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Buzuposanue PIIJI nis ucnonHenusi B ouepeHoM yueGHOM rogy

Pabouas nmporpaMma nepecMoTpeHa, 00CyKaeHa U 0100peHa JUIs
ucronHenus B 2020-2021 yue6HOM TOAY Ha 3aceIaHny Kabeapsl
Kadeapa HHOCTPAHHBIX SA3bIKOB U METOHKH NMPENoAaBAHNUS
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Buzuposanue PILJI nns ucnonHenusi B ouepeHoM yueOGHOM roay

Pabouas mporpamma nepecMoTpeHa, 00CyKIeHa 1 0100peHa s
ucnonaHeHus B 2021-2022 yue6GHOM TOAy Ha 3aceIaHuH Kabeapsl
Kadepa MHOCTPAHHBIX A3BIKOB M METOAUKH NPeENoIaBaHust
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3aB. kadenpoii SukydacBaAiicyny CepreeBHa

BusupoBanue PII/] niist ucno/iHeHHsI B 04epeiHOM y4eOHOM roay

Pabouast mporpamma repecMoTpeHa, 00CyKIeHa U 0100peHa s
ucnoyiHenus B 2022-2023 yueOHOM roay Ha 3acegaHuu Kadeapsl
Kadeapa MHOCTPAHHBIX SI3LIKOB U METOAUKH MPenoaaBaHust

IIpotokomor 20221, Ne
3aB. xaenpoii SnkydaeBaAiicyny CepreeBHa

Buznposanue PIIJI nis1 ncnotHeHus1 B o4epeTHOM y4eOHOM roxy

Pabouas nporpamma nepecMoTpeHa, 00CyKaeHa 1 0100peHa Jis
ucronHenus B 2023-2024 yue6GHOM TOAY Ha 3aceIaHny Kaheapsl
Kadepa MHOCTPAHHBIX A3BIKOB M METOMKH NPENoIaBaHUs

IIpoTokomor 2023r. Ne
3aB. xadenpoii SnkydaeBaAiicyny CepreeBHa



1. IEJIM U 3AJIAYA OCBOEHUS JUCLUIJINHBI

1.1\ {enu: ®opmMupoBaHHE WHOSA3BIYHONH KOMMYHUKATHBHON KOMIETEHIIMHU JJIS IEJIOBOTO OOIICHHS B YCTHOW M MUChbMEHHOU
dopmax.

1.2|3a0auu: - ocBOGHHE TPaMMATHUYECKOTO U JIEKCHYECKOTO (00IIero U TePMUHOIOTHYECKOT0) MUHIMYyMa B 00beMe,
HEoOXOJMMOM JUTSl IeJIOBOTO OOIIEHHSI Ha HHOCTPAHHOM SI3BIKE;

- (OopMHUpOBaHNE KOMMYHHUKATHBHBIX YMEHHH YCTHOTO M IIHCHBMEHHOTO JIETIOBOTO OOIIEHHsI HA HHOCTPAHHOM SI3BIKE;
- (hopMUpPOBaHIE YMECHHI BBIIOIHATH IEPEBOA MIPO(ECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) HA
rOCyJapCTBEHHBII S3BIK 1 00paTHO.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Huka (pazgen) OOIT: b1.0.01

2.1| TpeGoBaHusI K MpeIBAPUTETbHOI MOAT0TOBKE 00yYaI0MIerocs:

2.1.1 HpeZ[HICCTBy}OIHI/IMI/I JUCHUIIIIMHAMU ABJIAIOTCA AUCHUILIMHBI SI3BIKOBOM NOATOTOBKH Ha NPEABLAYIIEM YPOBHE SI3BIKOBOM
IIOATOTOBKH.

2.2|IucuMIUIMHBI ¥ NPAKTHKH, VIS KOTOPBIX 0CBOECHHE JAHHOH THCHHMILIMHBI (MOIY.JIs1) HEOOX0IUMO KAK
npeauIecTBYIOLIEE:

2.2.1|Cneukypc Ha HHOCTPAHHOM SI3bIKE

2.2.2|BbInoiHeHUE U 3aIIUTa BBIMYCKHOW KBaTH(pUKAIHOHHOHM paboThI

3. KOMIIETEHI{UY OBYYAIOIIETOCSI, ®°OPMUPYEMBIE B PE3YJILTATE OCBOEHMS 1 CLOUITIAHBI
(MOJIY.JIST)

YK-3: CnocobeH ocylecTBISITH COHATbHOE B3aNMO/IeliCTBHE U PeaIn30BbIBATH CBOIO POJIb B KOMaHAe

N-4.YK-3: DpdexTHBHO B3aUMOAECTBYET ¢ APYTMMH YJIeHAMH KOMaH/bl, B T.4. Y4acCTByeT B 00MeHe HMH(popManueii,
3HAHMSIMH M ONBITOM, H NPe3eHTAIINU Pe3yJbTaTOB PadoThl KOMaH/IbI

- 3HAeT IpaBmiIa NPOPeCcCHOHATEHOTO PEYEeBOro 3THKETA
- yMeeT apryMEHTHPOBAHO U3JIaraTh COOCTBEHHYIO TOUKY 3PEHUS] HA HHOCTPAHHOM SI3BIKE
- BJIaJICET HaBBIKAMM BEICHHsA JUCKYCCHH U NOJEMHUKH HA HHOCTPAHHOM SA3BIKE

YK-4: Crioco0eH ocyecTB/ISITh 1€J10BYI0 KOMMYHHUKANMIO B YCTHO# M MICbMEHHOH (popMax HA rocyIapcTBEHHOM SI3bIKe
Poccuiickoii Penepanun 4 MHOCTPAHHOM(BIX) A3bIKe(aX)

HNJI-1.YK-4: BoionpaeT Ha rocyIapcTBEeHHOM W HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHHKATHBHO MpHeMJIeMble CTHJIb IeJIOBOT0
o01eHns, BepdajbHble M HeBepOaJIbHbIE CPeICTBA B3aUMO/IelCTBHS ¢ NapTHe paMHu.

