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1. HTEJIX U 3AJAYH OCBOEHUSA JTUCITUITJIMHBI

1.

—_

Leau: GopMupOBaHHE UHOSA3BIYHON KOMMYHHUKATHBHOW KOMIICTECHIIMHU JJIS IEJIOBOTO OOILEHHUS B YCTHOM M MUCHhbMEHHON
(dopmax.

1.2|3adauu: - ocBOEHNE TPAMMATHYECKOTO U JIEKCHYECKOTo (00IIero 1 TepMUHOJIOTHYECKOT0) MHHUMYMa B 00beMe,
HEOOXO0ANMOM JUIsl OOLICHHSI HA HHOCTPAHHOM SI3bIKE U pabOThI C HHOSI3BIYHBIMHU TEKCTaMH B IIPOIIECCE
npodeccnoHaNBHON NesTeNPHOCTH;

- (hopMHUpOBaHNE YMEHHUI YTCHUS W TIOHUMAHMS JIUTEPATYPHI MO CIIEIMAIBHOCTH CO CIOBapeM;

- q)OpMI/IPOBaHI/Ie KOMMYHUKAaTUBHBIX yMeHI/Iﬁ YCTHOI'O MOHOJIOTMYECKOI'O BBICKA3bIBaAHUA U AUAJIOTUICCKOI'O
OOIIICHNS HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCHUIIIMHBI B CTPYKTYPE OOII

Huka (pa3gen) OOITL: b1.0.01

2.1|TpeGoBaHus K MpeIBAPUTEILHON MOATOTOBKE 00y4aKOIIErocsi:

2.1.1 HpeﬂﬂleCTByIOHII/IMI/I JUCHUINIMHAMU ABJIAIOTCA JUCHUIIIIMHBI SI3BIKOBOM NOATOTOBKH Ha NPEAbIAYIIEM YPOBHE SI3BIKOBOM
IIOATOTOBKH.

2.2| IMCOMILUTHHBI H IPAKTHKH, ISl KOTOPBIX OCBOEHUE JTAHHOI JUCIHILIMHBI (MOIYJIs1) HE0OX0IUMO KaK
npeAlIecTBYOLIee:

2.2.1|Cnenxypc Ha HHOCTPAaHHOM S3bIKE

2.2.2|TloaroToBKa K IPOLEAYpe 3aLIUThI U 3aIl[UTa BBITYCKHON KBaIH(UKALUOHHOH pabOThI

3. KOMIIETEHL[Y OBYYAIOIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLIATITAHBI
(MOZYJIS)

YK-3: Crioco0eH ocymiecTBJISITh COMAIbHOE B3aMO/IelicTBHe H PeaIn30BbIBATh CBOIO POJIb B KOMaH/Ie

HN-4.YK-3: DddexTUBHO B3aUMO/eiicTBYeT ¢ APYTUMH YIEHAMH KOMaH/bl, B T.4. Y4acTByeT B 00MeHe HHGopManmei,
3HAHUSIMHU H OIIBITOM, H IIPE3eHTALMH Pe3yJIbTaTOB PadoTbl KOMAH/bI

- 3HAeT MPaBHiIa PO(PECCHOHAIBHOTO PEYECBOT0 ITHKETA
- yMeeT apryMEeHTHPOBAHO U3J1araTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3BIKE
- BIIA[ICET HABBIKAMH BEICHUS TUCKYCCHH U MOJIEMUKH Ha HHOCTPAHHOM SI3BIKE

YK-4: Cnioco6en ocymecTBJISITh 1eJIOBYI0 KOMMYHHKAIMIO B YCTHOH M MHCbMEHHOI JopMax HA rocy1apCTBEHHOM SI3bIKe
Poccuiickoii ®@eaepanuu 1 ”HOCTPAHHOM(bIX) A3bIKe(aX)

HN]1-1.YK-4: BpiOnpaeT Ha rocy1apCTBEHHOM H HHOCTPAHHOM (-bIX) A3bIKaX KOMMYHHKATHBHO IIPHEMJIEMble CTHJIb /1€JI0BOT0
o01mennsi, BepdajabHble H HeBepOaJIbHbIe CPEACTBA B3AUMOAeHCTBHS ¢ MapTHEPAMH

- 3HAET OCHOBHBIE IPaMMaTHYECKHE CTPYKTYPHI; 00IIEyOTPeOUTENbHYIO, OOIIEKYIbTYPHYIO U IPOYECCHOHAIBHYIO JEKCUKY;
peueBble KIulle, He00X0JUMBIE JUIS OCYILECTBIEHHUS 1€I0BOM KOMMYHUKAIMU HA HHOCTPAHHOM SI3BIKE;

- YMEET NMOCTPOUTH BBICKa3bIBAHUS B CMOJICIMPOBAHHBIX (TIpEJIaraeMbIX) CUTYalUIX OOIEHNSI HA HHOCTPAHHOM S3bIKE, IPABHILHO
HCIIONB3Ys BepOabHBIC U HeBEpOAIbHEIE CPEICTBA OOIICHHS;

- BJIaIeeT HHOCTPAHHBIM S3bIKOM KaK CTUJIEM JIETIOBOTO OOIICHHUSI.

HN/I-2.YK-4: Bener 1e10BYI0 nepenucKy, YYUTHIBast 0COOCHHOCTH CTUJIMCTUKY OQUIIHATBHBIX U HeO(PHMUHAIBHBIX MUCEM,
COIMOKYJIbTYPHBIE pa3ianyus B (popmMaTe KOPpPeCIOHICHIINH HA TOCYAAPCTBEHHOM H MHOCTPAHHOM (-BIX) SI3bIKAX.

