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 38.03.01 2026 816.plx
38.03.01 DxoHOMUKA

buznec-ananuTHKa 1 IUQPOBas SKOHOMUKA

Kpammpuxarus O0axanasp
®dopma o0ydeHust o4Has
OO01mmast TpyI0eMKOCTh 23ET
YacoB 1o yueOHOMY IIaHy 72 Bunbl KOHTpoOIST B ceMecTpax:
B TOM UHCIIE: 3auet 7
ayUTOPHbIE 3aHATH 28
camocTosITeNbHast paboTta 35
4acoB Ha KOHTPOJIb 8,85

Pacnpenenelme YacoB JUCHUILIMHBI IO CeEMeECTpam

Cemectp 7 (4.1)
(<Kypc>.<Cemectp Ha Kypce>) Uroro
Henens 13 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
MPOBEICHIH aTTECTAINN
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 coctaBui(n):

cm.npenooagamens, [llabaruna Hamanws Buxmoposna

Pabouast mporpamMMa TUCIUILTHHBL
Cnenkypc Ha HHOCTPAHHOM SI3bIKe

paspabotana B coorBeTcTBrM ¢ PI'OC:

®denepabHbIN rOCYIAPCTBEHHBIH 00pa30BaTebHbBII CTAHAAPT BBICHIEro 00pa30oBaHus - OaKkaxaBpuar M0 HAIPABJICHUIO ITOrOTOBKU
38.03.01 Dxonomuka (puka3 MunooOpHayku Poccun ot 12.08.2020 1. Ne 954)

COCTaBJIcHa HA OCHOBaHHUY YIE€OHOTO IIIaHa!
38.03.01 DxoHOMHKA

YTBEPKIIEHHOTO Y4€HBIM coBeTOM By3a oT 29.01.2026 npotokon Ne 2.

PaGouast mporpaMma yTBeprKieHa Ha 3acelaHuu Kadeapbl
Kaq)eupa HHOCTPAHHBIX A3BIKOB H METOAMKHU NpeEnogaBaHus

ITpotokoin ot 09.04.2026 npotokon Ne 8

3aB. kadenpoit Uepenanosa Exareprna AHaTOJIbEBHA



Buzuposanue PIIJI s ncnosiHeHns: B 0UepetHOM y4e0HOM roay

Paboyas mporpamMMa mepecMOTpeHa, 00CyXkIeHa H 0J00peHa IS
ucnonHeHus B 2021-2022 yueOHOM roay Ha 3aceannu Kadeapsl
KadeIpa NHOCTPAHHBIX A3BIKOB U METOXHKH NPENoAaBaHUA

[Iporokom ot 2021 1. Ne
3aB. kadenpoit Uepenmanosa ExareprHa AHaTOJIbEBHA

Buzuposanmue PIIJ] s ucnonHenust B ouepeHoM y4eOHOM roay

Pabouas mporpaMma nepecMoTpeHa, o0cyxIeHa U 000peHa s
ucnonaenns B 2022-2023 yueOHOM oAy Ha 3aceIaHnH Kadeapnl
Kadeapa HHOCTPAHHBIX A3LIKOB H METOANKH NPeNoJaBaHus

[Ipotokom or 2022r. Ne
3aB. kadenpoit Uepenmanosa ExareprHa AHaTOJIHCBHA

Buzuposanmue PIIJ] ans ucnoiHeHust B ouepeHoM y4eOHOM roay

Pabouas nmporpamma nepecmMoTpena, o0CyxieHa U 0JJoOpeHa 1is
ucnonHenus B 2023-2024 yyeOGHOM oAy Ha 3aceIaHnu Kadeapel
Kadeapa HHOCTPAHHBIX A3LIKOB H METOANUKH NPeNoJaBaHUs

[Ipotokom ot 2023r. Ne
3aB. kadenpoit Uepenanosa ExatepriHa AHaTOJIbEBHA

Busuposanmue PIIJ] ans ucnosiHeHus B 0UepeiHOM y4e0HOM roay

Pabouast mporpamMmMa nepecMoTpeHa, o0cyxKaeHa u 000peHa s
ucnonHenus B 2024-2025 yyeOGHOM oAy Ha 3aceIaHnu Kaheaphl
Kadeapa NHOCTPAHHBIX SI3LIKOB U METOTMKH MPenogaBaHust

IIpotokom or 2024r. Ne
3aB. kadenpoit Uepenanosa Exarepuna AHaToJIbEBHA



1. HEJIX U 3ATJAYX OCBOEHUSA JUCHUIIJINHBI

1.

