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1. He.]'ll/l H 3a1a41 OCBOCHUSHA L[HCII]/II[.]'[I/IHLI/MO}Iy.TIﬂ

[lenb AMCHMIUIMHBI/MOIYJISA: JOCTH)KCHHE S3BIKOBOW W KOMMYHHMKATHBHOW KOMICTCHIUM IS
JalbHEHIIeH yaeOHOM eI TeTbHOCTH, I U3y4eHHS 3apYOCIKHOTO OIbITa B HETEra30BOi 00JIACTH, a TAKXKe
JUTSL OCYIIIECTBIICHUS JACIOBBIX KOHTAKTOB Ha DJIEMEHTAapPHOM YPOBHE.

Hapsiny ¢ mnpakTHYecKod IeNbl0 Kypc HMHOCTPAHHOTO sI3bIKa CTaBUT OOpa30BaTENbHBIC H
BOCIIUTATENbHBIC IenH. JlOCTH)KeHHE HTHX IeNied O3HAa4aeT pacIIupeHHe Kpyrozopa oOydarommxcs,
MOBBIIICEHUE YPOBHS HMX OOIIEH KYJIbTYyphl U OOpa3oBaHHUs, a TaKXKe KYJIbTYPbl MBIIUICHHS, OOIICHUS |
MPOSIBIIIETCS. B TOTOBHOCTH CICIHAIUCTOB K (POPMHPOBAHUIO MEKKYIBTYPHBIX, MPOPECCHOHAIBHBIX H
HAaY4YHBIX CBS3EH.

3amaun TUCIUTUIAHBI/ MO IS

—  QopMHpOBaHUE HABBHIKOB M YMEHHI aKTHBHOTO PEUEBOTO MOBEICHUS B CUTYAIIHUSX JEJIOBOTO 00-
IICHUSI B 3aBUCHMOCTH OT OCOOCHHOCTEW COIMOKYJIBTYPHOTO M MPO(ECCHOHATBHOTO B3aUMOJICHCTBUS: OT
cTaryca coOCCeTHUKOB U APYTrUX (PaKTOPOB, OTHOCAIINXCS K MPArMaTUKe PEeUeBOTO OOIICHHS,

—  OBJIaJICHHE T'PAMMATUYECCKUMH SIBJICHUSMH W CHHTAKCUYECKUMHU KOHCTPYKIIMSMH, TUITUYHBIMUA
JUTSL SI3bIKA JISJIOBOTO OOIICHUS;

— oBiageHue popMaMu U JIEKCUKOM OOIIETo U JACIOBOTO PEUYEBOT0 ITHKETA,

—  3HaKOMCTBO C OCHOBaMHU sI3bIKa OM3Heca B HeTerazoBoii chepe;

—  (opMupoBaHHE HABBIKOB U YMEHUI MTMCbMEHHOMN PEUH MPH BEICHUH JCI0BOM KOPPECIIOHICHIIUH
B 00JIaCTH BEJICHHS JIJIOBOTO He(pTera3oBoro Ou3Heca;

— (¢dopMHpOBaHHE YMEHHI M HABBIKOB YTEHHUS TEKCTOB IO JICJIOBOW M He(dTerazoBoil TEMaTUKE B
OpHUTHHAJIE.

2. MecTo aucuuiimHbI/MoayJisi B ctpykType OIIOII BO

JucuunimHa/Moaylib OTHOCUTCS K AUCHUIIIIMHAM 00s13aTeNIbHOM YyacTH, popMHUpyeMOl yYaCTHUKaMU
00pa3zoBaTeNbHBIX OTHOILIEHUH yueOHOTO MaHa.

Heo0OxonuMbpIMu yCIIOBUSMU U1 OCBOECHHUS JUCIUILIUHBI SABIISIOTCS:

3HaHUE S3bIKOBOr0 MaTepuaa: (POHETUUYECKUH, TEKCHYECKHU, FpaMMaTHYeCKUii Ha ypoBHE 00111€00-
pa30BaTENIbHON IIKOJIbI, 3HAaHHE HAIIMOHAIbHO-KYJIBTYPHBIX OCOOEHHOCTEN peyeBOro U HEPEYeBOro moBe/ie-
HUs B CBOEH CTpaHe U CTPAHAX U3y4aeMOro SA3bIKa;

YMEHUS, XapaKTEPU3YIOLIME YPOBEHb MPAKTUYECKOTO BIAJACHUS MHOCTPAHHBIM SI3BIKOM KakK Cpei-
CTBOM OOILIEHHsI B paMKaX MporpaMMsbl 00111e00pa3oBaTenbHOM MIKOJbI (peueBble U KOMMYHUKATUBHBIE);

BJIa/ICHNE€ KOMMYHUKAaTUBHBIMH HaBbIKAMHU B YETHIPEX OCHOBHBIX BUJAX PEUYEBOM JIEATEIBHOCTH (TO-
BOPEHHH, ayAUPOBAHUH, YTEHUH, IUCbME), COL[MOKYJIbTYpHbIE HAaBbIKH, yU€OHO-IT03HABATEIbHbIE HABBIKU B
pamKax nporpamMmbl 00111e00pa30BaTEIbHON HIKOJIBI.

CopnepxaHue AMCUUILINHBI CIIY’)KUT OCHOBOM JUIsl OCBOCHHUS NUCHUILUIMHBI « T€XHUUECKNI MHOCTPaH-
HBIN A3BIK», «VICKYCCTBO MyOJUYHBIX BBHICTYIIJICHUH HAa aHTJIUHCKOM SI3BIKE.

3. Pe3yabTaThl 00y4eHHs MO JTUCIUTIMHE/ MO0

[Tpouecc u3yueHus: AUCUUIIIIMHBI/ MOIYIIS HAllpaBjieH Ha (OPMUPOBAHUE CIIETYIOMINX KOMIIETEHIINMN

Tabmuma 3.1

Kon n naumenosanue
WHAUKATOPa JOCTH)KEHUS
komnerennuu (MAK)

KO}_I 1 HAUMCHOBAHUEC
KOMIICTCHIINH

Ko u HaumeHoBaHue pe3ynbraTa 00y4eHus 10
JUCIUILTAHE (MOJTYJTIO)




YK-4. CriocoGeH ocymiecTs-
JSTh JEJIOBYI0 KOMMYHHKa-
LU0 B YCTHOW M THCBMEH-
HOW ¢opmMax Ha rocymap-

YK-4.2. lemoHCTpHpYET yMe-
HUE BeCcTH 0OMEH JeTI0BOM
nHpOpMaLuei B yCTHOH U
MMUCBMEHHOU (hopMax He Me-

3Hatb: 3/ KOMMYHUKATHBHO-TIpUEMIIEMbIE CTHIIH Jie-
JIOBOTO OOIICHUS, BepOAIbHBIC U HEBEPOAILHBIC CPE/I-

CTBa B3aNMOJICHCTBHUS C napTHepaMu

VYmerb: V1 paznudaTh CTHIIN AETOBOTO OOIICHMS, BEp-

CTBEHHOM s3bIKe Poccuii-
ckoii ®Denepauuu U HWHO-

HEC 4YE€M Ha OIHOM HMHOCTpaH-
HOM A3BbIKEC

OanbHBIC 1 HeBepOaTbHBIC CPEACTBA B3ANMOACHCTBIUS
C TapTHEpaMu

CTpaHHOM(BIX) A3BIKE(axX) Bnanets: Bl HaBbIKOM BBIOMPATH U HCIIOJIB30BATh
KOMMYHHKATHBHO-TIPHEMIIEMBIC CTHITU JIEIIOBOTO 00-
eHwsl, BepOanbHbIC U HeBEpOAIbHBIC CPEICTBA B3aH-

MOﬂeﬁCTBHﬂ C MapTHCPpaMun

4. O0beM AUCHUNIMHBI/ MOYJIs1

OO0muii 00BeM TUCITUTUTHHBI/MOTYJISI COCTABIISET 6 3aUETHBIX eIUHUII, 216 9acoB.

Tabmuma 4.1.
AyIUTOpHBIC 3aHSTHSA/KOHTAKTHAS
pabora, yac. i
Popma Kypc/ ce- JIabo- Camoctos Kontpornb, Popma
o0yye- TeNbHAs pa- MIPOMEKYTOY-
MeCTp Jlek- [IpakTuye- parop- yac. .
HUS 6ora, Jac. HOM aTTeCcTalllu
1815051 CKHE 3aHATUSA | HBIE 3a-
HATUA
Ounas 111 - 52 - 56 - 3a4er
1/2 - 52 - 20 36 JK3aMeH
OuHo- 1/1 - 20 - 88 - 3a4eT
3a04Has 1/2 - 20 - 52 36 9K3aMEH

5. CTpyKTypa u coJep:KaHue TUCHHUILINHBI/MOTYJIA
5.1. CtpykTypa AUCIUTIIMHBI/ MOJTYJIA.

ouHas ¢popma o0ydenusi (OPO)
Tabmuma 5.1.1

AyautopHbie
CTpyKTypa AUCUUIUTAHBL/ MOLYJISI SaHATHS, A,
o Bt | | O
pa£ HaumeHnoBanue paszena J. | Hp. | Ja6. T peA
aena
- - [Ipunoxxenue
1 1 BB?JIHO-KOppeKTI/IpOBOT-I- 29 18 40 VK-4.2 1: Tectl.Ilpu-
HBII KypC JIOKEHUE 2:
3ananue 1-8
. . - - [Ipunoxxenue
| Study at Industrial Univer- .
2. 2 sity of Tyumen 18 19 37 VK-4.2 | 2:3apaHue 8
18
- - [Ipunoxenne
3 1: Tect 2.
3. Petroleum Engineer 12 19 31 VK-4.2 | Ilpunoxenue
2: 3ajaHue
19-22




4. |3aver YK-4.2
Hroro 3a 1 cemectp: 52 - 56 108
BUS] Etiquett - [Ipunoxenne
6. 4 Joubs Iﬂiistinglque ¢ 22 10 32 VK-4.2 | 2:3amaHue
23-28
. - [Ipunoxenue
7 5 Business Correspondence 18 5 23 VK-42 | 2: sananme
29-32
6 | Negotiati - [Ipunoxenue
8. egotiations 12 5 17 VK-4.2 | 2:3aganue 33-
36
9. Hroro 3a 2 cemectp: 52 - 20 72
DK3aMeHalu-
OHHBIC BO-
10.| Ox3amen 36 36 YK-4.2 | npoch! u 3aa-
Hus [Ipunoxe-
Hue 6;7
Hroro: 104 - 112 216
04HO-3204Hasi popma o0y4enus (O3PO)
Tabnuna 5.1.2
CprKTypa ILI/ICHI/IHJ'II/IHI)I/ MoayJiAa iﬁlf[?;zpi?ce
Ne Ho- CPC, | Bcero, Kox OneHouHbIE
wn E:i HanmenoBanue pasnena IIp. | JlaG. Hac. Hac. cpeictBa
nena
- [Tpunoxenue 1:
1 1 BBOIHO-KOPPEKTHPOBOY- 5 29 34 VK-4.2 tectl . Ilpunoxe-
' HBII Kypc " | Hue 5: 3amanue
1-4
5 9 I Study at Industrial Uni- 10 - 29 39 VK-4.2 [Tpunoxenue 5:
' versity of Tyumen | 3aganue 5-6
- [Ipunoxenue 1:
3.| 3 | Petroleum Engineer 5 30 35 YK-4.2 ;eecgnze' giﬁﬁzj
Hue 7-10
4. 3 VK-4.2
yer
5. Hroro 3a 1 cemectp: 20 ) 88 108
Business Etiquette - i [Ipunoxenue 5:
6.1 4 Job Hunting 10 22 32 VK42 3amanne 11-15
- IIpunoxenue 5:
7 5 Business Correspondence 5 15 20 VK-4.2 3aganue 16-18;
' "~ | Ilpunoxenue
4:3agangne 1A




Negotiations - - IIpunoxenue

5:3amanue 19-
8| 6 5 15 | 20 | Y42 23 Mpuosce-
gue 4: 3aganue
2A, 3A.

9. Hroro 3a 4 cemecTp: | - 20 - 52 72

DK3aMCHAIIMOH-
HBIC BOIIPOCHI U
3aganus. [Ipumno-
KeHue 6,7

10| Dk3amen 36 36 VK-4.2

Hroro: | - 40 - 176 216

5.2. ConeprkaHue TUCHUTUTMHBI/MOTYIIS.

5.2.1. Coneprkanue pa3aeiaoB AUCIUIUIMHBI (TUIAKTHYECKUE STUHHULIBI ).

Pazgen 1. BBoAHO-KOPPEKTHPOBOYHBIH KypC

Jlexcuka. O61eynoTpeOuTeIbHas.

I'pammamuxa. O630p IpaBUl YTEHUS U NPOU3HOIIEHUE AHTJIMMCKUX IVIACHBIX B 4-X TUIAX CJIOIOB.
Oco0eHHOCTH TPOM3HOLIECHUSI OTACNbHBIX AHTIMMCKUX TJACHBIX U COTJIACHBIX 3BYKOB. MH{QOpMaImoHHo-
KOMMYHHUKAI[HOHHBIC TEXHOJIOTHH JUIS PEIICHUSI KOMMYHUKATUBHBIX 33/1a4 HA WHOCTPAHHOM SI3BIKE, OCHOBBI
paboThI CO CIOBapeEM, C INEKTPOHHBIMU PECYPCaAMHU.

Crpsixenue rirarojios to be, to have Bo Bpemenax rpymisl Indefinite B Tpex ¢popmax. I[Topsiok ciioB B
anriuiickoM npemnoxenun. O6opot there be. Uucnurensubie. Paboma ¢ mexcmamu. Text «At the Lecture
on Geometry». «Measurementsy», «Measuring Temperature».

Pa3nen 2. | Study at Industrial University of Tyumen

Jlexcuka. IIpoeccnoHanbHO-OpUEHTHPOBAaHHASL, O0IIEYTIOTPEOUTENbHAS.

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

I'pammamuxa. MectouMenue (JMYHbIE, IPUTSDKATENIbHBIE, yKa3aTelbHbIE, BOIPOCUTEIbHbIE, BO3BpAT-
Hble). Heomnpenenennsle MecTonMeHus U ux npousBoanble. CymiecrsurensHoe. Kareropuu poaa, yucna, na-
nexa, apTukian. OnpeaenuTeny cynecTBuTebHoro. CylecTBUTENbHOE B POJIU oNpeAeaeHus. MHOro3Hau-
HOCTh OKOHYaHUS «s». [IpmararensHoe. CTeneHH CpaBHEHUS NpUiIaratelbHBIX W Hapeunid. OcobeHHOCTH
nepeBojia KOHCTPYKIIMHA as...as, not so...as, as well...as, the more... the less, the sooner...the better. be3muu-
HbIe TipeatoxkeHus. [Ipeaiorn Mecra, HanpaBJIeHUs U BpeMeHH. [Ipeaioru B poiu majie’KHbIX OKOHYAHHIA.

Yemnuas peus. Mononornueckoe BoickasbiBanue o teme “I Study at Industrial University of Tyumen”.

Paznen 3. Petroleum Engineer

Jexcuxa. ITpodeccnoHaIbHO-OPHUEHTHPOBAHHAS, 00IIEYyOTpeOUTEIbHAS.

Paboma c mexcmamu. Text «Petroleum Engineer». «From the History of Petroleumy.
I'pammamuxa. OGpa3oBaHue 1 ymoTpedIeHHe BpEeMEH aHTIUHCKOTO Tiiarosia.
Yemuasa peus. PedeprpoBanne TekcTa 110 CENUaTIbHOCTH.

