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1. HEJIA X 3AJAYHN OCBOEHUSA JTUCITUIIJIMHbBI

1.1 | Jenu: popmupoBaHre WHOAZBIMHOW KOMMYHHKATHBHON KOMIICTCHIIMH JUTS PEIICHNS] KOMMYHHUKATUBHBIX 327124 B cepe JeI0BOro
0OOIIEHHS

1.2| 3a0auu: - coBepIEeHCTBOBaHIE IPAMMATHIECKUX M JICKCHUECKHX HABBIKOB JJISI KOMMYHHKAIIMM HA HHOCTPAHHOM SI3BIKE U
paboOTHI C MHOSI3BIYHBIMHU TEKCTAMH B TIPOIIEcCce MPO(ECCHOHANBHON NEsITENbHOCTH;

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

- (hopMHpOBaHNE KOMMYHHUKAaTHBHBIX YMEHHUH YCTHOTO MOHOJIOTHIECKOTO

U IMAJIOTUYECKOTO BBICKA3bIBAHUS B IIPOLIECCE AEIOBOTO OOLIEHUS HAa HHOCTPAHHOM SI3BIKE;

- (hopMHpOBaHUE HABBIKOB MHIChMa, HEOOXOIUMBIX JUIS BEICHHUS JICIIOBOM MEPETINCKH.

2. MECTO JUCHUIIIUMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT:

2.1| TpeGoBanus K MPpeABAPUTEIbHOI IIOATOTOBKE 00yYaI0IIErocs:

2.1.1 | 'HoCTpaHHBIH SI3BIK

2.2 I[l/lCIII/ll'lJ'II/lHLl H MMPAKTUKH, JIA KOTOPbIX OCBOCHUE JAHHOM U CHUTITHHBI (MOZ[y.]'lil) Heo0XO0UMO KaK
npejmecTsyruniee:

2.2.1 | Creukypc Ha UHOCTPaHHOM SI3bIKE

2.2.2 | BINoSTHEHNE | 3aIIUTa BBIMTYCKHON KBATU(PUKAIIMOHHOW pabOThI

3. KOMIIETEHI[HY OBYYAIOILETOCSl, ®OPMUPYEMBIE B PE3Y.JIbTATE OCBOEHMS AUCIIUTLTAHBI
(MOJY.JIsI)

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

HN-4.YK-3: DddexTUBHO B3aUMOelicTBYeT ¢ APYTHMHU 4IeHAMH KOMAH/bl, B T.4. y4acTByeT B 00MeHe uH(opmManmei,
3HAHUSIMHU H OIIBITOM, H IIPE3eHTALMH Pe3yJIbTaTOB PadoTbl KOMAH/bI

- 3HaeT MpaBWIa MPO(GECCHOHAIBFHOTO PEYEBOTO ITHKETA
- yMeeT apryMeHTHPOBAHO M3J1araTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3bIKE
- BJIaJIe€T HaBBbIKaMH BEJICHUS IUCKYCCUH U TIOJIEMUKH Ha HHOCTPAHHOM SI3bIKE

YK-4: Cnoco0eH ocylIecTBJISIT AeJ10BYI0 KOMMYHUKAIIMIO B YCTHOI M MUCbMEeHHOH (popMax Ha rocyIapcTBEHHOM sI3bIKe
Poccuiickoii @enepannu 1 ”HOCTPAaHHOM(BIX) sI3bIKe(aX)

HN-1.YK-4: BoioupaeT Ha rocy1apcTBEeHHOM M HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHHMKATHBHO NMpHeMJIeMble CTHJIb J1eJI0BOT0
o01menns, BepdajabHble H HeBepOaIbHbIe CPEACTBA B3aUMO/ECTBHS ¢ MapTHEPaMH.

- 3HAaeT OCHOBHBIE IPaMMATHYECKUE CTPYKTYPHI; 00LIEYOTPeOUTENbHYIO, OOIIEKYIbTYPHYIO H PO(ECCHOHAIbHYIO JIEKCHUKY;
pedeBble KIIUIIE, HEOOXOUMBIE UL OCYILECTBICHUS 1€JI0BOM KOMMYHHUKALMU HA HHOCTPAHHOM SI3bIKE

- yMEeT IIOCTPOUTh BBICKA3BIBAaHUS B CMOJEIMPOBAHHBIX (TIPEIaraeMbIX) CUTYaIusAX OOIICHUS Ha HHOCTPAHHOM SI3BIKE,
NPaBUIBHO HCIIONB3ys BepOalbHBIC | HeBepOalbHBIE CPEICTBA OOMICHUS

- BIIaJIeeT HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHHS

HUJI-2.YK-4: Bener 1e10BYI0 epenucKy, YYUTHIBast 0COOCHHOCTH CTUIMCTUKY OQUIIHATBHBIX U HeO(PHMUHMAIBHBIX MUCEM,
COLIMOKYJIbTYPHbIE pa3ju4us B opMaTe KOPPeCcNOHIEHINH HA rOCyapCTBEHHOM U HHOCTPAHHOM (-bIX) A3bIKAX.

-3HaeT 0COOEHHOCTHU CTHIMCTUKU HAIMCaHUS OQUIHANBHBIX M HEO(QUIINATBHBIX IINCEM; YMEET BECTHU JICJIOBYIO IIEPEHHCKY C YUEeTOM
COIMOKYIIBTYPHBIX OCOOCHHOCTEH C IIPEACTaBUTEISIMH APYTHX CTPAH; BlIaJeeT TEXHAKON JeT0BOT0 MMHChMa Ha HHOCTPAHHOM SI3bIKE.

