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1. HEJIX ¥ 3AJAYU OCBOEHUA JUCIUMITJINHBI

1.1|[Jenu: hbopMupOBaHUE UHOS3BIYHON KOMMYHHKATHUBHON KOMIICTCHIIMH [T PELICHUS] KOMMYHUKATHBHBIX 3a/1a4 B cepe
JIEJIOBOT'O OOIIEHHS

1.2(3a0auu: - coBepiIeHCTBOBaHHE TPAMMATHYECKHUX U JIEKCHYECKUX HABBIKOB JUII KOMMYHHUKAIMM HAa HHOCTPAHHOM
A3bIKE U pabOTHI C MHOS3BIYHBIMHU TEKCTAMHU B TIPOIIECCE MPOQECCHOHANBHON IS TENbHOCTH;

- (hopMHpOBaHNE YMEHHI YTCHUS TEKCTOB IO CIIEIHATIBHOCTH O€3 CIIOBAPS U CO CIIOBAPEM;

- (hopMHUpOBaHNE KOMMYHUKAaTHBHBIX YMEHHUH YCTHOT'O MOHOJIOTHIECKOTO

Y TUAJOTUYECKOTO BBICKA3BIBAHUS B MPOLIECCE JIEIOBOTO OOIIEHNSI HA HHOCTPAHHOM SI3BIKE;

- (hopMHpOBaHNE HABBIKOB MTHCbMa, HEOOXOAUMBIX JUIS BEICHHS ICIOBOI MEPETINCKH.

2. MECTO JUCHUIIIMHBI B CTPYKTYPE OOII

Huka (pa3gen) OOITL: b1.0.01

2.1|Tpe6oBaHns K NMpeIBAPHTEILHOI MOATOTOBKE 00yYAIOIIErocs:

2.1.1|VIHOCTpaHHbIH S3BIK

2.2 Hﬂcul/lﬂ.ﬂl/lﬂbl U MPAKTHKH, Uil KOTOPbIX OCBOCHHE JAHHOMN AUCHUNIHHBI (MOZlyJ'Iﬂ) He00X0IUMO KAK
npeamecTByouiee:

2.2.1|Cnetikypc Ha HHOCTPaHHOM SI3bIKE

2.2.2|BbINOIHEHHE U 3al[UTa BBITYCKHOW KBaTH()UKAITHOHHON paboThI

3. KOMIIETEHIIMX OBYYAIOIIEI'OCsl, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCITUITIJINHbBI
MOoAyJist)

YK-3: Cnoco0eH oCyIIecTBJSITH CONUATIBLHOE B3aMO/IeiiCTBHE U Peau30BbIBATH CBOIO POJIb B KOMaH/Ae

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

- 3HaeT NpaBUiIa IPOo(eCcCuoHaILHOIO PEUYeBOro ITUKETA
- yMeeT apryMeHTHPOBAHO U3JIaraTb COOCTBEHHYIO TOUKY 3PEHHMSI HA HHOCTPAHHOM SI3bIKE
- BJIaJIceT HaBbIKAMH BEJCHUS TUCKYCCHH U MOJIEMUKH HA HHOCTPAHHOM SI3bIKE

YK-4: Cnioco0eH 0CyIecTBJSITH 1eJ10BYI0 KOMMYHHMKAIIUIO B YCTHOI U MUcbMeHHOI ¢opMax Ha rocyJapcTBEHHOM sI3bIKe
Poccuiickoii @enepannu 1 HHOCTPAaHHOM(BIX) sI3bIKe(aX)

HN/I1-1.YK-4: BoioupaeT Ha rocyJapcTBEeHHOM H MHOCTPAHHOM (-BIX) SI3BIKAX KOMMYHHKATHBHO NpHeMJeMble CTHJIU 1€J0BOT0
001eHus1, BepOajibHble U HeBepOaJbHbIe CPeCTBA B3aMMOAeiiCTBHS C MaAPTHEPAMH

- 3HAeT OCHOBHBIE IPAaMMATHYECKHE CTPYKTYPHI; 0OIIEYOTPEOUTENBHYIO, OOIIEKYIBTYPHYIO H TPO()ECCHOHATBHYIO JIEKCHKY;
peueBbIe Kiunlie, He0OX0AUMBIE JIJIsl OCYILIECTBIICHHS I€JI0BOM KOMMYHHKAIIMU HA HHOCTPAHHOM SI3bIKE

- YMEET NOCTPOUTh BBICKA3bIBAHMUSA B CMOJICIMPOBAHHBIX (IIPEIaraeMbIX) CUTYAHAX OOLICHNS HA HHOCTPAHHOM SI3bIKE,
MPAaBUJILHO HCITONB3Ysl BepOanbHbIe | HEBepOaJIbHBIC CPEACTBA OOLICHHUS

- BJIaJIeeT MHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JEIOBOTO OOIICHHMS

HNJ-3.YK-4: Bener 1e/10BYI0 IePENUCKY, YYUTBIBasi 0COOCHHOCTH CTHIINCTHKH O(PMIHAILHBIX U HeOQHIHATBHBIX IHCEM,
COI[MOKYIbTYPHBIE Pa3JIn4us B (hopMaTe KOPPECHOHACHINH HA FOCYJAPCTBEHHOM H HHOCTPAHHOM (-BIX) A3BIKAX

- 3HaeT 0COOEHHOCTH CTHIMCTHKU HAITUCAHUS 0¢)PIIlPI2U]]>HbIX u HCO(i)I/ILlI/IaIIbeIX IMUCEM
- YMECT BECTHU ACIIOBYIO MEPCIIUCKY C  YUYETOM COLHOKYJIbTYPHBIX 0coOeHHOCTEH ¢ OpeaACTaBUTECISIMU APYTUX CTpaH
- BJIAJACCT TEXHUKOU JACJIOBOTO IMMMCbMa Ha NHOCTPAHHOM SA3BIKE

HU]I-5.YK-4: lemoHcTpUpYyeT yMeHHE BHINOJIHATH NepeBol MPogecCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) HA
roCcy/1apCTBEHHBIN SA3bIK M 00PAaTHO

- 3HaeT OCHOBHBIC [IEPEBOAUYECKUE TPaHC(HOPMALUH

- YMEeT BBINOJIHATH [1€PeBOJT NPO(PECCHOHATIBHBIX TEKCTOB ¢ MHOCTPAHHOTO (-bIX) HA TOCYNAPCTBEHHBIN A3bIK U OOpaTHO
- BJaJIeeT OCHOBAMH TEXHHUKH IEPEBO/A

4. CTPYKTYPA U COJIEP’)KAHME JUCLUIIIMHBI (MOLY.JI5T)

Kon HaumenoBanue pasnenoB u teM /Buj | Cemectp / | YacoB | Komneren- | Jluteparypa | Uute | Ilpumeuanue
| zapaTHA 3aHaTus/ Kvpe IHU DAKT.




