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)

Cnemcypc HA HHOCTPAHHOM HA3bIKC

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

Y4eOHsIit mTaH 09.03.03_2025 825.plx
09.03.03 IlpuxnanHas nHGOpPMATHKA

WHXUHAPUHT NpeIpUsATHI 1 HHGOPMAIIMOHHBIX CHCTEM

Kpanmnouxamus O0axanasp
®dopma o0ydeHust o4Has
OO01mmast TpyI0eMKOCTh 23ET
Yacos 1o yueOHOMY IIaHy 72 Bubsl KOHTPOJIA B ceMecTpax:
B TOM YHCJIE: 3a4eThl 2
ayUTOPHbIE 3aHATH 28
camocTosITeNbHast paboTta 35
4acoB Ha KOHTPOJIb 8,85

Pacnpezle.ﬂelme YacCoB JUCHUIIVIMHBI 110 CEMeECTPpaM

Cemectp 2(1.2)
(<Kypc>.<Cemectp Ha Kypce>) Hroro
Henens 16
Bup 3anaruit v PII i PII
[IpakTuueckue 28 28 28 28
KoHTpoab caMocToATeNbHON paOboTHI TIPH 0,15 (0,15 |0,15 [0,15
MPOBEICHUH aTTECTAIIUU
Hroro ayx. 28 28 28 28
KonrakTHas pabora 28,15 | 28,15 [ 28,15 | 28,15
Cawm. pabota 35 35 35 35
Yacel Ha KOHTPOJIb 8,85 8,85 |8,85 |8,85
Uroro 72 72 72 72




IIporpammy coctaBuin(u):

cm.npenooagamens, [labanuna Hamanvs Buxmoposha.

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)

COCTaBJICHAa Ha OCHOBAaHWHU y4eOHOTO IUIaHA:
09.03.03 TIpuknagHas HHPOPMATHKA
YTBEPXKICHHOTO Yu4&HBIM coBeTOM By3a oT 30.01.2025 mporoxoi Ne 2.

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

[Iporoxon ot 10.04.2025 npotokon Ne §

3aB. xaenpoit Uepenanosa Exatepuna AHaTOIbEBHA



Buzuposanue PIIJI s ncnosiHeHns: B 0UepetHOM y4e0HOM roay

Paboyas mporpamMMa mepecMOTpeHa, 00CyXkIeHa H 0J00peHa IS
ucnonHeHus B 2026-2027 yueOHOM TOAY HA 3aceaHuK Kadeapbl
KadeIpa NHOCTPAHHBIX A3BIKOB U METOXHKH NPENoAaBaHUA

[Iporokom ot 2026 1. No
3aB. kadenpoit Uepenanosa ExaTeprna AHaTomseBHA

Buzuposanmue PIIJ] s ucnonHenust B ouepeHoM y4eOHOM roay

Pabouas mporpaMma nepecMoTpeHa, o0cyxIeHa U 000peHa s
ucnonHenns B 2027-2028 yueOHOM roay Ha 3aceIaHuu Kaheapol
Kadeapa HHOCTPAHHBIX A3LIKOB H METOANKH NPeNoJaBaHus

[Ipotokom or 2027r. Ne
3aB. kadenpoit Uepenanosa ExaTepuna AHaTombeBHA

Buzuposanmue PIIJ] ans ucnoiHeHust B ouepeHoM y4eOHOM roay

Pabouas nmporpamma nepecmMoTpena, o0CyxieHa U 0JJoOpeHa 1is
ucronHeHus B 2028-2029 yueOGHOM roay Ha 3aceIaHuu Kaheapol
Kadeapa HHOCTPAHHBIX A3LIKOB H METOANUKH MPENoJIaBaHUs

[Ipotokom ot 2028T. Ne
3aB. kadenpoii Uepenanosa ExaTepruna AHaToIbeBHA

Busuposanmue PIIJ] ans ucnosiHeHus B 0UepeiHOM y4e0HOM roay

Pabouast mporpamMmMa nepecMoTpeHa, o0cyxKaeHa u 000peHa s
ucnonHenus B 2029-2030 yueOGHOM roay Ha 3aceIaHuu Kaheapbl
Kadeapa NHOCTPAHHBIX SI3LIKOB U METOTMKH MPenogaBaHust

IIpotokom or 2029r. Ne
3aB. kagenpoit Yepenanona Exatepiuna AHaTtonseBHA



1. HEJIA U 3AJAYY OCBOEHUSA JUCIITUITIJINHbBI

1.1 | Henu: coBepIeHCTBOBAaHHE WHOS3BIYHOH KOMMYHHKATHBHOW KOMIIETEHIIMY, HEOOXOAUMOMW /sl OOLICHUS B
npogeccroHaIbHOM chepe.

1.2 | 3aoauu: - COBCPLUICHCTBOBAHUC JICKCUKO-I'DAMMATUYCCKUX, HeO6XO,I[I/IMBIX JUIIsL O6H.ICHI/I$I Ha MHOCTPAHHOM A3BbIKE B

npodeccHOHANBHOMN NeSTeNbHOCTH;
- COBEpIICHCTBOBAHHE KOMMYHHKATHBHBIX YMEHHH (MOHOJIOTHYECKOW M AMAIOTHYECKON pedH, YTEHHs U MHChMa) B
IpoLEecce JISNIOBOTO OOIICHUS HA HHOCTPAHHOM S3BIKE.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Huxn (pazpen) OOIT:

| ®TI.B

2.1 | TpeGoBaHusl K IpeIBAPHTEIbHOI IOATOTOBKE 00y4aI0LIEIoCs:

2.1.1

WHuocTpaHHBIH SI3BIK

2.2

JucuumInHbI 1 NPAKTHKH, 1JIS1 KOTOPBIX 0CBOEHHE JAHHOM TUCHUIINHBI (MOXY/IS1) HE0OX0IUMO KaK
npeiIecTBYIOIIee:

221

I[I/ICLIPIHJ'II/IHBI Ha 1TocCJICAYHOIIEM YPOBHE 06pa30BaH1/m.

