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I. MECTO JUCLMITJIMHEI B CTPYKTYPE OBPA3OBATEJIBHOU I[TPOI'PAMMEI

1.1.  TpeGoBaHUs K MpeIBAPUTEIBHOIN MOATOTOBKE O0OYYAIOLIUXCS, MPEAIIECTBYIOINE
U COIYTCTBYIOIIME IUCLUILIMHBI, HA KOTOPBIX OCHOBBIBACTCS U3YYCHUE NAHHOMU:
«MHOCTpaHHBIH A3bIK» 00pa30BaTENBbHON MTpOrpaMMbl OakazaBpUara.

2. OIIMCAHUME AMCLUITIIMHBI

2.1.  OOmas xapakTepuCTUKa
HaunmeHoBaHMe TIOKa3aTes 3HayeHUe MOKa3aTes
Ha3zBanue o0pa3oBaTenbHOM MpOrpaMmbl 46.04.02 JlokyMEHTOBEICHUE U
apxuBoBezaeHue ([Ipogpunb:
HudpopMannoHHO-T0OKYMEHTAllMOHHOE
o0ecreyeHre yrpaBiaeHHs)

udp 1 Ha3BaHHE B COOTBETCTBUU C b1.b.5. MHOCTpaHHBIH SA3bIK
yueOHBIM IUIAHOM

YacTte 00pa3oBaTeabHON MPOrpaMMbl bazoBas yacTth

KonngecTBo 3a4eTHBIX €IMHUIL / BCETO YacOB 3/108

B cnydae mpenbsBIEHHS OT OOYyYalomierocss WJIA €ro poauTens (3aKOHHOTO
MIPEJICTABUTEINSI) 3asBICHUS Ha OOy4YeHHE MO aJanTHPOBAHHOW OOpa30BATEIBHOU MpOrpaMMme
BBICIIIETO O0pa30BaHUsA, MOAKPEIICHHOTO 3aKIIOYCHHEM IICHXOJIOTO-MEINKO-TIe1arornaecKon
komuccuu (IIMIIK) nnu Mmenuko-conuansHoi 3xkcnepTusbl (MCD) ¢ pekOMEHJausAMU CO3/1aHus
WHAVNBUAYATbHONH TiporpamMmbl peabwnutanuu u abwmmranuu (MITPA), nannas paGouas
porpaMMa MOKET OBITh a/IallTUPOBAaHA C YYETOM WHIUBUAYATbHBIX OCOOCHHOCTEH 3I0POBBS
o0yuJaroierocs.

2.2.  Pacnpepenenue 4acoB 1o opmam u nepuojaaM o0ydeHus

OO0111€e€ KOJINYECTBO YaCOB
o = CaMOCTOSI-
dopma gl g 6 .
= £ | mexkum- | nabopa- | MPAaKTU- | TENbHOH dopma
00yueHus 2 3 BCETO

S | OHHBIX | TOPHBIX | YeCKHX | pabOThI + KOHTPOJIS

KOHTPOJIb
Ounas 1 — — 34 74 108 9K3aMEH
OyHo-3204YHAas 1 1 - - 10 98 108 SK3aM€EH

3. HEJIN JUCHUTIJIMHBI

Lens aucuumuinabl «MHOCTpaHHBIA SI3BIK» — MPUOOPETEHHE CTYACHTAMH HABBIKOB U
YMEHUH B PA3jIU4HBIX BUIAX PEYCBOM M NMHUCBMEHHOW JEATEIBHOCTH, KOTOPBIE HAa OTAEIBHBIX
JTanax A3bIKOBOM IIOATOTOBKM IIO3BOJIAIOT HCIIOJIb30BATh HHOCTPAHHBIA S3BIK Kak B
npodecCHOHALHON U HAyYHOH NesSTeIbHOCTH, TaK U JUIS LIeJel JalbHeHIIero caMmooOopa3oBaHus;
pa3BuTHE OOmEH u TNpodecCHOHANbHO-OPUECHTUPOBAHHOW KOMMYHHUKATUBHOW  SI3BIKOBOM
KOMIIETEHIIMM CTYACHTOB, YTO CJelaeT BO3MOXHBIM 3(pdekTuBHOEe o0O0meHne B chepe
JOKYMEHTOBEICHUS U apXUBOBEJCHUS, S)KOHOMUKH U On3Heca.



