MHWHOBPHAYKH POCCHUU

®denepanbHOE rOCYIapCTBEeHHOE OKOIZKeTHOEe 00pa30BaTe/IbHOE YIPEKICHHE BBICIIECT0
o0pa3oBanusi «l'opHO-AnTaiicKuii rocyiapcTBeHHbIl YHUBEPCHTET»
(PI'OY BO I'Al'Y, I'AL'Y, I'opHo-AsTalicKMil TOCYIapCTBEeHHbIN YHHBEPCHTET)

Creukypc Ha HHOCTPAHHOM fI3bIKE

paboyas nporpaMma JUCIUIIIAHBIL (MOTYIIs)
3akperuieHa 3a kadeapoi Kkadeapa HMHOCTPAHHBIX SI3LIKOB U METOAMKH NMpPeNnoaBaHusl

Y4eOHsIit mTaH 09.03.03_2026_826.plx
09.03.03 IlpuxnanHas nHGOpPMATHKA
WHXKuHUPUHT HHPOPMAITHOHHBIX CHCTEM

Kpanmnouxamus O0axanasp
®dopma o0ydeHust o4Has
OO01mmast TpyI0eMKOCTh 23ET
Yacos 1o yueOHOMY IIaHy 72 Busl KOHTpOJI B ceMecTpax:
B TOM YHCJIE: 3ayer 2
ayUTOPHbIE 3aHATH 28
camocTosITeNbHast paboTta 35
4acoB Ha KOHTPOJIb 8,85

Pacnpenenelme YacoB JUCHUILIMHBI IO CeEMeECTpam

Cemectp 2(12)
(<Kypc>.<Cemectp Ha Kypce>) Uroro
Henens 16 1/6
Bun 3ansruii v PII i PII
IIpakTuyeckue 28 28 28 28
KoHTponb caMocTosTeNbHOM paboThI IIpH 0,15 (0,15 |0,15 [0,15
MPOBEICHUH aTTECTAIINU
Uroro ayx. 28 28 28 28
Konrakrhas paborta 28,15 28,15 28,15 | 28,15
Cam. pabota 35 35 35 35
Yacel Ha KOHTPOJIb 8,85 8,85 |8,85 |8,85
HUroro 72 72 72 72




IIporpammy coctaBuin(u):

cm.npenooagamens, [llabaruna Hamanws Buxmoposna.;k.¢p.n., doyenm, Kupeesa /Japvs Muxaiinosna

Pabouast mporpamMMa TUCIUILTHHBL
Cnenkypc Ha HHOCTPAHHOM SI3bIKe

paspaborana B coorBercTBuu ¢ ®I'OC:

DdepepalbHBIN rOCYAAPCTBEHHBIH 00pa30BaTENbHbIN CTAHAAPT BBICIIET0 00pa30BaHus - OaKaaaBpUAaT M0 HAIPABJICHHIO MOJTOTOBKH
09.03.03 TIpuknagHas nHpopmatuka (mprukas MunoopHayku Poccuu ot 19.09.2017 1. Ne 922)

COCTaBJICHA HA OCHOBaHUH y‘I€6HOF0 IJ1aHa:

09.03.03 TIpuknagHas HHPOPMATHKA
YTBEPXKICHHOTO YU4EHBIM COBETOM By3a OT 29.01.2026 mporoxos Ne 2.

PaGouast mporpaMma yTBepiKAeHA Ha 3aceaHuu Kadeaps
Kadeapa NHOCTPAHHBIX SI3LIKOB U METOIMKH MPenogaBaHust

ITpotokoin ot 09.04.2026 npotokon Ne 9

3aB. kadenpoii Uepenanosa Exatepruna AHaToIbeBHA



Buzuposanue PIIJI s ncnosiHeHns: B 0UepetHOM y4e0HOM roay

Paboyas mporpamMMa mepecMOTpeHa, 00CyXkIeHa H 0J00peHa IS
ucnonHeHus B 2021-2022 yueOHOM TOAY HA 3aceaHuK Kadheapbl
KadeIpa NHOCTPAHHBIX A3BIKOB U METOXHKH NPENoAaBaHUA

[Iporokom ot 2021 1. Ne
3aB. kadenpoit Uepenanosa ExaTeprna AHaTomseBHA

Buzuposanmue PIIJ] s ucnonHenust B ouepeHoM y4eOHOM roay

Pabouas mporpaMma nepecMoTpeHa, o0cyxIeHa U 000peHa s
ucnonaenns B 2022-2023 yueOHOM roay Ha 3aceIaHuu Kaheapol
Kadeapa HHOCTPAHHBIX A3LIKOB H METOANKH NPeNoJaBaHus

[Ipotokom or 2022r. Ne
3aB. kadenpoit Uepenanosa ExaTepuna AHaTombeBHA

Buzuposanmue PIIJ] ans ucnoiHeHust B ouepeHoM y4eOHOM roay

Pabouas nmporpamma nepecmMoTpena, o0CyxieHa U 0JJoOpeHa 1is
ucnonHenus B 2023-2024 yueGHOM roay Ha 3aceIaHuu Kaheapol
Kadeapa HHOCTPAHHBIX A3LIKOB H METOANUKH NPeNoJaBaHUs

[Ipotokom ot 2023r. Ne
3aB. kadenpoii Uepenanosa ExaTepruna AHaToIbeBHA

Busuposanmue PIIJ] ans ucnosiHeHus B 0UepeiHOM y4e0HOM roay

Pabouast mporpamMmMa nepecMoTpeHa, o0cyxKaeHa u 000peHa s
ucnonHenus B 2024-2025 yueOGHOM roay Ha 3aceIaHuu Kaheapol
Kadeapa NHOCTPAHHBIX SI3LIKOB U METOTMKH MPenogaBaHust

IIpotokom or 2024r. Ne
3aB. kagenpoit Yepenanona Exatepiuna AHaTtonseBHA



1. HEJIX U 3ATJAYX OCBOEHUSA JUCHUIIJINHBI

1.1

<i>Ilenm:</i> coBepIICHCTBOBAaHHE UHOS3BIYHONH KOMMYHUKATUBHOW KOMITETEHIINHN, HEOOXOIUMOH JIJIsl OOIIICHNUS B
npogeccuoHaIbHOM chepe.

