MHWHOBPHAYKH POCCHUHN

DeepajibHOE TOCYAAPCTBEHHOE OIOKETHOE 00pa30BaTe/ibHOE YUpekJAeHue BbICIIero 00pa3oBanus
«I"opHO-AuTalicKuil rocy1apcTBeHHbIN YHUBEPCHTET»
(®I'OY BOTAI'Y, I'AT'Y, I'opHO-AJITaliCKMH TOCYy1apCTBEHHbIH YHUBEPCUTET)

HNHocTpaHHBIN A3BIK

paboyasi nmporpaMma JUCHMUILUIMHBI (MO JIs)

3aerHneHa 3a Ka(l)eﬂpOﬁ Ka(benpa HHOCTPAHHBIX A3LIKOB U METOAUKHU MPENMOTaBaAHUS

YueOHblil U1aH 51.03.02_2020_550.plx
51.03.02 Hapomnas xymoskecTBeHHas! KyJIbTypa

PykoBoacTBO cTyauell 1eKOpPaTUBHO-IIPUKIIATHOIO TBOPYECTBA

Dopma 00ydeHHS ouHast

OO0wiast Tpy10eMKOCTh 93ET

YacoB 1o yueOHOMY TUIaHy 324 Buner kouTponst B cemecTpax:
B TOM 4HCJIE: 9K3aMeHHbI 4
AyJUTOPHBIE 3aHATHS 160 3a4eThl 2
caMmocTosiTeNbHas padoTa 119
4acoB Ha KOHTPOIIb 43,6

Pacnpeueﬂenue YaCo0B JUCHMIIJIMHBI O ceMeCcTpaM

Cemect
(<Kype>.< CGMGCT]ZI))Ha Kypee>) 1(1.1) 2(1.2) 321 4(2.2) Viroro
Hepnenp 18 16 3/6 18 2/6 155/6
Bun 3ausaruit vII | PII VI PO | vII | PO VII PII VI PII

JlaGopatopHsbie 54 154 |36 36 36 (36 (34 34 160 160
KoHTponb caMocTosTeNnbHOI paboThl PU POBEACHUHI 0,15 0,15 0,25 0,25 10,4 0,4
aTTecTaluu
KoHcynpranmm nepe 3x3aMeHOM 1 1 1 1
Uroro ayn. 54 |54 |36 36 36 |36 (34 34 160 160
KonrakrtHas pabora 54 154 136,15 [36,15 [36 |36 |35,25 |35,25 (161,44 |161.4
Cam. pabora 18 |18 |27 27 36 136 (38 38 119 119
Yacel Ha KOHTPOJIb 8,85 18,85 34,75 (34,75 43,6 43,6
Uroro 72 |72 |72 72 72 |72 1108 108 1324 |324
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Busuposauue PII/L st HCrIoHeHUsI B 04epeHOM yueGHOM roay

PaGouas nporpaMma repecMoTpena, obcyskieHa u oobpeHa s
ncronHenns B 2021-2022 yyeGHoM roay Ha 3acenaHumn Kadeapsi
Ka(eapa HHOCTPAHHBIX S3bIKOB H METOANKH NPenoJaBaHusl

[Tporokon ot (¥ 06 2021r. N (o .
3as. kadeapoii SInkybaesa Aiicyny CepreesHa [/; k
¢

Busuposanne PIIJL uist HCNOJTHEHHS! B 04epeIHOM yueGHOM roay

PaGouas nporpaMma rnepecMoTpeHa, obcyskaeHa u o1oopena s
ucnonHenns B 2022-2023 yuebHoM roay Ha 3acegaHuH Kadeapsl
Kadyepa HHOCTPAHHBIX SI3BIKOB H METOAMKH NPenoaBaHust

IMporokonmor _ 2022r. Ne
3as. kadeapoii Sinkybaesa Aiicyny CepreesHa

Busuposanue PII/| st HCnoIHEHHSs! B 04epeHOM y4eGHOM roay

PaBouas nporpaMma nepecMoTpena, obcyskaeHa u onobpesa s
ucrionHenns B 2023-2024 yyeGHoM roay Ha 3aceanuu Kadeapsi
Kadeapa HHOCTPAHHBIX SI3BIKOB M METOAMKH MPEroJaBaHHsi

[lporokon ot 2023r. Ne
3as. kaeapoii Sukybaea Aticyny CepreesHa

Busuposanue PII isi HCIIOIHEHHS B 04epeHOM y4eGHOM roay

PaBouas nporpaMma repecMoTpeHa, obcyskaeHa u onobpena s
ucnonHenus B 2024-2025 yyeGHOM roay Ha 3aceaHuu Kadeapbl
Kadeapa HHOCTPAHHBIX S3LIKOB H METOAMKH NpPenoJaBaHHs

[lporokonor _ 2024r. Ne
3as. kadenpoii Sukybaesa Alicyny Cepreesna



1. HTEJIX U 3AJAYH OCBOEHUSA JTUCITUITJIMHBI

1.

—_

Leau: GopMHupOBaHHE UHOSA3BIYHONW KOMMYHHUKATHBHOM KOMIICTEHIIMHU JJIS IEJIOBOTO OOIEHHS B YCTHOM M MUChbMEHHOM
(dopmax.

1.2|3adauu: - ocBOEHNE TPAaMMATHYECKOTO U JIEKCHYECKOTro (00IIero 1 TepMUHOJIOTHYECKOT0) MHHUMYMa B 00beMe,
HEOOXO0ANMOM JUIsl OOIICHHUSI HA HHOCTPAHHOM SI3bIKE U pabOThI C HHOSI3BIYHBIMHU TEKCTaMH B IIPOIIECCE
npodeccHoHaNBHOM AESITENbHOCTH;

- (hopMHpOBaHNE YMEHHUI YTCHUS W TIOHUMAHMS JIUTEPATYPHI MO CIIEIMAIBHOCTH CO CIOBapeM;

- q)OpMI/IPOBaHI/Ie KOMMYHUKAaTUBHBIX yMeHI/Iﬁ YCTHOI'O MOHOJIOTMYECKOI'O BBICKA3bIBaAHUA U AUAJIOTUICCKOI'O
OOIICHYS HA UHOCTPAHHOM S3BIKE.

2. MECTO JUCHUIIIMHBI B CTPYKTYPE OOII

Huka (pazgen) OOITL: b1.0.01

2.1|TpeGoBaHus K MpeIBAPUTEILHON MOATOTOBKE 00y4aKOIIErocsi:

2.1.1 Hpe,ILHICCTByI-OHII/IMI/I JUCHUINIMHAMU ABJIAKOTCA JUCIHUIIIIMHBI SI3BIKOBOM IOATOTOBKU Ha MPEABIAYIIEM YPOBHE SI3BIKOBOM
IIOATOTOBKH.

2.2| IMCOMILUIHHBI H IPAKTHKH, JUISI KOTOPbIX OCBOEHHE TAHHOW THCHUTJINHBI (MOAYJIsI) HEOOXOAMMO KaK
npeAlIecTBYOLIee:

2.2.1|Cnenxypc Ha HHOCTPaHHOM S3bIKE

2.2.2|BpInoNHEeHNE U 3alIKUTa BBITYCKHOM KBAIU(UKAIIMOHHON paboThI

3. KOMIIETEHL[Y OBYYAIOIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLIATITAHBI
(MOZYJIS)

YK-3: Cnioco0eH ocymiecTBIATh COLHAJbHOE B3aMMO/ielicTBHe U PeaIN30BbIBATH CBOIO POJIb B KOMaH/e

HN-4.YK-3: DddexTUBHO B3aUMO/eiicTBYeT ¢ APYTUMH YIEHAMH KOMaH/bl, B T.4. Y4acTByeT B 00MeHe HHGopManmei,
3HAHUSIMHU H OIIBITOM, H IIPE3eHTALMH Pe3yJIbTaTOB PadoTbl KOMAH/bI

- 3HaeT MPaBHIIA POYECCHOHANBHOTO PEIEBOTO ATHKETA
- yMeeT apryMEeHTHPOBAHO U3/1araTh COOCTBEHHYIO TOUKY 3PEHUSI HA MHOCTPAHHOM SI3bIKE
- BJIafieeT HaBbIKaMH BEIECHUS TUCKYCCUM U MOJIEMHKH Ha HHOCTPAHHOM SI3bIKE

YK-4: Cnioco6en ocymiecTBJISITh /1eJJ0BYI0 KOMMYHHKAIMIO B YCTHOH M MMCbMEHHOH ()OpMax HA rocyiapCTBEHHOM si3bIKe
Poccuiickoii @egepannu U HHOCTPAHHOM(bIX) sI3bIKe(aX)

HN]1-1.YK-4: BpiOnpaeT Ha rocy1apCTBEHHOM H HHOCTPAHHOM (-bIX) A3bIKaX KOMMYHHKATHBHO IIPHEMJIEMble CTHJIb /1€JI0BOT0O
o01mennsi, BepdajabHble H HeBepOaJIbHbIe CPEACTBA B3AUMOAeHCTBHS C MapTHEPaAMH.

