[loKyMeHT NoAnucaH NpocToit 3NeKTPOHHOM NOAMUCHI0
NHbopmaumsa o Bnagenbue:

®WO: Angpeii lparommupoBumy XnyTKoB

[LomKHOCTb: anpekTop HijIO)KeHHe 4.1
[lata nognucarms: 20.05.2026 11:50:48 K 00pa30BaTEIbHON IPOrpaMMe
YHWUKanbHbI MPOrpaMMHbIN KIKOY:
880f7c07¢583b07b775f6604a630281b13ca%fd2

PABOYASA ITPOT'PAMMA JIUCIIUITJINHBI

b51.B.01.719.01.03 IIpodeccnoHAILHOE ITMCEMO

(I/IH,I[GKC, HAaMMCHOBAHUEC JUCHUIIIIMHBI B COOTBETCTBHUU C y‘-Ie6HBIM HHaHOM)

38.03.04 ['ocynapCTBEHHOE U MYHUIIMITAJILHOE VIIPABJIEHUE
(KOI[, HAaMMCHOBAHHUC HaHpaBJ’IeHI/IH HO,Z[FOTOBKI/I)

JIMIEPBI PETMOHOB. HOKHUI HOBI'OPOJT

(HamMeHOBaHWE 00pa30BaTEIILHON MTPOTPAMMBI)

o4YHas
(popma oOyuenus)

['on HaGopa — 2026

Hwxunit Hosropon



ABTop(bI)-cocTaButesb(u) PILI:

Peibanko Tarbsina ['puropbeBHa, KaHAWJAT MEJArOTMYECKUX HAYK, JOLEHT
Kaeapbl HMHOCTPAaHHBIX S3BIKOB U MPOQPECCHOHAIBHOIO JIMHIBOOOpPa30BaHUS
Huxeroponackoro uHctutyTa ynpasienus — punnana PAHXul'C

AnekcannpoBa HOnusa AnekcanapoBHa, CcTapHIMii mpenojaBarenb Kadeapbl
WHOCTPaHHBIX A3BIKOB U npodeccuoHaIbLHOTO JIMHTBOOOPa30BaHUs
Hwxeropockoro nncrturyra ynpasienus — punuana PAHXul'C

3aBenyromuii kadeapoii:

VYBapoBa Haranes JIbBOBHa, MOKTOp TEJaroruvyeckux Hayk, mpodeccop,
3aBenyromuid  Kadeapoil  MHOCTPAHHBIX  SI3BIKOB U IPOQPECCHOHATBLHOIO
JUHTBOOOpa3oBaHusi HuWXKeropoAackoro HMHCTUTYTa yIpaBiieHus — (Quinana
PAHXul'C

Pabouas nporpamma auciuriuabl b1.B.01./13.01.03 IIpodeccrnonanbHOEe THCHMO
oJlo0peHa Ha 3aceJaHuu Kadeapsl MHOCTPAHHBIX SI3BIKOB U MPO(eCCUOHATBHOTO
JUHTBOOOpa3oBaHusi  (pakynbpTera SKOHOMUKH HWXKEropojackoro HMHCTUTYTa
ynpasienus — punuana PAHXul'C

npotokoi Ne§ ot 13.03.2026 1.



COJEPKAHUE

1. Ilepeyenb miIaHUpPYEMBIX pe3yJbTaTOB OOy4YEeHHs MO JUCUUIUIMHE,
COOTHECEHHBIX C IUIAaHUPYEMBIMU pe3yJIbTaTaMU OCBOCHUS IIPOrPAMMBbI

2. O0beM 1 MECTO AMCLMILIMHBI B CTPYKTYype 00pa30BaTeIbHOM POrpaMMBbl

3. ConepxkaHue U CTPYKTypa AUCLUILUIMHBI

4. Turbpl OLIEHOYHBIX MAaTEPHAIIOB, TIOKA3aTEIN, KPUTEPHUH, IIKAJIbl OLICHUBAHMS

5. ®opmbl aTTeCTallMd W THUIOBBIE OLICHOYHBIE MAaTEpHaJIbl JUISl TEKYILIEro
KOHTPOJI yCIIEBAEMOCTH 00yUaOLINXCs

6. @opMbI NPOMEXKYTOUHOW aTTECTAUUU MO AUCIUIUIMHE, TUIBl OLEHOYHBIX
MaTepHaJIOB, TOKA3aTeNd, KpUTEPHUH, IIKAJIbI OLIEHUBAHUS

7. MetoanyecKue MaTepraibl 0 OCBOCHHUIO JUCHUTUIAHBI

8. YueOHas nuTepaTypa U pecypchl MH(OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOM
cetu «MHTEpHET»

9. MarepuaibHO-TEXHAYECKAs 0asa, UH(pOPMAaIIMOHHbIE TEXHOJIOTUH,
porpaMmMHoe oOecrieueHre 1 UHPOPMaMOHHBIE CTIPABOYHBIE CUCTEMBbI



1. IlepeyeHnb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI 10 TUCHHUILINHE,
COOTHECEHHBIX C IVIAHUPYEMBIMH pPe3yJibTaTaAMH OCBOEHHsI 00pa30BaTeILHOM

NMPOrpamMMbl

Hucuummuaa b1.B.01./12.01.03 [IpodeccrnonanpbHoe MUChMO 00eCTIeUrBaAET

dbopmupoBaHre y 00y4JaromMXCs CASAYIOMNUX YHUBEPCATbHBIX KOMIIETSHITHI:

OT®/Td/ Kon Haunmenos Kon HaumenoBanu | O0pa3oBaTebH
U KOMIEeTeHIH aHue HHIUKATOPA | € HHAMKATOpPa | blii pe3yjbTaT
PeKBU3HUT U KOMIIETeH | JAOCTH:KeHHsl | JOCTHKEHHS
b1 [1C HHH KOMIIETEHIIUH | KOMIETEeHINHI
- [1K-3 Cnocoben | TIK-3.1 PaspabatsiBaer | I1K-3.1 3-1.
pa3pabaTsl yIOpaBlIe€HYECKH | 3HAET
BaTh U € pelIeHus Ul | TeOpeTHUECKUe
pearn30BBI JOCTIKEHUS OCHOBBI
BaTh CTPATETUYECKUX | METOJIOJIOTHIO
yIpaBJIeHY 1ieneit pa3BuTHs | pa3paboTKH
ecKHe peruoHa yIpaBJIEHYECKUX
pelIeHus peneHui
[K-3.1 3-2.
3HaeT
TEXHOJIOTHH
TIOJITOTOBKU U
000CHOBaHUS
yIpaBICHYECKUX
peleHni
[K-3.1 Y-1.
YmMmeer
pa3pabaThiBaTh
ynpaBJIeHYEeCKHE
peleHus Ha
OCHOBE aHaJIN3a
uHbopMauu
[K-3.1 ¥-2.
YmMmeer
000CHOBBIBATh
yTpaBJIeHYECCKHE
peleHus ¢
yYeTOM
CTpaTeru4eCcKux
eien
T1K-8 Cnocoben | IT1K-8.3 Opranusyert I1K-8.3 3-1.
OpraHu30B MIPOEKTHYIO 3Haer
BIBATh JeSITeIbHOCTD B | METOJIOJIOTHIO H
pa3paboTk opranax TPUHIUIIBL
yu yOJIMYHON IPOEKTHOTO
peanu3au BJIACTH yIpaBJIeHUS
10 [1K-8.3 3-2.
rocyJ1apcTB 3HaeT
CHHBIX U 0COOEHHOCTH
MYHUIHIA OpraHu3aIuu
JHHBIX POCKTHOM




OT®/T®/ Kon HaunmeHnos Kon HaumenoBanu | O0pa3oBaTesbH

" KOMIIETeHIIN aHue HHANKATOPA | € MHAMKATOpPAa | bl pe3yabTaT
PEKBU3UT " KOMIIETEH | JOCTH:KEHHS TOCTIKEHHUS
b1 IIC 119707 KOMIIETEeHIIHH | KOMIIeTeHIIHH
porpamMm NESITENLHOCTH B
1 TIPOCKTOB opraHax BJIACTH
IIK-8.3 V-1.
VYwmeer
OpFaHI/I3OBI)IBaTB
MPOEKTHYIO

NeATEILHOCTD B
opraHax BJIACTH
IIK-8.3 V-2.
VMmeer
HpI/IMeHSITB
MHCTPYMEHTEI U
METOIbI
MIPOEKTHOTO
yIIpaBJICHUS

2. O0beM ¥ MeCTO IUCHMILIMHBI B CTPYKTYpe 00pa3oBaTeibHOM MPOrpaMMbl

OO6miast TPyA0EMKOCTh NUCIUIUIMHBI COCTaBIsA€T 2 3a4eTHhIX eAuHulbl (1
3.e. = 36/27 4acoB), 72 akaJeMHUYECKHUX Jaca.

[lo ounoii Qopme o0OydeHUS: KOJMYECTBO AaKaJEMHUYECKHUX YacoB,
BBIICJICHHBIX HAa KOHTAKTHYIO padOTy C IpenojaBareieM cocTapisieT 36 yacos, U3
HUX, JEKIUH - 16 yacoB, mpakTuueckue 3aHsaTusi — 16 yacoB, KOHTaKTHasi paboTa B
NepHo/JI SK3aMeHalMOHHOM ceccun — 4 yaca. CamocrosiTenbHas paboTa COCTaBIsIET
— 36 yacos.

b1.B.01./12.01.03 TIpodeccronanpHOe TUCHMO SIBISETCS JAUCIHUIUIMHON
BapuaTtuBHOM dyactu. llenpto mucrummabel  «l[IpodeccuonanbHoe MUCHEMOY
SBIIIETCSI O3HAKOMJICHHE CTYJCHTOB C OCHOBAMH U OCOOEHHOCTSIMU HaIMCaHUS
MMCEM M COCTAaBJICHUS JEJIOBBIX JOKYMEHTOB Ha aHIIMICKOM si3bike. Kypc
MPU3BaH JOMOJHUTH OCHOBHYIO SI3BIKOBYIO MOJITOTOBKY OOYUYAIOIINXCS U 3aJI0KUTh
KYyJbTYpPY MPaBWIHHOTO U YCHIENTHOTO MUCbMEHHOTO OOIICHUSI.

B cooTBeTcTBUU C yueOHBIM IJIAHOM H3ydaeTcs Ha 3 Kypce B 5 cemecTpe
MOCJIe U3YYEHUS TUCIUILINH:

- 51.0.01.01.06 NTHOCTpaHHBIN SA3BIK;

- 51.0.01.02.05 NHocTpaHHBI# 536K B IpodeccuoHanbHol chepe;

- 51.0.01.02.01 Beaenue B npodecCHOHANBHYIO JEATEIbHOCTD;

- 51.0.02.01 JJoxymeHTanmoHHOe 0becTriedeHre 1 JeI0MpPOr3BOACTRO.



3. Conepxanne H CTPYKTYPa AMCUUIIIIMHBI

3.1. CTpyKTypa JUCIHUIIINHbI

Ne ni/m HaumenoBanue O0beM TMCUMILIMHBI, AK.4YaC ®opma
TeM U (1JIH) BCE KonTakTHas padora o0y4yarommxcs CamocrosiTeibHAs TEKYLIEro
pasaesioB ro ¢ mpenofaBaTejaeM M0 BUAAM Y4eOHbIX 3aHATHI pabora KOHTPOJIA
Ilepuoa TeopeTH4yecKoro o0y4eHust IMepuon yCIIEBAEMOCT
NPOMEKYTOYHOM u,
arTecTalnu MIPOMEXKYTOU
(ceccus) HOM
aTTecTaluu
3ausaTus 3ausTus HUK KCP | KD Kar | K| CPxp | CP3x | CP
JIEKIIHOHHOT0 | CEMMHAPCKOI0 TIK g
THNA THIIA T
JI BJ JIP 113 p
0
J
b
XapakTepuctuka u 2 2 6
0COOEHHOCTH o
ouIMaIHHOTO, poc,
Tema 1 9 MPaKTHYECKOE
HEUTPAIBHOTO U
3aaHuC
HEOPHUITUATHHOTO
CTUJIEN
4 4 6 Orpoc,
Tema 2 JenoBoe nucbmMo IPaKTUIECKOE
3aJaHucC
2 2 6 Onpoc,
Tema 3 | CiyxeOHas 3armucka [IPaKTHIECKOe
3aJaHuC
2 2 6 Omnpoc,
Tema 4 Oruer HPaKTUYECKOE
3aJaHuC
Kommepueckoe 2 2 6 Onpoc,
Tema 5 MPAKTHYECKOE
IIPENIOKEHUE sazanme




OrueT-onucanue 4 4 6 Onpoc,
Tema 6 HPaKTHYECKOE
I‘pa(i)I/IKa 3aJaHuC
[IpoMexxyTo4yHas arTecTanus 4 3a4eT
Hroro | 72 16 16 4 36

Hcnonvzyemvle cokpawyenus:

JI — nexkuuu - 3aHATHS, TIPElyCMaTPUBAIOIIUE TPENMYIIECTBEHHYIO Tepeaadyy y4eOHoi nHpopMay o0y4yaronmMcst eAarorniecKiMy pabOTHUKAMH OpraHU3aluy U (MJIH) JIHIAMHU,
NPUBJIEKACMBIMHU OpraHU3alMel K pean3aliu 00pa3oBaTeIbHBIX IPOrPaMM Ha WHBIX YCIIOBHSX,).

