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Pabouas mporpamma auciuiuinHbl «MHOCTPaHHBIN SI3BIK» U 0Oy4alomMXCS T10
HampaBiieHnt0 1oarotoBku  46.04.02 JlokymenTtoBenenue u apxuBoBencHue (IIpoduis:
WNupopMaimoHHO-T0OKYMEHTAIIMOHHOE OOECIIeYeHNE YIPABJICHHUs), COCTaBJIeHA HA OCHOBAHHUU
@enepanbHbIi TOCYAAPCTBEHHBIH 00pa30BaTeNbHBIA CTAaHAAPT BBICIIErO O0Opa3oBaHUA —
MarucrpaTrypa 1o HarpaBiieHuI0 nmoarotoBku 46.04.02 JlokyMeHTOBEIEHUE U apXHWBOBEJICHHUE,
YTBEPKIACHHbIM NpUKa3oM MuHuCTEpcTBAa HayKM M Bblcliero oOpa3zoBaHus Poccuiickoit
@enepaunn ot 29 oktsa0ps 2020 r. Ne 1345 (¢ usm. u jom.), Ilopsnka opranuzaunuu u
OCYIIECTBIICHHUSI 00pa30BaTEIBHON ACATEIBHOCTH MO 00pa30BaTENbHBIM MPOrPaMMaM BBICIIETO
oOpa3oBanusi — TmporpamMmaMm OakajaBpuara, IpOrpaMMaM CIEHUAIUTETa, IporpaMMam
MarucTpaTypbl, YTBEP)KJIEHHOTO IpHKa30M MUHHCTEpCTBA HAyKd U BBICIIEro 00pa3oBaHuUs
Poccwuiickoit @enepamuu ot 06 arpernst 2021 r. Ne 245 (¢ u3M. 1 JI011.), B COOTBETCTBUH C Y4SOHBIM
IJ1aHOM, yTBepkaeHHBbIM Y4eHbIM coBeToM OI'BOY BO «/lonl'Y» mig nabopa 2025 rona.
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1. MECTO JUCLIMITIJINHBI B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI'PAMMABI
1.1. TpeGoBanus K mpeaBapUTEILHONW MOArOTOBKE 00YYaIOUIUXCS, MPEAIIECTBYIOIINE

U COIYTCTBYIOIIME JUCHUIUIMHBI, HA KOTOPBIX OCHOBBIBAECTCS U3YUEHUE JTAHHOM:
«HOCTpaHHBIH SI3BIK» 00pa30BaTEIBHON MpOrpaMMbl OaKaaBpuaTa.

2. OIMMCAHUME AMCLHUITIINHBI

2.1.  OOmas xapaKTepUCTHKA

HanmenoBanue nokasaress 3HavYeHNE TIOKA3aTeIs
HazBanue o006pa3oBaTeIbHON MPOTrpaMMBbI 46.04.02 JlokyMeHTOBEICHUE U
apxuBoBeznenue (IIpodums:
NHpopmanioHHO-T0KyMEHTaIllHOHHOE
o0ecrieueHne ypaBJICHHS)

Iudp 1 Ha3BaHUE B COOTBETCTBUHU C b1.b.5. UHOCTpaHHBIi 53bIK
y4€OHBIM TIJIAHOM

YacTs 00pa3oBaTeIbHON IPOTPaMMBbI bazoBas yacTtp

KoanuecTBO 3a4eTHBIX €IMHULL / BCETO 4acoB 3/108

B chaywae mpenpsBieHHMsT OT OOydYalomerocs WM €ro  poauTeNs (3aKOHHOTO
MIpe/ICTaBUTEINSI) 3asBJIEHUs Ha OOydyeHHe MO aJanTHUpPOBAaHHOW 0Opa30BaTENbHOM Mporpamme
BBICIIIETO OOpa30BaHMs, MOJKPEIICHHOTO 3aKIIOYEHHEM IICHXO0JIOT0-MeINKO-TIeJarOTHIeCKOM
komuccuu (IIMIIK) nnu Mmenuko-counanbHoi sxcnepTusbl (MCD) ¢ pekOMeHIalusIMU CO3/1aHus
WHIUBUAYAIBHOW mTporpaMmbl peabwmmtanuu W aOwmranun (MIIPA), nannas pabGouas
MporpaMMa MOKET OBbITh aJallTUPOBAHA C YYETOM HHIUBUAYAJIbHBIX OCOOEHHOCTEH 3/I0POBBS
o0ydJaromerocs.

2.2. Pacnpenenenue yacoB o ¢popmam u nepuogam oOydeHus

O011ee KOJIMYECTBO YacOB
= CcaMoCTOs-
dopma g | @ .
S | © | mekum- | nabopa- | MpakTU- | TEILHOM dopma
oOyueHHs @ 2 BCETO

8 | OHHBIX | TOPHBIX | YECKUX | PabOTHI + KOHTPOJIS

KOHTPOJIb
Ouynas 1 1 - - 34 74 108 JK3aMeH
OvyHO-3a04Has 1 1 - - 10 98 108 SK3aMeH

