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1. HIEJIX ¥ 3BAJAYH OCBOEHUSA U CIMITJINHBI

1.1{Lenu: popMupoBaHre MHOS3BIYHONH KOMMYHUKATHBHOW KOMIIETEHIINH.

1.2|3a0auu. * akTHBU3aHS JTEKCUIECKOTO, TPAMMATHIECKOTO U (DOHETHYECKOTO MaTepraa;
* COBEPIIICHCTBOBAHUE SI3BIKOBBIX U PEUYCBBIX IKCIIPECCUBHBIX M PELICIITHBHBIX HABBIKOB;
* COBEPIICHCTBOBAHUE YMECHUN MOHOJOTHYCCKON M TUAJIOTHUCCKON PeyH;

* COBEPIICHCTBOBAHUE YMEHHUI rOBOPCHUS, ayIMPOBAHHMS, YTCHHS U TIHCHMA;

* COBEPIICHCTBOBAHUE YMCHUMN KYJIbTYPhI BEJICHHS JUCKYCCHH U OCCEIIbL.

2. MECTO JUCIIUIIJIMHBI B CTPYKTYPE OOII

Huxon (pazgen) OOITL: |B1.B.01.HB.01

2.1|TpeGoBanus K npeABapUTeIbHON MOATOTOBKE 00y4alOLIerocs:

2.1.1|TIpakTHKa yCTHOM M MUCbMEHHOM peun (NMepBbIN A3bIK)

2.1.2|TIpakTudeckas ¢poHeTHKA (TIEPBBIH S3BIK)

2.1.3|IIpakTrueckas rpaMMaTHKa (IEPBbIN A3BIK)

2.2|IncuMnJIMHbI M NTPAKTUKH, JUIS1 KOTOPBIX OCBOEHHE JaHHOW AUCHMIJIMHBI (MOAYJIs1) HEOOXO0AUMO KAK
npealIecTByIOLIEe:

2.2.1|AHaAJIMUTHYECKOE YTEHHE XyI0KECTBEHHOTO TeKCTa (IIEPBBIN SA3BIK)

2.2.2|TIpakTHKa YCTHOM M MUCbMEHHOM peun (NepBbIN A3bIK)

2.2.3|Ilenaroruyeckas NpakTUKa

2.2.4|BpInoaHEHKE U 3aL1UTa BbITYCKHON KBanu(UKaHOHHON paboThl

2.2.5 HOZ[FOTOBK& K ca4ye U caada rocy1apCTBEHHOI'O 5K3aMEHa

2.2.6|lIpenaummomMHas mpakTHKa

2.2.7|513pIKOBast MPAaKTHKA

3. KOMIETEHIIUY OBYUYAIOIIEIOCSI, ®OPMHPYEMBIE B PE3YJIbTATE OCBOEHUS1 1Y CLIAIJIMHbBI
(MOJLYJIST)

YK-4: Cnioco0eH ocylecTBJSITH 1€J0BYI0 KOMMYHMKAIMIO B YCTHOH M MHCbMEHHOI (popMax Ha rocy1apcTBEHHOM sI3bIKe
Poccuiickoii @egepannu 1 ”HOCTPAHHOM(BIX) A3bIKe(AX)

NA-1.YK-4: BeiOupaer Ha rocy1apcTBeHHOM H HHOCTPAHHOM (-bIX) A3bIKAX KOMMYHMKATHBHO IIpHeMJ/IeMble CTH/Ib /1€J10BOI0
o0menusi, BepdajibHbIe M HeBepOaIbHbIE CPEACTBA B3aUMO/EiCTBHSI C NAPTHEPaMHM.