- 3HAET OCHOBHBIE TPAMMaTHIECKHE CTPYKTYPBI; 00IMIEYIOTpeONTENbHYI0, O0IEKYIbTYPHYIO H MPO(ECCHOHATHHYIO JIEKCUKY;
pedeBble KiIIe, HeoOXOANMBIE [UIS OCYIIECTBICHUS IeT0BOM KOMMYHHUKAIUMY HA HHOCTPAHHOM SI3BIKE

- YMEeT IIOCTPOUTH BBICKAa3bIBAHUS B CMOIEIHMPOBAHHBIX (IPEIIaraéMbIX) CUTyalUsIX OOIICHUS HA HHOCTPAHHOM SI3BIKE,
OpaBUIBHO MCHOJB3Ys BepOalbHble U HEBEepOaJbHbIE CPEACTBA OOIIECHUS

- BJIaJiceT HHOCTPAHHBIM A3BIKOM KaK CTHJIEM JEJI0BOTO OOLICHUS

NJI-2.YK-4: Beaer 1e/10ByI0 epenucKy, y4uTbIBasi 0COOCHHOCTH CTHIINCTUKH O(PUIHAIBLHBIX H HEOPUIHATbHBIX MHCEM,
COLMOKYJILTYPHBbIE Pa3jiuyus B (popMaTe KOPPECHOHAEHIIMH HA TOCYAAPCTBEHHOM H HHOCTPAHHOM (-bIX) S3bIKAX.

- 3HaeT 0COOCHHOCTH CTHIIMCTUKH HAIMCAaHUSA OGHINAIBHBIX U HEODUIIMATBHBIX ITHCEM
- YMEEeT BECTH AEJOBYIO IEPEIICKY C  y4eTOM COILMOKYJIBTYPHBIX 0COOCHHOCTEH C IIPeICTaBUTEISIME IPYTHX CTPAaH
- BJIQJICET TEXHUKOH JICJIOBOTO MUChMa HA MHOCTPAHHOM S3bIKE

HN-4.YK-4: leMoHCTpHPYeT YMeHHe BBINOJHATH NMepeBo/ NPo(ecCHOHATBLHBIX TEKCTOB ¢ HHOCTPAHHOTIO (-bIX) HA
roCy/lapcTBEHHBIH fI3bIK H 00pPaTHO.

- 3HACT OCHOBHBIE NEPEBOIYECKHE TPpaHCHOpMALIUT
- YMeEeT BBITOJTHATH EPEBOT NPOPEeCCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) Ha FOCYIapCTBEHHEIHN S3BIK U 0OPAaTHO
- BJIQJICET OCHOBAMH TEXHHUKH IIepeBojia

4. CTPYKTYPA U COAEP)KXAHUE JUCHUTIJINHBI (MOAYJIST)

Kon HaumeHnoBanmue pasnesios u teMm /Buj | Cemectp / | Yacos | Komneren- | Jlutepatypa | Hute | Ilpumeuanue
3AHATUSA 3aHATUS/ Kvpe 1107001 DAKT.




Pa3gen 1. Conep:xanue 3ansiTuii

11 Introductions. Work and leisure. /J1a6/ 1 4 NJ-1.YK-4 |J11.1J12.1 J12.2 2 Jobs and studies.
Nationalities. to
1.2 Introductions. Work and leisure. /Cp/ 1 64 UI-1.VK-4 |J11.1J12.1J12.2] O Jobs and studies.
Nationalities. to
1.3 Business trips (airports, hotels). Food and 1 4 WUa-4.YK-3 |JI1.1J12.1 J12.2| 2 Travel details:
entertaining. /JTa6/ letters, numbers,
1.4 Business trips (airports, hotels). Food and 1 64 WUa-4.YK-3 |JI1.1J12.1J12.2| 0O Travel details:
entertaining. /Cp/ letters, numbers,
1.5 Sales. People. /J1a6/ 2 6 WUO-2.YK-4 |J11.1J12.1 J12.2| 2 Choosing a
product or a
1.6 Sales. People. /Cp/ 2 78 N-2.YK-4 |JI1.1J12.1 J12.2 0 Choosing a
product or a
1.7 Markets. Companies. /J1a6/ 2 6 Na-4.YK-4 |JI1.1J12.1 J12.2| 2 Types of
markets.
1.8 Markets. Companies. /Cp/ 2 77 NUa-4.YK-4 [JI1.1J12.1 J12.2( O Types of
markets.
Pazgea 2. IIpomexyTouHast aTTecTAUsA
(3K3aMeH)
2.1 [MoxroroBka k sK3aMeHy /Ok3aMeH/ 2 7,75 | UJ-4.YK-3 [JI1.1J12.1 J12.2 0
HUa-1.VK-4
HUa-2.VK-4
U1a-4.YK-4
2.2 KonrakTtHas padorta /KoHcOK/ 2 1 Ua-4.YK-3 |JI1.1J12.1 J12.2| O
UJ-1.YK-4
NJ-2.YK-4
NI-4.YK-4
2.3 Kontposs CP /KCPATT/ 2 0,25 | UO-4.YK-3 [JI1.1J12.1 J12.2 0
Ua-1.VK-4
N-2.YK-4
N-4.YK-4
Pa3gen 3. [IpomexyTouHast aTTecTal U
(3auér)
3.1 [MoxroroBka k 3au€ty /3auét/ 2 3,85 | UJ-4.YK-3 [JI1.1J12.1 J12.2 0
HUIa-1.YK-4
3.2 KonrakThast padora /KCP ATt/ 2 0,15 | UJ-4.YK-3 [JI1.1J12.1 JI2.2 0
HUIa-1.VK-4
Pasnea 4. [Ipome:kyTouHas aTTecTAl U
(3auér)
4.1 IMoaroroBka k 3auéty /3auét/ 1 7,7 Na-4.VK-3 |JI1.1J12.1 J12.2 0
NI-1.YK-4
4.2 KonrakTtHas pabora /KCPATT/ 1 0,3 Na-4.VK-3 |JI1.1J12.1 J12.2 0
NJI-1.YK-4

5. ®OHJI OHEHOYHBIX CPEJCTB

5.1. KoHTpoJbHBIE BONPOCHI U 32JaHUS

B koHue 1, 2 ceMecTpoB CTyIeHTHI CAAIOT 3a4€T 10 JUCLUUILIMHE. 3a4eT BKJIIOYAeT B ce0sl ClelyIolue 3a1aHus
1. Progressive test
2. Make up a dialogue based on the given situation.