- 3HaeT OCOOCHHOCTH CTHIMCTUKH HANMCAHHS O(QHUIMAIBHBIX H HeO(HIIHAIBHEIX MHCEM
- YMEET BECTH JICJIOBYIO IEPENUCKY C YUETOM COLHMOKYIBTYPHBIX OCOOCHHOCTEH! ¢ MPEeACTaBUTEISIMU JPYTUX CTPaH
- BJIafieeT TEXHUKOMU JIEIOBOr0O MMUCbMa HAa MHOCTPAHHOM S3bIKE

N/1-4.YK-4: leMoHcTpHpYeT YMeHHE BBINOJIHATD NepeBo] NPo¢ecCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
rocyAapCcTBeHHBbIH A3bIK H 00paTHO.

- 3HAEeT OCHOBHBIE [IEPEBOAYECKUE TpaHC(HOPMALIUY;
- YMEET BBINOJHATH IEPEBOA NPO(HECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-BIX) Ha TOCYAAPCTBEHHBIH S3BIK M 00paTHO;
- BJIaJIe€T OCHOBAMH TEXHUKH IIEPEBOA.




4. CTPYKTYPA U COJEP KAHUE JUCHUIIJIMHBI (MOLY JIA)

Kon HanmenoBanue pasaenos u TeM /Buj | Cemectp / | Hacos | Komneren- | Jlutepatypa | Hurte | IIpumeuanue
|_3aHATHS 3aHATHSA/ Kvpe 10207 DAKT.
Pazgen 1. Conepxanmne.
1.1 Introductions. Work and leisure. /J1a6/ 1 18 JI1.1J12.1 8 Jobs and studies.
1.2 Introductions. Work and leisure. /Cp/ 1 15 JI1.1J12.1 0 Jobs and studies.
1.3 Problems. /J1a6/ 1 18 JI1.1J12.1 0 Travel details:
1.4 Problems. /Cp/ 1 12 JI1.1J12.1 0 Travel details:
1.5 Business trips (airports, hotels). Food 2 18 JI1.1J12.1 10 Choosing a
and entertaining. /JIa6/ product or a
1.6 Business trips (airports, hotels). Food 2 12 JIT.1J12.1 0 Choosing a
and entertaining. /Cp/ product or a
1.7 Sales. People. /J1a6/ 2 18 JI1.1J12.1 0 Types of
1.8 Sales. People. /Cp/ 2 15 JI1.1J12.1 0 Types of
1.9 Markets. Companies. /J1a6/ 3 20 JI1.1J12.1 10 Types of
1.10 Markets. Companies. /Cp/ 3 15 JI1.1J12.1 0 Types of
1.11 The Web. /J1a6/ 3 16 JI1.1J12.1 0 Using the
1.12 The Web. /Cp/ 3 12 JI1.1J12.1 0 Using the
1.13 Cultures. Jobs. /J1a6/ 4 36 JI1.1J12.1 10 Company
1.14 Cultures. Jobs. /Cp/ 4 36 JI1.1J12.1 0 Company
Paznea 2. [IpomeskyTouHast
aTTecTanus (3K3aMeH)
2.1 IMonroroBka K 3k3aMeHy /DKk3aMeH/ 4 34,75 | UJ-4.YK-3 0
WUI-1.YK-4
Ua-2.vK-4
NI-4.YK-4
2.2 Kontpons CP /KCPATT/ 4 0,25 | UO-4.VK-3 0
WUI-1.YK-4
Ua-2.vK-4
N-4.VK-4
2.3 KonrakrtHast pabora /KoncOx/ 4 1 NI-4.YK-3 0
NI-1.VK-4
HUa-2.VYK-4
N-4.VK-4
Pazgen 3. IIpomesxyTounas
arrecTanus (3a46T)
3.1 IMonroroBka k 3auéty /3auét/ 3 8,85 | U1-4.YK-3 0
HUa-1.YK-4
NI-2.VK-4
HUI-4.YK-4
3.2 Konrakrthas pabora /KCPATT/ 3 0,15 | UO-4.YK-3 0
HUa-1.YK-4
NI-2.VK-4
HUI-4.YK-4
Paznen 4. IIpomesxyTouHas
aTrecTauus (3a4€T)
4.1 IMoxaroroBka k 3auéty /3auét/ 2 8,85 N1-4.YK-3 0
NI-1.VK-4
HUI-2.YK-4
NI-4.VK-4
4.2 Konrakrhas padora /KCPATT/ 2 0,15 N1-4.YK-3 0
NI-1.VK-4
HUI-2.YK-4
NI-4.YK-4
Paspea 5. IIpomexyTounas
aTrecTaums (3a4€T)
5.1 IMoxaroroBka k 3auéty /3auét/ 1 8,85 N1-4.YK-3 0
NI-1.VK-4
WUI-2.YK-4

WJ1-4.VK-4




5.2 KonraxrHas pa6ora /KCPATT/ 1 0,15 | UA-4.YK-3 0
NI-1.YK-4
NI-2.YK-4
NJ-4.YK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. KoHTpo/IbHBIE BONIPOCHI H 3a/1aHNUS

B xoHI11e 2 cemecTpa CTYAEHTHI CAIOT 3a4eT 10 JUCHUIUIMHE. 3a4eT BKIIIOUYAET B ce0s CIeAYIONIME 3aJaHus:
1 Progressive test.
2 Make up a dialogue based on the given situation.

B koHue 4 cemecTpa CTyJEHTHI CAAIOT 3K3aMeH, KOTOPbIH BKIIFOUAET CIIEYIOIINE 3a1aHHs:
1. Read and translate the text. Answer the questions.
2. Write the business letter.

