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1 Iles1u ocBOEHUSI T CHMUTLTHHBI (MOLYJI51)

MOBBIIICHUE HCXOAHOTO YPOBHSI BIAJCHUSI MHOCTPAHHBIM SI3BIKOM, JIOCTUTHYTOTO Ha
MpeAbIAYyIIeH CTYNIEHH 00pa30BaHUs M PA3BUTHE Y OOYYAIOIIUXCS CIIOCOOHOCTH HMCIOJIb30BaTh
WHOCTPaHHBIH SI3bIK B TPOPECCHOHATBHON cepe

2 MecTo TMCUHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe/bHOil IPOrpaMMbl

JucuuruimHa MHOCTpaHHBINA S3bIK B MPO(ECCHOHATBHOW JEATEIIbHOCTH BXOJIUT B
00s13aTelIbyI0 4acTh yU€OHOTI0 IIaHa 00pa30BaTENbHON MPOrPaMMBI.

Jns  wu3ydeHWs  JUCHUIUIMHBL ~ HEOOXOAMMBI  3HaHUS  (YMEHHs,  BIIAQJCHUSA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUIUINH/ IPAKTUK:

OCHOBBI Hay4YHOI KOMMYHHKAIIUU

MeTtonos0rus 1 METObI HAYYHOI'O UCCIIEA0BAHUS

3 Komnerenuun ody4aruierocs, popMupyemMbie B pe3yJabTaTe 0CBOCHUSI

AUCHUILUTUHBI (MOYJIs1) ¥ IIJIAHUPYEMBbIE Pe3yJabTaThl 00yUeHH s

B pesymbrate ocBoeHHMs ~auCIUIUIMHBI  (Momyisi)  «MHOCTpaHHBIH — SI3BIK B
MpOPECCHOHAIBHON  JEATENIHHOCTHY  OOY4YaIOIIMICS  JOJKEH 00anath  CIeAYIOIUMHU
KOMITCTCHITHSIMU:

Kon nanukaTopa WNHaukaTop TOCTHKEHUS KOMIIETCHITUN

YK-4 CrniocobGeH MPUMEHSITh COBPEMECHHBIE KOMMYHUKATHBHBIE TEXHOJIOTHH, B TOM YHCIE HA
MHOCTPaHHOM(BIX) sI3bIKe(aX), I aKaJeMUYSCKOro M MpoheCCHOHAIBHOI'O B3aUMOICHCTBUS

YK-4.1 YcraHaBauBaeT KOHTAKThl U OpTraHu3ycT O6IJ.[€HI/IG B COOTBCTCTBHHU C
HOTpC6HOCT$IMI/I COBMECTHOM ACATCIBHOCTH, HCIIOJb3yd COBPCMCHHBIC
KOMMYHHKAIIMOHHBIC TCXHOJIOI'MH

VK-4.2 CocTtaBnser 1e10BYI0 TOKYMEHTAIMIO, CO3/IaeT Pa3InyHbIe aKaJleMUYECKUe
uu po¢eCcCHOHANTBHBIE TEKCTHI Ha PYCCKOM M HHOCTPAHHOM SI3bIKAaX

YK-4.3 [IpencraBaseT pe3yapTaTsl UCCIEA0BATEIBCKON U MPOEKTHON AEATEIbHOCTU
Ha Pa3IMYHbIX MYyOJIMYHBIX MEPONPUSITUSIX, YIACTBYET B aKaJIeMUUYECKUX U
poeCCHOHATIBHBIX AUCKYCCUSAX HA PYCCKOM U MHOCTPAHHOM SI3bIKax

VK-5 CrnocobeH aHammM3upoBaTh MW YUWTHIBATh pa3HoOOpa3ue KyJabTyp B IIpoliecce
MEXKYJIBTYPHOTO B3aUMOJIEHCTBHS

VK-5.1 OpueHTHupyeTCs B MEXKKYJIbTYPHBIX KOMMYHHUKAIIMSIX Ha OCHOBE aHaIM3a
CMBICJIOBBIX CBS3€M COBPEMEHHOM MOJUKYJIBTYPHI U MOJIHSI3BIUNS

VK-5.2 Bnageer HaBblkaMH ~TONEPAHTHOTO TOBEACHHUS TMPH  BBINOJIHEHUU
npodeccuoHaIbHbBIX 3a1a9




4. CTpyKTYpa, 00bEM U coiep:kaHue TUCHHUIIINHBI (MOIYJIS)
OO0mas TpyA0eMKOCTh JUCIHIUIMHBI COCTABIISCT 2 3a4€THBIX CIUHUI] /2 aKajJ. 4acoB, B TOM

YqHUCIIe:

— KOHTaKTHas paboTa — 34 akaJl. 4acoB:

— ayauTopHas — 34 akaJ. 4acos;

— pHeayauTopHas — 0 akaj1. 4acos;

— camocTosTeabHas padboTa — 38 akaJl. 4acoB;

— B (popMe npakTHuecKoi moarotoBku — 0 akaz. 4yac;
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1. OCHOBBI [1€JI0BOr0 OOILIEHUS
Brinonnenue
N, IIposepka
11 Peuesoit ITHKET TepeBoJia TEKCTA,
BBITIOJTHCHH S
nenoBoro obomenus. Crum MHUCHMEHHBIX VK-4.1,
N MUCBMEHHBIX PaboT
JIEJIOBOT'O 3aJJaHuK U 110 TeMe: YCTHBL VK-4.2,
o6uenus.CocraBienue 6 59 COCTaBJICHUE Y VK-4.3,
OTpoC B BHIIE
aBToOuorpa¢uu. Busurhas MOHOJIOTHYECKUX YK-5.1,
. MOHOJIOTHYECKUX
KapToyKa. JInunas BBICKA3bIBaHUU 110 . VK-5.2
BBICKA3LIBaHM 110
Mpe3eHTalus. TEME.
TeMe
CocraBlieHHe
1.2 ®opmbl oOpraHuzaLUH
% TEMATHYECKOTO
JICJIOBOM BCTpEUH: TIposepka
cioBapsi.
-OpraHM3alysl  BCTPEUH C| o TEMATHYECKOTO
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-YCTPOWCTBO Ha pabory, MUCBMEHHBIX PaboT YK-4.1,
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JHAJIOTHYECKHUX U
MPOXO0XKJICHUIO 8 8 OIIPOC B BUJE YK-4.3,
MOHOJIOTHYECKHX
cobeceioBaHuUs . UAJIOTHYECKUX VK-5.1,
BBICKa3bIBaHUI 1O N
(3amonHeHue AHKETBHI, Tene BBICKAQ3bIBAHUHN 110 VK-5.2
pe3ome) ) TEME.
CTpyKTypa U JIeATeIbHOCTD Honck IIpencraBnenue
PyKTypa i 1 “HPOPMALIUH T10 pea
KOMTIaHHUY (TTPEIITPHUSITHS): TeMe B COOOMIECHUS
- Be ve  KOMITaHHH MPE3EeHTALNH
Ay 3JIEKTPOHHBIX (np i)
oTpaciu
0a3ax JaHHBIX.
Uroro no pazneny 14 14
2. Benenne JIEJIOBOM
KOPPECIOHCHIINH
N3yuenue
M IIposepka
y4eOHBIX TEKCTOB
2.1 Crpykrypa W BHIBI 10 TEME BBINOTHCHHA YK-4.1,
IL.GJ'IOBOng P IIMChMa BI)IHOJ'IHGH.I/IG MHCLMEHHBIX paGoT yR-4.2,
CrpykTypa " TI/IHB; 2 10 11 MMUCHbMEHHBIX 1o YK-4.3,
HOEE:H(};E OTUCTOB saaHmii teme.llpencrasnenune VK-5.1,
’ ’ ’ COO0IIEeHUS VK-5.2
Tloaroroska
(pe3eHTaryn)
COOOIICHHS.
HWroro no pazaery 10 11




3. TlepeBoa, aHHOTHPOBaHHE H

pedepupoBanue TEKCTOB
npodecCHOHATEHON
HAINPaBJICHHOCTH
[TucbmeHHBIH
MepeBOJI TEKCTA TI0
CIEUAIBEHOCTH.
CocraBienue
3.1 OcHOBBI mepeBoja, HUCHMEHHEIX VK-4.1,
. IIposepka
aHHOTHPOBAHHSI "u aHHOTAIUH K VK-4.2,
BBITIOJTHEHHUS
pedepupoBanuss  TekcTOB| 2 10 13 TEKCTaM VK-4.3,
. MTUCEMEHHBIX
npodecCHOHATEHON npo¢ecCHOHANBH . YK-5.1,
N 3a1aHuH.

HaIPaBIEHHOCTH. ol VK-5.2

HanpaBIeHHOCTH.

PedepupoBanue

TEKCTOB TI0

CIELUAIBEHOCTH.
Hroro mo pazneny 10 13
HWroro 3a cemectp 34 1379 3auéT
Wroro no aucuurninze 34 38 3a4eT




5 Obpa3oBare/ibHbIE TEXHOJIOTHH

B cootBerctBuu ¢ TpedoBanusimu @I'OC 3+ + BO no peanuszannu KOMIETEHTHOCTHOTO
MOJIX0JIa MporpamMma JUCHUILTUHBL «IHOCTpaHHBIN A3bIK B IPO(ECCHOHATILHON AESITETbHOCTH
IpeyCMaTPUBAET:

— UCIOJIb30BaHUE B Y4eOHOM IPOIECCE aKTUBHBIX U MHTEPAKTUBHBIX (POPM MPOBEICHUS
3aHATUH C 1eNbl0 (OPMHUPOBAHUS U PA3BUTHS MHOS3BIYHON KOMMYHHMKATHBHOM KOMIIETECHIIMU
00ydJaromuxcs;

— HWCHOoJib3oBaHWe aynuo- U BugeomarepuanoB, WHTEPHET - pecypcoB Ha
MPAKTUYECKUX 3aHITHSIX;

— WCTOJIb30BaHUE DIICKTPOHHBIX 00pPA30BATENBHBIX PECYPCOB MO TeMaM MPAKTUYECKUX
3aHATHI;

— MIOUCK M U3y4YECHNE MEAMMHBIX TEKCTOB 10 0003HAUECHHOH MTPOOIEMATHKE;

— HCIIOJIb30BaHME Pa3HbIX (OpM BHEAYIUTOPHOW pabOTHI, TaKUX KaK OpraHu3alus
NPa3IHUKOB M TEMAaTHUYECKUX BEUEPOB, CTYIEHUYECKHX HAYYHBIX KOH(EpEHIHiA; BCTped C
HOCHUTEJISIMU SI3bIKA.

JUig nocTKEHUS TIaHUPYEMBIX PE3yIbTaTOB 00yueHus, B Kypce « IHOCTpaHHBIN S3bIK»
UCIIONIB3YIOTCS CIEAYIOUINE 00pa30BaTEIbHBIE TEXHOIOTHH:

1. MudopmMannoHHO-pa3BUBAIOIINE TEXHOJOTHH, HANpaBJICHHbIE Ha (HOPMHUpPOBAHHE
CUCTEMBbI 3HaHH, 3a[IOMUHAHKE 1 CBOOOHOE ONIEPUPOBAHUE HMH.

Hcnonp3yercss KOMMYHUKaTUBHO - KOTHUTHUBHBIA METOJI, CAMOCTOSITEJIbHOE H3y4eHHUE
JUTEepaTyphl, NPUMEHEHHUE HOBBIX HH(GOPMAIMOHHBIX TEXHOJOTHHA Ui CaMOCTOSTENILHOTO
NONOJHEHNsT 3HAHUM, BKJIIOYAas MHCIIOJIb30BAHWE TEXHUYECKMX M DJEKTPOHHBIX CpEICTB
uHpopmanuu.

2. JleATeNbHOCTHBIC, TPAKTUKO-OPUEHTHPOBAHHBIC TEXHOJOTHH, HANpaBJICHHBIE Ha
dbopMupoBaHue cHCTeMbl MPO(YECCHOHANBHBIX MPAKTUYECKUX YMEHUW TIpU TPOBEACHHUU
AKCIIEPUMEHTAJIbHBIX UCCIEAOBAHNN, 00€CIIEUNBAIOIINX BOZMOXHOCTh KAYECTBEHHO BBIIIOJIHATh
npodhecCHOHANBHYIO NeSTEIbHOCTD.

3. PasBuBaromme mnpoOIEMHO-OPUEHTUPOBAHHBIE TEXHOJOTHH, HalpaBlIeHHbIE Ha
dbopMupoBaHHE U pa3BUTHE MNPOOJEMHOTO MBIIUIEHUS, MBICIUTEIBHON aKTHBHOCTH,
CHOCOOHOCTH BUJETh M (hOpMyTUpoBaTh MpoOJIeMbl, BBIOMpPATh CIIOCOOBI M CpPEACTBA IS MX
pemienusa. Mcnonb3yeTcss KOJJIEKTMBHAs JESITENbHOCTh B TIpyNHax Ipd  BBINOJIHEHUU
MPAKTUYECKUX 3aJJaHH, pelieHue 3a7a4d B YCIOBHBIX CUTYAIIUSIX JEI0BOM U podeccruoHalbHOM
KOMMYHUKAITUH.

4. JIM4HOCTHO-OPUEHTHPOBAHHBIE TEXHOJOTMM OOY4eHHUs, oOecreyuBaroliue B XOJe
y4eOHOro TIpolecca Y4eT paszIMYHBbIX CIOCOOHOCTEH OO0ydaeMbIX, CO3/IaHHE HEOOXOIMMBIX
YCIOBUHM Ui Pa3BUTHUS UX WHAMBUAYAIbHBIX HABBIKOB, PAa3BUTHE AKTUBHOCTH JIMYHOCTH B
yueOHOM Tmpouecce. JIMYHOCTHO-OPUEHTUPOBAHHBIE TEXHOJOTMU OOYUYEHUS DPEaTu3yroTCs B
pe3ynbTaTe WHAMBUAYAIBHOTO OOIIEHUS TMpernojaBaTeNss U CTyAEHTa MpPH MPE3CHTALUIX
COOOILIEHUH U JTOKJIaJI0B, TUCBMEHHBIX PA0OT U MPHU BBHITOJHEHUH JOMAITHUX UHIUBUIYaTbHBIX

6 YueOHO-MeTOqHUECKOE 00ecTiedeH e CAMOCTOSITeJIbHOW PadoThl 00y4aIINXCS
[Ipencrasneno B npuiioxeHuu 1.

7 OneHoYHbIe cpeICTBA A5 POBeAeHUsI IPOMEKYTOYHOM aTTecTaluu
[IpencraBieHb! B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYecKOe H HH(POPMAIMOHHOE 0O0ecTeueHrue TUCIUIITHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

AHTTIANCKAN A3BIK

1. 3epkuna, H. H. English for professional purposes : npaktuxym / H. H. 3epkuna, O. B.
Kucens ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1 anektpoH. ont. auck (CD-ROM). -



3arm. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3531.pdf&show=dcatalogues/1/1515
176/3531.pdf&view=true (mara oOpamenus: 25.09.2020). - MakpooOobekr. - Tekcr
ANIEKTPOHHBIN. - CBefeHus noctynusl Takke Ha CD-ROM.

2. Kucens, O. B. Science and Engineering as a Profession : yue6noe mocobue [1is By30B]
/ O. B. Kucens, E. A. Jlomakuna, A. B. ByroBa ; MarHuToropckuii roc. TeXHU4ecKuid yH-T um. I
N. Hocosa. - Marautoropck : MI'TY um. I'. M. Hocoma, 2019. - 1 CD-ROM. - 3armx. ¢ TI/ITYJ'I
JKpaHa. URL
https://magtu.informsystema. ru/uploader/flIeUpIoad°name 3861. pdf&show—dcataloques/1/1530
476/3861.pdf&view=true  (mara oOpamenus: 25.09.2020). - MakpooObekr. - Tekcr
3JIEKTPOHHBIN. - CBeieHus1 1ocTyIHbI Takke Ha CD-ROM

3. [Monsikona, JI. C. OCHOBBI TEXHUYECKOTO TEepeBo/Ia : yueOHO-MeToandeckoe mocooue /
JI. C. Ilonsaxoga, 1O. B. IOxakosa ; MI'TY. - Marautoropck : MI'TY, 2017. - 1 a5ekTpoH. onr.
muck  (CD-ROM). - 3arm. ¢ tutyn. o9kpana. - Teker anri, pyce. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3409.pdf&show=dcatalogues/1/1139
722/3409.pdf&view=true  (mara ooOpamenus: 25.09.2020). - MakpooObekr. - Tekct
anekTpoHHBIN. - ISBN 978-5-9967-1044-7. - CBenenus noctynHsl Takke Ha CD-ROM.

Hemenkuit 31k

1. Awntponosa, JI. U. Ilpaktukym mo Hemenkomy si3blKy "MHOCTpaHHBIM s3BIK" U
"MHOCTpaHHbBIN 5A3bIK B podeccHoHaIbHOM aesTenbHocTH" ( U1 OakaaaBpoB, CIEHUATHCTOB,
mMaructpanToB u acniupanToB) / JI. 1. Autponosa, O. H. AdanacseBa ; MI'TY. - MarauToropck :
MI'TY, 2017. - 1 snektpon. ont. auck (CD-ROM). - 3arn. ¢ turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136
432/3140.pdf&view=true  (mara oOpamenus: 25.09.2020). - MakpooObekr. - Tekcr
ANEKTPOHHBIN. - CBefieHus AocTynHbI Takxke Ha CD-ROM.

2. lyockux, A. 1. DEUTSCHE GRAMMATIK : yuebnoe mocooue / A. U. Jlyockux, C.
B. Xaputonosa ; MI'TV. - Marautuoropck : MI'TY, 2018. - 1 snektpon. ont. auck (CD-ROM). -
3arn. c TUTYJL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3436.pdf&show=dcatalogues/1/1514
259/3436.pdf&view=true  (mara ooOpamenus: 25.09.2020). - MakpooObekr. - TekcT
3NEKTPOHHBIN. - CBefieHus nocTynHbl Takke Ha CD-ROM.

