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|. IIEJIA B 3AJAYM JJMCOUATIIAHBI

Heau: ¢opmupoBanue y cryaeHTa MpodeccnoHalIbHO-OPUEHTUPOBAHHONW HHOS3BIYHON
KOMIIETCHIIMA — CHCTEMbI 3HaHWI, YMEHH W HABBIKOB d()(PEKTUBHOW KOMMYHHKAIIUU B HHO-
A3BIYHON Cpejie Ha YpOBHE, HEOOXOIMMOM U JIOCTaTOYHOM JUIS YCIEHIHOTO MEKIUYHOCTHOTO,
MEXKYJIBTYPHOTO U TPO(ECCHOHAIBHOTO OOILICHHUS.

3agaun:

— O00Y4YHTHh OCHOBHBIM OCOOCHHOCTSIM IOJIHOTO CTHJISI TPOU3HOIICHUS, XapaKTCPHBIM IS
cdepsl TpoheCcCHOHATEHOM KOMMYHHKAITUY;

— YCOBEpUICHCTBOBATh IPaMMAaTUYECKUE HaBBIKU, 00ECTIEUYUBAIONINE KOMMYHHUKAIUIO, KaK
oOmiero, Tak M NPoPECCHOHATBHOIO XapakTepa, 0€3 MCKaXEeHHs CMbICIa IpU
MUCbMEHHOM U YCTHOM OOIIECHUU;

— Hay4duTh YUTATh HEAJANTHPOBAHHBIE MTPArMaTHUYECKHE TEKCThI U TEKCTHI 110 MIUPOKOMY U
Y3KOMY MPOQUITIO CIIEUATBHOCTH;

— COBEpILIEHCTBOBATh HABBIKM TOBOPEHHUS - MOHOJIOT, IUAJIOT, TIOJIHJIOT - C HCIIOJIb30BAaHUEM
Haubosee YMNOTPEOUTENbHBIX JIEKCUKO-TPAMMAaTHYE€CKHX CpPEACTB B  OCHOBHBIX
KOMMYHHKATHBHBIX CHTYAIHSIX HEOPHUIIHATEHOTO H OHUITHAITBHOTO OOIICHHUS;

— COBEpIIEHCTBOBaTh OCHOBHBbIE peueBble (OPMBI BBICKA3bIBAHMS: IOBECTBOBAHUS,
OTHMCAHUS U PACCYKICHUS;

— TI03HAKOMHUTH C OCHOBAMU MyOJIUYHOM peuu (YCTHOE COOOIICHHE, TOKIAN);

— COBEpIICHCTBOBATh HABBIKM NMHUCHMEHHOW peuyd: 0OydeHHE OCHOBHBIM BHJIaM PEUCBBIX
npou3BeNIeHUN (pe3romMe, aHHoTalus, pedepar, Te3UChl, COOOIICHUE, YaCTHOE MHCHMO,
JIeJIOBOE MTUCHbMO, Ororpadus);

— COBEpIICHCTBOBATh HABBIKM ayJWPOBAHHS C IENBbI0 TTOHUMAHUS MOHOJIOTHYECKON H
JMAJIOTHYECKOH peun B chepe OBITOBOM U MPpodecCHOHATLHON KOMMYHUKAIINH.

II. MECTO JUCIUIIJIMHBI B CTPYKTYPE OIIOII BO

VYyebHast nuctuiInHa «J{e1oBoil MHOCTpaHHBIH SI3bIK» OTHOCUTCS K 4acTu, (OpMHUPYEMOit
YYaCTHHUKaMHU OO0pa30BaTEbHBIX OTHOWIEHUW. [Iisi m3ydeHus MaHHOW Y4eOHOW TUCIUTIIIUHBI
HEOOXO/IUMBI 3HAHMS, YMEHHs W HaBbIKH, (OpMHUpPYEeMble NpPEAIIECTBYIOUIEH TUCHUIUTMHON
«lHOCTpaHHBIN SI3bIK B MPOPECCUOHAIBHON AESITeNbHOCTH», «KOMMYHUKAaTHBHbBIE TEXHOJIOTUU
Ha MHOCTPAHHOM SI3BIKE».

3HaHUsI, YMEHUS U HaBBIKH, (JOpMUPYEMbIE JaHHON Yy4eOHOM AMCLUMIIIIMHON, HEOOXOAUMBI
JUIS HayYHO-UCCIIeI0BaTEeIbCKONW paboThl, a TaK)Ke MOJTOTOBKH K MPOLEAYpPE 3alMUThI U 3aIIUThI
BBIIYCKHOM KBaJTU(UKALMOHHON pabOTHI.

I11.  TPEBOBAHWUS K PE3YJIBTATAM OCBOEHUA JUCHUIIJINHBI

[Tporiecc ocBOeHMSI TUCIUIUIMHBI HANpaBlieH Ha (OPMUPOBAHHE CIEIYIOIIMX KOMIIETCH-
uuii B cootBercTBUU ¢ ®PI'OC BO u OIIOII BO «OxoHOMHKA W OpraHu3anus Mpon3BOICTBA
nponykuuu u yciyr / Economics of Goods and Services Productiony mo HampaBlieHHIO TOATO-
toBKH 38.04.01 DxoHOMUKA:



IlepeyeHb MUIAHUPYEMBIX Pe3yJbTATOB 00YUYeHUs 10 JUCIHUIJINHE, COOTHECEHHBIX €
HHAUKATOPAMHM JOCTHKEHUSI KOMIETeHIH

KoMmnerenuus Nuaukaropsl Pe3yabTaThl 00yyeHus1
KOMIIeTCHIIUH

YK-4 I/II[K VK4.1 3HaTh:

CrniocobeHn mnpume- IIpumensieT coBpe- | OCHOBHBIE COBPEMEHHBIE KOMMYHHUKATHUBHBIC
HATb  COBPEMCHHBIC | MEHHbIE KOMMYHHUKA- | TEXHOJOTMM HAa MHOCTPAHHOM SI3BIKE I aKa-
KOMMYHHUKaTHBHbBIE TUBHBIE TEXHOJIOTUMU | IEMHUYECKOTO M NMPO(EeCCHOHAIBHOIO B3aHMO-
TEXHOJOTUM, B TOM | JUlsl YCTAHOBJIEHHWS U | AEUCTBUA. 3HAET IPaBUJIA COCTABIIEHUS PE3IO-
yyciae Ha HWHOCTPaH- | pa3BUTHUs NMPodeccHo- | Me Ha aHTJIMHCKOM SI3bIKE.

HOM(BIX)  s3bIKe(ax), | HAJTBHBIX KOHTAaKTOB B YMeTs:

IUIsL  aKaJIeMHYECKOro
U 1npodeccuoHanbHO-
ro pocra.

COOTBETCTBUH C IIO-
TPeOHOCTAMHU COB-
MECTHOM  JIeSITeIbHO-
CTH, BKJIO4Yass OOMeH
uHpopManueil U BBI-

BBIOMPATh HEOOXOIUMBIE KOMMYHHKATHBHBIC
TEXHOJIOTMH B COOTBETCTBUH C BO3HHUKIICH
npodecCHoHaNbHOM U aKaJIeMUYEeCKOW CUTya-
nue. YMeeT NpUMEHSATh MOJyYeHHbIE 3HAHUS
[0 MHOCTPAHHOMY S$3bIKYy IMPU COCTaBJICHUU

paboTKy €IMHON | pe3toMe W TPOXOXKJICHUU coOeceqoBaHUs Ha
CTpaTerud  B3aUMO- | QHTJIMICKOM SI3BIKE.
JIEUCTBUS. Bnanets:
OCHOBHBIMH KOMMYHUKATHUBHBIMH TEXHOJIOTH-
sMH 111 oOMeHa uHdopMmaiueit B nmpodeccro-
HAIBHOW W akajemuueckoi cpene. OCHOBHBI-
MM HaBbIKaMH COCTaBJICHUS PC3IOME U BCACHUSA
JIEI0OBOI1 Oece/ibl Ha TeMY TPYI0YCTPONCTBA.
I/II[K VK4.2 3HaTh:
[IpencraBisier pe- | OCHOBHBIE CIIOCOOBI MPEICTABICHUS PE3yibTa-

3yJIbTaThl aKaJeMuye-
CcKoi u mpodeccHo-
HaJbHOM JI€ATEIIBHO-
CTM Ha Pa3IMYHBIX
yOIMYHBIX Mepo-
OpUATUSX,  BKIJIIOYAst
MEXyHAPOIHbIE, BBI-
Oupast Haubosee moj-
xoJAumit popmar

TOB CBOEH pabOThl Ha MyOJIMYHBIX MEpPONpHUsI-
THUSX.