4. KOMITETEHIH OBYYAIOIIEI'OCA, @OPMUPYEMBIE B PE3VJIPTATE
OCBOEHMA KOMIIOHEHTA OBPA30OBATEJIBHOU ITPOI'PAMMEI, X NH/IMKATOPBI

N INTAHUPYEMBIE PE3VIJIBTATBI ObYUYEHU A

4.1. KomnereHuuu
KoMmnerennuu WNHpukaTtopsl PesynbraTel 00y4yeHus
VK-4. Criocoben VK-4.1. VK-4.1.1. 3Haer, KaKk CaMOCTOSTEIHLHO
IIPUMEHSITh OcyiecTBisier HaxXoAuTh M 00pabareiBaTh HHGPOPMAIHIO,
COBPEMEHHBIE JIEJIOBYIO HEO0XO0IUMYIO TUISL KaueCTBEHHOTO
KOMMYHUKaTHBHBIE KOMMYHHKAIIMIO B | BBITIOJHEHUS aKaJeMHYECKHUX u
TEXHOJIOTUH, B TOM YCTHOHU U npoeCCUOHANBHBIX  3a/a4 M JIOCTHIKCHUS
quclie Ha IIMCbMEHHOU npoeCCUOHATPHO 3HAYMMBIX LeNeH, B T.4. Ha
MHOCTPaHHOM(BIX) dopmax Ha MHOCTPAHHOM SI3BIKE.
s13bIKe(ax), It WHOCTPaHHOM YK-4.1.2. 3maer MeTOOI W  CHOCOOBI
aKaJEMUYECKOIO U | S3BIKE; BBIABISET U | IPUMEHEHUS UH(POPMALIMOHHO-
npogecCuOHaTBLHOTO YCTpaHseT KOMMYHUKAI[HOHHBIX TEXHOJIOTUH Ui cOopa,
B3aUMOJEHCTBUSA S3BIKOBBIC OIIMOKM | XpaHeHusi, 00paOOTKH, TpEACTaBICHUS U
nepegayd  MHGOpPMALMU B CUTyaIMsIX
aKaJIeMUYeCKOro M IpogecCHOHATHLHOTO
B3aUMO/JICHCTBUS.
VK-4.1.3. CocraBiser, pemakTUpyeT Ha
rOCyJapCTBEHHOM SI3BIKE PO u/unu
MHOCTPAHHOM S$I3bIKE, BBIIIOJIHAET KOPPEKTHBIN
IIEpEBOJl C  HHOCTPAHHOIO  s3bIKa  Ha
rOoCy1apCTBEHHBIN SI3BIK P® 51 c
rOCYJIapCTBEHHOTO s3bIka PP Ha MHOCTpaHHBIN
A3BIK Pa3IUYHBIX aKaJIeMUYECKUX u

po(hecCHOHALHBIX TEKCTOB.

VK-4.2. CocraBiser
B COOTBETCTBUU C

VYK-4.2.1. 3HaeTr HOpMBI NHCBMEHHOH peuH,
NPUHATHIE B TPO(eCcCHOHANTBHOM cpere.