5.2. TeMbl NHCbLMEHHBIX paboT

Hanucanue JACJI0BOI'0 NMcCbMa.

DoH OLEHOYHBIX CpeaACTB

dopmMmupyeTcs OTACIbHBIM TOKYMEHTOM B COOTBETCTBTHH € JOKyMeHTOM 0 nojoxeHuun POC I'AT'Y.

6. YHEBHO-METO/MYECKOE 1 HTHO®OPMAIIMOHHOE OBECIIEYEHWE JTUCHUIIJIMHBI (MOAY JISA)

6.1. Pexomenayemas JiuTepaTypa

6.1.1. OcHoBHas JUTEpaTypa

ABTODBI, COCTaBUTEIIH 3arnaBue W3natenbcTBo, roj On. agpec
JI1.1 |Maitep H.T'. AHTTIHICKUH SI3BIK: ydeOHOE ocooue st I'opno-Aunraiick: PUO |http://elib.gasu.ru/index.ph
CTYZIeHTOB | Kypca Hesi3bIKOBBIX (hakynbTeToB [[AT'Y, 2015 p? option=com_abook&view
(6a30BEIi1 KypC) =book&id=44:anglijskij-

yazyk&ecatid=35:inostrann
ye-yazyki&Itemid=180

6.1.2. lonoiHUTEIbHAS TUTEPATypa

ABTOpBI, COCTaBUTEIH 3arnaBue WzparenscTBo, rox Omn. aapec
JI2.1 |Byposa 3.11. Y4eOHHUK aHTIMHCKOTO s3bIKa JIs Mocksa: AIPHC
TyMaHUTapHBIX CIEIHaTbHOCTEH By30B: I[MPECC, 2011

yueOHOe mocobue

6.3.1 [lepeyens MporpaMMHOro odecrevdeHust

6.3.1.1/Google Chrome

6.3.1.2|MS Office

6.3.1.3|Moodle

6.3.2 Tlepeyenb nHPOPMANMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|3nexrponno-6ubanoreunas cucrema IPRbooks

6.3.2.2|ba3a nanubIx «nekrpoHHas 6ubnuoreka ['opHO-ANTalCKOro TOCYAapCTBEHHOTO YHHBEPCUTETA)»

7. OBPA3OBATEJIBHBIE TEXHOJIOI'MA

AUCKYyCCUs

poseBast urpa

8. MATEPUAJIBHO-TEXHUYECKOE OGECIIEYEHHME JJUCIIUIIJIMHBI (MOY JIST)

Homep ayauropun |Ha3nauyenue OcHOBHOe OCHaLLleHHe




302 A2 JlaGopatopusi KOMMYHUKAaTHBHBIX Pabouee mecTo npenogasarens. [locagounsie MecTa Jist
HCCIIeTOBAaHUM M TUHTBHCTUICCKUX oOy4Jaromuxcs (1Mo KOJMIEeCTBY 00yUaronIuxcs),
9KCMEPTHU3 IS IPOBEICHHS 3aHSTHI yueHHYecKas JocKa, kadenpa, MHTepaKTUBHAS I0CKa,
JICKITAOHHOTO THIIA, 3aHATUI CEMUHAPCKOTO [HOYTOYK

THUMA, KYPCOBOTO MPOCKTUPOBAHHUS
(BBITIOJTHEHUS KYPCOBBIX PabOT), TPYIIOBBIX
Y MHIUBHUTyaTbHBIX KOHCYJIbTAIIHH,
TEKYILEro KOHTPOJIS ¥ MPOMEKYTOUHOM

aTTecTalluu

410 A2 YueOHast ayTUTOpUS s IPOBEACHUS Pabouee mecTo npenoaasarens. [locagounsie MecTa s
3aHSATUN JEKIIUOHHOTO THIIA, 3aHATUN oOyuaromuxcs (TI0 KOJTHYECTBY 00YUAIOIIXCS),
CEMHUHAPCKOTO TUTIA, KypCOBOTO yYeHUYEeCKas Iocka, Kadeapa, MyTbTHMEIHHHBINA

MIPOEKTUPOBAHUS (BBIIIOJHEHUS KYPCOBBIX  |[IPOEKTOP, HOYTOYK
paboT), TPYIIIOBBIX W MHANBUAYAIBHBIX
KOHCYJIBTAIIHH, TEKYIIEro KOHTPOJIS U
POMEXYTOYHOU aTTeCTalUH

411 A2 YueOHast ayTUTOpUS s IPOBEACHUS Pabouee mecto npenoaasarens. [locagounsie mecTa st
3aHATHH JEKIIMOHHOIO THIIA, 3aHATHI oOygaromuxcs (10 KOJTMIECTBY 00YJaOLIIXCH),
CEMHHAPCKOT0 THIIA, KYPCOBOTO ydeHH4YecKas Iocka, Kadempa

MIPOEKTHPOBAHNUS (BBIIOHEHHUS KYPCOBBIX
paboT), TPYIIIOBBIX W MHANBUAYAIBEHBIX
KOHCYJIbTallUi, TEKYILEr0 KOHTPOJIS U
MPOMEXYTOUYHOU aTTeCTAIUHI

202 A4 Komnerorepnsiii knacc. [lomemenue s Pabouee mecto mpemonaBartens. [Tocagounsie mecta
CaMOCTOSATEIEHON PabOTHI oOygaromuxcs (10 KOJTMYECTBY 00YJaOIIIXCS).
MyJbTUMEIUATIPOCKTOP, IKPaH, KOMIIBIOTEPHI