DpaHIy3CKUI A3BIK

1. 3anaBuna, T. }O. ®paniy3ckuil s3b1k 11 npodeccuonanbhbix nene. Y. 1 : yuebHoe
nocobue [mnst By3oB] / T. 1O. 3anaBuna ; MarHuTOropckuii roc. TexHU4Yeckuid yH-T um. [. U.
Hocoga. - Marauroropck : MI'TY um. I'. . Hocosa, 2014. - 1 CD-ROM. - 3aru. ¢ TuTy1. 3KpaHa
- URL
https://magtu.informsystema.ru/uploader/fileUpload?name=3860. pdf&show—dcataloques/1/1530
475/3860.pdf&view=true  (mara oOpamenus: 25.09.2020). - Makpooobekr. - Tekcr
ANIEKTPOHHBIN. - CBefeHus nocTynHbl Takke Ha CD-ROM.

2. 3amaBuna, T. FO. ®panrus. Ctpana. Jlroau : yueobrnoe mocodue. Y. 1/ T. 0. 3anaBuna ;
MI'TY. - Marauroropck : MI'TVY, 2017. - 1 snektpon. ont. quck (CD-ROM). - 3arun. ¢ tutym.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3158.pdf&show=dcatalogues/1/1136
492/3158.pdf&view=true  (mara oOpamenus: 25.09.2020). - Makpooobekr. - Tekcr
ANIEKTPOHHBIN. - CBefeHus nocTynHbl Takke Ha CD-ROM.

0) lomotHuTeEIBLHASI TUTEPaTypa:

AHTTIANCKAN A3BIK

1.ITonsikoBa, JI. C. Jlekcuko-rpaMMaTHyecKHe TPYAHOCTH TEXHHYECKOTO IepeBOAa C
AHIJIMACKOTO sI3bIKAa Ha PYCCKHUil : yueOHO-MeToauyeckoe mocobue / JI. C. Tlonskora, FO. B.
IOxaxkoBa ; MI'TVY. - Marautoropck : MI'TY, 2017. - 1 snektpon. ont. auck (CD-ROM). - 3aru.
¢ TUTYI. ’KpaHa. - URL:


https://magtu.informsystema.ru/uploader/fileUpload?name=3531.pdf&show=dcatalogues/1/1515176/3531.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3531.pdf&show=dcatalogues/1/1515176/3531.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3861.pdf&show=dcatalogues/1/1530476/3861.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3861.pdf&show=dcatalogues/1/1530476/3861.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3409.pdf&show=dcatalogues/1/1139722/3409.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3409.pdf&show=dcatalogues/1/1139722/3409.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136432/3140.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136432/3140.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3436.pdf&show=dcatalogues/1/1514259/3436.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3436.pdf&show=dcatalogues/1/1514259/3436.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3860.pdf&show=dcatalogues/1/1530475/3860.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3860.pdf&show=dcatalogues/1/1530475/3860.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3158.pdf&show=dcatalogues/1/1136492/3158.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3158.pdf&show=dcatalogues/1/1136492/3158.pdf&view=true

https://magtu.informsystema.ru/uploader/fileUpload?name=3408.pdf&show=dcatalogues/1/1139
716/3408.pdf&view=true (mara obpamienus: 25.09.2020). - MakpooObekT. - TekcT aHri., pyc. -
Tekcr : anextponHsbIid. - ISBN 978-5-9967-1045-4. - CBenenus noctymnHbl Takke Ha CD-ROM.

2. SELF-STUDY ENGLISH. STEP Il : npaktukym / FO. B. FOxaxosa, JI. C. ITossikoBa,
O. A. JIykuna, A. I'. Knmagopa ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 a51eKTpoH. oNT. IUCK
(CD-ROM). - 3aru. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/1527
929/3783.pdf&view=true  (mara ooOpamenus: 25.09.2020). - Makpooobekr. - Tekct
3JIEKTPOHHBIN. - CBeieHust 1ocTynHbI Takke Ha CD-ROM.

3. English Course for University Students : yue6HOoe noco6ue. Part 1 / [E.A. 'acanenko,
O. A. Jlykuna, 1O. B. FOxakosa u np.] ; MI'TVY. - Marautoropck : MI'TY, 2017. - 1 snektpoH.
OIIT. JICK (CD-ROM). - 3ari. c TUTYIL 9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3255.pdf&show=dcatalogues/1/1137
108/3255.pdf&view=true  (mara oOpamenus: 25.09.2020). - MakpooObekr. - Tekct
ANEKTPOHHBIN. - CBefienus AocTynHbI Takxke Ha CD-ROM.

Hemernkuit s3Ik

1. T'ammnep, E. D. Easy Deutsch : yaue6Hoe mocobue / E. D. I'amnep, E. 1. Pabuna ; MI'TY.
- MarsuTtoropck, 2013. - 78 c. : TaoI. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=626.pdf&show=dcatalogues/1/11093
79/626.pdf&view=true  (mara oOpamenus: 25.09.2020). - MakpooOwsekT. - Tekcr
3IEKTPOHHBIN. - FIMeeTcs meyaTHbIN aHaJIor.

2. lyockux, A. W. Ich und mein Studium. Kursbuch : yue6Hoe nocobue [mis By30B] / A.
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461/3834.pdf&view=true (mara oOpamenus: 25.09.2020). - Makpooosekt. - ISBN
978-5-9967-1520-6. - TekcT : anekTpoHHBIH. - CBeaeHus qocTynHb Takke Ha CD-ROM.
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B) MeTonuyeckue ykazaHus:
[Tpunoxenue 3

r) [Iporpammuoe o6ecneuenue u UnTepuer-pecypcebi:

IIporpammHoe o0ecnieuenmne

HaunmenoBanue .
10 Ne norosopa Cpoxk neiicTBUS JTULIEH3UU
FAR Manager |cBoGoHO 6eccpodHo

IIpodeccuonanbablie 6a3bl JAHHBIX U HH(POPMALMOHHBIE CIPABOYHbIE CHCTEMbI
Hassanue xypca CchlIKa
DJNEeKTpOHHBIE  pecypchl  OuOIMOTEeKH
MI'TVY nm. I''1. HocoBa
HanmmonanbpHas
MH(POPMAIMOHHO-aHATUTHYECKAS URL: https://elibrary.ru/project risc.asp
cucrema — Poccuiickuii MHJIEKC HAYYHOTO
ITouckoBas cucrema Axkagemus Google
(Google Scholar)
Nudopmanmonnas cucrema - EguHoe
OKHO JOCTyIa K HH(pOpMaIMOHHBIM
9 MaTepHa/IbHO-TEXHHYECKOE o0ecnevyeHne JUCIHILIHHBI (MOIYJIsl)

https://magtu.informsystema.ru/Marc.html?locale=ru

URL: https://scholar.google.ru/

URL: http://window.edu.ru/

MaTepI/Ia.HI)HO-TeXHI/I‘-IeCKOG obecrieueHue JUCHUITIIIMHBI BKIIFOYACT:

VY4eOHble ayauTOpUU JUIsl NPOBEIACHUS MPAKTUUYECKUX 3aHSATHH, TPYIIOBBIX H
WHAUBUAYAIbHBIX KOHCYJIbTAIMMA, TEKYIIEro KOHTPOJS M MPOMEXKYTOYHOM aTTecTaluu
(aymuTopuss 512): MynbTUMEIUiHBIC CpEACTBA XpaHEHHs, Nepeaadyd M IMPEACTaBICHUS
uH(pOpMaIIMK; KOMILJIEKC TECTOBBIX 3aJaHHM AJsl MPOBEIEHUS MPOMEKYTOUHBIX M PYOEKHBIX
KOHTPOJIEH.

[TomernieHus 17151 cCaMOCTOATENbHOM paboThl 00yUarOIIKXCsl: MEPCOHATbHBIE KOMIIBIOTEPHI
¢ makerom MS Office, Beixomom B UHTepHET W C JOCTYIOM B 3JCKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA.

[lomemenne ans  XpaHeHuss U OPOQUIAKTHYECKOrO0 OOCIYXHBaHUS  y4yeOHOIo
o0opynoBaHus: IKadbl JUIsI XpaHEHHs Y4eOHO-METOJMUYECKOW JOKyMEHTAlUuH, Yy4eOHOro
000pyI0BaHUs ¥ Y4€OHO-HATJIAIHBIX TTOCOOUH.

IMPUJIO)KEHUE 1

6 YueOHO-MeTOIMYeCKOe oDecreyeHne CaMOCTOSITeIbHOIH padoThl 00y4arommXxcst

[To mucuunnuHe «MHOCTpaHHBIM $3bIK B NPO(ECCHOHANBHOM  JEATETbHOCTH)
caMoCTOsITeNIbHAas paboTa CTYAEHTOB MpENIoJaraeT uTeHHEe, IIepeBOJl, AaHaIu3 TEKCTa,
COCTaBJICHUE JIEKCHYECKOTO CIIOBaps, NOArOTOBKA JHAJOTMYECKUX W  MOHOJIOTMYECKHX
BBICKA3bIBAaHUH, BBINIOJIHEHNE MHCBMEHHBIX 33JIaHUM 110 YKa3aHHBIM TEMaM.
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Pasnesn/ tema
JIUCLIUIUINHEI

®opMa TeKyLIero KOHTPOJIs
yCIIEBAEMOCTH U
MIPOMEKYTOUYHOM aTTECTALUU

[Ipumeps! 3a1aHuii U1 TEKYIIETO0 KOHTPOJIS
yCIIEBAEMOCTHU U
IPOMEKYTOYHOM aTTeCTalluH

1.0cHOBBI 1€J10BOT0
o01IeHus.

1.1 PecueBoil 3TUKET
JIEJIOBOTO  OOIIEHHS.
Cruu JICIIOBOTO
oO01eHus.
CocraBieHue
aBToOHOrpaduu.
BusutHasa kaprtouka.
JInunas

IIpoBepka BBITIOJTHEHUS
MUCHbMEHHBIX PAa0OT MO TEME;
YCTHBIM  ONPOC B BUJE
MOHOJIOTHYECKHUX
BBICKA3bIBaHUM 110 TEME

1.ITpouunraiiTe TEKCT.

2. CocTaBbT€ CIUCOK CJIOB M BBIPAKEHUN MO YKa3aHHOU
TEeMe.

3. CocraBbTe
YKa3aHHOU TeMe.

JUAJTIOTHYCCKHEC BBICKAa3bIBaHUA 110

4. Hanumwure Bamly JIUMYHYHO HHQOpPMaLMIO B BUJE
BU3UTHOM KapTOUYKH.

MPE3CHTALIHS.
5. CocraBbTe maH aBTOOMOrpaduu B BHJIE BOIIPOCOB.
6. IlpeacraBpTe CBOIO MEPCOHANBbHYIO MH(OpPMAIUIO B
BHJIE€ MOHOJIOTHYECKOTO BBICKA3BbIBAHMSI

1.2. ®opwmel ([IpoBepka temaruueckoro | 1.I[lpounTaiite u mepeBeUTE TEKCT.

OpraHu3aIu cioBaps; MpOBEpPKa . .

e —— BEIIOMHCHMS.  [IACEMEHHELX 2. CocTaBbTe CMHUCOK CJIOB U BBIPOKECHHUI MO yKa3aHHOU

Opranu3zanus paboT mo Teme; YCTHBIM OmpocC reme.

BCTpeYU C NCJIOBBIMU |B BUIC JUANIOTHYECKUX |3, CocTaBbTe€ OUAIOTMYECKHE  BBICKA3bIBAHHUSA IO

MapTHECpaMHU, BBICKA3bIBAHUU 110 TEME. y1(3.3aHHOI7I TEMEC.

TeneoHHbIE [IpencraBnenue cooOIEeHUS

Pa3rOBOPHL; (mpesenraru) 4. IlpencraBbTe CBOK MEPCOHAIBHYIO I/IH(pvopMaumo B

YCTPOTCTBO Ha BU/JIE HAMMCAHHOTO PE3IOME WJIH 3aMOJTHEHHON aHKETHI.

paboTy, MOArOTOBKa 5.CoctaBbTe COOOIIEHHE M0 YKa3aHHOW TeME.

JIOKYMEHTOB K

MPOX 0K ICHHTO 6. [IpencraBpTe  COOOIIEHNE B BUJE MPE3ECHTALIUH.

cobecenoBaHus

(3amoytHeHHE

AHKETHI , pe3toMe).

CrtpykTtypa u

JIeATETbHOCTh

KOMTIaHUH

(mpennpuATus):

BEAYIINEC KOMIITAHUHA
oTpaciiu.

2. Benenue ae1oBoii

KOppeCnOHIeH M H.
2.1. Crpykrypa u [TpoBepka BbimonHeHus | 1.ITpounTaiite n npoaHaTN3UPYHTE TEKCT.
BU/JIBI JIeIOBOT'0 [TUCBMEHHBIX Pa0OoT 10 TeMe.
(rpaMMaTHUYEeCKHEe KOHCTPYKLMU M KJIMIIE, XapaKTepHbIE
nucbMma. CTpykTypa u .
JUTsL 1€JI0BOM KOPPECTIOHACHIINN)
THUIIBI JIOKJIaJI0B,
OTYETOB. 2. CocTaBbT€ CIHCOK CJIOB M BBIPAKEHUW MO YKa3aHHOU




TEME.
3. CocTaBbTe ¥ HAIUIINATE JEI0BOE MMUCHEMO
( bakc) mo ykazaHHOU TEMe.

4.CocTaBbTe CIUCOK TEPMHHOB 10 TEME COOOIIECHUS 110
CHEIHATbHOCTH.

5. CocraBpTe IUIaH BalIero COOOIICHUS

( oxyaza) Mo yKa3aHHOM TeMe.

6.IlpencraBpTe Bame cOOOIIEHHE MO YKa3aHHOH TeME B
YCTHOM WJIM TUCbMEHHOU (hopme.( TOKIIa, mpe3eHTaIus)

3. IlepeBon,

AHHOTHPOBaHHUE
pedepupoBanue
TEKCTOB

Hu

npogeccuoHAIbLHOM

HaNmpaBJCHHOCTHU

ITpoBepka BbinonHeHus |[lepeBon  Tekcra mno cnenuanbHocTH. CocTaBieHHE

HNUCbMEHHBIX 3aJIlaHUH. INUCbMEHHBIX aHHOTALMU TEKCTOB HPOQEeCCHOHATBHON
HaIpPaBJIEHHOCTH. PedepupoBanue  TekcTtoB 10
CHELHaTbHOCTH.

MMPUJIOKEHHE 2

7 OueHo4YHbIE CPeACTBA /1JIsl IPOBeAeHUs NPOMEeKYTOUHOI aTTecTaluu

a) Ilnanupyemsblie pe3yJbTaTbl 00y4eHHS M OLCHOYHBIC CPeACTBAa s NPOBEICHUS

l'lpOMe)KyTO‘IHOﬁ aTreCcranmum:

Kon

a

HHJUKATOP

Nunukarop
JOCTHKEHUS
KOMIICTCHIIUHN

OneHouHsble CpeacTBa

YK-4 Cnioco0eH NpUuMeHSATh COBpeMeHHble KOMMYHUKATHBHbIE TEXHOJIOTHMH, B TOM YHCJIe
HAa HHOCTPaHHOM(BIX) fI3bIKe(AX), AJI5l AKAIEMUYECKOr0 U PO ecCHOHAIBHOIO
B3aMMO/1eliCTBHS

YK-4.1

YcranaBauBaeT
KOHTAKTEI U
OpraHu3yeT
oOIIeHE B
COOTBETCTBUH C
MOTPEOHOCTAMU
COBMECTHOM
JeSITEIbHOCTH,
HCIIONB3Ys
COBPEMEHHBIE
KOMMYHUKAITMOHH
BI€ TEXHOJIOTHH

1. IlpounTaiite W nepeseauTe MHPOPMALHMIO O [IEJOBOM
pe4eBOM JTHKeTe. BbInMIIMTE OCHOBHBICE TNPHHLMIIBI
3 pexTuBHOM A€JI0BOI0 " npogeccCHOHATLHOI0
B3aMMOJAEHCTBHA.

AHTITUACKUHN A3BIK

One reason to learn English is so that you can meet new people
and talk with them. If you want to meet people outside your
country, then it is a good idea to learn English. Today people
from all over the world use English to talk with people who
don't know their language. It does not matter if you are Russian,
Japanese, Bolivian, or Nigerian. If people cannot speak your
language, their next question is "do you speak English?"

As soon as you introduce yourself, people can see how good




Kon
WHUKATOP
a

Nunuxarop
IOCTHKEHUS
KOMIIETEHIINU

OueHoYHbIE CPEACTBA

your English is. So we are going to make your introductions
better. We will look at -

o The three levels of register.

o Types of introduction.

o Follow-up questions.
Register

In every country we use register. Children speak to adults
in one way, adults speak to children in another way. Children
speak in another way with other children, and adults speak in
another way to other adults. The boss speaks to the worker in
one way, the worker speaks to the boss in a different way.

English has three type of register: formal, for people we
do not know, or people we need to be polite to (like the boss),
neutral / general for people we do not know well, and informal,
for friends and family.

Hemenuxuii 361k

Manche Leute glauben, dass, gutes Benehmen oder
Tischmanieren veraltet sind und ins 18. Jahrhundert gehoren. In
dieser Zeit, genauer gesagt 1788, hat Adolph Freiherr von
Knigge ein Buch mit dem Titel Uber den Umgang mit
Menschen geschrieben, das viele praktische Tipps enthélt.
Doch wer denkt, die alten Verhaltensregeln aus dem 18.
Jahrhundert wiirden heute nicht mehr gelten, der irrt sich. Gute
Manieren sind modern. Fast jeden Monat erscheint auf dem
Biichermarkt ein neuer Ratgeber mit Tipps und Tricks fiir das
richtige Verhalten im Geschiftsleben. Nach einer aktuellen
Umfrage unter 600 Fiihrungskriften sehen 87 % der Manager
einen direkten Zusammenhang zwischen personlichem Erfolg
und gutem Benehmen. Vor allem in Branchen mit
Kundenkontakt ist gutes Benehmen sehr wichtig und
vereinfacht den Abschluss von Geschiften. Hier finden Sie
einige Hinweise, die Sie im Umgang mit deutschen
Geschiftspartnern beachten sollten.

OpaHLy3CKUNILL S3BIK

L’éthique des affaires peut étre comprise comme une
forme d’extension de la philosophie née des scandales répétés
dans le monde des affaires. La vision des dirigeants et des
entreprises comme n’ayant pour seul objectif que de maximiser
leurs profits n’est plus acceptable aujourd’hui. Le modéle
purement financier de I’entreprise ne tient plus et una
priori négatif teinte désormais le monde des grandes
entreprises, elles sont considérées comme étant moralement
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douteuses.

