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JIucr aktyanusanuu padoyeii nporpaMmbl

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM Troy Ha 3acefaHuu Kapeapsl MHOCTpaHHBIX S3BIKOB MO TEXHUYSCKUM HAIPABICHUSIM

IIporokomor 20 1. Ne

3aB. kadeapoii H.H.?epKI/IHa

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogqodpena st peanuzamnuu B 2026 - 2027
y4eOHOM rojy Ha 3acenanuu kadeapsl HMHOCTpaHHBIX S3BIKOB 110 TEXHHYECKUM HATIPABJICHUSM

[Ipotokom ot 20 r. Ne

3aB. kadeapoii H.H.@pKMHa




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
00s13aTeNIbHYIO 4aCTh y4E€OHOTO I1aHa 00pa30BaTEIbHOM POrPaMMBI.

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
po¢eCCHOHATIBHBIX AUCKYCCUSAX HAa PYCCKOM U MHOCTPAHHOM S3bIKax

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

HHUCJIC:

— KOHTaKTHas pabora — 28,1 akaj. 4acos:
— ayauTopHas — 28 akaJl. 4acos;

— paeayautopHas — 0,1 akan. 4acos;

— camocTosTenpHas padota — 43,9 akaj. 4acos;
— B (hopMe nmpakTudeckoit moaroroBku — 0 akaj. yac;

dDopMa aTrrecTaluu - 3a4cT

AynutopHas 3 =
o | KOHTaKTHas pabota E 3 ®dopma TeKyILero
=
N B aKaj. yacax o Bun KOHTPOJIS
Paznien/ Tema 3 (B axaz. yacax) == . P Kon
S 3 ©O|camMoCTOsTEeNnbHOM |  ycreBaeMOCTH U
JUCLUTUTAHBI 5 [~ . | xomeTeHIUH
O 2 £ paboThI TIPOMEKYTOYHOM
nab. | mpakr. | 3 &
Tlex. Z'g aTTecTaluyl
3aH. | 3aH. | U
1. OCHOBBI [1€JI0BOr0 OOILIEHUS
Brinonnenune
N, IIposepka
11 Peuesoit ITHKET TepeBoJia TEKCTA,
BBITTOJTHEHU ST
nenoBoro obomenus. Crum MHUCHMEHHBIX VK-4.1,
N MUCBMEHHBIX PaboT
JIeIIOBOTO 3alaHuil U 110 TeMe: YCTHBL YK-4.2,
obmenus.CocraBienne 4 59 COCTaBJICHHE Y VK-4.3,
OIIpOC B BHJE
aBToOuorpa¢uu. Busurhas MOHOJIOTHYECKUX YK-5.1,
N MOHOJIOTHYECKHX
KapToyKa. JInunas BBICKA3bIBaHUU 110 . VK-5.2
BBICKa3bIBaHUI 110
Mpe3eHTaNusl. TEeMe.
Teme
Cocrasienne
1.2 ®opmbl oOpraHuzaLUH
¥ TEMaTU4EeCKOTO
JIETIOBOM BCTPEYH: IpoBepka
cIoBapsi.
-OpraHM3alysl  BCTPEUH C| o TEMaTU4EeCKOTO
€JIOBBIMH MapTHEPAMU; Brimonnenme clIoBapsi; IpoBepKa
A PTHEPAMH, TIACEMEHHBIX P, TPOBEP
- Tesie)OHHBIE Pa3TOBOPHI; y BBITTOJTHEHHS
. 3aJaHul U1
-YCTPOWCTBO Ha pabory, MUCBMEHHBIX PaboT YK-4.1,
COCTaBJICHHE N
MOATOTOBKA JTOKYMEHTOB K 10 TeMe; YCTHBIH YK-4.2,
JTUATIOTHYECKUX U
MIPOXOXKACHHUIO 4 10 OIIpOC B BHUJIE YK-4.3,
MOHOJIOTHYECKUX
cobeceioBaHuUs . UAJIOTHYECKUX VK-5.1,
BBICKa3bIBAHUH 110 o
(3amonHeHue AHKETHI, Tene BBICKa3bIBaHUH 110 YK-5.2
pe3ome) ) TeMe.
CtpyKTypa U JesITeIbHOCTh Homcx [IpencraBnenue
PYKTYP “HPOPMALIUH T10 P
KOMITaHUH (TIPEATIPUATHS): TeMe B cooOmieHust
- BE Ue  KOMIAaHHHU Npe3eHTALnU
Ay 3JIEKTPOHHBIX (np )
OTpaciu
0a3ax JaHHBIX.
Hroro no pazaeny 8 16
2. Benenne JIEJIOBOM
KOPPECIOHCHIINH
Nzyuenue
M IIposepka
y4eOHBIX TEKCTOB
2.1 Crpykrypa W BHIBI 10 TEME BBINOTHCHHA YK-4.1,
IL.GJ'IOBOng P MUChMa BI)IHOJ'IHGH.I/IG MHCBMEHHBIX paGoT YK-4.2,
CrpykTypa " TI/IHB; 2 10 13 MMUCHbMEHHBIX 1o YK-4.3,
HOEE:H(};E OTUCTOB saaHmii teme.llpencrasnenune VK-5.1,
’ ’ ’ COO0IIEeHUS VK-5.2
IToxroroska
(pe3eHTaryn)
coo01IeHus.
Hroro no pazaeny 10 13




3. TlepeBoa, aHHOTHPOBaHHE H

pedepupoBanue TEKCTOB
npodecCHOHATEHON
HAINPaBJICHHOCTH
[IucemenHBbIN
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 14,9 TEKCTaM VK-4.3,
. MTUCEMEHHBIX
npodecCHOHATEHON npo¢ecCHOHANBH . YK-5.1,
N 3a1aHuH.

HaIPaBIEHHOCTH. ol VK-5.2

HanpaBIeHHOCTH.

PedepupoBanue

TEKCTOB TI0

CIELUAIBEHOCTH.
Hroro no pazneny 10 14,9
HWroro 3a cemectp 28 | 438 3auéT
Wroro no aucuurninze 28 439 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 1EeNbl0 (OPMHUPOBAHUS U PA3BUTHS MHOS3BIYHON KOMMYHHMKATHBHOM KOMIIETECHIIMU
00ydJaromuxcs;

— HWCHOoJib30BaHWe 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, HAlpaBJICHHBIE Ha
dbopMupoBaHue cHCTeMbl MPO(ECCHOHANBHBIX 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 3aJaHHi, pelieHne 3a7a4d B YCIOBHBIX CUTYAIIUSIX JEI0BOM U podeccruoHalbHOM
KOMMYHUKAIUH.

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:
AHTIUHACKAM SI3BIK

1. 3epkuna, H. H. English for professional purposes : npaktuxkym / H. H.



3epkuna, O. B. Kucens ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 snekTpoH. OnT. AUCK
(CD-ROM). - 3ari. c TUTYIL. 9KpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2083 (marta obpamenus: 24.07.2023).
- MakpooObeKT. - TeKcT : aneKkTpoHHbIH. - CBeaenus noctynHsl Takke Ha CD-ROM.

2. Pabuna, E. M. Occupational Safety : mpaktukym [mis By3os] / E. 1. Pabuna, T. 1O.
3anaBuHa ; Marauuroropckuili roc. texuuueckuit yH-T uMm. I'. M. Hocosa. - Maruuroropcek :
MITY wum. I 1. Hocopa, 2020. - 1 CD-ROM. - 3arn. c¢ Turyn. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2737 (mata obpamenus: 07.09.2023).
- MakpooOBeKT. - TekcT : 31eKTpoHHbIN. - CBeneHus qocTynHbl Takke Ha CD-ROM.

3. HOxakosa, FO. B. Professional English : npaktuxkym / 0. B. IOxakosa, JI. C.
[TonsikoBa ; MaruuToropckuii roc. Texuudeckuii yH-T uMm. I'. M. HocoBa. - Maruuroropck :
MITY wum. I'. U. Hocoma, 2019. - 1 CD-ROM. - 3arn. ¢ turyn »oskpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2635 (marta obpamenus: 19.10.2023).
- MakpooObeKT. - TekcT : anekTpoHHbIH. - CBeaeHus noctynusl Takke Ha CD-ROM.

Hemenxunii 1361k

1. Amnrponosa, JI. U. IlepeBoxm kak BHI NPO(EeCcCHOHATBHONH KOMMYHUKATHBHON
nesaTenbHOCTH. IIpakTukyM 1O MepeBoAy HaydyHO-TEXHHYECKHX TEKCTOB Ha AaHIVIMHCKOM,
HEMEIIKOM U (PaHILy3CKOM sI3bIKaX JJIsl CTY/ICHTOB BY30B : nipaktukyM / JI. 1. Autpomnoga, T. 1O.
3anasuna, H. B. JI€puna ; Marnutoropckuii roc. texuuueckuit yH-T um. I'. W. Hocosa. -
Marnutoropck : MI'TY um. I'. 1. Hocoga, 2019. - 1 CD-ROM. - 3arn. ¢ tutyn. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2437 (marta obpamenus: 30.05.2023).
- MakpooObexT. - TekcT : anekTpoHHbIH. - CBeaenus noctynHsl Takke Ha CD-ROM.

2. AutpomoBa, JI. W. IlpakTukym 1o Hemenkomy s3blky "WHOCTpaHHBIA S3BIK B
npodeccuonanproii gesrenpHoctn" / JI. WM. AntpomoBa, O. H. AdanaceeBa ; MITVY. -
Maruutoropek : MI'TY, 2017. - 1 snekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTyin. sKpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20353 (mata oOparmeHHs:
30.06.2023). - MakpooObekT. - TekcT : ameKTpoHHBIN. - CBeleHHs NOCTYIHBI TaKKe Ha
CD-ROM.

DpaHILy3CKUN A3BIK

1. 3anaBuna, T. HO. Le francais pour les ingénieurs. IlpakTukym 1o TepEeBOIY
npo¢eCCHOHATBLHO-OPUEHTUPOBAHHBIX TEKCTOB Ha (PPAHIy3CKOM s3bIKE JJIs CTYJICHTOB
TexHuueckux By30B : npaktukym / T. FO. 3amaBuna, H. B. dépuna, E. A. Iacanenko ;
MarnuTtoropckuii roc. rexuudeckuil yH-T uM. I'. M. HocoBa. - Marauroropck : MI'TY um. I'. K.
HocoBa, 2020. - 1 CD-ROM. - 3arn. ¢ Tturyn. o9kpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/21316 (mata oOpalieHus:
08.02.2024). - MakpooObekT. - TekcT : amekTpoHHbIA. - CBeACHUS JOCTYIHBI TaKXKe Ha
CD-ROM.

2. 3amapuna, T. FO. ®panHiy3ckuii 361k I TpodecCHOHATBHBIX Tenei. Y. 1 : yueOHoe
nocobue [ms By3oB] / T. }O. 3anaBuna ; MarHUTOrOpCcKuii roc. TeXHUUeckud yH-T um. . U.
HocoBa. - Marauroropck : MI'TY um. I'. . Hocosa, 2014. - 1 CD-ROM. - 3arn. ¢ tuty:m.
skpaHa. - URL: https://host.megaprolib.net/MP0109/Download/ToView/21318?idb=db0109
(mata oopamienus: 08.02.2024). - MakpooObeKT. - TEKCT : 3JeKTPOHHBIN. - Pexum pocTymna: s
ABTOPU30BAHHBIX MMOJIb30BaTeNeil. - CBenenus noctymnHsl Takke Ha CD-ROM.

0) lonmotHuTeIBHASI TUTEPaTypa:


https://host.megaprolib.net/MP0109/Download/MObject/2083
https://host.megaprolib.net/MP0109/Download/MObject/2737
https://host.megaprolib.net/MP0109/Download/MObject/2635
https://host.megaprolib.net/MP0109/Download/MObject/2437
https://host.megaprolib.net/MP0109/Download/MObject/20353
https://host.megaprolib.net/MP0109/Download/MObject/21316
https://host.megaprolib.net/MP0109/Download/ToView/21318?idb=db0109

AHTIIMUCKUH SI3BIK

1. T'acanenxko, E. A. Professional English in Use. Part | : yae6Hoe mocobue [mist By3oB] /
E. A. T'acanenko, H. B. [Iépuna, T. FO. 3anaBuna ; MarHuToropckuii roc. TEXHU4ECKUN YH-T UM.
I'. . Hocoga. - Marautoropck : MI'TY um. I'. U. Hocosa, 2022. - 1 CD-ROM. - 3ar:x. ¢ taty:.
skpaHa. - URL: https://host.megaprolib.net/MP0109/Download/MObject/3268 (mata
obpamienus: 27.04.2023). - MakpooObeKT. - TeKCT : 3IeKTpOHHBIN. - CBEICHHS JOCTYITHBI TAKIKE
Ha CD-ROM.

2. Kucenn, O. B. Science and Engineering as a Profession : yueObHoe nmocobue [ /151 By30B]
/ O. B. Kucens, E. A. Jlomakuna, A. B. ByroBa ; MarHUTOropckuii roc. TEXHHYECKHiA yH-T UM. I
. Hocoga. - Marautoropck : MI'TY um. I'. 1. Hocosa, 2019. - 1 CD-ROM. - 3arx. ¢ tutyn.
skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/2440 (mata
obpamenus: 13.07.2023). - MakpooObeKT. - TeKCT : 3JIeKTPOHHBIN. - CBEACHUS JOCTYITHBI TAKIKE
Ha CD-ROM.

3. Iomskosa, JI. C. JICKCUKO-TpaMMAaTHYECKHUE TPYAHOCTH TEXHUYECKOTO IMEPEeBOJA C
AHIJIMACKOTO sI3bIKa Ha PYCCKUH : ydeOHO-MeToamdeckoe nocodue / JI. C. Ilomskosa, 0. B.
FOxaxkoBa ; MI'TVY. - Maruutoropck : MI'TY, 2017. - 1 snekrposn. ont. auck (CD-ROM). - 3ari.
¢ tutyin. skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/1949  (nata
obpamienus: 06.09.2023). - MakpooObeKT. - TekcT : 351eKTpOHHbBIN. - CBEICHHS JOCTYITHBI TAKIKE
Ha CD-ROM.

Hewmerkuii si361k

1. Iyockux, A. W. 5 3nato Hemenkuii! = Ich kann Deutch! : yuednoe mocodue / A. H.
Hy6ckux, B. C. CeBacthsinoBa, C. B. Xapuronosa ; MI'TY. - Marautoropck : MI'TY, 2015. - 1
anektpon. ont. guck (CD-ROM). -  3arm. ¢ tutyn.  o9kpana. -  URL:
https://host.megaprolib.net/MP0109/Download/ToView/20507?idb=db0109 (maTta oOparieHus:
20.12.2023). - MakpooObeKT. - TeKCT : AMeKTPOHHBIN. - PexkuM 1ocTyma: Al aBTOPU30BaHHBIX
noJib3oBaresei. - CBeneHus qoctymabl Takke Ha CD-ROM.

