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1. Ieau v 3a1a4M OCBOEHUS TUCHMILINHBI/ MOILYJIS

JocTmkenne S3pIKOBOM M KOMMYHHKATHUBHOM KOMIIETEHIIMH [UIS JaJbHEHIIeH y4deOHOU
NEeSTeNbHOCTH, IS HM3y4eHHUs 3apyOeKHOTO oOmnbiTa B He(TEerazoBoil o0yiacTé, a TaKKe JUIs
OCYIIIECTBJICHUS JICIIOBBIX KOHTAKTOB Ha JIEMEHTAPHOM yYpPOBHE.

3amaun IUCHHUILIMHEL.

(dhopMHUpOBaHKE HABBIKOB M YMEHHI aKTHBHOTO PEUEBOT0 MOBEACHUS B CUTYAIMSIX HHOSI3bIY-
HOTO OOIIEHUS B 3aBUCUMOCTH OT OCOOCHHOCTEH COIMOKYJIBTYPHOTO M MPOPECCHOHAITBHOTO B3aMMO-
JEHCTBHS: OT cTaTyca COOSCETHUKOB U APYruX (HPaKTOPOB, OTHOCSIIUXCS K MParMaTuke peueBoro oo-
IEHNS,

OBJIQJICHUE TPAMMATHUUYECKUMU SIBJICHUSIMA M CHUHTAKCUYECKUMHU KOHCTPYKIUSIMH, TUITUY-
HBIMH TSI SI3bIKA OOIICHUS,

oBJIaJieHHe (popMaMH U JIEKCUKON peYeBOro STUKETA;

3HaKOMCTBO C OCHOBaMH NMPO(eCcCHOHAIBHOTO S3bIKa B HeTEra3oBoi cdepe;
(dbopMUpOBaHNE YMEHUIN U HaBBIKOB UTEHUSI TEKCTOB 10 He(pTEera3oBoil TEeMAaTUKE B OPUTH-

Haje.
2. Mecto aucunnyimibl B ctpykrype OIIOII BO

JucuunimHa OTHOCHUTCS K  JUCHUIUIMHAM — 00s3aTelbHOU y4eOHOro
Heo0xoquMbpIMH YCITOBUSIMU JIJTSE OCBOSHUS TUCIIATIIMHBI SBIISIOTCS:

3HAaHHE SI3BIKOBOTO MarepHana: (OHETUYECKUH, JIEKCUYECKUH, TpaMMaTUYeCKUid Ha YpOBHE
0011e00pa3oBaTeIbHON IIKOJIBI, 3HAHWE HAIMOHAIBHO-KYJIBTYPHBIX OCOOCHHOCTEH pEYeBOr0 U
HEpEYEeBOro MOBEICHUS B CBOEH CTPAHE U CTPAHAX U3y4aeMOr0O SA3bIKa;

YMEHHS, XApAKTEPU3YIOIINE YPOBEHb IMPAKTUYECKOrO BJIAJAEHUS MHOCTPAHHBIM S3BIKOM KaK
CpeICTBOM OOWIEHHWsI B paMKaX MporpamMmbl 00IIe00pa3oBaTENbHON IIKOJNBI (peueBble U
KOMMYHHMKATUBHBIE);

BJIaJICHUE KOMMYHUKATUBHBIMU HaBbIKAMHU B YETHIPEX OCHOBHBIX BUJAX PEUEBOM AEATEIBHOCTH
(roBOpeHNH, ayJUPOBAaHUHU, YTCHUH, MHUCHME), COIMOKYJIBTYPHBIE HABBIKH, Y4€OHO-TIO3HABATEIHHBIE
HaBBIKM B paMKaX MPOrpaMMbl 00111e00pa30BaTEIbHOMN KO

Conepkanue AUCIUIUIMHBI CITY>KUT OCHOBOW JUIsl OCBOCHHS JUCHUIUIMHBI «TexXHUYeCKui
WHOCTPAHHBIN A3BIKY.

4qaCTu I1JIaHa.

3. Pe3yabTarhl 00y4eHHs MO JUCHUTLIMHE/ MOTYJTIO

[Iporiecc u3ydeHust TUCIMUILIMHBI HAMIpaBjieH Ha (POPMUPOBAHUE CICAYIONIUX KOMITETEHIIUMN:

Ta0mwuma 3.1

Kon v HanmeHoBaHue
WH/INKATOpa JOCTHKEHHUS
komnetrennuu (MIK)
YK-4.2. HemoHcTpupyet
yMeHUe BECTH oOMeH

Kon n naumeHnoBanue pe3ynpTaTa 00ydeHus Mo
JHCIUILTHHE (MOIYITIO)

Kon 1 HameHoBauue
KOMIIETEHIINHA

VK-4. Cnocoben
OCYIIECTBISATh  JICNIOBYIO

3HaTh: 3/ KOMMYHUKATUBHO-TIPUEMIIEMbIE CTUIIU
JIEIIOBOTO OOIIEeHMs, BepOaIbHbIe 1 HeBepOaIbHbIE

KOMMYHHKAIIMIO B YCTHOM
U MUCbMEHHOH (opMax Ha

rOCy/JapCTBEHHOM  SI3bIKE
Poccuiickoit ®enepanuu u
WHOCTPaHHOM(BIX)
sI3bIKE(aX)

nenoBolt  mHpoOpManmed B
YCTHOM U NHUCBMEHHOH
¢dopmax He MeHee 4YeM Ha
OJTHOM UHOCTPAHHOM SI3BbIKE

CpEICTBa B3aNMOJCHCTBUS C MApTHEPAMHU

YMetb: VI YMeTh paznudarh CTUIHU JIETTOBOTO
oOmeHwst, BepOanbHBIE U HEBEpOAIbHEIE CPEJICTBA
B3aMMOJCHCTBHUS C ITApTHEPAMHU

Brnaners: B1 HaBBIKOM BHIOMpATh U HCIIONB30BAThH
KOMMYHUKAaTHBHO-TIPUEMJIIEMBIE CTHIIN JIEIOBOTO
oOmeHwst, BepOaibHBIE U HEBEPOAIBHEIE CPEJICTBA
B3aMMOJCHCTBHUS C ITApTHEPAMHU

4. O0beM AUCHUILINHBI/MOTYJIA




OOmuii 00beM TUCHUIIINHBI COCTABIIAET 6 3a4eTHBIX enuHuIl, 216 Jacos.

Tabnuma 4.1.
AynuTOpHBIC 3aHATHUS/KOHTAKTHAS dopma
Kypc/ CamocTosiTe
®dopma pabora, yac. KonTtpons, IIPOMEKYTOU
cemec JbHAS .
o0y4eHus Jlexn | Ilpaktuueck | JlaGopatopn 4ac. HOU
Tp paborta, yac.
un W€ 3aHATU | Bl 3aHATUS aTTecTaluu
1/1 52 - 56 - 3auer
Ounas
172 52 - 20 36 DK3aMeH

5. CTpyKTypa M cojep:KaHue TUCIHIIMHBI/MOTYJIA
5.1. CTpyKkTypa TUCHHUTLIHHBI/ MOTYIIS

ouHas ¢opma odyuenus (OPO)

Tabmuma 5.1.1

AynuTtopHble
CTpyKTypa AMCUUTUIMHBI 3AHSTHS, vac.
No Ho CPC, Beer Kon OneHouHbIE
wn | MP gac o UK cpencTBa
pa3- | HanmMenoBanwue pasnena Ip. | JIa6. ’ yac.
Jie
a
1 1 BB?I[HO-KOppCKTI/IpOBO‘-I- 22 - 18 40 Tect Nel,
HBIHA Kypc 3amanus 1-10
| Study at Industrial Uni- - 3amanns
2. 2 versity of Tyumen 18 19 37 YK-4.2 11-20
3 . - 3amaHus
3. Petroleum Engineer 12 19 31 91-98
4 auer ) ) ) ) Bonpocs k
3a4eTy
5. HToro 3a 1 cemecTp: 52 - 56 108
Business Etiquette - 3ananus
6. 4 Job Hunting 22 > 31 29-34
7 5 Business Correspondence 18 - 5 28 3ananus
35-37
English-Speaking Coun- - YK-4.2 3ananus
8 6 tries: Culture and Tradi- 12 10 99 38-39
tions
9. Ok3aMeH (KOHTPOJIb) - - 36 36 Bompocer k
9K3aMEHY
10. Hroro 3a 2 cemecTp: 52 - 20+36 108
HToro: 104 - 112 216

5.2. Conepanuie AUCUUILUIMHBI MOJTYJIS.

5.2.1. Copeprkanue pa3eioB JUCHUIUITMHBI/MOAYIS (AUIaKTUYECKHE €AUHHULIBI).

Pazgen 1. BBoAHO-KOPPEKTHPOBOYHBIH Kypc

Jlexcuka. O61meynoTpeOuTeNbHas.

I'pammamuxa. O630p MpaBUJI YTEHUS W MPOU3HOIICHHE AHTIWHUCKUX TJACHBIX B 4-X THMax
cinoroB. OCOOCHHOCTH MPOU3ZHOIICHHS OTIENbHBIX AHTIUHCKUX TJIACHBIX M COTJIACHBIX 3BYKOB.
NudopManinoHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHU IS PEIICHUS KOMMYHHKATUBHBIX 3aJad Ha
WHOCTPAHHOM SI3BbIKE, OCHOBBI pa0OTHI CO CIIOBApEM, C IJIEKTPOHHBIMH PECYPCAMH.



Crpspkenue riaaroios to be, to have Bo Bpemenax rpymms Indefinite 8 Tpex dopmax. TTopsmox
CJIOB B aHTJMiickoM nipemioxkeHnn. O6opot there be. Hucnurensusie. Paboma ¢ mexcmamu. Text «At
the Lecture on Geometry». «Measurements», «Measuring Temperature».

Pasznen 2. | Study at Industrial University of Tyumen

Jlexcuxa. TIpoeccnoHabHO-OPHEHTUPOBAHHAS, O0IIICYIOTPEOUTEIHHAS.

Paboma ¢ mexcmamu. Text «I Study at Industrial University of Tyumeny.

I'pammamuxa. MectouMeHue (JIMYHBIE, NMPUTSKATEIbHbIE, YKa3aTeJIbHbIE, BOIIPOCUTEIbHBIC,
BO3BpatHbIe). HeonpeneneHHple MecToMMeHUs U UX npousBoaHble. CymectButenbHoe. Kareropumn
pona, yucia, Manexa, apTUKiIH. OnpenenuTeNd CyIIeCTBUTEIbHOro. CyIIECTBUTEIBHOE B POJIU
ompeneneHus. MHOro3Ha4HOCTh  OKOHYaHHMS  «S». [lpumaratensHoe. CTemeHH  CpaBHEHUS
npuaaraTeabHbIX U Hapeunid. OcoOEHHOCTH TepeBoia KOHCTPYKIMIA as...as, not so...as, as well...as,
the more... the less, the sooner...the better. beznuunsie npennoxenus. [lpeanorn mecra, HanpaBIeHUSA
u BpeMeHu. [Ipeayiorn B poiu majie’KHbIX OKOHYAHHIA.

Vemnuas peus. Mononorndeckoe BbickasbiBanue mo teme “l Study at Industrial University of
Tyumen”.

Pasnen 3. Petroleum Engineer

Jlexcuxa. TIpoeccnoHaIbHO-OPUEHTUPOBAHHAS, O0IIICYTOTPEOUTEILHAS.

Paboma ¢ mexcmamu. Text «Petroleum Engineer». «From the History of Petroleump.
I'pammamuxa. OGpa3zoBaHue U ynoTpeOJICHHE BPEMEH aHTIIUHCKOTO riaroJia.
Yemnuas peus. PedeprpoBanue TEKCTa 10 CHICIUATBHOCTH.

Pasnen 4. Business Etiquette. Job Hunting

Jlexcuxa. O0meynoTpeOnTeNbHas, JISTIOBOTO OOIICHNSI.

Paboma ¢ mexcmamu. «Greetings and introductions», «At the Customsy, «Types of Resumey,
«Resume Strategiesy.

I'pavmamura. CTpagaTebHbIN 3aJ10T.

Yemuaa peus. @opmbl oOpamenus. [IpusercrBus. [lpencraBnenne. 3nakomctBo. [Ipormanue.
bnarogapaocts. [IpaBuna stukera. PeueBsie kiuiie, HEOOXOAUMBIE JIJIsI OCYIIECTBICHUS] KOMMYHUKAIIUH
OOIIEro U JIIOBOTO XapaKkTepa; 0COOCHHOCTH BepOaTbHOM 1 HEBEPOATbHON KOMMYHHUKAITUH B 3aBUCUMOCTH
OT COIMOKYJBTYPHOTO KOHTEKCTa oOmieHHsa. TenedoHHBIH pa3roBOp C KOMIIAHHMEW, 3aKa3 MecTa B
TOCTUHHUIIE, TOKYIKa Ousera Ha camoneT). [IpulbiTre B cTpany (TaMO>KEHHBIN U TaCIIOPTHBINA KOHTPOJIb,
B a’poOMoOpTy, Ha BOK3ajie, pacnucaHue). B roctuHume. beiT U cepBUC (TOCTHHHYHBIA CEpBHC,
perucTpanysi B TOCTHHHIIE. YCTpoWcTBO Ha paboty. IlpaBuna npu cobecenoBaHnM Ha TpUeMe Ha
paborty.

ITucvmennas peus. 3arioTHEHUE PETUCTPAIIMOHHBIX OJAHKOB, BBHE3JHON KapThl, TOCTHHUYHBIX
6nankoB). CocTaBlieHHE U 3aMOJTHEHNE TOKYMEHTOB JJIsl YCTPOMCTBAa B HE(DTAHYIO KOMIIAHHUIO: aHKETa,
COINPOBOJUTENILHOE MMUCHMO, PE3IOME.

Pasnen 5. Business Correspondence

Jlexcuxa. O6meynorpeduTenbHas, NpohecCHOHATbHO-OPUEHTHPOBaHHAs], IEIOBOTO OOIIECHHSI.

Paboma ¢ mexcmamu. «Business Letter Parts», « Types of Business Letters». 3akonoMepHOCTH,
CTPYKTypa, TpaBuia MU TpeOoBaHHA K OQOPMIIEHHIO JEJIOBOrO IMUCbMA, OCOOCHHOCTH CTHUJIMCTUKU
o(UIATbHBIX U HEOPHUIIUAIBHBIX THCEM.

I pammamuxka. CorinacoBaHue BpeMEH.

Tlucomennas peusb. CTpyKTypa ¥ BUZIBI I€JIOBBIX IMHCEM.

Pa3nen 6. English-Speaking Countries: Culture and Traditions

Jlexcuxa. O01EynoTpeOnTeNbHAS, COLIMOKYIIBTYPHAS.

Paboma ¢ mexcmamu. Bemukobpuranus, CILIA, Kanana.

I pammamuxa. 1IpsMast 1 KOCBEHHas1 peyb.

Yemuas peus. KynbTypa v Tpaauimy cTpaH nu3ydaemMoro si3bika: Benukoopuranus, CIIA, Kanana.



5.2.2. Coneprkanue QUCIUTLINHBI 110 BUIAM YI€OHBIX 3aHSATHI.

HCKHI/IOHHHG 3aHATHA HE IPEAYCMOTPECHEBI yLIe6HBIM IIJIaHOM

IIpakTnyeckune 3aHATHS

Tabmuma 5.2.1

Ne Howmep O0BeM, Jac.
n/m pasnena
IUCLU- Od0 Tema npakTUYECKOr0 3aHATHUS
TIJIMHBI
1 cemecTp
1. 1 22 BBoIHO-KOpPEKTHPOBOYHBIN KypC
2. 2 18 | Study at Industrial University of Tyumen
3. 3 12 Petroleum Engineer
2 cemecTp
4 4 22 Business Etiquette
' Job Hunting
5. 5 18 Business Correspondence
6. 6 12 English-Speaking Countries: Culture and Traditions
Hroro: 104
JlaGopaTtopHbie padoThI

JlaboparopHbie pabOThl YICOHBIM IIJIAHOM HE MPEAYCMOTPEHBI

CamocrosiTeabHast paGOTa CTyACHTA

Tabmuua 5.2.2

Homep
paszena
JUCIIM-

TUIMHBI

OO0neMm,
Jac.