BJI — Buneo nexmuu.

JIP — mabopaTtopHbie paboTEHI.

[13 — mpakTHyeckue 3aHATH (32 HCKIIOYCHHEM J1a00paTOPHBIX padoT).
UK — uHIMBUTyaTbHEIE KOHCYJTBTALHH.

KCP — KOHTpOJIb CaMOCTOSATENBLHOM PabOTHI

KD — xoHCynbpTanmm rnepes 5K3aMeHOM
KatTok — KoHTaKkTHas paboTa Ha aTTeCTalUIO B IEPHUO IK3aMEHAIIMOHHBIX CECCHI
KoHTposb - KOHTaKkTHas paboTa Ha aTTECTAlUIO B IEPHOJ AK3aMEHAIIMOHHBIX CECCHI /IS 30YHOM (POPMBI 00yUIEHUsI

CPxp — camocTosTenbHas paboTa Ha OArOTOBKY KYPCOBOM pabOThl/ KypCOBOTO MPOECKTA.

CPaxk — camocTosiTensHast paboTa Ha MOATOTOBKY K 9K3aMEHY.
CP — camocTosTensHast paboTa B ceMecTpe Ha TIOATOTOBKY K YUE€OHBIM 3aHSATHSIM.




3.2. CoaepxaHue TUCIUTLIUHBI

Tema 1. XapakrtepucTHKa ¥  0COOEHHOCTHM  O(PUIIHAIBLHOIO,
HelTpaabLHOro U HeopuuuaabHoro cruiei. IK-3.1, ITK-8.3
Jlexcuueckue 0COOEHHOCTH o(puIMaIBHOIO, HEUTPAIILHOTO U

HEO(PUIMATBHOIO CTWIECH. XapaKTepuCTUKa TIpaMMaTUYECKUX OCOOEHHOCTEM
opuIManbHOro,  HEWTpanbHOro W  HeouHMaibHOro  cruied.  OOmwme
PEKOMEHIALIMU 110 COCTABIICHUIO 1E€JI0BON KOPPECIIOHICHIUH.

Tema 2. JlesoBoe nucomo. 11K-3.1, I1IK-8.3
OcobennocTu nenoBoro nuchkMa. CTpykTypa jaesoBoro nucbma. OCHOBHBIC

(1)paBI)I-HITaMHLI, HCIIOJIB3YCMBIC B JACJIIOBBIX IIMCbMaAX. BI/II[BI JCJIOBBIX ITMCEM
(HHCLMO-HpOCB6a, IMNCBbMO-0TBCT, IMMHCBMO-IIPCTCH3NA, ITHCBEMO-IIPCAYIIPCIKACHUC,
IMHNCbMO-HU3BUHCHUC, IITNCbMO-IIPUTJIAICHNUC U T.I[.).

Tema 3. CayxeOnas 3anucka. I1K-3.1, I1K-8.3
OcoOeHHOCTH W CTpPYKTypa ciayke0Horo mmchMa. OcHOBHbBIE (Dpasbl-

HITaMIIbl, UCHOJIb3YEMbIE B CIIy)KEOHbIX MHUCbMaxX. OCOOEHHOCTH 3JIEKTPOHHOM
nepenucku. O0enpruHAThIE COKpalleHus (a00peBUaTyphl).

Tema 4. Otuer. I1K-3.1, I1K-8.3
Ctpykrypa u  ocobOeHHOCTH oTdera. OCHOBHBIE  (Ppa3bI-IITAMIIBI,

HCIIOJB3YCMBIC ITPHU HAITMCAHHWHU OTYCTA. O6p83HBI Pa3HbBIX BUAOB OTUYCTOB.

Tema 5. Kommepueckoe npeasioxkenne. I[TK-3.1, ITK-8.3
CrpykTypa KomMmepueckoro mpenioxkenus. OCHOBHBbIE (hpa3bI-IITAMIIbI,

UCIIOb3YyeMbIe B KOMMEPUYECKOM TpeuiokeHnr. OOpas3ilbl KOMMEPUYECKUX
MPEIOKEHUM.

Tema 6. OTuer-onucanue rpadpuka. INK-3.1, I1K-8.3
CrpykTypa ommcanus rpadukoB. OCHOBHbBIE BUABI TpadukoB. Jlekcuaeckue

OCOOCHHOCTH OMHCaHUs rpauKa B 3aBUCUMOCTH OT €ro Buaa. [ pammaTHueckue
O0COOEHHOCTH ONUCaHUs Ipaduka.

4. Tunbl OLEHOYHBIX MATEPHAJIOB, OKA3aTeJM U KPUTEPUN OLCHUBAHUS
4.1. Ounenounble wmarepuansl 1o aucuumumHe b1.B.01./13.01.03

[IpodeccronanibHOE MHCHMO BXOMASIT B COCTaB OIEHOYHBIX MAaTEpUAJIOB 10
oOpazoBatenbHOlN TporpamMme. COBOKYMHOCTh OIEHOYHBIX MaTEpPHaJOB IO BCEM
JUCHUIUIMHAM  (MoayisiM) oOpa3oBaTelbHOM MPOrpaMmbl  cOCTaBisieT (OHT
onleHo4YHBIX cpeAcTB (manee — POC). ®OC wucnonb3zyercss MpU MPOBEACHUU
TEKYIIEro KOHTPOJISI yCTIEBAEMOCTH M MTPOMEKYTOUHOMN aTTECTAIlMU 00Yy4YaroInuXCs
C UENbI0 OIEHUBAHMS JOCTHIKEHHUS O0YUYaIOIMUMHUCS TUTAHUPYEMBIX PE3yJIbTaTOB
oOy4eHus.

4.2. ®OC pazpaboTaH KaKk KOMILIEKC MPOBEPOUYHBIX 3aJaHUA Pa3TMIHOTO
TUTA U YPOBHSI CJIOKHOCTH, BKJIIOYAET KPUTEPUHU U IIKAJbI OLICHUBAHUS, a TAKXKE



«KJI0um» mpaBmwiIbHbIX 0TBETOB. ®OC popmupyercs Kak OTAETbHBIA JOKYMEHT U
XpaHUTCS B 3JEKTPOHHOM BuJe, noctyn K @OC mpenocraBieH OrpaHUYCHHOMY
KpYTy JIHII.

4.3. Jlna camocrosTenbHOM pabOThl OOydarouuxcst MpU IMOATOTOBKE K
TEKyIIeMy KOHTPOJIIO YCIIEBAaEMOCTH MU MPOMEKYTOYHOM aTTeCTallud B pabodmx
nporpaMMmax JUCIHUIUIMH pa3MEIIeHbl THIOBBIE NMPOBEPOUYHBIC 3a/laHUs, KOTOpPHIE
MOKHO YCIIOBHO pa3leiuTh Ha 3aJaHds 3aKpPBITOTO, KOMOMHHPOBAHHOTO |
OTKPBITOTO THIIOB.

3aaHusl 3aKpBITOrO THMA — 3TO TECTOBBIE 33aJaHUs, B KOTOPBIX KaKIbIi
BOIPOC  COIPOBOXKJIAETCS TOTOBBIMH BapHMaHTaMU OTBETOB, M3 KOTOPBIX
HEOO0XO0MMO BbIOpATh OJJMH WM HECKOJBKO MPAaBUIIbHBIX.

3amaHusi KOMOMHUPOBAHHOTO THUIIA — 3TO TECTOBBIE 3aJaHUS, B KOTOPBIX
KaXXIbI BOMPOC CONPOBOXKJIAETCSI TOTOBBIMU BapHaHTaMU OTBETOB, M3 KOTOPBIX
HEOOXOJMMO BBIOpaTh OJMH WM HECKOJbKO MPAaBUIBHBIX U OOOCHOBATh CBOIi
BBIOOD.

3amaHusi OTKPHITOTO THUIA — 3TO 3aJlaHUs, B KOTOPBIX Ha KaXIIbI BOMPOC
JIOJIKEH OBITh MPEIOKEH PAa3BEPHYTHIII 00OCHOBAHHBINA OTBET.

B 3aBucumocTH OT THNA 3aJaHUS PEKOMEHIOBAHBI  OIpe/eJIeCHHAsS
MIOCTIEIOBATEIPHOCTh BBITMIOJIHEHUS U CHCTEMa OIICHUBAHMS BBHITIOTHEHUS 3aJaHHIA.



4.4. Tunbl 3a1aHUH, CEHAPUU BBIIIOJIHEHUS, KPUTEPUU OLICHUBAHMUS

TUIT 3BAJAHUA NHCTPYKIUA CHHEHAPUU BBIITOJIHEHU A KPUTEPUM OLIEHNBAHU A
3ajaHue 3aKpbITOrO [Ipouuraiite Tekcr, |.BHUMaTenpHO NpOYUTATh TEKCT 3aJIaHUS U MTOHSATb, OTBeT cunTaeTcsi BEpHbIM, €CIIU
THIIA C BBIOOPOM BEIOCpUTE YTO B KAUECTBE OTBETA OKUJIAETCS TOJIBKO OJUH U3 MPaBWIBHO yKa3aHa nudpa mim

OJTHOTO MPABUIBHOTO
OTBETa U3 HECKOJIbKHUX
BapHaHTOB
MPEeAJIOKEHHBIX

HpaBI/IJ'IBHHﬁ OTBCT

IPEI0KEHHBIX BAPHAHTOB.
2. BHMMaTenpHO IPOYUTATh IIPEIOKEHHBIE BAPUAHTTHI
OTBETA.

3. BeIOpaTh OZMH BEPHBI OTBET.

4. 3anucarth TOJIBKO HOMEp (WiH OyKBY) BEIOPAaHHOTO
BapHaHTa OTBETa (Hanpumep, 3 wiu B).

OykBa

3aJjaHre 3aKphITOTO
TUIA HAa YCTAaHOBJICHUE
COOTBCTCTBUIA

[IpounTaiiTe TEKCT U
YCTaHOBUTE
COOTBETCTBHE

1.BHrMaTenbHO MPOYUTATH TEKCT 3aJJaHUsl U MTOHSTh,
YTO B KAYECTBE OTBETA OXKHUAAIOTCS I1apbl JIEMEHTOB.

2. BuumarenbHO mpo4YuTaTh 00a CIMCKA: CIUCOK 1 —
BOIPOCHI, yTBEP)KICHUS, (PaKThl, IOHATUS U T.1.;
CIIMCOK 2 — yTBEPXKAECHHUS, CBOMCTBA OOBEKTOB U T.1.

3. ComnocTaBUTh 3JIEMEHTHI CIMCKa | ¢ 3eMeHTaMu
criicka 2, copMHPOBATH TAPhI AIIEMEHTOB.

4. 3anucatp monapHo OyKBHI ¥ UG PHI (B 3aBUCUMOCTH
OT 3aJlaHus1) BApUaHTOB oTBeTa (Hanpumep, Al wiu b4).

OTBeT cuMTaeTCsi BEPHBIM, €CIH
MPaBUIILHO YKa3aHbI ITU(PHI WA OYKBBI

3amaHue 3aKpBITOTO
THUTIA C BBIOOPOM
HECKOJIbKUX
IMpaBUJIbHBIX OTBCTOB
U3 HECKOJIBKUX
BapUaHTOB
MPEAJIOKEHHBIX

[Tpouwnraiite Tekcr,
BbIOEpUTE
NPaBUIBHBIC OTBETHI

1.BHUMAaTEnhHO NPOYUTATH TEKCT 3aJJaHUs U MTOHAT,
YTO B KaYECTBE OTBETA OXKHUIAETCS HECKOJIBKO
IPaBUJIbHBIX OTBETOB U3 IIPEJIOKEHHBIX BAPHUAHTOB.

