATHIC Ha CeOs UTPAIOLINMH;




* UTPOBBIE JEHCTBHS KaK CPECTBA pEaIN3allii ITHX POJIEH;

* UTPOBOE YMOTPEOICHUE PEIMETOB, T. €. 3aMEICHUE PEATbHBIX BEIICiH UTPOBBIMHU, YCIOBHBIMU;

* peabHbIe OTHOIICHHUS MEXAY UIPAIOIINMH;

* CIOKeT (conepikaHue) — 00JIACTh NSHCTBUTEILHOCTH, YCIOBHO BOCIIPOU3BOIMMAs B HTPE.

B mporiecce poseBoit Urpsl 0TPadaTHIBAIOTCS U YCBAUBAKOTCS:

1) aTHYeCKHEe HOPMBI ¥ TIPABHJIA TIOBEICHUS U OIPEICIICHHbIE COLUATIBHBIE POJIM B TOM HJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;
2) 0cOOEHHOCTH, XapaKTEePHBIE YEPThI, BOSMOXXHOCTH TEX I MHBIX COIMAIBHBIX IPYIII WM ONPENETICHHBIX KOIJIEKTHBOB —
aHaJIOTOB MPEIIPUITHI, PUPM, T.€. pa3INYHBIC THITBI IKOHOMUYECKHX U COLUANIBLHBIX HHCTUTYTOB, YTO BIIOCICACTBHU MOXET OBITh
NIEPEHECEHO B COLMAIBHYIO IPAKTUKY;

3) yMEHHS COBMECTHON KOJIJICKTUBHOM JESTEIEHOCTH;

4) KynbTypHBIE TPAAULIMU U HOPMBI.

PoneBbie UIpBI, TEMa H CIOXKET KOTOPBIX OCHOBaH Ha COACPIKAHUH TEKCTOB, MILTIOCTPUPYIOT MOBEICHHE B CHUTYAIIMH MEKKYIBTYPHOTO
oO1meHus.

B xauecTBe MPUEMOB, XapaKTEPHBIX JAJISI METOA POJICBOI UTPBI BEICTYIAIOT CIEAYIOLIHE:

- IPUEM BOCCO3/1aHHSI KOMMYHHUKAaTHBHOTO KOHTEKCTA, KOMMYHHKATHBHON CUTYalnH;

- IPUEM BHPTYaJIbHON SKCKYPCUH, KOTOPBIH MOKHO OPraHM30BaTh KaK C MOMOIIBIO TEXHHYECKUX CPENICTB, TaK M C UCTIOIb30BAHUEM
peanbHbIX (OTOMATEPUATIOB B y4eOHOU ayAUTOPHH,

- IpUEM JpaMaTU3aliy, HAPaBJICHHBIN Ha CO3JaHUE YCIOBHH, MPUOIMKEHHBIX K YCIOBUSAM PEATbHOTO OOIIEHNS, CBSI3aHHBIH ¢
CO3JJaHUEM CHUTYalUH OOILICHNUS, ONPEICICHHEM LIS, pacpeeiIeHHeM poJIei;

- mpueM peQIICKCUBHON HACHTU(DHUKAIINH, TPEONAraloiid HISHTH(OUKAIMIO ¢ 00BEKTOM OOIICHHS U TIOBECTBOBAaHHE OT HMEHU
3TOro 00BbEeKTa.

Mertoaudeckie yKa3aHus K HAIIMCAHUIO JIEJI0BOTO MAChMa
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.

Meronudeckue ykazaHHs K YTEHHIO ¥ IEPEBOLY TEKCTOB MPOGEeCCHOHANBHOI HANPaBIeHHOCTH

TekcTbl MpoQecCHOHANFHON HANpPABICHHOCTH HAa MHOCTPAHHOM SI3bIKE MOMHMO CBOEW OCHOBHOW 3a/laud — HH(POPMATUBHOCTH
— MOMOTAIOT MOMOJHUTE OOIIMI M TEMaTHYECKUil CIOBApHbII 3amac, TPEHUPYIOT B MPOM3HOLICHHH HEMEIKHX CIOB U
BBIPAXEHHH, 3aKPEIUIIOT NpaBWila TPAMMATHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOM pedH.

