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IHosicHuTEeNLHAA 3aNIUCKA

Hannple Meronnveckue pPEKOMEHIALWU TI0 BBHIMOJHEHHUIO CaMOCTOSTENBHOM pPaboOThl MO
muctumuinHe  VHOCTpaHHBIA S3bIK  (QHTIMICKUI) TNpeaHa3Ha4deHbl Ui CTYACHTOB CHEIHATFHOCTH
23.02.03 «Texnuueckoe 00CITy’)KHBaHUE U PEMOHT aBTOMOOMIIBHOTO TPAHCHIOPTAY.

Cormmacao denepanbHOMY TOCYAapCTBEHHOMY OOpa30BaTeIbHOMY CTaHIAPTY CPETHEro
po(ecCHOHATLHOTO 00pa30BaHMS 10 JAHHOW CHEIUAIBHOCTH, B pE3YJIbTaTe€ OCBOCHUS
JUCHUTIIMHBI MHOCTpaHHBIN S3BIK» OOyYalOIIMKCS JOJKEH yMeTh oOmarscs (YCTHO H
MUCbMEHHO) HAa WHOCTPAHHOM S3bIKE HAa NPO(ECCUOHATBHBIE W TOBCEAHECBHBIC TEMBI;
[EPEBOAUTH (co CJIOBapeM) WHOCTPaHHbIE TEKCTHI npodecCuoHaIbHON
HAIPABIIEHHOCTH; CAMOCTOSATENLHO COBEPIICHCTBOBATh  YCTHYKO W IIMCBMEHHYIO  pEub,
MIOTIOJIHATH CJIOBAPHBIN 3arac.

Wrak, camocTosiTennpbHas paboTa CTY/IEHTOB MO JUCIUIUIMHE HAlpaBieHa Ha PacUIMpeHUe
MX CJIOBApHOIO 3araca U COBEPIICHCTBOBAHUE YCTHON M MUCHbMEHHOW pEYH.

[enbr0 AaHHBIX METOAUYECKUX PEKOMEHAALMU SBISETCS Pa3bsCHEHUE CTYIEHTAM XOJa
BBITIOJIHCHHUSI TOW WJIM HMHOW CaMOCTOSTENIbHOW pPaboThl, TpeOOBaHHS MO HX O(OpPMIICHHIO,
KPUTEPHUEB OIICHOK 32 BBHIMOIHEHHYIO pabO0Ty, BpEMEHU, PEKOMEHIyEMOro JiJIsi €€ BBITIOTHEHUS.
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Buabl camocTosiTeIbHOI PadoThI:

1. Pabora co cmoBapem (Paznmen 1)
2. Hamucanue pedepara (Pazmen 2)
3. ITloarororka coobmenuii (Pazmen 3)
4. Hanucanue 3cce (Paznen 4)
5. CocraBieHre MOHOJIOTHYECKUX BBICKA3bIBaHHUM | uanoros (Paszmen 5)
6. Co3manue npesenranuu (Pa3nen 6)
7. Hamwmcanue nenoBsix qokymenToB (Pasmen 7, 8, 9, 10)
8. BpInosaHeHME JIEKCUKO-TpaMMaTuideckux yrnpaxuenuit (Pasmen 11)
9. CocraBneHue cpaBHUTEIbHOM TabmuIe! (Paznen 12)
CTpyKTypa coepkaHus
Ne Tema Conep:xxanue Kou- Paznen
BO | peKOMeH]
4aco anui
B
1 BenmukoOpuranus CocTraBiieHre MOHOJIOTHYECKOTO BBICKa3bIBAHUS 1 Paznmen 5
no Teme «BenukobputaHusn
2 CocrapneHue uanora— paccrpoca, Juaiora 1 Pazpen 5
9THKETHOI0 XapakTepa no teme «JIoHmony.
3 CIIA CocTraBiieHue CpaBHUTEIHFHON TaOIHIIBI 1 Pazpmen 12
noautndeckux cucrem CIIA, Poccun u
Benukobpuranum.
4 CocTtaBieHne MOHOJIOTHYECKOTO BBICKA3bIBAHUS 1 Paznen 5
1o TeMe «OCOOCHHOCTH HALIMOHAIEHOTO
XapakTepa aMepUKaHIICB)
5 Ascrpanus. Hopas 3enannus. BrinmonHeHne rpaMMaTHYECKUX YIIPAXKHEHUH 110 1 Pazpen 11
Kanana. teMe «lIpocToe mpoureaiiee BpeMs U
[Ipomeaiiee COBEPIIEHHOE BPEMS»
6 3HaMEHUTHIE JIIOJIA MUpPa IToaroroska coOOIIEHHUS 10 TEME «3HAMEHUTHIE 1 Pasgen 3
AMEPUKAHCKHE HCATENN U YICHBIC)
7 3anoyiHeHHE TOKYMEHTOB Hanucanue nucbMa Ha aHIJIMICKOM SI3BIKE 1 Paznen 9
8 ITpoOaeMbl COBpEMEHHOI'O MHpa Hanmcanue scce o teme « 9KOJIOrHYecKue 1 Pasnen 4
W YEJIOBEK npobaembl B MIBaHOBCKOMW 00J1acTH.
9 I'opon, nepesHs, Hamnucats 3cce «Henoctatku u npenMyiiecTsa 1 Paznen 4
MH(pacTpyKTypa KHU3HH B IEPEBHE U B TOPOJIEN
10 Brinonnenue ynpaxHeHUH 110 TEMe 1 Pazpmen 11
«KocBeHHas peub»
11 | Hay4Ho-TeXHMYECKHI Iporpecc CocraBuTh MOHOJIOT 110 TeMe «/300peTenus, 1 Pa3znmen 5
KOTOPbIE HOTPSACIH MHUPY.
12 Harmmmcats acce «MIHTEepHET: MpenMyIIecTBa 1 1 Pazgen 4
HEJIOCTATKI
13 [Ipodeccnonanbhas CocraBuTth Auajior no teme «Br1dop 1 Pa3znmen 5
NESITeNBbHOCTD CIIELHaINCTa npodeccuny
14 Hanucatpb pedepaT 00 01HOM U3 YUEHBIX- 1 Paznen 2
MEXaHUKOB
15 Tpancnopt. Ha nopore. CocTaBiieHHE MOHOJIOTUYECKOTO BBICKA3bIBAHUS 1 Pa3znen 5
1o Teme «B aBTOCcepBHCE»
16 Jletanmu 1 MeXaHU3MBI Co3znmanue pe3eHTaIluy Ha TeMy «ABTOMOOWITH 1 Pasnen 6
aBTOMOOWIIS MOEH MEYThI»
17 JlenoBoii aHrmuiCKuit BrinonHeHne NeKCHUECKUX YIPaXHEHUH 10 1 Pazpmen 11
teme «PaboTa B KOMIIaHUI»
18 BelnonHeHNE JEKCUKO-TPAMMATHYECKHUX 1 Pazpmen 11
YOPOKHEHUN
19 Hanucars Pe3rome Ha aHIIIMHACKOM SI3BIKE 1 Paznen 8
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Cocrapnenue auanora mno teme «PasroBop mo 1 Pasnen 5
TenehoHy»
HamucaTh 1ej10BO€ IHCHhMO Ha aHTJIMHCKOM 1 Paznen 7
SI3BIKE
Hamnmucats 3asBiIeHNEe Ha aHTTIHHCKOM SI3BIKE 1 Paznmen 10
Harmmcats MrcbMO TI0 37IEKTPOHHOM TOYTE Ha 1 Paznmen 10
AHTITUHACKOM SI3BIKE
3anonHuTh opMy MOCATOYHOTO TATOHA 1 Paznen 10

Pa3znea 1. PekoMeHaanuu

npu padoTe CO CJI0BAPEM MO AHIVIHIICKOMY SI3BIKY

[pucrtymast xk padote co cioBapéM, HEOOXOAUMO MPEKIE BCETO MO3HAKOMUTECS C €T0 CTPYKTYPOH.
HecmoTpst Ha TO, YTO CyIIECTBYEeT MHOKECTBO PAa3lWYHBIX THIIOB CJIOBapei, OONBIIMHCTBO W3 HHX
COCTOUT W3 HECKOJBbKUX pa3/eioB: IMpeIuciIOBUe, MpaBuia IOJb30BAaHUS CIOBApEM, CBEACHUS
0 (poHETHUECKOI TPAHCKPUTIINH, CIHCOK YCJIOBHBIX COKpAIIeHWH, anpaBUT, COOCTBEHHO CIIOBaphb,
HPUIIOKECHHE.

st ycnenHo# paboThl co clioBapéM HEOOXOJUMBI CIIEeAYIONINE 3HAHUS M YMEHUSI:
1. TBepoe 3HaHMe aHTJIMIICKOT0 aJIpaBHUTA.
CrnoBa B cioBape pacrojOXXeHbl CTPOro B ajl(aBUTHOM TOPSAKE, ITOCIEIOBATENFHOCTh aliaBHTa
co0JII0JaeTCs TAKXKE U BHYTPH CJIOBA.
2. YMeHuUe NOCTABUTH CJI0BO B UCXOIHYIO (hopmy.
CroBa B cioBape JAIOTCS B HCXOHOU opMe:
- CYILIECTBUTEIBHOE — B O0IIEM MajieKe, eTMHCTBEHHOM YHCIIe: HalpuMep, country;
- TJ1aroJ — B HeomnpeaenéHHon Gpopme, T. €. B MHPUHUTUBE: Hanpumep, Send;
- IpWIaraTeinbHOe — B MOJOXKUTENBHOI CTereHn: Hapumep good;
- Hapeure — B MOJIOKUTEIbHOMN cTeneHu: mpumep - Well.
OnHako B MPEAJIOKEHUAX CIOBA HE BCETIa CTOST B HCXOAHOM (hopMe, TOATOMY €€ HEOOXOMMO YMETh
00pa3oBHIBATE.
Crenyer NOMHUT:
1) oxoHYaHKeE Y B KOHIIE CJIOBA U C MPE/IICCTBYIOIICH COrJIacHON MEHSETCs Ha | pu 00pa30BaHUU:
- MHOKECTBEHHOTO YKCiIa UMEH CYIIECTBUTEIBHBIX: City — Cities;
- CTETIeHEH CpaBHEHHS IPHJIAraTeIbHbIX ¥ HAPESUHid: - easy — easier;
- 3-ro nMIa eqMHCTBEHHOro uncia B Present Simple: study — studies, a taxxe npu oOpazoBanuu Past
Simple u Past Participle;
2) B OTHOCIIO)KHBIX MPUJIAraTeIbHBIX U TJIarojiax ¢ KPaTKUM TJIACHBIM ITPH 00pa30BaHUM Pa3IHYHBIX
(GopM KOHEYHas CorJIacHas! yIBaHBACTCS:
big — bigger — biggest;
to stop — stopped,;
3) cioBa, OKaHYMBAIOIIKECS HA — ing, 00pa30BaHHBIC OT IIAr0JIOB, CIEAYET HCKATh B CJIOBape, OTOPOCHB
OKOHYaHue —ing:
discovering — ing = discover;
reading — ing = read;
4) nns HenpaBWIBbHBIX ri1aroyioB opmer Past Simple u Past Participle garorcst B cnoBapsix B KpyIibIx
ckobOkax: take v (took,taken).
3. 3naHue MpaBUJI CJIOBOOOPA30BAHNS.
1. MHOTHe HOBBIE CIIOBA MOTYT OBITH 00pa30BaHbI C MOMOLIBIO IPEPHUKCOB U CYy(H(PUKCOB, 3HAHUE
KOTOPBIX 3HAYUTEIBHO 00JIer4aeT CaMOCTOSTENbHYIO paboTy Ha/l TEKCTOM C MCIIOJIb30BaHUEM CIIOBapSI.
2. HeoOx01MO0 MOMHUTH 3HAYEHUsI OCHOBHBIX NpedukcoB (Tabmnwuma 1)
Tabmuma 1.
3Ha4yeHUs1 OCHOBHBIX NpeGUKCOB

Hpe(bI/IKCBI 3HA4YCHHUC OpUMCPbL

OTPULIATEIBHOE WU IIPOTUBONOJI0KHOE
AHAYCHIIE merit —3aciyra
de- demerit - HegocTaTOK
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{0 appear — nmosIBIATHCA
. OTpHIIATEIFHOE 3HAYCHUE .
dis- to disappear - ucuesarb
convenient — y100HbIi
inconvenient - Hey100HBII
legal — 3akoHHBII
illegal — HezaxonHBIIH
moral — HpaBcTBeHHBII
He-, be3- . .
immoral — 6e3HpaBCTBEHHBIH
B cnoBax, HaunHaromuxcs ¢ Oyks 1, r, m, .
resolute — permmTensHBIH
coryiacHas n B pe(UKce MEHSICTCS Ha
HavyaJbHYI OyKBY cioBa. Eciu ciioBo irresolute — HepemMTETLHBIH
HAYMHACTCS ¢ OYKBBI P, TO N MeHsETCs Ha | POssible — Bo3MoxHBIIH
. m . . .
in- impossible - HeBo3MOKHBI#
to understand — nonumaTthb
. HEMPaBUILHO, JTOXKHO .
mis- to misunderstand — He moHUMATH
to estimate — orienuBaTh
over- c6epx-, Hao-, nepe-, Ype3MepHO to overestimate — nepeoreHUBaTH
historic — ucropuueckuii
pre- 00-, nepeo-, BIEPE]IH, 3apaHee prehistoric - moucropuueckuit
to write — mucath
CHOBA, 3aHOBO, elI¢ pa3, 00paTHO .
re- {0 rewrite — nepenucsIBaTh
to close — 3akpbiBath(cs)
to unclose — otkpbiBaTh(cs)
to expect — oxunath
unexpected — HeOKHTAHHBIN
real — peanbHbIit
MPOTHBOIIOJIOKHOE 3HAUCHHE (B
un- riarosiax) He-, 6ez-(bec-) unreal — HepeabHbII
Haubonee ynotpednsemsie cypdurce! npencrapneHsl B Tabnwuie 2.
Taonuua 2.
Haub6osee ynorpedasiemblie cyhdpurcobl
Cygurcol cywecmeumenvHvix
speaker -
oparop,
-er, - or translator —
-ment IIEPEBOIUUK
-Ness agreement —
-hood corjaimieHue
-dom business — neno
-ship brotherhood —




OparTcTBO
freedom —
cBOOOIa
partnership —

MapTHEPCTBO,
TOBaPHIIECTBO
Cyghduxcol npunazamenvuvix, Hapeuuil
helpless —
0ECIIOMOIITHBIT
useful —
MOJIE3HBIN
formal —
(opManbHbIA
economic —
-less SKOHOMHUYECKHI
-ful understandable—
-al MTOHSTHBIH
-ic active —
-able AKTHBHBIH
-ive quickly -
-ly OBICTPO

4. YMeHue MoHUMAaTh Pa3InyHble 0003HAYCHHUS TIPH CIIOBaX B CJIOBApe.

JIEAYET IOMHMTD, YTO KaXK ]| JIOBO (B TOM 4YHCJIE U CIIOXKH: JIOBO, IUIIYIIEECS U neduc nim
1) Cnenyet no 0 KaXKJI0€ CIIOBO o) CJIe U CJIOJKHOE CJIOBO ee epes Ie
pas3aenbHO) CO BCEM OTHOCAIINMCS K HEMY MaTepHaioM, 00pa3yeT caMOCTOSTENHFHYIO CJIOBapHYIO

CTaThblo.