YMers:
IPEJCTaBIATh CBOM HPO(ECCHOHANbHBIE H
aKaJeMHUYeCcKUe JOCTH)KEHHS Ha pa3iMyYHbIX
MyOJINYHBIX MEPOTIPUATHSIX.

Bnaners:
HABbIKAMHU BEJICHUS JHAJIOTUYECKUI pedd II0
IIPOMICHHBIM TEMaM.




IV. COIEPKXAHHUE U CTPYKTYPA JUCHUIIJINHBI

O0BbeM JUCHHMILIMHBI COCTABJIAET 6 3a4eTHBIX equHULLI, 216 yacoB,

B ToM unciie 0,2 3aueTHBIX eIMHMUII, § YacOB Ha 3aueT B epBoM cemectpe; 0,75 3a4eTHBIX eUHUI, 27 4acOB Ha SK3aMEH BO BTOPOM CEMECTpE,
0,75 3a4eTHBIX €IMHUIL, 27 YACOB HA SK3aMEH B TPEThEM CEMECTPE.

W3 HUX peanu3yeTcsi C MPUMEHEHUEM JIEKTPOHHOTO O0YUYEHHS M TMCTAaHIIMOHHBIX 00pa3oBaTenbHbIX TexHOMOTHH 30 9acoB.

N3 Hux 72 yaca — npakTudeckasi moAroTOBKa.

dDopMa NPOMEKYTOYHON aTTeCTALUM: 32a4eT

4.1 Couepmaﬂne AUCHUIIJIMHDBI, CTPYKTYPUPOBAHHOC IO TEMaM, ¢ YKa3aHUEM BUA0B y‘leﬁHbIX 3aHSATHI U OTBEJEHHOI0 HA HUX KOJIH-
yecTBa akaeMHUYeCKUX 9acoB

Ne Pa3znes nucuIIMHLI/ TEMa Bunsi yueoHoii padoThl, DopMbI TEKYLIETO
/H BKJII0YASI CAMOCTOSATEILHYIO PA0OTY 00yJarommXxcs, KOHTPO.Is1 ycleBae-
- é NPAKTUYECKYI0 NOATOTOBKY U TPYI0E€MKOCTh (B:acax) MOCTH;
5 E KonrakTHasi paboTa npemno- g5 dopma npomeKy-
@ § S JAaBaTesisi ¢ 00y4arIMUMUCS o g-% TOYHOM ATTECTANHH
<
& | S| 5§ SEE (no cemecmpam)
= || &3 =z 2
o = E S SR =
o 8 » E = g
=] = o | Jlekuun Cemunapckue/ | Koncyab- 2o a
: E NpaKkTH4YeCKHe/ | Taluu © 3 d:)
= X JadopaTopHbIe E = 5
= 3AHATHS g 25
=28
< =
(ORI
1 2 3 4 5 6 7 8 9 10
1 cemecTp
1 | Job and Career. How to choose a| 1 | 24 3 8 16 Jlekcuko-
career? rpaMMaTHYE€CKHUI TECT
2 Resume 1 |22 5 6 16 MOJICTTHPOBAHUE
3 Business Letters Writing 1 |18 2 4 14 MonenupoBaHue




| Miroro | 64| 10 | | 18 | | 46 | 3auer
2 cemecTp
4 Cover Letter 2 | 14 5 12 2 ITucemennas paboTa
5 Letter of Inquiries 2 | 14 3 12 2 ITucpmenHas pabota
6 Letter of Offers 2 | 13 2 12 1 ITucemenHas pabora
HTtoro 41 36 5
7 Letter of order 3 | 16 3 6 10 IMucbmenHas padbora
8 Letter of complaint 3 | 16 5 6 10 ITucemenHas pabora
9 Letter of apology 3 |13 2 6 7 IMucbmenHas padbora
Hroro 45 18 27
4.2 T1naH BHeayIUTOPHON CaMOCTOATEIbHOI PadoThl 00YUAIOLIUXCS 0 THCIUILJIMHE
CamocrosTenbHas paboTa 00y4armuxcs VuebHo-
METOINYE-
3arpaTsl Onenounoe ckoe obec-
Cemectp HaszBanue pasnena, Temsl . Cpoku BbI-
Bu camocrositensHolt paborer| | BPeMEHH CpEeACTBO rneyeHue ca-
(qac') MOCTOSATEIIb-
HOU pabOTHI
Job and Career. How to choose a career? [ToAroTOBUTH MOHOJIOTHYECKOE Cwm. pazzaen
“ CeHts10pb- VYcerHoe
BBICKa3bIBaHUE 1o Teme: “How OKTSGDS 16 cOBeCeIOBANIC \Y
to choose the right career&” p g
Resume CocrasneHnue pe3roMe HOS0Opb 16 Muckmernas | Cu. paszen
pabora V
Business Letters Writing Pacnonoxenne B mpaBUIIEHOM Cwm. pa3gen
. [Iucemennas
MOPAJIKE YacTel JEeI0BOrO nexadpb 14 \Y
pabora
UChMa
Cover Letter CocraBneHue cCONpoOBOIUTEb- IMucemennas | Cm. paszgen
dbeBpaib 2
HOTO TTMCHhMa pabora \Y/
Letter of Inquiry [Mucemennas | CM. pa3gen
CocraBieHue nucbMa-3anpoca |  MapT 2
pabota \Y
Letter of Offer CocraBjieHHE THChMa- anpenb- 1 [Mucemennas | CM. paszaen
MIPETI0KEHUS Man pabota \Y

6




WM OHHBIX O6p330BaTCJH)HI>IX TEXHOJIOTHI

CamocrosTenbHas paboTa 00yJarmuxcs VuebHo-
MeETOoanYe-
3aTpatbl OueHnouHoe ckoe obec-
Cemectp HasBanwue paszena, TeMbl . CpOKH BbI-
Bux camocrositenbHoit paboter| | BPEMCHH CpPEACTBO TIeYCHHE Ca-
(qac_) MOCTOATCIb-
HOH pabOoTHI
Letter of order CEHTAOPB- [Tucemennas | Cm. paszgen
3 CocraBieHue nuchbMa-3akasa 10
OKTSIOpb pabota \Y
Letter of complaint ITucemennas | CM. pasaen
3 P CocraBieHre MucbMa-KajaoObl | HOSOPh 10 baslt
pabora V
Letter of apology CocraBiieHHe UChMa- [Mucemennas | Cm. pazaen
3 nexkadpb 7
W3BUHCHHS pabora V
OO6mwmit 00BeM CaMOCTOATENILHON PabOTHI 1O JUCIUTUIMHE (Yac) 78
W3 HuX 00bEeM CaMOCTOSATENILHOM Pa0OTHI C UCIIOJIb30BAHUEM JICKTPOHHOTO OOYUYCHHUS U IUCTAH- 30




4.3. Coaepxanue y4eOHOro MaTepuaJia

TEMA 1. JOB AND CAREER
Job and Career. How to choose a career? 3HakOMCTBO C JIEKCUYECKAMH E€IUHULIAMH 10
teme. [ToBTOp rpaMMaTHYeCKUX BPEMEH aKTHBHOTO U ITACCHBHOTO 3aJI0Ta.

TEMA 2. RESUME

CocraBiieHHE pe3loMe Ha aHTIIMICKOM s3bIKe. OCHOBHBIE IIPABUJIA COCTABIICHUS PE3IOME.
Oco0eHHOCTH COCTaBJIEHMsI PE3IOME Ha AHTVIMMCKOM SI3bIKE. Y CTOMUYUBBIE BBIPAXKEHUS, IIPUHSI-
TBIE B JIEJIOBOM CTHIIE.

