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1. HEJIA U 3AJAYH OCBOEHUSA JTUCITUITJINHBI

1.1 | Lenu: coBeplIeHCTBOBAaHHUE HHOS3BIYHOW KOMMYHHKATHBHON KOMITETCHIIMH, HEOOXOIUMOI 7151 0OIICHHs B TPOPECCHOHANBHO
cepe.

1.2 | 3a0auu: - coBepiieHCTBOBaHKE JTEKCUKO-TPAMMATHYECKHUX, HEOOXOIUMBIX JJIsT OOIIIEHUS HA MHOCTPAHHOM SI3BIKE B
poheCCHOHANBHON IEATEIBHOCTH,

- COBEpPUICHCTBOBAHUE KOMMYHHUKATHBHBIX YMEHUI (MOHOJIOTHYECKOH U THATIOrHYECKON peyn, YTEHHs U IIChMa) B
IpoIIecce ICTIOBOr0 OOIICHUS HA MHOCTPAHHOM SI3BIKE.

2. MECTO JUCIHHIIJINHBI B CTPYKTYPE OOII

Huxn (pazgen) OOITL: | OTI.B

2.1 | TpeGoBaHus k nNpeaBapUTe/ILHOI OJTOTOBKE 00y4a0LIerocs:

2.1.1 | UnocTpaHHBIH S3BIK

2.2 | JucuuninHbl 4 NPAKTHKH, I/l KOTOPHIX OCBOEHHE JAHHOH IMCHUILINHBI (MO1Y.J1) He00X0IMMO KaK
npeauecTByonee:

2.2.1 | [ToarotoBka K Mpoueaype 3aiiThl U 3aIIUTa BBIMTYCKHON KBATU(PUKAIIMOHHOW pabOThI

3. KOMIIETEHIIY OBYYAIOIIETOCSl, POPMUPYEMBIE B PE3VJIbTATE OCBOEHUSI TUCUILINHBI
(MOJY.JIST)

YK-3: Cnoco0eH ocymiecTBJISITh COLHAJbHOE B3aMMO/IeliCTBHE U PeaTH30BbIBATh CBOK POJIb B KOMaH/e

HN1-4.YK-3: D¢pdexTnBHO B3anMoAeiicTBYeT ¢ APYTUMH YJeHAMH KOMAaH/bI, B T.4. Y4acTByeT B 00MeHe HHpopMauuei,
3HAHUSIMHU M ONIBITOM, U MIPe3eHTALMN Pe3y/IbTaTOB PadoThl KOMAH/BI

3HAET MpaBuiIa NPOGECCHOHANTEHOTO PEYEBOTO ITHKETA,
yMeeT apryMEHTHPOBaHO H3J1araTh COOCTBEHHYIO TOUKY 3pEHHs Ha HHOCTPAHHOM SI3BIKE;
BJIaJIeeT HABBIKAMH BEICHHS TUCKYCCUH U TTOJIEMUKH Ha HHOCTPAHHOM SI3BIKE.

YK-4: Cnoco0eH ocymiecTBJISITh J1eJI0BYI0 KOMMYHHKALMIO B YCTHOH M IHCbMEeHHOH (popMaxX HAa roCyJapCcTBEHHOM sI3bIKe
Poccuiickoii @enepanuu 1 HHOCTPaAaHHOM(BIX) A3bIKe(aX)

HNI-1.YK-4: BoiOupaeT Ha rocyJapcTBEHHOM M HHOCTPAHHOM (-bIX) SI3bIKaX KOMMYHMKATHBHO NpHeMJieMble CTHJIb 1eJ10BOT0
o0u1eHusl, BepOajibHbIe H HeBepOaIbHbIE CPeicTBA B3AUMO/IeCTBUS ¢ TAPTHEPAMH.

- 3HAET OCHOBHBIC IPaMMAaTHYECKUE CTPYKTYPBI; 00LICYNOTPEOUTENbHYIO, OOLIEKYIbTYPHYIO U MPOPECCHOHANBHYIO JICKCUKY;
pedeBbIe KIUIe, HeOOXOJUMBIE TSl OCYILECTBICHHS IeIOBOM KOMMYHHKAIIMU HA HHOCTPAHHOM SI3bIKE;

- yMEeT IOCTPOUTH BBICKA3bIBaHMS B CMOCIHPOBAHHBIX (IIPE/TaraeMbIX) CUTYALHsIX OOIICHUs] HA HHOCTPAHHOM SI3BIKE, IPABHILHO
UCIIOJIB3YS BepOabHbIC M HEBEpOAIbHBIC CPECTBA OOIICHHS;

- BIIQJICET HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JEIIOBOTO OOLICHHS.

HN-2.YK-4: Bener 1e/10BYI0 NepenucKy, yYUTHIBASI 0COOEHHOCTH CTHJIMCTUKH 0(pHIMAIBHBIX H HeOQUIHATBbHBIX U CEM,
COLMOKYJIbTYPHBIE pa3inyusi B ¢popMaTe KOPPECIOHIEHIUH HA FOCYIaPCTBEHHOM U MHOCTPAHHOM (-bIX) SI3bIKAX.

- 3HaeT OCOOEHHOCTH CTHIMCTUKY HAIKUCAHUS OQUIMAIbHBIX U HEO(PUIUATbHBIX IIHCEM
- yMeEeT BECTU AENOBYIO IEPENUCKY C yIETOM COLUOKYIbTYPHBIX OCOOEHHOCTEH ¢ IPEICTaBUTEIAMU APYTUX CTPaH
- BJIaiceT TEXHUKOM JIEJIOBOTO NMMCbMA HA HHOCTPAHHOM $I3bIKE

N]1-3.YK-4: JleMoHCTpUpYeT HHTErPATHBHbIE YMEHHS HCIOJIb30BATh ANAJIOrHYecKoe 00IIeHNe 115 COTPYAHUYECTBA B
aKaJieMH4ecKoii KOMMYHUKALUM O0LIEHUSI: BHUMATEJIBHO CJYLIAsi U NBITasICh MOHATH CYTh HJel APYruXx, 1axe ecIH OHH
NPOTHBOPEYAT COOCTBEHHBIM BO33PEHUAM; YBaskasi BbICKA3bIBAHUS IPYIMX KaK B IIJIaHe COJAeP:KAHUSA, TAK H B IJIaHe
(opMBbI; KPUTHKYS APIYMEHTHPOBAHHO U KOHCTPYKTHBHO, He 3a/1eBasi YYBCTB JAPYTHX; aJaNTHPYs pedb M SI3BbIK KeCTOB K
CHTyanMsM B3aUMOJ el CTBHSA.

- 3HACT cneun(bm(y COCTaBJICHHUA IUAJIOI'OB;
- YMECT UCIO0JIb30BaTh JUAJIOTHICCKOC 06HI€HI/IC B aKaZ[eMH‘ieCKOfI KOMMYHUKaIlUU,
- BJIaJICCT TEXHUKOU azarnranyy peur U A3bIKa )KECTOB K CUTYyallusIM B3aI/IMO)IeI‘/‘ICTBI/I$I.

HNI-4.YK-4: [lemoHCcTpUpYyeT yMeHHEe BHINOJIHSITH NepeBo/i NPo¢ecCHOHATbHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA
rocyapcTBeHHbIH A3bIK U 00PaTHO.

