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CopepxaHue

1. MNepeyeHb NnaHMpyeMbix pesynbTaToB 00y4eHWs No AMCUMUMIMHE (MOAY0), COOTHECEHHBIX C MNaHUPyEMbIMIA
pesynbtatamm ocsoeHms OlNMOI BO

2. MecTto gucumnnuxbl (mogyns) B cTpykType OIMOI BO

3. Obbem oncumnnnHbl (MOJJ,yJ'ISI) B 3a4€THbIX eOnHMUAax C yka3daHneM Konmyectsa 4acoB, BblAeNNIeHHbIX HA KOHTakKTHYHO
paboTy obyyatowmxcs ¢ npenogasatenem (Mo BuoamM y4ebHbIX 3aHATUI) 1 HA CaMOCTOSITeNbHYO paboTy 0byHaroWwmnxcs

4. CopepxaHue OMcuMnInHbl (MOayns), CTPYKTYpUpPOBaHHOE Mo TeMaMm (pa3fenam) ¢ ykasaHueM OTBeAEHHOro Ha HIX
KONMYeCTBa aKa4eMN4ecknx YacoB 1 BULOB yHeOHbIX 3aHSATUM

4.1. CTpyKTypa 1 TEMATNYECKMIA NMNaH KOHTAKTHOW 1 CAMOCTOSITENBHOM paboThl MO AUCLMNANHE (MOAYIIO)
4.2. ConepxaHue oMcuMnanHbl (Moayns)

5. NepeyeHb y4ebHO-MeToAMYECKOro 0BecrneyeHmnst AN CaMOCTOSTENbHOM paboTbl 0byyarowmxes no AUCLUUNInHe
(Momynio)

6. ®oHAO OLEHOYHBIX CPeacTB Mo AUCUUNMHE (MOaynio)

6.1. MepeyeHb KOMMNETEHLUIA C yKa3aHWEM 3TarnoB MX (POPMUPOBaHMS B MPOLIECCE OCBOEHUS 0bpa3oBaTenbHoii
nporpamMmbl 1 OOPM KOHTPOIS NX OCBOEHWUS

6.2. OnucaHune nokasarenem n Kputepunes oueHnBaHNA KOMMETEHUMN Ha pasnunyHbIX aTanax ux popmMmnpoBaHns,
onuncaHue wkKan oueHmnBaHun4

6.3. Tunosble KOHTPO/bHbIE 3a0aHNA NN NHble MaTepuanbl, HGOéXO,D,I/IMbIe Ong oueHkKun 3HaHI/II7I, yMean7|, HaBbIKOB U
(Mnn) onbiTa BEATENbHOCTU, XapakTepMayoLWmnx aTanbl OPMUPOBAHNS KOMMETEHLUMI B NPOLIECCE OCBOEHUS
06pasoBaTtenbHON NPOrpamMMmbl

6.4. MeTtoanyeckne matepuanbl, onpegendiowmne npouenypbl oleHnBaHuA 3HaHWN, yMean7|, HaBbIKOB U (I/IJ'II/I) onbiTa
0eATenbHOCTU, XapaKkTepusyowmx atanbl oOpMUpPOBaHNSA KOMMeTeHuunin

7. NepeyeHb nutepaTypbl, HEOHXOAMMOW ONS OCBOEHMS AUCLMNIMHBI (MOAYy”Ns)

8. MepeyeHb pecypcoB NHPOPMALIMOHHO-TENEKOMMYHUKALMOHHOW ceTh "IHTepHeT", HeobX0ANMbIX AJ1s1 OCBOEHUS
ANCUUNAnHBI (MOayns)

9. MeToamnyeckme ykasaHus nns obyyatolmxcs no 0CBOEHWIO AUCLMMNMHBI (MOOYNS)

10. MepeyeHb MHOPMALMOHHBIX TEXHOMOMMIA, UCMONb3YEMbIX MPU OCYLECTBEHNM 0Bpa3oBaTeNibHOro npowecca no
LMCUMNAVHE (MOOYNIO), BKMOYAS NepeyeHb NPorpaMMHOro obecneyeHns n MHPOPMALIMOHHbBIX CMPaBOYHbLIX CUCTEM (NpK
HeobXoaMMOCTHK)

11. OnncaHne MaTepuanbHO-TeXHUYecko 6a3bl, He0bX0AMMOI ANs ocylwecTBNeHNs obpa3oBaTeNnbHOro npoLlecca no
aucumnnuHe (Mooynto)

12. CpeancTea agantauuy NpenofaBaHns AUCLMMNWHBI (MOSYNs) K NoTPebHOCTSM 06yyatoWwmxcs MHBANNLOB W NN, C
OrpaHUYeHHbIMY BO3MOXHOCTSMY 300POBbS

13. MNMpunoxeHue Ne1. doHA OLEHOYHbIX CPEOCTB
14. MpunoxeHue Ne2. MNepeyeHb nTepaTypbl, HEOHXOAMMON AN OCBOEHWS OUCLIMMNWHBI (MOLYNS)

15. MpunoxeHue Ne3. MNepeyveHb NHPOPMALIMOHHBIX TEXHONOMNIA, UCMOMNb3YEMbIX OS5I OCBOEHUS OUCLMMNINHBI (MOSYns),
BKNIOYAs NepeyeHb NPOrpaMMHOro obecneyeHmst 1 MHEOPMaLIMOHHBIX CMPABOYHBIX CUCTEM
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Mporpammy oucumnnuHel paspaboTan(a)(u) ctapwwuii npenogaeatens, 6/c XaaHos [.0. (Kadenpa MHOCTPaHHbIX S13bIKOB
HW, OtoeneHne opuandecknx u counanbHbix Hayk), DOZhdanov@kpfu.ru

1. MepeyeHb NNaHMpyeMbIX pe3ynbTaToB 06yyeHUs No QUCLUNINHE (MOOYNI0), COOTHECEHHbIX C MIaHUPYEeMbIMU
peaynbtatamm ocBoeHns OMOIM BO

Obyuqarowumitcsi, OCBOVBWNIA AUCLUNAUHY (MOOY/b), LOMXEH obnanaTtb cneayowmnmMy KOMNeTEHLUAMU:

LWndop PaclumndppoBka
KOMMeTeHLun npuobpeTtaeMoi KOMNETEeHLUN
OK-5 CMOCOBHOCTbIO K KOMMYHMKALIMMN B YCTHOM M MUCbMEHHOW (popMax Ha PyCCKOM U
MHOCTPAHHOM 53blKax Ons peleHns 3aaad MeXIMYHOCTHOMO U MEXKYbTYPHOro
B3aMMOENCTBUS

O6yyatolmiics, 0OCBOVBLUNIA AUCLUMANHY (MOOYNb):
JlonxeH 3HaTb:

- rpamMmMaTuyecKnii MaTepvan, NnpeLbsABASEMbl N0 TEMaM B BUAE HArMSAHbIX MPYMEPOB, COMPOBOXAAI0LMXCS
KpaTKUMK NPaBunamm-mHCTPYKLMSIMA 1 aKTUBU3MPYIOWNIACS B YNPaXHEHNSX MPAKTUHECKOro XapakTepa.

-1200 JIE no sKoHOMMYEeCcKOon TeMaTuke 1 OenoBoMy obLEHMI0 B paMKax N3y4aeMblX TEM.

JlonxeH ymeThb:
- TOBOPWTb C NPaBWUNbHbIM NMPOW3HOLEHNEM, NPABUIIbHO YMTaTb, COBNOAAaTb MHTOHALMIO U PUTM.
- afieKBaTHO ynoTpebnaTtb creayowme gopMysbl U KIWWe 45 OCYWeCTBeHNs fenoBoro obuweHns Ha NS

JHonxeH Bnanetb:

-HaBblKaMW NpakTn4eckoro yn0Tpe6neH|/|9| rpamMmaTn4eckumnx CTpykTyp, HeobX0AUMbIX U OOCTATOYHbIX A/15
KOMMyHI/IK&TI/IBHOI7I KoMneteHuunn.

-goopMynamu npencraBneHns CGGSI, NpmMBETCTBNA, 3HAKOMCTBA, NpowaHn4d, oTkada U cornacus, Bblpa>XXeHmnsa MHeHUs,
yﬁe)K,El,eHI/IH, noéyxneHm K Bblpa>XeHnto MHEeHWA, 3aKN4YeHUA;

- KNvwwe Ons 0enoBoi KOPPECrnoHAeHUNM;
- TUNWYHBIMK chpasammn ns TeNePOHHbIX Pa3roBOPOB, UHTEPBbIO, NPEe3eHTaLN;
- 06WUMY Pa3roBOPHLIMK hopMyniamu.

JonxeH neMoHCTpUpoBaTb CNOCOBHOCTb U FOTOBHOCTb:!
NPVIMEHSTb Pe3yNbTaTbl 0CBOEHUS ANCLMMINHDBI B MPOCPECCUOHANbHO AeSTENbHOCTM

2. Mecto aucuunnuHel (Moayns) B ctpyktype OIMOIM BO

HaHHas gncuunnuHa (Moaynb) BkaodeHa B pasgen "B1.5.6 JucunnnnHbl (Mogynn)" OCHOBHOM NpodecCuoHanbHom
obpaszoBatenbHoi nporpammbl 13.03.02 "SnekTposHepreTMka 1 anekTpoTexHuka (9nekTpocHabxeHne)" n 0THOCUTCS K
6a30B0oi1 (06WenpodeccnoHanbHOM) YacTu.

