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(®I'BOY BOTAI'Y, I'AT'Y, I'opHO-AJITAlICKIH TOCYIaPCTBEHHbIH YHUBEPCUTET)

Crnenkypc Ha HHOCTPAHHOM fI3BIKE
paboyas nporpaMma JUCIHUILIIAHBI (MOTYJIS)

3akperuieHa 3a Kapempoii Kadeapa HHOCTPAHHBIX A3BIKOB U METOJINKH MPenoIaBaHusI

YueOHblil 1an 09.03.03_2023_823.plx
09.03.03 Ipuknagnas uHGopMaTHKa
[Tudposas sxoHOMHKA

Kpanuduxarus O0axanasp
Dopma oOydeHHs OYHas
OO0w1as Tpy10eMKOCTh 23ET
YacoB 1o y4eOHOMY IUIaHy 72 Bubl KOHTPOJIS B CEMECTpax:
B TOM YHCIIC: 3a4eThl 1
ayIUTOPHBIC 3aHATHUS 28
caMoCTOsTeNbHAs paboTa 35
4acoB Ha KOHTPOJIb 8,85

Pacnpe)lene}me YacoB TUCHUILIMHBI IO ceMecCTpaM

Cewmectp 1.1
(<Kypc>.<Cemectp Ha Kypce>) Hroro
Henens 17 1/6
Bun 3ansatuii v PII il PII

IIpakTnueckue 28 28 28 28
Kontpons camocrostenbHoil pabotel npu nposenenun  |0,15 (0,15 0,15 0,15
aTTecTaluu
Uroro ayn. 28 28 28 28
KonrakrtHas pabora 28,15 (28,15 [28,15 [28,15
Cam. pabota 35 35 35 35
Yacel Ha KOHTPOJIb 8,85 8,85 8,85 |8,85
Hroro 72 72 72 72
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PaGouas nporpaMma AHCLHILIHHEL

Crneuxypc Ha HHOCTPAHHOM fA3BIKE

paspaGotana B cootseTcBHH ¢ PI'OC:
denepanbHEIH rOCYAaPCTBEHHBIH ofpasoBaTenbHEI CTAHAAPT BEICIIEro 06pa3oBaHus - GakanaBpuaT 110 HANPaBJICHHIO TOATOTOBKH
09.03.03 Tpuxnanuas uHdopMarkka (Mpukas MuxoGprayku Poccnu oT 19.09.2017 r. Ne 922)

cOcTaB/ieHa Ha OCHOBaHHH y‘{GSHOI‘O nnaHa:

09.03.03 Tpuknanuas HHEGOPMATHKA
YTBEp//IEHHOTO YIEHBIM COBETOM By3a 0T 26.12.2022 npoTokon Ne 12.

Pafowas IporpamMma YTBep/IeHa Ha 3aceIaHHH Kadeapsl
kadenpa HHOCTPAHHBIX HA3LIKOB H METONHKH IPeNoJaBaAHHA

[Tpotokon ot 09.03.2023 npotoxon Ne §

3as. kadenpoit SukyGaesa Alicymy CepreesHa V@/



BusupoBanue PII/I 1iist ucnosiHeHUs B 04epeHOM Y4eOHOM roay

Pabouas mporpamma nepecMoTpeHa, 00CyX1eHa U 0100peHa ISt
ucnoyiHeHus B 2024-2025 yueOHOM 1oy Ha 3aceqaHnuy Kadeapbl
Kadepa MHOCTPAHHBIX A3bIKOB M METOAUKH TPENoaBaHusl

[Iporoxomor 2024r. Ne
3aB. kadenpoil SnkydaeBa Aiicyny CepreeBHa

Buzuposanmue PIL/I nis1 ucnonnennsi B ouepeHOM y4eOHOM roay

Pabouas mporpamma nepecMoTpeHa, 00CyX/IeHa U 0100peHa ISt
ucnoyiHeHus B 2025-2026 yueOHOM 1oy Ha 3aceqaHnuy Kadeapbl
Kadeapa HHOCTPAHHBIX SI3BIKOB M METOJUKH MPENoIaBaHMsI

[Ipotokomor 2025r. Ne
3aB. kadenpoit SIukydaeBa Aiicyny CepreeBHa

Buzuposanue PIL/I nis1 ucnonnennsi B ouepeHOM y4eOHOM roay

Pabouas mporpaMma nepecMoTpeHa, 00CYKAeHa U 0100peHa s
ucronHenus B 2026-2027 yue6GHOM TOy Ha 3aceTanuy Kadheapsl
Kadeapa HHOCTPAHHBIX SI3BIKOB M METOJUKH MPENoIaBaHMsI

[Ipotokomor 2026rT. Ne
3aB. kadenpoit SIukydaeBa Aiicyny CepreeBHa

BusupoBanue PII/I niist ucnosiHeHUs B 04epeHOM Y4eOHOM roay

Pabouas nporpaMma nepecMoTpeHa, 00CYKAeHa U 0100peHa s
ucnoyiHeHus B 2027-2028 yueOHOM roay Ha 3aceqaHnuy Kadeapsl
Kadeapa MHOCTPAHHBIX SI3LIKOB U METOAMKH MPenoJaBaHust

[Iporoxomor 2027r. Ne
3aB. kadenpoii SAnkydaeBa Aiicyny CepreeBHa



1. HEJIX U 3AJAYU OCBOEHUSA TUCIMITJINHBI

1.1{]enu: coBepIIEHCTBOBAaHHE UHOSA3BIYHONH KOMMYHHUKATHBHOM KOMIIETEHIIMH, HEOOXOIUMOM JIJ1sl OOIICHHUS B
npodeccuoHalbHOI chepe.

1.2|3a0auu: - cCOBepIICHCTBOBAHUE JICKCHKO-TPAMMATHYCCKUX, HEOOXOIUMBIX JJIs OOIICHHS HA HHOCTPAHHOM SI3BIKE B
podeCcCHOHANBHOM NesITeTHHOCTH;

- COBEPIIIEHCTBOBaHNE KOMMYHHUKATHBHBIX YMEHHUH (MOHOJIOTHYECKON M TUAIOTHYECKONW PEYH, YTCHUS U IIFCEMA) B
TIPOIIECCE JIEITOBOT0 OOIIEHNSI HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCHUIIIMHBI B CTPYKTYPE OOII

Iukn (paszem) OOIT: |[oT1.B

2.1|TpeGoBanus K NpeABAPHUTE]bHOI NOAT0TOBKE 00y4al0IIerocs:

2.1.1|MlHOCTpaHHBI} SI3BIK

2.2|IncuMnJMHbI M NTPAKTUKH, JUIS1 KOTOPBIX OCBOEHHE JaHHOW AUCUMIIJIMHBI (MOAYJIs1) HEOOXOAUMO KAK
npealIecTByIOLIEe:

2.2.1|AucuuIIuHbl Ha IOCIEAYIOIEM YPOBHE 00pa30BaHusl.