2. lyockux, A. 1. Deutsche Grammatik ist easy (das Verb). Kursbuch : yae6roe mocobue
[nns By3oB] / A. W. JIyOckux ; MaraHuToropckuii roc. Texuuueckuii yH-T um. I'. M. Hocoga. -
Marnutoropck : MI'TY um. I'. 1. Hocoga, 2023. - 1 CD-ROM. - 3arn. ¢ tuty:n. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/ToView/21203?idb=db0109 (maTta obOparteHus:
21.12.2023). - ISBN 978-5-9967-2702-5. - MakpooObekT. - TeKkcT : 3IeKTpOHHBIH. - Pexum
JOCTYTIA: JUISI aBTOPU30BAHHBIX MOJIb30Barteneil. - CBenenus noctymasl Takke Ha CD-ROM.

OpaHIy3CKUN A3BIK

1. Ckopuk, JI. I'. I'pammaruka ¢paniysckoro si3pika. Teopus U mpakTtuka: YdeOHOe
nocobue / Cxopuk JL.I'. - Mocksa :MIIT'Y, 2014. - 240 c.: ISBN 978-5-4263-0140-5. - Tekcr :
anektponnsii. - URL: hitps://znanium.com/catalog/product/758091  (mara oOparieHus:
04.04.2024). — Pexxum gocTyma: 1o moAIIcKe.

2. XypasneBa, A. A. Professional Reading in English, French and German
yueObHO-MeTouueckoe mocoodue / A. A. XKypasnesa, T. FO. 3anasuna, JI. A. [llopoxosa ; MI'TV.
- Maruutoropck : MI'TY, 2016. - 1 snektpon. ont. auck (CD-ROM). - 3ari. ¢ TuTyI1. 5KpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20533 (mata oOpameHus:
24.07.2023). - MakpooObekT. - TekcT : amekTpoHHbIA. - CBeACHUS JOCTYIHBI TaKXKe Ha
CD-ROM.
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WHTepHeT pecypchl Ha aHTIIMICKOM, HEMEIIKOM U (DPAHILY3CKOM SI3BIKAX:

1. CioBaps 1Mo ImpakTHYECKON rpamMmarHke aHriamiickoro sseika (Usingenglish.com). —
URL: http://www.usingenglish.com/glossary.html

2. JlenoBble ¥ IMYHbIE muchMa Ha anrauickoMm s3eike. (English.ru) — URL:
http://www.english.ru/letter/letter.html

3. Unrepaktususie ynpaxuenus (Deutschlern.net). — URL: http://www.deutschlern.net/

4. CrioBapu, CipaBOYHHKH, OHJIAWH-TECThI, KHUT'H, yueOHbIe MaTepuaibl (Studygerman).
URL: http://www.studygerman.ru.

5. OO0pazoBaTenbHbII opTaI MITY (Newlms.magtu.ru). — URL:
http://newlms.magtu.ru/login/index.php
6. Caiir Bpuranckoro Cosera (Britishcounsil.org). - URL:

https://www.britishcouncil.org/

7.  Anrno-pycckuii |/ pyccko-anrnmiickuéi  cmoBapp  (Wooordhunt.ru) -
https://wooordhunt.ru/

8. Larousse.fr: encyclopédie et dictionnaires gratuits en ligne (Larousse.fr). — URL: http: //
www.larousse.fr

9. O6pasoBarenbhblii cait. Apprendre le frangais en Ligne. Cours et exercices de frangais
gratuits (Bonjourdefrance.com). — URL.: http://www.bonjourdefrance.com/

10. TlouckoBas cucrema Axamemus Google (Google Scholar). - URL:
https://scholar.google.ru/

B) MeToanyeckne yKazaHus:
[Mpunoxenne 3

r) [Iporpammuoe obecneuenue u UnTepuer-pecypceni:

IIporpammHoe o0ecneuenne

HaunmeHnoBanme .
1o Ne morosopa Cpok neiicTBUS JTULEH3UH
FAR Manager CBOOOJIHO PACHPOCTPAHSIEMOE 0eccpovHO

IpodeccuonanbHblie 6a3bl JAHHBIX 1 HH(POPMAIMOHHbIE CIPABOYHbIE CHCTEMbI
HasBanue xypca CchlnKa

ONEKTPOHHEIE pecypekl Onbmiotexn MITY wm. https://host.megaprolib.net/MP0109/Web
I".1. HocoBa

Hamumonansaas I/IH(I)OpMaL[I/IOHHO-aHaJII/ITI/IquKaH

cucreMma — Poccuiickuii  wHaexkc wayunoro|URL: https://elibrary.ru/project_risc.asp
mutuposanus (PUHIL)
ITouckoBas cucrema Axanemuss Google (Google

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

Scholar)
9 MaTepHaJIbHO-TeXHHYECKOE o0ecnevyeHne JUCIHILTHHBI (MOIYJIs1)

MaTCpI/IaJ'IBHO-TCXHI/IquKOC obecrneucHUe JUCIUIIIIMHBI BKIIFOYACT:
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Y4eOHble ayAUTOpUM [JI1 TPOBEIACHHS NPAKTUUECKUX 3aHATHUH,
TEKYIIEr0o KOHTPOJs U IPOMEXYTOUHOM aTTecTaluu
(aymuropust 512); MyabTHMEAUAHBIC CPEACTBA XpaHEHHs, IEpefayd U MPEACTaBICHUS
UH(POPMALINK; KOMILJICKC TECTOBBIX 3aJaHUM JJIsl MPOBEJACHUS MPOMEKYTOUHBIX M PYOEKHBIX

VHIUBUAYAIbHBIX KOHCYJIbTALUH,

KOHTPOJICH.

TTomemenus

JUTSL

CaMOCTOSITEIIbHOU
kommbioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M C JOCTYIIOM B 3JICKTPOHHYIO

paboThl  OOYYarOIIMXCS:

UH()OPMAIIMOHHO-00Pa30BATEIBHYIO CPEY YHUBEPCHUTETA.

Ilomenienue
obopynoBaHus: MKapbel JUIsI XpaHEHUS Y4eOHO-METOAMYECKON JTOKYMEHTalluH, Yy4eOHOTO

IJid XpaHCHHUA

U TpOoPUIAKTUYECKOTO  OOCITY)KHBaHUS

000pyIoBaHUs 1 y4eOHO-HATIISITHBIX TIOCOOUH.

ITPHJIOKEHUE 1

6 YueOHO-MeTOAMYECKOE 00ecrieyeHre CAaMOCTOATEeIbHOI padoThl 00y4aK0IHXCH

ITo

CaMOCTOATCIIbHAA pa60Ta CTYACHTOB TIpCAINojaract 4YTCHHUC,

COCTABJICHUC JICKCHYCCKOI'O CJIOBapsd, IMNOAIroTOBKAa JHAJIOITHYCCKHUX HW  MOHOJOIHYCCKHUX

JUCHUITIINHE

«MHOCTpaHHBII

S36IK B MPO(eCcCHOHATEHOU

IEpEBO/,

BLICKaSLIBaHHﬁ, BBIINNOJIHCHHUEC ITMCBMCHHBIX SaﬂaHI/Iﬁ 10 YKa3aHHbIM TCMaM.

Pasnen/ tema
JIUCIUATUINHBL

@opMa TEeKylIero KOHTPOJIs
yYCIIEBAEMOCTH U
MPOMEKYTOUHOM aTTECTALUK

[Ipumepsl 3anannii U1 TEKYILErO0 KOHTPOJISA
yCIEBAaEMOCTH U
IIPOMEKYTOUYHOM aTTECTALINH

1.0cHOBBI 1€JI0BOr0
o0IeHu.

1.1 PeuyeBoii dTHKET
JICJIOBOTO  OOIICHHS.
Crun JIEIIOBOTO
0OIICHUS.
CocraBieHue
aBTOOHOTrpaduu.
BusutHaga kaprtouka.
JInunas

IIpoBepka BBITTOJTHEHUS
NUCbMEHHBIX paboT MO TeMe;
YCTHBIM ~ ONpPOC B  BHUJE
MOHOJIOTHYECKHUX
BBICKA3bIBAaHUH 110 TEME

1 .IIpounTaiite TEKCT.

2. CocTaBbT€ CHHCOK CJIOB M BBIPAXEHUH 110
YKa3aHHOM TeME.

3. CocraBbpTe IUAIOTUYECKUE BBICKA3BIBAHUA II0
YKa3aHHOU TeMe.

4. HanuiuTe Bamly JIMYHYIO HHPOPMAIUIO B BUJIE
BU3UTHOM KapTOUYKH.

pe3eHTAlNS.
5. CocraBbTe IUIaH aBTOOMOrpaduu B BHUIE
BOIIPOCOB.
6. IlpencrasbTe CBOIO  IIEPCOHAJIBHYIO
uHpopMalMi0 B BUAE  MOHOJIOTMYECKOTO
BBICKA3bIBAaHUS

1.2. ®opwmsl |[IpoBepka  Tematmyeckoro|l.llpounTaiite u nepeBenuTe TEKCT.

OpraHu3aluu cJoBaps; poBepKa .

N 2. CocTaBbT€ CHHCOK CJIOB W BBIPAXKEHUUN MO
JIEJIOBOM BCTpEUM:  |BBIIOJIHEHHUA  IUCHbMEHHBIX .
. yKa3aHHOH TeMe.
Opranuzanus paboT 1o Teme; YCTHBIH orpoc

BCTpCHU C ACJIOBBIMU

B BUJE JTUAJIOTUYECKUX

3. CocraBpTe IUAIOTUYECKHUE BBICKA3BIBAHUA I10

IPYNIOBBIX U

IEPCOHATIBHEBIC

y4eOHOTr0

JACATCIIBHOCTH»
aHaJIn3 TCKCTa,




napTHepamu; BBICKA3bIBAHUN 1O  TeMe.|yKa3aHHOU TeMe.
TenedOHHBIC [IpencraBnenne cooOmIMEHMS
P — (UpeserTammm) 4, [IpencraBbTe CBOIO MIEPCOHATILHYIO
yCTPOHCTBO Ha I/IH(l)OpMaLII/IIf) B BHUJIC HAMMCAHHOTO PE3IOME WIIH
paBoTy, MOATOTOBKA 3aIOJTHCHHOM aHKETEHI.
JOKYMCHTOB K 5.CocTtaBbTe COOOIICHHUE MO YKAa3aHHOU TeMe.
MIPOXOXKICHUIO
COBECENOBAHH 6. IlpencraBbre coolmieHue B BHUJE
(3amonHerHUe MPE3CHTAIIHH.
AHKETHI , pe3IOMe).
Crpykrypa u
JESITeNIbHOCTD
KOMIIaHUH
(mpenmpusaTUs):
BEyIIUE KOMITAHUH
OTpacIIu.
2. Benenue nes10Boii
KOpPpeCnoHeHIIUH.
2.1. Crpykrypa u [TpoBepka BbinosHeHus |1.IIpounTaiite n npoaHanIU3UpPyNUTE TEKCT.
BU/IBI JIEJIOBOTO [TMCbMEHHBIX PadoT Mo TeMe.
macHMa, CTPYKTYDa B (rpaMmaTuyeckue KOHCTPYKIMH M KL,
TUILL JOKIAIOB, XapakTepHbIe AJIs JeI0BOM KOPPECIIOHICHIINN )
OTYETOB. 2. CocraBbT€ CHHCOK CJIOB M BBIPAXKEHHUH 110
YKa3aHHOU TeMe.
3. CocTaBbTe U HAUIIUTE JAEIOBOE MUCHMO
( pakc) mo ykazaHHOU Teme.
4.CocTaBpT€ CHOUCOK TEPMHHOB MO  TeMe
COOOIIEHUS IO CIEIIUATBHOCTH.
5. CocTaBbTe TMJIaH BAIIETO COOOIIECHUS
( mokJyaza) Mo yKa3aHHOM TeMe.
6.IlpencraBpre Balmie coOOIIEHHE MO yKa3aHHOM
TeM€ B YCTHOM WJIM MMUCbMEHHOU Gopme.( JOKIaI,
MIpe3CHTAIINS)
3. IlepeBon, |IIpoBepka BbINOJHEHU | [ TepeBo TekcTa 1o crnennanbHOCTH. CocTaBiIeHHE
AHHOTHPOBAHUWE M |[IMCHbMEHHBIX 33/1aHUH. MUCHhMEHHBIX aHHOTAIlUU TEKCTOB
pedepupoBanue po¢eCCHOHATBHON HAMpPaBIECHHOCTH.
TeKCTOB PedepupoBanue TEKCTOB MO CIIEUATHHOCTH.
npo¢eccCuoOHATBLHOM

HanmpaBJCHHOCTH




IMPUJIO)KEHHUE 2

7 OueHouYHbIe CPeCTBA JIJIsl IPOBeIeHH s IPOMEKYTOYHOM aTTeCTAlNU

a) [lnanupyemblie pe3yJbTaTbl 00yYeHHs] U OLIEHOYHbIE CPeACTBA JJs NPOBeIEHUs!

HpOMe)RyTO‘lHOﬁ aTreCranmum:

Kon
WHUKATOP
a

Nunukarop
OCTHIKEHUSI
KOMIIETEHI[HA

OneHouyHble CpeacTBa

YK-4 Cnoco0eH NpuMeHsSITh COBpeMeHHble KOMMYHMKATHBHbIE TEXHOJIOTHH, B TOM YHCJIE
HA MHOCTPAHHOM(BIX) A3bIKe(AX), AJIf aKAJAEeMUYECKOro U NpPodeccCuOHAIBLHOI0

B3aNMOJAeHCTBUSA

YK-4.1 VYcraHaBiuBaeT 1. IlpounTaiitTe W nepeBeguTe MHPOPMALMIO O [1E€JOBOM
KOHTAKTbI 1 pe4yeBOM JTHKeTe. BpInuimmMTe OCHOBHBIE TNPUHIIMIIBI
opraHusyer 3(l)q)eKTI/IBuHOI/I eJ10BOTr0 U npodeccHoOHATIBLHOI0

B3auMOJACUCTBUSA.

0OlLIIEHYE B
COOTBCTCTBIM C AHTIUACKHN S3BIK
MOTPEOHOCTAMU
COBMECTHOM One reason to learn English is so that you can meet new people
ACSITeIbHOCTH, and talk with them. If you want to meet people outside your
UCTIONB3Ys country, then it is a good idea to learn English. Today people
COBPEMCHHBIE from all over the world use English to talk with people who
KOMMYHUKaIIMoHH | don't know their language. It does not matter if you are Russian,

bI€ TEXHOJIOI'MHU

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
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.

Hemenxwmii si361k

Manche Leute glauben, dass, gutes Benehmen oder
Tischmanieren veraltet sind und ins 18. Jahrhundert gehoren. In
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Nunuxarop
IOCTHKEHUS
KOMIIETEHIINU

OueHoYHbIE CPEACTBA

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 enthilt.
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 Fithrungskréften 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
Geschéftspartnern beachten sollten.

DpaHITy3CKUHIIL 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 D’entreprise ne tient plus et una
priori négatif teinte désormais le monde des grandes
entreprises, elles sont considérées comme étant moralement
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, I’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 rigoureuse. S’engager dans une démarche
¢thique 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
étre : pourquoi est-ce que je pense cela ? et, qu’est-ce qui me
fait dire que cela est « bien » ?