—_

<i>Ilenm:</i> coBEepIICHCTBOBAHNE HHOSI3BIYHON KOMMYHHKATUBHON KOMIIETEHITIH, HEOOXOIMMOI [Tl OOIIECHMS B
npogeccuoHaIbHOM chepe.

1.2 | <i>3agaun:</i> - COBEPIICHCTBOBAHUE JIEKCHKO-TPAMMATHICCKUX, HEOOXOAUMBIX I OOIICHUSI Ha HHOCTPAHHOM

A3bIKE B MPOECCHOHATIBHON AEATETHHOCTH;
- COBEpIICHCTBOBAHHE KOMMYHUKAaTHBHBIX YMEHUH (MOHOJOTHYECKON M IMAIOTHUECKOI peyr, YTEHHUS U HChMa) B
IPOLIECCE JIEI0BOTO OOIICHNUS HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Huxn (pazpen) OOIT:

| OTI.B

2.1 | TpeGoBaHus K NpeABaAPUTEILHOIl IOATOTOBKE 00y4al0IIerocs:

2.1.1

WHocTpaHHBIH SI3BIK

2.1.2

JlenoBoil HHOCTPaHHBIN A3bIK

2.2

JMCHUNINHBI U NPAKTUKH, JI1 KOTOPBIX OCBOECHHE JAHHOMN IMCUUITUHBI (MOXYJIfA) HEOOXOAUMO KAK
npealiecTByoLiee:

221

JMCIMIUINHEI Ha MOCIEAYIOIEM YPOBHE 00pa30BaHuUsI.

222

[TonroToBka K mpoueaype 3alUThl U 3aI1MTa BBITYCKHON KBaTH(PUKaLMOHHONW pabOTHI

3. KOMIIETEHIIMH OBYYAIOLETOCSI, ©OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSI TUCLIMTLINHBI
(MOZY.JIS)

YK-4: CriocodeH ocyliecTBJIATD 1€JI0BYI0 KOMMYHUKALMIO B YCTHOM U MUCbMeHHO opMax Ha rocyiapcTBEHHOM sI3bIKe
Poccuiickoii @enepannu U MHOCTPAaHHOM(bIX) A3bIKE(aX)

HN-1.YK-4: Brageer cucTeMoii HOpM PycCKOro JIMTEPATYPHOIO sI3bIKA NMPH €ro UCNO0Jb30BAHUM B KayecTBe

rocyl1apcTBeHHOro a3bika Poccuiickoii Megepaniuu 1 HOpMaMM HHOCTPAHHOTO(bIX) A3bIKA(0B), MCNOJIB3YeT Pa3IuYHbIe
(opmbl, BUABI YCTHOI M MMCbMEHHONH KOMMYHMKAIUH.

- 3HAaeT OCHOBHBIE TPAMMATHUCCKHE CTPYKTYPHI; 00IIEyNOTPEOUTENbHYI0, OOMEKYIbTYPHYIO X IPO(ECCHOHATBHYIO JICKCHKY;
pedeBble KIIUIIE, HEOOXOJUMBbIE AJIs1 OCYLLIECTBICHUS AEI0BOH KOMMYHHUKAILMHA HA HHOCTPAHHOM SI3BIKE;
- yMEeT TOCTPOUTH BBICKAa3bIBAaHUS B CMOZEIMPOBAHHBIX (IIPEATAraeMbIX) CUTyallUsX OOLIEHHS HA HHOCTPAHHOM SI3BIKE, IIPABHIIBHO
HCTIONB3YsI BepOanbHbIC U HeBepOanbHBIC CPEACTBA OOIICHNS;

- BlIaJieeT HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JEIOBOTO OOICHUSI.

4. CTPYKTYPA U COJEPKAHUE JUCHUIIJINHBI (MOAYJIS)

Kon
3aHATHS

HaumeHoBaHue pa3/iesioB U TeM /BH]
3aHATHS/

Cemectp /
Kype

Yacos

Komneren-
UK

JIutepatypa

Hnrte
PAKT.