2. BHMMaTenpHO IPOYUTATH MIPEJIOKEHHBIE BAPUAHTTHI
OTBETA.

3. BeIOpaTh HECKOJIBKO MPABUIIBHBIX OTBETOB.

4. 3anucath TOJBKO HOMepa (UiIu OyKBbI) BHIOPAHHOTO
BapuaHTa oTBeTa (Hampumep, 1 4 wim A T).

OTBeT cunTaeTCs BEPHBIM, €CITU
MIPAaBUJIBHO YCTAHOBJICHBI BCE
COOTBETCTBUS (ITO3UIIMU U3 OJJHOTO
CTONO11a BEPHO COTIOCTABJICHEI C
MTO3UIIMSIMU APYTOTO)

3aJjaHre 3aKphITOTO
THUIMA HA YCTAaHOBJICHUE

[IpounTaiite TeKCT U
YCTaHOBUTE

1. BunmatenbpHO IpOoYNTATh TCKCT 3aJIaHUA U ITIOHATD,
YTO B KAYCCTBC OTBCTA OKHAACTCA ITOCJIICA0OBATCIILHOCTD

OTBeT cunraercs BCPHBIM, €CJIN
IIpaBHUJIbHO YKa3aHa BCsA

10




IIOCICa0BAaTCIBHOCTHU

noCIaca10BaTCIbHOCTD

AJIEMEHTOB.

2. BHUMaTenpHO MPOYUTATH MPEI0KEHHbIE BapUAHThI
OTBETA.

3. IlocTpouTh BEpHYIO MOCIEIOBATEIIBHOCTD U3
IIPEJI0KEHHBIX 2JIEMEHTOB.

4. 3anucatb OyKBBI/LIU(PPHI (B 3aBUCUMOCTH OT
3aJlaHus) BAPUAHTOB OTBETA B HYKHOU
nocJeioBaTeabHOCTH (Hanpumep, bBA wmm 135).

MOCIIeI0BATEIbHOCTD UMD

3aganue
KOMOMHHPOBAHHOTO
THIIAa C BEIOOpOM
OJTHOTO TIPAaBHIIBHOTO
OTBETA U3
MPEITIOKEHHBIX U
000CHOBaHHEM BBIOOpA

[IpounTaiite TekcT,
BbIOEpHTE
NPaBUIbHBIN OTBET U
3aMuLINTe
apryMEHTBI,
000CHOBBIBAIOIINE
BBIOOp OTBETA

1.BHUMAaTEnhHO NPOYUTATH TEKCT 3aJJaHUS U TTOHATD,
YTO B KaYECTBE OTBETA OXKHUIAETCS TOJIBKO OJUH U3
MPEUI0KEHHBIX BAPHAHTOB.

2. BHMMaTeapHO MPOYUTATH MIPEATIOKEHHBIE BApUAHThI
OTBeETA.

3. BeIOpaTh OZIH BEPHBI OTBET.

4. 3anucath TOJIBKO HOMep (Wi OyKBY) BEIOPaHHOTO
BapHUaHTa OTBETA.

5. 3anucath apryMeHTbl, 000CHOBBIBAIOIIKE BHIOOD
oTBeTa (Hampumep, 4 TeKCT 00OCHOBAHUS).

OTBeT cunuTaeTcs BEPHbIM, €CIIU
MIpaBWJIbHO yKa3aHa Ludpa min
OyKBa M IPUBECHBI KOPPEKTHBIC
apryMEHTHI, UCIIOIb3yEeMBbIE TIPU
BBIOOpE OTBETA

3aaHnue OTKPBITOTO
TUIIA C Pa3BEPHYTHIM
OTBETOM

[IpounTaiite TeKCT U
3aMUIINTE
Pa3BEPHYTHII
00OCHOBaHHBIN OTBET

1. BHuMaTenpHO MPOYNUTATH TEKCT 3aJaHUS U TIOHTh
CYTb BOIIpOCA.

2.1Ipogymars JIOTMKY U IIOJHOTY OTBETA.

3.3anucarb OTBET, UCIOJIB3YS YETKHE KOMIIAKTHBIE
(bOpMYITHPOBKH.

4.B ciydae pacyeTHOM 3a7jauu, 3alIUCcaTh PEIICHUE U
OTBET

OTBeT cunTaeTCs BEPHBIM:

1. OTcyTcTBHE (haKTHUECKUX
OLINOOK.

2. PackpbiTe 00beMa
WCTIOJIB3YEMBIX MOHITHH (TTOJTHOTA
OTBETA).

3.000CHOBaHHOCTh OTBETA (HATUYUE
apTyMEHTOB).

4. Jloruyeckast ocae10BaTeIbHOCTb
M3J1araeMoro Matepuara.
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4.5.

OO0Omas mkaia

OLCHHUBAHUA

pe3yJIbTaTOB

TCKYLICI'O  KOHTPOJIA

yCIIEBAEMOCTH M IIPOMEKYTOUYHOM aTTeCTaluu 00ydJaronmxcs ¢ npuMmeHeanem bPC

ECTS
HUrorosas bunapuas
TpaguuuoHHas cucrema Aast tpanu- | G apnoii
0a/lsIbHAS OllEHKA cucTremMa oo eHCTeNEL
95-100 A P/ Passed
85-94 Ormiio B | P/Passed
75-84 Xoporio 3auTeHo C P/ Passed
65-74 D P/ Passed
55-64 VY 10BII€TBOPUTETBLHO E P/ Passed
0-54 HeynoBieTBOpUTEIHLHO He 3auTeHo F F/Failed
CootHomenue 0auioB 32  TEKYIIMH  KOHTPOJb  YCIIEBAEMOCTH U
MPOMEXKYTOUHYIO  aTTECTallMI0, a TakKe IOBTOPHYIO  MNPOMEKYTOUHYIO
aTTECTalHIO:
MakcumanbHas cyMma | MakcumanibHas MakcumanbHas MaxkcumanbHas
0aJIoB 3a TEKYLIUI cymma 0ajioB 3a UTOTOBast cymmMma 0ajioB 3a
KOHTPOJIb MPOMEKYTOUHYIO OayTbHAs MOBTOPHYIO
yCIIEBAEMOCTH aTTECTaINIO OIICHKA MIPOMEKYTOUHYIO
aTTECTaIIUI0
60 GatoB 40 GamioB 100 6amioB 100 6amioB

5. q)OprI aTTeCTallui, TUIIOBLIC OLICHOYHbIC MaTCPHUAJIBI IJIA TCKYLIECT 0
KOHTPOJIAA yCIIEBAEMOCTH oﬁyqamumxcsl, KPUTEPHUHU U IIKAJbI OICHUBAHUA 110
KOHTPOJIBbHBIM TOYKaM

5.1 B

X0J€ pcaiu3anuu

JTUCIUILINHEBI

b1.B.01./15.01.03

HpO(I)CCCI/IOHaJIBHOG IMMUCbMO HCIOJB3YIOTCA CICAYIOINHEC (I)OpMBI TCKYLICTO

KOHTPOJII YCIICBACMOCTH O6yanOH_II/IXC}I (B TOM YHCJIC, 3aJdHUA K KOHTPOJbHBIM

TO‘{KaM)I OIIpOC, IIPAKTUYCCKOC 3aaHHC.

3a,Z[aHI/I$I K KOHTPOJIBHBIM TOYKaM: OIIPOC.

5.2.

Tunoseie

OLICHOYHBIC

MaTepUabl

TS

yCIeBaeMOCTH 00yUaronmxcs (BHE KOHTPOJIbHBIX TOUYEK):

Tema 1.

Xapakmepucmuxka u

ocoboennocmu

HellmpanbHo2o u Heopuuuanvnozo cmuaei. I11K-3.1, I1K-8.3
IHoaroroBka K NpakTH4ecKOMY 3aHATHIO:

TEKYIIEro

KOHTPOJIS

oguyuanvhnozo,




— BHUMATEJIBHO IPOYUTATh MAaTE€pUall JEKIHMM, OTHOCAIIMUXCA K JaHHOMY
3aHSTHIO, O3HAKOMUTHCA C Y4€OHBIMU MaTepHallaMM, BKJIIOYas 3JIEKTPOHHBIE B
COOTBETCTBHM C TMPEJJIOKEHHBIM CIIMCKOM JIUTEpaTypsl B pabodeil mporpamme
y4eOHOW JUCLMIIUHBL;

— MOJATOTOBUTH Pa3BEPHYTHIE OTBETHI HA BOIIPOCHI [l IIPOBEACHUS OIIpoca
10 TEME MTPAKTUYECKOTO 3aHATHS;

— MOHSATH, YTO OCTAJIOCH HEACHBIMHU U ITOCTAPAThCA MOIYYNUTHh Ha HUX OTBET
3apaHee;

— TOTOBUTHCS K IIPAKTHYECKOMY 3aHATHIO MOXKHO KaK MHIMBUIYAJIbHO, TaK
Y B COCTaBE MaJOW IPYyMIIBI.

Bomnipocsl 17151 onmpoca u 00cy:KIeHust

1. How would you define a formal writing style in a business context?

2. How would you define a neutral writing style in a business context?

3. How would you define an informal writing style in a business context?

4. When you receive an email, what specific features (greeting, closing,
word choice) immediately tell you whether it is formal or informal?

5. Which style do you consider the "safest" default when you are unsure
about the recipient or the context? Explain your reasoning.

HpnMep NMPAKTHYICCKOIO0 3alaHUsA

Decide which of these is generally a characteristic of formal written style in
English, and which is generally a characteristic of informal written style.
e Phrasal verbs (We had to put off the meeting till Friday.)

e Longer one-word verbs (It was necessary to postpone the meeting until
Friday.)

e Active voice (We’ve decided to cut the number of staff in the Customer
Services Department.)

e Passive Voice (It has been decided that Customer Services Department
staffing levels should be reduced.)

e Contractions (Unfortunately, they didn’t meet their deadline.)

e No contractions (Unfortunately, they did not meet their deadline.)

e Impersonal style (The G40 model sold well in the last quarter.)

e Personal style (We sold a lot of G40s in the last three months of the year.)

Tema 2. /lenosoe nucomo. I1IK-3.1, IIK-8.3

IloaroroBka K NpakTH4ecKOMY 3aHATHIO:

— BHHUMATEJIPHO MPOYUTATh MaTepuall JCKIHMH, OTHOCAIIUXCA K JaHHOMY
3aHSITHIO, O3HAKOMUTHCA C Y4Y€OHBIMU MaTepHallaMH, BKJIIOYAs DJICKTPOHHBIC B
COOTBETCTBUM C TMPEJIOKEHHBIM CIUCKOM JIMTEPATYphl B paboueil mporpamme
y4eOHOM TUCIUTUINHBI,
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— IOATOTOBUTH Pa3BEPHYTHIE OTBETHI HA BOMPOCHI I MPOBEACHUS OIpoca
10 TEME IIPAKTUYECKOTO 3aHATHS,

— TOHATH, YTO OCTAJIOCH HEACHBIMU U ITOCTAPATHCA MOIYYUTHh HA HUX OTBET
3apaHee;

— TOTOBUTBHCS K NPAKTUYECKOMY 3aHATUIO MOKHO KaK MHIMBUAYAIbHO, TaK
Y B COCTaBE MaJlOd IPYMIbIL.

Bonpocwl 0na onpoca u o6cyscoenusn

1. What types of letters do you know depending on the reason for writing?

2. What are the key differences in opening and closing salutations between
formal and informal letters? Give examples.

3. What are the essential elements that a letter of complaint must include?

4. Is it important to acknowledge the customer's inconvenience first before
explaining the reasons for the problem? If yes, what phrases might help you do it?

5. What are the essential elements that a letter of apology must include?

Ilpumep npaxmuueckozo 3a0anusn:
As in any language, letters in English use certain conventions and stock
phrases. Below is a list of some of the more common ones. Complete them by

adding one word in each space.
Beginning and ending

Dear Sir/Madam Yours faithfully
Dear Ms Johnson Yours (1)
Dear David Kind regards

Reason for writing

I am writing to apologise for / enquire about / thank you (2)

I am writing concerning ....

[ am writing (3) answer to your letter / enquiry about ....

4) our recent meeting / telephone
conversation, I am writing to ....

[ was given your name by ...., who suggested you might be able to help us ....

I would like to ...

The background

(5) you may know, ....is an ..... based in ....
As you will recall, three weeks ago we ....

