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Mporpamma aucumnnvHbl "[enoBoe NUCbMO ¥ Nepenucka (aHrnuiickuii s3uik)"; 44.03.05 MNeparornyeckoe obpasoBaHve (C ABYMS
NPOgOUNSMA NOATOTOBKM); AOLEHT, K.H. (OoueHT) AHaopeesa E.A. , cTapwuii npenogaeatens, 6/c KanyctuHa 3.B. , ctapuwwi
npenogaeatenb, 6/c KopHesa W.T".

Mporpammy ovcumnnuHbl paspabotan(a)(1) AoueHT, K.H. (noueHT) AHopeesa E.A. Kadenpa
MHOCTPAaHHbIX S3blKOB A/18 COUnanbHO-TyMaHUTapHOro HarnpaeneHus otaeneHe Boicwas wkona
NHOCTPaHHbIX 3blkoB U NepeBoaa , EleAAndreeva@kpfu.ru ; ctapwuii npenonaeatenb, 6/c
KanyctuHa 3.B. Kadhenpa NHOCTpaHHbIX 93bIKOB A1 COLMANbHO-T'YMaHUTAPHOMO HanpaBneHns
oTaeneHune Boiclwas wkona MHoCTpaHHbIX A3blkoB M nepesoaa , Elvina.Kapustina@kpfu.ru ; ctapwwmin
npenofaaeatenb, 6/c KopHeea W.I". Kadbenpa MHOCTPaHHbIX S3bIKOB O COUManbHO-IyMaHUTapPHOro
HanpaBneHns oTaeneHune Boiclwas wkona MHOCTPaHHbIX A3blkoB 1 nepesoga , IGKorneva@kpfu.ru

1. Uenn ocBOEHNS AUCLUMINHBI

N3y4yeHne cneumnanbHoi NEKCUKN aHMUIACKOro si3blika B 06nacTy akaaemMmyeckon MobunbHOCTH,
[enoBOM U KOMMEPYECKOWN OeATeNbHOCTH, IOTNKKU, NTOrMCTUKK, SKOHOMUYECKON TEOPUn 1 Np., a Takxe
06WKMXx NPVHLUMMOB YCTPOCTBA AENOBOI CAPepbl aHrN0sA3bIYHOro obwecTsa U 0CobeHHOCTE
NPOSIBNEHWNIA aHINOS3bIYHOW KyNbTypbl B 06nacT 4eN0BOro obweHns qoopMynmpoBaHne HaBbIKOB
aHHOTUPOBAHUSA N peddepnpoBaHNS crieLmanbHOM Oe0BOM N KOMMEPYECKON AOKYMeHTauuu,
pas3BUTME N COBEPLLIEHCTBOBAHNE YMEHUIA N HABLIKOB ONANOrM4eckom N MOHOMOrMYEeCKOW peyn B
cneunanmsnpoBaHHbIX CUTyauunsx, CBA3aHHbIX C KOMMEPYECKOM OesATeNbHOCTbIO (BeAeHMe OeN0BOoM
nepennckn 1 np.),passuTne N COBEPLIEHCTBOBAHNE YMEHUI N HABLIKOB NepeBoaa B CUTYaLMSX
[eNoBON KOMMYyHMKaLUUK.

2. MecTO AMCUMUNNNHBI B CTPYKTYype OCHOBHOM 06pa3oBaTtefibHOM NPOrpammbl BbICLLETO
npocpeccuoHanbLHOro o6pasoBaHus

HanHas yuebHas aucumnnnHa BkntodeHa B pasgen " 51.B.[0B.19 OucumnanHbl (Mogynm)" OCHOBHOW
obpasosaTenbHol nporpammbl 44.03.05 MNeparornyeckoe obpasoBaHve (C AByMS NPOdUIAMM
NoOroTOBKM) U OTHOCUTCS K aucumnnnHam no Beibopy. OcBamBaetcs Ha 5 kypce, 9 cemecTp.

M2.5.3 NpodpeccuoHanbHbIi umkn. Basosas (obwenpodgeccrnoHanbHas) 4acTb.

Oucumnnuna 'Oenosoe nucbMo 1 nepenucka’ B cTpykType OOI BxoanT B 610k Kypcos 6a30B0i
(0bwenpogreccmoHanbHoOM) YacT NPoOPeCCNOHaNbHOro LMkna NnoaroToBKM MarucTpoB, N3yvyaeTcs
Ha (NepBOM) MNSATOM Kypce BO (BTOPOM) OECATOM CEMECTPE U SABNSETCS NOrMYECKUM NPOLOIKEHNEM
Kypca npakTn4eckoro MUHOCTPAHHOro A3blka, M3YYEeHHOro B pamMkax npeabiaywero ypoBHS
06pa3oBaHus, 1 ABNSETCS OCHOBOW (HOPMMPOBAHMS CNEeLNanM3mpoBaHHbIX KOMMYHUKATUBHbIX
KoMneTeHuunmn

3. KomneteHuuu obyyatoLerocs, hopMmpyemble B pe3ynbTtate 0CBOEHUS AUCLUMIUHDI
/mopynsi

B pe3ynbTate 0CBOEHUSI AMCLMNINHBI (OOPMUPYIOTCS CReaytowme KOMNeTeHUNN:

PacwumdppoBka
Wucpp komneteHunu npuobpeTaeMon KoMNeTeHLMN
OK-4 CnocobHOCTb K KOMMYHMKaUWUW B YCTHOM 1 MUCbMEHHOIA
(0bLWeKyNnbTypHbIE doopMax Ha PyCcCKOM 1 MHOCTPAHHOM s3blkax Ons peweHuns
KOMI'IeTeHLI,I/IVI) 3aday MeX/M4YHOCTHOIro MeXKynbTypHOro B3auMoOencTeuns

CMOCOBHOCTbIO CAMOCTOSATENbHO NprobpeTaTb 1 UCMONb30BaTh,

K- y
(Cc))éu?eKyanyprle B TOM 4ucne C NoMoLbio NHPOPMALIMOHHbBIX TEXHONOI NI, HOBbIE
KOMl'IeTeHLI,I/II/I) 3HaHNA N yMeHUs, HernocpencTBeHHO He CBA3aHHbIe CO cdoepoi

npodpeccroHanbHom geatenbHoctn (OK-5).

OMK-1 FOTOBHOCTbBIO OCYLWECTBNATL NPOPECCUOHANBHYIO
KOMMYHMKaLMIO B YCTHOW U MMCbMEHHOI hopMax Ha pyCCKOM 1

npocpeccroHanbHble -
(Mpocp MHOCTPaHHOM A3blKax Ons peleHns 3anay npogoecCuoHanbHom
KOMMeTeHuun)

LeaTenbHOCTU
OTK-5 BnaneHuem ocHoBamMy NpodoecCuoHanbHOM 3TUKM U peveBoit
(npodhbeccmoHanbHble VILTVDY P P
KOMMeTeHuunn) yneTyp
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Mporpamma aucumnnvHbl "[enoBoe NUCbMO ¥ Nepenucka (aHrnuiickuii s3uik)"; 44.03.05 MNeparornyeckoe obpasoBaHve (C ABYMS
NPOgOUNSMA NOATOTOBKM); AOLEHT, K.H. (OoueHT) AHaopeesa E.A. , cTapwuii npenogaeatens, 6/c KanyctuHa 3.B. , ctapuwwi
npenogaeatenb, 6/c KopHesa W.T".

Pacwmndpposka
Lincpp komnereHuyu npuobpeTaeMor KoMneTeHLUU

MnK-1 COTOBHOCTb peann3oBbiBaTh 06pa3oBaTeNbHbIE MPOrpaMMbl No
(NpogpeccuoHanbHble y4ebHbIM NpeaMeTam B COOTBETCTBUM C TPeOOBAHNAMM
KOMMEeTeHLMN) obpa3soBaTefbHbIX CTAHLAPTOB
OK-6
(0blWeKynbTypHbIe CnocobHOCTb K caMoopraHnsaumm n camoobpasoBaHunto
KOMreTeHuunn)
MK-10 CnocobHOCTb NPOEKTMPOBATL TPAEKTOPMM CBOETO
(MpocheccmonantHbie n ocpeCCMOHanEHoro %CTa n HBILIHOCTEOI'O a3BUTUS
KOMMeTeHuunn) P P P
k-2 CnocoBHOCTb UCMOMNb30BaTh COBPEMEHHBIE METOAbI 1
(MpocheccuoHanbHble TEXHONOrnM 0by4eHns un ,EI,I/IaFHOCEI/IKI/I
KOMMeTeHuunn) y

CnocobHOCTb MCNONb30BaTh BO3MOXHOCTM 06pa3oBaTenbHO
NnK-4 cpenbl AN OOCTUXEHNS TMYHOCTHBIX, MeTarnpeaMeTHbIX 1
(NpogpeccuoHanbHble NpeaMeTHbIX PedynbTatoB 00y4eHNs n obecneyeHns kavyecTea
KOMMEeTeHLMN) y4yebHO-BOCNMTATENBHOrO NpoLecca CpeacTsamm

npenofaBaeMmbix y4eOHbIX NPeaMETOB

B pesynbraTe 0CBOEHUS OUCUUMINHBLI CTYOEHT:
1. DONXEH 3HaTb:

TeMaTnyeckui cnoeapb; OCHOBbI OpraHn3aunn 0enosou KOMMYHUKauunn Ha aHrINIACKOM A3blKe;
OCHOBHbIE (POPMbI nenosou OOKYMEeHTaunn Ha aHrNNIACKOM s13blke 1 cnocobbl ee BEOoEHNA,;