HOpMaMH VYK-4.2.2. YMeer BECTH J€NIOBYIO IEPENUCKY Ha
rOCyIapCTBEHHOIO0 | TOCYJapCTBEHHOM SA3BIKE P® 197078171
a3pika PO u MHOCTPAaHHOM SI3BIKE.
MHOCTPAHHOTO

S3BIKA JIOKYMEHTBI
(muceMma, acce,
pedepatsl 1 ap.) s
aKaJeMUYECKOTo 1
npodeCcCHOHATBLHOTO
B3aMMOJICVICTBHUS

3. [NPOTPAMMA JJUCHUITJINHBI

Hassanue temsl KpaTkoe copepxanue TeMbl (BOIPOCH TEMBI)

Pasnen 1. Business Structures and Forms, Selling Methods

Tema 1. Company Structure | Company Profile. Verbs and prepositions. The Passive voice:
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.




HasBanue teMbl

KpaTkoe copepxaHnue TeMbl (BOIPOCH TEMBI)

Tema 3. Retailing

Preparing a consumer survey report. Make and Do, locating
objects. Verbs which require either the Gerund or Infinitive.

Tema 4. Franchising

A business adviser on franchising. Used fo do, be used to doing,
Adverbs. Verbs which require either the Gerund or Infinitive.
Choosing a franchise, applying for franchise information.

Pasnen 2. Intercultural Issues, Banking System and Main Market Indicators.

Tema 5. International
Business Styles

Learning to cope with corporate culture clashes. Prefixes. Non-
finite forms and their constructions. Giving and asking for
advice, writing a memo.

Tema 6. Banking

Banking items and documents. Abbreviations. Al/low, enable, let.
Non-finite forms and their constructions. Negotiating a bank
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. Convincing a
sponsor, writing a letter of request.

Tema 8. The Stock Market

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

6. CTPYKTYPA U COAEPXXAHUE JUCHUIIIMHBI

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

HaumenoBanus pPasaciioB U TCM

KonnuecTBo yacos
Jlexu. \ JlaGop. \ [Ipaxr. \CPC+K\ Bcero

Pasgen 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
Tema 4. Franchising 4 10 14

Paznen 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
HUTOI'O 3A CEMECTP — 34 74 108

6.2. ®opma o0yueHHs — OUHO-3a04Has, Kypc — 1, cemectp — 1

HaumenoBanus pPasaciioB U TCM

KonunuecTBo yacos
Jlexn. | JlaGop. | IMpaxr. | CPC+K | Beero

Pasgen 1. Business Structures and Forms, Selling Methods

Tewma 1. Company Structure - - 2 11 13
Tewma 2. Recruitment — — 2 12 14
Tema 3. Retailing — — 1 12 13
Tema 4. Franchising 1 13 14

Paznen 2. Intercultural Issues, Banking System and Main Market Indicators.

Tema 5. International Business Styles — 1 13 14
Tema 6. Banking — 1 12 13
Tema 7. Business and the Environment - 1 13 14
Tema 8. The Stock Market 1 12 13

NTOI'O 3A CEMECTP

— 10 98 108




7. OLEHOYHBIE MATEPUAJIBI (CPEACTBA) UL TEKYIIIEI'O KOHTPOJIA
YCIIEBAEMOCTH, IPOMEXYTOYHOU ATTECTALINN

7.1.  KoOHTpoOJbHBIE BOIIPOCHI.
OBPA3EIL] 3AJIAHUS [TPOMEXYTOYHOM KOHTPOJIBHOM PABOTEI

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
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.

C o WAoo Nao g



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.

oo Ao or ko

1L 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 fo talk/talking to the whole staff about a new strategy.
12. The company promised fo 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 fo 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.

111 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.

1V. 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.
c 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.

