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Buzuposanue PIIJI nis ucnonHenusi B ouepeHoM yueGHOM rogy
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Pabouas mporpamma nepecMoTpeHa, 00CyKIeHa U 0100peHa JIs
ucnonaHeHus B 2021-2022 yue6GHOM TOAy Ha 3aceIaHuH Kabeapsl
Kadeapa HHOCTPAHHBIX SA3bIKOB U METOHKH NPENoAaBaAHUS
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3aB. kadenpoii SukydacBaAiicyny CepreeBHa
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Pabouast mporpamma nepecMoTpeHa, 00CyKAeHa 1 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 yue6HOM 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: CoBepLICHCTBOBAHHE WHOA3BIYHONW KOMMYHHUKATHBHOI KOMIIETCHIMU IS A€JIOBOTO OOILEHUS B YCTHOM U
MMUCbMEHHOH (opmax.

1.2|3a0auu: - coBepIiIeHCTBOBAHKE JICKCUKO-TPAMMAaTHYECKUX HABBIKOB, HEOOXOUMBIX JIJIs OOIICHHUSI HA HHOCTPAHHOM
SI3BIKE B MPO(QECCHOHANBHOM e TeNbHOCTH;

- COBEPLICHCTBOBAHNE KOMMYHUKATUBHBIX YMEHUH (MOHOJIOTHYECKON M TUATOTHYESCKON PEdH, YTEHHS U IIIChMa) B
npoLecce IeJI0BOr0 OOMEHHUsI HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OOII

Hukn (pazner) OOIT: |(DTZ[.B

2.1|TpeGoBaHus K NpeBapUTEIbHOIl MOAr0TOBKE 00y4aloLIerocs:

2.1.1|VIHOCTpaHHBIH SI3BIK

2.2|IacOMIUIMHBI ¥ NPAKTHKH, VIS KOTOPBIX OCBOEHHE AAHHO W JHCIHMIUINHBI (MOYJIs1) HEOOXOIUMO KaK
npeauIecTBYIOLIEE:

2.2.1|BrmonHeHne U 3aIUTa BEITYCKHOH KBaTH(HUKALMOHHON paboThI

3. KOMIIETEHLIMHA OBYYAIOIIETOCSI, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUSI TUC UM HBI
(MOJY.JIS)

YK-3: CnocobeH ocyuiecTBIAATH COLHATbHOE B3aUMO/IeliCTBHE U PeaIN30BbIBATH CBOIO POJIb B KOMaH/Ae

N-4.YK-3: D¢pdexTHBHO B3aUMOAeCTBYeT ¢ IPYT MMM YJIeHAMH KOMAaH/bI, B T.4. yYacCTByeT B 00MeHe HH(popManmeii,
3HAHMSIMH U ONBITOM, H NPe3eHTAIINU Pe3yJbTaTOB padoThl KOMaH/IbI

- 3HACT NpaBujia l'[pO(beCCI/IOHaJ]bHOFO PEUYECBOTO DTUKETA
- YMECT apryMEHTHPOBAHO U3JIaraTb CO6CTB€HHy}O TOYKY 3p€HUA HAa HHOCTPAHHOM S3bIKE
- BJIaACCT HaBbIKaMH BE€ACHUA JUCKYCCHUU U MOJIEMUKU HAa NHOCTPAHHOM A3BIKE

YK-4: Crioco0eH ocyecTB/ISITh A€J10BYI0 KOMMYHUKANMIO B YCTHO# U MUCbMeHHOH GopMax HA rocyIapcTBEHHOM SI3bIKe
Poccniickoii @egepannu 1 HHOCTPAHHOM (BIX) A3bIKe(aX)

HNJI-1.YK-4: BoioupaeT Ha rocyiapcTBEeHHOM H HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHHKATHBHO MpHeMJIeMble CTHJIb 1€JIOBOT0
0o01eHns, Bep0ajbHbIe H HeBepOAJIbHbIE CPeACTBA B3aUMO/IeHCTBYS ¢ MapTHEPaAMH.

- 3HAET OCHOBHBIE TPAMMATHIECKHE CTPYKTYPBI; 00IIEYIOTpeONTENbHYI0, O0IMEKYIbTYPHYIO H MPO(ECCHOHATBHYIO JIEKCHKY;
pedeBble KiIIe, HeOOXOANMBIE [UIS OCYIIECTBICHUS eT0BOM KOMMYHUKAIIUY HA HHOCTPAHHOM SI3BIKE

- YMEeT IIOCTPOUTh BBICKA3bIBAHUS B CMOJEIMPOBAHHBIX (IpeUlaraeéMblX) CUTyalUsIX OOLIeHHs Ha HHOCTPAHHOM SI3bIKE,
IpaBUIBHO MCHONB3Ysl BepOajbHble U HEBEepOabHbIE CPEACTBA OOLICHUS

- BJIaJiceT HHOCTPAHHBIM A3BIKOM KaK CTHJIEM JEJI0BOTO OOLICHUS

N/1-2.YK-4: Bener ae10BYI0 nepenucky, Y4UTHIBast 0CO0€HHOCTH CTUIMCTUKH OQUIMATBHBIX U HEO(PUIHATBLHBIX NHCEM,
COLMOKYJILTYPHbIE pa3juyusi B (popMaTe KOPPECIOH/IeHIIMU HA TOCY1aPCTBEHHOM M HHOCTPAHHOM (-bIX) SI3bIKAX.