- 3HaeT OCHOBHBIE NTEPEBOJUECKHE TpaHCHOPMALH;
- yMeeT BBIIOJIHATE NEPEeBO MPO(ecCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO(-bIX) HAa TOCYJapCTBEHHBIHN A3bIK U 00OpATHO;
- BJIafieeT OCHOBAaMHU TEXHUKH IepeBOa.




4. CTPYKTYPA U COJEPKAHUE JTUCIUIIJIMHBI (MOYJIsI)

Kon HaumenoBaHue pa3iesioB U TeM /BUJ Cemectp / | Yacos | Komneren- | Jlutepatypa | Unrte | Ilpumeuanue
3aHATHSA 3aHATHS/ Kvpc M PaKT.
Pasgen 1. CogepxxaHue pasgenos
OUCLUMNITUHBI

1.1 Monysb 1. Web. Tekcrsl: ureHne — Web, 7 8 Ua-1.YK-4 JI1.1J12.1 0 MePEBO/J] TEKCTA,
The Internet. Ayauposanue An Interview nJ-4.YK-4 TECT
with a web-site effectiveness consultant.

CooOmenue no teme. I'pammaruka:
Oynyiee Bpems.
Mp/

1.2 Monyib 2. Netiquette. TekcTbl: uTeHHE - 7 6 nJa-1.YK-4 JI1.1J12.1 0 poJieBas urpa
Netiquette; Research on the Internet. Ua-4.YK-4
Aynmupoanue - Four people talking about
comunicative mistakes. ['loBopenue:
1.Coo0menue no teme. 2.CocraBieHue
Te3uCcOB. [ paMMaTHKa: MOJaIbHbIC
TJIAroJIbl.

Mp/

1.3 Monyns 3. Designing Web Pages. TekcTsl: 7 6 Ua-1.YK-4 JI1.1J12.1 0 poJeBas urpa,
yrenue - Beginning HTML; nJ-4.YK-4 TECT
ayauposanue — Home Page Hints.

T'oBopenue: 1.Coobuienue no Teme.
2.YMeHue 3a1aBaTh BOIPOCHI U OTBEYATHh
Ha HuX. 3. [IpoekT. ['pammaruka:
npoulesniee BpeMs aHrIHHCKOTo IJIarona.
Mp/

1.4 Monysb 4. Multimedia. Tekcr: utenue - 7 8 Ua-1.YK-4 JI1.1J12.1 0 poJieBas urpa,
Multimedia, Types of Error. ['oBopenue: Ua-4.yK-4 TECT
1.coobmienue no Teme.
2.ponesas urpa. O6001eHne
MIPOMICHHOTO MaTepuara.

Mp/

1.5 CamocrosrenbHas paboTa 1Mo JTUCIUIUINHE 7 35 Na-1.vyK-4 JIT.1J12.1 0
BKJIIOYAET B ceOsl CJICAYIOIINE MyHKTHI: Na-4.yK-4
Pabota ¢ TekcTamu.

IloaroroBka cooOLIeHHH 110 IPOHAEHHBIM
TeMaMm.

Paborta ¢ ynpaskHeHUsAMU U3 paboueii
TeTpaIu.

[ToaroroBka K BHIIIOJTHEHHIO
rpamMmaru4eckux tectos. /Cp/

Paszgen 2. lNpomexyToyHas
aTTecTauus (3a4éT)

2.1 ITonroroBka k 3auéry /3a4ér/ 7 8,85 na-4.yK-3 JI1.1J12.1 0

na-1.yK-4
na-2.yK-4
na-3.YK-4
na-4.yK-4
2.2 Konrakrnas pabora /KCPATT/ 7 0,15 na-4.yK-3 JI1.1J12.1 0
na-1.yK-4
na-2.yK-4
na-3.YK-4
na-4.yK-4

5. ®OHJ OHEHOYHBLIX CPEJICTB

5.1. IlosicHuTEeILHAS 3aNIMCKA

1. OueHouHble CpencTBa MPEeAHA3HAYEHBI JUIs KOHTPOJIS M OLICHKH 00pa30BaTeNIbHBIX JOCTHKEHHH 00yJaronuxcs, OCBOMBIINX
nporpamMmy y4eOHoH aucuuminHel «CHeLKype Ha HHOCTPAHHOM SI3BIKEY.




2. ®oHA OLEHOYHBIX CPEACTB BKIIOYAET KOHTPOJILHBIE MaTepHaIbl IS TPOBEACHHUS TEKYILET0 KOHTPOJIS B pOpMe TECTOBBIX
3aJJaHUi, POJICBOM UIPBI, TEKCTOB ISl YUTCHHUS U IIEPEBOJIA, TPOMEKYTOYHOM aTTecTaluy B opMe BOIIPOCOB U 3aJIlaHUH K 3a4eTy.

5.2. OuneHo4HbIe CpeACTBa I/ TEKYIero KOHTPOJIst

BxoHOW KOHTPOJE (IIPEMEpHOE 33/1aHUE)

1. He ... atthe weekend, he spends time with his family.
1 doesn’t work

2 don’t work

3 work

4 works

2. He played tennis yesterday but he ... .
1 doesn’t win

2 didn’t win

3 don’t win

4 win

3.1... for a manager with a lot of experience in finance at the moment.
1 was looking

2 looked

3 look

4 am looking

4.1 ... him since childhood.

1 am knowing

2 have known

3 knew

4 know

5. Beibepute noaxonsiiee oTHocurensHoe Mmectoumenue: The principal of Ridgecrest High School,
years, finally decided to retire.

BapuanTsr oTBeTOB:

1 which

2 who

3 where

4 when

Kpurepun onenxu:

Crynent BoinoaHua 84-100% 3apaHuil «OTIMUHOY», MOBBIIIEHHBIH YPOBEHB

CryneHT BeinoaHuI 66-83% 3amaHuii «XOpoII0», IOPOTOBBIH YPOBEHb

Crynest BeinonaHua 50-65% 3amaHuil «yOBIETBOPUTEILHOY, IOPOTOBBIN YPOBEHb

Crynent BoinoaHuI MeHee 50% 3a1aHuii «HEYJOBJIETBOPUTEIHHO», YPOBEHb HE C(HOPMHUPOBAH

IIpuMepHBIi TecT I TEKYLEero KOHTpous 1
1. Which sentence is correct?

(a) The telephone is calling.

(b) The telephone is ringing.

(c) The telephone is sounding.

2. What is the opposite of to buy?

(a) to sell

(b) to take

(c) to lend

3. Andy and Kathy home at about 7.00.
(a) have

(b) leave

(c) stay

5. your teacher from the UK?

(a)is

(b) -

(c) are

6. My name’s Brigitte and I in Paris with my husband.
(a) like

(b) live

(c) have

7.1 for a French phone company.
(a) work

(b) study

... had worked there for over ten




(c) like

8.1 English after work two days a week.

(a) go

(b) like

(c) study

9. We two sons, but we don’t a daughter.

(a) have

(b) like

(c) live

10. Our children rock music and tennis.

(a) have

(b) do

(c) like

Kpurepun onenxu:

Crynest BoinoaHua 84-100% 3apanuii «OTIMYHOY», OBBIILIEHHBIH YPOBEHB
Crynent BeinonaHund4-100% 3aganuil «Xopo1o», HOPOroBblil ypOBEHb

Crynent BeinoaHuI50-65% 3an1anuii «y10BIETBOPUTEIBHOY, TOPOTOBBIA YPOBEHb
Crynent BoinoiaHuI MeHee 50% 3aaHuii «HEYJOBJIETBOPUTEILHO», YPOBEHb HE C(HOPMHUPOBAH

TIpuMepHBId TeCT A1 TEKYIETr0 KOHTPOJIS 2

1. Good morning, Johnson & Wesson. How can I help you?

(a) I'm sorry. I'm afraid you have the wrong number. (b)Good morning. I'd like to speak to Mrs. Robertson please. (c)Yes, I'll
hold.