IIpumeyanue

Pasnen 1. CogepxaHue pasaenos
ANCLUNMNHBI

1.1

Moaynb 1. Web. Tekctbr: utenne — Web,
The Internet. Aynnposanue An Interview
with a web-site effectiveness consultant.
Coobmenue no Teme. I pammaruka:
Oymyiiee Bpemsi.

Mp/

VJI-1.YK-4

J1.1J12.1

1.2

Monymns 2. Netiquette. TekcTbI: uTeHHE -
Netiquette; Research on the Internet.
AynupoBanue - Four people talking about
comunicative mistakes. ['oBopenue:
1.Coobmenue no teme. 2.CocTaBieHIEe
TE3UCOB. | paMMaTHKa: MOJAIIbHBIC
TJIArOJIBL.

Mp/

NJ-1.YK-4

J1.1J12.1




1.3 Mognyns 3. Designing Web Pages. 7 6 na-1.vyK-4 J1.1J12.1 0
TekcTol: utenue - Beginning HTML;
aynupoBanue — Home Page Hints.
I'oBopenne: 1.CoobuieHue o Teme.
2.YMeHue 3a7aBaTh BOIPOCHI U OTBEYATh
Ha HuX. 3. [Ipoekr. 'pammaruka:

IIpomIe ee BpeMs aHTIINICKOTO TIIarosia.

Mp/

1.4 Moaynb 4. Multimedia. Tekct: ureHue - 7 8 N1a-1.VK-4 JI1.1J12.1 0
Multimedia, Types of Error. 'oBopenwe:
1.coo0menue mo Teme.

2.pouneBas urpa. O6o0meHne
NIPOMIEHHOI0 MaTepHana.

Mp/

1.5 CamocrosiTenbHas paboTa mo 7 35 NAa-1.YK-4 JI1.1J12.1 0
JIUCLUMININHE BKJIIOYAET B CeOst
CIIEYIOIUE MTyHKTHI:

Pabora ¢ Texcramu.

IToaroroBka cooOIIeHNH IO TPOHICHHBIM
TEMaM.

Pabota ¢ ynpaxHeHHSIMH U3 pabouei
TeTpaju.

TToaroroBka K BBIIIOJHECHUIO
rpaMMaTHIecKux TecToB. /Cp/

Pasgen 2. lNpomexyToyHasa
aTTecTaums (3a4€T)

2.1 IMonroroBka k 3auéty /3auét/ 7 8,85 | UO-1.YK-4 0

2.2 KonrakTHas padora /KCPATT/ 7 0,15 | UO-1.VK-4 0

5. ®OHJI OHEHOYHbBIX CPEJICTB

5.1. [TosicHuTeILHAA 3alIHCKA

1. Do the test.
2. Translate the special text without a dictionary.

5.2. OueHo4HbIe CpeICTBA IS TEKYIIEro KOHTPOJIs

PedepaTrBHBIA EpeBO]] TEKCTOB.

5.3. TeMbl NUCHMEHHBIX PadoT (3cce, pedpepaThbl, KypcoBbIe padOTHI U JP.)

He npenycMoTpeHsI.

5.4. OneHo4HBIE CPEACTBA 1JIsl IPOMEKYTOYHOM aTTecTalMu

KoHTpoJsibHbIE TECTHI U 3aJaHus

(YK-4) CrnocobeH OCyIIeCTBIATh JSIOBYI0 KOMMYHHKAIIMIO B YCTHOW U MMCBMEHHOH (hopMax Ha roCyAapCTBEHHOM SI3bIKE
Poccwuiickoit @enepaiinu 1 THOCTpaHHOM(BIX) sI3bIKe(axX).

1. Tun Bonpoca "Ha cootBercTBHE"

dopmynupoBka Bonpoca: Match the job interview questions (1-5) with their answers (a-¢).

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.
¢) 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.