N/1-4.YK-4: [leMoHCTPUPYET YMEHHE BBINOJHATH MepeBo/l NPo¢ecCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
roCy/1IapCTBEHHBIH SI3bIK M 00PaTHO.

- 3HaeT OCHOBHBIE NIEPEBOAYECKUE TPAHCO(PPMALINK; yMEET BBIIONHATE IEPEBO MPO(eCCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO(-bIX)
Ha TOCYJIapCTBEHHBIN SI3BIK X 00PAaTHO; BIIaJeeT OCHOBAMH TEXHUKH MIEPEBOAA,;

4. CTPYKTYPA U COJAEP KAHUE JUCHUIIJIMHBI (MOLY JIA)

Kox HanmeHoBaHue pa3iei0B H TeM /BH] Cemectp / | HacoB | Komneren- | Jlutepatypa | Hute | IlpumedaHue
3aHATHSA 3aHATHS/ Kvpe 1070 DAKT.

Pazpea 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
U-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
U-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
Na-4.YK-4
NI-4.YK-3
15 Marketing.Reading. Words that go with the 20 nJ-1.YK-4 JI1.1J12.1
topic. Skills work. /JTa6/ na-2.vyK-4
U-4.YK-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/ NI-2.VK-4
Na-4.YK-4
NI-4.YK-3
Pazgen 2. IIpoMeskyToUHAs aTTECTAUS
(3auér)
2.1 IMonroToBka k 3auéty /3auét/ 8,85 HUa-1.VK-4
NI-2.YK-4
NJ-4.YK-4
NJ-4.YK-3
2.2 Konrakrthas pabora /KCPATT/ 0,15 HUa-1.VK-4
WJ-2.YK-4
NJ-4.YK-4
UJ-4.YK-3
Pasnea 3. 5 cemecTp
3.1 Planning.Reading. Words that go with the 10 nJ-1.YK-4 J1.1J12.1
topic. Skills work. /J1a6/ na-2.vyK-4
NJ-4.YK-4
UJ1-4.YK-3
3.2 Planning.Reading. Words that go with the 8 nJ-1.YK-4 J1.1J12.1
topic. Skills work. /Cp/ Na-2.vyK-4
NI-4.YK-4
UJ1-4.YK-3
3.3 Managing people.Reading. Words that go 20 nJ-1.YK-4 J1.1J12.1
with the topic. Skills work. /JTa6/ na-2.vyK-4
NJ-4.YK-4
UJ-4.YK-3
34 Managing people.Reading. Words that go 8 na-1.yK-4 J1.1J12.1
with the topic. Skills work. /Cp/ nja-2.yK-4
NJ-4.YK-4
NJ1-4.YK-3
35 New business.Reading. Words that go with 20 na-1.yK-4 J1.1J12.1
the topic. Skills work. /JIa6/ na-2.vyK-4
NJ-4.YK-4
NJ1-4.YK-3
3.6 New business.Reading. Words that go with 6 na-1.yK-4 J1.1J12.1
the topic. Skills work. /Cp/ na-2.vyK-4
NJ-4.YK-4
NJ-4.YK-3

Paznen 4. [IpomesxkyTouHas aTTecTanust
(3Kk3ameH)




4.1 IMonroroBka K 9k3aMeHy /Dk3aMeH/ 5 34,75 | UO-1.YK-4
WUI-2.YK-4
NI-4.YK-4
NI-4.YK-3

4.2 Kontpons CP /KCPATT/ 5 0,25 HUa-1.VK-4
WJ1-2.YK-4
WJ1-4.YK-4
NI-4.YK-3

4.3 Konrakrthas pabora /KoncOx/ 5 1 Ua-1.vK-4
UJ1-2.YK-4
UJ1-4.YK-4
na-4.YK-3

5. ®OHJ OHEHOYHBIX CPEJCTB

5.1. ITosicHuTEIbHAA 3alIUCKA

DopmupyeTCs OTAEIbHBIM JJOKYyMEHTOM B cooTBeTcTBHH ¢ ITosoxkenuem o DOC T'AT'Y.

5.2. OueHo4nsble cpecTBa s TeKYIIEro 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 aTTecTaluu

B KOHIIC 5 CeMECTpa CTYACHTBI CAAIOT 3a4CT MO AUCHUIIINHE. 3auer BKJIIOYAET B ceOs CICAYOMNE 3a1aHuA:
1.Progress test.
2.Make up a dialogue based on the given situation.

B KOHIIE 6 ceMECTpa CTYACHTHI CAAI0T OK3aMEH, KOTOpLIﬁ BKJIIOYACT CICAYIOIUC 3a/ITaHNsA
1.Read and translate the text. Answer the questions.
2.Write the business letter.