2.2.2|BbINONHEHKE U 3aL1UTa BBITYCKHON KBanu(UKaHOHHON paboThl

3. KOMIIETEHIIMN OBYYAIOIETI'OCs, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUSA JUCITUIIJINHBI
MOAayJis)

YK-4: CniocodeH 0CcylecTBJIATH /1eJIOBYI0 KOMMYHHKAIMIO B YCTHO# M MUCbMEHHOii (opMax Ha rocyiapcTBEHHOM SI3bIKe
Poccuiickoii ®@eaepanuu 1 ”HOCTpAaHHOM(bIX) A3bIKeE(aX)

HN/I-1.YK-4: BoiOupaeT Ha rocyJapcTBEHHOM M HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHMKATHBHO NpHeMJieMble CTHJIb 1eJ10BOT0
o0meHus, BepdajibHble H HepepOaibHbIe CPEACTBA B3aUMO/eiicTBHSI ¢ MApTHepaMH.

- 3HAET OCHOBHBIE IPAMMATHYECKUE CTPYKTYPBI; 00LICYOTPEOUTENbHYIO, OOIIEKYIBTYPHYIO U MPOPECCHOHATBHYIO JICKCUKY;
peYeBbIC KIHIIE, HEOOXOAUMBIE ISl OCYIIECCTBICHUS ICIOBOM KOMMYHHKAIIMH HA HHOCTPAHHOM SI3BIKE;

- YMEeT MOCTPOUTH BBICKA3bIBAHNUS B CMOJICIIUPOBAHHBIX (TIPEJIaraéMbIX) CUTYaLUsIX OOLICHHS Ha HHOCTPAHHOM SI3bIKE, MPABUIILHO
HCTIONB3Ys BepOabHbIe U HeBepOaAIbHBIC CPECTBA OOIICHMS

- BJIa/IeeT UHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHHSI.

N-4.YK-4: leMOHCTpHpPYeT YMeHHe BBbINOJIHATH IepeBo/] NPO(ecCHOHAIbHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
rocyJapcTBeHHbIii SI3bIK U 00paTHO.

- 3HaeT OCHOBHBIC IIEPEBOIUECKUE TPaHCHOPMALIHY;
- YMEET BBIMOJHATH MEPEBO MPO(ECCHOHATBHBIX TEKCTOB C MHOCTPAHHOTO(-bIX) Ha TOCYIapPCTBEHHbIH S3bIK U 00PaTHO;
- BIIaJICET OCHOBaMH TEXHHUKH [EPEBOA.

4. CTPYKTYPA U COJEPKAHME JUCIUIIMHBI (MOY.JIsT)

Kon HaumenoBanue pasnenoB u tem /Buj | Cemectp / | HacoB | Komneren- | Jluteparypa | Uute | Ilpumeuanue
| sapaTug sapgarus/ Kvpce uup DAKT.
Paznen 1. Conep:xanne pa3aeioB
JAUCHMILTHHBI
1.1 Monynb 1. Web. TekcTsl: ureHHe — 1 7 Ua-1.vyK-4 JIT.1J12.1 0 [IepeBon TekcTa.
Web, The Internet. AynupoBanue An Na-4.yK-4

Interview with a web-site effectiveness
consultant. CooOmieHue Mo Teme.
I'pammaruka: Oymyiiee Bpemsi.

Mp/




1.2 Monyib 2. Netiquette. TekcTbl: uTeHHE - 1 7 nJa-1.YK-4 JI1.1J12.1 0 Tecr.
Netiquette; Research on the Internet. Ua-4.yK-4
Aynuposanue - Four people talking about
comunicative mistakes. ['loBopenue:
1.Coo0menue no teme. 2.CocraBieHue
Te3ucoB. I paMmaTHKa: MomanbHbIE

[JIAroJIbl.
Mp/

1.3 Monyins 3. Designing Web Pages. Tekcrsr: 1 7 Ua-1.YK-4 JI1.1J12.1 0 Posnesas urpa.
ytenue - Beginning HTML,; Ua-4.yK-4

ayauposanue — Home Page Hints.
T'oBopenue: 1.CoobuieHue M0 TEME.
2.YMeHue 3a/1aBaTh BOIPOCHI U OTBEYATh
Ha HuX. 3. [IpoekT. ['pammaruka:
IpolIe/Iee BpeMs aHINIMHCKOro I1aroja.

Mp/
1.4 Monynb 4. Multimedia. Tekcr: urenue - 1 7 Ua-1.YK-4 JIT.1J12.1 0 Momnonoruuecko
Multimedia, Types of Error. ['oBopenue: Ua-4.yK-4 € BBICKa3bIBaHUE

1.coobmieHue o Teme.
2.ponesas urpa. O6001eHne
MPOMICHHOTO MaTepuara.

Mp/
1.5 CamocrosrenbHast paboTa 1Mo JTUCIUTUINHE 1 35 Ua-1.vK-4 JIT.1J12.1 0
BKJIIOYAET B Ce0sI CIIENYIOINE TYHKThI: nJ-4.YK-4

Pabota ¢ TekcTamn.

IToaroroBka cooOLIeHHH 10 IPOHAEHHBIM
TeMaM.

Pabora ¢ ynpakHeHUsAMU U3 paboueii
TEeTpaju.

IToaroroBka K BEIIOJTHEHUIO
rpamMmaru4eckux tectos. /Cp/

Pa3nen 2. [IpomexxyTouHas aTTecTanust

(3au4ér)
2.1 TToxaroroBka k 3auéry /3a4ér/ 1 8,85 | UO-1.YK-4 JI1.1J12.1 0
na-4.yK-4
22 Konrakrnas padora /KCPATT/ 1 0,15 | NO-1.YK-4 JI1.1J12.1 0
na-4.yK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEeILHAS 3aNIMCKA

1. OneHouHBIE CPeJICTBA NPeAHA3HAYEHBI JIJIsI KOHTPOJIS U OLEHKH 00pa30BaTeIbHbIX JTOCTHKEHUI 00y4yaromuxcs, OCBOUBIINX
nporpamMMy y4eOHoH AucuuIInHb «CHenkype Ha HHOCTPAHHOM SI3BIKE).

2. ®oHA OLEHOYHBIX CPEACTB BKIIOYAET KOHTPOJIbHBIE MAaTePHAIbI AL IPOBEACHHS TEKYIIEro KOHTPOJIS B popMe TECTOBBIX 3a1aHUH,
TEKCTOB JJIsl YTEHUS U NIepeBO/ia, IPOMEXKYTOYHOH aTTecTaluu B popMe BOIPOCOB U 33J[aHUil K 3a4eTy.