Paznea 1. IlaTelii cemecTp

1.1 Careers. Reading. Words that go with the 10 nJ-1.YK-4 JI1.1J12.1
topic. Skills work. /JIa6/ nJ-3.YK-4
NI-5.YK-4
NI-4.YK-3
1.2 Careers.Reading. Words that go with the 10 nJ-1.YK-4 JI1.1J12.1
topic. Skills work. /Cp/ na-3.yK-4
NI-5.YK-4
NI-4.YK-3
1.3 Discuss ideas.Reading. Words that go with 20 na-1.yK-4 JI.1J12.1
the topic. Skills work. /JT1a6/ Ua-3.vyK-4
NI-5.YK-4
NI-4.YK-3
14 Discuss ideas.Reading. Words that go with 19 na-1.yK-4 JI.1J12.1
the topic. Skills work. /Cp/ Ua-3.vyK-4
NI-5.YK-4
NI-4.YK-3
15 Marketing.Reading. Words that go with the 20 na-1.vK-4 JI1.1J12.1
topic. Skills work. /JT1a6/ na-3.YK-4
NI-5.YK-4
NJ-4.YK-3
1.6 Marketing.Reading. Words that go with the 20 na-1.vK-4 JI1.1J12.1
topic. Skills work. /Cp/ Ua-3.YK-4
NI-5.YK-4
NJ-4.YK-3
Paznen 2. [IpomexyTouHasi aTrecTanus
(3a4éT)
2.1 TToxroroBka k 3auéty /3auér/ 8,85 | UJ-1.YK-4 JI1.1J12.1
NI-3.YK-4
WI-5.YK-4
NI-4.YK-3
2.2 Konrakrhas padora /KCPATT/ 0,15 | UJO-1.YK-4 JI1.1J12.1
NI-3.YK-4
UJI-5.VK-4
UJ1-4.YK-3
Pazpnen 3. lllecroii cemecTp
3.1 Planning.Reading. Words that go with the 10 nJ-1.YK-4 JI1.1J12.1
topic. Skills work. /J1a6/ na-3.vyK-4
UJ1-5.VK-4
UJ1-4.YK-3
3.2 Planning.Reading. Words that go with the 20 nJ-1.YK-4 JI1.1J12.1
topic. Skills work. /Cp/ nJI-3.YK-4
UJI-5.VK-4
UJ1-4.YK-3
3.3 Managing people.Reading. Words that go 20 nJ-1.YK-4 JI1.1J12.1
with the topic. Skills work. /JIa6/ Ua-3.vyK-4
UJ-5.YK-4
UJ-4.YK-3
3.4 Managing people.Reading. Words that go 20 na-1.yK-4 JI1.1J12.1
with the topic. Skills work. /Cp/ nJ-3.YK-4
UJ-5.YK-4
UJ-4.YK-3
3.5 New business.Reading. Words that go with 20 na-1.yK-4 JI1.1J12.1
the topic. Skills work. /JT1a6/ na-3.vyK-4
UJ-5.YK-4
UJ-4.YK-3
3.6 New business.Reading. Words that go with 18 na-1.yK-4 JI1.1J12.1
the topic. Skills work. /Cp/ na-3.vyK-4
UJ-5.YK-4
UJ-4.YK-3

Pa3nen 4. [IpomexyTouHasi aTrecTanus
(3K3aMeH)




4.1

[TonroroBka K 3k3aMeHy /OK3aMeH/

34,75

WJI-1.YK-4
WJI-3.YK-4
WJI-5.YK-4
WJI-4.YK-3

J1.1J12.1

4.2

KonraktHas padora /KoHcOK/

WJ-1.YK-4
WJI-3.YK-4
WJI-5.VK-4
WJI-4.YK-3

J1.1J12.1

4.3

Konrpons CP /KCPATT/

0,25

WJ-1.YK-4
WJI-3.YK-4
WJ-5.VK-4
WJI-4.YK-3

J1.1J12.1

5. ®OHJ OHEHOYHBIX CPEJCTB

5.1. KoHTpo/IbHBbIE BONIPOCHI H 3a/1aHNS

B KOHIIC 5 CeMeCTpa CTYACHTHI CAAIOT 3a4€T 110 AUCHUIIIMHE. 3auer BKJIIOYAET B ceOst CJICAYIOIINC 3aJaHNs:
1.Progress test.
2.Make up a dialogue based on the given situation.

B koH1e 6 cemecTpa CTyJeHTHI CAAIOT 9K3aMEeH, KOTOPBII BKIIOYAET CIIEIYIONINE 3aaHus:

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 NHCLMEHHBIX PadoT

The Inqui

ry Letter

The Sales Letter
The Follow-Up Letter

The Lette
The Lette

r of Resignation
r of Complaint

DoH/ OLEHOYHBIX CpeaACTB

dopmupyeTcs OTIAeNbHBIM T0KyMEHTOM B cooTBeTcTBUU ¢ [Tonmoxennem o @OCT'ATY.