B KOHIIC 2 ceMecTpa CTyACHTHI CAAK0T DK3aMCH, KOTOpLIﬁ BKJIIOYACT CJICAYIOIIHNEC 3aJaHNs
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 NUCHMEHHBIX PadoT

The Inquiry Letter

The Sales Letter

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




DoHJ OLCHOYHBIX CPEACTB

DopmupyeTcsa OTAEIbHBIM JOKYMEHTOM B COOTBETCTBTUH C JOKYMEHTOM 0 nosoxkeHnn @OC 'AI'Y.

6. YYEBHO-METOJAUYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIHUIIJIMHBI (MOAY JIST)

6.1. Pexomengyemas iutTepatypa

6.1.1. OcHoBHas TUTEpaTypa

ABTOpBI, COCTABUTEIH 3arnaBue W3naTenseTBo, TOA On. anpec
JI1.1 |llesenesa C.A. JlenoBoit anrnmiickuii: yae6uoe nocobue mis |Mocksa: FOHUTHU-  |http://www.iprbookshop.ru
BY30B JAHA, 2017 [71767.html
6.1.2. JlonoiHUTeIbHASA JIUTEPaTypa
ABTOPBI, COCTABUTEIU 3arnaBue W3naTenseTBO, rOj On. agpec
JI2.1 |Maiiep H.T'. AHrMiAcKuil A3bIK: yueOHOe iocodue ais T'opno- Antaiick: PHO |http://elib.gasu.ru/index.ph
CTyIIeHTOB | Kypca Hes3bIKOBBIX (axynsTeToB|[ATY, 2015 p?
(6a30BBIH KypC) option=com_abook&view

=book&id=44:anglijskij-
yazyk&catid=35:inostrann
ye-yazyki&Itemid=180

JI2.2 |Bockpecenckast E.I'., |JlenoBoii aHTIIHMHACKHIA: estoBast mepenucka = [Omck: OMcKuit http://www.iprbookshop.ru
®pese O.B. Business English: Business Correspondence: |rocymapcTBeHHbIH /24882.html
yueOHOe mocobue yauBepcurtet, 2012

6.3.1 [lepeyeHbp MporpaMMHOro odecrneveHust

6.3.1.1|MS Office
6.3.1.2|Kaspersky Endpoint Security anst 6usneca CTAHJITAPTHBIN
6.3.1.3|MS WINDOWS

6.3.2 Ilepeuenb HHGPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|baza maHHBIX «NeKTpoHHAs OHONMMOTeKa ' OpHO- ANITaliCKOT0 rOCYIapCTBEHHOTO YHHBEPCHTETA

6.3.2.2|3OnexTponno-6ubnuoreynas cucrema [IPRbooks

7. OBPASOBATEJIBHBIE TEXHOJIOTI' MU

posneBas urpa

8. MATEPHAJ/IbHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIITUHBI (MO YJIS)

Homep aynuropuu |Ha3nauyenue OcHOBHOe OCHALLIEHUE

403 A2 YyeOHast ayauTOpus AT IPOBEICHUS Pabouee mecto npenoaasaress. [Tocamounsie MecTa st
3aHSATHI JISKIIMOHHOTO THIIA, 3aHSTHIl oOy4atomuxcs (10 KOJHUYECTBY 00yJaroLIUXCst),
CEMHHAPCKOT'0 THIIa, KypCOBOTO ydeHU4ecKas J10cKa, kadenpa, MyJIbTUMEJUUHBINA IPOEKTOP,

MIPOEKTHUPOBAHKUS (BBIIIOTHEHUS KYPCOBBIX |HETOYK
paboT), TPYNIIOBBIX U WHAWBUIYAJIBHBIX
KOHCY/IbTallUi, TEKYIEro KOHTPOJIS 1
MIPOMEXYTOYHOU aTTECTAllUU

402 A2 Y4eOHast ayquTOpHs IS IPOBEICHUS Pabouee mecto mpemomaBarens. [locagodnbie Mecta ist
3aHATUH JIEKIIMOHHOTO TUIIA, 3aHSITHI oOygaromuxcs (0 KOIMIECTBY 00yJIarONTUXCs),
CEMHMHApPCKOr0o THIIA, KypCOBOTO yUeHHYeCKas JIocka, Kadeapa, MyTbTUMCEIUAHBINA

MPOEKTUPOBAHUS (BBIIIOIHEHHS KYPCOBBIX |[IPOEKTOP, HETOYK
paboT), TPYIIIOBBIX ¥ WHIAWBHUYATBEHBIX
KOHCYJIBTAIIHH, TEKYIIEro KOHTPOJIS 1
TIPOMEKYTOYHOM aTTeCTAllKU

