MHWHOBPHAYKH POCCUUA

degepanbHOE roCyIapCTBEHHOE OI01KEeTHOE 00pPa30BaTe/IbHOE YUPesKAeHHe BhICIIEro
odpasoBanus «'opHO-AnTalickuii rocylapcTBeHHbIH YHHBEPCUTET»
(PI'bOY BOT'ALY, I'AT'Y, I'opHO-AJITalicKHii TOCY1aPCTBEHHbIN YHHBEPCHTET)

CHeHKpr HAa HHOCTPAHHOM HA3BIKC

pa6011a51 IporpamMmma JUCIHUIIIINHBI (MOI[YHH)
3akperuieHa 3a kadeapoi Kadeapa HHOCTPAHHBIX SA3BIKOB M METOTUKH MPENoIaBaHMs

Y4eOHsIit mTaH 38.03.01 2025 815.plx
38.03.01 DxoHOMHMKA

buznec-ananuTHKa 1 UQpoBast SKOHOMHUKA

Keamudukanms O0akajaBp
®dopma o0ydeHus O4HasA
OO0mast TpyA0eMKOCTb 23ET
YacoB 1o yue6HOMY ILIaHy 72 Bunbl KOHTpOISI B ceMecTpax:
B TOM UHUCIIE: 3a4eThl 7
ayJIUTOPHBIC 3aHITUS 28
caMocCTosITeNbHas paboTa 35
4acoB Ha KOHTPOJIb 8,85

Pacnpez[ene}me YacCoB JUCHMILIMHBI 110 CeMeCTpaM

Cemectp 7 (4.1)
(<Kypc>.<Cemectp Ha Kypce>) Hroro
Henens 17 4/6
Bup 3anaruit v PIT i PII
[IpakTuueckue 28 28 28 28
KoHTpoIh caMocTOSATENNEHON paOboOTHI IPH 0,15 (0,15 |0,15 [0,15
MPOBEICHUH aTTECTANU
Wroro ayn. 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 cocraBum(u):

cm.npenooasamens, Lllabanuna Hamanvs Bukmoposha

Pabovast mporpamMma TUCIUTLIHHEL
Cnenkypc Ha HHOCTPAHHOM SI3BIKe

paspabotana B coorBercTBuM ¢ PTOC:

®denepabHBIN rOCYIapCTBEHHBIH 00pa30BaTENbHBIN CTAHAAPT BBICIIEr0 00pa30BaHus - OaKalaBpuar MO HAIPABICHUIO TOTOTOBKU
38.03.01 Dxonomuka (mpuka3z MunoopHayku Poccun ot 12.08.2020 1. Ne 954)

COCTaBJICHAa HAa OCHOBaHWHW Y4eOHOTO IIIaHa!
38.03.01 DxoHnomMuKa

YTBEPKJICHHOTO Y4€HBIM coBeTOM By3a oT 30.01.2025 mpoTtoxom Ne 2.

PabGouas mporpammMa yTBepK/IeHa Ha 3aceaHuN Kaeaphl
Kadeapa HHOCTPAHHBIX SA3bIKOB M METOAUKH NMPeENoIaBaHus

[Iporoxon ot 10.04.2025 npotokon Ne §

3aB. xaenpoit YepenanoBa Exarepuna AHaToNbEBHA



BuszupoBanue PII/] 1151 McoJIHEHHS B OYepPeTHOM Y4e€OHOM Toy

Pabouast mporpamMma nepecMOTpeHa, 00CykKeHa 1 0100peHa st
ucnojHeHus B 2026-2027 yueOHOM roy Ha 3acelaHuu Kadeaphl
Kadeapa MHOCTPAHHBIX SI3LIKOB M METOUKH MPeENoIaBaHus