Recently, we ....

Good news
We are writing to inform you that ...
We are pleased to announce that ...

Bad news
We regret to inform you that ....
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We are sorry to inform you that ...

We are afraid that ....

The result

As aresult (6) this, we have had to ....
Consequently, we would like to ....

The result of this is that ....

The next step
What I propose is that ....

In (7) to resolve this matter, I suggest that ....
We would appreciate (8) if you could ....
We would be (9) if you could now ....

Enclosing information

Please find enclosed ....

As requested, I enclose ...

For your convenience we enclose ...

Further communication

Please do not (10) to contact me if you wish to discuss any
of the above.

Should you have any further questions, please contact me on +79108773020.

I look forward to hearing from you /meeting you / seeing you / working with
you / receiving ....

Signing off
Thank you again for your custom / interest / understanding.
Once (11) , my apologies for the delay / misunderstanding / error.

I hope you find this solution satisfactory.
I trust / hope you will give this matter your urgent / immediate attention.

Tema 3. Cnyxnceonaa 3anucka. INK-3.1, IK-8.3

IHoaroroBka K NpakTH4eCKOMY 3aHATHIO:

— BHUMATEJIBHO MPOYUTATh MaTepuall JEKIHM, OTHOCAIIUXCA K JaHHOMY
3aHSITHIO, O3HAKOMUTHCA C y4Y€OHBIMU MaTepHallaMH, BKJIIOYAs DJICKTPOHHBIC B
COOTBETCTBUM C TPEJIOKEHHBIM CIUCKOM JIMTEPATYphl B paboueil mporpamme
y4eOHOM TUCIUTUINHBI,

— MNOJATOTOBUTH Pa3BEPHYTHIE OTBETHI HA BOIIPOCHI JJIsl IPOBEAECHUS OIIpoca
0 TEME MPAKTUYECKOIO 3aHATHS;

— MOHSTH, UTO OCTAJIOCh HEACHBIMHU U MOCTAPATHCA MOIYUYUTh Ha HUX OTBET
3apaHee;

— TOTOBUTHCS K MPAKTUUECKOMY 3aHATHIO MOXKHO KaK MHIMBUIYAIbHO, TaK
Y B COCTaBE MajiOd IPyNIbI.
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Bonipocsl /151 onpoca u 00cy:KIeHus

1. Does a memo require an opening salutation (Dear...) or closing salutation?

2. Why is conciseness particularly important in memo writing?

3. How does the language in a memo differ from the language in a business
letter? Give two examples.

IIpumep NpakTHYECKOr0 3a1aAHMS:
Rewrite this memo as three sentences. Your memo should have a
maximum of 50 words.

I would like to inform you that the office equipment and furniture are being
installed in our new office on the 10™ of June. I will be at the new office all day to
supervise the work of installing the office equipment and furniture. If any of the
team needs to speak to me while I am at the new office, they can contact me at the
office on my mobile phone. The number is 0406 36 69 56.

Tema 4. Omuem. IIK-3.1, IIK-8.3

IMoaroToBKa K MPaKTHYECKOMY 3aHSATHIO:

— BHUMATEJIPHO IPOYUTATh MaTEpHal JICKIWN, OTHOCSAIIUXCS K JaHHOMY
3aHATHIO, O3HAKOMUTHCS C y4eOHBIMU MaTepHallaMH, BKJIOYas 3JICKTPOHHBIC B
COOTBETCTBHHM C IIPEIJI0OKEHHBIM CIIMCKOM JIUTEpaTyphl B pabodeil mporpamMme
y4eOHOM TUCIUTUIUHEI;

— MOJATOTOBUTH Pa3BEPHYTHIC OTBETHI HA BOMPOCHI JIJIS MPOBEACHHUS OMPOCca
10 TeME MPAKTHYECKOTO 3aHATHUS;

— MOHATH, YTO OCTAJIOCh HESICHBIMHU M ITOCTapaThCs MOJYYUTh HA HUX OTBET
3apaHee;

— TOTOBHUTBCS K MPAKTUYCCKOMY 3aHATHIO MOXHO KaK WHIAWBHIYaJIbHO, TaK
U B COCTaBE MaJIOW TPYIIIIBI.

Bonpocwt 014 onpoca u oocyrncoenusn

1. What is the structure of a report?

2. What subheadings can be used in a report?
3. Why are subheadings useful in a report?
4. What is the purpose of each section?

Ilpumep npakmuueckozo 3a0anus:
Study the task and the example of the report below. Answer the questions
after the report.

e The Managing Director is concerned about communication problems within
your project team and has asked you to write a report on the situation.
Write your report for the Managing Director
outlining how you carried out your research
describing the key findings
proposing how to enhance the situation
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e Write 200-250 words.

Report on Improving Project Team Communication

Introduction

The aim of this report is to identify communication problems within the new
project team and recommend ways of improving this communication.

Findings

To begin with, individual interviews were held with all eight team members. Each
team member also completed a questionnaire, which was designed to highlight the
effectiveness of communication within the team. Several key issues arose from this
feedback.

1) Although individual team members meet fairly frequently to discuss the project,
the outcome of these discussions is not shared amongst other team members.
Furthermore, these individual meetings are creating mini-teams within the team.
This, of course, damages team spirit.

2) The eight team members are located in different parts of the building. This does
not encourage contact and results in the situation outlined in Point 1.

3) Team members do not make enough effort to share information by email.
Messages are sent to one person only and not copied to colleagues.

Conclusion

No evidence of personnel problems was found amongst team members. The lack of
communication is due to difficulty with procedures and location, both of which
should be easy to solve.

Recommendations

1) It is recommended that whole team meet on a weekly basis to share information
and time together.

2) Team members should remember to copy colleagues in on emails relating to the
project. This may require some training with the email software.

3) It has been suggested that the team attend a team-building seminar or adventure
weekend.

1. What subheadings is this report divided into? Why are subheadings useful? Can
you think of other typical subheadings for a report?

2. What style is used? (formal/informal)

3. What range of language is used?

Tema 5. Kommepueckoe npeonoscenue. IK-3.1, ITK-8.3

IloaroroBka K NpakTH4ecKOMY 3aHATHIO:

— BHUMATEJIbHO MPOYUTATh MaTEpHall JEKIUW, OTHOCAUIUXCS K JAaHHOMY
3aHITHIO, O3HAKOMUTHCA C y4eOHBIMU MaTepHallaMH, BKJIIOYAs DJICKTPOHHBIC B
COOTBETCTBUM C TMPEJIOKEHHBIM CIUCKOM JIMTEPATyphl B paboueil mporpamme
y4eOHOM TUCIUIUINHBI,

— TOJrOTOBUTH Pa3BEPHYTHIE OTBETHI HA BOIPOCHI JJIsl IPOBEACHUS OIpoca
M0 TeME MPAKTUYECKOTO 3aHSTHUS;
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— TOHATH, YTO OCTAJIOCh HESCHBIMH U MOCTAPATHCA MOJYYUTh HA HUX OTBET
3apaHee;

— TOTOBUTHCS K MPAKTUUECKOMY 3aHATHIO MOXKHO KaK MHIMBUIYAJIbHO, TaK
Y B COCTaBE MajiOd IPyNIbI.

Bonpocwt 013 onpoca u oocyscoenusn

1.What is the main purpose of a proposal?

2.How does a proposal differ from a report?

3.What subheadings are typically used in a proposal?

4. Why is it important to include an "Implementation" section in a proposal?
5.What should the Introduction section of a proposal include?

IIpuMep NPpaKTHYECKOTO 3aJaHUSI:

The following list contains elements that are all important in proposal
writing. Mark those you think are essential points (++) and those you think
are important (+).

Answer all the points you have been asked to address accurately.

Begin with a clear introduction of the aims of the report.

End with a definite conclusion and recommendation.

Use subheadings and bullet points to make the proposal clearer.

Be consistent in your arguments and connect your ideas with linking
expressions.

Use language naturally, appropriately and with a minimum of errors.

e Use sophisticated vocabulary and grammatical structure.

e Organise the proposal so that it is clear which point is being addressed.

Tema 6. Omuem-onucanue cpaguxa. IN1K-3.1, IK-8.3

IloaroroBka K NpakTH4YecKOMY 3aHATHIO:

— BHUMATEJBHO TMPOYUTATh MaTEPHAI JICKIIUWA, OTHOCSAIIUXCS K JaHHOMY
3aHITHIO, O3HAKOMUTHCS C YYCOHBIMH MaTepHallaMH, BKJIIOYAs DJICKTPOHHBIC B
COOTBETCTBUM C TIPEJIOKEHHBIM CIIUCKOM JIMTEPATyphl B paboueil mporpamme
y4eOHOM TUCITUIUTNHBI,

— TOATOTOBUTH Pa3BEPHYTHIE OTBETHI HA BOMPOCHI VISl TIPOBECHUS OMpOca
10 TeME MPAKTHIECKOTO 3aHSATHUS;

— TIOHATB, YTO OCTAJIOCh HESICHBIMHU M MTOCTApaThCs MOJTYYUTh HA HUX OTBET
3apaHee;

— TOTOBUTBHCH K IMPAKTHUCCKOMY 3aHATHIO MOXKHO KaK MHJIMBHUIYaIbHO, TaK
Y B COCTaBE MaJOW IPYyMIIBI.

Bonpocwt 0na onpoca u o6cysyicoenusn

1. What is the purpose of writing about graphs?

2. What is the recommended structure for a graph description report?
3. What information should the introductory sentence contain?

4. Why should you not describe the graph in year-by-year detail?
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5. What are some useful introductory expressions for graph descriptions?

IIpuMep NpPaKTHYECKOT0 3aJAHUS:
Look at the different ways of presenting data below. Match a name to

each type of data presentation.

bar chart  pie chart  line graph

Tonnes Sales, June 2006

1600 1650 1700 1750 1800 1850 1900 1950 2000 2050 %
oranges bhananas pears appples cherries

1 2 3

5.3.041H WM HECKOJIbKO TEMAaTHYECKUX OJOKOB AMCIUIUIMHBI 3aBEPIIAOTCS
KOHTpOJbHOM Toukoi (manmee — KT). Tekymuii KOHTpOJIb yCHEBAEMOCTH IO
JTUCIUIUIMHE TpeaycMaTpuBaeT He MeHee 2 (nByx) u He Oonee 10 (mecstu) KT B
TEUYEHHE NePHUO0/1a OCBOCHHUS JUCIUILTUHBIL.

MakcumalibHOE KOJMYeCTBO OamioB 3a mo0oi Tum padbor B pamkax KT
coctasmusier 100 (cTo) Oanos.

Pacnpenenenne BecoBbix koapduirenTos no KT B pamkax TeKylero KOHTpOJs
YCIEBAEMOCTH O TUCUUILIMHE U (POPMYJIbI pacuera:

HanmenoBanue MakcumaiibHOE Koaddumuent Beca | Pe3ynbrat KOHTpOJIBHON
KOHTPOJIbHOM TOUYKH | KOJHMYECTBO OAJIOB | KOHTPOJIGHOW TOYKM | TOYKH, yYaCTBYIOLIHIA B
3a paboTy B pamMKax hopMHUpOBaHUH
KT, xoTopoe Moxer UTOTOBOH OaJIIbHOM
Ha0paTh CTYACHT OLICHKH I10 TUCLUIUIMHE
(oTpaxaercs B )XypHaJe
BPC B CJ10)
KT 1 100 0,3 30
KT 2 100 0,3 30
Hroro: X 0,6 60

dopmyna pacyeTa pe3ysibTaTa KOHTPOJIbHON TOUKHU:
Pesynbrar koHtposnbHOU TOuku = KonmuectBo GamioB 3a pabory B pamkax KT X
KoaddunmeHT Beca KOHTPOILHON TOUKH.

5.4. ®opMbI TEKYyLIEro KOHTPOJIS YCHEBAEMOCTH OOYYarOIIMUXCS B paMKax

KT u TuIioBsie O1IEHOYHBIE MATEPUAJIBI:
KT-1
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Tewmnl 1, 2, 3. IIK-3.1, I1K-8.3

Ompoc:

Bomnpocsl 115 onpoca:

Ne
ILII.

Coneprkanue Bompoca

1. What types of business letters do you know depending on the reason for writing?

What are the typical opening salutations and closing formulas for formal, neutral, and
informal letters?

|98)

Does a memo require an opening salutation or closing salutation? Why or why not?

b

What is the typical length of a memo?

9]

How does the language in a memo differ from the language in a business letter?