3. LEJM JUCLUTUIMHBI

Henbp mucuuruinabl «MHOCTpaHHBIN S3BIK» — MPUOOPETEHUE CTYIEHTAMU HAaBBIKOB H
YMEHHUH B Pa3IMYHBIX BUAAX PEUYEBON U MHUCHMEHHOH NESTENBHOCTH, KOTOpPbIE HA OTAEIHHBIX
JTanax S3bIKOBOM MOJArOTOBKH TO3BOJIAIOT HCIOJb30BATh HWHOCTPAHHBIA S3BIK Kak B
npodeccuoHabHOM U HAYYHOH NesTeNbHOCTH, TaK U JIJIs LeJIel JambHeHIIero caMooopa3oBaHus;
pazButHe o0OmEe u MpodecCHOHATHHO-OPUEHTHPOBAHHOW KOMMYHUKATUBHOW  SI3BIKOBOM
KOMIIETEHITUM CTYJEHTOB, 4YTO CcJielNaeT BO3MOXKHBIM 3¢ dekTuBHOe oOmeHue B cdepe
JOKYMEHTOBEACHUS U apXUBOBEACHUS, JKOHOMUKH U OM3HECA.

4. KOMITETEHIIMH OBYYAIOINEI'OCA, @OPMHUPYEMBIE B PE3YJIbTATE
OCBOEHUMA KOMITIOHEHTA OBPA30OBATEJIbBHOU ITPOI'PAMMBI, X NH/IMKATOPEBI
N INIAHUPYEMBIE PE3VIJIbTATBI OBYUEHMA

4.1. KomnereHuuu



VYK-4. CnocobeH OCyIIecTBIATh JENOBYI0 KOMMYHHKAIMIO B YCTHOM M NHCHbMEHHOM
(dhopmax Ha rocyapcTBeHHOM si3bike Poccuiickoit @eaeparini 1 HHOCTpaHHOM(BIX) SI3bIKe(ax).

4.2. Vuaukatopbl KOMIETCHITHIA
Komnerennuu Wuukaropsl Pe3ynbraTel 00y4eHus
VK-4.1.1. 3HaeT, Kak CaMOCTOSTEIbHO
HAaXOJWTh M 00pabaTeiBaTh HWHQPOPMAIIHIO,
HE00X0IUMYIO JUISL KayeCTBEHHOTO
BBITIOJTHCHH ST aKaJIEMUYECKUX u
npodeccCHOHABHBIX 3aa4 M JOCTHIKCHUS
VK-4.1 npo(eCCHOHATBFHO 3HAYMMBIX IIeNIeH, B T.4. Ha
0 o MHOCTPAHHOM SI3BIKE.
CYLIECTBIISIET
Y VK-4.1.2. 3Haer MeToIbl U CIOCOOBI
JIEJIOBYIO
MIPUMEHEHUS WH(POPMaIIMOHHO-
KOMMYHUKAITUIO B .
CTHOH 4 | KOMMYHUKAUHOHHBIX TEXHOJOTHH i cbopa,
Y . XpaHeHusi, oOpaOOTKH, TPEACTaBICHUS U
MMUCHbMEHHOM
YK-4. Crniocoben (bopmax 1a | TIEPERAH nHpopMalMM B CUTYyalHUsX
OCYILIECTBIISITh P aKaJeMHYeckoro U MpodeccuoHaIbHOTO
WHOCTPAHHOM SI3BIKE; .
JIeTIOBYIO B3alMOJICHCTBHUSL.
BBISIBIISIET u
KOMMYHUKAIUIO B VK-4.1.3. CocraBiger, penakTupyer Ha
9 YCTpaHSET SI3bIKOBBIE
YCTHOM M| 6K TOCYJapCTBEHHOM SI3BIKE P® u/unu
MUCbMEHHOM WHOCTPAHHOM $I3BIKE, BBITIOJHIET KOPPEKTHBIN
bopmax Ha NEepeBOJl C  HHOCTPAHHOIO  fi3bIKa  Ha
roCy1apCTBEHHOM roCyJapCTBEHHBIN SI3BIK P® u c
sa3pike  Poccuiickoi rOCyIapCTBEHHOTO sA3bIKa PD Ha MHOCTpaHHBIN
denepannu u A3BIK Pa3IMYHBIX aKaJIEMUYECKUX u
MHOCTPaHHOM(BIX) poeCCHOHAIBHBIX TEKCTOB.
s3bIKe(ax) VK-4.2. CocraBisieT
B COOTBETCTBUM C
HOpMaMu VK-4.2.1. 3HaeTr HOpMBI TNHCBMEHHOW pEUH,
roCyJapCTBEHHOTO HNPUHSTHIE B TPOGECCUOHATIBHON Cpee.
sI3bIKa P® u
MHOCTPAHHOTO fA3bIKa
JOKYMEHTHI (M1ChMa,
acce, pedeparbl U
- )’ pedep s YK-4.2.2. YMeeT BecTH JIeI0BYIO IIEPEIUCKY Ha
' roCy1apCTBEHHOM SI3BIKE PO n/nnu
aKaJIEMUYECKOro U
WHOCTPaHHOM SI3bIKE.
npodeccuoHanbsHOro
B3aUMOJICICTBUSA
5. [MPOI'PAMMA JTUCHUITJINHBI
Tembl Kpatkoe conep:xxanue TemMbl
Coneprxarenshblii Moayib 1. Business Structures and Forms, Selling Methods
Tena 1 Company Profile. Verbs and prepositions. The Passive voice:

Company Structure

present forms. Describing responsibilities in a company.
Describing jobs.