5.2. OueHo4HbIe CpeACTBa I/ TEKYIIero KOHTPOJIst

BxoHo# KOHTpOIBL (pUMEpPHOE 3a/IaHKe)

1. He ... atthe 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. Bribepure noaxonsuee orHocutenbHoe Mecroumenue: The principal of Ridgecrest High School, ... had worked there for over ten
years, finally decided to retire.

BapuaHTbl OTBETOB:

1 which

2 who

3 where

4 when

Kpurepuu oneHku:

Crynent Bomonana 84-100% 3amaHuil «OTIMYHOY, TOBHIIIEHHBIH YPOBEHD

CryzaeHT BbionHUI 66-83% 3a1aHuil «X0polL10», IOPOroBbIi YPOBEHb

Cryaent Bemonaun 50-65% 3amanuii «yI0BIETBOPUTEIHHOY, TOPOTOBBIA YPOBEHD

CryzaeHT BoinonHui Medee 50% 3aJaHuil «HEYA0BIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

1 Cemectp
Texymuit koHTpOIIB 1

OreHouHOE cpeacTBO «MOHONOIHYECKOE BHICKAa3bIBAHHE)
( [IpumepHOE 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?

OLEHKAKOTIINYHOY»: TEMa MOHOJIOTA IOJIHOCTBIO packpbiTa. CTYIEHT JOrMYeCKH BEPHO, apI'YMEHTUPOBAHO U SICHO CTPOUT YCTHYIO
peub ¢ HOMOIIBIO Pa3HOOOPA3HBIX CHHTAKCHIECKUX CTPYKTYP. JIeMOHCTpHUPYET 3HaHHE COBOKYITHOCTH ()OHETHUYECKUX, TEKCHUECKUX
rpaMMaTHYeCKUX 3aKOHOMEPHOCTEH M3y4aeMoro A3bIKa. Y MEET BBICTYINATh Ha ITYOJIMKE, UCIIOJIB3YSI COOTBETCTBYIOLINE TAKTUKH U
CTpaTeruy Ha U3y4aeMOM MHOCTPAHHOM s3bIKe. BiiazeeT HaBbIKaMy TpaMOTHOTO UCIIOJIb30BaHUS HOPM U3y4aeMOTO A3bIKa C yUETOM
CTaHJApTOB PeyeBOil MPO(eCCHOHANBHON KYIbTYpPhI U 3TUKHU. [Ipy 0TBeTEe Ha BOIIPOCHI MOCIIE BBICTYIJICHUS IEMOHCTPUPYET
MIOHMMaHHME TIOJTHOTO COAEPKAHM HH(OPMAINH, OITYUYCHHON U3 3apyO0e)HbIX HCTOYHUKOB Ha ITOJTOTOBUTEIEHOM JTaIle.

OLEeHKa«XOPOIIO»: TeMa MOHOJIOTa PACKPBITA B IOJHOM 00beMe, HO MOTYT BCTpeUaThCcs HE3HAYUTEIbHbBIE IPAaMMaTHYECKHE U / WIH
JIEKCUYECKHe OIMOKY, He 3aTPYIHAIONINE HOHUMaHue TekcTa. CTYIeHT JIOTHIECKH BEPHO, apTyMEHTHPOBAHO U SICHO CTPOUT YCTHYIO
peub ¢ MOMOIIBI0 Pa3HOOOPA3HBIX CHHTAKCHYECKHUX CTPYKTYp. BraseeT HaBbIKaMH IpaMOTHOTO HCIIOIB30BAHUS HOPM H3Y4aeMOro
s3b1Ka. [Ipu oTBEeTE Ha BONPOCHI 1TOCIIE BBICTYIUIEHUS JEMOHCTPUPYET IOHMMaHUe O0ILero coJiepyaHus HHPOpMaLuy, NOITy4eHHO! U3
3apyOeKHBIX HCTOYHMKOB HA ITOArOTOBUTEILHOM dTare.

O1eHKa«yIOBIETBOPUTEIHHO»: MOHOJIOT TOCTPOEH C MOMOIIBIO IIPOCTHIX CHHTAKCHYECKUX KOHCTPYKIMHA. BeTpedatoTest HapymeHus
JIOTHKH; JOIYIIEHEI TPaMMaTHYECKIE, YHKTYallMOHHbIE, opdorpaduueckre U / i JeKCHIeCKue OIUOKHY, He 3aTPYAHAIONINE

IIOHHUMAaHHUCE.

OHCHK&((HeyZ[OBJ'ICTBOpI/ITeJ'ILHO»ZHeZ[OCTaTO‘iHBIfI CJ'IOBapHI:IfI 3amac, HEIIpaBUJIbHOC UCIIOJIb30BAHUEC I'PAMMATUYCCKUX CTPYKTYDP,
MHOTOYHCJICHHBIE SI3BIKOBBIC OIIMOKH HE MTO3BOJISIOT BBITOJHUTE TIOCTABJICHHYIO 3a/1avy.

Onenounoe cpenctBo «llepeBos TekcTan
(IIpumepHble 3a1aHus)

Text 1




Multimedia

Multimedia is any computer application that integrates texts, graphics, animation, video, audio and other methods of communication.
Multimedia is different from television, books, cassetts because it lets you interact with the application. You can click on a picture to
start a video.

Multimedia became more popular after the mid-1990s when the price of hardware began to fall. Then people started using it in industry,
business, education, entertainment and for other purposes. Today we can find multimedia at home, in school, at work, in public places,
such as libraries and on the Internet.

In business, advertisers use virtual reality in multimedia applications to advertise their products in three dimensions. Using multimedia
for graphs and tables is now the best way for managers to present company results. In industry, pilots learn to fly using multimedia
situations, and scientists simulate experiments with dangerous chemicals in safety. Publishers are also producing interactive magazines,
called e-zines, and e-books online.

In education, students study interactive CD-ROMs at their own speed and explore topics creatively by clicking on related links.
Teenagers have played computer games for years, but many multimedia applications combine education and entertainment and they
let them visit virtual worlds or change the ending of films

Text 2

E-mail Style

In the 21st century the most common form of communication is almost certainly e-mail — a means of sending and receiving messages
—internally, nationally or internationally.

E-mail is relatively low in cost and does not require a trained operator. It is also fast, relatively reliable and messages can be sent
anywhere in the world, and stored in the mailbox until they are retrieved. This can be particularly advantageous for users who are
communicating across international time zones as messages can be read at any time when the receiver is ready.

Once you have established a relationship with a client or business associate, correspondence often becomes less formal. E-mail is
typically shorter and more relaxed way of sending messages. It is particularly practical if you do not want to call long distance because
of a language barrier.

E-mail letters are less formal in style than ordinary business letters. E-mails do not contain all the elements important for business
letters. The e-mail language is much closer to spoken English than traditional business correspondence style.

Information about the sender and the receiver appears at the top in special frame. A short greeting can help to lighten the tone.