2. DONIXEH yMeTb:

paboTaTb C [1eNOBOI NOKyMeHTauMeh Ha S3blke, BKoYas Takne oopMbl Kak pestome, busaHec-nnax,
LOrOBOp, AEN0Bas Npe3eHTauns, LeN0BOe NMCbMO; OCYLLECTBNSTE KOMMYHUKaLUWIO B cdhepe
nenoBoro obueHns Ha 6a3oBOM ypOBHE; NPOV3BOANTL NEPEBOA B cdoepe AEeN0BOV KOMMYHUKALMN
(NMMCbMEHHBIV 1 OTYACTM YCTHBbIV NEPEBOA C aHMNIACKOrO s3blka Ha PYCCKMWIA 1 C PyCCKOro Ha
aHrnninckuin); paboTtatb CO CNOBAPSIMU, SHUMKIONEANSIMU U LPYTMK CNPaBOYHbIMK Matepuanamm
cgoepbl BU3HEC-KOMMYHMKALWK;

3. DONXEH BnaneThb:

cneumann3npoBaHHO TEMaTUYECKOWN NTEKCUKOW; HaBblkaMn paboTbl C AeI0BO KOPPECMNOHAEHUEN;
HaBblKaMW NIMHIBUCTNYECKOro aHann3a OenoBoro Tekcra.
4. nONXeH OEeMOHCTPUPOBaTb CMNOCOOHOCTb M FTOTOBHOCTb:

NPUMEHATb NONMy4YEHHblE 3HAHNA Ha NMPaKTuke

4. CTpyKkTypa U cogepxaHve AUCLUNMUHBI MOAyns
Obwas Tpya0eEMKOCTb AUCLIMIMIIMHBI cocTaBnseT 3 3a4eTHbix(ble) eanHuL(bl) 108 yaca(os).
dopMma NPOMEXYTOYHOr0 KOHTPONS AMCUUNANHBI 3a4€eT B 9 cemecTpe.

CyMMapHo No aMcumnanHe MoxHo nony4ntb 100 6anno., U3 HMX Tekylwas paboTta oueHmBaeTcs B 50
6anno., nTorosas popma KoHTpons - B 50 6annos. MuHMManbHoe KONMYeCcTBO Ast AOMNycKa K 3a4eTy
28 b6annos.

86 6annos n bonee - "oTANYHO" (OTN.);

71-85 6annos - "xopowo" (xop.);

55-70 6annos - "ynoBneTBOpuUTENBHO" (YA0B.);

54 6anna n MeHee - "HeyIOBNETBOPUTENbHO" (Heyn.).
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Mporpamma aucumnnvHbl "[enoBoe NUCbMO ¥ Nepenucka (aHrnuiickuii s3uik)"; 44.03.05 MNeparornyeckoe obpasoBaHve (C ABYMS
NPOgOUNSMA NOATOTOBKM); AOLEHT, K.H. (OoueHT) AHaopeesa E.A. , cTapwuii npenogaeatens, 6/c KanyctuHa 3.B. , ctapuwwi
npenogaeatenb, 6/c KopHesa W.T".

4.1 CTpyKTypa 1 comepXxaHue ayauTopHon paboTbl N0 AuCUMnIMHe/ MOAYNIO
Tematuyeckuin nnaH AUCUUNNUHBI/MOAYNS

Buabl n yachbl
Paszen ayoMTOpHOM paboThbl,
Henens UX TpyA0eMKOCTb TekyLive coopMbl
N 'DMI(\:IIL:)V,:J,I-;/’:;HE'I/ Cemectp cemecTpa (B yacax) KOHTpOnNSi
Nek ImI1pal(wu-lecl(meJ1a60paTopH|:|e
u 3aHATUA paGOTbI
Tema 1. Structure of a YCTHbIA onpoc
1. business letter 9 1 0 4 0
NMncbMeHHoEe
nomallHee
2. [Tema 2. Sales Letters 9 2 0 5 0 sanaHne
lMncbMeHHas
3. [Tema 3. Order Letters 9 3 0 5 0 paboTta
lMncbMeHHoe
Tema 4. Complaint i aomailHee
4. Letters 9 4-6 0 5 0 3apaHve
lMncbMeHHoEe
Tema 5. Adjustment i nomaluHee
S. Letters 9 79 0 5 0 3apaHue
MncbmeHHoe
. nomallHee
6. [Tema 6. Inquiry Letters 9 10 0 5 0 sananne
lMncbMeHHas
Tema 7. Follow-Up
7. Letters 9 1-2 0 5 0 paboTta
MuncbmeHHoe
Tema 8. Letters of nomatHee
8. Recommendation 9 3-4 0 S 0 3apaHuve
Tema 9. lNMncbmeHHas
9. |Acknowledgment 9 5-6 0 5 0 pabota
Letters
MNucbmeHHoe
i nomallHee
10.|Tema 10. Cover Letters 9 7-8 0 5 0 sanaHne
KoHTponbHas
Tema 11. Letters of
11'Resignation 9 9-10 0 5 0 paboTta
Tema . Ntorosas 3avet
doopMa KOHTpoOns 9 0 0 0
NToro 0 54 0

4.2 CopepxaHvue oUCLUMNMUHDBI
Tema 1. Structure of a business letter
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Mporpamma aucumnnvHbl "[enoBoe NUCbMO ¥ Nepenucka (aHrnuiickuii s3uik)"; 44.03.05 MNeparornyeckoe obpasoBaHve (C ABYMS
NPOgOUNSMA NOATOTOBKM); AOLEHT, K.H. (OoueHT) AHaopeesa E.A. , cTapwuii npenogaeatens, 6/c KanyctuHa 3.B. , ctapuwwi
npenogaeatenb, 6/c KopHesa W.T".

npaktudeckoe 3aHsitne (4 yaca(os)):

Structure of a business letter: -address -date -addressee -reference (Ref) -regarding (Re)/ subject
-salutation -problem -closing -ending -signature -position -enclosure (Enc)

Tema 2. Sales Letters
npaktnyeckoe 3aHsitne (5 yaca(os)):

Structure and features of Sales Letters: Headline The-in paragraph Benefit Bullets Ending paragraph
Action P.S.