6. YHEBHO-METO/JNMYECKOE H THO®OPMAIIMOHHOE OBECHHEYEHHUE JTUCIHUIIJIMHBI (MOAY JIS)

6.1. Pexomenayemas utepatypa

6.1.1. OcHoBHas JTUTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBO, ro Omn. aapec
JI1.1 | Koporkux JK.A. BBejieHne B TEOPHIO MEKKYIIBTYPHOM bapuaym: Antl'TIV, https://icdlib.nspu.ru/view/
KOMMYHHKAIIMH: yaeOHOe TIocobue 2015 icdlib/4388/read.php
6.1.2. JlonoTHuTeIbHAS IUTEPATYPA
ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBO, rox On. agpec
JI2.1 |Panranosa U.H., English for service and tourism industry - OpenOypr: http://www.iprbookshop.ru
Yananga K.I'. AHrnuiickui sa3b1K B cepe oOcmyKuBaHus U OpenOyprekuit /69881.html
Typu3Ma: yueOHOe mocodue roCyIapCTBEHHBIN
yausepcutet, ObC
ACB, 2016
6.3.1 IlepeyeHs NporpaMMHOro odecrnevyeHns
6.3.1.1 | MS Office
6.3.1.2 | Kaspersky Endpoint Security ans 6usneca CTAHTAPTHBIN
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 IlepeueHb HH(POPMALHUOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 | basza nanHbIX «DneKTpOHHAs OMOIHOTeKa ['OpHO-ANTaiCKOr0 roCyITapCTBEHHOTO YHUBEPCUTETA
6.3.2.2 | DnexTpoHHO-OnONMHOTEUHAs crcTeMa IPRbooks



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

7. OBPA3OBATEJIBHBIE TEXHOJIOT' U

AUCKYCCHUsL

poJieBas urpa

8. MATEPUAJIBHO-TEXHUYECKOE OGECIIEYEHHME JUCITUIIJIMHBI (MOY JIS1)

Homep ayauropun

Ha3znauenue

OCHOBHOe€ OCHAIIleHHEe

221 Al

VYueGHas ayJUTOPUS IS IPOBEICHUS
3aHSTHH JIEKIIMOHHOTO THIIA, 3aHATHH
CEMHHAPCKOT'0 THIIa, KyPCOBOTO
MPOEKTUPOBAHHMS (BBITOJHEHUS KYPCOBBIX
paboT), TPYNITOBBIX U MHIUBUIYAITBHBIX
KOHCYJIbTAIlMH, TEKYILEro KOHTPOJIS U
MIPOMEXYTOUHOH arrectanuu. [lomemenue
JUISL CAMOCTOSITEIEHON paboThI

Pabouee mecto mpemonaBarens. [Tocagounsie mecta
o0yyatormuxcs (1o KOJIMYECTBY 00YUYarOIiXCst).
WHTEepakTHBHAS T0CKa C MPOSKTOPOM, KOMIBIOTED,
TEJICBU30D, MOJKIIOYCHNE K MHTEPHETY, yIeHUUeCKas J10CKa,
Npe3eHTAMOHHAs TPUOYHA, CTeHABI AEMOHCTPAL[IOHHBIE,
CTYJIbSI, yCUIIUTEIbHBIE KOJIOHKH

134 Al IleHTp cTpaTeruuyeckux UCCiIeJOBAHUN Pabouee mecto mpenonasarens. [locagounsie mecta
(;mabopatopust). YueOHas ayIUTOPHS VIS oOygaromuxcs (10 KOJTHMIECTBY 00YJaOIIIXCS).
MIPOBEICHUS 3aHATHUI JIEKI[MOHHOTO THIIA, VY4yeHnueckas 10cKa, HHTEPAKTUBHAS 10CKa, IPOEKTOP,
3aHATHH CEMHHApPCKOTO TUIA, KypCOBOTO HOYTOYK.
MPOEKTHUPOBAHHUS (BBIMOJHEHUS KYPCOBBIX
paboT), TPYNIIOBEIX U MHAWBUAYAIbHBIX
KOHCYJIBTAIlNH, TEKYIEero KOHTPOJI U
MPOMEXYTOYHOH aTTeCTaIHH.
312 A2 JluaradOHHBIN KaOWHET IS IPOBEICHHUS Pabouee mecto mpemonaBatens. [Tocagounsie MmecTa s
MPaKTHYECKUX U J1a0OPaTOPHBIX 3aHITHI o0yyatormuxcs (1o KOJIMYECTBY 00yUaroIuxcsi),
YUeHHYECKas JOCKa, HOyTOYK (15 mrT.), HaynIHUKH, KOJIOHKH
322 A2 KommbrotepHsiit kiace. Jlaboparopus Pabouee mecto mpenonasarens. [locagounsie mecta

HHPOPMATUKU ¥ WHPOPMALTNOHHO-
KOMMYHUKATUBHBIX TEXHOJIOTHH. YueOHas
ayJUTOpUs AJs IPOBEICHUS 3aHITHI
JIEKIIMOHHOTO THIIA, 3aHATHH CEMHHAPCKOTO
THUIA, KypPCOBOTO MPOEKTUPOBAHUS
(BBITTOJTHEHHUS KyPCOBBIX paboT), TPYIIIOBBIX
U MHIVBHyaJdbHbIX KOHCYJIbTALUH,
TEKYIIETO KOHTPOJIS M MTPOMEKYTOUHOM
atrectanuu. [Tomemenue ans
CaMOCTOSATENFHON pabOTHI

oOygaromuxcs (10 KOJTHMIECTBY 00YJaOIIIXCS).
KomrproTepbl, yueHHUeCKast 10CKa, MOJIKIIOYCHUE K CETH
Wnrepuer