6. YHAEBHO-METO/JMYECKOE H HTHOOPMAIIMOHHOE OBECIIEYEHUWE JTUCHUIIJIMHbBI (MOAY JIST)

6.1. Pekomenayemas JinTepatypa

6.1.1. OcHoBHas JUTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue WzparenscTBo, rox On. anpec
JI1.1 |Kopotkux JXK.A. BBejieHne B TEOPHIO MEKKYIBTYPHOM Bapuaym: Axt['TTY, [https://icdlib.nspu.ru/view/
KOMMYHHKAIMH: ydeOHOe rocoone 2015 icdlib/4388/read.php
6.1.2. JlonoHuTeIbHAS IUTEPATYPA
ABTOpBI, COCTaBUTEIN 3arnaBue WzparenscTBo, rox On. anpec
JI2.1 |Ilesenesa C.A. JenoBo# anrnmiickuit: yaebHoe rocobue must (Mocksa: FOHUTU-  |http://www.iprbookshop.ru
BY30B JIAHA, 2017 /71767 html
6.3.1 IlepeyeHs NporpaMMHOro odecnedeHust
6.3.1.1|MS Office
6.3.1.2|Kaspersky Endpoint Security ast 6usneca CTAHAPTHBIN
6.3.1.3|MS WINDOWS
6.3.1.4|NVDA
6.3.1.5|JoyClass
6.3.1.6[MS Windows
6.3.2 Tlepeuenb MHGPOPMALMOHHBIX CIPABOYHBIX CHCTEM
6.3.2.1|OnexTponHo-6ubIMOTeYHas cuctema IPRbooks
6.3.2.2|ba3za nanHbIx «DnekrpoHHas 6ubnuoreka ['opHO-ANTalCKOTO TOCYIapCTBEHHOTO YHUBEPCHTETa»

7. OBPA3OBATEJIBHBIE TEXHOJIOT' U

JUCKYCCHS




poJieBas urpa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JJUCIUIIJIMHBI (MOAY JIST)

Homep ayautopun |Ha3znauenue OcHoOBHOe OCHallleHH e

221 Al Aynuropus TYpUCTCKUX PECYPCOB Pabouee mecto npenonaBatens. [locagodnsie Mecta
PecniyOnuku Anrait. YueOHas ayanTopus 1uist |o0ydaromuxcst (1o KOIUYeCTBY 00yUJaroIixcs).
IIPOBEACHUS 3aHATUHN JIEKIIMOHHOTO THIIA, HHuTepakTHBHAS JOCKA C IPOSKTOPOM, KOMIIBIOTED,
3aHATUI CEMHUHAPCKOI0 THUIA, KypCOBOTO TEJIEBU30D, MOAKIIIOYEHUE K UHTEPHETY, yUeHUUecKas
IIPOEKTUPOBAHUS (BBIIOIHEHHUS KYPCOBBIX JIOCKa, TIpe3eHTallMOHHAast TPHOYHa, CTEH/IbI
paboT), TPYNIIOBEIX U MHIAMBUAYAIBHBIX JI€MOHCTPallMOHHBIE, CTYJIbs, YCHIINTEIbHBIC KOJIOHKU

KOHCYJIbTallUi, TEKYIIET0 KOHTPOJIS U
NPOMEKYTOUHOM arTectanuu. Ilomemenne

312 A2 JInHradoHHBIH KaOWHET JUIsl TPOBEACHHS Pabouee mecto npenonasarens. [locagounbie Mecra 1is
MIPaKTHYECKUX U JTa0OPATOPHBIX 3aHATHI o0y4aromuxcs (1o KOJIMYECTBY 00yUarouuxcs),
y4eHHYecKast JocKa, HOyTOyK (15 mr.), HaynIHuKY,
317 A2 KommbroTepHsIii kiace, Kiiace Ae1oBbIX Urp, |Pabouee mecto npenonasaresns. [locagounsie Mmecta

HEHTp (KIacc) MEOBBIX UTP, KIACC UMUTANUH [00yYarOIHXCs (10 KOJINYECTBY 00yUYArOIIUXCs).
JeSITeIIBHOCTH TIPEANPUSITUS, TabopaTopus  |MHTepakTUBHAS OCKA C MPOSKTOPOM, IKPaH,

UMHUTAIUN JeATSIBHOCTH NPEANPHATHS, NOAKJIIOYCHHE K HHTEPHETY, YYCHHYECKas TOCKa,
y4eOHO-TPCHUHTOBBIN IICHTp (JTabopaTopus), |mpe3eHTannoOHHAS TPHOYHA
nmabopaTopus

nH(pOpManNOHHO-KOMMYHHUKATHBHBIX
TEXHOJIOTHH. Y4ueOHas ayAnTopus UIs
MIPOBECHUS 3aHATHH JIEKIIMOHHOTO THIIA,
3aHATHI CEMHHAPCKOT0 THIA, KyPCOBOTO
MIPOEKTUPOBAHUS (BBIIOIHEHHUS KYPCOBBIX
paboT), rPyNNOBBIX U UHAUBUAYAIBHBIX
KOHCYNbTAIMH, TEKYIIEro KOHTPOII U
IIPOMEXKYTOYHOH arrectauuu. [lomemmenue
[LIS CAMOCTOATENRHOW NAOQTHI