TEMA 3. BUSINESS LETTERS WRITTING

Benenue nenoBoil NEpEeNUCKU HAa AHMVIMHACKOM s3blke. OCOOCHHOCTH JI€JI0OBOTO CTHUIIA.
Jlekcuueckue ¥ rpaMMaTH4YeCKUe OCOOCHHOCTH JIEJI0OBOIO CTHJIA B aHIVIMHCKOM si3blke. Pacrio-
JIO’)KEHUE YacTe MuchbMa B CONPOBOAMTENBLHOM mucbMe. Kimie u ycroitumBble ¢passl AJis
HaIMCaHMs COIPOBOAUTENBHOIO TUChMA.

TEMA 4. COVER LETTER

CocraBiieHrEe CONPOBOIUTENBHOIO TMChMa HAa aHIJIMICKOM SI3bIKE C YYETOM KYJIbTYpOJIO-
TMUYECKUX M JIMHTBUCTHUYECKUX OCOOCHHOCTEN H3ydaeMoro s3bika. Kimiie u ycToiiuMBble BbIpa-
YKEHUS /111 HallMCaHUs JaHHOIO BUJIA MHCbhMA.

TEMA 5. LETTER OF INQUIRIES

CocraBiieHrne nUChbMa-3anpoca Ha aHIVIMMCKOM SI3BIKE C YYETOM KYJIbTYPOJOTMYECKUX U
JMHTBUCTUYECKUX OCOOEHHOCTEH M3ydyaeMoro ss3plka. Kimiie m ycTOHYMBBIE BBIpRXKEHUS AJIs
HaIlMCaHUs JaHHOTO BHJIA MUCbMA.

TEMA 6. LETTER OF OFFER

CocraBiieHne nucbMa MPeJIoKEHUST Ha aHTJIMIICKOM SI3bIKE C YYETOM KYJIbTYpOJIOTHYe-
CKUX U JINHTBUCTUYECKUX OCOOCHHOCTEH M3y4aeMoro s3blka. Kiuiine u ycToiunBbIe BhIpAaXKEHUs
JUISl HAaIMCAHUs JAHHOTO BUJA ITMChMA.

TEMA 7. LETTER OF ORDER

CocraBiieHne NHUCbMa-3aKa3a Ha AHIJIUICKOM SI3BIKE C YYETOM KYJIbTYPOJOTMYECKHX U
JMHTBUCTUYECKUX OCOOCHHOCTEH M3ydyaeMoro ssbika. Kimine um ycToiduBBIE BBIpRXKEHUS IS
HaIlMCaHWs TaHHOI'O BUJA ITUCHMA.

TEMA 8. LETTER OF COMPLAINT

CocraBrieHne nuchbMa Kajao0bl Ha aHTJIUICKOM SI3BIKE C YUYETOM KYJIbTYPOJOTHYECKUX U
JMHTBUCTUYECKMX OCOOCHHOCTEH M3ydaemoro s3bika. Kimine ¥ ycTOWYHMBBIE BBIPRXKEHUS VIS
HaIlMCaHMsl TaHHOTO BH/IA ITUCHMA.

TEMA 9. LETTER OF APOLOGY

CocraBiieHne MMCbMa-U3BUHEHMSI HA aHTJIMHCKOM SA3BIKE C YUETOM KYJIbTYPOJIOTHYECKUX
Y JTUHTBUCTUYECKUX OCOOCHHOCTEH M3ydyaeMoro s3blka. Kiuiie u ycToilunBble BhIpaXKEHUS JUIsS
HaIlMCaHUs TaHHOI'O BUJA ITUCHMA.



4.3.1. IlepeyeHb CeMHUHAPCKHUX, IPAKTHYECKUX 3aHATHII U J1a00PATOPHBIX padoT

Ne Ne HaumenoBanue TpynoeMkocTh Ouenounbie | @opMuUpyemblie
n/H TeMbl | MPAKTHYECKHX (uac.) cpeacTBa KOMIIETEHIHH
padort Bcero N3 Hux (MHIMKATOPBI)
qya- NpaKTU4e-
COB cKast
MOJATr0TOBKA
1 2 3 4 5 6 7
1 1 Job and Career. | 16 16 Jlekcuko- YK-4
How to choose a rpammarude- | UK yk 41
career? ckoe TtectH- | MK yi 42
poBaHUe
1 2 Resume 16 16 Mopnenupo- | YK-4
BaHUE WNIK vk 41
NJIK yk 4.
1 3 Business Letters | 14 14 Mognemupo- | YK-4
ertlng BaHUC I/II[K VK 4.1
NIK yk 42
2 4 Cover Letter 2 2 IMucemennas | YK-4
pabora K v 4.1
NJIK yk 42
2 5 Letter of Inquiry 2 2 [Mucbmennas | YK-4
pabora MK yk 41
NIK yk 42
2 6 Letter of Offer 1 1 Iucemennas | YK-4
pabora MK yk 41
NIK yk 42
3 7 Letter of order 10 10 IMucemennas | YK-4
pabora MK yk 4.1
NIK yk 42
3 8 Letter of com- 10 10 IIucemennas | YK-4
plaint pabota MK vk 41
NIK yk 42
3 9 Letter of apolo- 7 5 [MTucemennas | YK-4
ay pabora MK vk 4.1
NIK yk 42
Hroro 78 72




4.3.2. IlepedyeHb TeM, BHIHOCHMBIX Ha CaMOCTOSITEJIbHOE M3YyYeHHE B PaMKaX CaMOCTOsI-
TeJIbHOH PadoThI CTYIEHTOB

Ne Tema 3ananue ®opmupyemast NAK
1/H KOMIIeTCHIUA
1 2 3 4 5
1 | Job and Career. How | M3yuuts ocobennoctu | YK-4 UK YK 4.1
to choose a career? | TpymoyctpoiictBa B  aH- HIIK YK 4.2
TJIOSI3BIYHBIX CTPaHaX
2 | Resume N3yanth ocobennoctu | YK-4 UK VK 4.1
COCTaBJICHUS pE3loMe Ha HIK YK 4.2
AHTJIMHACKOM SI3BIKE
3 | Business Letters | U3yunts ocobennoctu | YK-4 UK YK 4.1
Writing Hal¥MCaHusl JEJOBbIX IH- HIOKYK4.2
CeM Ha aHTJIUHCKOM S3bI-
Ke.

4.4. Metoauueckue yKa3aHus 10 OPraHU3ALMM CAMOCTOSITEIbHOH PadoThl CTydEH-
TOB

Pexomenoayuu no nodzomoske K yCmHoOMY MOHOI02UYECKOMY GbICKA3bIGAHUIO HA AH-
2nutickom sazvike. CooOUIeHNE — 3TO UHPOPMALIUS, YaCTO KpaTKasi Ha CPaBHUTEIBHO Y3KYIO Te-
My, IJlaBHasl 11eJb KOTOPOro — OOHAapoJ0BaTh (DaKThl, IPEIBAPUTEIIbHBIE PE3YIbTaThl U3bICKA-
HuUl 0e3 npeTeH3uil Ha UPOKKE U TIIyOOKHe HaydHble 0000LICHUS.

B xomno3uninu cooO11eHus BBIICNIAIOTCS TPU YaCTH: BCTYIUICHHE — BBICTYNAIOLINIA Ha3bl-
BaeT TeMY COOOIIEHMsI; OCHOBHAS 4acTh — COOOIIAIOTCS (PaKThl, JaHHBIE U T.II.; 3aKIIOYCHUE —
o0o011aeTcst Bce CKa3zaHHOE, JIENalOTCs BBIBOJBI. 3apaHee MpOoaAyMalTe CBOE COOOIIEHHE, CO-
CTaBbTE IPUMEPHBIN IJIaH CBOErO BbICKa3bIBaHMs. OTpaboTaiiTe OTAeNbHbIE CJIOBAa U yCTONYU-
Bble (ppa3bl B Marepuaie 1no teme. MarepuaaoM Ui MOJATOTOBKH YCTHOTO BBICKA3bIBAaHHSI MOTYT
CIIY’)KMThb TOTOBBIE TEMbI, KOTOPbIE MOKHO HaWTH B y4yeOHBIX Mmocodusx. JIro0oe MoHOIOrH4e-
CKO€ BBICKa3bIBAaHHE XapaKTEpU3yeTcs IeNbIM psIoM KauecTB. BOT Te U3 HUX, KOTOpble Hanbo-
nee crielu(UYHbl UMEHHO ISl MOHOJIOTUYECKOTO BBICKA3bIBAHUS.