9. METOAUYECKHUE YKA3ZAHUWS JJIS1 OBYYAIOIIUXCSA ITO OCBOEHHUIO JTUCHUIIJIMHBI (MO1Y JIST)

CamocrosrenpHast paboTa CTyJEHTOB ABJISETCS COCTABHON YacThIO MPOIiecca OCBOSHHS IIPOrpaMMBbl 110 TucuuiuinHe «Crenkype Ha
HWHOCTPAaHHOM SI3bIKE» U BKJIIOYAET HEOOXOAUMBIE aCIIEKThl OCBOCHUS TUCIMIUIMHBI. OCHOBHAS LIEJIb METOANYECKUX YKa3aHUH
3aKJII0YaeTcs B TOM, YTOOBI 00€CIIEUUTh CTYJEHTOB HEOOXOUMBIMY CBEICHUSIMH, AITOPUTMAaMU [UIS1 YCIICITHOTO BBIIOIHEHUS
CaMOCTOSTEIbHON PaboThl, B JOPMHUPOBAHUH YCTONUMBLIX HaBBIKOB, TO3BOJIIOIIUX CAMOCTOSITENILHO PElIaTh yIeOHbIe 3a1auH,
BBITIOJIHATH PAa3HOOOpa3HbIe 3aJaHus, IPEOA0JIEBATh TPYJHOCTH B OTAENBHBIX BUAAX CAMOCTOSTEILHON PabOThl, Pa3BUBAThH YUeOHYIO
¥ KOMMYHHUKAaTUBHYIO KOMIIETCHIIMIO CTYAEHTOB. [IpenogaBaTess onpeaenseT o0NIylo cXeMy OpraHH3alil CaMOCTOSTENbHOM
yueOHOM AeATeNbHOCTH CTYJIeHTa, B KOTOPOH CTY/IGHT peaju3yeT CBOM TBOPUYECKUI MMOTEHIHAI.

Ilnan camocrosTenbHON paboOTHI

CamocTosTenbpHas pa60Ta CTYACHTOB IIPEAIOJIaracT CICAYOINC BUABL:

- MOITOTOBKA K MPaKTHYECKUM 3aHATHAM;
- YTEHHE U TEPEBOJ] TEKCTOB;

- COCTaBJICHHE III0CCapHs 110 TEME;

- MOJITOTOBKA MPOCKTOB;

- BBITIOJIHEHHE TTMCbMEHHBIX M YCTHBIX 33JJaHUH (JIEKCUKO-TPaMMaTHYECKUX YIIPAKHEHUH, HAIICAHKE JCTOBBIX IMHCEM Ha
WHOCTPAaHHOM SI3bIKE U JIp.;

- BBIITOJIHEHHE KOHTPOJIBHBIX PaboT (TECTOB);

- IOATOTOBKA K 3a4CTYy.

Kpowme Toro, camocrositenbHas paboTa CTyA€HTa IO U3yYESHUIO AUCIUIUIMHBI OXBAThIBACT: 3ayYHBAHHE CJIOB HHOCTPAHHOTO A3bIKA,
rpaMMaTHYECKHUX MPABHJI, YTEHHE TEKCTOB Ha HHOCTPAHHOM S3BIKE BCIYX B COOTBETCTBUH C IIPABIJIAMH YTEHHS, TIOHUMAHHE
TEKCTOB, IOCTPOEHHUE BOIIPOCOB M OTBETOB K TEKCTAaM; MIEPEBO HA PYCCKUIA A3bIK (YCTHBIA M MHCHMEHHBIH).

Meroaudeckue yka3aHHs 10 BBITOJHEHUIO CAMOCTOSTENBHOM PaboThI




Meroauveckue YKa3aHUus K BBIIIOJIHEHHUIO JICKCUKO-TPAMMAaTHYICCKUX pra)KHeHHfI

IIpu paboTe ¢ TEKCUKO-TPaMMaTHYECKUM MaTepraIoM HEOOXOIUMO CTPEMUTHCS HE TOJBKO K y3HABAHUIO CJIOBA MM
rpaMMaTH4ecKoro o00opoTa, HO M K MOHUMAHUIO 1IeJIM €ro  YHOTpeOJIeHHsT B JIaHHOM KOHTEKCTE.

M3yuaemblit MaTepuai TpeOyeT NPaKTUYECKOTO MPUMEHEHUS, IIPEXKIE BCETO B BHJIE JIEKCHKO-TPAMMAaTHYECKUX

YIpaKHEHUH, KOTOPBIE CIIEYeT BBIIOJIHATH TOJIBKO MOCE TIIATEIbHOM MPOpadOTKH Bcero Marepuana. V3yueHue rpaMMaTHKH
Helb3s HayaTh «C cepenuHb». Kakplil HOBBIH pa3nen 6a3upyeTcst Ha H3y4eHHOM Ipexie Marepuane. OJJHaKo U3y4eHUE TOJIBKO
rpaMMaTuKy 0e3 MPaBUIBHOTO IPOM3HOLICHUS U 3HAHHS JISKCHKU OCTAETCS «BEIIBIO B ce0e». JINIIb KOMIUIEKCHBIN MOIX0 U
MIOCTENEHHBIA epeXo/ OT IMIPOCTOTO K CIOKHOMY MOXKET JaTh TpeOyeMBbIil pe3yabTarT.

IIpu BeIMOSHEHNY YIpa)KHEHUH CHavasa cileJyeT 03HAaKOMUThCA C TPaMMaTHYeCKUMU KOMMEHTapUsAMH, IPOCMOTPETH 3aIHCH,
cenaHHble Ha 3aHATHU. [Ipy IOAr0TOBKE K KOHTPOJIBHBIM pad0oTaM TpeOyeTcs TakKe MPOCMOTPETh BECh JIEKCUKO-TPaMMaTHYECKUH
MaTepHai, B TOM YHCJe JOMAIlHHE TUCbMEHHbIE YIIPaKHEHUSI.