2. I'm sorry. Mr. Smith is out of the office right now. Can I take a message?

(a) Sure. Can I tell her who is calling?

(b) Sure. I'll tell her that you called when she gets in. (c)Yes, I'll hold.

3. I'm sorry. Can you speak a little bit louder? The line is breaking up.

(a) Hang on. Let me switch from my cordless to my other phone.

(b) I'm sorry. You have the wrong number.

(c) He's out of the office right now. Can I have him call you back?

4. I'm sorry. Ms. Jones won't be back for about two weeks. She checks her messages so I could have her call you when she
calls the office.

(a) Yes, that sounds great. Please tell her to call Samantha Warren.

(b) Yes, I'll put you through.

(c) Yes, I'll will hold for her.

5. Hi. Is this Robertson, Miller and Ward?

(a) I would like to hold please.

(b) Yes, how can I help you?

(c) Please have Ms. Miller call me when she gets in.

6. Hi. My name is Celia Timms and I would like to speak to your manager please.
(a) Sure. I'll put you through.

(b) No, I prefer to hold, thanks.

(c) Yes, that sounds good. Please have her call me.

7. I think we got disconnected. I'll put you through now.

(a) OK. Thanks.

(b) How can I help you?

(c) Please tell her that Mr. Franco call

8. She is out for lunch right now. She'll be back in about an hour or so.

(a) OK. I'll put you through.

(b) I prefer to hold.

(c) OK. I'll call back. Thanks.

9. Do I have the right extension? I'm looking for accounts receivable.

(a) Yes, you sure do. How can I help you?

(b) She's out for lunch right now.

(c) Yes, please have her call me as soon as possible.

10. Hi. Can I speak to Roberta Stafford please?

(a) Sure. Can I tell her who is calling?

(b) Sure. I'll tell her that you called when she gets in.

(c) Yes, I'll hold.

Kpurepun onenxu:

Crynent BoinoaHua 84-100% 3apanHuil «OTIMYHOY», OBBIILIEHHBIH YPOBEHB
Cryaent Bbinonuung4-100% 3agaHuil «XOpoI10», HOPOroBblil ypOBEHb

Cryzaent BeInonHIIS50-65% 3a1aHU «YIOBIETBOPUTEIBLHOY, TOPOTOBBIA YPOBEHD
CryzaeHT BeIIONHII MeHee 50% 3aJaHuil «HEYIOBICTBOPUTEIHLHOY», YPOBEHD HE CHOPMHUPOBAH

OueHouHoe cpeacTBo «Ponesas urpay

(IIpumepHbIe TEMBI POIEBBIX UID)




Designing Web Site

Talk to your Boss about Launching a New Web-Site. The launch will be in your office, and you have only a small budget. Offer to
do as many things as possible. Here is a list of things to think about. Can you add any more?

Inform the local media; design the invitations; send out the invitations; order snacks and drinks; make a welcome speech; give a
presentation about the website.

Kpurepun oueHku:

OreHka "OTIHYHO": CTYJICHT JIEMOHCTPUPYET XOPOIINE HABBIKK M YMEHHsI CBOOOTHOTO PEUEBOTO B3aUMOJICHCTBYSI C TIAPTHEPAMHU:
yMeeT Ha4yaTh, HOAJEPKaTh M 3aKOHUUTH Oecely; coOIoaaeT o4epEqHOCTh TP 0OMEHE PeIuIMKaMK; BOCCTaHABINBAeT Oeceny B
cirydqae c0o0s; ABIAeTCs aKTHBHBIM, 3aHHTEPECOBAaHHBIM COOECETHIKOM; COOII0IaeT HOPMbI BEXKIIMBOCTH. Y MEET IMOLIMOHAILHO
n300pa3uTh XapaKkTep, HACTPOCHUE, YyBCTBA UCIIOIHASMOTO TePOsi B PA3IMYHBIX CUTYALHUsIX; YIOTPEOIET CI0KHBIS
rpaMMaTH4eCKHe KOHCTPYKIIMH B PEYH; TOMYCKAET He3HAYUTEIbHBIC IPaMMaTHISCKUE OUIMOKH; YIOTPEOIsSeT pasroBOPHBIE
(hopMyJIbI B COOTBETCTBHHM C CUTYyAI[eH OOILEHHS.

OneHka "Xopomio": CTyIeHT JJeMOHCTPUPYET HaBBIKU M YMEHHUSI CBOOOIHOTO PEYEBOTO B3aUMOJICHCTBHUS C TApTHEPAMU: yMEET
HayaTh, NOJIEPKaTh (B OOJBIIMHCTBE CIy4aeB) M 3aKOHYUTh Oecey; coOmroiaeT ouepEAHOCTh TP OOMEHE PETUTMKAMU;
JEMOHCTPHPYET HalIn4ue MpoOsieMbl B IOHUMAaHUH COOECEeHNKA; He BCeTAa COOMI0ONaeT HOPMBI BEXKIIMBOCTH. Y MEET SIMOLMOHAIBHO
M300pa3uTh XapakTep, HaCTPOEHHE, YyBCTBA HCIIOJIHAEMOTO Teposi B PA3IMIHBIX CUTYAIUAX; yIOTPEOIsIeT B peun
IPEUMYIIECTBEHHO MIPOCTHIE MPEIOKEHNS; JOIYCKaeT He3HAYUTEIbHbIE TPaMMaTHIECKUE OLTMOKH; YHOTPEeOIseT pasrOBOPHEIE
(hopMyJIbI B COOTBETCTBHHM C CUTYAI[eH OOILEHHS.

OreHka "yIOBIETBOPUTEIILHO": CTYJICHT HE SIBJISETCS aKTUBHBIM COOECETHUKOM; HE MOYKET BOCCTAHOBUTH Oecey B cirydae c0os;
HCIIOJNb3yeT HE3HAUNTEIbHBIN 00beM H3y4CHHOH JCKCUKH; HOyCKAaeT rPaMMaTHYECKHE OIIHOKHY;

OrieHKa "HEYJOBIETBOPUTEIHLHO": CTY/ICHT SBISICTCS ITACCUBHBIM COOECETHMKOM; HE MOXKET TOJIEpkKaTh OOIEeHHE; T0ITyCKaeT
rpyObie TpaMMaTHYECKHE OLTHOKH.

OneHouyHOE cpeacTBO «MOHOJIOTHYECKOE BHICKA3bIBAHHUE)
( IIpuMepHOE TEMBI MOHOJIOTHYECKOTO BBICKA3bIBAHMS )

Netiquette

* What is netiquette?

* What is bad internet behavior?
* What is polite and kind?

* What is invasion of privacy?

Web

* What is the Web?

» What happened after it appeared?

* What problems has it brought?

* What are the changes in business?

* What are the changes in education?