Tema 2.

Recruitment

Recruitment techniques. Compound nouns. The Passive voice:
past, future forms. Drawing CV and Letter of application.
Selecting candidates for jobs.




Tembl Kpartkoe coaep:kanue TeMbl
Tema 3. Preparing a consumer survey report. Make and Do, locating
Retailing objects. Verbs which require either the Gerund or Infinitive.
Tema 4. A business adviser on franchising. Used to do, be used to doing,
o Adverbs. Verbs which require either the Gerund or Infinitive.
Franchising Choosing a franchise, applying for franchise information.
CopeprxaTenbHbIA MOTYINb 2.
Intercultural Issues, Banking System and Main Market Indicators.
Tema 5.

International Business

Learning to cope with corporate culture clashes. Prefixes. Non-
finite forms and their constructions. Giving and asking for

Styles advice, writing a memo.

Tema 6. Banking items and documents. Abbreviations. Allow, enable, let.
) Non-finite forms and their constructions. Negotiating a bank

Banking loan, drawing up a short report.

Tema 7.

Business and the
Environment

The role of business in environmental affairs. Word building.
Conditionals. Word building. Conditionals.
sponsor, writing a letter of request.

Convincing a

Tema 8.
The Stock Market

Share dealing. Phrasal verbs. Yet, still, already. Conditionals.
Analysing share price listings, a summary of a newspaper article.

6. CTPYKTVYPA U COAEPXXAHUE JUCHHUITJIMHBI

6.1. ®dopma oOyuenus — ouHas, Kypc — 1, cemectp — 1

HanmenoBanms pa3aciioB U TEM

KonnuecTBo yacoB
Jlexu. | Jla6op. | Hpaxr. | CPC+K | Beero

ConepskatensHbiii MOIyb 1. Business Structures and Forms, Selling Methods

Tema 1. Company Structure — — 5 8 13
Tema 2. Recruitment — — 4 10 14
Tema 3. Retailing — — 4 9 13
Tewma 4. Franchising 4 10 14
ConeprkatenbHbId MOIYIb 2.
Intercultural Issues, Banking System and Main Market Indicators.
Tema 5. International Business Styles — 4 10 14
Tema 6. Banking — 4 9 13
Tema 7. Business and the Environment — 4 10 14
Tema 8. The Stock Market 5 8 13
HNTOI'O 3A CEMECTP — 34 74 108

6.2. ®dopma oOydueHHs — 04HO-3a04Has, Kypc — 1, cemectp — 1

KoanuectBo yacoB

HanmenoBanus pa3aciioB U TEM

Jlexu. | JlaGop. | TIpaxt. | CPC+K | Beero

CojeprxarenbHblii Moaynb 1. Business

Structures and Forms, Selling Methods

Tema 1. Company Structure — — 2 11 13
Tema 2. Recruitment — — 2 12 14
Tema 3. Retailing — — 1 12 13
Tema 4. Franchising 1 13 14
ConeprxaTenbHbIA MOJYINb 2.
Intercultural Issues, Banking System and Main Market Indicators.
Tewma 5. International Business Styles | e 1 13 14




Tema 6. Banking — 1 12 13
Tema 7. Business and the Environment - 1 13 14
Tewma 8. The Stock Market 1 12 13
HUTOI'O 3A CEMECTP — 10 98 108

1. OLEHOYHBIE MATEPUAJIBI (CPEACTBA) JUIA TEKYIIEI'O KOHTPOJIA
YCIIEBAEMOCTH, ITIPOMEXYTOYHOM ATTECTALIUU

7.1. KoHTpOJIbHBIE BOIIPOCHI.

OBPA3EIL 3AJJAHU A [TPOMEXYTOYHOI'O KOHTPOJIA
l. READING
Read the text and for each question 1-5 choose letter (A, B, C or D) for the correct answer.
Steps to effective crisis management

It's essential to plan thoroughly to protect yourself from the impact of potential. This
planning is very important for small businesses as they often lack the resources to cope easily with
a crisis. Failure to plan could be disastrous. At best you risk losing customers while you're getting
your business back on its feet. At worst your business may never recover.

Analyse the probability and consequences of crises that could affect the business by
assessing the possibility of a particular crisis occurring and determining its possible impact on
operations. Once you have identified the key risks your business faces, you need to take steps to
protect your business functions against them.

Preparing contingency plans in advance, as part of a crisis management plan, is the first
step to ensure that an organization is prepared for a crisis. It should detail the key business
functions you need to perform as quickly as possible and the resources you'll need to use in the
emergency; making the most of the first hour after an emergency occurs is essential in minimising
the impact. As a result, your plan needs to explain the immediate actions to be taken.

The plan should clearly show that the only people to speak publicly about the crisis are the
designated persons, such as the company spokesperson or crisis team members. The first hours
after a crisis breaks are the most crucial, so working with speed and efficiency is important, and
the plan should indicate how quickly each function should be performed. The contingency plan
should contain information and guidance that will help decision makers to consider not only the
short-term consequences, but the long-term effects of every decision.

Once a crisis occurs, you'll have no more than 24 hours - or as few as 30 minutes - to
respond in order to gain control of the flow of information. If your contingency plan is in place
and up-to-date, you'll probably be able to get a basic assessment of the situation and prepare a
statement in an hour or less. Once you think you have enough information to understand the scope
of the crisis, draw up a statement for the media and hold the press conference. If your organization
is responsible, say so, and make sure you express concern about what happened and let everyone
know that you are dealing with the crisis.