- 3HAET OCHOBHBIE IPaMMAaTHYECKHE CTPYKTYPHI; 00IIEeyNOTPeOUTENbHYIO, OOIEKYNbTYPHYIO H IPOdeCcCHOHATIbHYIO JIEKCHUKY;
peueBble KIulle, He00X0JUMBIE UL OCYILECTBICHHUS 1€JI0BOM KOMMYHUKAIUU HA HHOCTPAHHOM SI3bIKE

- yMEET MOCTPOUTh BBICKAa3bIBAHUSI B CMOJAEIUPOBAHHBIX (IPEATAraeMbIX) CUTyalUsAX OOIEHUS Ha HHOCTPAHHOM SI3BIKE,
MpaBMIIBHO HCIIONB3yS BepOanbHBIC ¥ HeBepOalbHBIC CPEICTBA OOIICHHUS

- BJIaJIeeT HHOCTPAHHBIM A3bIKOM KaK CTUJIEM AEI0BOTO OOIIEHUS

HNJI-2.YK-4: Bener 1e/10BYI0 epenucKy, YYUTHIBAas 0COOCHHOCTH CTHJIMCTUKH OQUIUATBHBIX H HeO(UIIHATBHBIX MHCEM,
COIMOKYJbTYPHBIE pa3anyus B (popmMaTe KOPpPeCIOHICHIINH HA FOCYIaPCTBEHHOM ¥ HHOCTPAHHOM (-BIX) SI3BIKAX.

- 3HaeT 0OCOOCHHOCTH CTHJIMCTHKH HAIMCAHMS O(QUIHATEHBIX X HEO(PHUIIHATBHBIX THCEM
- yMEET BECTH JCJIOBYIO IIEPEMUCKY C  YUETOM COLMOKYJIBTYPHBIX OCOOCHHOCTEH ¢ MPEeACTaBUTESIMU IPYTHX CTPaH
- BJIaJie€T TEXHUKOH JI€JI0BOro MUCbMa HA UHOCTPAHHOM SI3bIKE

N/1-4.YK-4: leMoHcTpHpYeT YMeHHE BBINOJIHATD NepeBo] NPo¢ecCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
rocyAapCcTBeHHBbIH A3bIK H 00paTHO.

- 3HAa€T OCHOBHBIC NEPEBOIYECKHUC TpaHC(bOpMaHI/II/I

- YMEeT BBINOJHATE IEPEBOA NPO(HECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-BIX) Ha FOCYAAPCTBEHHBIH S3BIK M 00paTHO
- BJIAJICET OCHOBAMH TEXHHUKH IIEPEBOMA




4. CTPYKTYPA U COJEPKAHUE JUCHUIIJIMHBI (MOAYJIsI)

Kon

HaumeHnoBaHue pa3jieioB u TeM /BH]L
3angarus/

Cemectp /
Kvbce

Yacos

Komneren-
107041

JlutepaTtypa

Hute
DAKT,

IIpumevyanune

Pazgen 1. Conep:xanue.

1.1

Introductions. Work and leisure.

Jobs and studies. Nationalities. to be a/ an
with jobs; wh- questions. Introducing
yourself and others. Speaking: Meet
conference attendees. Writing: e-mail.
Reading: Meet Jeffrey Immelt.
Listening: Talking about yourself.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure. Speaking: Interview
employees about working conditions.
Writing: list. Reading: Carlos Ghosn,
Superstar — CNN. /JT1a6/

28

WJ1-4.YK-3
WJ-1.VK-4
WJ1-2.YK-4
WJ1-4.VK-4

J1.1J12.1

1.2

Introductions. Work and leisure.

Jobs and studies. Nationalities. to be a/ an
with jobs; wh- questions. Introducing
yourself and others. Writing: e-mail.
Reading: Meet Jeffrey Immelt.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure. Writing: list. Reading:
Carlos Ghosn, Superstar — CNN. /Cp/

WJ1-4.YK-3
WJI-1.VK-4
WJ1-2.YK-4
WJ1-4.VK-4

J1.1J12.1

1.3

Problems.

Travel details: letters, numbers, times.
Can/can’t. There is/are. Making booking
and checking arrangements. Speaking:
Book guests into a hotel. Writing: e-mail.
Reading: A business hotel brochure.
Listening: travel information.

Eating out: food and menu terms.
Some/any. Countable and uncountable
nouns. Socializing 2: entertaining.
Speaking: Choose a restaurant for a
business meal. Writing: e-mail. Reading:
Ordering a meal.

/J1ab/

26

WJ1-4.VK-3
WJI-1.YK-4
WJ1-2.VK-4
WJ1-4.YK-4

JI1.1J12.1

1.4

Problems.

Travel details: letters, numbers, times.
Can/can’t. There is/are. Making booking
and checking arrangements. Speaking:
Book guests into a hotel. Writing: e-mail.
Reading: A business hotel brochure.
Listening: travel information.

Eating out: food and menu terms.
Some/any. Countable and uncountable
nouns. Socializing 2: entertaining.
Speaking: Choose a restaurant for a
business meal. Writing: e-mail. Reading:
Ordering a meal.

/Cp/

UJ1-4.YK-3
WJI-1.YK-4
UJI-2.VK-4
UJI-4.YK-4

J1.1J12.1




1.5

Business trips (airports, hotels). Food and
entertaining.

Choosing a product or a service. Past
simple. Past time references. Presentation
1: presenting a product. Speaking: Sell a
mobile phone and service package.
Reading: IKEA: lower prices, higher sales
— Financial Times. Listening: an interview
with the director of a sales training
company. Writing: e-mail.

Types of colleagues. Starting a business.
Describing people. Past simple: negatives
and questions. Question forms.
Negotiating: dealing with problems.
Speaking: Negotiate a solution to a
problem with an employee. Writing: e-
mail. Reading: Mercedes Erra — Financial
Times. Listening: An interview with a bank
director about a bad manager /J1a6/

18

WJ1-4.YK-3
WJI-1.VK-4
WJ1-2.YK-4
WJ1-4.VK-4

J1.1J12.1

1.6

Business trips (airports, hotels). Food and
entertaining.

Choosing a product or a service. Past
simple. Past time references. Presentation
1: presenting a product. Speaking: Sell a
mobile phone and service package.
Reading: IKEA: lower prices, higher sales
— Financial Times. Listening: an interview
with the director of a sales training
company. Writing: e-mail.

Types of colleagues. Starting a business.
Describing people. Past simple: negatives
and questions. Question forms.
Negotiating: dealing with problems.
Speaking: Negotiate a solution to a
problem with an employee. Writing: e-
mail. Reading: Mercedes Erra — Financial
Times. Listening: An interview with a bank
director about a bad manager

/Cp/

12

WJ1-4.VK-3
WJ-1.VK-4
WJ1-2.YK-4
WJ1-4.VK-4

J1.1J12.1

Sales. People.

Choosing a product or a service. Past
simple. Past time references. Presentation
1: presenting a product. Speaking: Sell a
mobile phone and service package.
Reading: IKEA: lower prices, higher sales
— Financial Times. Listening: an interview
with the director of a sales training
company. Writing: e-mail.

Types of colleagues. Starting a business.
Describing people. Past simple: negatives
and questions. Question forms.
Negotiating: dealing with problems.
Speaking: Negotiate a solution to a
problem with an employee. Writing: e-
mail. Reading: Mercedes Erra — Financial
Times. Listening: An interview with a bank
director about a bad manager /JIa6/

18

WJ1-4.VK-3
WJI-1.YK-4
WJ1-2.VK-4
WJ1-4.YK-4

JI1.1J12.1




1.8

Sales. People.

Choosing a product or a service. Past
simple. Past time references. Presentation
1: presenting a product. Speaking: Sell a
mobile phone and service package.
Reading: IKEA: lower prices, higher sales
— Financial Times. Listening: an interview
with the director of a sales training
company. Writing: e-mail.

Types of colleagues. Starting a business.
Describing people. Past simple: negatives
and questions. Question forms.
Negotiating: dealing with problems.
Speaking: Negotiate a solution to a
problem with an employee. Writing: e-
mail. Reading: Mercedes Erra — Financial
Times. Listening: An interview with a bank
director about a bad manager /Cp/

15

UJ1-4.VK-3
WJI-1.VK-4
WJ1-2.YK-4
WJ1-4.VK-4

J1.1J12.1

1.9

Markets. Companies.

Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product. Writing:
catalogue description. Reading: Welcome
to Moscow, city of the gold Rolls Royce -
Financial Times. Listening: An interview
with a cross-cultural trainer.

Successful companies. Describing
companies. Present continuous. Present
simple or present continuous. Presentation
2: starting a presentation. Speaking: You
and your company: Prepare an introduction
to a presentation. Writing: company
profile. Reading: atura aims to expand
internationally — Financial Times.
Listening: An interview with the CEO of
Unipart. /JIa6/

20

WJ1-4.YK-3
WJI-1.VK-4
WJ1-2.YK-4
WJ1-4.VK-4

J1.1J12.1

1.10

Markets. Companies.

Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product. Writing:
catalogue description. Reading: Welcome
to Moscow, city of the gold Rolls Royce -
Financial Times. Listening: An interview
with a cross-cultural trainer.

Successful companies. Describing
companies. Present continuous. Present
simple or present continuous. Presentation
2: starting a presentation. Speaking: You
and your company: Prepare an introduction
to a presentation. Writing: company
profile. Reading: atura aims to expand
internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.

/Cp/

18

WJ1-4.YK-3
WJI-1.VK-4
WJ1-2.YK-4
WJ1-4.YK-4

J1.1J12.1




The Web.

Using the Internet. Plans for the future.
Internet terms. Time expressions. Talking
about future plans (present continuous and
going to); will. Making arrangements.
Speaking: Plan a sales trip. Writing: e-
mail. Reading: Online business model
dressed to kill — Financial Times.
Listening: An interview with a website
effectiveness consultant. /JIa6/

16

WJ1-4.YK-3
WJI-1.VK-4
WJI-2.YK-4
WJ1-4.VK-4

J1.1J12.1

1.12

The Web.

Using the Internet. Plans for the future.
Internet terms. Time expressions. Talking
about future plans (present continuous and
going to); will. Making arrangements.
Speaking: Plan a sales trip. Writing: e-
mail. Reading: Online business model
dressed to kill — Financial Times.
Listening: An interview with a website
effectiveness consultant. /Cp/

18

WJ1-4.YK-3
WJI-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

J1.1J12.1

1.13

Cultures. Jobs.

Company cultures. Cultural mistakes.
Company cultures. should /shouldn't, could
/would. Identifying problems and agreeing
action. Speaking: A change of culture:
Discuss changes in a bank. Writing: action
minutes. Reading: Wal- Mart finds its
formula doesn't fit every culture - The New
York Times. Listening: Four people talking
about cultural mistakes.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job. /J1a6/

34

WJ1-4.VK-3
WJ-1.VK-4
WJ1-2.YK-4
WJ1-4.VK-4

J1.1J12.1

1.14

Cultures. Jobs.

Company cultures. Cultural mistakes.
Company cultures. should /shouldn't, could
/would. Identifying problems and agreeing
action. Speaking: A change of culture:
Discuss changes in a bank. Writing: action
minutes. Reading: Wal- Mart finds its
formula doesn't fit every culture - The New
York Times. Listening: Four people talking
about cultural mistakes.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job.

/Cp/

38

WJ1-4.VK-3
WJ-1.YK-4
WJI-2.VK-4
UJI-4.YK-4

J1.1J12.1

Pa3pen 2. IlpomeskyTouHast aTTecTalus
(3x3aMeH)




2.1 [TonroroBka K 3k3aMeHy /JKk3aMeH/ 4 34,75 | UJ1-4.YK-3 JI1.1J12.1 0
Na-1.YK-4
NJ1-2.YK-4
Ua-4.YK-4

22 Konrpons CP /KCPATT/ 4 0,25 | U1-4.YK-3 J1.1J12.1 0
WJ-1.YK-4
na-2.yK-4
WJ-4.YK-4

23 KonrakrtHas padora /KoHCOK/ 4 1 na-4.YK-3 J1.1J12.1 0
WJ-1.YK-4
na-2.yK-4
WJ-4.YK-4

Paznen 3. IIpomexyTouHnas
arrecTanus (3a4€T)

3.1 IMonroroBka k 3auéty /3auét/ 2 8,85 | U-4.YK-3 JI1.1J12.1 0
WJI-1.YK-4
WUI-2.YK-4
WJ1-4.VK-4

3.2 Konrakthas pabora /KCPATT/ 2 0,15 | UOI-4.YK-3 JI1.1J12.1 0
WJI-1.VK-4
WUa-2.YK-4
WUI-4.YK-4

5. ®OHJ OHEHOYHBIX CPEJCTB

5.1. KouTpoJibHbIe BONPOCHI U 3aIaHUS

3ayeT BKIIOYACT B CeOs CICAYOIIUC 3aJaHHs:
1 Progressive test.
2 Make up a dialogue based on the given situation.

DK3aMeH BKJIIOYAET CIICAYIOIINE 3aIaHHs:

1. Read and translate the text.

2. Make up a dialogue based on the given situation.
3. Write the business letter.

5.2. Tembl NHCBMEHHBIX PadoT

The Inquiry Letter

The Sales Letter

The Follow-Up Letter
The Letter of Resignation
The Letter of Complaint

DoH OLEHOYHBIX CpeacCTB

[Topsinok pa3paboTku, TPeOOBAHUS K CTPYKTYpE, COACPIKAHUIO ¥ 0(OPMIIEHHIO, a TAK)Ke MPOIeaypa SKCIIEPTH3HI U

6. YHEBHO-METO/MYECKOE 1 HTH®OPMAIIMOHHOE OBECHHEYEHUE TUCIHUIIJIMHBI (MOLY JISA)

6.1. Pexomennyemas autepatypa

6.1.1. OcHoBHast TUTEpPaTypa

ABTODBIL, COCTaBUTEIH 3arnaBue W3pnaTenscTBo, rox On. agpec
JI1.1 |Maiiep H.I'. Amnrnuiickuil s3pIk: yde6HOe ocodue s I'opHo-Anraiick: PHO |http://elib.gasu.ru/index.ph
CTYZIeHTOB | Kypca Hesi3bIKOBBIX (akynbTeToB |[[AIY, 2015 p?
(6a30BEIi1 KypC) option=com_abook&view

=book&id=44:anglijskij-
yazyké&catid=35:inostrann
ye-yazyki&Itemid=180

6.1.2. JlonoTHUTeIbHAS IUTEPATYPA

ABTOPBI, COCTaBUTENHN 3arnaBue W3narenscTBO, TON Dn. agpec
JI2.1 |3emnsanoBa ML.IL WHocTpaHHBI] SI3bIK (aHITIUHCKUIT). Tromens: Tromenckuii |https://icdlib.nspu.ru/view/
Communicative english: let's read and discuss: [rocyaapcTBeHHBII icdlib/7067 /read.php

yueOHO-MEeTOIUUECKOE TOcoOUe yHuBepcuter, 2018




6.3.1 IlepevyeHs NporpaMMHOro oGecnevdeHust

6.3.1.1|Google Chrome

6.3.1.2|MS Office

6.3.1.3|Moodle

6.3.1.4|MS WINDOWS

6.3.2 Ilepevyenb nHGOPMALUOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1|MexBy30BCKast 3JIEKTpOHHAsI ONOIHOTEKA

6.3.2.2|VnTerpupoBaHHblit Hay4YHbIH HHPOpMalMoHHbIi mopTan eLIBRARY.RU

6.3.2.3|ba3a naHHBIX «DIeKTpoHHAs 61OIoTeKa I opHO-ANTallCKOro rocyJapCTBEHHOI'O YHUBEPCUTETA

6.3.2.4|Onexrponno-6ubnuoreynas cucrema [PRbooks

7. OBPA3OBATEJIBHBIE TEXHOJIOT' U

pouieBas urpa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCITUITJIMHBI (MOY JIST)

Homep ayautopuu

Ha3znauenmue

OCHOBHOE OCHAIIIEHHE

102 Al

VYueOHast ay JUTOpHSL JJIsl IPOBECHUS
3aHATHUH JEKIIMOHHOTO TUNA, 3aHATUI
CEMHHApCKOro THIA, KypcOBOrO
MIPOEKTUPOBAHUS (BBITOJHEHHUS KYPCOBBIX
paboT), TPYNIIOBEIX ¥ MHAWBUAYAIBHBIX
KOHCYNBTAlUH, TEKYIIEr0o KOHTPONIS U
IIPOMEXKYTOUHOH arrectauuu. [lomemenue
JUIsL CAMOCTOSITENIbHON paboThl

Pabouee mecTo npenoaasarens. [locagounbie MecTa Jis
oOygaromuxcs (10 KOJTHMIECTBY 00YJaOIIIXCS).
KomubtoTep, MpoeKTop, SKpaH HACTSHHO-TIOTOJIOYHBIH
PYJIOHHBIH, HOYTOYK, YYCHHYECKas JOCKa,
Npe3eHTAlMOHHAs TpUOyHa