2) Ilpu ci1oBax HHOCTPAHHOTO MPOUCXOXKACHHUS, COXPAHUBIINX CBOE HalMCAaHUE U MHOT/IA
IPOUCXOXKICHUE, TaETCsl yKa3aHHe Ha IPOUCXOKIeHHe ciioBa. Hampumep: Vice versa (;iat.)Haobopor,

HAINpOTHUB.
3) CnoBa B cjioBape rnomeuarorcs cokpaiienusamu (Tabmura 3).
Taobnuua 3.
CoxkpanieHusi
3 adjective npuiIaraTeabHoe
adverb Hapeuue
adv P
atir attributive aTpuOyTUBHOE yIOTpeOIieHue (B KAUECTBE ONpPEeIICHHS)
. conjunction COI03
c
et cetera U TaK Jlajuee
etc
" noun CYIIECTBUTEIBHOE
numeral YHUCIUTENHEHOE
num
ol plural MHOECTBEHHOE YHCII0
0. p past participle [pUYacTUE MPOIIEALIETO BPEeMEHH

preposition

prep

npeajior




pronoun
pron MECTOUMEHHE
sing singular €JIMHCTBEHHOE YHCIIO
v verb TJIaros

5. ¥YMeHue BbIOPATH B CJI0Bape HY:KHOE [JIsl JAHHOT0 KOHTEKCTA 3HAYeHHe CJIOBA.

CrenyeT HOMHHTB, YTO TIOUCKY CJIOBA B CJIOBAape JOJDKEH MPEIIIeCTBOBATh aHAIN3 MPeAToxKeHHs. YToObI
YMETh aHAIN3UPOBATH MIPEATOKEHHE, HEOOXOINMO 3HATh:

a) CTPYKTYpY IPEIUIOKEHNS B AaHTIINICKOM SI3BIKE;

0) hopmanbHbBIe MPU3HAKK Pa3IMYHBIX YaCTEeH pPeyuH.

Crapaiitech u30eraThb CIeIyIOLIX OMNOOK:

1) cTymeHTBl WHOTAA BBINMCHIBAIOT W3 CIIOBaps 3HAYEHHS CIIOB, JaXXe HE INPOYMTaB A0 KOHIA
npeanoxenne. Takas pabdoTa yacTo OKasbiBaeTcsl Oe3pe3yNbTaTHOM, MOCKOJBKY BBIMHCHIBACTCS, KaK
MPaBUIIO, JIWIIb IIEPBOE 3HAYCHUE CII0BA, KOTOPOE MOJKET HE COOTBETCTBOBATH 3HAUEHHIO CJIOBA B JAHHOM
KOHTEKCTE;

2) HEKOTOpBIE CTYIEHTHI CHAYaJIa OTHICKMBAIOT 3HAYCHUS BCEX CJIOB, a 3aTEM IBITAIOTCS UX COCTHHUTB.
[Tpu oTCYTCTBHU MpeIBapUTENHFHOTO aHAIN3a IPEATIOKEHHUS HE TIOYYUTCS PAaBUIILHOTO TIEPEBOA.

IIpu nepeBoae Tekcra ¢ noMobio cinoBaps [IOMHUTE:

1. ITepeBox TekcTa He SBISETCS TEPEBOAOM BCEX CIIOB B MpEIUIOKEHHH moapsa. HeoOxoammo MoHATh
CMBICJI IAaHHOTO TPEJIOKEHHS.

2. Ilouckam cioBa B cJIOBape AOJDKHO MPEIIECTBOBATh ONPENEICHUE €ro rpaMMaTuieckoil (PyHKUUH B
NPEIIOKECHNH.

3. He cnenyet Opath U3 croBaps epBoe 3HAUCHUE CJIOBA, HE IIPOUUTAB BCIO CIOBAPHYIO CTAaThIO.

4. Ecnu B cioBape HET 3HAY€HHs CJIOBA, COOTBETCTBYIOIIEIO KOHTEKCTY, CIEOyeT BbIOpaTh Hambosee
OJIM3KWII CHHOHUM HWITH, MCXOJS W3 OOMIero coiepiKaHus, caMoMy MoJo0paTh Hamboyiee MOIXOsInee
3HAUYCHUE.

5. Ecnu B cioBape HET Hy’>KHOTO CJIOBa, €r0 3Ha4€HHE MOYKHO YCTAHOBHUTH 110 CTPOEBBIM JIEMEHTaM Ha
OCHOBE IIPAaBUJI aHITIMHCKOTO CI0BOOOPA30BaHUS.

6. [Ipu mepeBosie TEKCTOB IO CIEIUATFHOCTH CTapaiTech 3alIOMUHATH BCTPEUYAIOIIUECS B HUX TEPMHUHEI,
YTO B ITOCJIICACTBUU 3HAYUTCIIBHO o0yeruuT Balry paGOTy HaJg TEKCTOM TEeXHUYECKOMN HaIlpaBJICHHOCTH.

Pa3pen 2. PekoMeHaannu

NP HATUCAHUM pedepaTa M0 AHIJIMICKOMY A3BIKY

PedepupoBanne (ot mnar. referre — mokmagpBaTh, COOOMIATH) IIMPOKO MPHUMEHSETCS IPH
OpraHu3aliy CaMOCTOSTEIBHOW 3a4eTHOW PabOThl CTYIEHTOB M Y4YalIUXCs, 3TO TBOpYecKas paboTa
o0ydaeMoro 1o TpeaMeTy, B KOTOPOH Ha OCHOBaHWUHM KPATKOTO MHUCHMEHHOTO HW3JIOKEHUS U OIEHKH
Pa3IMYHBIX KCTOYHUKOB MPOBOJUTCS CAMOCTOSTEIFHOE UCCIIEA0BAHUE OTIPEIEIIEHHONW TEMBI, TIPOOIEMEI.

Pedepar — 3TO0 He TpPOCTON KOHCHEKT HECKOJNBKHX KHUT. OH TpearnojaracT caMOCTOATEIbHOE
W3JI0KEeHUE MpoOJeMbl, COOCTBEHHOE pacCyKACHHWE aBTOpa Ha 0a3e cojepKalluxcs B JHUTEpaType
CBEJICHUM.

Wzyuenne pazHOOOpasHBIX MCTOYHHKOB TI0 M3Yy4aeMOMY BONPOCY TIOMOXKET COXPaHHUTh
00BEKTUBHOCTh, W30€KaTh WCIIOJIL30BAHUSI HEMPOBEPEHHBIX MM HEJIOCTOBEpHBIX (akToB. Ecimm mpu
aHaJM3€e HEeCKOJBKUX HMCTOYHHKOB BBIABIISETCS MPOTHBOPEUYHE, BO3MOXKHO JIOTHYHO H3IIOKHTH Pa3HbIC
CBEJICHHsI, TPU3HATh OJHO MHEHHWE CIIOPHBIM, a TPABOTY JPYTHX IMOMBITAThCA apryMEHTHPOBaTh W
000CHOBAThH CBOIO MO3HUITHIO.

Hcrounnkamu mHQOpMaIMK SBISIOTCS: HAy4YHAs! ¥ XyJI0’)KECTBEHHAS JINTEPATypa, SHIIUKIONEINH,
CJIOBapH, Ta3eThl, XKypHAIIbI U T. 1.

IMoaroroBka moboro pedepara HauyMHAETCS C O3HAKOMIICHHS M OCMBICICHHUS, a 3aTeM
MOACTIEKTHOTO aHaJIM3a MCTOYHUKA MJIU TPYIIbl HCTOYHUKOB, BBISABJICHHS OCHOBHBIX CBEICHHMH, KOTOPBIC
JTOJKHBI BOWTH B pedepaT, BTOpOCTEIIEHHBIX CBEJICHUH U N30aBICHHUS OT HUX. 3aT€M B JIOTHYECKOE IIeI0e
CHHTE3HUpYyeTCsI, 00001IaeTcsl IeHHast HHPOPMAITHs B COOTBETCTBHH ¢ IEIsIMHU pedepara.

Crpykrypa pedepara IT0DKHA ObITh YETKOH M OOOCHOBAaHHOM — Tak, YTOOBI ObLa BHJIHA JIOTHKA
paccMmoTpenus npodbaembl. O0beM pedepata TOKEH COCTaBIATh He MeHee 12-15 nmeuaTHBIX CTpaHuIl.

Pedepar nomken Ob1Th akkypaTHO 0popmiieH. Huke mpuBeneHs! mpasmia ohopMiieHus pedepara.
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Pedepar momxen ObITh 0OPMIICH Ha OTACIBHBIX CTaHAAPTHBIX JUCTax ¢dopmara A4 (14 kerib
mpupra Times New Roman, uepes 1,5 uurteppana). Ilewarats ciieqyeT Ha OJHOH CTOPOHE JIMCTA.
Ctpanuiibl paboThI JOKHBI UMETH OIS JIeBoe - 30 MM, BepxHee - 20, mpasoe - 10, HwkHee - 25 mM. Bee
CTpaHHLBI JOJDKHBI OBITH MpOHyMepoBaHbl. [lepBoil cTpaHmilell cumTaeTcsi TUTYJIBHBIN JIMCT, Ha HEH
mudpa 1 He cTaBUTCA, Ha CIENYIOIIeW CTpaHUIle mpocTaBiserca mudpa 2 u Tak ganee. [lopsaxoBbrit
HOMED IeYaTaeTcs B IPaBOM HIDKHEM I10JI€ CTPAHHLIBL.

Pedepat nomkeH cocTosITh U3 CASTYIOUINX CTPYKTYPHBIX 3JIEMEHTOB!

* TUTYJIbHBIH JIUCT;

* oritaBiienne (Contents);

» BBezieHue (Introduction);

* OCHOBHAs 4acTh;

* 3axiroueHue (Conclusions);

* CIICOK MCIIONb30BaHHOU nuTeparypsl (Bibliography);

* Ipu He0OXoUMOCTH TprIokenue (Appendix).

TurynapHbli JHCT pedepara TODKSH Comep)KaTh: Ha3BaHue ydeOHoro 3aBexenust (Budget
Educational Institution of Omsk region of Secondary Vocational Education “Omsk Automobile Motor
Transport College”), TeMy paOoThl, (haMHINIO U HMHULIUANIBI CTyeHTa, HoMep Tpynmnsl (Group), haMIInio
Y WHUITHABI TIpeTiofaBaTeisl, HazBanue ropoaa (Omsk), a Takxke rox HamucaHnus pabOTHI.

[locne TuTynbHOTO NKCcTa pacnonaraercs orjasiaeHue (1wiad pedepara). OHO BKIIOYACT: BBEACHUE,
MOJTHOE Ha3BaHWE KaKIOro Bompoca, mnaparpada (WM MoABOMpOCa), 3aKIIOUCHHE, CIHCOK
HCIIOJIB30BAaHHOW JIUTEpATyphl U NMpuiioxkeHus. HanmpoTus Kaka0i 4acTH yKa3bIBarOTCs CTPAHULBL. Tekcer
paboThI JOKEH COOTBETCTBOBAThH OTJIABJICHUIO - KaK 10 COAEPKaHMIO, TaK U 10 GopMe.

Kaxnas ctpykrypHast yacte pedepara (BBeleHHE, TTIaBHAS YaCTh, 3aKJIIOYCHUE U T. J.) HAUUHACTCS
C HOBOW cTpaHulbl. PaccTosgHne MeXly IJ1aBOM U CIEIYIOLIEH 32 HEM TEKCTOM, a TAKXKE MEXIY IJ1aBOM U
naparpadom cocrasisier 1 unrepsain. [locne 3aronoBka, pacrmosaraeéMoro HOCpPEAUHE CTPOKH, TOUKA He
ctaButcs. He nomyckaercst moquepKUBaHUeE 3arojoBKa U IEPEHOCHI B CIIOBAX 3arojIOBKa.

Heckonbko cioB o crpykrype pedepara. OrnasieHue peepara — 3TO TEpSUUCICHHE TJiaB
pedepara ¢ yKazaHWEM CTpaHUI HX pacmoyiokeHus. DOpMyTHUPOBKH OTJaBICHHS JODKHBI TOYHO
MIOBTOPSITH 3ar0JIOBKH IJ1aB U MOATJIAB, naparpadoB B TEKCTE, ObITh KPATKUMU U MOHATHBIMH.

Bo BBeneHnn HE0OX0AMMO CPOPMYTUPOBATH MPOOIEMY B paMKax BHIOpPAaHHOW TeMBI 1 0OOCHOBATH
BBIOOp mpoOsieMbl M TeMbl. Takke 37ech JaeTcsd KpaTkKas XapaKTepHCTHKa H3y4aeMOH TeMBbl,
00OCHOBBIBACTCS €€ aKTYalbHOCTh, JIMUHAS 3aMHTEPECOBAHHOCTh aBTOPA B €€ UCCIIEAOBAaHUH, OTMEYAETCs
NPaKTUYECKasi 3HAYMMOCTb U3YUYEHHUs JaHHOTO BOIPOCA, TJE 3TO MOXKET ObITh HCIIOJIB30BAHO. 311ECh XKe
HA3bIBAIOTCSl M KOHKPETHBIE 33Ja4ud, KOTOPBIE IMPEICTOUT DPEUINTh B COOTBETCTBHH C IOCTABICHHOMN
uensio. [Ipu ux ¢GopMynupoBaHMH HCIIONB3YIOTCS, HAPUMED, TAKUE TJIArOJIbl: U3yYHUTh... BBIIBUTD...
YCTAHOBUTG... U T. 1. OObeM BBeAeHUs cocTapisieT npuMepHo 1/10 ot oOmiero oobema paboTHI.

BBenenne — oTBeTCTBEHHas 4acTh pabOTHI, CBOeoOpa3zHas ee BU3WTHAs KapTouka. Ho moiHbIH
TEKCT BBEJEHMS Jy4Yllle HAKMCcaTh MOCIe OKOHYAHUS HaJl OCHOBHOM YacThIO, KOTAa OyIyT TOYHO BUIHBI
pe3ynbTaThl pedepara.

B ocHOBHOI1 WacTH, Kak NpaBHIIO, pa3[eIEHHOW Ha TJIaBbl, HEOOXOJIUMO PACKPHITh BCE IyHKTHI
COCTaBJICHHOI'O IUIaHA, CBA3HO M3JIOKHUTh HAKOIUIEHHBIN M MPOAHAIM3UPOBAHHBIN MaTepuain. M3naraercs
CyThb HpOOJIEMBI, pa3IUYHbIE TOUYKH 3pEHHUs Ha He€, cOOCTBEHHas MO3uLMs aBTopa pedepara. Baxno
JOOHUTBCSL TOro, 4TOOBI OCHOBHAS HMes, BBIIBUHYTas BO BBEACHWH, IPOHU3bIBaJa BCIO paboTy, a BeCh
MaTepuan ObUT HalelieH Ha pPacKphITHE TJABHBIX 3afad. Kaxaplil pasjien OCHOBHOHM HYacTH JOJDKEH
OTKPBIBAaThCS OTPEJICNIEHHOM 3aaueil ¥ 3aKaHUYUBaThCsl KPATKUMH BBIBOAAMHU.