9. METOAUYECKHUE YKA3ZAHUSA JJIS1 OBYYAIOIUXCSA 11O OCBOEHUIO JUCHUTIIJIMHBI (MOZY JIST)

CamocTosTenpHas paboTa CTYICHTOB MPEIIONIaraeT CIeAyIOIHe BHIbL:

- IOArOTOBKA K IPAKTHYECKUM 3aHATHM;

- YTE€HHE U IIEPEBO]] TEKCTOB;

- COCTaBJIEHHUE IJI0CCapus 110 TEME;

- IOATOTOBKA IIPOEKTOB;

- BBIIIOJTHEHNE NMUCbMEHHBIX Y YCTHBIX 3a[JaHUH (JIEKCUKO-TPaMMaTHUECKUX YIPaKHEHUH, HAIIMCaHUE JET0BBIX IUCEM Ha
HMHOCTPAaHHOM SI3BIKE U JIp.;

- BBITNIOJIHEHHE KOHTPOJIbHBIX paboT (TECTOB);

- IOJTOTOBKA K 3a4eTy.

Kpome Toro, camocrosrenbHas paboTa CTyIeHTa [0 U3YYEHUIO JUCLUIIIMHBI OXBAThIBACT: 3ayYMBAaHUE CII0B HHOCTPAHHOTO SI3bIKA,
rpaMMaTUYECKUX IIPaBUJI, YTEHUE TEKCTOB HA MHOCTPAHHOM $I13bIKE BCIYX B COOTBETCTBHU C IIPABUIIAMM YTECHUsI, IOHUMAHUE TEKCTOB,
MOCTPOEHHE BOIIPOCOB U OTBETOB K TEKCTaM; IIEPEBOJL HA PYCCKHH SI3bIK (YCTHBIN U MUCHMEHHBIN).

MCTOILI/IIICCKI/IC YKa3aHHA 110 BBITIOJIHEHUIO CaMOCTOSITSIILHOU pa60T1>1
MCTOILI/IIICCKI/IC YKa3aHHs K BBIITOJTHCHUIO JICKCUKO-TPaAaMMAaTUYCCKUX pra)KHCHI/lﬁ

IMpu paboTe ¢ TeKCUKO-TPaMMaTHYECKUM MAaTepHaIoM HEOOXOIUMO CTPEMUTHCS HE TOJIBKO K Y3HABAaHUIO CJIOBA WM
rpaMMaTHYeCKOro 000poTa, HO U K [IOHUMAHMIO LI€IM €r0  YNOTpeOJIeHusI B JaHHOM KOHTEKCTE.

W3y4aemblil MaTepuan TpedyeT NPakTHIECKOro IPUMEHEHHUS, IPEKAE BCETO B BUJIE JIEKCHKO-TPAMMATHYECKUX YIIPaKHEHUH, KOTOPBIE
cllelyeT BBIOIHATH TOJIBKO MOCIE TIIATEIbHOM IPOpabOTKU BCero Marepuana. M3ydeHue rpaMMaTHKU HENb3s Ha4aTh «C
cepenuHb». Kaskaplit HOBBIH pasznen 0azupyeTcs Ha H3y4€HHOM npexe Matepuaine. OqHaKko U3ydeHHe TOJIBKO IpaMMaTHKU 6e3
PaBUIBHOTO IPOM3HOUIEHHS U 3HAHUS JIEKCUKU OCTAETCs «BELIbIO B ceOey. JINIIb KOMIUIEKCHBIH T0JX0/] U IIOCTEIIEHHBIH Iepexo oT
IIPOCTOTO K CIIOKHOMY MOXKET JaTh TpeOyeMblil pe3ybTaT.

IIpu BBIOJIHEHNH yNIPa)KHEHUI CHAaYaja CIEAyeT O3HAKOMHUTBCS C TPAMMATHIECKUMHA KOMMEHTapUsAMH, IIPOCMOTPETH 3allHCH,
CeNaHHbIe Ha 3aHATHU. [IpH MOATOTOBKE K KOHTPOJIBHEIM paboTaM TpeOyeTcs Takke MPOCMOTPETh BECh JIEKCHKO-TpaMMaTH4eCKHH
Marepuai, B TOM 4UCIIe JOMAIIHUE NUCbMEHHBIE YIIPAXKHEHUS.

CryzaeHTaM peKoOMeHyeTcs HCIO0Nb30BaTh 00yJaloIye KOMIBIOTEPHBIE IPOTrPaMMBI, KOTOPBIE JalOT BO3MOXKHOCTD HE TOJIBKO
HpOCIyIIaTh MpaBmIbHOE (hoHETHIECKOE 0hOPMIICHHE PEdH, HO U BBIPabOTATh HABBIKH HCIIOIB30BAHHS IIPABHIEHBIX JTEKCHKO-
rpaMMAaTHYECKUX CTPYKTYp MPH MOMOILY YIPaKHEHHUH.

IIpu n3y4eHnu onpenenEHHbIX JEKCHIECKUX U TPAMMATHYECKHUX ABJICHUN HEMELKOTO SA3bIKa PEKOMEHYETCS UCIIOJIb30BATh CXEMBI,
TaOJINIBI U3 CIIPABOYHMKOB 10 TPaMMATHKE, TIIATENbHO TOTOBUTE UX /IS o0eclieueHns MpodHoro ycBoeHus. [Ipu noctpoeHnn
HEMELIKOI'0 IPEUIOKEHUS CIIEAYeT paclonaraTb CJI0Ba B CTPOTrO ONpPeeIEHHOM OPsAKe, YUUTbIBAsL, YTO HOPSIOK CIOB B
IIOBECTBOBATEIBHOM, BOIIPOCUTEIBHOM U OTPULIATENBHOM NIPEUIOKEHUAX OTIANYAETCS OT NOPAIKA CJIOB B PYCCKOM IPEUIOKEHHUH.