Kputepuu onieHUBaHUS 3a/1aHUsI TPOMEKYTOUYHON KOHTPOIBHOU PabOThI
MaxkcuMmanbHasi o0miasi cyMMa 0alljioB, KOTOPYIO MOXKET IMOJIYYHTh CTYACHT, YCIIEUTHO
BBIIIOJIHUB BCE BUBI 3aJjaHni, cocTaBiseT 20 0aioB

7.2. Tembl UHIUBUAYATBHBIX 3aIaHUM

OpHUM W3 BHJOB WHAMBHUIYaJIbHOH pabOThI 0OydYaIOUIMXCS SBISETCS WHAWBUIYaTbHAs
pabota ¢ nmpoeccHOHATLHON JTUTEPATypOi KaK Ha PyCCKOM, TaK M Ha aHIJIMHACKOM s3bike. Llenb
TaHHOW paboOTBl — OCMBICICHHWE U YIIIyOJeHHe 3HAHWU O MaHHON AMCIUIUIMHE, pa3BUTHE
HaBBIKOB CaMOCTOSITEJIbHOH pPaboThl MO cOOpy, CHUCTEMaTH3allMd MaTepuaia, IMPOBEICHUIO
UCCIICIOBAaHUST U aHanu3a. SIBISICH ONHUM M3 BHJIOB HAyYHO-HCCIIEIOBATEIBCKOW PaOOTHI
o0yyaromuxcs, caMOCTOsTelIbHass paboTa C HAy4YHOH  JHUTEpaTypod  CIOCOOCTBYET
(dbopMHpOBaHUIO y 00YUYAIOIIMXCS AaHATUTUYECKOTO, TBOPYECKOT'O MBIIIIJICHHUS.

WNuauBuayanbHble 3aJaHUSI COCTOAT U3

a) Rendering: npopaboTka nmpodeccHOHATBHON JIUTEpAaTyphl Ha PYCCKOM SI3BIKE C
MOCJIEYIOLIEH IIepeaadet COACPKAHUS aHITIMIMCKUM S3bIKOM.
b) Summarizing: mpopaboTka HpoQPecCHOHaNbHON JUTEpaTypbl Ha AaHIJIMHCKOM

SI3BIKE C MOCIIEAYIONIEN Iepefadyeil ee CoaepKaHus.
7.3.  OO0pa3zer coaepkaHus IK3aMEHAIMOHHOTO OHIIeTA.
3K3AMEHAIIMOHHBIN BUJIET Ne 1
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.
B ciydae BenmeHus y4eOHOTo mpoiiecca C KUCIOJIb30BAHUEM JJIEKTPOHHOTO OOyUYeHUS H

JMCTAHIIMOHHBIX 00pa30BaTEeNbHBIX TEXHOJOTHH, COAep)KaHuEe OMiieTa MOXET OTIMYAThCS OT
IIPUBEICHHOTO.



KpuTtepun oneHnBanus 3K3aMeHAIIMOHHOT0 32/ IaHNUS

Tun 3aganus Kpurepuu onieHku bannel
3ananus o Jekcuke | Tunm 3amaHus: MHOXKECTBEHHBINM BBIOOp, 15 Bompoca,
KaKIIbI IPABUIILHBIN OTBET OlleHuBaeTcs B 1,5 Oamna:
15 Bompoca X 1,5 Ganna 22,5
Hroro 22,5
IIncemenHOE CooTBeTcTBHE CTPYKTYpE 2
3a/laHue CootBeTcTBHE 00BEMY 0,5
Copnepxanne/ob1iee nHGOPMAIMOHHOE HATIOJTHCHHE 2
CoOTBETCTBUE CTUITIO 2
['pammaTHueckasi U JIEKCUYECKasl MPABUIIBHOCTh 2
Hroro 8.5
Urenue Tun 3amaHus: MHOXECTBEHHBIH BBIOOpP, 6 BOIIPOCOB,
KKl IPABUIILHBIN OTBET OlleHuBaeTcs B 1,5 Oamna:
6 BompocoB X 1,5 Ganna 9
Hroro 9
Bcero 3a 3xk3aMeH 40

8. PACITPEJEJIEHME BAJIJIOB, KOTOPBIE ITOJIVHAIOT OBYYAIOUIMECA

OneHka pe3ynbTaTOB OOYYEHHs TNPOBOAMUTCS HA OCHOBE HAKOMMTEIBHOH CHCTEMBI,
KOTOpast 00eCIeunBaeT yueT HHIUBUAYAIBHBIX JOCTHKECHHHA 00y4aloIIerocs 1 OTpaXaeT ypOBEHb
OCBOCHMS UM KOMIIETCHLUH, TPEIyCMOTPEHHBIX pabodeil mporpaMMoil TUCIIUIUIMHEL.