Kpurepun onenuBanus onpoca:

JnanasoH 6aioB

Onucanue Kpurepus

85-100

OOyyaromuiics MOJHO M3JIaraeT MaTtepuan (0TBEYaeT Ha BOMPOC), JAET|
NpaBUIbHOE ONpEAETICHUE OCHOBHBIX TOHATHHA; OOHapy>KUBaeT
IMOHUMAaHUEC Marcpuaia, MOXET 000CHOBATH CBOHU CYXKICHUA,
NPUMEHHUTDH 3HAHUS HA IPAKTHUKE, IPUBECTH HEOOXOAUMBIEC IPUMEPHI HE
TOJNBKO M3 Y4eOHMKA, HO U CAaMOCTOSITEJIBHO COCTABJICHHBIC, M3JIaraeT|
MaTepHall IOCJIeJ0BaTeIbHO M MNPAaBWIBHO C TOYKH 3pEHHUS HOPM
IIATEPATYPHOIO S3BIKA.

65-84

OOyuaronumiicss 1aeT OTBET, YAOBJIETBOPSIOUIMNA TEM K€ TPEOOBAHHSIM,
YTO W JJIA OIEHKH «OTIWYHO», HO JOmycKaeT 1—2 ommOKHu, KOTOpBIE
caM € HuCIpaBisieT, U 1—2 Hemodyera B IMOCIEIOBATEILHOCTH WU
SI3BIKOBOM O(DOPMIICHHH M3J1araeMoro.

55-64

OOyuvaromuiics OOHapy>KMBaeT 3HAaHWE W TIOHMMaHHWE OCHOBHBIX
MOJOKEHWI JaHHOW TEMbI, HO W3JIaraeT MaTepual HEemoJHO ||
NOMYCKAaeT HETOYHOCTH B OINMPEACIICHUHM MOHATHI WM (HOPMYITHPOBKE
NpaBUJI; HE YMEET JOCTAaTOYHO TIIyOOKO M JI0Ka3aTeIbHO 0OOCHOBATH
CBOM CYXKICHHMsS W TPHBECTH CBOM IPHMEPbHI; H3JIaracT MaTepuall
HEMOCIeI0BATEILHO M JOIMYCKAeT OIMIMOKH B S3bIKOBOM O(OPMIICHUY]
M3J1araeMoro.

0-54

OOyyaromuiics oOHapyXKUBAaeT HE3HAHHUE BOMPOCA, JAOMYCKAEeT OMUOKY
B (OpPMYJIHUPOBKE OMpPENEeICHH M MpPaBUiI, MCKAKAIOMIME UX CMBICIH,

6ecn0pfmquo M HCYBCPCHHO H3JIaracT MaTcpuall.

KT-2

Temnl 4, 5, 6. I1K-3.1, IIK-8.3

Ompoc:

Bormpocs! st onpoca:

Ne

II.II.

Copepxanue Bompoca

Why are subheadings useful in a report?

Why must reports be based on facts rather than opinions?

What is the main purpose of a proposal?

Why should you avoid describing the graph in year-by-year detail?

Sl Fall Bl i o

What is the difference between "increased to 5%" and "increased by 5%"?

KpI/ITepI/II/I OILICHUBAHHA OIIpoca:
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JlnanasoH 0ayioB

Ornucanue Kpurepus

85-100

OOyuaronuiics MOJHO M3JlaraeT mMarepuan (0TBEYaeT Ha BONPOC), TaeT
MpaBUIbHOE  ONpEACICHHE OCHOBHBIX  IOHATHH;  OOHapy>XHBaeT
[OHUMaHHE MaTepHasa, MOXeT 00OCHOBATh CBOU CYKICHHUS, IPUMEHUTD
BHAHUS Ha MPAKTHKE, NPUBECTH HEOOXOAMMBIE MPUMEPHI HE TOJBKO U3
yueOHUKa, HO M CaMOCTOSTENIbHO COCTABJICHHbIC, H3JaraeT Marepual
[OCJIE0BATEIbHO U MPABUIBHO C TOYKH 3PEHUS HOPM JIMTEPATYpPHOTO
S13bIKA.

65-84

OOy4aronuiicss JaeT OTBET, YAOBJIECTBOPSIOUINA TeM e TpeOOBaHHSIM,
YTO W JUIS OIIGHKU «OTIMYHO», HO JIOMyCKaeT 1—-2 ommOKH, KOTOphIE cam|
K€ HCTIpaBIIsieT, U |—2 HeqoyeTra B TOCIEIOBATEIBHOCTH U SI3BIKOBOM
0(hOpMIICHHHU M3JIaraeMoro.

55-64

OOydJaromumiics OOHapy»XMBaeT 3HAHWE W IOHUMAHUE OCHOBHBIX
MOJIOKCHUW TAHHOW TEMbI, HO M3JIaraeT MaTepuall HEMOJIHO U JIOMyCKaeT
HETOYHOCTH B OIpPEACICHUN TOHATHH WU (HOPMYIHPOBKE MPABUII, HE
YMEET JOCTaTOYHO IIyOOKO M T0Ka3aTeIbHO 00OCHOBATH CBOM CYKICHHSI
M TIPUBECTH CBOM NPHUMEPHI; U3JIaraeT MaTepuayl HETOCIeI0BATEIIBHO H
ITOMTyCKaeT ONMIMOKHU B SI3bIKOBOM O(OPMIICHHH U3J1araeMoro.

0-54

OOyuaromuiicsi 0OHapyKUBaeT HE3HAHHWE BOIPOCA, JAOMYCKAET OMMUOKH B
(OpMyJIUPOBKE OIpeNeieHU W TPaBUJl, MCKAKAIOIUE WX CMBICH,

0eCIOpSI0YHO U HEYBEPEHHO M3JIaracT MaTepuall.

5.5. OrmucaHue JOMOJHUTEIBHBIX MaTepUaOB ©  00OpyJOBaHUS,
HEOOXOJMMBIX IS BBITIOJHEHUS MPOBEPOUYHBIX 3aJaHUU (npu Heobxooumocmiu).

Her.

6. ®opMBbI IPOMEKYTOUHOM aTTeCTALIMU, KPUTEPUH U IIKAJIA OIeHUBAHUS,
TUTIOBBIE OIl€HOYHbIE MATEPUAJIBI MO AUCIHUIINHE

6.1. IlpomexyTouHasi aTTecTalusi IPOBOAUTCS B 5 cemecTpe - B (opme

3a4cCTa.

6.2. Tunosbie OLCHOYHBIC MATCPHUAJIBL HpOMG)KYTO‘IHOﬁ aTTcCTalu.

TunoBsie MPOBEPOYHBIE 3aJaHMS JIJII CAMOMOJTOTOBKH OO0Yy4aromerocs K
IIPOMEKYTOYHOU aTTECTALINU:

Tembl 1-6. I1K-3.1, I1K-8.3

1. 3amaHust OTKPBITOrO THUIIA.
1.1. Bonpockl OTKPBITOrO TUNA.

No Bomnpoc

ILIL.

1 What are the key linguistic features (grammar, vocabulary, sentence structure) that
distinguish formal writing style from informal style in business correspondence?

2 List five types of business letters based on the reason for writing, and briefly describe
the purpose of each.
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3 You have been asked to write a report on customer satisfaction in your department.
Outline the structure you would use, indicating what information you would include in
each section.

4 List five verbs that can be used to describe upward movement and five verbs that can
be used to describe downward movement in a graph description.

1.2. KonTposibHbIE 3a0aHUs:

PART ONE

Question 1

e The graph below shows passenger revenue (in £m) and the percentage of trains
arriving on time for a train company, Cruiseline, for each quarter of a two-year
period, 2005-2006.

e Using the information from the graph, write a short report describing the
passenger revenue and the percentage of trains arriving on time during the two-
year period.

e Write 120-140 words.

Cruiseline train company

+—e % of trains
arriving on time

£m Passenger %

revenue, £m

350 1 190

325 f e [ 85

300 +—— 180

275 175

Passenger revenue, £m

250 —f70

% of trains arriving on time

225 —— 1 65

200

ar 2@ar 3ar 4"aQr  1far 2¥ar 3ar 4"Qr

2005 2006

PART TWO
Write an answer to ONE of the questions 2-4 in this part. Write your answer in 200
— 250 words.

Question 2

eThe Managing Director of your company or organization has announced that
reports on performance are to be produced by all departments. Your Head of
Department has asked you to produce the report about your department for the
Managing Director.
e Write the report for the Managing Director, explaining:
e what aspects of your department function most effectively
e which aspect is most in need of improvement
e how this improvement could be achieved.
Write your answer in 200-250 words.
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Question 3
eThe Chief Executive of your company is concerned that staff morale seems to have
deteriorated and has invited suggestions for making improvements.
e Write a proposal to the Chief Executive:
e suggesting why morale is low
¢ outlining the effects of low morale
e proposing some ways of improving morale
¢ indicating any disadvantages of your proposal.
Write your answer in 200-250 words.

Question 4
e The company you work for is investigating the possibility of opening a new
branch abroad. Your line manager has asked you to contact a business advisory
service in the country the company is considering.
e Write a letter to the business advisory service
e briefly introducing your company
e explaining your company’s plans
outlining the points you would like advice about
e suggesting a meeting with your company.
Write your answer in 200-250 words.

2. 3agaHusi KOMOMHUPOBAHHOTO THIIA!
2.1. TecroBble 3a1aHusl ¢ 000CHOBaHUEM BBIOOpA.

Ne Copepxanue 3a1aHus ITpaBuiibHBIN ApryMeHThl, 000CHOBBIBAIOIIIHE
ILII. OTBET BbIOOp OTBETA

1. Which of the following is the
most appropriate closing for a
formal letter addressed to "Dear
Ms. Thompson"?

A) Cheers

B) Best regards

C) Yours sincerely

D) Yours faithfully

2. Which of the following is a
characteristic of memo
language?

A) Extensive use of polite
formulas

B) Long, complex sentences
C) Direct and concise
expressions

D) Formal salutations and
closings

3. What is the purpose of the
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Recommendations section in a
report?

A) To summarize the findings
B) To suggest actions based on
the conclusions

C) To introduce the topic

D) To apologize for any errors

3. 3a1aHus 3aKpbITOrO THUIIA.
3.1. TectoBbIe 3agaHus.

IIpuMepHbIe TeCTOBbIE 3aJaAHUS:

BHuMarenbHO npoyuTaTh TEKCT 3aJaHUs U MOHSATh, YTO B KAYECTBE OTBETA
OKHMJIA€TCS OJIMH WJIM HECKOJIBKO MPEJJI0KEHHBIX BAPUAHTOB.

BauMarenbHO npodnTaTh NPEAJIOKEHHbIE BAPUAHTHI OTBETA.

BriOpaTh 01uH UM HECKOJBKO BEPHBIN(BIX) OTBET(OB).

3anucath TOJIbKO OyKBY(bI) BEIOpaHHOTO(BIX) BapruaHTa(0B) OTBETA(OB).

1.Read the sentence and identify the style. Choose ONE correct answer.
"Please find attached the document for your reference."”

A) Formal

B) Neutral

C) Informal

Answer:

2. Which features typically characterize FORMAL business writing? Write
the letters of ALL correct answers.

A) Use of contractions (e.g., don't, can't)

B) Passive voice

C) Phrasal verbs (e.g., find out, get back)

D) Complex sentence structures

E) Sophisticated vocabulary (e.g., ascertain, necessitate)

F) Personal pronouns (e.g., I, we) used extensively

Answer:

3. Transform the following INFORMAL sentence into FORMAL style.
Choose ONE correct answer.

"We got your message and will get back to you soon."

A) We received your message and will respond shortly.

B) Hey, got your message — we'll be in touch.

C) Your message was received and a response will be forthcoming.

D) Got your message. Talk soon.

Answer:
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4. Which factors should influence your choice of style when writing a
business letter? Write the letters of ALL correct answers.
A) The recipient's position in the company

B) Your personal mood that day

C) The length of your relationship with the recipient

D) The purpose of the communication

E) The company's corporate culture

F) The time of day you are writing

Answer:

5. Which of the following are TRUE about cultural considerations in
business writing? Write the letters of ALL correct answers.
A) In high-context cultures (e.g., Japan), formal style is expected even in
ongoing relationships.
B) In low-context cultures (e.g., Netherlands), neutral or informal styles are

common.

C) Using informal style with a culture that values hierarchy never causes

problems.

D) Using overly formal style with egalitarian cultures can seem cold or

distant.