Metoanueckue peKOMEeHIal|K [0 HOATOTOBKE POJIEBOI UIPbI




B cTpykType posneBoii Urphl Kak Mpolecca BhIIEISIOTCS CIeAYIOLIHe COCTABIISIOIINE:

* TeMa;

* pOJIH, B3AThIC HA Ce0sl UTPAIOLINMU;

* HTPOBBIE JEHCTBHSI KaK CPEACTBA pean3allii 3TUX POJiei;

* UTPOBOE YIOTPEOICHUE NTPEIMETOB, T. €. 3aMEIICHUE PEaJbHbIX BELIe UTPOBBIMH, YCIOBHBIMU;

* peanbHble OTHOIICHHUS MEKAY UTPAIOIIUMH;

* CIOXeT (cozepkaHue) — 00JIaCTh JeHCTBUTEIBHOCTH, YCJIOBHO BOCIIPOU3BOINMAsl B UTPE.

B mporiecce posieBoit UTpbl 0TPabATHIBAIOTCS U YCBAUBAIOTCS:

1) aTHYecKne HOpMBI U ITPaBUIIa MOBEACHUS U OIpE/Ie/ICHHbIE COLMANILHBIE POJIM B TOM HJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) 0COOEHHOCTH, XapaKTepHbIE YePThI, BO3MOYKHOCTH TEX WJIM MHBIX COLMAIBHBIX TPYIII HIIH ONPeIeIeHHBIX KOIJIEKTUBOB — aHAJIOTOB
MIPENpHUITUH, GUPM, T.€. PA3IHMYHBIE TUIIB SKOHOMHUYECKHX U COLUAIBHBIX HHCTUTYTOB, YTO BIIOCJIEICTBUH MOXET OBbITh IIEPEHECEHO
B COLIMANIBHYIO MIPAKTHKY;

3) yMeHHUsI COBMECTHOW KOJUIEKTUBHOM JIESATEIHHOCTH;

4) KynbTypHBIE TPAAULNN U HOPMBI.

PosieBbie Urphl, TEMa U CIOKET KOTOPBIX OCHOBAH Ha COJEP)KaHUH TEKCTOB, WILTIOCTPUPYIOT TIOBE/ICHHE B CUTYyallul MEXKYJIbTYPHOTO
oO1meHusl.

B kadecTBe npreMoB, XapaKTEPHBIX JUII METO/1a POJICBON MIPhI BEICTYNAIOT CIIEIYIOLIHE:

- IpUeM BOCCO31aHHsI KOMMYHHKAaTHBHOTO KOHTEKCTa, KOMMYHUKATHBHOW CUTYalUH;

- IpUeM BUPTYaJIbHON SKCKYPCHH, KOTOPBIA MOKHO OPTaHM30BaTh KaK ¢ TOMOIIBI0 TEXHUUECKHUX CPEJICTB, TaK U C UCIIOIb30BaHUEM
peanbHbIX (JOTOMATEpUATIOB B y4eOHOH ayIMTOPHH,

- IpUeM JpaMaTh3aliy, HallPaBICHHBIH Ha CO3JaHUE YCIOBHH, MPUOIMKEHHBIX K YCIOBHAM PEaJbHOTO OOIIEHHS, CBSI3aHHBIH C
CO3/IaHHEM CHTYyallul OOLICHUS, OTIpE/IeIEHIEM 1SN, PacipeaeICHUEM POJIeH;

- mpueM pedIIeKCHBHON HASHTU(DHUKALIH, TPEATIOIAralomuil HASHTUDHKAHIO ¢ 00BEKTOM OOIIEHHS H IOBECTBOBAHHE OT UMEHH
3TOr0 00OBEKTA.

Meroaudeckue yKa3aHus K HAIIMCAHUIO JETI0OBOTO MHChMa
Business Letter

Letter writing is an art. A letter on one topic can be written in different styles with the help of various formats. Writing a letter is a
difficult task for some because of format used for writing. The letter has to have following parts. They are date, name and address of
sender and receiver, salutation, main body and complimentary closure. When all these parts are combined together then you will get a
well drafted letter. Writing as well as receiving a letter is always special. A Letter is a platform where you can express your innermost
feelings in a straightforward manner.

Business letters and personal letters are two types of letters. For all official and formal situations, you write business letter whereas
letters written to friends, relatives, acquaintances are personal letters. Both follow the same format only the difference lies in the
language used for writing. In business letters, formal language is used and situations discussed are work related. In personal letters
language is informal and you discuss personal and intimate topics.

The site will provide you with tips for writing different types of letters and various samples. Here you will get to read business as well
personal letters. The samples will help you in drafting the letter you require in every possible manner. You can follow the format and
make changes in the main body of the letter according to your needs.

Business Letter Writing

When an individual starts working in a professional environment, he needs to understand the various nuances of business letter writing.
Business letter has to be brief and concise. The purpose of writing the letter should feature in the first paragraph. Give enough
information about the main idea but be specific. Professionals do not have time to read lengthy letters. So keep the letters as short as
possible. The business letter has to effectively convey the message to the reader. Here in this section of the site, you will get tips to write
business letters, types of business letters and samples of business letter. Use the formats and modify the content as per your
requirements.