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

2. Tun Bonpoca "MHOXeCTBEHHBIH BEIOOD"

dopmynmposka Borpoca: 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
Kirou: 1

3. Tun Bonpoca "Ha coorBercTBue"
dopmynmpoBka Bompoca: 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 "MHOXeCTBEeHHBIH BbIOOD"

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
Kurou: 4

6. YHEBHO-METOJANYECKOE 1 THO®POPMAIIMOHHOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOAYJISA)

6.1. Pexomenayemas aurepatypa

6.1.1. OcHoBHas JMTepaTypa

ABTOpBI, COCTaBUTETH 3ariaBue W3snarenscTBO, TOI Dn. aapec
JI1.1 |Ksacosa JI.B,, AHruiickui 361K B 00JIaCTH KOMITBIOTEPHON Mocksa: Knopyc,

Ionsaneusrii C.JI., TEXHUKHU U TexHoJjorui = Professional english 2014

Cacdonona O.E. for computing: yaeObHoe ocobue

6.1.2. Jlono/HUTE/ILHAS JIMTEPaTYpa

| ABTOpBI, COCTaBUTENH 3arnaBue WznarenscTBo, rox 1. aapec




ABTOpBI, COCTaBUTETH 3arnaBue W3naTenscTBO, O On. aapec
JI2.1 | Cwmupnosa T.B., English for Computer Science Students: Mocksa: ®@nuHTa,

IOnenscon M.B., yueOHOe Tocobue 2008

Hynapesa H.A.

6.3.1 Ilepeyenb mporpaMMHOro odecreyeHust

6.3.1.1

Kaspersky Endpoint Security ans 6uzneca CTAHIAPTHBIN

6.3.1.2

MS Office

6.3.1.3

NVDA

6.3.14

MS Windows

6.3.2 TlepeueHb HHPOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1

DnexkTpoHHO-O0nbmoTeunas cuctema IPRbooks

6.3.2.2

Baza manHBIX «OneKkTpoHHAs OnOIHnoTeKa ['opHO-ANITaliCKOT0 rOCYIapCTBEHHOTO YHUBEPCHUTETA)

7. OBPABOBATEJIBHBIE TEXHOJIOI'NH

poseBast urpa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIIMHBI (MOAYJI)

Homep aynuropuu

Ha3znauyenue

OCHOBHOE OCHAILlEHHE

132 Al

Y4eOHas ayaquTopus I IPOBEACHUS
3aHATHI JEKIIMOHHOTO THIIA, 3aHATHI
CEMUHApCKOro TUIIA, KypcOBOTO
MIPOEKTHPOBAHUS (BBIIIOJHEHHS KYPCOBBIX
paboT), TPYIIOBLIX U MHIUBUIYAIbHBIX
KOHCYJIbTALMH, TEKYLIETO KOHTPOJIS U
MIPOMEKYTOUHON aTTeCTalUN

Pabouee mecto npenonasatens. [locanounsle MecTa
oOyJarorxcs (1o KOJIMIECTBY 00yJaromnuXcs).
VYueHnueckas J0cKa, Npe3eHTalMOHHAasl TpUOyHa

136 Al Y4eOHast ayAuTOpHs 7Sl IPOBEACHUS Pabouyee mecto npenoaasateis. [locagoynbie MecTa
3aHITHHA JEKIIMOHHOTO THIIA, 3aHATUN obOyuaronuxcs (110 KOTMYECTBY 00YJarOIIUXCH).
CEMHUHAPCKOT0 THTIA, KypCOBOTO HHTepakTUBHAS T0CKa C MPOEKTOPOM, KOMITBIOTED,
MPOSKTHUPOBAHUS (BBIMOJIHEHHSI KYPCOBBIX MOJIKIIIOUEHUE K MHTEPHETY, YUeHUYECKasl I0CKa,
paboT), TPYIIOBBIX ¥ WHAWBUIYAIbHBIX Mpe3CcHTAI[MOHHAS TPUOYHA
KOHCYJIBTAINH, TEKYIIET0 KOHTPOJIS U
MIPOMEKYTOYHOHN aTTeCTaIuN

234 Al VYueOHast ayIuTOpus ISl IIPOBENICHUS Pabouee mecto npenonasaresns. [locagounsie Mecta
3aHATHUH JCKIIMOHHOTO TUTIA, 3aHATHI o0yuaroruxcs (1o KOJIMYECTBY 00YJArOIIUXCS).
CEMUHAPCKOTro TUIIA, KypCOBOTO YyeHuueckast 1ocka
MPOSKTHUPOBAHUS (BBIIOJHECHSI KYPCOBBIX
paboT), TPYIOBEIX ¥ HHANBUIYaIbHBIX
KOHCYJIBTAlNH, TEKYIIETO0 KOHTPOIIS U
[IPOMEKYTOUHOM aTTECTALUU