9. METOAUYECKHUE YKA3ZAHUWSA J1JI OBYYAIOIIUXCS IO OCBOEHHWIO TUCIIUITIJIMHBI (MOAY JIST)

CamocTosTenbHas paboTa CTyJeHTOB SBJIAETCS COCTABHOW YaCThIO MPOIlecca OCBOCHUS MPOTrpaMMBbl 1o quciuIuinie «Crenkype Ha
WHOCTPAHHOM SI3bIKE» U BKJIIOYAET HEOOXOIMMbIe ACIIEKThl OCBOCHHUS AMCUMIIIMHBL. OCHOBHAS 11€JIb METOANYECKHUX YKa3aHUN
3aKJII0YAETCS B TOM, YTOOBI 00ECIICUNTh CTYICHTOB HCOOXOIMMBIMH CBEICHUSMH, aJTOPUTMAMHU JUISl YCIICIITHOTO BBITOJIHCHHUS
CaMOCTOSITENILHOM paboThI, B YOPMUPOBAHUH YCTOWYHMBBIX HABBIKOB, MO3BOJISIONINX CAMOCTOSITEJILHO PEIIaTh YUCOHBIC 3a1a4H,
BBINIOJIHATH Pa3HOOOPa3HbIE 3a/1aHKS, IPEOI0JIEBATh TPYAHOCTH B OT/AEIBHBIX BUJAX CAMOCTOSITEIbHON paboThl, pa3BUBATh YUEOHYIO U
KOMMYHUKaTHBHYIO KOMIIETEHIIMIO CTYAeHTOB. [IpernonaBaTtens onpeaenseT o0Lyo CXeMy OpraHU3alul CaMOCTOSATENIbHOH yueOH ol
JIEATEILHOCTH CTYJIEHTa, B KOTOPOH CTyAEHT peanu3yeT CBOW TBOPUYECKUI MOTEHLUA.

Hacrosmue MeToquueckue yka3aHus IO3BOJIAT CTyA€HTaM CaAMOCTOSTEJIBHO OBJIAJIETh 3HAHUSIMHU, YMEHUAMH U HABBIKAMU 110




IpOGIITIO MOATOTOBKH, OITBITOM TBOPYECKOH M UCCIIEOBATENbCKOH AEATEIEHOCTH, U HAIIPaBIeHbl Ha ()OPMHUPOBAHUE CIIETYIOIINX
KOMIIETEHIUH

VYK-4 CnocoOeH ocymecTBIsTh AEI0BYH0 KOMMYHHKAILIMIO B YCTHOW U MMCBMEHHOM opMax Ha rocyJapCTBEHHOM si3bike Poccuiickoit
®denepanyy 1 HFHOCTPAHHOM(BIX) s3bIKE(aX)

NA-1.YK-4 Bbribupaer Ha rocyAapcTBEHHOM U HHOCTPAHHOM (bIX) A3bIKaX KOMMYHUKATHBHO ITPHEMIIEMbIE CTUIIb JEJI0BOTO
o01eHus, BepOabHbIe U HeBepOaIbHbIE CPEACTBA B3aUMOICHCTBUS ¢ ApTHEPAMHU;

NA-2.YK-4 Benet nenoByro NepenucKy, yIUThIBasi 0COOEHHOCTH CTHIIMCTUKN OQHUIMATIbHBIX U HEO(DUIMAIbHBIX ITHCEM,
COLIMOKYJIBTypHBIE Pa3nuuus B hopMaTe KOPPECIOHICHIIMN HA TOCYJAPCTBEHHOM U HHOCTPAHHOM (-bIX) SI3BIKAX;

NJ1-4.YK-4 JleMOHCTpUpYET yMEHHE BHIIOIHATH NEPEBOA MPOPECCHOHANBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HAa TOCYIapCTBCHHBIH
SI3BIK U OOPATHO;

VYK-3 CnocobeH ocymecTBIATh COLMAIbHOE B3aUMO/ICHICTBIE U PEATN30BBIBATH CBOIO POJIb B KOMaH/E

NJI-4. YK-3 DddexkTnBHO B3aUMOJICHCTBYET C IPYTHMH WICHAMH KOMaH/IbL, B T.4. y4acTBYeT B OOMeHE WHpOpMAIHeH, 3SHAHUAME H
OIBITOM, M IPE3EHTALH PE3YJIbTATOB pabOThl KOMaHbI.

2 Ilna" caMOCTOSTENLHON pabOTEI

CamocTosTenbHas paboTa CTyJEHTOB IIPEANOIaraeT CIeyIOIUe BUABL:

- IOJTOTOBKA K MIPAaKTUYECKUM 3aHATUAM;

- YTEHUE U NEPEBOJ] TEKCTOB;

- COCTaBJIEHHE IJI0CCapHs 10 TEME;

- IOJrOTOBKA IIPOEKTOB;

- BHIIIOJIHEHUE TMCHMEHHBIX M YCTHBIX 3alaHUH (JIEKCUKO-TPAMMATHYECKUX YNPaKHEHHUH, HAIUCAHUE JIETIOBBIX THCEM Ha
MHOCTPAHHOM SI3BIKE U JP.;

- BBINIOJIHEHHE KOHTPOJIbHBIX PaboT (TECTOB);

- IOJrOTOBKA K 3a4eTy.

Kpowme Toro, caMmocTosiTenbHas paboTa CTyEHTa 110 U3YYEHHUIO JUCLUILIMHBI OXBAaTHIBAET: 3ayYUBaHHE CJIOB HHOCTPAHHOIO SA3BIKA,
rpaMMaTHYECKHX IIPaBHJI, YTEHHUE TEKCTOB HA MHOCTPAHHOM SI3BIKE BCIyX B COOTBETCTBHMU C IIPABUJIAMU YTECHHs, IOHUMAaHHE TEKCTOB,
IIOCTPOCHHE BOIPOCOB U OTBETOB K TEKCTaM; IEPEBOJ] Ha PYCCKHH SI3bIK (YCTHBIM U MUCEMEHHBIH).

3 Metonuyeckre yKa3aHus [0 BBITOJHEHHIO CAMOCTOSTENILHOI PaboThI
Meroaudeckue yKa3aHus K BBITOJHEHHIO JIEKCUKO-TPaMMATHUECKUX YIPaXKHEHUH

IIpu paboTe ¢ NeKCHKO-TpaMMaTHYECKUM MAaTepUaIoM HE0OX0IMMO CTPEMUTHCS HE TOJIBKO K Y3HABAHUIO CJOBA MM
rpaMMaTHYECKOro 000poTa, HO U K HMOHMMAHHIO IIEJIN €T0  YHOTPEOJICHUsI B JaHHOM KOHTEKCTE.