- 3HAeT OCHOBHBIE IPAMMATHYECKHE CTPYKTYPHI; 00LIEyOTPeOUTENbHYIO, OOIIEKYABTYPHYIO U TPOYECCHOHAIBHYIO JIEKCUKY;
peueBbIe Kiunlie, He0OX0AUMBIE ISl OCYIIECTBIICHHS A€JI0BOM KOMMYHHKALIMU HA HTHOCTPAHHOM SI3bIKE

- YMEET MOCTPOUTh BBICKA3bIBAHUS B CMOJIEIHPOBAHHBIX (IIPEATAaraeMbIX) CUTYAUsIX OOIIEHUS Ha HHOCTPAHHOM SI3BIKE,
MIPaBWIBHO HCHONB3Yys BepOajibHble U HEBepOaJbHbIE CPECTBA OOIIECHHS

- BJIaIeeT MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JI€JI0BOTO OOIIEHHMS

HNI-2.YK-4: Beaer 1es10BYI0 nepenuckKy, y4YuTHIBask 0COOEHHOCTH CTHJIMCTHUKH O(PMUIHMAJLHBIX M Heo(UIHATBHBIX HCEM,
COLIMOKYJIbTYPHBIE pPa3juins B (hopMaTe KOPPECIOHAEHIIUH HA TOCY/IAPCTBEHHOM M HHOCTPAHHOM (-bIX) A3bIKAX.

- 3HaeT 0COOEHHOCTH CTHIMCTUKU HaMCaHUs O(HUIHAIBHBIX U HEO(PHLIUAIBHBIX ITUCEM
- yMEET BECTH JCJIOBYIO IEPENUCKY C YIE€TOM COLMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEeACTaBUTESIMU IPYTUX CTPaH
- BJaJeeT TEXHUKOH JIeJIOBOr0 MMChMa HA MHOCTPAHHOM SI3BbIKE

IIK-1: Cnioco6en copmMupoBaTh MOTHBALMIO K 00y4eHHUIO Yepe3 OPraHN3alMI0 BHEYPOUHOIi 1eSITeJLHOCTH 00y4aloluxcs B
COOTBETCTBYIOLIEll IpeiMeTHON 001acTH

HU-1.1IK-1: O6agaer cienualibHbIMU 3HAHUSIMH U YMEHUSIMHU B IIPpeMeTHOMH 00/1acTH

- 3HAET CTPYKTYPHYIO TUIIOJIOTHIO M MIPAaBUIIa IOCTPOEHUS YCTHOTO U MMMCHbMEHHOT'O PEYEBOTO BHICKA3bIBAaHHS HA H3Y4aeMOM SI3BIKE;

- YMEET pea30BbIBATh YETHIPE BU/IAa PEUYEBOM JIEATEIBHOCTH;

- BJIaJIeeT HaBbIKaMH ITOJIrOTOBJIEHHON M HETIOATOTOBJICHHON PeUH, a TAKXKe JUCKYPCHUBHBIMH TEXHOJIOTUAMH U TEXHUKOH pean3anuu
KOMMYHHUKATHBHBIX LieJIel BHICKAa3bIBAHUS, aKTUBHBIM BOKAOYISIPOM M KOMIUIEKCOM CPEJICTB BEIPAXKEHHS MBICIHTEIHHOTO
coJlepKaHusl.