209 b1 KomnbroTepHsrii kiace. YueOHas Pabouee mecto npenonaBatens. [locagounpie MecTa

AyAUTOPUS JUIS TIPOBEICHHS 3aHATHH
JIEKIIMOHHOTO THIIA, 3aHATHH CEMHHAPCKOTO
THUIA, KypCOBOTO TPOCKTHPOBAHUS
(BBITIOTHEHUS KYPCOBBIX Pa0OT), TPYIIIOBBIX
U MHANBUYalbHbIX KOHCYIbTAINH,
TEKYILEr0 KOHTPOJISI U IIPOMEIKYTOUHOMN
arrectauuu. ITomemenue s
CaMOCTOSATENLHOM paboThI

oOywaromuxcs (1o KOJIMIECTBY 00YJarOIINUXCS).
MapkepHas yyeHHUYecKasi J0CKa, IKpaH,
MYJIbTUMEANANIPOSKTOP, KOMIIBIOTEPHI C JOCTYIIOM B
Hurepner

9. METOANYECKHE YKA3AHUSA JJISA OBYYAIOIIINXCSA 110 OCBOEHHUIO JUCHUITIJIMHBI (MOAY JISA)

CamocTosTeIbHast pa60Ta CTYACHTOB SBJIACTCA COCTaBHOM 4aCThIO nmponecca OCBOCHUS MPOrpaMMbl IO JUCHUIITIMHE <<Cneu1<ypc Ha
AHTIINICKOM SI3BIKE» M BKIIFOUACT HCO6XOZ[I/IMBIC aCIICKThl OCBOCHUA NUCIHMIIINHEI.

Meronnyeckue peKOMEHAALNHU 10 TOATOTOBKE POJIEBOM UTPBI

B cTpykType poneBoi HrpsI Kak IPOLecca BBIACISIOTCS CIESIYIOIINE COCTABISAIOIIIE:

. TeMa;

. ponH, B3AThIE Ha Ce0s UTPAIOLIUMU;

. UIPOBbIE JEUCTBHSI KaK CPENCTBA peal3allil ITHX POJIEH;

. UTPOBOE YIMOTpEOICHHE MPEAMETOB, T. €. 3aMEIICHNE PEANbHBIX BEIel HIPOBBIMH, YCIOBHBIMH;
. pealbHble OTHOILEHHS MEXIY UIPAIOLIMMU;

M CHOXKET (coz[epxcaHHe) — 00J1acTh Z[eﬁCTBPITGJ'IBHOCTPI, YCJIOBHO BOCHPOHM3BOAMMAs B UIPE.




B nponecce poneBoit urps! 0TpabaTHIBAIOTCA U YyCBAUBAIOTCS:

1) aTHYECKHEe HOPMBI U IIPaBUJIA MIOBEJCHHS M ONPEIEICHHBIC COLMAILHBIC POJIM B TOM WJIM HHOM 3THOKYJIBTYPHOM COOOIECTBE;

2) 0cOOEHHOCTH, XapaKTepHbIC YePTHI, BO3SMOKHOCTH TEX MM WHBIX COIMABHBIX TPYIIT HITH ONIPECTICHHBIX KOJUIEKTHBOB —
AHAJOTOB IPEINPUITHH, GUPM, T.€. PA3TNIHBIC TUITHI YKOHOMIUYECKHAX U COLUATBHBIX HHCTUTYTOB, YTO BIOCIIEICTBUN MOXKET OBITH
MEPEHECEHO B COLUAIBHYIO MIPAKTUKY;

3) yMeHHs1 COBMECTHOMN KONJIEKTUBHON AEATEIBHOCTH;

4) KynbTypHBIEC TPaIUIAH U HOPMBEI.

Ponesble Urpsl, TeMa U CHOKET KOTOPBIX OCHOBAH Ha COJEPKAHUU TEKCTOB, MIUIIOCTPUPYIOT IIOBEACHUE B CUTYyaLlUl
MEXKYJIBTYPHOTO OOILCHHUS.