OLIEHKa«OTJIMYHO»: TéMa MOHOJIOTA IOJIHOCTBIO pacKpbiTa. CTyJIEHT JIOTMYECKH BEPHO, apIYMEHTHPOBAHO U SICHO CTPOMUT YCTHYIO
peub C MOMOIIBI0 pa3HOOOPA3HBIX CHHTAKCUYECKUX CTPYKTYP. JleMOHCTpUpYyeT 3HAHWE COBOKYIHOCTH (POHETHYECKHX, JTIEKCUYECKUX
W TPAaMMaTHYECKHUX 3aKOHOMEPHOCTEH N3y4yaeMoro s3blka. Y MeeT BhICTYNaTh Ha MyOIrKe, UCI0JIb3ysl COOTBETCTBYIOIINE TAKTUKU U
CTpaTervy Ha U3y4aeMOM MHOCTPAHHOM s3bIKe. BilasieeT HaBbIKaMu IpPaMOTHOTO UCIIOJIb30BaHUS HOPM U3y4aeMOTo s3bIKa C yUYETOM
CTaHapTOB peueBoil mpodeccnoHanbHON KyIbTYpHl M 9THKHU. [Ipn oTBeTe Ha BOIIPOCH NOCIE BRICTYIICHUS] IEMOHCTPUPYET
MOHMMAaHHE MOJHOTO COepKaHMs HH(POPMALINH, OITY4YeHHOH U3 3apy0eKHBIX HCTOYHUKOB Ha MOATOTOBUTENHEHOM dTaIle.

OueHKa«XOpOoIIo»: TeMa MOHOJIOTA PACKPHITA B IIOJHOM 00beMe, HO MOTYT BCTPEUaThCs] He3HAUUTEIbHBIC TPAMMATHIECKHE 1 / HITH
JIeKCUYeCKHe OLIHOKH, HEe 3aTPYJHAIONINE TOHUMaHue TeKCTa. CTYIEeHT JIOTHYECKH BEPHO, apr'yMEHTHPOBAHO U SICHO CTPOUT YCTHYIO
peub C MOMOIIBI0 pa3HOOOPA3HBIX CHHTAKCUYECKUX CTPYKTYp. Biiajeer HaBbIKaMy IpaMOTHOTO HUCIIOJIb30BaHHUA HOPM H3y4aeMOoro
s3bIKa. [Ipu oTBeTEe Ha BOIPOCHI ITOCTIE BBICTYIUICHUS IEMOHCTPHPYET MIOHUMaHKE OOILEro coiepkaHus HH(popMaIuu, MoJIy4eHHON
13 3apyOeKHbBIX HICTOYHUKOB Ha MOJrOTOBUTEIBHOM JTalle.

O1eHKa«yA0BIETBOPUTEIBHO»: MOHOJIOT OCTPOEH C MOMOIIBIO IIPOCTBIX CHHTAKCHUECKUX KOHCTPYKLMH. BeTpeuaroTest HapyeHus
JIOTUKH; JOIYIIEHBl TPaMMaTHYeCKUe, YHKTYallMOHHbIE, opdorpaduueckue 1 / Win JeKCH4eCcKHe OMUOKHU, He 3aTPyqHSIOIHNE
[IOHUMAHUeE.

O1eHKa«HEeYy10BJIETBOPUTEIILHO»:HEOCTATOUHBIH CII0BapHbIi 3amac, HEMPaBWIBHOE UCIIOJIb30BaHUE IPAMMATUYECKUX CTPYKTYD,
MHOTOYHCJIEHHBIE SI3bIKOBBIE OIIMOKK HE MO3BOJISIOT BHINOJIHUTH [TOCTABICHHYIO 3a/1a4y.

OuenoyHoe cpenctso «IlepeBon TekcTay
(IIpumepHsble 3a1aHUs)

Text 1
Multimedia




Multimedia is any computer application that integrates texts, graphics, animation, video, audio and other methods of communication.
Multimedia is different from television, books, cassetts because it lets you interact with the application. You can click on a picture to
start a video.

Multimedia became more popular after the mid-1990s when the price of hardware began to fall. Then people started using it in
industry, business, education, entertainment and for other purposes. Today we can find multimedia at home, in school, at work, in
public places, such as libraries and on the Internet.

In business, advertisers use virtual reality in multimedia applications to advertise their products in three dimensions. Using
multimedia for graphs and tables is now the best way for managers to present company results. In industry, pilots learn to fly using
multimedia situations, and scientists simulate experiments with dangerous chemicals in safety. Publishers are also producing
interactive magazines, called e-zines, and e-books online.

In education, students study interactive CD-ROMs at their own speed and explore topics creatively by clicking on related links.
Teenagers have played computer games for years, but many multimedia applications combine education and entertainment and they
let them visit virtual worlds or change the ending of films

Text 2

E-mail Style

In the 21st century the most common form of communication is almost certainly e-mail — a means of sending and receiving
messages —internally, nationally or internationally.

E-mail is relatively low in cost and does not require a trained operator. It is also fast, relatively reliable and messages can be sent
anywhere in the world, and stored in the mailbox until they are retrieved. This can be particularly advantageous for users who are
communicating across international time zones as messages can be read at any time when the receiver is ready.

Once you have established a relationship with a client or business associate, correspondence often becomes less formal. E-mail is
typically shorter and more relaxed way of sending messages. It is particularly practical if you do not want to call long distance
because of a language barrier.

E-mail letters are less formal in style than ordinary business letters. E-mails do not contain all the elements important for business
letters. The e-mail language is much closer to spoken English than traditional business correspondence style.

Information about the sender and the receiver appears at the top in special frame. A short greeting can help to lighten the tone.

As e-mails are designed for speed, they avoid the formal expressions used in letters, and people very often do not write in complete
sentences.

E-mails usually contain fewer fixed expressions and are less formal than business letters. But it is helpful if they are divided into
paragraphs.

People often sign e-mails with their first name.

Kpurepun onenxu:

OneHka "OTIMYHO": CTYJIEHT CAMOCTOSITEIIBHO peaM3yeT yMEHUs [0 MepeBOy NPOPEeCCHOHAIBHBIX TEKCTOB C HHOCTPAHHOTO Ha
rOCyJapCTBEHHBIN SA3bIK U 00paTHO, BJaJ€eT OCHOBAMH TEXHUKH I1EPEBOJA. .

Orenka "Xopomo": CTyeHT crioco0eH MoKa3aTh yMEHHE NepeBoia NpoQecCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYQPCTBEHHBIN S3BIK M OOPaTHO, CHOCOOEH YaCTHYHO MOKA3aTh BIaJCHUE OCHOBAMU TEXHUKH IIEPEBOJIA.

OrieHKa "yIOBJIETBOPHUTENLHO": CTYJICHT CIIOCOOEH M0/ PYKOBOACTBOM MpEIOaBaTeisi MOKa3aTh YMEHHUS 110 MIEPEBOAY
npodeccnoHaIbHBIX TEKCTOB C MHOCTPAHHOTO HA FOCYIApCTBEHHBIH SA3bIK M 00pPAaTHO, CIIOCOOEH MOKa3aTh YACTUYHOE BIAJICHUE
OCHOBaMH TE€XHHKH II€pPeBOa.