201 b1 Kabunet MeToInKy npenoaBaHus MapxkepHas yueHH4ecKas 10CKa, IKpaH,
nHdopmatuku. YueOHas ayAUTOPHS LI MyJbTUMeAnanpoekTop. Pabouee Mecto mpenopaBaress.
TIPOBEICHUS 3aHATHH JIeKIHOHHOTO THMa, |[locamounble MecTa 0Oydaromuxcs (10 KOJIMYECTBY
3aHATHH CEMHHAPCKOT0 THIIA, KYPCOBOTO  [00YyYaroIINXCsl), KOMITBIOTEPHI C JOCTYIOM K MIHTepHEeT
IIPOEKTHPOBAHNUS (BBIITOIHEHHUS KYPCOBBIX
paboT), rPyNIOBBIX U MHANBUAYAIBHBIX
KOHCYNbTAIMH, TEKYIIEro KOHTPOIS U
IIPOMEXKYTOUHOH arrectauuu. [lomemenue
JUIS CaMOCTOSITEIbHOM paboThI
208 A4 YuransHbiil 3a1. [Tomenenue 1 Pabouee mecTo npenogasarens. [locagounsie mecta
CaMOCTOSATENIEHON PabOTHI oOyuaromuxcs (o KoauuecTBy ob0ywaronuxcs). HoyTOyxk,
MIPOEKTOP, IKPaH, BEICTABOUHBIE CTEIIIAXKH, IEYaTHBIE
W3aHNS
204 B2 YyeOHasg ayIUTOpHUs AJIS IPOBEICHUS Pabouee mecto mpenonasatens. [Tocagounsie mecta s

3aHATUH JEKIIMOHHOTO THUIIA, 3aHATHI
CEeMHHApPCKOTro THUIa, KypCOBOTO
MIPOEKTHPOBAHUS (BBIIOJHEHUS KYPCOBBIX
padoT), rPYIIIOBBIX ¥ MHIUBUAYAITBHBIX
KOHCYJIbTallui, TEKYILIEro KOHTPOJIS U
MIPOMEXKYTOYHOM aTTeCTALIMHI

obOyuaromuxcs (1o KoJu4ecTBy oOydarommxcs, kademnpa,
mkad, MoIBOepTHI (8 mIT.)

9. METOAUYECKHUE YKA3AHUSA JJIA OBYYAIOIIIUXCSA 11O OCBOEHHUIO TN CIUIIJIMHBI (MO Y JIS)

Jlexmmu, ¢ 0JTHOM CTOPOHBI — 3TO OJJHAa U3 OCHOBHBIX ()OPM YUEOHBIX 3aHATHI B BBICIIMX YUE€OHBIX 3aBEJICHUAX, IPEICTaBIAIONIAs
co0oii cucTeMaTH4eCcKoe, OCIeI0BAaTEIbHOE YCTHOE N3JI0KEHHUE MIPEIoAaBaTeNieM OMPEICICHHOTO pa3iena KOHKPETHOH HayKy M
Y4eOHOM AUCIUIIIMHEL, ¢ IpYTroil —3T0 ocobast hopMa caMocTosTeIbHON paboThl ¢ yueOHBIM MaTepHrasioM. JIekus He 3ameHseT co0oi
KHUTY, OHa TOJIBKO MOJATAJIKUBACT K HEll, pacKphIBast TEMY, IPOoOIeMy, BEIACISIS ITIaBHOE, CYIIECTBEHHOE, Ha YTO CIIEAyeT 00paTUTh
BHUMAaHUE, YKa3bIBACT ITyTH, KOTOPBIM HYXHO CJIEI0BATh, TOOMBAACH TIIyOOKOr0 MOHUMAHUS IOCTABICHHON Npo0IieMbl, a He o0mieit

KapTHHBI.

PaboTa Ha IeKIMU — 3TO CII0KHBINA MPOLIECC, KOTOPBIH BKJIIOYAET B ce0s TAKUE 3JIEMEHTHI KaK CIIyIllaHHe, OCMBICIIEHHE U COOCTBEHHO
KOHCIEKTUpOBaHKE. {715l TOro, 4TOOBI JIEKIHS BHIIOIHUIIA CBOE Ha3HAYCHHUE, BAXKHO MOATOTOBUTHCS K HEH M €€ 3alUCH elle 10
MIPHUXO0/a IPEnoAaBaTells B ayIuToOpuIo. be3 3Toro panpHeiiee BOCIPUATHE JIEKIIMA CTAHOBUTCS CIOKHBIM. JIEKIMsI B yHUBEpCUTETE
paccunTaHa Ha IOATOTOBICHHYIO aynuTopHio. [IpenogaBarens u3naraer a000H BONPOC, OPUEHTUPYSCH Ha T€ 3HAHUS, KOTOPBIE
JIOJDKHBI OBITH y CTYAEHTOB, YCBOMBIIMX MaTepHall BCEX MPEbLAYIINX JIeKIUH. BaXkHO HayuynThCs CIyHIaTh NpernoaaBaTesis BO BpeMs
JICKIUH, IOAJEP)KUBATh HENPEPHIBHOE BHUMAHKE K BBICTYIAIOLIEMY.
OpHako, OTHOTO CIyIIaHHus HepocTaTouHo. HeoOxoanmo GukcupoBarts, 3aUCEBaTh TOT HOTOK HHGOPMaNNH, KOTOPBIH coodmaeTcs




BO BpeMsI JIGKIIUU — HAYYUTHCA BECTH KOHCIEKT JIEKIIMH, I7ie OPMYIUPOBAINCH OBl HanboJIee BayKHbIE MOMEHTbI, OCHOBHBIE
IOJIOXKEHUS, U3JIaraeMble JIEKTOpOM. J[j1sl BeZIeHUs! KOHCIIEKTa JIEKIMH CJIeAyeT UCIIONIb30BaTh TeTpaib. BeeHue koHcnekra Ha
JIUCTOYKAX HE PEKOMEH]IYeTCs, TOCKOJIbKY OHU HE TaK YAOOHBI B MCIIOJIB30BAHUH U YacTO TepsroTcs. [Ipu opopMIiIeHn KOHCTIeKTa
JIEKIUH HEOOXOIMMO OCTABIIATH OIS, TAE CTYJEHT MOYKET 3alUCaTh CBOM COOCTBEHHBIE MBICIIH, BO3HHUKAIOIIIE TTapajlyIeIbHO C
MBICJISIMHU, BBICKa3aHHBIMH JIEKTOPOM, @ TaK)Xe BOIIPOCHI, KOTOPhIE MOT'YT BOSHUKHYTD B ITPOIECCE CITyIIaHHs, YTOOBI ITOJIyYUTh Ha HUX
OTBETHI IIPH CaMOCTOSTENBHOM MPOpaboTKe MaTepralia JIEKIHH, IPU U3y4eHHN PEKOMEHIOBAaHHOM JIUTEPaTypPhl UM HEOCPEICTBEHHO
y npenojiaBaresis B KoHIe JieKiui. COCTaBiIsisl KOHCIEKT JIEKIUH, CIeyeT OCTaBIISATh 3HAUUTEIIbHbIH HHTEPBAJI MEX/y CTPOUYKaMHU. DTO
CBSI3aHO C T€M, YTO MHOTa BO3HUKAET HEOOXOANMOCTD BIIMCATH B IEPBOHAYAIBHBII TEKCT JIEKIIMHU OJJHY WM HECKOIBKO CTPOUEK,
MMEOIIUX TPUHIUITAAIBHOE 3HAYSHNE U IOYEPIHYTHIX U3 JPYTUX HCTOYHHUKOB. PaccTossHUE MEXK1y CTPOKaMU HEOOXOJUMO TaKKe JUIst
MIOYePKUBAHUS CJIOB WJIH IEJIBIX TPYII CJIOB (TaKoe IOAIepPKUBAHNE BBI3BIBACTCS HEOOXOJMMOCTHIO IPUBJIEYh BHUMAHHE K TAHHOMY
MECTY B TEKCT€ IPH MOBTOPHOM YTeHUH). OOBIYHO MOTYEPKUBAIOT ONIPEIEIICHHSI, BBIBOJIBI.