Le principe fondamental d’une démarche éthique est le
recul critique. Elle est une volonté de sortir de son propre point
de vue pour prendre de la hauteur, pour envisager les situations
avec une perspective plus vaste. La démarche éthique repose
donc sur le croisement des points de vue, 1’identification les
positions d’autrui, méme si elles nous sont opposées. L’idée
n’est en rien de se plier aux arguments des autres mais de bien
les comprendre pour asseoir son point de vue sur une analyse
large, solide et rigourcuse. S’engager dans une démarche
éthique c’est donc avant tout envisager une variété de positions.
I1 faut interroger le sens commun et ne pas s’y plier par réflexe
ou par habitude ; plus encore, il s’agit aussi d’interroger ses
propres positions, non pas pour les abandonner mais pour
comprendre leur origine. La question de départ pourrait donc
tre : pourquoi est-ce que je pense cela ? et, qu’est-ce qui me
fait dire que cela est « bien » ?

2. CocTaBbTe IMAJIOTH 110 00pa3iy.
AHTIIMICKUN SI3BIK

Formal introductions

- Mr. Thompson, this is Professor Jones.
- Professor Jones. I'm pleased to meet you.
- Mr. Thompson, may | present Professor Jones.

- How do you do?

- Allow me to present Professor Jones.

- I'm delighted to meet you, Professor. My name is Bob
Thompson.

General/Neutral introductions

- Mr. Thompson, do you know Professor Jones?
- How are you, Professor?

- Bob, this is Jane Jones.

- I'm pleased to meet you.

- Bob Thompson, Jane Jones.

- It's nice to meet you.

Informal introductions

- Bob, meet Jane

- How are you, Jane?

- Bob, this is Jane.

- Hi, Jane.

- You don't know Jane, do you?
No, hi Jane, I'm Bob.

Hemenkunii 1361k

- Herr B., kann ich Sie bitten, dem Vorschlag auf Anderung der
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Lieferzeit zuzustimmen und eine Zweitschrift des
Nebenabkommens mit ihrer Unterschrift uns zuriickzusenden.

- Ich bin nicht sicher, ob uns solche Lieferzeit passt. Wir
konnen schwerlich diese Anderung vornehmen. Jeden falls
informiere ich Sie unbedingt heute Abend von unserem
endgiiltigen Beschluss.

- Aber wir bieten Sie, die Lieferzeit zu verldngern. Wir
mochten nicht unsere Zusammenarbeit authoren.

- Herr A., ich mochte gerne wissen, aus welchen Griinden Sie
die Ware nicht rechtzeitig liefern kdnnen und diese Anderung
vornehmen wollen. Wahrscheinlich Sie, Herr A., wissen nicht
alles und sind nicht auf dem Laufenden. Bei den gestrigen
Verhandlungen wurde dariiber bei unserer Leitung entschieden:
Der Vertrag wird storniert, aber im nédchsten Jahr einen neuen
geschlossen wird.

- Oh, wie schade! Danke fiir die Information.
@dpaHITy3CKUHIL SI3BIK

-: M. Ravel est actuellement en réunion. Voulez-vous lui
laisser un message?

- : Oui... Je suis treés ennuyé car je devais le rencontrer
aprés-demain; mais je me suis fait une antorse hier et je dois
éviter de marcher pendant 8 jours.

- : Vous aviez pris rendez-vous ?

- : Oui, a 10 heures.

- : Je vérifie... Oui, c'est bien cela.

- . Je souhaiterais donc reporter la rendez-vous d'une
semaine.

- Voyons... Ca n'est pas possible : le 29 M. Ravel est
occupé tout le matin et a partir de 14 heures... Et la lendemain il
part a I'étranger pour une semaine.

- : Clest ennuyeux, car j'ai des propositions tres
attrayantes a lui faire concernant nos nouveaux cadeaux
d'entreprise et le temps presse... Serait-il libre pendant le temps
du déjeuner?

- : Rien n'est prévu sur son agenda, mais je ne peux
vous l'assurer.

- 2 Alors, je propose la solution suivante : je le retrouve
au restaurant qui se trouve au carrefour, tour prés de chez
vous... Nous pourrions étudier le probléme sans perte de temps
pour M. Ravel.

- : Je note votre invitation et je vous rappelle. A quel
numéro s'il vous plait?

- : Au42.06.70.13. C'est mon numéro personnel.

- : Au revoir, monsieur, et bon rétablissement

- :Alors entendu, jattends votre appel. Merci beaucoup.
Au revoir, mademoiselle.
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YK-4.2 CocraBnusier
JIENOBYIO 1. CocTaBbTe pesome mo od6pasuy.
JOKYMEHTAIIHIO, AHTTIUICKUN SA3BIK.
co3/1aer O0paser 11en1eBOro pe3romMe
pasInUHbIE Ward Gantney
aKaIeMIYIECKHE 250 Fort Salonga Road
WU Northport, New York 11678
npodeccronansusr | (516) 725-5237

€ TCKCThI Ha
PYCCKOM H
MHOCTPaHHOM
SA3BbIKaX

Job target: Management position in materials Science.
Capabilities:

-Write, edit and approve professional reports.

-Provide consultation and support to the government on
contamination problems.

-Manage programs in materials and component development.
-Conduct corrosion studies.

Achievements:

-Supervised analytical chemistry lab.

-Conducted comparative analysis in the field.

-Set up non-destructive testing procedures.

Work history:
1991 — Present  Gage-West Corp. Supervisor, Analytical

Chemistry Laboratory

1988-89 Darnell Electronics, Consultant
1986-87 RET Surface chemicals, Consultant
Education:

1984 Business Administration
1981 M.A. Chemistry
1979 B.A. Microbiology

Hofstra University
Long Island Univ.

Hewmenknit S35IK.
Erginzen Sie das Lebenslauf.

Name (1) ...
Adresse

8770 Potsdam
Telefonnummer 0117 945649
Mobile0779 92381882

Email (2)...
Nationalitét

Max-Richter-Strasse 95

Deutsche




Kon
WHUKATOP
a

Nunuxarop
IOCTHKEHUS
KOMIIETEHIINU

OueHoYHbIE CPEACTBA

3) 11 March 1979

Berufsausbildung

2001-bis heute Verkaufsleiter bei der Fa. Seifert Frachtstrasse
10 3000 Hannover 1

Profil Verhandlungen fiihren, Vertrdge abschlieBen, Kaufkraft
analysieren

Interesse Tennis, Fotografie, Reise.

Schreiben Sie Ihren eigenen Lebenslauf.
@paHIy3CKHN S3BIK.

Lisez le CV et la lettre de candidature, dites s’ils correspondent
aux exigences énumérées ci-dessus.
Pascale Filliol
111, boulevard Paul Sert
03100 MONTLUCON
Tél. : 70 28 30 65
Née le 13 décembre 1958
Célibataire
FORMATION
BTS de secrétariat trilingue (anglais-allemand).
Baccalauréat série A5 — Académie de Clermont-Ferrand
(1976).
EXPERIENCE PROFESSIONNELLE
Secrétaire correspondanciére (frangais-anglais
—allemand). FORD, Cologne (Allemagne) 1993-1995.
Secrétaire chargée de la correspondance clients (anglais et
allemand). Société Interdistri (Grenoble 38) de 1985 a 1991.
Secrétaire commerciale, chargée du suivi et des relations
clientéle. Société Perrot-Leroy (Moulins 03) de 1980 a 1984.
Serveuse dans un pub Salford (Angleterre) mars a décembre
1979.
AUTRES EXPERIENCES
Stage ANPE : connaissance du traitement de textes
Word, mars 1993.
Stage AFPA : analyste-programmeur janvier a
septembre 1991.
DIVERS
Connaissance de divers systémes informatiques et de la
programmation. Maitrise des traitements de textes Word et
Ami Pro. Monitrice a I'école de ski de Superbesse.

2. HanumuTe 1ej10BO€ MUCHLMO, HCII0JIL3YS o0pas3ell.
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AHTIIMACKUA SA3BIK.

IIpumep nesioBOro mucbMa
AlphaOmega Industries, Inc.
123456 Motor Parkway
Fresh Hills, CA 91999
December 28, 2000
Ron R. London, Sales Director
Seasonal Product Corp.
5000 Seasonal Place
Wiscasset, ME 04321
Subject: Spring Promotional Effort
Dear Ron
Since we talked last week, | have completed plans for the spring
promotion of the products that we market jointly. AlphaOmega
and Seasonal Products should begin a direct mailing of the
enclosed brochure on January 28.

I have secured several mailing lists that contain the names of
people who have a positive economic profile for our
products. The profile and the outline of the lists are attached.

Do you have additional approaches for the promotion? | would
like to meet with you on January 6 to work out the details of the
project.

Please let me know if a meeting next week at your office
accommodates your schedule.

Sincerely,

Alan Stone

Director of Special Promotions

cc: Yolanda Lane, Vice President, Marketing

Encl: brochure, outline of mailing lists, customer profile

Hemenkunii A3bIK.

Helmut Wagner & Sohn
Kaltetechnik
Helmut Wagner & Sohn, Postfach 256, 3500 Kassel

Schrader & Lehmann
Einkaufsabteilung
Max-Richter-Strasse 95
8770 Potsdam

Ihre Zeichen, Unsere (05 61) Kassel
Ihre Nachricht Zeichen, 8243-1 08.04.2018
vom unsere Durchwahl
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02.04.2018 Nachricht 8243
vom
04.04.2018

Riickfrage

Sehr geehrte Damen und Herren,

bezugnehmend auf Ihre Bestellung iiber eine Kiihlanlage
miissen wir Thnen folgendes mitteilen: Es stellte sich heraus,
dass bei der forgegebenen Grosse des Kiihlraums ein stirkeres
Kiihlaggregat eingebaut werden muss, was eie Verteuerung
des Preises um 8% hervorruft. Nun mdchten wir uns
erkundugen, ob Sie mit dieser Verteuerung einverstanden
sind.

Bitte, teilen Sie uns Ihren Entscheid mit.

Mit freundlichen Griissen

(Unterschrift)

Helmut Wagner

@paHIY3CKHM SA3bIK.

Pascale Filliol
111, boulevard Paul Sert
03100Montlugon
Tél. : 70 28 30 65
Société Euroexport ZL des Alouettes
03300 Cusset

Objet: candidature a I’emploi de secrétaire
trilingue.
Montlugon, le 2 fevrier 1995

Monsieur le directeur du personnel,
Suite a I’annonce parue dans le journal Le Monde du 1 fevrier
1995, je me permets de vous adresser mon curriculum vitae
pour le poste de secrétaire trilingue.

Mes divers expériences a I’étranger m’ont permis
d’acquérir une bonne maitrise de I’anglais et de I’allemand et je
recherche actuellement un emploi qui me permette de
développer mes qualités d’organisation et mon sens du contact.
Je suis slire que vous apprécierez le sérieux et le dynamisme
dont je fais preuve dans mon travail.

Souhaitant que ma proposition retienne votre attention, je




Kon Nunuxarop
WH/INKATOP TOCTIKEHUS O1eHOYHBIE CpECTBA
a KOMIICTCHIIU
me tiens a votre disposition, afin de vous exposer plus
clairement mes motivations.
Je vous prie d’accepter, Monsieur le directeur, I’expression de
mes sentiments les meilleus.
P. Fillol
VK-4.3 [Ipencrasnsier
Pe3ybTAThI
HCCIEIOBATENECKO 1. BeizeninTe OCHOBHBIE HIeH TEKCTA H COCTaBbTe K HEMY

1 ¥ IPOEKTHOU
NesITeIbHOCTH Ha
Pa3IMYHBIX
MyOIMYHBIX
MEpOIPUATHSIX,
y4acTBYeT B
aKaJIeMUYECKUX U
npodeccrnoHaIbHBI
X TUCKYCCHSIX Ha
PYCCKOM U
WHOCTPaHHOM
SI3BIKAX

AHHOTALUIO.

AHTIIMICKUA S3BIK.

Virgin is a leading international company based in London. It
was founded in 1979 by Richard Branson, the present chairman.
The group has seven main divisions: cinema, communication,
financial services, hotels, investments, retail and travel. Its
retail segment is led by Virgin Megastores. Virgin operates in
23 countries, including the United States, the United Kingdom,
Continental Europe, Australia and Japan. In 2008 the combined
sales of different Virgin holding companies exceeded $ 18 bn.
Motorola maintains sales, services and manufacturing facilities
throughout the world, conducting business on six continents. Its
major business areas are:advances electronic systems,
components and services, two-way radios, paging and data
communications, automotive, defence and space electronics
and computers. It has the largest portfolio in the world of
cellular phones. The CEO

is Christopher Galvin and the headquarters are situated in
Chicago. Sales in 2008 were $ 31.1 bn.

Hemenkunii A3bIK.
Kleidung und Geschéftsessen

Die Kleidung richtet sich nach der Branche und nach den
Kunden. In Branchen, die viel mit Geld zu tun haben, wie
Banken oder Versicherungen, tragt man eher ein klassisches
Outfit. In kreativen Berufszweigen, also in Werbefirmen oder
in der IT-Branche, ist die Kleidung informeller. Im Rahmen der
Internationalisierung wird in vielen Unternehmen freitags unter
dem Motto: ,,Casual Friday* gute Freizeitkleidung getragen.

Bei Geschiftsessen heiflit die Regel: Wer einlddt, bezahlt.
Trinkgeld gibt man in Deutschland zwischen fiinf und zehn
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Prozent. Zum Essen wiinscht man ,,Guten Appetit!”. Ein
bisschen schwieriger wird es bei den Gespriachsthemen. Meiden
sollten Sie Themen wie Politik, Religion, Krankheiten, die
Konkurrenz oder private Probleme. Gute Gesprichsthemen
sind Hobbys, Sport, das Wetter, der letzte Urlaub, Reisen und
andere Lander und das Geschift selbst.

@paHIy3CKHN A3BIK.

La dimension des entreprises
En observant 1'évolution des entreprises depuis un siécle
environ, on constate une tendance générale des entreprises a
s'agrandir, c'esta-dire a accroitre les moyens de production
dont elles disposent. Cette tendance générale est principalement
duel au phénomene suivant: la production d'une entreprise
varie rarement proportionnellement aux facteurs de production
utilisés. En général, une augmentation de tous les facteurs de
production  provoque une augmentation plus que
proportionnelle de la quantité produite. On parle de rendements
d’echelle croissants. Par exemple, si une entreprise triple la
quantité de facteurs de production mis en oeuvre et que la
quantité¢ produite quadruple, les rendements d'échelle sont
croissants.
3 fois plus d heures de travail
3 fois plus de machines
3 fois plus de matieres [
- 4 fois plus de quantités produites
(Si la quantité produite dans notre exemple augmentait de 3
fois, les rendements d'échelle seraient constants; si elle
augmentait de 2 fois,les rendements d'échelle servaient
décroissants.)
Plusieurs raisons expliquent ces rendements d'échelle
croissants: la production de masse permet une plus grande
spécialisation, une division du travail plus poussée, une
organisation plus rationnelle de la production, une meilleure
utilisation des facteurs de production indivisible. En effet,
certains facteurs de production, par exemple une presse rotative
ou un gros ordinateur, ne peuvent étre utilisés avec profit que si
I'activité d'une entreprise est assez grande pour les occuper
suffisamment. Cependant, les économies d'échelle réalisées par
la production de masse ont une limite, a partir de laquelle la
productivité n‘augmente plus, mais décroit. A partir d'un
certain point, un nouvel accroissement de la production exige
un appareil de direction et de contrdle trop important par
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rapport au résultat recherché. Il existe donc une dimension
optimale des unités de production a partir de laquelle on
constate des rendements d'échelle décroissants.

YK-5 Cnoco0eH aHAJIM3MPOBATH  YYUTHIBATh pa3Hoo0pa3ue KyJbTYp B IIpoLuecce
MEKKYJIbTYPHOI0 B3aMO/1el CTBHSA

VYK-5.1

OpueHtupyercs B
MEXKKYJIbTYPHBIX
KOMMYHUKALHUIX
Ha OCHOBE aHa/In3a
CMBICIIOBBIX CBS3EH
COBPEMEHHOM
MOJIMKYJIBTYPBI U
TOJIHS3BIUMS

1. IIpounTaiiTe MpeaI0sKeHHbIA TEKCT U MOATOTOBbTE €ro
nepeBoj (co cJIOBapém).

AHTIIMACKUA S3BIK.

How to greet someone in Britain

First impressions are important in British culture.
Whether you're meeting a person in business or in a formal
social setting, it's important to be well versed in British customs
and etiquette. Common mistakes can make you appear
unpolished or rude. Avoid these pitfalls by reviewing British
traditions before heading to a cocktail party or business dinner.

It's customary to greet someone in Britain with a firm
handshake, particularly if you're meeting him for the first time.
Men should grasp women's hands more lightly than they would
another man's. In social situations, introduce the man to the
woman first.

While shaking hands, people in Britain will ask, "How
do you do?" While this phrase is technically a question, it does
not require an answer. The correct response is not "I'm fine,
thank you." Instead, it's common and polite to simple say "How
do you do?" back to the person. However, if the greeter asks,
"How are you?" it is then polite to say something to the effect
of, "Fine, thank you, and you?" Additional British greeting
phrases include, "nice/delighted/pleased/glad to meet you" or
simply "good morning/afternoon/evening."

You may find that instead of a greeting, the person
you're meeting simply will give you their name. Do not take this
as rude, as it's a common British way of introducing oneself. If
you hope to be on a first-name basis with the person you're
meeting, stress your first name by repeating it. For example,
say, "I'm Jane. Jane Doe." Also, remember that you may have to
introduce yourself again through the course of a night,
particularly if there are a lot of introductions going on.

Hemenkunii A3bIK.

Punktlichkeit
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,Punktlichkeit ist die Hoflichkeit der Konige.” Wer sich bei
einem Kundenbesuch verspitet, muss den Kunden noch vor
dem vereinbarten Zeitpunkt informieren. Verspatungen sollten
aber die absolute Ausnahme sein.