OreHKa "HEYJOBJIETBOPUTENHHO" : CTYACHT 3aTPYAHSAETCS WK HE MOJXKET [0Ka3aTh YMEHHUS, HE BJIaJieeT OCHOBAaMH TEXHUKH I1€PEBO/IA

5.3. Tembl NHCBMEHHBIX PadoT (3cce, pedpepaThbl, KypcoOBbIe PadOTHI U JAP.)

TemaTrka O(UIHATBHBIX TTUCEM:
The Inquiry Letter

The Invitation Letter

The Letter of Complaint
CV/Resume

Tematuka HEO(PHUIUATBEHBIX ITHCEM:
Introduction Letter
Friendly Letter

Kpurepuu onenku:

- OIICHKA «OTJIMYHOY BBICTABIIACTCS CTYJACHTY, €CIIH CTYACHT ITOKa3bIBACT ITyOOKHH YPOBEHb 3HaHUI 0COOCHHOCTEH
(hopMmanbHOTO U He(hOPMATEHOTO OOIICHUS, PABUJ MOCTPOCHHSI MUCBMEHHOIO PEYCBOTO BHICKA3BIBAHUS HA M3Y9aEMOM SI3BIKC;
CaMOCTOSITENTFHO PeaTn3yeT YMEHHUS BECTU ACIOBYIO MEPETHCKY C YISTOM COIMMOKYIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEISIMU
JIPYTUX CTpaH; BlIaJeeT TEXHUKOU NepeBojia U PeAaKTUPOBAHUS.

- OIICHKA «XOPOIIO» BBICTABISIETCS CTYACHTY, €CIH CTYICHT IOKa3hIBaCT XOPOIINi YpOBEHb 3HaHUI 0COOCHHOCTEH (popMaIbHOTO
1 He(hOpMaTBEHOTO OOIICHUS, IPABHJI MOCTPOCHUSI MMCHbMEHHOTO PEUEBOTO BHICKA3bIBAHHS HA H3YYaEMOM SI3BIKE; CIIOCOOCH
MOKa3aTh YMEHUS BECTH JIEIOBYIO MEPEMUCKY C YIETOM COIMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTaBUTEISIMH JPYTHUX CTPaH;
Croco0OCH YaCTUYHO MMOKA3aTh BIAJICHUC TEXHUKOM MEPEeBO/Ia U PEIaKTUPOBAHHS.

- OIICHKA «YAOBJIETBOPUTEIHHOY» BBICTABIIETCS CTYACHTY, €CIIM CTYICHT IIOKa3hIBaeT 0a30BEIM YPOBEHb 3HAHMH 0COOEHHOCTEH
(hopManbHOTO U HehOPMATEHOTO OOIICHUS, PABUJ MOCTPOCHHSI MUCBMEHHOTO PEYCBOTO BHICKA3BIBAHUS HA MU3Y4aEMOM SI3BIKC;
0] pyKOBOJICTBOM IpENoaBaTess CIIocoOeH M0Ka3aTh YMEHHS BECTH ACJIOBYIO MIEPETHCKY C YIETOM COIMOKYIBTYPHBIX
0COOCHHOCTEH ¢ MPEICTABUTEISIMH APYTUX CTPaH; CIOCOOCH YaCTUYHO IMOKA3aTh BIIAJCHUE TCXHUKOM IepeBoia U




peIaKTUPOBAHUSL.

- OIICHKA «HEYJIOBJIICTBOPUTEIBHOY BBICTABIISCTCS CTYJICHTY, €CIIU CTYICHT IMOKA3bIBACT HEYIOBJICTBOPUTEIBHBIN YPOBCHb 3HAHUIA
0COOEHHOCTEH PopMaTBHOTO U HEPOPMAITEHOTO OOIIEHHUS, TTPABHII TOCTPOCHUS MUCBMEHHOTO PEYEBOTO BHICKA3BIBAHUS Ha
MN3ydaeMOM S3BIKE; 3aTPYAHSETCS WM HE MOXKET ITOKa3aTh YMEHHS BECTH ACTIOBYIO IIEPETHCKY C YIETOM COIHMOKYIBTYPHBIX
0COOCHHOCTEH C MPEICTABUTEISIME APYTUX CTPAH; HE BIAJCCT TEXHUKON MEPEBO/Ia U PEAAKTHPOBAHUS

5.4. OueHouHbIe CpeCcTBA I MPOMEKYTOYHOI aTTeCTallUK

B koHIie 7 cemecTpa CTYACHTBI CAAIOT 3a4eT M0 JUCLHUIUIMHE. 3a4eT BKIIOYaeT B ceOs Clenyoline 3aJaHus:
1. Do the test.
2. Translate the spesial text witout a dictionary.

1) [IpoMeXyTOUHBIH TECT AJIs 3a4eTa 1Mo AUCHUIUIHe “CrenKypc Ha HTHOCTPAHHOM sI3bIKe” BKJIFOYAET JICKCHKO-TPaMMAaTHICCKUE
3aJjaHusl, 33/1aHKsl Ha COOTBETCTBHS, BEPHO/ HEBEPHO HA MOHUMAHUE CHELU(PHUIECKOH TEPMHUHOIOTHH.

IIpumepHsbIe 3a1aHu:

1. What do you know about a personal computer system? Have a look at the diagram and complete it. Translate all the terms

2. What do you know about the Internet? Are the sentences true or false?

3. What do you know about IT jobs?

2. [IpuMepHbIE TEKCTHI.

Text 1/

Careers in Computing

Software engineer/designer. Creates the software programs used by computers. May specialize in the internal operating systems
using low-level computer language, or in applications programs. May specialize in one aspect of the work, e.g. programming,
systems design, systems analysis or cover them all. May support the system through advice and training, providing user manuals,
and by helping users with any problems that arise.

Computer salesperson. Advises potential customers about available hardware and sells equipment to suit individual requirements.
Discusses computing needs with client to ensure that a suitable system can be supplied. Organizes the sale and delivery and, if
necessary, installation and testing. May arrange support or training, maintenance and consultation. Must have sufficient technical
knowledge.

Computer systems analyst programmer. They are analyst programmers who are responsible for maintaining updating and
modifying the software used by a company. Some specialize in software and electronic skills, and knowledge of the which
handles the basic operation of the computers. This involves the use of machine codes and specialized low-level computer
languages. Most handle applications software. May sort out problems encountered by users. Solving problems may involve
amending an area of code in the software, retrieving files and data lost when a system crashes, and a basic knowledge of
hardware.

Software engineer/designer. Produces the programs which control the internal operations of computers. Converts the system
analyst’s specification to a logical series of steps. Translates these into the appropriate computer language. Often comply
programs from libraries or subprograms, combining these to make up a complete system program. Designs, tests and improves
programs for computer-aided design and manufacture, business applications, computer networks and games.

Network support person. Maintains the link between PCs and workstations connected in a network. Uses telecommunications,
software and electronic skills, and knowledge of the networking software to locate and connect faults. This may involve work
with the controlling software, on the wiring, printed circuit boards, software or microchips on a file server, or on cables either
within or outside the building.

Kputepuii onenuBanus Ha 3auéte:

- «3aYTEHO» BBICTABILIETCS CTYACHTY, €CIU C(HOPMUPOBAH KaK MUHHMYM ITOPOTOBBIN YPOBEHb HHANKATOPA TOCTHXCHUS
KOMIIETCHIIUU!