[IpenrekcroBelii 3Tar:

- TPOYTHTE 3aroJIOBOK M CKaXHTe, 0 4eM (0 KoM) OyJeT WATH pedb B TEKCTE,;

- O3HAaKOMBTECh C HOBBIMH CIIOBaMH H CIIOBOCOYETAHMSIMH (€CIHM TAaKOBBIC JAHBI K TEKCTY C MEPEBOAOM);

- TNPOYUTAHTE M BBIUIIUTE CIIOBA, 0003HAYAIOIIKE. .. (AACTCS PYCCKHI SKBUBAJICHT);

- BbIOGpHUTE U3 TEKCTa CIOBA, OTHOCAIIMECS K U3y4acMOi Teme;

- HalauTe B TEKCTE HE3HAKOMBIE CIIOBA.

TexkcToBbIi 3TaI:

- IPOYTHTE TEKCT;

- BBIICNIUTE CJIOBA (CIIOBOCOYECTAHMS WIIM MPEAJIOKEHHsI), KOTOPhIe HECYT BaXKHYIO (KIFOUYEBYIO HH()OPMALHUIO);

- BBIIMIINTE WIM MOAYEPKHHUTE OCHOBHBIE MMEHA (TEPMMHBI, ONIpEaeIeHNs, 0003HAUCHHU);

- copmymupyiiTe KIIOUEBYIO MBICIH KaXIOTo ad3ara;

- OTMEThTE CJIOBO (CJIOBOCOYETAHHUE), KOTOPOE JIyYIlle BCEro MepelacT COJACpKaHUE TEeKCTa (4aCTH TEKCTa).
IocIIeTeKCTOBBII JTar:

- 03aIJIaBbTE TEKCT;




- TMPOYTHUTE BCIYX NPEUIOKEHUs, KOTOPHIE MOSCHSIIOT HA3BaHNUE TEKCTa,
- HalauTe B TEKCTE IPEUIOKEHHS JJIsl ONMCAHUSA ...

- moxaTBepauTe (ONPOBEPTHUTE) CIOBAMHU W3 TEKCTA CICAYIOIIYIO MBICHD ...

- OTBEThTE Ha BOIIPOC;

- COCTaBbTE IUIaH TEKCTa;

- BBIIMIINTE KJIIOYEBBIE CJIOBA, HEOOXOAMMBIE NI IIepecKa3a TeKCTa,

- TEePECKaKUTE TEKCT, OIMNPAsCh Ha IUIaH;

- TIepPEeCKaXUTe TEKCT, OIUPAsICh HA KIIOUEBBIE CIIOBA.

ITpn moarotoBke pedeprpOBaHUMS TEKCTa PEKOMEHIYETCS BOCIOJIB30BAThCS CIEAYIOIIECH aMITKOM:

1. Ilocie mpoureHus Tekcra pas30eiiTe ero Ha CMBICIOBBIE YaCTH.

2. B kaxmoil 4acTH HalauTe MpeIosKeHHe (MX MOXET ObITh HECKOJbKO), B KOTOPOM 3aKJIFOYCH OCHOBHOM CMBICI 3TOM 4acTH
TEKCTa. BeInummTe 3TH NpesioKeHHUsI.

3. IoguepkHHUTE B 3TUX MPEATOKEHUAX KIIOUYEBBIE CIOBA.

4. CocraBbTe IUIaH NEpecKasa.

5. Omnwmpasice Ha MaH, MEePeCKaKuTe TEKCT,

6. Omupasch Ha KJIIOYEBBIE CJOBA, PACCKAXKHUTE TEKCT.

MeTOI[I/I‘{eCKI/Ie PCKOMEHAAIUU 10 COCTABJICHNUIO JUCKYCCUHN

IMaMsATKa O COCTaBICHHUIO JUCKYCCHU

B mporecce OArOTOBKH K BHIITOJHCHHIO 3aJaHusl (AUCKYCCHS) BHUMATEIBHO H3yYUTE €r0 COCPIKATEIILHOE HAMOJIHCHHE,
OMpPEIEINTEe KOHKPETHYIO CUTYAIMI0 1 KOMMYHHKATUBHYIO 33/1a4y OOIICHUSI.