As e-mails are designed for speed, they avoid the formal expressions used in letters, and people very often do not write in complete
sentences.

E-mails usually contain fewer fixed expressions and are less formal than business letters. But it is helpful if they are divided into
paragraphs.

People often sign e-mails with their first name.

Kpurepun onenku:

OneHka "OTJIMYHO": CTYJIEHT CAMOCTOSITENIbHO —peali3yeT YMEHUS 110  MEpeBOy MPOPEeCcCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYapCTBEHHBIN SI3BIK 1 OOPaTHO, BJaJeeT OCHOBAMM TEXHHKH IEPEBOJIA..

Ornenka "xopomo'": CTyIeHT criocoOeH 1oKa3aTh yMeHHe IepeBoja MpoecCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYapCTBEHHBIN SI3BIK M 00paTHO, CHOCOOEH YaCTHYHO MOKAa3aTh BIaJCHUE OCHOBAMHU TEXHHUKH IIEPEBOA.

OneHka "yI0BIETBOPUTENBHO": CTYIEHT CIIOCOOEH IO/ PYKOBOJCTBOM IIPEIOIaBaTeis MOKa3aTh YMEHHS IO IEPEBOIY
npodeccnoHambHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYIApPCTBEHHBIH S3BIK M 0OpPAaTHO, CIIOCOOEH MOKa3aTh YaCTHYHOE BIIAICHNE
OCHOBAMH TEXHHUKH NEepeBO/IA.

Onenka "HeyIOBIETBOPUTENHHO": CTYACHT 3aTPYAHIETCS WIM HE MOKET TI0Ka3aTh YMEHHUS, HE BIIaJieeT OCHOBAMHU TEXHUKHU NIEPEeBOa

1 Cemectp
Texymuuit KOHTpoIb 2
Ouenounoe cpenctBo «Ponesast 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 onenku:

Ornenka "OTJIMYHO": CTYJEHT IEMOHCTPUPYET XOPOIINE HABBIKU U YMEHUsI CBOOOTHOTO pe4eBOro B3aUMOJICHCTBUS C TAPTHEPAMHU:
yMeeT Hayarb, OAJepKaTh U 3aKOHYUTD Oecey; coOIro1aeT ouepEaHOCTh IpH 0OMEHe PeIUInKaMu; BOCCTaHABIMBAaET Oeceny B
cirydae c0os; SIBISIETCS aKTHBHBIM, 3aHHTEPECOBAHHBIM COOECEAHMKOM; COOIIOIAaET HOPMBI BEXKIIMBOCTH. Y MEET SMOLIMOHAIBEHO
n300pa3uTh XapakTep, HACTPOCHUE, YYBCTBA HCIIOIHIEMOTO I'epos B Pa3IMYHbIX CUTYaIUsX; YIOTPEOIIIET CI0KHBIE TPaMMaTHYECKHe
KOHCTPYKIIMH B PeUH; JOMyCKaeT He3HAUNTEIbHbIE TPaMMaTHIECKUE OINOKH; yoTpeOsieT pa3roBOpHbIE (YOPMYIIBI B COOTBETCTBHH C
cUTyaluei ooLeHusl.

OreHka "XopoIio": CTyJIeHT IEMOHCTPUPYET HABBIKH H YMEHHS CBOOOJHOTO PEYEBOT0 B3aMMOICHCTBHUS C MAPTHEPaMU: YMEET HauaTh,
oJyIep kaTh (B OOJBIIMHCTBE CIIy4aeB) U 3aKOHUUTH Oeceny; coOo1aeT 0uepEéqHOCTh NPU OOMEHE perIMKaMHy; IEMOHCTPUPYET
HaJIM4Ke NpoOIeMbl B IOHUMaHUU cOOeceIHUKa; He BCeria COOII0AAeT HOPMBI BEXKIIMBOCTH. Y MEET 3MOLMOHAIEHO H300pa3nuTh
XapakTep, HaCTPOEHHE, YyBCTBA HCIIOJIHIEMOr0 I'eposi B pa3IMYHbIX CUTYalUsIX; yIOTPeOIIseT B peun




IIPEUMYIIECTBEHHO IIPOCTHIE MPEIOKEHHUS; JOMYCKaeT He3HAYUTEIbHbIE TPaMMaTHYECKHE OIINOKHU; yIOTpeOIIsieT pa3sroBOpHbIE
(hopMyIBI B COOTBETCTBHHU C CUTYaIMEH OOILICHHUS.

OneHka "y/I0BIETBOPUTENBHO": CTYJICHT HE SIBJISIETCS] aKTUBHBIM COOECEIHUKOM; HE MOKET BOCCTAaHOBUTH Oeceny B cirydae cOos;
HCTIOJIB3YET HE3HAYUTEIbHBIM 00beM U3yUCHHOM JICKCHUKH; JIOTTYCKAaeT IPaMMaTHYECKHE OLIMOKHY;

OreHka "Hey10BIETBOPUTENBHO": CTYACHT SBJISETCS IIACCUBHBIM COOECEHNKOM; HE MOKET MOAepKaTh 00IIeHNE; 10ITyCcKaeT rpyobie
rpaMMAaTHYECKUE OIIUOKH.

5.3. Tembl NHCBMEHHBIX PadoT (3cce, pedpepaThbl, KypcoBbIe PadOTHI U JAP.)

Temartuka oQUIIATBHBIX TUCEM:
The Invitation Letter
CV/Resume

Temarrka HeOHUIIHATIBHBIX THCEM:
Introduction Letter
Friendly Letter

Kpurepuu onenku:

- OIICHKA «OTJIMYHOY BBICTABIIACTCS CTYJCHTY, €CIIU CTYICHT IMOKA3bIBACT MIYOOKUI YPOBCHb 3HAHUI 0COOCHHOCTEH
(hopMabHOTO ¥ HE(OPMAITLHOTO OOIICHUS, IPABUJI TOCTPOCHHUS MTUCBMEHHOTO PEYCBOT0 BHICKA3hIBAHUS HA U3Y4aEMOM SI3BIKC;
CaMOCTOSTEIIFHO PEATH3yeT YMCHHUS BECTH JCTIOBYIO MEPEIHCKY C YISTOM COIMOKYIBTYPHBIX 0COOCHHOCTEH C
MIPEICTaBUTEIIIMHU IPYTHUX CTPaH; BIaJceT TEXHUKOH IePeBOia U PeAaKTHPOBAHMSL.