Tema 3. Order Letters
npakTnyeckoe 3aHsitne (5 yaca(os)):

Structure and features of Order Letters: 1.- a salutation 2- an opening 3- the main message 4- the
close

Tema 4. Complaint Letters
npakTnyeckoe 3aHsitne (5 yaca(os)):

Structure and features of Complaint Letters: 1.BACKGROUND 2.PROBLEM 3.SOLUTION
4 WARNING 5.CLOSING

Tema 5. Adjustment Letters
npakTudeckoe 3aHsitne (5 yaca(os)):

Structure and features of Adjustment Letters: 1.Begin the letter with a positive statement. Write that
you are pleased to hear from the client or express regret over the troublesome situation, or both.
2.Refer to the date of the customer?s claim or original complaint letter and explain the purpose of
your letter. In case of the invalidity of the claim, do not rush to notify them of your refusal
immediately, unless you can do so delicately. 3.Express the problem again so that the customer
realizes that you comprehend their complaint. 4.Explain the circumstances that led to the situation.
Provide a respectful and factual explanation to show the client that they are being treated in a fair
manner. 5.Give your decision in relation to the claim. If the customer is right, recognize this fact and
extend a sincere apology. State specifically which corrective actions will be taken. If you deny the
request, explain the reason inoffensively and, if possible, offer some substitute or partial
compensation, or some friendly advice. Never promise the customer to do the impossible or violate
company policy, but do persuade them that you have their needs in mind. 6.Conclude the letter
amiably, perhaps expressing hope that you and the customer will continue doing business.

Tewma 6. Inquiry Letters
npakTudeckoe 3aHsitne (5 yaca(os)):

Structure and features of Inquiry Letters: -The contact information of the addressee should be
provided in detail so that the letter reaches the right place. -The letter should be written tactfully
without sounding imposing. -The inquiry should be made right in the first paragraph.

Tema 7. Follow-Up Letters
npakTnyeckoe 3aHsitne (5 yaca(os)):

Structure and features of Follow-Up Letters: A follow-up letter accomplishes a lot of functions: first, a
thank you note sent after an interview or phone call shows good manners. There are the two
important reasons of sending a follow-up letter: ?First is, it can offer an opportunity to maintain an
additional contact after a networking meeting, career fair etc. ?Second is, it can allow you to
reconnect to the person with whom you are not in touch for a while for the job search. Your Name
Your Address Your City, State, ZIP Code Your Phone Number Your Email Date Name Title
Organization Address City, State, ZIP Code Dear Mr./Ms. Last Name:

Tema 8. Letters of Recommendation
npakTudeckoe 3aHsitne (5 yaca(os)):

Structure and features of Letters of Recommendation: Your Contact Information Your Name Your
Title Company or School Name Address City State, Zip Code Date Closing Sincerely,
Recommender Name Title Email Address Phone Number

Tema 9. Acknowledgment Letters
npaktnyeckoe 3aHsitne (5 yaca(os)):

PervncrpaumnoHHbli Homep 948350918 SAEKTPOHHBIH
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Mporpamma aucumnnvHbl "[enoBoe NUCbMO ¥ Nepenucka (aHrnuiickuii s3uik)"; 44.03.05 MNeparornyeckoe obpasoBaHve (C ABYMS
NPOgOUNSMA NOATOTOBKM); AOLEHT, K.H. (OoueHT) AHaopeesa E.A. , cTapwuii npenogaeatens, 6/c KanyctuHa 3.B. , ctapuwwi
npenogaeatenb, 6/c KopHesa W.T".

Structure and features of Acknowledgment Letters: To, [Name of recipient] [Address of recipient]
[Date on which the letter is sent] Subject: [Mention the subject of the acknowledgement letter in
brief] Dear/Respected Ms./Mr. [Write a proper salutation and title for the recipient], First
paragraph Second paragraph Third paragraph Thanking you, Yours truly, [Name of sender of letter]
[Address] .