[Iporokom ot 2026 . No
3aB. kagenpoit Uepemanora ExareprHa AHaTOJIHEBHA

Buzuposanue PII/] njis1 ucnio/iHeHUsI B 0YepeIHOM Y4eOHOM oy

Pabouas mporpamma nepecMoTpeHa, 00CyKaeHa H 0J00peHa s
ucnoiaenus B 2027-2028 yueOHOM roay Ha 3acegaHuu Kadeapol
Kadeapa MHOCTPAHHBIX AI3BIKOB U METOAMKHU NPpenogaBaHusA

[Ipotokom or 2027r. Ne
3aB. kagenpoit UepenanoBa ExareprHa AHaTOJIHCBHA

Buzuposanue PII/] 1151 ucnio/iHeHUSI B 04epeTHOM Y4eOHOM oy

PaGouas nporpamMmMa nepecMoTpeHa, 00Cyk/ieHa 1 0100peHa st
ucrionHenus B 2028-2029 yuebnoM roay Ha 3aceanuy Kadeaphl
Kadeapa HHOCTPAHHBIX SI3BIKOB U METOAUKH NPenogaBaHusA

[Ipotokom ot 2028 . No
3aB. kadenpoit Uepenanoa ExatepriHa AHATOJIbEBHA

BuzupoBanue PIIJ] 1151 McoJIHEHUSI B 0UePeTHOM Y4€OHOM oy

Pabouas mporpamma nepecMOTpeHa, o0cyskaeHa u 0100peHa st
ucnoiHeHus B 2029-2030 yueOHOM roay Ha 3acefaHuy Kaheapbl
Kadeapa HHOCTPAHHBIX A3bIKOB M METOIHKH NPeENoIaBaHus

IIpotokom or 2029r. Ne
3aB. kagenpoit Uepenanora Exarepuna AHaToJbeBHA



1. HEJIA U 3AJTAYH OCBOEHUA JUCITUITJINHbBI

1.

Ju—

Lenu: coBeplICHCTBOBAHUE HHOS3BIYHON KOMMYHUKATHBHOW KOMIIETEHIIMH, HEOOXOAMMOM ISl OOIIEHS B
npogeccuoHansHOU cdepe.

1.2

3adauu: - cOBEpIIEHCTBOBAHNE JICKCHKO-TPAMMATHYECKHUX, HEOOXOJUMBIX JUIsl OOLIICHHUS] HA HHOCTPAHHOM SI3BIKE B
npodeccHoHaIbHON IESTENBHOCTH;

- COBEPILICHCTBOBAHNE KOMMYHUKAaTHBHBIX YMEHHUH (MOHOJIOTHYECKOHN M MAIOTHYECKOW pedr, YTCHUS U MIChMa) B
IpoLECcce AEIO0BOTO OOIIEHNS Ha MHOCTPAHHOM SI3BIKE.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOIl

uxn (paszen) OOIL: | ®T].B

2.1

TpeGoBaHusi Kk NpeIBaPUTEIbHOM IOATOTOBKE 00y4aI0IIerocs:

2.1.1

WHuocTtpaHHbI A3bIK

2.2

JucuunanHbl H TPAKTHKH, JJ1s KOTOPHIX OCBOeHUE TAHHOH TUCHUIUITHHBI (MOY/I5) HE0OX0IUMO KaK
npeiIecTBYIOLIee:

2.2.1

I[I/ICL[PIHJ'II/IHLI Ha MocCJIcayronieM ypoOBHE 06p3.30BaHI/I$[.