E) Cultural differences do not affect business writing.
F) First-name basis is universally acceptable in all cultures.

Answer:

6.3. Kputepuu u mkasna oueHuBanus Ha ocHoBe bPC.

KPUTEPUU PE3VIJIBTAT
OLEHMBAHUA B BAJIUTIAX
Jan noanwiii, 6 nocuueckori | PelieHne KOMMYHMKATHBHOM 3a1a4H 40
nocnedo8amenbHOCmu KomMmyHHMKaTHBHas ~ 3aja4a  IHOJHOCTBIO
PazéepHymbiti omeem Ha BBINOJIHEHA:
nocmasnenHvle 60npoc, 20e | -BCe  acleKThl, yKa3aHHble B  3a/laHUU

OH NPOOEMOHCMPUPOBAL
3HAHUsL npeOMema 6 NOJHOM
obveme yuebHoU
npocpaAMMbl, 0OCMAMOYHO
2nYOOKO ocMblcIuBaem
OUCYUNTIUHY,
camocmosmenvHo, u
ucuepnvlearoue omeedaen
Ha OONOIHUMENIbHbIE
80NPOCHL, NPUBOOUM
cobcmeenmvie npumepuvl no
npobniemamuxe
HOCMABIeHHO20 80NPOCA

PaCKpBITHI;
-IIPaBWJILHO BBIOPAHO CTHIIEBOE O(GOpPMIICHHUE
peud C YYeTOM IIeTM BBICKA3bIBAaHUA U
ajpecara;

-TeKCT HAINHWCaH CBOWMH
AIIEMEHTOB IIUTUPOBAHUSA™).
O6bem  pabotrbl  1MOO  COOTBETCTBYET
3aJJaHHOMY, JTHOO OTKJIOHSIETCS OT 33JJaHHOTO
He Oosee yueM Ha 10% B CTOPOHY yBETUYEHHUS
WA YMEHBIIICHHUS.

OpraHu3anus TeKcTa

-TEKCT JIOTHYHO BBICTPOCH, HCIOJIb30BAHBI
CHECNHANTBHBIE  S3BIKOBBIE  CPEICTBA  JUIS
nepeaaym JOTHUECKOU CBA3H;

-TeKCT  TPaBWIBHO  CTPYKTYPHPOBaH H
0(hOpMIICH.

cioBaMu  (HET
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Jlekcuko-rpaMmMaTruyeckoe  opopmMmieHue
TeKCTa

-MCTIOJIb30BaHA pa3HooOpa3Hasi JEKCUKa |
pazuyHble  TPAMMATHYECKHE  CTPYKTYpPBI

(mpocThie U CIOXHBIE) B COOTBETCTBUU C
MOCTaBJICHHON KOMMYHUKATUBHOM 3a7a4eil;
-JIEKCUKO-TPaMMaTUYECKHE OIIIMOKHU
MPAKTUYECKH OTCYTCTBYIOT.

/lan pazeeprymuiii omeem Pemenne KOMMYHUKATHBHOM 321244 30-39

Ha nocmaeiexHvle KommyHukaTuBHass 3ajadya B OCHOBHOM

eonpocwl, 20e BBITOJIHEHA:

obyuarowuiics -HE pACKPBIT OJMH acCIMeKT, YKa3aHHbIH B

oemMoHcmpupyem 3HaHusl, 3a/laHuH;

npuobpemenHvle Ha -UMEIOTCSI ~ HEKOTOpble  HETOYHOCTH B

JIEKYUOHHBIX U CEMUHAPCKUX | CTUIIEBOM O(DOPMIICHUH pEeYH;

3aHAMUSAX, A MaKice -TEeKCT HAamMCaH CBOMMH CJOBaMH (HET

nOYYeHHble NOCPeOCmEoM | DIIEMEHTOB LIUTUPOBAHUA™).

usyueHus 003amelbHbIX O6beM  paboTel  AMOO  COOTBETCTBYET

V4eOHbIX Mamepuanos no 3a/laHHOMY, JINOO OTKJIOHSETCS OT 3aJlaHHOTO

Kypcy, oaem He Oonee yeM Ha 10% B CTOPOHY yBETUYCHHUS

apeymenmupo6anibie WA YMECHBIIICHUS.

omeemul, NPUBOOUM Opranuzanus TeKcTa

npumepyl, 8 omeeme -TEKCT B OCHOBHOM JIOTMYHO BBICTPOEH,

npucymcmeyem c60600HOe | UCIOJIb30BaHbl  CIIEUUAIbHBIE  SI3BIKOBbBIC

6l1a0enue MOHON02UYecKol | CPEACTBa IS Mepelaun JJOTUIECKO CBSI3H;

peuvio, 102UYHOCb U -TEKCT B OCHOBHOM MIPaBUIIBHO

nOC1e008amenbHOCHb CTPYKTYpPUPOBaH U OQOPMIICH: JOMYIICHBI

omeema. OOnaxo HE3HAYUTENbHbIE HAapYyIICHUS B CTPYKTYpe

00NycKaemcs HemoyHoOCMmy | W/UIU CBSI3HOCTH TEKCTA.

6 omeeme. Jlekcuko-rpaMMaTuyeckoe  opopmieHue
TeKCTa
-MCTIOJIb30BaHA pa3HooOpa3Hasi JEeKCUKa U
pa3iuuYHbIE  TPAMMATHYECKHUE  CTPYKTYPBI
(mpocTble U CJIOXHBIE) B COOTBETCTBHH C
MOCTaBJICHHON KOMMYHUKATUBHOMW 3a7a4eil;
-uMeeTcsl 2-3 He3HauuTeNabHbIe (HErpyobie)
JIEKCHYECKUE OMIMOKM, HE 3aTpyIHSIOINe
MOHUMAaHUE TEKCTa;
-nomyieHo 1-2 opdorpaduueckue ommoOKHy;
-uMeeTcsl 2-3 He3HauuTeNIbHbIe (HErpyobie)
rpaMMaTH4YecKHe OMMUOKH, HE 3aTPyJHSIOIINE
MOHMMAaHUE TEKCTa.

[lan omeem, PemieHue KOMMYHHMKATHBHOH 3a1a4H 20-29

ceuUdemenbCcmayouull 6
OCHOBHOM O 3HAHUU
npoyeccos uzyiaemotl
OUCYUNTUHDL,
OMIIUYAIOWUTICSL
HeOd0CmamoyHou 21yOUHol
U NOJIHOMOU PACKPbLIMUSL
membl, 3HAHUEM OCHOBHbLIX
80NPOCO8 Mmeopuil, c1abo

KommyHukaTuBHas
YaCTUYHO:

-HEe paCKpBITHI J[Ba acleKTa, yKa3aHHbIE B
3aJlaHUM;

-UMEIOTCSI  CYIIECTBEHHBIE
CTHJIEBOM O(DOPMIICHUU PEUH;
-TIPUCYTCTBYIOT 3JIEMEHTHI IUTHPOBAHUSI.
O0beM paboThl HE COOTBETCTBYET 3a/laHHOMY
6onee uem Ha 20% B CTOPOHY YBEIMUYEHUS

3aJada BBIIIOJTHCHA

HapyuieHus: B
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chopmuposanHviMU
HABLIKAMU AHATU3A
A6NIEHUL, NPOYECCos,
HeO0CMamoyHbIM YMeHUEM
oasamuw
apeymMenmupoBaHivle
omeemul U NPUBOOUNMD
npumepbol, HedOCMAMOUHO
Cc60000HBIM 61A0EHUEM
MOHOJIO2UYECKOU Peyblo,
JO2UYHOCMbBIO U
noC1e008aMeENIbHOCHbIO
omeema. [lonycxaemcs
HECKONbKO OuUbOK 6
cooepaicanuu omeema.

WIA YMEHBIIECHUS **.

Opranuszanusi TeKcTa

-MUMEIOTCS OUIMOKY B MCIIOJIB30BAHUU CPEJICTB
JIOTUYECKON CBSI3H, MX BHIOOP OTpaHUYEH;
-JIOTyIIEHbl OUWIMOKU B CTPYKTYPUPOBAHUH
TEKCTa;

-UMEIOTCSl ~ HapylleHuss B 0(GOpMIICHUH
JIETTOBOM KOPPECTIOH ICHIINH.
Jlekcuko-rpaMMaTruyeckoe  opopmMieHue

TeKCTa

-MCTIOJIb30BaHA CTaHAApPTHAs, OIHOOOpa3Has
JIeKCHKa 0a30BOTO YPOBHS,

-umeercss 4-7 ommbOOK B BHIOOpE CIOB U
JICKCHUYECKOW COYETaeMOCTH, KOTOphIE HE
3aTpyIHSIOT TOHUMAaHUE TEKCTa;

-nomnyiieHo 3- 4 opdorpadudeckue ommoOKy;
-HCTI0JIb30BAHbI 0a3oBbIe, IPOCTHIE
rpaMMaTHYEeCKHe CTPYKTYPBHI;

-umeercss 4-7 TpaMMAaTUYECKUX OIIHUOOK,
KOTOpbIEC HE 3aTPYIHSIOT MIOHMMAaHUE TEKCTA.

Han omeem, komopuwiii
Co0epHcUm psi0 cepbe3HblX
HemoyHocmell,
oOHapyscusarowull
He3HaHUue NPoyeccos
usyuaemou npeoMemHuou
obnacmu, oMmaULaAOWULCS
He2lyOOKUM pACKpblmuem
membl, He3HaAHUem
OCHOBHBIX BONPOCO8
meopuu,
HecghopMuposanHvIMU
HABLIKAMU AHAIU3A
ABNIEHUL, NPOYeccos,
HeyMeHuem 0asamay
apeymenmupoBaHHbvie
omeemul, c1aObIM
eraoenuem
MOHOJI02UYECKOU peyblo,
omcymcmeuem J102u4HOCmu
U NOC1e008amenbHOCMU.
Bv1800b1 nosepxnocmubi.

PemmeHne KOMMYHUKATHBHOI 3a1a4H
KomMmyHMKaTHBHAs 3a71a4a HE BBIIIOJTHEHA:
-HE PpACKpBITBI TpH U 0oJiee acMeKTOB,
yKa3aHHbIC B 3aJJaHHH;

-UMCIOTCSl  CYIICCTBEHHbIC HApYIICHHS B
CTHJICBOM O(OPMIICHUHM PEYH WM CTHIIEBOC
o OpMIICHHE PEUYU OTCYTCTBYET;
-IPUCYTCTBYIOT ~ 3HAYHUTEIBHBIC DIIEMECHTHI
[UTHUPOBAHUSI.

OO0bem paboThI HE COOTBETCTBYET 3alaHHOMY
6omnee yem Ha 20% B CTOPOHY YBEIMYCHHS
WM YMCHBIICHHS **,

OpraHu3anusi TeKCTa

-UMEIOTCSI CEPhE3HBIC HAPYIICHUS CBSI3HOCTH
TEKCTa W/WIM MHOTOYHMCICHHBIC OIIMOKH B
YIOTPEOJICHUH JIOTHYECKUX CPEICTB CBSI3H;

-OTCYTCTBYET odopmienue JIEJI0BOM
KOPPECHOH ICHIUY;

-OTCYTCTBYET JIOTHMKA B TEKCTE.
Jlekcuko-rpaMmMaTuyeckoe  opopmieHue
TeKCTa

-HCII0JIb30BaH KpaiiHe OTpaHUYCHHBIH
CIIOBapHBIN 3amnac 1581051 HUMEIOTCS

MHOTOYHUCJICHHBIC omuOku (Oonee 7) B
yOnoTpeOIeHUM JIGKCUKH, B TOM  YHCIIE
3aTPYAHSIONINE TOHUMAHUE TEKCTa,

- IOy IICHBI MHOTOYHCIICHHBIE
opdorpadpuyeckue ommbku (6onee 4);
-IPUCYTCTBYIOT MHOTOYHUCIICHHBIC OIIMOKH
(6onee 7) B pa3HBIX pa3jenax IpaMMAaTHKH, B
TOM 4YHCIIe 3aTPyAHSIONIME I[MOHUMaHHE
TEKCTA.
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6.4. ]I TOATOTOBKH OTBETOB HA BOIIPOCHI JOMOJHUTEIIBHBIX MaTePUAIIOB U
o0opynoBaHUs HE TpeOyeTcs.

7. MeToanuecKkue MaTepuaJibl 0 OCBOCHUIO JUCIIUILIUHBI (MOIYJIs1)

IloaroroBka K JEKIUIM.