1.2

<i>3amaun:</i> - COBEepIICHCTBOBAHHE JICKCUKO-TPaMMaTHYECKIX, HEOOXOAUMBIX ISl OOIICHNST HA HHOCTPAaHHOM
sI3bIKE B TIPO(ECCHOHANIBHOI JIeTeIbHOCTH;

- COBEpIICHCTBOBAHNE KOMMYHHKATUBHBIX YMEHHH (MOHOJIOTHYECKON M IMATIOTHYECKOM PeUr, YTCHHsS U MMChMa) B
MPOIIECCE AETIOBOTO OOIICHUS Ha HHOCTPAHHOM SI3BIKE.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Huxn (pazpen) OOIT: | OTI.B
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TpeGoBaHus K NpeABAPUTEIbLHOI HOATOTOBKE 00y4al0LIerocs:

2.1.1

WHocTpaHHBIH SI3BIK

2.2

JMCHUTINHBI U PAKTUKH, I KOTOPBIX OCBOECHHE JAHHON JMCHUITUHBI (MOYJIfA) HEOOXOAUMO KAK
npealiecTByOLIee:
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BrmonHeHue U 3aIUTa BRITYCKHON KBaMH()UKAIIMOHHON paboTHI

3. KOMIIETEHIIMN OBYYAIOIIEIOCA, @OPMUPYEMBIE B PE3YJIBTATE OCBOEHUWSA JUCIIUITJINHBI

(MOJY.JIST)

YK-4: CniocodeH ocylecTBJISATH 1eJI0BYI0 KOMMYHHKAIMIO B YCTHOH U MHUCbMEHHOMH ¢opMaxX Ha rocy1apcTBeHHOM SI3bIKe

Poccuiickoii @enepannu 1 MHOCTPAaHHOM(bIX) A3bIKE(2X)

HN/-1.YK-4: Brageer cucTeMoii HOpM PyCCKOro JIMTEPATYPHOIO SI3bIKA NMPH €ro UCNO0JIb30BAHUM B KaUecTBe

rocy1apcTBeHHOro a3bika Poccuiickoii Megepaniuu 1 HOpMaMu HHOCTPAHHOTO(bIX) A3bIKA(0B), MCOJIB3YeT Pa3IuYHbIe

(opmbl, BUABI YCTHOI ¥ MMCbMEHHONH KOMMYHMKAIIUM.

- 3HAeT OCHOBHBIC TPAMMATHYECKHE CTPYKTYPHI; OOIIEYOTPEONTENbHYIO, OOIIEKYIBTYPHYIO B TIPO(ECCHOHATIBHYIO JICKCHKY;
peueBble KIUIIe, HEOOXOAUMBIE IS OCYIIECTBICHUS JeI0BON KOMMYHUKALUH HA HHOCTPAHHOM SI3BIKE;

- yMeeT IOCTPOUTH BBICKa3bIBAHHS B CMOJECIMPOBAHHBIX (IIpe/ularaéMbIX) CUTYalUsX OOIICHUS] HA HHOCTPAHHOM S3bIKE, IPaBUILHO
UCTIONB3Ys BepOaIbHBIC H HeBEepOaIbHBIEC CPEICTBA OOIICHHUS;

- BIIaJieeT HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIEJI0BOTO OOIICHMUS.

4. CTPYKTYPA U COJAEPKAHUE AN CLUILINHBI (MOIY.JIS)

Kona

Pasgen 1. CogepxxaHve pasgenos
ANCLUNIUHBI

1.1

Monynb 1. Web. Tekctsl: utenue — Web, 2 7 na-1.YK-4 JI1.1J12.1 0 [lepeBon
The Internet. AymupoBanue An Interview TEKCTa.
with a web-site effectiveness consultant.
Coobmenne no Teme. I paMmmaruka:
Oyny1iee Bpemsl.

Mp/

1.2

Monyns 2. Netiquette. TekcTBI: aTeHHE - 2 7 Na-1.vK-4 JI1.1J12.1 0 Tecr.
Netiquette; Research on the Internet.
Aynuposanue - Four people talking about
comunicative mistakes. ['oBopenue:
1.Coobuienne mo teme. 2.CocTaBieHue
Te3KCcoB. [ paMMaTHKa: MOJaIbHbIe
TJIaroJIbl.

Mp/

HaunmenoBanue pasnenos u tem /Bug | Cemectp / | YacoB | Komneren- | Jluteparypa | Unte | Ilpumeuanue
3aHATUSA 3aHaTus/ Kypc 007071 PAKT.




1.3 Mognyns 3. Designing Web Pages. 2 7 na-1.vyK-4 J1.1J12.1 0 Ponesas urpa.
TekcTol: utenue - Beginning HTML;
aynupoBanune — Home Page Hints.
I'oBopenue: 1.CoobmieHue mo Teme.
2.YMeHue 3a/1aBaTh BONPOCHL H OTBEYATh
Ha HuX. 3. [Ipoekr. 'pammaruka:

IIpomIe ee BpeMs aHIIIHHCKOT0 TJIaroia.

Mp/

1.4 Moaynb 4. Multimedia. Tekct: ureHue - 2 7 N1a-1.VK-4 JI1.1J12.1 0 MoHoJIornyeck
Multimedia, Types of Error. 'oBopenue: oe
1.cooO011eHue IO TEME. BBICKA3LIBAHHE

2.pouneBas urpa. O6001eHue
NIPOMIEHHOI0 MaTepHana.

Mp/

1.5 CamocrosiTenbHas paboTa mo 2 35 NAa-1.YK-4 JI1.1J12.1 0
JIUCUMILINHE BKJIIOYAET B ce0s
CIIEYIOIUE MTyHKTHI:

Pabora ¢ Texcramu.

IToaroToBka coOOIIEHHUH IO PO IEHHBIM
TEMaM.

Pabota ¢ ynpaxHeHHSIMH U3 pabouei
TeTpaju.

TloaroroBka K BEITTOJIHECHHIO
rpaMMaTHIeCKuX TecToB. /Cp/

Pasgen 2. lNpomexyToyHasa
aTTecTaums (3a4€T)

2.1 IMonroroBka k 3auéry /3auér/ 2 8,85 | UO-1.YK-4 0

2.2 KonrakTHas padora /KCPATT/ 2 0,15 | UO-1.VK-4 0

5. ®OHJI OHEHOYHbBIX CPEJICTB

5.1. [TosicHuTeILHAA 3alIHCKA

1. OuieHOUHBIE CPeACTBA MpeIHA3HAYEHBI [UI KOHTPOJIS M OLICHKH 00pa30BaTENbHBIX JOCTIDKCHNH 00yJaloIUXCsl, OCBOMUBIINX
nporpamMMmy yueOHO qucruminHbl « CIeKypc Ha HHOCTPAHHOM S3BIKE».

2. ®oHA OLICHOYHBIX CPEJICTB BKIIIOYAET KOHTPOIBHBIE MaTEPHAJIBI IS IPOBEICHNS TEKYIIETO KOHTPOIIS B (JOPME TECTOBBIX
3aJaHUH, TEKCTOB IS YTEHHS U [IEPeBOAa, IPOMEXKYTOYHON aTTecTalllH B JopMe BOIIPOCOB U 3aJaHUI K 3aUeTy.