1) LenenanpasneHHocTb. OHA MPOSIBIIIETCSI B TOM, YTO y TOBOPSIIETO BCETAa €CTh
OIpeJIeJIEHHas LIENb.

2) JlornuHoctb. Ilog HEl0 MOHMMAaeTcs Takoe CBOMCTBO BBICKA3bIBAHHUS, KOTOPOE
o0ecrnieunBaeTcs MOCIeA0BaATEIbHOCTHIO U3JI0KEHNS MaTepraa.

3) CTpYKTYpPHOCTb WJIA CBS3HOCTb.

4) OTHOCUTEbHAS 3aBEPILIEHHOCTD B CO/IEPKATEILHOM, TEMAaTHUECKOM IJIaHE.

5) IIpotlyKTUBHOCTb, T. €. MPOAYKLUS, a HE PENPOTYKIIHS 3ay4E€HHOTO.

6) HenpeprIBHOCTB, T. €. OTCYTCTBHME HEHYXKHBIX Iay3, OCMBICIEHHAsi CHHTarMma-
TUYHOCTH BBICKa3bIBaHMSL.

7) CaMOCTOSATENBHOCTh. JTO OJIHO M3 BaXKHEHMIIINX Ka4eCTB BBICKA3bIBAHUS, KOTOPOE
MPOSIBJISIETCS. B OTKA3€ OT BCSUECKUX OMOP — BEpOAbHBIX, CXeMAaTHUYECKUX, UIUTIOCTPa-
THUBHBIX.

8) BbIpazuTenbHOCTh — HaTUYME JIOTHUECKUX YIAAPEHWH, MHTOHAIMH, MHMUKH,
KECTOB U T. II.

Cocmaenenue pestome nHa an2nuiickom sa3vike. Jlapaiite 0osee NoApOOHO OCTAHOBUMCS
Ha TpaBUJIaX HAMUCaHUsS pe3toMe. Hamm coBeThl HampaBleHBI HA TO, YTOOBI CIENaTh Ballle pe-
3I0M€ MaKCHMAaJIbHO YCIEIIHbIM U MpPHUBJIEKATEIbHBIM JIJIs1 paboTojaTeniell U Bbl CMOTJIM TMOJY-
YUTh JIOJDKHOCTH Bamiedl mMeuThl. OCHOBHbBIEC MpPaBWIIA JUIsl HAMMCAHUS PE3IOME Ha aHTJIMICKOM
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[Mumure Bame pestome camocrositensHo. HUKTO He cMoXkeT paccka3aTh 0 Bac myure,
yeM Bl camu.

ITo Bo3mokHOCTH ananTupyite cBoe CV moa Kaxayro KOMIAHUIO U J0JHKHOCTh. Ocoboe
BHUMaHME TpHu 3ToM yaenute myHkTam Objective (pyc. Llenn) u Profile (pyc. [Ipoduis).

[Tocrapaiitech crnenars Baie pe3tome MakCUMallbHO KPaTKUM U JIaKOHUYHBIM. [TomHuTE,
9TO PEKPYTEpPhl CMOTPST HA PE3OME B TEUCHHE JIUIIh HECKOJIBKHUX CEKYHI. YOepHuTe crapblii U
HEaKTyaJIbHBIH OMBIT ¢ Balero pestome. Eciu Baie pe3tome ATMHHEE OJHOM CTpaHULIbI, yOeau-
TECh, YTO MHPOPMAIUS HA TIEPBOW CTPAHUIIE 3aCTABUT PEKPyTepa MOCMOTPETh BTOPYIO CTPAHU-
my.

— Bcerna ocraBisiiTe TOJIBKO aKkTyallbHble KOHTAKThI. Y 0€IUTECh, UTO MPABHJIBHO HAIUCa-
JIM aJIpec IEKTPOHHOM MOYTHI.

— Bynpre TounbM ¥ ipaBauBHIM. [ToMHUTE, YTO JNFOOYI0 HH(DOPMAIIMIO MOKHO TTPOBEPUTH.
He ykaspiBaiiTe HaBBIKOB, KOTOPBIMHU HE BIIAJIEETE.

— IlIpoBepbTe Balmie pe3toMe Ha HAIMYUE OUIMOOK, BeAb Jaxxe OaHanbHas OnevyaTrka MOXKET
co3aath 0 Bac BreuatieHue Kak 0 HeBHUMaTeIbHOM uenoBeke. [locrapaiitech ymecTuTh
Bamie pestome Ha 1 crpanuny , HO eciin 'y Bac 6oibiioit onbIT paboThl UM HECKOJBKO
o0pa3oBaHMii, TO MAKCUMYM, 4TO BBl MOXKeTe 3aHATH - 3TO 2 CTPAHUIIBI.

— HWcnons3yiite cranaaptasiii mpudt (Arial, Garamond, Times New Roman wiu Verdana).
Pasmep mpugra ocHoBHOTO TekcTa —11-12 pt, a7 3aronoBkoB ucnomis3yite 14-16 pt.

— OOs3aTenbHO UCHONB3YHTE BBIICICHUE TEKCTa B PE3IOME MONYKHPHBIM, KYpPCUBOM H
BeToM. Beigenute cBoe ums u Gpamuinuio, a Takxke Llens (Objective) ¢ moMorbto mpug-
ta nmokpynuee 18-20 pt.

— CrpykTypupyiite TeKCcT Bariero pe3tome, 4ToObI cienaTh ero YutadenbHbIM. Mcnonb3yii-
T€ MapKUPOBAHHBIE CITUCKHU MIPU MEPEUUCICHUN HABBIKOB U OTIBITA PA0OTHI.

— BepxHnee, HHKHEe U JIEBOE TI0JIA HE MeHee 2 CM, IpaBoe -1,5 cM; BEIpaBHUBAHHE OCHOB-
HOTO TEKCTa IO IMIMPHUHE WIH MO JIEBOMY Kpar. PeKoMeHayeMbIil MEXIyCTPOUYHBIA MH-
TepBaJl A HanucaHus pesome 1,15 - 1,5.

Pekomenoayuu no moodeaupoeanuro RUCbMeHHo padomol (nucem).
1. To3nakoMbTech CO CJeAYIOIMUMH CJI0BAMH H BHIPAKEHHSIMHU:
date — mara
inside address- BuyTpeHHuii ajgpec (morydaTesns)
opening salutation — BctynuTenbHOE 0OpalieHue
subject heading — 3aros0Bok nuchma
opening paragraph — otkpeiBaroiuii (epBbIii) ad3ail MUchMa
body of the letter — rexct mucpma
closing paragraph — 3akrounTeNbHbIN ab3all
complimentary closing — 3akirounTenbHas GopMyia BeKIHBOCTH
. signature — moamnuch
10.enclosure — npunoxenue
11.colon — gBoeTounme
12.comma — 3ansras
13.connective words — ciosa-cBs3kn

2. W3yunTe cJeaylOmuii TEKCT 0 PACIIOJI0KEHHIO YACTeli 1eJ0BOro NuchMa:

The ordinary business letter comprises the following principal parts: (1) The Date (2) The
Inside Address (3) The Opening Salutation (4) The Subject Heading (5) The Opening Paragraph
(6) The Body of the Letter (7) The Closing Paragraph (8) The Complimentary Closing (9) The
Signature (10) Enclosures, postscripts and copies sent.
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In English business letters the date, which includes the day, the month, and the year, is
typed on the left-hand side. It is customary to write it in full not just in figures, e.g.
2 April, 2001 or
April 2, 2001.
Sometimes the name of the month may be abbreviated: January to Jan, February to Feb and so
on. Only May and July are written in full.