2. CocTaBbTe IMAJIOTH 110 00pa3iy.

AHTIIMACKUA A3BIK




Kon
WHUKATOP
a

Nunuxarop
IOCTHKEHUS
KOMIIETEHIINU

OueHoYHbIE CPEACTBA

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.

Hewmerkuii 1361k

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

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

- Aber wir bieten Sie, die Lieferzeit zu verlangern. Wir
mochten nicht unsere Zusammenarbeit aufthoren.

- 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 néchsten Jahr einen neuen
geschlossen wird.

- Oh, wie schade! Danke fiir die Information.
DpaHIy3CKUNLL A3bIK

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




Kon Nunuxarop
WHIUKATOD JOCTHKCHUSA OueHoYHbIE CPEACTBA
a KOMIICTCHIIU

- : Oui... Je suis trés ennuy¢ 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.

- 2 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.

- : C'est 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.

- . 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, j'attends votre appel. Merci beaucoup.
Au revoir, mademoiselle.

YK-4.2 Cocrasiser
JIeTIOBYIO 1. CocTaBbTe pe3ioMe o oopasiry.
JOKYMEHTALNIO, AHTIIMACKUA S3BIK.
co3aeT O6paserr 11e71eBOTO pe3toMe
pas3IUHBIE Ward Gantney
aKaleMIIECKUE 250 Fort Salonga Road
WU Northport, New York 11678
npodeccuonansus | (516) 725-5237
e TeKCTHI Ha Job target: Management position in materials Science.
PYCCKOM U Capabllltles
MHOCTPaHHOM -Write, edit and approve professional reports.
SI3BIKAX -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.
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-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:

Hofstra University 1984 Business Administration
Long Island Univ. 1981 M.A. Chemistry
1979 B.A. Microbiology

Hemeukuii A3bIK.
Erginzen Sie das Lebenslauf.

Name (1)...

Adresse Max-Richter-Strasse 95

8770 Potsdam

Telefonnummer 0117 945649

Mobile0779 92381882

Email (2) ...

Nationalitdit Deutsche

3) 11 March 1979

Berufsausbildung

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

Profil Verhandlungen fithren, Vertridge abschlieBen, Kaufkraft
analysieren

Interesse Tennis, Fotografie, Reise.

Schreiben Sie Ihren eigenen Lebenslauf.
DpaHIy3CKUM SA3bIK.

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
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FORMATION
BTS de secrétariat trilingue (anglais-allemand).
Baccalauréat sériec 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
clientele. 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 systemes informatiques et de la
programmation. Maitrise des traitements de textes Word et
Ami Pro. Monitrice a I'école de ski de Superbesse.

2. Hanumure JejioBoe MMCHMO, HCIOJb3Ys o0pa3el.

AHTIIMICKUA SI3BIK.

IIpumep xes10BOro nucbMa
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, I 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.

| 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.
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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
accommaodates 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
02.04.2018 Nachricht 8243
vom
04.04.2018
Riickfrage

Sehr geehrte Damen und Herren,

bezugnehmend auf Thre Bestellung iiber eine Kiihlanlage
miissen wir Ihnen 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
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@paHIy3CKUM SA3bIK.

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

Objet: de secrétaire

trilingue.

candidature a [’emploi
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 1’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
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

YK-4.3

[IpencraBnser
pe3yabTATHI
HCCIIEI0BATENBCKO
U ¥ IPOEKTHOU
NesITeIbHOCTH Ha
Pa3IUYHbBIX
MyOIMYHBIX
MEpPOTIPUSTHSIX,
Y4acTBYET B
aKaJIEeMUYECKUX U
npodeccroHaIbHbI
X JTUCKYCCHSIX Ha

1. BI)I[[eJII/ITe OCHOBHBIC U/IEM TEKCTA M COCTABLTE K HEMY
AHHOTAIlUI0.

AHTTUUCKUH A3BIK.

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
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PYCCKOM U sales of different Virgin holding companies exceeded $ 18 bn.
WHOCTPaHHOM Motorola maintains sales, services and manufacturing facilities
SI3BIKAX 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
Prozent. Zum Essen wiinscht man ,,Guten Appetit!*. Ein
bisschen schwieriger wird es bei den Gesprachsthemen. Meiden
sollten Sie Themen wie Politik, Religion, Krankheiten, die
Konkurrenz oder private Probleme. Gute Gespriachsthemen
sind Hobbys, Sport, das Wetter, der letzte Urlaub, Reisen und
andere Liander und das Geschift selbst.

DpaHIy3CKUN 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
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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 dun
certain point, un nouvel accroissement de la production exige
un appareil de direction et de controle trop important par
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 CniocodeH aHaJIM3UPOBATH M YYUTHIBATH Pa3Ho0o0pa3ue KyJIbTYpP B mpolecce
MEKKYJIbTYPHOTO B3aUMOIeCTBUS

VYK-5.1

Opuentupyercs B
MEKKYJIBTYPHBIX
KOMMYHUKALHIX
Ha OCHOBE aHa/Iu3a
CMBICIIOBBIX CBS3EH
COBPEMEHHOM
MOJUKYJIBTYPHI U
MOJIUSA3BIUMS

1. IIpounTaiiTe NpeJIOKEHHBIN TEKCT U MOATOTOBbTE €ro
nepesoj (co c10Bapém).

AHTIIMACKUA SI3BIK.

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.
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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.

Hewmenknii a35IK.
Piinktlichkeit

»Punktlichkeit 1st die Hoflichkeit der Konige.” Wer sich bei
einem Kundenbesuch verspétet, muss den Kunden noch vor
dem vereinbarten Zeitpunkt informieren. Verspitungen sollten
aber die absolute Ausnahme sein.

BegriiBung und Vorstellung

Das Griilen spielt in Deutschland eine sehr wichtige Rolle.
Wenn jemand nicht, griilt, gerdt er schnell in den Verdacht,
unhoflich zu sein. Fiir den miindlichen Grul3 gilt: Wer zuerst
sieht, griilt zuerst. Bei der BegriiBung mit Handschlag gibt der
Gastgeber dem Gast, die dltere Person dem jiingeren die Hand.
Wenn man gerade sitzt, muss man zur BegriiBung aufstehen.
Vor allem in Landern, in denen man Korper- kontakt meidet,
empfindet man die deutsche Sitte des Héndeschiittelns oft als
unangenehm.

OpaHIy3CKHN A3BIK.

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 I’idée d’un bien ou
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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 matiére 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 plutot 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.

VK-5.2 Biageer
HABBIKAMHU 1. IToaroroBbTe MPE3EHTANMIO 10 OAHOM M3 YKA3AHHBIX

TOJIEPAHTHOI'O rem:

MOBEJICHUS TIPU
A p 1. IIpe3enTarust AMYHOTO MOPTQPOINO MArUCTPAHTA TIO

HaNpaBJICHUIO OJrOTOBKH.
PO(ECCUOHAIBHBI | 2, Te3UCH! BHICTYIUICHHS MATMCTPAHTA 110 HANPABJICHHUIO
X 3a71a4 MOJIOTOBKM HA HAYYHO-IIPAKTUYECKON KOH(epeHuu.

BBIITOJIHCHUHN

MMPUJIOKEHUE 3

8 Meroanyeckue yKa3aHus 110 OPraHU3aLUH AyIUTOPHON H BHEAYIMTOPHOI padoThI 10
AUCUMILINHE:

Pabora Han 10KJIaA0M / BBICTYIICHHEM

JoxkJ1aa, coriiacHO TOJIKOBOMY clioBapio pycckoro si3bika J[.H. YirakoBa: cooOrieHue mno
3a/IaHHOU TEME, C 1IeJIbI0 BHECTH 3HAHUS U3 JIONOJHUTEIBHON JTUTEPATYPhl, CHCTEMAaTU3UPOBAThH
MaTepwi, MPOWLIIOCTPUPOBATh NMPUMEPAMH, PAa3BUBATh HABBIKM CAMOCTOSTEIHHON pabOTHI C
HAay4YHOM JIUTEpaTypoi, MO3HABaTEIbHBIM HMHTEpEC K HAydyHOMY IMO3HaHUIO. Tema nokiana
JIOJDKHA OBITH COTJIaCOBaHHA C MPEMOJaBaTelieM W COOTBETCTBOBATH TEME YYEOHOTO 3aHSATHSL.
Marepuansl npu €ro MOJATOTOBKE, JOKHBI COOTBETCTBOBATH HAYyYHO-METOJIUYECKUM
TpeOOBaHUSIM By3a W OBITh YKa3aHbl B JoKiane. HeoOxomawmmo coOromaTh perjiaMeHT,
OTOBOPEHHBIN TIPH TMOJYYCHUU 3adaHusl. VIUTFOCTpanuu NOJDKHBI OBITH JOCTATOYHBIMU, HO HE
ype3MepHbIMH. PaboTa cTyneHTa Haj JOKJIAJIOM-TIPE3CHTAIMEH BKIIIOYA€T OTPAOOTKY YMEHHSI
CaMOCTOSITENIbHO 0000IIaTh MaTepuall U JelaTh BBIBOABI B 3aKIIOUYEHUH, YMEHUS
OPUEHTHPOBATbCSI B Marepuaje M OTBEYAaTh HAa JOMOJHUTEIHHBIE BOMPOCHI CIyIIATENICH,
0TpabOTKY HABBIKOB OpPAaTOPCTBA, YMEHHS MPOBOAUTH AUCTYT. JIOKIaIYMKK TOJKHBI 3HATH U
YMETh: COOO0INaTh HOBYIO HWH(OpPMAIMIO; HCIOJIB30BaTh TEXHUYECKHE CPENICTBA; XOPOIIO
OpPUEHTUPOBATHCS B TEME BCETO CEMUHAPCKOTO 3aHATHUS; JUCKYTUPOBATh M OBICTPO OTBEYATHh HA
3aJIaHHBIE BOMIPOCHI; YETKO BBIMOJIHATH YCTAHOBJICHHBIN periameHT (He Oosee 10 MUHYT); UMETh
MPEACTABICHUE O KOMITIO3UIIMOHHOU CTPYKTYpE JA0KJIaa U Ap.

Crpykrypa BbIcTyIIeHHsl. Berymienue momoraer o0ecneunTh YCneX BBICTYIUICHUS 110
mo0ol Tematuke. BeTyruieHHe JOKHO coAepKaTh: Ha3BaHHE, COOOINEHHWE OCHOBHOW WJICH,




COBPEMCHHYIO OIICHKY TIpEIMEeTa W3JIOKECHHS, KPaTKOe IMEPEeYHCICHHE pPacCMaTPUBACMBIX
BOIIPOCOB, KMBYKO HHTCPCCHYIO (I)OpMy H3JIOKCHUA, aKIICHTUPOBAHUC BHHMAHHUA Ha BAaXXHBIX
MOMEHTaX, OPUTHHAJIBHOCTh Monxoaa. OCHOBHAs 4acTh, B KOTOPOW BBICTYMAIOUINHA JODKEH
rJIyOOKO PAacKpBITh CYTh 3aTPOHYTOW TEMbI, OOBIYHO CTPOUTCS IO MPUHIMITY OTuYéTa. 3ajmada
OCHOBHOM YacTH — TMPEJACTaBUTh JOCTATOYHO JAHHBIX JUIS TOTO, YTOOBI CIIyIIATENN
3aMHTEPECOBATIUCh TEMOW W 3aXOTENU O3HAKOMHTHCS ¢ Marepuanamu. [lpm 3ToMm Joruueckas
CTPYKTYpa TEOpPETHYECKOro OJoOKa He JOJDKHBI J1aBaThCsl 0€3 HArJBSIIHBIX — ITOCOOHIA,
ayJMOBU3YAIIbHBIX U BHU3YallbHBIX MaTepUaioB. 3aKIIOUEHHUE - SICHOE, YE€TKoe 00O0OIIeHHEe U
KpaTKKe BBIBOJIbI, KOTOPBIX BCET/IA JKIYT CIYIIATEIIH.

PaGora Haa npoekTom

IIpoekT - camocTosATenbHas paboTa CTY/ACHTA, HAIIPABICHHAS HA PEUICHHE KOHKPETHOU
po0JieMbl, Ha JOCTH)KEHHE ONTHUMAJIbHBIM CIOCOOOM 3apaHee 3alUIaHMPOBAHHOTO Pe3yibTara.
[TpoekT Mmo3BOJUT BaM MAaKCHUMAaJbHO DPACKPBITH CBOM TBOpUeCKUI NoTeHuuan. OH MO3BOJIUT
Ka)KIOMY MPOSIBUTH ce0s1, MOMPOOOBATh CBOU CUJIbI, IPUIIOKUTH CBOH 3HAHMSI, IPUHECTH IOJIB3Y,
[0Ka3aTh MyOJIMYHO JOCTUTHYTBIH pe3yjibTaT. JTO NEATEIbHOCTb, HAIIPABJIECHHAS HAa pELICHUE
MHTEPECHOM pOoOIJIeMbl, OCHOBHAS 11€TTb POEKTHOM JIEATEIHHOCTH CTYIEHTOB - CAMOCTOSATEIHHOE
npruoOpeTeHne 3HaHUI B MPOLIECCEe PEUICHMs MPAKTHYECKUX 3a7ad Wik mpobiem, Tpedyroee
UHTETpallMi 3HAaHUW W3 Pa3IUYHBIX MpeaMeTHeIx oobnacteil. 'Tlpupoma Tak 000 Bcem
1103a00TUIIACh, YTO TIOBCIOAY Thl HAXOAMILb, yeMy yuuThcs' Jleonapno na Bunuu. TIpoekr - 3To
msth 'I1': 1. nmpobnema, 2. mpoekTupoBanue (IUIaHUPOBaHKE), 3. MOUCK UH(OpMaLUU, 4. TPOAYKT
(cozmaHue MPOEKTHOIO MPOAYKTA), 5. Mpe3eHTalusl IPOEKTHOr0 NPOoAYKTa. MOKHO BBIJCINUTD U
mrecroe 'I1' mpoekra - 310 ero noprdonuo (mamnka JOKYMEHTOB), B KOTOPOM COOpaHbI Bce pabouune
MaTepuaibl, B TOM YHUCJI€ YEPHOBUKH, THEBHBIC IIJIaHbI, OTYETHI U JIp. OCOOEHHOCTH MPOEKTA:

1) mpex e Bcero 3To HaJIM4ue IpoOJIeMbl, KOTOPYIO MPEACTOUT PEUINTh B X0J1¢ pabOThI
HaJ IPOEKTOM;

2) MpoeKT 0053aTeNBbHO JOJKEH MUMETh SICHYIO, PEalbHO JOCTIKUMYIO Iienb. B camom
o01IeM CMBICIIE LIETbI0 IPOEKTa BCEra SBJISAETCS PELICHUE NCXOJHOW MPOOIEMBl, HO B KaXI0M
KOHKPETHOM CIIy4yae 3TO pelIeHne UMeeT COOCTBEHHOE, HEITOBTOPUMOE BOILIOLICHHUE.

3) pe3yapTaTOM MPOEKTa SBJSAETCS MPOEKTHBIN MPOIYKT, KOTOPHIN CO3/1aéTCsl aBTOPOM B
X0/Ie €ro paboThl M TaKXKe CTAHOBUTCS CPEJICTBOM pPELICHUs MPOOIEMbI TPOEKTa.