9. METOAUYECKHUE YKA3ZAHUSA JJIS1 OBYYAIOIIUXCSA ITO OCBOEHHUIO JUCHUTIIVIMHBI (MOZAY JIST)

CamocrosiTenbHas paboTa CTYCHTOB SIBIISIETCSI COCTaBHOM 4acThIO MPOoIecca OCBOSHUS IPOTpaMMBbI o auciuminHe «Crenkypc Ha
MHOCTPAHHOM SI3bIKE» W BKITFOYAaeT HEOOXOMMMBIE aCIIEKTHI OCBOCHUS AUCIUIITHHEL. OCHOBHAS LETh METONMUECKIX yKa3aHUH
3aKJII0YaeTCs B TOM, YTOOBI 00ECTICUUTh CTYICHTOB HEOOXOJUMBIMU CBEJCHUSMU, JITOPUTMAaMU YISl YCTICIIHOTO BBIIOTHEHUS
CaMOCTOSATENbHON paboThl, B (JOPMHUPOBAHUY YCTOHUUBBIX HABBIKOB, II03BOJISIOIIUX CAMOCTOSITENILHO PEeLIaTh yueOHbIe 3a1auy,
BBITIONTHATH Pa3HOOOPa3HBIe 3aaHMs, IPEOA0IEBATh TPYAHOCTH B OTJEIBHBIX BUJAX CAMOCTOATENHHON PabOoTHI, pa3BUBATh YICOHYIO H
KOMMYHHUKATHBHYIO KOMIIETEHIIUIO CTYAeHTOB. [IpenoaaBarens onpeaesseT O0LIyo CXeMy OpraHU3alK CaMOCTOSTENbHOHN yueOHOM
JIeATENIbHOCTU CTY/I€HTa, B KOTOPOH CTYIEHT pealu3yeT CBOM TBOPUECKUI MOTEHIMAL.

Hacrosmue MeToaudeckre yka3aHus O3BOJIAT CTYAEHTaM CaMOCTOSITENIbHO OBJIAAETh 3HAHUAMH, YMEHUAMHU M HaBBIKAMU I10
TIpO(IITIO TTOATOTOBKH, OIIBITOM TBOPYECKOH U HCCIIEOBATENbCKOI AESATEIBHOCTH, U HaNPaBIeHbI Ha ()OPMUPOBAHHUE CIECTYIOIINX
KOMIIETEHLIUH:

VK-4 CriocobeH oCyIIecTBIATH ASNOBYI0 KOMMYHHUKAIHIO B YCTHOH U IMTICHMEHHOM (hopMax Ha TOCyIapcTBEHHOM s3bIke Poccniickoit
Denepary 1 THOCTPAaHHOM(BIX) S3bIKE(aX)

WJI-1.YK-4 BsiOupaer Ha rocy1apcTBEHHOM M HHOCTPAHHOM (BIX) S3bIKaX KOMMYHHKATHBHO TPHEMIIEMBIE CTHIIb JIETIOBOTO
o01eHus, BepOanbHble U HeBepOallbHbIE CPEICTBA B3aUMOACHCTBUS C MApTHEPAMU;

WJ1-2.YK-4 Bener neioByo IepenucKy, yIUTHIBas 0COOCHHOCTH CTIIIMCTHKH O(GHITHAIBHBIX M HEO(HINAIBHEIX MHCEM,
COLIMOKYNBTYPHBIE Pa3anuus B popmMaTe KOPPECIOHACHIUH Ha TOCYIapCTBEHHOM M MHOCTPAHHOM (-BIX) SI3BIKAX;

NJ1-4.YK-4 [leMOHCTpHpPYET yMEHHE BHIONHATH MEPEeBOA MPOPECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha TOCYAapCTBEHHBIH
S3BIK 1 00paTHO;

VK-3 CriocobeH oCyLIeCTBIIATh COLMAILHOE B3aUMOICHCTBYE U PEAIM30BbIBATH CBOKO POJIb B KOMaH[E

NJ-4. YK-3 Db dexTuBHO B3aUMOACHCTBYET C APYTUMH YJI€HAMU KOMAH/BL, B T.4. y4acTBYeT B 0OMeHe HHpOpManuei, 3SHaHUAMH U
OIBITOM, U MIPE3EHTAlUU PE3YJIbTaTOB PAOOTHl KOMAHMbI.

2 [Inan caMOCTOSTENbHON PabOTHI

CamocrosiTenpHas paboTa CTYIEHTOB MPEIIoiaraeT CIeAyIONe BUIbL:

- IOATOTOBKA K MPAKTUYCCKNUM 3aHATHUAM,

- YTEHHE U MEPEBOJ TEKCTOB;

- COCTaBJICHHE TJI0CCAPHS 10 TEME;

- HOATOTOBKA MPOEKTOB;

- BBIIIOJIHCHUE IIMCbMEHHBIX M YCTHBIX 33aHHUi (JICKCHKO-IPAMMATHIECKUX YIPAKHCHHUH, HAMCAHHUE [CIOBbIX [IHCEM Ha
WHOCTPAaHHOM SI3BIKE U JIp.;

- BBHINOJIHEHHE KOHTPOJIbHBIX PabOT (TECTOB);




- IOJITOTOBKA K 3a4eTy.
Kpowme Toro, camocrostensHas paboTa CTyIeHTa 0 H3YUCHUIO TUCIUIUINHEI OXBATHIBACT: 3ayYNBAHUE CIIOB HHOCTPAHHOTO SI3BIKA,
rpaMMaTHYeCKUX NPaBHJl, YTEHHE TEKCTOB HA MHOCTPAHHOM $SI3bIKE BCIIYX B COOTBETCTBUH C IPABMUIIAMH YTCHUS, IOHUMAaHNE TEKCTOB,
MMOCTPOCHUE BOMIPOCOB M OTBETOB K TEKCTaM; MEPEBOJI HA PYCCKHMA 53bIK (YCTHBIM U TMChMEHHBIN).

3 MeroanvecKkue yKa3zaHHs MO BBITOJHEHUIO CAMOCTOSTEILHON paOboThI
Meroaudeckue yka3aHHs K BEITOJHEHHIO JISKCHKO-TPAaMMAaTHIECKUX YIIPaKHEHUH

[Tpu paboTe ¢ TeKCUKO-TpaMMAaTHIECKUM MaTepHaIoM HEOOXOIMMO CTPEMUTHCS HE TOJNBKO K Y3HABaHUIO CIIOBA WIIU
rpaMMaTHYeCcKOro 000pOoTa, HO M K NMOHUMAHUIO LIEJH €r0  YIOTpeOJeHns B JaHHOM KOHTEKCTE.