5.2. OueHo4YHbIE CPEICTBA IS TEKYIIEro KOHTPOJIS

BxoaHo# KOHTpOJIb (IPHMEpHOE 3aJaHHe)

1. He ... at the 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 noaxonsmee otHocurensHoe Mecroumenue: The principal of Ridgecrest High School, ... had worked there for over
ten years, finally decided to retire.

BapunaHTHI 0TBETOB:!

1 which

2 who

3 where

4 when

Kpurepuu oneHku:

Crynent BoinonaHua 84-100% 3aganuil «OTJIIMYHOY, TOBBILIEHHBIA YPOBEHb

Crynent BeIonHUI 66-83% 3a1aHnil «XOPOIIOY», TOPOTOBEIH YPOBEHD

Crynent BeinonHun 50-65% 3amaHuil «yI0BIETBOPUTEIBHOY», HOPOTOBBIA YPOBEHb

Crynent BoinonHm MeHee 50% 3aJaHui «HEYIOBICTBOPUTEIBHOY, YPOBEHb HE C(HOPMHUPOBAH

1 Cemectp
Tekymuii KoHTpOIIB |

OrneHOYHOE CPeNICTBO «MOHOIOTHYECKOE BEICKA3bIBAHHE)
( IIpumepHOE TeMBI MOHOJIOTHYECKOTO BHICKA3bIBAHUS)

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«OTJINYHO»: TEMA MOHOJIOTa TOJHOCTBIO pacKpbITa. CTyJEHT JOrMYECKH BEPHO, apryMEHTUPOBAHO H SICHO CTPOUT YCTHYIO
pedb ¢ ITOMOIIBI0 Pa3HOOOPA3HBIX CHHTAKCHIECKHUX CTPYKTYP. JleMOHCTpupyeT 3HaHHEe COBOKYITHOCTH (DOHETHUECKHUX,
JIEKCUYECKHX U TPAMMATHUECKUX 3aKOHOMEPHOCTEH M3ydaeMOoro A3bIKa. Y MeeT BBICTYIIAaTh Ha MyOIHKe, UCTIONb3Ys
COOTBETCTBYIOILUE TAKTUKU M CTPATETMH HA U3y4a€MOM MHOCTPAHHOM si3bIKe. BiiajeeT HaBbIkaM¥ IPaMOTHOI'O MCIIOJb30BAHUS
HOPM HM3y4aeMOTo sI3bIKa C YYETOM CTaHJapTOB PEUCBOH po(dheCCHOHATFHOM KyNBTYpHl M 3THKH. [1pi 0TBeTE Ha BONPOCHI TIOCTIE
BBICTYIUICHHS AEMOHCTPUPYET MOHIMAaHHE ITOJTHOTO COAEPKaHUSI HHPOPMANH, TIOJTyIeHHOH U3 3apyOe:KHBIX HCTOYHIKOB Ha
HOJATrOTOBUTEIBHOM JTalle.

O1eHKa«XOpOIIO»: TeéMa MOHOJIOTa PACKPHITA B IOJTHOM 00BEMe, HO MOTYT BCTPEUaThCsl HE3HAYNTENIFHBIC TPAMMATHIECKHE U / HITH
JIEKCUYECKHe OMIMOKH, He 3aTPpyAHAOIINE MOHUMaHue TeKCTa. CTyIeHT JOTHYeCKH BEPHO, apryMEHTUPOBAHO U SICHO CTPOUT
YCTHYIO peub C ITOMOIIbIO PA3HOOOPA3HbIX CHHTAKCHYECKHX CTPYKTYp. Brajgeer HaBbIkaMu rpaMOTHOTO HCIIOIb30BaHHSI HOPM
n3ydaeMoro si3eIka. [Ipu oTBeTe Ha BOIIPOCHI MOCIIE BEICTYIUICHUS IEMOHCTPHPYET IIOHUMAaHHUE OOIIETO CoIepKaHus HH(OpMaIuH,
MOTYy9IEeHHO 13 3apyOe)KHBIX ICTOYHUKOB Ha IOATOTOBUTEIEHOM JTaIle.

O1eHKa«yI0BIETBOPUTENBLHO»: MOHOJIOT MOCTPOEH € MOMOIIBIO MPOCTBIX CHHTAKCHYECKUX KOHCTPYKIMIA. BeTpeuarorest
HapyIIEeHNS JIOTUKH; JOMYIIEHBI TPaMMaTHYECKHE, TyHKTyallHOHHBIE, opdorpadraeckne n / HIn JTeKCHIeCKUE OIINOKH, He
3aTPyJHSIOIIUE IOHUMAaHHKE.

OHeHKa«Hey}lOBJ’leTBOpHTGJ’IBHO»IHCZ[OCTaTO‘IHBIf/‘I CJ'lOBapHLIf/‘I 3alac, HCPaBUJIIbHOC UCIIOJIB30BAHNUEC I'PAMMATHYCCKUX CTPYKTYD,
MHOT'OYHCJICHHBIE SI3LIKOBEIC OIIMOKY HE IMO3BOJISIOT BEIIOIHUTD TOCTABJICHHYIO 3a/1av1y.

Ouenounoe cpeactso «IlepeBos TexcTay
(ITpumepHBIe 3amaHMT)

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:

OreHka "OTJIHYHO": CTYyACHT CAMOCTOSATEIBHO peaH3yeT YMEHUS [0 IEePEeBOY MPOo(eCCHOHAIBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYapCTBEHHBIH SA3BIK 1 OOPAaTHO, BJIa[eeT OCHOBAMH TEXHHUKH IIEPEBOJA. .

OrmeHka "xopomo": CTyAeHT CHOCOOEH MoKa3aTh yMEHUE MepeBOAa MPO(eCcCHOHANBHBIX TEKCTOB C HHOCTPAaHHOTO HA
TOCYIApCTBEHHBIN S3BIK K OOPAaTHO, CHOCOOEH YaCTHYHO ITOKA3aTh BIaJCHUEC OCHOBAMU TEXHUKH MEPEBO/IA.

OreHka "yIoBIETBOPUTEIBHO": CTYACHT CIIOCOOSH IO/I PYKOBOJICTBOM TPEIOAaBaTeNsl MOKa3aTh YMEHHUSI IO MEPEBOTY
poeCCHOHANBHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha FOCYJapCTBEHHBIN SI3BIK M OOPaTHO, CHOCOOEH ITOKA3aTh YACTHIHOE BIIAJICHHE
OCHOBaMHM TEXHHKH [I€PEBOJIA.

OneHka "HeyJIOBIETBOPUTENLHO" : CTYIEHT 3aTPyIHIAETCS MM HE MOXKET MI0Ka3aTh YMEHUs, HE BJIaIeeT OCHOBAaMH TEXHUKHU
nepeBoza

1 Cemectp
Texymuit KOHTPOJIb 2
OnenouHoe cpeactso «Posepas urpa»

(ITpumepHBIEC TEMBI POJIIEBBIX UIP)

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.