BegriiBung und Vorstellung

Das Griien spielt in Deutschland eine sehr wichtige Rolle.
Wenn jemand nicht, griiBit, gerdt er schnell in den Verdacht,
unhoflich zu sein. Fiir den miindlichen Gruf3 gilt: Wer zuerst
sieht, griiit zuerst. Bei der BegriiBung mit Handschlag gibt der
Gastgeber dem Gast, die éltere Person dem jlingeren die Hand.
Wenn man gerade sitzt, muss man zur BegriiBung aufstehen.
Vor allem in Landern, in denen man Kdorper- kontakt meidet,
empfindet man die deutsche Sitte des Hiandeschiittelns oft als
unangenehm.

DpaHLy3CKUN S3BIK.

Les philosophes et les sociologues nous ont appris, depuis
des décennies déja, que les notions de bien et de mal sont
socialement et historiquement construites. Nietzsche et
Heidegger déja avaient des difficultés avec 1’idée d’un bien ou
d’une justice qui transcenderaient leurs contextes d’émergence
et d’application. La science elle-méme est souvent rappelée a
I’ordre dans sa volonté d’établir des vérités générales et
objectives. En matiere d’éthique, il s’agirait alors plutot de se
concentrer sur des problématiques locales pour tenter d’en
saisir la complexité ; de ne pas se limiter a des grands principes
vagues et inapplicables mais plutdt de déconstruire les positions
de chacun. Pour I’'instant, 1’éthique des affaires a souvent suivi
le chemin d’une opposition caricaturale entre le bien et le mal,
entre le juste et I’injuste, conduisant a I’édiction de chartes et de
codes de conduite. Une véritable réflexion éthique cherchera
plutot a interroger le status quo, les évidences des situations.

YK-5.2

Bnaneer
HaBbIKaMH
TOJICPAHTHOTO
MOBEJICHUS TIPU
BBITTOJIHCHUH
npodeccroHaIbHbI
X 3a71a4

1. IToAroToBHTE NPE3EHTALMIO 110 OHOM U3 YKA3AHHBIX
TeM:

1. Ilpe3enTanus IMYHOTO MOPT(OINO MArUCTPAHTA IO
HaIlpaBJIEHUIO MMOATOTOBKH.

2. Te3uchl BBICTYIUICHHUS] MarCTPAHTA 110 HAIIPaBJICHUIO
MOATOTOBKH Ha HAYYHO-TIPAKTUYECKON KOH(PEPEHIINH.




IMPUJIOKEHUE 3

8 MeToauyeckue yKazaHus M0 OPraHU3alMH ayJUTOPHON M BHeAYyIMTOPHOH PadoThI 1O
AUCUHMILINHE:

Pabora Hag nokjIagoM / BbICTYIUIEHHEM

JoxkJan, coriacHO TOJIKOBOMY ciioBapto pycckoro s3bika J[.H. YimakoBa: coobuienue mo
3aI[aHHOfI TEME, C LICJIbIO BHCCTHU 3HAHUA U3 HOHOHHHTGHBHOﬁ JIMTCPATYPhl, CHCTCMATU3UPOBATH
MaTepusl, MPOUJUTIOCTPUPOBATh IMPHUMEpPaMH, Pa3BUBATh HABBIKM CaMOCTOSITENLHON paboThl C
Hay4YHOM JIMTEPAaTypOM, IMO3HABAaTEIbHBIM HMHTEpPEC K HAay4HOMY IIO3HaHMIO. Tema nokiana
JOJKHa OBITh COTJIACOBAHHA C IPENoAaBaTelieM M COOTBETCTBOBATH TEME yYEOHOIO 3aHATHUA.
MaTepI/IaJIBI npu €ro HoArOoTOBKE, JOJUKHBI COOTBCTCTBOBATH HAYYHO-MCTOAWYCCKUM
TpeOoBaHUSIM By3a U ObITh yKa3aHbl B Jokjage. HeoOxomumo cobmogaTh periiaMeHt,
OI‘OBOpéHHBIfI IIpu IOJYUYCHUUN 3adaHUs. I/IJIJHOCTpaI_II/II/I JOJDKHBI 6LITB JO0CTaTO4YHBIMH, HO HC
ype3MepHbIMU. PaboTa cTyneHTa Haja JOKIAaIOM-TIPe3eHTalell BKIIIOYaeT OTpabOTKy yMEHUs
CaMOCTOATCIIBHO O606HIaTI) Marcpuall MW ACJIaTb BbIBOALI B  3aKIIOYCHHH, YMCHUA
OpPUEHTHPOBATHCS B Marepuaje M OTBEYaTb HAa JONOJHUTEIbHBIE BOIPOCHl CIyIIATENEH,
OTpabOTKy HABBIKOB OpaTOpPCTBA, YMEHHUS MPOBOAUTH AUCHYT. JOKIaAuuMKU JOJKHBI 3HATH U
YMEThb: COOOIIaTh HOBYIO HH(POPMAIUIO; HCIONb30BaTh TEXHUYECKUE CPEACTBA; XOPOIIO
OpPUCHTHUPOBATLCA B TEMC BCECTO CCMUHAPCKOI'0 3aHATUA; JUCKYTUPOBATH U 6I)ICTpO OTBC€YaTh Ha
3aJJaHHbIEC BOIIPOCHI; YETKO BHITIOIHATH YCTAHOBJICHHBIN periiaMeHT (He 6osee 10 MUHYT); UMETH
IPEJICTaBICHUE O KOMIIO3ULIMOHHON CTPYKTYype JA0KIaAa U Ap.

Crpykrypa BbIcTynJIeHusi. Berymenue nmomoraer o0ecneyuTh ycreX BBICTYIUICHUS 110
mro0oi Tematuke. BeTyruleHHe JODKHO COAepKaTh: Ha3BaHHE, COOOINEHHWE OCHOBHOW WJICH,
COBPEMEHHYIO OLIEHKY IIpeIMETa MW3JI0KEHHUs, KpPATKOE MEePEeUUCICHUE pPacCMaTpUBAEMbIX
BOIIPOCOB, KMBYIO HHTCPCCHYIO (1)OpMy H3JI0KCHUA, aKICHTUPOBAHUC BHHMAHHA Ha Ba)KHBIX
MOMEHTax, OPUTMHAIBHOCTh Moaxona. OCHOBHas 4acTb, B KOTOPOW BBICTYNAIOUIUH JOJKEH
INIyOOKO PACKPBITh CYTh 3aTPOHYTOM TEMbl, OOBIYHO CTPOMUTCS MO MPUHLMILY OT4ETa. 3ajaya
OCHOBHOM YacTM — TMpPEACTaBUTh JOCTAaTOYHO JAHHBIX JUIS TOrO, YTOOBI CIIyIIaTeNln
3aMHTEPECOBATIUCH TEMOW U 3aXOTENU O3HAKOMHTHCS ¢ Marepuainamu. Ilpu 3tom sornueckas
CTPYKTypa TEOpeTHYecKoro OJoKa He JOJDKHBI JaBaThCsl 0€3 HarsIHBIX I[OCOOMIA,
ay/IMOBU3YAJIbHBIX M BU3YAJIbHBIX MaTEpPHAIOB. 3aKIOYeHUE - SICHOE, Y€TKoe 00O0OIIeHHEe U
KpaTKHE BbIBOJIbI, KOTOPBIX BCETJA KAYT CIyLIaTEIH.

Pabora Hag npoekTOoM

IIpoexT - camocrosiTenbHas paboTa CTyJeHTa, HAlpaBJiIeHHAs Ha PEIIeHHEe KOHKPETHOU
npo0JeMbl, Ha JTJOCTHKEHUE ONTUMAJbHBIM CIOCOOOM 3apaHee 3allJlaHMPOBAHHOTO pe3yJbTara.
[TpoekT MmO3BOJUT BaM MAaKCHUMaJbHO PACKPBITh CBOM TBOpUeckHil moreHuuan. OH MO3BOJIUT
KaX/IOMY MPOSIBUTH ce0s, TOMPOOOBAaTh CBOM CUJIbI, IPHIIOKUTH CBOU 3HAHMUS, IPUHECTH TOJIb3Y,
MOKa3aTh MyOJIMYHO AOCTUTHYTBHIA pe3yjbTaT. JTO NEeATENbHOCTh, HAIlPAaBJIEHHAs Ha pellleHue
UHTEPECHOH po0IeMbl, OCHOBHAS 1I€Tb TPOEKTHOMN IESATEILHOCTH CTY/IEHTOB - CAMOCTOSATEIBHOE
npuoOpeTeHne 3HaHWM B MpOIecce pelIeHUs MPaKTUYECKUX 3ajad WiIM IpodiieM, Tpedyromiee
UHTETpallii 3HAaHUA W3 pa3iMyHBIX MNpeaMeTHbIX obnactedd. 'Tlpupoma Tak 0060 Bcem
1103a00THIIaCh, YTO TIOBCIOY Thl HAXOAMIb, yeMy yuuThes' Jleonapno aa Bunuu. 'TIpoekt - 1o
msate 'T1': 1. mpobnema, 2. mpoekTupoBanue (IIAHUPOBaHKE), 3. MOUCK UH(DOpMALIUU, 4. TIPOAYKT
(cozmaHue MPOEKTHOTO MPOJAYKTA), 5. Mpe3eHTalusl MPOEKTHOTO NPOAYKTa. MOKHO BBIJECIUTH U
mectoe 'TI' mpoekTa - 310 ero noptdonuo (mamnka J0KYMEHTOB), B KOTOPOM cOOpaHbI Bce paboune
MaTepuaibl, B TOM YHCII€ YEPHOBHUKH, THEBHBIC MJIaHbl, OTYETHI U JIp. OCOOEHHOCTH MPOEKTA:

1) mpexJie Bcero 3TO HaJM4ue MpoOIeMbl, KOTOPYIO NMPEICTOUT PEIIUTh B X0/1€ pabOThI
HaJ IPOEKTOM;

2) MpoEeKT 005A3aTEeNbHO JOJDKEH MMETh SICHYIO, PEaTbHO JOCTIDKUMYIO Ielib. B camom
o01IeM cMBbICIIe LIEeNbI0 IPOEKTa BCErJa SBJISIETCSA PElICHHEe UCXOTHOW MPOOIeMBbl, HO B KaXI0M
KOHKPETHOM CITy4dae 3TO pPELIeHHE UMEET COOCTBEHHOE, HETOBTOPUMOE BOILIOIICHHE.



3) pe3ynbTaTOM MPOEKTA SBISICTCS MPOCKTHBIN MPOAYKT, KOTOPBIA CO31aEéTCSI aBTOPOM B
X0/JIe €ro paboThl M TaK)KEe CTAHOBUTCS CPEJICTBOM PELICHHUS POOIEMbI TPOEKTA.

BBINONHAN IPOEKT B CIEAYIOIIEM HOPAIKE:

1. Boibepu ¢ MOMOIIBIO POUTENEH U IIPENIOAABATENS TEMY.

2. BBIIBUHU TUIIOTE3Y.

3. ITonGepu nndopmanuio (KHUTH, KypHAIbI, KOMIBIOTEPHBIE TPOrPaMMBI, TeJETepe1adn
U T.J.).

4. Tlnanupyid Becb 00beM pabOTBl W OpraHM3alvi0 €€ BBIIOJHEHUS C TOMOIIBIO
IIpernoaaBarels.

5. BBINOIHYU TEOPETUYECKYIO U IIPAKTUYECKYIO YaCTH IIPOCKTA.

6. BHecu KOpPpPEKTUBBI B TEOPETUYECKYIO YaCTh I10 PE3YJIbTaTaM BBIIIOJHEHUS U3EIHS.

7. Hanewaraii rpapuyeckyio 4acTh MPOEKTa.

8. IloAroroBbCs K 3allMTe M OLIEHKE KauyecTBa TBOEH PaOOTHI, BBINOJHSSA [UIS 3alUThI
JI€EMOHCTPALIMOHHBIE HaIJIsJHbIE MaTEpHaJIbL.

9. 3amuTH OPOEKT.

10. O6cynu B rpynime cBoi IpoeKT u 3amury, [IpoBean caMooLeHKy.

PexomeHnanmu o paboTte Haj MPOEKTOM:

1. Ucnonp3yil B paboTe CrIpaBOUHYIO JINTEPATYPY: KATAJIOTH, CIIOBAPH, KYPHAJIbl, KHUTH U
T.IL., @ TAKXKE MaTepHaJIbl

My3€€B U BbICTABOK.

2. Crapaiics mpUMEHATh B pabOTe COBPEMEHHYI TEXHMKY: BHJICOKAMEpPY, KOMIIBIOTED,
BUJICO- U ayAMOMAarHUTO(QOHBI, (DOTO- U KCEPOKONMPOBAIbHEIE anmaparsl, IHTepHeT.

3. Iymaii o ToMm, Kak TBOSI paboTa MpUroauThcs Tebe B OyaylleM, cTapaiics cBsi3aTh €€ C
BBIOpaHHOU TIpodeccueii.

4. YuauThiBail TpaAULUKU U 00BIYaM OKPYTa M ropojia, B KOTOPOM Thl KHUBELLb.

5. Beerna momMHu 00 3KOJI0TMH POJHOTO TOPOAA U CBOEM 3/10POBBE.

6. Mcnionb3yit 3HaHUA 10 JIIOOBIM AUCLUIUIMHAM, a TaK)Ke CBOM ObITOBOM OmbIT. [IposBisis
TBOPYECTBO, OCHOBBIBAIICS TOJIBKO Ha HAYYHBIX 3HAHUSX.

7. He ctecHsiics, 10 BceM BOIpOcaM 00paIlaThCsi K pyKOBOJIUTEIIO MIPOEKTA.

[TamsiTKa 11 3a1UTHI TPOEKTa

A) OO1ume pekoMeHaauu

- IIpy moAroTOBKE BBICTYIUIEHUS! YUMTHIBAWTE MHTEPEC W MOATOTOBKY CIIyIIaTeneH, ux
OCBEIOMJIEHHOCTb O TEME BAILETO BBICTYIUICHUS;

- TwmarensHo npoaymaiTe IUIaH BbICTYIUIEHHS. OHO JOJDKHO BKJIIOYAaTh BBEACHHUE,
OCHOBHYIO 4acCTb U 3aKJIIOUYCHHE.

- 3apaHee OIpeAeIuTe KIIOUEBbIE MOMEHTBI, Ha KOTOPBIX HAJAO CAENaTh YIOp, HX
[OCJIEI0BATENbHOCTh (TaKUX MOMEHTOB JOJDKHO OBITh HE MHOTO, 4YTOObI HE IeperpyxaTh
CITylIaTeNne).

- CocraBbTe Ballle BBICTYIUIEHHE TaK, YTOOBI pacckas 3aHMMal 10 BPEMEHH 5-7 MHHYT.
[TomHMTE, YTO XOPOLIO BOCHPUHUMAETCS IMOLMOHAIIBHOE U KOPOTKOE MO BPEMEHU H3JI0KEHUE
MaTepuaia ¢ UCI0Jb30BaHNEM UHTEPECHBIX IIPUMEPOB.

- YnotpebusiiTe TOIbKO MOHATHBIE BAM TEPMUHBI.

- PacrutanupyiiTe HCIIONIb30BaHME CPEACTB HAIJIHOCTU - OHU JIOJKHBI COITPOBOXIATh
BBICTYIUICHHE, NMOAYEPKUBATH KIIIOYEBbIE MOMEHTBHI U MOMOYb CIIYIIATENSIM MPEACTaBUTh, TO O
4EM UJIET peyb.

- IlpoBeaute pemneTULMIO CBOETO BBICTYIUIEHHS M JIOBEAMTE €ro 10 HYKHOU
IIPOJOJKUTEIBbHOCTH.

B) Pexomenaanuu BhICTyHAIOLIEMY

- Heckonbko riry0OKMX BIOXOB Iepesl Ha4allOM BBICTYIUIEHHUS! IOMOTYT YHSITh BOJHEHHUE.
Jymaii o Tex, KTo TeOs ciyliaer, Kak eciau Obl Bce OHU ObUIM TBOMMHU JIPY3bsIMHU.

- HauHuTe CBOE BBICTYILUICHHE C IPUBETCTBUSL.

- Oryacute Ha3BaHUE BAILIErO MPOEKTa, cHOPMYyIUPYHTE OCHOBHYIO HACI0O U HNPUUHHY
BHIOOpA TEMBI.



- He 3a0pIBaiiTe 00 YBOKCHHUH K CIYIIATEIISIM B TEUYEHUE CBOETO BHICTYIJICHUS (TOBOPHTE
BHSITHO).

- CrapaiiTecb YCTaHOBUTb 3pPUTENIBbHBIA KOHTAKT C ayIUTOPHEH - 3TO MOMOXET Tebhe
BbI3BAaTh UX CHMIIATHIO, KPOME TOIO IJla3a T€X, KTO TeOS CIIyIIaeT, NOKaXKyT, HACKOJIbKO UM
HMHTEPECHO, TO YTO Thl TOBOPHILIb.

- [loGnarogapuTe cinymareneil 3a BHUMaHUE, & PyKOBOAMUTEIS - 32 TIOMOUIb.

- B xoH11e BeICTyIIIeHUs TeO€ MOTYT 3a/1aTh BOIIpockl. OTBET HauMHai ¢ 6JaroJapHOCTH 3a
Borpoc. BocnpuHuMail KakIplid BONMPOC KaK CBHUIETEILCTBO HMHTEpeca MyOIMKH K TBOEMY
BBICTYIUIGHUIO M K TeOe auuHOo. [IoMHU: NOMONMHUTENbHBIE BOIPOCHI - ATO IIAHC €I pa3s
IPOJEMOHCTPUPOBATH CBOIO 3PYAUIIMIO!