Pa3nen 4. Business Etiquette. Job Hunting

Jlexcuxa. O0mIeynoTpeOuTeIbHas, 1EJIOBOTO OOIICHHUSI.

Paboma ¢ mexemamu. «Greetings and introductionsy, «At the Customsy, «Types of Resume», «Resume
Strategies».

I pammamuxa. CTpagaTenbHbIi 3aJI0T.



Yemuas peus. @opmer obparienus. [Ipusercreus. [Ipencrasnenue. 3nakomctBo. [Ipomanue. biaronap-
HoCTb. [IpaBuia sTukera. PedeBbie Kimie, HEOOXOAUMBIE JUISl OCYILIECTBICHNSI KOMMYHUKAIIMU OOIIETro U JICNIO-
BOT'0 XapakTepa; 0COOEHHOCTH BepOaIbHON M HEeBepOabHOM KOMMYHHUKALIUK B 3aBUCUMOCTH OT COLMOKYIBTYP-
HOTo KOHTeKcTa oomieHus. TenedoHHbIN pa3roBop ¢ KOMIaHHUEH, 3aKa3 MeCTa B TOCTUHHUIIE, ITOKYITKa Ouiera
Ha camoder). [IpulriTue B cTpaHy (TaMOXKEHHBIH U MaCHOPTHBIN KOHTPOJIb, B a3POIOPTY, HAa BOK3aJIe, pacIu-
canue). B roctunuiie. BoIT U cepBHC (TOCTHHUYHBINA CEPBUC, PETUCTPAIIMS B TOCTHHHUIIE. Y CTPOMCTBO Ha pa-
6oty. [IpaBuna npu codbeceoBaHNM HA IpUEME Ha paboTy.

Tucvmennas peys. 3aroHEHUE PETHCTPALMOHHBIX OJIAHKOB, BBE3HON KapThl, TOCTHHUYHBIX OJaH-
koB). CocTaBIeHHE ¥ 3allOJIHEHUE JOKYMEHTOB JJIsl YCTPONCTBA B HEPTIHYIO KOMITAHHUIO: aHKETA, COMIPOBO-
IUTEIBHOE IMUCHMO, PE3OME.

Pasnen 5. Business Correspondence

Jlexcuka. O6meynorpeduTensHasi, mpodecCHOHATbHO-OPUEHTHPOBAHHAS, JISIIOBOTO OOIICHHUS.

Paboma ¢ mexcmamu. «Business Letter Parts», « Types of Business Letters». 3akoOHOMEpHOCTH, CTPYK-
Typa, TipaBiia u TpeOoBaHUS K O(OPMIICHHIO JAEJIOBOIO MIMChMa, 0COOCHHOCTH CTHIIUCTUKU O(UIMATBHBIX U HE-
O(bI/II_II/IaJ'IBHBIX ITMCEM.

I pammamuxka. CornacoBaHi€ BPEMEH.

Ilucomennasn pEeUb. CprKTypa 1 BUABI ICJIOBBIX ITHUCEM. 3anoiHeHne U COCTaBIIEHNE JAOKYMCHTOB!

(aHkera, pe3roMe, CONPOBOIUTENHLHOE MUCHMO, OJaroapcTBeHHOE MUChMO). OCHOBHBIE COKpAIIICHUS B
HGHOBOﬁ KOPPCCIIOHACHIINHA. dakchl. 3HeKTp0HHa$I rmo4dra.

Pasnen 6. Negotiations

Jlexcuxa. O6meynorpeduTensHasi, mpodecCHOHATPHO-OPUCHTHPOBAHHAS, JISIIOBOTO OOIICHHUS.

Paboma ¢ mexcmamu. «Conditions for negotiation», « Oil and gas lease negotiationy, «Fundamental ele-
ments of the negotiation process».

I pammamuxa. IIpsaMas 1 KOCBEHHast peyb.

Yemuas peus. Jlnanoru o teme «Negotiationsy». Y cranosnenue konTakra. Buecenue npeioxernii. Co-
riacue / Hecornacue. JloctmkeHue cornamenus. KoMMyHHKAaTHBHO-pEUEBble HOPMbI, OCOOEHHOCTH MEKKYJIb-
TYpPHOI KOMMYHHMKALIMM B YCTHOM U MUCbMEHHOH (popMax.

Tucvmennas peus. CoctaBnenne npoTokoda 3acenanus. Cocrasienue nmuceMa the Letter of Intent.

5.2.2. ConeprkaHye TUCIUIUIMHBI 110 BUAAM YU€OHBIX 3aHATHM.
JIeKIIMOHHBIE 3aHATHS HE MPETYCMOTPEHBI Y4EOHBIM TJIAHOM
IMpakTHyeckue 3aHATUS
Tabmmua 5.2.1

Homep O6mbewm, uac.
Ne i/t pasaciia ODdO 03P0 Tema MMPAKTUYICCKOI'O 3aHATHA
JAUCHUITIIMHBI

1 cemecTp
1. 1 22 5 BBOHO-KOPPEKTHPOBOYHBIN KypC
2. 2 18 10 | Study at Industrial University of Tyumen
3. 3 12 5 Petroleum Engineer

2 cemecTp
4 4 22 10 Business Etiquette

Job Hunting
5. 5 18 5 Business Correspondence
6. 6 12 5 Negotiations
Hroro: 104 40




JlaGopaTopHble paGoThI
JlaboparopHbie pabOThl YI€OHBIM IIJIAHOM HE MPEAYCMOTPEHBI

CamocrosiTesibHAasi paboTa CTy/1eHTa
Tabmuma 5.2.2

N Howmep O6mbeM, yac.
o azzena
pasit Tema paznena Bug CPC
n/n | et | opo | 0300
TUTHHBI
1 cemectp
[ToaroTroBKa K MPaKTHYECKUM 3aHITHSIM,
BBoaHo-kOppexTUpO- .
1 1 18 29 N TECT, BBIIIOJHEHNE TMCHbMEHHBIX 3aJ]aHUH,
BOYHBIN KypC
MEPEeBOJT TEKCTa
[MoaroToBka K MPaKTUYECKUM 3aHSITHSAM, BbI-
9 9 19 29 I Study at Industrial [IOJIHEHHE NHMCHbMEHHBIX 3aJlaHUM, COCTaBIIe-
University of Tyumen | Hue riioccapus, MOArOTOBKa MOHOJIOTHYE-
CKOT'0 BBICKa3bIBAHUS
IMoaroToBKa K MPaKTHYECKUM 3aHSTUSAM, BbI-
MOJTHEHUE JIEKCUYECKHUX YIPaKHEHHH, CO-
. CTaBIICHHE TJIOCCAPHS, 3ayIHBaHUE HOBOM
3 3 19 30 Petroleum Engineer pHd, 32y
JICKCHKH, COCTAaBIICHUE pe)epUPOBAHUS TCK-
CTa MO CHEeUUATLHOCTH, TIEPEBOJ TEKCTA, 3a-
y4MBaHUE TaOJIMIIbI HETPABHILHBIX TJ1arojioB
2 cemecTp
[MoaroToBka K MPaKTHYECKUM 3aHSITHSIM, CO-
. . CTaBJICHHE JIMAJIOTOB U 3ay4YHBaHHUE
Business Etiquette A Y
1 4 10 22 Job Hunting HAW3YCTh, BRIMOJTHEHUE MUCHMEHHBIX 3a]1a-
HU#, COCTaBIICHHE TII0CCAPHSI, 3ayYMBAHUE
HOBOW JIEKCHKH, TIEPEBOJI TEKCTa
. [epeBon TekcTa, COCTaBICHHUE TIOCCAPHS U
Business Correspond- 3a Ii’H/nzaafllnxle HGK;I/IKI/I HAU3yCTh COCTaI];J'IeHPIe
2 5 5 15 ence Y yere,
JICITOBBIX THCEM, BBIMOIHEHUE MTUChMEHHBIX
3a/1aHUN
- CocraBiieHue qUajJoroB v 3ay4HBaHUE
Negotiations
3 6 5 15 Hau3yCTh, COCTABIICHHE TIIOCCAPUS U 3ay4H-
BaHUE JICKCHKH Hau3ycTh. [lepeBoj TeKCcTa
36 36 Kontpoib [MoaroroBka K 3a4eTy, SK3aMeHY.
HTroro: 112 176

5.2.3. TlpenoaBanue MUCIUTIIMHBI/MOIYJIS BEJIETCS ¢ IPUMEHEHHEM CIICTYIOIIUX BHJIOB 00pa3oBa-
TEIbHBIX TEXHOJOTUH: KOMMYHHMKATHBHAS TEXHOJIOTUS OOYYECHHS, PEHTHHIOBash TEXHOJIOTHS OIEHUBAHUS
oOy4eHwus; nHHOPMaAITMOHHO-KOMMYHHKAITMOHHAsI 00pa30BaTelIbHAsI TEXHOIOTHS 00yUIEHUSI.

6. TemaTHKa KypcOBBIX pad0T/IPOEKTOB
VY4eOHBIM MJIAHOM BBITIOJTHEHUE KYPCOBBIX PabOT HE TPETYCMOTPEHO

7. KoHTpoJbHBbIE padoThI
Y4eOHBIM MJIAHOM BBIIIOJIHEHHE KOHTPOJIBHBIX PAa0OT HE MPETYCMOTPEHO.

8. OueHka pe3yJbTATOB OCBOCHHS TUCIIUIIIUHBI/MOTYJISI
8



8.1. Kpurepuu orieHuBaHUS CTEIICHU MOJHOTH M KAY€CTBAa OCBOCHUS KOMIIETCHIIUI B COOTBETCTBUHU
C IMJIAHUPYEMBIMH pe3yJibTaTaMu 00y4deHus npusezeHsl B [Ipunoxennn 1.

8.2. PeliTuHroBas cucremMa OLEHUBAHHS CTETICHH TIOJIHOTHI M KAYECTBA OCBOCHHUSI KOMITETEHIHH 00Y-
YaIOIUXCs OYHON (OpPMBI 00yUeHUs IpeacTaBieHa B Tadbnuuie 8.1.

Tabmuma 8.1
. KonunuecTBo
Ne n/mt Buapl MeponpusTHiA B paMKax TEKYILEro KOHTPOJIS
0aJioB
1 Texkymas arrectanus (1 cemecTp)
1 [IpaBuna uTeHHUs B aHIJIMHCKOM sI3bIKe. THIIBI YAapHBIX CIIOTOB
Tecr o Teme. 0-4
I'pammaTika U TUCBMO:
5 Crpspkenue 171arojioB to be, to have Bo Bpemenax rpymmsl Indefinite B Tpex ¢opmax. Ilo-
PSIOK CIIOB B aHTIMICKOM TpeutoskeHnn. O0oport there be. UncnurensHee.
BerInonHeHe yIpaKHEHUH Ha 3aKpEIUICHIE TPAMMATHYECKOTO MaTepuraa. 0-9
Urenue:
UreHne U nepeBo1 00IETEXHHYECKUX TEKCTOB!
3 1. Atthe Lecture on Geometry 0-3
2. Measurements 0-3
3. Measuring temperature 0-3
4. CnoBa u BbIpaXeHHS K TeKkcTam. [ moccapwuii. 0-8
HNTOI'O 3a mepByI0 TEKYIIYIO ATTECTAIIHIO 0-30
2 TeKkyllas aTTecTalus
I'pamMmartHka U MUCBMO:
MecroumMenue (JIMUHBIE, IPUTSDKATENBHBIC, yKa3aTelbHbIe, BOIPOCHTEIILHBIE, BO3BPAT-
Hble). HeonpeneneHHbie MecTOMMEHHUS U UX pou3BojHbie. CymecTBuTenbHoe. Katero-
pHH pojia, Yucia, najiexa, apTukin. OnpenenuTeny cymecTBUTenbHoro. CylecTBUTeNb-
1 HOE B pOJIH ompejiesieHusl. MHOT03HaYHOCTh OKOHYaHHS «sS». [Ipunaratensaoe. CterneHu 0-10
CpaBHEHHMS NPUIIAraTeNIbHBIX U Hapeunit. OcOOEHHOCTH TIepeBo/ia KOHCTPYKIIHIA as. ..as,
not so...as, as well...as, the more... the less, the sooner...the better. besnmnunsie mpemso-
xenust. [Ipemiorn Mecta, HarpaBieHus U BpeMeHu. [Ipeyiorn B posin najie:KHbIX OKOHYa-
HUH.
BeInonHeHe TpaMMATHUYECKHUX YIPAKHECHUH Ha 3aKpeIICHUE MaTepuaa.
UreHue: 0-5
2 1) Yrenwne u mepesos tekcra “I Study at Industrial University of Tyumen”.
2) Hogsle ciioBa no teme. ['moccapuii. 0-5
3 YcrTHas peyb: 0-10
Momnonoruyeckoe BoickazpiBanue 1o Teme “I Study at Industrial University of Tyumen”
HUTOI'O 3a BTOPYIO TEKYIIYI0 ATTECTAIIHIO 0-30
3 Tekyniasi aTTeCTalus
'pammaTtuka ¥ IMCEMO:
1 O0pa3oBaHue U yrnoTpedieHne BpeMeH aHIIIMUCKOro ri1aroa. 0-20
BrinonHeHne rpaMMaTHUYECKUX YIPAKHEHUH HA 3aKpEIJICHUE MaTepHaIa.
Yrenue:
. 0-2
1) Yrenue u nepeBoj Tekcta Petroleum Engineer. 0-3
2 2) HoBrle citoBa 1 BeIpaKeHUS TI0 TEKCTY. | moccapuid.
. 0-2
3) Urenue u nepesoj «From the History of Petroleumy. 0-3
4) Jlekcuyeckue ynpaKHEHHsI 110 TEKCTY.
YcTHas peub:
3 0-10
1) PedepupoBanue TeKCTa MO CIEIUAILHOCTH.
HNTOI'O 3a TpeThI0 TEKYHIYI0 ATTECTAILUIO 0-40
BCEI'O: 0-100




1 Tekymias arrecrarus (2 cemecTp)

I'pammaTiKa U TUCBMO:
1 CrpanaTenbHbIi 3aJ10T. 0-15
BrInonHeHNe yripaKHeHUH Ha 3aKpeIlieHIe TPAMMATHYECKOT0 MaTepuaa.
Yrenue:
UreHne U epeBoJl TEKCTOB:
1) «Greetings and introductions» 0-2
9 2) «At the Customs» 0-2
3) «Types of Resume» 0-3
4) «Resume Strategies» 0-2
5) 3amonHeHHE U COCTABICHHE TOKYMEHTOB: 0-6
(aHKeETA, pe3fOMe, COPOBOUTEILHOE MMHCHMO, 0JIAr0IapCTBEHHOE MTHUCHMO).
HUTOI'O 3a nepBy10 TeKYHIIYI0 ATTECTAIIHIO 0-30
2 TeKyIas aTTeCTaIus
I'paMMaTHKa ¥ DUCHMO:
1 CornacoBaHne BpeMeH. 0-10
BrinonHeHne ynpa)XHeHUH Ha 3aKpeIicHHe TPaMMaTHYeCKOTro MaTepurarna.
Urenue:
Urenue u nepeBoj TEKCTOB
1) «Business Letter Partsy, 0-3
2 2) «Types of Business Lettersy. 0-2
- CocTaBieHue eNOBbIX MMCEM: MMCbMO-3aMPOC, TUCHMO-TIPEITIOKEHHE. 0-10
Hogele croBa u BeIpa)keHUs IO JaHHBIM TeKCTaM. [ noccapuil. 0-5
HUTOI'O 32 BTOPYIO TEKYIIYI0 ATTECTAIIHIO 0-30
3 Tekyuas aTTecTanus
['paMMaTHKa ¥ MHCHMO:
1 [Npsimast u KOCBEHHAS pEYb. 0-15
BeinosiHeHHe yripa)XHEHUH Ha 3aKpericHHe TpaMMaTHYECKOTro MaTepuarna.
YreHre U MepeBoJ TEKCTOB:
«Conditions for negotiation» 0-2
2 «Oil and gas lease negotiation» 0-3
«Fundamental elements of the negotiation process» 0-5
Jlexcuka mo teme: «Negotiations». YcrHsiit onpoc. ['moccapuid. 0-5
3 Cocrasiienue u opopmiienue nucbMa the Letter of Intent, 0-10
NTOI'O 3a TpeThI0 TEKYIIYIO ATTECTALUIO 0-40
BCEI'O: 0-100

8.2. PeliTuHroBas cuctemMa OIeHUBAHUS CTETICHU MOJTHOTHI M KaUeCTBA OCBOEHUSI KOMIIETEHIIUN 00Y-
YaIOUIUXCS OYHO-3a09HON (POPMBI 00yUeHHUs MpecTaBieHa B Tabuuiie 8.2.