222

BrinonHeHue 1 3aIlUTa BHITYCKHOW KBATU(UKAIIMOHHON paboThI

3. KOMIIETEHIIUA OBYYAIOIEI'OCSA, ®OPMUPYEMBIE B PE3YJIBTATE OCBOEHMS JUCITUITJINHBI

(MOYJIST)

YK-4: Cnoco0eH ocyliecTBJIATH 1€JI0BYI0 KOMMYHHKALIMIO B YCTHOH 1 NUCbMEHHOI () opMax Ha rocy1apcTBEHHOM sI3bIKe

Poccuiickoii @enepauuy 1 HHOCTPAHHOM(BIX) si3bIKe(aX)

HNJI-1.YK-4: Biageet cucTeMoii HOpM PycCKOro JIMTEPATYPHOIO SI3bIKA MPH €ro MCMOJb30BAHNHU B KayecTBe

rocyiapcTBeHHOro s3bika Poccuiickoii @eepanu 4 HOPpMaMU HHOCTPAHHOTO(bIX) SI3bIKA(0OB), HCIOJb3YeT Pa3JIMYHbIE

(opmbl, BUIBI YCTHOI ¥ MHCbMEHHOH KOMMYHMKAIUH.

- 3HAaeT OCHOBHBIE TPaMMAaTHIECKUE CTPYKTYPBL; 00IEYIOTPEOHTENBHYI0, OOMEKYNbTYPHYIO H IPO(ECCHOHANBHYIO ICKCHKY)
pedeBble KIINIIe, HEOOXOIMMBIE AT OCYIECTBICHHS JET0BOH KOMMYHHKAIIMU HA HHOCTPAHHOM S3BIKE;

- yMeeT IOCTPOHTH BBICKAa3hIBaHHS B CMOACIHPOBAHHBIX (ITPEAIaraeMbIX) CHTYaIUIX OOIICHN Ha HHOCTPAHHOM S3bIKE, TIPABHIEHO
UCTIONB3YS BepOaTbHbIe M HeBepOaTbHBIE CPEICTBA OOIICHHS;

- BJIa/Ie€T MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEJIOBOTO OOIICHUSL.

4. CTPYKTYPA U COIEPKAHUE JUCIHUILINHBI (MOIYJIS)

Kon

3aHATHS 3aHATHS/ / Kypc U PAKT.

HanmeHoBaHue pa3/iesioB U TeM /BUJ Cemectp | YacoB | Kommneren- | Jluteparypa | Harte | IIpumeuanue

Pa3nea 1. Conep:xanue pa3esioB
JTUCHMIITTAHbI

1.1

Monyns 1. Web. Tekctsl: urenne — Web, 7 8 Na-1.YK-4 JI1.1J12.1 0
The Internet. AyaupoBanue An Interview
with a web-site effectiveness consultant.
Coobmenne no Teme. [ pammaruka:
Oynay1iee Bpemsl.

Mp/

1.2

Moayns 2. Netiquette. TekcTbI: YTeHHUE - 7 6 na-1.YK-4 JIL.1J12.1 0
Netiquette; Research on the Internet.
Aynuposanue - Four people talking about
comunicative mistakes. [oBopeHue:
1.Coobmienue no Teme. 2.CocraBieHne
Te3UCOB. [ paMmaTuka: MoaIbHbIE
[JIaroJibL.

Mp/




1.3 Monyns 3. Designing Web Pages. 7 6 Ua-1.YK-4 J1.1J12.1 0
Tekcthl: ureHue - Beginning HTML;
aynupoBanne — Home Page Hints.
ToBopenme: 1.Coobmenue mo Teme.
2.YMeHue 3a1aBaTh BOIPOCH] U OTBEYATh
Ha HuX. 3. [Ipoekr. [pammaruka:

IIpomIe ee BpeMsl aHIIIHICKOTO TJIarona.

Mp/

1.4 Monayns 4. Multimedia. Tekct: uteHue - 7 8 N1-1.YK-4 JI1.1J12.1 0
Multimedia, Types of Error. ['oBopenne:
1.coobmienue mo Teme.

2.poneBas urpa. O6o0mIeHHEe
NIPOIMIEHHOI0 MaTepuaa.

Mp/

1.5 CamocrosiTensHas paboTta o 7 35 UA-1.YK-4 JI1.1J12.1 0
JIUCLHUTIIMHE BKJIFOYAET B ce0s
CIICAYIONINE TyHKTHI:

Pabora ¢ Tekcramu.