['maBHOe B mepuoJ] TMOATOTOBKM K JICKIIMOHHBIM 3aHSTHSM — HAayYUThCS
METOJaM CaMOCTOSITEIbHOTO YMCTBEHHOI'O TpPYJa, CO3HATEJIbHO pa3BUBATh CBOU
TBOPUYECKHE CIIOCOOHOCTH M OBJAJ€BaTh HABBIKAMH TBOpPYECKON paldoThl. [lJist 3TOTO
HEOOXOIMMO CTpOro CcoOJ0JaTh AUCHUIUIMHY Y4yeObl W TMOBelIeHusd. Yerkoe
IUTAaHUPOBAHUE CBOETO pPab04Yero BpPEMEHM U OTIbIXa SBJISETCS HEO0OXOIUMbBIM
YCIIOBHEM JIJISl YCTEIIHOW CaMOCTOSITEIbHOW paboThl. B OCHOBY ero HyXHO
MOJIOKHUTh pabodne MpPOrpaMMbl H3ydaeMbIX B CEMECTpe IuCHUILINH. Kaxmomy
oOyyarolieMycsi CieyeT COCTaBIISITh €KEHEICTbHBIN U CEMECTPOBBIN MJIaHbI PAOOTHI,
a TaKKe IUIaH Ha Kaxabld paboumii neHb. C Beuepa Bcerjna HaAO pacHpeleisTh
paboTy Ha 3aBTpAIlHUU JIeHb. B KOHIE KaXJ0ro JHS 11€JIeCO00pa3HO MOJIBOJUTH
UTOT PabOTHI: TIIATEIIBHO MPOBEPUTH, BCE JIU BBHIMOJHEHO MO HAMEUEHHOMY IUIAHY,
HEe OBUIO JIM KaKUX-TUOO OTCTYIUICHUM, a €ciM ObUIM, MO KaKOW IpUYUHE 3TO
npou3onuio.  HyXHO  OCYIIECTBJISITh ~ CAMOKOHTPOJIb,  KOTOPBIA  SIBIISIETCS
HEOOXOJMMBIM  yCIIOBMEM  ycmemHodl — y4eObl. Eciam  yTo-To  ocTanoch
HEBBITIOJIHEHHBIM, HEOOXOJIMMO W3bICKaTh BpeMs [IJIsi 3aBEepUICHUSI ATOW YacTH
paboThl, HE YMEHbIass 00beMa HeJIeIHHOTO TJIaHa.

CamocrosTenbHas paboTa Ha JIEKIIHH.

Cnyumianbue W 3amuch JIGKUUMHA — CJOXHBIM BHJI BY30BCKOM ayAMTOPHOM
paboTel. BHuUMarenpHOE CilylIaHWE W KOHCHEKTHPOBAHUE JIEKUMU IpeArnosaraer
MHTEHCUBHYIO YMCTBEHHYIO JAESATENbHOCTh OOyuaromerocs. KpaTkue 3anucu JeKLuid,
UX KOHCIEKTHPOBAaHHUE MOMOTaeT yCBOUTh y4yeOHbI Marepuan. KoHcnekT siBisercs
MOJIE3HBIM TOTJA, KOTJa 3aliCcaHO CaMoO€ CYIIECTBEHHOE, OCHOBHOE M CIEIAHO 3TO
camuM oOydaromumcs. He Hago cTpeMuThCs 3amucarh AOCIOBHO BCHO JIEKIIMIO.
Takoe «KOHCIEKTUPOBAHME» MPUHOCUT OOJIbILIE BPEAa, YEM MOJIb3bl. 3aMUCh JIEKIUN
PEKOMEHJIyeTCsl BECTM IO BO3MOXXHOCTH COOCTBEHHBIMH  (OPMYIHPOBKAMHU.
KenaTenbHO 3amuch OCYHIECTBIATh Ha OJTHOM CTpaHUIIE, a CIEAYIONIYI0 OCTaBJISTh
JUIsT TpOpabOTKM y4eOHOTro Marepuaia CaMOCTOSITENIbHO B JOMAIIHUX YCJIOBHSIX.
KoHcriekT nekmuu Jiydine MoApa3feNiaTh Ha IyHKTH, mnaparpadbl, coOmromas
KpPacHyI0 CTPOKY. DTOMY B OOJBIINON CTETIEHH OYyT CIOCOOCTBOBATH IMyHKTHI IJIaHA
JIEKINH, NPEJIOKEHHbIE TTpenoaaBaTessiM. [IpuHuunuanibHbie MeCcTa, OnpeiesieHus,
(GopMyJIBI U APYTO€ CAEAYET CONPOBOXKAATH 3aMEUaHUSIMU «BAXKHO», «O0CO00 BaKHOY,
«XOpOUIO 3alOMHUTBH» M T.IM. MOXHO Jenarb 3TO U C MOMOILBIO PAa3HOLBETHBIX
MapkepoB uiaM pydek. Jlydmie ecam oHU OyayT COOCTBEHHBIMHM, YTOOBI HE
NPUXOAWIOCH MPOCUTh MX y OJAHOKYPCHHUKOB M TEM CaMbIM HE OTBJEKAaThb UX BO
BpeMsi Jiekiuu. LlemecooOpa3sHo pa3paboTath COOCTBEHHYIO —«MapKorpaduio»
(3HAYKK, CUMBOJIbI), COKpauleHusi cioB. He numHuM Oyner u M3ydeHHE OCHOB
creHorpaduu. PaboTas HaJl KOHCIIEKTOM JIEKLUNA, BCET/la HEOOXOUMO UCIOJIb30BATh
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HE TOJIbKO Y4eOHUK, HO U Ty JIUTEPaTypy, KOTOPYIO JOMOJHUTEIHLHO PEKOMEH10Bal
nextop. IMeHHo Takasi cephe3Hasi, KpOImoT/InBasi paboTa ¢ JIEKIIMOHHBIM MaTepUATIOM
MIO3BOJIUT TITyOOKO OBJIAJIETh 3HAHUSIMH.

IToaroroBka K NpakTUYECKUM 3aHATHUSIM.

[ToAroTOBKY K Ka)KJOMY MNPAKTHUYECKOMY 3aHSATHIO KaXKIbl OOydaromiuiics
JIOJDKEH HayaTh C O3HAKOMJIEHUSI C IUIAHOM HPAKTUYECKOTO 3aHSTHS, KOTOPBIN
OTpaXXaeT CoJEpKaHUE TPEIJIOKEHHOW TeMbl. THiaTelbHOE MPOAYMBIBAHUE U
M3y4YeHUE BOIPOCOB ILJIaHA OCHOBBIBAETCA Ha MpOpabOTKe TEKYIIEro MmaTepualia
JeKIUU, a 3aTeM MW3yuYeHUus OoOs3aTeNbHOM W JIOMOJHUTENBHON JIUTEpaTyphl,
PEKOMEH/IOBaHHYIKO K JaHHOMW Teme. Ha OCHOBE MHAMBHUAYAJIBHBIX MNPEANIOYTEHUN
oOy4aroriemMycst HeOOX0IUMO CaMOCTOSITEIFHO BBIOpATh TEMY JIOKJIaja Mo mpodaeme
MIPAKTUYECKOTO 3aHSITHUA M II0 BO3MOYKHOCTH ITOAIOTOBUTH IO HEMY MPE3CHTALHUIO.
Ecau mporpaMmoill JHUCHMIUIMHBL MNPEIYyCMOTPEHO BBIMOJIHEHUE MPAKTUYECKOTO
3alaHusl, TO €ro HEOOXOJMMO BBIMOJHUTH C YYETOM MPEAJIOKEHHON WHCTPYKIUU
(YCTHO WM TUMCbMEHHO). Bce HOBBIE MOHSATHUS MO HU3y4YaeMoll TemMe HeoOXOIuMO
BBIYYUTh HAU3YCTh W JKEJIATEJIbHO BHECTH B TJIOCCApUNA, KOTOPBIA I€JIECO00pPa3HO
BECTU C CAaMOro Hauvaja u3y4yeHus Kypca. Pe3ymprar Takoid paboOThl JOJIKEH
MPOSBUTHCS B CIIOCOOHOCTH OOYYaroLIErocsi CBOOOIHO OTBETUTh HA TEOPETUUYECKUE
BOIIPOCHI MPAKTUYECKOTO 3aHSITUSA, €r0 BBICTYIUICHUM M YYaCTUM B KOJUJIEGKTUBHOM
00CY>XJICHUM BOIPOCOB M3y4aeMOW T€Mbl, TPABUILHOM BBIMOJIHEHUU MPAKTUYECKUX
3aJlaHUi U KOHTPOJIBHBIX PadoT.

PaGota ¢ ucrounukamu.

B nmpomecce mNOATOTOBKM K MPAKTHUYECKUM 3aHSTHIM, OOYYarOIIMMCS
HEOOXOAMMO 00OpaTuTh 0co00O€ BHHMaHHE Ha CaMOCTOSATEIbHOE M3yYEHUE
PEKOMEHJIOBAaHHON y4eOHO-METOJMYECKON (a Takke HaydYHOM U MOIYJSIPHOMN)
autepatypbl. CamocTtosTelbHas paboTa ¢ y4yeOHUKAMU, Y4E€OHBIMU TOCOOUSIMU,
Hay4YHOM, CIIPABOYHOM M MOIYJISIPHOM JINTEPATYpPOM, MaTEpUAIAMU TEPUOJNYECKUX
u3nanuii u  VHTepHeTa, CTaTUCTUYECKUMHU JaHHBIMH SIBJISIETCS  HaumOoJiee
3G(})EKTUBHBIM  METOJAOM  MOJYYEHUS  3HAHWM, TMO3BOJIIET  3HAYUTENIbHO
aKTUBU3UPOBATh TMpOIECC OBIaJAeHUS uHPOpMAIMe, CHocoOCTByeT OoJiee
rJIyOOKOMY YCBOEHHIO M3y4aeMoro marepuaiia, popMupyer y oOydarolluxcsi CBOE
OTHOIIEHHE K KOHKpETHOM mpobieme. boiee riyOokoMy pacKpbhITHIO BOIPOCOB
CIIOCOOCTBYET 3HAKOMCTBO C JIOMOJIHUTEIHHON JUTEPaTypol, PEKOMEHI0BAHHOMN
MpernoiaBaTesieM, YTo MO3BOJISIET 00YUYaAIOIIUMCS MPOSBUTH CBOIO MHIUBUIYIbHOCTD
B paMKaxX BBICTYIUIEHUS Ha 3aHSTHUSX, BBISIBUTh IIUPOKUNA CHEKTP MHEHUH MO
u3ydaeMoii mpobieme.

[ToaroToBka k 3a4ery.

K 3auery HeoOXOAMMO TOTOBUTBHCSA II€JICHANPABIECHHO, PETYJSIPHO,
CUCTEMATHUYECKU U C MEPBBIX JHEH 00yyeHus MO JaHHOM AuciuIuinHe. B camom
Hayajle y4yeOHOro Kypca HEoOXOJMMO O3HAaKOMHUTHCA CO CIEAYIoIIeH ydeOHo-
METOAUYECKON JOKYMEHTALIUEH:

o [IPOrPaMMOM JUCLUILINHBL;
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o ICPEYHEM 3HAHUM U YMEHHM, KOTOPHIMU CTYAEHT JOJLKEH BIIAJIETh;

e TCMAaTUYECKUMHU TJIAHAMM JIEKIIHM, CECMUHAPCKUX 3aHSTHM;

e YYCOHMKOM, YyYEOHBIMH TOCOOMSIMH 1O  JUCHUIUIMHE, a TaKKe
AJIEKTPOHHBIMU PECYPCAMU;

e ICPEYHEM W TEMATHUKOW MHCHBMEHHBIX pPabOT, a TaKXKe METOJIUYECKUMU
PEKOMEHIAIUSAMU T10 UX BBIOJHEHUIO;

o IEPEYHEM BOIIPOCOB.

Bompockl 11 caMOCTOSITENIbBHOM —~ MOATOTOBKA K JICKIIMOHHBIM U
MPAKTUYECKUM 3aHSATUSIM:

AHaJIH3 JEKCUKH JJIS ONMUCAHUSA TPAPUKOB M TEHACHIUN

eab 3axanus

O3HAaKOMUTHCS C Ay TEHTHYHBIMU TTPUMEPAMH OMHUCAHUS TPA(UKOB, TUArPaAMM
Y TCHICHIINI B JCIOBBIX U aHATUTUICCKUX M3JAHUSIX, & TAK)KE PACIITUPHUTHh aKTUBHBIN
CJIOBApHBIN 3amac 3a CYET JIGKCHKH, UCIOJIb3yeMOW JUIsl ONMUCAHUS W3MEHEHUH U
TUHAMUKH ITOKa3aTesIeH.