B 3akmoueHun mogBOISTCA UTOTH MO BCel paboTe, CyMMHUPYIOTCS BBIBOIBI, COAEPIKALINE SICHBIC
OTBETHI HA TIOCTABJICHHBIC B IIETIM MCCIIEJOBAHUS BOIIPOCHI, JICIAIOTCSl COOCTBEHHBIE 0000MEeH s (MHOT 1A
C YYETOM Pa3NIUYHbIX TOUEK 3pEHHS Ha M3N0KEHHYIO MPOo0JIeMy), OTMEUYaeTCs TO HOBOE, YTO IMOJIy4€HO B
pe3ynbTaTe padoThl Hall JaHHOH TeMOH. 3akiitoueHue Mo 00beMy He TOJDKHO MPEBBIIIATh BBEACHHUE.

Crucok HWCIONBb30BAHHOW JIMTEPATyphl 3aBepiiaeT padory. B HeM QUKCHPYIOTCS TOJBKO Te
UCTOYHUKH, C KOTOphIMU pabotai aBTop pedeparta. CMcOK cocTaBisieTcss B alhaBUTHOM TOPSIIKE IO
(bamMunIsiM aBTOPOB WJIM 3arjlaBUid KHUT. [Ipy HaTMYMU HECKOJMBKUX paboOT OIHOTO aBTOpa MX HA3BaHUS
pacronaraloTcss Mo TojaM W3IaHuid. EcnyM TpuBieKanuch OTHENbHBIE CTPAHWIBl M3 KHHUTH, OHHU
yKasbpIBatoTcs. IHOCTpaHHBIE NCTOYHUKY (M3IaHHBIE HA WHOCTPAHHOM S3BIKE) MEPEUNCIISIIOTCS B KOHIIE
BCETO CIHCKA.

[Ipunoxenue k pedepaTy MO3BOJSET MOBBICUTH YPOBEHb PaOOTHI, Oosiee MOJTHO PacKphITh TeMy. B
COCTaB MPUJIOKEHUIH MOTYT BXOJAWTBH: KOMHMH JOKYMEHTOB (C YKa3aHHEM «KCEPOKOMHUPOBAHO C...» HIH
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«IIEPEPHUCOBAHO C...»), Tpaduku, Tabmuiel, pororpaduu U T. A. [IpunokeHUsT MOTYT pacroiiaraTbCs B
TEKCTEe OCHOBHOM YacTu pedepaTa UM B KOHIIE Beeil paboThl. [IpuitoskeHne JOKHO UMETh Ha3BaHHUE WITH
MOSICHUTENIBHYIO TOMIMUCh M BHUJ MpHJIaraeModl wHQOpManuu — cxeMma, CIHCOK, Tadnuma v T. .
Coo0miaercss ¥ HCTOYHUK, OTKYAa B3STHl MAaTEpHaibl, TOCTYXHBIINE OCHOBOH JJIS COCTAaBJICHUS
NPUIOKEHUS (JINTEPaTyPHBIA HCTOYHHUK 0053aTEIbHO BHOCUTCS B CIIUCOK HUCTIOJIb30BAHHOM JIUTEPATYPHI).

Kaxmoe mpunokeHWe HauyMHAETCS C HOBOTO JICTA, HYMEpYeTCs, YTOObI Ha HEro MOXHO OBLIO
COCIIAThCSI B TEKCTE C MCIIOJIb30BAHUEM KPYTJIBIX CKOOOK Hampumep: (cM. mpuioxeHue 5 See Appendix
5). CtpaHuIpl, Ha KOTOPBIX JaHBI MPUJIOKEHHS, TPOJOIDKAIOT OOIIYI0 HyMEpPAILUIO TEKCTa, HO B OOIITHIA
00beM pedepaTa He BKITFOIAFOTCS.

Uro kacaetcs s3bIka pedepaTa, TO OH OJKCH OBITh MPOCTHIM M MOHATHBIM. CTWIIb MMCEMEHHOM
HAyYHOW pe4HM — 3TO OC3NMYHBIH MOHOJIOT, TIO3TOMY HU3JI0XKEHHE OOBIYHO BEIETCS OT BTOPOTO JIMIA
MHOKecTBeHHOro umucia: «Msl cuntaem...We consider (believe, think ...)». Haydnoit TepmuHomorueit
ClelyeT TOJb30BaThCs TaM, TJIE 3TO HEOOXOAUMO. 3HAYCHHE HEMOHATHBIX TEPMUHOB 0053aTEIbHO
MOsICHSETCS (B CKOOKaX WU CHOCKax). [lomycTHMbI KOCBEHHBIE 3asBJICHUS aBTOPCKoW mo3ummu: «Kak
mpecTaBiseTcs. .. As it seems ...», «Jlymaercs, gto...It is believed that...», «Ha mam B3rmsa...From our
point of view...». B kadecTBe fA3BIKOBBIX CPEICTB CBSI3M B TEKCTE HCIOJB3YIOTCS TAKHUE BBIPAXKCHUSL:
«mpexne Beero...first of all..., cnemoBarenpHO..., TeM HE MEHEE..., OCTaHOBHUMCS Ha..., BO-
nepBbIX...first...» W T. T. SI3BIK ¥ CTHJIb MOATOTOBIEHHON Pa0OTHI JMy4Ille BCETO MO3BOJSIET CYyIUTh 00
o01reli KyJbType CTYJICHTa, TOITOMY Ha PeIaKTUPOBAHUE TEKCTA, HE CIICAYET KAaJeTh BPEMCHH.

Pasznea 3 Pexomenaanuu

NPU NOJAr0TOBKE MH(POPMALMOHHOT0 COOOIIIEHHUS.
3TO BHJ BHEAYAUTOPHOH CaMOCTOSITENBbHONW pabOThl MO MOJArOTOBKE HEOONBIIOTO MO 00BEMY YCTHOTO
COOOIIEeHNS ISl 03ByYMBaHUA Ha MpakTHdeckoM 3aHsaTuu. Coolmiaemas HHPOpMANUs HOCHT XapakTep
YTOYHEHHS WM 00O0OIIeHMS, HECET HOBH3HY, OTpPaKaeT COBPEMEHHBIH B3IV IO ONpENeNIEHHBIM
npobieMam.
Coo0mieHre oTiM4aeTcs OT MOKJIAIOB W pedeparoB HE TOIBKO OOBEMOM HWH(pOpMANWH, HO H e€
XapaKTepOM — COOOLICHUS MOTOJHSIOT HM3Y4aeMblii BONPOC (aKTUUECKHMMH WM CTAaTUCTUYCCKHUMU
MaTepHaIaMu.
O(bOpMJUIeTCSI 3aJaHuC IIMCBMCHHO, OHO MOXKCT BKJIIHOYAaTh 3JICMCHTBHI HarJIsigJHOCTHU (I/IHHIOCTpaHI/II/I,
JEMOHCTpanuio). PeriiaMeHT BpeMeHH Ha O3ByYMBAaHHE COOOMIEHHS — A0 5 MHUH. 3aTpaThl BpEMEHHU Ha
MOJrOTOBKY COOOIICHUS 3aBUCAT OT TPYAHOCTH cOopa WHPOPMAIMH, CIOXHOCTH MaTepuala 1o TeMme,
WHINBUTYaTIbHBIX 0COOEHHOCTEW CTY/IEHTa U ONIPEeISIOTCs npenoaaBateneM. OpueHTHPOBOYHOE BpEMsI
Ha MMOJArOTOBKY MH(pOpPMAanMOHHOTO coodmenus — 0.54. JlomomHuTeNbHbIE 3aaHusl TAaKOTO Pojia MOTYT
IUIAaHWPOBATBCS 3apaHee M BHOCHUTBHCA B KapTy CaMOCTOSTENBHOM paboThl B Hayajde H3yYeHUS
JUCLUAIIIMHEL.
eiicmeusn odoyuarowuxca:
e coOpaTh M U3YUHTH JIUTEPATYPY 110 TEME;
® COCTaBUTH IUIaH MM IPaMMAaTHYECKYIO CTPYKTYPY COOOIICHNS;
® BEIJICITUTH OCHOBHBIC TIOHATHS M CJIOBA;
® BBECTHU B TEKCT JIOTIOJHUTEIBHBIC JAHHBIE, XapaKTePU3YIOLIHE OOBEKT U3YUCHHS;
® 0(pOPMHUTH TEKCT THCHMEHHO;
® C/1aTh Ha KOHTPOJIb MIPENOIaBaTENI0 H 03BYYUTh B YCTAHOBIICHHBIN CPOK.
Kpumepuu oyenxu:
® aKTYaJIbHOCTh TEMBI,
® COOTBETCTBHE CO/ICPKAHUS TEME;
e rIyOWHA MPOPabOTKH MaTepHraa,
® 'PaMOTHOCTH U TIOJTHOTA MCIIOJb30BAHUS JIEKCHKO-TPAMMATHYECKOTO MaTepraa;
® HAJIMYNEC 3JIEMECHTOB HarJIs1IIHOCTH.

Paznen 4 PexoMeHnanuu nNpu HanmcaHue dcce.
1. [Togymaii 0 TOM, YTO ThI XOUELIb HATKCATh.
2. Pery, 4To SABJISICTCS TJIABHBIM, @ YTO BTOPOCTEIICHHBIM.
3. CocTaBb IIJIaH COUMHEHHS.
4. TToBTOpH HEOOXOTUMBIE JIJISI HAIIMCAHUS CJIOBA U CIIOBOCOYETAHUS.



5. IIpouTu TEKCTHI HA IAHHYIO TEMY U UCHOJIb3YH UX.
6. [Ty counHeHne, TPUACPKUBAICh COCTABICHHOTO TUIAHA.
Hamnmucanne 3cce.

Dcce — 3TO couyMHEHHE HEOONBIIOT0 00beMa W CBOOONHOW KOMIO3WMLHMH, KOTOpPOE TMepenaet
MHMBHyaJIbHBIC BIICUYATICHUS M COOOPAKCHHMS 10 KOHKPETHOMY OBOJY MJIM Borpocy. Temarnka scce
JIOJIDKHA OBITH aKTYaJIbHOM, 3aTparuBaloIieii COBpeMEeHHbIE MPOOIeMBbl 00IaCTH M3YYeHHS AUCIUTUIHHBL
OOyuatomuiicsi JOKEH PacKpbITh HE TOJABKO CYTh MPOOJIEMBI, IPHUBECTH Pa3IMYHbIC TOUKH 3pEHHS, HO U
BBIPa3UTh COOCTBEHHBIC B3TJISABI Ha He€. DTOT BUA pabOTHI TpeOyeT OT 0Oydaromuxcsi YMEHHS YETKO
BBIPQXKAaTh MBICIM KaK B IHCHMEHHOW (opMme, TaK W IMOCPEICTBOM JIOTHYECKHX PACCYKIACHHH, SCHO
u3J1araTb CBOIO TOUKY 3pEHHSL.

Occe, Kak NpaBUIIO, IMEET 3aJJaHHe, MOCBSILEHHOE PEIICHUIO OAHOM 13 TIpodIieM, Kacaroleiicst o0macTu
y4eOHBIX WM HAayYHBIX HHTEPECOB IMCIMIUIMHBI, 00miee MpoOJeMHOEe Iojie, Ha OCHOBAHUHM YEro
oOyyaromuiicas cam QopMmyaupyeT Temy. [Ipu pacKpbITHH TEMbI OH AOJDKEH MPOSIBUTH OPUTHHANBHOCTH
MOJX0/a K PEIICHHUIO0 MPOOJIEMbl, PeaTMCTUYHOCTD, MOJIE3HOCTh M 3HAYMMOCTH IPEUIOKEHHBIX WIACH,
SPKOCTB, 00Pa3HOCTb, XYA0KECTBEHHYIO OPUTMHATIBHOCTD N3JI0KCHHUS

JIro6oe 3cce coCTONT U3 TpeX YacTeli: BBeICHNE, OCHOBHAS YacTh U 3aKJIIOUYCHHE.

Bo BBegenun He0OX0AMMO 0003HAUNUTH KIIIOUEBYIO MBICIB, HACIO WM MPO0JieMy, O KOTOPOH BbI OyneTe
TOBOPUTH B OCHOBHOM YacTH.

B ocHoBHOW wYacTM 5cce Ha aHIVIMIICKOM SI3BIKE IIOJIAraeTCsl MPEICTAaBUTh KaKUe-THOO JTOBOJBL,
JIOKa3aTesIbCTBA WIIM ONPOBEP)KEHHS Ballleii OCHOBHOW MBICIH, KOTOpPBIE OBl BBIpaXKajdW JIMYHO Ballle
MHEHHE 110 JaHHOMY BOIpoCcy. MOXHO TPUBECTH TNPHUMEPHI, KOTOpbIE OYAyT WJUTIOCTPATHBHO
oToOpakaTh Ballly TOYKY 3peHHs. [Ipy HammcaHuM 3cce Ha aHIIIMICKOM SI3bIKE MOCTapaiTech M30erath
3ayMHBIX WM KHWKHBIX (pa3, KOTOpbIE MpEeBpaTsT Bally pa0OTy B CKy4yHOe TBOpeHue. Jlydmie
WCTIONBb3YyWTE TPOCTOM, HO OJIHOBPEMEHHO XOpOIIMM, TpPaMOTHBIA, KAYECTBEHHBIM aHTJIMHUCKUM.
YmorpebnsiiTe Oobllie MpUIaraTebHBIX U HApEUnil.

B 3ak/10ueHHH 3aBepUINTE BCE BAIlM PACCYKACHUS H CIeTalTe BBIBOABI, KOTOPBIE U OyIyT (PMHAIBEHOM
YacThIO Balllero 3CCe Ha aHIIMHCKOM s3bIke. Bce yacTu scce JOMKHBI TUIABHO MEPEXOJUTh OJHA B
JIpYTyl0, BCE MBICIH JOJDKHBI OBITH JIOTHUECKH CBS3aHHBIMHU. B 3TOM BaM MOMOXKET CIelHaibHas
JIEKCHKa, KOTOPAasl M CYIECTBYET ISl TOTO, YTOOBI BBI ITOCIIEAOBATEIIFHO M3JIaraid CBOM MBICITH.
Hanpumep, npu no6aBieHHH MOKETE BOCIIONB30BATHCS TAKMMH CIOBaMH, Kak moreover (Kpome Toro,
Oonee Toro), aswellas (Tak ke kak, a Tak xe), furthermore (kpome Toro, k Tomy xe). Ecimu xotute
0TOOpa3uTh KOHTPACT WM MPOTHBOIIOCTaBIeHHE, oOpamaiiteck k but (HO), however (omgHaxo),
ontheotherhand (¢ mpyroii ctopoHsl), yet (1axe, 1moka, yxe), onthecontrary (Ha camoM fene, Hao00poT,
HanpoTuB). OrpaHUYUTH MOYKHO C MOMOIIBIO cJIOB despite / inspiteof (HecMOTpsI Ha), BBIPA3UTh MPUIHHY
WIM WTOT Yero-IM00 MONYYHTCS NMPU TIOMOIIM ciedyromei iekcuku: therefore (mosromy, mo 3Toit
npuyuHe), SO (WTak, modTOoMy), as a result (BcmemcTBue 53TOTO, TakmM oOpa3om), consequently
(cnenoBarenbHO, 103TOMY), thisresultsin (B pesynbrare), thisleadsto (momyuaercs). O0paTuTe BHUMaHUE
W Ha Hapeuus NopsjakKa W mocieaoBaTesibHOCTH — then (motom), next (3atem, B cienyromui pa3s), after
(nocxe), finally / lastly (maxone).