MCTOJII/I‘{GCKI/IG yKa3aHI/IH K UYTCHHUIO U nepeBoay TEKCTOB HpO(I)CCCHOHaHBHOI;’I HaHpaBHCHHOCTI/I

TekcTbl MpodeCCHOHANBHOW HANPaBICHHOCTH HA HHOCTPAHHOM SI3bIKE IMOMHMO CBOCH OCHOBHOW  3ajaud —
MH(OPMATHBHOCTH — IIOMOTAIOT IOMOJHUTh OOIIMA M TEMAaTHYECKUI CIIOBApHBIH 3amac, TPEHHUPYIOT B IPOU3HOIICHUH
HEMELIKHX CIIOB M BBIPAKEHHU, 3aKPEIUIIOT MpaBUja T'PaAaMMATHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOM PEUH.
[IpenrexcroBriif 3Tam:

- TPOYTHTE 3arojiOBOK M CKaKUTE, O dYeM (0 KOM) OyIeT UATH Peub B TEKCTE,;

- O3HAKOMBTECH C HOBBIMH CJIOBAMH U CIOBOCOYCTAHUIMMH (CC.]'[I/I TAaKOBBIC JOaHBI K TCKCTy CHCpeBO}IOM);

- TPOYUTANUTE W BBIMMIINTE CJIOBA, 0003HAYAIOIINE. .. (aCTCS PYCCKHIA SKBUBAJICHT);

- BbIOCpHTE M3 TEKCTa CJIOBA, OTHOCAIIMECS K U3y4aeMOi Teme;

- HalauTe B TEKCTE HE3HAKOMBIC CJIOBA.

TekcToBbIlA BTall:

- IPOUYTHTE TEKCT;

- BBLICNHTE CJOBa (CJIOBOCOYETAHHS WM MPEAJIOKEHUS), KOTOPhIE HECYT BAXKHYIO (KIHOUEBYIO HHPOPMAIHIO);
- BBIMUIIMTE WX TOAYCPKHHUTE OCHOBHBIC MMEHA (TEPMHUHBI, ONpPEeIeHHs, 0003HAUCHHS);

- chopMyIUpYITE KIIOYEBYIO MBICAL KaKI0ro ab3ara;




- OTMEThTE CJIOBO (CJIOBOCOYETAHHE), KOTOpOE JIydIllle BCEro IepelaeT CoJepKAaHHUE TEeKCTa (YacTH TEeKCTa).
[locnerexcToBbli  3Tam:

- 03arJjaBbTe TEKCT;

- TOPOYTHTE BCIYX MPEAJIOKEHHs, KOTOPBIE MOSCHSIIOT Ha3BaHHE TEKCTa;

- HaliiuTe B TEKCTE IPEUIOKEHUS JUIS ONMHCAHUS ...

- moATBepAnTe (ONPOBEPTHHUTE) CIOBAMH W3 TEKCTA CIETYIOMIYIO MBICTD ...

- OTBEThTE Ha BOIIPOC;

- COCTaBBTE IUIAH TEKCTA;

- BBINUIIUTE KJIIOYEBBIE CJIOBA, HEOOXOIUMBIE JUIs Iepeckas3a TEeKCTa;

- TepecKaXuTe TeKCT, ONHUPAsCh Ha TUIaH;

- TepecKaXKUTe TEKCT, OIHMpasiCh Ha KIFOUEBbIE CJIOBA.

IIpn moaroToBke pedepupOBaHUUS TEKCTa PEKOMEHIYETCsl BOCTIONB30BATHCS CIIEAYIOMIEH MaMITKOMN:

1. IMocne mnpouTeHus TekcTa pas30eiiTe ero Ha CMBICIOBBIE YACTH.

2. B kaxmaod uacTM HaWWTe TMpeIUIoKEHHE (MX MOMKET OBITh HECKOJNBKO), B KOTOPOM 3aKJIFOYEH OCHOBHOW CMBICI 3TOM
YacTH TEKCTa. BRIMUIINTE 3TH NpeaIoKeHusI.

3. TloguepkHHWTE B OSTHX NPEUIOKESHUSX KIIOUEBBIE CIIOBA.

4. CocraBbTe IUIaH MepecKasa.

5. Omupasich Ha IJIaH, IePECKAKUTE TEKCT,

6. Ommpasch Ha KIIOYEBBIE CIIOBA, PACCKAKUTE TEKCT.

MeTtoauueckue PEKOMCHAAUH 110 COCTABJICHUIO NUCKYCCUHN

ITaMsATKA O COCTaBICHHUIO THUCKYCCHH

B mpomecce OArOTOBKH K BBITIOIHEHUIO 3aJaHUS (IUCKYCCHSI) BHUMATEIbHO H3YYUTE €r0 COACPIKATEIbHOE HATIOIHEHHUE, OTPEACIUTE
KOHKPETHYIO CUTYAI[HIO U KOMMYHHKATUBHYIO 33/1a4y OOIICHUSI.

Curyanus oOLIeHHs YETKO U IJAKOHUYHO KOHKPETH3UPYETCS B IEPBBIX ABYX-TPEX MPEIJIOKCHUSIX 3aaHus, IO3TOMY UX CIIEHyeT
YUTaTh 0COOCHHO BHUMATENHHO.

* O6s13aTenpHO 00CyqUTe BCE MPEAIaraeMble BAPUAHTHI, BHE 3aBHCHMOCTH OT COOCTBEHHBIX IIPEANOYTCHHIA.