- 3HaeT 0OCOOCHHOCTH CTHJIMCTUKH HAMMCAHUS OQHIHAIBHBIX H HECOPUIIATBHBIX TTHCEM
- YMEET BECTH JICJIOBYIO IIEPEIUCKY C YYETOM COLMOKYJIBTYPHBIX OCOOCHHOCTEH C MpeCTaBUTEISIMU IPYTHX CTPaH
- BJIQJICET TEXHUKOH JICJIOBOTO MUChMa HA MHOCTPAHHOM S3bIKE

HN-4.YK-4: leMmoHCTpHPYeT YMeHHe BBINOJHATH MepeBo/ NPo(ecCHOHATBLHBIX TEKCTOB ¢ MHHOCTPAHHOTIO (-bIX) HA
roCy/IapCTBEHHBIH fI3bIK H 00PaTHO.

- 3HACT OCHOBHBIC IICPEBOAYECKUEC TpaHC(l)OpMaHI/II/I

- YMECT BBIIIOJIHATEL IEPEBOJ HpO(beCCI/IOHaHLHLIX TEKCTOB ¢ NHOCTPAHHOT O (-I:IX) Ha FOCYHapCTBeHHLIfI SA3BIK U 06paTHO
- BJIAACCT OCHOBAMH TEXHHUKHU IEPEBOAA

4. CTPYKTYPA U COAEP)KAHUE JUCIUIIIMHBI (MO YJISA)

Kon HaumenoBanue paznesioB u TeM /Buj | Cemectp / | Hacos | Komneren- | Jluteparypa | Unte | Ilpumeuanue
| SAHATHS 3aHATHA/ Kvnc 117001 DAKT.

Paznen 1. Coaeprxanue 3aHsITHIl 1
CaMOCTOSITeJIbHOI padoThI




11

Markets. /TIp/

WJ1-4.YK-3
WJI-1.VK-4
WJ1-2.VK-4
WJ1-4.VK-4

JI1.1J12.1 J12.2

1.2

Markets. /Cp/

NJ1-4.YK-3
UJI-1.VK-4
WJI-2.VK-4
WJI-4.YK-4

JI1.1J12.1 J12.2

13

Companies. /TIp/

UJI-4.YK-3
WJ-1.YK-4
WJ1-2.VK-4
WJ1-4.VK-4

JI1.1J12.1 J12.2

1.4

Companies. /Cp/

NJI-4.YK-3
UJ-1.YK-4
UJ-2.YK-4
UJ-4.YK-4

JI1.1J12.1 J12.2

15

The Web. /TIp/

WJ1-4.YK-3
WJI-1.VK-4
WJ1-2.VK-4
UJ1-4.VK-4

JI1.1J12.1 JI2.2

1.6

The Web. /Cp/

UJ1-4.YK-3
UJI-1.VK-4
WJ1-2.VK-4
WJ1-4.VK-4

JI1.1J12.1 J12.2

1.7

Cultures. /Tlp/

WJ1-4.YK-3
WJ-1.YK-4
WJI-2.YK-4
WJ1-4.YK-4

JI1.1J12.1 J12.2

1.8

Cultures. /Cp/

WJ1-4.VK-3
WJI-1.VK-4
WJ1-2.VK-4
WJ1-4.VK-4

JI1.1J12.1 J12.2

Pazgen 2. [IpomeskyTounasi arrecTanus
(3auéT)

2.1

Ioaroroeka k 3a4éty /3auét/

3,85

UJI-4.YK-3
WJ-1.YK-4
UJ-2.YK-4
WJI-4.YK-4

JI1.1J12.1 J12.2

2.2

KonrakTtHas pabora /KCPATT/

0,15

WJ1-4.YK-3
WJI-1.VK-4
WJI-2.YK-4
UJ1-4.VK-4

JI1.1J12.1 J12.2

5. ®OH/J1 OHEHOYHBIX CPEJCTB

5.1. KoHTpoJbHBIE BONPOCHI U 32JaHUS

3aueT BKIIOYAET CIEYIOLINE 3alaHus:

1. HpO‘II/ITaTL " NEPEBECTU TCKCT IO CIEIUAJIbHOCTH.

2. becena no npoYnTaHHOMY U IIEPEBEJCHHOMY TEKCTY.

5.2. Tembl NMCHMEHHBIX PadoT

The Inquiry Letter

The Sales Letter

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

®DoH/1 OLIEHOYHBIX CPEICTB

dopmupyeTcsa OTAEIbHBIM JOKYMEHTOM B COOTBETCTBTUH C JOKYMEHTOM o nosokeHnn @OC T'AI'Y.

6. YHEBHO-METOJANYECKOE U TH®OPMAINNIMOHHOE OBECHIEYEHUE TUCHUIIVIMHBI (MOLY JIs)

6.1. Pexomenayemas aurepaTtypa




6.1.1. OcHoBHas TUTEpaTypa

ABTOPBI, COCTAaBUTEIH 3arnaBue W3naTenscTBO, TOI D11, aapec
JI1.1 |llesenesa C.A. JenoBoit anrnuiickuii: yae6noe nocobue ais |Mocksa: FOHUTH-  |http://www.iprbookshop.ru
BY30B JIAHA, 2017 [71767.html
6.1.2. JlonotHUTEIbHASI IUTEPATYpa
ABTOPBI, COCTABUTEIN 3arnaBue W3naTenseTBo, Toj On. anpec
JI2.1 [Maitep H.T'. AHTTIMACKHH SI3BIK: yueOHOe TTocobue st Topro- Anrraiick: PUO |http://elib.gasu.ru/index.ph
CTyIIEeHTOB | Kypca Hes3bIKOBBIX (axynsTeToB|[ATY, 2015 p?
(6a30BBIi KypC) option=com_abook&view