CryaeHTaM peKOMEHIyeTCs HCI0JIb30BaTh 00yUarolne KOMIbIOTEPHBIE IPOTPAMMBI, KOTOPBIE JIAIOT BO3MOXHOCTH HE TOJIBKO
MPOCITYLIATh MPaBUIbHOE (poHETHUECKOEe OPOPMIICHHE PEUH, HO U BBIPA0OTATh HABBIKU UCIIOJIH30BAHUS MTPABUIIBHBIX JIEKCHKO-
TrpaMMaTHYECKUX CTPYKTYP MPH TOMOIIHU YIPaKHEHUH.

IIpu uzyyenun onpeaeaEHHBIX JEKCUYECKUX U TPAaMMaTHUYECKUX SIBICHUH HEMEIIKOTO S3bIKa PEKOMEH/IyeTCsl UCTI0NIb30BaTh CXEMBI,
TaOMUIBI U3 CIIPAaBOYHUKOB IO TPAMMATHKE, TIIATEIFHO TOTOBUTE UX IS oOecrieueHus MpodHoro ycoeHwus. [Ipu moctpoeHnn
HEMELIKOTO MIPEUIOKEHHUs CIIeIyeT pacroiararh cjioBa B CTPOro ONpeAeIEHHOM MOPAIKE, YUUTHIBAs, YTO MOPAAOK CJIOB B
MOBECTBOBATEIILHOM, BOIIPOCUTEIHHOM U OTPUIATEIIBEHOM HPEIJIOKEHU X OTIMYACTCS OT IOPS/IKA CIOB B PYCCKOM IPEJIOKECHUH.

MCTO)IPI‘{GCKI/IG PCKOMEHAAIUU 10 TTOATOTOBKE poneBoﬁ UTPBI

B cTpykType poneBoii Urpbl Kak Ipolecca BBIIEIAIOTCS CIISLYIONINE COCTABIAIOIINE:

* TEMa,

* POIH, B3ATHIC Ha Ce0s UTPAIOIIHMH;

* UTPOBBIE ACHCTBUSA KaK CPEJICTBA Pealn3alliy 3THX poiei;

* ITPOBOE YIOTPEOICHHE IPEAMETOB, T. €. 3aMEIICHIE PealbHbIX Bellleil HTPOBBIMH, YCIOBHBIMUY,

* peabHBIC OTHOIICHUS MEXIY UTPAFOIIAMH;

* CIOJKET (cofeprkaHue) — 00J1acTh JEHCTBUTEIBHOCTH, YCIOBHO BOCIIPOM3BOAUMAS B UTPE.

B nporecce posieBoil urpsl 0TpabaThIBAIOTCS U YCBAaUBAIOTCSL:

1) 3THUEeCKUEe HOPMBI U IIpaBUJIa IIOBEJICHUS U ONPe/IeICHHbIE COLUANbHBIE POJIM B TOM WIHM HHOM 3THOKYJIBTYPHOM COOOIECTBE;
2) 0coOeHHOCTH, XapaKTEePHbIE YEPThI, BOSMOMXKHOCTH T€X WJIM UHBIX COLUAIBHBIX IPYIIN WIH ONPEAEIEHHbIX KOJUIEKTUBOB —
AHAJIOTOB TPEATIPUITHH, GHPM, T.€. Pa3INIHbIC THITHI SKOHOMHUYECKIX U COIUAIBHBIX HHCTUTYTOB, YTO BIIOCIEIACTBUH MOXET OBITH
TIEPEHECEHO B CONMANBHYIO PAKTHUKY;

3) yMEHUS COBMECTHOH KOJUIEKTHBHOI TESATENBHOCTH;

4) KynbTypHBIE TPAAULUU U HOPMBI.

PoneBble Urphl, TeMa U CIOXKET KOTOPHIX OCHOBAH Ha COJEPKaHUH TEKCTOB, WILTIOCTPUPYIOT IOBEICHUE B CUTYAIIMU MEXKYIBTYPHOTO
obmIeHHs.

B kauecTBe MpUEMOB, XapaKTEPHBIX AJISI METOJA POJICBOI UTPhI BRICTYNAIOT CIIEAYIOLINE:

- IpHeM BOCCO3JaHHsI KOMMYHHKaTHBHOTO KOHTEKCTa, KOMMYHHKATUBHON CHUTYaIlNH;

- IpHeM BHPTYaIbHON SKCKYPCHH, KOTOPBIH MOXHO OPraHN30BaTh Kak C ITIOMOIIBIO TEXHUIECKHUX CPEICTB, TaK U C HCIIOT30BaHUEM
peanbHBIX (OTOMATEPHANIOB B yIeOHOH ayTUTOPUH,

- IpHeM IpaMaTH3alllH, HAIIPaBICHHBIH Ha CO3aHNE YCIOBUH, MPUOIIIKEHHBIX K YCIOBUSAM PEalbHOTO OOIICHNS, CBI3aHHEIH ¢
CO3JJaHHEM CUTYallUH OOLIEHUs], ONIPEICJICHUEM LIETIH, PAcIIpe/IeICHUEM POJICH;

- mpueM pedIeKCUBHON nAeHTU(UKAIINY, IPEANOIaraloui UISHTU(PUKAIMIO C 00BEKTOM OOIIEHUS U TIOBECTBOBAHUE OT IMEHHU
ITOTO 00BEKTA.

MCTO}IH‘{GCKI/IG y1<a3al-114;1 K HaIlTMCAaHUIO ACJIOBOI'O ITMChbMa
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.