222

BrimonHeHue U 3aIUTa BRITYCKHON KBaIH()UKAIIMOHHON paboTHI

3. KOMIIETEHLIMHA OBYYAIOLIETOCSl, ®OPMHAPYEMBIE B PE3YJIbTATE OCBOEHUSI TUCLMITIUMHBI
(MOJY.JIST)

YK-4: CriocodeH ocylecTBIATH eJI0BYI0 KOMMYHHKAIMIO B YCTHOH U MHCbMEHHOMH ¢opMaxX Ha rocy1apcTBeHHOM SI3bIKE
Poccuiickoii @enepannu 1 MHOCTPpAaHHOM(bIX) A3bIKE(2X)

N/1-1.YK-4: Birageer cucTeMoii HOPM PYCCKOTO JINTEPATYPHOTO SI3bIKA MPH €r0 HCMOJIb30BAHNH B KaYecTBe

rocy1apcTBeHHOro a3bika Poccuiickoii Megepaniuu 1 HOpMaMH HHOCTPAHHOTO(bIX) A3bIKA(0B), MCMOJIB3YeT Pa3IHYHbIE
(opMbI, BUABI YCTHOMH M NMCbMEHHONH KOMMYHHKALMH.

- 3HACT OCHOBHBIC I'PAMMAaTUYCCKUC CTPYKTYPBI; O6H.[Cyl'[OTpe6I/ITCJIBHyIO, O6H.[CKy.HI>TypHyIO u HpO(l)CCCI/IOHaJILHyIO JICKCUKY,
PEYCBBIC KINIIE, HGOGXOZII/IMI)IC JUTST OCYHICCTBICHUSA HeﬂOBOﬁ KOMMYHUKA HA UHOCTPAHHOM A3BIKE;
- YMCCT NMOCTPOUTH BbICKA3bIBaHWA B CMOJACIIMPOBAHHBIX (npez[naraeMLIx) CUTYyalUsIX O6H.[CHI/I$I Ha NHOCTPAaHHOM S3BIKE, ITPAaBUJIBHO
HCIIOJIb3YA BCp6aJ'lLHBIe n HeBep6aﬂLHBIe CpeacCTBa O6HI€HI/I${;

- BJIaACCT NTHOCTPAHHBIM SA3BIKOM KaK CTHUIIEM ICJIOBOTO 06IlIeHI/I$I.

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

Kona
3aHATHS

HauMeHoBaHMe pa3aenoB U TeM /BUJ
3aHATHS/

Cemectp /
Kype

Yacos

Komneren-
UK

Jlutepatypa

Hnre
PAKT.

IIpumeuanue

Paznen 1. Conep:xanue pasiesioB
JMCIHUILTHHBI

1.1

Monyns 1. Web. Tekctsl: uterne — Web,
The Internet. Aynuposanue An Interview
with a web-site effectiveness consultant.
Coobmenue mo Teme. ['pamMmaruka:
Oymy1iee Bpems.

Mp/

N-1.YK-A4

JI1.1J12.1

[TepeBon
TEKCTa.

1.2

Monynsb 2. Netiquette. TekcTbl: uTeHHE -
Netiquette; Research on the Internet.
AymupoBanue - Four people talking about
comunicative mistakes. ['oBopenue:
1.Coo0menue no teme. 2.CocraBiieHuE
TE3MCOB. | paMMaTHKa: MOAITEHEIC
TJIarOJIBL.

Mp/

NJ-1.YK-4

J1.1J12.1

Tecr.




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/

Paznen 2. Ilpomekyrounasi arrecrauus

(3auéT)
2.1 IoaroroBka k 3auéry /3auér/ 2 8,85 | UI-1.YK-4 0
2.2 Konraktnas pabora /KCPATT/ 2 0,15 | UA-1.YK-4 0

5. ®OHJ OIEHOYHbIX CPEACTB

5.1. losicHuTEeILHAS 3aNMCKA

1. OnieHOYHEIE Cpe€acCTBa MpcaHa3sHauCHbI JJIsI KOHTPOJISI U ONCHKU 06pa3OBaTeJ'ILHLIX JOCTHXKEHUM 06yqa}0m1/1xc;l, OCBOUBIIINX
nporpammy y‘IC6HOI71 JUCHUILINHBI ((CHCIIKpr Ha THOCTPAHHOM SA3BIKC).

2. ®DOoH/T OLIEHOYHBIX CPpEACTB BKIIOYACT KOHTPOJIBbHBIC MATEPHUAJIbI AJI IMIPOBEACHUA TCKYILICTO KOHTPOJIS B (bopMe TECTOBBIX
BaﬂaHHﬁ, TCEKCTOB JIsI YTCHUA U IICPEBOJA, HpOMC)I(yTO‘IHOfI arTecTtalliu B (bopMe BOIIPOCOB U 3aJJaHAH K 3a4CTy.