W3y4aemblil MaTepuan TpeOyeT MPakTHIECKOro MPUMEHEHHUS, IPEKIE BCEro B BUIE JIEKCUKO-TPAMMATHYECKUX YIIPaKHEHUH, KOTOPBIE
CJIeyeT BBIMOJIHATH TOJIBKO MOCIIE TIATEIbHOM NPpOpabOoTKK BCero Matepuana. l3ydeHune rpaMMaTHKU HeJb3s Ha4aTh «C
cepenuHbl». Kaxkaplit HOBBIH pasmen 0azupyeTcs Ha H3y9eHHOM npexae Marepuane. OqHaKko n3ydeHHe TOJIbLKO IpaMMaThKH 0e3
MIPAaBUIILHOTO MPOU3HOILICHHUS M 3HAHUS JIEKCUKH OCTAeTCs «BELbI0 B ceOey. JINIIh KOMITIEKCHBIN MTOAX0 U MOCTETIEHHBIH Mepexo/ OT
IIPOCTOTO K CIIOKHOMY MOXKET JaTh TpeOyeMblil pe3yabTarT.

[Tpu BBINIOJTHEHUY yNpa)KHEHUH CHaYaja ClIeyeT 03HAKOMHUTHCS C IPaMMaTHYeCKUMU KOMMEHTAPUSIMH, IPOCMOTPETD 3aIKCH,
C/IeNaHHbIe Ha 3aHATHU. [IpH MOATOTOBKE K KOHTPOJBHBIM paboTaM TpeOyeTcs TakKe MPOCMOTPETh BECh JIEKCHKO-TPaMMaTHIECKHI
MaTepHal, B TOM YUCIIE JOMAIIHUE MICbMEHHbIE YIIPaKHEHNUSI.

CryzneHTaM peKOMEHIyeTcs HCIOIb30BaTh 00yJaloIie KOMITBIOTEPHBIE TPOTPaMMBL, KOTOPBIE TAF0T BO3MOXKHOCTH HE TOJIBKO
MPOCITyLIaTh NpaBHIIbHOE POHETHYECKOE OOPMIICHHE PEUH, HO U BBIPa0OTAaTh HABBIKM UCIIOIH30BAHUS MIPABUIIBHBIX JIEKCHKO-
IrpaMMAaTHYECKUX CTPYKTYP MPH IMOMOIH YIPAKHECHHUH.

[Tpu u3ydyeHnu onpeienEHHbIX JEKCUYECKUX U TPAMMATHYECKHX SIBIICHHH HEMEIIKOTO S3bIKa PEKOMEHIyeTCs UCIIOIb30BaTh CXEMBI,
TaOJIAIBI U3 CIIPABOYHUKOB IO TPaMMATHKE, TIIATEIFHO TOTOBUTE HX IS oOecIieueHus MpodHoro ycBoeHus. [Ipu moctpoeHnn
HEMEIIKOT'0 PEe/UIOKEHUS CIeAyeT paconaraTh CJIoBa B CTPOTO ONpeeIEHHOM HOPSAKE, YIUTHIBAsI, UTO MOPSIOK CIIOB B
IIOBECTBOBATEILHOM, BOIPOCUTEIHHOM U OTPULIATEIBHOM NPEJIOKEHUAX OTIMYACTCS OT MOPAAKA CIOB B PYCCKOM IIPEII0KEHUH.

Metoandeckue peKOMEHIAIMK [0 OATOTOBKE POJIEBOI UTPBI

B cTpykType poneBoit HTpBI KaK IPoIIecca BBIACISIOTCS CISAYIONIHE COCTaBIIOMIHE:

* TEeMa;

* oI, B3ATHIE Ha Ce0s HTPAIOIINMH;

* UTPOBBIE ACHCTBUS KaK CPEJICTBA Pealn3allii STUX POJICH;

* UTPOBOE YIOTPEOICHNE IPEAMETOB, T. €. 3aMEIICHHE PeaTbHbBIX Belllel HTPOBBIMH, YCIIOBHBIMY;

¢ p€aJibHbIC OTHOIICHUA MEKY UTPAOIIUMHU;

* croxeT (cofepxaHue) — 00IacTh JeHCTBUTENFHOCTH, YCIIOBHO BOCIIPOU3BOANMAS B UTPE.

B nporecce posieBoil urpsl 0TpabaTHIBAIOTCS U YCBAaUBAIOTCSL:

1) aTHYecKHe HOPMBI U TIPABHIIA TIOBEACHUS U OIpeIeTICHHBIE COIHAIBHBIC POIIH B TOM MM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) OCO6CHHOCTI/I, XapaKTCPHBIC YCPThI, BO3SMOKHOCTH TEX UJIKM UHBIX COUAJIBHBIX I'PYTII WX OTIPCACICHHBIX KOJIJICKTUBOB — aHAJIOTOB
HPEIIPUATHHA, QUPM, T.€. PA3IHIHBIC THIIBI SKOHOMIYECKHX U COIMATBHBIX HHCTHTYTOB, YTO BIIOCIICICTBHN MOXKET OBITh IIEPEHECEHO
B COLIMAJILHYIO [IPAKTUKY;

3) yMEHHS COBMECTHOH KOJUIEKTHBHOI! IESATEIBHOCTH;

4) KynbTYpHBIC TPAAULIUU U HOPMBL.

PorneBble Urpel, TeMa U CI0KET KOTOPBIX OCHOBAH Ha COJICP)KaHUH TEKCTOB, HILTIOCTPHPYIOT ITOBEJICHNIE B CUTYAIlIH MEKKYIbTYPHOTO
oO0IeHusI.