*BynbTe HHUIIMATUBHBIM MAPTHEPOM TI0 OOIICHHUIO, & HE MACCHBHO OXKUIIAlTEe BOMIPOCOB CO CTOPOHBI cobecennuka. Heooxoaumo
HavaTh Oece/ly ¢ KpaTKOro BCTYIUICHUSI —0OBSCHeHHUSI cUTyanuu. Jlaee cieyeT akTHBHO BeCTH Oece/ly: mpeuiarath BAPHAHTHI IS
00CyKIeHH s, 33]]aBaTh COOTBETCTBYIOIIME PEUCBOI CUTYyaI[MX BOIPOCHI, TPU HEOOXOAUMOCTH MEPECIPAIINBATh, YTOUHITH MHCHUE
cobeceiHIKa, OCYIECTBIIATH IIEPEXO0/] OT OJHOTO BapHaHTa K APYyroMy, B 3aBEpIICHHE OeceIbl ITocie 00CYKICHHUS BCEX BAPHAHTOB
caMOMy TIPEUIOKHUTh pellieHre. PelieHre TOMKHO JOTHYHO BHITEKAaTh U3 BCETO CKa3aHHOT0 000MMH MapTHEpaMu, He 3a0y/bTe Mpu
9TOM ellle a3 MOUHTEPECOBATHCS MHEHHEM COOCCETHUKA.

*BexITHBOCTS B MANIOTE MPETIONATACT, MPEXKIEC BCETO, MPOSBICHIE 3aMHTEPECOBAHHOCTH 110 OTHOIICHHIO K CBOEMY MapTHEPY 1Mo
00mIeH 0, 00S3aTEIFHOE PEaripOBaHKE Ha €r0 PEIUTHKH (IIYCTh MOPOKO C TIOMOUIBIO KOPOTKUX PEIUTHK pearupoBanusi). Heobxomumo
BHHMATEJBHO CIYINATh MapTHEPa U aBaTh aJIeKBaTHBIC PEAKIMU HA TO, YTO OH FTOBOPUT. B TaHHOM THITE JHajora 4aiie BCero
OTBETHBIMH PEaKIUsAMHU OYAyT COTIIACHE WM Hecoracue (IIPU4eM BeXKIHMBOE), U, BOSMOXKHO, YAUBICHHE, COMHeHHE. [Ipu 3TOM,
6€3yCI0BHO, CIIIyET CTAPaThCS UCIIONIB30BATH Pa3HOOOPa3HbIC I3BIKOBBIC CPEICTBA TS BHIPAKEHHS TAHHBIX S3BIKOBBIX (DYHKITHA.

* AKTHBHO Npe/yiaraiiTe BapUaHThI sl 00CYKICHUS (ECTECTBEHHO, MMOCIIE JOCTATOYHO MOAPOOHOTO 0OCYKICHHUS KaXI0T0
MPEIBLIYIIETO).

IIpu npeUToKEHUH CBOETO BapHaHTa CIEAYET AaBaTh YeTKHUE Pa3BEPHYThIE apTYMEHTHI B €T0 MOJb3y. B ciiydae Hecoraacus
cobeceHIKa HEOOXOMMO PEArkpPOBATh Ha €r0 PEILIMKH CBOMME KOHTPAapryMEHTAMH, COTJIACYs UX C €ro JOBOJaMH. Y MEHHE
YCIBIIIATH MAPTHEPA U aICKBATHO M ApTyMEHTHPOBAHHO PEarupoBaTh B CIOHTAHHBIX OTBETHBIX PEIUIMKAX OCOOCHHO [[EHHO B JAHHOM
ture auanora. OJHAKO COBCEM HE0OsI3aTeNbHO BCEr[a He COrIaIaThCsl C MAPTHEPOM, Bellb B PCAIbHON KOMMYHUKALIUH MBI
JTIOCTATOYHO YaCTO MEPECMATPUBAEM CBOIO TOUKY 3PEHHUSI, B3BSIIMBAs JOBOIBI «3a» U «IPOTHBY». [IpH coracuu ¢ MHEHHEM
cobeceiHIKA BAXKHO TIPUBECTH JOTIOJIHUTEIBHBIC TOBOIBI B I0JIb3Y 00CYKIaeMOr0 BApHAHTA HJIH Pa3BEPHYTh apTyMEHT COOECEIHIKA.
* AKTHBHOCTB U BEXKJIMBOCTb COOCCEIHNKA MTPEIIIOaracT 3aMHTEPECOBAHHOCTh BO MHCHUH TTapTHEpa 110 00LIEHHUI0, TOITOMY B Oecere
CIIelyeT HHTEPECOBAThCS MHCHHEM COOECEAHNKA M0 TIOBOLY [IPE/IaraeMbIX BApHAHTOB, 3alIPAIINBATh €r0 COTJIACHE HITH HECOTIacHe
co cBoeii Toukoit 3peHus. IIpn He0OXOANMOCTH MOYKHO 3a1aTh YTOYHSIOIINE BOIIPOCHI, [IEPECIIPOCUTH COOCCEIHHUKA.

Heo0xomuMo y4uThIBaTh MHEHHE COOSCEIHUKA U MIPUBOAUMBIE UM apTYMEHTHI IPU MPHHITHN OKOHYATELHOTO PEIICHHUS, KOTOPOe
JIOJDKHO CTaTh JIOTHYECKUM 3aBepLICHHEeM quanora. Eciu pereHne npoTHBOPEYHT COACPKaHNIO IPOBEICHHON Oecepl,
KOMMYHHMKATHBHAS 337]a4a MOXKET OKa3aThCsl HEBBITIOMIHEHHOM. DTO 03HaYaeT, 4TO yU4acTHHK Oecelbl popMaIbHO ITPOroBapuBail CBOU
JIOBOJIBI, HE CIICMII 32 PeIINKaMHU COOECEAHHNKA U JIOTUKOH Pa3BUTHS JHAIIOTA.