Konunuectso

Ne n/mt Buael MeponpuaTuil B paMKax TEKyIIEro KOHTPOJISA SaILIOB

1 rexymas arrectarus (1 cemecTp)

1 IIpaBuna 4TeHus B aHTIIMICKOM sI3bIKe. THUIBI yIapHBIX CIIOrOB
TecT o Teme. 0-4

I'paMMaTHKA ¥ IMCEMO:

CrpspkeHue 171aroJioB to be, to have Bo Bpemenax rpymis! Indefinite B Tpex dopmax. I1o-
2 PAIOK CJIOB B aHIIMiickoM nipeioskeHrn. O0opot there be. YncnurtenbHble.
BrinonHeHue ynpaxxHeHUH Ha 3aKpeIuieHHe TpaMMaTHYECKOro MaTepurarna.

0-9

3 YreHnue:
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UreHue U mepeBo] OOMIETEXHUICCKUX TEKCTOB:

1. Atthe Lecture on Geometry 0-3
2. Measurements 0-3
3. Measuring temperature 0-3
4. CnoBa ¥ BbIpaXKeHHs K TekcTaM. [ 1occapuii. 0-8
HNTOI'O 3a nepByI10 TeKyIYIO aTTECTALUIO 0-30
2 TeKyllas aTTecTalus
I’'pammartuka u nucpbMo:
MectonmMenue (JIMUHBIC, IPUTSHKATENBLHBIE, YKa3aTeIbHbIC, BOIPOCHTEIBHBIE, BO3BPAT-
HbIe). Heonpenenenusie MeCTOMMeHHS U UX Tpou3BoHbIe. CymiectButenbHOe. Kartero-
PHUH poJia, YUCIIA, TTaJIekKa, apTUKITH. OMpeIeUTeNH CYyIeCTBUTEIbHOr0. CyIeCTBUTEIh-
1 HOE B POJIH OTpeieNieHusl. MHOTO3HAYHOCTh OKOHYaHUS «S». [Ipunaratensroe. CTeneHu 0-10
CpaBHEHHS NPWIIATaTeNILHBIX U Hapeuuit. OcOOEHHOCTH TIepeBOia KOHCTPYKITHIA as. ..as,
not so...as, as well...as, the more... the less, the sooner...the better. besnnunbie npemso-
sxenus. [Ipemorn Mecta, HanpaBlieHHs U BpeMeHU. [Ipeyiord B posy MaesKHbIX OKOHYA-
HUM.
BelllosiHEHNE rPaMMaTUYECKUX YIIPAXXHEHUIN Ha 3aKpeIUICHUE MaTepuaa.
UreHue: 0-5
2 3) UYrenue u nepeson tekcra “I Study at Industrial University of Tyumen”.
4) Hossle cioBa 1o teme. ['occapwuid. 0-5
3 YcTHas peys: 0-10
Momnonoruyeckoe BoickazpiBanue 1o Teme “‘I Study at Industrial University of Tyumen”
HTOI'O 3a BTOPYIO TEKYIIYIO ATTECTANMIO 0-30
3 Tekyuas aTTecTanus
I'paMMaTHKa ¥ DUCHMO:
1 O0pa3oBanue U yrnoTpedieHue BpeMEH aHIJIMICKOrO Ii1aroa. 0-10
BeInonHeHe TpaMMAaTHYECKHUX YIPAKHEHUH Ha 3aKpeICHUE MaTepraa.
Urenue:
. 0-2
1) Urenue u mepeBox Tekcta Petroleum Engineery. 0-3
2 2) HoBple crioBa 1 BEIpaXXeHUs 110 TEKCTY. | Toccapuid. 0-2
3) Urenue u nepesos «From the History of Petroleumy. 0-3
4) JlexcuUecKue yIpakHEHUS TI0 TEKCTY.
3 YcTHas peyb: 0-10
PedepupoBanue TekcTa 1Mo CreruaibHOCTH.
HNTOI'O 3a TpeThI0 TEKYHIYIO ATTECTAIUIO 0-40
BCEI'O: 0-100
1 Texymas arrectanus (2 ceMecTp)
I'paMMaTHKa ¥ DUCHMO:
1 CrpagaTenbHblii 3aJ10T. 0-15
BeInonHeHe yIPaKHEHUH Ha 3aKpETUICHIE TPAMMATHYECKOT0 MaTepraa.
Yrenwue:
UreHue U epeBoJi TEKCTOB:
. . . 0-2
1) «Greetings and introductions» 0-2
2) «At the Customsy
2 0-3
3) «Types of Resume»
. 0-2
4) «Resume Strategies» 0-6
5) 3amonHeHHE U COCTABICHHE TOKYMEHTOB:
(aHKeTa, pe3toMe, COIPOBOIUTEIILHOE ITHMChMO, 0JIar0apCTBEHHOE ITUCHMO).
HNTOI'O 3a nepByI0 TEKYIIYIO ATTECTAIIHIO 0-30
2 TeKylias aTTecTalus
1 I'paMMmaTyKa ¥ TUCBMO: 0-10

CornacoBaHne BpeMeH.
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BrimonHeHne ynpaxHeHUH Ha 3aKpeIUIeHHe TPaMMaTHIECKOT0 MaTepraa.

Yrenue:
YreHue u epeBoa TCKCTOB

9 3) «Business Letter Partsy, 0-3
4) «Types of Business Letters». 0-2
- CocTaBiieHHE ACJIOBBIX MUCEM: IMMCBbMO-3aIIpOoC, MUCbMO-TIPEIJIOKCHHUC. 0-10
Hosble cii0Ba 1 BbIpaXkeHUs 10 JaHHBIM TeKcTaM. [ noccapuil. 0-5

HUTOI'O 3a BTOpPYI0 TEKYIIYIO ATTECTALUIO 0-30

3 TeKymias aTTecTalus
I'paMMaTHKa U MHCBMO:
1 [Ipsimas u KOCBEHHAs pEYb. 0-15
Brinonsenne ynpaxxHeHUH Ha 3aKpeIieHre TPaMMaTHYECKOro MaTepuana.
YreHue 1 nepeBoi TEKCTOB:

«Conditions for negotiationy 0-2
2 «Oil and gas lease negotiation» 0-3
«Fundamental elements of the negotiation process» 0-5
Jlexcuka o Teme: «Negotiationsy. Ycrusrit onpoc. I'moccapuii. 0-5
3 Cocrasnenue u oopmnenue nucoeMa the Letter of Intent. 0-10
HNTOI'O 3a TpeThI0 TEKYIIYI0 ATTECTANMNIO 0-40
BCEI'O: 0-100

9. YueOHO-MeTOAMYECKOE U HH(POPMALIMOHHOE 00ecniedeHne TUCIIUIITHHBI/ MOTYJIs

9.1. IlepeueHp peKOMEHIYEMOM TUTEpaTYphI npencTasiieH B [Ipunoxennn 2.

9.2. CoBpemenHble npodeccroHanbHbIe 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIE CHUCTEMBI:

- DJIeKTpOHHBIH KaTanor/DnekTponHas oubnuorexa TUY http://webirbis.tsogu.ru/

- ludposoit obOpazoBarenpHBIE pecypc — Oubmumoreunas cucrema IPR SMART —
https://www.iprbookshop.ru/

- DieKkTpoHHO-0MOMMoTeuHas cucrema «KoHcynbTaHT cTyaenTay Www.studentlibrary.ru

- DnekTpoHHO-0MOMHoTeuHas cucteMa «Jlaub» https://e.lanbook.com

- O6pasoBarenpHas miathopma FOPAMT www.urait.ru

- Hayunas anextponnas 6ubnmoreka ELIBRARY.RU http://www.elibrary.ru

- HaumonaneHas snexktponHas oudnnorexa (HOb)

- bubnmorexu HedTsHBIX By30B Poccuu:

- DnekrpoHHas Hedrerazopas oudanoreka PI'Y Hedtu u raza um. ['yoxuna http://elib.gubkin.ru/,

- OnekTpoHHas 6ubaMoTeKa Y PUMCKOro rocyJapCTBEHHOI0 HE(TIHOIO TEXHUYECKOTO YHUBEPCUTETA
http://bibl.rusoil.net/,

- buGnnoTeyHO-MHPOPMALIMOHHBIA KOMIUIEKC YXTHHCKOTO FOCYAapCTBEHHOTO TEXHUUYECKOTO YHUBEp-
curera YI'TY http://lib.ugtu.net/books

- DJIeKTpOHHAs CIIPaBOYHAs CUCTEMa HOPMAaTHBHO-TEXHHUYECKOHM TOKyMEHTAaUuH « TeXHOpMaTHB»

9.3 JlumeH3noHHOE W CBOOOIHO PacHpOCTpaHIEeMOe MPOTpaMMHOE OOecCTiedeHHe, B T.4.0TCUECTBEH-
HOTO MTPOM3BOJICTBA:

1. Microsoft Office Professional Plus;

2. Microsoft Windows.

10. MaTepuajbHO-TeXHUYECKOE o0ecnevyeHue TN CHUILTHHBI/ MOYJIf
[Tomemmenust s MpoOBENEHUS BCEX BHJAOB PAOOTHI, NPETYCMOTPEHHBIX YYEOHBIM TUIAHOM,

YKOMILIEKTOBAHBI HEOOXOIUMBIM 000PYIOBAHUEM U TEXHUYECKUMU CPEACTBAMH OO0YUCHHSI.
Ta6muma 10.1
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HanmenoBanune yIeOHBIX
IPEMETOB, KypCOB, IHCIH-
WIMH (MOJyJel), MPaKTHKH,
MHBIX BHIOB Yy4eOHOH nes-
TENBHOCTH, TIPEAYCMOTPEH-
HBIX y4eOHBIM IJIaHOM 00pa-
30BaTEIbHON MPOTrPaMMBbI

1/

HaumenoBaHue nomMeuieHuii aJ1st mpo-
BEJICHUsI BCEX BHUJIOB Y4eOHOU [es-
TEJIBHOCTH, MPEAYCMOTPEHHON y4eO-
HBIM IJTAHOM, B TOM YHCJIE TTOMeTIe-
HUS IS CAMOCTOSITENTFHON paboTHI, C
YKa3aHUEM TepeYHs] OCHOBHOTO 000-
pyIoBaHHS, YI€OHO- HATJISIHBIX T10-
cobuit

Anpec (MECTOIIONOXKEHUE) TIOMeETIe-
HUI JUIS TIPOBEJICHUS BCEX BHJIOB
y4eOHOW AeATeNbHOCTH, PEeLyCMOT-
peHHOH y4eOHBIM IITaHOM (B CiTydae
peanuzanuyd 00pa3oBaTEILHON TPO-
rpaMMEBI B ceTeBOi (popMe JOomoIHH-
TENBHO yKa3bIBAeTCs HaMMEHOBAaHHE
OpraHu3aliy, ¢ KOTOPOW 3aKIo4eH
JIOTOBOD)

1 HNHocTpaHHbIi S3bIK

[pakTHyeckue 3aHsTHS:
Y4eOHast ayuTopus 1Jis IPOBe-
JICHUS 3aHATHI CEMUHAPCKOTO

628400, Xaute-Mancuiickuii aB-
TOHOMHBIH okpyr-1Orpa, r. Cyp-
I'yT, Y. DHTY3UacCTOB, 1. 38.

TUIA (MPAKTUYECKUE 3aHATHS);
IPYIIOBBIX U MHIUBUAYAIbHBIX
KOHCYJIbTaINi; TEKYLIEro KOH-
TPOJISL U IPOMEXYTOYHOH aTTe-
crauuu. OCHaIIEHHOCTh: Y4yeOHas
MeOeb: CTOJIb, CTYJIbS, I0CKa
aynutopHas. IIpoextop — 1 mr,
3KkpaH — 1 mT, kKomnbroTep — 1 1T,
aKycTuyeckas cucrema — | 1mir,
JIOKaJIbHAsl U KOPIOPATUBHAs
ceTb, MarHuTo(oH — 1 mrT.

Crenpn — 3 mrT. (Tabinuia Hempa-
BWJIbHBIX TJIAr0JI0B B aHTJIMHCKOM
S3BIKE, MEXKAYHAPOHAs KapTa,
BpEMEHA aHTJIMHCKOTO TJIaroJia).

11. MeToanyeckue ykazanusi no opranmsanuu CPC
11.1. Meroauueckue ykazaHusi 1O MOATOTOBKE K MPAKTHUYECKUM 3aHSITHSIM.

[TpakTyeckue 3aHATHS — TJIaBHOE 3BEHO JUAAKTUYECKOTO LIMKJIA 00yueHHs. YUuThIBas crielupuKy
TUCHUILTUHBL «IHOCTpaHHBIN SI3BIK» B TEXHUYECKOM BY3€, PAKTUYECKUE 3aHATHUS SIBISIIOTCS €IUHCTBEHHO
BO3MOKHOU U HeoOxoanMon popmoit paboTsl. Llens mpakTuyeckux 3aHATHH — GOpMUpPOBaHUE Y CTYACHTOB
OPHEHTUPOBOYHON OCHOBBI Ul IIOCIEAYIOIIEr0 YCBOCHUSI MaTepuana METOA0OM CAMOCTOSITEIbHON pabOThI.
st Toro, yToOBl TOOUTHCS ycHexa B M3yYEHHMM MHOCTPAHHOTO S3bIKA, HEOOXOIUMO 3aHMMAThCS S3bIKOM
cUcTeMaTuyecku. DQPQPEKTUBHOCTh MMPAKTUUYECKUX 3aHATHH B 3HAYUTEIBHOM CTENEHM OIpeaessieTcs
CUCTEMAaTUYECKOMY M IIPaBWJIBHOMY BBIIIOJHEHUIO BCEX METOAMYECKMX YKa3aHUW W PEKOMEHJALUi
IIpernoiaBaTels.

Memoouueckue ykaszanus no pabome Ha0 NPOUSHOUEHUEM U MEXHUKOU YMeHUs.