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

JI2.2 (Bockpecenckas E.I'., |/lenoBoii aHTIHHACKMIA: fenoBast mepenncka = [OMck: OMcKuit http://www.iprbookshop.ru
®pese O.B. Business English: Business Correspondence: |rocyaapcTBeHHBINH /24882.html
yuebHoe nocobue yHuBepcurer, 2012

6.3.1 Ilepeyenb MporpaMMHOro odecrneveHust

6.3.1.1|Kaspersky Endpoint Security ans 6usneca CTAHJITAPTHbII

6.3.1.2|MS Office

6.3.1.3|MS WINDOWS

6.3.2 llepeyenb nHGOPMANMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1|Onektporno-oubnroTeynas cucrema IPRbooks

6.3.2.2|baza maHHBIX «OneKTpoHHAs OMOIMoTeka I OpHO- ANTaliCKOr0 rOCyIapCTBEHHOTO YHHBEPCHTETA»

7. OBPA3OBATEJIBHBIE TEXHOJIOI' MU

poJeBas urpa

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCHUIIJIMHBI (MOAY JIS)

Homep ayautopuun |Ha3nauenue OcHOBHOE OCHAILIEHHE

403 A2 Y4eOHas ayauTopus IS IIPOBEICHUS Pabouee mecto mpenomgasares. [locagodnsie mecta st
3aHATUH JEKITUOHHOTO THIIA, 3aHITUN oOygaromuxcs (0 KOINYIECTBY 00yJaronTuxcs),
CEMHHAPCKOT0 THIA, KYpCOBOTO yUeHHYECKas I0CKa, Kadenpa, MyTbTUMEIUUHBIN TIPOSKTOP,

TIPOEKTUPOBAHUS (BBIITOIHEHHS KYPCOBBIX |HETOYK
paboT), TPYNIIOBBIX U WHAWBUIYAJIBHBIX
KOHCYJIbTAIlUH, TEKYILEro KOHTPOJIS U
MIPOMEXYTOYHOM aTTECTallUU

402 A2 Y4eOHas ayaquTOpHs IS IIPOBEICHUS Pabouee mecto mpenomaBarens. [locagodnbie mecta st
3aHATUH JICKIIHOHHOTO THIIA, 3aHATHHA oOygaromuxcs (0 KOIMIECTBY 00yJaronTuXcs),
CEMHUHAPCKOI0 TUIA, KypCOBOTO yUeHHYEeCKas Iocka, Kadeapa, MyTbTUMCIUHHBINA

MIPOEKTHPOBaHUS (BBIIIOJIHEHHS KypCOBBIX |ITPOEKTOP, HETOYK
paboT), TPYMITOBBIX ¥ WHANBHUIyaIbHBIX
KOHCYJBTAIMH, TEKYILEro KOHTPOJIS U
MIPOMEXKYTOUHON aTTeCTalUU

9. METOAUYECKUE YKA3ZAHUS JJI51 OBYYAIOILMXCSI IO OCBOEHMIO JUCUMUILIMHBI (MOLY JIsT)

CamocTosTenbHas paboTa CTyJEHTOB SIBIIETCS COCTABHOM 4acThIO MIPOLIECCa OCBOCHHS MPOrpaMMel o aucrumiuie «Coenkype Ha
HMHOCTPAHHOM SI3BIKE» U BKIIIOUAeT HEOOXOJUMbIE ACIEKTh OCBOCHHS AUCIUIIHHEL OCHOBHAS 11€/Ib METOAUUECKUX yKa3aHUI
3aKII0YaeTCsl B TOM, YTOOBI 00€CIIeUUTh CTYCHTOB HCOOXOAUMBIMU CBEICHUSIMH, aNTOPUTMAaMH JUISl YCIICIIHOTO BBIIOTHEHUS
CaMOCTOSITENIbHOH paboThl, B HOPMUPOBAHUM YCTOHUMBBIX HABBIKOB, I03BOJIIOLIMX CAMOCTOSITEIBHO PEILATh YUeOHBIE 3aJaUH,
BBIIIOJIHATH Pa3HOOOPA3HBIE 3a1aHUs, IPEOI0IEBATh TPYIHOCTU B OTJEIbHBIX BUJIAX CAMOCTOSTENbHOI paboThl, pa3BUBaTh YU€OHYIO H
KOMMYHHKATHBHYIO KOMIIETEHIIUIO CTyAeHTOB. IIpenonaBatens onpenenseT o0y 0 CXeMy OPraHU3alUuKl CaMOCTOSITENbHOH yueOHOi
JeATeIbHOCTU CTYJICHTa, B KOTOPOH CTyAEHT pean3yeT CBOH TBOPUYECKHUH IOTCHIIUAIL.

Hacrosmme MeToAnYeCKHE YKa3aHUs MTO3BOJT CTyJCHTAM CaMOCTOSTEIBHO OBJIAACTh 3HAHUSIMH, YMEHUSMH M HaBBIKAMH 110
IpOoUITI0 TOATOTOBKH, OIBITOM TBOPYECKOH M UCCIENOBATEIbCKOM AEATEIEHOCTH, U HAIPaBICHH Ha ()OPMHUPOBAHUE CIEYIOMINX
KOMIIETEHITHH ;

VYK-4 CrocobeH ocyLecTBIATh JeI0BYI0 KOMMYHHKAIMIO B YCTHOH U MUCbMEHHOH (opMax Ha rocyaapcTBEHHOM s3blke Poccuiickoil
®denepanyu 1 HHOCTPaHHOM(BIX) SI3bIKE(aX)