Kpurepuu oneHku:

Ornenka "OTJIIMIHO": CTYJICHT JIEMOHCTPUPYET XOPOIIHE HABBIKKA  YMEHHS CBOOOTHOTO PEUYEBOTO B3aNMOJICHCTBUS C MTApTHEPAMHU:
yMeeT Ha4aTh, TIOAJEPKaTh U 3aKOHIUTH Oecey; coOMoaaeT ouepéTHOCTb IpH 0OMEHe pPeIUInKaM1; BOCCTaHABIMBAeT Oeceny B
cirydae c0o0sl; SIBIACTCS aKTUBHBIM, 3aHHTEPECOBAHHBIM COOECETHUKOM; COOII0IaeT HOPMBI BEXKIMBOCTH. Y MEET IMOLUOHATIBHO
M300pa3uTh XapakTep, HACTPOCHHE, TyBCTBA UCIIOTHIEMOTO T'eposi B PAa3IMIHBIX CUTYaIHAX; YIIOTPEOIISET CIOKHBIC
rpaMMaTHYeCKHe KOHCTPYKIIMU B PEUH; TOMyCKaeT He3HAYNTENIFHBIC TPAMMATHYECKHE OMNOKH; YIIOTpeOIIseT pa3rOBOpHBIC
(hopMyIIBI B COOTBETCTBHHM C CUTYalMel OOLIEHHUS.

OreHka "Xopomo": CTYICHT JeMOHCTPHPYET HaBBIKA M YMEHHSI CBOOOHOTO PEYCBOT0 B3aMMOJICHCTBHS C TAPTHEPAMH: YMEET
HavaTsk, MOJIEPKaTh (B OONBIIMHCTBE CIIydaeB) U 3aKOHUHUTE Oecemy; COOII0IaeT 09epERHOCTD IPH 0OMEHE PEeTIHKAMU;
JEMOHCTPHPYET Halu4ue mpo0ieMsl B HOHUMaHUU cOOeCeIHNKA; He BCeria cOOM0aeT HOPMBI BEKIUBOCTH. YMeEET
SMOLIMOHAIBHO N300pa3UTh XapaKTep, HAaCTPOSHHE, YyBCTBA HCIOIHAEMOTO T'eposl B pa3IMYHbIX CUTYaLUsIX; YIIOTPEOIseT B peun
MPEHMYIIECTBEHHO MPOCTHIC MPEATIOKEHHS; IOITyCKaeT He3HAYNTEIFHBIC TPAMMAaTHYECKHE OIINOKH; YITOTPeOIIseT pa3roBOpHBIE
(hopMyIIBI B COOTBETCTBHH C CUTYaIMEH OOIICHHUSI.

OreHka "yOBIETBOPUTENBHO" ! CTYACHT HE SIBJISETCS aKTUBHBIM COOECEHNKOM; HE MOXKET BOCCTAaHOBHTH Oece/ly B ciiydae cOos;
UCIIONIb3YeT He3HAYNTEIBHBIN 00bEeM N3y4eHHOM JICKCHKH; JOITyCKAeT IpaMMaTHYCCKUE OIIHOKY;

OreHka "HEYTOBIETBOPUTEIBHO": CTYIEHT SABIISETCS ITACCHBHBIM COOECETHIKOM; HE MOXKET ITOIIepKaTh OOIIeHHe; TOITyCKaeT
rpyOble TPaMMaTHYECKHE OIIHOKY.

5.3. TeMbl NUCbMEHHBIX Pa0doT (3cce, pedpepaThbl, KypcoBble padOTHI U JAP.)

TemaTrka OQUIUATBHBIX THCEM:
The Invitation Letter




CV/Resume

Temaruka HeOPHUIIUATBHBIX TUCEM:
Introduction Letter
Friendly Letter

Kpurepuu oneHku:

- OIICHKA «OTJINYHO» BBICTABIACTCA CTYJACHTY, €CJIU CTYACHT ITOKa3bIBACT FJ'Iy6OKI/II\/’I YPOBCHDL 3HAHUH 0COOEHHOCTE
(opmanbHOro 1 HehOpMaIbHOTO OOLICHUS, IPABHJI TOCTPOCHHSI MUCbMEHHOT'O PEUEBOT0 BHICKA3bIBAHUSI HA N3y4aeMOM SI3bIKE;
CaMOCTOSTENIFHO peaIu3yeT YMEHHUS BECTH JEJI0BYIO IIEPEIHUCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH ¢
MIPEACTaBUTEISIMU IPYTUX CTPaH; BJIaJIeeT TEXHUKOM MMepeBoia U peJaKTUPOBAHUS.

- OIICHKA «XOPOIII0» BBICTABIISICTCS CTYJCHTY, €CIIH CTYICHT MTOKA3bIBACT XOPOIIHA YPOBCHb 3HAHUH 0COOCHHOCTEH
(hopmanbHOTO ¥ He(hOPMAITEHOT'O OOIICHUS, TPABIII MMOCTPOSHHS MUCBMEHHOI'O PEYCBOTO BHICKA3BIBAHUS HA U3y4aeMOM SI3BIKE;
croco0OeH MoKa3aTh YMEHUS BECTH JICIIOBYIO IIEPEIHCKY C YYETOM COIIMOKYIBTYPHBIX OCOOCHHOCTEN C MPEICTABUTEISIMA
JIPYIUX CTPaH; CHOCOOCH YaCTUYHO MTOKAa3aTh BIIAJICHUE TEXHUKOW MEPEeBOIa M PeIaKTHPOBAHMS.

- OIICHKA «YIOBJICTBOPHUTEILHOY BBICTABIISIETCS CTYACHTY, €CIIM CTYJCHT IIOKa3bIBaeT 0a30BEIA ypOBEHB 3HAHUH OCOOCHHOCTEH
(opmansHOTO M He(hOPMATFHOTO OOIIEHHS, TPAaBIII MTOCTPOSHHUS MUCHBMEHHOTO PEYEBOTO BHICKA3BIBAHUS Ha U3Y4aeMOM S3BIKE;
O] PyKOBOJICTBOM TIPETNOaBaTENs CIOCOOSH ITOKa3aTh YMEHHS BECTH JEJIOBYIO IEPETIHUCKY C YIETOM COIMOKYIBTYPHBIX
0COOEHHOCTEH ¢ peACTaBUTEISIME APYIUX CTPAH; CIIOCOOCH YaCTUYHO ITOKA3aTh BJa/IeHIE TEXHUKON IIepeBo/ia u
peIaKTHpOBaHUs.