1. The 1% paragraph states that
the best business never loses its customers.
planning in advance is crucial..
very often small businesses don’t have resources.
the worst business never recovers.
The 2" paragraph delivers the idea that
it’s very important to identify risks in advance in order to prevent them.
the main business functions are to identify the key risks.
particular crises appear in particular operations.
many businesses face key risks.
The 3d paragraph says that

woopoTmPNaO T




the impact can be reduced if the company uses all its resources.

the contingency plan ensures crisis prevention.

detailed and comprehensive contingency plan should be prepared beforehand.
emergency occurs if a company doesn’t perform quickly.

The 4™ paragraph states that

the first crises are the most important.

the plan should include information about key players and main actions.
short-term effects are more predictable than the long-term ones.

crises break the efficiency of companies.

The main idea of the 5" paragraph is that

companies usually need less than a day to get control of the situation.

a well-prepared contingency plan facilitates preparation for communication with the media.
scope of the crisis defines the statement for the media.

the main concern for companies is dealing with the media.

COTPUOODT® A0 DT

. GRAMMAR
Choose the correct form of the verb.
6. The company suggested to participate/participating in its new programme.
7. They risked to launch/launching absolutely new types of the products.
8. She mentioned to work/working as a customer supervisor before.
9. I forgot to include/including this information in the report so I have to rewrite it.
10. I think we should avoid to promise/promising too much to the customer.
11. The head of the department means to talk/talking to the whole staff about a new strategy.
12. The company promised to improve/improving customer service.
13. The company regretted not to react/reacting more speedily.
14. Our management are considering to raise/raising finance.
15. I remember to get/getting the e-mail from her but I can’t find it in my correspondence right
now.
16. The company plans to stop to employ/employing about 100 workers.
17. They refused to develop/developing new strategy.

1. VOCABULARY

Fill in the gaps with the most suitable term. There are two extra terms you will not need.
speed of response action plan press conference press release
flow of information | legal action damage limitation

18. The public organizations may consider ... against the company accusing it of negligence
that caused the crisis.

19. To ensure a fast ... to emergency companies should constantly monitor their operations
and update their contingency plans.

20. A(n) ... should list the actions you are going to take to improve your performance, an
indication of when you will undertake actions and who is responsible for achieving goals.

21. A(n) ... provides reporters with the basics they need to develop a news story.

22. The ... includes protecting and strengthening the right of all to seek and receive information
and the existence of a free, diverse and professional media.

IV.  LISTENING
Listen to Jane Milton from Not Just Food talking about her customers, then choose the
correct options a-c.
23. How does Jane normally approach potential customers?



a by calling them first.
b by sending company literature and then calling.
¢ by visiting the clients.
24. What was the original purpose of her website?
a to attract new clients.
b to show potential clients the type of work they do.
¢ to help existing clients to keep in contact.
25. How does her company demonstrate its commitment to clients?
a by always setting a correct price for a job.
b by doing more work than her clients expect.
¢ by reducing the price if the work doesn’t take as long as she quoted.
26. Why does her company take problem with small clients?
a they often grow into bigger clients.
b they are easy to deal with.
¢ they improve the reputation of the company.
27. How has Jane avoided having dissatisfied customers?
a by always exceeding customers’ expectations.
b by working from written instructions.
¢ by continually speaking with the client while the job is being done.
V. Write a memo.
VI.  Speak on the topic suggested.

KpI/ITepI/II/I OLICHUBAHUA 3aJaHUS HpOMe)KYTOLIHOFO KOHTpO.]'ISI
MakcumanbHasi 00masi cymMma OajijloB, KOTOPYIO MOJKET IMOJYyYUTh CTYICHT, YCIICIIHO
BBIITOJIHUB BCE BHABI 3aJaHuM, cocTaBiseT 20 6amios

7.2. TeMbl HHIUBUAYAIBHBIX 33JaHUN

OaHuM W3 BUJIOB MHIMBUIYaTbHOM pabOThl OOydalOUIUXCs SBISETCS WHAMBHIyaIbHAs
paboTta ¢ nmpodeccuoHaIbHOM IUTEPaTypoll Kak Ha PYCCKOM, TaK U Ha aHIJIMICKOM si3bike. Llenpb
JaHHOW pabOThl — OCMBICIEHHE W YIUIYOJieHWE 3HaHWM MO JaHHOW IWCUUIUIMHE, pa3BUTHE
HABBIKOB CAMOCTOSATEIbHOW paboThl MO cOOpY, CUCTEMaTH3aluM MaTepuaia, IPOBEICHHUIO
UCCIIEIOBAaHUS M aHanu3a. SIBIsACh OAHMM W3 BHUAOB HAy4YHO-HCCIEAOBATEIbCKON pabOThI
oOyuaroniuxcs, camMoCTOsiTelIbHasg paboTa C  HaydyHOM  JUTEpaTypoil  CHOCOOCTBYET
(dbopMHUPOBaHHIO Y 00YYAIONINXCS AHATUTUYECKOTO, TBOPYECKOTO MBIIUICHHUS.