4. CTPYKTYPA U COJAEP KAHUE JTUCIUIIJIMHBI (MOYJISI)

Kon

HaumeHoBanue pa3iesioB U TeM /BHJ
3ausaTusa/

Cemectp /
Kvbe

Yacos

Komneren-
107041

JIntepatypa

HUnte
DAKT,

IIpnmeyanue

Pazgen 1. 9 cemectp

1.1

Module I. Communication in business.
Socializing and cultural issues

Appearance and character /J1a6/

V-1 11K-1

J1.2J12.3 J12.4

1.2

Module I. Communication in business.
Socializing and cultural issues

Appearance and character /Cp/

VJI-1.11K-1

JI1.2J12.3

1.3

Module 2. Listening skills in business
communication

2.1. Main Concepts

2.2. Most Important Business
Communicative Skills

Health. /J1a6/

V-1 11K-1

JI1.2]12.3

1.4

Module 2. Listening skills in business
communication

2.1. Main Concepts

2.2. Most Important Business
Communicative Skills

Health. /Cp/

VJI-1.11K-1

JI1.2J12.3

1.5

Module 3. Questions and answers in
business communication

3.1. Main Concepts

3.2. The Power of Asking Questions

Theatre and cinema /J1a6/

VJI-1.1TK-1

JI1.2J12.3

1.6

Module 3. Questions and answers in
business communication

3.1. Main Concepts

3.2. The Power of Asking Questions

Theatre and cinema /Cp/

VJI-1.11K-1

JI1.2J12.3

1.7

Module 4. Basics of business telephone
etiquette

4.1. Main Concepts

4.2. The Importance of Telephone
conversation in Business

4.3.Business Telephone Etiquette

Shopping. Food. Having things done.
/J1a6/

VJI-1.11K-1

JI1.2]12.3

1.8

Module 4. Basics of business telephone
etiquette

4.1. Main Concepts

4.2. The Importance of Telephone
conversation in Business

4.3.Business Telephone Etiquette

Shopping. Food. Having things done.

16

VJI-1.11K-1

JI1.2]12.3

Paznea 2. IIpome:xkyTouHast
aTTrecTauus (3K3aMeH)

2.1

IMoaroroBka k 5k3aMeHy /OK3aMeH/

34,75

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

2.2

Kontpons CP /KCPATT/

0,25

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




23

KonrakrHas pab6ota /KoncOx/

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

Pa3nen 3. 10 cemecTp

3.1

Education as Social and Cultural
Phenomenon.

The Required Product of Modern
Education.

/J1a6/

10

V/I-1.11K-1

J1.1J12.2

32

Modern Conceptions of Education.
Education Is the Key to a Nation’s
Greatness.

/J1ab/

10

V/I-1.11K-1

J1.1J12.2

33

The history of education.
The history of British schools.
The history of the Russian education.

/J1ab/

10

VJI-1.1TK-1

J1.1J12.2

34

The system of primary and secondary
education in England and Wales (state-
maintained sector.)

School management.

The idea of comprehensive schooling.
/J1ab/

10

VJI-1.11K-1

JI1.1J12.2

3.5

Elitist or equal education; uniformity or
diversity in the field of education — pros
and cons.

National Curriculum.

Assessment and testing in British schools.
/J1a6/

10

WJI-1.1TK-1

JI1.1J12.2

3.6

CamocrosrtenbHas paboTa BKIIOYAET B
ce0s MOATOTOBKY K ayAUTOPHBIM 3aHATHAM
(paborta ¢ yueOHBIM MaTepUaIOM), a TAKKE
HOTOTOBKY K MOHOJIOTHYECKIM
BBICKA3bIBAHUAM 110 U3y4aeMOH TeMe,
JMaoraM, TBOPYECKHM MPE3CHTAINAM H
Pa3IMYHBIM BUJAM IIUCbMEHHBIX PaboOT.
/Cp/

10

27

VJI-1.11K-1

J1.1J12.2

3.7

System of qualifications (GCSE, GCE,
GNVQ, QCA) and the Sixth Form.

The idea of testing through exams — pros
and cons.

School performance.

/J1ab/

10

VJI-1.11K-1

J1.1J12.2

3.8

School Life

Uniform and equipment.
Rules and regulations.
Penalties against fixed rules.
/J1a6/

10

VJI-1.1TK-1

J1.1J12.2

39

Remembering school days.

What makes a good teacher great.

How schools have changed since our
grandparents times. Victorian values vs.
modern ones.

/J1ab/

10

VJI-1.11K-1

JI1.1J12.2

3.10

The youth service. Social, cultural and
sporting life at school.

Educating the whole person: realistic or
not. Pros and cons.

/JTa6/

10

WJI-1.11K-1

JI1.1J12.2




3.11

Independent, public, boarding schools —
what each stands for.

The most famous public schools. The
reasons of their exclusiveness.

The idea of a separate section of education.
/J1ab/

10

VT-1.11K-1

J1.1J12.2

3.12

The establishments for further education.
The establishments for higher education.
/J1ab/

10

WJI-1.11K-1

JI1.1J12.2

3.13

The most famous universities — Oxford and
Cambridge.