(010]0)

Tewma pazgena

Bun CPC

1 cemecTp

18

BBoaHO-KOppeKTHPOBOU-
HBIH KypC

[ToaroroBka K MpakTUYECKUM 3aHATHUSIM, TECT,
BBIIIOJIHEHUE THMCbMEHHBIX 3a/laHUM, IEPEeBOJ
TEKCTa

19

| Study at Industrial Uni-
versity of Tyumen

HO,I[FOTOBKa K IPAKTUYICCKUM 3aHATUAM, BBIIIOJI-
HCHHUC TIMCBMCHHBIX 3a)1aH1/1171, COCTaBJICHUC
rjioccapus, nNoAroToOBKa MOHOJIOTHYCCKOI'O0 BbI-
CKa3bIBaHUA

19

Petroleum Engineer

IlonroroBka K MPaKTUYECKUM 3aHATHSM, BBIIOI-
HEHHE JIEKCUYECKHUX YNPaXHEHUH, COCTaBIIEHUE
rJI0CCapHsl, 3ay9MBaHNUE HOBOH JIGKCHKH, COCTaB-
neHne pedepupoBaHHs TEKCTA MO CIEHUaIbHO-
CTH, TIEPEBOJ] TEKCTa, 3ayYNBaHNE TaOIUIBI He-
MPaBWJIBHBIX TJIarojioB. BrImomHeHWe 3amaHui
13 KOHTPOJILHOW pabOThI

56

2 cemectp

Business Etiquette
Job Hunting

IToaroToBka K MpPaKTHYECKUM 3aHATHIM, CO-
CTaBJICHUE JUAJOrOB W 3ayYMBAaHUE HAU3YCTbh,
BBITIOJIHEHUE MUCHMEHHBIX 33JlaHUl, COCTaBlie-
HHE TII0CCAPHs, 3ayINBaHNE HOBOH JIEKCHUKH, TIe-
pEBOJ TEKCTa




ITepeBoa TekcTa, coCTaBICHUE IIIOCCAPHS U 3a-
YYMBaHHUE JIEKCUKU HAaW3yCTh, COCTaBIICHUE Jie-
JIOBBIX ITMICEM, BBIIIOJTHCHUE MHUCHhbMECHHBIX 3a/1a-
HUMN

CocraBneHue  JUAJIOTOB U 3ayYMBaHHE
Hau3yCTh, COCTABJICHHE IVIOCCApPHUS U 3ay4HBa-

Business Correspond-
2 5 5 ence

English-Speaking Coun-

3 6 10 tries: Culture and Tradi-
tiOﬂS HHUC JICKCUKU HaU3YyCThb. HepeBOI{ TexkcTa. BbI-
TOJIHEHUE 3a/IaHUH M3 KOHTPOJIHHON pabOThI.
20
KOHTPOJIb 36
Hroro: 112

5.2.3. [IlpenomaBanue OUCHUIUIMHBI BEAETCS C MPUMEHEHHEM CICIYIOIIUX  BHJIOB
00pa3oBaTEeIbHBIX TEXHOJIOTUI: KOMMYHUKATUBHASI TEXHOJIOTUSI OOYYCHHUS, PEUTHHIOBAsE TEXHOJIOTHUS
OLICHUBAaHHUS OOYy4YeHHs, HHPOPMAIMOHHO-KOMMYHUKAIIMOHHAs ~ O0pa3oBareibHas TEXHOJIOTHS
oOy4eHwUS.

6. TemaTHKa KypcOBBIX padOT/IPOEKTOB
VY4eOHBIM IJIaHOM BBIIIOJIHEHUE KYPCOBBIX paboT HE MPEAyCMOTPEHO

7. KoHTpoJibHbIE padoThI
Y4eOHBIM IJIAHOM BBINOJIHEHHE KOHTPOJIBHBIX Pa0oT He NPeayCMOTPEHO.

8. OueHka pe3yJibTATOB OCBOCHHSI TUCIUIJIHHBI/MOYJIs

8.1. Kpurepuu oneHuBaHUS CTENEHHM IIOJIHOTHl M KauecTBAa OCBOEHHUS KOMIIETEHIMI B
COOTBETCTBHUHM C IUNIAHUPYEMBIMU pe3yiibTaTaMH 00yueHus rnpuBeeHs! B [Ipunoxenun 1.

8.2. PeliTuHroBas cucreMa OLIEHUBAHUS CTEIIEHU MOJHOTHI M Ka4eCTBAa OCBOCHUS KOMITETEHIUI
oOyyaromuxcs oyHOU (opMbl 00yUeHHUs IpeAcTaBieHa B Tabnuue 8.1.

Tabnwmna 8.1
Ne /it | Buel MeponpuaTuii B paMKax TEKyIIero KOHTPOJIs | KonnuecTtBo 6amios
1 texymas arrectarus (1 cemecTp)

1 Tect Nel 0-4
Saganus 1-6 0-9
3aganue 7 0-3

2 3aganue 8 0-3
3amanue 9 0-3
3aganue 10 0-8

HUTOI'O 3a nepByI0 TEKYILYIO ATTECTAIHIO 0-30
2 TeKyIas aTTecTaIus
3anmanue 11-17 0-10

1 3amanwue 18. 0-5
3aganue 19 0-5
3aganue 20 0-10

HNTOI'O 32 BTOPYI0 TEKYIIYIO ATTECTALMIO 0-30

3 TekyIas aTTecTarus
3aganne 21 0-10
3aganue 22 0-2
3amanme 23 0-3

1 3amanne 24 0-2
3aganune 25 0-3
3amanne 26 0-3
3amanme 27 0-10
3aganue 28 0-7




HNTOTI'O 3a TpeThI0 TEKYIIYIO ATTECTAIUIO 0-40
BCEI'O: 0-100
1 Texymas arrectarus (2 cemecTp)
3ananue 29 0-15
3amanue 30 0-2
1 3ananwue 31 0-2
3ananwue 32 0-3
3amanue 33 0-1
3ananue 34 0-7
HUTOI'O 3a nepByI0 TEKYIIYIO ATTECTAIHIO 0-30
2 TeKyIIasi aTTecTanus
3ananue 35 0-10
1 3ananue 36 0-10
3ananue 37 0-10
HUTOI'O 3a BTOPYIO TEKYIIYI0 ATTECTAINI0 0-30
3 TeKyIas aTTecTalus
1 3ananue 38 0-20
3ananue 39 0-20
HTOI'O 3a TpeThI0 TEKYIIYIO ATTECTAIUIO 0-40
BCEI'O: 0-100

9. YueOHO-MeTOAMYECKOE U HH(POPMALIMOHHOE 00ecnedeHne TUCIIUTITHHBI/ MOTYJIs

9.1. [lepeuenp pekOMEHAYEMOM TUTepaTypshl pencTasieH B [Ipunoxenun 2.

9.2. CoBpemenHble TpodeccHOHANBbHBIE 0a3bl JAHHBIX M MH(QOPMAIMOHHBIE CIPaBOYHEIE CHCTEMBI:

- DeKTpOoHHBIH KaTanor/DnekTponHas oudnuoreka TUY http://webirbis.tsogu.ru/

- Hudporoii obpazoBaTenbHblil pecypc — 6ubnuoreynas cucrema IPR SMART —

https://www.iprbookshop.ru/

- DnekTpoHHO-0uOIHoTeuHas cucteMa «KoHcynbranT cryaeHTa» Www.studentlibrary.ru

- DnekTpoHHO-0MOMMoTeuHas cucrema «Jlanby https://e.lanbook.com

- O6pasoBarensHas miardopma FOPAUT www.urait.ru

- Hayunas snextponnas 6udinoreka ELIBRARY.RU http://www.elibrary.ru

- HatimonaneHas snextponHas 6ubnuorexa (HOb)

- bubnuorexku HedTaHBIX By30B Poccun:

- DnexTpoHHas HedreraszoBas 6udbnnorexa PI'Y Hedtr u raza um. I'yokuna http://elib.gubkin.ru/,

- DnexTpoHHas 6ubaMoTeKa Y PUMCKOTO rocyAapCTBEHHOr0 HE(YTSIHOIO TEXHUYECKOTO YHUBEp-
curetahttp://bibl.rusoil.net/,

- bubnnoTeuyHO-MHPOPMAIMOHHBI KOMIUIEKC YXTHHCKOTO TOCYAAPCTBEHHOTO TEXHUYECKOTO
yuuBepcutera YI'TVY http:/lib.ugtu.net/books

- DNIeKTpOHHAs CIIPAaBOYHAsI CUCTEMa HOPMAaTHBHO-TEXHIUUECKOW JOKYMEHTAINH « T eXHOpMaTHB»

9.3 JIMueH3noHHOE U CBOOOJHO PacHpOCTpaHseMoe MpOorpaMMHOE oOeclieueHue, B T.4.0Tede-
CTBEHHOTO ITPOU3BO/ICTBA:

1. Microsoft Office Professional Plus;

2. Microsoft Windows.

10. MaTepuajbHO-TEXHHYECKOE 00ecnedeHue TN CIUIITUHBI/ MOTYJIst

[ToMemieHnust A NMPOBEAEHUS BCEX BUIOB PalOThI, MPETyCMOTPEHHBIX YYEOHBIM IIJIAHOM,
YKOMIUIEKTOBaHbI HEOOXOIMMBIM 000PYJOBaHUEM U TEXHUUYECKUMU CPECTBAMHU 00yUYESHHUSI.
Ta6muua 10.1
ObecneyeHHOCTh MaTepuaibHO-TEXHUYECKUX ycnoBui peanuzanuu OI1OIT BO

Ne HanmenoBanme yue0- HanmenoBanme moMenieHuit Ij1s IpoBe- Anpec (MeCTOTIONIOKEHHE) TI0-
n/n HBIX NIPEIMETOB, Kyp- JICHHSI BCEX BHJIOB YUEOHOM JCSATEIBHO- MEILEHUH 1J14 POBEJIEHUS BCEX
COB, JUCIHILIVH, TIPaK- CTH, TIPElyCMOTPEHHOW y4eOHBIM IL1a- BUJIOB Y4eOHOU JESITEIHHOCTH,

THUKH, UHBIX BHJIOB MPelyCMOTPEHHOUW YIeOHBIM




y4eOHOM JeITeIbHOCTH,
NPEyCMOTPEHHBIX

Y4eOHBIM TTAHOM 00pa-
30BaTENIbHOM MpO-

HOM, B TOM YHCJIC TIOMEIICHUS JIJIS CaMO-
CTOSITENTLHOMN paboThI, C YKa3aHHUEM I1e-
pEUHs] OCHOBHOTO 000PYIOBaHUS,
y4eOHO- HATJISTHBIX TIOCOOU

IJTaHOM (B CIydae pean3aliuu
00pazoBaTeNLHOM MPOTPaMMBI B
ceTeBoii (hopMe TOTIOTHUTEIIHHO
YKa3bIBaCTCSI HANMEHOBAHUE OP-

VYuebHast ayAuTOpHs 1151
MPOBEICHHS 3aHATHI CEMUHAPCKOTO THIIA
(mpakTUYecKue 3aHATHS ); TPYIIOBBIX U
WHINBUIYTbHBIX KOHCYIBTAIIUH;
TEKYIIero KOHTPOJIS U MPOMEIKYTOUHOH
arrectanui. OCHAIIEHHOCTh: Y4eOHast
Me0eIIb: CTOJIBI, CTYJIbS, JIOCKa
aymutopHas. Ilpoektop — 1 mmir, 3xpan — 1
IIT, KOMITBIOTEp — | 1T, aKycTHYECKas
cuctema — 1 T, JOKaJIbHAS U
KOPIIOpaTHBHAS CETh, MarHuTO(oH — 1
TIT.

Crenp — 3 wr. (Tabiuna
HEMPaBUIIbHBIX IJIAr0JIOB B aHTJIHHCKOM
sSI3bIKE, MEXKIyHApOIHAs KapTa, BpeMeHa

AHTJIMICKOTO TJIaroJa).

rpaMMBbl raHy3aluy, ¢ KOTOPOH 3aKiIto-
YeH JOTOBOP)
1 MHoCTpaHHBIH A3bIK IIpakTrueckue 3aHTUS: 628400, XanTel-Mancuiickuit

aBTOHOMHBIN OKpyr-FOrpa, T.
Cypryt, yi1. DHTy3HacToB, 1. 38.
Aynm Ned(02

11. Meroanyeckue ykazanus no opranuzanuu CPC

11.1. MeTtoanueckue YKa3aHus 110 TOATOTOBKE K IIPAKTHUYCCKUM 3aHATHAM.

[lpakTHyeckue 3aHATHS — TJAaBHOE 3BEHO JMJAKTHYECKOTO IHMKJIA OOy4YCHHs. YUHTHIBAs
cneun(uky AUCUUIUIMHBI «MHOCTpaHHBI $A3BIK» B TEXHUYECKOM BY3€, MPAKTHUUYECKHE 3aHATHS
SIBJIIOTCSI €TUHCTBEHHO BO3MOXKHON M HEOOX0AMMOM (popMoii paboThl. Llenb npakTuyeckux 3aHATUN —
(dbopMHUpOBaHUE y CTYJEHTOB OPHUEHTUPOBOYHON OCHOBBI JJISi TOCIEIYIOLIEr0 YCBOCHHUS MarepHaia
METOJIOM CaMOCTOSITENIbHOM paboThl. [l TOoro, yToOBl 10OUTHCA ycexa B U3y4Y€HUU MHOCTPAHHOIO
A3bIKa, HEOOXOIUMO 3aHUMAThCS S3bIKOM CHCTEMAaTH4eCKU. D((HEeKTUBHOCTh NPAKTUUECKUX 3aHATUH B
3HAQYUTEJIbHOM CTENEHHU OIPENEISIeTCS] CUCTEMATHYECKOMY M IIPABHWIIBHOMY BBIIIOJIHEHUIO BCEX
METOJIMYECKUX YKA3aHNUN U pEKOMEHIANN ITpenoaaBaTes.




Business Letters

1. Business Letters and their Structure

Lead-in

Do you write business letters? Can vou write business letters properly? What
purposes do business letters serve?

Vocabulary

Task 1. Read and leam the words given below.