Kputepuu camoonieHKy MpOeKTOB:

. AKTyanbHOCTb BEIOPaHHOM TEMBI

. 'myOuHa pacKpbITHS TEMBI

. IIpakTHyeckasi IEeHHOCTb IIPOEKTa,

. KomnosunmonHnas ctpoitHocTh

. CooTBeTcTBHE IIIAHY

. O60CHOBaHHOCTH BHIBOJIOB

. [lpaBUIBHOCTD U TPAMOTHOCTH O(OPMIICHHS
. AKKypaTHOCTb U IU3aiiH 0(OpMIICHHUS

9. Conepx’aTenbHOCTb MPUIIOKEHUN

10. Beictyruienue Ha 3amuTe(yMEHUE U3J0KUTh CaMO€ LIEHHOE, OTBEYaTh Ha BOIMPOCHI,
3alMIIaTh CBOIO TOUKY 3PEHMSI)

11. Utorosag orneHka.

03O\ LN kAW~

IMoaroroBka npe3eHTanmi

IIpe3enTanus, cCOrIacHO TOJIKOBOMY clioBapio pycckoro sizbika J[.H. Ymakosa: cnoco6
noja4v HHPOpMAIIIH, B KOTOPOM MPHUCYTCTBYIOT PUCYHKH, (poTorpaduu, aHuManus u 3ByK. s
MOJrOTOBKH TPE3eHTAIllMM pPEKOMEHIyeTCsl ucmoyib3oBath: PowerPoint, MS Word, Acrobat
Reader, LaTeX-oBckwuii maket beamer. Camast mpoctast mporpamma Jijisi CO3[aHusl PEe3eHTaInH -
Microsoft PowerPoint. [Iyis mMOArOTOBKH Mpe3eHTAlMd HEOOXOAUMO coOpaTh M 00paboTath
HavanpHyl0 wuHpopmMmaruio. [locnenoBarenbHOCT, MOATOTOBKM mpe3eHTanuu: 1. Yérko
chopmMynupoBaTh 1ENb MPE3CHTAIMH: Bbl XOTHTE CBOIO AyJUTOPUI0 MOTHBHUPOBATH, YOEIUTH,
3apa3uTh KakoW-TO wjaeed Wi mpocto GopManbHO OTUuTaThes. 2. Ompenenuts KakoB Oynaer
dbopmar Mpe3eHTAlNH: KUBOE BBICTYIJIEHHE (TOT/a, CKOJIBKO OYAET €ro MpoJ0KHTEIIBHOCTD)
WIM DJIEKTPOHHAs pacchUlka (KakoB OyaeT KOHTeKCT mpe3eHTamuu). 3. OToOparh BCIO
COJIEpXKATENBHYIO YaCTh JJIsl PE3EHTAIIMU U BEICTPOUTD JIOTHYECKYIO LIETIOYKY MPEeCTaBIeHUs. 4.
OrnpenenuTth KIHOYEBbIE MOMEHTHI B COJAEPKAHUM TEKCTA M BBIIEIUTH UX. 5. Onpenaenuts BUAbI
BU3yaJIn3aluy (KapTUHKH) JJIs1 OTOOpaK€HUs MX Ha cllaii/laX B COOTBETCTBUU C JIOTUKOM, IIEJIBIO U
cnenudukoil marepuana. 6. IlogoOparh nu3aiiH U QopMaTHPOBATh CHANABI (KOTUYECTBO
KapTUHOK M TEKCTa, UX PaCIoOJIOKEHHE, 1IBET U pazmep). 7. [IpoBepuTh BU3yaIbHOE BOCIIPHUSTHE
npe3eHTanmu. K Bugam BU3yanu3alui OTHOCSTCS UILUTFOCTPAIIUH, 00pa3bl, TUarpaMMbl, TAOIHUIIBL.
Hnnrocmpayus - TpencTaBleHUE PeajbHO CYIIECTBYIOIIETO 3pUTEIbHOTO psiaa. Obpasvl - B
OTIIMYHE OT WILTIOCTpauii - Metadopa. Ix Ha3HaueHUE - BBI3BATh SMOITUIO U CO3AaTh OTHOIICHUE
K HEH, BO3/IeCTBOBATh Ha ayaUTOPHI0. C MTOMOIIBIO XOPOIIIO MPOTYMaHHBIX U MIPEICTABISIEMbIX
o0Opa3oB, uH(pOpMaNUg MOXKET HAJOATO OCTaThCsl B TaMATH dYeloBeka. /[uacpamma -
BU3yaJIM3aIusl KOJIMUYECTBEHHBIX U KaYECTBEHHBIX CBsi3ed. VX MCHONB3YIOT Uil yOenUTeIbHON
JEMOHCTpPALIMU AaHHBIX, JJISI MPOCTPAHCTBEHHOT'O MBIIUICHUS] B JOMOJHEHUE K JIOTUYECKOMY.
Tabauya - KOHKPETHBIA, HATJSIHBIM M TOYHBIA TOKa3 JaHHBIX. E€ OCHOBHOE Ha3HAYeHHE -
CTPYKTYpUpOBaTh HH(OPMAIIMIO, YTO MOPOH oO0Nerdaer BOCHPHUATHE JaHHBIX AayAUTOPUEH.
[IpakTUueckre COBETHI MO TOJATOTOBKE MPE3CHTAIlMM TOTOBHTE OTACIBHO: MEYATHBIA TEKCT +
CITaliJIbl + Pa3AaTOYHBIN MaTEepHall; CIal/IbI - BU3yadbHas mojada HHGOPMAIUU, KOTOpas JOKHA
collep’kaTh MHHHMYM TEKCTa, MAaKCHUMyM H300pa)K€HUM, HECYIIUX CMBICIOBYIO Harpysky,
BBITJISAJIETh HAMJISIIHO U TIPOCTO; TEKCTOBOE COJEP KAHUE MPE3EHTAIUH - YCTHAsL PeUb UM YTCHHUE,



KOTOpas JOJDKHA BKJIIOYATh apryMEHTBHI, (pakThl, JOKA3aTelbCTBA U AMOLMH; PEKOMEHIyeMoe
yuciao ciaigoB 17-22; obs3atenbHas HHGOpMAMs A Mpe3eHTalMM: Tema, (amMuwius u
MHHIHAIB] BBICTYAIOIIErO; IJIaH COOOIEHMsI; KpaTKUe BBIBOJABI U3 BCEr0 CKa3aHHOI'O; CIMCOK
UCTIOJIb30BaHHBIX HCTOUYHUKOB; Pa3aTOUYHbIM MaTepual - JOJDKEH 00ecIieynBaTh Ty K€ TITyOuHy
U OXBAaT, YTO U JKUBOE BBICTYIIJICHHE: JIIOJU OOJIbIIE AOBEPAIOT TOMY, YTO OHM MOT'YT YHECTH C
co0OM, YeM uCYE3alIUM H300paKEHUSIM, CJIOBA W Claiibl 3a0bIBAIOTCA, a pa3/laTOUYHbIN
MaTepHall OCTAETCsl MOCTOSHHBIM OCSI3a€MbIM HAallOMHHAHMEM; pa3JaTOYHbIM MaTepuall BaKHO
pa3zaBaTh B KOHIIE IPE3EHTALMU; pa3JaTOYHbI MaTepHallbl AOJKHBI OTINYAThCS OT CIANOB,
JIOJDKHBI OBITH O0Jiee HH()OPMATUBHBIMH.

KoMmnbroTepHyI0 NMpe3eHTanuio, CoNnpoBOXKIAIOIIYI0 BEICTYIJICHUE JTOKJIAIUnKa, yIo0Hee
BCEro moAarotoBuTh B nporpamme MS Power Point. TIpe3eHTtanms kak JOKYMEHT MpPEICTABIISET
co00i1 TocIe10BaTENBHOCTh CMEHSIOLIUX APYT APYTa CIANRI0B - TO €CTh 3JIEKTPOHHBIX CTPaHUYEK,
3aHUMAIOIIUX BECh 3KpaH MOHHTOpa (0e3 IpUCYTCTBHs NaHesed mnporpammsl). Yamie Bcero
JNEMOHCTpalMs IPE3eHTAllMH IPOCHUPYeTCss Ha OOJBIIOM JKpaHe, pexe — pa3naéres
coOpaBHmIMMCS Kak IedaTHeld Mmarepuan. KoauuecTBo cnailioB aJeKBaTHO COJCPKAHUIO U
IPOJOJKUTEILHOCTH BBICTYIUIEHUS (HAIpUMeED, AJIsl S-MUHYTHOT'O BBICTYIUIEHUS PEKOMEHYETCS
HCIIONIB30BaTh He Oosiee 10 ciaitios).

Ha nepBom cnaiine o0si3aTenbHO TMPEACTABISICTCS TeMa BBICTYIUICHUS W CBEACHUS 00
aBTopax. Cienyroniye ciaaiipl MOKHO MOATOTOBUTh, UCIONB3YS JBE pa3iIMyHble CTPATETHH MX
MOJTOTOBKHU:

1 crparerus: Ha ciaiiibl HAHOCUTCS ONOPHBIA KOHCHEKT BBICTYIICHUS U KJIFOUEBBIE CIIOBA
C TeM, 4TOOBI MOJIL30BATHCA MMM KakK IJIAHOM JJisi BBICTYIUICHHS. B 3TOM ciydae k craijgam
HPEIbABIAIOTCS Cleqyrole TpeOoBaHUSA: 00beM TEKCTa Ha ciaiiie — He OoJble 7 CTPOK;
MapKHPOBAHHBIA/HYMEPOBAaHHBIN CIHCOK COJEPIKHUT HE OoJiee 7 AIEMEHTOB; OTCYTCTBYIOT 3HAKH
IOYHKTyalldkd B KOHIIE CTPOK B MapKUPOBAaHHBIX M HYMEPOBAHHBIX CIIHMCKaX; 3HayuMast
UH(OpPMAaLUs BBIIEISIETCS C IIOMOMIIBIO IIBETa, Kerds, 3 dexkroB annMaruu. Oco00 BHUMATEIHHO
HE00X0/IMMO TPOBEPUTH TEKCT Ha OTCYTCTBHE OMIMOOK M omedaTok. OCHOBHas omuMOKa Ipu
BbIOOpE NaHHOW CTpaTerdu COCTOMT B TOM, YTO BBICTYIMAIOIINE 3aMEHSIOT CBOIO peyb YTEHUEM
TEKCTa CO CIaiI0B.

2 cTpaTterus: Ha cCilaiJpl MoMemiaercs (QakTU4YecKuil maTtepuan (Tabnuubl, rpaduku,
dororpaduu u mp.), KOTOPBIH SABISIETCS YMECTHBIM M JOCTATOYHBIM CPEJCTBOM HArJISAHOCTH,
MIOMOTaeT B PacCKpHITUU CTEP>)KHEBOM HJIEU BHICTYIUIEHMs. BbriOpaHHbIE cpencTBa BU3yalU3aluu
uHpopManuu (TabIuIbl, CXeMBbl, TpapUKU U T.J[.) COOTBETCTBYIOT COJIEP’KaHUIO BBICTYIUIEHUs. B
ATOM CiIydae K cllaiiiaMm NMpeAbsBISIOTCS CIeAyIole TpeOOBaHUs: MaKCUMaJIbHOE KOJIMYECTBO
rpaduyeckoil mHpopMalMu Ha OAHOM ciaiifie — 2 pucyHka ((ortorpaduu, cxembl U T.1.) C
TEKCTOBBIMU KOMMeEHTapusMHu (He 6osee 2 cTpok Kk kaxzaomy). Hanbonee BakHas uHpopmanus
JIOJDKHA pacroaratbes B LIEHTPE SKpaHa.

OcHoBHast omuOKa MpH BbIOOpPE JaHHOM CTpaTerMu — «COPEBHOBAHUE» CO CBOUM
WITIOCTPATUBHBIM MaTepUajoB (ayAUTOPUU HE MPEAOCTABISAETCS JOCTATOYHO BPEMEHH, YTOOBI
BOCIIPUHATh MaTepuaid Ha crnaiinax). OObuHBIM crhaitn, 6e3 3¢p¢deKkToB aHUMAIMHM JI0JKEH
JEMOHCTPUPOBAThCS Ha dKpaHe He MeHee 10 - 15 cexyHn. 3a MeHbllIee BpeMs IPUCYTCTBYIOIINE
HE yCIleeT OCO3HAaTh cojep)kaHue ciaiia. Eciu kakas-To KapTUHKaA MOSIBMJIACh HAa 5 CEKyHJ, a
MOTOM TYT K€ CMEHWIACh JPYroi, TO ayAUTOpus OyJeT CYUTATh, YTO JOKIAJAYUK €€ MOJATrOHseT.
O6parHoro (mo3utuBHOrO) Ah(PEeKTa MOXKHO NOCTUTHYTh, €CIHM JOKJIAAYUK  IPOJMCTHIBAET
MHOXECTBO CJIalIOB CO CIOXHBIMH TaOJIMIIAMU M JAMarpaMMaMu, roBops mpu 3ToM «BoT TyT
MNPUBENEH PAa3HOTO POJIa 8CNOMO2amelbHblll MAaTEpUal, HO S €ro XO4y MPOMYCTHTh, YTOOBI HE
neperpyxarb BBICTYIUICHHE MTOIpOoOHOCTIMIY. [IpaBaa, Takoil mpuém aenatb B Hauaie U B KOHYe
MPE3EHTAIMN — PUCKOBAHHO, ONITUMAaJIbHBIA BapHAHT — B CEPEANHE BBICTYIIJICHHUS.

Ecnmu Ha cnaiine mpuBOAMTCS CIIOXKHAs Auarpamma, €€ HEeoO0XOAWMO IpelBapHUTh
BBOJHBIMU cjoBaMu (Hampumep, «Ha 3Toil nmarpamme mpUBOJUTCS TO-TO M TO-TO, 3€JIEHBIM
OTMEYEHBI MOKa3aTeNn A, CHHUM — IoKa3arein by), ¢ TeM, 4ToObl 1aTh BpeMs ayAuTOpUH Ha e
PacCMOTpPEHHE, a TOJIBKO 3aTeM NPHUCTYNaTh K e€ obcyxacHuio. Kaxnaplii criaiz, B CpeIHeM
JOJKEH HAXOJUTHCS Ha 3KpaHe He MeHbine 40 — 60 cekynna (0e3 yuéra BpeMEHH Ha CIy4ailHO



BO3HUKILIEE O0O0CyXaeHHue). B cBs3W C O3TUM Jydlle HACTPOUTH MpPE3EHTAlMI0 HE Ha
ABTOMAaTUYECKUH MTOKA3, @ HA CMEHY CJIaiiJIOB CAMUM JIOKJIATYUKOM.

Oco00 THIaTeNbHO HEOOXOIUMO OTHECTHCHh K ogopmiaenuro npezenmayuu. J{ns Bcex
CJIaliIOB TPE3EHTAlMU 0 BO3MOXXHOCTH HEOOXOIMMO HCIOJIB30BATh OJMH M TOT e 1aliIoH
0o OopMIIEHHUS, KETJIb — JIJIs 3ar0JIOBKOB - HE MeHblIe 24 MYHKTOB, sl UH(QOpMaluu - He MeHee 18.
B npe3enTanusax He NPUHATO CTaBUThH [IEPEHOCHI B CIIOBaX.

[Tonymaiite, HEe OTBIEKANTE JIM BBI CIIyIIaTeNIeH CBOEH ke npe3eHTanuei? Spkue Kkpacku,
CIIOXKHBIE I[BETHBIE IIOCTPOCHHUSA, W3JIUIIHAS aHMMAalus, BBIIPHITUBAIOLIMI TEKCT WJIHU
WUTIOCTpaIsl — HE caMoe JIydlllee JOIMOJIHEHHE K HaydHOMY JOKIany. Takke HexellaTelabHbI
3BYKOBBIE A(PEKTHI B X0/I€ JEMOHCTPAIMU NTpe3eHTalMy. Hanmydmumu siBIsiI0TCS KOHTPACcTHBIE
nBera poHa u Tekcra (6enblid POH — YEPHBIN TEKCT; TEMHO-CUHUN (DOH — CBETIIO-KENTHIN TEKCT U
T. .). Jly4iie He cMemmBaTh pa3Hble TUIBI PUPTOB B OJHOM Mpe3eHTaunu. PexoMenyercs He
3II0YMOTPEOIIATh MPONUCHBIMU OyKBaMu (OHHU YUTAIOTCS XYKeE).

HexonTtpactHbie ciaiiipl OyAyT CMOTPETHCS TYCKJIBIMH U HEBBIPA3UTEILHBIMU, OCOOCHHO
B CBETJIBIX ayAUTOpHsX. st mydiiell opueHTaIMK B MPE3EHTAIMU 110 X0y BBICTYIIJICHHS JIy4Ile
IpOHyMepoBaTh ciaijbl. JKenarenbHo, YTOOBI Ha Cllaiijlax OCTaBalIMCh MOJsI, HE MEHee 1 cM C
KaKI0W cTopoHbl. BcemomorarenbHass uHbopMaius (ympapisioniie KHONKH) HE JOJKHBI
npeoOiianaTh HaJ OCHOBHOW wHpoOpMammel (TEKCTOM, WUIIOCTpanusamMu). Kcnoms3oBaTh
BCTpOEHHBIE A(D(PEeKThl aHMMAIUM MOXKHO TOJIBKO, KOr/a 0e3 3TOro He OOOWTHCH (Hampumep,
[IOCJIEZIOBATEIbHOE MOSBIEHUE 3JIEMEHTOB JAuarpaMMbl). Jlis akIeHTHMpOBaHUS BHMMAHMS Ha
KaKOW-TO KOHKpETHOU MHGOpMaInu cllaiijila MOXKHO BOCIIOIb30BAThCS JIa3ePHON YKa3KOM.

JlnarpaMmbl TOTOBSITCSI C UCIIOJIB30BAHMEM MacTepa AuarpaMm TaOJIMYHOTrO IMpolieccopa
MS Excel. JIist BBoja 4MCIIOBBIX JaHHBIX HCIOJIB3YETCS YHCIOBOHM (popMmar ¢ pasjenurenem
rpynn paspsaoB. Eciu naHHble (HOANUCH JTaHHBIX) ABISAIOTCS JPOOHBIMH YUCIIAMHU, TO YUCIIO
0TOOpakaeMbIX JIECATUYHBIX 3HAKOB JIOJDKHO OBITH OJMHAKOBO JJISL BCEH TPYIIIBI 3TUX JTAHHBIX
(Bcero psiia moAnucei JaHHbIX ). JlaHHbBIE U IOAMKUCH HE JOKHBI HAKIIaAbIBaThCA IPYT HA Apyra U
CIIMBAThCS € TpaUUECKUMU dIIEMEHTaMH TuarpaMMbl. CTpyKTypHBIE AHArpaMMbl TOTOBSITCS MPU
MIOMOIIM CTaHJIAPTHBIX cpeacTB pucoanus nmakera MS Office. Eciu npu dopmarupoBanuu
ciaiiia ecTb HEOOXOJIUMOCTh MPOIMOPIHOHAIBHO YMEHBLINTh pa3Mep IuarpaMMbl, TO pa3mep
HIpu(TOB PEKBU3UTOB JI0JIKEH OBITh YBEIMUEH C TAKUM PacyeTOM, YTOOBI peagbHOE 0TOOpakeHne
00BEKTOB JMarpaMMbl COOTBETCTBOBAJIO 3HAYEHUSM, yKa3aHHbIM B Tabauue. B Tabnunax He
JOJKHO OBITH O0siee 4 cTpok U 4 cTONOLOB — B MPOTHUBHOM CiIy4ae JaHHbIe B Tabmuie Oyner
IPOCTO HEBO3MOXKHO YBHUJIETh. Slueliku ¢ Ha3BaHUSAMH CTPOK M CTOJOIOB M Hanbojee 3HaYuMble
JTaHHBIE PEKOMEHYETCS BBIIEISATh LIBETOM.