Ilo mucuMIuIMHE HPEAYCMOTPEHBI CICAYIOIIME BHUIBI KOHTPOJA: TEKYLIMH KOHTPOIb
(o1IeHMBAET pa3IMyYHbIC BUbI Ay AUTOPHON M BHEAYTUTOPHOH yUeOHOM eATEIIbHOCTH CTY/ICHTA);
IIPOMEXYTOYHAsl aTTecTalys (OLIEHWBAET YPOBEHb M KAueCTBO MOATOTOBKH IO JHUCLUIUIMHE B
nenoM). Tekymuil KOHTPOJb OCYIIECTBISIETCS. B TEUEHUE CEMECTpa MO KaKIAOMY pasleiy
JTUCLUMIUIMHBL ¥ TIpeNroaraeT HauMucjaeHue OayioB 3a BBINOJIHEHHE PA3JIMYHBIX BUIOB padoT,
BKJIIOUASl OpP2aHU3AYUOHHO-YUeOHYI0 pabomy 6 ayoumopuu (BBIIOJIHEHHE JIa0OPaTOPHBIX,
NPAKTUYECKUX U KOHTPOJIBHBIX paboT, ydacTue B OOCYXKACHUSX, U JAP.) U CAMOCMOAMENbHYIO
pabomy (BBIIOIHEHUE TOMAITHUX, WHAUBUYaTbHbIX, IPOCKTHBIX 331aHUM U TIp.).

IIpomesicymounaa ammecmayusi 1O AUCLUMIUIMHE HPOBOAUTCS B (opMe 3K3aMeHa,
KOTOPBIA BKJIKOYA€T OTBETHl HA TEOPETUYECKHUE BOIPOCHI U PEIICHHE IPAKTUYECKUX H
TEOPETUYECKUX 3a1ad.

OneHuBaHUE TEKYLIErO0 KOHTPOJII M IPOMEXKYTOUYHON arrecTaluy MPOBOJUTCS IO
HAKOMHUTENbHOU cucteme. MTorosas omeHka ¢GopMHpyeTcss Kak CyMMa OaljioB, MOJIyYEHHBIX

CTYJEHTOM 3a TEKYLIMH KOHTPOJIb M 3a IPOMEXYTOUHYIO aTTECTAalMIO 3a CEMECTP (MaKCUMyM
100).

8.1. ®opma oOyuenus — ounas, kypc — 1, cemectp — 1.

MakcumanbHOe
Howmepa pasnenos Bunst pador KOJIMYECTBO
0a/mu1oB
Texywjuti KOHMpPOJb 60
Opranu3zannoHHO-y4eOHas pabota 20
CTYZICHTA B ayIUTOPHH
1-2 CamocrositenpHas pabora 10
NunuBuayanpHas paboTta 10
[TpomerxyTouHas KOHTpPOJIbHAs paboTa 20
Ilpomesxcymounas ammecmayusi (3K3ameH) 40
OOuwmii uTor 3a cemecTp 100




8.2. @opma o0yueHHs — O4HO-3a04Has, Kypc — 1, cemectp — 1.