Purpose

OEIE

Sender

OTOPAEHTENR

Beceiverrecipient/addressee

ATPEeCAT, DONTYIaTEIb

Subject OpeIMEeT, TEMA

Aundience OeNeEAT AVIHTOPHA

Organization OpTaHA3AIHA, CTPYETYPaE

Order 33Ea3, jEHAHCOBOE TpeCOBAHAE

Eequirement TpeboBaHnE

Vagneness HEONpeJeleHHOCTE

Ambiguity OEYCMEICISHHOCTE, JEOHCTEEHHOCTE

Platitude CAHATEHOCTE

Letterhead IANEA Ha dHEpMerEEoM OIaHES

Heading IIANEA DECBMA; 3ATTABHE, 3ATON0EOE, PYODHEA
File number PETHCTPAOHOHHEEIN HOMED

Confidential EOHPHISEIHATSHED, TaCTHEI

Inside address agpec OOTYIATENH

Salutation obpamenne; dopMa IPAEETCTEES

Subject line TeMA MHCEMA (oOLNHS NEYAMASMcs omAaTsHol CpPo-

Kol nod phapwnoil copatjenus)

Body of the letter

OCHOBHAR TalTE MACEMA

Complimentary close

FAEITHOTHTETRHAT Iil':}]_]!\-['n.’.'.[ﬂ. BERIHEOCTH, OP-OMTAHEA

Signature

NOOMHCE

To sign NOIMHACKEEATE

Added information JobaBoUHAR, JONOIHATEIbHAT HEDOpPMAITHT

Postscript OOCTCEPHITYM

Format dopuat, dopMATEEEE DAPAMETPH: CIPVETYpA

Memo VEEJOMISHHES, DAMATEA; CIYEeOHAL J0RIANHAR SAIEHC-
KA

Letter of Enquiry 3ampoc

Promaotional letter

PEETAMHEDE MHCEMO

Personal business letters

AEST0ERIE MHCEMA THIHOTD XapakTepa

Condolence

Cco0OIe3HOBAHHES

Customer

NOEYIATENR, ]ID‘TPE'E)HTEII:-

Media letters

OHCEMA, OTOPARISEMEIS B CPEICTEA MAacCOEOH HEGOp-
MADHHE ¢ O&I5H IPHETETE BHEMARAS K MHPOECH 00-
MECTECHHOCTH JEATENBHOCTH QHpMEL

Postcard

OOTTOEAL EAPTOTUEA, OTEPRITEA

Letter layout

ILTAH IMHCEMA

Correspondence

KOppeCIOHOEHITHA, MEPpETTHCEA




Shipment

TOTPY3EA; OTHPABEA, IOCTABEA (MOSAPOE); TPY3, map-

THA TOBApA

Supplier TIOCTABITHE

Fequest npockDa; TpeCOoBAHNAE HE KaOMEZoPUYHOE, (SEX¥CTNG0E)

The bread and butter of the letter | anedia B oMeTa (ocHosa; mo, 687 4&20 NUCEMS HE GV-
den oMmesuame oNpedaTeHHEIM KPUMEPLEAM)

Bequired oDA3ATETBHEE

Optional HeobmaTemsmnii (Haxasmamusnsil)

Conversational PAITOBOPHEIH (0 cMLIE MUCEMA)

Clanty ACHOCTE

Concise EPATEHH (06 00baMe NuceMa)

To get/receive a letter

IOIVTHTE MHCEMD

To register/certify a letter

33PETHCTPHPOEATD MHCEMO

To mail'send forward/post a let-
fer

OTOPABHTE, DOCIATE DACEMO

To take (down)/transcribe a letter

3AMHCATE MACEMO (Nod durmosky)

To type a letter

HANDEYATATE IMHCEMO

To deliver a letter

AOCTAEHTE MHCBMOD

To come to hand

OEITE OOCTABTEHHEIM, INTYISHHEIM |0 HHCEME)

To communicate information

COCOMATE HEGOpMATTHID

To hire

HAHAMATE

To request

FANPAMTABATE

To be cost-effective

OBITE peHTADEIBHEIM

To assume

JOIMVCEATE, ODHIHAEATE

To alienate OTIATATE, OTTATKHBATE
To proofread HCOPAEIATE, KOPPeKTHPOBATE
To strive DIPETATATE YCHIIHA, O0CHBATECA

To be concerned fwith)

03aD0THTECA (WeM-Tubo )

Task 2. Match the English words with the Russian equivalents.

1) ancnymous letter

a} VECIOOMIICHHE, HIBCIIEHHE, ABHI0

2) open letter

b) arEpeIHTHE

3) dead letter

IZ:I AHOHAMHOS DHCBMMOD

4) detailed letter

d) macemo, He BoCTpeboBARHOE ATpECATOM
HUTH HE JOCTABIEHHOS My

5) brnef letter ) IRCEMO-Co00Ie3HoBAHE
6) letter of congramlation f) opEIHATEROS MHCEMO
T) official letter £) Do3TpARHTENEHOS MHCEMO

8) letter of condolence

b} cTaEmapTHOS DHCEMO, DHPEYIID

9) personal letter

1) AHOHAMEOE DOCTIAHHE

10) rambling letter

1) OTEpEITOE DHCEMO (B Ta3eTe)

11) chain letter

k) rapaETHAROS OHCEMO

12) registered letter

I} THpeKTHEHOS DHCBMO

13) certified letter

i) l'ﬂpﬂ.'E[TﬂﬁHDE OHCEMO, JOEYMEHT O CHA-
THH MRTEPHNEEDE OTESTCTBEHHOCTH

14} covering letter

1} MHCEMO CO CHENHANBHOH JOCTABKOH

15) special-delivery letter

l:l] COMpPOBOIHTEIRHOE MACEMO




16) letter of indenmnity F) 3aEA3HOE MACEMO
17} letter of instruction ) TeNHOS DHCEMO | «IHCBMO CIACTREH)
13} letter of guarantes 1) beccEE3HOE DHCEMOD
19) letter of credit 5) DHECEMO IHTHOTO XapaETepa
20) letter of advice t) nogpobEOe DHCEMO
21) form letter U} EOPOTEOGS MHCEMO
Reading

Task 1. Read the text and make your summary of some tips for wniting good
business letters. Share the ideas with the partner(s).

Business writing is different

Writing for a business audience is usually quite different than writing in
the humanities, social sciences, or other acadenuc disciplines. Business wnting
strives to be cnisp and bnef rather than evocative or creative; 1t stresses specifici-
ty and accuracy. This distinction does not make business writing superior or in-
ferior to other styles. Rather. 1t reflects the unique purpose and considerations
mvolved when writing in a business context.

When you write a busimness document, you must assume that your audi-
ence has limited time in which to read it and 1s likely to skam. Your readers have
an interest m what you say msofar as 1t affects their working world. They want
to know the “bottom line™: the point you are making about a situation or prob-
lem and how they should respond.

Business writing varies from the conversational style often found in email
messages to the more formal. legalistic style found in contracts. A style between
these two extremes is appropriate for the majority of memos, emails, and letters.
Writing that 15 too formal can alienate readers, and an attempt to be overly casu-
al may come across as msincere or unprofessional In business writing, as i all
writing_ you must know your audience.

In most cases. the business letter will be the first impression that you
make on someone. Though business writing has become less formal over time,
you should still take great care that your letter’s content is clear and that you
have proofread 1t carefully.

Business letters: where to begin

Reread the description of your task (for example, the advertisement of a
job opening, instructions for a proposal submission. or assignment prompt for a
course). Think about your purpose and what requirements are mentioned or im-
plied in the description of the task. List these requirements. This list can serve as
an outhine to govern your writing and help vou stay focused, so try to make 1t
thorough. Next. identify qualifications. attributes, objectives. or answers that
match the requirements you have just listed. Strive to be exact and specific,
avoiding vagueness, ambiguity, and platitudes. If there are mdustry- or field-



specific concepts or terminologies that are relevant to the task at hand, use them
in a manner that will convey your competence and experience. Avoid any lan-
guage that your audience may not understand. Your finished piece of wnting
should indicate how you meet the requirements you've listed and answer any
questions raised in the description or prompt.

It 1s important that business letters should be cost-effective. To make each
business letter cost-effective, the four following areas must be taken into consid-
eration: Subject, Audience, Purpose, and Organization.

Subject — WHAT vou are wrniting about.

Audience — WHO vou are writing for.

Purpose - WHY vou are writing the letter.

Organization — HOW you are going to write the letter.

Task 2. Read the text and speak about the organization and the role of the main
body of business letters.

Organization of a Business Letter

There are many ways to organize a business letter. However, the basic or-
ganization for the body of any business letter follows:

Part 1 of Body: State vour purpose.

Part 2 of Body: Explamn what you want or explam the information you
have.

Part 3 of Body: Request a dated action, conclude or thank the reader for
his response.

Motice that these are parts or sections rather than paragraphs. In some cas-
es, particularly Part 2. the parts may consist of more than one paragraph. Let’s
take a look at each of these parts.

Part I aof the Body

Get night to the pomt 1n the first sentence of the letter. When you read a
novel, yvou expect to have background mformation before the story ever starts.
When vou read a business letter. vou expect to be told immediately what will
happen.

Part 2 of the Body

This 15 the bread and butter of the letter. It explains the information you
are giving, or it explains what you want the recipient to do. It doesn't need to be
elaborated. but it does need to mclude all of the information the recipient needs
or yvou want_ If vou have a lot of information, break it into short paragraphs.

Part 3 af the Body

This, like the first part. 15 usually a short paragraph. Depending on the
purpose of yvour letter. it will do one of three things.

1. Conclude. In an informational letter, this allows you to point out the
most important item or draw all your key points mto one statement.



2. Request action. In letters that require a response, such as collection let-
ters, vou define the action vou want the recipient to take. In this part. you tell the
reader what to do and when to do 1t. Being vague gets vague results. Be specific.

3. Thank the reader. In some letters, this part 15 stmply a thank you for the

recipient’s attention. response or concern.

Task 3.
a) Eead a sample business letter and define its structural elements.

October 15, 2015

Mr James Hilton
General Manager

IME Co Ltd

34 Wood Lane

London

Great Britain WC2 5TP

Dear James
2016 BUSINESS CONFERENCE. 10/11 DECEMBER 2016

I have pleasure in inviting you to attend our special conference to be held at
Sheraton Hotel, London on Thursday/Friday 10/11 December 2016.

This mtensive, practical conference for busmessmen aims to:
- increase vour business productivity
- enable networking with business partners

The semunar 15 power-packed with a distinguished panel of professional speak-
ers who will give expert advice on many useful topics.

If vou would like to jomn us please complete the enclosed registration form and
return it to me before 30 August with vour fee of £50 per person.

I look forward to seeing you again at this exciting conference.
Yours sincerely

John Snuth
Conference Secretary

b) Answer the questions.
1. How many parts does the body of the letter consist of?



2. What 1s the role of each part?
3. Find out the sentences (paragraphs or parts of the body) in which the author of
the letter:

- states his purpose; - requests a dated action;
- explains what he wants to happen; - concludes;
- explains the information he has; - thanks.

4 Read the parts of Busmess Letters.

Business Letter Paris
1. Letterhead or Heading 8. Sulyect Line (optional)
2. Date 9. Body of the Letter
3. File number (optional) 10.Complimentary Close
4. Confidential {optional) 11. Signature
5. Inside Address 12. Added Information(optional)
6. Attention Line (optional) 13. Postscript (optional)
7. Salutation (optional) 14. Mailing Instmuctions (optional)

Letterhead. Most business letters onginating from a firm are wntten on the
firm’s letterhead. If vour firm doesn’t use letterhead, then you need to mnclude
your firm’s address mn the heading.

Date. When vou are using a heading instead of lettethead. place the date on the
first line and the address on the subsequent line as follows:

September 9, 2015
359 Longview Road
Mt Vernon, ILG5676
This should be the date the letter 15 written. Be sure to write out the month and
to include both the date and vear for adequate reference.
File number. On occasion, you may wish to include the file number of the pro-
ject, case or order that the letter refers to. The file number should be physically
separated from the date by two spaces and from the part that follows (Confiden-
t1al or Inside Address) by two spaces.
Confidential. Use this word when the person to whom the letter is addressed 1s
the only one who should read the letter. Physically separate the word from the
rest of the letter by two lines. To assure confidentiality, include the word ‘Con-
fidential” on the envelope.
Inside Address This should include the name of the person you are writing, the
person’s title (if available), the name of the firm and the firm’s address.
Attention Line. This 15 used when vou don’t know the name of the person you
are writing and the letter 1s addressed to the firm For example, the attention line
may say, “Attention: Head of Accounting’. It may also be used when vou know




the name of the person you are writing but are unsure of the title. The attention
line may say, ‘Attention: Customer Service’, thus indicating to the person re-
cerving the letter that the letter also needs to be routed to the customer service
department.

Salutation. The salutation is used in all formats except the Simplified Letter
and the Memo. For the list of examples see 1.2. Useful phrases and vocabulary
for writing business letters. If you are uncertamn about your reader’s gender,
avoid assuming gender i the salutation. Use your reader’s name whenever you
know it. One of the problems vou may run mto 1s writing to a person with a
name that 1s not gender specific; for example. the name Terry. The simplest so-
lution in the salutation is to say. ‘Dear Terry Lucas’. If you are addressing a
group of people in general, such as the shipping department. do not assume they
are all male. The old “Gentlemen:™ 1s not acceptable. “Shipping Agents: (Sales
Managers:, etc.)” 15 preferred.

Subject Line. The subject line 1s most commonly used in the Simplified Letter.
It announces the subject of the letter and provides a summary of your intent.
Body of the Letter. This 1s where vou make requests. provide information or
reasons or reply to someone. It 15 the main part of the business letter.
Complimentary Close. This vares i formality and 15 found in all business let-
ters with the exception of the Simplified Letter and the Memo. The following
complimentary closes are in order of decreasmg formality:

sVery truly yours,

sFespectfully.

s Sincerely yours,

s Cordially,

s Sincerely,

The most appropriate, in general sifuations, 1s the last.

Signature. There should be four lines between the complimentary close (or the
body in the Simplified Letter) and vour typed name so there 1s room for your
signature.

Added Information. If needed. this consists of the sender’s mitials in capital let-
ters followed by a colon. followed by the typist’s mitials 1n small letters. You
may also find the abbreviations “Enc.” For enclosure and “cc:™ or “xc:” for cop-
1es sent, followed by names of persons receiving the copies.

Postscript. The “P.S.” highlights additional mformation that might have been
placed in the letter but for some reasons was not. Often used in sales, promo-
tional or personal letters, the postscript can emphasize a request for action or
consideration. Tt 15 often the first thung the recipient reads. Use 1t to entice or
motivate your reader. Postscripts are especially effective in sales or form letters.
Mailing Instructions. Use these to give the reader deadlines or pertinent infor-
mation on mailing a reply.
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Task 5. Use the list of word choices 1n italics to answer the following questions.

salutation
signature

writers typed name
1.

- FT Justices Hall

ENANC ALTOOLS

Financial Times Jusicas Hall
Edinburgh Gawe
CM20 2JE

-ST/P) United Kingcom

-14 December 2010. Telaphone: =24 (0)1333 25358

Mr Grart Powsl Facsimile: +440)1234 25435
Genam@| Manag er
- AEC FriningCo. Ltd
5iWood Lane
London
WC1 2TJ

- Dear Grant
- FULLY BELOCKED LETTER LATQUT

This layour has bacoms firmy est=blishad 3: The most popular way of
sattng out lettars, fax Messagas Memos, rapors — In fact il businas
communkxions The man feature of tully blockad styla Is that = lines begin =t
thalaft hand margn.

- Opan Purctuaton iz usudly uzad with the fully blockad layout. Ths maans
that no purctuation marks are racessary in tha rafaranca, dste, insida acdress,
zalstation =nd clozing =ecion. Cf course azzential puncuation muss stil be uzed
in the text of the meszaze itself. However, remember to =2 commas minimally
today they zhould be uzed only when ther omeasion would make the zenze of the
mezzaze unclear.

Conziztency & important in layout and spadnz of all documents. It iz usual to
leave ustone dear line space betwean each zecton.

| endoze :ome other examples of fuly blecked layout azuzed in fax maszages: and
memoranda.

Moz: people agrae that thiz layout is very storactive and easzy to produce as wel

es busnessike

-Yours sincerely

Tl o
- Adesm Jon

- Training Spe=cialist

- Enc

- Copy lonTsilor, Publishe:

Brave Dan, Acguistions Executive

date
inside address

body
1s the place for the writer to handwrite their name.

complimentary closing
return address

2. The receiver’'s name. company name, and address are called the




3. The purpose of the letter 1s included in the
4. Yours truly, 1s an example of a
5. The last line 1n a business letter 15 the

5. The 1is when the letter 1s written.

7. The 15 the address of the letter writer/sender.
8. Dear Mr. Johnson 1s a

Task 6. Label each part of the business letter by writing the word on the blank
line.