IToaroroBka cooOIIEHUH 110 TIPOIICHHBIM
TEMaM.

Pabora ¢ ynpaxHeHUSIMHU U3 pabouei
TeTpaju.

TloaroroBka K BBIIIOJTHECHUIO
rpaMMaTHYECKHUX TecToB. /Cp/

Paznen 2. IlpoMe:kyTouHasi aTrecTanus

(3auérT)
2.1 IoaroroBka k 3a4éry /3auét/ 7 8,85 | UI-1.YK-4 0
2.2 KonrakrHas pa6ora /KCPATT/ 7 0,15 | UA-1.YK-4 0

5. ®OHJ1 OHEHOYHBIX CPEJCTB

5.1. IosicHuTEILHAS 3aNMCKA

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

5.2. OneHo4yHbIe CpeacTBa AJid TeKylero KOHTpoJs

PedepaTuBHBIil IepeBOT TEKCTOB.

5.3. TeMbl NUCbMEHHBIX pPadoT (3cce, pedrepaThl, KypcoBble padoThI U AP.)

He npenycmoTpeHsl.

5.4. OueHouHbIe cpeACTBA /151 MIPOMEKYTOYHOM aTTecTAlMU

KoHTposbHBIE TECTHI U 3aJaHUs

(YK-4) CriocoGeH oCyIIECTBIISITh JIeIOBY0 KOMMYHHUKAIIMIO B YCTHOM M MMCBMEHHOW ()opMax Ha rocy/1apCTBEHHOM SI3bIKE
Poccniickoit @enepanny n mHOCTpaHHOM(BIX) SA3bIKE(aX).

1. Tun Bompoca "Ha cootBercTBre"

dopmymuposka Borpoca: 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.
¢) 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.

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

2. Tum Botipoca "MHOeCTBEHHBIN BEIOOD"

Dopmynuposka 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
Kurou: 1

3. Tun Bonpoca "Ha cootBercrBue"
dopmymmpoBka Borpoca: 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.

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

4. Tun Boripoca "MHOKeCcTBEeHHBIH BHIOODP"

dopmymuposka Borpoca: 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. YAEBHO-METOAUYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUITIJINHBI (MOIYJIA)

6.1. Pexomenayemasi qureparypa

6.1.1. OcHoBHas IuTEpPaTYpa

ABTOpBI, COCTaBUTENTH 3arnaBue W3narenscTBO, IO 1. aapec
JI1.1 |Ksacosa JLB., AHTmiickuil 361K B 06J1aCTH KOMITBIOTEPHOM Mocksa: Knopyc,

Ionsanphsiii C.JI., TEXHUKHU U TexHojoruii = Professional english 2014

Cagonona O.E. for computing: yue6HOE mocodne

6.1.2. JlonoJHuTEIBHAS JIUTEPaTypa

| ABTOpBI, COCTaBUTEIH 3arnaBue WznatenscTBo, ros On. anpec




ABTOpBI, COCTaBUTENTH 3armasue W3narenscTBo, roj Dn. aapec
JI2.1 | Cwmupnosa T.B., English for Computer Science Students: Mocksa: ®nuHTa,

IOnenscon M.B., yueOHOe mocodue 2008

Hynapesa H.A.

6.3.1 Ilepeyens nporpaMMHOro odecrne4eHus
6.3.1.1 | Kaspersky Endpoint Security ans 6usneca CTAHJIAPTHBIM
6.3.1.2| MS Office
6.3.1.3|NVDA
6.3.1.4| MS Windows
6.3.2 IlepeyeHb HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | ba3za manHBIX «DNeKTpOHHAs ONOIHOTEKa [OpHO-ANTAaHCKOTO TOCY TApPCTBEHHOTO YHUBEPCUTETA»
6.3.2.2 | OnekrponHO-O0nbIMOTeUHas cucreMa IPRbooks