- OIIEHKA «XOPOIII0» BBICTABIIIETCS CTYIEHTY, €CIIH CTYACHT IOKA3bIBAECT XOPOIINI YPOBCHb 3HAHUH 0COOEHHOCTEH
(opmaEHOTO ¥ He(OPMAITEHOTO OOIICHHS, IPAaBUJI TOCTPOCHHUS MUCHEMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3YU4AaEMOM SI3BIKE;
croco0eH MmoKa3aTh YMEHHUS BECTH JACTIOBYIO IMIEPETIHUCKY C YIETOM COIMOKYIBTYPHBIX OCOOEHHOCTEH C MPEICTABUTEISAMU
IPYTHX CTPaH; CIIOCOOCH YaCTUYHO MOKA3aTh BIIaJCHHE TEXHIKON IepeBOia U PEIaKTHPOBAHUS.

- OIICHKA «YIOBJIECTBOPUTEIHFHO» BBICTABIIIETCS CTYICHTY, €CIIH CTYACHT IOKa3bIBaeT 0a30BbIi yPOBEHb 3HAHUHA 0COOEHHOCTEH
(hopMabHOTO ¥ HE(OPMAITLHOTO OOIICHUS, IPABUJI MOCTPOCHHS MTUCBMEHHOTO PEYCBOT0 BHICKA3hIBAHUS HA U3Y4aEMOM SI3BIKC;
O] PYKOBOJICTBOM IPEIMOaBaTENs CIIOCOOCH MOKa3aTh YMCHHS BECTH JICJIOBYIO TICPEIHUCKY C YUIETOM COIHOKYIJIBTYPHBIX
0COOCHHOCTEH ¢ IPeACTABUTEISIME APYTUX CTPaH; CIOCOOCH YaCTHYHO MOKA3aTh BIAJCHUC TEXHUKOH MepeBoaa U
peaaKTUpOBaHUSL.

- OLICHKA «HEYAOBJIETBOPUTEILHOY BBICTABIISIETCS CTYIEHTY, €CJIM CTYJICHT MOKa3bIBAE€T HEYIOBIETBOPUTEIbHBIN YPOBEHD
3HaHUI 0COOEHHOCTEH (hOopMATLHOTO U He(HOPMATBEHOTO OOIICHUS, TPABUII IIOCTPOCHHUS MUCHMEHHOTO PEYCBOI0 BHICKA3BIBAHUS
Ha M3Y9aeMOM SI3bIKE; 3aTPYJHIACTCS FITH HE MOXKET IIOKa3aTh YMEHHS BECTH JIEIOBYIO MEPEMUCKY C YIETOM CONMOKYIBTYPHBIX

5.4. OueHo4HbIe CpeCTBA IS MPOMEKYTOYHOI aTTeCTallUK

B koHIe 1 cemecTpa CTYAHTHI CAAIOT 3a4€T [0 AUCIMIUIMHE. 3a4eT BKJIIOYAET B ce0sl CICAYIOIINe 3aIaHusl:
1. Do the test.
2. Translate the spesial text witout a dictionary.

1) IlpomMexyTOUHBIN TeCT AJIs 3a4eTa 1Mo AucHMILIMHE “CHenKypc Ha HHOCTPAHHOM S3bIKe” BKIIIOYAET
JIEKCHKO-TPaMMaTH4ECKHUE 3a1aHMsl, 33/I1aHHsl Ha COOTBETCTBHS, BEPHO/ HEBEPHO HA IIOHUMAHUE CHELUPUIECKOH
TEPMHUHOJIOT HH.

[TpumepHnsbie 3anaHus:

1. What do you know about a personal computer system? Have a look at the diagram and complete it. Translate all the terms
2. What do you know about the Internet? Are the sentences true or false?

3. What do you know about IT jobs?

2. [IpumepHbIE TEKCTHI.

Text 1/

Careers in Computing

Software engineer/designer. Creates the software programs used by computers. May specialize in the internal operating
systems using low-level computer language, or in applications programs. May specialize in one aspect of the work, e.g.
programming, systems design, systems analysis or cover them all. May support the system through advice and training,
providing user manuals, and by helping users with any problems that arise.

Computer salesperson. Advises potential customers about available hardware and sells equipment to suit individual
requirements. Discusses computing needs with client to ensure that a suitable system can be supplied. Organizes the sale and
delivery and, if necessary, installation and testing. May arrange support or training, maintenance and consultation. Must have
sufficient technical knowledge.

Computer systems analyst programmer. They are analyst programmers who are responsible for maintaining updating and
modifying the software used by a company. Some specialize in software and electronic skills, and knowledge of the which
handles the basic operation of the computers. This involves the use of machine codes and specialized low-level computer
languages. Most handle applications software. May sort out problems encountered by users. Solving problems may involve
amending an area of code in the software, retrieving files and data lost when a system crashes, and a basic knowledge of
hardware.

Software engineer/designer. Produces the programs which control the internal operations of computers. Converts the system




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 oneHuBanus Ha 3auéTe:

- «3a4YTEHO» BBICTABIIETCSI CTY/ACHTY, €CIIM COPMUPOBAH KaK MUHUMYM ITOPOTOBBII YPOBEHb HHIUKATOPA JOCTHKECHUS
KOMITETEHIIN:

- IOKa3bIBaeT 0a30BbIN YPOBEHb 3HAHUN OCHOBHBIX IPaMMAaTHYECKUX CTPYKTYP; OOIEYNOTpeONTEIbHON, OOIIEKyIbTYPHOH 1
poQeCCHOHANBHOM JIEKCHKH; PEUEBBIX KIINIIE, HEOOXOAUMBIX AJISI OCYIIECTBICHHS AEI0BON KOMMYHHKAIMN Ha HTHOCTPaHHOM
SI3BIKE; OCOOCHHOCTEH CTHIIMCTUKHU HAMCAaHUS O(GHINATbHBIX U HEOPHUIINATIBHBIX ITHCEM, 3HAHUI OCHOBHBIX NEPEBOAUECKUX
TpaHcopmanuii, a Taxke 3HAHUH MPaBHUI MPOPECCHOHATBHOTO PEUYEBOT0 STHKETA;

- IOZ] PYKOBOJICTBOM MPEIOAABATENS CIIOCOOEH MO0Ka3aTh yMEHHSI IOCTPOCHHMS BHICKA3bIBAHUS B CMOAEIHPOBAHHBIX
(mpenyiaraeMbIx) CUTyalusX oOIIEHHsT Ha MHOCTPAHHOM $I3bIKE, IIPABIIILHO UCIIOJB3Ys BepOalIbHbIE U HEBepOaIbHbIE CPECTBA
00IIEHHMST; BECTH AETOBYIO IIEPEMUCKY C YIETOM COLIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEISIMU IPYTUX CTPaH;

- CIOCOOEH YacTHYHO 1T0KA3aTh BIIaJICHUE HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOIIEHMSI, TEXHUKOH JIEJI0BOTO IMHChMa
HAa UHOCTPAHHOM SI3bIKE.