B kadecTBe npreMoB, XapaKTEPHBIX AJIS1 METOJA POJIEBOM UIPBI BBICTYNAIOT CIEAYIOLIME:

- IPHEM BOCCO3/1aHHsI KOMMYHUKATUBHOI'O KOHTEKCTa, KOMMYHUKATUBHON CUTYyalUH;

- IpUeM BUPTYaIbHOH SKCKYPCHH, KOTOPBI MOJKHO OPraHU30BaTh KakK C IOMOIbIO TEXHUYECKUX CPEJCTB, TAaK U C UCTIOIb30BAaHUEM
peasbHBIX (POTOMATEPHAIOB B y4eOHOH ayJUTOpHH,

- IpHUeM ApaMaTH3aIiH, HallpaBICHHBIH Ha CO3JJaHUE YCIOBHH, IIPHOIIIKEHHBIX K YCIIOBUSIM PEaTbHOTO OOIICHNS, CBSI3aHHBIH C
CO3JJaHUEM CHUTYallUH OOIECHUS, ONIpeAeIeHIEM LIeNHU, PACIpeIeICHUEM POJIeH;

- IpreM pedIeKCUBHOMN NACHTH(UKALMHI, NPEIIIOaraloi HASHTUUKALUIO C 00bEKTOM OOIIEHUS ¥ IOBECTBOBAHUE OT UMEHH
3TOTO OOBEKTA.

Meroanueckue yKa3aHus K HAITHCAHUIO JETOBOrO 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.

Mertoauueckre yka3aHHs K YTEHHUIO U NIEPEeBOY TEKCTOB NPOGheCCHOHATbHON HAIIPaBICHHOCTH

TexcTbl npodeccnoHaNnbHOM HANpPaBICHHOCTH HA MHOCTPAHHOM SI3bIKE NTOMHMO CBOEGH OCHOBHOWM 3ajaud —
MH()OPMATHBHOCTH — ITOMOTAIOT ITOTIOJTHUTh OOIIMH M TeMaTHYECKUIl CIIOBapHBIH 3amac, TPEHHPYIOT B MPOHW3HOIICHHH
HEMEIIKHX CIOB M BBIPQKEHMH, 3aKpeIUISIOT NpaBHiIa I'PaMMATHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHON pEeUH.
[IpenTexcroBelii 3Tam:

- TIPOYTHTE 3aroJIOBOK M CKaXHTe, 0 4eM (0 KOM) OyJeT HATH pedb B TEKCTE;

- O3HAaKOMBTECh C HOBBIMH CIOBAMH M CIIOBOCOYETAHUSIMHU (€CIM TaKOBBIE IAHBI K TEKCTY C IEPEBOJIOM);

- TPOYUTANTE W BBHINUIINTE CIOBa, 0003HAYAIOIIKE. .. (IaeTcs PyCCKUN SKBUBAJICHT);

- BBIOEpUTE U3 TEKCTa CIIOBA, OTHOCSIIMECS K U3y4aeMoi Teme;

- HallIuTe B TEKCTE HE3HAKOMBIE CJIOBA.

TexcTOBBIN 3Tam:

- IPOUYTHUTE TEKCT;

- BBIACIHTE CJIOBa (CIOBOCOYCTAHHS WM IPEIUIOKCHNUS), KOTOPBIE HECYT BaKHYIO (KITIOUEBYIO HH(OPMAIIHUIO);
- BBIIWIINTE WM ITOTYEPKHUTE OCHOBHBIC HMEHA (TCPMHHBI, ONIPEIeICHIUs, 0003HAUCHU);

- chopMynupyiTe KIIOUEBYIO MBICIbL Ka)I0ro adsana;

- OTMETBTE CIOBO (CIOBOCOYETAHHUE), KOTOPOE Jydllle BCErO MEPENAeT COAEp)KaHME TEKCTa (YacTH TEKCTa).
INocnerexcToBblii 3Tam:

- 03arJaBbTE TEKCT;

- IPOYTUTE BCIyX NPEUIOKEHUS, KOTOpPbIE MOSCHAIOT Ha3BaHHE TEKCTa;

- HalUTE B TEKCTE INPEIUIOKCHUS IS ONMHUCAHMUS ...

- TOATBepAWTE (ONIPOBEPTHHUTE) CIOBAMHU M3 TEKCTa CICAYIOUIYIO MBICIH ...