7. OBPA3OBATEJIBHBIE TEXHOJIOI' N

pouieBast urpa

8. MATEPUAJIBHO-TEXHNYECKOE OBECIIEYEHUE JUCIUIIJINHBI (MOAYJIS)

Homep aynutopuu

Ha3znauenmue

OcHOBHOE OCHAILIEHHE

132 Al VYueOHast ayiuTopHs AJIsl IPOBEICHUS Pabouee mecto npenoaasatens. [locagounsie Mecra
3aHSATHH JIEKIIMOHHOTO THIIA, 3aHSTHH o0yyatomuxcs (10 KOJINYeCTBY 00y4aromumxcs).
CEeMUHAPCKOTO THIIA, KypCOBOTO YueHudeckas JOCKa, Ipe3eHTalnoHHas TpHOyHa
IIPOEKTUPOBAHUS (BBITIOJIHEHUS KYPCOBBIX
paboT), TPYNIOBEIX U MHAWBUIYaTBHBIX
KOHCYJIbTAINH, TEKYIIEro KOHTPOIIS 1
IIPOMEXXYTOYHOH aTTecTayn

136 Al VYuebOHast ayJuUTOpHs AJIs IPOBEICHUS Pabouee mecto npenoaasatens. [locagounsie Mecta
3aHATHH JIEKINOHHOTO THIIA, 3aHATHI o0yyaromuxcst (110 KOJINYECTBY 00ydaromumxcs).
CEeMHUHAPCKOTO THIA, KypCOBOTO WHTepakTHBHAS 10CKa ¢ IPOSKTOPOM, KOMITBIOTED,
MIPOEKTUPOBAHUS (BBITIOJIHEHNUS KYPCOBBIX MIOJKJIIOYEHNE K HHTEPHETY, YUCHUIECKast J0CKa,
paboT), TPYNIOBHIX U MHIUBUAYATEHBIX Mpe3eHTaIlOHHAs TpUOYyHa
KOHCYJIbTAaINH, TEKYIEro KOHTPOIIS U
MIPOMEXKYTOYHOH aTTecTanun

234 Al Y4eOHas ayIuTOpus A IPOBEIACHUS Pabouee mecto npenogasarens. [Tocagounsie mecra
3aHATHUH JEKIIMOHHOTO TUIIA, 3aHATHA oOygaromuxcs (110 KOJIHMYECTBY 00YHaIOIIUXCS).
CEMUHAPCKOTO THIIA, KypCOBOTO YdeHudeckas JOCKa
MIPOEKTHPOBAHUS (BBITIOTHEHUS KYPCOBBIX
paboT), rPyNIOBBIX U HHIUBUIYATbHBIX
KOHCYJIbTallUi, TEKYIIEro KOHTPOJISI U
MIPOMEXXYTOYHOH aTTecTalun

209 b1 KommproTepHslii kiacc. Yuebnas aynutopust | Pabodee mecto mpenogaBatens. [locagounsie Mmecta

JUIsl TIPOBE/ICHHS 3aHSTUI JIEKLIUOHHOTO
THUIIA, 3aHATHIA CEMHHAPCKOTO THIIA,
KypCOBOTO ITPOCKTUPOBAHUS (BBITIOIHEHUS
KypPCOBBIX pabOT), TPYIIIOBBIX U
WHJIMBHUIYAIbHBIX KOHCYJIBTalNH, TEKYILETo
KOHTPOJISL M IPOMEXKYTOYHOM aTTECTALIUH.
[TomerieHne J1sk CAMOCTOSATENEHOM paboThI

oOyuatomuxcs (110 Koln4ecTBy oOydaromuxcs). MapkepHas
yYeHHUeCKast T0CKa, IKPaH, MyJIbTHMEIHAIIPOCKTOP,
KOMIBIOTEPHI ¢ A0CTyIOM B VIHTepHET