The name and address of the company or a person written to are usually typed on the left-
hand side just after the date. Letters to men can be addressed as Mr Brown; Mr T.Brown; Mr
Thomas Brown (preferably the way he signs his letters). Unmarried women and young girls
can be addressed as Miss. Married women are addressed as Mrs Brown; Mrs M.Brown; Mrs
Mary Brown. After the name, the number of the house and the name of the street are given,
then the name of the town, the special post code (ZIP code) that speeds delivery and the name
of the country takes the last place. If you are writing to the USA you must add the name of the
state* just after the name of the town. If you are writing to Russia, first put the number of the
apartment.

e.g. Sir James Brown &Co.,

14, Exton Square,

London, W.C. 3,

Great Britain.
If the letter is addressed to the company, the form of addressing is Dear Sirs, (Br) or
Gentlemen: (Am). If the letter is addressed to the individual, the most usual forms are: Dear
Sir, Dear Madam, Dear Mr Brown. The Americans use the same but with a colon instead of
comma.

The Subject Heading indicates the subject-matter of the letter, i.e. its topic, enabling the
reader to see immediately what the letter is about. It is placed after the opening salutation.
Here Abt (short for About) may be used. Or the Subject Heading is underlined or is written in
capital letters, e.g.

Dear Sirs,
Your enquiry of 30™ Oct, 2001
Abt: Contract # 302
HOTEL RESERVATION

*For American States see Appendix 4
The Opening Paragraph will often state the subject matter of the letter by giving the
date of the letter or fax that is being answered and the writer’s feelings on the subject: pleas-
ure, surprise, regret, gratitude. Usually it is written in one sentence,

e.g. In reply to your letter of 2" March, this year we would like to inform you that...
Referring to your fax message of 30" October 2001, we would like to confirm
that...

The Body of the Letter is its text, its message. To make a letter easier to read and to a cer-
tain extent more attractive, you should divide your business letter into paragraphs, each para-
graph dealing with one idea. The paragraphs should fit together smoothly and this is done by us-
ing different connective words.

The closing paragraph contains a statement of the writer’s intentions, hopes and expecta-
tions about future actions, i.e. it serves as a summary of what has been discussed before and what
IS going to be the next step, e.g.

We hope to establish fruitful business relations with your company.

We look forward to hearing from you soon.
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The Complimentary Closing is a polite way of ending a letter. The expressions used must
suit the occasion and match the opening salutation*. The most usual forms are Yours faithfully
and Yours sincerely. Americans usually use Yours truly.

Business letters are signed by hand in ink. The writer’s name and title are typed below the
signature. If there is an enclosure to the letter, it should be clearly indicated by typing the word
Enclosure or its abbreviation Enc in the bottom, left-hand corner of the page below the signa-
ture, e.g.

Enc: (1) Insurance Policy (6 pages)

Enclosure: (2) Curriculum Vitae

Record of Achievements

Postscript should be used as an emergency not as a normal conclusion only when infor-
mation to be conveyed comes after the letter has been completed. Otherwise it is a sign of bad
construction of the letter. Postscript is abbreviated to PS.

* For more information see Appendix 5
Layout of a Letter
Date
Inside Address
Opening Salutation
Subject Heading
Opening Paragraph ........ccccovvviiiiiiiiniiiniiiiiniinnen
Body of the Letter .....cccoovviiiiiiiniiiiiiiiiiiiniennen.
Closing Paragraph .......ccccvviiiiiniiiiiiiinieinncinnnnns
Complimentary Closing
Signature
Enclosure

4.4. TlpuMepHasi TeMaTHKa KYPCOBBIX padoT (MPOeKTOB) — KypCOBbIE pabdOThl U MPOEKTHl HE
IIPEyCMOTPEHBI

V. YYEBHO-METOANYECKOE U UTH®OPMALMOHHOE OBECITIEYEHHUE
JAUCHHUIIJINHBI
Ilepeuens JuTepaTypbl
a) OCHOBHAsI JIUTepaTypa:

1. Making a Career : yue0. mocodue mo mpakT. Kypcy auri. si3bika / UpkyT. roc. yH-
T, MeXXayHap. UH-T S)KOHOMHMKH U JMHTBUCTUKH ; cocT. H. A. Ilackoga ; pem.: U.
C. uneaukoBa, H. I'. CuBnesa. — 2-e uzn., ucnp. u gom. - Upkyrck : U3n-Bo
HI'Y, 2015. - 124 c. (46 3K3)

2. I'pammatmka aHDIHCKOTO si3bika : y4de0. mocobme / O.H. Kapabanora ; ®en.
areHTCcTBO Mo obpazoBanuto, Mpkyrckuii roc. yH-T, MexayHnap. ¢ak. — UpkyTck :
Nzn-Bo UT'Y, 2005. - 124 c. (39 3k3)

0) 10MOJTHUTE/IbHASI JIUTEepaTypa:

1. TIpoxoposa A. .A. YueGHOE mocoOue 1Mo HAMMCAHUIO JIETOBOM KOPPECTIOHICHITNH
Ha aHIJIMHACKOM SI3BIKE JUIS CTYACHTOB — OakalaBpoB M MaructpaHToB «Quick
Toolkit for Writing InternationalLetters in English: Letter Writing Guide / A. A.
[IpoxopoBa, M. A. BacunbeBa. — IBanoBo, 2019. — 112 c.

2. Wroctpannbii s3bk. Il kype : yueb.-meton. mocobme / MpkyTckwii roc. yH-T,
Kad. pyc.s3. u obmero si3pikoznanus ; Coct. A. M. Ioxapckas. — UpkyTek :
W3n-Bo UT'Y, 2007. — 148 c. (51 3k3)
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B) 0a3bl JaHHBIX, HHPOPMALMOHHO-CIIPABOYHbIE H IIOMCKOBBIEC CHCTEMbI
o0OpaszoBarenbublii nopran « 1LYy https://educa.isu.ru
http://www.economist.com

http://www.ft.com

http://www.telegraph.co.uk

NS

B cucreme obpaszoarenbroro noprana UI'Y (https://educa.isu.ru) pasmerneHsl METOIH-
Yyeckue Matepuaisl U 3aaanus no qucturiuHe b1.B.JIB.01.02 «/lenoBoii HHOCTpaHHBIN S3BIK)»

VI.MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHbI
6.1. YueOHO-1a00paTopHOe 000py/I0BaHNE:

- yuebHble ayoumopuu OJisl TIeKYUOHHBIX U CEMUHAPCKUX 3aHAMUL, 2PYRNOBbIX U UHOUBUOYANb-
HbIX KOHCYTbMAayuil, meKyuwe2o KOHmpOJis U NPOMed’CYMOUHOU ammecmayui.:

Aymutopust Ha 80 MocaJoyHBIX MECT, YKOMILJIEKTOBAaHHAas CIELHMaTIU3UPOBAHHON y4ueOHOM
MeOeIbI0 M TEXHUYECKUMHE CPEICTBAMH O0YUYCHHS C BOSMOXKHOCTBIO TMOAKIIOYeHUS K ceTn «IH-
TEpHET» U 00ecreueHNeM JI0CTyNa B 3JIEKTPOHHYIO HH(OPMAIMOHHO-00pa30BaTEIbHYIO Cpely
OpraHu3aIuu:

sKpaH HacTeHHbIl —ScreenMedia 180x180, mpoektop — BenQ MX661,

Kommerotep mpenogasarens (AMD ATHLON I x3).