The idea of universal education. What are
universities for?

/J1ab/

10

VJI-1.11K-1

JI1.1J12.2

3.14

CamocrosiTenbHas paboTa BKIFOUaeT B ceOs
MOJTOTOBKY K ayIUTOPHBIM 3aHSTHIM
(pabota ¢ yueOHBIM MaTepHaIoM), a TAKKE
MOTOTOBKY K MOHOJIOTHYECKHM
BBICKA3bIBAHHUSIM I10 H3y4aeMOi TeMe,
JTHanoram, TBOPUYECKHM MPE3CHTALHSAM U
Pa3InYHBIM BHAAM MHCBMEHHBIX PadoT.
/Cp/

10

27

WJI-1.11K-1

JI1.1J12.2

Pazgen 4. 10 cemectp

4.1

Module 5. Negotiations and contracts
5.1. Main Concepts
5.2. Business Negotiation Skills

THE BELL JAR by S. Plath /JIa6/

10

WJ1-2.YK-4
WJI-1.TTK-1

J1.2J12.1

4.2

Module 6. Body language in business
communication

6.1. Main concepts

6.2. Body Language in Communication

RAGE OF ANGELS by S. Sheldon /J1a6/

10

WJ1-2.YK-4
WJI-1.TTK-1

J1.2J12.1

43

6.6. Business Body Language

6.7.Change Your Body Language, Change
Your Attitude

6.8. Diplomacy and the Role of Body
Language

FAHRENHEIT 451 by R. Bradbury /J1a6/

10

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

J1.2J12.1

4.4

Module 7. Tactics of influence in business
communication
7.1 Main concepts.

UNACCOMPANIED SONATA by Orson
Scott Card /J1a6/

10

WJ1-2.YK-4
WJI-1.TTK-1

J1.2J12.1

4.5

7.2 Behavioral Influence Tactics
7.3.Manipulations in Communication
7.4.The Tricks used by Unscrupulous
Employees ...

THE CLIENT by John Grisham /JIa6/

10

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

J1.2J12.1

4.6

LUCY ‘S RIVAL by G. Henderson
THE OCTOBER GAME by Ray Bradbury
/J1ab/

10

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

J1.2J12.1




4.7 CamocrosrenbHast paboTa BKJIIOYAET B 10 18 Ua-2.YK-4 JI1.2J12.1 0
ceOsi MOATOTOBKY K ayJJUTOPHBIM 3aHSATHIM NA-1.11K-1
(pabota ¢ yueOHBIM MaTepUaIoOM), a TAKXKE
MOTOTOBKY K MOHOJIOTHYECKUM
BBICKA3bIBAHUAM 110 U3y4aeMOU TeMe,
JManoraM, TBOPYECKUM MPE3EHTALHAM U
Pa3NUYHBIM BU/IaM IIHCbMEHHBIX palboT.

/Cp/
Pa3nen 5. [IpomesxxyTouHas aTrecTanust
(3K3aMeH)
5.1 TToxroroBka Kk 3x3aMeny /IK3ameH/ 10 34,75 | UJ-1.YK-4 0
NI-2.YK-4
na-1.11K-1
52 Konrpons CP /KCPATT/ 10 0,25 | UA-1.YK-4 0
na-2.yK-4
nJ-1.11K-1
5.3 KonrakrHas pab6ora /KoncOx/ 10 1 nja-1.YK-4 0
na-2.yK-4
na-1.11K-1

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. KoHTpOJ/IbHBIE BONIPOCHI U 3aJaHUSI

9 cemectp

. Do you like children? In either case, explain why.

. Talking to a detective. You think you saw the people who’ve robbed your neighbours’ flat.
. You came home on holiday and tell your mother about your roommate

. Give your friend the recipe of your favourite dish.

. What do you know about traditional dishes of various countries.

. Tell how you lay the table for a party at home

. Do you prefer to do shopping on your own or in company? Why?

. What is the best place for shopping foods and goods in your city?