[Ipu paboTe Ham MNPOW3HOIICHHEM W TEXHUKOW UTEHHUS CIleAyeT OOpaTHuTh BHHMaHHE Ha
HECOOTBETCTBUE MEXJy HANUCAHUEM U TPOU3HOUIEHUEM CJIOB B AHIVIMICKOM S3BIKE. JTO pa3IvuMe
OOBSCHSIETCS TEM, YTO KOJMYECTBO 3BYKOB 3HAUMUTEIHLHO MpPEBBIMIAeT 4yuciao OykB: 26 OykB andaBuTa
0003Ha4arT 44 3ByKa, MOATOMY OJIHA U Ta K€ OyKBa B Pa3HBIX MOJOKEHHUSAX B CIOBaX MOKET YATATHCS KaK
HECKOJIBKO Pa3HbIX 3BYKOB. DOpMBbI pabOTHl HAJ MPOWU3HOIIEHWEM W TEXHHKON UYTECHHUS: - (POHETHUECKHE
yIpaXHEHHsI 10 POPMUPOBAHUIO HABBIKOB MPOU3HECEHUSI HAN0OJIEEe CIOKHBIX 3BYKOB aHTIIMHCKOTO S3bIKA; -
(dboHETHYECKHE YIPAXHEHUS 10 OTpPabOTKE TMPaBUIBHOTO yIApeHUs; - YIPaXHEHUS IO OCBOEHUIO
WHTOHAIIMOHHBIX MOJIeNIeld IMMOBECTBOBATENIbHBIX M BOMNPOCUTEIBHBIX MPEAJIOKEHUN; - YIOPA)KHEHHUS Ha
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JeTICHUE TPEJIOKEHNH Ha CMBICIIOBBIE OTPE3KH, MPABUJIBHYIO MAay3alldi0 U MHTOHAIMOHHOE O(opMIIeHHE
IIPEJIOKEHUH; - YTEHNE BCIYX JIEKCUYECKOr0 MMHMMYMa 10 OTJEJIBHBIM TEMaM U TEKCTaM; - YTEHUE BCILyX
JIEKCUYECKUX, JIEKCUKO-TPAMMAaTUYECKUX M IPAaMMATUYECKUX YIPAKHEHHUM; - YTECHUE BCIYX TEKCTOB IS
NepEeBOJIa; - YTEHUE BCIYX 00pa3L0B Pa3srOBOPHBIX TEM.

[Tpu moaroToBKe (POHETHUECKOTO YTEHUS TEKCTA PEKOMEHTyeTCsI:
1. OcBouTh NpaBUIILHOE NPOU3HOLICHNE YNTAEMBIX CIIOB.

2. O0paTuTh BHUMAHHUE HA yIapEHHUE U CMBICIOBYIO M1ay3alHIo.

3. OOpartuTh BHUMaHHUE Ha NPaBUIbHYIO HHTOHALMIO.

4. BplpaboTaTh aBTOMATHU3HPOBAHHBIE HABBIKU BOCIPOM3BEJICHUS U YNOTPEOIECHUS H3YyUEHHBIX
MHTOHALIMOHHBIX CTPYKTYP.

5. OtpaboTath TEMIT YTCHUSI.

Memoouueckue ykazanus no pabome co closapem.

[ToctpoeHue cioBapst U OTBICKAHUE B HEM CJIOBA.

CrnoBa B 11000M CJIOBape pacrojioKeHbI B andaBuTHOM nopsake. [losTomy amst ObICTPOTrO OThICKAHUS
B HEM CJIOBA CIIEYET TBEP/O 3HATh aHTIIMHCKUI andasut. CoBa HY)KHO OTBICKUBATh HE 10 TIEPBO OYKBE, a
Mo MepBeIM TpeM OykBamM. B BepxHem JeBOM yriy CTpaHMLbl Jnatorcs: 1) mubo Tpu HMHIEKCHBIE (Tpu
HavyaibHbIe OYKBBI MEPBOT0 HA ATOM CTpaHMIIE CIIOBA), 2) JIUOO MHIAEKCHOE CJIOBO (II€PBOE CIOBO HAa HTOM
cTpaHulle). B BepxHeM mpaBoM yrily Aal0TCs TPU HHAEKCHBIE OYKBBI MOCIEIHETrO CII0BA WIIH TOCTIeIHEE CI0BO
Ha 3TOW cTpaHuIle. [ ObICTPOro OTHICKAHKS HOBOT'O CJIOBA CIEAYET M0Jb30BAThCA UHJIEKCHBIMU OyKBaMHU.
Hamnpumep: cioBo equipment Hy)KHO HCKaTh Ha CTPAHHUIIEC C MHAECKCOM equl.

VYcnoBHBIE COKpaLEHUS

B cioBapsix mpuHSATHI CIEeAYyONINE YCIOBHBIE COKPALICHHUS:

n (noun) — CyIecTBUTENILHOE

a wu adj (adjective) — mpusararensHOe

v (verb) — riaromn

pron (pronoun) — MecTOMMeHHe

num (numeral) — yucnuTenEHOE

adv (adverb) — mapeune

prp (preposition) — nmpeaor

cj (conjunction) — coro3

sing (singular) — exMHCTBEHHOE YHCIIO

pl (plural) — MHOXeECTBEHHOE YHCITO

inf (Infinitive) — uapuHUTHB

pres. p. (Present Participle) — mpuuactue I

p. p. (Past Participle) — npuuacrtue 11

pref (prefix) — mpucraBka

suf (suffix) — cyddukc

2. CrnennanbHble TEPMUHBI, UMEIOIINE YCIOBHBIE COKPAIEHHUS, MeYaTal0TCsl KypCUBOM, HallpuMep:
mex. (TEXHUYECKOE 3HAUCHNUE), cnopm. (CIOPTUBHBIN TEPMUH), U T.1.

3. 3HaK ~ (TWJIBJIAa) CTABUTCS, KOT/Ia K OCHOBHOMY CJIOBY /T0OABJISICTCS OKOHYAHUE WITA KOTJIa JTAeTCs
MIPOU3BOJIHAS OT Hero (opma, Harpumep:

connect v — coenuusaTh(cs); ~ed a — CoeAMHEHHBII

equip v — obopymoBath; ~ment n — obopyaoBaHue
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B anrno-pycckom cnosape npod. B. K. Mromiepa Tuiabaa CTaBUTCS TAKXKE BMECTO YXKE YITOMSHYTOTO
CJIOBA, HAIIPUMeED:
place n — mecro; to take ~ - mpoucxoautsb

4. B HEKOTOPBIX JIPYTUX CIOBAPSIX BO M30€KaHHE MOBTOPEHUS BMECTO YIIOMSIHYTOTO CJIOBA CTABUTCS
JUIIb €ro nepBasi OyKBa ¢ TOYKOI, HallpuMep:

place n — mecro; to take p. — mpoucxoauTh

MHOKeCTBEHHOE YHCIIO JAaHHOTO CcJI0Ba 0003HaYaeTcsl IByMsl OyKBaMH C TOUKOM, HApUMED:

pp. of interest = places of interest — nocronpumMeyaTeILHOCTH

Kak BpInuchIBaTh coBa

CrnoBa B croBape Aal0TCs B UCXOTHOU (popme: CylIecTBUTENbHOE — B OOIIEM Majexe, Iiaroil — B
MH(UHUTUBE, IpUIaraTeIbHOE U Hapeune — B MOJIOKHUTEIbHON CTENEHH.

Jns vecrapnaptheix riaaroios Il u Il dopmer garores B kpyrisix ckobkax. [Ipu coBmageHnn 3TUX
¢dbopM riaroi B cCkoOKax J1aeTcsi OJUH pa3, HapuMep:

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

UroObl HalTH UCXOIHYIO (OpMY cllOBa, HY’)KHO OTOPOCUTH IpaMMaThdeckoe okoHuaHue. Ciemyet
MIOMHUTB, YTO TPH OTOPACHIBAHUN OKOHYAHUS CJIOBO HE JOJDKHO MEHSTHCS B UTCHHUH:

1. Ecniu mepen -(e)s, -(e)d, -(e)r, -(e)st crosr OykBbl ¢, C, V (Wium japyras corjacHas cC
MIPE/IIIECTBYIOIICH OHOM TIACHON OYKBOI), TO OTOpachIBatOTCS JIHIIb -S, -d, -I, -St, Hanpumep:

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

[Mpumeuanue: Eciu cioBo okaHyMBaeTcs Ha -iNg, To -ing orOpackiBaeTcs U J00aBisieTcss OyKBa €,
Hampumep: producing — produce.

2. Eciu niepen -(e)s, -(e)d, -(e)r, -(e)st crour OykBa I C MPEaIIECTBYIOMICH COTIACHOMU, CIEIyeT
OTOPOCHTH OKOHYAHUE, a OYKBY | 3aMEHHUTH Ha Y, HAIIPUMED:

supplies — supplied — supply; earlier — earliest - early

3. Ecnmi B OJHOCIOKHOM CIIOBE mepea -iNg CTOMT Y MOCHe COrNacHOM, TO OKOH4YaHHe -ing
oTOpackIBaeTcs, a OyKBa Y 3aMEHSETCS Ha 18, HapuMep:

lying — lie; dying - die

4. Ecnu nepen -ed, -er, -est, -ing CTOUT yJBOSHHAs COTIacHasi, TO OTOPACHIBACTCS OKOHYAHHUE U OJTHA
U3 YIBOCHHBIX COTJIACHBIX, HAIIPUMED:

stopped — stop; hotter — hot; getting — get

VY nBoennsie cornachsie dd, |l, SS coxpanstoTes mocie oTOpachiBaHKs OKOHYAHHSI, HATIPHMED:

adding — add; called — call; passing — pass

Bo Bcex apyrux ciydasx OKOHYaHHs OTOPACHIBAIOTCS MOJHOCTBIO; KOPHEBAs YacTh CJIOBA OCTAETCs
HEU3MEHHOM, HAallpUMeEp:

tested — test; examples — example u ap.

BrImuchIBaTh CIIOBO pEKOMEHYETCS ¢ TPAHCKPHUTIIHEH, OCOOSHHO €CITH OHO YHTAETCS HE MO IPaBUITY.
OO0s3arenbHO OTMEUalTe yaapeHHe B CJIOBE, MOMHS, YTO B AHIJIMICKOM SI3BIK yJapeHUE CTaBUTCS IMepen
yIapHBIM CJIOTOM (2 He HaJ yAapHBIM CIIOTOM, KaK B pycCcKOM si3bike), Harmpumep: below [bi‘lou]. Takum
o0pa3om, eciii yaapeHue aiaeT Ha MEePBbIN CJI0T, OHO CTABUTCS Tepe/1 CIoBOM, Harpumep: Simply ['simpli].

[Tpexne, 9eM IPUCTYIMUTH K OTHICKAHWIO HEU3BECTHBIX CJIOB, CIEAYET OMPEIeNITh 00IacTh HAYKH, K
KOTOPOH OTHOCHUTCS NIEPEBOIMMBIN TEKCT, TaK KaK OJIHO U TO K€ CJIOBO MOXKET UMETh Pa3IMuHbIe 3HAUECHUS B
3aBHCUMOCTH OT COJCpKaHWs Tekcra, Hampumep: product n — 1) npoaykuus, wusgenue;, 2) mam.
MIPOU3BEJICHNUE.

3areM HE0OXOJUMO OTIPENEUTh YaCTh PEYH OTHICKHBAEMOTO CIIOBA, TIOCIIE YEro BBIIHCHIBACTCS €TO
IJIaBHOE 3HaueHHue, OObIYHO JaBaeMoe MOoJ HOMEpOM 1, a Takke TO, KOTOpoe OJIMkKe BCero MOAXOTUT K
KOHTEKCTY, Halpumep:

They finish the walls with a synthetic film.
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Cnoso finish, crosmee mociae NUMYHOrO MECTOMMEHUS B HMMEHHMTEIHHOM MANEXe, - JTO IJ1aroJi-
ckaszyemoe. Haxomum B cioBape ciioBo finish ¢ o6o3nadenuem V (ri1arost) v BBIMKUCHIBAEM €ro 3HaYCHUs: 1)
3aKaH4YUBAaTh; 2) OT/EIbIBATD.

[TockonbKy M3BeCTHOE Ham 3HaueHue ciosa film (dbuibM) 316k He MOAXOAUT, HAXOIUM B CIIOBape
3TO CIIOBO ¢ 0003HaUYeHHEM N (CYIIECTBUTEILHOE) U BBIMMUCHIBAEM €0 3HaUeHUS 1) MIIeHKa; 2) JeTKUd CIOM
(uero-nubo), KOTOpbIE MOAXOAST MO KOHTEKCTY. 3aTeM IepeBOANM Bce mnpensoxkeHue: OHU OTIENbIBAIOT
CTEHbI CHHTETUYECKOU IVICHKOM.

3naueHue (Hpa3eoIOTUYECKUX COYETAHMM WIM HIMOMATHUYECKUX BBIPAKEHUIl ClelyeT HCKaThb B
CJIOBape MO 3HAMEHATEIBHBIM CJIOBAaM, a HE IO CIYKEOHBIM (TIpeasioraM, COK3aM, YacTHIIAM), HallpUMep:
3HayeHue obopora on the other hand (¢ apyroii cTopoHsI) ciaemyer UCKaTh 1o cioBy hand.

3HaueHUe TPYIIOBLIX MPEAJIOTOB M COKO30B OOBIYHO JAETCS MO OCHOBHOMY CIIOBY; HampuMmep,
nepeson in spite of, owing to, as long as maxoaum o cioBam spite, owing, long.

OTH OCHOBHBIE MPABUJIa TOMOTYT BaM OBICTPO M 0€30IMO0YHO HAMTH 3HaYEHHE HE3HAKOMOTO CJIOBA
U TEM CaMbIM YCKOPHUTBH paboTy IO MePEeBOIY TEKCTA.

Memoouueckue YKA3aHus no pa60me HAo 3aKpenjeHuem u 06OZGZ/L;€HM€M JIEKCUYeCcKoco 3anaca.

1. O3HakoMbTeCh C pabOTON CO CIOBApeM — M3YyYUTE MOCTPOEHUE CIOBaps U CUCTEMY YCJIOBHBIX
0003HaYEHHII;

2. BeimuceiBaiiTe HE3HAKOMBIC CJIOBA B TETpaab B HCXOMHOW (opMe ¢ COOTBETCTBYIOIICH
rpaMMaTHYECKON XapaKTepUCTUKOMN; IJ1arojibl — B HeonpeaenéHHol Gopme (B MH(UHUTHBE), yKa3bIBas JUIs
CHJIbHBIX U HETIPAaBIJIbHBIX TJIar0JIOB OCHOBHEIE (DOPMBI; pHIIaraTesibHbIe — B KPaTKoi opme;

3. 3amuchiBas aHIJIMICKOE CII0BO B €0 TPAAULIMOHHOM opdorpaduu, HAMUIIUTE PsJIOM B KBaJpaTHBIX
CKOOKax €ro (pOHETUYECKYI0 TPAHCKPUIILHUIO (3TO YK€ CIpaBeAJIMBO JUIS psja CIOB B JPYIMX MHOCTPAHHBIX
SI3bIKaX);

4. BolnuceiBaiiTe W 3alOMMHalTEe B IEPBYIO oOuepelb Hambojee yNoTpeOUTENbHBbIE IJIArobl,
CYIIECTBUTENbHbIC, NpUiIarateibHble M Hapeuus, a TaKXkKe CTpPOeBble cioBa (T.e. BCE MECTOMMEHMs,
MOJIaJIbHbIE U BCIIOMOTaTeIbHbIE TIarojibl, IPEUIOrH, COI03bl U YaCTHUIIbI);

5. YuuThiBaiiTe MpU MEpPeBOJie MHOTO3HAYHOCTH CJIOB M BBIOMpAlTe B CIOBape MOAXOIIIEe IO
3HAYEHUIO PYCCKOE CJIOBO, UCXO/s U3 OOILEro CoepKaHus EPEBOJUMOTO TEKCTA;

6. BrinuceiBasi Tak Ha3bIBaeMble HHTEPHAIIMOHAJIBHBIE CJI0BA, 00paTUTE BHUMAaHUE HA TO, YTO HAPSLy
C YacCThIM COBIIA/ICHUEM 3HAYEHUH CJIOB B pyCCKOM M MHOCTPAHHOM SI3bIKaX OBIBAE€T CHIIBHOE PACXOKICHHE B
3HAYEHUSX CJIOB;

7. Db deKTUBHBIM CPEICTBOM PACIIMPEHUS 3a11aca CJIOB CIYKUT 3HaHUE CTIOCOOO0B CIIOBOOOpA30BaHUS
B MHOCTPAHHOM $3bIKE. YMesl pacuJICeHUTh MPOM3BOJHOE CIOBO Ha KOpEeHb, npepuxc u cyddukc, aerde
ONpeAeNuTh 3HAuUE€HHWE HEW3BECTHOIO HOBOro cioBa. Kpome Toro, 3Has 3HaueHHe Haubosee
YIIOTPEOUTENbHBIX NpepUKCOB U Cy(p(HUKCOB, BBl CMOXKeTe 0e3 TpyJaa MOHATh 3HAYEHHE BCEX CJIOB,
00pa30BaHHBIX OT OJJHOTO KOPHEBOTO CJI0BA, KOTOPOE BaM U3BECTHO.