NJI-1.YK-4 BriOupaer Ha ToCyJapcTBEHHOM U HHOCTPAHHOM (BIX) S3bIKaX KOMMYHHUKATHBHO IIPHEMIIEMbIE CTHIIb JEJI0BOTO
oOuienus, BepOanbHbIe U HeBepOalbHEIE CPEICTBA B3aMMOIEHCTBHUS ¢ IIApTHEPaMU;

N-2.YK-4 Bener nenoByo NepenucKy, yUUTHIBas OCOOCHHOCTH CTHIMCTUKY OQUIINATIBHBIX 1 HEODHIUATIBHBIX IIHCEM,
COLMOKYJIBTYpHBIE pPaznuuus B opMaTe KOPPECIOHIEHIMU HA TOCYJAPCTBEHHOM U MHOCTPAHHOM (-bIX) SI3BIKAX;

N-4.YK-4 JleMoHCTpUpYyeT yMEHHE BBIIOIHATH IE€PEBOA IPO(ECCHOHAIBHBIX TEKCTOB C HHOCTPAHHOIO (-bIX) Ha




TOCYTapCTBEHHBIH SI3BIK M 00PATHO;

YK-3 CnocoOeH ocylecTBIATh COLHAIbHOE B3aUMO/ICHCTBIE U PEATU30BBIBATH CBOIO POJIb B KOMaH/IE

NO-4. YK-3 DddexkTuBHO B3aUMOACHCTBYET C APYTMMHU WICHAMH KOMaH/pbl, B T.4. YYaCTBYeT B 0OOMeHe MH(POpMALUE, 3HAHUAMH U
OIBITOM, M MPE3EHTALH PE3YJIbTATOB paOOTh KOMaHbL.

2 IImaH caMocTOsTENEHON PabOTHI

CamocTosTenbHas paboTa CTYJCHTOB MPEAINOJIAraeT CJCAYOLUINE BUIbL:

- TIOATOTOBKA K MPAKTHYCCKUM 3aHSITHSIM;

- YTCHHUE U NEPEBOJ] TEKCTOB,

- COCTaBJICHHUE TJI0CCapus 110 TeMe;

- TIOATOTOBKA TPOEKTOB;

- BBIMOJIHCHUE TIMCHbMEHHBIX U YCTHBIX 3aaHuii (JIEKCHKO-TPAMMATHUECKUX YITPaXXHEHHUM, HAIMCAHKE JCJIOBBIX MIHCEM Ha
WHOCTPaHHOM $SI3BIKE U JIp.;

- BBINOJIHCHUE KOHTPOJIBHBIX PaboT (TECTOB);

- TIOAATOTOBKA K 3a4eTy.

Kpome Toro, camocrostesibHast paboTa CTyAeHTa 10 H3YYCHUIO TUCIUIIINHBI OXBATHIBACT: 3ayUHBAHUE CJIOB HHOCTPAHHOTO SI3BIKA,
rpaMMaTHYECKHX MPaBUII, YTCHUE TEKCTOB HA UHOCTPAHHOM SI3BIKE BCIIYX B COOTBETCTBHUH C MPABUIAMU YTCHHUS, TOHUMAHHE TEKCTOB,
MOCTPOEHHUE BOMIPOCOB M OTBETOB K TEKCTaM; MEPEBOJI Ha PYCCKUH SA3bIK (YCTHBIA U TMCHMEHHBIH ).

3 MeTtonnueckue YKa3aHus 110 BBINTOJIHCHHUIO CaMOCTOSITEIbHOU pa6OTLI
MCTOZLI/I‘ICCKI/IC YKa3aHHus K BbIIIOJHEHUIO JICKCUKO-TPaAaMMaTH4YCCKUX pra)KHeHI/Iﬁ

ITpu paboTe ¢ IEKCUKO-rpaMMAaTUIECKUM MaTePHaIOM HEOOXOUMO CTPEMUTHCS HE TOJIBKO K Y3HABAHHUIO CIIOBA WIIU
rpaMMaTHYeCKOro 000poTa, HO U K IOHMMAaHHIO i€/ €r0  YHOTpeOJeHUs] B JaHHOM KOHTEKCTE.

H3zy4aemblii MaTepua TpeOyeT MPaKTUYECKOro IPUMEHEHUs], IIPEXKIIE BCETO B BUJE JIEKCUKO-TPAMMATHYECKUX YIIPaKHEHUH, KOTOpbIe
cllelyeT BBIIONHATH TOJIBKO IOCIE TIATENbHOM NpopaboTKK Becero MaTepuana. M3ydyeHue rpaMMAaTUKH HEJIb3sl HAUATh «C
cepenuHbl». Kaxaplil HOBBII pazaen 6a3supyeTcst Ha U3ydeHHOM Ipeskae MaTepuane. OQHaKo U3yUeHUE TONBKO IpaMMaTHKH Oe 3
HPaBUIBHOTO IPOU3HOIICHHUS U 3HAHUS JTEKCUKHU OCTACTCS «BEIIBIO B ceOey. JINIIb KOMIUICKCHBIH TOAX0] U IOCTEIEHHBIH IepeXo]] 0T
TPOCTOTO K CIOKHOMY MOXKET JaTh TpeOyeMblii pe3yIbTar.

IIpu BHINOIHEHUU YNPaXXHEHUH CHauala cileayeT 03HaKOMHUTBLCS ¢ TPaMMaTUUYECKUMI KOMMEHTAPUAMU, IPOCMOTPETh 3aIUCH,
clleNaHHblE Ha 3aHATUM. IIpH NOArOTOBKE K KOHTPOJIBHBIM paboTaM TpeOyeTcs TakxkKe IPOCMOTPETh BECh JIEKCHKO -I'PaMMAaTHUECKHIA
MaTepHall, B TOM YKCiIe AOMALIHUE MUCbMEHHBIEC YIIPaKHEHUSL.