5.2. OueHoYHbIE CPeACTBA IS TEKYIero KOHTPOJIs

BxomHO KOHTpOJIE (IPUMEPHOE 3a/IaHKE)

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. BeibepuTte noaxosiiee oTHocuTenbHoe Mectoumenue: The principal of Ridgecrest High School, ... had worked there for over




ten years, finally decided to retire.
BapuaHThI OTBETOB:

1 which

2 who

3 where

4 when

Kputepuu ouenku:

CrynenT BoinonHua 84-100% 3anaHuil «OTIMYHOY, TIOBBIIIICHHBIH YPOBEHB

CryneHT BeIOIHUI 66-83% 3a1aHuil «XOPOIIO», IOPOTOBBIN YPOBEHb

Crynent BermonHmI 50-65% 3amannii «yI0BIETBOPUTEIHHOY», HOPOTOBEIA YPOBEHb

Crynenrt BeinonHun MeHee 50% 3a1aHUil «HEYTOBICTBOPUTENIBHO», YPOBEHb HE COPMHUPOBAH

1 Cemectp
Texymuii KOHTPOIb 1

OneHouHoOe cpencTBO « MOHOIOTHYECKOE BHICKA3bIBAHNE)
( 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«OTINYHOY: TEMa MOHOJIOTa IIOJHOCTBIO pacKpbiTa. CTYJCHT JOrMYECKH BEPHO, apTYMEHTUPOBAHO U SICHO CTPOUT YCTHYIO
peyb ¢ IMOMOIIBI0 Pa3HOOOPa3HBIX CHHTAKCHYECKHUX CTPYKTYp. JleMOHCTpUupyeT 3HaHHEe COBOKYITHOCTH (DOHETHYCCKHX,
JIEKCHYECKHUX M TPAMMAaTHIECKAX 3aKOHOMEPHOCTEH H3y9aeMOoTo sA3bIKa. YMeeT BBICTYIIATh Ha IyOJIHKe, HCTIONb3Ys
COOTBETCTBYIOIIME TAKTHKH U CTPATEIUU HA M3y9aeMOM HHOCTPAHHOM si3bIKe. BiajieeT HaBbIKaMH IPAMOTHOT'O UCIIOIB30BAHHMS
HOPM H3Yy4aeMOro si3bIKa C YYETOM CTaHJAPTOB PEUYCBOM MPO(ECCHOHABHOM KYIBTYpBI M 3TUKH. [Ipy 0TBETE Ha BONPOCHI IIOCIIE
BBICTYIUICHHS IEMOHCTPUPYET MOHMMAaHHE ITOJTHOTO COAEPKaHU HHPOpMaLNH, TIOJTyIeHHOH U3 3apyOeKHBIX HCTOYHUKOB Ha
MOATOTOBUTEIEHOM 3Tare.

OLeHKa«XOpOIIO»: TeMa MOHOJIOTa PACKPbITa B IIOJITHOM 00bEME, HO MOT'YT BCTPEUYAThCSI HE3HAUUTEIIbHBIC IPAMMATHIECKHE U / WITH
JIEKCHYECKHE OIMNOKH, He 3aTPyAHAIOIINE TOHIMaHHe TeKcTa. CTyIeHT JIOTHUECKH BEpHO, apTYMEHTHPOBAHO H SICHO CTPOUT
YCTHYIO peub ¢ TIOMOIIBIO Pa3HOOOPA3HBIX CHHTAKCHYECKUX CTPYKTYp. BiageeT HaBbIKaMK TPaMOTHOTO HCIIOIB30BAaHUS HOPM
U3y4aeMoro s3bika. [Ipu oTBeTe Ha BOIPOCHI OCIE BBHICTYIUICHUS JIEMOHCTPUPYET IOHUMaHKe OOIIEro coaepKanus nHopManu,
MOTYYEHHOH 13 3apyOe)KHBIX ICTOYHUKOB Ha OATOTOBUTEIHEHOM JTaIle.

O1LeHKa«yI0BIETBOPUTEIBHO»: MOHOJIOT MTOCTPOEH C IIOMOLIBIO MIPOCTHIX CHHTAaKCHYECKUX KOHCTPYKIHMit. Berpeuatores
HapyIICHNs JTOTHKH; JOMYIIEHbl TPaMMaTHYECKUE, IyHKTyallHOHHbIE, OphorpaduIecKue 1 / WK JISKCHYECKUE OMINOKH, He
3aTpyIHAIOINE TOHIMaHHE.

OLICHKa«Hey,HOB.]'IeTBOpI/ITeJ'ILHO»IHC,I[OCTaTO‘{HLIfI CJ'IOBapHLIfI 3arac, HCIIpaBUJIIbHOC UCIIOJIb30BAHNE I'PaMMAaTHYCCKUX CTPYKTYD,
MHOTI'OYHCJIEHHBIE SI3bIKOBBIE OIIMOKY HE IO3BOJISIFOT BEIIIOJIHUTD IMOCTAaBJICHHYIO 3a/1a41y.

OreHouHOe cpencTBo «IlepeBos TekcTay
(ITpumepHbIe 3a7aHMS)

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.

Kputepuu ouenku:

Ornenka "OTJIMYHO": CTYJIEHT CAaMOCTOSITEIbHO PEaH3yeT YMEHHUS 10 MEePeBOAY NPOPEeCcCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha
rOCyIapCTBEHHBIN S3bIK M 00PaTHO, BIIaJEEeT OCHOBAMH TEXHHUKHU MEPEBOJA..