Tema 10. Cover Letters
npakTudeckoe 3aHsitne (5 yaca(os)):

Structure and features of Cover Letters: Your Contact Information: Name Address City, State, Zip
Code Phone Number Email Address Date Employer Contact Information (if you have it) Name Title
Company Address City, State, Zip Code Salutation Dear Mr./Ms. Last Name, First Paragraph Middle
Paragraph(s) Final Paragraph Complimentary Close

Tema 11. Letters of Resignation
npaktnyeckoe 3aHsitne (5 yaca(os)):

Structure and features of Letters of Resignation: [Employee?s Name] [Address of Employee] [City,
State, Zip Code] [Employee?s Phone Number] [Employee?s Email] [DATE] [Manager?s Name]
[Name of Company] [Address of Company] [City, State, Zip Code] RE: Resignation [Salutation] [First
paragraph] [Middle paragraph] [Final paragraph] [Closing] [Employee?s Signature] [Employee?s
Name Printed]

4.3 CTpyKTypa u cogepxaHme caMOCTOATENIbHON paboTbl AUCLUNNUHBI (MOAYNS)

Crpanuua 7 us 13.
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Buabi
Paspen Cemect Hepens | camoctositenbHon [TpyAo0eMKOCTb| g;?a%“g:'o:?:;gzga
AuvcumnnuHbl pcemecrpa pabortbl (B yacax) 260TbI
CTYyAEHTOB P
Tema 1. Structure of a noceueHmne o
. . 1 - 4 YCTHbIN on
business letter 9 cnew. canTos c onpoc
npopaboTka MucbMeHHoe
. |Tema 2. Sales Letters 9 2 |maTepuanac 5 nomMawHee
yyebHvka 3afjaHue
TPEHNpPOBKa B n
NCbMEHHas
. |Tema 3. Order Letters 9 3 |HanucaHumn 5 agOTae a
B6u3Hec-nucem P
: 4yTeHune lMncbmeHHoe
Tema 4. Complain
. Lgttgrs Complaint 9 4-6 |naparpados 13 5 JomallHee
yuyebHnka 3ajaHve
noceuleHune A
. NCbMEHH
Tema 5. Adjustment 9 2.9 [CneunanvsMpoBatHbIX g uoﬁamieeoe
" |Letters 9KOHOMUNYECKNX sananne
canTos
BbIMNONHEHUNE lMncbMeHHoe
. |Tema 6. Inquiry Letters 9 10 [sapmaHvin n3 5 JomalHee
y4yebHuvka 3agaHuve
Tema 7. Follow-Up nPoBencHe [MncbmeHHas
" |Letters 9 12 MuHm 5 pabota
aKCnepumeHTa
paboTta B MUHU n
NCbMEHH
Tewma 8. Letters of 9 3.4 [|1ccnenosatensckux o n o:; amﬁ o eoe
" |Recommendation rpynnax no Teme SanaHue
ypoka
Tema 9. NoAroToBka K
. |Acknowledgment 9 5-6 |[nMCbMeHHoW 5 g:gg:':“"'aﬂ
Letters pabote
PervncrpaumnoHHbli Homep 948350918 SAEKTPOHHBIH
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Bupbl
V| e, Comeclienern caoeriauion [DYCONOCT compcromenon
CTYAEHTOB
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Tema 11. Letters of . KoHTponbHas
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5. O6bpa3oBarenbHble TEXHONOIMU, BK/IOYAA MHTEPaKTUBHbIE hopMbl 06yUYeHUs

M3ydeHune kypca ocylecTBNSeTCs Ha NPakTUYeCKMX 3aHATUSAX, a Takxe B npouecce
CaMoCTOSATENIbHON paboThbl CTYEHTOB C PEKOMEHAYEMOW NNTEPaTYPOIA.

Peannsauusi KOMNeTEHTHOCTHOroO NoAxoaa npenycMaTpuBaeT Ucrosb3oBaHne B y4ebHOM npouecce
NHTEPaKTUBHOW Moeny 00y4eHUst MHOS3bIYHOMY OOLWEHWIO: AMCKYCCUMN C OMOPOIA Ha TEKCT,
NIMHFBOCTUNIMCTUYECKNIA aHaNN3 TeKCTa, PONEBbIE U OEN0BbIE UrPbl, yHacTMe BO BCTPeYax 1 Mactep
Knaccax 3KCrnepToB 1 cneumanncTos; paboTa ¢ VIHTepHeT-pecypcamm, obcyxaeHne npobnemol B
Manbix rpynnax, MOHONPOEKTbI 1 NPEe3eHTaLuUN C WMPOKMUM UCMONb30BaAHNEM COBPEMEHHbIX
KOMMbIOTEPHbIX TEXHONOTUIA U CPELCTB TENEeKOMMYHMKaLUN, TECTUPOBaHNE, MMCbMEHHbIe paboThl,
MynbTUMeOniiHag naboparopms.