MakcumanbHOe
Howmepa pa3snenos Bunst pabor KOJIMYECTBO
6aymu10B
Texywuti KOHMpPOb 60
Opranu3zannoHHO-y4eOHas pabota 20
CTYZICHTA B ayIUTOPHH
1-2 CamocrositenpHas padora 10
NunuBuayanpHas pabora 10
[TpomerxkyTouHasi KOHTPOJIbHAs padoTa 20
IIpomexncymounas ammecmayus (3K3ameH) 40
OOuwmii uTor 3a ceMecTp 100

Co0TBETCTBUE OAIIOB OLIEHKE

O1eHKa 110 IATHOAIUILHON IITKaJIE
Kommectso bannos ECTS | DOx3amen, nuddepeHunpoBaHHbII
n3 100 i 3auer
3a4eT
90-100 A OTJIMYHO
80-89 B
75-79 C XOpOto 3a4TEHO
70-74 D
60-69 E yIOBJIETBOPUTEIILHO
35-59 FX
034 v HEYIOBJIETBOPUTEIHHO HE 3a4TEHO

9. MATEPUAJIBHO-TEXHUYECKOE OBECITEHEHUE YYEBHOI'O [TPOLIECCA

[TpakTuyeckue 3aHATUS NO TUCUUIUIMHE «VIHOCTpaHHBIA SI3BIK» MPOBOIATCS B ydeOHOU
ayJUTOPUU JUISI TIPOBEACHUS MPAKTHUECKUX 3aHATHH, TEKYIIEro KOHTPOJS U MPOMEXYTOUYHOU
arrecrauuu (aya. Ne 210, r. Jlonenk, yn. YenrockuHues, 1. 198a), ocHallleHHOW KOMIUIEKTOM
yueOHoil mebOenn Ha 20 MOCAZOYHBIX MECT, KOMILIEKTOM pabouero MecTa mpemnojaBarels,
MarHUTHO-MAapKEpPHOH MOCKOH, ydeOHMKaMM U Y4YeOHBIMH TIOCOOMSIMHM, ayJuo0 M BHJIEO
000pyZOBaHUEM, KOMIIBIOTEPOM C HHTEPHET-TIOJAKIIOYCHUEM, CKAaHEPOM M KOMUPOBAJIBLHBIM
YCTPOHCTBOM.

CamocrosiTenbHas paboTa CTyI€HTOB IIPOXOAUT B CICAYIOIIUX TOMELICHUSAX:

— 0ubnMoTeKa YHUBEPCUTETa, YKOMIUIEKTOBaHa y4yeOHoW mebenbio Ha 401 mocamounoe
MECTO, pacloyiokeHa 1o ajgpecy r Jloneuk, npocnekt I'yposa 1.6;

— yuTaNbHBINA 327 No | MHOCTpaHHOM TUTEepaTyphl, yKOMILJICKTOBAaH y4eOHOM MeOebIo Ha
34 mocaJ0OYHbBIX MECTa, OCHAIIEH KOMIBIOTEPOM B KOMILIEKTE (1 IIT.), pacroioKeH 1o ajpecy T.
Honerk, mpocnekt ['yposa 1.6, ka6. 103.

[Tpu peanuzanuu mporpaMMbl JTUCIMILIMHBI MOTYT MCIIOJIB30BAThCS CIEIYIOLINE BHIIbI
AJIEKTPOHHOI'O B3aMMOJEICTBHS PENO1aBATENb-CTY ICHT:

HCII0JIb30BaHUE BUJEO YPOKOB;

pa3MmeleHre y4eOHBIX MaTepuasioB B OOJayHBIX XpaHWIUINAX MpernojaBaTeneil s
MCTIOJIb30BAHUS CTYI€HTAMU MIPU NOJATOTOBKE K 3aHATHIM;

pacchlIKa 1Mo AJIEKTPOHHOU MM0YTe MAaTepUAJIOB W 3aJaHUM /IS BBIMOJHEHUS, IPOBEpKa
BBITTOJIHEHHBIX 33JaHUA;

MOJ/IEP’KKA CTPAaHUYKHY MPETOAAaBaTEeNsl U TPYIIT MPENo1aBaTeNb-CTy ICHTHI B COLIMAIBHBIX
ceTsx JuIst oOecreueH s TeKyIero KOHTPOIIs paboThl CTYICHTOB.