Metoandeckre ykazaHus K YTEHHUIO U IIEPEBOY TEKCTOB MPOPECCHOHAILHON HAIIPABICHHOCTH

TekcThl TPOQEecCHOHANBLHON HAIMPABICHHOCTH Ha MHOCTPAHHOM SI3bIKE TIOMHMO CBOCH OCHOBHOHM — 3amaul —
MH(OOPMATHBHOCTH — IIOMOTAIOT MOTOJHUTG OONMH W TeMaTHYECKUI CIIOBApHBIA 3amac, TPEHUPYIOT B NPOU3HOIIECHUH
HEMEIIKHX CIIOB M BBIPQKEHMH, 3aKpeIUIIIOT MpaBWia I'PaMMATHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOHM PEUH.
IIpenrekcroBelii Tam:

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

- O3HAaKOMBTECh C HOBBIMH CJIOBAMU H CIIOBOCOYETAaHMSMH (€CIM TaKOBbIE JaHbl K TEKCTY C MEPEBOJIOM);
- TpOYMTalTe W BBHINIUIIATE CJOBA, 0003HAYAIOIIKE. .. (1aeTCsa PYCCKUI SKBHBAJICHT);

- BbIOEpHTE W3 TEKCTa CIIOBA, OTHOCSIIMECS K M3ydaeMou TeMe;

- HaliiuTe B TEKCTE HE3HAKOMBIE CIIOBA.

TexcroBbIil aTam:

- IPOYTHUTE TEKCT;

- BBIIENUTE CJOBa (CIIOBOCOYETAHHS WIIM MPEIUIOKEHHs), KOTOpPBIE HECYT BaXXKHYIO (KIIOUEBYIO HH(POPMAIIHIO);
- BBIIHIINTE WM TOJYEPKHUTE OCHOBHBIE UMEHA (TEPMHUHBI, ONpeAeIeHus, 0003HAYCHNU);

- chopMynupyiTe KIIOYEBYIO MbICIb KaXkI0ro ad3ana;

- OTMEThTE CJOBO (CIIOBOCOUETAHWE), KOTOPOE JIydIIe BCETO IepelaeT CoAepKaHhe TeKCTa (JYacTH TEKCTa).
IlocnerexcToBbli  ATaI:

- 03arJaBbTe TEKCT;

- TPOYTUTE BCIYX MPEJUIOKEHHs, KOTOpHIE MOSACHIIOT Ha3BaHUE TEKCTa,

- HaliiuTe B TEKCTE MPEIUIOKEHHS ISl ONHCAHHUS ...

- MOATBEpAUTE (ONPOBEPTHUTE) CIOBAMH U3 TEKCTa CIEAYIONIYIO MBICID ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IUIAH TEKCTA;

- BBHIIUIINTE KIIOYEBHIE CJIOBa, HEOOXOAMMBIE IS epeckasa TEeKCTa,

- TIePeCKakKUTe TEKCT, ONUPASACH Ha IJIaH;

- TIepEeCcKaXHTe TEKCT, OIMPAsCh HAa KIIOUEBBIE CIIOBA.

IIpu noaroroBke pedeprpoBaHHHS TEKCTa PEKOMEHAYETCS BOCIIONB30BATHCS CIEAYIONIeH TaMITKOM:

1. Tlocnme mnpoyteHus TeKcTa pa30eiiTe ero Ha CMBICIOBBIC YacTH.

2. B Kkaxnodl dYacTM Haiigure NpemIoKeHue (MX MOXXKET OBITh HECKOJIbKO), B KOTOPOM 3aKJIIOYEH OCHOBHOH CMBICI 3TOM 4acTH
TeKcTa. Beimmumure 3tn MPpEIJIOKCHUS.

3. TlomuepkHHTE B OSTHX NPELIOKEHUIX KIIOUEBBIE CIIOBA.

4. CocraBbTe IUIaH MepecKasa.

5. Onwupasce Ha IUIaH, NEPECKAKUTE TEKCT,

6. Omnmpasch Ha KIIOYEBBIE CJIOBA, PACCKAXKUTE TEKCT.

MCTO}II/I‘{GCKI/IG PCKOMEHAAIUU 10 COCTABJICHUIO JUCKYCCUHN

TTamsiTKa 1O COCTABICHUIO JUCKYCCHU

B mporiecce moAroToBKY K BHIOIHEHHUIO 3aJIaHHs (JIMCKYCCHsI) BHUMATEJILHO H3yYHTE €T0 COJCPIKATEIILHOE HAIIOJIHEHUE,
OMpeIeNINTE KOHKPETHYIO CUTYAIMI0 1 KOMMYHHUKaTHBHYIO 3a/1a4y OOLICHUSI.

Cutyanust oOIIEeHUS YeTKO U JAKOHUYHO KOHKPETH3UPYETCS B IIEPBBIX ABYX-TPEX MPEATIOKEHHUAX 33JaHHs, TOITOMY UX CIEIYyeT
YHUTaTh 0COOEHHO BHIMATENBHO.

» O6s13aTenbpHO 00CyIUTE BCE MpeylaraeMble BApUaHThl, BHE 3aBUCUMOCTH OT COOCTBEHHBIX IIPEANIOYTEHUH.

*bynpTe MHUIIMATHBHBIM MAPTHEPOM 110 OOIIEHHIO, & HE TIACCUBHO OXKMJaiTe BOIPOCOB CO CTOPOHBI cobecennnka. Heobxoanmo
HauaTh Oecey ¢ KpaTKOro BCTYIJICHUS! —00BsICHEHHsI cuTyaluu. Jlanee cieayeT akTHBHO BecTH Oecey: mpeaiaraTb BApUaHThI JUIs
00CyXIeHHs, 33/1aBaTh COOTBETCTBYIOIINE PEUYCBOI CUTYAIMU BOIIPOCHI, TPU HEOOXOAMMOCTH MEPECHpaIInBaTh, yTOUHITH MHCHUE
cobeceTHIKA, OCYLIECTBIATh IEPEXO0.l OT OJHOTO BapHaHTa K IPYroMy, B 3aBeplieHHe Oecep! mocie 00CyKIeHUs BCEX BapUaHTOB
camMoMy NpEIJIOKUTh peleHrne. Perenne T0mKHO JIOTHYHO BBITEKATh U3 BCEI'O CKa3aHHOTO 00OMMM MapTHEpaMH, He 3a0yAbTe MpH
3TOM ellle pa3 OMHTEPECOBaThCA MHEHUEM cOOeceTHHKA.