10 — Microsoft Windows, Microsoft Office Professional Plus 2010,

Kaspersky Endpoint Security
Ha0OpBI IEMOHCTPALIMOHHOTO 000PYA0BaHMs U yueOHO-HAITIAAHBIX IOCOOMI, obecnednBaronye
TEMaTHYECKHE WUIIOCTPALUM, COOTBETCTBYIOLINE pabodeil mporpaMMme AMCUMILINHBI «OCHOBBI
TEOPHH COBPEMEHHOT'0 PYCCKOro si3bIka. Jlekcukonorus. @pazeonrus. JIekcukorpadus»;

Aynuropus Ha 38 MOCAaJOYHBIX MECT, YKOMIUIEKTOBAHHAs CIIELUATM3UPOBAHHON y4eOHOM
MeOenbl0 U TEXHUYECKHMMHU CpEACTBAMH OOy4YeHMs, CIyKallUMH Ul MpeAoCTaBiIeHUs UHQOp-
Maiuu OONbIION ayIUTOPUH:

Okpan Ha mtatuBe Screen Media Apollo, mpoektop nepenocHoit — Epson EB-X24,
HOoyTOYK HP 255 G7 (Intel Core i5),
1O — Microsoft Windows 10 OEM, Microsoft Office Professional Plus 2010,
Kaspersky Endpoint Security
Ha0OpBI IEMOHCTPALIMOHHOTO 000PYA0BaHUS U yueOHO-HAITIAAHBIX OCOOM, oOecnednBaroye
TEMaTHYECKHE WILTIOCTPALMM, COOTBETCTBYIOLINE pabodeil mporpaMMe AUCHUILIINHBI «OCHOBBI
TEOPHH COBPEMEHHOT'O PYCCKOro si3bIKa. Jlekcukonorus. @paseonrus. JIekcukorpadus»;
- ayoumopuu 01 Op2aHU3aYUU CAMOCMOAMENbHOU pabomul:

Aymutopust Ha 40 1MocagoyHBIX MECT, YKOMILJIEKTOBAaHHAs CIEIHMaTU3UPOBAHHON yueOHOM
MeOeINbI0 U TEXHUYECKUMU CPEJICTBAMU 00YUYEeHHUsI C BOZMOXKHOCTBIO MOAKIIOUEHUs K ceTH «MH-
TEpHET» U 00ecreueHNeM JIOCTyNa B JIEKTPOHHYIO MH(POPMAIMOHHO-00pa30BaTEIbHYIO Cpely
OpraHu3aIuu:

MHTEpaKTUBHAs Jocka — Panasonic UB-T880-G, npoekrop — AcerS1212,
HOyTOYK — Lenovo (Intel Core2Duo),

MapKepHast JOCKa.

1O — Microsoft Office Professional Plus 2010ApxuBatop WinRAR,
Wi-Fi.

Aynuropus Ha 15 mocaoyHbIX MECT, YKOMILJIEKTOBaHHAsI CIIEUaTIU3UPOBAHHON yueOHOM
MeOeNbl0 U TEXHUYECKUMU CpeJICTBAaMU 00yUeHHs ¢ BO3MOXKHOCTBIO MOAKIIOUeHUs K ceTh «MH-
TEPHET» U 00ECTICUCHHEM JIOCTYTA B 3JIEKTPOHHYIO HH(POPMAIMOHHO-00pa30BaTEILHYIO CPEIY
OpraHu3aluu:

15 kommeiotepoB (AMD Athlon64) ¢ mocTymnom K ceTH HHTEPHET,
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1 xommeroTep oneparopa (AMD Athlon64),

10 — Microsoft Windows 7,

Microsoft Office Professional Plus 2010,

1C: Ilpennpusarue 8. KoMIuiekT 11t 00ydeHHUs B BBICIIUX M CPEIHUX YUCOHBIX 3aBEICHU-
X,

ApxuBarop RAR WinRAR 5,

Far Manager v3,

Koncynprantlntoc: Bepcus [Ipod,

Kaspersky Endpoint Security

6.2. IlporpamMMHoOe oGecnieyeHue:

OrnepalilnoOHHbIE CUCTEMBI:
e Microsoft Windows (Bepcuu Vista, 7, 10)
e ALT Linux
[TakeTbl 0(pUCHBIX TPUTIOKEHUI:
e Microsoft Office (pex. Professional Plus, Standard; sep. 2007, 2010, 2013)
LibreOffice, OpenOffice
WnTepuer-6paysepsr:
YandexBrowser
Atom
Mozilla Firefox
Google Chrome
[Tpuknannoe 1O qyist paboThl ¢ JOKYMEHTaMH:
Apxubarop RAR WinRAR (5.x Bepcust Axkagemuueckas)
e Far Manager
e Adobe Reader
CpenctBa aHTUBUPYCHOM 3allIUTHI:
e Kaspersky Endpoint Security
OmnnaitH cepBHCHI:
e Buneo xoHdpepenir cuctema bbb.isu.ru (cuctema BigBlueButton)
e OO6pasoBarenbHbiil moptan educa.isu.ru (cucrema LMS Moodle)
Buneoxoctusr cloud.isu.ru (cucrema NextCloud)
[Tpuxnaanoe 1O nns paboThl ¢ rpadUUecKUMU U ayIM0/BUe0 daitnamu:
VLC Player
Inkscape
Audacity
GIMP
CrnennanusupoBanHoe npukiagHoe [10
1C:ITpennpusitue 8.
e 1C:.CRMS.
e (Cucrema KoHCcynpTaHT-TUTIOC

6.3. TexHn4yecKkue M JIeKTPOHHbIE CPEICTBA O0yUEHHUSI:
DIEeKTPOHHBIE CPEACTBA OOYUEHHUsI MO0 NUCHIUIUINHE «J[eTOBOW MHOCTpaHHBINA SI3BIK» pa3Me-
IIeHbl Ha oOpa3oBaTenbHOM noptaie MUY https://educa.isu.ru.

VI1.OBPA3OBATEJIBHBIE TEXHOJIOI'MHN

[lo naHHOMY HarpaBJIEHUIO OATOTOBKH, pealn3alys KOMIETEHTHOCTHOTO MOAX0/a Mpeay-
CMaTpUBAET UCIOJb30BaHUE MPH MPOBEACHUN 3aHATUN aKTUBHBIX U MHTEPAKTHBHBIX (POPMBI MPO-
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BE/ICHUS 3aHATUN B COYETAHWHU C BHEAYAUTOPHOU paboTOi ¢ 1enbio (GOPMUPOBAHUS U PA3BUTHUS
po¢eCCHOHATIBHBIX HaBBIKOB 00YYarOIIUXCS.

OOyuenue no JaHHON y4yeOHOM AUCIUILIMHE TPOXOIUT C UCIIONb30BaHUEM TaKUX JTMYHOCT-
HO-OPUEHTUPOBAHHBIX M1E€ArOTMUECKUX TEXHOJIOTUH, KaKk paboTa B COTPYIHUYECTBE, pa3HOYPOBHE-
BOE 00yUCHHE.

AKTUBHBIE METO/Ibl 00YUEHUS BKIIOYAIOT B ce0sl JII0ObIE CIIOCOOBI, TPUEMBI, HHCTPYMEHTBI
pa3paboOTKH, MPOBEIEHHUS] M COBEPLICHCTBOBAHMSA IpoOLecca OOy4eHUs, KOTOPhIE OTBEYAIOT BaX-
HelmeMy TpeOOBaHUIO: COTPYAHUYECTBY OOYYalOIIUXCA W IpenojaBaTess B IUIAHUPOBAHUU U
peann3aiyy BCeX 3TaroB Mpolecca 00ydeHusl.

WHTepakThBHAs AESATENbHOCTh NPEANOJAaraeT OpraHu3alyio U pa3BUTHE JUAJIOrOBOTO 00-
IEHUs, KOTOPOE BEAET K B3aMMOIIOHUMAHUIO, B3aUMOJICHCTBHIO, K COBMECTHOMY PEIICHHIO OOIINX,
HO 3HAYMMBbIX JJI KAKIOIO YYacTHHKA 3anad. Ha 3aHATHAX OpraHu3yroTCs MHAMBHIyallbHas,
napHas ¥ rpymnmnoBas paboTa, TBOpuecKre padoThI.