BrINoJHSN TPOEKT B CIEYIOMIEM MOPSIIKE:

1. BeiGepu ¢ moMomibio pouTesel u npenoaaBarens Temy.

2. BeiiBuHU TUNOTE3Y.

3. ITonGepu nndopMauio (KHUTH, KYpHaJIbl, KOMIBIOTEPHBIE TPOrPaMMBI, TeJleNepe1aun
U T.J.).

4. Tlnanupyih Becb 00beM pabOTBhl W OpraHM3alMI0 €€ BBIOJHEHUS C IOMOIIbIO
npernoaaBaress.

5. BBINOJIHU TEOPETUUECKYIO U TPAKTUYECKYIO YACTH MPOEKTA.

6. BHecu KOppeKTUBBI B TEOPETUYECKYIO YaCTh IO PE3yJIbTaTaM BBIOJIHEHUS U3/1ETHS.

7. Hanewarait rpapuyeckyro 4acTh MPOEKTa.

8. IloAroTOBBCS K 3aIIUTE W OIEHKE KadyecTBa TBOEW paOOThI, BBHIOMHSS JJIS 3aIUTHI
JEMOHCTPALIMOHHBIE HaIJIsIJHbIE MaTEpHaJIbl.

9. 3ammTH NpOEKT.

10. O6cyau B rpyrie cBOM MPOEKT U 3aIuTy, [IpoBeu caMoOLeHKY.

Pexomenpamniu mo pabore HaJ MPOEKTOM:

1. Ucnionb3yii B paboTe cripaBOYHYIO JTUTEPATYpPy: KaTajaoru, CIOBapH, KypHabl, KHUTH U
T.I., @ TAKXKE MaTepHaIbl

MY3€€B U BBICTABOK.

2. Crapaiics npuMeHSTh B paboTe COBPEMEHHYIO TEXHUKY: BHIEOKaMepy, KOMIIbIOTED,
BUJICO- U ayAMOMAarHUTO(QOHBI, (HOTO- U KCEPOKONUPOBAIbHbIE anmnaparsl, UHTepHeT.

3. Jlymaii o TOM, KaK TBOSI paboTa MPUTOAUTECS TeOe B OyMyIIem, cTapaics cBs3ath e€ ¢
BbIOpaHHOU TIpodeccueii.



4. YuuTheIBail TpaJAUIMKM U 00bIYaW OKPYTra M TOPOJia, B KOTOPOM ThI KUBEIIIb.

5. Bcerna momMHH 00 3KOJOTHH POAHOTO rOPOJia U CBOEM 3/10POBBE.

6. Vcronb3yit 3HaHMS 1O JHO0BIM TUCIUIUIMHAM, a TaK)Ke CBOM OBITOBOH OMBIT. [IposBiiss
TBOPUYECTBO, OCHOBBIBAICS TOJIBKO Ha HAYYHBIX 3HAHUSX.

7. He crecHsiics, 1o BceM BOIpocaM 00pamiaThesi K pyKOBOJIUTEIIO MPOEKTA.

[TamsATKa 114 3aLUTHI IPOEKTA

A) O6mmme peKoOMeHIaluH

- IIpy nOArOoTOBKE BBICTYIUIEHUS YUMTHIBAWTE MHTEPEC U MOATOTOBKY CIyLIATENIEH, UX
OCBEJOMJIEHHOCTbh O TEME BAIIErO BHICTYILJICHNUS,

- TwmwarensHo npoaymaiTe IUIaH BBICTYIUIEHHA. OHO JOJDKHO BKJIIOYAaTh BBEACHHUE,
OCHOBHYIO 4aCTh U 3aKJIIOUYEHUE.

- 3apaHee OIpEAEIUTE KIIIOUYEBBIE MOMEHTBI, Ha KOTOPBIX HAJA0 CAENaTh YIOp, HUX
MOCIIEA0BATENbHOCTh (TaKMX MOMEHTOB JOJDKHO OBITh HE MHOTO, 4YTOOBbI HE MeperpyxaTh
CIylIaTenei).

- CocraBbTe Ballle BBHICTYIUICHHE TaK, YTOOBI paccka3 3aHUMajl MO BpPEMEHHU 5-7 MHUHYT.
[TomHMTE, YTO XOPOLIO BOCHIPUHUMAETCS AMOLIMOHAIBHOE U KOPOTKOE 10 BPEMEHU H3JI0KEHUE
MaTrepuaa ¢ UCIOJIb30BAHUEM UHTEPECHBIX PUMEPOB.

- YnotpebuisiiTe TOJbKO MOHATHBIE BAM TEPMUHBI.

- Pacnimanupyiite uCnonb30BaHUE CPEJICTB HATJIAIHOCTU - OHHM JOJIKHBI COIPOBOXAATh
BBICTYIUIEHHE, NMOAYEPKUBATh KIKOYEBbIE MOMEHTHI M MIOMOYb CIyHIATENsIM MPEICTaBUTh, TO O
4€M UJET PEeUb.

- IlpoBeaure pemneTULIMIO CBOErO BBICTYIUIEHMSI M JIOBEAMTE €ro J0 HYKHOU
MIPOJIOJKUTEIIBHOCTH.

B) Pexomenaaiiu BeICTYIAIOIIEMY

- Heckonbko rIyOOKHX BIOXOB IEpe] HauaaoM BBICTYIJICHUS TOMOTYT YHSITh BOJTHEHHE.
Jymaii o Tex, KTo Te0sl CITyIIaeT, Kak eciii Obl Bce OHH OBLIM TBOMMU JIPY3bSIMHU.

- HaunuTte cBOE BBICTYIIIEHNE C IPUBETCTBUS.

- Ornacure Ha3BaHME Balllero IMpoekTa, cHOpMyIUPYHTE OCHOBHYIO HACI0 U NMPUUYHHY
BbIOOpA TEMBI.

- He 3a0piBaiiTe 00 yBa)K€HUU K CIIyILIATENSIM B TE€YEHHE CBOETO BBICTYIIEHUS (TOBOPUTE
BHSATHO).

- CrapaiiTecb YCTaHOBUTH 3pPUTENIbHBIN KOHTAaKT C ayIUTOPHEH - 3TO MOMOXKET Tebe
BbI3BaTh MX CHMIIATHIO, KpOME TOTO TIJla3a TeX, KTO TeOs CiIylIaeT, MOKaXyT, HACKOJIBKO UM
MHTEPECHO, TO YTO Thl TOBOPHILIb.

- [loGnarogapuTte cinymareneil 3a BHUMaHUE, 8 PyKOBOAUTEINS - 3a TIOMOUIb.

- B xoH11€ BeICTyIIIEHNs TeOe MOTYT 3a/1aTh BOIIpockl. OTBET HauMHai ¢ 6JaroJapHOCTH 32
Bonpoc. BocnpuHumail KakIplif BOIPOC KaK CBHUJETENBLCTBO HMHTEpeca MyOIMKH K TBOEMY
BBICTYIUIGHUIO U K TeOe nu4yHo. [loMHH: MOMOTHUTENBHBIE BOMPOCHI - ATO IIAHC emE pas
IIPOJEMOHCTPUPOBATH CBOIO IPYAUIIHIO!

Kputepun camooneHky mpoeKkToB:

. AKTyanbHOCTb BEIOPaHHOM TEMBI

. 'myOuHa pacKpbITHS TEMBI

. IIpakTryeckasi IEHHOCTb IPOEKTa,

. Kommno3unmonHasi CTpoHOCTh

. CooTBeTCTBHE IIIaHY

. O60CHOBaHHOCTH BHIBOJIOB

. IIpaBUIBHOCTD U TPAMOTHOCTH O(POPMIICHUS
. AKKypaTHOCTb M IU3aiiH 0(OpMIICHHUS

9. Conepx’aTenbHOCTb MPUIIOKEHUN

10. BeicTynienue Ha 3ammTe(yMEHHUE H3JI0KUTHh CaMO€ IIEHHOE, OTBEUaTh Ha BOIPOCHI,
3alMIIaTh CBOIO TOUKY 3PEHMS)

11. UTorosas oneHka.

0NN N kW



IMoaroroBka npe3eHTanui

IIpe3eHTanus, COrlacHO TOJIKOBOMY clloBapio pycckoro si3bika J[.H. Ymrakosa: croco6
1oJa4u UHPOPMALUHU, B KOTOPOM IIPUCYTCTBYIOT PUCYHKH, oTorpaduu, aHuManus u 3ByK. s
NOJTOTOBKH TpPE3eHTAllMi pPEKOMEHIyeTcsl ucmosib3oBath: PowerPoint, MS Word, Acrobat
Reader, LaTeX-oBckuii maker beamer. Camas mpocTas mporpamma Juist CO3aHus IPEe3eHTaIHH -
Microsoft PowerPoint. [Ijis moAroTOBKH Mpe3eHTAlMd HEO0OXOAUMO coOpaTh M 00paboTaTh
HauanbHylo MHpopMmanuto. [locnenoBaTenbHOCTh MOATOTOBKM mpeseHTauuu: 1. UYérko
chopMyIMpOBaTh 1EJIb MPE3CHTAIMH: Bbl XOTHUTE CBOIO ayAMTOPUIO MOTHBHUPOBAThH, YOEIHTbH,
3apa3uTh KAKOH-TO HMJeel MM mpocTo (opMabHO OTUMTaThCsA. 2. Onpenenuts KakoB Oyner
dopmar mpe3eHTaluu: KUBOE BBICTYIUIEHUE (TOTNA, CKOJIBKO OYAET ero MpOJOJKHTEIbHOCTD)
WIA DJEKTPOHHAs pacchbUlka (KakoB OyaeT KOHTEKCT mpe3eHtanuu). 3. OtobpaTh BCIO
COJIEPKaTENbHYIO YaCTh JIJIS IPE3EHTALIMU U BBICTPOUTH JIOTHYECKYIO LIETIOYKY IIPEICTaBIECHHUS. 4.
OnpenenuTs KIOYEBbIE MOMEHTBI B COIEPKAHUM TEKCTAa U BBLACIUTH UX. 5. OnpenenuTsb BUIbI
BU3YaTU3alUH (KapTUHKH) 7151 OTOOpaKEHUS UX Ha ClIaiiIax B COOTBETCTBHUH C JIOTMKOH, IENBIO U
cneundukoil marepuana. 6. IlomoOpare nu3ailH U ¢dopmaTupoBaTh ClHaWIbl (KOJIMYECTBO
KapTUHOK U TEKCTa, X PacIloOkKEeHHE, LIBET U pa3Mep). 7. [IpoBepuTh BU3yaabHOE BOCIIPUSATHE
npe3enTanuy. K Buiam BU3yain3anuu OTHOCSATCS WILTIOCTPALMK, 00pa3bl, IUarpaMMsl, TaOIHILIbL.
Hnnrocmpayus - NpencTaBI€HUE PEATbHO CYILECTBYIOIIETO 3pUTEIbHOrO psiaa. Obpasvl - B
OTJIIMYHUE OT WILIIOCTpaluii - Metadopa. VX Ha3HaueHue - BbI3BaTh SMOLIMIO U CO3/1aTh OTHOILIEHHE
K HEW, BO3/IeHCTBOBAaTh Ha ayAUTOpHI0. C MOMOIIBIO XOPOIIO IPOAYMAaHHbIX U MPEACTABISAEMBIX
o0pa3oB, uHGpOpMalLMsg MOXET HAJOIr0 OCTaTbcsd B NaMATU 4YelloBeKka. J{uaepamma -
BU3YalM3alUsl KOJMYECTBEHHBIX U KAUECTBEHHBIX CBsized. VX MCHoNb3yloT s yOeauTelbHON
JIEMOHCTpallMK JJAHHBIX, JUIsl MPOCTPAHCTBEHHOTO MBIIJICHUS B JIONOJHEHHE K JIOTMYECKOMY.
Tabauya - KOHKPETHBIM, HATJIAIHBIA M TOYHBIA TOKa3 JaHHbIX. E€ OCHOBHOE Ha3zHaueHUe -
CTPYKTYPHUPOBaTh HH(POPMALMIO, YTO MOPOH oOJsieryaer BOCHPUATHE JAaHHBIX ayIUTOPHEH.
[TpakTHueckue COBETHI MO IMOATOTOBKE MPE3EHTALMU I'OTOBHTE OTIEJIBHO: MEYATHBIM TEKCT +
cJaiiibl + pa3aToOYHbIN MaTepual; Claiiibl - BU3yaibHas Mojada HH(OpMaIK, KOTOpas 10JKHA
coJlep’KaTh MHHMMYM TEKCTa, MAaKCUMyM H300paK€HUM, HECYIIUX CMBICIOBYIO Harpysky,
BBITJISAETH HAJIJHO U IIPOCTO; TEKCTOBOE COAEPIKAHUE MPE3EHTALUY - YCTHAS PEYb WM YTCHHUE,
KOTOpasi JOJDKHA BKJIKOYATh apryMEHThI, (DaKkThl, JOKa3aTEJbCTBA M 3MOLMHU; PEKOMEHyeMOe
yuciao ciaigoB 17-22; obs3atenbHas HHGOpManus A8 Mpe3eHTaluu: Tema, GamMuwius u
MHUIMAJIb] BBICTYNAIOIIETO; TUIaH COOOIIEHHUS; KPAaTKHE BBIBOJbI U3 BCEr0 CKAa3aHHOIO; CIIHCOK
UCIOJIb30BaHHBIX HCTOUYHUKOB; pPa3IaTOUYHbIM MaTepua - JOHKEeH 00ecreunBarh Ty ke IITyOuHy
U OXBaT, YTO U KMBOE BBICTYIUIEHHUE: JIIOAU OOJIbIIE JOBEPSAIOT TOMY, UTO OHU MOTYT YHECTH C
coOOM, ueM HcYe3aroIuM H300paKeHUsAM, CJIOBa M clailibl 3a0bIBalOTCSA, a pa3laTOYHBIN
MaTepuai OCTaeTCs MOCTOSHHBIM OCSI3a€MbIM HAallOMMHAHMEM; pa3faTOYHbIA MaTepuall BaXHO
pa3faBaTh B KOHIIE IPE3CHTALMU; pa3JaTOYHBIA MaTepHalbl AOJDKHBI OTINYATHCS OT CIANOB,
JIOJIKHBI OBITH O0J1ee NH()OPMATUBHBIMHU.

KomnbroTepHyto Mpe3eHTanuo, ConpoBOXKIAIOIIYI0 BEICTYIJICHUE JTOKJIAIunKa, yIo0Hee
BCEro MOATrOTOBUTH B mporpamme MS Power Point. TIpe3eHTanus kak TOKYMEHT MPECTaBISET
co0oH Mmoce10BaTeIbHOCTh CMEHSIOLINX IPYT Jpyra CIaiJIoB - TO €CTh 3JIEKTPOHHBIX CTPAHUYEK,
3aHHMMAIOIMX BECh JKpaH MOHHUTOpa (0e3 MpUCYTCTBUS MaHened mporpaMmel). Yamie Bcero
JIEMOHCTpalMs Ipe3eHTallMy IpOoeLUpyeTcss Ha OONBIIOM 3KpaHe, pexe — pa3naéres
coOpaBmIMMcA Kak MevaTHbli Mmarepuan. KoiuuecTBo cnaiiioB aJeKBAaTHO COJEPKAHUIO U
IPOJOJKUTEILHOCTH BBICTYIUIEHUS (HAIIPUMED, A S-MUHYTHOTO BBICTYIUIEHUS] PEKOMEHYETCS
HCITONTh30BaTh He Oosee 10 craitios).