8. B KaXIOM SI3bIKE€ MMEIOTCS CHEelU(pHUUECKHE CIOBOCOUYETaHUS, CBOMCTBEHHbIE TOJBKO JAHHOMY
S3bIKYy. ODTH YCTOMYHMBBIE CIOBOCOYETaHMs (TaKk Ha3bIBa€Mble HIMOMATHUECKHUE BBIPAXKEHUS) SBIISIOTCS
HEPa3pbIBHBIM I1I€JIBIM, 3HAYEHHE KOTOPOTO HE BCET/Ia MOXHO YSCHUTH ITyTEM MEPEBO/IA COCTABIISIIOIINX €r0
CJIOB. Y CTOIYMBBIE CIOBOCOYETAHUS OJTHOTO SI3bIKa HE MOTYT OBITh OYKBaJIbHO MEPEBEICHBI Ha IPYTOH S3BIK.
Taxue BpIpakeHHUs CIENYET BBIITUCHIBATH U 3ay4MBaTh HAU3YCTh LIEINKOM.

9. Jlnst MpakTHUYECKOTO OBJIAICHUSI HHOCTPAHHBIM SI3BIKOM, HEOOXOIUMO YCBOUTH €r0 CTPYKTYpPHBIC
0COOEHHOCTH, B OCOOCHHOCTH T€, KOTOpbIE OTJIMYAIOT €ro OT PYCCKOro sA3blka. K TakuM OCOOEHHOCTSIM
OTHOCHUTCS, TPEXAE BCEro, TBEPIBIM MOPAIOK CJIOB B MPEIJIOKEHHH, a TaKXKe HEKOTOpOE YHCIO
rpaMMaTHYeCKUX OKOHYAHUI U CIIOBOOOPa30BaTENbHBIX CY(P(PUKCOB.

Kax nocmasumu 6onpoc k aneautickomy npeonoiceHuro.

16



1. BHI/IMaTeJIbHO HOCMOTpI/ITe Ha HpeI[JIO)KeHI/Ie. 2 OHpeIIeHI/ITe TJIAaBHBIC U BTOpOCTeHeHHBIe YJICHBI
npeuiokenus. [IoMHUTE 0 OPSIIKE CITOB TOBECTBOBATEIBHOTO MpeIoskeHus. 3. Eciu ckazyeMoe BhIpakeHo
OJTHUM TJIaroJIbHBIM KOMITOHEHTOM (IIEPBOM W BTOPOW riaroiyia, Kpome is, am, are, was, were, have, had),
BbIIEINTE BCroMoraTensHblii riaroi: do, does miam did. 4. BeiHecuTe BCIOMOTaTeNbHBIN TJ1aroi Imepes
MO/IJIEKAIUM, OCTaBUB OCHOBHOM (CMBICIIOBOM) I1arojl Ha npexxHeM mecre. [lomHUTE, 4TO B BOIpOCE OH
Bceraa Oymer ABAATbCS MHGUHUTHBOM Oe3 dacTHibl to. 5. Eciu ckazyemoe BbIpaskeHO 0ojice YeM OJHHM
TJ1aroJIbHbIM KOMIIOHCHTOM, TO Hepeﬂ ImogjcKauumm B BOHpOCC BCE€raga BBIHOCHUTCS HepBBII;'I I‘JIaI‘OJIBHLIfI
KOMIIOHEHT, a OCTaJbHbBIE OCTAIOTCS Ha MPEKHEM MECTE IMOCIE Mmoajieskaiero. 6. B crnenuaasHOM BOIpoce
(KkpoMe BoIpoca K MOAJICKAIIEMY) CIIEeIHAIbHOES BOMPOCUTEIILHOE CJIOBO CTABUTCS B HAyasle MPEII0KECHUS
mepel BCIIOMOTaTeIbHBIM IJIarojOM, TP 3TOM Ta 4acTh MPEUIOKEHHUS, K KOTOPOM 3aJaeTcst BOIPOC,
omyckaercs. 7. Eciiu Bompoc 3aaeTcs K Mo yiexkarieMy, BMECTO HErO CTaBUTCSI BOIIPOCUTEIBHOE CIIOBO Who,
what- kTo, 4Yro, mMpH 3TOM TIjarojbHas (GopMa CKazyeMoro BCErjJa COIJIAcyeTcss C TPEThbHM JIHUIIOM
€JUHCTBEHHOIO YHCIIA.
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Business Letters

1. Business Letters and their Structure

Lead-in

Do wyou 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 mens

Sender OTOPAEHTENE

Beceiver/recipient/addresses ATPecaT, TOTYIaTENs

Subject OpegMET. TEMA

Andience Henesad aVIHTOPHT

Organization OpPraHH3AINA, CIPVETYPA

Order 33E33, PHHAHCOECS TpeboRaHHE

Bequirement TpeboEanne

Vagueness HEOTPeIeTeHHOCTD

Ambiguity OEYCMEICTICHHOCTE, JEOHCTEEHEOCTE

Platitude CAHATEECCTE

Letterhead IMIaNEA Ha EpMeEEoM OIaEEe

Heading IIANEA DHCEMA] 3ATTEEHE. SATIOBOE, PYCpHEA
File number PETHCTPATHBOEHEIA HOMED

Confidential EOHHISHEIHATEHER, TaCTHEI

Inside address agpec DOJIYIATENE

Salutation obpamenne; $opMa IPHESTCTEHESA

Subject line TEMA MHCEMA (0OBYHO NEYaMasmos omJeTsHol cCHpo-

Kol hod dopanaoi ofpawerus)

Body of the letter

OCHOBHAH 9aCTh DHCEMA

Complimentary close

FAEJTHIRTENIRHAL IiIOPZ‘rI'-.".'Iﬂ BERUIHEQCTH, OPOMIAHHA

Signature OOOIHCE

To sign IOOIMHCEEXTE

Added information Zo0aBCdHAR, JONOIHATAIEEAT HEQOopMAITHE

Postscript OOCTCEPHIITYM

Format opMaT, dOpPMATEHEE TapAMeTPEL CTPVETYPA

Memeo VEeZoMICHHe, HaMATES; CTyaebHan/ J0KTATHAT 3AIHC-
Ka

Letter of Enquiry 3aOmpoc

Promotional letter

PEETAMHEOE MACEMO

Personal business letters

JEI0OBEIE MMACEMA JIHTHOID XapakTepa

Condolence

COOOIeSHOEAHHES

Customer

MOEYIATENE. HD‘I‘PEE}HTE.'H:\

Media letters

IDHCEMA, OTOPEETAEMER B CPEICTEA MACCOBOH HEGOp-
MAITHH ¢ D& IPAETETE BEEMAHAS K MHPOECH 06-
IMECTECHHOCTH JEATENEEOCTH QHPMED

Postcard OOTTOEAT EAPTOWEA; OTEPEITEA
Letter layout ILTAH ODHCEMA
Correspondence KOppeCHoHIeHIHA, TepelHCcED
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Shipment

OOTPY3EA; OTHPABEA, DOCTABEA (MOSAPOs), TPYS, map-

THA TOEAPA

Supplier DOCTABITHE

Fequest npockDa; TPpeDOBAHEE HE KaMESoPUYHOE, [sercIusog)

The bread and butter of the letter | anpda B oMera (oocnosa; ma, 683 Ye20 HUCEMS He 8-
Jem oMesuame oNped STEHHEIM KPUMEPIRM )

Bequired o0F3aTeB R

Optional HeobasaTens e (farasmamusHbii)

Conversational PasTOECPHEIH (0 CHILLTE HUCEMA)

Clanty ACHOCTE

Concise EPATEEH (06 06baMg HUCEM)

To zet/receive a letter

OOTVHIHTE IMHCEMO

To register/certify a letter

3APETHCTPHPOEATE MHCHMO

To mail/send/forward/post a let-
ter

OTOPABHTE, DOCIATE MACHMO

To take (down)/transeribe a letter

3AMHCATE MHCEMO (Mod dunmosyy)

To type a letter

HADETATATE MHCEMO

To deliver a letter

JOCTABHTE MHCEMD

To come to hand

CEITE OOCTABIEHHEIM, IOTYIEHHER (0 HUCEME)

To communicate information

coobmATE HEdOopManHIO

To hire

HAHAMATE

To request

FANPAMHAEATE

To be cost-effective

CEITE peRTabeIEHEIM

To assume

JOOVCEATE, OPHIHAEATE

To alienate OTJATATE, OTTAIEHEATE
To proofread HCIPAEIATE, KOPPeKTHPOBATE
To strive OPHIATATE YVCHNHA, 0OHBATECA

To be concermned fwith)

03a00THTRCA (YeM-Tuba)

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

1) ancoymous letter

E.} VECOOMIICHHE, HIBCIIEHHES, ABHI0

2) open letter

b) arEpeINTHE

3) dead letter

C} AHOHIMHOS DHCEMD

4) detailed letter

d) macemo, He BocTpeboBARHOS ANpECATOM
HIIH HE JOCTABIeHHOES My

5) brefletter &) MECEMe-CoB0Ie3HOBAHHE
§) letter of congratulation f) obHIHATEEGS DIHCEMO
7) official letter g) Mo3OPABHTENBHGE MHCEMO

8) letter of condolence

h) cTaggapTHOS DHCEMO, DHPEYLID

9) personal letter

1) AHOHAMEBOES DOCTAHHE

10) rambling letter

1) OTEPEITOE IHCEMO (B TA3ETE)

11) chain letter

k) rapagTHANCS OHCEMO

12) registered letter

|) THpeRTHEHCE DHCEMO

13) certified letter

i) rﬂpﬂﬂrﬂiﬂﬂf OHCBEMO, JOEVMEHT O CHA-
THH HRTEPHJJEEDZE OTECTCTECHHOCTH

14) covering letter

1} MHCEMO CO CHENHATBEOH JOCTABKOH

15) special-delivery letter

D] COMpOBOTHTEIEHOE MACEMOD
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16) letter of indemmnity P 3aEAHOE MHCEMO
17} letter of instruction () HeNHOS DHCEMO | «IHCEMO CIACTRAN)
18) letter of guarantes 1) beccBAEIHOE THCEMD
19) letter of credit 5) DHCEMO IHUHOTC XapaETepa
20 letter of advice t) mogpobHOe DHCEMO
21 form letter U} KOPOTECS MHCEMO
Reading

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

Business writing is different

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

When vou write a busimness document. you must assume that your audi-
ence has limited time in which to read 1t and 1s likely to skam. Your readers have
an interest i what you say insofar as it 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 wrniting vanes from the conversational style often found in email
messages to the more formal. legalistic style found m contracts. A style between
these two extremes is approprate for the majority of memos. emails. and letters.
Writing that 1s too formal can alienate readers. and an attempt to be overly casu-
al may come across as msincere or unprofessional In business writing, as in all
writing, you must know your audience.

In most cases, the busmess letter will be the first impression that you
make on someone. Though business wrnting has become less formal over time,
you should still take great care that vour letter’s content 15 clear and that you
have proofread it carefully.

Business letters: where to begin

Reread the description of your task (for example, the advertisement of a
job opemng, instructions for a proposal subnussion. or assignment prompt for a
course). Think about yvour purpose and what requirements are mentioned or 1m-
plied in the description of the task. List these requirements. This list can serve as
an outline to govern vour writing and help vou stay focused. so try to make it
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 mndustry- or field-
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specific concepts or termunologies 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 writing
should indicate how you meet the requirements vou've listed and answer any
questions raised in the description or prompt.

It 15 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 vyou are writing about.

Audience — WHO you are writing for.

Purpose - WHY you 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-
ganmization for the body of any business letter follows:

Part 1 of Body: State your purpose.

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

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

MNotice 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 1 af the Body

Get right to the point in the first sentence of the letter. When vou read a
novel, vou expect to have background information before the storv ever starts.
When you read a business letter. you 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 mformation 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 include all of the information the recipient needs
or you want. If you have a lot of information, break it into short paragraphs.

Part 3 aof the Body

This, like the first part. 15 usually a short paragraph. Depending on the
purpose of vour letter, 1t will do one of three things.

1. Conclude. In an mformational letter, thus allows vou to point out the
most important item or draw all your key points mto one statement.
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2. Request action. In letters that require a response, such as collection let-
ters, you define the action yvou 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 1s stmply a thank vou for the
recipient’s attention, response of CONCEra.

Task 3.
a) Read 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 m mviting you to attend our special conference to be held at
Sheraton Hotel, London on Thursday/Friday 10/11 December 2016.

This intensive, practical conference for businessmen aims to:

- increase your busmess 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 join us please complete the enclosed registration form and
return it to me before 30 August with your fee of £50 per person.

I look forward to seemg you agam at this exciting conference.
Yours sincerely

John Smth
Conference Secretary

b) Answer the questions.
1. How many parts does the body of the letter consist of?
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2. What 15 the role of each part?
3. Find out the sentences (paragraphs or parts of the body) m 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 Business Letters.

Business Lefter Paris
1. Letterhead or Heading 8 Subject 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 Instructions (optional)

Lettethead Most business letters originating from a firm are written on the
firm’s letterhead. If vour firm doesn’t use letterhead. then vou need to include
your firm’s address m the heading.

Date. When you are using a headmng mstead of lettethead, place the date on the
first line and the address on the subsequent line as follows:

September 9. 2015
359 Longview Foad
Wit Vernon. ILG65676
This should be the date the letter 15 written. Be sure to write out the month and
to include both the date and year for adequate reference.
File number. On occasion. vou may wish to mnclude 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-
tial or Inside Address) by two spaces.
Confidential Use this word when the person to whom the letter 15 addressed 15
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 you don’t know the name of the person you
are writing and the letter 15 addressed to the firm. For example, the attention line
may say, “Attention: Head of Accounting’. It may also be used when you know
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the name of the person vou are wniting but are unsure of the title. The attention
line may say. “Attention: Customer Service’. thus indicating to the person re-
cewving the letter that the letter also needs to be routed to the customer service
department.

Salutation. The salutation 1s 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 yvou are uncertain about your reader’s gender.
avoid assuming gender in the salutation. Use your reader’s name whenever you
know it. One of the problems you may run mto 15 writing to a person with a
name that 1s not gender specific; for example, the name Terry. The sumplest so-
lution 1n the salutation 1s to say, ‘Dear Terry Lucas’. If you are addressing a
group of people m general. such as the shipping department, do not assume they
are all male. The old “Gentlemen:” 1s not acceptable. “Shipping Agents: (Sales
Managers:, etc)” 1s preferred.