3yuaeMblit MaTeprai TpeOyeT MPaKTHYECKOro NPHMEHEHHS, IPEKIE BCETO B BUIE JIEKCUKO-IPAaMMAaTHYECKHUX YIPa>KHEHHUH, KOTOPBIS
CJIeTyeT BBIIONHATH TOJIBKO IIOCTE TIIATENbHOM MPOpabOTKH Bcero MaTepuana. l3ydeHue rpaMMAaTHKH HEJIb3sl HAUaTh «C
cepeauHbl». Kaxablii HOBBIH pasjien 6a3upyeTcs Ha U3y4eHHOM Ipexe Matepuane. OHaKO U3y4eHHE TOJIbKO I'paMMaTHKH 6e3
MPaBUJILHOT'O IPOU3HOLICHHUS U 3HAHUS JISKCUKH OCTACTCs «BELIbI0 B ceOex. JINIIb KOMIUIEKCHBIN MOX0/1 U IIOCTENIEHHbIH Iepexo OT
IPOCTOTO K CIOKHOMY MOXET JIaThb TPEOYEeMbIH pe3yibTart.

ITpu BBINONHEHUHN YIIPAXXHEHUH CHayYana cieayeT 03HAKOMUTBCS ¢ TPaMMaTHYeCKUMH KOMMEHTapHUsIMH, IPOCMOTPETh 3aMUCH,
CHIeNIaHHBIE Ha 3aHATUH. [IpH NOATOTOBKE K KOHTPOIBHBIM paboTaM TpeOyeTcs TakkKe IPOCMOTPETh BECh JIEKCHKO -TPaMMaTHYECKHI
Martepuai, B TOM YHCJIe JOMAIIHAE TUCbMEHHBIE YIIPAXKHEHUSI.

CTyzneHTaM peKOMEHIyeTCs UCTIOIb30BaTh 00yUalolie KOMIbIOTEPHbIE IPOrPaMMBbl, KOTOPbIE AAI0T BO3MOXKHOCTb HE TOJIBKO
MpOCIyIIaTh paBUjIbHOE poHETHUECKOE 0hOpMIIEHHE peUHr, HO U BRIPa0OTaTh HABBIKU MCIIOJIb30BAHUS MTPABUIIbHBIX JIEKCUKO -
rpaMMaTHYECKUX CTPYKTYp IPU HOMOIIY YIIPaKHEHUH.

ITpu u3y4eHnn onpenenéHHbIX JIEKCHYECKUX U TPAMMATHYECKUX SBJICHHH HEMELIKOTO A3bIKa Pe KOMEH/IyeTCs HCIIOIb30BaTh CXEMBI,
TabIMIBI U3 CIIPABOYHUKOB 10 IPaMMAaTHKE, TIIATEIbHO TOTOBUTH UX Ul 00ecIIedeHus IPOYHOTO yeBoeHHUs. 1Ipu noctpoeHnun
HEMEIIKOI'0 IPeUI0KEHH ClIeyeT pacloaraTb CJI0Ba B CTPOrO ONpPEeIEHHOM MOPSIIKE, YUUThIBAsL, YTO MOPSIOK CJIOB B
[IOBECTBOBATEIbHOM, BOIPOCUTENILHOM U OTPUIATEIILHOM HPEUIOKEHUSIX OTIMYAaeTCs OT MOPAJIKA CJIOB B PYCCKOM IPENI0KEHHU.

MeTtonuueckue PEKOMEHAANHU 10 ITOATOTOBKE poneBoﬁ HUI'PBI

B cTpyKType posieBOil HIPbI KaK MPOIecca BBIICIAIOTCS CICIYIOIIHE COCTABISIOIINE

* TEMA;

* poIu, B3ATHIC HA ceOsl UTPAIOIINMU;

* UTPOBBIC JICHCTBHS KaK CPEICTBA PeaM3aliy dTUX POJICH;

* UITPOBOE YNOTPEOJICHUE MTPEIMETOB, T. €. 3aMCIICHUC PCAbHBIX BEIICH UIPOBBIMH, YCIOBHBIMH;

* pealibHbIe OTHOIICHHUS MEX/y UTPAIOIIUMHU;

* croxeT (comepkanue) — 00JacTh ACHCTBUTEILHOCTH, YCIIOBHO BOCIIPOM3BOAMMAS B UI'PE.

B mpotiecce posieBoit Urpsl OTPabaTHIBAIOTCS U YCBAUBAIOTCS .

1) aTHYECKHE HOPMBI U TIpaBHJIa MOBEICHHS U ONPE/ICICHHbBIC COIMANBHBIC PO B TOM MIIH HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) 0coOEHHOCTH, XapaKTepHbIC YePThl, BO3MOXKHOCTH TE€X MJIM UHBIX COIMANIBHBIX TPYIII WK ONPEICICHHBIX KOJUICKTHBOB — aHAJIOTOB
NPEANPUATHIA, QUPM, T.€. Pa3TUYHBIC THITBI SKOHOMUYECKUX U COI[HATIBHBIX HHCTUTYTOB, YTO BIIOCJICACTBHH MOKET OBITh MIEPEHECEHO
B COI[HAJILHYIO MTPAKTHKY;

3) YMEHHs COBMECTHOM KOJICKTHBHOM JESITEILHOCTH;




4) KyInbTYpHBIE TPAJAUIIIN 1 HOPMBL

PoneBsble UIpsl, TeMa U CIOXKET KOTOPBIX OCHOBAH HA COAEPKAHUU TEKCTOB, WIUIIOCTPUPYIOT IOBEICHUE B CUTYallMU MEXKKYIbTYPHOTO
obmenus.