Curyauusi oOLICHHS YSTKO H JIAKOHUYHO KOHKPETH3HPYETCS B IEPBBIX ABYX-TPEX MPEAJIOKCHUSX 3aJaHUsL, TIOATOMY HX CICAYET
YHUTATh 0COOCHHO BHUMATENHHO.

* O06s13aTenbHO 00CYIUTE BCE MPEIaracMble BAPHAHTHI, BHE 3aBUCHMOCTH OT COOCTBEHHBIX MPEIIIOYTCHHIA.

*BynbTe MHUIIMATHBHBIM MAPTHEPOM IO OOLICHHIO, 2 HE ITACCUBHO 0XKUIAITe BOMPOCOB CO CTOPOHBI cobecennuka. Heooxoammo
Ha4aTh Oece/ly C KpaTKOro BCTYIUICHHS —00BsSCHeHHUsI cuTyauuu. Jlanee cieayeT akTHBHO BeCTH Oecery: mpeiarath BapHaHThl IS
00CyXXIeHH s, 33]]aBaTh COOTBETCTBYIOIIHE PEUCBOI CUTYAI[H BOMPOCHI, IPU HEOOXOAMMOCTH MEPECIPANINBATh, YTOUHATh MHCHUE
cobeceHIKa, OCYIIECTBIATH IEPEX0/] OT OAHOTO BAPUAHTA K APYTOMY, B 3aBepIICHHE Oece bl MOCIe 00CYKICHHS BCEX BAPHAHTOB
caMoMy TPEUIOKHUTh pelieHre. PelieHne T0DKHO JOTMYHO BHITEKAaTh U3 BCETO CKAa3aHHOTO 000MMH MapTHEpaMu, He 3a0yabpTe Mpu
9TOM ellle Pa3 MOWHTEPECOBATHCS MHEHHEM COOCCeTHIKA.

*BexITHBOCTD B JHANIOTE MPEAINOIaraeT, Mpex/e BCero, MposIBICHUE 3aHHTEPECOBAHHOCTH M0 OTHOILCHHUIO K CBOEMY MapTHEPY MO
o01IeHuto, 00s3aTeNIbHOE pearupoBaHue Ha €ro PEeIUIMKU (IIyCTh IOPOO C MOMOIIBI0 KOPOTKUX PEIUTMK pearupoBanus). Heooxonumo
BHUMATEJBHO CIYIIATh MapTHEPa U aBaTh aJCKBAaTHBIC PEAKI[HH Ha TO, YTO OH TOBOPHT. B JaHHOM THIIe AMANIOTa Yallle BCETO
OTBETHBIMH PEaKLHAMH OyAyT COTIACHE WM Hecoraacue (IPHIeM BEKIIHBOE), H, BO3MOXHO, YUBICHHE, COMHEHHUE. [Ipu aToM,
0€3yCIIOBHO, CIIEIyET CTapaThCs UCIOIb30BATh PA3HOOOPA3HBIC S3BIKOBBIE CPEACTBA ISl BBIPAXKCHHS JaHHBIX S3bIKOBBIX (DYHKIIHH.
* AKTHBHO peyIaraiiTe BapuaHThl sl 00CYKAeHHUsI (€CTECTBEHHO, TI0CIIE JOCTATOYHO TOAPOOHOr0 00CYKACHHMS KaXA0T0
MIPEBIYILETO).