*lHMIMaTUBHOCTH B Oecelie mperoaracT yMeHIe BOBJICYb TAPTHEPa B AUATIOT. B TaHHOM THITE AHAIIOTa 3TO MPOSBIISETCS HE TOJIBKO
B YMEHHUHM 3aIPOCUTH MHEHHE COOECETHNKA, HO ¥ B MIPUTIIANICHUH NPETaraTh CBOM BAPHAHTHI T 00CYX ICHHUSI.

* Heo0x0oIMMo MOMHHTB, 4TO AUAJIOT — 3TO HE 0OMEH MOHOJIOTaMHU.

MeToaudeckue yKasaHus o paboTe co cIoBapeM

DopMBI CAMOCTOSTEILHON pabOTHI CO CIIOBAPEM:

- IIOMCK 33JJaHHBIX CJIOB B CJIOBAapE;

- ompezeneHne GopM eJUHCTBEHHOTO ¥ MHOYKECTBEHHOTO YHCJIA CYIIECTBUTEIBHBIX;
- BBIOOp HY)KHBIX 3HAYEHUH MHOTO3HAYHBIX CIIOB;




- [IOMCK HY?KHOI'O 3Ha4YC€HHS CJIOB U3 YHCJIa T paMMaTHYCCKUX OMOHUMOB;
- IOWCK 3HAYEHHS TJ1aroJia 1mo OJHON U3 TJIaroJbHBIX q)OpM.

1. TIpu momcke cioBa B coBape HEOOXOANUMO CIEINTH 32 TOUYHBIM COBHaZeHHeM Trpadudeckoro oGopMIICHHS HCKOMOTO I
HalJIGHHOTO CJIOBA, B IPOTUBHOM ClIy4yae IepeBo]] OyAeT HENPAaBUIbHBIM.

2. MHorHe clioBa ABISIOTCS MHOTO3HAYHBIMH, T.€. UMEIOT HECKOIIBKO 3HaYEHHH, TI03TOMY TIPH ITOHCKE 3HAYEHHS CIIOBA B CIOBApe
HEOOXOIUMO YHUTATh BCIO CIOBApHYIO CTAaThIO U BHIOMPATH JUIS IIEPEBOJA TO 3HAUEHHE, KOTOPOE MOJXOIUT B KOHTEKCT IIPEATI0KEHUS
(Tekcra).

3. IIpu noucke B cloBape 3HaUEHUs CIIOBA B PsAJiE CIy4aeB ClielyeT IPUHUMATh BO BHUMaHHE IPaMMaTHYECKYI0 (DYHKIIHIO CJIOBA B
IpeUI0KEeHNH, TAK KaK HEKOTOPBIE CII0BA BRITONHSIIOT PAa3IMYHbIEe PaMMaTHUeCcKie (QyHKIUH U B 3aBICHMOCTH OT 3TOTO HEPEeBOAATCS
[O-pa3HOMY.

4. ITpu momncke 3Ha4YeHHs IJIarosa B CI0Bape ClieyeT IMETh B BUAY, UTO TJIATOJIbl yKa3aHBI B CIIOBAape B HEOMpeeIeHHOH hopme
(Infinitiv - schlafen, aufmachen)B To BpeMs kak B IpeAsoKeHUNU (TEKCTE) OHU (PYHKIUOHUPYIOT B Pa3HBIX BPEMEHAX, B PA3HBIX
IpaMMaTHYECKUX KOHCTPYKIUX. [IoMCK Tiaroia 3aBUCUT OT €ro MPUHAMIEKHOCTH K KIIACCY MPABIIIBHBIX MM HETPaBHIBHBIX
[JIaroyioB.

MeToaidyeckre peKOMEHIAINH 10 MTOATOTOBKE K 9K3aMEHY

B nepron moAroTOBKYM K 9K3aMeHY CTYIEHTHI BHOBb 00OpaIaloTcs K MpoiIeHHOMY yueOHOMY MaTepuairy. [Ipr 3ToM OHM HE TOJIBKO
CKPEIUISIOT MOJTY4YCHHbIE 3HAHUS, HO U MOJIy4aroT HOBbIe. [I0AroToBKa CTy[EHTa K 9K3aMeHY BKJIIOYAeT B ce0s TpH ATamna:
-ayIUTOpHAsI M BHEAYIHTOPHAS CaMOCTOsITEbHASI paboTa B TEUCHHUE CEMECTPa;

-HETIOCPEICTBEHHAs [TOJITOTOBKA B JIHHU, NPEALICCTBYIOLINE SK3aMEeHY 110 TeMaM Kypca;

-IIOJITOTOBKA K OTBETY Ha BOIIPOCHI, COAEpIKaIIuecs B OmeTax.

Jlurepatypa A7 HOATOTOBKY K K3aMEHY PEKOMEHyeTCsl [IpernoiaBarelieM JIN00 yKka3aHa B y4eOHO-METOJUIECKOM KOMILIEKCE.

B xoz1e MOATOTOBKY K dK3aMeHY CTy/IeHTaM HeoOX0IUMO o0paiaTs BHUMaHUe He TOJIBKO Ha YPOBEHb 3alIOMIHAHHMS, HO ¥ Ha CTENICHb
MTOHUMAaHUS U3JIaraeMbIX POOIeM.

DK3aMeH MPOBOJUTCS O OHMieTaM, OXBaTHIBAIOIINM BECh MIPOHICHHBIH MaTeprai. [1o OKOHYaHWH OTBETa SK3aMEHATOP MOJKET 3a/1aTh
CTYICHTY JOTIOJIHUTEIbHBIE U YTOYHSOLINE BONPOCKHL. Ha NOAroTOBKY K OTBETY 110 BOIIpocaM OuiieTa CTyAEHTY aaetcs 30 MUHYT C
MOMEHTA MOJIY4YEHUs UM.