OcBauBaeTcs Ha 2 Kypce B 3 CeMecTpe.

3. O6bem gucuunInHbl (MOAyNs) B 3a4eTHbIX eguHMLaX C YKa3aHMeM KONMYecTBa YacoB, BbloeNIeHHbIX Ha
KOHTaKTHyI0 paboTy obyuyaloLmuxcs ¢ npenopasaresnem (Mo BMAAM yuyeOHbIX 3aHATUI) U HA CaMOCTOSATE/IbHYIO
paboTy obyuatlomxcs
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O6was TpynoEMKOCTb ANCLIMNNHBI COCTABASET 2 3a4eTHbIX(ble) eAnHWL(bI) Ha 72 yaca(oB).

KoHTakTHas paboTa - 12 yaca(oB), B TOM Yucie nekuun - 0 4yaca(oB), npakTuieckme 3aHatus - 12 yaca(os),
nabopatopHble paboTbl - 0 Yaca(oB), KOHTPONb CaMOCTOSITENbHOW paboThl - 0 Yaca(os).

CamocTositenbHas paboTta - 56 4aca(os).
KoHTponb (3a4€T / ak3ameH) - 4 yaca(os).
®dopma NPOMEXYTOHHOr0 KOHTPONS ANCLUMANHBI: 3a4eT B 3 CEMECTpe.

4. CopepXaHue OUCLMIMINHDBI (MOAYNS), CTPYKTYPUPOBaHHOE MO TeMaM (pa3genam) C ykasaHMeM OTBEA,EeHHOro Ha
HUX KONMYECTBa aKafleMUYeCKMX YacoB U BUAOB YYEOHbIX 3aHATUN

4.1 CTpyKTypa 1 TeMaTM4yeckui niaH KOHTaKTHOM U CaMOCTOSITe/IbHOM PaboThbl NO AUCLUNANHE (MOBYNIO)

Buabl n yachbl
KOHTaKTHOW paboTbl,
N Pa3.|1em:|\|'I g:;;;:nnuubl / Cemectp nx T[()g.z,gg:)l(()ocrb CaMo;L%;gfaanaﬂ
e P | pagortr |

1 ;I(')(:-;Ziag:].szrjtsr,]igﬁss Travel. Meeting a 3 0 > 0 16
ooz Sawemdlond [ o [ o | e : i
3. IEZ%SL-Order of goods. Confirmation 3 0 > 0 6
4 If:;js.?nge;}.er of complaint. A letter 3 0 5 0 6
S e e Vel o | o | : :
6.[Tema 6. Contract. Transportation. 3 0 2 0 6

NToro 0 12 0 56

4.2 CopepxaHue gUCLUNIUHbI (MOAYNSA)

Tema 1. Business Travel. Meeting a foreign partner.

"oBopeHme: Personal finance. Asking for and giving opinions. The environment.

AynnposaHue: Tourism and environment: the Eden project.

Yrenue: Individual proprietorship.

Tema 2. Structure and layout of business letters. Enquiry letter.

MoBopeHme: Discussing future plans. Customer satisfaction. Telephoning1: Making and changing arrangement.

'pammaTuka: mectommeHus(a) little,(a) few. HeonpeneneHHble MecTouMeHs some, any,oTpuuaTenbHOe MECTOUMEHNE
Nno 1 Ux NPOU3BOAHbIE.

MucbMo: HanncaHwe [enoBbIX NUCEM Mo obpasLly.
®doHeTumka: Contractions with pronouns and auxiliary verbs.
Tewma 3. Order of goods. Confirmation of order.
"oBopeHue: Homes. Visiting someone?s home for dinner.
AynnposaHue: Living in a windmill.

MucbMo: HanucaHue aenoBbix NUcem no obpastly.

Tema 4. A letter of complaint. A letter of adjustment.
MoBopeHue: Describing quantities. Technology and gadgets.
AynnposaHnue: What project are you working on at the moment.
YreHue: Banking documents.

®oHeTumka: Linking.

MucbMo: HanucaHne oenoBbiX NUCEM No obpastly.

Tema 5. Recruitment. Writing a CV or resume. A letter of application.
"oBopeHue: Developing and learning action plan. Predicting the future.
"pammartuka: Word building.

AynmposaHnue: Teaching people how to learn.

®doHeTuka:Using stress when giving opinions.

KETPOHHBH
B_EPCHTET

AHATTAMECKAR CrCTEMA KPY

3AE
CrpaHuua 4 n3 17. Bl YHH
rlorlyfos

ARl | AL O



Mporpamma omcuunnmHel "OenoBoi MHOCTPaHHbIN A3bIk"; 13.03.02 "OnekTpoaHepreTvka n anekTpoTexHmka".

YteHume: Recruitment.

Tema 6. Contract. Transportation.
"oBopeHue: Transporting goods.
AyaumposaHue: The big screen experience
YteHume: Payment orders.

5. MNepeyeHb yue6HO-MeTOAMYECKOrO 0becnevyeHns i CaMOCTOsSITeNbHOW paboTbl 06yyaloLLUXCS NO
AucuunnuHe (Moayto)

CamocTosiTenbHas paboTa o0y4atolmMXCs BbIMONHASTCS Mo 3a0aHNI0 1 NPY METOANYECKOM PYKOBOACTBE Mpenoaasarens,
Ho 6e3 ero HenocpencTBeHHOro y4actus. CamocTosiTenbHas pabota noapasnensieTcs Ha caMocTosITeNbHYO paboTy Ha
ayIVNTOPHbIX 3aHSATUAX U HA BHEayOUTOPHYIO CaMOCTOSTeNbHY0 paboTy. CaMmocTosTenbHas pabota obyyatowmxcst
BK/IHOYaET Kak MONIHOCTbIO CaMOCTOSTENbHOE OCBOEHME OTOENbHbIX TEM (pasaenos) AUCLUUMINHLI, Tak U NpopaboTky TeM
(pasmenos), ocBavBaeMbIX BO BpeMs ayAMTOPHOW paboTbl. Bo BpeMsi caMocTosTenbHoM paboThl 0bydatoWwmecs YATarT 1
KOHCMEKTUPYIOT y4ebHY10, Hay4yHyIo 1 CMPaBOYHYIO NUTepaTypy, BbIMONHAIOT 3a0aHusl, HanpasieHHble Ha 3aKkpenneHne
3HaHWUiA 1 0TPabOoTKY YMEHW 1 HaBbIKOB, TOTOBSTCS K TEKYLIEMY M MPOMEXYTOYHOMY KOHTPO/O MO AMCUMUMMHE.

OpraHunsauus caMocTosTenbHOM paboTbl 0ByHaroWMXCs PErNaMeHTUPYETCS HOPMATUBHBIMI LOKYMEHTaMu,
y4ebHO-METOANYECKON NMTEPaTypOii U SNEKTPOHHBIMY 06pa30BaTENbHBIMY PECYPCaMU, BKNOYAS:

Mopsaok opraHM3aLumm 1 ocylecTBleHNs 0bpasoBaTenbHON AeaTenbHOCTY No o6pasoBaTefibHbIM NPorpaMMam BbICLIErO
obpaszoBaHus - nporpammam bakanaepuara, nporpamMmam crieuuanuteTa, NporpamMmmam MarucTpatypbl (YyTBepXaeH
npvkaszom MuHucTepcTea obpasoBaHusi U Hayku Poccuiickoin denepauun ot 5 anpenst 2017 rona Ne301)

Mucbmo MuHucTepcTBa obpasosaHus Poccuiickoit depepaumm Ne14-55-996mH/15 ot 27 Hosibps 2002 1. "O6
aKTBM3aLMM CaMOCTOATENBHOM paboThl CTyAEHTOB BbICLIMX yHEOHbIX 3aBEEeHUIA"

YcTae cheaepanbHOro rocynapcTBeHHOr0 aBTOHOMHOrO obpasoBaTtensHoro yupexaeHns "KasaHckuin (MprBonxckuii)
denepanbHblil yHMBepcutet”

MpaBuna BHyTPEHHEro pacnopsiaka henepanbHOro rocynapCTBEHHOO aBTOHOMHOMO 06pa30BaTENbHOMO YHPEXAEHNS
BbICLIEro npodeccroHanbHoro obpasosanus "KasaHckuii (MprBonxckuid) doenepanbHblii yHUBEpCUTeT"

JlokanbHble HopMaTMBHbIE akTbl KasaHckoro (MprBonXCcKoro) doegepanbHoro yHmBepcuteTa

6. POHA, OLLEHOUYHbIX CPEACTB MO AUCUUMNIMHE (MOAYNIO)

6.1 MepeyeHb KOMMNETEHLUNA C YKa3aHUEM 3TanoB ux popMUpoOBaHuUs B NpoLiecce 0CBOeHUsi o6pa3oBaTtefibHOMN
nporpamMMbl U oOPM KOHTPOJISI UX OCBOEHUS