9. What is the best time for shopping (morning, evening, weekend)? Why

10. Tell about your nearest dry-cleaner’s.

11. Were you and your friends always satisfied with the hairdresser/barber .Speak about your negative experience.
12. What services can you get at the gas station?

13. Reading a newspaper advertisement for films.

14. My grandmother is fond of T.V. serials.

15. Clubs and societies in Russia

01NNk W=

10 cemectp

. Aims of Education

. The history of education (major milestones, the beginning of formal education)
. The history of education (Sumerian and Egyptian education, other middle eastern education)
. The history of education (Ancient Greek and Roman systems of education)

. The History of British Schools

. State — Maintained Sector

. School Life

. Uniform at school — for and against

. The Idea of Comprehensive Schooling

10. The idea of testing through exams

11. Independent Sector

12. Post — School Education

13. Elitist vs. equal higher education

14. What are universities for?

15. The Oldest and the Most Prestigious Universities (Oxford and Cambridge)
16. Tutorial system of education — pros and cons

0 O\ L B~ W —

Ne)

10 cemectp

Language in social context.

Introducing and greeting people.

Most important business communicative skills.
Types of listening.

The power of asking questions.

What are the questions.

SNk D=




7.

Tips on questions matter.

5.2. Tembl NUCbLMEHHBIX PadoT

9 cemectp

1. Traditions in countries of the world.
2. Social holidays and festivals.
3. To Sir with Love. E.R. Braithwaite

4. A Teacher Who Had a Lot of Influence on Me. My Memories of School Days.

5. 6. English in My Life.

10 cemectp

1. Education in England — Pros and Cons.

2. If I Were an Oxford Student...

3. Spare the Rod and Spoil the Child.
4. The Idea of Testing Through Exams
5. Similarities and Differences of the British and Russian Systems of Education

10 cemectp

1. How to talk about work.

2. The difficulties of effective listening.

3. What are the questions to ask when communicating.
4.

How to answer interview questions about communication.

PDoHa OLIEHOYHBIX CpeacTB

dopmupyeTcs OTAENbHBIM JOKyMEHTOM B cooTBeTcTBUU C [Tonmoxenuem o DOCT'ATY.

. YYEBHO-METOAUYECKOE U TH®OPMALIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOJAY JIS)

6.1. PexoMeHayemasi JiuTepaTypa

6.1.1. OcHoBHas JiUTepaTypa

ABTOpLI, COCTAaBUTECIN

3arnaBue

WznarenbcTBO, TOI

On. anpec

J1.1 |Kupeesa .M., Man and the movies. The British system of  |['opro-Aunraiick: PUO |http://elib.gasu.ru/index.ph
Motbsko M.JL. education: yueGHOe ocobue aist crynentos 3 [[ATY, 2015 p?

Kypca 04HOM (popMbl 00y4. 110 Hanp. 44.03.05 option=com_abook&view

Ien. o6p., mpodunu Uuoctp. 513., Pycck. s13. =book&id=43:man-and-

aHr. s13., Maoctp. s13. ¥ uHOCTP. 513., PoxH. 3. the-movies-the-british-

Y MHOCTD. 3. system-of-
education&catid=35:inostr
annye-yazyki&Itemid=180

JI1.2 |umkuna T.C. AHTTIMICKUHN S3BIK JIETIOBOTO OOLICHUS KaK PocroB-Ha-/lony: http://www.iprbookshop.ru

JUHTBUCTHYECKOE siBJeHue = English of W3narenbcTBo /87919.html
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6.3.2 llepeyenb HHPOPMANMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1|Onexrponno-6ubnunoreynas cucrema [IPRbooks

6.3.2.2|ba3a naHHbIX «JneKTpoHHast OnbnMMoTeka ['opHO-ANTalCKOro TOCYAaPCTBEHHOTO YHHBEPCUTETA

7. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

JUCKYyCCUus

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHBI (MOAY JIS)