- OLICHKA «HEYAOBJIICTBOPUTEIILHO» BBICTABJIACTCA CTYACHTY, €CJIN CTYACHT IMOKa3bIBACT HGyﬂOBHGTBOpHTCJ’IbHLIﬁ YPOBCHDL
3HaHUI 0COOCHHOCTEH (PopManbHOTO U HePOPMATBHOTO OOIICHNUS, MPABIT IIOCTPOCHUS MUCHMEHHOTO PEUCBOTO BHICKA3bIBAHUS
Ha U3y4aeMOM SI3bIKE; 3aTPYJHIETCS UM HE MOYKET MOKA3aTh YMEHUS BECTH JIEJIOBYIO MEPEMUCKY C YUETOM COLUOKYIIBTYPHBIX
0COOCHHOCTEH ¢ IPeACTaBUTEISIMU JPYIUX CTPAH; HE BIAJICCT TEXHUKOH MepeBoia M PelaKTUPOBAHHUS

5.4. OueHo4HbIe cpeACTBA 1JIs1 IPOMEKYTOYHON aTTecTAlIMU

KoHTpOsIbHBIE TECTHI M 3aJaHUs

(YK-4) CrnocoOeH oCyIIecTBIATh JeI0BYI0 KOMMYHHKAINIO B YCTHOM M IMTUCBMEHHON (pOpMax Ha TOCYyAapCTBEHHOM SI3bIKE
Poccutiickoit @enepanun 1 THOCTPAHHOM(BIX) sI3bIKe(ax).

1. Tun Bonpoca "Ha cooTBeTcTBHE"

®opmynmpoka Bompoca: Match the job interview questions (1-5) with their answers (a-e).

1 How many IT jobs have you had since leaving university?

2 Why have you changed IT jobs so often?

3 What have you done that shows leadership in IT sphere?

4 In what ways has your IT job changed since you joined the IT company?

5 Have you ever worked with a difficult person in IT company?

a) I now have more responsibility and work longer hours.

b) Well, I lead the IT team. I'm also chairperson of a local IT business association.
c¢) I wanted to earn more money.

d) Well, the boss in my last IT company wasn't easy to work with.

e) I've worked for six IT companies.

Karou: 1-e, 2-c, 3-b, 4-a, 5-d

2. Tum Bonipoca "MHOKeCTBEHHBII BEIOOD"

dopmynuposka Bonpoca: What is the correct order of the e-mail's parts? Choose the correct option.

I would like to work for your IT company, because it would be a good opportunity for me to improve my IT skills. I have three
years experience in IT sphere (F).

Dear Sir / Madam (M)

I look forward to hearing from you (K).

I am writing to apply for the job of IT assistant. (N)

I am currently working as an IT assistant in a shop (S).

I attach a copy of my CV (H).

1. M-N-S-F-H-K
2. N-M -S-F-H-K
3. M-N-S-H-F-K
4 M-S-N-F-H-K
Kimrou: 1

3. Tun Bonpoca "Ha coorBercTBHE"

dopmynmupoBka Bomnpoca: Read some advice for writing a good CV. Match parts of the information to their headings.

1. Your CV should be one to two sides of A4 paper. If you find you’ve got too much information, summarise and select the most
relevant points. If it’s shorter than a page, consider including more information about your skills and the responsibilities you had
in your previous roles.

2. When you describe what you have achieved in previous jobs, use active verbs for a strong positive effect on the reader. For




example, to make a change from was responsible for, use verbs like led or managed (a team / a project); created or developed (a
product / a positive atmosphere); delivered (results/training); and provided (support/training).

3. Avoid leaving gaps in your employment history. If you were travelling the world, on maternity leave or looking after small
children, include that in your CV.

4. Always ensure your CV is up to date. Include your most recent experience at the top of each section.

5. Your potential employer can easily check information about where you have studied and worked. Don’t be tempted to lie or
exaggerate about your expertise, because sooner or later this will be discovered and may result in you losing the job.

A. Use active verbs.

B. Keep it short ... but not too short!
C. Don’t exaggerate or lie.

D. Fill in the gaps.

E. Make sure it’s up to date.

Kirou: 1-B, 2-A, 3-D, 4-E, 5-C

4. Tun Bonpoca "MHOXKeCTBeHHBIH BHIOOD"

dopmynuposka Bonpoca: Read the letter below and decide which type of letter it is.

Dear Ms. Rosewoods

This letter is to bring you to notice regarding the purchase of spoiled goods on 1st Aug 2020.

At the time of the purchase, I was assured that the goods would be fresh upon arrival. Instead, the products I received were
spoiled. I have attached a photo with the delivery receipt.

I would like you to deliberate on this matter as soon as possible and refund my purchase or send out another supply.
Thank you for attending to this matter. Feel free to contact me any time: (888)82782; brianpaulhsgy@gmail.com
Sincerely,

Brian Paul

Attached: Photo and receipt

A. The Cover Letter

B. The Inquiry Letter

C. The Invitation Letter

D. The Letter of Complaint
Kirou: 4

B xoHIie 1 cemecTpa CTYAEHTHI CIAIOT 3aU€T MO AUCIHUIUIMHE. 3a4eT BKITIOYAET B Ce0sI CIIEAYIOIINE 3aJaHus:
1. Do the test.
2. Translate the special text without a dictionary.

1) ITpomesxyTouHBI TecT JuIsd 3a4eTa 1o JUcuuIuIiHEe “CrielKypc Ha HHOCTPaHHOM sI3bIKe” BKIIFOYAET JICKCHKO-
rpaMMaTHYECKUe 3aaHusl, 3a/1aHHs Ha COOTBETCTBHS, BEPHO/ HEBEPHO Ha IIOHUMAaHNE CHenU(pUIECKOH TEPMUHOIOTHH.
[TpumepHbIe 3a1aHIA:

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 oneHuBaHus Ha 3auéTe:

- «3a4TEHO» BBICTABISCTCS CTYIACHTY, €Ci C(hOPMUPOBAH KaK MUHIMYM TIOPOTOBBINA YPOBCHb WHAUKATOPA TOCTHKECHUS
KOMTICTCHITHH:

- MOKa3bIBaeT 0A30BBIN YPOBEHb 3HAHWI OCHOBHBIX TPAMMATHYECKUX CTPYKTYP; OOIICYIIOTPEOUTENEHON, OOMIEKYIETYPHOH 1
poheCCHOHATBHOM JIEKCUKH; PEUYEBBIX KIIHIIE, HEOOXOIUMBIX IJISl OCYIIECTBICHUS ICIIOBONH KOMMYHUKAIIMH HA HHOCTPAHHOM
SI3BIKE; 0COOCHHOCTEH CTHIIMCTUKY HAMMCAHU OQUIMANEHBIX H HEO(DUIIMATBHBIX MTUCEM, 3HAHUH OCHOBHBIX TIEPEBOIUYECKUX
TpaHchopMaIHii, a TaKKe 3HAHUH MPaBUI MPO(HECCHOHATHFHOTO PEYEBOTO STHKETA;