WHorna B acce MpUBOUTCS PECYpPChl U UICTOUYHHKH, KOTOPBIE ObLITH MCIIOJIh30BaHbI B padore. Oo6bem
3CCce Ha MHOCTPAHHOM SI3BIKE HE JI0JKEH MpeBbIaTh 15-20 npeanoxxeHuit.

3aTpaThl BpeMEHHU Ha IOJIrOTOBKY Marepuaia 3aBHCAT OT TPYJHOCTH cOopa MH(OPMALMH, CIOKHOCTH
Marepuaia I0 TeMe, HHAWBUIYAIbHBIX OCOOCHHOCTEH O00ydaromerocs U OIpEIeNSIOTCS
npenojasareneM. OpUEHTUPOBOYHOE BpeMsi Ha MOJArOTOBKY — | 4. B kadecTBe JOMONHUTEIHHOTO
3a7aHusl TUIAHMPYETCsl 3apaHee M BHOCHTCS B KapTy CaMOCTOATENbHOW pabOThl B Hadale H3yYCHUS
JHMCIHIUIAHBL. DCcce MOXKET OBITh NPECTaBICHO Ha MPAKTUYECKOM 3aHITHH, Ha KOHKYPCE CTYICHYECKUX
paboT, HayYHBIX KOH(EPECHITUIX.

Heiicmeus obyuarowjuxca:

® BHUMATEIILHO TMPOYHMTATh 3a/laHre W cHOPMYIHPOBaTH TEMy HE TOJILKO aKTYaIbHYIO IO CBOEMY
3HA4YEHUIO, HO ¥ OPUTHHAIBHYIO U HHTEPECHYIO 110 COIEPIKAHMUIO;

® 110100paTh ¥ U3yYUTh UCTOUYHHUKH II0 TEME, COJICPIKAIYIOCS B HUX WH(POPMAIIUIO;

® BEIOPATh TTIAaBHOE U BTOPOCTETIEHHOE;

® COCTaBUTb IUIAH 3CCE;

® JJAKOHUYHO, HO EMKO PaCKpPBITh COAEPKaHNE MPOOIEMBI M CBOM MOJIXO/BI K €€ PEIeHHUIO;

® 0(OPMHTH 3CCE U CATh B YCTAHOBJICHHBIH CPOK.

Kpumepuu oyenxu:

® HOBHM3HA, OPUTHHAIBHOCTh HJIEH, TIOAX0/a;



® PCATMCTUYHOCTD OIICHKHU CYIIECTBYIOLIETO MOJIOKECHHUS 1ET;
® TI0JIC3HOCTh U PEATMCTUIHOCTD MIPEIOKCHHOH HICH;

® 3HAYNMOCTh peaau3allii JaHHOW HUIEeH, MMOAX0Aa, ITUPOTa OXBATa;

® XyIOKECTBEHHAs BBIPA3UTEIHHOCTH, SIPKOCTH, OOPAa3HOCTh H3JIOKEHHS;, ® S3BIKOBAs TPaMOTHOCTH
H3J10)KEHMUS,

® HCce MPEICTaBICHO B CPOK.

Pa3pen 5. Pekomenaanuu

IIPpH COCTABJCHHUH IHAJIOIOB 1 MOHOJIOI0OB
IMamsiTKa MO COCTABJIEHUIO THAJIOTA

B mnpomecce moAroToBKM K BBIIOJHEHUIO 3aJaHUs (AMAJIOT) BHUMATENBFHO H3YYUTE €ro
coepKaTeNIbHOe HAIOJHEHHE, OMNPEAENNTe KOHKPETHYI0 CHUTYalui0 M KOMMYHUKATHUBHYIO 33/1a4y
oO0rIeHus.

Curyarus oOIIeHNS YeTKO U JJAKOHMYHO KOHKPETH3UPYETCS B IEPBBIX IBYX-TPEX MPEUIOKECHUIX
3a7aHusl, TIO3TOMY HX CIIEAYET YUTAaTh OCOOCHHO BHUMATEIBHO.

*Discuss all the options

Ob6s3aTennbHO  OOCYAMTE BCE MpeAiaracMble BapuUaHTBl, BHE 3aBHCUMOCTH OT COOCTBEHHBIX
MpEeANOYTEHUI.

[Iponyck ogHOrO W3 BapUaHTOB MOKET MOBJEYb 3a COOOH CHIDKCHHE Oana 3a BBITIOJIHEHHUE
3aJlaHusl.

*Take an active part in the conversation

BynpTe MHUIMATHBHBIM MTApPTHEPOM IO OOIICHHMIO, a HE TACCUBHO OXKU/IAliTe BOPOCOB CO CTOPOHBI
cobeceqnuka. B maHHOM THme 3amaHus Oecelly HAaYMHACT YYalWHCs, y KOTOPOTO B 3a/JaHUM
npucyTcTBYeT (ppaza «You begin the conversation». Heo6xoanmo HadaTs O6ecemy ¢ KpaTKOTO BCTYILUICHUS
—00BscHeHHs cuTyanuu. Jlanee cieayeT akTHBHO BeCTH Oecety: IpeiaraTh BApHaHThI sl 00CYKICHUS,
3a7aBaTh COOTBETCTBYIOIIME PEUEBOM CUTYallMd BOMPOCHL, NMPH HEOOXOAMMOCTH TepecTpaliinBarh,
YTOUYHATH MHCHUC CO6€CCI{HI/IK3, OCYHICCTBJIATH IIEPEXOA OT OAHOI'0 BapuaHTa K JpyromMmy, B 3aBCPIICHUC
Oecenpl ocie 00CYKICHUS BCEX BAPHAHTOB CAMOMY IPEJIOKHUTH pelleHre. PereHre JOmKHO JIOTHIHO
BBITEKATh M3 BCET0 CKa3aHHOIO 00OMMH MapTHepaMu, He 3a0yIbTe MPH 3TOM €llIe pa3 MOWHTEPECOBATHCS
MHEHHEM coOeceTHHKA.

*Be polite

BexnauBocTh B Amanore IpeoyiaracT MpPEeKIe BCETro IPOSBICHHE 3aHHTEPECOBAHHOCTH IO
OTHOIIICHUIO K CBOEMY MapTHEpY IO OOIIeHHI0, 00s3aTelIbHOE PearnpoBaHKe Ha €ro PEIUIMKH (ITyCTh
HOPOIO C TIOMOIIBIO KOPOTKHX PEIUIMK pearrnpoBanusi). Heo0XoanmMo BHUMATENBHO CIIymIaTh MapTHEpa U
JlaBaTh aJICKBaTHBIC PEaKIMH Ha TO, YTO OH TOBOPUT. B IaHHOM THIE anaiiora yarie BCEro OTBETHBIMHU
peaknusMu OyayT corjlacue WM Hecoryiacue (MpU4eM BEXKIUBOE), 1, BOSMOXKHO, yUBIICHHE, COMHEHHE.
[Tpu >TOM 0E3yCIOBHO CiEQyeT CTapaTrbCsi HCIONB30BaTh pa3HOOOpa3Hble SI3BIKOBBIE CPENCTBA JIJIS
BBIPQKEHUS JaHHBIX S3BIKOBBIX (DYHKIHH.

*Come up with ideas

AKTHUBHO TpeJyiaraiiTe BapuaHThl JJisi 00CyKAeHUs (€CTECTBEHHO, MOcie JOCTATOYHO MOJIPOOHOTO
00CYKAEHUS KQKIOTO MPEIBIIYIIETO).

*Give good reasons

Ilpu npensiokeHWH CBOETrO BapuaHTa CJIEAYeT JaBaTh YETKHWE Pa3BEPHYThIE apryMEHTbl B €ro
nonbp3y. B ciydae Hecornmacusi cobeceHWKa HEOOXOJMMO pearupoBaTb Ha €ro PEruiUKd CBOUMH
KOHTpapryMeHTaMH, COrjlacys HMX C €ro JIOBOJAaMH. YMEHHE  yCJblaTh  HapTHepa
1 aJICKBATHO MAPT'YMCHTUPOBAHHO P€ArupoBaTb B CIIOHTAHHBIX OTBECTHBLIX PCIIJIMKAX OCO6CHHO IOECHHO B
JaHHOM THIle nuanora. OJHAaKO coBceM HeoOs3aTeNbHO BCErja He COIMAIaThCs ¢ MapTHEPOM, BE/b B
peanbHOl KOMMYHHMKAallMM MBI JOCTATOYHO YacTO IMEpecMaTpUBaeM CBOIO TOUKY 3pEHHS, B3BEIIMBas
JOBOJBI «3a» U «IpoTuBy». llpH cormacum ¢ MHEHHEM coOeceHUKA Ba)KHO MPUBECTH JONOJHHUTEILHBIE
JIOBOJIBI B TIOJIB3Y 00CYKJ]a€MOT0 BapHaHTa UK Pa3BEepHYTh apryMEHT cOOeceTHHKA.

» Find out your friend’s attitudes

AKTHUBHOCTH U BEXKJIMBOCTb COOECEAHNKA IPEAIIOIIaraeT 3aMHTEPECOBAHHOCTh BO MHEHHH TApTHEPa
no OOMIIeHWIO, TO3TOMY B Oeceie ClEAyeT HHTEpEcCOBaTbCS MHEHHEM COOECeJHWKa MO TOBOIY
npe/iaraeMbIX BapUaHTOB, 3alpAIINBATh €ro COTJIACHE WIIM HECOTJachue cO CBOeH ToukoW 3peHus. [Ipu
HEOO0XOIUMOCTH MOXKHO 33JaTh YTOYHSIOLINE BOIIPOCHI, IEPECIIPOCUTE COOECEeTHHUKA.

...and take them into account



HeoOxomuMo y4uThIBaTh MHEHHE COOCCETHHKA W MPUBOIUMBIC WM apryMEHThI NPU NPHHATHH
OKOHYATENILHOTO PEIIeHHs, KOTOPOE JIOJDKHO CTAaTh JIOTHYSCKUM 3aBepllieHreM Juanora. Ecnu pemenne,
npeiaraeMoe dK3aMEHYeMbIM, IPOTUBOPEUUT COACPIKAHUIO MPOBEICHHOM Oecebl, KOMMYHHKATUBHAS
3aJlaya MOXKET OKa3aThCs HEBBIOJHEHHOW. DTO O3HAYaeT, YTO YYaCTHHK Oecelbl (OpMaIbHO
MPOTOBapUBAIl CBOH JIOBOJIBI, HE CIICAMII 32 PEIUTMKaMHU cOOECEeTHIKA U JIOTHKOW Pa3BUTHS JHAJIOTA.

*Invite your friend to come up with suggestions

WuunpaTtuBHOCTh B Oecelie MpeArnosaraeT yMEHUE BOBIICYb MapTHEpa B Auaior. B maHHOM THIIe
JIaJiora 3TO MPOSBIISIETCS HE TONBKO B YMEHHH 3alPOCUTh MHEHHE COOECETHUKA, HO M B TIPUTIIANICHUN
Npe/yIaraTh CBOM BapUAHTHI JJIsT O0CYKICHUSI.

*Come to an agreement

OOBsIBJICHHE COBMECTHOrO BBIOOpa B JIaHHOM THUIE 33JaHMs —3aBEPIICHUE PEIICHUS
KOMMYHHKATUBHOH 3aJ1a4u.

JIOTIOTHUTENTBHO K CKa3aHHOMY HEO0OXOJMMO MOMHHUTb, YTO TUAJTIOT —3TO HE OOMEH MOHOJIOTaMHU.

Kuuie mist cocraBieHus 1uasora:

Why don’t we...

Shall we...

Do you think we should...

Do you want to...

Would you like to...

How about...

What about...

Do you feel like...

What do you think of...

Do you fancy...

IMaMsiTKa N0 COCTABJIEHHIO MOHOJIOTA

OOyueHHe TOBOPECHHUIO KaK MPOIECCY MPOAYKTUBHOMY, TO €CTh TPeOYIoNeMy OT 00y4aromuxcs
MIOCTPOCHHUSI BBICKA3bIBaHMS, OOYCIOBICHHOTO CHUTyalueidl OOINEHMs, MPEACTaBIseT COOOW CIOXKHYIO
METOJIUYECKYIO 3a7ady. JTO CBA3aHO C HAWOOJBIIUMHU TPYTHOCTAMHU Jis OOyYarOIIUXCS U TpeOyeT
OONBIIMX 3aTpaT BPEMEHH M YCHIWM Kak CO CTOPOHBI MPEMNoAaBaTelis, TaKk U CTYACHTOB. [ OBOpeHHe
MOJKET BBICTYIATh B ()OpME MOHOJIOTMUECKOTO (CBSA3HOT0) BHICKA3bIBAHUS M JAHATIOTHUECKOTO — OeceIbl
(XoTs Takoe pa3rpaHMYCHHE HECKOJBKO MCKYCCTBEHHO). ['OBOpeHMIO Kak Lelu OOYyYeHHs JJ0JDKHA
NpE/IeCTBOBATh PAb0Ta HAJ S3BIKOBBIM M PEUYCBBHIM MaTepualloM. MHBIMU CIIOBaMH, YJYalIUMCS HYXHO
obecrneynTh JOCTATOYHYK) TPEHUPOBKY B MPABUIBHOCTH (POHETUYECKOTO, TPAMMATHUYECKOTO |
JISKCUYECKOTr0 O(hOPMIICHHS BHICKA3bIBAHUM.

DOpPMHUPOBAHUIO TOBOPEHHS CITYXKAT JIBE IPYIIbI YIPAKHEHUNA: TPEHHUPOBOUHBIC U TBOPUYECKHE.
MoHosorrueckasl pevb MPEICTaBICHA TJIABHBIM 00pa30M OMHCAHHWEM, COOOINECHHEM, PAaCcCKa3oM O
HPOCITYIIAHHOM, TpoYnTaHHOM. OJHAKO OOydYeHHE MOHOJIOTY HET 0e3 CTPOroro pasrpaHduueHus: Mo
THIaM BbICKa3bIBaHHsI, TAK KaK 3[1€Ch MPOMCXOIUT YCUIICHHOE HAKOIIICHHE SI3bIKOBOTO MaTepHala.

Jlns MOATOTOBKH YCTHOTO COOOIICHHS CJEAYET BOCIOJIB30BAThCA PEUEBBIMH  000pOTaMHU,
MPUBEICHHBIMU B TAOJIHIIC

Peuerble kiumie 1Jis1 0popmMiIeHUs1 YCTHOI peun

Introducing the subject

Stating the purpose

- Id like to talk (to you) today about...

- I’'m going to present my report - The subject of my academic paper/my presentation is...

- My purpose/objective/aim today is ...

Signposting

Outlining the structure

- I’ve divided my report into... parts/sections. They are... The subject can be looked at under the
following headings...

- So, I'll start off by... giving you an overview of/making a few observations about/outlining...

- And then I'll go on to... discuss in more depth the implications of/talk you through...

Let me begin with/To start with/Firstly, I'd like to look at ... Then/Secondly/Next... Thirdly...
Finally/Lastly/Last of all...

-I’d be glad to answer any questions at the end of my presentation.

- ’ll try to answer all of your questions after the presentation of my report.

Linking words/phrases



Personal opinion:

In my opinion/view...

To my mind...

I think/suppose/believe/consider...

It seems to me that...

As far as I’'m concerned. ..

BBoaHbIe KOHCTPYKIUH /LTSI /1€JIOBOT0 OOLIEHUS C EPEBOIOM
I would like to tell you...