B xauecTBe nMpueMoB, XapaKTEePHBIX AI1 METO/a POJICBON UIPHI BRICTYNAIOT CIEAyIONIHeE:

- IIPHEM BOCCO3JaHHs KOMMYHHKATHBHOTO KOHTEKCTa, KOMMYHHUKAaTHBHOH CHTYaIHH;

- IPHEM BHPTYaJIbHOH 9KCKYpPCHH, KOTOPBIf MOKHO OPTraHM30BaTh KaK C IIOMOIIBI0 TEXHHYECKHUX CPEICTB, TAK U C HCIIONb30BAHHEM
peasbHBIX (oTOMaTEepHaNIoB B yUeOHOH ayUTOPHH,

- IpueM ApaMaTH3aluy, HaPaBICHHBIH Ha CO3AaHNUE YCIOBUM, MPUOIMKEHHBIX K YCIOBUSIM PEaIbHOTO OOIIEHNUS, CBSI3aHHBIHA C
CO37IaHHEM CUTYaIMU OOIIEHNs, OIpeJeIIeHUEM LIeJH, PacIpeleIcHUEM PoIleH;

- mpueM pedIIeKCUBHOM NACHTH(OUKAINY, IPEIOIaralonni HACHTUH(GHUKALIIO ¢ 00BEKTOM OOLICHUS U IIOBECTBOBAHUE OT MMEHH
3TOro 00BEKTA.

MeTOI[I/I‘IeCKI/Ie YKa3zaHus K HalTUCAHUIO JE€JIOBOr0 NMMCbMa
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.

MeTtonuueckre yKa3aHus K YTCHUIO M NIEPEBOJY TEKCTOB NPO(heCCHOHAIBHOI HalpaBIeHH OCTH

TexkcTbl mNpodeccHOHaNbHONH HANpaBICHHOCTH HA MHOCTPAHHOM S3bIKE IIOMHMO CBOEH OCHOBHOH  3ajaun —
MHOOPMATHBHOCTH — IIOMOTAIOT IONIOJHUTE OOMMH W TEeMAaTHYeCKHH CIIOBapHBIN 3amac, TPEHUPYIOT B IPOM3HOLICHUH
HEMEIIKHX CJIOB ¥ BBIPQKCHHH, 3aKpeIUIIOT IpaBWiia TPaMMAaTHKH, CIIOCOOCTBYIOT Pa3BHTHIO HABBIKOB YCTHOW peUH.
[IpenrexcroBpni 3ram:

- IPOYTHTE 3arojlOBOK M CKaXuTe, O 4eM (0 KoM) OyIeT UATH peyb B TEKCTE;

- O3HaKOMBTECh C HOBBIMH CIIOBAMH U CJIOBOCOYETAaHHAMHU (€CIM TaKOBbIE JaHBl K TEKCTY C IEPEBOJIOM);
- IpOYUTAHTEe U BBIIUIIUTE CJIOBA, 0003HAYAIOUIME. .. (JACTCs PYCCKUIN SKBHUBAJICHT);

- BbIOepHTE M3 TEKCTa CJIOBa, OTHOCSHIIMECS K M3ydyaeMOH Teme;

- HaWIWuTe B TEKCTE HE3HAKOMBIE CJIOBA.

TexcToBbIM 3Tam:

- IIPOYTHTE TEKCT;

- BBUICNUTE CJOBa (CJIOBOCOYETAHHS WIM NPEAJIOKEHUs), KOTOpPbIE HECYT BaXXHYIO (KJIIOUEBYIO HHPOPMAIHIO);
- BBIIMIIATE WIM MOJYEPKHUTE OCHOBHBIC UMEHA (TEPMHHBI, ONpeesICHHs, 0003HAUCHHUS);

- chopMyaupyiiTe KIIOYEBYIO MBICIb KaxJoro ad3ara;

- OTMEeThTE CJIOBO (CJIOBOCOYETaHHE), KOTOpOE JIydyllle BCEro IepelaeT CoJep)KaHHe TeKcTa (YacTH TEKCTa).
INocnerexcToBblit  3Tam:

- 03aryaBbTEC TEKCT;

- TPOYTUTE BCIYX TPEAIOKEHHS, KOTOPBIEC MOSICHSIIOT Ha3BaHHE TEKCTA;

- HalguTe B TEKCTE NPEAJIOKEHHUsS JUIs ONMUCAHUA ...

- moarBepauTe (ONPOBEPrHUTE) CJIOBAMU M3 TEKCTA CIEIYIOILYIO MBICTD ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IIaH TEKCTA;

- BBHINUIIUTE KJIFOYEBBIC CIIOBA, HEOOXOIMMBIC ISl IEPecKas3a TEKCTa;

- TEepEeCKaXKUTEe TEKCT, OMMUPASCh Ha TUIaH,

- IEepecKaKUTe TEKCT, ONHMPAasiCh Ha KIIIOUEBbIE CIIOBA.

IIpu noaroroBke pedeprpoBaHUUS TEKCTa PEKOMEHIYETCS BOCIIONIB30BATHCS CIIEIYyIONEeH MaMsITKOM:

1. Tlocne mnpoureHHs TeKCTa pa30eiiTe ero Ha CMBICIOBBIC YaCTH.




2. B kaxmoif YacTH HaWguTe TMpemIokeHne (MX MOXeT OBITh HEeCKOJNBKO), B KOTOPOM 3aKJII0YeH OCHOBHOM CMBICI 3TON
YacTH TeKCTa. BrIMUIMTE 3TH MpeaIoKeHHUs.

3. IloguepkHuTe B OTHX MPEIOKECHUIX KIIOUYEBBIC CIIOBA.

4. CoctaBbTe IUIaH IepecKasa.

5. Ommpasic Ha TUIaH, IEPECKAXKHUTE TEKCT,

6. Ommpasice Ha KIIOYEBBIE CJIOBA, PACCKAXKUTE TEKCT.

MGTO/II/I‘ICCKI/IC PE€KOMEHAAMH 110 COCTABJICHUIO TUCKYCCUHN

ITaMATKa IO COCTABICHUIO AUCKYCCHU

B nponecce MOATOTOBKHU K BBITOTHEHUIO 330aHUS (JUCKYCCHsT) BHUMATEIEHO H3YyUUTE €r0 COACPKATENbHOE HAIOMHEHHE, OIPEIeIINTe
KOHKPETHYIO CUTYAI[HIO U KOMMYHHUKAaTHBHY IO 3a]]a9y OOIICHHS.

Curyanus o0IICHUS YeTKO U JJAKOHHYHO KOHKPETU3UPYETCS B IEPBHIX ABYX-TPeX MPEUTOKCHUSIX 3aJaHUs, TO3TOMY HX ClIeIyeT
YHUTATh 0OCOOCHHO BHAMATEIILHO.