*BexxnmBoCTh B 1naiore MmpearoiaraeT, Mpexie BCero, NposBIeHUE 3aMHTEPECOBAHHOCTH 110 OTHOILICHHIO K CBOEMY HapTHEPY 110
o01ieHuto, 00s3aTeNIbHOE pearupoBaHue Ha €ro PEIUINKY (ITyCTh MOPOIO € TIOMOIIBbIO KOPOTKUX PeIIMK pearupoBanus). Heobxoanmo
BHUMATEJILHO CJIYIIATh NapTHEpa U 1aBaTh aJeKBaTHBIC PEaKIMK Ha TO, YTO OH TOBOPUT. B JaHHOM THIIE TMasiora Jaiie BCero
OTBETHBIMH PEAKLHUSIMH OYAYT COTNIacHe WM Hecoryacue (IIpUYeM BEeXKIINBOE), U, BOSMOXKHO, YAUBJICHUE, cOMHeHue. [Ipu aToMm,
0e3yCIIOBHO, CIIEIYET CTapaThCs UCTIONB30BATh PA3HOOOPA3HbIC SI3BIKOBBIE CPEICTBA JJIS BRIPAXKCHUS JAHHBIX SI3BIKOBBIX (DYHKIIMH.
*AKTHBHO TpeJularaiire BapuaHThl A1 00CyKIEHHS (€CTECTBEHHO, I0CTIE JOCTATOYHO MOJAPOOHOT0 00CYKICHUS KaXKIO0TO
TIPEABIAYINETO).

[Ipu mpeI0’)KeHUH CBOETO BapHaHTa CJIEAYET AaBaTh YETKHE Pa3BEPHYTHIE apryMEHTHI B €ro Moib3y. B ciydae Hecornacus
cobeceHIKa HEOOXOMMO pearupoBaTh Ha €ro PeIUIMKA CBOMMH KOHTPapryMEeHTaMH, COTJIacysl UX € €ro JOBOJaMHU. Y MEHHE
yCTBIMIATh MApTHEPA U aIeKBATHO M apI'yMEHTUPOBAHHO PEArMpOBaTh B CIIOHTAHHBIX OTBETHBIX PEIUIMKaX OCOOEHHO LIEHHO B
JaHHOM THIe auanora. OJHAaKoO coBceM HeoOsM3aTeNbHO BCETAa He COTIAIAThCs ¢ ITApTHEPOM, Beb B peaabHON KOMMYHHUKAIIMU MBI
JOCTAaTOYHO YacTO MEePecMaTpUBaeM CBOIO TOUKY 3pPEHHS, B3BELIMBAs JOBOIBI «3a» U «IpoTHBY». [Ipn coracuu ¢ MHEHHEM




cobeceTHrKa BaXKHO IPHUBECTH JOMOIHATEIBHBIE JOBOBI B MOJIb3Y 00CYKIaeMOTO BApHAHTA WM Pa3BEPHYTh apryMEHT
coOeceTHUKa.

* AKTHBHOCTb 1 BE&XKJIMBOCTh COOCCEJHUKA MIPEATOIaraeT 3aHHTEPECOBAHHOCTh BO MHCHUH MIAPTHEPa MO OOLICHHIO, TOATOMY B
Oecelie ClieIyeT HHTEPECOBATHCS MHEHHEM COOECETHHIKA 110 MOBOTY MPEJIaraéMbIX BApUAHTOB, 3alPAIlIMBATh €r0 COTTACHE HITH
HECOorJIacue o CBOeH Toukoi 3peHus. [Ipu HEOOXOAMMOCTH MOXKHO 33/1aTh YTOYHSIOIIUE BOMPOCHL, IIEPECIPOCHTH COOCCETHHKA.
Heo6x0anMo yuuThIBaTh MHEHHE COOECEAHNKA U PUBOIUMBIE MM apTYMEHTHI IIPH MPUHITHH OKOHYATEILHOTO PEIICHHUS, KOTOPOE
JIOJDKHO CTaTh JIOTHUECKUM 3aBepIIeHHEM quanora. Eciu penienne mpoTHBOPEUHUT COAEPIKAHKIO IIPOBEICHHON Gece/Ibl,
KOMMYHHMKaTHBHAsI 331a4a MOKET OKa3aThCsl HEBBITIOTHEHHOM. DTO 03HAYAET, YTO YIACTHHUK Oecebl (POPMATBHO MPOTOBAPUBAI CBOH
JIOBOJIBI, HE CJICIII 33 PEIUTHKAMHU COOEeCeTHIKA M JIOTHKON PasBUTHS THAJIOTA.

*MHUIMAaTUBHOCTH B Oece/ie MpenoiaracT yMeHUe BOBJICYb MapTHEPA B AUATIOT. B TAaHHOM THIIE TUAJIOra 3TO MPOSBISIETCS HE
TOJIBKO B YMEHHUH 3allPOCUTh MHEHHE COOCCETHNKA, HO ¥ B MIPUIIIAICHUN NPeIaraTh CBOM BApPUAHTHI [T OOCYXKICHUSL.