3agaum

l.HaiiTn oiHYy CTaThIO Ha AHTJIUMCKOM SI3bIKE B aBTOPUTETHOM JEIOBOM HIIH
AHATUTHYECKOM W3JaHUU (PEKOMEHAYeMble HWCTOYHMKHA CM. HIDKE), KOTopas
COJICP)KUT omucaHue Tpaduka, aUarpaMMbl WM CTAaTHCTHYCCKUX JaHHBIX,
WUTIOCTPUPYIONINX KaKyl0-IM0O0 TEHACHIUIO (HalpuMep, U3MEHEHUE 1IeH, 00BEMOB
POJIaXk, YpOBHS 0€3pabOTHUIIbI, TMHAMUKH aKIUN U T.11.).

2.BHuUMaTeabHO WM3YYUTh CTAThIO M BBINIMCATh BCE JIGKCUYECKUE €IMHMIIbI,
WCIIOJIb30BAaHHBIE aBTOPOM JIJIsl OTIMCAHKS U3MEHEHUM, BKIIFOYAsT:

-riaroisl aekenus (verbs of movement);

-mpunarateibHble W Hapeuus nBmwkeHus (adjectives and adverbs of
movement);

-BBIPAXKEHUS ISl ONMCAHUA IPUOIU3UTENBHON OLIEHKH (approximations);

-IPEeJJIOrH, UCIIOJIb3yEMbIE€ CO CTATUCTUYECKUMHU JaHHBIMHU (prepositions with
statistics).

3.CucreMaTU3UpOBaTh BHITUCAHHYIO JICKCUKY B BUJIE CIIOBaps.

4.11oAroTOBUTH KpaTKOE YCTHOE cooOmeHue-aokmaa (3—5 MuHyT) Ha
aHTJIMHACKOM f3BIKE, B KOTOPOM HEOOXO0IUMO:

-IPEJICTAaBUTh UCTOYHUK U KPAaTKO OMHCATh, KAKHE JaHHbIC aHATU3UPYIOTCS B
CTaThe;

-IIEPEYUCITUTh HanboJiee UHTEPECHBIE JIEKCUYECKUE SMHUIIBI, KOTOPbIe ObLIH
HaMJICHbI;

-00BSICHUTh, KaK aBTOP HCIOJB3YeT OSTH CJOBa MJII TOYHOW TMepenadu
UHAMUKH ITOKa3aTeseH.

PexoMeHyemMble HCTOUYHHUKH

1. https://www.economist.com/topics/graphic-detail

2. https://www.bloomberg.com/graphics

3. https://www.reuters.com/graphics/

4. https://www.ainvest.com/news/
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JUiss  caMOCTOSITENNbHOM MOATOTOBKM K JIEKIMOHHBIM H IPaKTHYECKUM
3aHATUSAM  PEKOMEHJIYeTCSl  MCIONb30BaTh  JJEKTPOHHBIE  MH(OPMAIIMOHHO-
oOpaszoBarenbHble pecypchl HMkeropoackoro WHCTHUTyTa YIpaBieHUS — (uinaia
PAHXul'C - http://lms.ranepa.ru/.

8. YueOHas mureparypa u pecypcbl HHGOPMALIMOHHO-
TeJIeKOMMYHUKAUUOHHON ceTH IHTEepHeT

8.1. OcHoBHas nHuTEpaTypa

1. AHrouiickuii s3bIK I akagemuueckux menei. English for Academic
Purposes : yauebroe mocodue st By3oB / T. A. bapanosckas, A. B. 3axaposa, T. b.
[Tocnienora, 0. A. CyBoposa ; nog pemakuueit T. A. bapanoBckoi. — 2-e u3f.,
nepepad. u gon. — Mocksa : U3znarensctBo FOpaiit, 2023. — 220 ¢. — (Briciiee
oOpa3zoBanue). — ISBN 978-5-534-13839-9. — Tekcr : BIEKTpOHHBIA //
O6pa3zoBarenbHas matdopma Opaiit [caiiT]. — URL.:
https://urait.ru/bcode/511748 (nata obpamenus: 11.04.2024).- Pexum noctyna: mo
TIOJIITHCKE.

2. Pwibanko, T.I'. JlenoBas mepenucka = Business Writing: [y4e0.-meTo.
nocodwue] / T.I'. Pei6anko, FO.C. Jlanckas. - Huxuuit Hoeropoa: HUY PAHXuI'C,
2013.-9%4 c.

8.2. JlononHuTENbHAS IUTEPATYPA
1. Successful Writing: Proficiency. Student’s book — Express Publishing,
2000.

8.3. HopmaTuBHbIEe paBOBbIE JOKYMEHTHI U MHAs TpaBoBasi HH(popMaIus

1. ®enepanbHbiil 3akoH «O06 obOpa3zoBanuu B Poccuiickoit denepanum» ot
29.12.2012 Ne273-®3

2. Ilpukaz MuHucTepcTBa HayKHM U BhICIIEro oOpaszoBaHus Poccuiickoit
deneparuu ot 06.04.2021 Ne245 «O6 yrtBepxkaenun [lopsimka opraHuzanuu u
OCYILIECTBJIICHUSI ~ 00pa30BaTENIbHOW  JIEATEIIBHOCTH 10  00pa3oBaTeIbHBIM
IporpaMMam BBICIIIETO 00pa3oBaHUs - IporpaMMaM OakajgaBpuara, IporpaMmam
CIIelIMaInuTeTa, MporpaMMaM MarucTpaTypbi»

3. Ilpukaz PAHXul'C OO0 yTBepkIeHHM TOJOXKEHHUSI O €IMHOW OaIbHO-
PEUTHUHIOBOM CHUCTEME OLICHUBAHUS YCIEBAEMOCTH CTYIAEHTOB AKAaJEMUU U €€

WCIIOJIb30BaHUN TNPU NPOBEIACHUN TEKYyLIEH M IPOMEXKYTOYHOM aTTecTaluy OT
12.12.2024 Ne02-2531.

8.4. UnTepHeT-pecypcbl

1. CrnoBapu aHIIMICKOTO S3bIKA W JPYTHE PECcypchl s H3Y4arolIux
anrymiickuit si3bik. — URL: http://www.study.ru/

2. Cnoapu wm3gatenbctBa Cambridge University Press. — URL:

31


http://lms.ranepa.ru/

http://dictionary.cambridge.org/

3. CnoBapu W371aTeIbCTBA Merriam-Webster. — URL:
http://www.merriamwebster.com/

4. TlepeBoansie onnaiin cnoBapu Lingvo. — URL: https://lingvo.ru/

5. Cnoaps cumBosioB Symbol.com. — URL: http://www.symbols.com/

6. Omnnaiin  Bepcust  xypHana  “The  Economist”. —  URL:
http://www.economist.com/

9. MaTtepuajbHO-TeXHMYeCKasi 0a3a, MHGOPMAIMOHHbIE TEXHOJIOTHH,
NMPorpaMMHoe odecrnevenre 1 MHPOPMAIHOHHbIE CIIPABOYHbIEC CHCTEMbI

9.1. MarepuanbHO-TeXHUYECKAs Oa3a

[lepedyenb MaTepruaIbHO-TEXHUYECKOTO 00ECTIEUEHHUS:

1. Yuebnuble ayauTopuu, OOOpyAOBaHHBIE JJIi TNPOBEIEHUSA Y4EOHBIX
3aHSATHI JIEKIIMOHHOTO M CEMUHAPCKOTO THIMA, TPYIIOBBIX W WHIUBUIYAIbHBIX
KOHCYJIbTAlIMM,  KOJUIOKBUYMOB,  MEPOIPHUSATUN  TEKYIIEro  KOHTPOJS H
MIPOMEKYTOYHOM arTecTaliii, B TOM YHUCJIE MYJIbTUMEIUNUHBIM 00O0pYyJA0BAHUEM
JUTSL IEMOHCTpAIMH 3JIEKTPOHHBIX MTPE3EHTALMN U ayIU0- U BUIEOMATEPUATIOB;

2. KoMIbrOTEpHBIE KIACCHI AJISI BBIMOJHEHHS TPYIIIOBBIX TECTOBBIX U MHBIX
3aJjaHuil, a TaKXke i1 CaMOCTOSATEIbHOM pPadOThl 00y4YaroIIMXCsl OCHAICHHBIE
KOMITBIOTEPHOM TEXHUKOW W obOecrmedeHneM jgoctyna K cetn «uTepHer» wu
JOCTyNla B DJEKTPOHHYI0  HWH(POPMAIMOHHO-  00pa30BaTENbHYIO  Cpeay
OpraHu3aluy;

3. Cneunaiu3upoBaHHbIC ayAUTOPUH U J1aDOPaTOpPUH;

4. bubnuoreka ¢ 00ecre4eHeM MEeYaTHBIMU W3JIaHUSIMU WU JIEKTPOHHO-
OubnuoTteyHas cucremMa oOecrneyuBaromas JOCTYN K JJIEKTPOHHBIM HU3JIaHUAM
(anekTpoHHast OMOIMOTEKA);

5. YUuTanbHBIN 3aJl;

6. Texnuueckue cpeicTBa OOy4YEHHUs: TIEPCOHAJbHBIE  KOMIIBIOTEPHI;
KOMITBIOTEPHBIE TPOEKTOPHI; 3BYKOBBIE JIUHAMUKH; TMPOrpaMMHbBIE CPEJICTBA,
oOecrieunBaromue mpocMotp BuaeodaitioB B ¢opmarax AVI, MPEG-4, DivX,
RMVB, WMV u np.

9.2. HudopMannoHHBIE TEXHOJIIOTHH, POTPAMMHOE 00ECIIeUCHHE:

[Ipu ocymecTBiaeHnH 00pa30BaTEIBLHOIO TMpolecca IO AUCIUIIIMHE
UCTIONB3YIOTCSI MH(POPMAIIMOHHBIE TEXHOJIOTUH U MIPOTPAMMHOE O0ECTIeUeHUE:

1. CoBpeMeHHas onepanmoHHas CUCTEMA.

2. Kaspersky Endpoint Security (wiu ananor).

3. Cpeacto npocmotpa (aitnos ¢popmarta pdf.

4. CoBpeMeHHBIE OpUCHBIE CPeACTBA (TEKCTOBBIC U TaOJUYHBIC PEIAKTOPHI,
cpelcTBa paboThI C MPE3EHTAIIMOHHBIMU MaTepUaiaMH U T.11.).
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5. ApxuBatop 7-Zip.
6. Cucrema AUCTaHIIMOHHOTO O0yUYeHUSI.
7. ABTOMaTU3UpOBaHHAsI ONOIMOTEYHAs! CUCTEMA.

9.3. HudopManrioHHbI€ CIIPABOYHBIEC CUCTEMBI:
1. https://www.urait.ru  —2OnexkTpoHHO-OubnuoTeyHass cucrema [DbC]
IOpaiir;

2. https://www.iprbookshop.ru — DneKTpoHHO-OMOIMOTEYHAs CHUCTEMa
[DOBC] - «KIPRSMART» (panee — IPRBooks)

3. https://e.lanbook.com - OnexrpoHHO-OMOMUMOTEUHast cuctema [ObC]
«JlaHbY.

4. DnekTpoHHO-O0MOMMoTeuHas cucteMa [DbC] «Znanium.comy.

5. https://www.book.ru - DuekTpoHHO-OMONHoTeuHass cucrema [OBC]
«Book.ruy.

6. https://ibooks.ru -  DnexrporHOo-OmOMMoTeunass cuctema [ObC]
«ibooks.ruy.

7. https://ranepalib.miflib.ru - OnexTpoHHass OuOIMOTEKAa W3IATEIHCTBA
«MHUD».

8. https://eivis.ru  — MWBuc. IlomHble TEKCTBI POCCUMCKUX HAYYHBIX U

[IPAKTUYECKUX KYPHAJIOB, a TAKXKE ra3eT UEeHTpaIbHOM npecchl Pocecun. loctyn ¢
1p-aJipecoB JIOKaabHOH ceTn MHCTUTYTA.

9. http://www.consultant.ru/ - CnpaBo4HO-IIpaBOBast cucrema
«KoHCynpTan.

10.  http://www.garant.ru/ CipaBoyHO-TIpaBoBas cucreMa «l apant.
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