Ha nepBom crnaiiie 00s3aTeIbHO TMPEICTaBIsAETCS TeMa BBICTYIUICHHS U CBEICHUS 00
aBTopax. Crenyromuye ciaaiabl MOKHO MOJATOTOBHUTH, UCIIONB3Ys JIBE Pa3jMYHbIe CTPATETUU HUX
MOJATOTOBKH:

1 cTparerus: Ha ciai/ibl HAHOCUTCSI OTIOPHBIN KOHCTIEKT BBICTYIUICHHS U KIIFOUEBBIE CIIOBA
C TeM, YTOOBI MOJIb30BAaThCSI UMHU KakK IUIAHOM JJIsl BBICTYIUIEHHsS. B 3ToM ciydae k cnaiizam
MPEABSIBISIIOTCS CIEAYIOIKUE TpeOOBaHMSA: 00BEM TEKCTa Ha Cliaiijie — He OoJsblle 7 CTPOK;
MapKUPOBAHHBIA/HYMEPOBAaHHBIN CIHCOK COJIEPKHUT HE OoJiee 7 3IEMEHTOB; OTCYTCTBYIOT 3HAKU



NYHKTYalldd B KOHLIE CTPOK B MapKUPOBAHHBIX W HYMEPOBAHHBIX CIHCKaxX; 3HauuMMas
uH(OpMaLKs BBIIEISETCS C IOMOIIBIO IIBETa, Kers, 3 dexkroB annMaruu. Oco60 BHUMATEIHHO
HEO0OXOUMO MPOBEPUTH TEKCT Ha OTCYTCTBHE OMIMOOK M oredarok. OCHOBHas OIIMOKa MpU
BHIOOpE JTaHHOW CTPATETMH COCTOMT B TOM, YTO BBICTYHAIOIIME 3aMEHSIOT CBOIO peUb YTEHUEM
TEKCTa CO CJIaiJI0B.

2 crparerus: Ha ciaiael momeuiaercss (akTUYeckuid MaTepuan (Tabnuipl, rpaduky,
dororpaduu U 1p.), KOTOPHIN SIBISETCS YMECTHBIM U JOCTAaTOYHBIM CPEJICTBOM HArJISTHOCTH,
MIOMOTAET B PACKPBITUU CTEP>KHEBOW HJIEW BBICTYIUICHUS. BrIOpaHHBIE cpeacTBa BU3yaTH3aIlH
nHpopmanuu (TabiHIbl, CXeMBbI, TpadUKH U T.J.) COOTBETCTBYIOT COACP>KaHHUIO BBICTYIUICHUs. B
3TOM clly4yae K ciaijjaM MperbsIBISIOTCS CIEAYIONIHe TPeOOBaHUS: MAKCUMAaIbHOE KOJIMYECTBO
rpadgudeckoit mHGOpPMAIMK HAa OJHOM ciaige — 2 pucyHka (dororpaduu, cxembl U T.A.) C
TEKCTOBBIMH KOMMEHTapusiMu (He Ooiee 2 CTpOK K Kaxkaomy). Hambosee BaxkHast nHpopMmanus
JOJI’KHA pacrojaraTthCs B HEHTPE IKpaHa.

OcHoBHast ommOKa MpH BBIOOpPE JAaHHOW CTPAaTeTUH — «COPEBHOBAHUE» CO CBOUM
WUTIOCTPATUBHBIM MAaTEpHUAOB (AyAUTOPUH HE MPEAOCTABISIETCS JAOCTATOYHO BPEMEHU, YTOOBI
BOCIIPHHATh Marepuan Ha crnaiigax). OObruHbIi ciaiin, 06e3 3ddekToB aHMManuu JOKEH
JIEeMOHCTPUPOBAThCs Ha SKpaHe He MeHee 10 - 15 cekyHa. 3a MeHbllIee BpeMsl IPUCYTCTBYIOIINE
HE yCIIeeT OCO3HAaTh CojepkKaHue ciaiya. Eciu kakas-To KapTUHKA MOSIBUJIACh HAa 5 CEKyHI, a
MOTOM TYT K€ CMEHHJIACh IPYTOM, TO ayauTOpusi OyIeT CYUTATh, YTO AOKIAIUUK €€ MOATOHSET.
Oo6partHoro (mo3uTHBHOTO) 3(deKTa MOKHO JOCTHTHYTH, €CIU JIOKJIQJTUUK IPOJIUCTHIBACT
MHO>KECTBO CJai/I0B CO CIOKHBIMH TaOJIMIIaMU M JUarpamMMmamu, TOBOps MpH 3ToMm «BoT TyT
IPUBEAEH Pa3HOIO POJia 8CNOMO2AMeNbHbIY MAaTEPUal, HO 5 €ro X04y MPOIYCTUTb, YTOOBI HE
neperpykarhb BBICTYIICHUE MOApoOoHOCTIMUY. [IpaBaa, Takoil mpuém aenaTth B Hauaie U B KOHYe
NPE3CeHTAIMH — PUCKOBAHHO, ONTHMAJIbHBII BAPHAHT — B CEPEINHE BHICTYIUICHUSI.

Ecnu nHa cnalize npuBOAMTCS CIIOXKHAsg [auarpamma, €€ HEoOXOJuMO MpeaBapUTh
BBOJHBIMU clIOoBaMH (Hanmpumep, «Ha 3Toil amarpamme MPUBOAMTCS TO-TO M TO-TO, 3€JIEHBIM
OTMEYEHBI M0Ka3zaTesin A, CHHUM — IoKa3areiu b»), ¢ TeM, 4ToObl 1aTh BpeMs ayAUTOpUH Ha €€
paccMOTpeHHE, a TOJIBKO 3aTeéM MPHUCTyNaTth K €€ obcyxaeHuto. Kaxaplii crnaia, B cCperHeM
JIOJDKEH HaXOJIUThbcs Ha 3KkpaHe He MeHblne 40 — 60 cexyHna (6e3 yuéra BpeMEHHU Ha CIy4aiHo
BO3HUKILEE O0O0CyXaeHue). B cBs3u C O3TUM Jlydllle HACTPOUTh NPE3EHTALMI0O HE Ha
aBTOMATHUYECKUI 1OKa3, a HA CMEHY CJIaliJI0B CAMHUM JIOKJIaTUHKOM.

Oco60 TmaTenbHO HEOOXOJUMO OTHECTUCh K oghopmnenuro npezenmayuu. J|ns Bcex
CJIaliIOB Mpe3eHTAalluK MO BO3MOXXHOCTH HEOOXOAMMO HCHOJIb30BaTh OJUH U TOT K€ IAOJIOH
o opMIIeHHUS, KETJIb — JIJIs 3ar0JIOBKOB - HE MEHbIIe 24 MYHKTOB, /sl UH(QOpMaluy - He MeHee 18.
B npe3eHTanusx He NPUHATO CTABUTH EPEHOCHI B CIIOBAX.

[Tonymaiite, He oTBIIEKaiTe I BBl ciylIaTeNel CBOEH ke mpe3eHTanuei? SApkue kpacku,
CJIO)KHBIE II[BETHbIE MOCTPOCHMS, W3JIMIIHSIS AHUMALUsA, BBIIPHITUBAIOIIMN TEKCT MU
WTIOCTpAlMsl — HE caMoe JIydlliee JOIMOJIHEHNE K HaydHOMY JOKIany. Takke HexelaTebHbI
3BYKOBBIE A(PEKTHI B X0/I€ IEMOHCTpAIMK MTpe3eHTaluy. Haumydmumu siBIsiioTCs KOHTPacTHBIE
nBera poHa u Tekcra (0enbiii POH — YEPHBIN TEKCT; TEMHO-CUHUN (DOH — CBETIIO-KENTHIN TEKCT U
T. A.). Jlydiie He cMemMBaTh pa3Hble THUIBI MIPUQPTOB B OJHON Mpe3eHTanuu. Pekomenayercs He
3710yNOTPEOIATh NPONUCHBIMU OYKBaMH (OHH YUTAIOTCS XY¥Ke).

HexonTtpactHble cnaifibl OyAyT CMOTPEThCS TYCKJIBIMH M HEBBIPA3UTEIbHBIMU, 0COOEHHO
B CBETJIBIX ayAUTOpUsX. J{Jisl ydIiell OpHeHTaIlH B TIPE3SHTAINH 110 X0y BBICTYIICHHS JTyJIe
npoHyMepoBaTh ciaisl. JKenareabHo, 4TOOBI Ha ClIaiiIax OCTaBaJUCh MO, HE MeHee 1 cM ¢
KaX/I0i CTOpoHBI. BcmomorarensHas wuHOpMaIus (ympaBisSiOIIMe KHONKH) HE JOJDKHBI
npeoOiagaTh HaJ OCHOBHOW HH(opMarmei (TekcToM, WUIocTpausmMu). Vcnonb3oBath
BCTpOEHHBIE 3(Q(PEKTH aHUMAIUM MOXKHO TOJIBKO, KOorja 0e3 3Toro He oOONTHCH (Hampumep,
MOCJIeI0BATEIbHOE MOSABICHHE DJIEMEHTOB AHarpammbl). Jlis akleHTHpOBaHWS BHUMAHUS Ha
KaKOW-TO KOHKpeTHO! MHpOopMaIuu cliaiijjla MOXKHO BOCIIOIb30BaThCS JIa3€PHON YKa3KOH.

JlnarpaMMbl TOTOBSITCSI C UCIIOJIB30BAHWEM MacTepa JuarpamMm TabJIMdHOTro mpoleccopa
MS Excel. JIast BBoJa YMCIIOBBIX JaHHBIX HCIIOJIB3YETCS YHCIOBOM (opmar ¢ pasjaeiauTeseM
rpynn paspsaoB. Eciu nanHble (MOINUCH AAHHBIX) SBISIOTCS APOOHBIMH YHCIAMH, TO YHUCIIO



0TOOpa)kaeMbIX JECATUYHBIX 3HAKOB JOJKHO OBITh OJUHAKOBO JUISl BCEH TPYMIBI 3TUX JAHHBIX
(Bcero psiia nmoanuceil AaHHBIX). JlaHHbBIE M TOAMKCH HE TOJDKHBI HAKJIABIBATHCS APYT Ha Apyra U
CJINBAThCS ¢ TpaMuUeCKUMU 3IeMEHTaMU JuarpaMMbl. CTpyKTYpHbIE JUarpaMMbl FOTOBSITCSA IPU
NOMOIIM CTaHIAPTHBIX cpeacTB pucoanus nakera MS Office. Ecim npu dopmarupoBanuun
ciaiila ecTb HEOOXOJUMOCTh MPOIMOPLUHOHAIBHO YMEHBUIMTH pa3Mep AuarpaMMmbl, TO pa3mep
MIPUGPTOB PEKBUZUTOB JIOJKEH OBITh YBEJIIMYEH C TAKMM PAacu€TOM, YTOOBI peajbHOe 0TOOpakeHHE
00BEKTOB JMarpaMMbl COOTBETCTBOBAIO 3HAYEHUSM, yKa3aHHbIM B Tabiuue. B tabmunax He
JOJDKHO OBITH Ooiiee 4 cTpoK U 4 CTONOIOB — B MPOTUBHOM CiIydae JaHHbIC B Tabmuie Oyaer
IPOCTO HEBO3MOXHO YBHUJIETh. S[ueliku ¢ Ha3BaHUSAMH CTPOK U CTOJOLIOB U HauboJiee 3HauuMble
JTAaHHbIE PEKOMEH/IYETCS BBIJCIISATH [IBETOM.

Tabnuunas nHGOpMaLKs BCTaBISIETC B MaTepHalibl Kak Tabyinia TEKCTOBOTO IIpolieccopa
MS Word wnmu Tabnuunoro mpoueccopa MS Excel. Tlpu BcraBke TaOuuilel Kak 00bEKTa U
IPONOPLHMOHAIBHOM U3MEHEHUU €€ pa3Mepa peallbHbIi 0ToOpakaeMblil pa3Mep mpu@Ta 10KEH
ObITh He MeHee 18 pt. Tabmuisl 1 JuarpaMMbl pa3MenaloTcs Ha CBETIIOM Wil OestoM (oHe.

Ecnu Bel npennounTaere BOCIOIB30BaThCs IOMOIIBIO ONepaTopa (4TO TOXKE BO3MOKHO),
a He JIMCTaTh CIAWABl CAMOCTOSATENBHO, OYCHb MOJIE3HO MPEIyCMOTPETh CCHUIKH Ha CIIAHIbI B
TekcTe qoknana («Cuenyromuit cnaiin, noxanyicra...»).

[Tocne mOArOTOBKH MPE3eHTAIMH HE0OX0AMMa PENETULINS BBICTYIUICHUSI.

3aKIII0YMTENbHBIN Claii] Mpe3eHTaluy, coaep kauii TekcT «Crnacu6o 3a BHUMaHUE) UIIH
«Koneny, Bpsa I mpuemiieM sl IPE3eHTAIMH, COMPOBOXKAAIONIEH MyOINYHOE BBICTYILICHHE,
IIOCKOJIbKY 3aBEpIIeHUE 110Ka3a CIai1oB emé He sABJIsEeTCs 3aBeplIeHneM BhIcTymieHus. Kpome
TOTO, TaKue CIJAWIbl, TaK XK€ Kak U ciaia «Bompockl?», myOnHMpylOT YCTHOE COOOIEeHHE.
OnTuManbHBIM BapUaHTOM IIPEJICTABIIAETCS TIOBTOPEHHUE EPBOTO Cllaiila B KOHIIE ITPEe3eHTalIH,
MOCKOJIBKY 9TO Ja€T BO3MOXHOCTP €III€ pa3 HAIOMHUTH CIYIIATEISIM TEeMY BBICTYIUICHHS U UMS
JIOKJIaYMKa 1 JIM00 MepelTH K BOIpocaM, JIMOO 3aBEpIIUTh BBICTYIUICHUE.

Jns mokasza (ain mpe3eHTauuu HeoOXOAWMO COXpaHHTh B ¢opmare «JlemoHcTparus
PowerPointy (®aiin — Coxpanuth kak — Tun ¢aiina — Jlemonctparus PowerPoint). B atom
cllydyae TIPE3CHTAIMsi AaBTOMATHYECKH OTKPHIBACTCS B pEXHME IMOJHOIKPAHHOTO TI0Ka3a
(slideshow) u cymarenu n3zdasieHsl kKak OT Bujia pabodero okHa mporpammMsl PowerPoint, tak u
OT TIOTEPb BPEMEHU B Ha4aJie MMOKa3a Mpe3eHTaINH.

[Tocne moAroTOBKH Mpe3eHTALUH [TOJIE3HO TPOKOHTPOIUPOBATEH Ce0sl BOIPOCAMH:

1) ymamoch 5 JOCTHYh KOHEYHOM IENM Tpe3eHTaluy (YTO YAaJIOCh OIPENENUTh,
OOBSICHUTB, MPEJJIOKUTh MU MPOJIEMOHCTPUPOBATH C IOMOIIBIO HEE?);

2) K KakuM OCOOEHHOCTSIM OOBEKTa MpEe3eHTAllMU YAAJOCh NpPHUBIEYb BHHMAHHE
ayauTopuu?