Homep aynutopnn |Ha3znauenmue OcHOBHOe OCHaIlleHHne

312 A2 JIuaradonnsiii kabuneT miis npoBeaeHust  |Pabodee mecTo mpenoaasarens. [locagounsie MecTa Jist
MIPaKTUIECKUX U JIA0OPATOPHBIX 3aHATHH  |oOydaromuxcs (10 KOJTUIECTBY 00yJaromxcs),
y4eHH4YeCKas A0cka, HoyTOyK (15 miT.), HayIHUKH,

202 A4 Kowmmetorepnsiii knacc. [Tomemenne ains  |Pabouee mecto npenonasarens. [locamodnbie Mecta
CaMOCTOSTEIbHON pabOThI oby4Jaromuxcs (1Mo KOJMIECTBY 00yJaIOITUXCs).
MynbTHMEIUATIPOCKTOP, IKPAH, KOMITBIOTEPHI
208 A4 YuranpHelii 3ai1. [Tomemenne mis Pabouee mecto npenonasatens. [locagounsie MecTa
CaMOCTOSTEBHON pabOThI obydJaromuxcs (1o KOIUIECTBY 00yUJaIONTUXCS).

Komnsroteps! ¢ goctynoM B HTEpHET, IPOEKTOP, SKpaH,
KOIUPOBAJIbHBIN arnapar, MHOTO(YHKIIHOHAIEHOE
YCTPONCTBO, BBICTABOYHBIE CTEIJLIAXKH, NEUATHBIC U3JaHMUSL.

9. METOAUYECKHUE YKA3ZAHUSA JJIAA OBYYAIOIIIUXCA IO OCBOEHHUIO JTUCHUIIJIUHBI (MOY JIS)

CamocrosiTenpHast paboTa CTYICHTOB 0 KYpCy HampaBlieHa Ha COBEPIICHCTBOBAHHE YMEHHUI U HABBIKOB, MOJYYCHHBIX HA
NPAKTHYECKHUX 3aHATHAX, & TAKIKE Ha Pa3BUTHE Y CTY/ACHTOB KPCATUBHOCTH, MHUIIMATHBEI, YMEHHUs OPraHU30BBIBaTh CBOE Bpemst. [Ipu
BBITIOJIHEHUU CAMOCTOSTENBHON paboThl CTYACHTY HEOOXOIMMO HCIIOIB30BaTh HE TOJIBKO MAaTepHAaIbl YI1eOHUKOB U y4eOHBIX TOCOOUIA,
YKa3aHHbBIX B OHOIHOrpadhUuecKuX CIUCKAX, HO M 3HAKOMHTBCS C JOTIOHUTEIIBHOM JINTePaTypoid, THTepHET- HCTOUHHKAMH.

JI71s HOATOTOBKH K 3aHSATHSIM HEOOXOMMO PaCCMOTPETh BOMIPOCHI M pa3o0path 3a1aHusl, 00paTHUThCSA K PEKOMEHIYEMOH yueOHOM
JUTEpaType.

Ilpu 9TeHNN XyI0KECTBCHHBIX WM HHBIX TEKCTOB HA AHTTIMHCKOM SI3BIKE LIEJIECO00Pa3HO HCIIOIb30BATh HAPSLY C ABYS3BIYHBIMU
CJIOBapsSIMH CIIPABOYHHKH 110 CTPAHOBEICHHUIO U TOJIKOBBIC CIIOBAPH.

PexoMeHIamu 1Mo BBITOITHEHHIO IMCBMEHHBIX PAbOT

[TucbMeHHbIE pabOThI HYXHO BBIIOJHATH B COOTBETCTBUH C PEKOMEHIAIMAMH, TAHHBIMU NPEToAaBaTelieM, a TAK)Ke B COOTBETCTBUH C
TEOPETHYECKUM MATEPUAIIOM.
Bunpl nucbMeHHBIX paboT:

1. SUMMARY

Summary — is a brief account giving the main points of a matter. Summarizing, or making a summary, is necessary in a variety of
everyday situations. In written practice, summarizing is training in style, its ultimate aim being the ability to present ideas, clearly and
concisely expressed, in a logical and readable form. There are two types of summarizing: 1) Free or Brief Summarizing, and 2)
Précis-Writing.