CryzneHTaM peKOMEHIyeTCs HCTIOIb30BaTh 00yUJaloNe KOMIBIOTEPHbIE IPOrPaMMBI, KOTOPBIE JAI0T BO3MOXKHOCTE HE TOJIBKO
HPOCITyIIaTh NpaBUIIbHOE (POHETHIECKOE 0QOPMIICHNE PEUH, HO 1 BEIPAOOTATh HABBIKHM UCIIOIb30BAHUS IIPABHIBHEIX JIEKCHKO -
rpaMMaTHYECKUX CTPYKTYp MPU MOMOIIY yIPaKHEHUH.

IIpu u3yyeHuu onpenenéHHbIX JIEKCHUECKUX U IPAMMATHYECKHX SBJICHUH HEMELIKOTO SI3bIKa PEKOMEHYEeTCs UCIIOIb30BATh CXEMBI,
TaOJIULBI U3 CIIPAaBOYHHUKOB 10 FPAMMATHKE, TIIATEIbHO TOTOBUTD UX Ul 00ecIedeHus NpoyHoro ycBoeHus. Ilpu noctpoenun
HEMELIKOT0 NPEJUI0KEHH CIIEyeT PacIoaraTb CJI0Ba B CTPOro ONPENEIEHHOM MOPSIKE, yYUTHIBAs, YTO NOPSAJIOK CJIOB B
MIOBECTBOBATEILHOM, BOIIPOCUTENIFHOM U OTPULIATENILHOM NPEUIOKEHUAX OTIMYAETCA OT MOPSAJIKA CJIOB B PyCCKOM NPEUIOKEHHU.

Metoauueckue PCKOMEHIAINHA I10 ITOATOTOBKE pOHCBOP‘I HUI'PBI

B ctpykType poneBoit Hrpsl Kak Mpolecca BhIICISIOTCS CIEIYIOUIUE COCTABISIONINE:

* TeMa;

* poiy, B3SATHIE Ha ceOsl UTpaIOMIMH;

* HTPOBBIE ACWCTBHS KaK CPEIICTBA peaTN3aliy ITUX POJIei;

* HITPOBOE YIOTpPeOIeHNE IPEIMETOB, T. €. 3aMeIIeHNEe PEeaTbHBIX BEIIeH UTPOBBIMH, YCIOBHBIMH;

* peasibHbIe OTHOIICHHUS MEXJy UTPAIOIIIMU;

* CIOXKET (colepkaHue) — o0JacTh ACHCTBUTEILHOCTH, YCIOBHO BOCIIPOU3BOINMAsI B UTPE.

B nporiecce poneBoil urpsl 0TpadaThIBalOTCSA U yCBAaHBAIOTCA:

1) sTHUEeCKHre HOPMBI U TIpaBHIIa IOBEICHUS M ONPE/eIEHHBIE CONUATBHBIE POJIA B TOM WJIM HHOM STHOKYJIBTY PHOM COOOIIECTBE;

2) 0COOCHHOCTH, XapaKTEePHbIE YePThI, BO3MOKHOCTH T€X HJIM HHBIX COLUAIBHBIX TPYII MK OIPe/IeIEHHBIX KOJUIEKTHBOB — aHAJIOTOB
MpennpusTai, QUpPM, T.€. Pa3ITUIHbIC THITHI SKOHOMIYECKUX U CONUATBHBIX HHCTUTYTOB, YTO BITOCIIEJICTBHH MOKET OBITH ITEPEHECEHO
B COIMAJIbHYIO IIPAKTHKY

3) yMEeHHsI COBMECTHOW KOJUICKTUBHOM JCATCILHOCTH;

4) KyJNbTYpHBIC TPAJAUIIMU 1 HOPMBIL.

PoneBble urpel, TeMa M CIOXKET KOTOPBIX OCHOBAH Ha COAEPIKAHUU TEKCTOB, WILTIOCTPUPYIOT MOBEACHUE B CUTYAIIMH MEXKYIbTYPHOTO
OOIIEHH.

B kavecTBe mpueMoB, XapaKTEPHBIX LI METO/a POJICBOM UTPHI BBICTYMAIOT CJICIY FOIIUE

- IIpHEM BOCCO3J]aHUSI KOMMYHHKATHBHOT'O KOHTEKCTa, KOMMYHHUKATHBHOM CUTyallnu;

- TIpHeM BUPTYAIbHON IKCKYPCHHU, KOTOPBI MOKHO OpPraHM30BaTh KaK C IOMOIIHI0 TEXHUYECKHUX CPEJCTB, TaK U C HCIIOJIH30BAaHIEM
peanbHBIX (oTOMATEPHATIOB B Y4eOHOM ayAuTOpUH,

- IpUeM JIpaMaTU3allii, HAaPABJICHHBIM HA CO3IaHUE YCIOBUH, MPUOIMIKEHHBIX K YCIOBHUSM PEaIbHOTO OOIICHHUS, CBSI3aHHBIH C
CO3JIaHMEM CUTYAIUU OOLICHHS, OPEACICHUEM LIeJIU, PACIIPE/IeICHUEM POJICH;




- IpreM peQIIEKCUBHOM HACHTH(GUKAIINH, TIPEITOIararonni HAEHTH QUKAINIO ¢ 0OBEKTOM OOIIEHNS M TOBECTBOBAHHE OT MMEHH
9TOr0 00BEKTA.