Subject Line The subject line i1s 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 15 where you make requests, provide information or
reasons or reply to someone. It 15 the main part of the business letter.
Complimentary Close. This vanes m formality and 1s found mn all business let-
ters with the exception of the Simplified Letter and the Memo. The following
complimentary closes are in order of decreasing formality:

sVery truly yours,

sFespectiully,

= Sincerely yours.

o Cordially,

s Simncerely,

The most appropniate, m general situations, 15 the last.

Signature. There should be four lines between the comphmentary close (or the
body in the Simplified Letter) and vour typed name so there 15 room for your
signature.

Added Information. If needed. this consists of the sender’s 1mifials in capital let-
ters followed by a colon, followed by the typist’s initials in small letters. You
may also find the abbreviations “Enc.” For enclosure and “cc:” or “xc:” for cop-
1es sent. followed by names of persons recerving 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. It 15 often the first thung the recipient reads. Use it 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.

24



Letter hazdad papar

Ferarence (inivalzof
wntar/typl somatimas =
filing raference |

D3ate ([day, morth, yasr)
Inzmide acdres:{ name ttie,

company, full addrazz,
postal code

S3lumtion

Hasding(to giva sninstant
lo@a0f the thama |

Bocyof lattar [ona ling
zpace batwaen paragraphs)

Compliments ry closs

Name of sandsr

Sender's desiznation or
department

Enc ([ ifarything isenclossd)
Show fany copies se

circulatad [if more than one,
use alphzbeatcal order |

Task 5. Use the list of word choices in italics to answer the following questions.

salutation
signature

writers typed name
1.

- FT Justices Hall

ENANC ALTVIS

Financial Times Jusicas Hall
Edinburgh Gawe
CM20 2JE

-ST/P) United Kingcom

-14 December 2010. Telaphone: =44 (0)13343 2535

Mr Grare Powsl Facsimile: 44 0)1234 25435
Geneml Manag e
- AEC FrindngCo. Ltd
SiWoodLane
London
WwWC1 2Ty

- Dear Grant
- FULLY ELOCKEDLETTER LATQUT

Thizs layour has bacoms firmy est=blishad 3: Tthe Mot popular way of
satting out lettars, fax messsgas, maemos, raporss — In fact sl businas
communicxions The man festure of fully block &t styls 15 that J | lines begin T
thalaft nand margn.

- Opan Purctuaton iz usudly uzed with tha fully blocked Iayout This maans
that no purctuation marks are raceszary in tha rafaranca, dste, insida acdress,
zalstation =nd clozing zecion. O course azzentinl puncuation mus: stil be uzed
in the text of the meszaze itsalf. However, remember to == commas minimally
today they zhould be uzed only when ther omezsion would make the zenze of the
mezszaze unclear.

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

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

Mozt people azrae thatthis layout iz very stractive and easzy to produce as wdl
e busnessike

~Yours sinoerely

Tl _fou
- Adsm Jon

- Training Sp=cialist

- Enc

- Copy JonTsilor, Publishe:

Brave Dan, Acguistions Ececutive

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

5. The 15 when the letter 1s written.

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

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

Ms. Emuly Smith
5999 hMamn Street ( }
Chicago, IL. 88998

January 2, 2015 { }
Wr. Sam Jones

President

KR Toys ( )
3444 Elm Drive

Wichita, KS 66500

Dear Mr. Jones: ( )]

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

I purchased a karacke machine at your store on December 20, 2014. It was to be
used for a New Years Eve party that my famuly 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 karaocke machine. There-
fore, I wanted to write this letter to let you know what happened. and to ask that
vou use brands that are more reliable than the one that I purchased.

Thank you very much for your time.
Sincerely, i }

( )
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Emily Smith  (

)

Useful phrases and vocabulary for writing business letters

Salutation

Starting

Referring to previous
contact

Making a request

* Dear Mr. Brown

* Dear Ms. White

* Diear Sir

* Dear Madam

* Dear Sir or Madam

* Gentlemen

* Ladies

* Ladies and Gentlemen

*Dear Personnel Director: (a gender-free tatle)

*To Whem It May Concem: (use this form as a last resort)

+ We are writing

- to inform you that ...

- to confirm .

- to request ..

- to enguire about

* [ am contacting vou for the following reason.

* I recently readheard about ... and would like to kmow ...
* Having seen your advertisement in ... Twould like to ...

* I would be interested in (obtaining / receiving) ...

* I received your address from --—- and would like to ..

* Thank vou for vour letter of March 15.

* Thanlk you for contacting ns.

* In reply to vour request, .

* Thanl: you for vour letter regarding .

+ With reference to our telephone conversation yesterday. ..

* Further to owr meeting last week ..

* It was a pleasure meeting you in London last month.

* I enjoyed having lunch with you last week in Toloyo.

* I would jost like to confirm the main points we discussed on
Tuesday.

* We would appreciate it if vou wonld

* I would be grateful if you could __.

* Could vou please send me ..

» Could vou possibly tell us / let us have .

* In addition, I wonld like to receive ..

* It wounld be helpful if you could send us ...

* I am interested in (obtaining / receiving) ..

* I would appreciate yvour immediate attention to this matter.
* Please let me know what action you propose to take.
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Offering help

Giving good news

Giving bad news

Complaining

Apologising
(US: Apologizing)

Owders

Prices

* Would you like us to .7

* We would be happv to ..

» We are quite willing to ...

* Cror 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 carefinl consideration we have decided (not) to .

* [ am writing to express ooy dissatisfaction with ..

* [ am writing to complain about .

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

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

* [ wounld like to query the transport charges which seem
nmusually high

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

» Iregret any inconvenience cansed (by) ...

»  Twould like to apologise for the (delay. inconven-
ience)...

»  Once again, please accept my apologies for ...

» Thank you for vour 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.

»  Tam pleased to acknowledge receipt of your order Ne

= 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 out of stock.

» Please send us your price list.

«  You will find enclosed our most recent catalogne and
price list

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

= We have pleaswre in enclosing a detailed quotation.
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Referring to payment

Enclosing documents

Closing remarks

Beferring to future
business

Beferring to future
comntact

Ending business
letters

We can make you a firm offer of ...

Oy terms of payment are as follows ..

Oy 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 ...
Please 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
contact me.

If you require more information .

For further detadls .

Thank you for taking this into consideration.

Thank you for your help.

We hope you are happy with this arrangzement.

We hope you can settle this matter to our satisfaction.

We lock forward to a suceessful working relationship in
the fufuge.

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

I'would be happy to have an opportumity to work with
your firm.

I look forward to seeing vou next weel:

Locking forward to hearing from vou, ...

Locking forward to receiving your conuments,

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

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

Sincerely.

Yours for all customers / clients
sincerely,

Sincerely

yours,

Yours in more formal letters
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faithfinlly, for those you already know
and/or with whom
you have a working relation-

* Regards
egards, <hip

2. Abbreviations used in business letters and documents

In formal business letters, a clear, formal wniting style should be used,
however, there exist some instances in which the use of abbreviations 1s appro-
priate to save both space and time.

Formal widely used abbreviations:
» ASAP - as soon as possible
= aftn - attention: to show that a letter 15 for the aftention 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
= clo or ¢/~ - care of: used 1n the address on a letter or parcel that vou 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 included in the letter
s FAQ - 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
= FYI - for your mformation: 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 - wrtten in front of someone’s name when you are signing a
letter for them
» PPS - written before a note at the end of a letter. after the PS note
= PS - 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 1s 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 1n a business letter when you 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
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+ Messrs. - used when addressing two or more men. as in Messrs. Smuth and
Wesson
+ Mrs. - Misses - used for women if vou are sure that they are married and for
those who do not prefer another title
+ Ms. - used for women, regardless of their marital status. Usually the safest bet
+ Dr - Used with addressees who you know have eamed a doctorate, not only
n medicine
Abbreviations in time and date:
« am (am) - ante merediem = before midday - used 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 Domini - used to denote years 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. - commerce
+ Corp. - Corporation
+ dt - date
+ eg - for example (Latin exampli gratia)
+ et al - and other people (Latin et ali)
+ etc. - and so forth (Latin et cetra)
+ ie -in other words (Latin 1d est)
+ 1ibid. - in the same book, chapter, page, etc. (Latin 1bidem)
« Ltd. Limted
+ nb. - nota bene
+ NOO - not on original
+ P&P - postage and packing
+ pdd - probable date of delivery
+ PIN - postal index number or Personal Identification Number
+ SAEF - stamped (self-) addressed envelope
+ sgd - wntten 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. Wnte 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 it must be writ-
ten in clear. concise language.
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3. Types of Business Letters

A business letter 15 written by an individual to an orgamization or an organ-
ization to another orgamzation. Historically, business letters were sent via postal
mail or couner, although the Intemet 1s rapidly changing the way businesses
communicate Business letters are written for vanous 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 you get different types of business letters. The
various types of business letters are used by different people to serve their pur-
pose of sending the message across.

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

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

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

You probably found the answers to some of your questions, but not to all
of them. So, how can you find out the mformation you need? The answer 15
sumple. Write a letter (or email) of enquiry! The letter of enquiry 1s wntten to
enquire about a product or service. If have ordered a product and vet not re-
cetved it yvou can write a letter to enquire when you will be receiving it. Inquiry
letters ask a question or elicit information from the recipient. When composing
this type of letter, keep 1t clear and succinct and list exactly what mformation
you need. Be sure to include your contact information so that it 15 easy for the
reader to respond.

A letter of enquiry typically has some specific sections.

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

Now look at the sample letter of enquiry and check.
46/9 Nguven Trai Street
District 5
Ho Chi Minh City
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Vietnam
Camford Language School
34 Downs Street

Wrexbury
Devon
EX45 TAZ
United Kingdom
14 Apmil 2011
Dear Is Smith

I am writing to enquire about yvour 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 m the cost of a
course? I would be grateful if you could send me more information about your
school and the surrounding area.

I look forward to hearing from vou.

Yours sincerely,

Eiet Nguyen.

Task 9. Read this advertisement and write vour 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 m English.

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

START DATES
LONDON - 18TH JAN, 14TH MAR 9TH MAY 4TH JUL, 30TH AUG, 24TH OCT &
19TH DEC
TORONTO - 22ND JAN, 14TH MAFR_ 9TH MAY ATH JUL, 30TH AUG, 24TH OCT &
19TH DEC
ENTRY REQUIREMENTS
UPPER. INTERMEDIATE (CEFE. B2 MINIMUM)
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LEVELS
HIGH INTERMEDIATE TO ADVANCED (E1 HIGH-C1)
DURATION
2 WEEKS
LOCATION
LONDON AND TORONTO
MINIMUM AGE
18+ YEARS
GROUP SIZE
MAXTMUM 16 STUDENTS

http://www_thelansuagegsallerv.com/

Writine a Letter of Offer
Why fo write a letter of affer?

There are usually two main reasons: offenng new products and services.
and enlarging companies and hiring new emplovees.

When vou want to inform vour clients about the release of new products
offer letters are important. Your clients should get some impression through the
details of yvour product and should find some ideas about the offers vou can pro-
vide them. The following letter 15 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)
(Trivandmm)

(20 May 2010.)
Dear Sur/Madam,

I would like to introduce our company KK Appliances to you which has been in
the business regarding sales of Electronics equipments for the past 5 years. It 1s
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 your company the latest laptop at the cost of
Rs.28000, which consists of all the new features. You would agree this 1s one of
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the best deals while considening 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 15 to outline all aspects of the posttion. 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 15 expected of them. This 1s an opportumity 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 musunderstandmgs. 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 1s contingent upon any drug or
background screemngs that need to be performed followmg 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.

After that 1s 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 1n prior negoti-
ations. Vacation and personal time off should be stated either with the benefits
of 11 a separate section. You may or may not choose to mnclude statements re-
garding reimbursement for any expenses mcurred in the duration of their work-
g relationship with the company.

The start date 15 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. include anv 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 15 good for until 1t expires and the compa-
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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 mstructions in italics and complete the letter

of offer of employment.
LETTER OF OFFER OF EMPLOYMENT — Position title

Dear My, /Ms. Last name,

Following our recent discussions, we are delighted to offer you the position of
Position Title with Our Organization. Our Organization 1s describe key high-
lights about your organization. If you 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 vour commitment to
deliver outstanding quality and results that exceed client expectations. In addi-
tion, we expect your personal accountability in all the products, actions, advice
and results that you provide as a representative of Our Organization. In return,
we are committed to providing you with every opportunity to leam, grow and
stretch to the highest level of vour ability and potential We are confident you
will find this new opportunity both challenging and rewarding. The following
points outline the terms and conditions we are proposing.

Title: Position title

Job description: See attached

Start date: Start date

Salary: Amount per year

Probation: Describe your organization’s probationary pelicy

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: Fxplain vour organization’s vacation policy including how many
days, how thay are accumulated etc.
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We look forward to the opportunity to work with vou in an atmosphere that 1s
successfil and mutually challenging and rewarding.

Sincerely,

Your name

Your title

Your organization

With the signature below, I accept this offer for employment.

Wame 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 information such as model number. name of the product. the quantity desired
and expected price. Payment is sometimes included 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 i the market and based on
this promised service, price and quality, the decision 1s made for the purchase.

Before you draft the letter, you have to make sure that it pens down all the
terms and conditions of the purchase for the benefit of both the nvolved 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 copv 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 mnclude all the terms and conditions agreed upon by both mvolved
parties
» Since 1t 1s purely an official letter it 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
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+ The letter should have all relevant details related to the order, for example,
quantity, price and other terms and conditions

Below 15 an example for an order letter which will explain you about how to
write these letters.

Date: MM/DD/YYYY

From: (insert yvour name and address here)

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

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

This letter 1s 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 i1s not made on the said date, then please consider it to be canceled. The
price of a uniform 1s $ (msert amount) as 1t was agreed during the meeting.

Please, review the letter and if you 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 you ratify, approve, strengthen one's
resolve, or give new assurance of the validity of somethmg.
1. Offer a polite, appreciative response that helps clanify what 15 expected of
you. Be sure vou have a clear defimtion of vour role from the outset to avoid
problems later.
Eepeat the details of the agreement so your reader can respond to any nus-
understandings that may have arisen.
Clarify or amend the terms of your agreement, if necessary.
Be accurate. Check (and double check!) your facts before sending the letter.
5. Choose your tone carefully. Confirmation letters should generally be bnef
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 within a few days of recetving the original letter. report. or-
der, or other document.

[

bl
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7. Notify all those mvolved after recerving the letter of confirmation so that
everyone 1s up to date on current happemings.

8. Be enthusiastic when writing this letter 1f vou are the one who 1s 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 Letter |

This letter 1s to confirm my telephone order of 30 drvers. 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. T under-
stand that the expediting fee to guarantee delivery by that date will be $20.00.
Please notify me immediately if delivery cannot be made before May 1.

Sample Letter 2

This will confirm our monthly order for unbleached packing paper. As
vou 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 you to allow us to pay upon receipt of the goods, so we have a
chance to inspect them before paying. Under the circumstances, we request that
we still recerve a 10% discount for timely payment. We appreciate your willing-
ness to be fair.

Task 11. Read. translate and discuss the letters.
Letter I {Placing an Order)

To: Michael Goodman

Subject: order for Staffordshire tableware

Dear Mr. Goodman

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

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 alternative
provided the designs are those stipulated 1n the order.

Yours sincerely
M. White
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Purchase Executive

Answer the questions:

1. What advice has been given on packing?

2. What method of payment has been arranged?

3. Will substitutes be acceptable if the supplier 15 out of stock of any 1tems?

Letter 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 ss. “Mediterranean™ which sails for Barcelona on 16
July and arrives 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
mstructions, 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 in red. But we mcluded 1t 1 the consignment as 1t had the Pertwin-
kle pattern vou asked for.