3) He OTBJIEKAET JIM CO3/IaHHasl IPE3EHTALMSI OT YCTHOTO BBICTYIIJICHUS?

CocraBienue pe3romMe

Pe3tomMe wurpaer OrpoMHYI0 poJib. XOpOIIO COCTAaBICHHOE pEe3OMe IOJDKHO JaBaTh IOJTHOE
npejcTaBicHue o Baiem o0pa3oBaHUH, TPYJIOBOM OIBITE M Ka4eCTBaX, YTOOBI MOTCHIIUATbHBIN
paboromarens (employer) wmor cyaute o Bamreii kBamudukamuu. OT  9ETKOCTH H
UH(POPMATHBHOCTH PE3IOME BO MHOTOM 3aBHCAT Ballu maHChl ObITh PUHATHIM Ha pabOTy WU
yué0y. Yacro BMecTo cloBa “‘resume” (pe3roMme) HCIONB3ylOT abOpeBmarypy CV
(CurriculumVitae), 4to B mepeBo/ie C JIATBIHU O3HAYACT «XOJ1 KHU3HUY.

Pe3tome 00BIYHO COCTOUT U3 CIENYIOIUX OCHOBHBIX YacTeil:
1. JInunast unpopmanus / Personal information
HanumuTe noiaHoCThI0 CBOE UM U (paMuIIHIO, YKaXKHUTE ajpec, TeedoH (¢ KOJIOM CTpaHbl U
ropoja), MEKTPOHHYIO MOYTY.
3anomuute: B Poccun umst nuiyt B hopmate gpamunus + ums + omuecmeo (ecau umeemcs), a
B QHTJIOTOBOPSIIUX CTpaHaX — CHAvYaJla UMs, TOTOM MEPBYIO OYKBY OTYECTBA (€CITM UMEETCS) 1
bamumnuio.



2. Heas / Objective
3nech cieyeT yKa3aTh HE TOJIBKO JKEIAEMYIO JIOJKHOCTh, HO M OOBSCHUTH B OJJHOM-JIBYX
peUIOKEHUIX, ToueMy Bbl — Hanbosee moaxoasias KaHIuaaTypa.

3. Oopa3zoBanue / Education
Hanummre, kakoe (kakue) ydeOHOe 3aBejieHHME Bbl OKOHYMIIM, MPU 3TOM COKpPAIIATh €ro
Ha3BaHHUe He MPUHATO. Taike yKaxkure (pakynbTeT / UHCTUTYT, CIICIHATBHOCTh, MECALl U TOJT
OKOHYAHHMS M CPEIAHUI OayuT aTTecTaTa.

4, OmnbiTpadorsl / Work Experience uiin Employment
B »TOM myHKTE MpUHATO yKa3biBaTh HE Ooyiee TPEX mociemaHUX MecT paboTel. HasBanue
OpraHu3aly, CBOIO JOJDKHOCTD U MOJpa3zeieHue, B KOTopoM Bbl paboTtanu, HyKHO mUCaTh
MOJTHOCTHIO. Takke YKaKUTe CBOM OCHOBHBIE JIOJDKHOCTHBIE 00sI3aHHOCTH.

S. Crnennanbuble HaBbIkH / Special skills

B nanHoMm paszerne HeoOX0AUMO yKa3aTh:

v YPOBEHb KOMIIBIOTEPHON ITPaMOTHOCTH;

v 3HAaHUE NHOCTPAHHBIX SI3BIKOB M UX YPOBEHb;

v ONBIT BOMHCKOW CIYyXObl (€caM €cTb) U HMMEET JU OH OTHOLIEHHE K
npenanoiaraeMoii padore;

v HaJIMYUe BOJUTENIBCKUX IIPAB U OMBITA BOKICHUS.

6. Pexomennanun / References

Kak mpaBuno, cienyer nmperocTaBUTh MUHUMYM JIBe pekoMeHaauuu. OHU JTOJKHBI OBITH OT
Ha4yaJbHUKOB, a HE OT KoJyuier. Hy)HO yKa3aTb KOHKPETHBIX JIIOJEW, KOTOpble MOryT Bac
PEKOMEHI0BaTh, MOJHOCTHIO HAMKMCAaB MX HMMS, TOIKHOCTh, MECTO PabOThl U KOHTAaKTHYIO
MH(pOpMaIHIO.

06];)33011 COCTaBJICHUSA PE3IOME
Ha oonorcrnocmo MAPKEMUHC06020 HAYAJIbHUKA

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;


mailto:unknown@com.ru

v Copywriting advertising information;

v" Clients data base administration.
Area of work: During my work for Milling Ltd I 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.

Hanucanue conpoBoguTEeIbHOI0 NMCHMA

Bam HeoOx0aMMO HanmMcaTh MUCHMO O MIPUEME Ha pabOTy Ha aHIVIMNCKOM si3blke? Takoe mMchbMO
HA3bIBAETCSI COMPOBOAUTEIHHBIM MUCEMOM pe3tome. COmpoBOAUTEIHHOE TUCHMO U PE3IOME — ITO
T€ JIBa JIOKYMEHTa, KOTOpPbIE BbI JOJDKHBI II€peciaTh B OTIEN KaJApOB KOMIAHUH, €CIIU XOTHUTE
YCTPOUTHCS Ha paboOTy B Hee.

Pesrome — 310 Bama nenoBast Ouorpadusi, KOTOpasi OMHUCHIBAET BCE BEXH BAIIETO >KU3HEHHOTO
MyTH, KOTOPbIE TaK WJIM MHAuYe CBS3aHBI C BAIllUM JIEJIOBBIM ONBITOM: 00pa3oBaHUE, TPYJOBas
NeSITeTIbHOCTD, HABBIKH, JOCTIOKEHU... Ho 0 cocTaBieHnn 3peKTHBHOTO pe3toMe BBl y3HAIH W3
KOHTpOJbHOM Ne 1, a ceifuac — 0 cOonpoBOIUTEIHLHOM MHUCbME (TUChME O MpUeMe Ha padoTy).
ConpoBoAMTENbHOE MHUCHbMO  HA  AHMVIMHCKOM  f3BIKE  JIOJDKHO  IIPOCTUMYJIMPOBATh
MOTEHILIMAIBLHOTO paboToAaTENs IPUTTIACUTh Bac Ha coOeceIoBaHUE, HA KOTOPOM OYyJeT pemaThest
BOIIPOC O MpHeMe Bac Ha paboTy. Hajgo moMHHTE, YTO Ha XOpOIIyI0 paboTy BCET/Ia MPETCHIYET
MHOXecTBO Jojeil. WM yxe Ha srame orbopa pestome OyneT oTcessHa Oojbllas 4YacTh
npeTeHACHTOB. D(G(EKTUBHO HAMMCAHHOE COMPOBOAUTEIBHOE MHUCHMO YacTO CTaHOBUTCS
IPOIYCKOM Ha cobeceloBaHue, Ja)Ke €CiM Balle 00pa30BaHUE U OMBIT YCTYMAIOT APYTHM.
ConpoBoAMTENbHOE NMHUCHMO Ha AHIJIMICKOM S3bIKE€ JOJDKHO I10Ka3aTh Ballld JMYHOCTHbBIE
KauecTBa, KOTOpPbIE HEBO3MOXHO TIOHATH M3 PE3IOME: XapakTep, JKU3HEHHBIE IEHHOCTH,
MOTHBAIIMIO, MHOTO€ JIpyroe, Ja)k€ 'PaMOTHOCTh U BEXKJIMBOCTb. OIBITHBIA KaIpOBUK yMEET
YUTATh MEXY CTPOK COIIPOBOAUTEIBLHOIO MHCHMA.

B conpoBoauTensHOM nuchMe (MMCbME O pUeMe Ha paboTy) Ha aHTJIMICKOM SI3bIKE BbI 3asBIISIETE
cBOEMY OyayiieMy paboToaTelNto, YTO Bbl XOTEIH OBl Y HEro paboTaTh, YTO Bbl 00JIaaeTe BCEMU
HEOOXOJUMBIMU KaueCTBaMH M UYTO Bbl NPWIOKUTE MaKCUMyM YCHJIMH, YTOOBI CHAenaTh
npeziaraeMyro paboTy Ha BbIcIieM ypoBHe. Ha camom niene, 3To Baile 3asiBJI€HHE OYE€Hb BaXKHO
1uist paboTtonatens. 1 uem oHo OynieT HCKpeHHEee, YeM SMOLMOHANIbHEE, TEM OO0JIbIlIE IIAHCOB, YTO
OHO NpHBJIEYET BHUMAHUE U BaC MPUMYT Ha padoTy.

OCHOBHBIC THUIIBI COMMPOBOAUTCIILHBIX ITHCEM K PC3FOMC Ha AHTJIMHCKOM SI3BIKE

MO>KHO BBIJIEJIUTH TPH OCHOBHBIX TUIIA IIUCEM O MpHEMe Ha paboTy Ha aHTIIMICKOM SI3bIKE:

O [Tucemo-3asiBka. CoONpPOBOAUTENHHOE MHCHMO K pE3IOME BBICHUIAETCS B OTBET Ha
peKiiaMHOe OOBSIBIIEHHE O BAKAHCUU B CPEJICTBAX MacCcOBOW MH(pOpMAIIUH.

O IIncemo "mo coBetry". CoNnpoBOAMTENBHOE NMUCBMO M PE3IOME BBICBUIAKOTCS IO COBETY
JIpPYroro 4ej0BeKa, KOTOPbIN 3HAET, YTO B OPraHU3allui €CTh BAKaHCHSL.

O [Tucemo-pa3Benka. [IpeTeHieHT BbICHUIAET MUCHMO O TpHUeMe Ha paboTy U pe3loMe B
OpraHu3alyio, B KOTOPOH OH XoTen Obl paboTaTh, B HAJEXK/E, YTO TaM Hai/eTcst BakaHCHs, "Ha
yaauy".

CtpyKTypa CONpOBOAUTEIHHOTO MMChMA K PE3IOME HIIM MUChMa
0 IpreMe Ha paboTy Ha AHTJIMHCKOM



1. Bama koHTakTHas HHpOpMAaIus

0 Nwms u pammmmst

O Anpec: ropoJi, 00J1aCTh, IOYTOBBII UHJIEKC
0 Howmep tenedona

O AJpec JIeKTPOHHON NOYTHI

2. Jlata
[MTumercst B hopmare — September 15, 2012 wiu B popmare — 05 October, 2012

3. KonrakTtHas undopmarus padboroaarens (€Ciu OHA €CTh)
Wwms u pammus

Ha3Banue komnanuu

Anpec: ropoJ, mITat, MOYTOBBINA HHIEKC

4. Tema

OTOT 3JIEMEHT CTPYKTYPbI CONPOBOAUTEIBHOIO MMChMa HHOT/AA OITYCKaeTCs.

OH nojcka3bIBaeT YUTATENIO IUChbMa TO, 0 YeM OyneT uaru peub B nucbMe: RE: (BnucsiBaercs
BaKaHTHAsl JJOJDKHOCTB).

Hanpuwmep:

RE: Office Manager

WIH

RE: Administrative Assistant (#12345).

[Mugpsl B ckoOOUKax yKa3bIBalOT HAa HOMEp OOBSBICHHS O BaKaHCUU B CPEICTBAX MacCOBOM
uHpopmanuu.

5. OOparenue

Ecnu BBl 3HaeTe MM MEHEKEpa 0 HaiiMy, TO Ballle 00palieHne T0HKHO OBITh MPUMEPHO TAKUM:
"Dear Mr. Johnson,"

YOeauteck, 4TO BBl 3HAaeTe MOJ U 3BaHUE MeHemkepa (Mr. — rocnoaun, MS. — rocnoxka, Dr. —
JIOKTOp U T.A.)

Ecnu BBl He 3HaeTe MMs MEHEKepa, TO IOMYCTUMBI CIEAYIOINe 00palIeHus:

“Dear Hiring Manager,” — yBaxxaeMblii MEHEIDKEp 0 HalMYy,

“Dear Recruiting Team,” — moporasi peKpyTHHI-KOMaH/1a WK

“Dear (BcTaBisieTe UMs KOMIIaHUM) Team”, — noporas KoMaHza (Takoii-To KOMIIaHHUH).

B kpaitnem ciryuae, B KadyecTBe MPUBETCTBHS HANMIIUTE CTAHIAPTHYIO (pasy:

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

Ho, crapaiitecy uzberats 3TON (pasbl, T.K. 00€3TNYEHHOE OOpaleHHE BBI3BIBAET Yy 4YeJIOBEKa
HEraTHUBHbBIE SMOLIUU.

6. [1epBrIit ab3ar11 Baliero CONpoBOUTENLHOTO MIChMa Ha aHTTTUHCKOM

B mepBoMm a03ame cOMpOBOAUTENHHOTO THUCHhMA BBl JOJDKHBI YIIOMSHYTH JTOJDKHOCTH, Ha
KOTOPYIO BbI IPETEH]IYETE, & TAKKE COCIATHCSA HA UICTOYHUK, U3 KOTOPOTO BBl Y3HAJIM O BAKAHCHUHU.
HcrourrkomM MOKeT OBITH CPEICTBO MAacCOBOW MH(OpMaIUM, TUOO YEIOBEK, KOTOPHIH 3HAET O
BAaKaHCHUHU.

JInGo, ecnu 3TO KacaeTcs COMPOBOAUTENBHOTO MUChMAa-Pa3BEeIKH, YIIOMSIHYTh O BallleM OOJIbIIOM
JKeJlaHWH padoTaTh UMEHHO B 3ToW opraHu3anuu. CTyIeHTY, TOJBKO YTO 3aKOHYHMBIIEMY WIIH
3aKaH4YMBamoIIeMy oOydeHHe, MONYCTUMO YIOMSHYTb 00 3ToM ¢akTe B mepBoM alzare
COIIPOBOJIUTENIEHOTO MUCbMa Ha aHTJIMICKOM SI3bIKE.

[TepBbIii ab3a11 HE TOJKEH MPEBBILIATH OJHOTO-IBYX KOPOTKUX MPEJIOKECHUH.



Hwxe mpexacraBieHbl HEKOTOpBIE — paclpocTpaHeHHble (pa3sl B IepBoM  ab3are
COIIPOBOJIUTENIEHOTO TUCbMA Ha aHTJIMHCKOM SI3bIKE:

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

S numny B OTBET Ha Bally peKyiamy B ...(B ... CPEICTBE MacCOBOM HH(pOpMAIUH).

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 ...

Menst 30ByT AJIEKC U S CTYACHT MOCIEAHET0 Kypca... (... HHCTUTYTA)

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

MeHs 30ByT AJIEKC U s ULy B OTBET Ha Ballle 0ObSIBICHHUE.

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

51 ObLT OYEHBb 3aMHTEPECOBAH, KOT/Ia MPOYUTAII BAIly PEKIaMy B ...(B TAKOM-TO CPEJICTBE
MaccoBOi MHGOPMAITUH).

0 With reference to your vacancy for a ...

] B cBsi3u ¢ Bamel BakaHcHen JIA ...(... CIICIIHAIIACTA).