MGTO/II/I‘ICCKI/IG yKa3aH1/1;1 K HAITMCAHUIO ACJIOBOI0 nMucChbmMa
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 YTCHHUIO M NIEPEBOJY TEKCTOB MPO(ECCUOHANBHON HANIPABICHHOCTH

TexkcThl mMpodecCHOHANBFHONH HANpPABICHHOCTH HA MHOCTPAaHHOM S3bIKE IOMHMO CBOCH OCHOBHOM  3agaun —
MHGOPMATUBHOCTH — MOMOTI'alOT MOMOJIHUTh OOMMI M TeMaTHYECKHH CIIOBApHBINA 3amac, TPEHUPYIOT B IPOU3HOIICHUH
HEMELKUX CJIOB M BBIPAKCHUH, 3aKpeIUIAIOT IpaBWia I'PaMMaTHUKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOW PEYH.
IIpenrexcroBblil aTam:

- TPOYTHTE 3arojiOBOK M CKaXuTe, O 4YeM (0 KoM) OyHIeT UATH peub B TEKCTE;

- O03HAKOMBTECh C HOBBIMH CJIOBAMH U CJIOBOCOYETAHWSMH (€CJIM TAaKOBBIE JAaHBI K TEKCTy C IEPEBOJIOM);
- TPOYUTAWTe W BBIIMIIUTE CJIOBA, 000O3HAYAONIHE. .. (JACTCS PYCCKHUA SKBUBAJICHT);

- BblOepHTE M3 TEKCTa CJIOBa, OTHOCSINMECS K M3y4aeMOH Teme;

- HaWIWTe B TEKCTE HE3HAKOMBIE CJIOBA.

TexkcToBblid 3Tam:

- TIPOYTHUTE TEKCT;

- BBIIENHTE CIIOBa (CJIOBOCOYETAHUS WIIH NIPEIOKECHHUS), KOTOpPBIE HECYT BaXKHYIO (KIIOYEBYIO HHOPMALHIO);
- BHIMIINTE WIM HOMYEPKHUTE OCHOBHBIE HMEHA (TEPMHHEIL, ONpeIeIeHIUs, 0003HAUCHH);

- chopMyiaHpyiiTe KJIIOYEBYIO MBICIb KaxI0ro ad3ala;

- OTMEThTE CJIOBO (CJIOBOCOYETAHHE), KOTOpOE Jy4llle BCEro IepellaeT COAep)KaHHe TeKcTa (Y4acTH TeKCTa).
IlocnerexcToBriil 3Tam:

- O3arjaBbTe TEKCT;

- TPOYTUTE BCIYX IPEIOKEHHs, KOTOpBIE MOSCHAIOT Ha3BaHHE TEKCTa;

- HalguTe B TEKCTe NPEAJOKEHHUs JUIi ONHUCAHUA ...

- moarBepAuTe (ONPOBEPrHUTE) CIIOBAMH M3 TEKCTA CJIEIYIOILYIO MBICID ...

- OTBEThTE Ha BOIPOC;

- COCTaBbTE IUIaH TEKCTA;

- BBIIUIIMTE KJIIOYEBBIE CIIOBA, HEOOXOJUMBIE I IEpecKas3a TeKCTa;

- TepecKaXUTe TeKCT, ONMUPAACh Ha IUIaH,

- TepecKakuTe TEKCT, ONMPAasiCh Ha KJIIOYEBBIE CIIOBA.

Ilpn mnoaroroBke pedepHpPOBaHUMSA TEKCTa PEKOMEHIYETCS BOCIIOIb30BATHCS CIEAYIOMEeH MaMITKON:

1. Ilocme mpoureHus TeKCTa pa30elTe ero Ha CMBICIOBBIC YaCTH.

2. B kaxmol uacTH Haligure mnpeiokeHue (MX MOXeT OBbITh HECKOJbKO), B KOTOPOM 3aKJIIOYE€H OCHOBHOM CMBICI 3TOM
YacTH TEKCTa. BHITUIINTE 3TH IPeI0KEHNUS.

3. TloguepkHuTe B 3TUX NPEIJIOKEHUIX KIIOYEBBIE CIIOBA.

4. CocraBbTe IUIaH IepecKasa.

5. Ommpasice Ha TUIaH, TEPECKAXKHUTE TEKCT,

6. Omnwupascb Ha KIIOUEBBIE CJIOBA, PACCKAXKHUTE TEKCT.

MeTonuueckue PEKOMEHJalNU IO COCTABJICHUIO TUCKYCCUHN




[TaMATKa IO COCTABIEHHIO TUCKYCCHU

B npouecce moAroToBKY K BBINOJHEHUIO 3alaHus (IUCKYCCHUS) BHUMATEIbHO M3y4UTE €ro COAEpKaTeIbHOE HAIOIHEHHE, ONPEeIINTe
KOHKPETHYIO CUTYAIHI0O U KOMMYHHKATHBHYIO 3a]]a4y OOIIeHHS.

Cutyanuus oOIIECHHS YeTKO U JIJAKOHWYHO KOHKPETH3UPYETCS B MEPBBIX JBYX-TPEX MPEIJIOKECHUAX 3aJaHUs, I0OITOMY UX CIICAYET
YHTATh 0OCOOCHHO BHUMATEIIBHO.

* O0s13aTeNIbHO 00CYNTE BCE MpeAaraeMble BAapHaHThL, BHE 3aBUCHMOCTH OT COOCTBEHHBIX MPEANIOYTEHHUI.