Taxoke BaKHO MOJTHOCTBIO 0€3 BCAKMX H3MEHEHHIH BHOCUTD B TETPAJb CXEMBI, TAOIHIBI, YEPTEXH U T.I1., €CIIM OHU MPEATIOIaraloTCs B
nekud. [ Toro, 4ToO0bl COBMECTHTh MEXaHUYECKYIO 3aIUCh C TOYTH JOCIOBHBIM (PMKCHPOBAaHHEM HanOoJee BayKHBIX MOJI0KEHUH,
MO’KHO HCIIOJIb30BAaTh CUCTEMbI YCIIOBHBIX COKpallleHui. B nepByro ouepesapb cokpamaroTes AJIMHHBIE CJI0BA U T€, YTO IIOBTOPSIOTCS B
peun JekTopa yamie Bcero. I1pu 3ToM caMo cokpalieHHe JOJKHO ObITh 110 BO3MOKHOCTH KPATKHM.

CemuHapckue (npakTuueckue) 3anaTus CaMmocTosTeNnbHas padoTa CTYAESHTOB 0 MOJrOTOBKE K CEMUHAPCKOMY (IIPaKTUYECKOMY)
3aHATHIO JIOJDKHA HAYMHATHCS C O3HAKOMIICHHS C TNIAHOM CEMHHAPCKOTO (TIPaKTHUECKOTO) 3aHATHS, KOTOPBII BKIIOYAeT B Ce0st
BOIIPOCHI, BHIHOCUMBIE Ha 00CYXKIEHHE, PEKOMEH/IAIINH 10 IIOATOTOBKE K CEMUHAPY (IIPAKTUUECKOMY 3aHSTUIO), PEKOMEHAYEMYIO
JUTepaTypy K Teme. VzydeHne Matepuaia cienyeT HadaTh ¢ IPOCMOTPa KOHCIIEKTOB JIEKIHA. BoccTaHOBHB B MaMATH MaTepual,
CTYZEHT IPUBOJUT B CUCTEMY OCHOBHBIE IIOJIOKEHUS TEMBI, BOIIPOCHI TEMBI, BbLAEISASA B HEH TJIaBHOE U HOBOE, Ha UTO 00palanoch
BHIMAaHME B JIEKIIMU. 3aTeM ClielyeT BHUMATEIbHO IPOYUTATh COOTBETCTBYIOLIYIO IIaBy YIeOHHKA.

Jliist Gostee yriyOIeHHOTO U3y4eHHs BOIPOCOB PEKOMEHYeTCs KOHCIIEKTUPOBAHUE OCHOBHOM U IONIOIHUTENBHOM IUTepaTyphl. UnuTas
PEKOMEH/I0OBaHHYIO JINTEPATYPY, HE CTOUT ITAaCCHBHO MPUHUMATH K CBEICHHIO BCE HAIMMCAHHOE, CIEAYeT aHaIM3UPOBATh TEKCT, TyMaTh
HaJl HUM, 3TOMY CIIOCOOCTBYIOT 3aIIMCH 10 XOJly YT€HUsI, KOTOPbIE IPEBPAIAIOT YTEHHE B IIPOLECC. 3allCU MOI'YT BECTHUCh B
Pa3IIYHOM (hopMe: pa3BepHYTHIX M MPOCTHIX ITAHOB, BBITHACOK (TE3MCOB), AaHHOTAIUI U KOHCIIEKTOB.

IMono6pas, oTpaboTaB MaTepHal 1 YyCBOUB €0, CTYJICHT JIOJDKEH HayaTh HEMOCPEACTBEHHYIO ITOJTOTOBKY CBOETO BBICTYIIJICHUSI Ha
CEeMUHAPCKOM (TIPaKTHYECKOM) 3aHATUH IJIs YETO CIEAYeT IPOAYyMaTh, KaK OTBETUTH Ha KXKABIA BOIPOC TEMBIL.

[To kaxoMy Bonpocy IUIaHa 3aHATHI HEOOXOIUMO ITOATOTOBUTHCS K yCTHOMY coo01ieHuto (5-10 MuH. ), ObITh TOTOBBIM NPUHSTH
ydacTHe B 00CY>KIECHHH U JOIOJHEHUHU JOKJIAa0B U COOOLIEHUH (10 5 MUH.).

BricTynnenne Ha CeMUHAPCKOM (IIPAKTHIECKOM) 3aHATHH JOJDKHO YAOBIETBOPSTH CIENYIOMUM TPeOOBaHUAM: B HEM H3JIararoTcst
TEOpeTHUYECKUE MOIXO0/Ibl K PACCMaTPUBAEMOMY BOIIPOCY, JaeTCs aHAIN3 IPUHIUIIOB, 3aKOHOB, IIOHATHI U KaTeTOPHUii; TEOPETUIECKHE
TIOJIO’KEHUS MTOJKPEIUIIOTCS (haKTaMH, IIPEMEPaMH, BBICTYIICHUE JOJDKHO OBITh apTyMEHTHPOBAHHBIM.

CamocrosiTenbHas paboTa 00y4alonmxcst — 3TO IIaHUpyeMast yueOHasi, yueOHO-HUCCIIeIoBaTEeNbCKas, HAyYHO-HCCIIEeJ0BATEbCKAs
paboTa, BBITIOHsIEMast BO BHEAYAUTOPHOE BPEMsI 110 33aHHIO M IPU METOIMYECKOM PYKOBOACTBE IPETIoIaBaTelsl, HO Oe3 ero
HETIOCPEACTBEHHOTO y4acTHS.

O0BEeM caMOCTOSITEIILHOM PabOTHI OIIpeaeNsieTcsl yueOHBIM INIAHOM OCHOBHOM NpodecCHOHaIbHON 00pa30BaTeIbHON IIPOrPaMMBbI
(OIIOII), paboyeit mporpaMMoi AUCIUIIIMHEL (MOTYJIS).

CamocrosiTenpHas paboTa OpraHu3yeTcst H IPOBOJHUTCS € LeNbIo GOpMHUPOBaHUS KOMIETEHIIN, ITOHUMaeMbIX KaK CIIOCOOHOCTh
MPUMEHSTh 3HAHUS, YMEHHS U TMIHOCTHBIE KauecTBa /IS CIEIIHOM IPaKTH4eCKOil AeATeIbHOCTH, B TOM YHCIIE:

- opMupoBaHUsL yMEHUII 10 IOUCKY U UCTIOIb30BaHUIO HOPMAaTUBHOM, IPaBOBOH, CIIPABOYHOM U cHIEUaIbHON JINTEPATypHl, a TAKXKE
JPYTHX HCTOYHUKOB WH(OPMALIH;

- Ka4eCTBEHHOT'O0 OCBOEHMS U CHCTEMATU3aLUH [OIyYEHHBIX TEOPETUUECKUX 3HAHUM, X yIIIyOJIeHUS U paclIupeHus 10 IPUMEHEHUIO
Ha YPOBHE MEXIIPEIMETHBIX CBSI3eH;

- opMupoBaHUs yMEHUS IPUMEHATD IOJIydECHHbIE 3HAHUS Ha IIPAKTHKE (B MPO(HECCHOHATBHOMN JIESITEILHOCTH) U 3aKPEeIICHUS
MPAaKTHIECKUX YMEHHH 00yJaroIuxcs;

- pa3BUTHA MO3HABATEIbHBIX CIIOCOOHOCTEH, (HOPMUPOBAHUS CAMOCTOATEIHLHOCTH MBIIUICHHS 00yJaroInXCs;

- COBEPLICHCTBOBAHHMS PEUCBBIX CIIOCOOHOCTEH 00YJArOLIHXCS;

- opmupoBaHUst HEOOXOIUMOTO YPOBHSI MOTUBALIUK O0YYAIOIIUXCS K CHCTEMAaTHUECKOH paboTe A MOTydeHUs 3HAHUH, YMEHUH U
BJIaJCHUI B IIEPHOJI YIEOHOTO CEMECTpa, aKTUBHOCTH 00YJaIOIINXCsl, TBOPYECKONH HHUIIATHBEI, CAMOCTOSTEIFHOCTH,
OTBETCTBEHHOCTU M OPTaHU30BaHHOCTH;

- (opmupoBaHUsI CIIOCOOHOCTEH K CaMOPa3BUTHIO (CaMOIIO3HAHHIO, CAMOOTIPEICIICHUIO, CAMOOOPa30BaHHIO,
CaMOCOBEPILICHCTBOBAHHIO, CAMOPEATTH3ALMN 1 CAMOPETYIISINN);

- pa3BHUTHS HAyYHO-HCCIIEOBATEICKIX HABBHIKOB;

- Pa3BUTHS HABBIKOB MEKINYHOCTHBIX OTHOIICHHUI.