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

0 HO)KEU'IyﬁCT&, IMPUMHUTE OTO IMMCbMO KaK 3asBJICHUC HA 3aMCIIICHUC BaKaHTHOH JOJI’KHOCTH
... , KOTOpas ObUIa OOBSIBIICHA B ...(B ... CPEACTBE MacCOBOW MH(POPMALINH).

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

0 51 6b11 B3BONHOBAH, Korja Moii npyr, J[>xek daiibep, pacckazain MHE, YTO €CTh OTKPBITAs
BaKaHCUA JUIA ...(... CIIELUANNCTa) B Ballleld KOMIAHUU.

OoOoOooooogogod

7. Bropoii ab3a1r conmpoBOIUTEIHFHOTO TUChMa HAa aHTITUHCKOM

Onummre Ballld HABBIKK, TATTAHTHI UM JJOCTHKEHHUSI, HO HE TiepeycepAcTByiTe. Bribepute ToIbKO
JTy4IIue TPHU.

[TomuepkHUTE COOTBETCTBUE BAIIUX MPO(EeCCHOHANBHBIX HABBIKOB TPEOOBAHUSAM MpeiaraeMoin
BakaHcuu. Heo0xoqumMo 00BACHUTH MOYEMY BbI — JIYUIIUH KaHAUAAT Ha 3Ty JOJIKHOCTb.

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

SI xoren Obl JaThb BaM KpaTKI/II\/'I 0630p MOHX HABBIKOB U OIIbITA.

I am hardworking, analytical and like taking initiative.

A prI[OJ'IIO6I/IB, MHUIIMAaTUBCH U 06J1az[a}o AHAJIMTUYHBIM YMOM.

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

A CUMTaro, 4YTo MoOU Ha6op HaBBIKOB UJCAJIBHO COUCTACTCA C BalllMMU Tpe6OBaHI/I$[MI/I.

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

A AyMaro, 4TO MOsI 9DKOHOMHUYCCKAsA ACATCIbHOCTh U COHHHHBIﬁ HOCHy)KHOﬁ CIIMCOK MOT'YT
MMpEACTABIATE HHTEPEC AJIA Bac.

0 I'm confident that | am the employee you are seeking because | have all of the
qualifications outlined in your job posting. 5 yBepeH, 4To si COTpYAHUK, KOTOPOro Bel mirere,
MMOTOMY 4YTO Y MCHA Ta KBaJII/I(I)I/IKaI_II/IH, KOTOpasa O3By4YCHA B Bamem o0bsaBiIeHNN.

0 The offered post presents an unusual interest to me as it belongs to the field in which |
special ize. OTa BakaHCHUS OpeaACTaBISACT HEeOoObIYaliHBIH HHTCPCC IJIsI MCHS, TAK KaK OHa OTHOCUTCA
K 00JIaCTH, B KOTOPOH S CTICIIHATU3UPYIOCH.

OOooogoogoo

0 I have exceptional verbal and written communication skills.

] A 06.]'[3)13.}0 HUCKIIOYUTCIbHBIMA  YCTHBIMU W TMHCBMCHHBIMH KOMMYHUKATHBHBIMU
HaBbIKaMU.

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

0 S1 uMero BOIUTENbCKHE NIPAaBA U MOT'Y HEIIJIOXO BOAMTb.

0 I know that my... (such and such qualities) would allow me to make a significant

contribution to the (Company Name) team.



O S 3Ha10, YTO MOH... (TaKHUEe-TO KAa4eCTBa) IMO3BOJIAT MHE BHECTH CYIIECTBCHHBIA BKJIAJ B
KOMaHJly (TaKOi-TO KOMITaHUH) .

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

0 VYBepeH, 4To s 00Ja7a10 OTIIMYHOW KOMOHMHAIMEH... (TAKOro-TO KadyecTBa) M (TaKOTO-TO
KauecTBa).

8. 3aKIIIOYUTENBHBIN a03all COMPOBOIUTEIILHOTO MIUChMA Ha AaHTITUHCKOM SI3bIKE
YHOMSHUTE CBOE pe3loMe, JaiiTe MM TOBOJA MNpoduTaTh ero. [lompocute BbI3BaTh Bac Ha
cobeceroBaHUE.

0 Please take the time to review my resume.

0 [Toxxanyiicta, HalAUTE BpEMsI, 4TOOBI PACCMOTPETh MOE PE3IOME.

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

O 51 OBl ¢ yHOBOJILCTBHEM MMOOOMmANCs ¢ Bamu, 9T0OBI MOHATH, TJI€ MOM HABBIKH OYyIyT
HauOoJIee MOJIE3HEI JJIs1 Ballleil KOMIIaHHUH.

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

[ Kax BbI MOkeTe BUJIETh U3 MOETO PE3tOMe, MOM OIBIT ¥ KBaTU(UKAIUS COOTBETCTBYIOT
Tpe6OBaHI/I}IM 3TOM BaKaHCHH.

0 The attached resume details my extensive experience and training.

0 B InpujaaracMom pe3romMe HO,Z[p06HOCTI/I MOCTO 06I_HI/IpHOFO OonbITa U MOATrOTOBKH.

0 At a personal meeting | would like to discuss with you how | will contribute to the
continued growth of your company.

O [lpu nuuHOW BeTpede st XoTed Obl OOCYAWTH C BaMH, Kak s MOTY CIIOCOOCTBOBATH
JanpHenemMy pocry Baiel komnaHuu.

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

O Ecnu motpebyeTcs, s MOTY Mpe0CTaBUTh PEKOMEHIAIUH U3 ...(... OPTAaHHU3AIIH ).

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

U Ecin BBl cornacHel, 4YTO MOS KBadu(UKalMsg BIIOJIHE COOTBETCTBYIOT Bammm

TpeOoBaHUAM, NMOXKaTyiicTa, mo3BoHUTE MHE 10 Teaedony (111) 111-1111, yTo6B! AOrOBOPUTHCS
00 MHTEPBBIO.

9. briaromapHocTh
[Tocne 3akmounTeNbHOTO ab3ala modJarogapuTe MeHeIKepa Mo HalMYy:

Thank you for your attention.

Cnacnu0o3aBHIMaHUE.

Thank you for your time.

Cnacu6o3aBamieBpemsi.

I would be very grateful if you would consider my application

51 6b11 OB1 OUeHb OarogapeH, eciau Bel paccMOTpuTe MO€ 3asiBIICHHE.
Thank you for your help.

Cnacu6o3aBanrynomonis.

Thank you for your early attention to this request.

3apanee Giarogapro 3a OBICTPBIN OTBET Ha MO0 MPOCHOY.

Thank you for your time, and | look forward to speaking with you.
Crnacu60 3a moTpayeHHOE BpeMs, U 51 C HETEPIIEHUEM XKy pa3roBopa ¢ Bamu.

OOoooooooooogd

10. 3axmrounTenpHas BexiuBas ppasa
[Tocne 3T0i Ppa3sl CTAaBUTCS 3amsTasl.



Sincerely yours, Mckpennesar,
Yours faithfully, CyBaxenuem,
Very truly yours, Uckpennesar,
Respectfully yours, CyBakenuem,
Sincerely, C yBaxenuem,

N O B A

11. Ioanuce.
3/1ech MUIIETCS Balle UMs U (paMHUJTHSL.

[Ipumeuanue
B npumedanun 0OBIYHO BIUCHIBACTCSI CCHUIKA HA MPUIIAraeMoe K CONMPOBOAUTEILHOMY IMHCHMY
pe3toMe U/Uu peKoOMeHAaTeIbHbIe TUChMa!

0 Enclosure: Resumellpuioxeno: Pesrome
O Enc: Resumellpui: Pestome
0 Enclosures: Resume three reference letters and proof of licensure. Ilpunoxenue:

PE3OMEC, TP PCKOMCHAATCIIbHBIX ITMCbMaA U MMOATBCPKAAIOIIAA JIMIICH3 Y.

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 | 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. | 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. | 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

MeToauuyeckne peKOMeHIAINHU N0 EPEBOY TEKCTOB
IIpu nepeBojie TEKCTOB IIOMHUTE O CIIEAYIOLIEM:

1. Tekcr, mnpenHa3HaYeHHBIA M TepeBOJa, HEOOXOAMMO paccMaTpUBaTh Kak €IMHOE
CMBICIIOBOE LIENIOE.

2. Haumnatp mepeBoj Hajo ¢ Ha3BaHHs TekcTa. OJHAKO, €CclIM MEepeBOJ 3arjaBHs BHI3bIBAET
3aTPYJHEHMS], €T0 MOKHO OCYILECTBUTH IIOCIIE IIEPEBO/A BCETO TEKCTA.

3. Ilpexne ueM nepeBOJUTh TEKCT, BHUMATEIbHO MPOUYTHTE €r0, CTapasiCh MOHITH €ro oduiee
coJlepkaHue M HampasiieHHOCTb. OOpaiiaiiTe BHUMaHHE Ha HWHTEPHAIIMOHAIbHBIE CJIOBA,
peanuu, 1aThl U T.1.

4. TlpouunTaiiTe Bechb TEKCT, MPHUCTyMHalTe K MEPEBOJY OTACNIbHBIX MNpemsiokeHui. [loHATH
[IPEMJIOKEHUE — 3HAYUT BBIICHUTH HE TOJIBKO 3HAYCHHUE KAXKOT0O CJI0BA, HO U YCTAHOBUTH, B
KaKOMU CBSI3M HAXOIATCS IPYT ¢ ApYyroM cioBa. He cienyer BBIKMCHIBATh C10BA Cpa3y U3 BCETO



TEKCTa, TaK KaK OJHO M TO >K€ CJIOBO YacTO MMEET HECKOJIbKO 3HA4YeHUU, KOTOpbIe He
HOJIXOJAT AJIsl JAHHOTO TEKCTA.

5. IlepBoHayasbHbI IEPEBOI MOKET OBITH TOCIOBHBIM, 00JIETYal0IIMM TOHUMaHUE OCHOBHOTO
CMbICIIAa TEKCTa. 3aTeM CIIeAyeT HPUCTYNUTb K €ro CTHJIMCTUYECKOW, JUTepaTypHOU
o0paboTke, JUisi 4ero HaAO0 MOAOUpaTh CIIOBA W CIOBOCOYETaHHUs, HaumOoJee YEeTKO
Nepeaaone CMBICT TEPeBOAMMOro Tekcra. llepeBoa MODKEH OBITh TOYHBIM, a HE
OyKBaJIbHBIM, JIOCIOBHBIM. TOYHOCTH mEpeBOJja — 93TO KpaTKOCTb, BBIPA3UTEIBHOCTD,
JIOTHYECKasl ITOCIEA0BATEIbHOCTD, YETKOCTh U3JIOKEHUSI TEKCTa OPUTHMHANIA U COOTBETCTBUE
€ro HOpMaM pYyCCKOrOo JHUTEpaTypHOro s3blKa. bByKBalbHBIM MepeBOJl CBOJIUTCA K
MEXaHUYECKOU IMOCTAaHOBKE PYCCKOTO CJIOBA BMECTO aHTJIIMICKOrO 0e3 ydera ero CBsi3U B
MPEJI0KEHNH, YTO OOBIYHO MPUBOJUT K OECCMBICIIHIIE U UCKAKEHUIO CMBICIIA TIEPEBOAMMOIO
TEKCTa.

IIpu nepeBoe gomyckaeTcs:

a) H3MEHEHHE MOPsKA CJIOB B IPEIOKECHUH

b) mepeHoOC OTAENIBHOTO CIIOBA M3 OJHOTO MPEITIOKEHHS B APYTOE,

C) oObeaMHEHHE ABYX WK 00JIce MPEIOKEHUI B OJTHO UK HA00OPOT

d) mobaBieHue OTCYTCTBYIOIIMX B TEKCTE CJIOB, HO TpeOyeMbIX IO CMBICIY CIIOB H,
Ha000pOT, ONYIIEHNE OTACIBHBIX CIIOB OPUTHHAILHOTO TEKCTA HAa PYCCKOM SI3bIKE,

€) 3aMeHa OJHOM YaCTH PeYH APYroi

[Tpu nepeBojie MOIB3YIHTECH CIOBAPEM.
Urto0b1 paboTa co ciioBapeM HEe OTHUMaJIa MHOTO BPEMEHH, CIIETYeT:

v XOpOIIIO 3HAaTh aln(aBUT , TaK KaK CJIOBA PACIONIOKEHBI B aJI()aBUTHOM HOPSIKE HE
TOJIBKO IO NEPBOM OyKBE, HO U 1O BCEM MOCIEAYIOLINM;
v MOMHHTD, YTO CJIOBA JIaHBI B UX UCXOAHOM (opMe, T.€. T1aroisl — B UHOUHUTHUBE,

CYIIIECTBUTENIbHBIE — B OOIEM Majaeke, €IWHCTBEHHOM YHCIIe, TMpHUIarareabHOe — B
MOJIOKUTENbHOM cTeneHu. [locne kaaoro cioBa B CIIOBape UCIOJIb3YETCS COKpallleHHE,
0003Hayaro11ee NPUHAJJIEKHOCTD CI0BA K ONPEIEICHHON YacTH peyH.

adjective a. MPUJIAraTelIbHOe
adverb adv. Hapeuue

conjunction Cj. COI03

noun n CYIIECTBUTEIILHOE
numeral num YHCITUTEIHHOE

plural pl MHOYKECTBEHHOE YHCIIO
preposition prep npeor

pronoun pron MECTOUMEHHUE

verb Y TJIaroJ

Caenyer noMHUTD!!!

Henp3s 310ynotpednsate on-line mepeBogumkamu, a eciM HCHONB3YyeTe HMX, TO HEoOXoauma
cepbe3Has pellakTypa nepeBeeHHoro Texcra!!!