If there 1s further information you require. please contact us. Thank vou very
much for vour order, and we look forward to hearing from you again 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 1n Barce-
lona?
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Sum up the exchange of the letters (1. 2). Phone the Sellers and enquire
about the position of vour order R 1432 for 60 sets of Staffordshire tableware.

Writing a Memorandum {Memo)
Why to write a memo?

Memorandums are written mntemal commumications 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 internal mail to the departments it concerns. In the latter case, the employee
usually signs the memorandum to acknowledge that he/she has read it.

Standard memos are divided mto segments to orgamize 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 memo plan style. The more di-
rect the memo plan, the more explicit the introduction 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 1s the event, circumstance, or background of the problem vou
are solving. You may use a paragraph or a few sentences to establish the back-
ground and state the problem. Oftentimes 1t 1s sufficient to use the opening of a
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sentence to completely explain the context, such as. "Through market research
and analvsis._ " Include only what vour reader needs. but be sure it is clear.

Task Segment

One essential portion of a memo 1s the task statement where you should
describe what you are doing to help solve the problem. If the action was re-
quested. your task may be mndicated by a sentence opening like, "You asked that
I look at...." If you want to explain yvour intentions, you mught say, "To defer-
mine the best method of promoting the new fall line, T will __." Include only as
much information as is 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 mnto words, consider whether you
have clanfied the situation. You may need to do more planmng before vou're
ready to wrte your memo. Make sure your purpose-statement forecast divides
vour subject mto the most important topics that the decision-maker needs.

Summary Segment

If your memo 1s longer than a page. you 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 bref
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 mclude references to methods and sources vou have used in your research.

Discussion Segmenis

The discussion segments are the longest portions of the memo, and are the
parts i which vou mclude all the details that support your 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 vour 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 your argument in the memo.
Include strong pomnts and evidence to persuade the reader to follow your 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 you want your reader to take.
Make sure you consider how the reader will benefit from the desired actions and
how you can make those actions easter. For example, vou nught say, "7 will be
glad to discuss this recommendation with you on Tuesday and follow through on
any decisions you make."

Necessary Attachments

Make sure you document vour findings or provide detailed information
whenever necessary. You can do this by attaching lists, graphs, tables, etc. at the
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end of your memo. Be sure to refer to your attachments 1n vour memo and add a
notation about what 1s attached below vour closing, like this:

Attached- Focus Group Results, January- May 2007

The segments of the memo should be allocated in the following manner:
Heading: 1/8 of the memo
+ Opening, Context and Task: 1/4 of the memo
+ Summary, Discussion Segment: 1/2 of the memo
+ Closmg Segment, Necessary Attachments: 1/8 of the memo

Below 1s an example for a memo which will explain you about how to

write these letters.

TO: Eelly Anderson, Marketing Executive

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

SUBJECT: Fall Clothes Line Promotion

Market research and analysis show that the proposed advertising media
for the new fall lines need to be reprionitized 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 interested in sitcoms as they watch reality televisions shows.
Also, 1t has become increasingly important to use the mnternet 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
young 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 popularity
the most frequented sites:

= Google

» Facebook

» hMyvspace

* EBay

= 1Tunes

Shifting our efforts from our other media sources such as radio and maga-
zine to these popular mtemet 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
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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 andience, but even the face of television
15 changing. Young adults are tuming nto reality television shows for their enter-
tainment. Results from the focus group show that our target audience 1s most 1n-
terested in shows like American 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 is 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 maximize the exposure of our product to our target market and there-
fore increase our sales. Tapping into the trends of young adults will help us gain
market share and sales through effective advertising.

Arttachments: Focus Group Results, January- May 2007; Survey Findings,
January - Apnil 2007

Task 12. Use the Sample Memo Format given below and wnite down vour 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:

11.2. Metoanyeckue yKa3zaHHs [0 OPTaHU3aIUN CAMOCTOSITEITHHON paOOTHI.

CamocrositenpHas padora ctyaeHToB (CPC) — onHa M3 HEOTHEMIIEMBIX COCTABJISIOMIUX YYeOHOTO
nporuecca. @opMupoBanue MpohecCHOHATHFHON JTUYHOCTH CIEIUAINCTA, CIOCOOHOTO K caMOOOpa30BaHHUIO,
TBOPYECKOMY MPHUMCEHCHUIO ITOJTYUCHHBIX 3HaHHI71, I/IHHOB&HI/IOHHOﬁ ACATCIIBHOCTH SABJISICTCS BaKHEUIIIUM
nokasareneMm 3¢dektuBHOCTH oOpa3oBanus. Mmenno CPC nHampaBneHo Ha (OpMHUpPOBaHHE HABBIKOB
PENPOYKTUBHOW M TBOPYECKOM JEATEIBHOCTH CTYACHTOB, KAK B ayAUTOPUHU, TAK U IPU BHEAYJUTOPHBIX
3aHSITHSIX.
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Bunst u popmbl caMocToSTENbHOM paboTHI.

Memooduueckue ykazanus no camocmosamenbHol pabome ¢ 1eKCUKOU.

1. Boinumu HOBOE CI0BO B CIieNUaNbHYIO TeTpalp. 2. Hanumum tpanckpunuuto ciosa. 3. Haiinu B
clioBape MepeBoj 3TOro cioBa M 3anuiuu. 4. OtpaboTail MPOU3HOIIEHHWE STOrO CJIO0Ba, MOBTOPUB €r0 He-
CKOJIBKO pa3 BciyX. 5. CocTaBb ¢ HOBBIM CJIOBOM CJIIOBOCOUYETAHMS M NPEAJIOKEHUS, UCIIOIb3YsI 3HAKOMbIE
cioBa. 6. [Togbepu kK HOBOMY CIIOBY CHHOHMMBI U3 YK€ U3BECTHBIX TeOe cioB. 7. JlJis Jiydlero 3anoMUHaHus
HOBBIX CJIOB U IIPOBEPKH MOKHO MCIOJIb30BaTh KAPTOUKH, PA3JIMUHbIE UTPbI, [IOMOILb APYTUX JIOJEH.

Memooduueckue ykazaHus no camocmosamenbHOMY U3Y4eHUI0 2PAMMAMUKU.

@DOpMBI CaMOCTOSATEIIBHOW pabOTHl ¢ TPAMMATHYECKUM MaTE€pPHaJIOM: - YCTHBIE IpaMMaTHYEeCKHE H
JIEKCUKO-TPaMMaTHUYECKHUE YIPAKHEHUSI 110 ONPEIACICHHBIM TEMaM; - MTUCbMEHHbBIE TPAMMAaTUYECKHUE U JICK-
CUKO-TPAMMATHYECKUE YNPAKHEHUS 110 ONPEIECIICHHBIM T€MaM; - COCTaBJIEHUE KapTOYEK IO OTAEIbHBIM
rpaMMaTHYEeCKUM TeMaM (4acTu peyur; OCHOBHbIE ()OPMBbI MPABUIIHLHBIX M HETIPABUIIbHBIX IJ1aroyioB U T. I1.); -
MIOUCK M TIEPEBOJ ONPEICICHHBIX TPAMMATHUECKUX (OpPM, KOHCTPYKILIUH, SIBJICHUN B TEKCTE. - CHHTAKCHYe-
CKU aHallu3 U MepeBO MPEIOKEHUH (IPOCTHIX, CI0KHOCOUMHEHHBIX, CIIOKHOMOTYMHEHHBIX, MPeIoXKe-
HUHN C YCIOXHEHHBIMU CUHTAaKCUYECKUMHU KOHCTPYKIIMSIMH); - IIEPEBOJI TEKCTOB, COAECPKAIIUX H3y4aeMbIil
rpaMMaTHYEeCKUN MaTepHual.

1. BHUMaTenpbHO M3ydnuTe TpaMMaTHUECKOE MPAaBUIIO, PACCMOTPUTE pUMeEpHL. 2. BoinonHuTe peko-
MEHJlyeMbl€ yIpakHEeHUsI. 3. BeInuiuTe u3 yrpaxxHeHus: BCe MPEJI0KEHUs, COIepKallie HOBYIO TPaMMAaTH-
YEeCKYI0 CTPYKTYpY. 4. BHUMaTenpHO H3y4HuTe COCO0 TpAaHCPOPMALUHU YTBEPIUTEIHLHOTO MPEIIOKEHHS B
BOIIPOCHUTEIIBHOE U OTpULIaTeNnbHOE. 5. [I[poKOHTponMpyiiTE C MOMOINIBIO CIOBAPS MPAaBUILHOCTh POU3HOLIE-
HUS TOOOM JaHHOW CTPYKTYphl. 6. [Ipunymaiite HECKOIBKO MPEAJIOKEHNH, COIEpPKALUX HOBYIO rpaMMaTH-
YECKYIO CTPYKTYpY.

Paboma nao ycmmuoti peuvio.

DopMBI CAMOCTOSATENBHON PaOOTHI Ha/l YCTHON PEUblo: - (POHETHUECKHE YIPaXHEHUS 110 OMPEIeIeH-
HOU TeMe; - JIEKCUYECKUE YIPAKHEHUsSI IO ONpEAEICHHON TeMe; - (POHETHUECKOEe YTEHHE TeKCTa-o0pasiua; -
NepeBoJl TeKCTa-o0paslia; - Mmepeckas TeKCTa; - MOATOTOBKA YCTHOIO MOHOJIOTHYECKOTO BBICKA3bIBAHUSA I10
ornpezaeneHHoN Teme (00beM BbIcKa3zbIiBaHUS - 15-20 mpennokeHui).

Memoouueckue ykazanus no opeaHu3ayuu nepesood.

1. TekcT, npeHa3HAYEHHBIN IS IEPEBOIA, CIEAYET PACCMATPUBATH KaK €MHOE CMBICIOBOE IIEOE.
2. Haumnaii nepeBon ¢ 3aryiaBus, KOTOPOE, Kak MPaBUJIO, BEIPaXKacT OCHOBHYIO TeEMY JaHHOTrO Tekcra. 3. [lo-
CTapaiicsi HOHATH CO/IEPKAHHUE BCETO TEKCTA, MPOUYNUTAll €ro IEJIMKOM WM OOJIBIIYIO €ro 4acTb, a 3aTeM IpHU-
CTyIall K OTIENbHBIM €ro npeiokeHus M. 4. Ctapaiics IOHATh OCHOBHYIO MBIC/Ib IIPEUIOKEHHS, OTIUPAsICh
Ha 3HAKOMBIE CJIOBA U BBIPAXKEHUS, a TAKXKE Ha CJIOBA, CXOKHUE C POJHBIM SI3bIKOM WJIM O 3HAYEHUH KOTOPBIX
MOJKHO JIOTaJaThCsl U3 COJiepKaHus. 5. BBINoiHU nepeBo/l BCeX HEU3BECTHBIX TeOe cioB. 6. OTpenakTupyit
NepeBeIEHHbIEC IPETIOAKEHHS TaK, YTOObI OHU OBLIIU MTOCTPOEHBI HA PYCCKOM f3bIKE TPaMMAaTH4YECKH U CTUITU-
cTUYecKH BepHO. 7. Korja TekCT nepeBeieH MoJIHOCThIO, TPOYUTal €ro BECh LIEJTMKOM U BHECH HEOOXOAMMBbIe
CTHJINCTUYECKHE TTOIPABKH.

Kax nepesecmu pycckoe npeonosicerHue Ha aHeTUNCKULL A3bIK.

1. BaumarenbHO mpounTaiTe npemiioxkenue. 2. Eciu OHO yTBEpAUTENHbHOE WM OTPHULATENIBHOE,
IIOMHUTE O NPsIMOM Topske cioB. 3. Haliaure nomiesxkaiiee, motoM ckazyemoe. 4. Cornacyire cka3yeMoe B
PYCCKOM sI3bIKE ¢ BUIOBpeMeHHO# ¢opmoii B ASl. 5. Ha mepBoe MecTo Bcerzia CTaBUTCS MOJIekKAIIEe, TOTOM
cKazyemoe, Jlajnee JOMOJIHEHHE M 00CTOSATeNnbCTBO. 6. OOCTOATENBCTBA MECTa U BPEMEHHM MOTYT CTOSITh B
Hayajie MpeUIoKeHus repea noanexamum. 7. IIpu nepeBojie BOMPOCUTENBHOTO MPEI0AKEHHS, BOCKIUIA-
TEJIBHOTO U NIOBEIUTENBHOTO U3YUNTE COOTBETCTBYIOIIME TIPABUIIA.

Memoouueckue pexomenoayuu no no020moeKe nepeckasa mexkcma.

1. Pemn, 4to ABIIS€TCS B COJEP/)KAHUU TeKCTa IN1aBHBIM. 2. CocTaBb IU1aH nepeckasa. 3. [Ipennoxenus,
HEoOXO/IMMBIE ISl TiepecKas3a, caenail 6osiee KpaTKUMH, MPOCTBIMU IO TpaMMaTH4eCKoil cTpykType. 14 4.
OTtpaboTaii Mpou3HOIICHHE HEOOXOAMMBIX ISl TIEpECcKaza CIIOB M clioBocodeTannii. OOpaTtv BHUMaHUE Ha
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MIPOU3HOLICHNUE TPYAHBIX HHOCTPAHHBIX CIIOB M UMEH cOOCTBEeHHBIX. 5. [Ipu mepeckase npuaepxuBaiics co-
craBjaeHHOTO ToOOW maHa. AnroputmNe2. Kak aganTupoBarh (mepecka3aTh) NMPOYUTAHHBIA aHTJIMHUCKUN
TekcT. 1. [IpounTaiite BHUMATENIbHO TEKCT. 2. BrIMUIMTe HE3HAKOMBIE CII0BA, HaiuTe ux nepeso. 3. [lepe-
BenuTe TeKCT. 4. Pa3OeiiTe TeKCT Ha CMBICIOBBIC TPYIIIBL. 5. BeiienuTe riiaBHbIC MPEIOKEHUS B KaXKIOU
rpynne. 6. [lonpo0OyiiTe paccka3arb 0 TOM, YTO IPOYUTAIN HA PYCCKOM 53bIKE, 0OpaTUB BHUMaHUE Ha BblJlE-
JICHHbIE BaMH OCHOBHBIE MPEUIOKEHUS B aHTTIUHCKOM Tekcte. 7. IlonpoOyiiTe mepeBecT caMOCTOSTENbHO
sty npeanioxxenust Ha ASl. 8. CBepbTe ux ¢ TekctoM. 9. I[Ipoaenaiite myHKTHI 6,7,8 HECKOJIBKO pa3.

Iloozomoska u npogedeHue yCcmHo20 MOHOLOSULECKO20 BblCKA3bIEAHUS.

Paboty no noAaroToBke yCTHOIO MOHOJIOTMYECKOI'O BBICKA3bIBAHUS IO ONPEACIEHHON TEME CIENYET
HAYyaTh C U3Y4YEHUS TEMAaTHUYECKUX TEKCTOB-00pa3loB. B mepByro ouepeap ynpakHEeHUs 10 U3ydaeMon Teme,
YCBOUTH HEOOXOAUMBIN JICKCHUECKUI MaTepHall, IPOUYNUTATh M NEPEBECTH TEKCThI-00Pa3Iibl, BHIMOIHUTH Pe-
YeBbI€ YIPAKHEHUS 110 TeMe. 3aTeM Ha OCHOBE U3yYEHHBIX TEKCTOB HYXKHO MOJrOTOBUTH CBA3HOE U3JI0KEHUE,
BKJTIOUAloIee HanboJiee BAXKHYIO0 U HHTEPECHYIO HH(POPMAITHIO.