1) Brief Summary — is an outline of some broad topic containing only the essential points and expressed in the minimum of words. One
of'its varieties is the Synopsis, i.e., the summary of a book usually standing at the beginning of the book to tell the reader what it is about.

2) Précis-Writing — being a more formal type of exercise, consists of summarizing the contents of a paragraph, a passage, a chapter, or
of a letter, a document, but not a full-length book. It presupposes a clear concise orderly retelling of the contents of a passage or a text.
It is ordinarily about 1/3 or 1/4 as long as the original.

A Précis does not express the “thought” of a passage, for the “thought” cannot be divorced from the words and, consequently, the
passage cannot be expressed more concisely that its original length. The Précis involves the summarizing of the gist of a passage and the
exclusion of minor points. A good Précis is a sign of a good brain. Making a Précis act in accordance with the following steps:

* Read the passage thoroughly. Be sure you understand completely every shade of meaning in it;

* Select the main points and write them in your own words, but if the words of the original, carefully selected, come more easily, by all
means use them;

* Subordinate or eliminate minor points;




* Retain the paragraphing of the original, unless the summary is extremely short;

* Preserve the proportion of the original;

» Change direct narration to indirect whenever it is possible;

» Use words instead of word combinations and word combinations instead of sentences;

» Omit figures of speech, repetitions, and most examples

* Avoid wordy phrases containing colourless words like character, nature, case, manner, kind, sort, etc.;

* Don’t use personal pronouns, use proper names;

Use only the information taken from the passage — do not introduce any extra material by way of opinion, interpretation or appreciation
you would yourself have expressed on the same subject.

2. DESCRIPTIVE ESSAY

More than many other types of essays, descriptive essays strive to create a deeply involved and vivid experience for the reader. Great
descriptive essays achieve this affect not through facts and statistics but by using detailed observations and descriptions.

What do you want to describe?

As you get started on your descriptive essay, it's important for you to identify exactly what you want to describe. Often, a descriptive
essay will focus on portraying one of the following:

* a person

* a place

* a memory

* an experience

* an object

Ultimately, whatever you can perceive or experience can be the focus of your descriptive writing.

Why are you writing your descriptive essay?

It's a great creative exercise to sit down and simply describe what you observe. However, when writing a descriptive essay, you often
have a particular reason for writing your description. Getting in touch with this reason can help you focus your description and imbue
your language with a particular perspective or emotion.

Example: Imagine that you want to write a descriptive essay about your grandfather. You've chosen to write about your grandfather's
physical appearance and the way that he interacts with people. However, rather than providing a general description of these aspects,
you want to convey your admiration for his strength and kindness. This is your reason for writing the descriptive essay. To achieve this,
you might focus one of your paragraphs on describing the roughness of his hands, roughness resulting from the labor of his work
throughout his life, but you might also describe how he would hold your hands so gently with his rough hands when having a
conversation with you or when taking a walk.

How should you write your description?

If there's one thing you should remember as you write your descriptive essay, it's the famous saying: show don't tell. But what's the
difference between showing and telling?

Consider these two simple examples:

* [ grew tired after dinner.

* As I leaned back and rested my head against the top of the chair, my eyelids began to feel heavy, and the edges of the empty plate in
front of me blurred with the white tablecloth.

The first sentence tells readers that you grew tired after dinner. The second sentence shows readers that you grew tired. The most
effective descriptive essays are loaded with such showing because they enable readers to imagine or experience something for
themselves.

As you write your descriptive essay, the best way to create a vivid experience for your readers is to focus on the five senses.

* sight

* sound

* smell

* touch

* taste

When you focus your descriptions on the senses, you provide vivid and specific details that show your readers rather than tell your
readers what you are describing.

Quick Tips for Writing Your Descriptive Essay

Writing a descriptive essay can be a rich and rewarding experience, but it can also feel a bit complicated. It's helpful, therefore, to keep
a quick checklist of the essential questions to keep in mind as you plan, draft, and revise your essay.

Planning your descriptive essay:

* What or who do you want to describe?

» What is your reason for writing your description?