Oran ®opma koHTpons 223:2?:33::? TeMbl (pa3genbl) AUCLUNAUHBI
CemecTp 3
TeKyLLNI KOHTPO/1b
1 |TectmpoBaHue OK-5 1. Business Travel. Meeting a foreign partner.
2 [TectuposaHue OK-5 2. Structure and layout of business letters. Enquiry letter.
3 |TectmpoBsaHue OK-5 3. Order of goods. Confirmation of order.
4 |TectupoBaHue OK-5 4. A letter of complaint. A letter of adjustment.
5 |TectmpoBaHue OK-5 5. Recruitment. Writing a CV or resume. A letter of application.
6 |9Occe OK-5 6. Contract. Transportation.
3ader OK-5

6.2 OnucaHue nokasateneun n Kputepues oLeHUBaHUSI KOMMNETeHU MW Ha pa3nnyHbIX aTanax nx oopMupoBaHus,
onucaHue wkKan oueHnsaHuns

Sopua oo Sran
OTnn4YHO XopoLuo Y nosn. Heyn.
CemecTp 3
TekyLLUA KOHTPONb
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dopma Kputepum dran
KOHTpOnsi OLeHMBaHUS
OTnN4YHO Xopoluo Y nosn. Heyn.
TecTtupoBaHue |86% npaBunbHbIX Ot 71% b0 85 % Ot 56% po 70% 55% npaBunbHbIX
oTeeToB 1 Honee. NpaBuNibHbIX OTBETOB.  |MPaBW/bHbIX OTBETOB.  |[OTBETOB U MEHEE. 1
2
3
4
5
Occe Tema NnonHOCTbIO Tema B OCHOBHOM Tema yacTnyHo Tema He packpbiTa.
packpsbita. packpbiTa. Xopouee packpbiTa. HeynoenetsoputenbHoe| 6
MNpeBocxonHoe BnageHve matepranom. |Y4OBNeTBOpUTENbHOE [BNadeHWe Mateprasiom.
BnageHve matepmnanom. |CpenHuin ypoBeHb BnageHve matepvanoMm. |HenoctatoyHbiii
Bbicokunii ypoBeHb CaMOCTOSTENbHOCTH, Huakuin ypoBeHb YpPOBEHb
CaMOCTOSATENbHOCTH,  |[NOrMYHOCTH, CaMOCTOSATENbHOCTA,  |CAMOCTOSITENBHOCTM,
NIOFMYHOCTM, apryMeHTUpOBaHHOCTU. |[NOMMYHOCTH, NIOrMYHOCTH,
apryMeHTMpOBaHHOCTW. |XopoLwuni CTUb apryMeHTUpPOBaHHOCTW. [apryMeHTMPOBAHHOCTM.
MpeBOCXOAHbIA CTUAL  [M3NOXEHUS. YnoenetsopuTeNbHbI  (HeynoBneTBoOpuTENbHBINA
N3NOXEHNS. CTUNb N3NOXEHUS. CTUSb N3NOXEHUS.
3auteHo He 3auteHo
3auer Obyuatowwmitica obHapyXun 3HaHne OCHOBHOro  |OByyarowuincs 0bHapyXunn 3HaYUTENbHbIE
y4ebHO-NporpamMMHOro Mmatepuana B obbeme, npobenbl B 3HaHNSAX OCHOBHOTO
HeobX04MMOM Ons fanbHewen yuebsl n y4yebHO-NporpaMMHOro MaTepuana, fonycTun
npeacTosien paboTbl MO CNeUnanbHOCTH, NPVHUMNANbHbIE OWMNOKM B BIMOMHEHWN
cnpasunscs C BbINOMIHEHWEM 3a0aHNIA, npeaycMOTPEeHHbIX Nporpammon 3afaHnin n He
NpeayCMOTPEHHBIX MPOrpaMMoi AUCLUNAUHBL.  |CMOCOGEH NPOAONXNUTL 0ByYEHNE UK
NPUCTYNUTb NO OKOHYaHWM yHMBEpcUTeTa K
npocheccroHanbHOM nedaTenbHOCTH 6e3
LOMNOMHNTENbHbIX 3aHATUIA NO COOTBETCTBYIOWEN
ancumnnuHe.

6.3 TunoBble KOHTPONbHbIE 3aJaHWUA UK UHble MaTepuarnbl, He06XoaUMble AN OLLEHKU 3HAHWUIA, YMEHUIA,
HaBbIKOB U (MN11) onbiTa AeATeNbHOCTU, XapakTepU3yoLUX aTarnbl oOpMUPOBaHUSA KOMMETEHLMIA B pouecce
0CBOEHUsi 0bpa3oBaTenbHOW NPOrpaMMmbl

Cemectp 3

TeKyLwuin KOHTPONb

1. TectuposaHue

Tema 1

Choose the best word to fit the gap.

1 1t?s important to understand how other cultures behave so you don?t cause .
A offence B problem C disaster D behaviour

2 In some countries it is quite to use the correct title when talking to business colleagues.
A offensive B likely C formal D tricky

3 Having good may help you to make deals more easily.
A entertaining B manners C demonstrations D handshaking

4 lan has to be very organised as his work involves meeting tight .
A problems B responsibilities C challenges D deadlines

5 Lesley doesn?t like having to wait for other people to work for her.
A generate B solve C resolve D tackle

6 Paul enjoys working at Small World because he finds the stimulating.
A installation B environment C application D opportunity

CrpaHnua 6 n3 17.
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7 If someone looks me straight in the eye without | tend to think they are honest.
A yawning B sighing C blinking D sniffing

8 Your body usually gives other people information about how you really feel.
A appearance B impression C language D relationship

9 Bob and Tony are business and have arranged to meet at the sales conference.
A delegates B customers C associates D officers

10 1?ve given the latest sales to Mr Allen but he hasn?t had a chance to look at them yet.
A systems B figures C worksheets D facts

Put these sentences in the best order.

1 A Very well, thanks. Let?s get down to business, shall we?
B 1?m fine, thanks. How are you?

C Hello again! How are you getting on?

D Yes, all right.

2 A Miss Smith, 1?d like you to meet Mrs Jones.
B Oh, please call me Liz.

C How do you do, Mrs Jones?

D And I?m Claire.

3 A Oh, yes. I1?ve heard of you.
B The name?s Alex White.

C 17d like to introduce myself.
D Pleased to meet you.

4 A | wondered if | might take Friday off?
B Yes. Tony, of course.

C Oh, Friday?s rather difficult.

D Mrs Lang, could | have a word please?

5 A What do you think?

B Yes, sure, Bob.

C Geoff, could you come over here a minute?
D Aha, yes, you?ve put a lot of work into it.

2. TectupoBaHue
Tema 2
Choose the best word to fit the gap.

1 There is always a lot of to attend to on a Monday morning.
A letters B correspondence C communications D information

2 Please leave a message on the answer phone if you need to contact us office hours.
A outside B over C through D against

3 The annual general meeting was in the conference centre.
A conducted B provided C run D held

4 One of the advantages of writing over talking to someone face-to-face is that you can take your time.
A remaining B related C relative D relevant

5 Make sure that the addressee?s job is correct.
A title B description C name D type

6 A well laid out letter always gives a good .
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A idea B reaction C impression D effect

7 If you are in attending, please let me know as soon as possible.
A concerned B pleased C sure D interested

8 You must your application by the end of the week.
A submit B subject C subscribe D subcontract

9 There has been a agreement to supply Texmills with our products and services.
A long-winded B long-lasting C long-standing D long-lived

10 Managers should staff to maintain the no-smoking policy throughout the building.
A suggest B encourage C support D co-operate

Fill in the appropriate word from the box.

pleasure touch in catalogue of further forward
enclosed draw faithfully from delight notice sincerely

Dear Mr Jacobs,

Thank you very much for your letter (1) 5 March. (2) answer to your
request, we have (3) in enclosing our latest (4) and price list.

| would like to (5) your attention to the special offers. These products are available at a
reduced price for a limited time only.

If you would like any (6) information, please get in (7) with me.

I look (8) to hearing from you.

Yours (9),

Howard Johnson

Sales Manager

(10) : catalogue, price list, special offers supplement.

3. TectupoBaHue
Tema 3
Choose the best word to fit the gap.

1 Most of our have been working with us for a number of years.
A supplies B suppliers C supporters D supplements

2 Unfortunately the recent takeover will result in a number of at the plant.
A rationalisations B dealings C redundancies D exchanges

3 You will see from the catalogue that our prices are very .
A competitive B competent C completed D compatible

4 The price of the catalogue is against your first order.
A removable B replaceable C rechargeable D refundable

5 All items in this range will be from 27 April.
A suitable B portable C available D accessible

6 The assignment arrives at the warehouse on Monday and will be immediately.
A unloaded B emptied C undone D unsent

7 Unfortunately it is to keep the complete range in stock.
A insufficient B uneconomic C uncertain D invalid

8 After rationalisation the company was and its order book was full.
A in good time B in good shape C in good spirits D in good health

9 Artemis gives us a good price on this because they are our suppliers.
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A single B one C individual D sole

10 | would be grateful if you could let me have a detailed , including prices and delivery
terms.
A quotation B term C offer D order

Fill in the appropriate word in gaps 1-5 from the box. There are three words you do not need to use.
introductory regular stock warehouse return recent confirm place

Thank you for your (1) enquiry about our AntiSpy SP 700 computer screen protector. This
particular model is available from (2) at this time. The special (3) price is

$199 per unit or $499 for six. The (4) price is $499. Please let me know by fax or e-mail if
you would like to (5) an order at these prices as this offer will end on 31 March.