- TTOJT PYKOBOJICTBOM TIpENOaBaTeist Coco0eH MOKa3aTh YMEHHS TOCTPOSHISI BEICKA3bIBAHUS B CMOJICIHPOBAHHBIX
(mpennaraeMpIX) CUTyallUAX OOIICHUS HAa HHOCTPAHHOM SI3bIKE, IPABWIHHO UCIIOJB3YS BepOaIbHBIC U HEBEpOAJIbHBIE CPEIICTBA
0OIIIeHHsT; BECTH JICTIOBYIO MEPEHHCKY C YIETOM COLIMOKYIBTYPHBIX OCOOCHHOCTEW C MPE/ICTABUTEISIMU IPYTHX CTPaH;

- CHOCO6CH YaCTUYHO MMOKAa3aTh BJIAACHUC HHOCTPAHHBIM A3BIKOM KaK CTHJIEM AEJI0OBOIO O6H_ICHI/I$[, TEXHUKOU JCJIOBOI'O IMMCbMa
Ha NTHOCTPAaHHOM S3BIKC.

- HE3aYTEHO» BBICTABIISIECTCS CTYACHTY, €CIIM YPOBEHb MHIIMKATOpA JOCTHIKEHHSI KOMIIETEHIIMU He CQOPMHUPOBaH:

- IOKa3bIBAaET HEY/IOBJIETBOPUTEIBHBIH YPOBEHb 3HAHUH OCHOBHBIX I'PAMMATHUECKHUX CTPYKTYP; 00IIEeyOTpeOUTENbHOH,
00IIEKyNbTYPHOI 1 TPO(heCcCHOHATIBHOM JIEKCHKH; PEYEBBIX KIIMIIE, HEOOXOIUMBIX [UISl OCYILIECTBIICHHS JEIOBOM
KOMMYHHKAIIMH Ha THOCTPAHHOM SI3bIKE; OCOOCHHOCTEH CTHIIMCTUKY HAMCaHU OQUIHATBHBIX U HEO(PUIIMATIBHBIX MTHCEM,

- 3aTPYAHSACTCS MM HE MOXKET ITOKa3aTh YMEHHUS IIOCTPOCHUS BEICKA3bIBAHHSI B CMOJICITMPOBAHHBIX (IIPEATaraeMbIX) CUTYALIHIX
o0IeHns Ha ”HOCTPAHHOM $I3bIKE, IPABUIIBHO HCIIONB3YsI BepOaIbHbIEC 1 HEBEPOAIbHBIE CPEACTBA OOIICHHUS; BECTH ACTOBYIO
MEPETHCKY C YIE€TOM COLUOKYIBTYPHBIX OCOOEHHOCTEH € IPEICTABUTEISIMHU IPYTUX CTPaH;

- He BJIaZIceT MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JICJIOBOT'O OOIIEHHs, TEXHUKON JAETI0BOT0 MUChMa HA MHOCTPAHHOM SI3bIKE.

6. YHEBHO-METOJANYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIHHUIIJIMHBI (MOAYJISA)

6.1. Pexomenayemas jurepartypa

6.1.1. OcHoBHasi iUTEpaTypa

ABTOpBI, COCTaBUTENU 3arnaBue WznarenscTBo, roj On. aapec
JI1.1 |Ksacoga JI.B., AHTIHIACKHH A3BIK B 00JIACTH KOMITBIOTEPHOM Mocksa: Knopyec,

Tlonaneuemi C.JI., TEXHUKHU U TexHoJoruii = Professional english 2014

Cacdonona O.E. for computing: yuebHoe mocobue

6.1.2. Jlono/iHUTEIbLHAS JINTEPATYPa

ABTOpBI, COCTaBUTENU 3arnaBue W3narenscTBo, roj On. agpec
JI2.1 | CmupnoBa T.B., English for Computer Science Students: Mocksa: ®nuHTa,

IOnenscon M.B., yueOHOe Tocobue 2008

Hynapesa H.A.

6.3.1 Ilepevyenb mporpaMMHOro odecreyeHust

6.3.1.1 | Kaspersky Endpoint Security mis 6usneca CTAHIAPTHBIN

6.3.1.2 | MS Office

6.3.1.3 [NVDA

6.3.1.4 | MS Windows

6.3.1.5 | MS WINDOWS

6.3.1.6 | Annexc.bpaysep

6.3.1.7 | LibreOffice

6.3.1.8 | Moodle

6.3.2 TlepeuyeHb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | DnextpoHHO-6MbIMOTEYHAst cuctema [PRbooks

6.3.2.2 | ba3a naHHBIX «nekTpoHHas 6nbaroTexa I'opHO-ANTaliCKOTo TOCYAapCTBEHHOTO YHUBEPCUTETA»

7. OBPABOBATEJIBHBIE TEXHOJIOI'YMA

poreBas urpa




8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIINHbBI (MOAYJI)

Homep aynuropuu

Ha3znauenue

OcHOBHOE OCHAIIIEHHE

132 Al

VYueOHast ayiuTopus ISl IIPOBEICHHS
3aHATHH JIEKINOHHOT'O THUIIA, 3aHATHH
CEMHHAPCKOT'0 THIIA, KYpPCOBOTO
NPOSKTUPOBaHHMS (BBIIIOIHEHHS KYPCOBBIX
paboT), rpyIOBHIX ¥ HHIAWNBHIYaIbHBIX
KOHCYJbTallUH, TEKYLIEro KOHTPOJIS 1
IIPOMEKYTOUHOM aTTECTALIUU

Pabouee mecto npenonasatens. [locamounsiec MecTa
o0yJaromuxcs (1o KOJINIECTBY O0YJAIOIIHXCS).
Yd4eHndeckas JoCKa, MPe3eHTAIlMOHHAsS TPUOYHA

136 Al Y4eOHas ayaquTopus I IPOBEICHUS Pabouee mecto npenonaBatens. [locamounsie MecTa
3aHATHH JEKIIMOHHOTO THTIA, 3aHATHI oOyJaroruxcs (1o KOJINIECTBY OOYJaIOIIHXCS).
CEMHHAPCKOT0 THIIA, KYpCOBOTO WHTepakTHBHAS JOCKA C IPOEKTOPOM, KOMITBIOTED,
MIPOEKTHPOBAHMUS (BBITIOTHEHUS KYPCOBBIX MTOJIKITIOYEHUE K HHTEPHETY, yIeHHIecKas T0CKa,
paboT), rpyIIOBEIX U MHIUBHIYaIbHBIX Mpe3eHTaIlOHHAas TpuOyHa
KOHCYJIbTAIINMA, TEKYIIETO KOHTPOJIS U
MIPOMEXKYTOUHON aTTeCTalUun