- IOKa3bIBaeT 0a30BBIi YPOBEHb 3HAHUH OCHOBHBIX IPAMMATHYECKHUX CTPYKTYP; OOIIEYNOTPEeONTEIbHON, OOIIEKYIbTYPHOH 1
npodeccoHAILHOM JIEKCHKHU; PEUEBBIX KIINIIE, HEOOXOAUMBIX JJISl OCYLIECTBICHHS AEI0BONH KOMMYHHMKAIIMK HA HHOCTPAHHOM
A3bIKE; OCOOCHHOCTEH CTHIIMCTUKY HAMCAHUS OQHINAIBHBIX 1 HEOPHUIINATIBHBIX [THCEM, 3HAHUN OCHOBHBIX NTEPEBOJUYECKUX
TpaHcdopmanuii, a Takke 3HAHUH NPaBHI MPO(ECCHOHAIBEHOTO PEUSBOT0 ITHKETA;

- I0J] PYKOBOJICTBOM IIPENOAABATENSI CIOCOOEH M0Ka3aTh YMEHHsI IOCTPOSHHS BHICKA3bIBAHNS B CMOJCTHPOBAHHBIX
(npemaraeMbIX) CUTyalusx oOIIeHNs Ha MHOCTPAHHOM $I3bIKE, TIPAaBUIIBHO UCIIOJBb3Ys BepOallbHbIE U HEBEpOAIbHBIE CPEJICTBA
0O0IIEHNS; BECTH AETIOBYIO TMEPEIICKY C YIETOM COIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTABUTEISIMU IPYTUX CTPaH;

- CIIOCOOEH YacTUYHO I10Ka3aTh BJIaJICHUE MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOIIEHHS, TEXHUKOM JIeI0OBOTO THChMa
Ha UHOCTPAHHOM SI3bIKE.

- «HE3aYTECHO)» BBICTABIIIETCS CTYJCHTY, €CIIH YPOBEHb HHANKATOPA JOCTHKCHHS KOMIIETCHIINN HE C(OPMHUPOBAH:

- MOKA3bIBACT HEYIOBJICTBOPUTEIIBHEIN YPOBCHb 3HAHUI OCHOBHBIX I'PAMMATHYCCKUX CTPYKTYP; 0OLICYNOTPEOUTEIBHOM,
00IIEeKyNbTypHOH M PO ECCHOHATBHOM JIEKCHKH; PEUEBBIX KIIHIIE, HEOOXOIUMBIX AJISI OCYIIECTBICHUS AETI0BOM KOMMYHUKAIIIH
HAa MHOCTPAHHOM SI3bIKE; OCOOCHHOCTEH CTHIIMCTHKY HATMCAHUS O(UIMATBHBIX U HEO(PHUIUAIBHBIX ITUCEM,

- 3aTPYIHSIETCS WM HE MOXET MOKa3aTh YMEHHSI MOCTPOCHHUSI BEICKa3bIBAHUS B CMOJICIIMPOBAHHBIX (TIPEIIaraéMbIX) CUTYaIUSIX
0O0IIIeHNs] Ha THOCTPAHHOM SI3BIKE, TIPABIIIBHO MCIIONB3YS BepOabHbIE M HeBepOATbHBIE CPEACTBA OOMICHHS; BECTH JCIIOBYIO
MEPEMICKY C YIETOM COLUOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTAaBUTEISIME JPYTUX CTPaH;

- HE BJIQZICeT MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOIIECHUS, TEXHUKOH JEIOBOTO MHChMa HAa HHOCTPAHHOM SI3BIKE.




6. YHAEBHO-METO/JNYECKOE U THOOPMAIIMOHHOE OBECIHEYHEHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. PexoMeHayemasi JiuTepaTypa

6.1.1. OcHoBHas JiUTepaTypa

ABTODBI, COCTaBUTEIHN 3arnaBue WsnarensctBO, TOA Dn. anmpec

JI1.1 | Ksacosa JI.B., AHTTIHICKUH SI3bIK B 00JIACTH KOMITBIOTEPHON Mockga: Knopyec,

Ionsanbusii C.JL., TEXHMKHU U TexHosoruil = Professional english 2014

Cagonona O.E. for computing: yuebHoe nocobue

6.1.2. JlonoHuTeIbHAS JUTEpPaTypa
ABTODBI, COCTaBUTEIH 3arnaBue W3narenscTBo, rof On. agpec

JI2.1 | CmupnoBa T.B., English for Computer Science Students: Mocksa: ®nuHTa,

IOnenscon M.B., yueOHOe nocobue 2008

Hynapesa H.A.

6.3.1 IlepeuyeHs NporpaMMHOro odecneyeHust
6.3.1.1 [ Kaspersky Endpoint Security ans 6usneca CTAHJIAPTHbBIN
6.3.1.2 | MS Office
6.3.1.3 | NVDA
6.3.1.4| MS WINDOWS
6.3.1.5 | SAunexc.bpayzep
6.3.1.6 | LibreOffice
6.3.1.7 | Moodle
6.3.2 IlepeuyeHb MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | DnekrpoHHO-OMbMMOTeuHas cuctema [PRbooks
6.3.2.2 | baza nanHbIX «DneKTpoHHAs OUOIHOTEKa ['OpHO-ANTaiCKOTO TOCYJApPCTBEHHOTO YHUBEPCHTETA)

7. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

poseBas urpa

8.

MATEPHUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUTIIUMHBI (MOAY JIS)

Homep ayanTopnu

Hasnauenue

OCHOBHO€ OCHAIIIEeHHE

134 Al

LleHTp cTpaTEernYecKux MCCIIEIOBAHUI
(;mabopatopusi). YueOHast ay TATOPUS IS
MIPOBEACHUS 3aHIATUHN JICKIIMOHHOTO THIIA,
3aHSTUI CEMHHAPCKOTO TUIIA, KYPCOBOTO
MPOSKTUPOBAHUS (BBITIOJHEHUS KYPCOBBIX
paboT), TPYNIOBBIX U WHANBHUIYAITbHBIX
KOHCYJIBTAINiA, TEKYIIIETO KOHTPOJISI U
MPOMEXKYTOYHOM aTTECTAIMH.

Pabouee mecto npenogaBatens. [locamounsie Mecta
obydJaromuxcs (1o KOJMIECTBY 00yUJaIONTUXCs).
YyeHudeckas 10CKa, HHTEPAKTHUBHAS JJOCKa, MPOCKTOP,

HOYTOYK.

234 Al Y4eOHast ayTUuTOpUs sl IPOBEICHHS Pabouee mecto npenonasatens. [locagounsie MecTa
3aHATHUI JCKIIMOHHOTO THTIA, 3aHATUI oOyuaromuxcs (10 KOJTHYECTBY O0YYAFOIIUXCS).
CEeMHUHAPCKOr'0 THIA, KYpCOBOTO VYuenudeckas 10cKa
MIPOSKTUPOBAHUS (BBITIOJIHEHUS KYPCOBBIX
padoT), rPYIIIOBBIX ¥ UHIUBUAYAIBHBIX
KOHCYJIbTAIMH, TEKYIIEro KOHTPOJIS 1
MIPOMEXKYTOYHOU aTTECTALUU.

136 Al Y4eOHast ayTUuTOpUS ISl IPOBEICHHS Pabouee mecto nmpenonasatens. [locagounsie MecTa

3aHATHUI JCKIIMOHHOTO THTIA, 3aHATUI
CEeMHUHAPCKOr'0 THUIA, KYpCOBOTO
MPOSKTUPOBAHUS (BBITIOJTHEHUS KYPCOBBIX
paboT), TPYNIOBBIX U WHANBHUIYATbHBIX
KOHCYJIBTAINiA, TEKYIIIETO KOHTPOJISI U
MPOMEKYTOYHOM aTTECTAIMH.

oOyuaromuxcs (10 KOJTUYECTBY O0YUAFOIIUXCS).
WHTepakTHBHAS 10CKA C IPOEKTOPOM, KOMITBIOTED,
MOJKJIFOUCHUE K MHTEPHETY, yUCHHYCCKAsl TOCKa,

Mpe3eHTAIMOHHAs TPUOYHA




131 Al 3oonornueckuii My3eil. YueOnas aynmutopusi | Pabouee mecto npenonasatens. [locamounsie MecTa Ijist

JUTS IPOBEICHUS 3aHATUN JIEKIIUOHHOTO oOyuaromuxcs (110 KOJUYECTBY 00YJIAFOIIUXCS).