4. TectupoBaHue

Tema 4

Choose the best word to fit the gap.

1 We are happy to replace the goods free of charge.
A injured B hurt C destroyed D damaged

2 All the cars in this particular range were recalled because of a design .
A fault B mistake C error D slip

3 The customer complained that the assistant he spoke to had been most
A helpless B incapable C unhelpful D impotent

4 There was a in the order at the factory and the wrong package was sent.
A mix-up B mixture C mixing D mixed-up

5 The delay in despatch was due to circumstances our control.
A above B beyond C under D in

6 There was a serious staff at the time so several shipments were held up.
A shortage B reduction C decrease D contraction

7 The complaint about the cost of the item was soon out.
A dealt B sorted C taken D cleared

8 As we were entirely responsible for the confusion your account has been with the full amount.
A debited B added C given D credited

9 The poor quality of the products was on inadequate supervision of the workforce.
A caused B blamed C explained D put

10 The customer demanded a when he discovered the equipment was missing.
A return B repair C refund D reply

Fill in the appropriate word in gaps 1-5 from the box. There are three words you do not need to use.

electric affected put right inconvenience
repaired confusion inefficient computer

FAX

Dear Mr North,

We very much regret the (1) about your order. There was a (2) fault that

day which resulted in a number of errors being made. Unfortunately, your order was one of those
(3) . This error has now been (4) and you should be receiving the goods in
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the next few days.

We are very sorry about the (5) caused.
Yours sincerely,

Jill South

Customer Care Officer

5. TectupoBaHue

Tema 5

Choose the best word to fit the gap.

1 For many people job is more important than a high salary.
A satisfaction B expectation C achievement D acceptance

2 The company needed to make job cuts so they asked staff to for redundancy.
A offer B choose C volunteer D select

3 Employees are allowed up to three weeks unpaid ayear.
A absence B vacation C time D leave

4 Carol?s reliability and confidence make her an employee.
A idealized B ideal C idyllic D idealistic

5 The interview panel?s impression was that Sam was the most suitable candidate.
A overdone B overall C overbearing D overblown

6 Many people would jump the chance of working for a successful travel company.
A off Bin C at D over

7 Although | am a very junior member of staff, my prospects are good.
A long-lived B long-standing C long-winded D long-term

8 One of the advantages of this job is that they offer accommodation at a rent.
A nominal B small C poor D deficient

9 1?m looking for a career which will give me plenty of to use my foreign languages.
A area B room C scope D space

10 Unfortunately there is still a lot of against older people in the workplace.
A distraction B discrimination C discretion D distortion

Compilete this résumé by choosing headings from the box. There are two headings you do not need to use.

Interests Professional Experience Qualifications Marital Status
Education References Training

Name: Johanna Needham

Address: 27 Leys Road, London, SW1 5BW

Telephone: 0181 24567813

Date of Birth: 4 June 1968

(1) : Single

(2) : Hereward Comprehensive School 197971984

University of East Anglia 198471986

(3) : Marketing Assistant, Britannic Travel Ltd September 1986?July 1991
Sales Development Manager, Texington plc August 1991 ?present
(4) : Mountaineering, Painting, Reading

Languages: Spanish (good)

French (basic)

(5) : Derek Francis Jane Holgate

Marketing Executive Sales Director

Britannic Travel Ltd Texington plc
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Britannic House Brentford
Dorking Middlesex
Surrey TW5 8ST

RH5 6BW

6. 3cce
Tema 6
Tembl acce:

1. Contracts and Change Orders in a Small Business

2. Law Of Contracts

3. Legally Binding Contracts

4. Use of e-contracts and e-signatures in Business Contracts
5. Understanding, Creating and Implementing Contracts
6. Should Slave Contracts be Legal?
7. Review of Military Biofuels Contracts
8. Exclusion Clauses in Contracts
9. Mortgage Laws and Contracts
10. Government Contracts

3auer

Bonpochl k 3a4eTy:

1. Business Travel.

. Job Swap.

. Business etiquette.

. Banking documents.
. Payment orders.

. International trade.

. Partnership.

. Bill of exchange.

. Recruitment.

0. Individual proprietorship

- OO NOOOPh~WDN

6.4 MeToounueckne matepuanbl, onpeaensitolme npouenypbl OLLeHUBaHNS 3HaHUIA, YMEHUN, HaBbIKOB 1 (UNN)
onbiTa AesaTeNlbHOCTU, XapaKTepu3yoLLLMX aTanbl hopMUpoBaHUSA KOMMNEeTEeHLUN

B K®Y peiicteyeT 6anibHO-pERTUHIOBAS CUCTEMA OLEHKM 3HaHWUIA obyyatowmxcsi. CyMMapHo no ancumnnnHe (Moaynio)
MO>XHO Mony4nTb Makcumym 100 6annoB 3a ceMecTp, U3 HUX Tekylas paboTta oueHusaetcs B 50 6annos, ntorosas
goopma KoHTpons - B 50 6annos.

Insa 3ayéra:

56 6annos 1 bonee - "3a4TeHO".

55 6annoB n MeHee - "He 3a4TeHO".

[ins ak3ameHa:

86 6annos 1 bonee - "0TNMYHO".

71-85 6annos - "xopouwo".

56-70 6annos - "ynoBNETBOPUTENBHO".

55 6annoB 1 MeHee - "HeyLOBNETBOPUTENBHO".

dopma Mpouepnypa oLeHUBaHUA 3HAHMA, YMEHUIA, HABBIKOB U (UNN) onbiTa dtan | Konuyectso
KOHTpOns DesTeNIbHOCTU, XapakTepu3yoLLuX aTtanbl hopMUpPOBaHUSA KOMMETEeHL U 6annos
Cemectp 3
TeKyL i KOHTPOb
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dopma Mpouenypa oueHUBAHMA 3HAHUIA, YMEHUI, HAaBbIKOB U (UNK) OnbiTa Ortan | KonnyectBo
KOHTpOns [esATeNbHOCTU, XapaKTepn3yoLLUX 3Tanbl hOPMUPOBAHNA KOMMETEHLIMIA 6annos

TecTtnposaHue [TecTnpoBaHue NPOXOAUT B MUCbMEHHOW DOPME MK C NCMONb30BaHUEM
KOMMblOTEPHbIX cpeacTs. Obyyatowmiicss nonyyaeT onpenenéHHoe Konm4ecTso 1
TECTOBbIX 3a4aHniA. Ha BbINONHEHWE BblAENSAETCS (PUKCUPOBAHHOE BPEMS B
3aBNCUMOCTU OT KonmyecTsa 3agaHunin. OueHka BbICTaBNSETCA B 3aBUCMMOCTN OT | 2
npoueHTa NPaBunbHO BbINOTHEHHbIX 3a0aHUNA.

o B~ W
o © ©0 o0 ©00

Scce O6yuyalolmecs NUILYT Ha 3afaHHyY0 TEMY COYMHEHWE, Boipaxatolee
paaMbILLNeHNS U MHOVBKOYaNbHYIO MNO3MLMIO aBTOpa No onpenenéHHoMmy sBonpocy,| 6 10
JonyckaiouleMy HeoJHO3Ha4Hoe TonkoBaHve. OUeHMBAKOTCS 3pyamuUMs astTopa no
Teme paboTbl, NOrMYHOCTb, 06OCHOBAHHOCTb, OPUIMHANBHOCTE BbIBOLOB.

3aver 3a4éT HaueneH Ha KOMMNEKCHYIO MPOBEPKY OCBOEHUS OUCLMMNINHDI. 50
Obyuyatowmiicst nony4aeT BONPOC (BONpockl) Mnbo 3afaHue (3anaHns) n BpeMmsi Ha
NOAroTOBKY. 3a4€T NPOBOAMTCS B YCTHOMN, MUCbMEHHOW MW KOMMbIOTEPHOA
dopme. OueHnBaeTcs BNageHWe MatepranoMm, ero CUCTEMHOE OCBOEHME,
CNOCOBHOCTb NPUMEHSTb HYXXHbIE 3HAHWS, HABLIKU W YMEHUS NpU aHann3e
NPOBNEMHBIX CUTYALMIA U PELLEHUN NPAKTUYECKMX 3a0aHWA.

7. MepeueHb nuTepartypbl, HEO6X0AMMOW OJ1 OCBOEHUS AUCLUMANHbI (MOAYNS)

OcBoeHWe ancuMnnnHbI (MOoYNs) npeanonaraeT U3y4yeHne OCHOBHOW 1 OONONHUTENBHON y4ebHOW nuTepaTypbl.
Nutepatypa MoXeT BbiTb BOCTYMHA 0ByYaloWUMCs B OAHOM M3 ABYX BApMaHTOB (b0 B 060MX N3 HUX):

- B 3NIEKTPOHHOM BUE - YePe3 3NeKTPOHHbIe BUBNIMOTEYHbIE CUCTEMBI HA OCHOBAHWMW 3aKNto4eHHbIX KDY norosopos ¢
npaBoobnagnarensamu;

- B neyaTHoM Buge - B HayuHon 6ubnunoteke um. H.W. Nlobadesckoro. Obyyatowmecs nony4aroT yuebHyto nutepatypy Ha
aboHeMeHTe Mo YnTaTenbckum buneTam B COOTBETCTBMU C NpaBunamu nonb3osaHus HayyHol 6ubnmoTekoi.