» What are the particular qualities that you want to focus on?

Drafting your descriptive essay:

» What sights, sounds, smells, tastes, and textures are important for developing your description?

* Which details can you include to ensure that your readers gain a vivid impression imbued with your emotion or perspective?
Revising your descriptive essay:

» Have you provided enough details and descriptions to enable your readers to gain a complete and vivid perception?

* Have you left out any minor but important details?

» Have you used words that convey your emotion or perspective?

* Are there any unnecessary details in your description?

* Does each paragraph of your essay focus on one aspect of your description?

* Are you paragraphs ordered in the most effective way?




3. INTERVIEW

1. Start your interview with questions that identify your subject. Follow these questions with those that address the issues you want to
cover.

2. Number your questions and place them in the order you want to ask them. It is difficult to cover all the bases in your initial script
without having the answers, so being prepared with follow-up questions is always a good idea. Also be prepared for surprises and don't
allow them to catch you off guard.

3. Make notes to yourself in the columns of your interview script to help remind you of the direction of the interview. You want to allow
yourself room to improvise questions on the spot, depending upon your subject's direction; but you also want to stay on track and ensure
your interview covers everything you wanted to cover. It might be helpful to write your questions under bold headings that indicate the
general direction of specific sets of questions.

4. Analyze your notes and write your interview. There are two formats for writing an interview:

The first type of interview is the essay format. In this type of interview you are going to frame what you were told into an essay which
portrays the individual a certain way, usually, but not always, favorably. The essay is written from your perspective and makes no
attempt at objectivity. It is the author's subjective experience of this person. In the second type of interview, the author's questions and
the interviewee's responses are written down in a kind of script that reads much like a play. In this type of interview, the author attempts
to project a kind of disciplined objectivity, and the interviewee's responses are left to make the impression on the audience that they
made to the interviewer.

4. REFLECTIVE ESSAY

Reflective writing is different from most other forms of academic writing because it does not require (usually) that you cite sources.
Instead, it calls on you to express your own views on an experience, even though you may have "experienced" it only in print or on the
screen.

Rather than ask, "what is reflective writing," you might better ask "what is reflective thinking?" Writing, after all, is the process of
making your thinking visible on paper. Consider the root word "reflect," meaning "to give back an image." To think reflectively means
to give a second look at your own experience in order to analyze and learn from what took place.

Reflective thinking fosters metacognition: that is, the ability to analyze and understand your own thought processes. Metacognition
enables you to develop strategies for acting purposefully towards a goal. It is the opposite of unproductive random behavior—trial and
error—that dooms you to repeat mistakes and prevents you from applying successful strategies from the past.

Characteristics of Reflective Writing

Reflective writing for an academic assignment, regardless of its purpose or setting, can be identified by these characteristics:

It is purposeful. Reflective writing does not mean jotting down scraps of thoughts as they pop into your head. That might work for a
personal diary, but not for reflective writing with an academic purpose. Start with a goal: What do you want to accomplish, to learn, to
improve, to demonstrate, to understand better. . . ?

It is personal. It explores a relationship between the writer and something else.

It is perceptive. Reflective writing is not merely describing or telling a story. It requires higher order thinking skills:

* Analysis. What are the separate and underlying components of the situation, process, or argument you are reflecting on? What are the
causes and effects?

* Synthesis. How do those components relate to or react to one another? How are they different when considered together rather than
apart? What would happen if you introduced a change? How can you summarize?

* Evaluation. What is your attitude towards the subject? What is your degree of subjectivity? How have you been affected? What part
will you accept or reject?

It is polished. Although you may not use research sources, reflective writing must meet the standards of precision, clarity, conciseness,
and correctness of any other styles of formal writing.

* Plan to write and revise. Do not hand in the first draft.

* Use formal punctuation, use complete sentences, insert page numbers and headings when appropriate, and maintain margins and
paragraph indents.

* Read the paper back to yourself, aloud. When you write from a personal perspective, it is easy to lose sight of your audience. Check for
clear organization and graceful transitions.

* Run the spell check.