* O0s13aTesIbHO 00CYINTE BCE MpeIaraeMble BapHaHTEI, BHE 3aBUCHMOCTH OT COOCTBEHHBIX IIPEIITOY TEHHH.

*BynbTe MHUIIMATUBHBIM TAPTHEPOM 110 OOIICHHIO, @ HE MTACCUBHO OXHAANTE BOIIPOCOB CO CTOPOHEI cobecenuuka. Heobxomumo
HayaTh Oecely ¢ KPaTKOro BCTYIUICHUS —0OBsCHEHHS CUTyannu. Jlanee ciaeayeT akTHBHO BECTH Oecely: IpeaiaraTh BapUaHThI Ul
00CyXIeHNs, 3a/1aBaTh COOTBETCTBYIOIINE PEYEBOIl CUTYallUH BOIIPOCHL, IPU HEOOXOAMMOCTH NEPECIPalINBATh, YTOYHITH MHCHUC
cobecelHMKa, OCYIECTBILATH IEPEX0]] OT OAHOI0 BapHaHTa K JPYroMy, B 3aBeplleHUe Oecebl Iocie 00CYKICHNUS BCEX BapUAHTOB
caMoMy TIPEIIOKHTh pelleHne. Penerne 10mMKHO TOTHYHO BRITEKATh U3 BCETO CKa3aHHOTO 00OMMM MapTHEpaMH, He 3a0yIbTe pH
9TOM ellle Pa3 IIOMHTEPECOBATHECS MHCHHEM COOECETHHUKA.

*BexITHBOCTE B IMAloTe MPeJIoIaraeT, MPpeskie BCETo, MPOsSBICHHE 3aMHTEPECOBAHHOCTH MO OTHOIICHHIO K CBOEMY MapTHEPY IO
00LIeHN10, 0043aTeIbHOE PEarMPOBAHUE HA €TI0 PEIIMKYU (IICTh IIOPOIO ¢ IOMOIIBI0 KOPOTKUX PEILIUK pearupoBanus). Heobxoxumo
BHUMATEJIbHO CIIYIIATh [MapTHEPA U AaBaTbhb aICKBATHBIC PCAaKIIUU Ha TO, YTO OH 'OBOPUT. B JaHHOM THUIIC AHaJiora 4Jauie BCETro
OTBETHBIMHU pEaKLUsAMHU OyayT COrJIache WM Hecorjacue (IIpruueM BEXKIMBOE), H, BO3MOXKHO, YAUBICHUE, cOMHEHHE. [Ipu 3TOM,
0e3yCIOBHO, CIIEyeT CTapaThCs HCIIOIb30BaTh Pa3HOOOPa3HEIE A3BIKOBBIE CPEIICTBA IS BBIPAXKCHHUS NAHHBIX A3BIKOBBIX (DyHKIIMH.
*AKTHBHO TIpeJIaraiiTe BapHaHTHI I 00CYXJeHHS (€CTECTBEHHO, MOCIe JOCTATOYHO MOAPOOHOTO 00 CYKICHHUS KaXKI0TO
MIPEIBIIYIIETO).

*[Ipu npennosxeHN CBOETO BapHaHTa ClieAyeT AaBaTh YeTKHE pa3BEpHYThIC apryMEHTHI B €T0 NoJb3y. B ciyuyae Hecormacus
cobecetHMKa HEOOXOAUMO PearupoBaTh Ha €ro PEIIMKU CBOUMU KOHTPAapryMEHTAaMH, COTIacys UX € €T0 JOBOJaMH. YMEHHUE
YycCiablIaTh NapTHEPA U aACKBATHO U apryMCHTUPOBAHHO PE€arupoBaTh B CIIOHTAHHBIX OTBETHBIX PEIUIMKaX 0COOEHHO LIECHHO B JAHHOM
trne auanora. OJHAKO COBCEM HeoOs3aTeNIbHO BCETa He COTNIANIATECS ¢ HAPTHEPOM, BEb B PeallbHOH KOMMYHHKAIIUH MbI
JIOCTATOYHO YacTO IepecMaTpHBaeM CBOIO TOUKY 3PEHHs, B3BEIINBAsI JOBOIBI «3a» M «IIpOTUBY. [IpH cornacuu ¢ MHEHIEM
cobeceTHUKA Ba)KHO NMIPUBECTH JOMOIHUTEIbHBIE JOBOIBI B IOJIB3Y 00CYkK1aeMOr0 BapHaHTa UIIH Pa3BEPHYTh apIyMEHT coOeceTHUKA.
* AKTUBHOCTb U BE&XKJIMBOCTH COOECEJHUKA MPEIIoIaracT 3aMHTePECOBAHHOCTh BO MHCHIY IIAPTHEPa M0 OOLICHUIO, II03TOMY B Oecerie
CJIeyeT HHTePECOBAThCS MHEHUEM COOECEeTHHKA TI0 MTOBOY MIPEATaraéMbIX BAPHAHTOB, 3alIPAIINBATh €T0 COrTIAache WM HECOTJIacHe
co cBoei Touko# 3penust. [Ipr HeoOXOAUMOCTH MOXKHO 3a/1aTh YTOUHSIONINE BOIIPOCHI, EPECIIPOCUTE COOCCEAHNKA.

HeobXoauMo yYHTHIBATh MHEHHE COOCCEIHIKA ¥ IPHBOAMUMBIC UM apTyMEHTSI IIPU MPUHATHH OKOHYATEIBHOTO PEIICHHs, KOTOPOe
JIOJDKHO CTaTh JOTHYECKUM 3aBEpIICHHEM auajora. Eciu pemenne NpoTHBOPEUHT COACPKAHUIO IPOBEICHHON Oece/ibl,
KOMMYHHKATHBHAs 3a1a4a MOXET OKa3aThCsl HEBBIIOIHEHHOH. DT0 03HAYaeT, YTO y4acTHUK Oecenbl popMaIbHO IPOroBapuBal CBOU
JIOBOIBI, HE CJICIHII 33 PEIUTMKaMH COOeCeTHUKA U JIOTUKOM Pa3BUTHUS JHAJIOTA.