ONeKTPOHHbIE U3AaHNS AOCTYMHbI AMCTAHUMOHHO M3 NtoBol TOYKM Npv BBELEHMM 0BYYatoLLMMCS CBOErO NIorMHa 1 Napons
OT Nn4Horo kabnHeTa B cucTeme "OnNeKTPOHHbIN yHuBepcuteT". MNpu NCnonb3oBaHUM NeYaTHbIX N3aaHnn GubNnMoTeYHbIin
ooHA AomKeH ObITb YKOMMIEKTOBaH UMK M3 pacyeTta He MeHee 0,5 akaemnnspa (ans obydvatowmxcs no ProcC 3++ - He
meHee 0,25 ak3eMnngapa) Kaxaoro U3 N3faHuin OCHOBHOW nuTepatypbl 1 He MeHee 0,25 ak3emnnspa OONONHUTENbHOM
nMTepaTypbl Ha Kaxaoro obydyarowerocs n3 ymcna nuu, 0LHOBPEMEHHO OCBaUBAIOWMNX AAHHYIO ANCLMMINHY.

MepeyeHb OCHOBHOM 1 BOMONHUTENBHON Y4eBHOM nuTepaTypbl, HEOBXOAUMO 4N OCBOEHWUS AMCUMNNHBI (MOOYNS),
HaxoauTcs B MpunoxeHnu 2 k paboyei nporpamMme aucumnnvHbl. OH NOANEXMT OBHOBAEHMWIO NMPU N3MEHEHWM YCIOBUIA
norosopoB KOY ¢ npasoobnanatensimMy aNeKTPOHHbIX U3LAHUIA 1 NMPU N3MEHEHWM KOMMNEKTOBAHUS (OOHA0B Hay4uHow
6rbnnotekn KPY.

8. MepeueHb pecypcoB MHPOPMALLMOHHO-TE/IEKOMMYHUKaLMOHHON ceTh "UHTepHeT", He06X0AUMbIX NS
OCBOEHUS BUCLUMNHBI (MOOYS)

Business English Site - http://www.businessenglishsite.com
Develop Your Reading Skills: Comprehension and Translation Practice - http://znanium.com/go.php?id=409896
MHocTpaHHble A3blkn B 9KOHOMUYeCKMX By3ax Poccuu - http://znanium.com/

9. Metoanyeckue yKa3aHunsa pnsa o6yqarou.l.ux09| no oCBOEHWI0 OUCUUNMINHDI (MO,D.yﬂil)
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Bup pabot MeTtoaunyeckue pekomeHaauum

npakTnyeckme | Pabota Ha NpakTU4Yeckmx 3aHATUSIX NpeanonaraeT akTUBHOE y4acTne B anckyccmsx. [ns noaroToBku
3aHATMA K 3aHATUSIM PEKOMEHyeTCs BblAeNsTb B MaTteprane npobnemMHblie BONPOoChkl N0 HanpaBneHuto

NMOArOTOBKM M rpynnupoBaTh MHAOPMaLMIO BOKPYT HMX. XXenaTenbHo BbIAENSATb B MCMONb3YEeMO

nnTepaType NOCTaHOBKM BOMPOCOB, HA KOTOPbLIE pa3HbiMX aBTopaM MoryT BbiTb AaHbl pa3fNYHble

oTBETHl. Ha OCHOBaHUM NOCTAaHOBKM Takux BOMPOCOB cneayeTt cobvpaTtb apryMeHTbl B MoNb3y

pPasnMYHbIX BAPNAHTOB PELIEHNS MOCTaBNEHHbIX Npobnem.

B TekcTax aBTOpOB, Takum 06pasom, creayeT BolAeNsTb Cleayowme KOMNOHEHTbI:

rnoctaHoBka npobnemsl;

BapuaHTbl peLweHns;

apryMeHTbl B MONb3Y TEX W NHbIX BAPUAHTOB PELIEHNS.

Ha ocHoBe BblAeneHust 3TUX aNeMEHTOB NPOLLE COCTaBNSATb COBCTBEHHYO apryMeHTUPOBAHHYIO

no3Mumio No paccMaTtpuBaemMomy BOMpocCy.

Mpu paboTe ¢ TepMuHamMm HeobxoanMo obpallaTbCs K CNoBapsM, B TOM YUC/Ee AOCTYMNHbIM B

WHTepHeTe, Ha npuMep Ha canTe http://dic.academic.ru.

camocTos- | MeTogmuyeckme pekoMeHaauum no caMoCcToATeNbHON paboTe HaL YCTHON U MUCbMEHHOW PeYblo.
TenbHas PaboTy no noaroToBke yCTHOrO MOHONOMMYECKOro BbiCKa3blBaHWs MO ONPeAeNneHHoR TeMe cnenyeT
paboTa HayaTb C U3YYEHNS1 TEMATUYECKMX TEKCTOB-06pa3LoB. B nepsyto ouepelb HEO6XOANMO BbINONHNTD
dooHeTn4eckme, nekcn4yeckme 1 NeKCMKo-rpaMmMmaTmyeckme ynpaxHeHus no nay4aemomn teme, yCBouTb
HEeOobX0 oMMl NEKCMYECKUIA MaTepran, NpoYMTaTb U NEPEBECTUN TEKCTbI-06pasLbl, BbIMOMHUTD
peyesble ynpaxHeHns no TeMe. 3ateM Ha OCHOBE M3YYEeHHbIX TEKCTOB HY>XHO NOArOTOBUTb CBA3HOE
N3NOXEHUE, BKNOYatoLee Hanbonee BaXHYIO N MHTEPECHYO MHCpOpMaLMIO.
®opmbl CPC Haf yCTHOIM peyblo: - ooHeTUYeCcKMe YNpaxHeHUs no onpeaeneHHon Teme; -
NEKCUYECKME YNPaXHEHNS MO ONPeAeNneHHoR TeMe; - (POHETUYECKOE YTEHNE TekcTa-06pasua; -
nepeBog TekcTa-06pasua; - peyeBble YNpaxHeHWs No TEME; - NOAroTOBKA YCTHOrO MOHOMOMMYECKOro
BbICKa3blBaHMWs MO ornpeneneHHol TeMe (06beM BbickasblBaHus - 15-20 NpennoxXeHuit).
®opmbl CPC Haf NMCbMEHHON peyblo: - MMCbMEHHbIE 3a4aHMs MO OGPOPMIEHWIO TeTpaaun-cnosaps; -
NMUCbMEHHbIE NEKCUYEeCcKne, NEKCUKO-rpaMMaTnyeckmne, rpamMmaTmyeckue 3agaHus n ynpaxHeHns; -
MUCbMEHHBIE 3a4aHMWs MO NOLrOTOBKE K MOHONOrMYECKOMY COOBLEHUNIO HA aHTNIMIACKOM A3bIKE; -
NMUCbMEeHHbIE 3a8aHuns No pedpepupoBaHnNio TEKCTOB Ha aHMMNACKOM A3blKe; - MUCbMEHHDbIA NepeBoq, C
PYyCCKOro si3blka Ha aHrmMNCKUi.
MeToauyeckne pekoMeHaaLMmM No caMocTosTeNbHOM paboTe Han TekcToM. MNpaBuibHOE NOHUMaHWe
1 OCMbICNIEHVE NMPOYNTAHHOIO TEKCTA, U3BNEYEHNE MHCDOPMALMKW, NEPEBOL TeKcTa 6asupytoTcs Ha
HaBblKax MO aHann3y MHOSA3bIYHOrO TEKCTa, YMEHWI N3BNeKaTb coaepXaTenbHyo MHopMaumio n3
popM si3bika. [Mpu paboTe ¢ TEKCTOM Ha aHIUIACKOM S3bIKE PEKOMEHLYETCS PYKOBOLCTBOBATLCS
cnepyowymMm obwmmmu nonoxeHusamu. 1. PaboTy ¢ TEKCTOM cnefyeT Ha4yaTb C YTEHWS BCEroO TEKCTa:
npoymuTaiTe TeKkcT, 06paTuTe BHUMAHUE HA €r0 3arofoBokK, NOCTAPaNTECh NOHSATL, O YEM coobliaeT
TekcT. 2. 3atem npuctynute kK paboTte Ha YPOBHE OTAENbHbIX NPeanoXxeHunii. Mpouutaiite
npeanoxexHue, onpegennte ero rpaHuubl. NpoaHanusnpyinTe NpeanoXeHne CUHTaKCMYeCcKu:
onpegenute, NPoOCToe 310 NPELNOXEHNE UK CNOXHOE (CNOXHOCOYMHEHHOE NN
CNOXHOMOAYUHEHHOE), eCTb N B NPEONOXEHNMN YCIOXHEHHbIE CUHTAKCUYECKE KOHCTPYKLIMM
(MIHPMHWTMBHBIE TPYNMbl, UHUHUTUBHBIE 060POTHI, NpUYaCcTHbie 060poThl). 3. MpocToe
npeLnoXeHne cnepyet pasobpatb Mo YieHaM NPeaoXeHns (BblAENNTb NoANexallee, CKalyeMoe,
BTOPOCTEMNEHHbIE YMEHbl), 3aTEM NEPEBECTN Ha PYCCKNIA A3bIK.
MeToaunyeckne pekoMeHaaLMm No caMoCcTOSTENbHOM paboTe ¢ rpaMMaTMHECKUM MaTe-pranoM:
®dopmbl CPC ¢ rpaMmmaTnyeckum MaTepuanom: - YCTHble rpaMmaTnyeckme 1 NeKCcuko-rpammaTnyeckme
yrnpaxHeHns Mo onpeneneHHbIM TeMaM; - MMCbMEHHbIE rpaMMaTnyeckne n NeKCUKo-rpammaTnyeckmne
yrnpaxHeHns rno onpeneneHHbIM TeMaM; -CoOCTaBNeHne KapTo4HeK Nno OT-AeNbHbIM rpaMMaTnyeckmm
TEMaM (4acTW peyn; OCHOBHbIE (POPMbI NPAaBUbHBIX M HENPABW/bHBLIX FNarofos 1 T. A4.); - NOUCK 1
nepeBof onpefeneHHbIX rpaMMaTnHecknx qOopM, KOHCTPYKLIMIA, SBAEHWUIA B TEKCTE; -CUHTAKCUYECKNIA
aHanus v nepeso NpPeanoXeHuin (NPOCTbIX, CAOXHOCOYNHEHHbIX, CIIOXHONOOYNHEHHbIX,
NPeanoXeHUA C YCNOXHEHHBIMU CUHTAKCUHECKMMIN KOHCTPYKLIMSIMA); - NEePeBOL, TEKCTOB,
cofepxalumx n3y4aemblin rpammaTmdeckuin matepman. Npun NoaroToske OOMaWHNX 3a0aHNA,
OCYLLECTBNEHUN CAMOCTOSTENbHOW PaboTbl 1 MPU NOLrOTOBKE K KOHTPONbHLIM paboTam LonXeH
OCYLWWEeCTBAATbCS COrNacHoO PekoMeHayemMon nutepaTypbl.
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Bup pabot MeTtoaunyeckue pekomeHaauum