Ornenka "xopomio": CTyIeHT crocoOeH MoKa3aTh yMEHHE TIepeBoia MPOo(eCcCHOHANTBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYIapCTBEHHBIH S3BIK H O0OPaTHO, CHOCOOEH YaCTHYHO [TOKA3aTh BIAJCHHE OCHOBAMU TEXHUKH MEpPEeBO/a.

OreHka "yOBIETBOPUTEIBHO": CTYIEHT CIIOCOOEH 10/ PyKOBOJICTBOM MpenoaaBarTels MoKa3aTh yMEHUs MO IePEBOLY
npodeCCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO Ha FOCYIapCTBEHHBIN S3BIK M OOPaTHO, CHOCOOEH ITOKA3aTh YACTHIHOE BIIAJICHHE
OCHOBaMHM TEXHUKH IIEPEBOAA.

OreHka "HeyIOBIETBOPUTENHHO" : CTYIEHT 3aTPyIHIETCS HIIM HE MOXKET M0Ka3aTh YMEHUs, HE BIIaIeeT OCHOBAMH TEXHUKH
nepeBoja

1 Cemectp
Tekymuii KOHTPOJIH 2
OneHouHoe cpeactBo «Posesas urpa»

(ITpumepHBIE TEMBI POJIEBBIX UTP)

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 onenxu:

OreHka "OTIHYHO": CTYACHT AEMOHCTPUPYET XOPOIIHNE HABBIKUA H YMEHHS CBOOOTHOTO PEYEBOr0 B3AaHMOICHCTBHS C TAPTHEPAMH:
yMeeT HaqaTh, TIOAEpKaTh U 3aKOHINTH Oecery; coOmonaeT 09epéHOCTb IpH 0OMEHe pPeIuInKaMt; BOCCTaHABINBAeT Oeceny B
ciryqae c0osl; ABIIeTCS aKTUBHBIM, 3aHHTEPECOBAHHBIM COOECETHUKOM; COOMIOaeT HOPMBI BEXKITHBOCTH. Y MEET 3MOLHOHATIBHO
n300pa3uTh XapakTep, HAaCTPOSHHE, UyBCTBA UCIIOIHIAEMOIO T€pOsl B pa3IMYHbIX CUTYALUSIX; YIIOTPEOISIET CI0KHBIE
rpaMMaTHYeCKHEe KOHCTPYKIIMU B PEUH; IOMTyCKaeT He3HAYNTEIFHBIC TPAMMATHIECKHE OMINOKH; YITOTPeOIIsieT pa3roBOpHBIE
(hopMyYIBI B COOTBETCTBHH C CUTYaIHEH OOIICHHUSI.

Orenka "xopouo": CTyIEeHT JeMOHCTPUPYET HAaBBIKU  YMEHHSI CBOOOTHOTO PEUYE€BOr0 B3aUMOJICHCTBHUS C TApTHEPAMH: YMEET
Hayark, MOJIePKaTh (B OOJNBIIMHCTBE CITy4aeB) U 3aKOHYHUTE Oecey; COOMI0IaeT 04epEAHOCTD IPU 0OMEHE PEIUIMKAMI;
JIEMOHCTPHPYET HaNn4ne mpo0IeMbl B TOHUMaHHH cOOeCeTHIKA; He BCeria cOOMoaeT HOPMBI BEKINBOCTH. Y MeeT
SMOIMOHANBHO H300pa3UTh XapaKTep, HACTPOCHUE, YyBCTBA HCIIOJIHAEMOTO Iepos B Pa3INUHBIX CUTYAIUSIX; YIOTPeOIIeT B pedn
MIPEUMYILECTBEHHO MPOCThIE NPEIOKEHNS; OIYCKaeT HE3HAYMTEIbHbIE TPAaMMaTHUECKUE OIIMOKY; yIOTpeOJIsieT pa3roBOPHbIE
(hOpMyITBI B COOTBETCTBHH C CHTYallle OOIICHUS.

Ornenka "yIoBIETBOPUTENHHO" ! CTYACHT HE SIBJISIETCS] aKTUBHBIM COOECEHNKOM; HE MOXKET BOCCTAHOBHTH Oece/y B cirydae cOos;
WCTIONB3YeT HE3HAYUTENbHBIH 00beM U3yUeHHOH JIEKCUKH; TOMyCKaeT rpaMMaTHYecKue OLIMOKY;

OreHka "HEYTOBICTBOPUTEIBHO": CTYACHT SBIISICTCS ITACCHBHBIM COOCCETHIKOM; HE MOXKET ITOJIAePKATh OOIICHHE; IOMyCKaeT
rpyOble TpaMMaTHYECKHE OIIHOKH.

5.3. Tembl NUCbMEHHBIX PadoT (3cce, pedpepaThl, KypcoBble paGoTHI U JAP.)

Temaruka opUIHATBHBIX THCEM:
The Invitation Letter
CV/Resume




TemaTrka HEOQUITUATBEHBIX MTUCEM:
Introduction Letter
Friendly Letter

Kpurepuu onenku:

- OLIEHKA «OTIIMYHOY BBICTABIIACTCA CTYACHTY, €CIM CTYAEHT [OKa3bIBaeT INIyOOKHH YPOBEHb 3HAHUH 0COOEHHOCTEH
(dopmanbHOro 1 HehOpMaIbHOTO OOLICHUS, IPABHJI TOCTPOCHHSI MHCbMEHHOT'O PEUEBOT0 BHICKA3bIBAHUSI HA N3y4aeMOM SI3bIKE;
CaMOCTOSITENILHO Pean3yeT YMEHHS BECTH JIETIOBYIO MIEPENUCKY C yI€TOM COLUOKYIBTYPHBIX OCOOCHHOCTEH C
MPpEeACTAaBUTCIIAMU APYIUX CTPaH; BJIaACCT TEXHUKOM MEepeBoJa U pEAAKTUPOBAHUS.