9. METOJANYECKHE YKA3AHUSA JJI51 OBYYAIOIIIUXCS ITO OCBOEHMIO JUCHUTITITUHBI (MO YJIS)

CamocrosTenbHas paboTa CTYAEHTOB SBIISETCSA COCTABHON YaCTBIO MPoIiecca OCBOCHHS IIPOrPaMMEI ITo AucuuIuInHe «Crenkypc Ha
AQHTJIMHCKOM SI3BIKEe» U BKJIIOYACT HEOOXOIUMBIE aCIEKThI OCBOCHHS TUCIIUIIINHEL

MCTOJII/I‘-IGCKI/IC PEKOMCHAAUH 10 IOATOTOBKE poneBoﬁ HUI'pbl

B crpykType poJieBoii UIpbl Kak IIpoLecca BbIIEISIOTCS CIISYIONME COCTaBIIIOINE:

TeMa,

pOIH, B3STHIE HA ce0s NTPAIOIIIIMH;

UTPOBBIE JEHCTBUS KaK CPEICTBA peallu3aliy STUX POJIEH;

UIPOBOE YHOTpeOeHHE NPEAMETOB, T. €. 3aMELICHUE peallbHbIX BElLIel UTPOBBIMH, YCIOBHBIMH;
peabHbIE OTHOILIEHUS MEX/y UTPAIOIINMH;
CIOKeT (conmepkanne) — 00J1acTh NeHCTBUTENFHOCTH, YCIOBHO BOCTIPOU3BOINMASI B HITPE.




B mpornecce poneBoit Urpsl 0TPabaTHIBAIOTCS U YCBAUBAIOTCSL:

1) aTHYecKnEe HOPMBI ¥ IIpaBUJIa MOBEJICHUS M ONpeJIeJICHHBIE COL[HAJIBHBIC POJIM B TOM MJIM HHOM 3THOKYJIbTYPHOM COOOIIECTBE;
2) 0COOEHHOCTH, XapaKTEePHBIE YePTHI, BO3MOXKHOCTH TeX MM MHBIX COIHMAIBHBIX TPYIII FIIH OIIPEACTICHHBIX KOIJIEKTHBOB —
AHAJOTOB MPEIIPHUATHH, GUPM, T.€. pa3INUHBIC THIIBI SJKOHOMHYIECKUX U COIMAIBHBIX HHCTUTYTOB, YTO BIOCIIEICTBUHE MOXKET OBITH
HEPEHECEHO B COLMANIBHYIO MTPAKTUKY;

3) yMEHUs COBMECTHON KOJUIEKTUBHOM JIEATEIBHOCTH;

4) KyIbTypHBIE TPAIUINN U HOPMEIL.

PoneBble Urpsl, TeMa U CIOXKET KOTOPBIX OCHOBAH Ha COAEP>KaHUH TEKCTOB, UILTIOCTPUPYIOT TOBEACHHE B CUTYaIH
MEXKYJIbTYpPHOTO OOLIECHHUSI.

B xauecTBe mpreMoB, XapaKTepHBIX I METO/Ia POJIEBON MIPHI BRICTYIIAIOT CIIEIYIOIIIE:

- IpUeM BOCCO3/1aHHUs KOMMYHHKATHBHOTO KOHTEKCTa, KOMMYHHKATUBHOM CHTYaIlHH;

- IPHEM BUPTYaIbHOH 3KCKYPCHHU, KOTOPBIH MOKHO OPTaHM30BaTh KaK C TOMOIbIO TEXHUYECKHUX CPEACTB, TaK U C UCIIOIB30BAHUEM
peasbHBIX (POTOMATEPHAIIOB B y4eOHOH ayIUTOPHH,

- IpUeM ApaMaTH3alii, HAIIPaBICHHBIH Ha CO3MaHIe YCIOBUH, IPHONIKEHHBIX K YCIOBHAM PEaTbHOTO OOIICHMS, CBI3aHHBIH C
CO3JIaHUEM CUTyalUH OOIIEHNUS, ONIpeeIeHIEM LIeNH, PacIpeeIeHueM poJei;

- npreM pedIIeKCUBHOI UICHTH(HUKALINY, TPEANIONATaloINi HASHTU(PUKALIIIO ¢ 00BEKTOM OOLIEHHS U IIOBECTBOBaHUE OT UMEHU
3TOTO 0OBEKTA.