6. OLueHOYHble CpeacTBa OJis TEKYLLLEro KOHTPONS yCrneBaeMoCT!, NPOMEXYTOUHOM
aTTecTauum rno UToram OCBOeHUs1 GUCLUNIIMHBbI U y4ye6HO-MeToanueckoe obecneueHne
CaMOCTOSITeNIbHOW paboTbl CTYAEHTOB

Tema 1. Structure of a business letter
YCTHbIA ONpoC , NPYMEepPHbIE BOMPOCHI:

Example: Macquarie University Sydney, New South Wales 2109 Australia 3 March, 2000
TimeforEnglish 21 Tverskaya str. Moscow, Russia In reply please quote: DDF/45 Postgraduate
Coursework Programs in Business Administration Dear Colleague, | attach details of our
postgraduate coursework programs in Business Administration and related fields at Macquarie. |
would be grateful if you would bring them to the attention of any interested students or colleagues. As
you will see from the brochure we have a range of programs covering a number of fields broadly
within Business Administration. In addition, in the Graduate Diploma and Master?s programs we also
have very well developed research degrees in similar fields at MA (Hons) and PHD levels. These can
be taken externally as can some of the coursework programs. A separate brochure is available from
the Department covering our research degree programs. Applications for the March 2001
commencement of postgraduate coursework programs are due in early November 2000, although
these are possibilities for late registration if places remain. | look forward to hearing from you, if you
have any questions we may be able to answer. Our Postgraduate Studies Office in the Department
(address inside the brochure) will also be ready to assist any interested applicants. With good wishes
Professor Christopher G. Nadlin Enc

Tema 2. Sales Letters
lMncbMeHHOE oomallHee 3afaHune , MpUMEpPHbIE BOMPOCH!:
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Example: Dear Ms. Smith, For as little as $150 you can have your entire home clean and sparkling,
without enduring the nasty odor of chemical cleaners. We care about the environment and use only
state-of-the-art green cleaning methods to ensure that you and your family are not exposed to any
harmful or allergy-causing cleaning products. You'll love what we do because: All our cleaning
products are completely non-toxic - safe for children and pets! We leave surfaces clean, sparkling
and hygienic. Our staff are bonded and fully insured. We offer senior discounts to those aged 65 and
over. Satisfaction is guaranteed - if you are not happy with the service we promise to make it right. As
one of our customers says; "GreenClean does a top notch cleaning job for a reasonable price."
Another of our customers says, "l can't believe they get things so clean and sparkling without the use
of toxic chemical cleaners!" Call us at 250-342-8923 or email us at info@greenclean.com for a free
estimate. Get your house cleaned and do your part to help the environment! Sincerely, James Hallom
GreenClean Inc.

Tema 3. Order Letters
MNMucbMeHHas paboTa , NprMepHble BOMPOCHI:

Example: Gentlemen: We saw your women's dresses and suits in your October catalogue. The lines
you showed would be most suitable for our market. Would you kindly send us your quotation for
spring and summer clothing that you could supply to us by the end of January We would require
2,000 dresses and suits in each of the sizes 10-14, and 500 in sizes 8 and 16. Please quote c.i.f.
Chicago prices. Payment is normally made by letter of credit. Thank you for an early reply. Very truly
yours, P. PRATT, Jr Buyers

Tema 4. Complaint Letters
[MucbMeHHOEe gomallHee 3afaHue , NpUMepHble BOMPOCHI:

Example: Dear Sir or Madam, | am writing to express my dissatisfaction with service provided by your
restaurant. Two weeks ago | noticed an advertisement in a local newspaper about your restaurant
and it seemed to me very attractive. Unfortunately, my enjoyment of your meals was spoiled by awful
service. To begin with, two days prior to the dinner | had booked the table next to the window.
However, | was placed near the kitchen, which was heavily unpleasant. Despite my request to
provide me another more comfortable place a waitress just ignored me. Moreover, after this occasion
the waitress did not appear for the next 30 minutes, so | was unable to make an order. In addition,
after the dinner my impression about the service was spoiled even more. When | finally received the
bill I noticed that the amount was $25 instead of $19, which was the correct amount. In view of the
many ways in which my dinner did not match the claims made for it by your publicity, | expect an
apology and a coupon for a free dinner in your restraint would be an appropriate compensation for
the inconveniences caused to me. | look forward to hearing from you. Faithfully, lvan lvanov

Tema 5. Adjustment Letters
lMncbMeHHOE gomallHee 3afaHue , MpPUMEpPHbIE BOMPOCH!:

Example: Dear Mrs. Hughes: | have just received your March 24 letter about the damaged shipment
you received through Green Tree Freight and regret the inconvenience that it has caused you. From
your account of the problem, | am quite sure that your request for the $240 adjustment on the
damage to the 2 crates of Valjean Cristal stemware will be granted. A certain amount of breakage of
this sort does unavoidably occur in cross-country shipping; | am sorry that it was your company that
had to be the one to suffer the delay. | must remind you to keep the damaged crates in the same
condition in which you received them until one of our representatives can inspect them. That
inspection should take place within 2 weeks. If all is in order, as it sounds to be in your letter, you can
expect the full reimbursement within 2 weeks after our representative's inspection. | hope this
unfortunate accident will keep you from having merchandise shipped by Green Tree Freight in the
future. Sincerely, David F. Morgan, Customer Relations Green Tree Freight Co., Inc. Columbus, Ohio
45453 (315) 565-6789

Tewma 6. Inquiry Letters
[McbMeHHOEe gomaluHee 3afaHue , MpUMepPHble BOMPOCHI:
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Example: Dear Mr./Ms. Contact, Thank you for taking the time to review my resume. | have recently
graduated from University College, and | am currently looking for a position in the Huntington area. |
am interested in an entry-level role with ABCD Company?s Accounting department, hoping to
leverage my knowledge of corporate accounting and GAAP best practices to contribute to your
operations. | have heard that ABCD is a wonderful company to work for, and | hope that | can be
considered for the team. If you have questions regarding my credentials and qualifications, please
feel free to call or email me at namelastname@gmail.com. Again, thank you for reviewing my
resume. | look forward to hearing from you in the near future. Sincerely, Signature (for hard copy
letter) Your Name