Tabnuunas nHGOpMAaIUs BCTABISETCS B MaTEpHUalbl Kak TabIUIla TEKCTOBOTO Mpolieccopa
MS Word wnmu Tabnmuunoro mporeccopa MS Excel. Tlpu BcraBke Tabnuilel Kak 00bEKTa |
IPONOPLHUOHATILHOM U3MEHEHUH e€ pa3Mepa pealbHbIi 0ToOpaXkaeMblil pazmep mpudTa JOHKEH
ObITh He MeHee 18 pt. Tabmuiel U AMarpaMMbl pa3MeNIalOTCsl Ha CBETIIOM Uiu OenoM (oHe.

Ecnu Bl npeanounTaere BOCHOIb30BaTHCS TOMOLIBIO OMIEPAaTOpa (YTO TOXKE BO3MOKHO),
a He JICTaTh CJai/ibl CaMOCTOSITENIbHO, OUYEHb MOJIE3HO MPETyCMOTPETh CChUIKM Ha CIIaiibl B
TekcTe Aoknana («Crenyronuii ciuai, moxanyicra...»).

[Tocne moAroTOBKY Mpe3eHTaluu Heo0X0[uMa pPeneTHIS BhICTYIICHUS.

3aKIIIOYUTEBHBIN CIIali]] Mpe3eHTallH, coaepKaiii TekcT «Crnacn6o 3a BHUMaHUE) UITH
«Kouneny, Bpa 11 npuemieM JUIsl IPe3eHTalld, COIPOBOXKAAIONIEeNH MyOJIuYHOEe BHICTYIUICHUE,
IIOCKOJIBKY 3aBEpPILIEHUE M0Ka3a CIailoB €€ He sBISETCS 3aBepllieHueM BoIcTymieHus. Kpome
TOTO, TaKWe€ CIAWIbI, TaK K€ Kak W ciaia «Bompockl?», MyOnHMpylOT YCTHOE COOOIICHHE.
OnTuMalbHBIM BapUAaHTOM NPECTABIISAETCS TOBTOPEHHUE MIEPBOTO Cllaiija B KOHIIE IIPE3EHTaLlNH,
MOCKOJIBKY 3TO Aa€T BO3MOXKHOCTD €II€ pa3 HAallOMHUTh CIYIIATENIIM TEMY BBICTYIUICHUS U UMS
JIOKJIQTYMKA 1 JTU00 MEepelTH K BOIpocaM, JIMOO 3aBEPIINTh BBICTYIUICHHUE.

Jlna mokasza (aiin mpe3eHTaluu HEeoOXOJUMO COXpaHuTh B ¢dopMmate «JleMoHCTpanus
PowerPointy (®aitn — Coxpanuth kak — Tun ¢aitna — Jemonctpauus PowerPoint). B atom
Cllyd4ae TMpe3eHTallus AaBTOMAaTHYECKH OTKpBHIBACTCSI B pEXHME TMOJHOIKPAHHOTO IIOKa3a



(slideshow) u ciymiarenu n3basiensl Kak OT Buaa pabouyero okHa nmporpammelr PowerPoint, tak u
OT IIOTEPb BPEMEHU B HavaJjie MoKa3a Mpe3eHTALNH.

ITocne moAroTOBKM MPE3eHTALUH [T0JIE3HO IPOKOHTPOJIUPOBATH ce0s BOIPOCAMHU:

1) ynmamoch nu AOCTHYh KOHEYHOM IENIM Npe3eHTaluu (YTO YAAJIOCh OIPENENIUTh,
OOBSICHUTD, IPEJJIOKUTh MU MPOJIEMOHCTPUPOBATH C IIOMOLIBIO HEE?);

2) K KakUM OCOOCHHOCTSM OOBEKTa MPE3CHTAllMH YAAJOCh MPHUBICYs BHUMAHUE
ayauTopun?

3) He OTBJIEKAET JIM CO3/IaHHas IPE3EHTALNS OT YCTHOI'O BBICTYIUIEHUS?

CocraBienue pe3romMe

Pe3toMe urpaer orpoMHyr poiib. XOpOIIO COCTABICHHOE PE3IOME JOJDKHO JaBaTh IOJIHOE
npejcTaBicHue o Bamem oOpa3oBaHuH, TPYJIOBOM OIBITE M Ka4eCTBAX, YTOOBI MOTCHIIUATBHBIN
paboromarens (employer) wmor cyaute o Bamelr kBamudukamuu. OT  4ETKOCTH |
UH(POPMATUBHOCTH PE3IOME BO MHOT'OM 3aBHCAT Ballu maHChl ObITh IPUHATHIM Ha pabOTy HITU
yuéby. Yacro BMecTo cnoBa “‘resume” (pe3roMme) HCIONB3yloT abOpeBuarypy CV
(CurriculumVitae), uto B mepeBo/i€e ¢ IaTBIHU 03HAYAET «XOJI KHUIHU.

Pe3tome 00BIYHO COCTOUT U3 CIEAYIOUIUX OCHOBHBIX YaCTEM:
1. JInunas unpopmanus / Personal information
Hanummure noaHocThi0 CBOE UMS U (haMUIIHIO, YKaXUTE aapec, TeaeoH (C KOAOM CTpaHbl U
ropoja), MEKTPOHHYIO MOYTY.
3anomuuTte: B Poccun nms numnyt B hopmare pamunus + ums + omuecmeo (eciu umeemcs), a
B QHTJIOTOBOPSIIMX CTpaHaX — CHavYaja UMs, IOTOM MEPBYIO OYKBY OTYECTBA (€CIIH UMEETCS) U
dbamuuto.

2. Hean / Objective
3nech ciefyeT yKa3aTh HE TOJIBKO JKEJIAeMYIO JIOJDKHOCTh, HO M OOBSICHUTH B OJHOM-ABYX
MpeIoKEeHUIX, ToueMy Bol — Hanbomnee moaxoasiias KaHIuaaTypa.

3. OopaszoBanue / Education
Hanummure, kakoe (kakue) yuyeOHOe 3aBefeHME Bbl OKOHUMIIM, IIPU ATOM COKpallaTh €ro
Ha3BaHUe He NMpUHATO. Taike yKaxure (GakynbTeT / UHCTUTYT, CIIEUATBbHOCTh, MECALl U 0]l
OKOHYAHUS M CpeAHMM OaJlI arTecTaTa.

4. OnbiTpadorsl / Work Experience nan Employment
B sTOM myHKTE NpUHATO yKasbiBaTh He Oosiee TpEX mocienHux mecT paborel. Ha3Banue
OpraHM3aliy, CBOIO JOJKHOCTh U MOJpa3/eieHue, B KOTopoM Bbl paboTtanu, Hy*HO mucaTh
HOJHOCTBIO. Takke yKakuTe CBOM OCHOBHBIE JIOJDKHOCTHBIE 00SI3aHHOCTH.

5. CrnenuajabHble HaBbIKH / Special skills

B nanHOoM pasznene He0OX0IMMO yKa3aTh:

4 YPOBEHBb KOMIIBIOTEPHON TPAMOTHOCTH;

v 3HAHUC I/IHOCTpaHHI)IX SA3BIKOB U UX ypOBeHB;

4 OMBIT BOWHCKOW CIYXObI (ecau ecTb) M HMEeT JH OH OTHOIICHHE K
npernoiaraeMoin pabore;

4 HAJIMYUE BOJIUTENBCKUX TIPAB U OTBITA BOXKICHHSI.

6. Pexomengamuu / References

Kak npaBuio, cienyer nperocTaBUTh MUHUMYM JiBe pekoMeHaauuu. OHU JTOJKHBI OBITH OT
HAa4aJIbHUKOB, a HEe OT Kojuler. Hy)KHO yKa3aTb KOHKPETHBIX JIOJEH, KOTOpble MOryT Bac
PEKOMEH/10BaTh, MOJIHOCTBIO HAIMCAB MX UM, JOJKHOCTb, MECTO PAabOThl M KOHTaKTHYIO
UH(OPMALIHIO.



O0pasen cocTaBeHHs pe3loMe
Ha 0ondicnocms mapkemuHn208020 HAYANIbHUKA

IRINA D. SMIRNOVA
37/2 — 378 Obychnaya St., St.-Perersburg
Tel. (home): + 7(095) 000-0000
Tel. (mobile): + 7 000-000-0000
E-mail: unknown@com.ru
OBJECTIVE: A full-time position as a Market Analyst, where a motivated high-energy team
player capable of individual initiative with contribute to the efficiency and profitability of the
company.
EDUCATION: September, 1991 — June, 1996: Institute of International Economic Affairs,
Finance Academy (Moscow).
WORK EXPERIENCE:
June, 1998 — present
Procter & Gamble, Junior Marketing Manager, Cosmetics department:
v' register clients’ orders on the data base;
v analyze the efficiency of sales;
Area of work: My duties are to provide the Head of Marketing Department with the relevant
information about the market of cosmetic goods in Moscow, about costs’ dynamics and to
maintain the client’ data base.
September, 1995 — June, 1998
Milling Ltd, Specialist in advertising and marketing:
v Development of advertising strategy of the company;
v Copywriting advertising information;
v" Clients data base administration.
Area of work: During my work for Milling Ltd | developed advertising profile for the company,
created its corporate web site and conducted constant analysis of relevant markets in Russia.
SPECIAL SKILLS:
Languages: Russian — Mother tongue, English — fluent at the Advanced level, French — fluent at
the International level.
Computer literate: Windows 95/98/NT, Word, Excel, Access, PowerPoint, CorelDraw, HTML.
Clerical: Typing 20 wpm.
Other: A professional Internet user. Have a driving license and prepared to be as mobile as
necessary to provide the best performance.
REFERENCES: Availableuponrequest.

HanucaHue conpoBoOAUTELHOT0 MUCHMA

Bam Heo6xoaMMo HamMcaTh MUCHMO O MIpUEMe Ha paboTy Ha aHTIIMHCKOM si3bIke? Takoe mIChMO
Ha3bIBACTCS COMPOBOUTEIHHBIM MUCEMOM pe3tome. COpoOBOAUTENEHOE MTUCHMO B PE3FOME — 3TO
T€ JIBa IOKYMEHTa, KOTOpPbIE Bl JOJDKHBI MepeciaTh B OTIEN KaAPOB KOMIAHUH, €CIIA XOTHTE
YCTPOUTHCS Ha pabOTy B Hee.

Pestome — aT0 Bama genoBasi Ouorpacdusi, KOTopas ONMUCHIBAET BCE BEXU BAIIETO >KM3HEHHOTO
IIyTHU, KOTOPBLIC TaK WM WHAYC CBA3AaHbI C BAallMM JACJIOBBIM OIIBITOM: O6paSOBaHI/Ie, TpyaoBasa
NeSITeNIbHOCTh, HABBIKU, JOCTH X eHHs... Ho 0 coctaBneHnn 3peKTUBHOTO pe3toMe BHI Y3HAIU U3
KOHTpoJIbHOHM Ne 1, a ceifuac — 0 compoBOUTEIFHOM MUChME (TUChME O TIpUeMe Ha paboTy).
CompoBoAWTENPHOE MHUCHMO HA  AHTJIMHCKOM  sI3BIKE  JIOJDKHO — TIPOCTHUMYJIHPOBATH
MOTEHITMATHFHOTO Pab0TOAATENSI MPUTIIACUTH Bac Ha cobeceoBaHne, Ha KOTOPOM OYJIET peraThCst
BOMIPOC O MpHeMe Bac Ha paboty. Hajo moMHHTE, 4TO Ha XOPOIIYI0 paboTy BCernaa mpeTeHayeT
MHOXeCTBO srofeii. M yxe Ha stame otOopa pe3tomMe OyaeT oTcesHa OosbInas dYacTh


mailto:unknown@com.ru

NpeTeHaeHTOB. D(PEeKTUBHO HANMCAHHOE COMPOBOAMTEIHLHOE MHUCHBMO YacTO CTAHOBUTCS
MIPOITYCKOM Ha COOECEeI0BaHNE, TaXKe €CITU Ballle 00pa30BaHUE U OMBIT YCTYMMAOT IPYTHM.
ConpoBoAUTENbHOE MHUCHMO HAa AHTJUICKOM S3bIKE JOJDKHO I10Ka3aTh Ballld JMYHOCTHBIE
KauecTBa, KOTOpPbIE HEBO3MOXKHO TMOHSTh M3 pe3lOMe: XapakTep, >KU3HEHHbIE IIEHHOCTH,
MOTHBAIIMIO, MHOTO€ JIPyroe, Ja)ke 'PaMOTHOCTh U BEKJIMBOCTb. ONBITHBIA KaIpOBUK yMEET
YUTaTh MEXKIY CTPOK COIIPOBOJIUTENHLHOIO MUCHMA.

B conpoBoauTensHOM NUChbME (MMUCbME O TpUeMe Ha paboTy) Ha aHTJIMHCKOM S3bIKE BbI 3asBIIsICTE
cBOEMY OyaymieMy paboToAaTelto, YTO BbI XOTEIH OBl Y HEro paboTarth, YTO BbI 00JIaaeTe BCEMU
HEOOXOJUMBIMU KaueCTBAaMH M UYTO BBl MNPWIOKUTE MAaKCUMyM YCHJIMHA, YTOOBI CHAeNaTh
npeiaraeMyro paboTy Ha BbICIIeM ypoBHE. Ha camom niene, 3TO Baile 3asiBJICHHE OY€Hb BaXKHO
1uist pabotonatens. 1 uem oHo OyneT HCKpeHHEee, YeM SMOLMOHANIbHEE, TeM OO0JIbIlIe IIIaHCOB, YTO
OHO TIPUBIICYECT BHUMAHHUE U Bac MPUMYT Ha padoTy.

OCHOBHBIC THUIIBI COMPOBOAUTCIIbHBIX ITMCEM K PE3FOMC Ha AHTJIMHMCKOM SI3BIKE

MoOKHO BBIJICTUTH TPU OCHOBHBIX THIIA ITMCEM O MIPUEME Ha pabOTy Ha aHTJIMMCKOM SI3bIKE:

O [TuceMmo-3asiBka. CoOnpoBOAUTEILHOE MUCHMO K PE3IOME BBICHUIAETCA B OTBET Ha
pexiaMHoe 0OBSBICHUE O BAKAHCHU B CPEJCTBAX MAaCCOBOW MH(MOPMAITUH.

O [Tucemo "mo coBetry". ConpoBOAUTENIBHOE MUCBMO M PE3IOME BBICBUIAIOTCS MO COBETY
JIPYroro 4eoBeKa, KOTOPBIA 3HAET, UTO B OPraHU3alMH €CTh BAaKaHCHUS.

O [Tucemo-pa3Benka. [IpeTeHeHT BhICHUIA€T MUCHMO O TMpHUeMe Ha paboTy U pe3loMe B
OpraHu3aIio, B KOTOPOW OH XOTes Obl paboTaTh, B HAJIEK/E, YTO TaM HAWJETCs BaKaHCHs, "Ha
ynauay".

CTpyKTypa CONpOBOAUTEIHHOTO MMChMA K PE3IOME HIIM MTUChMa
0 MpuemMe Ha paboTy Ha AaHTTTUHCKOM

1. Bama koHTakTHast uHGOpMaLUs

0 Wms u pammnus

0 Anpec: Topo1, 007acTh, TOYTOBBIN HHIEKC
O Howmep Tenedona

O AJlpec 2JIeKTPOHHOMN TTOUTHI

2. Jlata

[Mumrercs B popmate — September 15, 2012 wnu B popmare — 05 October, 2012

3. KonrakTtHas unpopmanus padboronaatens (eciu OHa €CTb)
Wms u pammnus

Ha3zpanue koMnanuu

Anpec: TopoJ1, mITaT, IMOYTOBBIN HHIEKC

4. Tema

OTOT 3JEMEHT CTPYKTYPbI COITPOBOAUTEIBLHOTO MMCbMAa HHOTA OITyCKAETCH.

OH nojcka3bIBaeT YUTATEN0 TUChMa TO, 0 YeM OyJneT uaTu pedb B nuckMe: RE: (BmnucwiBaeTcs
BaKaHTHAs JJOJKHOCTB).

Hampuwmep:

RE: Office Manager

WIH

RE: Administrative Assistant (#12345).

[Mudpsl B ckoOOUKax yKa3bIBalOT HAa HOMEp OOBSBICHHUS O BAaKaHCUU B CPEICTBAX MacCOBOM
uHpOpMaLIUH.

5. Obparienue



Ecnu BBI 3HaETE MMS MEHEKEpa 110 HaliMy, TO Ballle oOpalieHue JOIKHO OBITh TPUMEPHO TaKHUM:
"Dear Mr. Johnson,"

Yo6enutech, 4TO BBl 3HaeTe MoJa U 3BaHue MeHemkepa (Mr. — rocnoguna, MS. — rocnoxka, Dr. —
JIOKTOP U T.1.)

Ecnu BBl HE 3HaeTe UMl MEHEKEPa, TO OIYCTUMBI CIEIYIONUe 0OpamieHus:

“Dear Hiring Manager,” — yBaskaeMbIii MEHEKED 110 Haiimy,

“Dear Recruiting Team,” — noporasi peKpyTHHI-KOMaH/1a I

“Dear (BcTaBisieTe UMs KOMIIaHUKM) Team”, — moporasi KoMaH/1a (TaKOH-TO KOMITAHHH ).