*BynbTe MHUIIMATUBHBIM IIAPTHEPOM IO OOIICHHIO, a He MACCUBHO OXKHAANTE BOIPOCOB CO CTOPOHEI codecequuka. Heobxomumo
HayaTh Oecemy ¢ KpaTKOTO BCTYIUICHHsSI —OOBSICHCHUS cUTyaluy. Jlanee ciemyeT akTHBHO BeCTH Oecely: peAaraTth BApUaHThI UL
o0CyXIeHNs, 3a1aBaTh COOTBETCTBYIOIIME PEUCBON CHTYallUU BOMPOCHI, IPU HEOOXOIMMOCTH MEPECIpaIlnBaTh, YTOUHATh MHCHUC
cobeceTHNKa, OCYIIECTBIATE IEPEX0]] OT OAHOIO BapHAHTa K JPYroMy, B 3aBepIICHHE Oecebl Iocie 00CYKICHNUS BCEX BapUAHTOB
caMoMy MPEUIOKUTH pelIeHHe. PellieHne JODKHO JIOTUYHO BBITEKATh M3 BCETO CKa3aHHOr0 00OMMH MapTHEpaMH, He 3a0yabTe IpH
9TOM eIl Pa3 NOMHTEPECOBATHCSI MHEHHEM COOCCEIHHUKA.

*BeIIMBOCTD B IMAJIOTE MPEIOJaraet, NPeKae BCEro, MPOsBICHHUE 3aMHTEPECOBAHHOCTH MO OTHOLICHHUIO K CBOEMY IapTHEPY IO
00LIEeHNI0, 00s13aTeIbHOE pearupoBaHue Ha €ro PeIUIMKH (IIyCThb ITOPOIO € IIOMOIIBI0 KOPOTKUX PEIUTHK pearuposaHus). Heodxomumo
BHHMATEJILHO CJIYIIATh MTAPTHEPA M JaBaTh aJICKBATHBIC PEAKIIMK HA TO, YTO OH TOBOPHUT. B TaHHOM THIIE AWANOra Yalie BCero
OTBETHBIMHU PEaKLUsIMHU OyayT COTJIACHE MITH Hecoryiacue (IpUYeM BEeKIIUBOE), U, BOSMOXKHO, YAUBICHUE, COMHEHHUE. [IpH 3TOM,
6e3yCIIOBHO, CIIEYeT CTAPAThCs UCIONB30BaTh Pa3HOOOPA3HbIC SI3BIKOBBIC CPECTBA ISl BHIPAXKCHUSI JAHHBIX SI3BIKOBBIX (QYHKLIHUA.
*AKTHBHO TIpe/utaraiite BapuaHThl [Uist 00CYXKISHHUS (€CTECTBEHHO, MOCIE JOCTATOYHO MOAPOOHOr0 00CYKACHUS KaxkIO0ro
MPEIBIAYIIETO).

*[Ipu npensiokeHN CBOETO BapHaHTa ClieyeT AaBaTh YeTKHE Pa3BEepHYTHIC apryMEHTHI B €T0 NONb3y. B cirydae Hecormacus
cobeceTHIKa HEOOXOANMO PearupoBaTh Ha €ro PEINIMKY CBOMMHU KOHTPAapIyMEHTaMH, COTJIacys HX C €ro JIOBOJAaMH. YMEHHe
YCIBIIATh APTHEPA U aJIeKBATHO U apryMEHTUPOBAHHO PEarupoBaTh B CHOHTAHHBIX OTBETHBIX PEIIMKAX OCOOEHHO IIEHHO B JaHHOM
ture auanora. OTHaKO COBCEM HEOO0s3aTeNIbHO BCETa HE COTJIalaThCcsl C HApTHEPOM, Be/lb B PEalIbHONH KOMMYHHKAIIUU MBI
JOCTATOYHO YaCTO IMEepecMaTpUBACM CBOIO TOUKY 3pEHHs, B3BELIMBAs JOBOJIBI «3a» U «1IpoTUBY. [Ipu cornacuu ¢ MHEHUEM
cobeceTHHMKa BaYKHO ITPUBECTH JOMOIHUTEIEHBIE JOBOIBI B TI0JIB3Y 00CYKIaeMOT0 BapHaHTA WM Pa3BEPHYTh apryMEHT cOOeCceTHUKA.
* AKTUBHOCTb U B&XKJIMBOCTH COOECEHUKA MPEANoNaraeT 3anHTepeCOBAaHHOCTh BO MHEHUH ITapTHEpa 110 00LIeHHI0, TI0ITOMY B Oecene
CJIe/TyeT HHTePECOBAThCS MHEHUEM COOECeTHHKA 110 MTOBOY IpeiaraéMbIX BAPHAHTOB, 3alIPAIIMBAaTh €r0 COIJache WM HecorJlacHe
€O cBOCH TOUKO# 3peHus. [Ipy He0OXOANMOCTH MOKHO 3a1aTh YTOYHS IOIUE BOIIPOCHI, IEPECIIPOCUTH COOECEIHUKA.

Heo6xoaumo y4uThIBaTh MHEHHE COOCCEJHUKA U IIPUBOIUMBIC UM apryMEHTHI ITPH MPUHATHU OKOHYATEIBHOTO PELICHUS, KOTOPOe
JIOJDKHO CTaTh JJOTMYECKUM 3aBEpIUICHUEM Auajora. Eciu pemenne NpoTHBOPEUUT CONEPKaHUIO MPOBEICHHON Oece/ibl,
KOMMYHHKATHBHAs 33/1a4a MOXET OKa3aThCsl HEBBIMOJIHEHHOW. DTO 03HAYAET, YTO YYaCTHUK Oecepl HOopMaTbHO IPOroBapHBal CBOU
JIOBOJIBI, HE CJIEJIIII 33 PEIUTHKaMH COOECeTHHKA M JIOTUKOM Pa3BUTHUS JHAJIOTA.