B xagecTBe mpHeMOB, XapaKTEPHBIX JUIS METOZA POJICBOM MTPHI BHICTYIAIOT CJIICIYIONIHE:

- IpUEM BOCCO31aHUsI KOMMYHUKAaTUBHOI'O KOHTEKCTa, KOMMyHPIKaTPIBHOﬁ CUTyaluu,

- IpHeM BHPTYaIIbHOHN SKCKYPCHH, KOTOPBI MOXKHO OPTaHU30BATh KaK ¢ MOMOIIBIO TEXHUIECKUX CPECTB, TAK U C UCIIONB30BAaHUEM
peanbHBIX (HOTOMATEPHAIOB B y4eOHON ayIUTOPHH,

- IpHeM JpaMaTH3aliH, HAIIPaBJICHHEIH Ha CO31aHNE YCIIOBHUH, IPHOIIMKEHHBIX K YCIOBUSM PEaNbHOTO OOIIEHNS, CBS3aHHEIH ¢
CO3JaHUEM CUTYaluH OOLIEHNUS, ONIPEAEIECHUEM LIEIIH, PacIIpeAeIeHHEM POJIeH;

- IpreM pedIeKCHBHONH HASHTH(DHUKALINHN, IPEIIIOIaTaloNHil HACHTH(HUKAINIO ¢ 00BEKTOM OOIICHHUS H TOBECTBOBAHHUE OT HIMEHH
9TOTO OOBEKTA.

MGTO}II/I‘{GCKI/IG yKa3aHm{ K HaIlITMCaHUIO ACJIOBOI'O ITMChMa
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.

Meroaudeckue ykazaHHs K YTEHHIO 1 IEPEBOy TEKCTOB MPOQeCcCHOHATBHON HAIIPABICHHOCTH

TexkcTbl mpodecCHOHANbHONW HANpaBJIeHHOCTH Ha MHOCTPAHHOM SI3bIKE IIOMHMO CBOEH OCHOBHOHM  3amaun —
MHPOPMATUBHOCTH — MOMOTAIOT MOTIOJHUTh OOIIMII M TeMaTHYeCKUH CIIOBApHBIN 3amac, TPEHUPYIOT B IPOU3HOLICHUH
HEMEIIKHX CIIOB ¥ BBIPAKEHHH, 3aKpeIUIIOT IIpaBWiIa TIPaMMATHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOH PEUH.
[IpenrexcroBriif 3Tam:

- TOpPOYTHTE 3arojOBOK M CKaXuTe, O dYeM (0 KOM) OyJeT UATH pedb B TEKCTE,

- O03HAKOMBTECh C HOBBIMH CIIOBAMH H CJIIOBOCOYETAaHMSIMHU (€CJIM TaKOBbIE JaHBl K TEKCTY C MEPEBOJIOM);
- TNpoYyHMTalTe W BBHINUIINTE CJIOBa, 0003HAYAONIKE. .. (IaeTCs PYCCKUI SKBUBAJICHT);

- BbIOGpUTE M3 TEKCTa CJIOBA, OTHOCSIIMECS K U3y4aeMoOu Teme;

- HaizuTe B TEKCTE HE3HAKOMBIE CJIOBA.

TexcToBBI 3TaI:

- IPOYTHUTE TEKCT;

- BBIIEJNIUTE CJIOBa (CJIIOBOCOYETAHMS MIIM MPEJUIOKEHHsI), KOTOpbIE HECYT BaHYIO (KJIIOYEBYIO HH()OPMAIIHIO);
- BBIIMIIATE WIA TOJYEPKHUTE OCHOBHBIC HMEHA (TEPMUHEI, ONIpeIeNeH s, 0003HauCHNU);

- chopMmynupyiiTe KIIOUEBYIO MBICIb KaXkJa0ro abdzara;

- OTMEThTE CJIOBO (CIIOBOCOYETaHHE), KOTOPOE JIydllle BCEro IIepefaeT colepkaHHe TeKcTa (JacTH TeKCTa).
[TocnerexcToBBIN 3Tal:

- 03arJ1aBbTe TEKCT;

- MPOYTUTEC BCIYX MNPCIJIOKCHUSA, KOTOPBIC MOACHAOT HA3BAHUC TCKCTA,

- Haiflmure B TEKCTE MPEUIOKEHHS JJIs ONMCAHHMSA ...

- monaTBepAnuTe (ONPOBEPTHUTE) CIOBAMH M3 TEKCTA CICAYIOILYIO MBICIb ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IUIAH TEKCTA;

- BBIIMIIWTE KJIIOYEBHIE CJIOBA, HEOOXOJMMBIE AJIS IepecKasa TeKCTa,

- IEpecKaXKxuTe TEKCT, ONUPAsACh HA IJIaH;

- IepecKa)XuTe TEKCT, ONMPAACh Ha KIIIOYEBBIE CIIOBA.

IIpu noaroroBke pedepupoBaHUHS TEKCTa PEKOMEHAYETCS BOCHOJIB30BAThCS CIEAYIOIIEH MaMsITKOM:

1. Tlocime mpouTeHWs] TekcTa pasz0edTe ero Ha CMBICTIOBBIE YaCTH.

2. B kaxmod uacTM HaWaMTe MpeIUIoKeHHE (MX MOXKET ObITh HECKOJIBKO), B KOTOPOM 3aKJIIOYEH OCHOBHOW CMBICI 3TOMH
YacTH TEKCTa. BRIMUIIUTE 3T NpeATI0KEeHUS.

3. ITloguepkHuTe B 3TUX TNPEATI0KEHUAX KIIOUEBBIE CIIOBA.

4. CocraBbTe IUIaH MepecKasa.

5. Onupascs Ha IIaH, IEPECKaKUTE TEKCT,

6. Omnupasch Ha KIIOUYEBBIE CJIOBA, PACCKAXKHUTE TEKCT.

MeTO,HI/I‘IeCKI/Ie PEKOMEHAAUHN IO COCTABJICHUIO ITUCKYCCUU

IMTaMsATKa IO COCTABICHUIO JUCKYCCHU

B miporiecce MOATOTOBKY K BBIMOJHEHHIO 3a1aHNs (IUCKYCCHs) BHUMATENBbHO U3YUHUTE €r0 COJepKaTeIbHOE HATOJIHEHNE, ONIPEACITUTE
KOHKPETHYIO CUTYAIHIO 1 KOMMYHUKATUBHYIO 33/1a4y OOICHUSI.

CHTyaHI/IH O6U_[CHI/IH YE€TKO U JIAKOHUYHO KOHKPETHU3UPYCTCSA B IEPBBIX ABYX-TPCX NMPCAJIOKCHUAX 3aJaHUs, IO3TOMY UX CICOAYCT
YHUTATh OCOOEHHO BHUMATENHHO.