IIpu ocymiecTBIEHUN caMOCTOSITENbHON paboThl ciymareneid no aucuuiuinbae «MHoctpas-
HBIN S3bIK B TPO(ECCHOHATLHON AEATEIBHOCTIY UCTIONB3YIOTCS HH(POPMAITMOHHBIE TEXHOJIOTHH:

1. DnexTpoHHBIE IBYS3BIYHBIC U OJTHOSA3BIYHBIE OHJIAMH CIIOBapU.

2. Vcrionb30BaHKEe MPOTpaMM NEPEBOTIECKOM TaAMSTH.

3. Hcnonb30BaHue HAMOHAIBHBIX KOPIIYCOB PYCCKOT'O U aHIIMHCKOTO SI3bIKOB.

4. IlpoBepka JOMaIIHUX 3aJaHUI U KOHCYJIbTUPOBAHNE IOCPEACTBOM JIEKTPOHHOM MOYTHI.

VII.OOEHOYHBIE MATEPHAJIBI JUIA TEKYIIET'O KOHTPOJIA K
IMPOMEXYTOYHOU ATTECTALIUA

Texkymuii KOHTPOJIb OCYLIECTBISIETCS B BUJIE JIEKCUKO-TPAMMATHYECKOr0 TECTUPOBAHUS 10
IIPOMICHHOH TEME.

IIpomerxyTouHas aTTecTalus ocyllecTBiseTcs B (opMe 3auera B KoHLe 1 cemecTpa, sK3a-
MeHa B KOHIIE 2 ¥ 3 ceMecTpoB. 3a4eT COCTOUT U3 MPOBEPKU COCTABIEHHOTO PE3IOME U HAIMCAHUS
COIIPOBOJIUTENIEHOTO MUCHMA.

3adeT MpOBOAUTCS B MUCBMEHHOM (hOpME U COCTOMT U3 3a/laHHE TI0 MOAEINPOBAHUIO PACIIO-
JIOKEHHUS 4acTeH JeI0BOro MUChbMa.

DK3aMEH COCTOMT M3 MUCHMEHHOW PaldOTHI MO HANMMCAHWIO OJHOTO W3 BUIOB JIEIOBOTO
NUCbMa B OTBET Ha MUCbMO-CTUMYII.

8.1. OueHo4HbIe MaTEePHAJIBI IS TeKYIIero KOHTPOJIA
TEST 1
Match a profession from column A with an appropriate place for the person of this

profession from column B:

A B
1) chef a) surgery
2) doctor b) shop
3) hair dresser ¢) school
4) journalist d) restaurant kitchen
5) lawyer e) reception in an office
6) sales assistant f) salon
7) stockbroker g) editorial office
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8)
9)
10)

1)
2)
3)
4)

5)
6)
7)

8)

9)

10)

3)
4)
5)
6)
7)
8)
9)

teacher h) veterinary surgery
vet i)  Stock Exchange
receptionist J) law office

TEST 2

Put the suitable words from column B into the sentences in column A:

A B
| forthe Morgans the aircraft company. a) incharge of
| the manufacturing plant in Cambridge. b) nine-to-five job
I’'m__ the production team. c) blue-collar workers
I withalot of people in the company and with d) work
our customers. e) shift worker
I'm __ forabudget of over € 100 million. f) manage
lhada ___ when I left school but I hated it. g) responsible
We havea __ system, but everyone must be here h) deal
between 10 and 2. i) teleworker
I work from home and simply send my work over the j)  flexitime

Internet, ’'m a
ma_ and when I’'m working nights, it’s really
difficult to sleep during the day.
Bricklayers, carpenters, plumbers, electricians and
mechanicsare
Grammar Test
TEST 1
Fill in the gaps with the suitable words:
a) will b) won’t c¢) would d) wouldn't
1) What you do if you won lots of money?
2) If you make so much noise, | be able to sleep.
They have missed the last bus if they had hurried.
If my train is late, | take a taxi.
If you are a good girl, | buy you some chocolate.
I finish the work if you don’t help me.
You understand, unless you listen carefully.
If he hadn’t cut his finger, it not have hurt for weeks.

I give you $5 if you do me a favour.
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10) If Chris didn’t fall in love with Jane, he

give her flowers.

8.2. OIIeHO'leIe MaTepuaJibl 1Jisdd 3a9€Ta

1.Match the parts of the letter:

The Western Wheat Co, Plc,
64, Darwin Road,
Liverpool, 16,

England.

1. 26 January, 2006 a) The Date

2. We thank you for your letter of ... b) The Inside Address

3. Abt: Contract # 132 C) The Opening Salutation
4. Enc: (1) Bill of Lading d) The Subject Heading
5. Dear Sir, e) The Opening Paragraph
6. The Secretary, f) The Closing Paragraph

7. We look forward to your reply.

g) The Complimentary Closing

8. Faithfully Yours,

h) The Enclosure

2. Put the parts of the business letter in the correct order:

A

a) Ltd.

b) London

c) England

d) 25

e) N.6

) Leadhall Street

g) Messrs. A. Smith&Co.

a) High Street

b) Manchester
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¢) A.B. Smith, Esqg.

d) UK.

e) Managing Director

f) 12

g) Smith&Brown, Ltd.

a)E.C. 1

b) London

c) The British Engineering Co.

d) 32

e) U.K.

f) City New Road

g) The Secretary

a) Russia

b) The Sales Manager

c) 117330

d) Mosfilmovskaya St.

e) Moscow

f) 7412

g) Techmasnexport, JSC

a) 300

b) Chicago

c) US.A.

d)The Modern Machine Tool Corpo-
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ration

e) lllinois

f) Lincoln Place

g) M1210

. Chose the correct preposition:

. Our firm has been dealing ... timber ... twenty years.

i) with, during

i) with, for

iii) to, during

Iv) with, during

. Please let us know ... what price you could sell ... us 300 tons ... rubber.

1. with, to, of

2. with, -, of

3. at, to, of

4. at, -, of

. We shall be obliged if you will make ... us an offer ... these goods.

1. - to

2. -, for

3. to, to

4. to, for

. We want you to send ... us some samples ... the goods you are interested ...
1. - of,in

2. -, of, with

3. to, of, in

4. to, of, with

. We shall be glad to know ... what terms we could buy ... you the above-mentioned goods.
1. at, with

2. at, from

3. on, with

4. on, from

. We are indebted ... the Russian Chamber ... Commerce ... your name and address.
1. to, of, for

2. to, of, with

3. for, of, for

4. for, of, with

. We have been informed ... our partner that you are the manufacturers ...paraffin wax.
1. to, of

2. to, for

3. by, of

4. by, for

. We are greatly interested ... your portable compressor stations advertised ... the Exhibition
... Omsk.
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in, by, in
in, at, in
on, in, in
. with, on, in
9. We refer ... your advertisement ... Technologies ... November, 2005.
1. on, from, in
2. on,in, in
3. to, from, of
4. to,in,in
10. Please let us know if you could send ... us the textiles equal ... the sample sent ... parcel
post.
1. to, for, in
2. to, to, by
3. -, in,in
4. - to, by

PoONOE

Kpurepun ouenuBanus

OLIeHOYHOE CPEACTBO IIxama orleHUBaHUS

Jlexcuko-epammamuueckuii mecm. CTyIeHT CuuTaeTCsl BBINIOJHUBIINM TECT Ha:
Kaxasg 4acTh KOMILIEKCHOI'O TECTa Olle-| «OTIIMYHO», €CIM OH HaOpayn ot 55 6asios;
HuBaerca B 60 6amnos (mo 1 Gamny 3a Kax-| «XOpOLIO», ecik oH HaOpain ot 50-55 6asios;
nblit mpaBuIbHBIA oTBeT: 30 GaNIoB 3a Bh{ «YAOBIETBOPHTEIBHOY, eciy oH Habpan ot 30

MOJTHEHHE JIEKCHYECKOro 3amanus, 30 6amros  OaIoB;

3a TPAMMATHYECKYIO YaCTh TECTA). Crynent cuurtaercs HE BemonHuBmuM arrte-
CTAIlMOHHYIO paboTy, eciu OH Habpan MeHee
30 6amioB.