Ms. Emily Smith
6999 Main Street ( )
Chicago, IL 88998

January 2, 2015 ( )
Mr. Sam Jones

President

KR Toys ( )
3444 Elm Drive

Wichita, KS 66500

Dear M. Jones: ( )

This letter 1s to inform you of a problem I have had with a toy that I purchased at
your store. )]

I purchased a karaoke machine at your store on December 20 2014. It was to be
used for a New Years Eve party that my family had for some of my friends. That
evening, before the party. we plugged in the machine and set it up. When I first
tried to test the machine, the CD started to play sound. but there were no words
on the screen. We read the directions and tried other CD’s, but the machine nev-
er worked.

As you may guess, the party wasn't the same without a karaoke machine. There-
fore, T wanted to write this letter to let vou know what happened. and to ask that
you use brands that are more reliable than the one that I purchased.

Thank you very much for your time.
Smcerely. ( )

( )




Emily Smith  ( )

Useful phrases and vocabulary for writing business letters

* Deear Mr. Brown

* Dear MMs. White

* Diear Sir

* Diear Madam

* Dear Sir or Madam

* CGentlemen

* Ladies

* Ladies and Gentlemen

*Diear Personnel Director: (a gender-free title)

*To Whom It May Concem: (nse this form as a last resort)

« We are writing
- to inform you that ...
- to confirm ..
- to request ..
- to enquire about
Starting * [ am contacting you for the following reason. .
* I recently read'heard about ... and would like to kmow ...
* Having seen your advertisement in .. Twonld like to .
* [ 'would be interested in (obtaiming / recetving) .
* [ received vour address from -—- and would like to ...

Salutation

* Thank vou for yvour letter of March 15.
« Thank you for contacting us.
* In reply to your request, ...
* Thank you for your letter regarding ..
- . * With reference to our telephone conversation yvesterdavy. .
Referring to previous |, Further to our meeting last week
« It was a pleasure meeting vou in London last month.
* [ enjoved having lunch with you last weel: in Toloyo.
* ['would just like to confinm the main points we discussed on
Tuesday.

contact

+ We would appreciate it if vou wonld ..
* ['would be grateful if you could ...
* Could you please send me ..
* Could you possibly tell us / let us have ..
- * In addition. I would like to receive ...

Making a request |1 ould be helpful if you could send us .
* [ am interested in (obtaiming / receiving) ..
« ['would appreciate your immediate attention to this matter.
* Please let me know what action you propose to take.



Offering help

Giving good news

Giving bad news

Complaining

Apologising
(US: Apologizing)

Orders

Prices

= Would you like us to .7

* We wonld be happv to ..

* We are quite willing to ...

* Chur company would be pleased to ..

* We are pleased to announce that ...
* [ am delighted to inform vou that .
* You will be pleased to learn that ..

* We regret to inform vou that

* I'm afraid it would not be possible to .

* Unfortunately we cannot / we are unable to ..

= After careful consideration we have decided (not) to _..

* [ am writing to express my dissatisfaction with ...

* [ am writing to complain abowt ...

* Please note that the goods we ordered on | date ) have not vet
arnved.

* We regret to inform you that our order Ne ——- is now consider-
ably overdue.

* T'wounld like to query the transport charges which seem
nousually high,

= We are sorry for the delay in replying to ...

= Iregret any inconvenience caused (by) ...

»  T'would like to apologise for the (delay. inconven-
ience)...

=  Once again please accept my apologies for ..

= Thank you for yowr quotation of ...

»  We are pleased to place an order with your company
for..

»  We would like to cancel our order Ne

= Please confirm receipt of our order.

= [ am pleased to acknowledge receipt of your order Mo .

»  Yow order will be processed as quickly as possible.

» It will take about (two/three) weeks to process your or-
der.

»  We can guarantee you delivery before . (date)

» Unfortunately these articles are no longer available /
are cut of stock

= Please send us your price list.

»  You will find enclosed our mest recent catalogue and
price list

= Please note that our prices are subject to change
without notice.

= We have pleasure in enclosing a detailed quotation.



Referning to payment

Enclosing documents

Closing remarks

Beferring to future

business

Beferring to future
contact

Ending business
letters

We can make you a firm offer of ...

Onr terms of payment are as follows ..

Onr records show that we have not yet received
payment of ...

According to our records ..

Please send payment as soon as possible.

You will receive a credit note for the sum of ...

I am enclosing ...
FPleasze find enclosed ..
You will find enclosed ..

If we can be of any further assistance, please let us
kmow.

If I can help in any way, please do not hesitate to
comtact me.

If you require more information ..

For forther details ...

Thank you for taking this into consideration.

Thank you for vour help.

We hope you are happy with this arrangement.

We hope you can settle this matter to our satisfaction.

We look forward to a successful working relationship m
the fiture.

We would be (very) pleased to do business with your
COMIPANY.

I would be happy to have an opportunity to wotk with
your firm.

I look forward to seeing you next weels

Looking forward to hearing from you, ..

Looking forward to recerving your comments,

I look forward to meeting you on the (date).

I would appreciate a reply at your earliest convenience.
An early reply would be appreciated.

Simcerely,

Yours for all customers / clients
sincerely,

Sincerely

yours,

Vours in more formal letters



faithfislly, for those you already know
and/or with whom
you have a working relation-

* Regards
egards, chip

2. Abbreviations used in business letters and documents

In formal business letters, a clear. formal writing style should be used.
however, there exist some instances i which the use of abbreviations is appro-
priate to save both space and time.

Formal widely used abbreviations:
= ASAP - as soon as possible
= attn - attention: to show that a letter 1s for the attention of a particular person
= cc - used on a business letter or e-mail to indicate that a copy of a given letter
1s being sent to the person mentioned
» c/o or ¢/~ - care of® used in the address on a letter or parcel that you are send-
ing to someone at another person’s house
= encl/enc. - enclosed or enclosure: used at the top or bottom of a letter to show
that an attachment has been mcluded in the letter
» FAO - for the attention of: written in front of someone’s name on a document.
letter. or envelope to show that it 1s intended for them
« FYT - for vour information: written on a business letter or e-mail to show that
it 15 being sent to someone for their information only; they are not expected to
reply or take any action
= pp - on behalf of - wntten 1n front of someone’s name when you are sigming a
letter for them
» PPS - written before a note at the end of a letter. after the PS note
» PS5 - postscript: used for introducing some additional information at the end of
a letter after you have signed vour name
= PTO - please turn over: used at the bottom of a page to indicate that there 15 a
second page (informal)
» cont. - written abbreviation for continued: used on a letter or other document
to show that there 15 more on the next page (formal)
+ RE - used in business letters to introduce their subject matter
« ref - reference: used in a business letter when vou are giving the numbers and
letters that show exactly which document or piece of information you are writ-
ing about
=« RSVP - used on written invitations to ask the invited person to confirm their
attendance

Abbreviations in titles:
« Mr. - Mister - used when addressing men




» Messrs. - used when addressing two or more men. as in Messrs. Smith and
Wesson
+ Mrs. - Misses - used for women if you are sure that they are married and for
those who do not prefer another title
+ Ms. - used for women, regardless of their mantal status. Usually the safest bet
+ Dr. - Used with addressees who you know have eamed a doctorate, not only
in medicine
Abbreviations in time and date:
+ am (am) - ante merediem = before mudday - vsed with a 12-hour clock
« p.m. (pm) - post merediem = after midday - used with a 12-hour clock
+ BC - Before Christ - used to denote years prior to the birth of Jesus of Naza-
reth
+ AD - Anno Domim - used to denote vears after the birth of Jesus of Nazareth
Other often used abbreviations in business letters:
+ alc - account
+ appar. - Apparently
+ bus. - business
+ cf - compare (Latin: confer)
+ COmM. - COMMeErce
+ Corp. - Corporation
+ dt - date
+ e.g. - for example (Latin exampli gratia)
+ et al - and other people (Latin et ali1)
+ etc. - and so forth (Latin et cetra)
+ 1.e. - 1n other words (Latin 1d est)
+ 1bid. - in the same book, chapter, page. etc. (Latin 1bidem)
+ Ltd. Limited
« nb. - nota bene
+ NOO - not on onginal
+ P&P - postage and packing
+ pdd - probable date of delivery
+ PIN - postal index number or Personal Identification Number
+ SAF - stamped (self-) addressed envelope
» sgd - written abbreviation for signed: used at the end of a letter, contract, or
other document in front of a signature
* VI -year
+ ZIP (code) - Zone Improvement Plan (used m US addresses after the state
designation to assure delivery)

Task 7. Write vour own formal business letter. using a separate piece of paper.
Include ALL parts of a formal business letter and be sure it is the in correct for-
mat. There should not be any spelling or grammatical errors and 1t must be writ-
ten in clear, concise language.



3. Tvpes of Business Letters

A business letter 1s written by an individual to an organization or an organ-
ization to another organization. Historically, business letters were sent via postal
mail or courier, although the Intemet is rapidly changing the way businesses
communicate. Business letters are written for various purposes. One writes a let-
ter to enquire information, apply for a job, acknowledge someone's work, and
appreciate one's job done. etc. As the motive of writing the letter 15 different. the
style of the letter changes and vou get different types of business letters. The
various tyvpes of business letters are used by different people to serve their pur-
pose of sending the message across.

There are many standard types of business letters: sales letters, order let-
ters, complaint letters, adjustment letters, mquiry letters, follow-up letters, cover
letters, letters of recommendation. acknowledgment letters. letters of resignation
and others.

Let's take look at the most common tvpes of business letters.

Writing a Letter of Enguiry
Why to write a letter af enquiry?

You probably found the answers to some of your questions. but not to all
of them So. how can vou find out the information you need? The answer is
simple. Write a letter (or email) of enquiry! The letter of enquiry 1s wrtten to
enquire about a product or service. If have ordered a product and vet not re-
cewved it you can write a letter to enquire when you will be receving it. Inquiry
letters ask a question or elicit mformation from the recipient. When composing
this type of letter, keep 1t clear and succinct and List exactly what mnformation
vou need. Be sure to mclude your contact mnformation so that it 1s easy for the
reader to respond.

A letter of enquiry typically has some specific sections.

Task 8. Put the following sections i the correct order.
a. Reason for wrniting
b. Closmg: request for a quick answer
¢. Questions asking for specific mformation
d. Opening greeting
€. Date
f Request for extra information
g Addresses
h. Closmng: greeting and signature

Now look at the sample letter of enquiry and check.
46/9 Nguven Trai Street
Dastrict 5
Ho Chi Mmh City



Vietnam
Camford Language School
34 Downs Street

Wrexbury
Devon
EX45 TAF
United Kingdom
14 Apnil 2011
Dear Ms Smith

I am wnting to enquire about your summer courses which I saw advertised in
‘English Today"

I recently took the FCE exam and I am now studying for CAE. Please could you
tell me if you have advanced courses available? What dates do the courses start
and how much 1s the cost? I will be conung from Vietnam. I would like to know
what kind of visa I should apply for. I would also like to know more about the
accommodation. Are single rooms available? Are meals included mn the cost of a
course? I would be grateful if vou could send me more information about your
school and the surrounding area.

I look forward to hearing from you.

Yours sincerely,

Kiet Nguyen.

Task 9. Read this advertisement and write your own letter of enquiry.

English for Advertising & Marketing

This mtensive course 1s designed for students that are established profes-
sionals to provide themselves a wider, better understanding of the marketing
world 1 English.

In this programme. students will be exposed to a variety of marketing-
based environments. study language specific to advertising and product devel-
opment, and complete assignments m listening and wniting to help aclieve a bet-
ter grasp of marketing concepts.

START DATES
LONDON - 18TH JAN, 14TH MAF. 9TH MAY 4TH JUL, 30TH AUG, 24TH OCT &
19TH DEC
TORONTO - 22ND JAN, 14TH MAFE_ 9TH MAY ATH JUL, 30TH AUG, 24TH OCT &
19TH DEC
ENTRY REQUIREMENTS
UPPEE. INTERMEDIATE (CEFE. B2 MINIMUL



LEVELS
HIGH INTERMEDIATE TO ADVANCED (B1 HIGH-CI)
DURATION
2 WEEKS
LOCATION
LONDON AND TORONTO
MINIMUM AGE
12+ YEARS
GROUP SIZE
MAXTMUM 16 STUDENTS

http:/fwww thelanouasesallery.com/

Writine a Letter of Offer
Why to write a letter of offer?

There are usually two main reasons: offering new products and services,
and enlarging companies and hiring new employees.

When you want to inform your clients about the release of new products
offer letters are important. Your clients should get some impression through the
details of your product and should find some 1deas about the offers yvou can pro-
vide them The following letter 1s an example for such a letter. It mentions a new
offer implemented by a company.

From:

(KK Appliances)
(Kochi)

(Kerala)

To:

{(General Manager)
(MPP Software)
(Trivandrum)

(20 May 2010.)
Dear Sir/MMadam,

I would like to mtroduce our company KK Appliances to you which has been in
the busmess regarding sales of Electronics equipments for the past 5 years. It 15
our pleasure to provide high quality products at very competent prices. We are
best manufacturers of appliances throughout the place.

We would like to offer to vour company the latest laptop at the cost of
F.5.28000, which consists of all the new features. You would agree this is one of



the best deals while considering all the features of the offered laptop available in
the market.

We are looking forward to your positive reply.
Thanking You,

Sincerely.
(Jithin K)
(KK Appliances)

Hiring a new employee can be a long and grueling process, but using the
right language to negotiate with them can make 1t a lot easier. In any case, use
your offer letter to welcome them to the company. Be friendly but professional.
as this letter 15 usually legally binding

The aim of the letter is to outline all aspects of the position. This includes
title, job description. supervisors. salary and benefits, time off accrued. and start
date. Job offer letters should be as detailed as possible to help the candidate un-
derstand exactly what 1s expected of them. This 15 an opportumty for the hiring
company to get a signature of understanding of the terms of the job: this can be
used at a later date in cases of misunderstandings. low productivity, and candi-
dates who do not meet the outlined expectations.

Begin the letter by addressing the candidate by name. Then open the letter
by stating that the company has selected them as the lucky recipient of the posi-
tion. Make sure to also mention that this offer is contingent upon any drug or
background screemngs that need to be performed following acceptance of the
job. Below that. create several sections that clearly state the job title. job de-
scription, and any supervisors that they will report to.

Afier that 15 completed. take the time to concisely state the salary that they
will be given subject to state and federal taxes. In a separate section, outline the
benefits and any severance packages that have been agreed upon in prior negoti-
ations. Vacation and personal time off should be stated either with the benefits
of 1 a separate section. You may or may not choose to mclude statements re-
garding retmbursement for any expenses incurred in the duration of their work-
ing relationship with the company.

The start date 1s important to include in the letter so that the candidate
knows what plans to make over the next several weeks, especially if relocation
1s necessary. They may need to negotiate this date to accommodate the time
needed to make the transition.

At the end. mnclude any non-compete and confidentiality statements as
necessary. Close with a statement that their signature constitutes a binding
agreement between the candidate and the company. You may consider giving a
specific amount of days that the offer 1s good for until 1t expires and the compa-



ny moves on to the next candidate. Generally, 5 business days 1s the time given
to most candidates.

Task 10. Read the text. Follow the instructions in ttalics and complete the letter
of offer of employment.
LETTER OF OFFEFR. OF EMPLOYMENT — Position title

Dear Mr. /Ms. Last name,

Following our recent discussions. we are delighted to offer vou the position of
Position Title with Our Organization. Our Organization 1s describe key high-
lights about your organization. If vou join Our Organization. you will become
part of a fast-paced and dedicated team that works together to provide our cli-
ents with the highest possible level of service and advice.

As a member of Our Organization team, we would ask for your comnutment to
deliver outstanding quality and results that exceed client expectations. In addi-
tion, we expect vour personal accountability in all the products, actions, advice
and results that vou provide as a representative of Our Organization. In return,
we are commuitted to providing you with every opportunity to learn, grow and
stretch to the highest level of your ability and potential We are confident you
will find this new opportumty both challenging and rewarding. The following
pomts outline the terms and conditions we are proposing.