215 Al KomMmmprotepHslii kiacc. YueOHas Pabouyee mecto npenogaBateis. [locamodnbie MecTa Iist
ayAUTOPHS JUTS IPOBEACHUS 3aHATUI oOydJarontuxcs (1o KOJINYECTBY 00YJaIOIMIHUXCS).
JIEKIIMOHHOTO TUTIA, 3aHATHI ceMuHapckoro | Kommbioteps ¢ noctynoMm B UHTEpHET
THIIA, KyPCOBOTO IPOEKTUPOBAHUS
(BBITIOJTHEHUS KYPCOBBIX PabOT), IPYIITOBBIX
Y MHUBUTYATBHBIX KOHCYITBTAIIHIA,
TEKYILIEro KOHTPOJISI U TPOMEXYTOUHOM
atrecranmu. [lomemenue ms
CaMOCTOSTEIIEHON PabOTHI

234 Al VYueOHast ayAuTOPUS VTS IPOBEACHUS Pabouee mecto npenonaBatens. [Tocamounsie MecTa

3aHATHH JIEKINOHHOTO THIIA, 3aHATHH
CEeMHHAPCKOT'0 THIIA, KYpPCOBOTO
NPOSKTUPOBaHHMS (BBIIIOIHEHHS KYPCOBBIX
paboT), rpyIIOBEIX U HHIAWNBHIYaIbHBIX
KOHCYJbTallUH, TEKYLIEro KOHTPOJIS 1
MPOMEXKYTOUHON aTTECTallUU

o0yJaroruxcs (1o KOJINIECTBY OOYJAIOIIHXCS).
Yd4eHndeckas J0cKa

9. METOANYECKHE YKA3AHUSA JJIS1 OBYYAIOIIIUXCSA IO OCBOEHHUIO JUCHUITIJIMHBI (MOAY JIS)

CamocTosTenbHast pa60Ta CTYACHTOB ABJISICTCA COCTaBHOM YaCThIO rnponecca 0OCBOCHU NPOrpaMMBbl IO JUCHUIIIINHE «CHSHKpr Ha
AHTJIMMCKOM SI3BIKE» M BKJIFOUAET HeOﬁXOZ[I/IMLIC ACIICKTBI OCBOCHUA NUCILUMIIIINHBI.

MeTO,ZII/I‘IeCKI/Ie PEKOMCEHAAIUU 110 MOATOTOBKE poneBoﬁ UT'PBI

B CTPYKTYpEC pOHGBOf/lI HUI'PBI KaK MpoLecca BbIACIIAIOTCA CIICAYOIINE COCTABJIAIOIINE:

. TeMa;

. pONH, B3ATHIC Ha ce0s UTPAOIIUMU;

. UTPOBBIC JEHCTBUS KaK CPEACTBA PEAIU3aLMN ITUX POJICH;

. UTPOBOE YIOTpeOICHNE MPEAMETOB, T. €. 3aMEIeHNEe PEalbHBIX BEIIed HIPOBBIMH, YCIOBHBIMH;
. peabHBIC OTHOMICHHS MEX]y HTPArOIIMU;

. CIOXKeT (conepikaHue) — 00JIacTh ACHCTBUTEIBHOCTH, YCIOBHO BOCIPOU3BOANMAS B UTPE.

B npouecce poneBoit Urpbl 0TpabaThIBAIOTCS M YCBAHBAIOTCSL:
1) aTHYecKre HOPMBI U ITpaBUJIa TOBEACHHS U ONIPE/CTICHHBIE COIATBHBIC POJIX B TOM HJIM MHOM 3THOKYJIETYPHOM COOOIIECTBE,;

2) ocoOeHHOCTH, XapaKTepHbIE YePTHI, BO3MOXKHOCTH T€X MM UHBIX COLUAIBHBIX TPYIIT WX ONPEAeICHHBIX KOJJIEKTUBOB —
QHAJIOTOB NPEINPUATHIL, PUPM, T.C. pa3IMYHbIC THITBI SKOHOMUYECKHUX M COLMAIBHBIX HHCTHUTYTOB, YTO BIIOCIEACTBUH MOXKET OBITH
TIEPEHECEHO B COLMAIBHYIO TIPAKTHKY;

3) yMEHHUsI COBMECTHOM KOJUIEKTUBHOW JESATEIILHOCTH;
4) KyAbTYpHBIE TPAIULIMU U HOPMBIL.

Pornesble Urpsl, TeMa U CIOXKET KOTOPBIX OCHOBAH Ha COZIEPKaHUH TEKCTOB, HILTIOCTPHUPYIOT IIOBEACHHE B CUTYAllUH
MEXKYIIBTYPHOTO OOIICHHUS.
B kadecTBe IpHeMOB, XapaKTEPHBIX AL METOA POJICBOIM UTPHI BHICTYMAIOT CIEAYIOIINE:

- IPHEM BOCCO3/IaHUsI KOMMYHHKAaTHBHOTO KOHTEKCTa, KOMMYHUKaTHBHOM CHTYalHH;

- IpUeM BUPTYAIbHON SKCKYPCHH, KOTOPBIH MOXKHO OpPTaHH30BaTh KaK C TOMOIIBIO TEXHHYECKHUX CPEJICTB, TAK U C HCHOIb30BAHUEM
peanpHBIX (hOTOMATEPHAIOB B yIEOHOH ayIUTOPHH,
- IPUEM JipaMaTH3allii, HallpaBJIeHHbIH Ha CO3IaHNUE YCIIOBUM, MPUOIIMIKEHHBIX K YCIOBUSIM PEaJbHOTO OOLIEHHMS, CBSI3aHHBIMN C
CO31aHHEM CUTYallUH OOLIEHMS, ONPeJIeIICHHEM LEJH, PAacIIpE/ICNICHUEM POJICH;

- mpueM pedIIeKCHBHON HACHTH(HUKAIINH, IPEAIONATaloNi HASHTH(HUKAINIO ¢ 0OBEKTOM OOIIEHNS U IIOBECTBOBAHNE OT UMEHH

3TOro 00BEKTA.




MertoauuecKkre yKa3aHus K HAMCAHHIO JICIOBOTO MHChMa
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.