K camocTosTenpHOit paboTe Mo JUCIHIUTMHE (MOYIII0) OTHOCSTCS: MPOopaboTKa TEOPETUIECKOT0 MaTepraa AUCUUILTHHBI (MOIYIIs);
MOATOTOBKA K CEMUHAPCKUM U MPAKTHYECKUM 3aHATHSM, B T.4. HOATOTOBKA K TEKYLIEMY KOHTPOJIO YCIIEBAEMOCTH 00YJaIOIIUXCSI
(TexyIas aTTecTalus); MOATOTOBKA K J1a00paTOPHBIM paboTaM; MOATOTOBKA K IPOMEKYTOYHON aTTeCTaluy (3a4€TaM, IK3aMeHaM).
Bunpl, popMbl 1 00BEMBI CaMOCTOATENILHON paO0THI 00YUYArOIIUXCS PH U3YUEHHH AUCHUILIMHBI (MOIYJIS) ONPEACISIOTCS:

- coZiepIKaHueM KOMIIETeHIHH, GOpMHUPYEMBIX AUCHUIUTHHON (MOIyIIeM);

- cnenu(pUKON AUCUUILIMHEL (MOIYJIS ), MPUMEHSIEMBIMU 00Pa30BaTEIbLHBIMHU TEXHOJIOTHIMH;

- TpypoeMkocTeio CP, Ipe1ycMOTpeHHO! yueOHbIM IIIaHOM;

- YPOBHEM BBbICIIEro 00pa3oBaHus (0akajgaBpHuar, CrielHaIUTET, MaruCTparypa, acliupanTypa), Ha koropom peanuzyercs OINOIT;

- CTEIIEHbIO MOJrOTOBIEHHOCTU 00yJaOMIUXCSL.




MeTO,Z[I/I‘IeCKI/Ie YKa3aHHs K BBIITOJTHCHUIO JICKCHUKO-TPAMMAaTUYCCKUX yl'[pa)KHeHI/Iﬁ

ITpu paboTe ¢ TEKCUKO-IpaMMaTHYECKUM MAaTEpHaIoM HEOOXOIUMO CTPEMUTHCS HE TOJNBKO K Y3HABAHUIO CIIOBA WIIU
rpaMMaTHYeCcKOro 000poTa, HO M K IOHUMAHHMIO IIeJIM €T0  YMOTpeOJIeHnsT B JaHHOM KOHTEKCTe.

W3y4aemblil MaTepuan TpeOyeT NPaKTUUECKOTo IPUMEHEHHUS, IPEXIE BCETO B BUJIE IEKCUKO-TPAMMATHYECKUX YIIPaXKHEHUH, KOTOPbIE
CJIeTyeT BBITOJIHATH TOJBKO MOCIIE TIIATEIEHOM MPpOopabOTKH BCero MaTeprana. l3ydyeHue rpaMMaTHKU HENb3s Ha4aTh «C
cepenuHbl». Kaxkaplit HOBBIN pa3znen O0azupyeTcs Ha U3y4eHHOM Ipexie MaTepuane. OfHAKO U3ydeHUE TOIbKO IpaMMaTUKK 0e3
MIPAaBHIIBHOTO MMPOU3HOLIEHHS M 3HAHUS JIEKCHKU OCTAeTCsI «BEIIbIO B ceOey. JINIIb KOMIUIEKCHBIN MOX0/ ¥ IOCTEIIeHHBIH Iepexo.l OT
IIPOCTOrO K CIIOAKHOMY MOXKET JaTh TpeOyeMblil pe3yabTaT.

[Ipu BeINOIHEHUY yNpa)KHEHUH CHaYaja CleyeT 03HaKOMUThCA C TPaMMaTHYeCKUMU KOMMEHTapUsAMH, IPOCMOTPETh 3aIHCH,
cZeNaHHble Ha 3aHATHU. [IpU NOATrOTOBKE K KOHTPOJIBHBIM paboTaM TpeOyeTcsl TakKe IPOCMOTPETh BECh JIEKCUKO-TpaMMaTU4eCKUH
MaTepHal, B TOM YHUCIIEe JOMAIIHUE TUCbMEHHbIE YIIPaKHEHHUS.

CryzneHTaM peKOMEHyeTcs UCII0Ib30BaTh 00yJaloIue KOMIIbIOTEPHBIE IPOrPaMMBbl, KOTOPBIE Jal0T BO3MOXKHOCTb HE TOJIBKO
IIPOCIIyLIaTh MPaBHIIbHOE (hOHETHUECKOEe 0OPMIIEHHE PEUH, HO M BEIPaOOTaTh HABBLIKH HCIIOIb30BAHMS NPaBHIBHBIX JIEKCHKO -
rpaMMaTUYECKUX CTPYKTYP IPU HOMOIIYU YIPAXHEHUH.

[Ipu n3ydyeHnu onpeneaEHHBIX JEKCUYECKUX U TPAMMAaTHYECKUX SIBICHUN HEMEIIKOTO sI3bIKa PEKOMEH/yeTCs UCII0JIb30BaTh CXEMBI,
TaOIUIBI U3 CIIPABOYHUKOB 110 IPaMMaTHKe, TIIATENIbHO TOTOBUTD UX IS 00eclieueHus IpouHoro ycsoeHus. [Ipu nocrpoeHun
HEMELIKOTO ITPEUIOKEHHS CIIEAYET PacIoiaraTh CJI0Ba B CTPOTO OIIPeeaEHHOM HOPSIIKE, YUUTHIBAs, YTO MOPAIOK CIIOB B
[IOBECTBOBATEILHOM, BOIIPOCUTEILHOM U OTPULIATEIBHOM MPEIJIOKEHUAX OTINYACTCS OT IOPSAAKA CIOB B PYCCKOM IIPEUIOKEHHUH.

MCTOI[I/ILICCKI/IC PEKOMCHAAUH 110 MOATOTOBKE poneBoﬁ HI'PbI

B cTpykType poneBoii uTpbl Kak mpolecca BEIICSIOTCS CIeTyIONNe COCTABIAIONINE:

* TeMa;

* pOJIH, B3ATHIC HA CE0s UIPAIOIINMUY;

* UTPOBBIE AEHCTBUS KaK CPENICTBA PeaN3allii dTHX POJIEH;

* UTPOBOE YNOTPEOICHUE IIPEIMETOB, T. €. 3aMEIIEHUE PeabHbIX Bellleil UrPOBBIMU, YCIOBHBIMUY;

* peanbHbIe OTHOIICHUS MEXIY UTPAIOIINMH;

* CIOXKeT (cozepkaHue) — 00JIaCTh JCHCTBUTEIBHOCTH, YCIOBHO BOCIIPOU3BOIUMAS B HIPE.

B mpouiecce poeBoit urpel 0TpabaTHIBAIOTCS M YCBAWBAIOTCS:

1) sTHYecKue HOPMBI U IIpaBUiIa IIOBEJCHUS U ONpeeICHHbIE COLHANbHBIE POJIM B TOM WM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) 0COOEHHOCTH, XapaKTepHBIE YePThI, BO3MOXKHOCTH TEX WIJIM MHBIX COLUAIBHBIX TPYIII WIH ONPeNeTICHHBIX KOJUIEKTHBOB — aHAJIOTOB
MPEANPHUITUH, GUPM, T.€. PA3ITHMYHBIE TUIIBI SKOHOMHUYECKHX M COLUAIBLHBIX HHCTUTYTOB, YTO BIIOCJIEICTBHH MOXET OBITh IIEPEHECEHO
B COIMAITBHYIO MTPAKTHKY;

3) yMeHHUsI COBMECTHOW KOJUIEKTUBHOM JIEATEIBHOCTH;

4) KynbTYpHBIE TPAJAULIUN U HOPMEL.

PoneBble Urpsl, TeMa U CIOKET KOTOPBIX OCHOBAH Ha COAEPKAHUU TEKCTOB, WIUTIOCTPUPYIOT IIOBEJICHUE B CUTYallUH MEKKYILTYPHOTO
oOIIeHusI.

B xauecTBe IpUEMOB, XapaKTEPHBIX AJISI METOJA POJICBOII UTPhI BEICTYNAIOT CIIEAYIOLINE:

- IpUeM BOCCO3AaHMs KOMMYHHKAaTHBHOTO KOHTEKCTa, KOMMYHHKATHBHOW CHUTYaIIUH;

- IPHEM BUPTYAIbHOW 3KCKYPCHH, KOTOPBIl MOKHO OPraHU30BaTh KaK C MOMOIIBIO TEXHUYECKUX CPEICTB, TaK U C UCTIOIb30BaHHEM
pearbHBIX (OTOMATEPHATIOB B YIEOHOH ayIUTOPHH,

- IPHEM JIpaMaTH3allii, HalPaBJICHHBIH HA CO3JJaHNE YCIIOBHM, IPUOIMKEHHBIX K YCIIOBUSM PEAIbHOTO OOIIEHHUSI, CBA3aHHBIN C
CO3JJaHUEM CHUTYalUH OOILEHUS, ONPEAEICHHEM LEIH, PacIipeAeIeHHEM POJIeii;

- mpueM pedUIeKCUBHON NASHTU(UKALMY, TPEATIONAralomuil nAeHTUGHUKALUIO ¢ 00BEKTOM OOIIEHHS U IOBECTBOBAHHE OT UMEHH
9TOTO 0OBEKTA.