[Tpy M3y4eHUU DUCUUIUIMHBI IPUMEHSIOTCS 3JCKTPOHHOE OO0Y4YeHHE U TUCTAHLMOHHBIC
o0pa3zoBaTeNbHbIE TEXHOJIOTHH.



C  WCmonb30BaHMEM  pecypcoB  MIAaTGOpMbl  JAMCTAHIIMOHHOTO  0Opa3oBaHuUs
OCYIIECTBIISICTCSI TEKYLIUH KOHTPOJb 3HAHWN OOYyYalOIIMXCS HAa OCHOBE TECTUPOBAHUS U
MIPOBEPKH PE3YIbTATOB CAMOCTOSITEIBHOI paboThI.

10.  PEKOMEHIAYEMAZ JIMTEPATYPA

10.1. OcHoBHas auTEepaTypa

1. English for Students of Records Management (yueOHble MaTepHabl Uit ay TMTOPHOU U
CaMOCTOSITENIbHOW pabOThl MO AHIVIMHCKOMY SI3bIKYy NPO(ECCHOHATBHOTO OOIICHUS IS
CTYJICHTOB, OOydaromuxcs MO HampaBieHuto mnoarotoBku 46.04.02 JlokymeHTOBeneHHE U
apXUBOBEICHUE): YyueOHO-MeToamueckoe mocobue / coct.: .1O. JlyopoBkuna — Jlonenk: J{oul'VY,
2023 — 230 c. — Texkct: anekrponusii / 3BC ®I'BOY BO «oul'Y»: caiitr. — URL:
http://library.donnu.ru/catalog/ (mata oOpamenus: 08.04.2026). — Pexum pocrtyma: ms
aBTOpH30B. nosnb3oBareneil. (bubnuorexa Joul'Y).

2. English for Students of Economics (ydeOHble MaTepuanbl Uis ayJIUTOPHOH u
CaMOCTOSITENIbHON pabOThI O AHTIIMHCKOMY SI3bIKY PO(ECCHOHATBHOTO OOIIEHUS IS CTYICHTOB
MarucTpaTypsl YKpPYNHEHHOH rIpynnbl HampasieHus noarotoBku 38.00.00 OxoHomuka u
ympaBiieHue): yueOHo-MeToandeckoe mocoodue. / coct. Ayoposkuna 1U.10.— Hounenx: [OY BIIO
«JloHenkuit HarMOHANBHBIN YHUBEpCUTET», 2021 — 305 ¢. — Tekcr: anekrponusiit / 9bC ®T'BOY
BO «lonl'Y»: caiit. — URL: http://library.donnu.ru/catalog/ (nata o6pamenus: 08.04.2026). —
Pexxum pocTyna: [uist aBTOpu30B. nojib3oBarenei. (budmmorexa Jonl'Y).

10.2. JlononHuTenbHas IMTEpaATYypa

1. Overview of business correspondence, presentation techniques and report writing.
Marepuansl 1Jii CaMOCTOSATENbHOW paOOThl MarkucTpOB YKPYHMHEHHOW TPYMIbl HANpaBICHHS
noaroroBku 38.00.00 DxoHommka u ympaBieHHe: ydeOHoe mocobue / coct.: JI.B. Emenko,
M. M. Iucapesckas, J. P. bparuna — [lonenx: JonHY, 2019 — 123 c. — Tekcr: 31eKTpOHHBIH //
3BC ®I'bOY BO «/lonl'Y»: caiir. — URL: http://library.donnu.ru/catalog/ (nata oGparieHus:
08.04.2026). — Pesxum goctyma: 1uist aBTOpHU30B. mosib3oBareneil. (bubmmoreka JJoul'Y).