- OLIEHKA «XOPOIL0» BHICTABIISIETCS CTY/ICHTY, €CJIM CTYIEHT TI0Ka3bIBAaeT XOPOIINI YPOBEHb 3HaHUI 0COOEHHOCTEH
(opmanbHOTO M He(hOPMATBHOTO OOILICHUS, IPABHJI TOCTPOEHHSI MICEMEHHOTO PEUEBOTO BHICKA3bIBAHUS HA N3y4aeMOM SI3bIKE;
CHOCO0OEH MMoKa3aTh YMEHHS BECTH JIETIOBYIO NIEPENHCKY C YyI€TOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEICTaBUTEISIMU
JPYTUX CTpaH; ClI0OCOOCH YaCTUYHO MOKA3aTh BIIaJeHUE TEXHUKOH IIEpeBO/ia M PEAaKTHPOBAHMS.

- OIIEHKA «YJOBJIETBOPHUTEIHHO)» BBICTABIISICTCS CTYACHTY, €CIIN CTYACHT NOKA3bIBaeT 0a30BBIi yPOBEHb 3HAHUI 0COOCHHOCTEH
(opManbHOTO 1 He(hOPMATBHOTO OOIIEHUS, IPABHJI TOCTPOSHHSI MICEMEHHOTO PEUEBOTO BHICKA3bIBAHUS HA N3y1aeMOM SI3bIKE;
T10J] PYKOBOJCTBOM TIPETIOIaBaTEIIsl CIIOCOOCH MOKA3aTh YMEHUS BECTH JICJIOBYIO TIEPETIHCKY C YUETOM COLIMOKYIBTYPHBIX
0COOCHHOCTEMN C MPEACTABUTESIMU APYTHX CTPaH; CIIOCOOEH YaCTHYHO MOKa3aTh BIIA/ICHUE TEXHUKOH NepeBoaa U
peraKTHpOBaHUs.

- OLICHKA «HEYAOBJIIECTBOPUTEIILHO» BbICTABJIACTCA CTYACHTY, €CJIN CTYACHT IMOKa3bIBACT HEy}]OBJ’[ETBOpHTCJ’[LHLIﬁ YPOBCHDL
3HaHMH 0coOeHHOCTel (HOpMaTIBHOTO 1 HEPOPMATLHOTO OOILEHHUS, TPABUII IIOCTPOCHHUS TMCBMEHHOTO PEUYEBOI0 BHICKA3bIBAHUS
Ha M3Y4aeMOM S3bIKE; 3aTPyIHSICTCA WIN HE MOXKET MoKa3aTh yMEHHS BECTH JIEJIOBYIO NMEPEMUCKY C YIETOM COLIMOKYIIBTYPHBIX
0CcOOEHHOCTEH C MPEACTaBUTEINSIMU IPYTHX CTPaH; HE BJaJeeT TEXHUKOH IepeBoia U peJaKTHPOBaHUS

5.4. OueHo4HbIe cpeACTBA 1JIs1 IPOMEKYTOYHON aTTecTAlIMU

B xoHIe 1 cemecTpa CTYIEHTHI CIAIOT 3a4eT M0 AUCHUIUIMHE. 3a4eT BKIIIOYAEeT B Ce0sl ClIEAYIOIINE 3aJaHusl:
1. Do the test.
2. Translate the special text without a dictionary.

1) ITpoMexyTOdHBIH TeCT AJ 3a4eTa 1Mo AucuuiuimHe “Crienkypc Ha HHOCTPAHHOM SI3BIKE” BKIIFOYACT JIEKCHKO-
rpaMMaTHYIECKUE 3aaHus, 3a/1aHHUS Ha COOTBETCTBHSL, BEPHO/ HEBEPHO HA IIOHNMAHNE CHENN(PHIECKON TEPMUHOIOTHH.
IIpumepHsble 3ananus:

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. IIpuMepHBIE 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.

Kpurepuii onienuBanus Ha 3auéTe:

- «3aYTEHO» BBICTABISIETCS CTYIICHTY, €CIIM C(HOPMUPOBAH KaK MUHUMYM ITOPOTOBBIA yPOBEHb HHANKATOPA TOCTHXKEHUS
KOMITETCHIIVH!

- MOKa3bpIBaeT 0a30BBIN YPOBEHb 3HAHUH OCHOBHBIX TPAMMATHYECKUX CTPYKTYP; 00IIeyOTpeOnTENsHON, OOEKYNbTYpHOH 1




podeCCHOHANIBHOMN JISKCHKHU; PEUEBBIX KIIUIIIE, HEOOXOAUMBIX JJISl OCYIIECTBICHHUS IEJI0BOM KOMMYHUKAIMM Ha HHOCTPAHHOM
SI3bIKE; OCOOCHHOCTEW CTUIIMCTUKHU HAIMCAHUs O(ULUATBHBIX U HEOPHUIIUATIBHBIX [TUCEM, 3HAHUH OCHOBHBIX MEPEBOJUECKHX
TpaHcdopMmanuii, a Takke 3HAHUH NpaBHII MPOPECCHOHATBHOTO PEUEBOr0 STHKETA,;