B kpaitHem cirydae, B Ka4eCTBE IPUBETCTBUS HAMMMIIIUTE CTAHIAPTHYIO Gpa3y:

“To whom it may concern” —Tomy, KOT'0 3TO MOXET KacaThCsl.

Ho, crapaiitech nzberatb 3ToM (pas3bl, T.K. 00€3TMUCHHOE OOpaIllCHUE BBI3BIBAET y YEIOBEKa
HETaTUBHBIC OMOLIUHU.

6. [1epBoIii ab3ar11 Bamero COnpoBOUTEIILHOTO MTIUChMa Ha aHTITUHCKOM

B mepBom aG3aiie COMpPOBOIUTENBHOIO MUChMa BBl JOJKHBI YIOMSHYTH JIOJDKHOCTH, Ha
KOTOPYIO BBI IIPETCHAYCTC, a4 TAKKE COCJIAaThCA HAa UCTOYHHUK, U3 KOTOPOT'O Bbl Y3HAJIM O BAKAHCHUU.
HcTouHukoM MOXeT ObITh CPEeACTBO MAaccOBOM MH(pOpMalUH, JUOO YEIOBEK, KOTOPBIM 3HAET O
BaKaHCHH.

JInGo, eciu 3TO KacaeTcs COMPOBOAUTENBHOTO MUChMAa-Pa3BEeIKH, YIIOMSIHYTh O BallleM OOJIBIIIOM
JKEJIaHUU paboTaTh UMEHHO B 3TOW opranu3zanuu. CTyIeHTY, TOJBKO YTO 3aKOHUMBIIEMY WU
3aKaH4YMBamOIIEeMy oOOydeHHe, AONYCTHMO YHNOMSHYTH 00 3ToM ¢akTe B mepBoM abzare
CONPOBOJUTENBHOIO MUChMa Ha aHTJIMHCKOM SI3bIKE.

[TepBoIii ab3a1] HE JOJHKECH MPEBBINIATH OJJHOTO-BYX KOPOTKUX MPEJIOKCHUN.

Hwxe nmnpeacraBieHbl HEKOTOpBIE — paclpocTpaHeHHble (pa3sl B mepBoM  adzale
COINPOBOJUTENIBHOTO MMCbMA HA aHTJIUICKOM SI3BIKE:

I am writing to you in replay to your advertising in ...

S nuiry B OTBET Ha Ballly pekjamy B ...(B ... CPeICTBE MacCOBOM MHGOpPMAIUN).
I have just completed my final year at the University of ...

S TONIBKO YTO 3aKOHYUI ...(...) YHUBEPCHUTET.

My name is Alex and | am a final year student at the ...

MeHst 30ByT AJIEKC U s CTYI€HT IOCIEAHEro Kypca... (... HHCTUTYTa)

My name is Alex and | am writing in response to your advertisement.

MeHst 30ByT AJIEKC U sl TUITY B OTBET Ha Ballle 0ObsIBICHHUE.

| was most interested to read your advertisement for ...

Sl ObUT OUEHBb 3aMHTEPECOBAH, KOTJa MPOYMUTAJ BAIIy PEKIaMy B ...(B TAKOM-TO CPEICTBE
MaccoBOW MH(pOpMALINN).

OOooooooogoog

0 With reference to your vacancy for a ...

0 B cBs3m ¢ Barieit BakaHCHEH JUIA ...(... CIICIIHAIIACTA).

0 Please accept this letter as application for the ... position currently advertised in the ...

O [ToxxanylicTa, IPUMHUTE 3TO MUCHMO KakK 3asBJICHUE HA 3aMEIICHUE BAKAHTHOM TOJKHOCTH
... , KoTOopas Obl1a 00bsIBIIEHA B ...(B ... CPEJICTBE MAacCCOBOM MH(POPMAIUH).

0 I was thrilled when my friend, Jack Faber, told me there was an opening for ... at your
company.

[ 51 6bu1 B3BOJTHOBaH, Korja Mot apyr, J[xek Paiibep, pacckaszain MHeE, YTO €CTh OTKPBITas

BaKaHCUA JUIA ...(... CTIEHaNNCTa) B Ballleld KOMIIAHUU.

7. Bropoii ab3a11 conpoBOAUTEIHHOTO MUChMa Ha aHTITMHCKOM



Onumure Ballld HABBIKU, TaJIAHTHI UM JJOCTUKEHHUSI, HO HE iepeycepAcTByiTe. Bbibepute TOIbKO
JTy4lIUe TPHU.

[TonuepkHUTE COOTBETCTBUE BAlIUX MPO(ecCHOHATbHBIX HABBIKOB TPEOOBAHUAM IpeasiaraeMoit
BakaHcud. Heo0X0quMo 00BSCHUTE OYEMY BbI — JIYUITUN KaHAUAAT Ha 3Ty JOJIKHOCTb.

I'd like to give you a brief overview of my skills and experience.

SI xoTen Obl JaTb BaM KpaTKI/Iﬁ O630p MOUX HAaBBIKOB M OIIbITA.

I am hardworking, analytical and like taking initiative.

bl prI[OJ'IIO6I/IB, HMHUIIMAaTUBCH U O6J'Ia,Z[aI-O AHAJIUTUYIHBIM YMOM.

I believe that my skill-set matches perfectly with your requirements.

bl CUMTaro, 4To MOH Ha6op HABBIKOB UJCAaJIBHO COYETACTCs C BAllIMMU Tpe6OBaHH5[MH.

I think that my economic activities and a solid track record may be of interest to you.

bl JAyMaro, 4YTO MOJd SKOHOMHYCCKasA ACATCIIbHOCTD U COHHHHBIﬁ HOCJ'IY)KHOfI CIIUCOK MOT'YT
MMpEaACTaBJIATL HHTCPECC AJId Bac.

0 I'm confident that 1 am the employee you are seeking because | have all of the
qualifications outlined in your job posting. 5 yBepeH, 4To st COTpyAHUK, KOTOpOro Bel miere,
INOTOMY 4YTO Y MCHA Ta KBaJII/ICI)I/IKaI_II/ISI, KOTOpada O3ByHUCHA B Bamem 00bsaBieHuu.

0 The offered post presents an unusual interest to me as it belongs to the field in which |
special ize. OTa BakaHCHUS MMpeACTaBIACT HEOOBIYaNHBIN HHTCPECC AJId MCHs, TaK KaK OHa OTHOCUTCA
K 00J1aCTH, B KOTOPOM S CIIEIIHATU3UPYIOCH.

OOooogoogo

0 I have exceptional verbal and written communication skills.

0 A 06.]121[[3}0 HUCKIIIOYUTCIBHBIMH  YCTHBIMHA W TNHUCbBMCHHBIMH KOMMYHHKATHUBHBIMHA
HaBbIKaAMU.

0 I have driver's license and can drive rather well.

0 31 nmero BOAUTCIILCKUC IIpaBa U MOT'Y HCIIJIOXO BOAUTD.

0 I know that my... (such and such qualities) would allow me to make a significant
contribution to the (Company Name) team.

U S 3Haro0, 4TO MOMU... (TaKue-TO KayecTBa) MO3BOJISIT MHE BHECTH CYIIECTBEHHBIN BKJIaa B
KOMaHJly (TaKkoi-TO KOMITaHUH) .

0 I believe I possess the right combination of...(such and such qualities)and...(such and such
qualities).

O VBepeH, uTo s 001a/a0 OTIIMYHOW KOMOMHAIMEH... (TaKoro-To KayecTBa) U (TaKoro-To
KauyecTBa).

8. 3aKIIIOYUTENbHBIN a03all COMPOBOIUTENLHOTO MIChMa Ha aHTTTUHCKOM SI3BIKE
YnomsiHuTE CBOE pe3toMe, JaWTe UM MOBOJ mpounTaTh ero. [lompocute BbI3BaTh Bac Ha
cobeceoBanue.

0 Please take the time to review my resume.

[ [Toxanyiicta, HallAUTE BpEMsi, 4TOOBI PACCMOTPETh MOE PE3IOME.

0 I would enjoy an opportunity to talk with you to see where my skill set would be of the
greatest benefit to your company.

0 S 661 ¢ ynoBonbcTBHEM MooOIIancs ¢ Bamu, 4ToObI MOHATH, TJ€ MOU HABBIKU OYAyT
HanOoJIee ITOJIE3HEI IS Ballled KOMIIAHWUH.

0 As you can see from my resume, my experience and qualifications match this position's
requirements.

0 Kaxk BBI MoxeTe BUIACTb U3 MOCTO PC3IOME, MOMU OIBIT U KBaJII/I(I)I/IKaLII/ISI COOTBCTCTBYIOT
TpeOOBAHUSIM dTOM BaKaHCHH.

0 The attached resume details my extensive experience and training.

O B npunaraemom pe3rome moapoOHOCTH MOETO OOIIMPHOTO OIBITA ¥ TTOJATOTOBKH.

0 At a personal meeting | would like to discuss with you how I will contribute to the

continued growth of your company.



0 [Ipu nuyHOM BCTpede s xoTen Obl OOCYIUTh C BaMH, Kak s MOTY CIOCOOCTBOBATh
JanpHennemMy pocry Baiiel komnaHuu.

0 I can supply references from...if required.

O Ecnu notpedyercs, s MOTY IpeJOCTaBUTh PEKOMEHIALUH U3 ...(... OpraHU3ALIH ).

0 If you agree that my qualifications perfectly match your requirements, please call me at
(111) 111-1111 to arrange an interview.

0 Ecan BH corjaCHbl, 4YTO MOA KBaJ'II/I(bI/IKaI_[I/IH BIIOJTHE COOTBETCTBYIOT Bamuwm

TpeOOBaHUSM, TIOKATYICTA, M03BOHUTE MHE 110 Tenedony (111) 111-1111, arobb1 foroBopUTHCS
00 UHTEPBHIO.

9. bnarogapHocTh
[Tocrne 3akmOYUTENLHOTO ab3ala modJarogapuTe MEHeKepa 1o HalMYy:

Thank you for your attention.

Criacubo3aBHUMAaHUE.

Thank you for your time.

Cnacu6o3aBamieBpemsi.

| would be very grateful if you would consider my application

S 6b11 OB1 OUEHBb OJ1arogapeH, eciau Bel paccMOTpuTEe MOe 3asiBIICHHUE.
Thank you for your help.

CHaCI/I6OSaBaH_Iy1'IOMOH.IB.

Thank you for your early attention to this request.

3apanee 01aroaapro 3a ObICTPBIN OTBET HA MOIO MPOCHOY.

Thank you for your time, and | look forward to speaking with you.
Cmacu6o 3a IMMOTPA4YCHHOC BPEMsI, U 51 C HCTCPIICHUEM KIAY pa3roBopa € Bawmu.

OOooooooooooagd

10. 3axmounTenbHast BexJnBas ¢pasa
[Tocne aToit dhpa3bl CTaBUTCS 3amsTasl.

Sincerely yours, Mckpennenari,
Yours faithfully, CyBaxenuewm,
Very truly yours, Mckpennenari,
Respectfully yours, CyBaxeHnuewm,
Sincerely, C yBaxenuem,

OoOoood

11. ITonmwmce.
3neck UIIeTCs Balle uMs U (haMuus.

IIpumeyanune
B nmpumeuanun oObIYHO BIMCHIBAETCS CChUIKA HA MPHJIAraeMoe K COMPOBOJUTEIHHOMY MUCHMY
pe3toMe U/UIIH PeKOMEH1aTelIbHbIe THChMA:

0 Enclosure: Resumellpunoxeno: Pestome
0 Enc: Resumellpui: Pestome
0 Enclosures: Resume three reference letters and proof of licensure. IIpunoxenwue:

pPE3OME, TPHU PEKOMECHAATCIIbHBIX MMMCbMA U MMOATBEPKAAOIIAA JIMICH3 W

Examples of application letters

l.
John Donaldson
8 Sue Circle



Smithtown, CA 08067
909-555-5555
john.donaldson@emailexample.com
Date

George Gilhooley

XYZ Company

87 Delaware Road

Hatfield, CA 08065

Dear Mr. Gilhooley,

I am writing to apply for the programmer position advertised in the Times Union. As requested, |
am enclosing a completed job application, my certification, my resume, and three references.
The opportunity presented in this listing is very interesting, and | believe that my strong technical
experience and education will make me a very competitive candidate for this position. The key
strengths that I possess for success in this position include:

0 I have successfully designed, developed, and supported live use applications
0 | strive for continued excellence
0 | provide exceptional contributions to customer service for all customers

With a BS degree in Computer Programming, | have a full understanding of the full lifecycle of a
software development project. |1 also have experience in learning and excelling at new
technologies as needed.

Please see my resume for additional information on my experience.

I can be reached anytime via email at john.donaldson@emailexample.com or my cell phone,
909-555-5555.

Thank you for your time and consideration. | look forward to speaking with you about this
employment opportunity.

Sincerely,
Signature (for hard copy letter)
John Donaldson

I1. Sample Job Application Letter
November 30, 2010

Mr. Eduardo Ang

Gateway Mall

HRD Manager

E. Rodriguez, Cubao, Quezon City

Sir,
GREETINGS!

May | have the honor to apply as a sales clerk in your prestigious company as commensurate to my
qualification?

I am Janilo B. Sarmiento, single, 18 years of age, in excellent health and a resident of La Paz,
Carmen, Bohol. | am a freshmen college student taking up Bachelor of Elementary Education at
Bohol Island State University-Bilar. | can assure that | am diligent and flexible person and desirous
to work in every endeavor. | can guarantee that | would be an asset to your firm if given the
opportunity.



Attached herewith is my curriculum vitae that outline my qualifications for further evaluation.
Hope this application values your interest. I would be gladly accepting the offered challenge with
proper care.
With much gratitude, | wish to convey my heartfelt thanks for the attention you may give this
application.

I would be willing to be interviewed at your convenience and you can reach me through this
mobile number 09484197787.

Very Respectfully Yours,

JANILO B. SARMIENTO

MeToanyeckue peKOMeH/IAIHH 10 NePEBOAY TEKCTOB
[Tpu nepeBo/ie TEKCTOB MOMHUTE O CIICAYIOIIEM:

1.

2.

3.

TekcT, npegHa3HAUYEHHBIM 18 NEepeBoja, HEOOXOAMMO paccMaTpUBaThb Kak €IUHOE
CMBICJIOBOE IIEJI0E.

Hauunars nepeBoj Hago ¢ Ha3BaHUS TekcTa. OJHAKO, €CIU MEPEBOJ 3arjlaBUs BbI3bIBACT
3aTPyIHEHHs, €r0 MO>KHO OCYIIECTBUTH I1OCIIE IIEPEBO/Ia BCErO TEKCTA.

[Tpexxne ueM nepeBOAUTh TEKCT, BHUMATEJIbHO MPOUTUTE €r0, CTapasiCh MOHATH €ro ooiiee
coJepKaHue U HarpaplieHHOCTb. OOpalaiiTe BHUMaHUE Ha WHTEpPHALIMOHAJBbHBIE CIIOBA,
peauu, AaThl U T.J.

[TpounTaiiTe Bech TEKCT, NMPHUCTyNAWTE K MEPEBOAY OTAEIbHBIX MNpenaoxeHuid. IloHATH
IPEJJI0KEHNE — 3HAUUT BBISICHUTH HE TOJIBKO 3HAUEHUE Ka)KJOTO CJIOBAa, HO U YCTAaHOBUTH, B
KaKOMW CBSI3M HaXOJATCS IPYT € ApYyroM cioBa. He cienyer BBIMKMCHIBATh C10BA Cpa3y U3 BCETO
TEKCTa, TaK KaK OJHO U TO K€ CJIOBO YacTO MMEET HECKOJIbKO 3Hau€HUM, KOTOphIE HE
MOAXOJAT IJIsl JAHHOTO TEKCTA.

. HepBOHa‘{aﬂBHBIfI NEPEBOa MOKET OBITh JOCJIOBHBIM, O6J'IGF‘-I&IOHII/IM ITOHUMaHHUE€ OCHOBHOTI'O

CMBICTIa TEKCTa. 3aTeM ClieyeT MPHUCTYNUTh K €ro CTHWIMCTUYECKOW, JUTepaTypHOU
00paboTke, JIsi 4Yero HaJA0 NOAOWpaTh CJIOBAa M CJIOBOCOYETaHUs, Hanboiee YEeTKO
NepearolIie CMBICH TepeBOIUMOro TekcTa. l[lepeBon HOMKEeH OBITH TOYHBIM, a HeE
6yKBaJ'II>HI)IM, JOCJIIOBHBIM. TounocTh nepeBojia — 9TO KpaTKOCTb, BbIPASUTCIILHOCTD,
JIoTHYecKasl MOCIeA0BaTeIbHOCTh, YeTKOCTh M3JIOKEHUSI TEKCTa OPUTHHAA U COOTBETCTBUE
€ro HOpMaM pYCCKOT0 JUTEPAaTypHOrO s3bIKAa. DByKBaldbHBIA MEPEBOJ CBOAUTCA K
MEXaHMYECKOM MOJICTAHOBKE PYCCKOTO CJIOBAa BMECTO aHTIMHCKOTO 0e3 yueTa ero CBS3U B
MNpEaAIOXKCHUHN, YTO 0OBIYHO IMPUBOJAUT K 6GCCMBICJ'II/IH€ N UCKAXKCHUIO CMbICJIa ITIEPEBOAUMOTO
TeKcTa.