WNuauBuayanbHble 3aaHUS COCTOAT U3

a) Rendering: mpopaboTka npodeccrnoHalbHON JIUTEpPaTypbl Ha PYCCKOM SI3BIKE C
MOCIIEAYIONIEH mepenaueii coaepikanus aHTITMHCKUAM SI3BIKOM.
b) Summarizing: npopaboTka NpodeccnoHaNIbHON ITUTEpaTyphl Ha AHTJIMHCKOM

SI3BIKE C TIOCIIETYIONIeH Tepeadeii ee coiep KaHusL.
7.3.  Oo0pa3zern copepkaHus SK3aMEHAIIMIOHHOTO Ouera.

ITporpamma Beiciiero oopasoBanusi  [Iporpamma Maructparypsl

Hamnpasnenue noarotoBku 46.04.02 JIoKyMEHTOBEIEHUE U ApXUBOBEJCHHE

Marucrepckas nporpamMmma HNHpopmManiMoHHO-T0OKYMEHTAIIMOHHOE o0ecreyeHne
yIpaBICHUS

®opma oOydeHus OuHas, 04HO-3a04HAas

Cemectp NEepPBBIN

JucuuninuHa HNHOCTpaHHBIN A3bIK

DK3aMeHalMOHHBIN OueT No



1. Reading. Read the text and choose the best word to fill in each gap from A, B, C or D.

2. Language. Choose a letter (A, B, C or D) for the correct answer.

3. Writing. Write a report on the given statistical input.
YTBepKIEHO Ha 3aceJaHuu Kadeapbl aHTITUHCKOTO S3bIKa 11 SKOHOMUYECKUX CHEIUAITBHOCTEH
IIpoTokos Ne oT «» 20 1.

3aB. kadeapoii n.¢wrH., nou. U. B. ®aresHoBa DK3aMEHATOPBI:

KpnTeplm OLICHUBAHHUA IK3AMCHAIIMOHHOI'0 3a/1aHUSA

Tun 3aanus Kpurepun onenkn baier
3ananus 1O Tun 3amaHusi: MHOXECTBEHHbIH BbIOOp, 15
JICKCHKE BOMPOCA, KaX/bI MPAaBWIbHBIM OTBET OLICHUBAETCS B
1,5 Oana: 22,5
15 Bonpoca x 1,5 6amna
HTroro 22,5
[TuceMenHoe CoOTBETCTBUE CTPYKTYpE 2
3aJ1aHue CooTtBeTcTBHE 00BEMY 0,5
Coneprxanue/odiee nHpopmMaIrmoHHOE 2
HAIOJTHEHHE 2
COOTBETCTBHE CTUIIIO 2
I'pammaTiyeckas U JeKCUUYeCKas MPaBIHBHOCTh
HTroro 8,5
Yreuune Tun 3amaHus: MHOXKECTBEHHBIM BBIOOP, ©6
BOIMPOCOB, KaX bl TPaBUIIbHBIA OTBET OLICHUBAETCS B
1,5 Gamna: 9
6 BompocoB x 1,5 Ganna
Hroro 9
Bcero 3a h3x3aMen 40

8. PACITIPEJEJIEHUE BAJIJIOB, KOTOPBIE ITIOJIVHAIOT OBYUAIOILIMECS

OO0mrast oleHKa 3HAHWK OOYYarOUIUXCS MO JUCHMILIMHE TpoBoauTcs mo 100-6ammpHOM
IIKaJIe UCXO/IS U3 MaKCUMyMa, IPUBEICHHOTO B TaOJIUIIEC HIKE.

OpranuzanioHHO-y4yeOHass paboTa B ayJIuTOPUU OIICHMBAETCI HAa OCHOBE TaKHX
KpPUTEpPHUEB KaK IIOCEIIaeMOCTh 3aHSATHUH, CBOEBPEMCHHOE M KAaueCTBEHHOEC BBITIOJHEHUE
JTOMAIITHUX 3aJJaHUui, aKTUBHOCTh BO BpeMsl ITPOBEACHHS JIEKIIMOHHBIX U MPAKTUYCCKUX 3aHATUI
(yqactue B 00CYKIEHUH TEKYIIETO U MPOMIEHHOr0 MaTepuana, peiieHue 3aaad u T.11. ).

CamocrosaTenbHas paboTa OIICHMBAETCSA Ha OCHOBE MPEJOCTABIECHHBIX HA IMPOBEPKY
BBITIOJIHEHHBIX JIOMAITHUX, WHIUBUIYAIbHBIX 3aJlaHUN C Y4eTOM CBOEBPEMEHHOCTH HX
MPEAOCTABJICHHUS M COOTBETCTBHSI TPEOOBAHUSAM K MX BBITIOJIHCHHIO.

KonudectBo 0annoB 3a KOHTPOJBHYIO PaOOTYy BBIYUCISETCS Kak CyMMa 0alljloB 3a Bce
BXOIdIIMe B €€ cocraB 3amaHusa. Kakmoe 3amaHue OIEHMBAETCS MCXOAS W3 MAaKCHMAaJIbHO
BO3MOHOTO KOJMYECTBAa OasIOB C Y4ETOM MPABUJIBHOCTH BBIMOJTHEHUS 33JaHUS, TMOJHOTHI
MIPUBOIUMBIX 0OOCHOBAHUH.