*IIpu npeUIoKEHNH CBOCTO BapHaHTa CIICAYeT 1aBaTh YSTKHE Pa3BEPHYTHIC apI'yMEHTHI B €r0 MOib3y. B ciyuae Hecormacust
cobeceTHIKa HEOOXOJMMO PearupoBaTh Ha €ro PEIIMKA CBOMMH KOHTPAapryMEHTaMH, COTJIACYS UX C €ro JOBOJAMH. Y MCHHUE
YCIBINIATh MapTHEePa U aJIKBAaTHO ¥ apryMEHTUPOBAHHO PEarnpoBaTh B CIIOHTAHHBIX OTBETHBIX PEIUIMKaX OCOOCHHO IIEHHO B JAHHOM
turne auanora. OJHAKO COBCEM HEOO0s3aTeIbHO BCET/Ia HE COMUIALIATRCS C MAPTHEPOM, BE/Ib B PEaIbHON KOMMYHHKAIIMH MBI
JIOCTATOYHO YacTO MePECMaTPUBACM CBOIO TOUKY 3PCHUS, B3BEIIUBAsI TOBOJIBI «3a» U «IIPOTUBY». [Ipu coriacuu ¢ MHEHUEM
cobeceHIKa BaKHO IPHBECTH JOMOJIHUTEIBHBIC JOBOIBI B II0JIB3Y 00CYK/IaeMOr0 BapHAHTA WM PA3BEPHYTh apTyMEHT
co0eceHUKa.

* AKTHBHOCTB M BeXKJIMBOCTh COOCCEAHNKA MTPEANOIAracT 3aMHTEPECOBAHHOCTh BO MHCHHUH TTapTHEPA O OOIICHHIO, O3TOMY B
Oecere ClieyeT HHTEPECOBAThCSI MHEHUEM COOSCEIHUKA MO MOBOAY MpeiaracMbIX BAPHAHTOB, 3aMPAIINBATh €0 COTJIACHE HITH
HECOIJIacHe CO CBOEH TOUKO# 3peHus. IIpr He0OX0MMOCTH MOXKHO 331aTh YTOUYHSIOLIKE BOIPOCHI, IEPECIIPOCHTH COOECEAHHKA.
Heo0xomuMo yuuThIBaTh MHEHHE COOSCEAHUKA U MMPUBOJUMBIC KM apTYMEHTHI ITPU MPHHITHU OKOHYATEIFHOTO PELICHHs, KOTOPOe
JIOJDKHO CTaTh JIOTHYECKUM 3aBeplLIeHneM auanora. Eciu perenne npoTHBOPEYrT COACPKAHUIO IPOBEICHHON Oecesl,
KOMMYHUKATHBHAS 33]]a4a MOXKET OKa3aThCsl HEBBIMIOJIHEHHON. DTO 03HAYAET, YTO YYACTHUK Oeceabl (POPMaIIbHO MPOroBapuBall CBOU
JIOBOJIBI, HE CICAMI 32 PEIINKaMHU COOECEAHHNKA U JIOTUKOH Pa3BUTHS JHAIIOTA.

*IHUIMATUBHOCTH B Oecelie MpeArnoiaracT yMeHue BOBIICUb APTHEPa B HANIOT. B TaHHOM THIIE AMANOra 3TO MPOSBISLETCS HE
TOJIEKO B YMECHHH 3alIPOCHTh MHEHHE COOECEIHIKA, HO U B IPUIJIAIICHHUH MIPE/IaraTh CBOM BaPHAHTHI TSl 00CYKICHHS.

* Heo0X0IMMO MOMHHTB, YTO AUATIOT — 3TO HE OOMEH MOHOJIOTAMH.

MeTtoaudeckue yKasaHus 1o paboTe co CI0BapeM

®DopMBI CaMOCTOSATENLHOM paboThI CO CIIOBapeM:

- IIOMCK 3aIaHHBIX CJIOB B CJIOBape;

- onpezneneHue GopM eANHCTBEHHOTO X MHOXECTBEHHOTO YHCIIa CYIIECTBUTEIBHBIX;
- BEIOOP HY)KHBIX 3HaY€HUII MHOTO3HAYHBIX CIIOB;

- IOMCK HY)KHOTO 3HAU€HHMS CJIOB M3 YHCIIa FPAMMATHYECKUX OMOHUMOB;

- MOKUCK 3HAYEHUS TJIarojia 1o OJHOW U3 IJ1arojbHbIX GopM.




1. IIpu momcke ciioBa B cloBape HEOOXOAUMO CIEAUTH 3a TOYHBIM COBITaJeHHEM rpaduueckoro oGopMIeHHsI HCKOMOTO U
HalJIEHHOTO CJIOBA, B IPOTUBHOM CIydae IepeBoj OyeT HelpaBUIbHBIM.