IIpu nepeBoe AOMyCKaeTCs:

d) W3MEHEHHE MOPSIKA CIIOB B MPEIOKCHHH

b) mepenoc oTaeBEHOrO CITOBA M3 OJHOTO MPEIOKEHUS B IPYTOE,

C) oOBbeauHEHHE ABYX WM 00Jiee MPETIOKEHHN B OTHO MM HA000POT

d) moGaBieHHe OTCYTCTBYIONIMX B TEKCTE CJIOB, HO TPEOYEMBIX MO CMBICIY CIIOB H,
Ha000POT, OMYIICHUE OT/ACIBHBIX CJIOB OPUTHHAILHOTO TEKCTa Ha PYCCKOM SI3bIKE,

€) 3aMeHa OJHOW YaCTH pevH APYroi

I[Ipu epeBoie MOIB3YHTECH CIOBAPEM.
YroOsl paboTa co coBapeM He OTHHUMaja MHOTO BPEMEHH, CIIeyeT:

v XOpOILIO 3HaTh an(aBUT , TaK KaK CJIOBA PACIIOJIOKEHBI B ali()aBUTHOM MOPSAKE HE
TOJIBKO TIO TEPBOM OyKBE, HO U 10 BCEM MOCIIEAYIOINM;



v MOMHHTD, YTO CJIOBA JIaHbI B UX UCXOAHOHN (hopme, T.€. rIaroyibl — B UHOUHUTHUBE,
CYIIIECTBUTENIbHbIE — B OOIIEM Majexe, CIMHCTBEHHOM YHCIe, MpUiIaraTelibHOe — B
MOJIOKUTEIBHON cTerneHu. [locne kaxxaoro ciioBa B ClIOBape UCHOIB3YETCSl COKpaIllEHUE,
0003HavaroIIee MPUHAJIEKHOCTh CJI0BA K ONPEICIIEHHON YacTH Peyn.

adjective a. npusiaraTeabHoe
adverb adv. Hapeuue

conjunction Cj. COI03

noun n CYIIECTBUTEIBLHOE
numeral num YHCIUTEIHHOE

plural pl MHOKECTBEHHOE YHCIIO
preposition prep PEIOT

pronoun pron MECTOMMEHHE

verb v TJIaroJ1

Caenyer noMHUTH!!!

Henb3st 310ymorpebiste ON-line mepeBogYMKaMM, a €Ciid MCIOJb3yeTe HMX, TO HE00Xoauma
Cephe3Hasl peJlakTypa nepeBeieHHoro Tekcral!!

Tak, nanpumep, GoogleTranslate (http://translate.google.com/) — 310 crcTeMa CTaTUCTHYECKOTO
MAIMHHOTO MEPEBO/a, YTO O3HavaeT, yto GT-crucreMa He aHAIM3MPYET CHMHTAKCHC TEKCTa Ha
OCHOBE KaKHMX-TO CTPYKTYpHBIX mpaBwi. OHa BblgaeT Haubojee BEPOATHBIM IEPEBOJ
IPEIOKEHHUS MJIH CJI0BA, OCHOBAHHBIN HAa CTATUCTHKE HAKOIUIEHHBIX YEJIOBEUCCKHUX IEPEBOJIOB.
B ocHOBe aHaimu3a MpH 3TOM YacTo JICKAT KOPOTKUE HEMOYKH BCETO M3 HECKOJIBKHX CJIOB. DTO
O3HAYaeT, YTO KOTJAa CHCTEME HE XBaTaeT JaHHbBIX JJIS KOMILIEKCHOTO CTaTHCTHYECKOTO aHaJIn3a,
WIIH, KOT/JIa B sI3bIKaX OPMIMHAJA U MEPEBOJIA CYIIECTBEHHO PA3jInYaeTcs MOpsaoK ciioB, To GT
BBIJA€T TapabapIIrHy WK IPOCTO MIEPEHOCHT B TIEPEBOJI TE CIIOBA OPUTMHAIA, ISl KOTOPBIX Y HEE
HET TepeBoIa.

MeToauyecKkne peKOMeHIAIMHU 0 HAMMCAHUIO COUYMHEeHMs (eSSay)

Tun 3apanua:
[TucrMeHHOE BBICKA3BIBAHUE C IJICMEHTAMHU PACCYKICHUS.
IIpoBepsiemble yMeHHS:
- Brickaszath cBOe MHEHHE U IPUBECTH aPTYMEHTHI, I0KA3aTeIbCTBA, IPUMEDPHI.
- Cnenatb BbIBOA. [locnmeoBaTenbHO U JTIOTHUECKH MTPABUIIBHO CTPOUTDH BHICKA3HIBAHUE.
- Mcnionb30BaTh COOTBETCTBYIOIINE CPENICTBA JIOTUUECKOMN CBSI3H.
- CTUIIMCTHYECKH MTPaBUIBHO OPOPMUTH B COOTBETCTBUU C TIOCTABICHHOMN 3aJauei.
TpeOyemblii 00bem:
200-250 crnos.
JomyctuMoe OTKIIOHEHWE OT 3amaHHoro oowvema coctaBisier 10 %. Ecnu B BBIIOJIHEHHOM
3ananuu Meree 180 cioB, To 3aaHKe IPOBEPKE HE MOMJICKUT U orleHnBaeTcs B 0 6amios. [Ipu
npeBbleHnn o0beMa Oosiee yeM Ha 10 %, T.e. ecnu B 3amanuu Oosee 275 CIIOB, MPOBEPKE
MOJJIEKUT TOJBKO Ta YacTh pabOThI, KOTOpasi COOTBETCTBYET TpedyeMoMy 00BeEMY.
ITpu sTOM:
- cokpauieHHble popmbl: can’t, didn’t, iSn’t, u .. cuUTAIOTCS KaK OJTHO CIIOBO;
- YUCIUTENbHBIC, BRIpaKEeHHBIC In(ppamu, T.e. 25, 1002 u T.1., CYUUTAIOTCS KaK OJTHO CJIOBO;
- CJIOKHBIE ClIoBa, Takue kak good-looking, well-bred, twenty-five, cuntaroTcst kak 0HO CIIOBO.
[TuceMeHHOE BBICKA3BIBAHUE C AJICMEHTAMHU PACCYKICHUS OIICHUBACTCS IO ISATH KPUTEPUSIM:
1. Copnepxanue (MakCMMalbHOE KOTHYECTBO 0amioB —4 0.).
2. OpraHm3arys TekcTa (MakCHMaIbHOE KOJTHYECTBO OayuioB — 4 0.).
3. Jlekcuka (MakcMMaabHOE KOJMYECTBO 0amioB — 4 0.).
4. T'pammarnka (MaKCUMaJIbHOE KOJUYECTBO OaioB — 4 0.).
5. Opdorpadus u nyHkryanus (MakCUManabHOE KOJIUYeCcTBO OamoB — 1 6.).


http://translate.google.com/

1. Copep:xkanne
- Berynuienue - moctanoBka npo0JeMbl.
- MHeHue aBTopa ¢ apryMeHTamu.
- Ipyrue Touku 3peHus ¢ OObSICHEHUSIMH, TIOYEMY aBTOP HE COTJIACEH.
- 3akitoueHue (BBIBO).

Beryniienne — mocranoBka mpodsaems (Introduction)

Bo Bcrymnenuu numercs To, 0 uyeM Oyner naHHoe couumHeHue. OObluHO He Oonee 5
npeuioxkeHnil. He pekoMenayercs nepenuchiBaTh MOCTAaHOBKY MPOOJIEMBI, 3asBJICHHON B TEMe.
Ee nyume nepedpasupoBaTh, HCHOIb3ys pa3jIMYHble BBOJIHBIE KOHCTPYKIMM, IOCIOBHIIBI,
aopHU3MBbl, pPUTOPHUYECKHE BOIIPOCHI.

MHeHHe aBTOpa ¢ apryMmeHTamMu / JIpyrue TOYKH 3peHHsi ¢ 00bICHEHHEM, 0YeMY aABTOP He
coraacen (Body)

B coumnenun 0Opinion He 00s3aTEIBHO HMCIOIB30BAaTh APTYMEHTHI «3a» M «IIPOTHUBY», MOXKHO
OCTaHOBHUTBHCS TOJILKO HA MOJIOKMTENBLHBIX W OTPHUIIATEIBbHBIX acrekrax npobiemsl. Ho mpu
BBIJIBUKCHUHU CBOCH TOUKH 3PEHUS MPUHSITO CPABHUBATH HEKOTOPHIE PAKyPChl JaHHOU MPOOIeMBI,
a TaKkKe HEOOXOJMMO YETKO O003HAYHMThH pasiMuHble c(hepsl BIMAHHSA JTaHHOTO BOIPOCA
(conmanibHasl, SKOHOMHUYECKAsi, MOpallbHas U T.I.). JKenareabHO apryMEeHTHpPOBATh CBOK TOUKY
3peHwsl, MOKPEIUISst IPUMEPAMU MJIH CChIIKAMH Ha 1y:KO€ MHEHHE.

3akiarouenue (BbiBoa) (Conclusion)

B nocnemsem a6same cienyeT 0OOOONIMTH BBICKA3aHHOC MHEHHE W CHEIaTh 3aKIIOUCHHE.
3aKiIroueHHe — 3TO HE CBOE€ MHEHHE, 3aK/IIOYCHHE, KaK MpaBuiio, 0000IaeT To, 4To ObLIO
HAIIMCaHO B COUYMHCHUHN U COOTHOCUTCA C BBEACHUCM.

1. Opranuszauus Tekcra
- JlJormyHOCTH
- Jlenmenue Ha ab3arpl
- Ucnonp30BaHue CpeICTB JOTUUECKON CBSI3U

JloruyHoCcTh

Tekct mpeactapisieT coO0M CBA3HOE U JIOTUUHOE 11e710e. Bee ab3aribl TekcTa B3aUMOCBSI3aHbI, €CTh
BBEJICHUE, OCHOBHOM TEKCT, 3aKJIFOUEHUE, MBICIU MPAaBUIBHO paclpeaeNieHbl, YTO MOKa3bIBaeT
MOCTYIATEeNbHBIA  XOJ[ pacCyXIeHMi. AO3ambl CTPOSTCA CIEAYIOIUM 00pa3oM: TMepBoe
MPeJIOKEHNE TOKHO BRIPAXKATh €T0 IIaBHYIO MBICIB, Iajiee CIECAYIOT IPUMEPHI, 3aKaHUNBAETCS
ab63a1; o0bsicHeHHEeM (0000IIeHHEM) OTUCHIBAEMON MPOOIEMBI MIIM TOUKU 3pEHUSI.

Jlenenue Ha ad3anbl

[Taparpads! pacpeaesnstoTcs caeIyonuM 00pa3oM:
I Introduction

Il Body

111 Conclusion

HUcnonb3oBanmne cpeacTB JOTHYeCKON CBA3M

B counHeHn# J0MKHBI HCIIOB30BATHCS BBOIHBIE CIIOBA U CIIOBa-CBsI3kH. Kaxplil ab3ary, a myyiie
KaKJI0€ TPEIIOKEHHE HY)KHO HAauYWHATh C TOIXOJAIINX BBOJHBIX CJIOB. [lompoOHBIN CrMCOK
BBOJIHBIX CJIOB U BbIpakeHU# B [Ipunoxenuu.

2. Jlekcuka
[Tpu oreHUBAaHUH JTeKCHYECKO IPAMOTHOCTH YIUTHIBAIOTCS:
- TOYHOCTH B B5160pe CJIOB U BBIpa)KeHHfI U UX COOTBCTCTBUC TCMC U CI/ITyaI_II/II/I OGIJ_ICHI/IH;



- IPaBUWJIBHOCTH JIEKCUYECKUX CIIOBOCOYETAHUM;
- TPaMOTHOCTh CJIOBOOOpPa30BaHMS;
- 3arac CJIOB M pa3HOO0pa3ue UCIOIb3yeMOil IEKCUKH (CHHOHUMBI, aHTOHUMBI, (Dpa3eoIoru3Mbl).

3. I'pammartuka
[Tpu orleHMBaHUY rPAaMMATHYeCKO# MPABUJILHOCTH PeYH yIUTHIBACTCS:
- TOYHOCTh B BRIOOPE TPAMMATHYECKON KOHCTPYKIIMH B COOTBETCTBUH C IIEIIBIO BHICKa3bIBAHUS;
- pa3HOO0pa3Ne UCIIOIB3YEMbIX TPAMMATHIYECKIX CPEJICTB;
- CJIO)KHOCTB UCTIOJIB3YEMBIX KOHCTPYKIIHIA.

4. Opdorpadusi 1 NyHKTyaI U
[Tpu olieHMBaHNY MPABUJIBLHOCTH OP(orpaduu ¥ MyHKTYAUUH YIUTHIBACTCS: COOTIOACHIE HOM
ophorpaduu MHOCTPAHHOTO SI3bIKA; MPaBUIbHOE OPOpPMIICHHE Hayaja U KOHIA MPEASIOKEHUN
(3aryiaBHas OykBa, TOYKA, BOCKJIMIIATENIbHBIA M BONPOCUTENBHBIN 3HaKkW). Bce ciioBa MOJKHBI
OBITH TPaBWJIBHO HamucaHbl. [IpaBuiia MyHKTyallMd aHTIUICKOTO SI3bIKAa MOKHO TMOBTOPUTH B
takux Temax, kak RelativeClauses, Adjectives: wordorder u T.1.

Pexomenganuu:
1. B mepBom a03ane ouyeHb BaXXHO NPABWIBHO IOCTaBUTH MpOOJIeMy,
KoTopasi OynmeT oOcyxmarbes B pabote. Henb3sl mepenuchiBaTh caMo 3ajlaHue, HY)KHO €ro
nepedpa3upoBaTh.
2. B ocHOBHOI acT HEOOXOAMMO MPUBECTH COOTBETCTBYIOIINE apPTyMEHTHI
Y J0Ka3aTelbCTBA, WJUTFOCTPUPYS UX MPUMEPAMHU.
3. B counnenun, B KOTOpoM TpeOyeTcsi BBIPa3UTh CBOIO TOYKY 3PEHUS,

a03albl MOTYT pacrojiaraTbes CIEeIyIOIMM 00pa3oM: B IEpBOM al3alle OCHOBHOM 4YacTH
CJIeIyeT BBIPA3UTh CBOIO TOUYKY 3pEHUS U OOOCHOBATh €€, MOATBEpK/as €€ MPaBUIbHOCTD
COOTBETCTBYIOIIMMH apryMEHTaMH, a BO BTOpOM ab3ale OOBACHHUTH, MOYEMY aBTOp HE
COTJIACEH C MPOTUBOIIOJIOKHON TOUKON 3pEHHUS.

4, B mocnenHeii yacTM HEOOXOAMMO clelaTh BBIBOJ, OCHOBAHHBIM Ha
MIPUBEJICHHBIX paHee apryMeHTax.
5. OueHb BaKHO NOCIIEIOBATEIBHO U3J1araTh CBOM MBICIIH, HE TIEPECKAKUBAas

C OJIHOM MBICJIM Ha JIPYTYIO U TPABHILHO HCIIOIB30BaTh COMO3bI, COFO3HBIE CJIOBA M BBOIHBIE
CITOBA JIJIS TIEpeaayr JTOTUYECKOM CBSI3U MEXIy dacTsaMu mpemiokerus (and, but, which u
Ip.), a TaKKe MeXay npeatokeHusmu u adzamamu (to beginwith, whatismore, besides,
moreover, ontheonehand, ontheother, inconclusion, tosumup u ap.).

6. B sx3amenanmonHoM 3amanuu |V 0OBIMHO TipeyraraeTcs IUiaH, CISTys
KOTOPOMY BBl MPAaBHIBHO TOCTPOUTE CBOE BBICKa3biBaHHME. Hamuimmre coit coOOCTBEHHBIN
mian!

7. [Tocne HamucaHWsl COYMHEHHS TPOBEIUTE PEAAKTUPOBAHUE, MCIOIB3YS

CIEAYIOIINNA AITOPUTM:

— s IpaBUJIBHO I/ICHOJ'II)SOBaJ'I(a) rpaMMaTH4Y€CKUEC KOHCTPYKIWH, BPEMCHA IJ1arojioB, CBA3b
MEXy MOJISKALIIM U CKa3yeMbIM HE HapyIlIeHa, MIPaBUIIbHO UCTIOIb30BAHbI IIPEIOTH U
apTHUKIIN.

— s BeIOpasi(a) BEpHYIO JIEKCUKY OHA JJ0cTaTOuHO odpunuanbHas. Opdorpadus BepHa.

— s BKJIIOYMWI(2) OCHOBHYIO HJEI0 KaXJ0oro abzala B MEpBOE NPEIIOKEHHE, U BCe
NPEUIO’KEHHUS] HIMEIOT OTHOIIICHHE K 33/IaHHON TeMe.

— s UCTOJb30Bas(a) CPeACTBA JOTUUECKON CBSA3H (CI0BA-CBA3KM) U OHU YMECTHBI.

— s ACTIOJIK30BaJI(a) TOCTATOYHOE KOJTMYECTBO MMPUMEPOB U (haKTOB.

— MOS TOYKa 3pEHHsI SICHA U OTIPE/ICIICHHA.



MeToanuyeckne yKa3aHus 10 CAMOCTOSITEJIbHOI padoTe 00y4arommxcs

CornacHo yuyeOHOMy IiaHy oObeM Bareil camocTOsATENbHOW pabOThl COCTaBIIAET HE
meree 50 %o0T o0IIero KoJM4ecTBa 4acoB, OTBEACHHOTO HAa JAWUCHUILIMHY, YTO CHOCOOCTBYET
6osee ryOOKOMY YCBOEHHUIO M3y4aeMoro Kypca, pOpMHUPOBAaHUIO HABBIKOB MCCIIEI0BATEIbCKON
paboThl U YMEHUIO IPUMEHSTh TEOPETUUECKUE 3HAHUS HA ITPAKTUKE.

Bupl camocTosTenbHON pabOTHI:

*BBIIIOJIHEHNE TEKYILUX JOMAIIHUX 33aJaHui (yIpa)XHEHUs, IOJrOTOBKA YTEHUS U aHAJINU3
COJIepKAHUS TEKCTOB JJIs JaJIbHEHIIIEro 00CYK/IeHHs Ha 3aHATHUSX U T.1.);

*TIOATOTOBKA ITPE3EHTALINI;

*paboTa ¢ TeCTaMM U BONIPOCAMH I CAMOIIPOBEPKH;

*IIOMCK U 00paboTKa MH(POPMAIIUH C UCIOIB30BAHNEM WH(POPMALMOHHO-KOMITBIOTEPHBIX
TEXHOJIOTHI;

Pesynbrarel  caMOCTOSTENIBHONM  paOOTBI  KOHTPOJIMPYIOTCS — IIpernojaBaTesieM U
YUUTBIBAIOTCS [IPU aTTECTALMHU (3aueT, 7K3aMeH). KoHTposb npoBoauTces B popMe TeCTUPOBaHMUS,
OIPOCOB, IPE3EHTALNN, IPOBEPKU MHUCbMEHHBIX PA0OT U T.1.