[To pe3ynpTatam paboOTHI B ceMecTpe oOydaromiuiics, HaOpaBmuii He MeHee 60 Oamios,
MMeeT MpaBO MOJYYUTh OLEHKY. Te, KTO MpeTeHayeT Ha Oojee BBICOKHUN Oam, MpOXOIsT
MIPOMEXYTOYHYIO aTTeCTalui. MakCcUMallbHOE KOJMYECTBO OaluloB HAa MPOMEKYTOUHOU
arrecranuu — 100. OO1ee KoaTu4ecTBO OAIOB 32 CEMECTP BBIUMCISIETCS KaK MaKCUMalbHas U3
MOJIyYEHHBIX 32 CEMECTP U Ha MPOMEXYTOUYHOM aTTECTAIlUU U BHICTABIISIETCS COTTIACHO MPUHSATOMY
MOPSIIIKY.



8.1. Cewmectpl

ConepixarenbHble Bi1 paGoTs! Basuisr
MOTyJI
Opranu3anoHHO-yueOHast paboTa CTy/IeHTa B ayJUTOPHU 20
CamocrosTenpHas padoTa 10
1-2 NunuBuayaneHas pabota 10
[IpomexyrouHasi KOHTpOJIbHAS paboTa 20
DK3aMeH 40
OO0muii uTor 3a cemecTp 100

CooTBeTCTBHUE OAIOB OIIEHKE

O1reHKa 1Mo nITHOAJILHOM IIKaJjIe
KoauuecTBo Oamion =
w3 100 ECTS | Dx3amen, nuddepeHInpoBaHHBIN 3auer
3a4eT

90-100 A OTIINYHO 3a4TEHO
80-89 B 3a4TEHO
75-79 C xoporio 3a4TEHO
70-74 D 3a4TEHO
60-69 E YIOBJICTBOPUTEIIHHO Bo—
35-59 FX HE 3aYTEHO

0-34 F HEYJIOBJICTBOPUTEIHLHO .

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEHEHHE YUYEBHOI'O ITPOLECCA

[IpakTrueckue 3aHATHS MO TUCHUTIINHE «MHOCTpAaHHBIN S3BIK» MPOBOJATCS B ydeOHOM
ayTUTOPUU 7Sl TPOBEACHUS MPAKTUUYECKUX 3aHSATHH, TEKYILIEro KOHTPOJS U MPOMEXKYTOUHOM
arrectaruu (aya. Ne 210, r. Jlonenk, yn. Yemrockunies, a. 198a), ocHameHHONW KOMITJIEKTOM
yueOHOM Mebenu Ha 20 MOCaAOYHBIX MECT, KOMIUIEKTOM paboyero Mecra MpernojaBares,
MarHUTHO-MapKepHO JOCKOM, ydyeOHHMKaMU U Yy4eOHBIMU MOCOOMSIMH, ayAuo U BHUIEO
o0opynoBaHHEM, KOMIBIOTEPOM C HHTEPHET-MOAKIIOUEHUEM, CKaHEPOM U KONMUPOBaJIbHBIM
YCTPONCTBOM.

CamocTtosarenbHas paboTa CTYACHTOB MIPOXOIUT B CIAEAYIOMINX OMEIIECHUSX:

— OubnMoTeKa YHHMBEPCUTETA, YKOMILIEKTOBaHAa yueOHO# Mebenbio Ha 401 mocamovHoe
MECTO, pacmoyoxeHa mno ajapecy r Jloneuk, mpocrekt ['yposa 1.6;

— YUTaNnbHBIN 3271 Ne 1 HHOCTpaHHOM TUTEPaTyphl, YKOMIUIEKTOBaH yuyeOHON MeOenbio Ha
34 mocal04YHBIX MECTa, OCHAIIEH KOMITBIOTEPOM B KOMIUIEKTE (1 IIT.), pacmoiokeH mo aapecy T.
Jlonetik, mpocnekt ['yposa 1.6, ka6. 103.

[Ipu peanuzanuu mporpamMmbl TUCIHHUILUIMHBI MOTYT HCIIOJB30BAThCS CIEAYIOUINE BUIbI
AIIEKTPOHHOTO B3aUMO/ICHCTBUS MPENO/IaBaTENb-CTYICHT:

- HCIOJb30BAHHUE BUEO YPOKOB;

- pa3MelleHHe Y4eOHBIX MaTepuaroB B OONAYHBIX XpaHWIMIIAX MpernojaBaTeneil ams
WCIIOJIb30BAHUS CTYICHTaAMU TP MOJATOTOBKE K 3aHATHSIM;

- pacchlIKa IO 3JIEKTPOHHOM MOYTE MATEpUaOB M 3aJlaHUM JUIsl BBIIOJIHEHUS, MMPOBEPKa
BBITIOJTHEHHBIX 33JJaHUN;

- NOJAeprKKa CTPAaHWYKHU MPENoAaBaTelis U TPy MPEernoJaBaTeab-CTyI€HThI B COLUATbHBIX
ceTsIX sl 00ecreYeHns TeKYIIero KOHTPOJIsS paboThl CTYIEHTOB.

[Ipy M3ydeHUH MUCIUTUIMHBI MPUMEHSIOTCS JIEKTPOHHOE OOydYeHHE M TUCTAHIIMOHHBIC
00pa3oBaTeNbHbIC TEXHOJIOTHH.