Metoanveckue yKa3aHHs K HAIIMCAHHIO JIEJIOBOTO 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.

Mertoanueckue yKazaHHs K YTEHHIO U TIEPEBOAY TEKCTOB NPOQECCHOHAILHON HAlIPaBICHHOCTH

TekcTbl TMpodecCHOHANBFHONW HANpPaBICHHOCTH Ha HHOCTPAHHOM S3bIKE TIOMHMO CBOCH OCHOBHOM  3amaudm —
MHPOPMATUBHOCTH — MOMOTAIOT MOIIOJHUTh OOLIMH M TEMaTW4eCKUi CJIOBapHBIN 3amac, TPEHHPYIOT B IPOU3HOIICHHH
HEMEILIKHX CIIOB ¥ BBIPDAKEHHH, 3aKpeIUIIOT TpaBUiIa TIPaMMAaTHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOH PEUH.
[IpenrexcroBeif 3Tarm:

- TPOYTHTE 3arojlOBOK M CKaKHUTE, O 4YeM (0 KOM) OyIeT UATH pedb B TEKCTE;

- O3HAaKOMBTECh C HOBBIMH CIIOBAaMH M CJIOBOCOYETaHMSIMU (€CIM TakKOBBIE JaHBI K TEKCTY C IEPEBOJIOM);
- TpOYUTAlTe W BBHIIMIINTE CJIOBA, 0003HAYAIOIIKE. .. (1aeTCs PYCCKUN 3KBUBAJICHT);

- Bol0epuTe W3 TEKCTAa CJIOBA, OTHOCSIIMECS K M3ydacMoOU TeMe;

- HalauTe B TEKCTE HE3HAKOMBIE CJIOBA.

TexcToBbIil 3Tam:

- IPOYTHUTE TEKCT;

- BBLICNHTE CJOBa (CJIIOBOCOYETAHHS WM MPEIIOKEHHUS), KOTOPhIE HECYT BaXHYIO (KIOYEBYIO HH(POPMAIIHIO);
- BBIIMIIMTE WM MOJYEPKHUTE OCHOBHBIC HMEHA (TEPMHUHBI, ONPECICHUS, 0003HAUCHHUS);

- chopmynupyiiTe KIIOUYEBYIO MBICIb KaxIo0ro ad3ara;

- OTMEThTE CJIOBO (CJIOBOCOYETAHHUE), KOTOpOE JIydllle BCEro IepelaeT CoAepKaHHe TeKcTa (Y4acTH TEKCTa).
[TocnerexcToBpI 3Tam:

- 03arJaBbTE TEKCT;

- TOpPOYTHTE BCIAYX MPEMJIOKEHHs, KOTOPHIE MOSCHSIIOT Ha3BaHHE TEKCTa;

- HaluTe B TEKCTE IPEUIOKEHUS JUIS ONMUCAHUS ...

- moATBepanTe (ONPOBEPTHHUTE) CIOBAMH W3 TEKCTa CICAYIOIIYIO MBICTD ...

- OTBEThTE Ha BOIIPOC;

- COCTaBBTE IUIAH TEKCTA;

- BBIUIIUTE KJIIOYEBBIE CJIOBA, HEOOXOIUMBIE JUIs IIepecKas3a TEeKCTa;

- TepecKaXuTe TeKCT, ONMUPasCh Ha IUIAH;

- TEepEeCKaXKHUTE TEKCT, ONHPasCh Ha KIFOUEBbIC CJIOBA.

Ilpn moaroroBke pedepUpOBaHMUS TEKCTa PEKOMEHIYETCS BOCIOIB30BATHCS CIENYIOMIEH MaMsITKOM:

1. TMocne mnpouTeHus TekcTa pas30eiiTe ero Ha CMBICIOBBIC YACTH.

2. B kaxnoil dYacTW HaiguTe NpemIoKeHHe (MX MOXeT OBITh HECKOJNBKO), B KOTOPOM 3aKJIIOYeH OCHOBHOW CMBICI 3TOU
YacTH TeKCTa. Beimumure 3tn MPEIJIOKCHUA.

3. TloguepkHHTe B OTHX NPEIUIOKECHUIX KIIOUESBBIEC CIIOBA.

4. CocraBbTe IUIaH MepecKasa.

5. Onwmpasich Ha IUIaH, MEPECKaXKHUTE TEKCT,

6. Onwupasicb Ha KIIOYEBBIC CIJIOBA, PACCKAXKHUTE TEKCT.

MCTOILI/IIIGCKI/IC PEKOMCHAAUH 110 COCTABJICHUIO NUCKYCCUN

IMamsATKa O COCTaBICHUIO JUCKYCCHU

B mponecce MOATOTOBKHY K BBHITIOIHEHUIO 3aJaHUS (IUCKYCCHT) BHIMATEIbHO H3YYUTE €T0 CoAepKaTeIbHOE HAIOTHEHNE, OTIPEACIITE
KOHKPETHYIO CUTYAIMIO ¥ KOMMYHUKATUBHYIO 33/1a4y OOIECHUSI.

Curyanus oOIIeHHs YeTKO U JAKOHHYHO KOHKPETH3UPYETCS B IEPBBIX JBYX-TPEX MPEATOKCHUIX 3aJaHus, IOATOMY HX CIIEIyeT
YUTaTh 0COOEHHO BHUMATEJIBHO.

+ O6s13aTenbHO 00CyIUTE BCE MpeIIaracMble BAPHAHTEI, BHE 3aBICHMOCTH OT COOCTBEHHBIX MPEAITOYTCHUH.

*BynbTe MHUIIMATUBHBIM IAPTHEPOM IO OOIIEHHUIO, & HE TACCUBHO OXKHUJaliTe BOIIPOCOB CO CTOPOHHI cobecenunka. Heodxonumo
HayaTh Oecely ¢ KpaTKOro BCTYIUICHNS —00BICHEHUS cUTyanuH. Jlanee ciexyeT akTHBHO BeCTH Oecely: IpeuraraTth BapHaHTHI JUIs
o0cyxaeHHs, 3aJaBaTh COOTBETCTBYIOLIME PEUEBOIl CUTYaI[MH BOIPOCHI, IIPU HEOOXOAUMOCTH NEPECTPaIIuBATh, YTOUHATH MHEHHE
cobeceHHKa, OCYIIECTBIATE IEPEXO0] OT OJHOTO BapHaHTa K APYyroMy, B 3aBepIICHNE OeceIbl ITociIe 00CyXICHUS BCeX BapHAHTOB
CaMOMY TIPCUIOKUTDH PCIICHHUC. Pemenue JOJI2KHO JIOTHYHO BBITCKATh U3 BCEIr0 CKa3aHHOI'O obonMu nmapTHEpamMu, HE 3a6y115Te npu
3TOM ellle Pa3 MONHTEPECOBATHCS MHEHHEM COOCCETHHUKA.

*BexnuBOCTh B IUANIore MpeIIoNaraeT, Mpexkae BCero, MposBIeHNEe 3aMHTEPECOBAaHHOCTH I10 OTHOLIEHHIO K CBOEMY ITapTHEPY 110
00IIeHNI0, 003aTeNIFHOE pearnpOBaHUe HA €r0 PEINIHKH (ITyCTh MOPOIO C HOMOIIBI0 KOPOTKUX PEILTHK pearupoBanusi). Heobxonanmo
BHUMATCIIBHO CIIYIIAaTh NapTHEPA U JaBaThb aICKBAaTHBIC PEAKIITMN HA TO, YTO OH T'OBOPUT. B JAHHOM THUIIC JHaJIoTra Jamie BCECro
OTBETHBIMH PEakKIUsIMH OyIyT cOTIace MM Hecoraacue (IPHIeM BeXKIIHBOE), H, BO3MOXKHO, yIWUBICHHE, cOMHeHHUE. [Ipu 3ToM,
0e3yCIIOBHO, CIIEIyeT CTapaThCs UCIIOJIb30BATh Pa3HOOOPa3HbIE S3BIKOBBIE CPEICTBA /ISl BRIPAKEHHUS JAHHBIX SI3BIKOBBIX ()YHKIIUH.
*AKTHBHO Ipejlaraiire BapuaHThl A1 00CYKAeHUs (ECTECTBEHHO, IIOCIIE JOCTATOUHO NOJPOOHOr0 00CYKICHUS KaXI0ro
MPEBLIYIIETO).