Title: Position title

Job description: See attached

Start date: Start date

Salary: Amount per vear

Probation: Describe your organization’s probationary policy

Group benefits: Succinctly describe your organization’s group benefits plan, in-
cluding when the new emplovee will be eligible

Hours of work: Describe the hours of work per week this position requires
Reporting relationship: Identify the position that this position will report to

Vacation: Explain vour organization’s vacation policy including how many
days, how they are accumulated etc.



We look forward to the opportunity to work with you in an atmosphere that 1s
successful and mutually challenging and rewarding.

Sincerely.

Your name

Your title

Your organization

With the signature below,_ I accept this offer for emplovment.

Name Date

Writing a Letter of Order and a Letter of Confirmation
Why to write a letter of order?

Order letters are sent by consumers or businesses to a manufacturer, re-
tailer or wholesaler to order goods or services. These letters must contain specif-
ic mformation such as model number, name of the product. the quantity desired
and expected price. Payment 1s sometimes mcluded with the letter. The order
letter also comprises of the order. the quality of the delivery and after sale ser-
vice.

Order letter should come mto action only when a detailed study has been
made of the desired product which has been done in the market and based on
this pronused service, price and quality. the decision 15 made for the purchase.

Before vou draft the letter, you have to make sure that 1t pens down all the
terms and conditions of the purchase for the benefit of both the mvolved parties.
This should have details about the product specification, the quantities and the
price agreed on. In addition to this 1t should also have the delivery date, late de-
livery clauses. The letter should be addressed to the person responsible who will
carry out the execution of the order with the copy of the head of the department.

DOS AND DON'T’S OF ORDER LETTER
» An Order Letter should be addressed to the person responsible for executing
the order
+ It should include all the terms and conditions agreed upon by both mnvolved
parties
= Since 1t 15 purely an official letter 1t should be typed out
= There 15 no need to use too many adjectives in the letter since 1t 1s purely for

an order being placed



+ The letter should have all relevant details related to the order, for example,
quantity, price and other terms and conditions

Below 1s an example for an order letter which will explain vou about how to
write these letters.

Date: MM/DD/YYYY

From: (msert your name and address here)

To: (insert the name and address of the recetver)
Subject: order placement

Dear Mr. / Mrs. (name of the recerver)

This letter 15 with reference to the meeting that took place when we visited your
factory for purchasing school uniform for our school.

We are glad to inform that we would like to order 200 uniforms which include
80 small sized. 75 medmm sized and 45 large sized for our students. We will
appreciate if the order can be delivered to our address at the latest (insert the
date). Please, note that 100 % of the payment will be made after the delivery. If
the order 1s not made on the said date, then please consider 1t to be canceled. The
price of a uniform 1s $ (msert amount) as it was agreed during the meeting.

Please. review the letter and if vou have any objections or any recommendations
or suggestion. please contact me. We hope for long term cooperation with you.

Sincerely, (Insert your name)

Why to write a letter of confirmation?
A well-worded confirmation letters helps vou ratify, approve, strengthen one’s
resolve, or give new assurance of the validity of something.
1. Offer a polite, appreciative response that helps clanfy what 1s expected of
you. Be sure you have a clear definition of your role from the outset to avord
problems later.
Repeat the details of the agreement so yvour reader can respond to any nus-
understandings that may have arisen.
Clanfy or amend the terms of your agreement. if necessary.
Be accurate. Check (and double check!) vour facts before sending the letter.
Choose your tone carefully. Confirmation letters should generally be brief
and businesslike, but because they are the result of previous contact, you
may wish to write in a more personal tone.
6. Send the letter withun a few days of recerving the onginal letter, report, or-

der, or other document.
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7. Notify all those mvolved after receiving the letter of confirmation so that
everyone is up to date on current happenings.

8. Be enthusiastic when writing this letter if you are the one who 15 being inter-
viewed, considered as a guest at a workshop, given the opportunity to speak
at a conference or banquet. given the charge to head a fundraiser. etc.

Sample Lerter 1

This letter 1s to confirm my telephone order of 30 dryers, catalogue
Nel12345. Please ship 15 of the dryers to the Springfield Plant and 15 to the
Middleton Plant. We must have them for a project that begins May 1. I under-
stand that the expediting fee to guarantee delivery by that date will be $20.00.
Please notify me immediately 1f delivery cannot be made before May 1.

Sample Letter 2

This will confirm our monthly order for unbleached packing paper. As
you know, our last order arrived with water damage, leaving only 75% of the
paper usable. Although we have always prepaid our orders to receive a 10% dis-
count, we ask vou to allow us to pay upon receipt of the goods, so we have a
chance to inspect them before payving. Under the circumstances. we request that
we still recetve a 10% discount for timely payment. We appreciate your willing-
ness to be fair.

Task 11. Read. translate and discuss the letters.
Letter 1 (Placing an Order)

To: Michael Goodman

Subject: order for Staffordshire tableware

Dear Mr. Goodman

Please find enclosed our order R 1432 for 60 sets of tableware. The goods
should be packed in six crates, ten sets per crate, with each piece mdividually

wrapped. and the crates marked clearly with our name_ the word “fragile”, and
numbered 1-6.

We agree to pay by letter of credit which we discussed on the phone last week,
and we would like delivery before the end of this month, which should be easily
effected as there are regular sailings from London.

If the colours we have chosen are not un stock, we will accept an altemative
provided the designs are those stipulated in the order.

Yours sincerely
M. White



Purchase Executive

Answer the questions:

1. What advice has been grven on paclang?

2. What method of pavment has been arranged?

3. Will substitutes be acceptable if the supplier 1s out of stock of any 1tems?

Latter 2 (Advice of Dispatch)
To: Matthew White
Subject: order for Staffordshire tableware

Dear Mr. White

Order R 1432

The above order has now been completed and sent to London Docks where it 15
awaiting loading onto the s.s. “Mediterranean™ which sails for Barcelona on 16
July and arnives on 30 July.

Once we have the necessary documents we will forward them to the bank.

We have taken special care to see that the goods have been packed as per your
instructions, the six crates being marked with your name. and numbered 1-6.
Each crate measures 6ft*4ft*3ft and weighs Scwt.

We managed to get all items from stock with the exception of Cat Ne C 16 which
we only had i red. But we included it in the consignment as it had the Periwin-
kle pattern you asked for.

If there 15 further information you require, please contact us. Thank you very
much for your order, and we look forward to hearmng from you agam soon.
Yours sincerely

Mr. Goodman

Order Processing Department

Answer the questions:

1. How will the consignment be sent?

2. How were the goods packed and the crates
marked?

3. What did the Sellers do about the item they
could not supply?

4 When will the consignment arrive in Barce-
lona?




Sum up the exchange of the letters (1, 2). Phone the Sellers and enquire
about the position of your order R 1432 for 60 sets of Staffordshire tableware.

Writine a Memorandum (Memo)
Why to write a memo?

Memorandums are written intemal communications which advise or m-
form emplovees of policies and procedures that their company has decided to
adopt.

Memos have a twofold purpose: they bring attention to problems and they
solve problems. They accomplish their goals by infornung the reader about new
information like policy changes. price increases. or by persuading the reader to
take an action, such as attend a meeting, or change a current production proce-
dure. Regardless of the specific goal, memos are most effective when they con-
nect the purpose of the writer with the interests and needs of the reader.

The memo may be put on a notice board for everyone to see, or circulated
in mternal mail to the departments 1t concerns. In the latter case, the employee
usually signs the memorandum to acknowledge that he/she has read 1t.

Standard memos are divided into segments to organize the information and
to help achieve the writer's purpose.

Heading Segment
The heading segment follows this general format:

TO: (readers' names and job titles)

FROM: (your name and job title)
DATE: (complete and current date)

SUBJECT: (what the memo 15 about, highlighted in some way)

Opening Segment

The purpose of a memo 1s usually found in the opeming paragraph and in-
cludes: the purpose of the memo_ the context and problem. and the specific as-
signment or task. Before indulging the reader with details and the context, give
the reader a brief overview of what the memo will be about. Choosing how spe-
cific your mtroduction will be depends on your memeo plan style. The more di-
rect the memo plan, the more explicit the mtroduction should be. Including the
purpose of the memo will help clanfy the reason the audience should read this
document. The mtroduction should be brief. and should be approximately the
length of a short paragraph.

Context

The context 15 the event, circumstance, or background of the problem you
are solving. You may use a paragraph or a few sentences to establish the back-
ground and state the problem. Oftentimes 1t 15 sufficient to use the opeming of a



sentence to completely explain the context, such as, "Through market research
and analysis..." Include only what your reader needs, but be sure 1t 15 clear.

Task Segment

One essential portion of a memo 15 the task statement where you should
describe what vou are doing to help solve the problem. If the action was re-
quested. your task may be indicated by a sentence opening like, "You asked that
I look at...." If you want to explain your intentions, you mught say, "To deter-
mine the best method of promoting the new fall line, I will ..." Include only as
much information as 15 needed by the decision-makers in the context, but be
convincing that a real problem exists. Do not ramble on with insignificant de-
tails. If you are having trouble putting the task into words. consider whether you
have clanfied the situation. You mav need to do more planning before vou're
ready to write your memo. Make sure your purpose-statement forecast divides
your subject mto the most important topics that the decision-maker needs.

Summary Segment

If yvour memo 1s longer than a page. yvou may want to include a separate
summary segment. However, this section not necessary for short memos and
should not take up a significant amount of space. This segment provides a brief
statement of the key recommendations you have reached. These will help your
reader understand the key points of the memo immediately. This segment may
also mnclude references to methods and sources you have used m your research.

Discussion Segmenis

The discussion segments are the longest portions of the memo. and are the
parts in which vou mclude all the details that support yvour ideas. Begin with the
information that 15 most important. This may mean that you will start with key
findings or recommendations. Start with your most general mformation and
move to your specific or supporting facts. (Be sure to use the same format when
including details: strongest to weakest.) The discussion segments include the
supporting ideas, facts, and research that back up vour argument in the memo.
Include strong points and evidence to persuade the reader to follow vour rec-
ommended actions. If this section 15 madequate, the memo will not be as effec-
tive as it could be.

Closing Segment

After the reader has absorbed all of vour information, you want to close
with a courteous ending that states what action vou want vour reader to take.
Make sure vou consider how the reader will benefit from the desired actions and
how you can make those actions easier. For example, vou might say, "I will be
glad to discuss this recommendation with you on Tuesday and follow through on
any decisions you make."

Necessary Attachments

Make sure yvou document vour findings or provide detailed mformation
whenever necessary. You can do this by attaching lists, graphs. tables, etc. at the



end of vour memo. Be sure to refer to your attachments in your memo and add a
notation about what 15 attached below your closing, like this:
Attached: Focus Group Results, January- May 2007
The segments of the memo should be allocated 1n the followmng manner:
+ Heading: 1/8 of the memo
+ Opening. Context and Task: 1/4 of the memo
» Summary. Discussion Segment: 1/2 of the memo
+ Closing Segment, Necessary Attachments: 1/8 of the memo
Below 15 an example for a memo which will explain you about how to
write these letters.

TO: Kelly Anderson. Marketing Executive

FROM: Jonathon Fitzgerald, Market Eesearch Assistant
DATE: June 14, 2007

SUBJECT: Fall Clothes Line Promotion

IMarket research and analysis show that the proposed advertising media
for the new fall lines need to be reprioritized and changed. Findings from focus
groups and surveys have made 1t apparent that we need to update our advertising
efforts to align them with the styles and trends of young adults today. No longer
are young adults mterested m sitcoms as thev watch reality televisions shows.
Also, 1t has become mncreasingly important to use the mternet as a tool to com-
municate with our target audience to show our dominance in the clothing indus-

try.

Internet Advertising

XYZ Company needs to focus advertising on internet sites that appeal to
yvoung people. According to surveys, 72% of our target market uses the mternet
for five hours or more per week. The following list shows in order of populanty
the most frequented sites:

» Google

+Facebook

* Myspace

«EBay

=1Tunes

Shifting our efforts from our other media sources such as radio and maga-
zine to these popular intemet sites will more effectively promote our product
sales. Young adults are spending more and more time on the mternet download-
ing music, communicating and researching for homework and less and less time




reading paper magazines and listening to the radio. As the trend for cultural
icons to go digital, so must our marketing plans.

Television Advertising

It used to be common to advertise for our products on shows
like Friends and Seinfeld for our target audience, but even the face of television
1s changing. Young adults are tuning into reality television shows for their enter-
tainment. Results from the focus group show that our target audience 15 most in-
terested in shows like dmerican Idol, The Apprentice, and America’s Next Top
Model. The only non-reality television show to be ranked in the top ten most
commonly watched shows by males and females 18-25 1s Desperate House-
wives. At Blue Incorporated. we need to focus our advertising budget on reality
television shows and reduce the amount of advertising spent on other programs.

By refocusing our advertising efforts of our new line of clothing we will
be able to maxinuze the exposure of our product to our target market and there-
fore increase our sales. Tapping into the trends of voung adults will help us gain
market share and sales through effective advertising.

Attachments: Focus Group Results. Jannary- May 2007; Survey Findings,
January - April 2007

Task 12. Use the Sample Memo Format given below and write down your own
memo as if you were a Production Manager.

Sample Memo Format
TO:
FROM:
DATE:
SUBJECT:
Opening Segment:
Context:
Task Segment:
Summary:
Discussion Segments:
Closing Segment:

Memoouueckue ykazanus no pabome Ha0 NPOUSHOUWEHUEM U MEXHUKOU YMeHUs.

[Ipu pabGote Hajg MPOM3HOIIEHWEM M TEXHUKOW YTCHHS CIIeAyeT OOpaTWTh BHHMAaHHE Ha
HECOOTBETCTBUE MEXIY HAIUCAaHUEM M MPOU3HOIICHHEM CJIOB B aHIVIMICKOM SI3bIKE. DTO pa3ziuyue
OOBSCHSIETCS TEM, YTO KOJIMYECTBO 3BYKOB 3HAUMTEIILHO MPEBBINIACT YUCIO OyKB: 26 OyKkB andaBuTa
0003Ha4aroT 44 3ByKa, MOATOMY OJIHA U Ta K€ OYKBa B Pa3HBIX IMOJIOKEHHIX B CIIOBAX MOXKET YUTATHCS
KaK HECKOJIbKO pa3HBIX 3BYKOB. @OopMbl pabOThl HAJ TPOU3HOIMICHHEM W TEXHHKOW YTCHHS: -
(dboHeTHUECKHE YIPaKHEHUS TI0 (POPMUPOBAHHUIO HABHIKOB MPOU3HECEHUS] HauOOIIee CIOKHBIX 3BYKOB
AQHTJIMACKOTO f3bIKA; - (OHETHYECKHE YIPAKHEHHUS IO OTpPabOTKE NPABWIHHOTO YyIAPEHUsS, -
YVOPAKHEHUS] 10 OCBOCHHIO MHTOHALIMOHHBIX MOJEJIEH IOBECTBOBATENbHBIX M BOIMPOCHTEIBbHBIX
MPEIOKEHUHN; - YINPaXHEHUs] Ha JeJIeHWe TPEIJIOKCHUM Ha CMBICIOBBIE OTPE3KH, MPaBUIBHYIO



nay3anuio 1 UHTOHAIIMOHHOE 0(GOpMIICHHE MPEAIOKEHUH; - UTEHHE BCIYX JIEKCHUYECKOr0 MUHUMYyMa
M0 OTACJIIbHBIM TE€MaM W TEKCTaM; - YTEHHME BCIYX JIEKCHMUECKHUX, JIEKCUKO-TPAaMMAaTHUUYECKUX U
rpaMMaTHYECKUX YIPaXHEHHH; - YTEeHHE BCIyX TEKCTOB JAJIsl NEPEeBOJA; - UYTEHHE BCIyX 00paslioB
Pa3rOBOPHBIX TEM.

ITpu noaroToBke (POHETUUECKOTO YTEHUS TEKCTA PEKOMEHyeTCsI:
1. OcBouTH NpaBUIBHOE IPOU3ZHOIIEHUE YUTAEMBIX CIIOB.