S 661 XOTEN paccka3aTh BaM O...

First of all...

IIpexne Bcero...

I guess, I believe.....

S nymato (cumraro, mojaraio)...

In general...

B nenowm...

Frankly speaking...

ITo paBne rosops. ..

On the basis of data....

Ha ocHoBe naHHBIX...

Concerning the subject.....

Yro Kacaetcs Bompoca.....

I would like to display the scheme....
51 GBI XOTEN MPOAEMOHCTPUPOBATEH CXEMY ...

Pasznes 6. Pekomenaanuu mo co31aHuI0 Npe3eHTalui

1. KpaTkasi XapaKkTepHCTHKA NPe3eHTaluu

[Ipe3enTtanus — 310 HaGop cnalgoB (cTpaHull), O(GOPMJICHHBIX B COOTBETCTBUU C KaKHUM-TO
NpUHATHIM cTmiieM. [locinenoBaTensHOCT MOKa3a CIaiI0B MOKET MEHSTHCS B MPOLIECCE JEMOHCTPAluU
npe3eHTanuu. [Ipe3enTanus He HomKHA OBITH MeHbIne 10 crnaiinos.

Kaxnpiii cnaiin MOXeT BKJIIOYaTh B ceOsl:

- paznuyHble GOPMBI MpeACTaBIeHUs WHPOPMALUK (TEKCT, TaOJIHIIBL, JHArpaMMBbI, H300paKeHMUs,
3BYK, BUJIEO).

-aHUMALUIO TIOSIBICHUS OOBEKTOB Ha Claiijie M aHUMAIIO CMEHBI CIIai0B.

TuTynbHBIN Calijl TOJDKEH COJlepKaTh Ha3BaHUE TEMbl, Ha3BaHUE yueOHOTO 3aBefeHUs, (haMuITus,
UMl aBTOpa Mpe3eHTaINH, yueOHas rpymmna, paMuims, uMsi, 0TYECTBO MPEToIaBaTesl.

Ha Bropom cinaiine MoxeT OBITH NpPENCTaBICH IUIAH IPE3CHTAllMM, OCHOBHBIC pa3Aeibl WM
BOIPOCHI, KOTOPBIE OyIyT pACCMOTPEHBI.

CrapaiiTech NPUACPKUBATHCS MPHUHIIMIA: OJAMH CJIalJ - OJHA MBIC/Ib. YOCIUTEIbHBIMUA OBIBAIOT
NPEe3eHTALUH, KOTJa Ha OTHOM ClIaii/ie 1aeTcsl TE3UChl HECKOJIBKO €T0 10Ka3aTeIIbCTB.

BriBoBI Beeria 10MKHBI OBITH JaHbl JTJAKOHMYHO Ha OTACIILHOM CIale.

OOBeKThl Ha Claiijlax MOTYT Cpa3y IPHUCYTCTBOBaTh Ha Cjaijax, a MOTYT BO3HHUKATh Ha HUX B
Hy)i(HBIﬁ MOMCHT 1O JXCJIAHWIO OOKIIaJYWKa, 4YTO YCWJIIMBACT HAIIAAHOCTH AOKJaJa W IIPHUBJIICKACT
BHUMAaHHUE ayTUTOPUU UMEHHO K TOMY OOBEKTY WJIM TEKCTY, O KOTOPBIX B JaHHBI MOMEHT MIET PeUb.

[Tocnenaumu cnaiigamMul MPE3EHTAUA JOJKHBI OBITh TJIIOCCAPHI U CIIUCOK JTUTEPATYPHI.

2. JTanbl cO31aHUs Mpe3eHTAIUH.

[ImanupoBaHue npe3eHTanuu:

- olpeiesieHHe Leneit

- U3y4E€HHUE ayIUTOPUH

- (hopMHUpOBaHUE CTPYKTYPHI U JIOTUKH IIOIA4X MaTeprana

PazpaboTka npe3eHTanyn

- BEpTHUKAJIbHAA YU TOPU30HTAJIbHAA JIOTUKa

- COJIepKaHUe M COOTHOIIICHUE TEKCTOBOW U rpaduueckoil HHpopMarmm

- 3aIl0JTHEHUE Cai 0B HHpOpMaen

- HACTpOiiKa aHUMAalUU

Penerunus npe3eHTanumn

[lepen mpesenrtanueld 00s3aTeNbHO HYXKHO MPOBECTH peneTHluio. Ha Hell MOXHO MOHATH, TAe
BO3HUKHYT TPYIHOCTH, MOYYBCTBOBATH PEAJBbHBI XPOHOMETpPAX IPE3CHTALMH, a TaKXKe HCIPABUTh



3aMEYEHHbIE 110 X0y OIIMOKHU.

3. Uto HaJ10 yYMTHIBATh, pa3padaTbiBasi Mpe3eHTaluu?

1. [Topsnok BEIBO/Ia OOBEKTOB HA 3KPaH CIICAYIOLITHIA;

- 3aroJIOBOK craiiia

- OCHOBHAs WHGOPMATIHS

- IONOJHUTEINbHAs (HOSACHSIOMIAs, WIUTFOCTPUPYIOIIas, HABUTAlMOHHAsT) HHOpManys

2. OcHOBHOI MaTepual HEOOXOJMMO BBIACIUTH, YTOOBI OH MEPBBEIM Opocajcs B Iaza Mpu
JEMOHCTpaLuy ciaiina. BeigeneHne MOXXHO OCYIIECTBUTH pa3MepoM O0BEKTa, IIBETOM, crendddexTamy,
HOPSIIKOM TIOSIBJICHUS Ha SKPaHe.

3. JlomoHUTENbHBIM MaTepuan NpeAHa3HavyeH Uil NOAYepKUBaHUs OCHOBHOHM MbICIH crhaiina. B
KadecTBe JIOMOTHUTENbHON HH(OpMAIMK MOXKET BBICTYNATh rpaduka.

4. Baxxno yunrteiBath, uro HEJIB3 Ha cnaitnax nucats BCE, uTo mokiam4uk IIaHUpYeT CKa3aTh.
Ha cnaiinpl TOMKHBI MOMACTh TOJIBKO CaMble Ba)KHBIE TE3UCHI, CaMble HEOOXOIMMEBIC JaHHBIE, a TaKkKe,
JKelaTeNbHO, TpadMuecKuil MaTepual: WUIIOCTpauud, (ororpaduu Bceraa Jiydlle BOCHPUHUMAIOTCS
ayIUTOPUEH.

5. Marepuai Ha ciaiiie TOKeH OBITh PacIloIoKeH MaKCHMAJIbHO paBHOMEPHO TI0 BCEH IIIOMIAIH,
HE OCTaBJISIsI KPYIHBIX MYCTHIX IPOCTPAHCTB.

6. Tekct, pa3MeNIeHHBIN Ha ClIalijie, TODKEH OBITh XOPOIIO BHICH U YI0004HTaEM.

7. HEJIb35 wmcnonp3oBaTh Ha criaiife HECKONbKO mpu(pTOB. ONTUMANBHO HCIOIB30BATh IS
CMBICJIOBOT'O BBIICTICHHUS pa3Hble HauepTaHusl OMHOTO mpudra.

8. Ilpu HacTpoiike aHMMAaIWH U TOPSIKa MOSBICHUS OOBEKTOB Ha Ciaiifie HaJ0 MOMHHUTH, YTO
moboit cerpddexT nomker ObITh 000cHOBaH. [lepenacsimenne crerPdQexTaMu OTBIEKAeT U BHI3BIBAET
pasapaxeHue.

9. 151 IETTOCTHOCTH BOCTIPHATHS MPE3EHTALIUS BBIMIOJIHSETCS B €AMHOM CTHIIE. DTO MOXET OBITh
W eIUHBIN (OH, FITH KaKOW-THO0 MOBTOPSIOMIMNACS Ha KaXKIOM CIai/Ie dJIEMEHT.

10. Ha mpeseHTanuio MOXeT ObITh HAJOXKEH 3BYK. 3BYKOBas CXE€Ma MPE3EHTalUHd HMEET TPHU
YpOBHSI:

- HHU3IIMH YPOBEHb-3BYK, CONPOBOXKIAIOIMINN cremd(QeKTsl, mosiBicHHe OOBEKTOB Ha 3KpaHe,
IpeHa3HavYeH JUIsl IPUBJICYCHUS! BHUMAHUS K MOSBIIIOIUMCS 00bEKTaM.

- BTOpO#l ypOBEHb 3BYKOB-ayJHo (hailiibl, MprcoeTUHIEMBbIC K claiiny. /JlaHHbI THT 3ByKOB MOXKET
CIIy’)KUTh KOMMEHTapueM K COJEpKMMOMY cjalifla W 3aMEHSATh TEKCT, OCTaBisAsl OOJbIIe MecTa JUIs
rpaduyeckoil HHGOPMAIIHH.

- TpeTuil YpOBEHb-3BYK, BCTaBJSIEMbI B IIPE3CHTALMIO, PAaCHpPOCTPaHSEMbIl Ha BeCh MPOLECC
JIEMOHCTpAIINH.

Kpurepun oneHku npe3eHTaunu

-COOTBETCTBHUE COJICPKAHUIO TEME;

-MpaBUIIbHASL CTPYKTYPUPOBAHHOCTH HH(OPMAIINY;

-HaJIM4YKe JIOTUYECKOH CBS3U M3JI0KEHHOW HHPOPMAIH;

-3CTETUYHOCTH O()OPMIICHHS, €TO COOTBETCTBHE TPEOOBAHUSIM.

Onenka «5» craButcs npH 85 % cooTBeTCTBUS TPeOOBAHUAM OPOPMIICHHUS TIPE3CHTAIHH.

Onenka «4» -70%-85%

Orenka «3» -50%-70%

Onenka «2» - MmeHee 50 %

Pa3nen 7. PekoMeHIanMu 10 COCTABJIEHUIO /I€JI0BBIX MU CEM

OCHOBHBIM TIpEIMETOM J[AHHOTO pas3jena sBIseTcs «ienoBas cdepa oOImEHHS» B YaCTHOCTH
COCTaBJICHHE THCHMEHHBIX JICJIOBBIX M COIPOBOJAMTENBHBIX MHCEM W IpeTeH3uil. JlenmoBoe oOmieHue B
NUCEMEHHON (opMe mpencTapnsier coOOH OCOOBI THI, KaK 3JEMEHT HAIMOHAIBHOH KYJIBTYpHI,
BKIIIOYAIONIMKA B ce0si HE TOJBbKO cHeun(puuecKkue 3JIEMEHTBl, HO M JIIEMEHThl yHUBEpPCAJIBHBIC,
XapaKTepu3yIoUre KOMMYHUKATHBHYIO MOJIENb B 1IETIOM.

O dexTuBHOE JEN0BOE MUCHMO Ha aHTIIHMHCKOM sI3bIke OOBIYHO MMEET OIpe/eleHHbIH (hopMmar u
S3BIK.

Hnst TpaMOTHOTO OQOPMIICHHUS! JIEIOBBIX KIMIIE Ha IMUCbME, CleAyeT OOpaTHUTh BHUMAaHHUS Ha
BapUaHTHl AHTIUICKOIO W PYCCKOrO si3blKa. Tabnuiia NEeMOHCTPHpPYET NPUMEPHI JEJIOBBIX KIHIIE,
UCIIOJIb3YEMBIX TIPU COCTABJICHUH JICTIOBBIX ITHCEM.

IIpumepsbl AeJI0BBIX KJIMIIIE

Thank you for your letter of (date) asking if.........



We have received your letter of (date), enclosing...............

We are writing to enquire about

We are interested in...

We would like to know...

In reply to your letter of (date)...

We would like to inform you...

We are sorry to have to remind you...

With reference to your letter...

Confirming...we are pleased now to...

Please accept our apologies/apology for...

We very much regret to say that...

We are sorry for a delay...

We were sorry to receive your complaint. ..

JIroboe 1es10BOe MUCBMO HA AHTVIMICKOM HAYMHAeTcs ¢ (ppa3bl M0100HOMH

Dear Mr Brown

Dear John

- B KOHIIE (hpa3bl HET BOCKIIMIATEIHLHOTO 3HaKa. MOXKHO HMCIHOJIB30BaTh 3aISTYO WU OMYCTHTh
3HaK MpeNmuHaHus BooOIie. B Tom wim apyrom ciydae TOJOOHBIA CTHIIL CIEAyeT COONIONATh U B
OKOHYaHUH MUCHMA.

- 3amenutenu Tuma ‘Hi, John!” Bo3MoOHBI mpu mHTeNbHONW HE(POPMATBHON TEpenucKe ¢
kojuteroi. Ilogoxxaure, Moka OH UCIOIL3YET TAKOE HAYAJIO IIEPBBIM.

TunuyHbie OIUOKHU:

Hi, MrBrown!

Hi, Mr Brown,

Dear John Brown

BMecTo Mr MOKHO HCIIONTB30BATh IPyTUe OOpamieHus] B 3aBUCUMOCTH OT CHTYaIlUH, YKa3aHHbBIC B
TadauLe:

Oo0pamenus npu popMaJbHON Mepenucke

Mr (married or unmarried male)

MRS (married female)

Miss (unmarried female)

Sir (male — name not known)

Madam (female — name not known)

Sir/Madam (o0OpariieHue K ajpecary, KOrjia HEM3BECTHO JKCHIIIMHA 3TO WA MY»KYMHA)

Doctor/Professor/General (oOpatienue k JoKTopam, npogeccopam, BOGHHBIM B HE3aBUCUMOCTH OT
ToJIa)

Complimentary close (Oxon4aHue nucbMa)

Yours sincerely (Mckpenne Barr )

Yours faithfully (Mckpenne Barir )

IIpumep 1. /le10BOe NUCHEMO HA AHIJIMHCKOM

Lenina 123-56

Volgograd 123456

Russia

13 March 2009

ABC Ltd
Warwick House
Warwick Street
Forest Hill
London SE 23
UK

For the attention of the Sales Manager

Dear Sir or Madam
Please would you send me details of your DVD video systems. | am particularly interested in the



Omega range.

Yours faithfully

(Ms) K. lInik

B nepBom ab3ate nrcbMa OOBIYHO YIIOMHMHAETCS CHTYalusl, MOCTYKUBIIAas MPUYMHONW HalKCaHHs
MUCHMa: MOJTb30BAHUE TOBAPOM HITH YCIYTOMH, Terne(OHHBIH WK JINYHBIA pa3roBOp, 3alpoc WK MHCHMO,
peKiama WM 1elTb HalTUCaHusI TUChMA.

Harta oTmpaBiieHHsI MUCbMa OOBIYHO MUILETCS B MPaBOM YITYy MOA 3aroioBKoM. CyliecTBYIOT
CJIEYIONINE CTIOcOObI 0003HAYCHUS IAThl B JICNIOBBIX MHUChMaX Ha aHTJINHCKOM SI3bIKE:

12th September, 2010

12 September, 2010

September 12th, 2010

September 12, 2010

JenoBble THChMa Ha aHTIHMICKOM SI3bIKE OO0S3aTENbHO JOJDKHBI COACP)KaTbh BCTYIHTEIHLHOE
oOpalieHne U 3aKIIUUTENbHYI0 (GOpMYIly BexIMBOCTH.BeTynmuTensHoe oOpaieHrne MHUIIeTCsl Ha JIeBOi
CTOpPOHE TKChMa TMOJ] BHYTPEHHHM aJpecoM Ha OTACIbHON CTpOYKe, a 3aKIIuuTeNbHas QopMyina
BEXKIIMBOCTH — HA MPABOIl CTOPOHE, B KOHIIE OCHOBHOTO TEKCTA, TAKXKE HA OTACIHHON CTPOUKE.