IIpu npepI0XKEHNH CBOETO BapUaHTa CIEAYET 1aBaTh YETKUE Pa3BEPHYThIE apI'yMEHTHI B €r0 N0Jb3Y. B ciydae Hecornacus
cobeceIHMKa HEOOXOMMO pPearupoBaTh Ha €ro peIIMKU CBOUMH KOHTpapryMEHTaMuU, COrIacysl UX € €ro JOBOJAaMU. Y MEHUE
YCHBIIAT TApTHEPA U aJKBATHO W apTYMEHTHPOBAHHO PEarnpoBaTh B CIIOHTAHHBIX OTBETHBIX PEILTHKAaX OCOOCHHO IEHHO B JAHHOM
Tune auanora. OfHaKO COBCEM HEOOA3aTENbHO BCErja He COITIalIaThCsl C IApTHEPOM, BEllb B PEAIbHOM KOMMYHMKAIUU MBI




JIOCTATOYHO YacTO MePEeCMaTPUBAEM CBOIO TOUKY 3PEHUS, B3BEILIUBAsL JOBOJIBI «3a» U «IIPpOTHBY». [Ipu cornacun ¢ MHEHHEM
cobeceTHIKa Ba)KHO IPUBECTH JOTIOJIHUTENbHBIE JOBOBI B ITOJIb3Y 00CYKIaeMOT0 BapHaHTa WK Pa3BEPHYTh apIyMEHT COOeCeTHUKA.
* AKTUBHOCTb M BEXKIIMBOCTH COOECEHUKA IPEIIIoaraeT 3aMHTEPECOBAaHHOCTh BO MHEHUH NTapTHEpa MO OOILIEHHUIO, T03TOMY B Oecene
CIIelyeT NHTEPECOBATHCSI MHEHHEM co0eceHIKA TI0 TOBOLY IpeIaraeMbIX BapHaHTOB, 3alpalllBaTh €ro COrjache MIH Hecoryiacue
€0 cBOeH TOUKOH 3peHus. [Ipu He0OXO0IMMOCTH MOXHO 33/1aTh YTOUHSIOIINE BOIPOCHI, IEPECIIPOCUTH COOECETHUKA.

HeobxonuMo yuuTeIBaTh MHEHHE cOOeCeAHIKA U IPUBOANMBIE UM apTyMEHTHI IPH MIPUHATHH OKOHYATEILHOTO PEIIeHHUs], KOTOPOe
JIOJDKHO CTaTh JIOTHYECKUM 3aBEpILeHHEM Juaiora. Eciu peneHne NpoTHBOPEUUT COJIEPKAHUIO IIPOBEACHHOMN Oecebl,
KOMMYHHKATHBHAS 3a71a4a MOXKET 0Ka3aThCsl HEBBIIIOJIHEHHOM. JTO 03Ha4YaeT, 4TO YYaCTHHK Oecelbl popMaIbHO MPOroBapHBal CBOH
JTOBOJIBI, HE CIICIVJI 32 PEIJIMKaMU COOeCeTHUKA U JIOTUKOHW Pa3BUTHS UajIora.

*lHnnmaTuBHOCTE B Oecelie mpeoiaraeT yMeHie BOBJICUb IapTHEPa B AUAJIOT. B TaHHOM THITE JHAIora 3TO IPOSBISETCS HE TOIBKO
B YMEHHH 3alIPOCUTh MHEHHE COOECEHNKA, HO U B IIPHUIJIAIICHUH IIpeJlaraTh CBOM BAPUAHTHI U1 00CYKICHHS.

* HeoOxo1mMo MOMHHTB, UTO AMAJIOT — 3TO HE 0OMEH MOHOJIOTaMH.

Metoaudeckue YKa3aHus 110 pa60Te CO CJIOBapeM

DopMBI CaMOCTOSTENILHON pabOTHI CO CIOBAPEM:

- ITOWCK 3aJJaHHBIX CJIOB B CJIOBApe;

- ompejeeHre GopM eMHCTBEHHOTO M MHOXKECTBEHHOTO YHCIIA CYIIECTBUTEIBHBIX;
- BEIOOD HY)KHBIX 3HaYeHHH MHOTO3HAYHBIX CJIOB;

- MMOUCK HYXHOTO 3HAYCHHS CJIOB M3 YHCIIa IPAMMATHYECKHX OMOHHUMOB,

- MOWCK 3HAYEHMS IJIarojia Mo OJAHON M3 TIaroJIbHBIX (GopM.

1. TIpum momcke croBa B croBape HEOOXOANMO CIEINTH 32 TOUHBIM COBHAZeHHEM rpadudeckoro oGopMIICHHS HCKOMOTO 1
HalIGHHOTO CJIOBA, B IPOTUBHOM clly4yae IepeBojl OyJeT HelPaBUIbHBIM.

2. MHoTHe cll0Ba ABISIOTCS MHOTO3HAYHBIMH, T.€. IMEIOT HECKOIIBKO 3HAYEHMIA, TI03TOMY IIPH ITOMCKE 3HAUCHHS CIOBA B CIIOBape
HEOOXOIUMO YHUTATh BCIO CIOBApHYIO CTaThIO U BHIOMPATH JUI IIEpEeBOJa TO 3HaYEHHE, KOTOPOE NMOJXOJUT B KOHTEKCT NIPEAI0KEH U
(Tekcra).

3. IIpu noucke B ciioBape 3HaUEHUS CIIOBA B PsZIE CIy4aeB clielyeT IPUHUMATh BO BHUMaHHE IPaMMaTUIECKyI0 (QYHKIUIO CI0Ba B
IpeUI0KEHNH, TAK KaK HEKOTOPBIE CTI0BA BEITONHSIIOT PA3IMYHbIEe TPaMMaTHIecKie (PYHKIIUH U B 3aBECHMOCTH OT 3TOTO HEPEeBOAATCS
M0-pPa3HOMY.

4. TTpu momcke 3HaYeHHs TIarosa B CI0Bape CleyeT IMETh B BULY, UTO TJIATONBI YKa3aHBI B CIOBAape B HEONPEIEIeHHOH hopme
(Infinitiv - schlafen, aufmachen)s To Bpems Kak B IIpeATIOKEeHUH (TEKCTE) OHU (PYHKIHUOHUPYIOT B pa3HbIX BPEMEHAX, B Pa3HBIX
IpaMMaTHYECKIX KOHCTPYKIUAX. [TONCK TIaroma 3aBUCHT OT €ro IPHHAMIEKHOCTH K KIIACCY MPaBIIBHBIX MIIH HEPABMIBHBIX
I71aroJioB.

MeToadeckre peKOMEHAAINH 10 TOATOTOBKE K SK3aMEHY

B mepuo moAroTOBKYU K 3K3aMEHY CTYICHTBI BHOBb 0OPAIat0TCs K IPOMICHHOMY yaeOHOMY MaTepuaiy. [Ipu 3ToM OHH HE TOJIBKO
CKPEIUISIOT TIOJTydIeHHbIe 3HAHUS, HO U TIOJyJaloT HOBbIE. [I0Ir0TOBKA CTY/IEHTA K 9K3aMEHY BKJIIOYAET B ceOs TpH JTarma:
-ay[UTOPHAsl X BHEAYAUTOPHAS CAMOCTOSTEIbHAsI paboTa B TEUCHHE CEMECTPA,;

-HEMOCPEICTBEHHAS MMOJITOTOBKA B JTHHU, MPE/IIECTBYIOIIHE IK3aMEeHY 10 TeMaM Kypca,

-IIOJrOTOBKA K OTBETY Ha BOIPOCHI, COJIEPIKALIUEcs B OIIIeTax.

JIutepaTypa Ui MOATOTOBKHU K 9K3aMEHY PEKOMEHYeTCs IIperojaBarelieM MO0 ykazaHa B y4eOHO-METOJMYECKOM KOMILICKCE.

B x0e MOATOTOBKH K 3K3aMEHY CTYICHTaM He0OX0ANMO 00paliaTh BHIMAHUE HE TOJIBKO Ha YPOBEHD 3alIOMUHAHHMS, HO U Ha CTEIICHb
MMOHUMAaHUS U3JIaraeMbIX MPOOIIeM.

DK3aMeH MPOBOJUTCS 1O OHMieTaM, OXBaThIBAIOIINM BECh MPONAEHHBIH MaTepral. [10 OKOHYaHUH OTBETa YK3aMEHATOP MOXKET 3a]aTh
CTYIEHTY JOTOJHUTEIbHBIE U YTOYHSIOIIHE BOMPOCKl. Ha MoAroTOBKY K OTBETY 110 BOIpOCaM OMIIeTa CTYIACHTY qaetcst 30 MUHYT C
MOMEHTA MOJTYYCHUS UM.