- «HE3aYTCHOY BBICTABIICTCS CTYJACHTY, €CIIH YPOBEHb HHANKATOPA JOCTHKCHNS KOMIIETCHIINN HE COPMHUPOBAH:

- TOKA3BIBAET HEYIOBJICTBOPUTEIBHBIN YPOBEHb 3HAHUH OCHOBHBIX TPAMMATHUECKUX CTPYKTYP; 00IIEyIOTPpEOUTEIBHOM,
0OIIEKYTbTYpHOU M TPO(HECCHOHATBHOMN JIEKCHKH; PEUEBBIX KIHIIE, HEOOXOIUMBIX IS OCYIIECTBICHHUS AETOBOI
KOMMYHHUKAIIMA HA HHOCTPAHHOM SI3bIKE; OCOOCHHOCTEH CTHIIMCTHKY HAMCAaHUS O(HUIMAIBHBIX M HeO(PHUIHAIEHBIX ITHCEM,

- 3aTPYAHACTCA WU HE MOKET MMOKAa3aTb YMCHHUA MOCTPOCHU S BHICKA3bIBAHUS B CMOJACIIMPOBAHHBIX (npeanaraeMLIx) CUTyalUAX
06III€HI/IH Ha MHOCTPAHHOM SA3BIKC, IPABUJILHO UCIIOJIb3YySd Bep6aJ'ILHLI€ u H€B€p6aHLHLIe CpeacTBa 06III€HI/IH; BECTU CJIO0BYIO
NEPECIUCKY C YUCTOM COLUOKYJIbTYPHBIX O0COOEHHOCTEH ¢ MNpeACTaBUTCIIAMU APYTUX CTPAH;

- HC BJIaJICCT NHOCTPAHHBIM SA3BIKOM KaK CTWJIEM JCJIOBOTO 06HICHI/I${, TEXHUKOM JACJIOBOI0 NMUCbMa Ha MHOCTPAHHOM S3bIKEC.

6. YHAEBHO-METO/JNYECKOE U THOOPMAIIMOHHOE OBECIIEYHEHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. Pexomenayemas qutepatypa

6.1.1. OcHoBHasi TUTepaTypa

ABTODBI, COCTaBUTEIHN 3arnaBue W3nparensctBO, TOA Dn. ampec
JI1.1 |KBacoma JI.B., AHrImMiickuii 361K B o0siacTu kommbtotepHoir  |Mocksa: KHopyc,
Honsaneusiii C.J1., TEXHUKHU U TexHojorui = Professional english (2014
Cacdonona O.E. for computing: yueObHoe nocobue
6.1.2. lono/iHUTeIbHAS JIUTEPATYpa
ABTODBI, COCTaBUTEIH 3arnaBue W3narenscTBo, rof Omn. agpec
JI2.1 |Cmupnosa T.B., English for Computer Science Students: Mocksa: ®nuHTa,
IOnenscon M.B., yueOHoe nmocobue 2008
Jynapesa H.A.

6.3.1 Ilepeyenb mporpaMMHOro obecrneqyeHust

6.3.1.1|Kaspersky Endpoint Security mst 6isaeca CTAHJIAPTHBIN

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|SAnnexc.bpaysep

6.3.1.7|LibreOffice

6.3.1.8|Moodle

6.3.2 IlepeyeHb MHGOPMALIMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|ba3a nanHbIX «DnekTpoHHas 6MOnuoTeKa I OpHO-ANTANCKOr0 rOCy1apCTBEHHOTO YHUBEPCUTET A

6.3.2.2|Onexrponno-6ubnmnoreynas cucrema [IPRbooks

7. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

poseBas urpa




8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJINHBI (MOAY JIS)

Homep aynutopun |(Ha3snadeHue OcHOBHOE OCHAILlCHHE

134 Al IleHTp cTpaTernyecKux UCCieI0BaHUI Pabouee mecTo mpenogasarens. [locagounsie Mecta
(;mabopatopusi). YueOHas aynmuTopust st (oOydaronuxcs (1o KOJTUIECTBY 00yUarOIIXCs).
MPOBE/ICHUSI 3aHATHH JIEKIIMOHHOTO TUIa, |Y4eHu4yeckas 10CKa, MHTEPaKTHBHAS JI0CKA, IPOCKTOP,
3aHSTHI CEMHHAPCKOTO TUIIA, KYPCOBOTO  [HOYTOYK.

MPOSKTUPOBAHUS (BBITIOJTHEHUS KYPCOBBIX
padoT), rPyIIIOBBIX ¥ UHIUBUAYAIBHBIX
KOHCYJIBTAINiA, TEKYIIIETO KOHTPOJISI U
IPOMEXKYTOUHOU aTTECTALIUU.

234 Al Y4eOHast ayTuTOpUS ISl IPOBEICHUS Pabouee mecTo mpenogasarens. [locagounsie Mecta
3aHATHUI JCKIIMOHHOTO THIIA, 3aHATUI oOyuaromuxcs (TI0 KOJUYECTBY 00YJIAFOIIUXCS).
CEMHHAPCKOT0 THIIA, KYPCOBOTO YdeHuueckas 10cka

NIPOEKTUPOBAHMS (BBIIOJIHEHHUS KYPCOBBIX
paboT), TPYNIIOBEIX U MHIUBHUAYaIbHBIX
KOHCYNbTAIUH, TEKYIIET0 KOHTPOJIS U
IIPOMEKYTOUHON aTTeCTALUU.

136 Al YueOHast ayJUTOpUs s IPOBEICHUS Pabouee mecto npenonasatens. [locagouneie MecTa
3aHATHUI JCKIIMOHHOTO THTIA, 3aHATUI oOyuaromuxcs (TI0 KOJUYECTBY 00YJIAFOIIUXCS).
CEMHUHAPCKOTO TUIIA, KypCOBOTO HHuTepakTHBHAs T0CKa C MPOEKTOPOM, KOMIIBIOTED,
MIPOEKTHPOBAHNUS (BBITIOTHEHHUS KYPCOBBIX [IIOAKIIIOYCHNE K HHTEPHETY, YICHHIECKas JOCKa,
paboT), TPYNIOBBIX U WHANBHUIYATbHBIX Mpe3eHTaIoOHHas TpUOyHa

KOHCYJBTAINH, TEKYIIETO KOHTPOJIS U
IPOMEKYTOUHON aTTECTALINH.