MeroanuecKkre YKa3aHus K HATMCAHUIO JETOBOTO 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.

Mertoauueckue yka3aHus K YTCHUIO U IIepeBOLY TEKCTOB IIPO(ECCHOHABHON HAIPaBIEHHOCTH

TexcTsl MpodeccHoHaNbHON HANPaBICHHOCTH HAa MHOCTPAHHOM SI3BIKE TIOMHMO CBOEGH OCHOBHOW 3aaud — MH(GOPMATHBHOCTH
— IIOMOTAIOT HOMONHUTE OOMMIT M TeMaTWYeCKHWi CIIOBApHBIH 3amac, TPEHUPYIOT B IPOM3HOIICHWM HEMEIKHX CIIOB H
BBIPAXKEHUH, 3aKPEIUIIOT MpaBUIa TPAMMATHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOH pedH.
[IpenTexcroBelii 3Tam:

- TIPOYTHTE 3arojIOBOK M CKaXHTE, 0 4eM (0 KOoM) OyJeT HITH pedb B TEKCTE;

- O3HAaKOMBTECh C HOBBIMH CJIOBAMH H CIIOBOCOUYECTAHMSAMHM (€CIHM TAaKOBBIE NTaHBI K TEKCTY C IIEPEBOJOM);

- TPOYUTANUTE W BBHIIMIIUTE CIOBA, 0003HAYAIOIIKE. .. (IaeTCA PYCCKUN YKBUBAJICHT);

- BbIOEpUTE M3 TEKCTa CIIOBA, OTHOCSIIMECS K M3y4aeMOH TeMe;

- HalliuTe B TEKCTE HE3HAKOMBIE CII0BA.

TekcToBbIM 3Tal:

- IPOUYTHUTE TEKCT;

- BBIZCIHTE CJIOBa (CIIOBOCOYETAHUS WIIM IPEIUIOKEHM), KOTOPBIE HECYT BaXKHYIO (KIFOUEBYIO HH()OPMAIIHIO);
- BBINWIIATE WIN TOAYEPKHHUTE OCHOBHBIC HMCHA (TEPMHHBI, ONIPEIETICHIs, 0003HAYCHU);

- chopMyIupyiTe KIIOYEBYIO MBICIb KaKI0ro ab3ala;

- OTMETBTE CIIOBO (CIOBOCOYETAHHE), KOTOPOE JIy4dllle BCEro INepeiaeT COAEpXkKaHWe TEKCTa (YacTH TEKCTa).
INocnerexcToBelil 3Tam:

- 03arJIaBbTE TEKCT;

- IPOYTUTE BCIyX MNpPEATOKEHHs, KOTOpbIE MOSCHAIOT Ha3BaHUE TEKCTa;

- HalNTe B TEKCTE IPEIUIOKCHUS IS OTTUCAHHSA ...

- TOATBEpANTE (ONPOBEPTHHUTE) CIOBAMH M3 TEKCTa CIICAYIONIYIO MBICT ...

- OTBEThTE Ha BOIIPOC;




- COCTaBbTE IIJIaH TEKCTA;
- BBIIMIINTE KIIIOYEBBIC CJIOBA, HEOOXOIMMBIE IS IEepecka3a TEKCTa;

- TEePEeCKaKUTe TEKCT, OIHUPASICh Ha TUIAH;

- TIEPeCKaXKUTe TEKCT, ONMUPAsCh Ha KITIOYEBEIE CIOBA.