- 1I0J] PYKOBOJICTBOM IIPEIOJIaBaTellsl CIOCOOEH M0Ka3aTh YMEHHsI IOCTPOSHHMS BHICKA3bIBaHUSI B CMOAEIMPOBAHHBIX
(pelularaeMbIX) CUTyanusiX OOIEHUS] HA HHOCTPAHHOM SI3bIKE, IPABUIIBHO MCIIOJNIB3Ys BepOallbHbIe U HeBepOaIbHbIE CPECTBA
0OIIEHHST; BECTH JIETIOBYIO IIEPENHCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEICTABUTEISIMU IPYTHX CTPaH;

- CrI0COOEH YacTHUYHO 1TOKa3aTh BIIaICHHE HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOIIEHHSI, TEXHUKOH JIEIOBOTO ITHChMa
HA HHOCTPAHHOM SI3BIKE.

- HE3aYTCHO» BBICTABIIIETCS CTYACHTY, €CIIM YPOBEHb MHIMKATOPA JOCTHKEHHSI KOMIIETEHIINN He C(DOPMHUPOBAH:

- IOKa3bIBAET HEY/IOBICTBOPUTEIBHBIN YPOBEHb 3HAHII OCHOBHBIX IPAMMATHUYECKHX CTPYKTYP; OOIIECYOTPEONTENBHOH,
00IIEeKyNbTYPHOI 1 TPOGheCCHOHATBHON JIEKCHKH; PEYEBBIX KIIHIIE, HEOOXOIUMBIX [UISl OCYIIECTBICHHS AEI0BOM
KOMMYHHKAIIUK HA MHOCTPAHHOM $I3bIKE; 0COOCHHOCTEW CTUIIMCTUKYU HAMCAHUS O(UIUATBHBIX U HEO(PUIHATIBHBIX MTHCEM,

- 3aTpyIHACTCSA WIM HE MOXKET [T0Ka3aTh YMEHHI TOCTPOSHMS BBICKAa3bIBAaHUS B CMOJICIMPOBAHHBIX (TIpeIaraeMbIX) CUTYalluax
oO0IIeHHsT Ha MHOCTPaHHOM $I3bIKE, PABUIIBHO UCIIOJB3YsI BepOabHbIe 1 HeBepOaIbHBIE CPE/ICTBA OOICHHUS; BECTH AETIOBYIO
MIEPETHCKY C YIETOM COLMOKYIETYPHBIX OCOOCHHOCTEH € TIPEJICTABUTEISIMU JIPYTUX CTPaH;

- HE BJIaJieeT MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEIOBOTO OOIIEHHS, TEXHUKOH JIEI0OBOTO IMChMa Ha MHOCTPAHHOM SI3BIKE.

KoHTpOTbHBIE TECTHI U 33/1aHHS

(YK-4) CmocobeH OCYIIECTBIATE IEIOBYI0 KOMMYHUKAIIMIO B YCTHOH M MUCBMEHHON (pOPMax Ha TOCYIapCTBEHHOM SI3BIKE
Poccutickoit @enepartuil ¥ THOCTPAHHOM(BIX) sI3BIKe(ax).

1. Tun Bonpoca "Ha cootBercTBHE"

dopmyaupoBka 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.

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

2. Tun Bonpoca "MHOKeCTBEeHHBIH BHIOOD"

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

Komrou: 1

3. Tun Bonpoca "Ha cooTrBeTcTBHE"
dopmynmpoka Bonpoca: 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 "MHOKeCTBEHHBIH BHIOODP"

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

6. YHAEBHO-METOJANYECKOE 1 THOPOPMAIIMOHHOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOAYJIS)

6.1. Pexomenayemas aurepatypa

6.1.1. OcHoBHas JMTepaTypa

ABTOpBI, COCTaBUTENN 3arnaBue W3narenbcTBO, TOI Dn. aapec
JI1.1 |KBacosa JI.B., AHTTUICKHHN S3bIK B 001aCTH KOMIIBIOTEPHOM Mocksa: Knopyec,

TToxsaneuei C.J1., TEXHUKHU U TexHoJjorui = Professional english 2014

Cacdonona O.E. for computing: yaeOHoe mocobue

6.1.2. Jlono/iHUTe/ILHAS JIMTEpPaTYpa

ABTOpBI, COCTaBUTENIU 3aryaBue WznarenscTBo, roa On. anpec
JI2.1 | Cmupnosa T.B., English for Computer Science Students: Mocksa: ®nuHTa,

IOnenscon M.B., yaeOHOe TIocoOue 2008

Hynapesa H.A.

6.3.1 IlepeyeHb NPOrpaMMHOro odecneyeHust

6.3.1.1 | Kaspersky Endpoint Security xms 6usseca CTAHJAPTHBIN

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 IlepeuyeHb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | baza nannbpIX «OnekTpoHHas 6ubaroTeka ['opHO-ANTaiCKOTro rocy1apCTBEHHOTO YHUBEPCUTETA

6.3.2.2 | DnekTpoHHO-0MOIHOTeUHast cuctema IPRbooks

7. OBPA3BOBATEJIBHBIE TEXHOJIOT'MHA

poneBas 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

ayIMTOPUS JUIs TIPOBE/ICHUS 3aHSTHI
JIEKIIMOHHOTO THIIA, 3aHATHIH CEMHHAPCKOTO
THUIIa, KypCOBOT'O POEKTUPOBAHUS
(BBITIOJTHEHUS KYPCOBBIX PabOT), IPYIITOBBIX
1 MHAWBUTyJIbHBIX KOHCYJIbTAINH,
TEKYIETr0 KOHTPOJISI U IIPOMEKYTOUHOM
arrecranuu. [Tomerienue st
CaMOCTOSITENIbHON paOOThI

oOydJarontuxcs (1o KOJINYECTBY 00YJaIOIMIHUXCS).
KomnsroTeps! ¢ foctynom B IHTepHET