IIpumep 2. PacnpocTtpanenHble (opMyJabl BCTYNMTEIHHOT0 00palleHus:

Dear Sirs, YBaxxaeMble rocroja (CTporo o(uIHaIbHO)

Dear Sir, YBaxkaeMblif rocroinH (CTpOro o(hUIIHaIBEHO)

Dear Mr. Black, YBaxkaemsiii rociogus biiek (MeHee oduninanbHO)

Dear Madam, YBaxkaemast rocrosxa (cTporo ouimaibHo)

Dear Mrs. Green, YBakaemast muccuc [ puH (MeHee opHUIHaTBHO)

Dear MissWhite, YBaxxaemas mucc YalT (MeHee 0(hUIIHAIBHO)

Koraa OTIPAaBUTCIIb IMUCbMaA KEJIACT, LITO6I:.I IIUCbMO 6I)IJ'IO IpOYHUTAHO OHpeI[CJIéHHI)IM JIJMIIOM B
OpraHu3alMy TOydYaTelis, TO Mepe BCTYMUTEIbHBIM 00pAaIlleHUeM WM TI0J] HUM CTaBHUTCS CIIeIyroIast
Ha/IITUCh:

Attention: Mr. T. Black / Attention of Mr. Black

Ipumep 3. PacnipocTpanennsie opMyJibl 3aKJIIOYUTETHHOT0 00palleHH:

Yours faithfully C yBaxenuem (cTporo opurmaasHo)

Faithfully yours

Yours truly

Yours sincerely Nckpenne Bamr (MeHee odunnainHo)

Yours

Pa3nen 8. PekoMeHaauu Mo cocraBjieHUu0 Pe3roMe HA aHTJIMIICKOM

si3bIKe 10 TeMe codece0BaHMe

[MprcTynasi K COCTABICHUIO PE3IOME, IOMHHUTE, YTO OHO JOJDKHO OBITh JOCTATOYHO MOJAPOOHBIM, U
B TO Xe Bpemsi KpaTkuMm (He Oosee | crpanmipl). dopma ero Mpou3BOJbHA, OJHAKO Bbl JIOJDKHBI
IPEICTaBUTh B HEM BaIllM JIMYHbIE, 0Opa3oBaTesibHbe W MPOPECCHOHANIBHBIC TaHHbIE. Pe3toMe 00BIUHO
COJICPYKUT CIEYIOLIYI0 HHPOPMALHIO:
Name nms
Address aapec
Telefone tenedon
Fax dakc
E-Mail aapec 351eKTpOHHOM MOYTHI
Date of Birth nara poxxnenus
Place of Birth mecto poxaenus
Nationality HarmoHanbHOCTH
Marital status cemeitnoe monoxenue
Ojective 1enb (T.e. JODKHOCTh, Ha KOTOPYIO BbI IPETEHIYETE)
Education o6pazoBanue
Employment history omnbiT paboTst
Languages si3bIKH, KOTOPBIMH BJIaJIeeTe
Hobby and Interests yBieuenus u uHTEpECHI



Oo0pa3sen pe3oMe HA AHTJIHIICKOM A3bIKE
Ccv
Accountant, Finance Controller Resume
Obijective

Personal Data (JInaasie maHHbIC)

Charles Accountant

Address: Accountant street 1, Dallas, USA
Phone number: 00 Country-code 999 8888 777
E-mail: charles.accountant@domain.com

Date of Birth: 1965-08-27

Status: Male

Education

London University, Faculty of Finance, Tax and Accounting 1988 - 1993

Specialization: Company Finance, Controlling, Accounting, Finance Audit, Taxation

Thesis: International Company Accounting in Europe and in USA, US GAP and IFR methodology

Courses

International business, taxes, duties and statistical reporting in USA (Auditor Lectures), 2008
International business, taxes, duties and statistical reporting in EWE (Auditor Lectures), 2008
VAT TAX (VAT Lectures), 2006

Double-entry Bookkeeping (Lectors of Bookkeeping), 2005

IFRS - Accounting in Europe (EU-Acc), 2005

US-GAP (GAP Training), 2006, 2004, 2002

Internal Finance Audit (PPRE), 2006

Finance Controlling (PPRE), 2004

Chief accountant, Management Training, 2007

Employment history (TpymoBoticTax)

Bank of Dallas, finance department 2006 - today

Chief accountant, finance controller

(accounting, final account, financial statements, payroll, financial controlling, financial reporting, tax
consulting, tax declaration /VAT, Income tax, Road tax/) )

Accounting, Audit and TAXs 2004 - 2006

Senior Accountant, Team Leader Accounting

(financial accounting and managerial accounting, responsibility for overall bookkeeping including all
necessary statements, VAT TAX declaration

QWSO International 2002 - 2004

Senior Accountant, Finance Auditor

(bookkeeping, TAXs, financial audit, support to Finance Director

Skills

Languages: English (Native), Portugal, Russian (beginner)
PC Skills:

Oracle Application R.11, SAP/R3, BAAN IV, JBA System 21, BPCS Client/Server, MS Excel - expert
MS Word, MS Outlook, MS PowerPoint, Internet - user
AxTuBHBI cioBaps no Teme: «COBECEJJOBAHUE
Applicant - nperenaeHT

Personnelmanager —menemkep 1o nepcoHaty
Appointment - 10KHOCTD

Announcement - oObsIBIICHHE

Accounting —OyxranTepckoe J1eyo

to apply for the position — momy4nThI0IKHOCTE

hire on a job — mansTeHapaboTy

educational person — o6pa3oBaHHBIH YETOBEK

looking for a job — uckars padoty

vacancy - BakaHCHsI



Accounts department — otaen pacueToB
cultured person — KyaBTYpHBII YeIOBEK
resume - pesrome
joint-stock company — akioHepHOe 00IIECTBO

IIpeanosiaraeMbie BOMPOCHI padoTOaATENISI M OTBETHI HA HUX ¢ KOMMEHTAPHUSIMM:
Tell me about yourself. (pacckaxure o cebe)
This does not mean "Give me your life story”. It's your chance to give an overall impression of who you
are. Research the company to get an idea of the skills and experience they're looking for, work those into
your response. Make sure you concentrate on who you are, your work experience, and relate everything to
show that you would be a great candidate for the position.

What were your main responsibilities in your last job? ( kakue 0653aHHOCTH BBI BBITOIHSUIN Ha IIPOILIOH
pabote)

Be specific and positive about what you did in your current / previous job. Try to relate them to the job
you are being interviewed for.

What are your greatest strengths / weaknesses? ( Baruu cia0ble U CUIIBHBIC CTOPOHBI)

Your ability to work well under pressure, prioritizing skills, problem-solving skills, professional
expertise, leadership skills, team spirit. Be prepared to give real life examples.

Be honest about a specific weakness, but show what you are doing to overcome it.

Why do you want to work for this company? ( modemy BbI XOTHUTE pabOTaTh B HaIlICH KOMITAaHUU?)
Be positive. Research the organisation and relate what they offer to your long-term ambitions.

Pa3)1e.11 9. PeKOMeHI[aHl/II/I 110 HAITMCAHHUIO ITUCEM JITHYHOI'0 XapaKTepa
1. B mpaBoM BepxHEM yIily yKa3bIBaeM 2opod, Hampumep: Shuya, a moa Ha3BaHHEM ropoja, Ha CTPOYKe
Hmwke cmpany— Russia. Tpetsst ctpoka — dama: 20 March, 2015
2. Ha creayrolieii cTpoke ¢ OTCTyIoM muiieM oopauenue. Dear Mark,
3. Crnenmyromas CTpoKa HAaYMHAETCS C IONHOIIEHHOTO TMPEIJIOKEeHHS, MpUYeM C 3arjaBHOW OYKBHI,
HECMOTpS Ha TOT (aKT, YTO OOpaIeHne 3aBepIIUIOCh 3ansITONH. B 3T0i CTpoKke yKa3bIBaeTCs ccbliKa HA
npeovloyue KOHMAKmMbl., HeobXo0umo nobaazodapums cobeceOHUKa 3a_NUCbMO, MONCHO U3BUHUMbCSL,
YUMo Mbl 00420 HA He20 He omeeuanu, U YNOMAHYMb Kakou aubo caxm uz nonyuennozo nucvma. He
HY)KHO BBIAYMBIBATH HOBYIO (DOPMYIHPOBKY BCAKHIA pa3 — CIENyeT 3allOMHHUTH HauW3yCTh OJHO
€JIMHCTBEHHOE BBICKA3bIBAHUE M BCETJIa YIOTPEOJIATh €ro B MEpBOM ab3aile — ATO 3KOHOMHT BpeMs U
criacaeT OT BO3MOXKHBIX omuOok. Hanpumep: Thank you for your letter, it’s nice to hear from you again.
Sorry I haven’t written back for so long, but I've been busy with my project. (I'm glad you passed your
history test).
4. Cnenyromuii ad3ail codepaicum omeenivl Ha 80NPOChL cOOeceOHUKA, HO HAYMHATh €TI0 C OTBETA «B JIO0»
- Hesb3st. HeoOXxoauMo Hayath co CBsA3yroliero ciosa: - By the way,... / Well,... u ayudrie ucnons3oBarsh
ele oaHo Knwie — In your letter you asked me about.... (00mas Tema). Tak kak OTBETHI HA BCE TPH HIIH
naxe 4 Borpoca OyayT B OJHOM M TOM JKe a03alle, CleAyeT aKTHBHO HMCIIOJIb30BaTh BBOJHBIC CJIOBA,
4TOOBI SK3aMEHATOpaM ObLIO SICHO, e 3aKOHYMJICS OTBET Ha OJMH BOIIPOC U HAYAJICS HOBBINA MOAMYHKT.
Pexomennyem dpassl: - You know, ... / As for me, ... / As I remember, .../ As I know... / To tell the truth, ...
/ To be honest, .../ Anyway,... / Besides,... / Actually,.../ Frankly speaking,.../ (Un)fortunately,....
5. Eciim Hac crpalimBaroT, CKaXEM, UTPacM JIK Mbl Ha MY3bIKaJIbHBIX MHCTPYMEHTaX, a Mbl HAIlPOYb
JUIIIEHBI CITyXa, BCE PABHO HE CTOWT JIaBaTh OTPUIATENIFHOTO OTBETA, TaK KaK 3TO JeJIaeT HEBO3MOXKHBIM
nanpHelee pa3suthue Mbichn.Couunanme! Y1 He OoiiTech TOCIENCTBUH — HUKTO HE IPOBEPUT,
JICHCTBUTEILHO JIM Bbl TEHUI UTPhI HA (POPTENBSIHO HIIK BAM MEBE/b HAa YXO HACTYIIHIL
6. B upgeane kaxaplii OTBET JOJDKEH CONEPIKATH 2 npediodicenus — TIEPBOE KPaTKOE, M3JIararomiee CyTh
Harrel no3unuu. Bropoe e — Ooliee pa3BepHyTOE, CoJIepIKallee IPUMEPEI H Pa3BUTHE UICH.
7. Ilocie oTBeTa Ha MOCIEAHHUM BOMPOC MEPEXOANM K cieayromeMy ad3airy. HaunHaeM ero ¢ BBOIHOM
¢paser: - Well,.../ By the way,... uc xmume: - The news about (tema) was exciting. danee — nawu
sonpocvl_no _o0bosnauennou meme. VIX NODKHO OBITH mpu, TMPUYEM B HACAC STO JODKHBI OBITH
BOIPOCHI PA3HbIX MUN08 — OOLINH, CHCHHAIbHBIA M «C XBOCTHKOM». MOYHO NPUMEHHUTh KOCBEHHBIC
Borpocst: - Tell me more about...,I want to know more about... Let me ask you some questions about...
8. Ha oTienbHON CTPOKE MBI TOJDKHBI _U3GUHUMbCS, YO 00pbigaem NUCbMO U 3anpocums omeemd. IT0
TaKKe J0JDKHA OBITH 00Imas (opMyIHpOBKa, MOAXOASIIAs s J1000# padoTel. Hanpumep: - Sorry but |




must go now as Mom is waiting for me. Looking forward to you reply! Ecau pecypc ciaoB mouTu
HCUepIIal, MOYKHO BOCIIONB30BaThCs Ooiee KOPOTKOH (pasoit: - That’s all for now. Write back soon!

9. Ha otnenbHOl CTpOKe — npowaHue, 3aBepuiatomieecs 3ansaroi. Hanpumep: - Love, wim xe Hugs and
kisses,

10. Ctpoukoii HIKe — HaIle ums, HO 0€3 TOUKH, TaK KaK BBICTYIIAET BMECTO TTOIIICH.

11. 3aTem cnemyeT ele pa3 MepeCUUTaTh CIOBA U YOEAUTHCS, YTO MBI HE BBIIIUIA 33 YKa3aHHBIE PaMKH.
YucnurensHble U KpaTkue GopMel (isn’t / wasn’t ¥ T.J.) CUUTAIOTCS 32 OJHO CJIOBO.