2. MHorHe croBa SBISIOTCS MHOTO3HAYHBIMH, T.€. HIMEIOT HECKOJIBKO 3HAUEHHUH, MO3TOMY MPH MOHMCKE 3HAYEHHUS CIIOBA B CIOBApe
HEOOXOIUMO YHUTATh BCIO CIOBAPHYIO CTaThIO U BHIOUPATH IS IIEPEBOJIA TO 3HAUEHUE, KOTOPOE IOAXOIUT B KOHTEKCT IPEIOKEHUS
(Tekcra).

3. IIpu noucke B cll0Bape 3HAUEHUS CJIOBA B PAJE CIy4acB ClIeAyeT IPUHUMATh BO BHUMAHUE I'PAMMATUUECKYO (DYHKIIHIO CIIOBA B
HpeUTI0KEeHNH, TaK KaK HEKOTOPHIE CII0BA BEIITONHSIIOT PA3INYHbIE TpaMMaTHIecKre QYHKINH U B 3aBUCHMOCTH OT 3TOTO
HEPEBOATCS I10-PA3HOMY.

4. ITpu moucke 3Ha4YEHHs TJIaroNa B CJIOBape ClelyeT MMETh B BHAY, YTO ITIaroibl yKa3aHbl B CIIOBApe B HEONIPEIENeHHON Gopme
(Infinitiv - schlafen, aufmachen)B To Bpems kak B IpeaIoKeHUHU (TEKCTE) OHU (HYHKIMOHUPYIOT B Pa3HBIX BPEMEHAX, B Pa3HbIX
rpaMMaTHYECKUX KOHCTPYKIUX. ITonck riaroia 3aBUCHT OT €ro MIPHHAIIEKHOCTH K KJIACCY MPABHIbHBIX WIIH HEMPABUIIBHBIX
[JIarojioB.

MeToaudyeckre peKOMEHAAINH TI0 TOATOTOBKE K JK3aMeHY

B nepuron moaroToBKM K 9K3aMEHY CTYACHTHI BHOBb 00palLIaloTCs K MPOHICHHOMY yueOHOMY MaTtepuaiy. [Ipy 5ToM OHU He TOJIBKO
CKPEIUISIOT NOJY4YEeHHbIE 3HAHUS, HO U TOJIy4aloT HoBbIe. [IoroToBKa CTy/IeHTa K 3K3aMEHY BKIIIOYaeT B ceOs TpH JTamna:
-ayJUTOpHAs ¥ BHEAYAUTOPHAsI CAMOCTOSTEIbHAs paboTa B TEUCHUE CEMECTPA;

-HENOCPECTBEHHAs! TOJrOTOBKA B THU, IIPEILIECTBYIOLIIE SK3aMEeHY 110 TeMaM Kypca,

-IOJTOTOBKA K OTBETY Ha BOIIPOCHI, COAEpKAIINECs B OMIIeTax.

Jlureparypa /Ui HOATOTOBKH K 9K3aMEHY PEKOMEHAYeTCs IIpernoaBaTesieM 100 yka3aHa B y4eOHO-METOJMUECKOM KOMIUIEKCE.

B xoz1e MOATOTOBKY K 9K3aMEeHY CTyAEHTaM He0OX0ANMO 00paliaTh BHUIMaHHE He TOJIBKO Ha YPOBEHb 3aIlIOMUHAHHS, HO U HA
CTeNeHb NOHUMAaHMS U3J1araeMbIX MpoodIIeM.

DK3aMeH NMPOBOJMUTCS IO OMIeTaM, OXBaTHIBAIOIINM BECh MPONWACHHBINH MaTepHal. [10 OKOHYaHNH OTBETa 9K3aMEHATOP MOJKET 3a/1aTh
CTYIEHTY JOTOJIHUTENbHbBIE U YTOUHSIOIIME BONpockl. Ha moaroroBky k oTBeTy 10 BompocaM Ouiera cTyaeHTy naercs 30 MUHYT ¢
MOMEHTA MOJIY4YEHUS UM.