9. METOANYECKHUE YKA3AHUSA JJIS1 OBYYAIOIIUXCS IO OCBOEHHNIO JUCHUIIJIMHBI (MOAYJIST)

CamocTosTensHas paboTa CTYAEHTOB SBISETCSA COCTaBHOM 9acThIO IPOIecca OCBOSHHS MPOrpaMMBI IO TucIUIuIHHe «CIerKype Ha
AHIJIMHCKOM SI3BIKE» U BKJIIOYAET HEOOXOIMMBIE ACIIEKThI OCBOCHHSI IUCLIMILTHHBI.

MCTOJII/I‘-IGCKI/IC PEKOMCHAAUH I10 MOATOTOBKE pOJ'[eBOI\/'I HI'PBI

B cTpykType poseBoii Urpbl Kak Ipolecca BBIICISIOTCS CIIEAYIONINE COCTABIISIONINE:

. TeMa;
. pOIH, B3ATHIC Ha ce0sl HTparoIIuMu;

. UTPOBBIE JEUCTBUS KAaK CPEICTBA peall3aluy 3THX POJIEH;

. UTPOBOE YHOTPEOJIECHUE NPEMETOB, T. €. 3aMELICHUE PEANIbHBIX BELICH UIPOBBIMHU, YCIOBHBIMHU;
. peanbHbIE OTHOIIEHHSI MEXY HIPAIOLINMU;

. CIOKeT (conep:kaHne) — 00JIacTh JIEeHCTBUTEIFHOCTH, YCIOBHO BOCIPOHU3BOIUMAS B UTPE.

B mpornecce poneBoit Urpbl 0TpabaTHIBAIOTCS U YCBAaMBAIOTCS:
1) aTMYEeCKHE HOPMBI U ITPAaBUIIA TOBEAEHHS U ONPEEIEHHBIE COUATIbHBIE POIX B TOM MM HHOM 3THOKYJIBTYPHOM COOOILECTBE;

2) 0cOOEHHOCTH, XapaKTepHbIE YePTHI, BO3SMOKHOCTH TE€X MM WHBIX COIMAIBHBIX TPYIIT HIIH ONIPECTICHHBIX KOJIIEKTHBOB —
aHAJOTOB MpeAnpUsITUil, GUpM, T.€. pa3TUIHbIEC TUIIHI SKOHOMHUYECKHUX U COIMAIBHBIX HHCTUTYTOB, YTO BIIOCIEACTBIH MOXKET OBITH
MEPEHECEHO B COLIMAIIBHYIO MPAKTUKY;

3) yMeHHsI COBMECTHOW KOJUIEKTUBHOI JeATETFHOCTH;
4) KynbTypHBIEC TPAIUINU U HOPMBIL.

PoneBble UTpsl, TeMa U CIOKET KOTOPBIX OCHOBAH Ha COJEP>KaHUHU TEKCTOB, MILTIOCTPUPYIOT IOBEIECHHE B CUTYAI[U
MEXKY/IBTYPHOTO OOIICHHUS.
B xauecTBe pueMoB, XapaKTEpHBIX Ul METO/A POJIEBOM UTPBI BHICTYNAIOT CIIELYIOIINE:

- IPMEM BOCCO3/1aHUSI KOMMYHUKAaTUBHOI'O KOHTEKCTAa, KOMMYHUKAaTUBHOWU CUTYallUH;

- IpUEM BUPTYaIbHON SKCKYPCUH, KOTOPBIH MOXKHO OPraHU30BaTh Kak C MOMOIIBIO TEXHUUECKHUX CPECTB, TaK U C UCHONb30BAHUEM
peanbHBIX (hoTOMATEpHAIOB B YIEOHOH ayIUTOPHH,
- IpHUeM ApaMaTH3alli{, HalPaBICHHBII Ha CO3JaHUE YCIOBUH, IPHONIKEHHBIX K YCIOBUSAM PEAbHOTO OOIICHMS, CBI3aHHBIH C
CO3JJaHUEM CHUTYallUH OOILEHUS, ONIpeAeTIeHHEM LIeNH, pacipeleieHueM poei;

- IpreM pedUIeKCHBHON MACHTU()UKALNHY, IPEIIOaraloui HACHTU(PHUKAINIO ¢ 00BEKTOM OOIICHNUS U TOBECTBOBAHKIE OT UIMCHU

9TOro 0OBEKTA.

MeTtoaudeckue YKa3aHuA K HalIMCAaHUIO ACJIOBOI'0 IMUucbMa

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 MIEPEBOLy TEKCTOB MPO(ECCHOHATIBHON HAIPaBIEHHOCTH

TekcThl MpOo(ecCHOHATBHON HANpPaBICHHOCTH HAa WHOCTPAHHOM S3BIKE MOMHMO CBOCH OCHOBHOH 3amaun —
WHPOPMATUBHOCTH — TIOMOTAOT MOMOJIHUTE OOMIMA M TEMaTHYSCKUI CIIOBapHBIN 3ammac, TPEHUPYIOT B MPOH3HOIICHUH
HEMEIIKHUX CJIOB M BBIPAKEHHH, 3aKPEIUISIOT MpaBUia TPAMMATHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOM pedn.
IIpearexcroBblil sTan:

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

- 03HAKOMBTECH C HOBBIMH CIIOBaMHU M CIIOBOCOYETAHWSMHU (€CJIIM TaKOBBIE JTaHBI K TEKCTY C MEPEBOJOM);

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

- BbIOEpUTE M3 TEKCTa CJIOBA, OTHOCSILHMECS K U3ydaeMOU TeMe;

- HaWIUTE B TEKCTE HE3HAKOMBIEC CIIOBA.