MeTtoanyeckue ykazaHus K YTEHHUIO U NIEPEBOIy TEKCTOB MPO(ECCHOHATIBHON HAIPaBIEHHOCTH

TekcThl MpoQecCHOHATBHON HANpPaBICHHOCTH HAa HHOCTPAHHOM S3BIKE MOMHMO CBOCH OCHOBHOH 3amaun —
WH(POPMATUBHOCTH — TOMOTAIOT MOMOJHUTE OOMIMA ¥ TEMaTHYCCKUI CIIOBapHBIN 3amac, TPEHUPYIOT B HPOHM3HOIICHUH
HEMEIIKHUX CJIOB M BBIPAKEHHH, 3aKPEIUISIOT MpaBUia TPAMMATHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOM pedn.
IIpearexcroBblil sTan:

- TPOYTHTE 3aroJIOBOK M CKaXHUTE, O 4eM (0 KOM) OyIeT UATH pPedb B TEKCTE;

- 03HAKOMBTECHh C HOBBIMH CIIOBaMHU W CIIOBOCOYETAHMSIMHU (€CJIM TaKOBBIE JTaHBI K TEKCTY C MEPEBOJIOM);

- TMpodYMTalTe W BBHIIUIINTE CJIOBA, 00O3HAYAOMINE. .. (IAaeTCs PYCCKUM IKBHBAJICHT);

- BbIOEpUTE M3 TEKCTa CJIOBA, OTHOCSILHMECS K U3ydaeMOU TeMe;

- HaMIUTE B TEKCTE HE3HAKOMBIEC CIIOBA.

TekcToBbIil Tam:

- IPOYTHUTE TEKCT;

- BBIACIHTE CJIOBAa (CIOBOCOYETAHUS WIIH MPEIJIOKEHHS), KOTOPbIE HECYT BaXKHYIO (KITIOYEBYIO HH(POPMAIIHIO);
- BBHIUIIATE WIH TIOAYEPKHUTE OCHOBHBIC UMEHA (TEPMUHBI, ONPEICIICHNUs, 0003HAUCHYS);

- chopMynupylTe KIIOUEBYIO MBICIL KaXKAOTO ab3ala;

- OTMEThTE CJIOBO (CIIOBOCOYETAHHE), KOTOPOE Jydllle BCEro IepelaeT COAEp)KaHHe TeKcTa (4acTH TEKCTa).
[TocnerekcToBbIl 3TaIl:

- 03arJIaBbTE TEKCT;

- MPOYTHUTE BCIYX MNPEAJIOKEHHUS, KOTOPbIE MOSCHSIOT Ha3BaHUE TEKCTa,;

- HalliuTe B TEKCTE NPEAJIOKEHUS VIS ONUCAHMA ...

- moAaTBepAuTe (OMPOBEPTHHUTE) CIIOBAMHU W3 TEKCTA CIEAYIOIIYIO MBICID ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IUIaH TEKCTA;

- BBIUIINATE KIIOYEBBIC CIIOBA, HEOOXOAWMBIC IS TEpecKasa TeKCTa;

- TepecKaXkKUTe TEKCT, OTUPAsICh Ha IUIaH;

- TEepEeCcKaKuTe TEKCT, ONUPAsCh Ha KIIOUEBHIE CIIOBA.

ITpu moaroToBke pedepUpOBaHUUS TEKCTAa PEKOMEHIYSTCS! BOCIIONB30BATHCS CICAYIONICH MaMsITKOMU:

1. Tlocrme mpodTeHHsI TeKcTa pa3delTe ero Ha CMBICIOBEIC YacTH.

2. B kaxnoW yacTu HaiauTe MpeasioKeHHe (MX MOXET OBITb HECKOJIbKO), B KOTOPOM 3aKJIIO4YeH OCHOBHOW CMBICI 3TOH 4acTH
TeKCTa. BeIMUIINTE 3TH MPeUI0KEHHS.

3. TloguepkHUTE B 3THX MPEIUIOKECHUSIX KIFOUEBBIC CIIOBA.

4. CocraBbTe IIJIaH IEpeCcKasa.

5. Onupasch Ha IJIaH, IePEeCKaKuTe TEKCT,

6. Onupasch Ha KJIIOYEBBIE CIIOBA, PACCKAXKUTE TEKCT.

Mertoauueckue yka3aHHs II0 paboTe co cloBapeM
DopMBI CaMOCTOSITEIIEHOI PadOTHI CO CIIOBAapEM:

- IIOUCK 3aJIaHHBIX CJIOB B CJIOBApE;
- oOpeaieicHUE (I)OpM €AUHCTBEHHOI'O U MHOXXECTBEHHOI'O UM CJIa CYIICCTBUTCIIbHbBIX




- BEIOOD HYKHBIX 3HAYEHHH MHOTO3HAYHBIX CIIOB;
- IOMCK HY>KHOT'O 3HaYCHHUS CJIOB U3 YHCJIa TPAMMAaTHYECKUX OMOHHMOB;
- ITONCK 3HAYEHHS TIaroJia 1o 0JHOH U3 TIIaroJbHEIX (GopM.

1. ITpu moucke cioBa B cI0Bape HEOOXOIUMO CIEIUTh 32 TOYHBIM COBMAJCHUEM TpaduuecKoro opopMIeHUs HCKOMOTO U
Hal{ICHHOTO CJIOBA, B IPOTHBHOM ClIydae IepeBoJ| OyJeT HeNPaBHIbHBIM.

2. MHoOTHe cJI0Ba ABIAIOTCS MHOTO3HAYHBIMH, T.€. IMEIOT HECKOJIBKO 3HAYCHHUH, TIO3TOMY ITPH ITOMCKE 3HAYEHHS CJIOBA B CIIOBAPE
HEOOXOAMMO YUTaTh BCIO CIIOBAPHYIO CTAThIO M BBIOMPATH IS IEPEeBOJa TO 3HAYEHUE, KOTOPOE MOAXOAUT B KOHTEKCT
MpeIIoKeHUs (TeKCTa).

3. IIpu moucke B coBape 3HAUCHHMS CIIOBA B PAIE CIyJacB ClieyeT IPHHAMATh BO BHUMAHIE TPaMMaTHUSCKYIO (DYHKIUIO CIIOBa B
MpPEeTI0KEHUH, TAK KaK HEKOTOPBIE CI0BA BRITOTHSAIOT PA3IHMYHbIC TPAMMATHUCCKHE (DYHKIHH U B 3aBHCUMOCTH OT 3TOTO
HEePEeBOAATCS I10-Pa3HOMY.

4. Ilpn moucke 3HaUCHUS TI1aroiia B CI0Bape CIIELyeT UMETh B BUY, UTO IJIArojibl yKa3aHbl B CII0Bape B HEONPEIEICHHON GopMe B
TO BpeMsI KaK B NIPEJIOKEHNH (TeKCTe) OHU (PyHKIIMOHMPYIOT B Pa3HBIX BPEMEHAaX, B PA3HBIX TPAMMATHYECKAX KOHCTPYKIIHAX.
INouck rnarona 3aBUCUT OT €0 IPUHAATIEKHOCTH K KIACCY MPABHIBHBIX WM HEMPaBUIBHBIX ITIAT0IOB.