TUTA, 3aHATHA CEMHHAPCKOTO THIIA, [epensikHas 10cKa, KOJUICKINS NTHII, Yydelia )KHBOTHBIX,
KYPCOBOT'O IIPOEKTUPOBAHUS (BBIMOIHEHUS BUTPUHBI C )KUBOTHBIMHU PA3HBIX SKOCHCTEM AJTas,
KYpPCOBBIX pa0oT), TPYNIIOBBIX U KOJIJICKITMH HACEKOMBIX, KOJIJICKIIHS POTOB, TAOIHUIIBI, CXEMEI,
WHIUBUAYAIGHBIX KOHCYJBTALUH, TEKYIIET0 | 9KCIIOHATHI 300JIOTHUECKOTO My3esl, TepOapuid, TYIIKH
KOHTPOJISI ¥ IPOMEKYTOYHON aTTeCTallini KUBOTHBIX, JIYIIBI PyYHBIE, KaPTHI, KaJIbKYIATOPEI, BUTPUHBI

C gydcJiaMU ITHUL U MIICKOIMUTAIOMNX, KOJUICKIIHA Y€PCIIOB
MIICKOMIUTAOIHUX, KOJJICKOWA POTOB KOIIBITHBIX, KOJIJICKIIWA
Yy4eJl IoJIOB KOIBITHBIX

320 A2 KommnsroTepHslii kinace. YueOHnast ayautopust | Pabouee mecto npenoaasatens. [locanounsie MecTa
JUTSI TIPOBEICHUS 3aHATUH JICKITAOHHOTO 00yJaromuxcs (Mo KOJINIECTBY 00yJaIOIIUXCs).
THIIA, 3aHATHH CEMHUHAPCKOTO THIIA, KomnbroTepsl, yueHHueckas 10cKka, HOJKIIOUEHHE K CETH
KypCOBOTO MIPOCKTUPOBAHNUS (BBIOTHEHHS WnrtepHeT

KypPCOBBIX PadoT), IPYNIIOBBIX U
WHIMBUYaJIbHBIX KOHCYJIBTAIMH, TEKYIEro
KOHTPOJISl ¥ TIPOMEKYTOYHOM aTTecTalny.
ITomerenne It CaMOCTOSTEILHON paOOTHI

301 Al Y4eOHast ayTUTOpHs AJIs IPOBEICHHUS Pabouee mecto npenonasatens. [locagouneie MecTa
3aHATHH JEKIIMOHHOTO THUIIA, 3aHITHHA 00yJaromuxcs (1Mo KOJIUIECTBY 00yJaIOIIUXCS).
CEMUHAPCKOI0 TUIA, KypPCOBOTO HHTepakTHBHAsS TOCKa C MPOEKTOPOM, KOMIIBIOTED,
MPOEKTUPOBAHUS (BBIIOIHEHHS KYPCOBBIX ydeHUIecKas JOCKa, Pe3eHTaIlMOHHAs TpUOyHa,
paboT), TPYNIIOBBIX M WHANBUAYAILHBIX MOJIKIIFOYCHUE K UHTCPHETY, MUKPO(DOH, YCUITUTEIEHBIC
KOHCYJBTAIINH, TEKYIIEro KOHTPOJIS U KOJIOHKH

l'IpOMe)KyTO‘lHOfI aTTeCTaluu.

9. METOAUYECKHE YKA3AHUSA JJISA OBYYAIOIIUXCS IO OCBOEHUIO TUCITUIIJIMHBI (MOY JIS)

Meronndeckre peKOMEHIAIUH 110 TIOATOTOBKE POJIEBOI UIPHI

B cTpyKkType poneBoii HTphl Kak MpoLecca BEIAEISIFOTCS CIEAYIONINE COCTaBIIONINE:

* TEeMa,

* poJTH, B3ATHIC HA Ce0sl UTPAIOIIUMH;

* UTPOBBIC ACHCTBUS KaK CPENCTBA PEATU3aIMU dTHX POJIEH;

* UTPOBOE YMOTPEOICHUE IPEIMETOB, T. €. 3aMEIICHUE PEATbHBIX BEIICH UTPOBBIMH, YCIOBHBIMH;

* peasIbHbIC OTHOILICHUS MEKAY UTPAIOIIIUMH;

* CIOXKeT (cozepkanre) — 00JacTh ACUCTBUTEIBLHOCTH, YCIOBHO BOCIIPOU3BOIMMAs B UTPE.

B mpornecce posieBoit Hrpbl 0TPadATHIBAIOTCS M YCBAUBAIOTCS:

1) sTHYeCKHe HOPMBI M TIPaBHIIa TIOBEACHUS U ONPeAeTICHHbIE COLMATBHBIE POJIM B TOM WJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;
2) 0COOEHHOCTH, XapaKTEePHBIE YEPThI, BOSMOXKHOCTH Te€X WM WHBIX COLUAIBHBIX TPYIIT HIIM ONIPEIETICHHbBIX KOJIIEKTHBOB —
AHAJIOTOB TMPEANPHUATHHA, QUPM, T.€. pa3IHYHbIC THIIHI dKOHOMUUYECKHUX U COLUATIBHBIX HHCTHTYTOB, YTO BIIOCIIEICTBUU MOXET OBITH
MEPEHECEHO B COLUATILHYIO TIPAKTHKY;

3) yMeHHsI COBMECTHOW KOJICKTUBHOM JAESATEIbHOCTH;

4) KynbTypHBIE TPAAULUN U HOPMBL.

PoneBble Urphl, TEMa U CIOKET KOTOPBIX OCHOBAH Ha COAEPKaHUH TEKCTOB, MILTIOCTPUPYIOT ITOBEACHHUE B CUTYAIIMH MEXKYJIBTYPHOTO
oO0IeHus.

B kauecTBe MpHeMOB, XapaKTEPHBIX ISl METOJIa POJIEBOM UIPHI BEICTYIAIOT CIEAYIOLIHE:

- IPUEM BOCCO3/IaHHsI KOMMYHHUKATHBHOTO KOHTEKCTa, KOMMYHHKATHBHOW CUTYaILIUH;

- IPUEM BUPTYaJbHON dKCKYPCUH, KOTOPBIA MOKHO OPraHH30BaTh KaK C MOMOIIBI0 TEXHUYECKHUX CPENICTB, TaK U C UCTIOIb30BAHUEM
peanbHBIX POTOMATEPHATIOB B Y4eOHOU ayTUTOPHH,

- IpUeM ApaMaTU3anny, HAPaBJICHHBIN Ha CO3JaHUE YCIOBHUH, IPUOIKEHHBIX K YCIOBHSAM PEaIbHOTO OOIIEHNS, CBI3aHHBIH ¢
CO3JJaHMEM CUTYaLluH OOLICHUS, ONIPEAEICHUEM LEIIH, PacIIpeAEIeHHEM POIIeii;

- mpueM pedUIeKCUBHON MACHTU(UKAIIMH, TPEAIONIATAIONIHA HACHTH(PHUKALUIO ¢ 00BEKTOM OOIICHHUS U IOBECTBOBAHHE OT UMEHHU
9TOr0 00BEKTA.