C ucnonb30BaHHMEM  PECYpcOB  MIATGOPMBI  JAUCTAHIIMOHHOTO  OOpa3oBaHUs
OCYILIECTBISICTCA TEKYIIM KOHTPOJb 3HAHWK OOYdYalOIIMXCS HAa OCHOBE TECTUPOBAHHS U
MIPOBEPKH PE3YyIbTaTOB CAMOCTOSITEIBHOM pabOTHI.

10. PEKOMEHIAYEMAS JIMTEPATYPA

10.1. OcHoBHas JuTeparypa

1. Overview of business correspondence, presentation techniques and report writing.
Marepuansl [Uisi caMOCTOSITEIbHOW pabOThl MAarucTPOB YKPYIHEHHOM TIpYIIbl HalpaBJIEHUS
noarotoBku 38.00.00 DxoHOMHKA W yIpaBiieHHE: ydeOHOe mocobue [DnekTpoHHbIH pecype] /
cocrt.: JI.B. Emenko, M. M. ITucapesckas, O. P. bparuna — Jlonenk: JJorHY, 2019 — 123 c.

2. Overview of business correspondence, reading and presentation techniques. 3aganus s
ayTUTOPHOM M CaMOCTOSITENIbHOM pPabOThl MarucTpoB YKPYMHEHHOW TpYINIbl HampaBiICHUS
noarotoBkn  38.00.00 DkoHOMHKAa W  yIOpaBieHHE: Yy4yeOHO-METOJMYECKOe Iocooue
[DnexTponnsiit pecype] / cocrt.: JI. B. Emenko, M. M. ITucapesckas, 3. P. bparuna — JloHenk:
JouHYVY, 2019 — 136 c.

3. English for Students of Records Management (yueOHbIe MaTepuaibl Ui ayTUTOPHON H
CaMOCTOSITENIbHOM paboThl MO AHIIMHCKOMY SI3bIKY TNPO(ECCHOHANIBHOTO OOIIEHUs Jyis
CTYJIEHTOB, OOY4YaronIuxcs Mo HampaBieHno moarotoBku 46.03.02 JlokymeHTOBeneHUE U
apXUBOBEJICHUE). y4eOHO-MeToIUuuecKoe Tmocobue [DnektponHsii pecypc] / cocrt.: W.IO.
Hy6poskuna — Jlonerk: doul'yY, 2023 — 230 c.

4. English for Students of Economics (y4eOHble Marepuaibl [Uisi ayJUTOPHOH |
CaMOCTOSITENILHOM paboThI 10 aHTIIMHCKOMY SI3BIKY ITPO(EeCCHOHATEHOTO OOIIEHUS JJ1s CTYIEHTOB
MarucTpaTypbl YKPYIMHEHHOW rpynmnbl HamnpasieHuss noarotoBku 38.00.00 DxoHoMuka u
yIpaBJIeHUE): y4eOHO-METOIMYecKoe mocobue. [DnmekTpoHHBIN pecype] / coct. {yOpoBkuHA
N.1O.— oneuk: 'OY BIIO «/loHenknii HamoHaIbHbIA YHUBEpCcUTETY», 2021 — 305 c.

5. S. Robbins. New Insights into Business. Students’ Book. — Pearson Education, 2013.

6. Paul Emmerson.Business Grammar Builder. — Mackmillan, 2013.

10.2. JlomonHUTENBbHAS JIUTEpATypa

1. Mertoauueckue peKOMEHJAMKU [0 OpraHu3alyd IPAKTHYECKUX 3aHSATUM  CTYAEHTOB
HECTICIUATBHBIX (aKyJIbTETOB IO JUCHUILTMHE "MIHOCTpaHHBIA S3bIK" (QHIJIMHACKUA, HEMEIKHA)
[DnexrponnbIit pecype] / coct.: D. P. bparuna u np. — Jlonenk: 'OY BIIO «/lonerkuit HalMOHAIBHBINA
yHuUBepcuTe», 2016. —39c.

2. Metonuyeckie yka3zaHUsT IO OpPraHu3alldd CaMOCTOATEIbHONW paboThl CTYAECHTOB
HEeCHEIMAIbHBIX (aKyIbTETOB MO AUCHUILITUHE «HOCTpaHHBIN A3bIK» (AaHTTUNCKUN, HEMEIKUH,
ucranckuit) [OnektpoHnbii pecype] / coct.: JL.B. Emenko um ap. — Jowenk: I'OY BIIO
«/loneukuit HarMOHaNBHBIN yHUBEpcUTET», 2016 — 70c.

3. Mrosnep, B.K. CoBpeMeHHbI# aHTII0-pyCCKU, pycCKO-aHruiickuii cioBapb: 120000 cios
/ B.K. Mromnep — Mocksa: [lom. XXI Bex: PUITOJI knaccuk, 2010. — 959 c.

4. Ashley, A. Oxford Handbook of Commercial Correspondence [Text] / A. Ashley. — New
Ed. — Oxford: Oxford University Press, [2010]. — 304 p.

5. Macmillan Essential Dictionary for Learners of English: The New Intermediate Learners'
Dictionary / Ed. by M. Rundell — Oxford: Macmillan Publ., 2003. — 861 p. + 31eKTpoH. OMNT. AHUCK
(CD-ROM).

6. Redman, S. English Vocabulary in Use: Pre-intermediate and Intermediate [Text] / S.
Redman — 3d ed. — Cambridge: Univer. Press, 2011. — 263 p.