TecTnposaHue MeToanyeckune pekoMeHagaunm no BblNOMTHEHNIO TECTOBDLIX 3afaHui. I'IpennaraeMble TeCcTtoBble
3adaHunga npengHa3Ha4yeHbl Ny npoeeneHnd nMCbMeHHOro Tekywero KOHTpoia no aHFﬂVII7IOKOMy A3bIKY.
TecToBble 3agaHns npencrtasnieHbl B ABYX BapuaHTax. B nepBoM BapunaHte HeobXoAMMO 3anoNHUTb
nponyckn B 10 npennoxeHusx, Bbl6paB OOMH N3 YeTblpeXx BapMaHTOB CJIOB. Bo BTOPOM BapumaHte
CTyaoeHTaM Hanoo Bbl6paTb O[4HO C/1I0BO U3 MHOXeCTBa BapnaHTOB.

3apaHuns NOCTPOEHbI Ha 6a3oBoM NEeKCnKOo-rpamMmaTn4eckom Martepmarne. Cuctema TeCTOBbIX 3a0aHUN
naetcs no npuHUKMny HapactaHua cteneHm CNoXHOCTU 1 npegycMatpmBaeT nocnenosaresibHoe
popmMmpoBaHme N KOHTPONb 6a30BbIX rpamMmaTn4eckumx YMeHMIZ N HaBblKOB YTEHNA N MOHNMAHUA
CTYyOEeHTOB. BpeMﬂ BbINOMHEHNS Kaxaoro Tecta - 30 MUHYT.

acce MeToauyeckne pekoMeHpaumMm ans Hanncanus acce: MNpegnaratotcs TeMbl Ha Boibop. TpebosaHus,
npeLbsBnsieMble K acce 1. Occe AONXHO BOCAPUHMMATBLCS KaK eAMHOE Lenoe, naes nonxHa 6bitb
SICHOW W MOHSATHON. 2. 3cCe He OOMXHO coepXaTb HUYero NMIWIHEro, JOMXKHO BKKYaTb TONbKO Ty
MHpopMaLmio, KoTopasi HeobxoamMMa AN PackpbITUS Bawein nosuumn, naen. 3. 3cce [OMXKHO UMETb
rPaMOTHOE KOMMO3WLMOHHOE NOCTPOEHWE, ObiTb NOFMYHBLIM, YETKUM MO CTPYKType. 4. Kaxaplii ab3ay
3cce OOMXEH codepXarb TONbKO OAHY OCHOBHYIO MbIC/b. 5. 9cce A0MXHO NoKasbiBaTb, YTO ero aBTop
3HAET 1 OCMbICNIEHHO UCMONb3YET TEOPETUYECKNE NMOHATUS, TEPMUHBI, 0606LWEeHNS,
MUPOBO33pEHYECKME nien. 6. dcce [OMXKHO CO-AepXaTtb y6eanTenbHyO apryMeHTaumio 3asBneHHO
no npobneme no3uuuu. Mpexae Yem NPUCTYNUTL K HANUCaHUIO acce: 1) N3yuynTe TEOPETUYECKIIA
matepuan; 2) ysicH1uTe ocobeHHOCTY 3asBNIEH-HOW TeMbl 3cce; 3) npoayMaliTe, B 4eM MOXET
3aKkno4aTbCs akTyanbHOCTb 3asBNEHHON TeMbI; 4) BbIAENNTE KNIOYEBOW TE3NC 1 ONpenenmTe CBOI
Mo3MuUMIO NO OTHOLWEHMIO K HEMY; 5) onpenenute, Kakme TeopeTuyeckmne noHATUS, Hay4yHble Teopun,
TEPMVHbI NOMOrYT BaM PackpbiTb CyTb TE3MCA U COBCTBEHHON NO3MLUMK; 6) COCTaBbTE TE3UCHDLIA NNaH,
chopmynmpyinTe BO3HUKLWKE Yy BAC Mbicin 1 naew. MNpu Hanncarum acce: 1) HanuwuTe scce B
4YepHOBOM BapuaHTe, NPUAEPXUBASCb ONTUMANbHON CTPYKTYPbI; 2) NpoaHanusnpyinTe cogepxaHue
HanncaHHoro; 3) NposepbTe CTUAb U FPAMOTHOCTb, KOMMO3MLMOHHOE MOCTPOEHNE 3CCe, IOMMYHOCTb U
nocnenoBaTeNbHOCTb U3NOXEHHOrO; 4) BHECUTE HEOOXOLMMbIE U3BMEHEHUS 1 HANWWNTE
OKOHYaTeNbHbI BAPUAHT. 7. ANrOpUTM HanncaHus scce. BHUMatenbHoO NpoyTMTE BCE TEMbI
(BblCKa3blBaHWA), NpeanaraeMole Ons HanucaHus acce. Belbepute Ty, koTopas 6ynet oTeeyatb
HecKonbkum TpeboBaHMsM: a) UHTepecHa BaM; 6) Bbl B LLIENIOM NMOHSNN CMbICT 3TOMO BblCKa3blBaHWS; B)
no OaHHOW TeMe eCTb YTO ckasaTb (3HaeTe TePMUHbI, MOXETE NPUBECTN NPUMEPDI, UMEETE NINYHBbIIA
onbIT 1 T.4.). OnpenenuTe rnaBHyo MbICb BbiCKa3blBaHMS (0 YeM OHO?), AN1S 3TOro0 BOCMONb3YyHATECH
npueMoM nepurchpasa (CKkaxuTe To Xe camoe, Ho cBomMU cnosamm). Habpocaiite aprymeHThl '3a’
w/vnu 'NpoTMB' AAHHOrO BbiCKa3biBaHUS. Ecnu Bbl HabepeTe apryMeHThbl 1 '3, U 'MpoTUB' acdopusma,
B3ATOrO B KA4eCTBE TEMbI, Bale 3CCEe MOXET HOCUTb MNONEMUYECKNIA XxapakTep. [na kaxanoro
aprymeHTa nonbepute npumepbl, oakTbl, CUTyaLMU U3 XU3HW, IMYHOrO onbiTa 1 T.4. Ewwe pas
npocMmoTpuTe nogobpaHHble unnoctTpauum. MogymarTe, Kakme nUTepaTypHbie NPUEMBI Bbl Bynete
MCnonb30BaThb, 4TOOLI CAenaTth S3blK BALWEro acce 60nee NHTEPECHbLIM, XMBbIM (CPaBHEHMS,
aHanoruu, anuTeThbl U T.4.). Pacnpenennte nogobpaHHbIE apryMeHTbl W/ KOHTPaPryMeHThI B
nocnefnosatenbHoOCTU. 310 ByOeT Baw yCnoBHbIA NnaH. MpuaymarTte BCTYNNEHUE K PACCYXAEHMIO (B
HEM MOXHO Hanucatb, NoYeMy Bbl Bbibpanyv 3To BbickasbliBaHue, cpasy OnpenenuTb CBOK No3nLUIo,
3a4aTtb CBOV BOMPOC aBTOPy UMTathl U T.4.). VI3N0XMTE CBOIO TOYKY 3PEHNS B TOW
nocnefoBaTenbHOCTU, KOTOPYIO Bbl HaMeTunu. CopopmynmpyiTe obwmii BelBog paboThl 1, ecnu
HeobXoouMo, OTPedaKTUPYTe ee.