HIa6/10H I HATMCAHUSA MUCbMA HA AHTJINICKOM sI3bIKe

13 Vostochnaya street
Shuya

Russia

04/06/15

Dear...,
Thank you very much for your letter! I’'m sorry I haven’t answered earlier but I was really busy with
my school. But I can’t wait to meet you in July!
Well, you asked me to tell you about... Anyway, ... Besides,...
By the way, the news about (...) was exciting! [ wonder,...? ...? ...?
Unfortunately, I’d better go now as I’ve got loads of homework to do (as always). Take care and keep
in touch!
All the best,
Alex
IHone3nbie gpa3sbl
bnarogapum cBoero apyra 3a ero nucbMo:
Thanks (a lot) for your (last) letter.
Your last letter was a real surprise.
I was glad to get your letter.
Pearnpyem Ha HOBOCTb B IMChbME W/HJIM YIIOMHHAEM KaKOH-mn00 (akT U3 mMoJy4eHHOTo MUchMa:
I’m glad you passed your History test!
Sounds like you had a great time in London!
Great news about your...!
It was great to hear that...
I was happy to hear...
BBl MOXkeTe TakyKe U3BHHUTHCS 33 TO, YTO HE MUCAIIN PAaHBIIE:
Sorry I haven’t written for so long but ...
Sorry I haven’t been in touch for so long.
I’m sorry I haven’t answered earlier but I was really busy with my school.
[pexamonaraercs, 4TO MUCEMO JIOJDKHO OBITH HAIMCAHO B HE(POPMATBHOM CTHIIE, TIOITOMY BBl MOXKETE
UCII0JIb30BaTh HehopMalbHbIEC CIIOBa-CBsA3KH, Takke kKak Well, by the way, anyway, so, u pazroBopHbie
Beipakenust Tra Guess what? Wish me luck!
OObsicHsEeM, TOYEMY 3aKaHYHBAEM HCHMO:
Well, I’d better go now as I have to do my homework.
Anyway, | have to go now because my Mum asked me to help her with the washing up.
I’ve got to go now! It’s time for my favourite TV show.
YnoMuHaeM 0 JaibHENIINX KOHTaKTaxX:
Write (back) soon!
Take care and keep in touch!
Drop me a letter when you can.
Hope to hear from you soon.
I can’t wait to hear from you!
3aBepinaromas $hpasa-Kiuiie:
Love,
Lots of love,
All my love,
All the best,




Best wishes,
With best wishes,
Yours,

Warm regards,

Pa3z[e.11 10. PeKOMeHIIaHl/IH IpA COCTABJCHUMN APYIUX NE€JT0BbLIX JOKYMECHTOB

Kak HanucaTh NUCHMO 110 JIEKTPOHHOM MoYTe
ONEeKTPOHHOE MUCbMO, HE 3aBUCUMO OT TOT'0, MUIIWTE BBl €r0 APYTY WIH KOJIJIETE, TOJKHO OTINYATHCS
KPaTKOCTBIO H 4YeTKUM cTpoeM. CremyiTe NpOCTHIM coBeTaM, 4YTOOBl Hamucath d(hdexTuBHOE
3NEKTPOHHOE COOOIIeHre (aApecaT MPOYTET €ro, MOWMET CYTh M, BEPOSITHO, BBIIOJIHHUT TO, O YEM BBI
MIPOCUTE).
He mpsiubTe rnaBHy!0 MbICIL B cepeduHy. Tak Kak CTHJIb 3TOrO IOCJIaHHS HE TpeOyeT 00s3aTebHOro
HaJIM4Us JJUHHBIX 3TUKETHBIX (pa3, moctapaifiTech ¢ caMoro Hayajga 0003Hau4uTh OCHOBHYIO MbICIb. Bo-
NEPBBIX, YIIOMSIHATE O HEH B TeMe MICbMa, a BO-BTOPBIX, chopMyIupyiiTe B iepBoM ab3alle.
Hcnonp3yiite oOpamieHus] B COOTBETCTBHHM C CHTyauueid. B MEXIMYHOCTHOW KOMMYHHKALUU HIIH
JIEJIOBOM TIEpeNCKe HAYHHWTE OOIeHHE KaK W B TPAAWIMOHHON IHCHMEHHON — 00paThTech K
co0eceJHUKYy B COOTBETCTBUM C TEeM, 4YTO BBl O HeM 3Haere. Mr/Ms monoiiger mro0oMy
MYXXYWHE/ )KEHIUHE. Mrs HCIONB3yHTe TOJIBKO MpU OOpallleHHH K 3aMYKHUM JamaM. B nanbHeiimem
MOJKETe MCIOIh30BaTh HeohuIManbHble oOpamienus, HanpuMmep, «Hello, Sarah!» Bo Bpems obmieHus C
KOJIUJIETaMH M3 BAILlETO OTAEJa WM Ja)Ke JPYrol KOMIIAaHWU — BCE 3aBUCHUT OT TOTO, KAKHE OTHOLICHHUS Y
Bac ¢ coO0eceTHUKOM. DTHUKETHBIC (DOPMYIIBI OYCHb BaXKHBI JUIsl YCTAHOBIICHHS U TIOJIICPKAHHS KOHTAKTA.
To, HACKOJNBKO JIETKO W HPAaBWJIBHO BBl MMM OIIEPHPYETE, MOKA3bIBAET HOCUTEIIO AHIVIMHCKOIO Ball
YPOBEHb 3HAHUN U UHTEIPUPOBAHHOCTH B €r0 KYJIBTYPY.
Henute TekcT Ha yacTH 1o cMbiciy. OTaenpHble ad3ambl, coAepiKaliue Mo OJHOW 3aKOHYEHHOW MBICIH,
JIENAOT BOCIIPHUATHE BAIlETo TOCIaHus Oosiee MPOocThiM. BakHO Takke MOAYepKHYTh OJHY OCOOCHHOCTD
e-mail-neperncku — eciau cOOECEIHUK 3a7aeT BaM BOMPOCHI MO MYHKTaM, Bbl MOXXETE OTBETHTH JIHIIb
0003HaYast OTBETHI COOTBETCTBYIOIIMMHU HU(ppaMu, 0e3 IpeaBapUTEIbHBIX MOsICHeHUH. VICXOMHBINH TEKCT
OOBIYHO COXpaHSETCs B UCTOPHH M OTOOpakaeTcs Ha TOM K€ CTpaHHIle, MOITOMY COOECEeAHUKY OyneT
JIETKO COOTHECTH OTBETHI C BONPOCAMM. DTO 3HAYUTEILHO 3KOHOMHUT BpEeMsl U JAeJaeT IEPEeNucKy II0
MHTEPHETY OIIEPaTHUBHOI.
Crnenute 3a odopmieHHEM (3TO KacaeTcs B IEPBYIO OdYepelb AEJIOBOrO JJIEKTPOHHOTO MHChMa Ha
aHriuiickom). IlomHMTE: IEpBOE MpeIOKEHNE KaXKI0r0, B TOM YHCIIe, IEpBOro ad3ala BCeraa MUIIETCs
¢ OonbIoi OykBeI. M30eraiiTe NCIONB30BaHMUS Pa3HBIX HAUEPTAHUM, pa3MEpOB U IIBETOB MIPU(TA — 3TO
3aTpynHseT BocnpusTtue. He 3a0pIBaiiTe 0 MOJNKCH: TIOUTOBBIE CEPBHUCHI MPEJOCTABISIOT BOZMOXKHOCTD
WCIIOJIb30BaTh CO3JIaHHYIO OJMH pa3 aBTOMOMIMCH, a TaKXXe BBIOMPATh OJHY M3 HECKOJbKHUX
aBTONOJNMCEH B 3aBHCUMOCTH OT ajpecara W COOTBETCTBEHHO CTHJISL BJIEKTPOHHOIO IHChMa Ha
AHTJIMHCKOM.

Kak HanucaThb 3asiBJIeHHEe HA AHTJIMHCKOM fI3bIKe
3asBnenne o0 yBonbHEHMH (resignation letter) — 3TO odHUMANBHBIA JOKYMEHT, KOTOPBIM COTPYIHHK
YBEIOMJSIET O CBOEM YBOJBHEHHMH C JOJDKHOCTH MWIM W3 nogpasgeneHua. OHO monaercs
HEINOCPeICTBEHHOMY PyKOBOJUTEN0. Ecin KOMIaHus WHOCTpaHHasA, 3adBJI€HHE MOXET OBITh HAIHUCAHO
Ha aHIJINACKOM SI3BIKE.
ITouemy HEOOXOAMMO 00sI3aTENBHO NPEACTABUTH 3asBiIeHUEe 00 yBonmpHeHHHu? llpexxne Bcero aist Toro,
YTOOBI COXPaHUTH XOPOIIIME OTHOIICHUS ¢ paboTojaTelleM W OpraHH3alluei, B KOTOPOW BBl paboTaiH,
Y TIOJYYHTD TOJIOKHUTEIbHYIO XapaKTepUCTUKY (peKoMeHAaTeNbHble MHchMa). Jaxke eciii B HEKOTOPBIX
KOMITaHUSIX JOCTaTOYHO YCTHOTO COOOIIEHUS] 00 YBOJBHEHUH, 3asBICHHE 00 YBOJILHEHUU MOXET OBITh
COXpaHeHO paborojareneM M pabOTHUKOM M UCIOJIB30BAaHO B IOPUAMYECKOM acHEKTe IpH
HEOOXOIMMOCTH.
Cy1iecTByeT MHOXECTBO BapHAHTOB HANIMCAHMS 3aBJICHUI HA aHIVIMKHCKOM SI3BIKE, OJTHAKO BCE 3aBUCUT
OT KOHKPETHOM KOMIIAHWU U TPUHATBIX HOPM BEJCHMS J1€I0Npon3BoAcTBa. Ho eCcTh BaKHbIE MOMEHTHI:
HampuMep, B TEKCTE 3asABICHHA JIOJDKHBI 0043aTeIhHO TPHCYTCTBOBATH JaTa YBOJIBHEHHS, Jara
HAIMCAHWA W JINIHAS TTOATHNCE.
B koHue 3asBieHUs] HEOOXOOUMO 00S3aTENbHO yKa3aTh KOIWH, KOTOPBIE aJPECyIOTCS APYTHM JIMLaM,
KpOME HETOCPEJCTBEHHOTO PYKOBOIWTENA (HampuMep, MEHEKepy IO TIepcoHamy Jubo TiaBe
KOMITaHHH).
3asBneHre 00 YBOJIBHEHMH MAOJDKHO OBITh HAlUCaHO TIPaMOTHO W JIAKOHMYHO B JAEJIOBOM CTHIIE,
OCHOBAHHOM Ha CTPOTHX SI3BIKOBBIX 0COOEHHOCTSIX, IPUCYLINX COBPEMEHHOMY aHTJIUICKOMY SI3BIKY.


http://onlineteachersuk.com/

OaHaKo OTMETHM, YTO TJIaBHOE B 3TOM CUTYAIlMH — YMETh MONPOINATHCS ¢ KOMITAHKWEH Ha XOpoIleil HoTe.
DTO0 OlHA U3 COCTABJISAIOIIMX KapbePHOI0 ycIexa U MpoeCCHOHAILHOTO POCTa.

Hwmxe mnpuBeneHO COBPEMEHHOE CTAaHIAPTHOE 3asBICHHE OO0 YBOJIBHCHHHM HA aHTJIMICKOM SI3BIKE,
cocTaBlicHHOE B BennkoOpuTanuu.

083, Oxford Road/Oxchopn poaxn, 083

Manchester, NH 23432/Manuectep, NH 23432

Date: February 15, 2011/15 despains 2011

To: Mrs. Ann Clark/Muccuc OuH Knapk
Sales Senior Specialist MA Trade/Crapmmii cnienuanuct no npogaxkam MA Trade

Dear Mrs. Clark,

Please, accept this letter as an official resignation from my position as a Sales Manager, effective date
September 24th, 2011.

I am leaving this position because an opportunity to study a Master on Business Administration has
appeared. | understand this position requires my full attention and, therefore, will not allow me to study
part-time.

| thank MA Trade for the given opportunity and thank you, particularly, for your valuable training and
professionalism shown. | would be more than happy to give the company a month in order to find a
replacement for my position.

YBaxaemas muccuc Kiapk,

[Mpomry mpuHATH AaHHOE 3asBICHHE KaK MOH O(UIMaNbHBI OTKa3 OT JOHDKHOCTH MEHEIKepa IIo
npogaxkam c 24 centsaops 2011 r.

Sl yXoXy C 9TOW MO3WIHK M3-3a MOSBUBIIEHCS BO3ZMOXKHOCTH TIPOHTH 00ydeHHE W TOJIYYUTH CTETICHb
MarucTpa 1o crenuaIbHOCTH «YTIpaBlIeHHe MpeAnpusITeM». Pabora Ha 3TOH TOKHOCTH TpeOyeT MOero
YCWJIICHHOI'O BHUMAHUA, U MHC CJIOKHO HaWTH BO3MOXXHOCTHU JJIA JOIMOJIHUTCIIBHOT'O 06yquI/1>1.

S 6maronapro kommanuio MA Trade 3a mpegocTaBieHHbIE MHE BO3MOXXKHOCTH M Bac iIudHO 3a Te 3HaHUS
U TpodeccuoHanu3M, KOTOPHIMH BBl Aenumuce co MHOW Bce 3TO BpeMs. Sl c pajocTeio ToToBa
MPEIOCTaBUTh KOMITAHUU | MeCsII] Ha TIOMCKH KaHAU1aTa Ha MO0 JIOJDKHOCTb.

Very sincerely yours,/C HCKPEHHHM YBa)KCHHEM,
Juliet Pratt/Jlxynbet IIpart
Sales Manager, MA Trade/Menemxkep no nponaxxam MA Trade

Cc: Mrs. Cecilia Rodriguez, Human Resources Manager/
Komus: Cecunmuu Pogpurec, MeHemKepy 1Mo paboTe ¢ epcoHaIoM
3ano/iHeHHe MOCAT0YHOT0 TAJIOHA

ADPODAOT 4
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Pasznen 11. PekoMeHnaanum npy BbINOJHEHUH JIEKCHKO-TPAMMATHYECKUX