TekcToBbIil Tam:

- IPOYTHUTE TEKCT;

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

- chopMynupylTe KIIOUEBYIO MBICITh KaXKAOTO ab3ala;

- OTMEThTE CJIOBO (CIIOBOCOYETAHHE), KOTOPOE Jydllle BCEro IEpelacT COAEp)KaHHE TeKcTa (4acTH TEKCTa).
[TocnerexkcToBbIl 3TaIl:

- 03arJIaBbTE TEKCT;

- MPOYTHUTE BCIYX MNPEAJIOKEHHUS, KOTOPbIE MOSCHSIOT Ha3BaHUE TEKCTa,;

- HalliuTe B TEKCTE NPEAJIOKEHUS VIS ONUCAHMA ...

- moaTBepAuTe (OMPOBEPTHHUTE) CIIOBAMHU W3 TEKCTA CIEAYIOIIYIO MBICIb ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IUIaH TEKCTA;

- BBIIUIINATE KJIIOYEBBIC CIIOBA, HEOOXOAWMBIC IS EpecKasa TeKCTa;

- TMEepecKaXkKUTe TEKCT, OTMPAsICh Ha IUIaH;

- TEepEeCcKaKuTe TEKCT, ONUPAsCh Ha KIIOUEBBIE CIIOBA.

ITpu moaroToBke pedepUpOBaHUUS TEKCTAa PEKOMEHIYESTCS! BOCIIOIBH30BATHCS CICAYIONICH MaMsITKOM:

1. Tlocme mpodTeHHsI TeKcTa pa3delTe ero Ha CMBICIOBEIC YacTH.

2. B Kaxmoil 4acTH HalouTe MpeasokeHue (MX MOXKET OBITh HECKOJBbKO), B KOTOPOM 3aKIIOUEH OCHOBHOHW CMBICI STOH YacTH
TeKCTa. BeIMUIINTE 3TH MpeUI0KeHHS.

3. TloguepkHUTE B 3THX MNPEIUIOKECHUSIX KITFOUEBBIC 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 CaMOCTOSITEIEHOI PadOTHI CO CIIOBApEM:

- TIOVCK 33[JaHHBIX CJIOB B CIIOBApE;

- onpeneneHue GopM eTUHCTBEHHOTO U MHOXKECTBCHHOT'O YKCIIA CYLIECTBUTEIIBHBIX;
- BEIOOD HY)KHBIX 3HAYCHUIH MHOTO3HAYHBIX CIIOB;

- MIOWCK HY)KHOTO 3HAYCHUSI CJIOB U3 YHCJIa TPAMMATHIECKUX OMOHHMOB,

- IOMCK 3HAYEHUS TI1aroja Mo OJHON U3 INIaroibHBIX GOopM.

1. IIpn momcke cioBa B ciioBape HEOOXOIUMO CIICTUTD 32 TOYHBIM COBIAJICHUEM TIpaudeckoro o(hopMIIEHHUSI HCKOMOTO U
HaWJIEHHOTO CJIOBA, B IPOTUBHOM CIIydae MepeBof OyJeT HeMpaBIIIbHBIM.
2. MHorue cioBa SBJISIOTCS MHOTO3HAYHBIMH, T.€. UMEIOT HECKOJIBKO 3HAUCHHUH, T09TOMY IIPH MOMCKE 3HAUCHUS CJIOBa B CIIOBape




HEOOXOIMMO YUTATh BCIO CIIOBAPHYIO CTAThIO U BHIOMPATH JAJIS IEPEBO/IA TO 3HAUEHHE, KOTOPOE MOAXOIUT B KOHTEKCT
MpeIIoKeHus (TeKCTa).

3. [Ipm moucke B clIoBape 3HAUCHHS CJIOBA B PsIJie CIydaeB ClieMyeT MPUHAMATh BO BHUMaHHUE TPAMMATHIECKYIO (PYHKIIHIO CJIOBA B
MPEUIOKEHIH, TaK KaK HEKOTOPBIE CIIOBA BHIMOJHSIOT Pa3InIHbIC TpaMMaTHUYeCKUe QYHKIUU U B 3aBUCIMOCTH OT 3TOTO
MEePEBOISATCS IO-Pa3HOMY.

4. Ilpy moucke 3HAYCHHUS IIIarojia B CJIOBape CIeAyeT METh B BUAY, YTO IJIArojibl YKa3aHbI B CIIOBape B HEONPEICICHHON (hopMe B
TO BpeMsl KaK B MIPEJIOKEHHUN (TEKCTE) OHU (DYHKIIMOHHUPYIOT B Pa3HBIX BPEMEHAX, B Pa3HBIX IPAMMATHYECKUX KOHCTPYKITUSX.
ITouck rnarosa 3aBUCHUT OT €T0 MPUHAUIEKHOCTH K KIacCy MPaBMIIbHBIX WM HETIPABHIIBHBIX TJIaroJoB.