* O6s13aTenbpHO 00CYUTE BCE MpEIaraeMble BApUAHTHI, BHE 3aBUCHMOCTH OT COOCTBEHHBIX MPEAMOYTECHHUH.

*BynbTe MHUIIMATHBHBIM MAPTHEPOM 110 OOIICHHIO, & HE TACCHBHO OKHUIIAHTE BOIPOCOB CO CTOPOHBI cobecenurka. HeoOxomumo
HayaTh Oecey ¢ KpaTKoOTo BCTYIUICHHS —00BSICHEHUs CUTyaruu. Jlajee cieayer akTHBHO BECTH Oecely: mpeiaraTb BapUaHThl IS
00CyXXIeHH s, 3aJaBaTh COOTBETCTBYIOIIME PEUSBOIl CUTYal[ii BOIPOCHI, TPU HEOOXOAUMOCTH MepeCIpallinBaTh, yTOUYHATH MHEHHE
cobeceiHHKa, OCYIIECTBIIATh IIEPEX0/] OT OJHOTO BapHaHTa K APYyroMy, B 3aBeplIeHHE Oece bl MOCIe 00CYKACHNS BCEX BAPHAHTOB
caMoMy TIPEJUIOKHTh pelieHue. PenieHne T0MKHO JOTHYHO BRITEKaTh U3 BCETO CKa3aHHOT0 000MMH MapTHepaMHu, He 3a0yIbTe Mpu
9TOM eIl Pa3 MOUHTEPECOBATHCI MHEHHEM COOCCEIHHUKA.

*BexITHBOCTD B IHANIOTE IPEIIIONATaeT, MPEeX e BCEro, MPOSIBJICHUE 3aHHTEPECOBAHHOCTH MO OTHOLICHUIO K CBOEMY MapTHEPY IO
o01IeHuto, 00s3aTeNIbHOE pearupoBaHue Ha €ro PEIUIMKH (IIyCTh MOPOI0 ¢ IOMOIIBIO KOPOTKHX PEIUIHK pearupoBanusi). HeoOxoaumo
BHHMATEJIBHO CIYIIATh MapTHEPa U aBaTh a/ICKBAaTHBIC PEAKIMU HA TO, YTO OH FOBOPHT. B JaHHOM THIIE AMAOra Yalle BCero
OTBETHBIMH PeaksMK OYAyT COrTIACHe WM Hecorsacue (Ipu4eM BEXKIIMBOE), M, BOSMOXKHO, YAUBICHHE, COMHCHHE.




[Ipu 3TOM, 6€3YCIIOBHO, ClIEIYET CTapaThCsl HCIIOIb30BAaTh Pa3HOOOPAa3HbIE SA3BIKOBBIE CPECTBA /IS BEIPAKEHHS JTAHHBIX SA3BIKOBBIX
(GyHKIUH.

*AKTHBHO IpeJyIaraiite BapuaHThl Uil 00CYXKJeHHUs (€CTECTBEHHO, IT0CJIE JOCTATOYHO MOAPOOHOT0 00CYXKIEHHS KaX10T0
MIPEIBIIYIIEro).

*[Ipu npe/UI0’KeHNK CBOETO BapHaHTa CIIEAYeT JaBaTh YeTKUE pa3BepHYThIE apryMEHTHI B €ro Nmojb3y. B ciaydae Hecornacus
cobeceTHIKa HEOOXOAMMO pearupoBaTh Ha €ro PeIUIMKY CBOUMH KOHTPapryMeHTaMu, COTJacysl UX ¢ ero I0BOJaMHU. Y MeHHe
YCIIBILIATh TTAPTHEPA U aJICKBATHO U apI'yMEHTHPOBAHHO PEarupoBaTh B CIIOHTAHHBIX OTBETHBIX PEIUIMKAaX 0COOEHHO LIEHHO B JAHHOM
tune auanora. OHAKO COBCEM HeoOs3aTeNbHO BCera He COTTIaaThesl ¢ HapTHEPOM, BElb B PEAIbHOM KOMMYHHKAIMN MBI
JIOCTATOYHO YacTO NepeCMaTPUBAEM CBOIO TOUKY 3PEHUS, B3BEIIUBAsL JOBOJIBI «3a» U «IIPOTHBY». [Ipu cornacuu ¢ MHEHHEM
co0eceTHMKa Ba)KHO IPUBECTH JOTIOJHUTENIBHEIE TOBOBI B IOJIB3Y 00CYKJaeMOT0 BapHaHTa MM Pa3BepPHYTh apI'yMEHT COOECEeaHHUKA.
* AKTUBHOCTb M BEXKIIMBOCTH COOECEHUKA IPEIIIoaraeT 3aHHTEPEeCOBAaHHOCTh BO MHEHUH NTApTHEpa MO OOIEHHUIO, T03TOMY B Oecene
CIIelyeT NHTEPECOBATHCSI MHEHHEM co0eceIHIKa 0 TOBOLY IpeIaraéMbIX BAPHAHTOB, 3allpalllnBaTh €r0 COrNIacHe WM HEeCOTIacHe
co cBoel Toukoii 3peHus. [Ipi HE0OXOIMMOCTH MOXHO 3a/1aTh YTOYHSIOIINE BOIPOCHL, IEPECIIPOCUTH COOECEAHUKA.

Heo0xonuMo yuuTeIBaTh MHEHHE cOOSCEAHUKA U IPUBOAMMBIE UM apIyMEHTHI IPH MIPUHATHH OKOHYATEIBHOTO PEeLIeH s, KOTOpOoe
JIOJDKHO CTaTh JIOTHYECKUM 3aBEpIICHHEM Juaiora. Eciu penieHne npoTHBOPEUYHT COJEeP KaHUIO IIPOBEICHHO Oecepl,
KOMMYHHUKATHBHAS 33a71a4a MOXKET OKa3aThCsl HEBBIIIOJIHEHHOM. JTO 03Ha4YaeT, 4TO YYaCTHHK Oecebl popMaIbHO MPOrOBapHBal CBOH
JIOBOJIBI, HE CIIEIVJI 32 PEIIMKaMU COOECeIHUKA U JIOTUKOM pa3BUTHUS TUalIora.