Memoouueckue ykazanus no no020mosKke cooOueHusl.

1. Chopmynupyii TeMy cOOOIIEHNUs, TPABHIILHO 03arjiaBb CBOE COOOIICHHE.

2. CocTaBb KpaTKUi WK pa3BEPHYTHIN IJIaH COOOIIEHUS.

3. B cooTBeTcTBUY € IUIAHOM IPOAHAIU3UPYH HEOOXOAUMYIO JIUTEPATYpy: TEKCThI, cTaTthu. [londepu
[UTATHI, WITIOCTPATUBHBII MaTepHall.

4. Beimumm He00X0IMMbIE TEPMUHBI, KIIFOUEBBIE CII0BA, PEYEBBIE OOOPOTHI.

5. TekcT cooOIIeHHS T0JKEH COCTOSITh U3 MPOCTHIX MPEITI0KEHUN U OBITh KPATKHUM.

6. Haunu coobmieHue ¢ gpas: st Xouy pacckasarh O ..., peub UACT O ... .

7. O603Ha4Yb BO BCTYIJIGHUU OCHOBHBIE MOJIOXKEHHSI, TE3UCHI CBOETO coobmieHusi. O00CHYi, JOKaKU
(akTamMu, IPOMIUTIOCTPUPYH ITU TE3UCHI.

8. BbiienuB B CBOEM BBICTYIUICHHH CMBICIIOBBIE OTPE3KH, YCTAHOBU MEXK1Y HUMH CMBICIIOBBIE CBS3H.

9. Oco60 MoAUYEepPKHH TIaBHOE.

10. 3akoHuM coobuieHre, 0003HaYb pe3yabTat, clieNail BBIBO, IIOJBEIN UTOT CKa3aHHOMY.

11. Belpa3u cBO€ OTHOILIEHUE K U3JI0)KEHHOMY.

12. Tlocrapaiicst u3iaraTh CBOE COOOIIEHNE IMOLIMOHAIILHO, HE YNTAasl, a U3pe/IKa 3ariispiBasl B IJIaH
Y 3aUMTHIBAs IUTATHI.

13. 3anmomMHHM: yKpalarT COOOIIEeHNEe KapThl, CXEMBbI, TAOIHUIIBL.

Memoouueckue ykazanus no NOO20MOBKe GblCHYNIEeHUS.

[Togymaii, 0 4yem Thl XOU€lllb paccka3aTh B cBoel npe3eHTanuu. CocTaBb MIaH npeseHranuu. 2. [Ipo-
aHaIM3UpyH HeoOxoauMmyto nuteparypy. [logOepu uuraTel, WTOCTpaTUBHBIN Matepual. 3. [loBropu ciosa,
HE0OXOUMBIE JIJISl COCTABIEHUSI KOMMEHTapus K mpe3eHTanuu. 4. TekcT cnaiia J0MKEeH COCTOATh U3 KpaT-
KHMX W IPOCTBIX I10 TPaMMaTHYECKON CTPYKTYype NMpeUIokKeHU. 5. MumrocTpanuy 10KHBI OTpaXkaTb COJEp-
Kalyrocs Ha ciaiine nHpopmaruio. 6. Cinaiiibl JOMHKHBI OBITH TOTUYECKH MOclieJoBaTeTbHbIMU. 7. He 3a0b1-
Baii, YTO MpU MPEACTABIECHUU MIPE3ECHTAIIMM KOMMEHTAPUU K ClIaiiiaM JOJKHBI COepKaTh OONbIINNA 00beM
nH(pOpMaIIUY, YeM OTPaKEHO Ha caMoM cnaize. 8. /luzaiin cnaiiioB 1oMKeH ObITh BEIIEPKAH B €IMTHOM CTHUJIE
1 HE MEeILIaTh BOCIIPUATHIO COJEprKallelics Ha HeM HHPOpMAaIIIH.
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[Tpunoxenune 1

Ili1anupyemble pe3y/ibTaThl 00yUeHus st GOPMHUPOBAHUS KOMIIETEHUMH U
KPUTEPHUHU UX OLlEHUBAHUS

Juctunauaa/Moayas MHOCTpaHHBIN S3bIK
Kopn, nanpasnenue noarorosku 21.03.01 «Hedrerasosoe nemno»
HamnpasnennocTs (mpoduis): DKCcrryaTaus U 00CIy)KMBaHUE 00bEKTOB JIOObIYU HeDTH

Kon Kog, Kon u Kputepuu orieHuBaHMs pe3yIbTaTOB 00ydeHUs
KOMIIETEH- | HAaUMEHO- HAaNMEHOBAHUE Memnee 61 61-75 76-90 91-100
12078 Banue MJIK | pesymprara 00y-
YeHHI 10 JHC-
IUIITUHE (MO-
INAI))
3uate: 3/ xoM- | He 3Haer kom- | Bocnpousso- | BocripousBo- | Bocnpoussoaut
MYHHKATHBHO- MYHHKATHBHO- | JUT C OIMUO- | AWT KOMMYHH- | TOYHO, TIOJTHO U
MpUEMJIIEMbIC MpHEeMJICMbIC KaMH KOMMY- | KATUBHO-TIPU- | OCO3HAHHO KOM-
CTHJIM IEJIOBOIO | CTUJIHU JEJIO- HUKATUBHO- | €MJIEMBIE MYHHKAaTHBHO-
oO1mIeHws, Bep- BOT'0 00I111IE- MpHeMJIEMbIE | CTHIIN JEJO- preMIIeMbIe
OaJIbHBIC U HE- HUs, BepOalib- | CTWJIM J€JIO- | BOTO OOIile- CTHJIH JIEJIOBOTO
BepOasbHBIC HBIE U HEBEP- BOT'0 00111E- HUs, BepOasib- | OOIIeHMSsI, BEp-
CpeIcTBa B3au- | OallbHBIEC Cpen- | HUs, Bep- HBIE U HEBEp- OaJbHBIE U He-
MOJICHCTBUS C CTBa B3aHMO- OasbHBIC U OanbHBIC Cpel- | BepOaIbHbIC
napTHepamMu IEHCTBUA C HeBepOab- CTBa B3aHMO- CPEICTBa B3au-
VK-4. Crio napTHeEpaMu HBIE cpel- JIEUCTBHUS C MOJEICTBUS C
- . H -
YK-4.2. CTBa B3aUMO- | IApTHEPaMHU MapTHEepaMH
co0eH ocy- 9
Hemon- JIEVCTBUS C
LIECTBIATH
CTpUpyeT MapTHEPAMH
JIEJIOBYIO
COMMYHH yMeHue Be- | YMmerb: VI pa3- | He ymeer paz- | Ymeer B He- | YMeer ¢ He- YMeer B coBep-
Kaumz s CTH OOMEH | JUYaTh CTUIIH JINYaTh CTHJIM | 3HAYNUTEIb- 00JIBIIMMU 3a- | IIICHCTBE pac-
cTHOM 1 JIETIOBOM JICJIOBOTO OOIIe- | JICTIOBOrO 00- | HOM CTENeHH, | TPYAHCHUSAMHU | MPEIessITh 005-
iHCBMeH uHpopMa- | HU, BepOab- IICHUS, BEP- JTOTTYCKaeT pasnuyaTh 3aHHOCTH B Pa3-
HO# (o 1ueit B yCT- | HbIe U HEBEp- OaJbHBIEC U HEe- | CYNIECTBEH- | CTHIIU JIETO- JINYUHU CTHIIS
MaX Ha Ir)oc HOU U OasibHBIC Cpe/I- BepOaTbHBIC HBIE HEJO- BOro 00IIIE- JIEJIOBOr'0 00I111e-
B— MUCHMEH- CTBa B3aHMO- CpeJllCTBa B3a- | YETHI B pa3- HUs, BepOalib- | HUs, BepOaib-
iOMpHSHKe HOW (hop- JIEUCTBHA C UMOJICHCTBHUS | JIMYWU CTUJIS | HBIC U HEBEp- HBIE U HEBEp-
Poceuti Max HE Me- | ImapTHepaMu C mapTHEpaMu | JeJIOBOro 00- | OanbHBIC Cpejl- | OalbHBIC Cpe/-
N Hee YeM Ha IIICHHS, BEP- | CTBa B3aUMO- CTBa B3aMMO-
ckou Dene- o o
AL 1 OJIHOM OaJbHBIE U JEHCTBHUA C JIEUCTBUS C
P HWHOCTpaH- HeBepOab- napTHEpaMu napTHEpaMu
WHOCTpPaH-
HOM SI3BIKE HBIE CPe/I-
HOM(BIX)
CTBa B3aHMO-
Aa3bIKe(ax) o
EHCTBHA C
napTHEpaMu
Bnanets: Bl He Bnageet Cmabo Bia- B ocHoBHOM B monHoi# Mepe
HaBBIKOM BBIOM- | HAaBLIKAMU BBI- | JEET HaBbI- BJIAJEET HABBI- | BJIaJ€eT HABbI-
paTh 1 UCTIONb- | OWparth U Uc- KaMH BBIOHM- | KaMU BBIOH- KaMH BEIOMPATh
30BaTh KOMMY- [10JIL30BATh paTh H UcC- paTh H Uc- U UCIIOIB30BaTh
HUKAaTUBHO-TIPH- | KOMMYHHKa- [10JIL30BaTh [10JIb30BaTh KOMMYHHKa-
eMJIEMbIC CTWJIM | TUBHO-TIPHEM- | KOMMYHHUKa- | KOMMYHHKa- THUBHO-TIPUEMJIE-
JIEJTOBOTO 0O0IIe- | JIEMEIE CTHIIH THUBHO-TIPH- TUBHO-TIPUEM- | MbIC CTHIIH Jie-
eMIIEMBIE JIEMBIE CTWIN
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HUS, BepOaTb- JIEJIOBOTO 00- | CTWJIHM ZIeJ0- | JIEIOBOT0 00- | JIOBOTO 0OIIIe-
HEIE ¥ HEBEP- IIEHUS, BEP- BOT'O 001IIC- IIEHUs, BEP- HUs, BepOalTb-
OanbHBIC Cpell- | OaJibHBIC U HE- | HUs, BEp- OasbHBIC ¥ HE- | HBIC U HEBEP-
CTBa B3aNMO- BepOabHBIC OanpHBIC U BepOabHBIC OaJIbHBIC Cpe/I-
IeicTBHS C cpencTBa B3a- | HeBepOab- CpelcTBa B3a- | CTBa B3aWMO-
MapTHepamMu UMOJICHCTBHUS | HBIC CPe/I- UMOJICHCTBUS | NCHCTBUS C
C mapTHEpaMu | CTBA B3aUMO- | C MApTHEpaMHU | MapTHEpaMU
JIEUCTBUS C
napTHEPaMHu
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KAPTA

Juctunmuaa/Moayabs  MHOCTpaHHBIN A3bIK (AHTTITMHUCKUN S3BIK)
Kopn, nanpasnenue noarorosku 21.03.01 Hedrerazoroe aeno

Hamnpasnennocts (mpoduis) DKCIuTyaTaus U 00CIyKMBaHUE 00bEKTOB JI00bIYU HeDTH

[Tpunoxenue 2

00ecreYeHHOCTH U CHUIIJIMHBI (MO1YJIs1) Y4eOHOH B YU4eOHO-MeTOAUYeCKOi JTUTepaTypoii

Konrtunrent| Ob6ecnie-| Hanuuue 31eKTpoHHO
o0yuaro- YEHHO ro BapuaHTa B ObC
Konunue- HUXCH, CTh (+1-)
HasBanune yue6HOT0, y4eOHO-METOANIECKOTO H3JaHNUs, CTBO K- | MCTOJIB3YIO-| oGyuaro-
Ne i/ aBTOD, U3AATEIBCTBO, BU U3AAHNUA, 3emiuis- | MAX JIATEPA-|  ppxcy
TOJ U3/1aHUA poB B Py nuTepa-
BUK Typoii
%
AHIIMACKHN SI3BIK U1 MHXKEHEPOB © YYeOHUK JUIS CTY/ICHTOB +
BY30B, 00YYarOIIUXCS M0 TEXHHUYCSCKUM criernaibHoCcTsM / T.
1O. Tonsxosa [u np.]. - 5-e usn., crep. - Mockaa : Beicias 25+
mkosna, 2000. - 464 c. : un. - ISBN 5-06-003733-9 Pexxum DJek- 60 100
1. nocryna: http://webirbis.tsogu.ru/cgi- TPOHHBIN
bin/irbis64r_plus/cgiirbis_64_ft.exe?LNG=&Z211D=162957 | papuant
93520053116&P21DBN=READB&I21DBN=READB_PRI
NT&S21FMT=fullw_print&C21COM=F&Z21MFN=3005
AyIroKype K y4eOHUKY " AHTIIMHACKHUN SI3BIK IS MH)KEHE- +
poB" : B nByx yactsx. Y. 1/ T.}O. ITonskora, E.B. Cunss-
ckasi, O.W. TeiakoBa. - M. : Beicmas mkosna, 2000. ek
http://webirbis.tsogu.ru/cgi- TPOHHBI 60 100
2. bin/irbis64r_plus/cgiirbis_64_ft.exe?LNG=&Z211D=182054 BAPHAHT
9224043210&P21DBN=READB&I21DBN=READB_PRIN
T&S21FMT=fullw_print&C21COM=F&Z21MFN=54036
Business English for Oil and Gas Students: yue6uoe nocobue / |~ . - +
3 WU. T. Muenunnesa, A. B. Uymakosa; Ots. pexn. U. T. [Tue- TPOHHEI 60 100 http://elib.tyuiu.ru/
: nuHIeBa. — Tromens : TroM['HI'Y, 2011. — 192 c. BapHaHT
[Muenmanesa U. I'. Arrmmiickuii s3p1K. 1Kypc: yuyeOHOE TIOCO- +
Oue 171 MPaKTHYECKMX 3aHATUH CTYAEHTOB BCEX HAPABIC- | jek-
HUH 1 popm oOyuenus / U. I'. [Tuennanera, A. B. Uymakoga. TPOHHBI 60 100
4. — Tromens: TUY, 2016. — 164 c. Pexxum noctyna: BApHAHT

http://elib.tyuiu.ru/wp-content/uploads/2017/04/16551.pdf
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JlonoJiHeHNsI U UI3MEHEHUS
K pado4eil mporpaMmme IMCHUIIMHBI (MOIYJIs1)

Ha 20 -20 yueOHbIN roj

C yuyérom pa3BuUTHS HayKH, IPAKTUKH, TEXHOJIOTUN U COIMATILHON cephl, a TAaKKe Pe3yIbTaTOB MOHHUTO-
puHTa noTpedHocTel paboTonaTeneil, B pabodyro mporpaMMy BHOCSATCS CIICAYIONINE JOTOIHEHHS (M3MEHe-
HUs):

Ne Bun nononnenuii/u3sMeHeHui ConeprkaHue JONOTHEHNUI/N3MEHEHUH,
BHOCHUMBIX B pa00ouyto Iporpammy

HOHOJ’IHCHI/IH 1 U3MCHCHUA BHEC!

JlononHenus (M3MeHeHus ) B pabouyro MporpaMMy pacCMOTPEHBI U 0JJOOpEHBI Ha 3acefaHnu Kadeapsl

[IpoTokoi oT « » 20 . Ne .

3aBenyrouuii kadeapoit N.0. ®amunus._
COI'JTACOBAHO:

3aBenyrouuii BeITycKaromiei kageapoit/

PykxoBouTh 00pa3oBaTenbHOM MpOorpaMMbl N.0. ®amunus._
« » 20 T.
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