3auet MeToaunyeckune pekoMmeHaauUmm K 3a4ety. MNoarotoska CTy4eHTOB O4HOrO 1 3a04HOr0 OTAENEeHNS K
3a4eTy ABNSETCS OMHUM U3 OCHOBHbIX 1 TPYNOEMKMX BUAOB y4eBHON AeaTenbHOCTU. DPMEKTUBHOCTb
3TOI [1esATeNnbHOCTM BO MHOFOM 3aBUCUT OT CAMOCTOATENbHOW paboThl MPK NOArOTOBKE K 3a4eTy. B
yacbl CAMOMOArOTOBKM HEOBX0AMMO CAMOCTOSTENbHO U3ydUnTb Matepuan. Mpu sTom
CaMOCTOSATENbHYIO PaboTy HEOOXOOMMO NOHMMATh HE TOMbKO Kak 'AoMallHio' paboTy No NoAroToBKe
K NPaKTUYECKOMY 3aHSATUIO, HO U KaK BCHO COBOKYMHOCTb MPEALECTBYIOUMNX eMy 3aHATUIA: - U3yYeHne
3a0aHNs U METOMYECKUX YKa3aHWIA K MPakTUYeCKOMY 3aHSATMIO MO AaHHON TeMe; - KOHCYNbTauum
HakaHyHe NpoBeneHUs 3a4eTa U NonydeHne UHANBMOYaNbHON METOAMYECKON MOMOLLU; - U3yYeHne
pPEeKOMeHO0BaHHOM NnTepaTypbl, paboTa co CnoBapsMu.

10. MepeyeHb MHCGPOPMALLMOHHBIX TEXHOJOIMIM, UCMOJb3YeMbIX NMPU OCYLLECTBIIEHUN 06pa3oBaTe/IbHOro
npouecca no gucuuniauHe (Mooynio), BKJaouYas nepeyeHb NporpaMMHoOro obecrneyeHns U MHGOOPMaLMOHHDIX
CcnpaBoOYHbIX CUCTEM (MPU HEOOXOAUMOCTH)

MepeyeHb MHPOPMALMOHHBIX TEXHOMOMUIA, MCTMONb3YEMbIX MPU OCYLLECTBAEHMN 06pa30BaTENBHOIO NpoLecca no
OUCUMMNAVHE (MOLYNIO), BKNOYAS NepeyeHb NporpaMMHOro obecrneyeHns n MHGOPMALIMOHHbBIX CMPaBOYHBIX CUCTEM,
npenctasneH B MpunoxeHnn 3 k paboyei nporpaMMe OUCLMMNNHBI (MOLYNS).
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11. OnucaHue MarepuanbHO-TeXHMYecKon 6a3bl, He06X0AMMOW AN OCYLUEeCTBNeHusi o6pa3oBaTe/ibHOro
npouecca no gucuunnuHe (Moayno)

MaTepuanbHo-TexH14Yeckoe obecneyeHne obpas3oBaTenbHOrO NpoLecca no JUCLUMIMHE (MOLYNio) BKIIKOYAET B cebst
crneyolme KOMMOHEHTbI:

MoMelleHnst 0N1s CaMOCTOSITEeNbHOM PaboThl 0BYYaAIOWMNXCS, YKOMMIEKTOBAHHbIE CreLmnann3npoBaHHoi Mebesbio (CTonMbI 1
CTY/bS) ¥ OCHALEHHbIE KOMMbIOTEPHOMN TEXHUKOW C BO3MOXHOCTbIO MOAK/MOUYEHUS K ceTn "VIHTepHeT" n obecriedeHnem
[OCTyNa B 3N1eKTPOHHYI0 MHOpOpMaLMOHHO-06pasoBaTenbHyto cpely KDY,

YyebHble ayamMTopun ONns KOHTaKTHOW paboThl C MpenonaBatenem, yKOMNIeKTOBaHHbIE CNeLManM3npoBaHHo Mebenbio
(cTonbl 1 CTYNbS).

KoMmnbloTep 1 NpuHTEp 4N pacrneyatku pa3aaToyHbix MaTepranos.

MynbTMeguiiHas ayautopus.

KomnbioTepHsbI knacc.

NuHracpoHHbIN KabMHET.

12. CpencrtBa apanTtaumm npenogaBaHUsl AUCLUMN/IMHBI K NOTPE6HOCTAM 00y4YaloLLuXcsi MHBaNWUA0B U AL, C
orpaHu4YeHHbIMU BO3MOXHOCTSIMA 34,0POBbSI

rlpl/l Heobxo0aMMoCT B o6paaoBaTean0M npouecce NpuMeHsATCA cnegywme Metonbl U TEXHONOrnn, obneryatouime
BOCMpUATUE UHPOopMaLIUK O6y'-Ia}OLI.I,I/IMI/ICFI nHBanngamMn n nmuamm ¢ orpaHN4eHHbIMM BO3MOXHOCTAMU 300P0BbA:

- CO3[aHVe TEKCTOBOW BepCUM NtoBOro HETEKCTOBOMO KOHTEHTA LS €F0 BO3MOXHOr0 npeobpasoBaHus B
anbTepHaTVBHbIe POPMbl, YO0OHbIe A1 pa3fNYHbIX NONb30BaTenen;

- CO30aHNe KOHTEHTAa, KOTOprVI MOXHO NMpencTaBuUTb B pa3/InyHbIX BUOAX 6e3 noTepun OoaHHbIX WK CTPYKTYpPbI,
npenycmoTpeTb BOSMOXHOCTb MaCLIJTa6I/IpOBaHI/Iﬂ TeKCTa un |/|306pa>KeH|/||7| 6e3 noTtepun Ka4ectea, NpenyCcMoTpeTb
OOCTYMNMHOCTb yrnpaBneHnsa KOHTEHTOM C KnaBuaTypbl;

- CO3[4aHne BO3MOXHOCTEW AJisi 06y4atoLwmMxXcsl BOCMIPUHUMATL OLHY U Ty XX€ MHPOPMaLMIO U3 PasHbIX MCTOYHMKOB -
HarnpuMmep, Tak, 4Tobbl LA C HAPYLWEHNUAMI Cyxa NONyyYani MHGOPMALIMIO BU3YarbHO, C HAPYILEHWSIMU 3PEHUS -
aynanbHo;

- MPUMEHEHNEe NPOorpaMMHbIX CPencTB, obecrneynBatoLmx BO3MOXHOCTb OCBOEHNS HABbLIKOB 1 YMEHWIA, (DOPMUPYEMBIX
OVCLUMNMINHOM, 3a CYET anbTepHaTUBHbLIX CNOCOO0B, B TOM YMCNE BUPTYanbHbIX NabopaTopuii U CUMYNSLNOHHBIX
TEXHONOINIA;

- NMPUMEHEHNE OUCTAHUMOHHBIX 0Bpa3oBaTenbHbIX TEXHONOTUIA 4N Nepeaayn MHGopMaLum, OpraHM3aunn pasnmyHbIX
(POPM MHTEPAKTVNBHOW KOHTAKTHOW paboThl 0By4arowWerocs ¢ npenogasaTeneM, B TOM Yucne BebrHapoB, KOTOPbIE MOTYT
6bITb NCNONb30BaHbl AN MPOBEAEHNS BUPTYANbHbIX NEKLUIA C BO3MOXHOCTbIO B3aVMOLENCTBUS BCEX YHACTHUKOB
OVCTAHUMOHHOIO 06y4YeHUs!, NPOBELEHUS CEMUHAPOB, BBICTYMNIEHUS C AOKNALAMU U 3aALNTbI BbINOAHEHHBIX paboT,
NMPOBeAEHNS TPEHUHIOB, OPraHN3aLMy KONNEKTUBHON paboThl;

- NPVYMEHeHNe ONCTaHUMOHHbIX 06pa3oBaTenbHbIX TEXHONOIMIA NS OpraHM3aummn GOopPM TEKYILEro 1 NPOMEXYTOYHOro
KOHTPONS;

- YBENNYEHME NPOLONMIXKXNTENIbHOCTU caa4m oby4atowmMcst UHBANUOOM UK NINLOM C OFPaHNYeHHbIMU BO3MOXHOCTSIMI
3[0p0Bbs DOPM NMPOMEXYTOYHON aTTECTALMMN MO OTHOLWEHWIO K YCTAHOBIEHHOW MPOAOIXUTENBHOCTY UX COAYN:

- NPOAONIXXUTENNbHOCTU COoa4n 3a4éTa unmn aK3ameHa, npoBoaonMoro B NMUCbMEHHOMN poopme, - He 6onee 4eM Ha 90 MUHYT;

- NPOOONXNTENbHOCTM NOAroTOBKM 06y4atollerocs K oTBeTy Ha 3a4éTe Unn aK3ameHe, NPOBOAVMOM B YCTHOM doopMe, - He
6onee yem Ha 20 MUHYT;

- NPOOOIXUTENNbHOCTU BbICTYNNEHNA oéyqaromerom npu 3awunTte KprOBOI7I pa6OTbI - He bonee yem Ha 15 MUHYT.