*lannmaTtuBHOCTE B Oecelie mpeamnonaracT yMeHIe BOBJICUb [TApTHEPA B AUAIOT. B TaHHOM THIIE AHAIOra 3TO MPOSBIISETCS HE TOIBKO
B YMEHHUH 3aIPOCUTh MHEHHE COOECeTHNKA, HO U B IPUTJIALIEHUH TIpeUIaraTb CBOM BapHaHTHI ISl 00CYXKICHHUSI.

* Heo0x01MMO IOMHHTB, YTO JAUAJIOT — 3TO HE OOMEH MOHOJIOTaMH.

MeTtomudeckue yka3aHus 0 paboTe co CIoBapeM

DopMBI CaMOCTOSTENILHON pabOThI CO CIOBAPEM:

- IOMCK 33/IaHHBIX CJIOB B CJIOBApe;

- onpezeneHue GopM eANHCTBEHHOTO U MHOXKECTBEHHOTO YHCIIA CYIIECTBUTEIBHBIX;
- BBIOOp HY)KHBIX 3HaU€HHI MHOTO3HAYHBIX CJIOB;

- IOMCK HY)KHOTO 3HAYEHHSI CJIOB M3 YHCIIa IPAMMATHYECKHX OMOHHUMOB,

- IOMCK 3HAYEHUS TJ1arojia 1o OJHOM U3 TIIAroJbHBIX HOPM.

1. TIpm momcke cioBa B croBape HEOOXOANMO CIEANUTH 32 TOYHBIM COBMAJCHHEM TpaudecKoro opopMIeHHs HCKOMOTO U
HalJIEHHOTO CJIOBA, B IPOTUBHOM clIydyae IepeBo]] OyAeT HeNPaBUIbHBIM.

2. MHoTHe clloBa ABISIOTCS MHOTO3HAYHBIMH, T.€. IMEIOT HECKOIIBKO 3HAYEHMIA, TI03TOMY IIpH ITOUCKE 3HAUCHUS CI0BA B CIIOBape
HEOOXOANMO YUTATh BCIO CIIOBAPHYIO CTaThIO M BEIOMPATH [UIs IIEPEBO/A TO 3HAYCHUE, KOTOPOE MOJXOAUT B KOHTEKCT MPEATIOKCHUS
(Tekcra).

3. Ipu noucke B coBape 3HAYCHMS CIIOBA B PsiJie CIIyYacB CiIeAyeT IPHHUMATh BO BHUMAHHE IPAMMATHUYECKYI0 (DYHKIIMIO CIIOBA B
IpeUI0KEHNH, TaK KaK HEKOTOPHIE CII0BA BEITTONHSIOT PA3IMYHbIEe TPaMMaTHIECKHe (DYHKIIHN U B 3aBUCHMOCTH OT 3TOTO MEPEBOATCS
HO-Pa3HOMY.

4. TIpu momcke 3HaYeHHS TIaroya B cI0Bape CleyeT IMETh B BULY, UTO TJIATONBI YKa3aHBI B CIOBAape B HEONPEIEIeHHOH hopme
(Infinitiv - schlafen, aufmachen)s To Bpems kak B IpeasIokeHNH (TEKCTE) OHU (QYHKIIMOHUPYIOT B PAa3HBIX BPEMEHAX, B Pa3HBIX
IpaMMaTHYECKIX KOHCTPYKIUX. [IoMCK Ti1arona 3aBHCHT OT €ro MPHHAMIEKHOCTH K KIIACCY MPABIIIBHBIX MM HETIPAaBHIBHBIX
I71aroJioB.

MeToaudeckre peKOMEHAAINH 10 TOATOTOBKE K SK3aMEHY

B mepuo moAroTOBKYU K 3K3aMEHY CTY/ICHTH BHOBb 00PAIIAOTCsI K MPOHICHHOMY y4eOHOMY Marepuaiy. [Ipi 3TOM OHH HE TOJBKO
CKPEIUISIOT TIOJTydIeHHbIe 3HAHUS, HO U TIOJyJaloT HOBbIE. [I0JIr0TOBKA CTY/IEHTA K 9K3aMEHY BKJIIOYAET B ceOs TpH JTarma:
-ayIMTOpPHAs ¥ BHEAYIUTOPHASI CAMOCTOSITENbHAS paboTa B TEUCHHE CEMECTPa,;

-HETOCPEICTBEHHASI TOATOTOBKA B JIHH, MPE/IIIECTBYIOIINE IK3aMEHY 110 TeMaM Kypca;

-IOJIrOTOBKA K OTBETY HA BOIPOCHI, COAEpIKAIIMECS B OHIeTax.

JIutepaTypa Ui MOATOTOBKU K 9K3aMEHY PEKOMEH/IYeTCs IperojaBaresieM 100 ykazaHa B y4eOHO-METOJMYECKOM KOMILIEKCE.

B xoJ1e MOATOTOBKY K K3aMEHY CTYACHTaM HEOOX0IMMO 00pamaTh BHUMaHUE He TOJBKO Ha YPOBEHb 3aIIOMUHAHHMS, HO ¥ Ha CTENICHb
MTOHUMAaHUS U3JIaraeMbIX MPOOIIEeM.

DK3aMeH MPOBOJUTCS 1O OHMiieTaM, OXBaThIBAIOIINM BECh PO AEHHBIA MaTepra. [10 OKOHYaHUH OTBETa YK3aMEHATOP MOXKET 33]aTh
CTYIEHTY JOTOJHUTEIbHBIE U YTOYHSIOIIE BOMPOCHl. Ha MoAroToBKY K OTBETY 1O BOMpOCaM OujieTa CTyaeHTy aaetcst 30 MUHYT ¢
MOMEHTA MOJTYYCHUS UM.