Tema 7. Follow-Up Letters
MNMucbMeHHas paboTa , NpMepHble BOMPOCHI:

Example: Dear Mr. Andrews, | had submitted an application for incorrect charges being levied in my
telephone bill last month. In an earlier correspondence via phone an executive from your company
had committed a waiver for this discrepancy in the bill. However, | have not received any written
communication for the same from your company. | would like to confirm whether the waiver
committed to me has been posted and changes been made in the bill amount. Please let me know as
to how much amount is due after all the deductions so that | can pay the balance amount to enjoy
uninterrupted telephone service. Also since there was a delay in communication from your end due to
which | could not make the balance payment on time, | would request you not to charge any late fee
for this bill. Regards, Nancy Smith

Tema 8. Letters of Recommendation
[MucbMeHHOEe gomallHee 3afaHue , NpUMepHble BOMPOCHI:

Example: Dear Mr. Jones, | am writing on behalf of Sally Somers regarding the position of Museum
Curator Assistant at Citycenter Museum. Sally and | are both majoring in Art History at State College,
and we have taken several classes together and worked on many projects. During that time, | have
gotten to know Sally quite well and can thoroughly vouch for her character and abilities. Sally is a
pleasure to work with because her pleasant and positive attitude can make nearly any work seem fun
and interesting. She usually became the leader of our group projects and always handled the position
fairly by making sure everyone had equal amounts of work that they enjoyed. If we had someone in
our group who would continuously complain, rather than getting upset, Sally would continue to point
out the positives until the person began to enjoy themselves. For classes, Sally always took the
initiative to make sure her work was done exceptionally well. She also made sure she was thoroughly
prepared to participate at length in class discussions. Due to her love of art and determination to
spread her passion, Sally organized a group that volunteers at nearby schools to teach children the
importance of understanding and appreciating art. Although Sally is graduating this year, the
excitement she put into this group has given the younger members the passion to want to continue
volunteering. Sally is also willing to work on areas she feels she could improve upon. She realized
quickly during our freshman year that her fear of public speaking was holding her back in class, so
she worked diligently to improve her speaking abilities. She even took a speech class to gain
confidence. She improved so much that the teacher decided to use her as an example for future
classes, and she is now able to communicate effectively with everyone she encounters. With her
relentless motivation and her knowledge of art, Sally would bring a wealth of knowledge and skills to
the Citycenter Museum. | know she would be an excellent fit for your organization. If you have any
questions, feel free to contact me at the above address.

Tema 9. Acknowledgment Letters
MNMucbmeHHas paboTta , NpPMMEpPHbIE BOMPOCHI:
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Example: Dear Ms Lopez, We have received your job application for the post of senior editor at our
monthly women?s magazine ?A Woman?s World? on July 26, 2012 and we appreciate your interest
in our organization. We have gone through your covering letter expressing your desire to work with
us and have also put your resume in our records. We will be holding a written test and an interview
for those applicants who clear the written exam in the next few days. Like all other applicants, you will
also be informed of the exam and interview by our human resources department at the phone
number and email address that you have mentioned in the application. Since we have received more
than 200 applications from all over the country, we are still reviewing the applications so that we can
shortlist the candidates. Thank you for applying to our organization and we appreciate the time you
devoted to this application. If you have any further questions, you can contact us by phone at
8794242442 or email us aomansworld@yahoo.com. We will be happy to answer any queries.
Thanking you, Yours truly, Misha Lacey Jennings Human Resources

Tema 10. Cover Letters
[MncbMeHHoe nomalwHee 3adaHve , MpYMepHbIe BOMpPOChI:

Example: Dear [INSERT HIRING MANAGER?S NAME], Regarding the [INSERT JOB TITLE]
position currently advertised on Monster.ca, please find attached a copy of my resume for your
consideration. 1?m looking to gain practical experience within [INSERT INDUSTRY SECTOR] and
feel that a part-time position within your company would help me to demonstrate the abilities | have.
INCLUDE IF YOU HAVE UNDERTAKEN WORK EXPERIENCE | have been studying [INSERT
RELEVANT DEGREE] and have already gained some experience as a [INSERT JOB TITLE] at
[INSERT COMPANY NAME] where | [INSERT KEY RESPONSIBILITY OR ACHIEVEMENT]. |
believe my skills in [INSERT KEY SKILLS] would make me a positive addition to your team. If you
would like to get in touch to discuss my application and to arrange an interview, you can contact me
via [INSERT PHONE NUMBER OR EMAIL ADDRESS]. | look forward to hearing from you soon.
Yours sincerely, [INSERT NAME]

Tema 11. Letters of Resignation
KoHTponbHas paboTa , npMMepHbie BOMPOCHI:

Example: Dear Mr. Morris | would like to inform you that | am resigning from my position as Account
Executive for the Smith Agency, effective December 1. Thank you very much for the opportunities for
professional and personal development that you have provided me during the last five years. | have
enjoyed working for the agency and appreciate the support provided me during my tenure with the
company. If I can be of any help during this transition, please let me know. Sincerely, Bob Smith

Tema . UToroesasi popma KOHTpons

MpuMepHbIEe BONPOCHI K 3a4eTy:

Bonpoch! k 3a4erTy:
1. Structure of a business letter

. Sales Letters

. Order Letters

. Complaint Letters
. Adjustment Letters
. Inquiry Letters

. Follow-Up Letters
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. Letters of Recommendation
9. Acknowledgment Letters
10. Cover Letters

11. Letters of Resignation

7.1. OcHOBHas nuTeparypa:
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1.KonecHukosa H. J1. Oenosoe obuweHne. Business Communication [9nekTpoHHbI pecypc] : y4eb.
Mocobwue / H. 1. KonecHukosa. - 5-e nsg., ctep. - M.: ®dnnHta, 2012. - 152 ¢.
http://znanium.com/bookread2.php?book=495986

2.Kawaes, A. A. OcHoBbl aenosoro aHrnuiickoro sa3bika. The ABC of business English
[OnekTpoHHBbIN pecypc] : y4eb. MNocobue / A. A. Kawaes. - 2-e n3g., ctep. - M. : ®anHta : MIMCWU,
2012. - 176 c. http://znanium.com/bookread2.php?book=455235

3.KyaHeuos, N. H. [lenosoe nucbMo [OnekTpoHHbI pecypc] : YuebHo-cnpaBoyHoe nocobre ans
6akanaspos / V1. H. KyaHeuos; AeT.-cocT. . H. KyaHeLoB. - 5-e n3g. - M.: Iagatenbcko-Toprosas
kopnopaums 'Hawkos n K-, 2013. - 196 c. http://znanium.com/bookread2.php?book=415309

7.2. lononHutenbHasa nuteparypa:

1.'yukosa, B. B. BUSINESS CORRESPONDENCE [9nekTpoHHbI pecypc] : MeToaudeckue
pekomeHgauun / B. B. lN'yykosa n gp. - M. : MITABT, 2006. - 37 c.
http://znanium.com/bookread2.php?book=401422

2.[0enoBoe 0bweHne Ha MHOCTPaHHOM s3blke: MeToauka obyyeHuns / H.M. 'pomosa. - M.: Maructp:
NMH®PA-M, 2010. - 286 ¢ http://znanium.com/bookread2.php?book=192695

3.Cucrtema nncbma B aHrNNCKOM A3bIKE Y COBPEMEHHbIV Y3YyC: 3blK, BAPTYyanbHas KOMMyHUKaums,
peknama: MoHorp. / H.K./BaHoBa, P.B.KyabmuHa u gp. - M.: VLL PUOP: HAL MH®PA-M, 2014. -
238 c.: 60x88 1/16. - (Hay4yHas Mbicnb). (0) ISBN 978-5-369-01324-3, 150 aka.
http://znanium.com/catalog.php?bookinfo=445126

7.3. UHTepHeT-pecypcChbl:

Henosoi aHrnuinckni - http://lingust.ru/english/business

LeNnoBOM MHOCTPaHHbIN A3bIK - BusinessEnglishSite.com

[leNoBOM MHOCTPaHHbIN A3biK - http://www.delo-angl.ru/

[EeNoBOM MHOCTPaHHbIN A3bik - www.talkenglish.com/Speaking/listBusiness.aspx
[eN0BOM MHOCTPAaHHbIN A3blK - www.ego4u.com/business-english/communications

8. MarepumanbHo-TexHU4YecKoe obecrneyeHne oUCLUMNIUHBI(MOOYNS)

OcBoeHve gncuunnuHbl "lenosoe NMCbMO 1 nepenncka (aHrMUnckun A3biK)" Npegnonaraet
NCMNONb30BaHNE CNeayoLWEero MaTepmnanbHO-TEXHNYECKOro obecneyeHms:

1. JlekumnoHHas ayautopusi ¢ MynbTUMEANANPOEKTOPOM, HOYTOYKOM 1 9KPaHOM Ha WTaTMBe.
2. [1Be ayantopumn ons npakTU4ecknx 3aHaTuin. Mimeetcs cnenytouwee obopynoBaHme:
NHTEpaKTMBHas gocka.

3. Hoctyn k cetn VIHTepHeT (BO BpeMsi CaMOCTOSATENbHOM NOATOTOBKM U HA MPaKTUYEeCKUX
3aHATUSX).

Mporpamma cocTtasneHa B cootBeTcTeum ¢ TpebosaHnsmm GrOC BINO 1 y4ebHbIM nnaHoM no
HanpasneHuto 44.03.05 "Meparornyeckoe obpasoBaHue (C AByMS NPOCOMNSAMU NOATOTOBKM)" 1
npodounto Noarotosku ['eorpadousi 1 MIHOCTPAHHbBIN (AHMUACKWIA) A3bIK .
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