Tak, nanpumep, GoogleTranslate (http://translate.google.com/) — 3To cucTema cTaTHCTHYECKOTO
MAIlIMHHOTO MEePEeBOo/Ia, YTo O3HavaeT, yTo GT-cucreMa He aHATM3MPYET CHMHTAKCHC TEKCTa Ha
OCHOBE KAaKHX-TO CTPYKTYpHbIX mpaBwil. OHa BbIJaeT HauOoyiee BEPOSITHBIA IEPEBO]
NPE/ITIOKEHUS HJTH CJIOBA, OCHOBAHHBIN HA CTATUCTUKE HAKOIUICHHBIX YEIOBCUYCCKHUX TEPEBOJIOB.
B ocHOBe aHanm3a Mpu 3TOM YacTo JISKAT KOPOTKHE IENOYKH BCETO M3 HECKOJIBKUX CJIOB. DTO
03HAYaeT, YTO KOTJa CHCTEME HE XBaTaeT JaHHbBIX JIJIsl KOMILICKCHOTO CTATUCTUYECKOTO aHAIN3a,
WM, KOTJA B SI3bIKaX OPUI'MHANA M NIEPEBO/A CYIECTBEHHO pa3linvaeTcs MOpsaoK ciioB, To GT
BBIIaeT TapabapIIUHy HIIH IIPOCTO MIEPEHOCUT B IEPEBO/ TE CII0BA OPUTHHAIA, TSI KOTOPBIX Y HEee
HET TepeBoia.



http://translate.google.com/

MeToanyeckue peKOMeHIAUN 0 HANTUCAHWIO COUMHEHHs1(ESSay)

Tun 3aganua:
[TuceMeHHOE BBICKA3bIBAHUE C 3JIEMEHTAMU PACCYKICHUS.
IIpoBepsiemble yMeHUsI:
- Boickaszatb cBO€ MHEHHE U TPUBECTU aPTyYMEHTHI, I0Ka3aTeIbCTBA, IPUMEPHI.
- Cnenatp BbIBOA. [locme[oBaTeIbHO M JIOTHYECKH MTPABUIIBHO CTPOUTH BBHICKA3BIBAHUE.
- Mcnionb30BaTh COOTBETCTBYIOIINE CPEJICTBA JIOTHUECKOM CBSI3U.
- CTUIMCTUYECKU TPAaBMIIBHO O(OPMHTH B COOTBETCTBHH C TIOCTABICHHOH 3a/1a4ei.
TpeOyemblii 00beM:
200-250 crnos.
JomycTuMoe OTKIOHEHHE OT 3amaHHoro oodwvema coctaBisier 10 %. Eciu B BBIIOJIHEHHOM
3ananuu Meree 180 cioB, TO 3aaHKe MPOBEPKE HE MOANSKUT U orleHuBaeTcs B 0 6amios. [lpu
npeBbllieHHH o0bema Oornee uem Ha 10 %, T.e. ecnu B 3amanuu Oonee 275 cloB, MPOBEPKE
MOJIICKUT TOJBKO Ta YacTh pabOThI, KOTOpask COOTBETCTBYET TpeOyeMoMy 00BeMY.
[Tpu 3TOM:
- cokpariieHHbie popmbl: can’t, didn’t, isn’t, u T.1m. cUUTAOTCS Kak OJIHO CJIOBO;
- YUCIUTENbHBIC, BRIpOKCHHBIC In(ppamu, T.e. 25, 1002 1 T.1., CYUTAIOTCS KaK OHO CIIOBO;
- CIIOKHBIE clloBa, Takue kak good-looking, well-bred, twenty-five, cuntaroTcst Kak OHO CJIOBO.
[TucrMeHHOE BBICKA3bIBAHUE C AJIEMEHTAMU PACCYKICHUS OLICHUBAETCS MO MATH KPUTEPUSIM:
1. Copepxanue (MakCHMaJIbHOE KOJWYECTBO OamioB —4 0.).
2. Opranuzaiys Tekcta (MakCuMaiabHOE KOJIMYecTBO 0amioB — 4 0.).
3. Jlekcuka (MakCHMAaTbHOE KOJIMYECTBO 0amioB — 4 0.).
4. T'pammarnka (MaKCHMaJIbHOE KOJHUYECTBO OaioB — 4 0.).
5. Opdorpadus u myHkTyaus (MaKCUMaIbHOE KOJIMYECTBO OayioB — 1 6.).

1. Copep:xanue
- Berymienue - moctaHoBka nmpoOaeMbl.
- MHeHue aBTopa ¢ apryMeHTamu.
- Jlpyrue TOUKU 3peHus ¢ 00bICHEHUSIMU, I0YEMY aBTOP HE COTJIACEH.
- 3akitoueHue (BbIBOJ).

Berymiienne — nocranoBka npoésemsl (Introduction)

Bo BCcTymieHun muiieTcs TO, O uYeM OyaeT gaHHOoe counmHenue. OObHO He Oonee 5
npeioxkennil. He pekoMeHyercs nepenuchiBaTh MOCTAaHOBKY MPOOJIEMBI, 3asiBICHHON B TEME.
Ee nayurne mnepedpasupoBarh, HCIOIB3YsS pPa3IHYHbIC BBOIHBIE KOHCTPYKIMH, MOCIOBHIIBI,
a(OpU3MBI, PUTOPUIECKUE BOTIPOCH.

MHuenue aBTopa ¢ aprymedTamu / J[pyrue Touku 3peHust ¢ 00bsiCHEeHUEM, I104eMy aBTOp He
corJsiacen (Body)

B counHeHun OPiNion He 00s3aTelIbHO KCIOJIB30BAaTh APTYMEHTHI «3a» U IPOTHB», MOXHO
OCTAQHOBUTHCS TOJIBKO Ha IOJIOKUTENBHBIX M OTPHUIATEIbHBIX acrekrax npobiemsl. Ho mpu
BBIJIBJKEHUHU CBOEH TOUKH 3pEHUS PUHATO CPAaBHUBATH HEKOTOPbBIE PAaKypChl JaHHOW MPOOIEMBI,
a TaKke HeoOXOIUMO YeTKO OOO3HAYUTh pPAa3IUYHbIE CQepbl BIUSHUS TAHHOTO BOIpPOCA
(conmanbHasi, SKOHOMHYECKasi, MOpalbHas U T.I.). JKenareabHO apryMeHTHpPOBATh CBOKO TOUYKY
3pEHMUs], IOAKPEIUIA IPUMEPAMH WIH CCBUIKAMHU HA 4y’KOE MHEHUE.

3akmouenue (BbiBoa) (Conclusion)

B mocnemnem a63arie ciemyer 0OOOIIMTH BBICKA3aHHOEC MHEHWE M CJeNaTh 3aKIIoueHUe.
3akioueHre — 3TO HE CBOE MHEHHE, 3aKII0YEeHHEe, KaK MpaBuio, 0000MmaeT TO, 4TO OBLIO
HAIMCAaHO B COYMHEHHH H COOTHOCHUTCS C BBCACHHUEM.



1. Opranuzanus Tekcra
- JJoru4HOCTH
- Jlemenue Ha a03arbI
- Ucnonb30Banme CPeICTB JIOTHUECKOM CBSI3U

JloruyHoCTH

Tekct npeacrapisieT coboi CBSI3HOE U JJOTHYHOE Lienoe. Bee ab3alibl TeKCTa B3aMMOCBSA3aHbI, €CTh
BBEJICHUE, OCHOBHOM TEKCT, 3aKJIFOUCHUE, MBICIU MPABHILHO PACIPEACIICHBI, YTO MOKa3bIBACT
MOCTYNAaTEeNbHBIM  XOJ] paccykIeHUH. AO3albl CTPOATCS CIEAYIOIUM 00pa3oM: MepBoe
MPEJIOKEHUE TOJKHO BBIPAXKATh €T0 IIaBHYIO MBICITb, 1ajiee CICIYIOT PUMEPHI, 3aKaHIUBACTCS
a63a1r 00bsicHeHHEM (0000IIIEeHHEM) OITUCHIBAEMOM TIPOOIEMBI UJIU TOUKH 3PCHHS.

Jlenenune Ha ad3anbl

[Taparpadsl pacpeaemnsoTcs CaeIyoIuM 00pa3oM:
| Introduction

11 Body

I11 Conclusion

Hcnonb3oBaHue CpeCTB JTOTHYCCKON CBA3H

B counHeHuu 10KHBI HCIIOJIB30BAaTHCS BBOJIHBIE CJIOBA U clI0Ba-CBsI3kU. Kaxiplil ab3an, a nyyiie
KaX/10€ NpeIIoKEeHNe HY)KHO HauMHaTh C MOJIXOAAIIMX BBOAHBIX ciOB. IloapoOHBIN crucok
BBOJIHBIX CJIOB U BbIpakeHUH B [IpunoxeHun.

2. Jlekcuka
[Tpu onleHUBaHUU JIEKCHYECKO# TPAMOTHOCTH YYUTHIBAIOTCS:
- TOYHOCTH B BI)I60p€ CJIOB 1 BI)Ipa)KeHI/Iﬁ " UX COOTBCTCTBUC TCMC U CI/ITyaIII/II/I O6HICHI/I$I;
- IPaBUJIBHOCTH JIGKCUUECKUX CIIOBOCOYETAHUM;
- TPaMOTHOCTH CJIOBOOOPA30BaHHS,
- 3arac CJIOB M pa3HOOOpa3ue UCIONIb3yeMOi IEKCUKH (CHHOHUMBI, aHTOHUMBI, (Dpa3eooru3Msl).

3. I'pammartuka
[Tpu onleHUBaHUK TPAMMATHYeCKOH NMPABUJIbHOCTH PeYH yIUTHIBACTCS:
- TOYHOCTh B BEIOOpPE TPaMMAaTHUECKOM KOHCTPYKIIMU B COOTBETCTBHH C II€JIbIO BBICKA3bIBAHMS;
- pa3HOOOpAa3He UCTIONB3YEMBIX TPAMMATHYECKIX CPE/ICTB;
- CIIO)KHOCTb UCTIOJIb3YEMbIX KOHCTPYKIIHH.

4. Opdorpadus n nyHKTYanus
[Tpu olileHMBaHNY NPABUJIBHOCTH OpP(orpaduu M MyHKTYALUUH YIUTHIBACTCS: COONTIOACHUE HOM
opdorpadun MHOCTPAHHOTO S3bIKA; MpaBWIbHOE O(OpMIICHHE Hayala U KOHIA MPEeATIOKEHUN
(3arnmaBHas OykBa, TOYKA, BOCKJIMIIATEIbHBIA M BONPOCHUTEIbHBIA 3HaKH). Bce cioBa IOIKHBI
ObITH MPaBWJIBHO HamucaHbl. [IpaBuiia MyHKTyallMd aHTJIMHCKOTO S3bIKA MOXKHO TOBTOPUTH B
takux Temax, kak RelativeClauses, Adjectives: wordorder u T.1.

Pexomenpanmum:
1. B mepBoM a03ame oueHb BAXXHO NPABHIBLHO IOCTaBUTH MPOOIEMY,
KoTopasi Oynmer oOcyxnarbest B pabote. Henmb3st mepenuchiBaTh caMo 3aJaHUE, HY)KHO €T0
nepedpa3upoBarh.
2. B ocHOBHO# 9acT HEOOXOAMMO MPUBECTH COOTBETCTBYIOIIHE apTyMEHTHI
U JIOKa3aTeNbCTBA, HILTIOCTPUPYS UX MPUMEPAMHU.
3. B counHeHnH, B KOTOPOM TpeOyeTCs BBIPA3UTh CBOIO TOYKY 3pEHHUS,

a03a1pl MOTYT pacroyiaraThCs CIEAYIONIMM O0pa3oM: B MEPBOM ad3alle OCHOBHON YacTu
CJIEZIyeT BBIPA3UTh CBOIO TOYKY 3pEHHsI M 00OCHOBATH €€, MOJATBEPXk/asi €e MPaBHILHOCTb
COOTBETCTBYIOIIMMHU apryMEHTaMH, a BO BTOpOM a03aie OOBSCHUTH, MOYEMY aBTOp HE



COTJIACEH C MPOTUBOMOJIOKHOU TOYKOU 3PEHUS.

4, B mocnemneii yactd HEOOXOOMMO CHEIaTh BBIBOM, OCHOBAHHBINA Ha
MIPUBEICHHBIX paHEe apryMEHTaX.
5. OueHb BaXHO MOCJIEIOBATEIBHO U3JIaraTh CBOM MBICIIH, HE TIEPECKAKUBas

C OJIHOM MBICIIH Ha JIPYTYIO U MPABHILHO UCIOIb30BaTh COO3bI, COIO3HBIC CJI0BA M BBOIHBIC
CIIOBA JIJIS TIEPEayn JIOTUYECKOM CBSI3U MEXIy 4acTsMu npemioxenus (and, but, which u
Ip.), a TaKKe MeXay npenokeHusMu u adzamamu (to beginwith, whatismore, besides,
moreover, ontheonehand, ontheother, inconclusion, tosumup u ap.).

6. B sk3amenanmonHoM 3amanuu |V 00BIYHO mpesjiaraercs IUIaH, CIEemys
KOTOPOMY BBl TPAaBHIBLHO TOCTPOUTE CBOE BBICKa3bIBaHWME. Hamummre coif coOOCTBEHHBII
iaH!

7. [Tocne HamucaHWsl COYMHEHHS TPOBEIUTE PEAAKTUPOBAHUE, MCIIOIB3YS

CIICTYIOIIM aJITOPUTM:

— s MPaBWJIBHO HCIOJB30BaJ(a) rpaMMaTHYECKHE KOHCTPYKIIUH, BPEMEHA TJ1arojioB, CBSI3b
MEK/Ty MOJUISKAIINM U CKa3yeMbIM He HapyllleHa, IPaBIIbHO HCIOIb30BaHbl IPEJIOTH 1
apTHUKIIN.

— s BeIOpasi(a) BEpHYIO JIEKCUKY OHA A0CTaTouHO odunmanbaas. Opdorpadus BepHa.

— s BKJIIOYMWI(a) OCHOBHYIO HJEI0 KaXJ0ro ab3ala B IEpPBOE NPEJIOKEHHE, U BCE
NpeI0KEHU] UMEIOT OTHOIICHHE K 3a/IaHHOH TeMe.

— s MCIIONB30BaNI(a) CPEICTBA JOTMYECKOM CBSI3U (CIIOBA-CBSI3KM) U OHH YMECTHBI.

— s MCIIONB30BaNI(a) JOCTATOYHOE KOJIMYECTBO IPUMEPOB U (PAKTOB.

— MO TOYKa 3PEHUS SICHA U OIIpeeIICHHA.

MeToauueckue yKa3aHusl 10 CAMOCTOSITEIbHOW padoTe 00yYarommMxcs

CormacHo yuebHOMY TIaHy 00beMm Bamieit camocTosTensHON pabOThl COCTABIISIET HE
meHee 50 %o0T 00Iero KoiamuecTBa 4acoB, OTBEJCHHOTO Ha AUCIMILIUHY, YTO CHOCOOCTBYET
OoJsiee TTyOOKOMY YCBOGHUIO M3y4aeMOTO Kypca, (POPMUPOBAHHIO HABBIKOB MCCIIEIOBATEIHCKON
paboThl U YMEHUIO IPUMEHSITh TEOPETUUECKUE 3HAHUS Ha MTPaKTUKE.

Buapl camocTosiTenbHON paboTHI:

*BBINIOJIHEHUE TEKYIIUX JOMAIIHUX 33aJaHuH (yIpa)KHEHHS, TOJrOTOBKA YTEHUS U aHAIH3
COJICpKaHUsI TEKCTOB JIJIS TajbHEHIIIero 00CyKIeHUS Ha 3aHATHIX U T.1I.);

*II0JITOTOBKA MPE3CHTAIIN;

*paboTa c TecTaMu M BOIIPOCAMU JJIsSI CAMOIIPOBEPKH;

*IoMCK M 00paboTka MH(pOpMaIMK C UCIIOF30BaHUEM HH(OPMAIIOHHO-KOMITBIOTEPHBIX
TEXHOJIOTHH;

Pesynbpratel  camMocCTOSITENbHON  pabOThl  KOHTPOJHUPYIOTCS — MpemojaBaTelieM U
VUUTBHIBAIOTCS MPHU aTTECTAIUH (3a4eT, dk3amMeH). KoHTpob TpoBoaAuTCS B (hOopMe TECTHPOBAHWSI,
OTMPOCOB, IPE3CHTALNN, TPOBEPKU MHUCHbMEHHBIX PadOT U T.J.