OneHo4HbIe MaTepuaJbl 1Jd IK3aMEHa

1. Read the letter, define its type and write the answer, according to the rules of business
letters writing:

Dear Sirs,
We are interested in your purification units advertised at your web-site. Your complex “Alfa-7
s.w.” which is used for purification and desinfection of surface (storm) sewage is of great interest

to us.

Please inform us by return at what price, on what terms and how soon you can deliver it. The in-
formation about our company is attached to the letter.

We look forward to your reply and further cooperation.

Faithfully Yours,
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Kpurepun oneHuBaHNs NHCbMEHHBIX padoT (MaKcHMaJIbHBINA 0an 14 ):

bayuiel | Pennenne KOMMYHUKATHBHOM 321241 Opranu3anus TeKcra

3 3agaHue BBINOJIHEHO MOJHOCTHIO: Bricka3biBaHKE JTOTMYHO,
COJIEp’KaHUE OTPAKAET IOJHO U TOUHO CTPYKTypa TEKCTa COOTBETCTBYET
BCE aCIEKThl, yKa3aHHBIE B 3a/laHUU; IIPEIJIOKEHHOMY IIaHy, TEKCT IIpa-
cTUiIeBOE 0(hOpMIIEHHE pedr BIOpPaHO BUJIBHO pa3zieséH Ha al3allbl, CpeicTBa
MPaBUIIBHO (J0TycKaeTcst 1 HemonHbIH/ JIOTUYECKOM CBA3U
HETOYHBIN acneKkT U 1 HapylieHue MCIIOJIb30BaHBI TPaBUJIBHO
HEHUTPaJIbHOT'O CTUJIS)

2 3agaHue BBINOJTHEHO B OCHOBHOM: CTPYKTypa TEKCTa COOTBETCTBYET
1 acnekT He pacKphIT (OcTaIbHBIE pac- MIPETIOKEHHOMY IIaHy, TEKCT IIpa-
KPBITHI [IOJIHO), BUJIBHO pa3zieNi€éH Ha a03allbl, CpeicTBa
WNJIN 1 acniekT He packpbIT, U 1 pac- JIOTUYECKOM CBSI3M HUCIIOJIb30BaHBI (J10-
KPBIT HETIOJIHO/HETOYHO, nyckaetcst 1-3
NJIN 2-3 acniekTa pacKpbITHI HE- OIMOKHU
[IOJIHO/HETOYHO; CTUIIEBOE 0(OopMIIEHHUE
pedr B OCHOBHOM MPaBUJILHO (JOMYCKAIOTCS
2-3 HapyleHUs HeHTpaJbHOTO
CTHIIA

1 3agaHue BBINOJIHEHO He NOJHOCTHIO: B BbICKa3bIBaHUN UMEIOTCS
1 acnekT He pacKphIT, U 2—3 PacKpbIThI 4-5 omOOK B OpraHu3aLuu
HEMOJIHO/HETOYHO, TEKCTa
NJIN 2 acniekTa HE pacKpbIThI (OCTaIbHbIE W/NJIN oTcyTCTBYET BCTYIUICHUE UITH
PaCKpBITHI [TOJIHO), 3aKJIFOUYEHUE
NJIN 2 acnekTa copepkaHus HE PACKPBITHI U
1 pacKphIT HEMOJIHO/HETOUHO,
NJIN 4-5 acnieKTOB pacKpBITH HEMOJI-
HO/HETOYHO; UMEIOTCS OLIUOKH B CTH-
neBoM o(OopMIIEHUH peuH (romyckaroTcs 4
HapyleHHsI HEUTPaJIbHOTO CTHJISA)

0 3agaHue He BBINOJHEHO: BCE Cllydau, B BbICKa3bIBaHUU UMEIOTCS
HE yKa3aHHbIC B OLICHUBAHUHU Ha 1, 2 6 1 6oJsiee OMIMOOK B OPraHU3ALMHU TEK-
u 3 Ganna, cta, U/MJIU oTcyTCcTBYET BCTYIUICHUE
WNJIN oTBET HE COOTBETCTBYET TPEOYyEMOMY | U 3aKIIIOUYEHUE,
00BEMY, WN/NJIN npenyioxxeHHbIH 11aH
NJIN 6onee 30% oTBeTa NMEET HEMPOAYK- OTBETa MOJIHOCTBIO HE cOOII0AaeTCs,
THUBHBIN XapakTep (T.e. TEKCTyalbHO WN/NJIU otcyTcTBYET NieneHue
COBIIA/IAET C OMYOJUKOBAaHHBIM HCTOYHUKOM) | Ha a03allbl

banael | JIlekcuka I'pammaruka Opdorpadpus H

NYHKTyauus
3 Hcrnionb3yeMblii CII0BapHBIM Hcnons3yeMblie rpaMMaT-

3aIac COOTBETCTBYET BBICOKO-
My

YPOBHIO CIIOKHOCTH

3a/1aHusl, TPAKTUYECKU HET
HapyLeHU!

B UCIIOJIb30BaHUU JICKCHKHU
(momyckaercs

1 nexcudeckas onrmoka)

CKH HET

YeCcKHe CpeACTBa
COOTBETCTBYIOT BHICOKOMY
YPOBHIO CII0KHOCTH 3aJia-
HUSl, HapyILIEHUH MpaKTHye-

(momyckatotcs 1-2 He-
MTOBTOPSIOIIUECS TpaMmMa-
TUYECKHUE OIIHOKH)
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VicnoneayeMsiii cnosapHbIi
34Iac COOTBETCTBYET BEICOKO-
My

YPOBHIO CIOXKHOCTH

3aJIaHKs, OIHAKO HMEIoTCH 2—3
NEKCHYECKHE OMMHOKH,

WNH cnosapnslii 3a-

nac OrpaHH4eH, HO

JIEKCHKA HCTTONMB30BAHA TIpa-
BHIBHO

Henonn3yemeie rpaMmara-
YecKHe cpeJicTBa
COOTBETCTBYIOT BEICOKOMY
YPOBHIO CITOKHOCTH
3aJaHKs, OJJHAKO B TEKCTE
HMeWTCH 3—4 rpaMmMaTrye-
CKHE OIIHOKH

Opdorpadugeckue
OIMMOKH IMpaKTHYE-
CKH OTCYTCTBYIOT,
Texer pasaenén na
TpeIIoJKeHus C
HPABHIILHBIM [TyHK-
TYaIHOHHBIM
oopmiieHHeEM (10-
nmycKaeTes

1 oporpathugeckas

WHWJIA 1 nynkrya- |
IHOHHAA omubKa) |

1 Henonnsyemsiit cioBapHbiii Henonesyemele rpaMmar- | B TekcTe HMEOTCH
3anac He YeCKHE CPe/icTBa He 2-4 opdorpathuye-
| BIIOIHE COOTBETCTBYET BHICO- | BIIOJHE COOTBETCTBYIOT cxae W/MJIHA mynk-
KOMY YPOBHIO BBICOKOMY YPOBHIO CITOK- TyalHOHHBIE OIHO-
CIIOXHOCTH 3a/IaHHs, HOCTH 3a]1aHHs, B TEKCTe KH

umeloTes 5-7 rpamMMaTrHye-
CKHX omruboK

B TEKCTE HMEIOTCH
4 neKcHYeCKHe

OMHOKH

0 HenonnsyeMenit croBapHbIi HMcnonesyemble rpammaru- | B Texcre HMeroTca
3amac He co- 4eCKHE CPelCTBa He 5 u Gonee opdo-
OTBETCTBYET BRICOKOMY YPOB- | COOTBETCTBYIOT BHICOKOMY | Tpaymueckux
HIO CIIOJKHOCTH 3a/IaHusd, B YPOBHIO CJIOJKHOCTH 3a/1a- 157450151
TeKcTe HHS, AMCIOTCA TIYHKTYaIHOHHBIX
HMeroTes 5 u donee 8 u Gonee rpaMMmaTHdeckux | omHOOK

JIEKCHYECKHX OIIHOOK

omuboK |

Pazpaborank:

\%\.\\\\m\h

(nonnuca}\}
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