yHpaKHeHU
MeTtoanyeckne peKOMeHAANMH M0 CAMOCTOATEIbHOI padoTe ¢ JIEKCHMKOI
1) IIpu cocTaBneHNH CITUCKA CIIOB M CIIOBOCOYETAHUH 110 KaKoi-11b0 TeMe (TeKcTy), Ipr opopMIIeHIH
JIEKCUYECKOM KapTOTEKH WM JINYHOM TeTpau- CIOBapsi HEOOXOANMO BBIITUCAThH U3 aHIJIO-PYCCKOTO
CIIOBapsl JIEKCUUECKUE €ANHUIIBI B UX UCXOTHOH (popMe, TO eCThb:
MMEHa CYIIECTBUTENIbHbIC — B IMEHUTEIBHOM I1a/1€K€ €INHCTBEHHOT0 Yucia (1e1ecoo0pa3Ho TaKxKe
yKa3ath (hopMy MHOXKECTBEHHOTO unciia, Harpumep: shelf — shelves, man — men, text — texts;
TJ1aroJibl — B ”HPHUHUTHBE (LIeecoo0pa3Ho yKazaTh U ApYrue OCHOBHBIE OpMEI riarona — Past u Past
Participle, nanpumep: teach — taught — taught, read — read — read u T.1.).
2) 3ay4umBaTh JEKCHKY PEKOMEHIYETCS C MTOMOIIIBIO IByCTOPOHHETO MepeBoa (C aHTIIMICKOTO S3bIKa —
Ha PYCCKHIi, C pyCCKOTO S13bIKa — HA aHTJIMICKUI) C UCIIOJIb30BAHUEM PAa3HBIX CIIOCOO0B OOPMIICHHUS
JIEKCHKH (CIIUCKA CIIOB, TETPaAU-CIOBAPS, KAPTOTEKH).
3) Jns 3aKkperuieHust JISKCUKH 1eIeco00pa3Ho HCII0Ib30BaTh IPUMEPHI YIIOTPeOIeHHS CIIOB U
CJIOBOCOUYETAHUH B IPEATIOKCHUAX, a TAK)KE CII0BOOOPA30BATENbHBIE M CEMAHTUUECKUE CBA3U
3ay4MBaE€MBbIX CJIOB (OJHOKOPEHHBIE CJIOBA, CHHOHUMBI, AaHTOHHMBI).
4) dns popMupoBaHusi aKTUBHOTO M IACCHBHOTO CIIOBapsl HEOOXOANMO OCBOCHHUE Hanboee
MPOAYKTUBHBIX CJIOBOOOPAa30BaTENbHBIX MOJENCH aHTIIMHCKOTO S3bIKA.
MeTonuueckue peKOMEHJAIMHU MO CAMOCTOSITEJbHOI padoTe ¢ rpaMMaTHYECKHM MATEPHAJIOM U C
TEKCTOM
Ilpy wu3y4eHUH OIpEIeNCHHbIX TIPaMMaTUYECKUX SIBJICHUM aHIVIMHCKOTO SI3bIKA PEKOMEHIYETCs
UCIIOJIB30BaTh CXEMBbI, TAaOJNUIBI M3 CIPABOYHUKOB IO TI'PAMMATHKE M COCTaBJIATH COOCTBEHHBIE K
KOHKPETHOMY MaTepHaly, TIIATeIbHO BBINOIHATH YCTHBIE U TUCbMEHHBIE YIIPaXXHEHUS! U TOTOBUTH HX K
KOHTpOMO 0e3 Oomopel Ha TMHUCHMEHHBIH BapuUaHT, YTOOBI OO0ECIeYNTh WPOYHOE YCBOCHHE
rpaMMaTH4ecKoro MaTepuana.
Crnenmyer OTMETHTh, YTO AHTIIMHCKUH S3BIK — 3TO S3BIK TBEPAOTO MOPSIKA CIOB B MPEIUIOKEHUH, T. €.
Ka)XJIbI YJIEH NPEUIOKEHUS UMEET CBOE ONPEIEIEHHOE MECTO.
[Topsinok COB B BOIPOCHTEIIEHOM IPEIUIOKEHUH OTJIMYAETCS OT MOPSIKA CJIOB B IOBECTBOBATEIbHOM
NPETIOKEHUN. DTO OTIUYUE 3aKII0YAETCS B TOM, YTO IJ1aroji-CBsA3Ka, BCIIOMOTaTEIbHBIN MM MOJIATbHBIN
TJIaroJi, BXOJSIIMA B COCTaB CKa3yeMOro, CTaBUTCS B Hadayle NPEIOKEHUs Tepea MOJISKAIINM.
Ckazyemoe, TakuM 00pa3oM, pactuIeHsIeTCs Ha IBE YacTH, OTAENAEMbIE OHA OT IPYroi HOAIE)KAIINM:
Is he going to school now? = OH ceifuac uaET B mIKOIYy?
Koraa B coctaBe ckazyeMoro moBeCTBOBATEIBHOTO MPEJIOKEHHUS HET BCIIOMOTATENBHOTO TJiaroia, T. €.
KOTJla CKazyemoe BbIpakeHo riarojioM B Present Indefinite u Past Indefinite, To mepen momrexamum
ctaBsiTcs cooTBeTcTBeHHO (opmbl do/does mmm did, cMBICTIOBBIE K€ TIIAroibl CTaBATCS B (opme
uHQuHUTHBa (0€3 4YacTulbl to) mocie mojiexamero. [IopsIoK OCTaJbHBIX YJICHOB MPEJIOKEHHS
ocTa€Tcsl TAKUM K€, KaK M B TIOBECTBOBATEIILHOM MPETIOKCHUH.
[IpaBubHOE NMOHUMAaHHE KW OCMBICIEHHE IMPOYUTAHHOTO TEKCTAa, M3BJICUEHHE HH(OpMAINH, IEPEBOA
TeKcTa 0a3UPYIOTCS HA HaBBIKAX 110 aHAJIHM3Y WHOS3BIYHOTO TEKCTa, YMEHHI U3BIEKATh COJICPKATEIBHYIO
uHpopmaimio u3 ¢opMm si3bika. [lpm paboTe C TEKCTOM Ha aHTIUICKOM S3BIKE PEKOMEHIYeTCs
PYKOBOJCTBOBATHCS CIIELYIOIIMMH OOIIUMHU MOJIOKECHUSIMH.
1. PaGoTy ¢ TeKCTOM cielyeT HayaTh ¢ YTEHHUS BCETO TEKCTA: MPOYHUTAiiTe TEKCT, 00paTUTe BHUMAaHUE Ha
€ro 3aroJIoBOK, MOCTapaiTech MOHATH, O YEM COOOIIAET TEKCT.
2. 3areM TpUCTYNUTE K paboTe Ha ypOBHE OTHENBHBIX MpemioxeHuid. [Ipounrtaiite mpemnoxeHue,
OIpeJiesIuTe ero rpaHulsl. [IpoaHanu3upyiTe NpeiokeHne CHHTaKCUYECKU: ONPEIeNIUTe, IPOCTOe 3TO
NPEJIOKEHUE WK CIIOKHOE (CII0)KHOCOUMHEHHOE WM CIIOKHOIOJYMHEHHOE), €CTh JIU B TPEAI0KEHUH
YCIIOKHEHHBIE CHUHTAKCUYECKUE KOHCTPYKIHMH (MHQHHUTHBHBIC TPYMIbl, WHOUHUTUBHBIE OOOPOTHI,
NpUYacTHBIE 000POTHI).

Pa3znen 12. PekomMeHIanum nNpu COCTABJIEHUU CPABHUTEIbHOI Ta0JIUIIbI
Cy1mecTByeT MHOXECTBO CITOCOOOB Tpadudeckoid opranm3anuu Matepuana. Cpeau HUX CaMBIMH
pacrpoCTPaHEHHBIMHU  SIBISIFOTCA  TaOnmuipl. Tabauya — 310 Tpaduyeckas QopMa MpenCTaBICHUS
KOJIMYECTBCHHBIX IMOKa3aTeleldl WIN TEPMHHOJIOTUYECKUX ONHMCAHWN B IMpeAenbHO cxatod ¢opme. OHa
CTPOUTCAd Ha OCHOBAHUHN q)yHKHI/IOHaHBHI)IX 3aBUCHUMOCTEN KaKI/IX'JII/I6O JaHHBIX W IIOTOMY MOXKET
UHTEPIPETUPOBATHCS U MPEIOCTABISAT HOBYIO HH(POPMAIIHIO.

Omanvl cocmasnenus cpagHumenvrvlx madauy: 1) BBIIEIUTH CYIICCTBEHHbIC NpPU3HAKH (JIMHUH), T10



KOTOPBIM IeJIECO00pa3HO MPOBECTH COMOCTaBJICHUE; 2) CPOPMYIMPOBATh UX B BHJE KpPATKOro ILJIaHa,
3anumcarhb B MepBYyIO rpady TabIuIbl; 3) B COOTBETCTBYIONIHE I'padbl TOPU3OHTAIBEHO 3aHOCSATCS CBEJICHHS
MO0 KaXKIAOW IJIMHUM cpaBHeHHs, 4) (opMylupyeTcs 4YaCTHBI BBIBOJ O CXOACTBE U PpazIUYdU
CpPaBHHMBAEMBIX 00BEKTaX; 5) UTOTH BCEH CPaBHUTEIILHOM PabOTHI CXOMIATCS B OOIIEM BBIBOJIC.

Ponv cmyoenma npu cocmagnenuu maxux mabauy 3aKI0OYAETCA B CICAYIOMEM: H3YIUTh HH()OPMAIIUIO
Mo TeMme; BBIOpPAaTh ONTHUMAIBHYIO (opMy TaOIHIB; WH(OOPMAIMIO IMPEICTaBUTh B CXKATOM BHIE U
3aII0JIHUTH €10 OCHOBHBIC Tpadbl TAOJHUIIBL, MTOJIB3YSCh TOTOBOW TabIuUIIeH, 3()()EKTUBHO MOATOTOBUTHCS K
KOHTPOJIIO 110 3a/IaHHOM TeMe.

Tpebosanus k codepyxcanuro mabauysl. BEIOOP CYIIECTBEHHBIX XapaKTEPUCTHUK MpPEAMETa W3YYeHHUs, TO
€CTh 3HAYUMOCTD ITOJJICIKAIIECTO U CKa3yeMOro; TOYHAs TPYIIUPOBKA MaTepralia KaK B MOJJICIKAIIEM, TaK
U B CKa3yeMOM; COIIOCTAaBUMOCTb JJaHHBIX, UX OJTHOPOTHOCTh; TOYHOCTh BCEX JaHHBIX.

Tpebosanus k nocmpoeruro madoauysbl: MOHSITHOCTD, SICHOCTB, IOXOMYNBOCTE; JIOTUYHOCTh; KPATKOCTh H
YETKOCTh 3ar0JIOBKOB TTOJICXKAIIETO; JTAKOHU3M U 3KOHOMHYHOCTb.

Kpumepuu oyenxu cocmaenenus mabauyvl: COOTBETCTBHE COJIEPKAHUS TEME; JIOTUUHOCTH CTPYKTYPHI
TaOJIMIBL, TPAaBWIBHBIM 0TOOp wWHGOpMaruy;, Haauaue o0o0O0maromero (CHCTeMaTH3UPYIOIIETO,
CTPYKTYPHUPYIOIIETO, CPABHUTENBHOTO) XapakTepa M3IoKeHus: nHhopManu; paboTa COOTBETCTBYET 11O
0 OpMIICHUIO BCEM TPEOOBAHUIM U CaHA B CPOK.

Kpurepuu onenku BoinoJiHeHus1 CaMoOCTOATENbHON PadOThI CTyIeHTA
* COOTBETCTBHE COJCPIKAHUS TEME;
* IpaBWIbHAS CTPYKTYPUPOBAHHOCTH HH(OPMAIIIH;
* HaJW4ue JIOTUIECKOHN CBSI3U M3I0KEHHOI HH(pOopMaIny;
* COOTBETCTBHE OPOPMIICHHUS TPEOOBAHUSIM;
* aKKypaTHOCTh U TPaMOTHOCTH H3JI0keHHs (0e3 opdorpaduyeckux, IEKCHUECKUX U TPaMMaTHYeCKUX
omnboK);
* paboTa caHa B CpOK.
MakcuManbHoe KoauuecTBo 6amioB (40) cTyaeHT TOMydaeT, €CIu:
* 00OCTOSITENIHHO C AOCTATOYHOM MOTHOTON M3JIaraeT COOTBETCTBYIOIIYIO TEMY;
* CBOOOJIHO BIIAJICET YCTHOW M MHCHMEHHOH pedybl0 Ha MHOCTPAHHOM S3BIKE, MPABHIBHO HCIIONB3YeT
rpaMMaTHYeCKHe CTPYKTYPBI B peUH, IPHMEHSET Pa3HOOOPa3HYIO JICKCHKY;
* MOXeT 000CHOBAaTh CBOH OTBET, MPUBECTH HEOOXOMMBIE IPUMEPBL;
* TPaBWIBHO OTBEYAET Ha JONOJHUTEIBHBIE BOIPOCHI HPETONABATENsl, UMEIOIINE IENbI0 BBICHUTD
CTENEHb IIOHUMAaHUsS CTYICHTOM JIAaHHOTO MaTepHaa.
70~89% ot MaKkCUMaJIbHOTO KOJIHYECTBA OAJIOB CTYICHT MOJIy4aeT, €CIIu:
 HemoiHo (He MeHee 70% OT MOJIHOT0), HO MPaBUIIHLHO U3JI0KEHO 33/1aHHUE;
. BJIaJICCT YCTHOI u MHCEMEHHOMN peubro Ha UHOCTPAaHHOM
sSI3bIKE, MHOT/IA JIOIYCKAaeT rpaMMaTH4eCKHe OINOKH;
* MOXeT 000CHOBATh CBOI OTBET, MPUBECTH HEOOXOIMMbIE IPUMEPBL;
* TPaBWIBHO OTBEYAeT Ha JOMNOJHUTEIBHBIE BOIPOCHI NPEIOIaBaTelsi, UMEIOIIUE IENbI0 BBICHUTDH
CTENEHb IIOHUMAaHUsS CTYICHTOM JIAaHHOTO MaTepHaa.
50~69% oT MakCHUMaIBHOTO KOJIMYECTBA 0AJUIOB CTY/ICHT MOJIy4YaeT, CCIIH:
 HemoiHo (He MeHee 50% OT MOJIHOT0), HO MPaBUIIHLHO U3JI0KEHO 33/1aHUE;
. cnabo BIIajIeeT YCTHOM u MHCEMEHHON peubro,
UCTIONIB3YSl IPOCTHIE (Ppa3bl, YACTO JOMYCKAET IpaMMAaTHIECKUE OITUOKH
* W3JIaraet BBINIOJHEHUE 33aJJaHUsl HEJJOCTATOYHO JIOTUYHO U MOCIIEI0BATENBHO;
* 3aTPYAHSETCS IPU OTBETaX HA BOIPOCHI TPENOAaBATEIS.
49% u MeHee OT MaKCHMAaJIbHOTO KOJIMYECTBa OAJIOB CTYACHT HOIydaeT, eCITu:
» HenosHO (MeHee 50% OT MOJTHOT0) M3N0KEHO 33/IaHUE;
* OTBEYAET HETOYHO M JIaeT HEAOCTaTOYHYIO HH(POPMALIUIO 110 TEME;
* HE BJIJICCT YCTHOW M MUCBMEHHOI Peyblo, IOMYCKaeT MHOTO rpaMMaTHYeCKUX oIuook (6-10).
B "0" OamioB mpernoiaBaTedb BIpPaBe OICHUTH BBIMOJHEHHOE CTYACHTOM 3aJlaHWe, €CIH OHO He
YAOBJIETBOPACT Tpe6OBaHI/I$IM, YCTAHOBJICHHBIM IIPENIOAaBaTECJIEM K TaHHOMY BUIY pa6OTBI.
CyMMa ToONMydeHHBIX OajuIOB MO BCEM BHIAM 3a/JaHUi BHEAYAUTOPHOM CaMOCTOSATENLHOH paboThHI
COCTABJISIET PEUTUHIOBBIN IIOKA3aTeb CTYJIEHTA. PEHTUHIOBBIN NOKA3aTeab CTYJEHTA YUYUTHIBAETCS IPH
BBICTaBJIEHHMH UTOTOBOM OLICHKU 110 PE3YyJibTaTaM U3YUCHUA NUCIIUIIJINHEI.


http://pandia.ru/text/category/orfografiya/

Cnmcok 0OCHOBHOM M peKOMEHyeMOM JIUTepaTypbl
OcCHOBHBIC HCTOYHUKHU:
Aradexsin W. II. Aurnuiickuii 361K U cCy30B: yueOHoe nocobue. M. : [Ipocnekr, 2014.
IonyoeB A. Il. AHrmiickuil sI3bIK JJI8 TEXHUYECKHX crenuaibHocTed. M. : M3narenbckuii
Lentp «Axagemusi», 2014.
Tosmmubiackuii FO. B. Great Britain. CII6. : KAPO, 2014.
Iomuubincknii FO. B. The United States of America. CII6. : KAPO, 2012.
Priokuna E., Caapunen JI. Australia. CII6. : KAPO, 2013.
I'nuHenko A.B. CoBpeMeHHBII aBTOMOOMIIb KaK MbI €70 BUAUM: YU€OHUK aHTIIMICKOTO S3bIKA.
M.: Actpenb: ACT: Tpansurknura, 2011.
IlasixoBa B.A. AHMMICKUI SI3BIK 17151 CTYIEHTOB aBTOMOOMIIECTPOUTENIBHBIX CIIEHUAIBHOCTEMN.
M. : Bricmag nikoda, 2012.
Jim D. Dearhold. MECHANICS. Express Publishing, 2011.
Norman S. We’re in Business. An Elementary Course in Business English. Harlow, Essex,
2012.
Shelkova T., Melekh I. Can You Speak Over the Telephone? M., 2013.

JlonoTHUTeIbHbIEe HCTOYHUKU:

Tommubiackuii 0. B. 'pammaTuka. CoopHuK ynpaxuenuit. 7e uzganue. CI16. : KAPO, 2011.
Swan M. Practical English Usage. Oxford University Press, 2012.

Wildman J. Matrix. Foundation Student’s Book. Oxford University Press, 2012.

Mioauep B. K. HoBslit anrno-pycckuii cnoBaps. M. : Pycckuit si3pik MEJIUA, 2012.

Mirwoaaep B. K. Hosblil pyccko-anrnuiickuii cioBapb. M. : UsmarensctBo AJIPEC-IIPECC,
2012.

I'oaba B.B. AHrno-pycckuii aBTOTpakTOpHBIN CI0Baph, 3-€ u3jl., nepepad. u goi.; M3a-Bo
«Coserckast sHIuKIoneausS», M.: 2012,