Mporpamma cocTasneHa B cooTBeTcTBUM ¢ TpeboBaHnaMu GIrOC BO u yyebHbIiM nnaHom no HanpasneHuto 13.03.02
"OneKTPosHepreTuKa 1 dNeKTPOTEXHNKA" 1 MPOCOUIII0 NOArOTOBKM "3nekTpocHabxeHue".
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lMpunoxerne 2
K pabo4eii nporpamme AUCLUNINHBI (MOAYNS)
651.6.6 LlenoBoui HOCTPAHHbIN 93bIK

MepeueHb nuTepartypbl, HEOOXOAUMOM 4Nt OCBOEHUS OUCLMIUINHBI (MOLOYNS)

HanpasneHnue nogrotosku: 13.03.02 - SneKTpOSHEPreTMKa U SNEKTPOTEXHUKA
Mpogounb NOAroTOBKW: DnekTpocHabxeHne

KBanudomkauus BeinyckHuka: bakanasp

dopma 0byyeHus: 3a04HOE

SA3bik 0by4eHmns: pycckuii

oo Havana obyyeHns no obpasoBaTenbHoi nporpamMme: 2016

OcHoBHas nuTeparypa:

1. ArabeksiH W. 1. Oenosoii aHrnuiickuid. [TekcT] = English for Business: yuebHuk / U. . ArabeksiH. - PocToB-Ha-[oHy:
deHrke, 2013. - 318 c. - (Boicwee obpasoBaHue). - Bubnumorp.: c. 315. - Pek. MexayHap. akan. Hayku 1 npakTuku. - B
nep. - ISBN 978-5-222-20706-2.

2. Hexaesa I'. b. AHrnuiickunin si3bik anst aenosoro obwexusi [TekcT] = Business English in practice : y4ebHuk onsi By3oB /
I". B. Hexaesa, B. IN. nykoBa; MOCKOBCKWIA rOC. UH-T MEXAYHAPOOHbIX OTHOWEHNA ; MMHMCTEPCTBA NMHOCTPAaHHBIX Aen
P® - Mocksa: NpocnekT, 2007 - 456 c.

JdononHutenbHaa nuteparypa:
1. MaHbkoBckas 3. B. AHrniAcKuii A3bIK B CMTyaUmMsIX MOBCEOHEBHOMO OEN0BOro obueHns [SneKTpoHHBbI pecypc):
YyebHoe nocobue / 3. B. MaHbkoBckas. - Mocksa: OOO 'HayyHo-usnatenbckuii ueHtp MHOPA-M', 2017 - 223 ¢. - ISBN
978-5-16-005065-2. - Pexxum goctyna: http://znanium.com/go.php?id=752506 .
2. MaHbkoBckas 3. B. [lenoBoli aHrMIACKNiA S3bIK: YCKOPEHHBIN Kypc [DnekTpoHHbI pecypc] : YuebHoe nocobue / 3. B.
MaHbkosckas - Mocksa: OOO 'HayuHo-uzparensckuit uentp MH®PA-M', 2014 - 160 c.- 4J14 CTYOEHTOB BbICWNX
YYEBHbIX SABEOEHUN. -
ISBN 9785160093918. - Pexxum goctyna: http://znanium.com/go.php?id=437373
3. MNonos E. b. lenoBoit aHrnuiAcknii 83blk [9nekTpoHHbIin pecypc] / E. B. MNonos.. - Mockea: OO0
'HayuHo-uzparenbckuii ueHtp MH®PA-M', 2015. - 64 c. - ISBN 978-5-16-103283-1. - Pexum goctyna:
http://znanium.com/go.php?id=515334
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lMpunoxerve 3
K pabo4eii nporpamme AUCLUNINHBI (MOAYNS)
651.6.6 LlenoBoui HOCTPAHHbIN 93bIK

nepe'-IeHb MHPOPMaLIMOHHbIX TEXHONMOINMMK, UCNONb3YyeMbIX AJ1s1 OCBOEHUS AUCLUMIUHBI (MO,IJ,ynil), BKo4yas
nepe4yeHb nporpaMmMHOro obecneyeHns u MH(POPMaLIMOHHbIX CNPaBOYHbIX CUCTEM

Hanpasnenue nogrotosku: 13.03.02 - SneKTpOSHEPreTMKa U SNEKTPOTEXHUKA
Mpogounb NOAroTOBKW: DnekTpocHabxeHne

KBanudomkauus BeinyckHuka: bakanasp

dopma 0byyeHus: 3a04Hoe

SA3bik 0by4eHuns: pycckuia

oo Havana obyyeHns no obpasoBatenbHoi nporpamMme: 2016

OcBoeHne oucuUnnInHbI (MO,EI,yl'IFI) npegnonaraet ncnosib3oBaHme cnenytowero nporpamMmHoOro obecrneyeHus 1
MHJPOpMaLMOHHO-CNPAaBOYHbIX CUCTEM:

OnepauunoHHas cuctema Microsoft Windows 7 MpodbeccuoranbHas unm Windows XP (Volume License)

MakeT odpucHoro nporpammHoro obecneverus Microsoft Office 365 nnu Microsoft Office Professional plus 2010
Bpayaep Mozilla Firefox

Bpaysep Google Chrome

Adobe Reader XI unn Adobe Acrobat Reader DC

Kaspersky Endpoint Security ang Windows

YyebHo-MeToAMYeCKas nutepatypa ons JaHHOW AUCLMMNANHBI UIMEETCS B HANMYMK B SNIEKTPOHHO-OMBNMOTEUHOI cucTeme
"ZNANIUM.COM", nocTyn K KoTopoii npenoctaeneH obyyatowmmes. I6C "ZNANIUM.COM" coaepXuT npon3BeneHns
KPYMHENWMX POCCUNCKUX YHEHbIX, PyKOBOAUTENEN rocy0apCTBEHHbIX OpraHoB, npenogaearenein segyLmx By30B CTPaHbl,
BbICOKOKBaNMULIMPOBAHHbLIX CMELMANNCTOB B pa3nnyHblx cdoepax busHeca. doHn 6ubnmotekn cpopMmnpoBaH C y4eToMm
BCEX M3MEHEHUA 06pa30oBaTeNbHbIX CTaHAAPTOB 1 BKNKOHYAET y4ebHMKN, y4ebHble nocobus, yuebHO-MeToanYeCcKme
KOMIekchbl, MOHOrpadoum, asTopedeparbl, AuccepraLmm, SHUUKIoNeaun, CnoBapu U CNpaBoYHNKN,
3akoHo4arteNbHO-HOPMaTUBHbIE [OKYMEHTbI, CrieumanbHble Nepuognyeckme n3gaHns n ndnaHusl, Boinyckaemble
nspartenbcteamu By30B. B HacTosiwee Bpems S5C ZNANIUM.COM cooTBeTCTBYET BCEM TPeOOBAHMSAM (oeepanbHbIX
rocynapcTBeHHbIX 06pasoBaTtenbHbIX CTaHAapToB Bbicwero obpasosaHust (PrOC BO) HoBOro NokoneHus.

YyebHo-meToamMYeckas nutepatypa s LaHHOW AUCLMNAUHBI UMEETCS B HANNYMU B SNEKTPOHHO-BMBNNOTEYHOR crncTeme
NapatenbcTBa "MaHb" , LOoCTyn K KOTOpOM NpepocTtasneH obyyatowmmes. 96C NapaTtenbcTea "MaHb" BktoyaeT B cebs
SNEKTPOHHbIE BEPCUM KHUT n3patenbcTsa "laHb" 1 opyrux BeLylwmx n3natenscts y4ebHoOM nuTepaTypsbl, a Takxe
SNEKTPOHHbIE BEPCUUN MEPNOANYECKUX U3OaHWUIA NO €CTECTBEHHbIM, TEXHUYECKUM U r'yMaHUTapHbIM Haykam. 9bC
N3paTenbcTea "MaHb" obecneunBaeT fOCTYN K HAYYHOW, y4ebHO NuTepaTtype 1 HayYHbIM NEPUOLNYECKAM U3LAHUSM MO
MakCMMarnbHOMY KONMYECTBY NPOOUNbHbLIX HANPaBReHUi A C COBNOAEHNEM BCEX aBTOPCKUX U CMEXHbIX Mpas.

YyebHo-MeToanyeckas nutepatypa ans GaHHOW ONCUMMNINHBI UIMEETCS B HANNYMK B 3N1EKTPOHHO-6MONNOTEYHO cucTeMe
"KoHcynbTaHT cTyaeHTa", 4OCTYN K KOTOPOW npenoctasneH obyvatowmmes. MHoronpodounbHbIi 06pasoBaTtenbHblii
pecypc "KoHCynbTaHT CTyneHTa" SBNSeTCS 3NeKTPoHHON BrubnunoTtedHoin cuctemoit (36C), npepoctasnsatowel 4ocTyn
yepes ceTb VIHTepHeT K y4ebHoi nnutepaType 1 OONOAHWUTENbHBIM MaTepunanam, NpuobpPeTeHHbIM Ha OCHOBaHWUW NPSIMbIX
[oroBopoB ¢ npaeoobnanatensmu. NMonHOCTbIO COOTBETCTBYET TPeboBaHUSM doeaepasnbHbIX FOCyAapCTBEHHbIX
obpasoBaTtenbHblX CTaHAAPTOB BbicWwero 06pa3oBaHuUst K KOMNNEKTOBaHMIO BMBNNOTEK, B TOM YACNE SNEKTPOHHBIX, B
YyacTn oopMnpoBaHns POHO0B OCHOBHOM 1 AOMONHUTENBHOW NUTEPATypbl.
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