*/IHMIaTHBHOCTE B Oecesie ImperoiaraeT yMeHHe BOBIeUb TapTHEpa B AUAJIOT. B JaHHOM THITE THaora 9TO MPOSBISETCS HE TOJIBKO
B YMECHHUH 3aMPOCUTh MHEHHE cOOECEeIHIKA, HO U B MPHUIJIANICHUH MPEJIaraTh CBOM BapUAHTBI ISl 00CYKICHHS.

* Heo6Xx0auMo MOMHUTB, YTO JHAJIOT — 3TO HE OOMEH MOHOJIOT'aMH.

MeTOZ[I/I'{GCKI/IG YKa3zaHus 1o pa60Te CO CJIOBapeM

DopMBI caMOCTOS TETBHOH PaboTHI CO CIOBAPEM:

- TIONCK 3aJJaHHBIX CJIOB B CJIOBApe;

- onpezesieHue GOpM eTMHCTBEHHOTO M MHOXKECTBEHHOTO YHCIIA CYIICCTBUTEIbHBIX;
- BBIOOp HY’)KHBIX 3HaY€HUI MHOTO3HAYHBIX CJIOB;

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

- IIOMCK 3HAYEHUS IJ1aroja o OAHOW U3 IIIarojibHbIX (OpM.

1. TIpu noucke ciioBa B c10Bape HEOOXOUMO CICAUTH 38 TOYHBIM COBMAJCHHEM Ipaduueckoro oGpopMIeHUsS HCKOMOTO ’
Haif[ICHHOTO CJIOBa, B IIPOTUBHOM CIIy4ae HepeBoj OyIeT HelpaBUIbHBIM.

2. MHoOTHe CJI0Ba SBISIOTCS MHOTO3HAYHBIMH, T.€. HMEIOT HECKOJIBKO 3HAYCHHIA, IOITOMY IIPH ITOUCKE 3HAYCHMS CIIOBA B CIIOBApE
HE0OXOMMO YHTATh BCIO CIOBAPHYIO CTAThIO M BHIOMPATH JUIS NIEPEBO/Ia TO 3HAYCHHE, KOTOPOE MOIXOUT B KOHTEKCT HPETIOKCHHS
(Tekcra).

3. Ipu mowcke B cloBape 3HAYCHHUS CJIOBA B PsJIE CIIydaeB ClieyeT IPHHIMATh BO BHUMaHHE ITPaMMATHUECKYIO0 (yHKIHIO CJI0BA B
PEUIOKEHHUH, TAK KaK HEKOTOPbIE CJIOBA BBINOJIHSIIOT Pa3INYHbIe TpaMMaTHYeCKHEe QYHKIUH U B 3aBUCHMOCTH OT 9TOT'O TIEPEBOSITCS
[0-Pa3HOMY.

4. Ilpu mouckKe 3HAYCHHUS TJ1aronia B CJIOBape CIeAyeT MMETh B By, YTO IJIarojibl yKa3aHsl B CJIOBApE B HeompeaeaeHHOH Gopme
(Infinitiv - schlafen, aufmachen)s To Bpems kak B npemwnoxeHnu (TeKcTe) OHH QYHKIHOHUPYIOT B Pa3HBIX BPEMEHAX, B PA3HBIX
IpaMMaTHYECKUX KOHCTPYKIHX. [I0OKMCK I1aroia 3aBUCHT OT €ro IPUHAICKHOCTH K KIACCY MPABHIIBHBIX WIH HEIPaBUIbHBIX
JIaroJioB.

MeTtoanyeckre peKOMEHAALHUH [0 MOArOTOBKE K 9K3aMEHY

B neproa noAroToBkKH K SK3aMEHY CTYICHTHI BHOBb 00pallatoTCcs K IPOHACHHOMY ydeOHOMY MaTepuaiy. [Ipu 3TOM OHH HE TOJIBKO
CKPEIUISIFOT TTOJTyYCHHBIC 3HAHHMS, HO ¥ MOJIy4aroT HOBbIC. [10JroToBKa CTyJIeHTa K 9K3aMeHY BKJIFOYaeT B ceOs Tpu dTama:
-ayIUTOpHAs U BHEAYAUTOPHASI CAMOCTOSTENIbHASL paboTa B TEUEHUE CEMECTpa;

-HENOCPEICTBEHHAs MTOATOTOBKA B JHU, IPEIIECTBYOLIUE IK3aMEHY IO TEMAM Kypca;

-IIOATOTOBKA K OTBETY Ha BOIIPOCHI, CoJepKalirecs B Ounerax.




HI/ITepaTypa JUIA IOATOTOBKH K 5K3aMEHY PEKOMCHAYETCA MPEIOAaBaTCIIEM 6o YKa3aHa B yqeGHo -METOANYECKOM KOMIIIIEKCE.

B X0J¢ MOArOTOBKHU K 3K3aMEHY CTy€HTaM HGO6XOD,I/IMO o6pa1uaT1> BHUMaHUE HE TOJIBKO Ha YPOBCHb 3allOMUHAHHsI, HO U HAa CTCIICHb
IIOHUMAaHUs HU3J1araC€MbIX Hp06ﬂeM.

DK3aMeH MIPOBOAUTCA 10 6I/IJ'ICTaM, OXBAaThIBAOIIIUM BECh HpOﬁI[CHHLIfI MaTepual. ITo okoH4YaHUU OTBETA 9K3aME€HaATOp MOXKET 3a4aTh

CTYACHTY AOIOJIHUTEIBbHBIC U YTOYHATOIINE BOIIPOCHI. Ha IOATOTOBKY K OTBETY I10 BOIIpOCaM ounera CTYACHTY HACTCA 30 MUHYT C
MOMCHTA IMOJIYYCHUA UM.