131 Al 3oonoruueckuii My3en. YueOHas aynutopus|Pabouee mecto npenogasarens. [locagodnpie MecTa Iist
JUTSL TIPOBEICHUS 3aHIATHHA JICKIIMOHHOTO 00yJaroImuxcs (1Mo KOJINIECTBY 00yJaIOIIUXCS).
THUIA, 3aHATHIH CEMUHAPCKOTO THIIA, IMepenBrxHast 10CKa, KOJUICKIHS ITHII, 4y4elia )KHBOTHBIX,
KypCOBOTO MPOEKTHPOBaHMUs (BBIIOJHEHHS |BUTPUHBI C )KUBOTHBIMU Pa3HbIX 3KOCHCTEM AJTasi,
KYpPCOBBIX Pa0OT), FPYIIOBBIX U KOJUICKI[MH HACEKOMBIX, KOJUIEKIIHSI POTOB, TaOJIHIIbI,

WHAWBUAYAJIbHBIX KOHcyﬂbTaHI/Iﬁ, TEKYHICTO|CXEMbI, 9KCIIOHATBI 300JI0TUYCCKOTO MYy3¢€4, Fep6aprI,
KOHTPOJIA U HpOMe)KyTO‘lHOfI aTTecTauun TYWKU XKUBOTHBIX, JIYIIbl pPYYHBIC, KAPThbI, KAJIbKYJISATOPHI,
BUTPHUHBI C YyUCjIaMU NTUIl U MJICKOIIMTAIOIIUX,
KOJIJICKIUSA YCePCTIOB MJICKONIUTAONIUX, KOJIJICKIIUSA pOTOB
KOIIBITHBIX, KOJUICKIIHA YY4CJI I'OJIOB KOIIBITHBIX

320 A2 KowMmrmetotepHsIii kiacc. Y4ueOHas Pabouee mecTo mpenogaBarens. [locagounsie Mecta
ayIUTOPUS JUTS TIPOBEICHUS 3aHATHI 00yJaroImuxcs (Mo KOJINIECTBY 00yJaIOIIUXCs).
JICKIIMOHHOTO THIIA, 3aHATHI ceMuHapckoro | KommbproTephl, yueHHYECKas TOCKA, TOIKITIOYCHHUE K CETU
THUTA, KYPCOBOTO MPOCKTUPOBAHUS Uutepuer

(BBITIOJTHEHUS KyPCOBBIX pa0oT), IPYIIHOBBIX
1 MHAMBULYJIbHBIX KOHCYJIbTALUH,
TEKYILEro KOHTPOJIS ¥ IPOMEXKYTOUHON
atTectanuy. Ilomemenue as

9. METOAUYECKHUE YKA3ZAHUA JJISA OBYYAIOIIIUXCSA IO OCBOEHHUIO JTUCHUIIIUHBI (MOY JIS)

CaMoOCTOSITeIIbHAS pa60Ta CTYACHTOB SBJISICTCSA COCTaBHOM YacCThIO pouecca OCBOCHUA NPOrpaMmbl IO AUCIIUIINHE «Cnemcypc Ha
AHTJIMICKOM SI3BIKE» W BKIIFOYACT HCO6XO£[I/IMBIG ACIICKTBHI OCBOCHUA NUCIUILIINHBI.

Metoanyeckue peKOMeHAaIUH [0 MOATOTOBKE POJIEBOM UIPBI

B cTpykType poneBoii UTphl Kak IPOIecca BEIACIAIOTCS CICAYIONINE COCTaBISIONIHE:

* TeMa;

* posy, B3ATHIE Ha ce0s HTPAIOLINMH;

* UTPOBBIC ACHCTBHSA KaK CPEACTBA PEATH3AINH ITUX POJIECH;

* UTPOBOE YNOTPEOICHUE IPEIMETOB, T. €. 3aMEICHUE PEAIbHBIX BEIIEH NTPOBBIMH, YCIOBHBIMH;

* pealbHbIC OTHOIICHHUS MEXY HIPAIOLINMHE;

* cloXkeT (cozepkaHue) — 00JIACTh JCHCTBUTEIBHOCTH, YCIOBHO BOCIIPOU3BOIUMAsI B UTPE.

B mpomecce poseBoit Urpsl 0TPadATHIBAIOTCS H YCBAUBAIOTCS:

1) oTHYecKre HOPMBI ¥ IPaBHJIa TIOBEICHHUS 1 OIpeIeNICHHbIE COMAIbHBIC POJIU B TOM WIM MHOM STHOKYJIBTYPHOM COOOIIECTBE;

2) 0cOOEHHOCTH, XapaKTePHBIC YEePTHL, BOSMOXKHOCTH TEX WM HHBIX COIMANBHBIX IPYIII MK ONpPeIeIeHHBIX KOJUICKTHBOB — aHAJIOTOB
MPEANPUATHH, GUPM, T.€. pa3INYHbIe THIB YKOHOMUUYECKHX M COIMANbHBIX HHCTUTYTOB, YTO BIIOCIEICTBIUH MOKET OBITH IIEPEHECEHO
B COIIMANTBHYIO MTPAKTHKY;

3) yMEHHS COBMECTHOM KOJUIGKTUBHOM JICATCILHOCTH;

4) KynbTypHBIE TPAAULIUU U HOPMBI.




PoneBbie UIpBI, TEMa U CIOXKET KOTOPBIX OCHOBaH Ha COACPIKAHUH TEKCTOB, WILTIOCTPUPYIOT MOBEICHHE B CUTYAIIMU MEKKYIbTYPHOTO
oO1meHus.

B kauecTBe MPUEMOB, XapaKTEPHBIX AJISI METOJIA POJICBOI UTPBI BEICTYIAIOT CIEAYIOLIHE:

- IpHeM BOCCO3/IaHHsI KOMMYHHKATHBHOTO KOHTEKCTA, KOMMYHHKATHBHOM CUTYaIHH;

- IPUEM BHPTYaJIbHON SKCKYPCUH, KOTOPBIH MOKHO OPraHM30BaTh KaK C MOMOIIBIO TEXHHYECKUX CPENICTB, TAK M C UCTIOIb30BAHUEM
peanbHbIX (OTOMATEPUATIOB B y4eOHOW ayAUTOPHH,

- IpUeM JIpaMaTU3aluy, HAPABICHHBIN HA CO3JJAHUE YCIOBHH, MPUOIMKEHHBIX K YCIOBUSM PEATbHOTO OOIICHNUS, CBSI3aHHBI ¢
CO3IaHHEM CUTYaIMH OOLICHMS, OMPEICICHUEM LICIH, PacipeeICHHEM POJIeii;

- mpueM pedIeKCUBHOM UICHTU(DHUKAIMH, PEANOIAraloINi UICHTU(PHUKAIHIO C 00BEKTOM OOIICHHS H IOBECTBOBAHHUE OT UMEHH
9TOTO 0OBEKTA.

Mertoaudeckre yKa3aHus K HAIIMCAHUIO JIETIOBOTO MAChMa
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.