* HeoOX0IMMO ITOMHHUTE, YTO AUAJIOT — 3TO HE 0OMEH MOHOJIOTaMH.

MeTtoanyeckue YKa3aHus 110 pa60Te CO CJIOBapemMm

DopMBI CaMOCTOATENBHOI paboThI CO CIOBapeM:

- IIOWCK 3aJaHHBIX CJIOB B CJIOBApe;

- ompezieieHre GopM eMHCTBEHHOTO H MHOYKECTBEHHOTO YHCIIA CYIIeCTBUTEIBHBIX;
- BBIOODP HY)KHBIX 3HAYEHUI MHOTO3HAYHBIX CJIOB;

- IOMCK HYXKHOTO 3HAYEHUS CJIOB U3 YMCIIA IPAMMATUYECKUX OMOHHMOB,

- MIOMCK 3HAYEHHSI TJIaroJia 1o OJHOW U3 IJ1arojbHBIX (GopM.

1. Ilpu noucke ciioBa B CJIOBape HEOOXOAUMO CIEAUTH 33 TOUHBIM COBIIaZICHHEM TIpaduueckoro opopMiIeHUs HCKOMOIO U
Hal{JICHHOTO CJIOBA, B IPOTHBHOM CJIy4ac IepeBo OyAeT HeNPaBUIBHBIM.

2. MHoOr¥He clIoBa SIBISIOTCS MHOTO3HAYHBIMH, T.€. HIMEIOT HECKOJIBKO 3HAUEeHHI, I0TOMY TP [OMCKE 3HAYCHHS CIIOBA B CJIOBape
HE00XO0JMMO YHTATh BCIO CIIOBAPHYIO CTATHIO M BHIOMpATH IS IEPEBO/A TO 3HAYCHHE, KOTOPOE MOJIXOIHUT B KOHTEKCT HPEATOKCHHUS
(Tekcra).

3. Ipu moucKe B cI0Bape 3HAYCHHMS CJIOBA B PsJIE CIIydaeB cleyeT IPUHAMATh BO BHUMaHHe TPaMMaTHYECKyIO (yHKIHIO CII0Ba B
HPEUIOKCHUH, TaK KaK HEKOTOPBIE CIIOBA BHIOJIHSAIOT PAa3JIMYHbIC IPAMMAaTHYECKUe (DYHKIUN U B 3aBHCUMOCTH OT 9TOTO
HEepEeBOATCS O-Pa3HOMY.

4. TIpu moucke 3Ha4YCHHs IJ1aroya B CIOBape ClIeNyeT HMETh B BUAY, YTO IJ1arojbl yKa3aHsl B CJIOBape B HEOpeIeIeHHON hopme
(Infinitiv - schlafen, aufmachen)s To Bpems kak B npeIoKeHHH (TEKCTe) OHN QYHKIMOHHUPYIOT B Pa3HBIX BPEMEHAX, B Pa3HBIX
IpaMMaTHYECKHX KOHCTPYKIMsX. [IOMCK Ii1arosa 3aBUCHT OT €r0 NPHHA/UISKHOCTH K KJIACCy NPAaBHIIBHBIX HIIM HEIPAaBHIIBHBIX
IJ1aroJioB.

Meroanueckre peKOMEHAALIH 0 MOArOTOBKE K 9K3aMeHy

B nepro1 moAr0OTOBKH K 3K3aMEHY CTYACHTBI BHOBb O0OpAIAIOTCS K MPOiIcHHOMY yueOHOMY Matepuay. [Ipu 3TOM OHU HE TOJIBKO
CKpPEIUISIOT NOJTyYEHHBIE 3HaHUS, HO U MOJIy4aroT HOBbIe. [[0Ar0TOBKA CTY/IGHTA K 9K3aMEHY BKJIOYAET B ce0s TpH JTarna:
-ay/IUTOpPHAsl M BHEAYJUTOPHAsI CAMOCTOSITENIbHASL pad0OTa B TEUCHHE CEMECTPa,

-HEeTOCPEACTBEHHAsI TOATOTOBKA B JHU, IPEIIIECTBYIOIINE FK3aMEHY 110 TEMaM Kypca;

-IIOATOTOBKA K OTBETY Ha BONPOCHI, CO/ICpIKalluecs B Ouierax.

Jluteparypa 11 OATOTOBKH K 9K3aMEHY PEKOMEH IyeTCsI peroaaBaTesieM 00 yka3aHa B y4eOHO-METOJHUECKOM KOMILIEKCE.

B xo71€ MOArOTOBKH K 5K3aMEHY CTYJICHTaM HeOOX0AMMO 00paliaTh BHUIMaHHE HE TOJHKO HA YPOBEHb 3aTIOMHHAHHUSI, HO M Ha CTEIICHb
TTIOHUMAaHHUS U3JIaraeMbIX MTPOOIIeM.

DK3aMeH MPOBOAUTCS MO OMJIeTaM, OXBATHIBAIOIIMM BECh IPOUICHHBINH MaTepuall. [I0 OKOHYaHUHU OTBETa IK3aMEHATOP MOXKET
3a[aTh CTY/ACHTY JIOTIOJIHUTEJIbHBIC U YTOUYHSIOUINE BOMPOCHl. Ha MoAroToBKY K OTBETY IO BOMpocaM Ouiiera cTyneHTy naercs 30
MHUHYT C MOMEHTA MOJIY4YECHHUS UM.
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