Meroauyeckie yka3aHus K HAIMCAHUIO IEJIOBOTO MUChMa
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 yka3aHUs K YTEHHUIO U IIEPEBOAY TEKCTOB NPO(deCcCHOHANBHON HaNPaBIeHHOCTH

TekcTbl mpodeccHoHaNbHOW HANpPaBICHHOCTH HA MHOCTPAHHOM sI3bIKE IMOMHMO CBOCH OCHOBHOW 3agauu — HH(POPMATUBHOCTH
— [IOMOTAIOT MOTOJMHUTh OONMMA W TEeMaTHYCCKUI CIOBApHbIA 3aMac, TPEHUPYIOT B TIPOU3HOIICHUU HEMEIKHX CIIOB U
BBIPDXKCHHH, 3aKPeIULIOT TpaBWiIa TPaMMATHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABHIKOB YCTHOM pedu.
IIpenrekcroBerii 3Tam:

- TIPOYTHTE 3arojiOBOK M CKaXUTEe, O 4YeM (O KOM) OyAeT MATH pedb B TEKCTE;

- O3HAKOMBTECh C HOBBIMH CIIOBAMH M CJIOBOCOYETAaHMSIMH (€CIM TaKOBbIE JaHbI K TEKCTY C IIEPEBOAOM);
- TPOYUTAaNTEe W BBINMIINTE CJIOBa, 0003HAYAIOIIHE. .. (aeTCs PYCCKHUI 3KBHBAJICHT),

- BbIOGpHTE W3 TEKCTa CJIOBA, OTHOCSIIMECS K M3y4acMoOM TeMme;

- HalJuTe B TEKCTE HE3HAKOMBIE CIIOBA.

TekcToBBI 3Tal:

- IPOYTHTE TEKCT;

- BBIICNUTE CJOBa (CJIIOBOCOYETAHHS WIIM MPEAJIOKEHHUS), KOTOPhIE HECYT BaXHYIO (KIIOUEBYIO HH(POPMAIIHIO);
- BBIIMIIMTE WIM HOAYEPKHHUTE OCHOBHBIE MMEHA (TEPMMHBI, ONIpeaeIeHIs, 0003HaYeHNS);

- chopmyIHupyiTe KIFOUEBYH MBICIb KaXI0ro ad3ara;

- OTMEThTE CJOBO (CIIOBOCOYETAHHE), KOTOPOE JIydllle BCEro IMepenaeT COIACPKAHUE TeKCTa (YacTH TEKCTa).
TlocneTekcToBbI  JTal:

- 03arJIaBbTE TEKCT;

- TPOYTUTE BCIAYX MPEAJIOKEHHs, KOTOPBIC MOSCHSIIOT HA3BAHUE TEKCTA,

- HalauTe B TEKCTe NPEIOKCHUS ISl OMUCAHHUS ...

- TOATBEpAWTE (ONPOBEPTHHUTE) CIOBAMH W3 TEKCTA CIEAYIOIIYIO MBICTD ...

- OTBETHTE Ha BOIIPOC;

- COCTaBbTE IUIaH TEKCTa;

- BBHIIUIIWTE KJIIOYEBbIC CJIOBA, HEOOXOIHMMBIC IS Mepeckasa TeKCTa;

- TEePECKKHUTE TEKCT, OMHUPASCh HA TUIAH;

- MEepEeCcKaXKUTe TEKCT, OMUPAsICh HA KIIOUESBBIEC CIIOBA.

IIpn mnoaroroBke pedepupoBaHUUS TEKCTa PEKOMEHIYETCS BOCTIOIB30BATHCS CIEAYIONIeH MaMITKOMN:

1. Tlocnme mnpoyTeHUs TekcTa pa30eiiTe ero Ha CMBICIOBBIE YACTH.

2. B kaxmoW uacTM HaWauTe MNpeIUIoKeHHE (MX MOXKET ObITh HECKOJBbKO), B KOTOPOM 3aKJIHOUEH OCHOBHOH CMBICI 3TOI 4acTH
TEKCTa. BEIUmuTe 9T NpeIoxKEeHUsL.

3. TlomyepkHHTE B O3THUX MPEIJIOKSHUIX KIIOUYEBBIE CIOBA.

4. CocraBbTe IUIaH NepecKasa.

5. Onwupasch Ha IUIaH, TePEeCKaKUTE TEKCT,

6. Ommpasicb Ha KIIIOYEBBIE CIIOBA, PACCKAKHUTE TEKCT.

Meroandeckue yKa3aHus 1o paboTe co ClioBapeM

®DopMBI CaMOCTOATEILHOM paboThI CO CIIOBApEM:

- IOUCK 3aJ]aHHBIX CJIOB B CJIOBAape;

- ompezieneHre GopM eIMHCTBEHHOTO U MHOXKECTBEHHOTO YHCJIA CYLIECTBUTEIBHBIX;
- BBIOOp HY)KHBIX 3HAYEHUH MHOTO3HAYHBIX CJIOB;

- IOMCK HYXXHOTO 3HaYEHUS CJIOB U3 YUCIIA FPAMMATHYECKUX OMOHHMOB,

- IOMCK 3HAYEHHsI IJ1aroJia 10 OAHOM U3 TIarojabHbBIX GOPM.

1. TIpu moucke cloBa B ClIOBape HEOOXOAUMO CJICJUTh 32 TOUYHBIM COBINAJCHUEM rpaduaeckoro 0hopMIICHHS HCKOMOTO U
HaMJICHHOTO CJIOBA, B IPOTHBHOM CIy4ae MepeBoji OyaeT HempaBHIbHbIM.

2. MHor#e clioBa SIBISFOTCS MHOTO3HAYHBIMH, T.€. HMEIOT HECKOJIBKO 3HAYCHHH, IIO3TOMY IIPH IIOMCKE 3HAYCHHUS CIIOBA B CIIOBApe
HE00XOMMO YUTATh BCIO CIIOBAPHYIO CTATHIO M BBIOMPATH IUIsI IEPEBO/A TO 3HAYCHHE, KOTOPOE IOJXOAUT B KOHTEKCT MPEATIOKCHHS
(Tekcra).

3. Tlpu noucKe B CIIOBape 3HAYCHHS CIIOBA B PSJIC CIyYacB CICAYeT MIPUHIUMATh BO BHUIMAHUE IPAaMMATHYECKYIO (DYHKIUIO CIIOBA B
MIPEATIOKEHHH, TaK KaK HEKOTOPBIC CJIOBA BBIMOHSIIOT Pa3iNyHbIe TpaMMaTHYeCKue (DYHKIUH ¥ B 3aBUCUMOCTH OT 3TOTO
MIEPEBOSATCS MTO-PA3HOMY.




4. Ilpu noucke 3Ha4EHUs TIaroia B CJIOBape cleqyeT UMETh B BUAY, YTO IJIaroJibl yKa3aHbl B CJIOBape B HEONPEAEIEeHHOH GhopMe B TO
BpeMs KaK B IPEUIOKEHUH (TeKcTe) OHN (YHKIIMOHUPYIOT B Pa3HBIX BpeMEHaX, B pa3HbIX I'paMMaTHUECKHX KOHCTpyKuusaX. [louck
TJ1aroJia 3aBUCUT OT €ro NPUHAJUICKHOCTH K KJIACCY NMPaBHJIbHBIX WM HENPABUIIBHBIX IJIar0JIOB.