IIpu moarotoBke pedepHpoBaHUUS TEKCTa PEKOMEHIYETCS] BOCHONB30BAThCA CIETYIOIIeH MaMaTKOM:

1. INocne mpodTeHUst TeKcTa pa3OeHTe ero Ha CMBICIIOBBIC YACTH.

2. B xaxpmoil wacTH HalAWTE TNpEUIOXKEHHE (MX MOXKET OBITh HECKOJBKO), B KOTOPOM 3aKIIIOUEH OCHOBHOH CMBICI ATOH 4acTH
TEKCTa. Beimummre 3T mpeuioxKeHus.

3. IoguepkHUTE B 3THX NPEUIOKEHUSIX KIIIOUEBBIE CIOBA.

4. CocraBbTe IUIaH MEpeCKasa.

5. Omnmpasich Ha IIIaH, IEPECKAKUTE TEKCT,

6. Onupasce Ha KIIOYEBBIE CIIOBA, PACCKAXKUTE TEKCT.

MeToauueckie yKas3aHus Mo paboTe co CI0BapeM

DopMBI CAMOCTOSATEIILHOM PaOOTHI CO CIIOBAPEM:

- TIONCK 3aJ]aHHBIX CJIOB B CIIOBApE;

- ompeenieHue ()OpM eJUHCTBEHHOTO ¥ MHOKECTBEHHOTO YHCIIA CYIIECTBUTEIIBHBIX;
- BBIOOP HYXHBIX 3HaU€HHI MHOTO3HAYHBIX CIIOB;

- IOMCK HY>KHOT'O 3Ha4€HUs CJIOB U3 YUCIIA IPAMMAaTHYECKUX OMOHHMOB;

- TTIONCK 3HAYEHMS TJIaroja Mo OJHON M3 TIIaroJIbHEIX (GopM.

1. ITpu noucke cioBa B ciIoBape HEOOXOAMMO CICAUTH 38 TOYHBIM COBIAJICHUEM TIpapuvecKoro oGopMiIeHUsI HCKOMOTO U
HaMJIEHHOTO CJIOBA, B IPOTUBHOM CITydae MepeBo.T OyIeT HeMPaBUIbHBIM.

2. MHoOTrHe c0Ba SBISIIOTCSI MHOTO3HAYHBIMU, T.€. IMEIOT HECKOJIFKO 3HAYSHUH, TOITOMY TIPH TIOUCKE 3HAYESHHUS CIIOBA B CIIOBApE
HEOOXOMMO YHTATh BCIO CIOBAPHYIO CTAThIO U BRIOMPATH AJIsI IEPEBO/IA TO 3HAYCHUE, KOTOPOE MOJXOUT B KOHTEKCT IPEIOKCHUS
(Tekcra).

3. [Ipu moucke B CloBape 3HAYCHUS CIIOBA B PsJIC CIIyYaeB cieqyeT MPHHUMATh BO BHUIMaHHE TPaMMATHIECKyIO (DYHKIIHIO CIIOBA B
MPEUIOKEHUH, TaK KaK HEKOTOPBIE CJIOBA BBHIMOTHSIOT Pa3IMUHbIe TpaMMaTHIecKie GYHKIMH U B 3aBUCUMOCTH OT 3TOTO
HEPEBOISATCS TI0-Pa3HOMY.

4. Ipu moncke 3HAYCHHUS TJIaroJia B CIIOBape CIeAyeT MMETh B BHIY, UTO IJIaroiibl yKa3aHbl B CJIOBape B HEONPEAeTIeHHOH Gopme B
TO BpeMs KaK B TIPEJIOKESHHUH (TEKCTe) OHU (PYHKIIMOHHUPYIOT B Pa3HBIX BPEMEHAaX, B Pa3HBIX TPAMMATHYECKUX KOHCTPYKIIUSX.
Touck riarona 3aBUCHT OT €ro IPHHAAICHKHOCTH K KIIACCy NPABHIBHBIX WM HEIPABHJIBHBIX [J1ar0JIOB.