- OTBEThTE Ha BOIPOC;




- COCTaBbTE IIJIAaH TEKCTa;
- BBINUIIUTE KIIOUEBBIE CIIOBA, HEOOXOAMMBIE JUI MepecKa3a TEKCTa;

- TepecKaXuTe TEKCT, ONMpasCh Ha IJIaH;

- TIEPecKaKUTe TEKCT, OIHUPASACH Ha KIIFOUECBHIE CIIOBA.

IIpu moaroroBke pedepupoBaHUUS TEKCTa PEKOMEHJYETCs! BOCHOIb30BAThCS CIEMYIOIIeH MaMATKOM:

1. INocne mpouTeHUst TeKcTa pa3OeHTe €ro Ha CMBICIOBBIC YACTH.

2. B xaxpmoil wacT HaWAWTe NPEUIOKECHHE (MX MOXKET OBITh HECKOJBKO), B KOTOPOM 3aKJIIOYEH OCHOBHOW CMBICI 3TOH YacTH
TEKCTa. BEIMUIINTE 3TH IpeII0KCHHUS.

3. IoguepkHHUTE B ITHX NPEUIOKEHUSIX KIIIOUEBBIE CIOBA.

4. CocraBbTe IIIaH IepecKasa.

5. Onmpasch Ha IUIaH, IEPECKAKUTE TEKCT,

6. Onupasch Ha KIIOYEBHIE CIIOBA, PACCKAXKUTE TEKCT.

MeToauueckue ykasaHus Mo paboTe co ciIoBapeM

DopMBI CaMOCTOSTENBEHON PabOTHI CO CIOBAPEM:

- TIONCK 3aJJaHHBIX CJIOB B CIIOBapE;

- ompefienieHHe (POPM SIUHCTBEHHOTO M MHOXECTBEHHOTO YHCJIA CYIIECTBUTENBHBIX;
- BBIOOp HY)KHBIX 3HaYEHUH MHOTO3HAYHBIX CIIOB,;

- IOMCK HY)KHOT'O 3Ha4€HUS CJIOB U3 YMCIJIa TPAMMAaTHUECKUX OMOHHUMOB;

- ITONCK 3HAYEHHS TIaroJia 1o OJHOH U3 TIIaroIbHbEIX GopM.

1. TIpu noucke cosa B coBape HEOOXOJUMO CIEANTD 38 TOUHBIM COBIAJCHHEM TIpapuuecKoro ohopMICHHS HCKOMOTO 1
HaWJIEHHOTO CIIOBA, B IPOTHBHOM CIIydae IepeBo]] OyIeT HelpaBIIbHEIM.

2. MHorue clioBa SIBJISIOTCS MHOTI'O3HA4YHbIMH, T.C. HMCIOT HCCKOJIBKO 3Ha‘IeHI/II\/'I, TIO3TOMY IIPU MMOUCKE 3HAYCHUA CJI0OBA B CJIOBApe
HCO6XOI[I/IMO YUTaATh BCIO CJIOBAPHYIO CTATHIO 1 BbI6l/lpaTb JUI IEPEBOJia TO 3HAUCHUE, KOTOPOC NOAXOAUT B KOHTEKCT
HPEUIOKEHHUS (TEKCTA).

3. IIpu momcke B CIOBape 3HAYCHHUS CIIOBA B PsiJie CITydaeB CIeAyeT IPUHUMATh BO BHUIMAHHE TPAMMATHUECKYIO (DYHKIIMIO CIIOBA B
MPEAJIOKEHNH, TaK KaK HCKOTOPBIC CJI0BA BBIMTOJIHAIOT PA3JIMYHLIEC TPAMMATUYECKNC Q)YHKHI/II/I " B 3aBUCUMOCTH OT 3TOI'0
HEePEBOASATCS [10-Pa3HOMY.

4. Ilpn moncke 3HaUSHNUS TI1aroiia B CJI0Bape ClIeIyeT UMETh B BUY, UTO IJIaroiibl yKa3aHbl B CIIOBAPE B HEOIIPEICNICHHON (opMe B
TO BpeMsI Kak B IIPEATIOKEHHUH (TeKCTe) OHU (DYHKIMOHUPYIOT B Pa3HBIX BPEMEHAX, B PA3HBIX IPAMMATHYECKIX KOHCTPYKIUSX.
ITouck riarojia 3aBUCHUT OT €T0 MPUHAAJICIKHOCTH K KJIACCY MPAaBUJIbHBIX WM HEIIPAaBUJIbHBIX I'1IarojioB.