Meronudeckue ykazaHHs K YTEHHIO ¥ IEPEBOLY TEKCTOB MPOGECCHOHANBHOI HAPaBIeHHOCTH

TekcThl MPO(ECCHOHANBHOW HAMPABICHHOCTH Ha MHOCTPAHHOM SI3bIKE IIOMHMO CBOSH OCHOBHOW  3agadul —
MH()OPMATHBHOCTH — TIOMOTAIOT IOTIOJHUTh OOIIM M TEMaTHYeCKHH CIIOBApHBIN 3amac, TPEHUPYIOT B IIPOM3HOLICHHH
HEMEIIKHX CIIOB ¥ BBIPAXKCHHH, 3aKpEIUIIOT MpaBHiIa TPaMMATHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOM pevH.
[IpenrekcroBeii aTam:

- OpPOYTHTE 3arojOBOK M CKaXHTE, O dYeM (0 KOM) OyIeT UATH Pedb B TEKCTE;

- O3HaKOMBTECh C HOBBIMH CJIOBaMH M CIOBOCOYETAaHMSAMHU (€CIM TaKOBBIE IaHBI K TEKCTy C IEPEeBOAOM);

- OpoYHTaiiTe W BBHIMHUIIMTE CJIOBA, 0003HAYAIOMIKE. .. (IACTCs PYCCKUil 9KBHBAJICHT);

- BeIOEpHTE M3 TEKCTa CJIOBA, OTHOCSMIMECS K M3ydaeMol TeMe;

- HalJuTe B TEKCTE HE3HAKOMBIE CIIOBA.

TexkcToBblil 3Tarm:

- IPOYTHTE TEKCT;

- BBIIEJIUTE CJIOBa (CIIOBOCOYETAHHS WIIM MPEIOKEHUS), KOTOpPhIE HECYT BaXKHYIO (KIHOYEBYIO HHQOPMAIIHIO);
- BBIIMIINTE WIM IOAYEPKHHUTE OCHOBHBIE MMEHA (TEPMUHBI, ONIPEIeIeHNs, 0003HAUCHHUS);

- chopMynupyiiTe KIIOYEBYIO MBICIb KaXKAOTo ab3ama;

- OTMEThTE CIIOBO (CJIIOBOCOYETAHHE), KOTOPOE JyYllle BCEro IepeaacT CoAepKaHHe TeKcTa (YacTH TEKCTa).
IToCIIeTeKCTOBBIH  JTAarl:

- 03arJIaBbTe TEKCT;

- TPOYTUTE BCIYX MPEAJIOKEHHS, KOTOPbIC MOSCHSIIOT Ha3BaHHE TEKCTa,

- HalauTe B TEKCTe NPEIUIOKCHUS ISl OUCAHHSA ...

- ToATBepAUTE (OMPOBEPTHHUTE) CJIOBAMHU M3 TEKCTa CICAYIOIIYIO MBICTb ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE ILIaH TEKCTa;

- BBINULINTE KIIOYEBHIE CJIOBa, HEOOXOAMMBIE AJISI IepecKa3a TEKCTa,

- TEPeCKaKUTE TEKCT, OIHUPAsCh Ha TUIaH;

- IepecKaXuTe TeKCT, ONHUPAsCh Ha KIIOYEBHIE CIIOBA.

IIpu mnoarotoBke pedepupoBaHMUS TEKCTAa PEKOMEHIYETCS BOCIIOIB30BATHCS CIEMYIONICH MaMITKOM:

1. IMocne mnpouTeHus TekcTa pas30eiiTe ero Ha CMBICIOBBIC YACTH.

2. B Kaxnoi dYacTH Haiiiure Npe/ioKeHue (MX MOXET ObITh HECKOJNBKO), B KOTOPOM 3aKIIOYCH OCHOBHOM CMBICI ITOM




TEKCTa. BeInummTe 3TH NpesioKeHusI.

3. llomuepkHWTE B OTHUX NPEIOKECHUAX KIIOUEBEIE CIOBA.
4. CocraBbTe IUIaH NepecKasa.

5. Ormmupasich Ha IUIaH, IEPECKAKUTE TEKCT,

6. Omnwupasch Ha KIIOYEBBIE CJOBA, PACCKAKHUTE TEKCT.

MeTtoaudeckue YKa3aHus 110 pa60Te CO CJI0OBapeMm

®DopMBI CaMOCTOATENBLHOM paboThI CO CIIOBapeEM:

- IIOMCK 3aJIaHHBIX CJIOB B CIIOBape;

- onpeneneHue GopM eAMHCTBEHHOTO X MHOXECTBEHHOTO YHCIIA CYIIECTBUTEIBHBIX;
- BBIOOp HY)KHBIX 3HAaU€HHH MHOTO3HAYHBIX CJIOB;

- IOUCK HYKHOTO 3HAYEHUS CJIOB U3 YUCIIAa TPaMMaTH4YeCKUX OMOHHMOB;

- IOMCK 3HAYeHUS IJIaroja Mo OAHOH U3 TIIaroJbHEIX GopMm.

1. TIpu moucKe cI0Ba B CIOBape HEOOXOAUMO CIIEAUTH 338 TOUYHBIM COBIAJICHHEM Tpaguieckoro 0(popMICHHS HCKOMOTO H
Hal/ICHHOTO CJIOBA, B IPOTUBHOM CIIy4ae epeBo/] OyaeT HenpaBHIbHBIM.

2. MHOTHe Cl0oBa SBISIOTCS MHOTO3HAYHBIMH, T.€. UMEIOT HECKOJIBKO 3HAYCHHI, TOITOMY IIPU MOKUCKE 3HAUCHHUS CIOBA B CIOBape
HEOOXOANMO YUTATh BCIO CIIOBAPHYIO CTATHIO U BBIOMPATH ISl IEPEBOAA TO 3HAYCHUE, KOTOPOE IIOIXOAUT B KOHTEKCT MPEII0KCHHUS
(Texcra).

3. Ipu nomcKe B ciioBape 3HAYCHHMS CIIOBA B Ps/IC CIIy9acB CICAyeT IPHHUMATh BO BHUMAHHE IPAMMATHICCKYIO (DYHKIHIO CIIOBA B
MPEII0KEHNH, TAaK KaK HEKOTOPBIE CIIOBA BHIMOJIHAIOT PA3IMYHbIC IPaMMATHYECKIe QYHKIUH U B 3aBUCHMOCTH OT 3TOTO MEPEBOASATCS
[0-Pa3HOMY.

4. TIpu moMCKe 3HaYCHHMS [JIaroia B CJI0Bape CIIeAyeT HMETh B BUAY, YTO I[J1arojibl yKa3aHsl B CJIOBAPE B HEOMpeaeaeHHo! Gopme B TO
BpeMsi KaK B MPEJIOKEHHH (TEKCTe) OHH (DYHKIIMOHUPYIOT B Pa3HBIX BPEMEHAX, B Pa3HbIX IPaMMATHYECKHX KOHCTPYKUUsX. [Touck
[JIarojia 3aBUCUT OT €r0 HPHHAIKHOCTH K KJIACCY MPABHIIBHBIX WM HEIPABUIIBHBIX TJIATOJIOB.