2. O0paTuTh BHUMaHUE HA yJJapEHUE U CMBICIIOBYIO May3alUIO.

3. OOpaTuTh BHUMaHKE HA IPABUIIbHYIO UHTOHALMIO.

4. BoipaboTaTh aBTOMAaTU3UPOBAHHBIC HABBIKU BOCIIPOU3BEACHUS U YHOTPEOICHHUS U3YUCHHBIX
MHTOHALIMOHHBIX CTPYKTYP.

5. OTpaboTtarh TEMI YTEHUSI.

Memoouueckue ykazanus no pabome co cio8apem.

[TocTpoenue cioBapst ¥ OTHICKAHHE B HEM CJIOBA.

CnoBa B Jr000OM cIIOBape pacrojiokeHbl B anihaBUTHOM mopsiake. [loaTomy miast ObicTporo
OTBHICKAHUS B HEM CJIOBA CIIAYET TBEPAO 3HATh aHTIMICKui andaBuT. CI0Ba HY)KHO OTBICKHUBATh HE T10
nepBoii OykBe, a M0 NEepBbIM TpeM OyKkBaM. B BepxHEM JIEBOM YIily CTpaHUIbI jatorcs: 1) nubo Tpu
WHJIEKCHBIC (TpU HavyaJbHbIe OYKBBI IEPBOTO HA ITOW CTpPAHUIIE CJIOBA), 2) JIUOO MHIEKCHOE CIIOBO
(epBoe CII0BO Ha 3TOM cTpaHulle). B BepxHEeM paBoM YTy JarOTCs TPH UHIEKCHBIC OYKBBI IOCIICTHETO
CIIOBa WJIM TIOCJIEJHEE CJIOBO Ha 3TOW crTpaHmme. [jis ObICTPOro OTBICKAHWS HOBOTO CIIOBA CIIEAYET
M0JIb30BaThCs MHICKCHBIMH OykBamMu. Hampumep: cioBo equipment HY»HO HCKaTh Ha CTpPaHHUIIE C
HMHACKCOM €equ.

Y CIIOBHBIE COKPAICHUS

B cioBapsx mpUHSATHI CIeTyIONIUE YCIOBHBIE COKPAIICHHS

n (noun) — CyIecTBUTEILHOE

a wm adj (adjective) — mpuiararesnbHOE

v (verb) — rmaron

pron (pronoun) — MeCTOMMEHHUE

num (numeral) — yrcnuTenEHOE

adv (adverb) — napeune

prp (preposition) — mpesor

¢j (conjunction) — coro3

sing (singular) — exMHCTBEHHOE YHCIIO

pl (plural) — MmHOXECTBEHHOE YKCIIO

inf (Infinitive) — unuHUTHB

pres. p. (Present Participle) — mpugactue I

p. p. (Past Participle) — mpuuactue 11

pref (prefix) — npucraBka

suf (suffix) — cyddukc

2. CpoenuaipHble TEPMHUHBI, HMMEIOIIME YCIOBHBIE COKpPALEHUS, II€YaTAIOTCS KYPCHBOM,
Hampumep: mex. (TEXHUYECKOe 3HauUeHue), cnopm. (CIOPTUBHBIN TEPMUH), U T.1I.

3. 3HaK ~ (TWJIbAA) CTAaBUTCS, KOTJIa K OCHOBHOMY CJIOBY 100OaBJsieTCs OKOHYaHUE MM KOTJa
JlaeTcsl MPOU3BOIHAS OT HETO (popmMa, HarpuMep:

connect v — coenunuaTh(cs); ~ed a — coeTMHEHHBIH

equip v — obopynoBats; ~ment N — o6opynoBaHue

B anrmo-pycckom cinoBape mpod. B. K. Mrommepa Tumpaa cTaBUTCS TakKe BMECTO YKe
YIIOMSIHYTOT'O CJIOBa, HAIIpUMED:

place n — mecro; to take ~ - mpoucxoauTth



4. B HEKOTOpPBIX APYrHX CIOBApSAX BO M30€kKaHWE TOBTOPEHHS BMECTO YIMOMSHYTOTO CIIOBA
CTAaBUTCS JIUIIIb €T0 MepBasi OyKBa ¢ TOYKOU, HATPUMEP:

place n — mecro; to take p. — mporcxoauTh

MHOKeCTBEHHOE YUCIIO IAHHOTO CJI0OBA 0003HAYaeTCs IBYMsI OyKBaMH C TOYKOMW, HAIIPUMEP:

pp. of interest = places of interest — grocronpumeuaTeTbHOCTH

Kaxk BpImUCHIBaTH CiI0BA

CnoBa B cj0Bape AIOTCS B UCXOIHOW (popMe: CYIIECTBUTEIBHOE — B OOIIEM TaieXke, TIIaroi —
B UH(HUHHUTHUBE, IPUIATaTeIbHOC U HAPCUUE — B TOJIOKUTEIILHOM CTCTICHH.

Jns mecranmaptHbix riaronoB Il u 1l dopmel marores B kpyribix ckoOkax. [Ipu coBnageHumn
3THX (OPM IJIaroJ B CKOOKAaxX TaeTcsi OJUH pa3, HalpuMep:

speak [spi:k] v (spoke, spoken); make [meik] v (made)

YroObl HAWTH HMCXOAHYIO (GOPMY CJIOBa, HYXHO OTOPOCHTH TpaMMAaTHYECKOE OKOHYAHHE.
Cremyer MOMHHUTD, YTO MPH OTOPAChIBAHUN OKOHYAHUS CJIOBO HE JOJDKHO MCHSTHCS B UTCHHH:

1. Ecmu nepen -(e)s, -(e)d, -(e)r, -(e)st crost 6ykBsI g, C, V (MiIn Apyrasi COracHas ¢
MIPE/IIICCTBYIOIICH OIHOM TJIAaCHOM OyKBOI), TO 0TOpachIBatOTCs JIUMIb -S, -d, -I, -St,
Harpumep:

changes — change; placed — place; larger — largest — large

[Mpumeuanue: Ecinu cioBo okaHuMBaeTcst Ha -inNg, To -iNg oTOpackiBaeTcs u nobaBiseTcs OykBa
e, Harpumep: producing — produce.

2. Ecau nepen -(e)s, -(e)d, -(e)r, -(e)st crout OykBa i ¢ MpeAIeCTBYOIIEH COTrTIacHOM,
clieyeT OTOPOCHTh OKOHYaHHUE, a OYKBY | 3aMEHHUTh Ha Y, HAIPUMED:

supplies — supplied — supply; earlier — earliest - early

3. Eciau B 0JHOCTIOKHOM CIJIOBE TIepe] -INQ CTOUT Y MOCIie COrjacHO|, TO OKOHYaHKE -iNg
oTOpachIBaeTCs, a OyKBa Y 3aMEHACTCS Ha i€, HapUMep:

lying — lie; dying - die

4. Ecnu nepen -ed, -er, -est, -iNg CTOUT yJABOEHHAs COTJIacHas, TO OTOPAChIBACTCS OKOH-
YaHWE U OJTHA U3 YIBOCHHBIX COTJIACHBIX, HAIIPUMED:

stopped — stop; hotter — hot; getting — get

VY aBoennsie coracubie dd, I, SS coxpansroTes ocie 0TOpackIBaHUs OKOHUAHHS, HAIIPUMED:

adding — add; called — call; passing — pass

Bo Bcex apyrux ciydasx OKOHYAaHHSI OTOpAchIBAIOTCS TOJIHOCTHIO; KOPHEBAas YacTh CJIOBA
OCTaeTCs HEeM3MECHHOM, HapuMep:

tested — test; examples — example u ap.

BhInKChIBaTh CIOBO PEKOMEHAYETCS ¢ TPAHCKPHUIIIIUEH, OCOOCHHO €CJIM OHO YUTAETCS HE IO
npaBmwry. OOs3aTeIbHO OTMEYAKWTE yJapeHWe B CJIOBE, IMOMHS, YTO B aHIJIMWCKOM SI3BIK yIapeHUe
CTaBUTCS MEPE]l YAAPHBIM CIIOTOM (& He HaJ[ yAapHBIM CJIOTOM, Kak B PYCCKOM sI3bIKe), Hanpumep: below
[bi'lou]. Takum obOpasom, ecnu yaapeHHe MajaeT Ha MEPBBIA CIIOT, OHO CTABHTCS IEPE] CIIOBOM,
Harpumep: simply [’simpli].

[Tpexxne, yeM TPHUCTYNHUTh K OTBHICKAHWIO HEW3BECTHBIX CJIOB, CIEAYET OIPEACTUTh 001acTh
HAyKHd, K KOTOPOH OTHOCHTCS TIEPEBOJUMBIN TEKCT, TaK KaK OJHO U TO K€ CIOBO MOXXET HMETh
pas3InyHbIC 3HAYEHUS B 3aBUCHMOCTH OT COJIEP)KaHUs TeKCTa, Harmpumep: product n — 1) mpomykius,
uzzenue; 2) mam. Npou3BeCHUE.

3areM HE0OXO0JUMO OTIPEICIIUTh YacTh PEUN OTHICKHBAEMOTO CJIOBA, ITOCIIE YE€TO BBITTUCHIBACTCS
€ro IIaBHOE 3HaueHue, 0OBIYHO JaBaeMOe IOl HOMEPOM 1, a TakxKe TO, KOTOpoe OJIHKe BCETro MOAXOIUT
K KOHTEKCTY, Harpumep:

They finish the walls with a synthetic film.

Cnoso finish, crosiee nociie TMYHOTO MECTOMMEHUS B UMEHUTEIHLHOM MaAeXKe, - ITO IJIaroJ-
ckazyemoe. Haxoaum B ciioBape citoBo finish ¢ o6o3HaueHreM V (raroit) 1 BBITUCHIBAEM €TI0 3HAUCHUS:
1) 3akaHuMBaTh; 2) OT/EIBIBATH.

[Tockonbky u3BecTHOe Ham 3HauyeHue cioBa film (buiabMm) 3mech He MOIXOAMT, HAXOIUM B
CJIOBape 3TO CJIOBO ¢ 0003HAaYEHHEM N (CYIIECTBUTEIHHOE) U BHIIUCHIBAEM €T0 3HaueHus 1) rieHka; 2)
JIeTKUi cioit (4ero-nubo), KOTOphIe MOAXOIAT MO0 KOHTEKCTY. 3aTeM MepeBOAUM Bee mpenioxkenue: OHu
OT/ICJIBIBAIOT CTEHBI CHHTETUYECKOU TIIEHKOM.



3naucHue (PPa3eoTOrHUECKUX COYECTAHNUIN MITH UIMOMATHUECKUX BBIPAKEHHIN CIICyeT HCKAaTh B
ClioBape IO 3HAMEHATEJbHBIM CIIOBaM, a HE MO CIyKeOHBIM (TIpeyioraMm, CO3aM, YacTHUIIaM),
HampumMmep: 3HadyeHue obopora on the other hand (¢ apyroii croponsr) ciaemyer uckars 1o cioy hand.

3HaYeHKEe TPYIIOBBIX MMPEIOrOB M COI30B OOBIYHO Ja€TCs 10 OCHOBHOMY CIIOBY; HAIpHMED,
nepeson in spite of, owing to, as long as maxoaum o ciioBam spite, owing, long.

OTH OCHOBHBIE MPaBHJIA TOMOTYT BaM OBICTPO W 0€30MIMO0YHO HANTH 3HAYCHHE HE3HAKOMOTO
CJIOBa U TEM CaMbIM YCKOPHUTBH paboTy I10 MEPEeBOLY TEKCTA.

Memoouueckue YKA3auus no pa60me HAO 3aKpenjienuem u 0602611/1461{1/{6]1/1 JleKcudyecKkoeo sanaca.

1.

2.

O3HakoMbTECH C paboOTOIl CO ClIOBapeM — U3YYUTE MOCTPOSHUE CIIOBAPS U CUCTEMY
YCIIOBHBIX 0003HAYCHU;

BrinuceiBaiiTe He3HaKOMBIE CJIOBA B TETPaJlb B UICXOAHOM (hOpMe C COOTBETCTBYIOIICH
rpaMMaTHYeCcKOi XapaKTepPUCTUKOM; IJ1aroybl — B HeonpeaAeaEHHoH hopme (B MHPUHU-
TUBE), YKa3bIBas /Ul CUJIbHBIX M HEIIPaBWIbHBIX [JIar0jI0OB OCHOBHBIE ()OPMBI; puIIara-
TeNbHBIC — B KPATKOH opme;

3anuchIBasi aHTIIUIICKOE CJIOBO B €r0 TPAAUIIMOHHON opdorpadun, HanuImuTe psaaoM B
KBaJIPATHBIX CKOOKax ero (pOHETHIECKYIO TPAHCKPHUIIIHUIO (3TO K€ CIIPABEITITUBO IS
psifa CJIOB B IPYTMX MHOCTPAHHBIX SI3bIKAX);

BrinucreiBaiiTe 1 3anioMUHANTE B IEPBYIO OYepe/ib Haubosiee ynoTpeOUTeIbHbIC TIIa-
TOJIbI, CYIIIECTBUTENbHBIC, TPUIaraTeIbHbIe U HapedHs, a TAaKXKe CTPOEBbIE CJIOBA (T.€.
BCE MECTOMMEHUS, MOJIAJIbHBIE U BCTIOMOTaTeNIbHbIE TJIAr0JIbl, MPEJIOTH, COI03bI U Ya-
CTHIIBI);

YuuThIBaliTe IPH MEPEBOJIE MHOTO3HAYHOCTH CJIOB M BBIOMpATE B CIIOBApE MOIXOIs-
1Iee Mo 3HAYCHHUIO PYCCKOE CIIOBO, UCXOS U3 OOIIET0 COAepKaHUS MEPEBOAUMOTO TEK-
CTa;

BrinuceiBas Tak Ha3bIBaeMble HMHTEPHALMOHANILHBIE CII0BA, 00paTuTe BHUMaHUE Ha TO,
YTO HAPSAJY C YACTHIM COBMAJCHUEM 3HAYEHUN CIJIOB B PYCCKOM M MHOCTPAHHOM SI3bIKAX
OBIBAaET CHJILHOE PACX0XKICHHUE B 3HAYCHUSX CJIOB;

D¢ hEeKTUBHBIM CPEJICTBOM PACIIMPEHUS 3a1aca CJIOB CIY>KUT 3HAHHUE CITIOCOOOB CIIOBO-
00pa30oBaHUs B MHOCTPAHHOM SI3bIKE. Y Mes PacujIeHHUTh MPOU3BOIHOE CJIOBO Ha KOPEHb,
npedukc u cypukc, gerde onpeaeauTb 3HaueHUe HEU3BECTHOIO HOBOTO cioBa. Kpome
TOT0, 3Hasl 3HaUeHHE Hanboee ynoTpeOUTeNbHbBIX MPePUKCOB U CYPPUKCOB, BBl CMO-
xeTe 0e3 TpyZa MOHATh 3HaYEHHE BCEX CJIOB, 00pa30BaHHBIX OT OJIHOTO KOPHEBOTO
CJIOBa, KOTOPOE BaM U3BECTHO.

B xaxaom si3p1ke UMEIOTCs CrelupUIecKre CIOBOCOUETAaHUs, CBOMCTBEHHBIE TOJIBKO
JAHHOMY SI3bIKY. DTH yCTONYMBBIE CIIOBOCOYETaHUS (TaK Ha3bIBaeMble HAHMOMATHYE-
CKHE€ BBIPAKEHUS) SBIISIOTCS HEPA3PHIBHBIM 11€JIbIM, 3HAUEHHE KOTOPOTO HE BCET/Ia
MO>KHO YSICHUTb IyTEM MEPEBO/Ia COCTABISIOLINX €0 CIOB. Y CTOMYMBBIE CIIOBOCOUYETA-
HUS OJHOTO sI3bIKAa HE MOTYT ObITh OYKBaJIbHO TMEPEBEACHBI HAa APYTOM sI3bIK. Takue BbI-
pakeHUsl CIe1yeT BbIMUCHIBATh U 3ay4UBaTh HAU3YCTh LUEIUKOM.