'I/IHHHI/IaTI/IBHOCTL B 6CCCIIG npeamnoyara€T yMEHUC BOBJICYb MAPTHEPA B JAAJIOT. B JAHHOM THIIC JUAJIOTa 3TO MPOABISACTCA HE TOJIBKO
B YMCHUH 3alIPOCUTh MHCHHE COOECEAHNKA, HO U B IPHUITAIICHAN TIPEAIATaTh CBOM BAPHAHTHI IS 00CYKIACHUSL.

* Heo0x01M0 IOMHUTS, YTO JUAJIOT — 3TO HE OOMEH MOHOJIOTaMHU.

MeTtonuueckue YKaszaHus 1o pa60Te CO CJIOBapeEM

DOpMBI CaMOCTOSITETIBHON PabOTHI CO CIIOBApEM:

- TIOMCK 3aJIJaHHBIX CJIOB B CJIOBape;

- onpeeneHue GopM eUHCTBEHHOTO U MHOXKECTBEHHOI'O UHCJIa CYIECTBUTENbHbIX;
- BEIOOP HY’KHBIX 3Ha4€HHH MHOTO3HAYHBIX CJIOB;

- IIOMCK HY>KHOT'O 3Ha4YCHHUS CJIOB U3 YUCJIAa TPAMMATHYECKUX OMOHUMOB;

- IIOMCK 3HA4YEHUS IJ1aroja M0 OJHOM U3 IIaroibHbIX GopM.

1. Ilpu noucke cI0Ba B CIIOBape HEOOXOIUMO CJICAUTH 32 TOUHBIM COBHAJCHUEM TIpaduuecKoro oGhopMICHHS HCKOMOTO U
HalIEHHOTO CJIOBA, B IPOTUBHOM CIIydae IepeBo OyAeT HepaBHIbHEIM.

2. MHorue ci10Ba SBISIOTCS MHOTO3HAYHBIMH, T.€. UMEIOT HECKOIBKO 3HAYCHUMH, II03TOMY IIPH ITOMCKE 3HAUEHHS CJIOBA B CJIOBApe
HEOOXOJMMO YU TATh BCIO CJIOBAPHYIO CTATBIO M BBEIOUPATH ISl IEPEBOAA TO 3HAUCHUE, KOTOPOE MOAXOAUT B KOHTEKCT MPEITOKESHUS
(Tekcrta).

3. Tlpu noKcKe B cloBape 3Ha4YCHHS CJIOBA B PAIE ClydaeB cieyeT MIPUHUMATh BO BHUMaHHE IpaMMaTHYECKYI0 (QyHKIHIO CIOBa B
IPEUIOKEHNH, TaK KaK HEKOTOPHIE CJI0BA BBIMOJIHSIIOT Pa3IMYHbIEe TpaMMaTHYecKue (QYHKIIMU U B 3aBUCHMOCTH OT 3TOTO NIEPEBOASATCS
[0-pa3HOMY.

4. Ilpu moucke 3HaYCHUS IJIAaroNa B CI0Bape CleAyeT HMETh B BHJLY, YTO IJIAr0JIbl yKa3aHbl B CJIOBape B HEONpPEAEICHHOH (hopme
(Infinitiv - schlafen, aufmachen)s To Bpemst Kak B npeiokeHuu (TeKcTe) OHU QYHKIMOHHPYIOT B Pa3HBIX BPEMEHAX, B Pa3HbIX




I'paMMAaTUYCCKUX KOHCTPYKIHUAX. Tlouck riaromia 3aBUCHUT OT €TI0 MNPUHAJICI)KHOCTH K KJIACCY NNPABUJIBHBIX WJIA HETIPABUIIbHBIX
IJ1aroJjosB.
MGTOZLI/I‘ICCKI/IC pPE€KOMEHAANMH 110 MOATOTOBKE K 3K3aMCHY

B nepuo noAroTOBKH K 3K3aMEHY CTyIEHThI BHOBb 0OpalIlaloTCs K MpoiAeHHOMY ydeOHOMY MaTepuaiy. IIpy 3ToM oHU He TOIBKO
CKPEIULAIOT 101y YeHHbIE 3HAaHMs, HO U I0Iy4aloT HoBble. [IoAroTOBKA CTyIEHTa K 9K3aMEHY BKJIIOUYAeT B ce0s TpH dTama:
-ayIUTOpHAs U BHEAYAUTOPHAsl CAMOCTOSTENIbHAs pab0Ta B TEUEHUE CEMECTPA;

-HEMOCPEICTBEHHAs IOATOTOBKA B AHH, IPEIIECTBYIONIUE YK3aMEHY 110 TeMaM Kypca;

-TIOJIrOTOBKA K OTBETY Ha BOIPOCHI, COAepxKamuecs B Ouierax.

Jlutepatypa Ui MOATOTOBKH K K3aMEHY PEKOMCH/yeTCs IIPEIoAaBaTesieM IN00 yKa3aHa B y4eOHO-METOANYECKOM KOMILICKCE.

B xo1€e NOArOTOBKH K 3K3aMEHY CTyAeHTaM Heo0X0quMOo o0palliaTh BHUMAaHHE He TOJILKO Ha YPOBEHb 3alIOMUHAHUS, HO M HA CTEIEHb
HNOHMMAaHHUsS U3/1araeMbIX IpoOIeM.

OK3aMeH NIPOBOAUTCS 110 OMIeTaM, OXBAaThIBAIOIIUM BECh NPOIcHHBIH MaTepual. [Io OkoHYaHMU OTBETA 2K3aMEHATOP MOKET 3aJaTh
CTYICHTY JOIONHHUTENbHBIE U YTOUHSIOMNE BONPOCHL. Ha MOATOTOBKY K OTBETY IO BOIpocaM OmieTa CTyaeHTy naercs 30 MUHYT ¢
MOMEHTA TOJIYYEHHS HM.