11. HNH®OPMAILIMOHHBIE PECYPCBI

1. HauuonanbHast 3JIEKTPOHHAas OuobIMoTEKA (H9Bb): denepaibHas
rocyaapcTBennas uHpopmaimonHas cucrema /| MunucrepctBo Kynbrypel P®; Poccuiickast
rocyiapcTBeHHas Oubnmnoreka. — MockBa, 2019- . — URL: https://rusneb.ru/ (nata oOpareHus:
31.03.2025). — Pexum mocryna: cBoOoIHbIH, noanucka. HeoOxoauma ycraHOBKa MPOTPaMMHOTO
obecrieyeHus. — TEKCT: AIMEKTPOHHBIN.

2. eLIBRARY.RU: nayunas snekrponHas Oubnanoreka: caiit. — Mocksa, 2000- . —
URL: https://elibrary.ru (mara o6pamenus: 31.03.2025). — Pexxum gocTyma: i aBTOPU30B.
I10JIb30BaTENEH. —T€KCT: JIEKTPOHHBI.

3. Hayunas snektponnass OubOnmuoteka «KubdepJlenmHkay: caiit / Accoruarus
«OTtkpeiTasi Hayka». — Mocksa, 2014- . — URL: https://cyberleninka.ru/ (mata oOpamienus:
31.03.2025). — Pexxum moctymna: ¢cBOOOIHBIN. — TEKCT: 37€KTPOHHBIH.

4, DNeKTPOHHO-OUOIHOTeUHAS cucrema «JlaHby: [caiiT]. — URL:

https://e.lanbook.com (mata oOpamenus: 31.03.2025). — Pexxum gocryna: u3manusi CereBoit
AIIEKTPOHHOM OMOIIMOTEKH, JIJIsi aBTOPU30B. MOJIb30BaTeNeH. — TEKCT: 27eKTPOHHBIH.
5. I9BC HOpaiit: snekTponHas 6ubnMoTeyHas cuctema: caT. — Mocksa, 2013. —
URL: https://urait.ru/library/svobodnyy-dostup/ (mata oOpamenus: 31.03.2025). — Pexum
JOCTYIIA: U3JIaHUs CBOOOJTHOTO JIOCTYIIA, JJI aBTOPU30B. MOJIb30Barelieil. — TeKCT: AIeKTPOHHBIH.
6. DyekTpoHHO-0ubGanoTeuHasi cucrema Joul'Y: caiit / ®I'BOY BO «JloH ' V». —

JHonenk, 2016- . — URL: http:/library.donnu.ru/ (mara ob6pamenus: 31.03.2025). — Pexum
JO0CTyma: CBOOOHBINA. — TEeKCT: JIEeKTPOHHBIH.
7. DuieKTpoHHbI Karajgor Hayunoit 6ubnmoreku JlonI'Y: pasnen caiira / HbB

Joul'Y. — Tekcr: snexrponnsiit // DBC Jloul'Y: caiit. — URL: http://library.donnu.ru/catalog/
(mara oopamenus: 31.03.2025). — Pexxum goctyna: MOMCK CBOOOIHBIHN, 3JIEKTPOHHBIC TOKYMEHTHI
— s monb3oBareneit Joul'VY.

8. Onextpounblii apxuB JlouI'Y: pa3nen caiita/ Hb Jlonl'Y. — TekcT: aneKkTpoHHBIHI
// OBC Houl'Y: caiit. — URL: http://repo.donnu.ru/ (mata obpamienus: 31.03.2025). — Pexxum
noctyna: cBo0oaHbINH. CallT HHGOPMAIIMOHHOTO areHTCTBA

9. The Economist [Dnexkrponnsii pecypc]. —URL: http://www.economist.com —
Pexxum noctymna: ¢cBoOOHBIMN.

10.  Caiit undpopmarmonHoro areHTcTBa CNN [Onexkrponnsiii pecypce]. — URL:
http://money.cnn.com/ — Pexxum gocTyma: ¢CBOOOJHBI.

11.  Caiir undopmanmonHoro arentctBa BBC [Dnexrponnsiii pecypc]. — URL:
http://www.bbc.co.uk/news/world — Pexxum gocrtyma: cBOOOIHBI.

12.  Caiit undopmannoHHoro areHTcTBa EUronews [Onextponusiii pecype]. — URL:
http://ru.euronews.com — Pesxum 10CTyIa: CBOOOAHBIM.

13.  Caiir undopmarmonnoro arenrctsa Ihe Guardian [DnekTpoHHBIA pecypc]._—

URL.: https://www.theguardian.com/uk/business — Pexwm goctyma: cBOOOIHBIH.

12. IIPOTPAMMHOE OBECIIEYEHUE

1. Windows 7 PRO (kopropaTtuBHas auuen3us JouI'Y Ne 46484614)

2. Microsoft Office (koprnopatuBHas auuen3us JoH'Y Ne 46472919)

3. Microsoft Visual Studio (suniensus nporpammsl Dream Spark ju1st BBICIINX y4eOHBIX
3aBe/IeHU)

4. Awntusupyc Kacnepckoro, Adobe Acrobat Reader, xPDF (siuuensuun GPL, Apache,
BSD a5 cB060IHOTO IPOrpaMMHOI0 0O€CTIEYeHHUS).
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