JI71st IpaKTUYECKOTO OBJIAICHUSI HHOCTPAHHBIM SI36IKOM, HEOOXOIMMO YCBOUTH €0
CTPYKTYpPHBIE 0COOEHHOCTH, B OCOOCHHOCTHU T€, KOTOPbIE OTIMYAIOT €0 OT PYCCKOTO
s3pIKa. K TakiM 0COOEHHOCTSIM OTHOCHUTCS, TIPEXK/IE BCETO, TBEPIBIN MOPSIOK CJIOB B
MPEJIOKEHNH, a TAKXKE HEKOTOPOE YMCIIO TPaMMAaTHYECKIX OKOHUAHUH U cJI0BooOpa-
30BaTeNbHBIX CYP(PUKCOB.

Kax nocmasums 680npoc K CIHZJZMZZCKOM)/ l’lpeaﬂOOfC‘eHMIO.

1. BHuMarenpbHO OCMOTPUTE Ha MpeuiokeHue. 2. Onpenennure riaBHbIE U BTOPOCTEIICHHBIE
4lieHbl TpeiokeHus. [IoMHUTE O TOpsAKe CJIOB TOBECTBOBATENBHOTO MpeanoxkeHus. 3. Ecmu
CKa3yeMoe BBIPaKCHO OJTHUM TJIaroJbHBIM KOMIIOHEHTOM (TIEpBOil M BTOPOH TJIaroiia, Kpome is, am, are,
was, were, have, had), BeimenuTe BcmomoratenbHblid riaaron: do, does miam did. 4. BremHecute
BCITOMOTATEIIbHBIH TJIaro mepe;] Mo IIeKaIIiM, OCTABUB OCHOBHOM (CMBICIIOBOM) TJIarojl Ha MPeKHEM
Mmecte. [ToMHUTE, YTO B BOIpPOCE OH Bcerja OyAeT SBIATbCS MHOUHUTUBOM Oe3 yactuibl to. 5. Ecnu



CKa3yeMoe BhIpaKEHO 00JIee YeM OJIHUM TJIaroJIbHBIM KOMITIOHEHTOM, TO TIEPE/T MOJJIC)KAIIUM B BOIIPOCE
BCETJ]a BBIHOCUTCSI MIEPBBIN INIar0JIbHbIM KOMIIOHEHT, @ OCTAJIbHBIE OCTAIOTCS HA MPEKHEM MECTE MOCIe
nojiexkamiero. 6. B cmermumansHOM Bompoce (KpoMe BoIpoca K MOJJIeKameMy) CIHelruaaIbHOe
BOIIPOCHUTEIILHOE CJIOBO CTAaBUTCS B Hadalle MPEIJIOKEHUS TMepe]l BCIIOMOTaTeIbHBIM IJIarojom, Mpu
ATOM Ta YacTh MPEIIOKECHHS, K KOTOPOH 3aaeTcsi BOMpoC, omyckaercs. 7. Ecinu Bompoc 3amaercs k
MOJJIKAIEMY, BMECTO HETO CTAaBHTCS BOINPOCHUTEIbHOE clioBo who, what- kTo, 4To, mpu 3TOM
raroyibHas oopMa cKazyeMoro BCEr/ia COriacyercs ¢ TPEThUM JIMIIOM €IMHCTBEHHOTO YHCIIa.

11.2. MeToanueckue yKazaHusi 10 OpraHU3allyd CaMOCTOSTEIbHONU PaOOTHI.

CamocrositenbHas padora cryaeHTtoB (CPC) — ogHa U3 HEOTHEMIIEMBIX COCTABIISIONIUX Y4EOHOTO
nporecca. @DopmupoBaHue  MPO(ECCHOHANBHOW  JMYHOCTH  CHEIHMAIUCTa, CIIOCOOHOTO K
camM000pa30BaHUI0, TBOPUECKOMY MPUMEHEHUIO MOTYYSHHBIX 3HaHUN, MHHOBALIMOHHOW EATEIbHOCTH
ABIISICTCS BaKHEHIIMM TOKaszareneM 3¢ddexruBHoctn obpazoBanus. Mimenno CPC nampaBieHo Ha
(hopMUpOBaHNE HABBIKOB PEMPOTYKTUBHON U TBOPUYECKON NEATEILHOCTH CTY/IEHTOB, KaKk B ayAUTOPUH,
TaK ¥ MPH BHEAYJIUTOPHBIX 3aHATHUSX.

Bunst u hopmbl caMoCTOATEIHHOM PabOTHI.

Memoouueckue ykazanus no camocmoamensvHol pabome ¢ 1eKCUKOU.

1. Beinuiy HOBOE CIIOBO B CIIEIMATBHYIO TeTpaib. 2. Hanuim Tpanckpunuuio ciosa. 3. Haiinu
B CJIOBape MEPEeBOJ] ATOTO clioBa u 3anuiid. 4. OTpaboTaii MPOU3HOIIEHHUE 3TOTO CJIOBA, IOBTOPUB €T0
HECKOJIbKO pa3 BciyX. 5. CocTaBb ¢ HOBBIM CIIOBOM CIIOBOCOYETAHUS U MPEATIOKEHUS, UCIIONB3Ys 3Ha-
KoMbIe cioBa. 6. [lonbepu k HOBOMY CJIOBY CHHOHMMBI U3 YK€ U3BECTHBIX TeOe cioB. 7. s nydiero
3alIOMUHAHUS HOBBIX CJIOB U MPOBEPKH MOXHO HCIIOJNIB30BATh KAPTOUKH, Pa3IMYHbIE UTPHI, IIOMOIIb
JIPYTUX JIOJICH.

Memoouueckue ykazanus no camocmosamenbHOMY U3YUeHUI0 2PAMMAMUKU.

@®opMBbI CaMOCTOSITENBHOM pabOThI C FPAMMATUYECKUM MATEPHAJIOM: - YCTHBIE TPaMMaTH4YECKHE
U JIEKCUKO-TpaMMaTHUECKHE YIPAKHEHUS 110 OMPEEIICHHBIM TeMaM; - MHUCbMEHHbIE TPaMMaTHUYECKHe
U JIEKCUKO-TPaMMaTH4ECKHE YIPAXKHEHUSI 110 ONPECIIEHHBIM TEMaM; - COCTAaBJIEHUE KapTOUYeK IO OT-
JIeTbHBIM TPAMMATHYECKUM TeMaM (4acTH peuu; OCHOBHbIE ()OpMBbI IPABUIIBHBIX M HEMPABUIIbHBIX IJ1a-
TOJIOB U T. [1.); - TIOUCK U MEPEBOJI ONPEAEIEHHBIX IPpaMMaTUYECKUX (OPM, KOHCTPYKLIUM, SIBJICHUN B
TEKCTE. - CAHTAKCUYECKUI aHAJIN3 U NepeBOJl MPEIOKEHUH (IIPOCTHIX, CII0)KHOCOUNHEHHBIX, CII0XKHO-
MOIYUHEHHBIX, TPEIOKEHUH C YCII0)KHEHHBIMU CHHTAaKCUYECKUMHU KOHCTPYKLMSMHU); - IEPEBOJ] TEK-
CTOB, COJIEPIKAIMX U3Y4aeMblii TpaMMaTHYECKUN MaTepHal.

1. BHumaTenbHO U3ydynuTe rpaMMaTHYeCKOe MPaBUIIO, PACCMOTPUTE MpuMepbl. 2. Brimonnure
pPEKOMEHyEMBIE YIIPAXHEHU. 3. BoImuimmTe u3 ynpaxxHeHHs BCE MPEUIOKEHNS, COIEPIKALUE HOBYIO
rpaMMaTHYECKYI0 CTPYKTYpy. 4. BHUMaTenbHO u3yuuTe cnoco® TpaHc(opMaluu yTBEpAUTEIHHOTO
IIPEJIOKEHHUS B BOIIPOCUTENIBHOE U OTpULaTeNbHOE. 5. [IpoKOHTpoMpyiTE ¢ TOMOLIBIO CIOBAps Mpa-
BUJILHOCTh IIPOM3HOIIEHUSI TOOOM AaHHOH CTPYKTYphl. 6. [IpuaymaiiTe HECKOIBKO MPeI0OKEHHH, Co-
Jep KalIuX HOBYIO IPaMMaTHYECKYIO CTPYKTYPY.

Paboma nao ycmmuoii peuvio.

DopMbI CaMOCTOATENLHON PabOThI HAJl YCTHOM peublo: - (POHETHUECKUE YIPAXHEHUS O ompe-
JICIEHHOM TeMe; - JIEKCUUECKHEe YIPaXXHEHHs 110 ONPE/ICIEHHOM TeMe; - OHEeTHUeCKOe YTEHUE TeKCTa-
o0pasia; - mepeBoJl TEKCTa-00pa3ia; - Nepeckas TeKCTa; - MOATOTOBKA YCTHOIO MOHOJIOTHYECKOTO BBbI-
CKa3bIBaHUs MO ONpe/eIeHHOM TeMe (00beM BbICKa3biBaHUA - 15-20 npeanokeHuit).

Memoouueckue ykazanus no opeaHuzayuy nepesood.

1. Tekct, mpeaHa3HAYEHHBIN I NIEPEBOJA, CIEIYET paccMaTpUBaTh KaK €IMHOE CMBICIOBOE
uenoe. 2. Haunnail nepeBoJ ¢ 3aryiaBusi, KOTOPOE, KaK MIPaBUIIO, BBIPAYKAET OCHOBHYIO TEMY JAHHOIO
tekcrta. 3. [Tocrapaiics MOHATH coliepiKaHNE BCETO TEKCTa, MPOUYUTAN €ro LEIUKOM HIIA OOJBIIYIO €ro
4acTh, a 3aT€M IPUCTYNall K OTAEIbHBIM ero npeaiokeHusM. 4. Ctapaiics NOHATH OCHOBHYIO MBICTb
MIPeITIOKEHUS], OMUPASICh HAa 3HAKOMBIE CJIOBA U BBIPAXKEHMSI, a TAK)KE Ha CJIOBA, CXOXKHE C POJHBIM SI3bI-
KOM WJIM O 3HaY€HMM KOTOPBIX MOXHO J0TaJaThCs U3 coAepxkaHus. 5. BbIogHM nepeBos BcexX HEU3-
BECTHBIX TeOe coB. 6. OTpeaaKkTUpyi NMepeBeIeHHBIE TPEIOKEHHS TaK, YTOOBI OHU OBLIN MTOCTPOSHBI
Ha PYCCKOM $I3bIKE I'DAaMMAaTHYECKH M CTUIIMCTUYECKU BEpHO. 7. Korma Tekcr nepeBeneH MONMHOCTBIO,
MIPOYMTAM ero Bech EIUKOM U BHECH HEOOXOAMMBIE CTUITUCTHUECKHE MTOIPABKH.



Kaxk nepesecmu pyccroe npeonoscenue Ha aHIULCKULL S3bIK.

1. BuumarenbHO mpouuTaiiTe npeioxkenue. 2. Ecim oHO yTBepaUTENbHOE WIN OTPULIATENIBHOE,
MOMHHTE O MPsMOM Tnopsiike ciioB. 3. Haitaute nmomnexaiiee, notom ckazyemoe. 4. Coryacyire ckasy-
€MO€e B PYCCKOM sI3bIKe ¢ BUIOBpeMeHHOM (hopmoii B ASl. 5. Ha mepBoe MecTo Bcerna CTaBUTCS MOJIe-
xKailee, IOTOM CKazyeMoe, Jajiee JOMOTHEHUE U 00CTOSATeNbCTBO. 6. OOCTOSATENBCTBA MECTA U BPEMEHU
MOTYT CTOSITh B Ha4aJle IpeI0KEHU Iepes] noyuiexaiiuM. 7. [Ipu nepeBojie BOIpOCUTEIBHOTO Npea-
JI0’KEHMS1, BOCKIMIATEIBHOTO U MOBEJIUTEIbHOIO U3YYUTE COOTBETCTBYIOLIME ITPaBUJIA.

Memoouueckue pexomenoayuu no no020MmoeKe nepeckasa mexkcma.

1. Pemy, uTo siBIIIeTCS B COAEpKaHUU TeKcTa Ii1aBHbIM. 2. CocTaBb Iu1aH nepeckasa. 3. [Ipeio-
KEeHHs1, HeoOXOIUMBIE /1JIs IepecKasa, cemnail 0osee KpaTKUMH, TPOCTHIMU IO TPaMMaTHYECKON CTPYK-
Type. 14 4. OTpaboTaii mpou3HOIICHHE HEOOXOJUMBIX JIsl TIepecKa3a CIIOB U clioBocodeTanuii. O6paru
BHHUMaHUE Ha MPOU3HOILICHUE TPYIHBIX MHOCTPAHHBIX CJIOB U UMEH coOCTBeHHBIX. 5. [Ipu mepeckaze
MPUICPKHUBAKCSA COCTaBIeHHOTO ToOo0# rmana. AnroputmNe2. Kak agantupoBaTh (mepecka3aTb) Mpo-
YUTAHHBIN aHITIMKACKUH TekcT. 1. [IpounTtaiite BHUMATenpHO TEKCT. 2. BrInuinTe HE3HAKOMBIE CIIOBA,
HaiinuTe ux nepeson. 3. IlepeBenute TekcT. 4. Pa3deliTe TEKCT HAa CMBICIOBBIE TPYyNIbL. 5. Beinenure
TJIaBHBIE MIPEIOKEHUS B Kaxxaou rpymme. 6. [lonpoOyiite paccka3arb 0 TOM, YTO IPOYUTAIH HA pycC-
CKOM $I3bIKE, 00paTHB BHUMAHUE Ha BBIJICJICHHBIC BAMH OCHOBHBIE MPEIOKEHUS B aHTJIMMCKOM TEKCTE.
7. llonpoOyiiTe mepeBecTH caMOCTOSATENbHO 3TH npeanoxkenus Ha ASl. 8. CBepbTe ux ¢ TeKcTOM. 9.
[Iponenaiite myHKTHI 6,7,8 HECKOJIBKO pas.

Iloozomoska u npogedeHue ycmHo20 MOHOIOSULECKO20 BbICKA3bIEAHUS.

Paboty no noaroToBke yCTHOr0O MOHOJIOTHYECKOTO BHICKA3bIBAHUS 110 ONPEAEICHHON TEME CJie-
JyeT HauaTh C U3YYCHHS TEMAaTHYECKIX TEKCTOB-00pa3IoB. B mepByto ouepenpb yrnpaxHeHUs 110 U3yda-
€MOI TeMe, YCBOUTh HEOOXOAMMBIH JICKCHYSCKUN MaTepHall, IPOYUTATh U TIEPEBECTH TEKCTHI-00pa3IIbl,
BBIIIOJIHUTH PEUYEBBIE YIPAXKHEHUS 110 TEME. 3aTEM Ha OCHOBE M3YUYEHHBIX TEKCTOB HY>KHO IIOJATOTOBUTh
CBSI3HOE M3JIOKEHHUE, BKIIIOYAIOIIee Han0osee BAXHYIO M HHTEPECHYIO HH(POPMALIHUIO.

Memoouueckue ykazanus no n0020mosKe coooOueHusl.

1. Chopmynupyii TeMy cOOOIIEHNUS, TPABHIILHO 03arjIaBb CBOE COOOIICHHE.

2. CocTaBb KpaTKui WK pa3BEPHYTHIN TJIaH COOOIIEHUS.

3. B cooTBeTCTBUU C IJITaHOM NPOAHATIU3UPYH HEOOXOIUMYIO JTUTEPATYpy: TEKCThI, cTaTthu. [loa-
Oepu IIUTAThl, UJUTFOCTPATUBHBIN MaTepuar.

4. Bemmumim He00X0IMMbIE TEPMUHBI, KITFOUEBHIE CII0BA, PEYEBBIE 0OOPOTHI.

5. TekcT cooOIIeH S TOKEH COCTOSTh U3 MPOCTHIX MPEITI0KEHUI U OBITh KPATKUM.

6. Haunu cooOmienue ¢ ¢pas: s xouy pacckasatb O ..., pedb UIET O ... .

7. O003Haub BO BCTYIMJICHUH OCHOBHBIE MOJIOXKEHUS, TE3UCHI CBOETO coobueHus. O60cHyi, 10-
Kaku (paKkTaMu, MIPOWTIOCTPUPYH ITH TE3UCHI.

8. BbIienMB B CBOEM BBICTYIUIEHMH CMBICIOBBIE OTPE3KH, YCTAHOBU MEXAY HUMHU CMBICIIOBBIE
CBSI3H.

9. Ocob0 noguepKHHU TIIaBHOE.

10. 3akoHun coobIIeHre, 0003HAYb PEe3yIbTAT, CACNIall BEIBOI, TIOJBEAN UTOT CKa3aHHOMY.

11. Belpasu cBo€ OTHOLIEHUE K U3TI0KEHHOMY.

12. ITocTapaiics nznaraTb CBO€ COOOIIEHNE YMOIIMOHAIILHO, HE YUTAas, a U3pe/IKa 3aryisiibIBas B
IJIaH ¥ 3aYUTHIBAs IIUTATHI.

13. 3anoMHH: yKpamiaroT cOOOIIEHNE KapThl, CXeMBbI, TAOIHUIIHI.

Memoouueckue ykazanus no no020mogKe 8biCMynieHus.

ITogymaii, 0 4em ThI XO4YEeIIb paccKa3aTh B CBOEH npe3eHTanuu. CocTaBb IUIAH MPE3EHTAuu. 2.
[Ipoananu3upyit HeoOxoaumyto nutepatypy. Iloagdbepu nurtaTsl, WLUTIOCTpaTUBHBIA MaTepuai. 3. Ilo-
BTOPH CJIOBA, HEOOXOIUMBIE JIJIsI COCTABIICHUS KOMMEHTApHs K npe3eHTanuu. 4. TekcT cnaiaa JomKeH
COCTOATh M3 KPATKUX U MPOCTHIX MO IpaMMaTHYECKON CTPYKType mpeanoxkenuil. 5. Mmmoctpauuu
JOJDKHBI OTPaXKaTh COACPIKAIYIOCs Ha claiae nHpopmaruio. 6. Craiasl JOKHBI OBITh JIOTHYECKH TI0-
cienoBatenbHbIMU. 7. He 3a0bIBail, 4TO Mpu MpeNCTaBICHUH MPE3EHTAIIMH KOMMEHTApUH K Claigam
JOJDKHBI COZIEPKaTh 00BN 00beM HH(POPMAIIMH, YEM OTPAKEHO HAa caMoM ciaiize. 8. [luzaita cnai-
JIOB JIOJDKEH OBITH BBIJCPKAH B €IMHOM CTHJIC M HE MEIIaTh BOCIPUATHIO COJEpIKaIIelcs Ha HeM UH-
dhopmarun.



HJIaHI/IpyeMbIe pe3yJbTaTbl oﬁyqe}mﬂ IJIsA (l)OpMHpOBaHHH KOMIICTCHIIUHA U

KPUTECPHUHA UX ONCHUBAHUA

JucuurumHa/Moaynb  VMIHOCTpaHHBIH SI3bIK

Kon, nanpasnenue noarorosku 21.03.01 Hedrerazoroe nemno

[Tpunoxenue 1

Hanpasnennocts (mpoduis) [IpoekTrpoBaHue, COOPYKEHUE W IKCILTyaTaIUs

He(bTera3OTDaHCHODTHBIX CHUCTEM

Konu Kog, Kon u Kpurepun onieHHBaHus pe3yIbTaTOB 00yUSHHS
HaAaUMCHOBAHHUEC HaAaMMCHOBAaHHUEC HaMMCHOBAaHHUEC
KOMIETEHI[UU UK pe3yiibrara
00y4YeHHUS IO Memee 61 61-75 76-90 91-100
IUCLHUIIIINHE
(Momymo)
3nats: 31/ He 3HaeT |Bocopous |Bocmpousson |BocmpousBoaut
KOMMYHHKAaTH | KOMMYHHKAaTH | BOOUT C | UT TOYHO, TIOJIHO U
BHO- BHO- oIInMOKaM | KOMMYHUKATH | OCO3HAHHO
nMpueMJeMble | IpHeMIIeMble | U BHO- KOMMYHUKaTHBH
CTHIIH CTHIIN KOMMYHHU | TIpHEMJIEMBIE | O-TIpUeMIIEMbIe
JIETIOBOTO JIEJIOBOTO KaTHUBHO- | CTHJIU CTHJIN JEIIOBOTO
00IIIeHN, 00IIeHH, npUeMJIe | JICIIOBOTO o0IIeHN,
BepOanbHBIE U | BepOabHBIC U | MbIE oOmeHws, BepOanmbHBIE |
HeBepOanbHBI | HEeBEPOAIbHBI | CTHIIN BepOaJIbHBIE U | HEBepOaIbHbIC
€ Cpe/icTBa €  CpeAcTBa | JACIOBOrO | HEBepOAIbHBI | CPEACTBA
B3aMMOJICHCT | B3aMMOJCHCTB | OOIIEHMs, | €  CpeICTBA | B3aUMOJCHCTBU
BUS C us C | BepOaNbH | B3aMMOJEHCT | i C MapTHEpaMu
napTHEpaMu napTHEpPaMu bIC u | BUS c
VK-4. Criocoben | K42 HeBepOasl | mapTHEpamMu
OCYIIECTBJIATH HeMOHCTppr BbHBIC
HIETIOBYIO €T yMEeHUe cpencTsa
KOMMYHUKAIUIO BectH O?MeH B3auMOJIE
B  YCTHOH H AICTIOBOH . o A
NUCBMEHHOMN HH(bOpMua fmen HCTBILL €
(opmax ba | BYCTHOHH napTHepa
Trocy1apCTBEHHO TTHCbMEHHOH MU
M aapce | POPMax He VYmers: VI He yMeeT | YMeer B | Ymeer ¢ | Ymeer B
Poccuiickoii MCHEC HEM HA | VpeTh pasianJaTh HE3HAYUT | HEOOJBIIMMH | COBEPIIEHCTBE
Denepaunn u | MM pasznuJaTh CTHIIH eJTBHOM 3aTPYAHECHUS | PacCIpeNesTh
UHOCTPaHHOM(BI ;IfgzzpaHHOM CTHITH JIEJI0OBOTO CTEINeHU, | MM Pa3iIuyaTrh | 00S3aHHOCTH B
X) sI3bIKE(ax) JIEJIOBOTO 00IIEeHUS, JIONYCKAE | CTUIIH pasIMuMU CTHJIS
00IIIeHH, BepOaJbHBIC U | T JIEITOBOTO JIEJIOBOTO
BepOabHbIC U | HeBepOaabHBI | CYIISCTBE | OOIICHMS, ob1meHus,
HeBepOalbHBI | €  CPEICTBA | HHBIC BepOanbHBIE U | BepOANbHBIE U
€ cpencTBa B3aMIMOJICVCTB | HEZIOYET | HeBepOaJ bHBI | HEBepOAIbHBIC
B3aUMOJICUCT | Us c | Bl B|€  CpemcTsa | cpeicTBa
BUsI C IIApTHEPAMU paznyuy | B3aUMOJEHCT | B3aUMOJIECHCTBU
MapTHEpaMH CTHIIA BHUSA C | 1 c mapTHepamMu
JIEJIOBOTO | IMapTHEpPaMH
OOIIEHUS,
BepOaJIbH
ble "
HeBepOa




BHBIC

cpencTBa

B3aHMOJIC

WCTBUSI C

mapTHepa

MH
Bnanets: Bl He Bnaneer |Cnado B ocnHoBHoM |B monnoi mepe
HaBLIKOM HaBBIKAMH BIIaJICET BIIaJICET BIIaJICET
BBEIOMPATH U BHIOMpATh W | HaBBIKaM | HaBBIKAMH HaBBIKAMHM
HCIIONB30BaTh | MCIOJIB30BATh | U BBIOMPAaTh U | BEIOMPATH H
KOMMYHUKATH | KOMMYHHKAaTH | BBIOMpAT | MCIIOJL30BaTh | UCIOJIbH30BAThH
BHO- BHO- b M | KOMMYHUKaTH | KOMMYyHUKATHBH
MpUEMIIEMBIE | TIPHEMIIEMBIE | MCIIOIB30 | BHO- O-TIpUEMJIEMBIC
CTHIIH CTHIIN BaTh MpUEeMJIEMbIE | CTHJIU JCJIOBOTO
JIEJIOBOTO JIETIOBOTO KOMMYHHU | CTHJIH o01IeHN,
OOIIEHHS, o01IIeHMS, KaTHBHO- | JEJI0BOIO BepOAIbHBIE |
BepOanbHBIC U | BepOabHBIC U | IpreMiie | OOIIeHUS, HeBepOanbHbBIC
HeBepOanbHbI | HeBepOANbHBI | MbIC BepOaJIbHBIC U | CPEJICTBA
€ CpecTBa e CpEeICTBA | CTHJIH HeBepOaIbHBI | B3aUMOJEHCTBU
B3aUMOJICUCT | B3aUMOJECUCTB | IEJIOBOTO | €  CPEACTBA | s C MapTHEpPaAMHU
BHS C ust c | oOmienus, | B3aUMOICHCT
MapTHEpaMH MapTHEepaMu BepOanbH | BUA c

130 U | mapTHepaMu

HeBepOal

BHBIE

cpencTBa

B3aNMOJIE

WCTBHUA C

napTHepa

MHU




[Ipunoxxenue 2
KAPTA
00ecre4YeHHOCTH JHCIMILINHBI Y4e0OHO0i H y4e0HO0-MeTOAHYeCKOH JIMTepaTypoi
Juctunmuaa/Monyas  MHOCTpaHHBIN S3BIK
Kopn, nanpasnenue noarorosku 21.03.01 Hedrerazoroe aeno
Hanpasnennocts (npoduis) [IpoekTrpoBanue, coopykeHUE U IKCIUTyaTalus HedTera3oTpaHcnopr-
HBIX cucTeM (hopMa 00OydeHus

O6ec-
remm oy | S
Ko a0 Y= | mocts
Haspanune yueOHOro, yaeOHO-METOJIMYECKOTO H3/1a- | YECTBO X CS 00yua- | Hamrume snex-
’ 10- TPOHHOTO BapH-
No i/ | HYSL aBTop, I/ISHaTeJ'II);’;];(;I,HBI/II[ HU3TaHUs, TOJ 13- I:Taizel\(/)ll; HCIONb- | oo anTa B OEC
1504
5 BEIK 3;;:;);1;}1_ JIATE- (+-)
pary-
HYIO JIH- poi,

Teparypy %

AHTIUACKUHN SA3BIK U151 HHXKEHEPOB : YISOHUK M
CTYJICHTOB BY30B, 00yYaIOUIHXCS 10 TEXHUICCKUM
cnernuansHocTsM / T. FO. TlomnsikoBa [u np.]. - 5-¢
u31I., crep. - Mocksa : Beicas mkona, 2000. - 464
c. : un. - ISBN 5-06-003733-9
http://webirbis.tsogu.ru/cgi-bin/ir-
bis64r_plus/cgiirbis_64 ft.exe?S21COLOR-

1. | TERMS=0&LNG=&Z21ID=GUEST&I21DB | 5P 30 100 +
N=READB_FULLTEXT&P21DBN=READB
&S21STN=1&S21REF=10&S21FMT=briefH
TML_ft&S21CNR=5&C21COM=S&S21ALL
=0%3C.%3EI=%D0%A8143%2E21%2D92%?2
F%D0%90%20647%2D702538%3C.%3E&U
SES21ALL=1

AyauoKypc K y4eOHUKY " AHTITHHCKUN S3BIK IS
nHxeHepos" : B AByX vacTsax. Y. 1/ T.1O. ITons-
koBa, E.B. Cunseckas, O.W. TeiakoBa. - M. : BbIc-
mas mxoJia, 2000.
http://webirbis.tsogu.ru/cgi-
bin/irbis64r_plus/cgiirbis_64 ft.exe?S21COLO
RTERMS=0&LNG=&Z211D=GUEST&I21DB P 30 100 +
N=READB_FULLTEXT&P21DBN=READB&
S21STN=1&S21REF=10&S21FMT=briefHTM
L ft&S21CNR=5&C21COM=S&S21ALL=%3
C.%3E1=%D0%A8143%2E21%2D92%2F%D0
%090%2093%2D925223%3C.%3E&USES21AL

L=1
Business English for Oil and Gas Students: y4ue6Hoe
nocobue / W. I'. Iluenunnesa, A. B. Uyma-

koBa; OtB. pexn. U. I'. [Tuenmamnesa. — TIOMEHb :
TioM'HI'Y, 2011. - 192 ¢. http://we-

3 birbis.tsogu.ru/cgi-bin/irbis64r_plus/cgiir- 3P 30 100 +
" | bis_64_ft.exe?S21COLOR-
TERMS=0&LNG=&Z21ID=GUEST&I121DB
N=READB_FULLTEXT&P21DBN=READB
&S21STN=1&S21REF=10&S21FMT=briefH




ITuenunnesa U. I'. Aurnuiickuii 361K, 1Kypc:
yaeOHOe TIocOOMe JIT TPAKTUUICCKUX 3aHATHH
CTYZACHTOB BCEX HampasJeHuil u popm oOyuenus / U.
I'. [Tyenunnena, A. B. UymakoBa. — Tromens: TUY,
2016. — 164 c. http://webirbis.tsogu.ru/cgi-
bin/irbis64r_plus/cgiirbis_64 ft.exe?S21COLO
RTERMS=0&LNG=&Z721ID=GUEST&I21DB
N=READB_FULLTEXT&P21DBN=READB&
S21STN=1&S21REF=10&S21FMT=briefHTM
L_ft&S21CNR=5&C21COM=S&S21ALL=%3
C.%3EI=%D0%A8143%2E21%2D92%2F%D0
%09F%20922%2D648457%3C.%3E&USES21A
LL=1

OP

30

100




Jlono/IHeHNs1 M U3MEHeHUsl
K paboueil nporpaMMe AUCHHUILIMHBI (MOLYJI51)

Ha 20_ - 20 y4eOHbIN TOJ

C yuéroM pa3BUTHS HAyKH, NMPAKTUKH, TEXHOJIOTUH W COLMAIBHOW cdephl, a TaKkkKe pe3ylbTaToB
MOHUTOpPHHTra MoTpeOHOCTel paboronmateneii, B pabouyi0 NOporpaMMy BHOCATCS CJEIYIOIINE
JOTIOJTHEHUS (M3MEHEHMS ):

Ne Bun nononHeHN/ M3MEHEHU T Coneprxanue TONOJTHCHUH/M3MEHECHHH,
BHOCHMBIX B pa004yI0 MPOTrpaMmy

I[OHOJIHGHI/I?I 1 N3BMCHCHUSA BHEC!

JlononHeHus (M3MEHEeHMsI) B pab0dyr0 MPOrpaMMy PacCMOTPEHBI U OJ0OpPEHBI HA 3aceIaHHH
Kadeapbl

IIpoTokoi oT « » 20 1. Ne

3aBeayromuii kadenpoit N.0. ®amumnus._

COI'ZTACOBAHO:

3aBeayronuil Belmyckaromen kadeapoi/
PykoBoauTh 00pazoBaTeNbHON IPOTrpaMMBI N.0. ®damunus._

« » 20 T.
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