2. Overview of business correspondence, reading and presentation techniques. 3aganus
JUI ayIMTOPHOM M CaMOCTOATENBHOM pabOThl MarMCTPOB YKPYIMHEHHOM TPYIBI HANIPABICHHS
noaroroBku 38.00.00 DxoHoMHEKa U ynpaBieHue: yaeOHo-MeToaudeckoe / coct.: JI. B. Emenko,
M. M. Iucapesckas, J. P. bparuna — Jloneuk: JlouHY, 2019 — 136 c. — Tekcr: 3neKTpoHHBIH //
3BbC ®I'bOY BO «/lonl'Y»: caiir. — URL: http://library.donnu.ru/catalog/ (nata oGparieHusi:
08.04.2026). — Pesxum goctyma: 1uist aBTOpHU30B. mosib3oBareneil. (bubmmoreka J{oul'Y).

3. Meroauyeckne PpEeKOMEHITALMK TI0 OpPraHM3allM TPAKTHYECKHX 3aHATHH CTYAEHTOB
HECTEMANIbHBIX (PaKyIIbTeToB 1o AucuuIuivHe "VHOCTpaHHbIH S3bIK" (AHTIIMICKINA, HEMEIKuit) / cocT.:
3. P. bparuna u nip. — Honenx: 'OV BIIO «/loHenxuii HalMoHanbHbINA yHUBEpcUTeT, 2016. — 39 c. —
Texct: anexrponsslit / 6C ®I'BOY BO «/lonI ¥»: caiit. — URL: http://library.donnu.ru/catalog/
(marta obpamenus: 08.04.2026). — PexxuM gocTyma: Asist aBTOPU30B. mosib3oBareneil. (bubnmoreka
Houl'Y).

4. Metoauyeckie YyKa3aHUS O OpPraHM3ALUU CaMOCTOSTENbHOW pabOThl CTYAEHTOB
HECTIeHMAIBHBIX (PaKyIbTeTOB MO AucuUIUIMHE "MHOCTpaHHBIN A3bIK" (QaHMIIMICKUN, HEMEIIKHU,
ucnaHckuit) [DnexTponHbid pecypc] / [coct. E. H. Hazapenko u ap.] ; TOY BIIO Jlonenkuii
HAIlMOHAJIBHBIA yHUBepcuTeT, @DakynbTeT WHOCTPAaHHBIX sA3bIKOB, Kadenpa repmanckoit
¢unonorun, Kadenpa pomanckoit punonorun, Kadenpa aHrmuiickoro si3pika A1 SKOHOMHUECKUX
cnenuansHoctel. — Jlonenk : 'OY BIIO "TouHVY", 2017. — Dnextponnsie nanubie (1 daiin).
(bubmuoreka J{oul'Y).

5. Robbins, S. First Insights into Business [Text] : Students' Book / Sue Robbins. — Harlow
: Longman, [2008]. — 175 p. (bubnuoreka [{onl'Y).

6. Emmerson, P. Business Grammar Builder [Text] : [for Class and Self Study] /
P. Emmerson. — Oxford : Macmillan, 2002. — 272 p. (bubnuoreka JJoul'Y).



7. Mromnep, B. K. CoBpeMeHHBI aHIIIO-pyCCKUI, pyCcCKO-aHITIMHCKUi cinoBaps @ 120000
cioB / B. K. Miomnep. — Mockasa : JTom. XXI Bek : PUIIOJI knaccuk, 2010. — 959 c. (bubnmoreka
Houl'Y).

8. Ashley, A. Oxford Handbook of Commercial Correspondence [Text] / A. Ashley. —
New Edition. — Oxford : University Press, [2010]. — 304 p. (bubnuoreka {oul'Y).

9. Macmillan Essential Dictionary for Learners of English : [The New Intermediate
Learners' Dictionary / Ed. by M. Rundell]. — Oxford : Macmillian Publ., 2003. — 861 p. + anektpoH.
ont. quck (CD-ROM). (bubnuoteka J{onl'Y).

10.  Redman, S. English Vocabulary in Use [Text] : Pre-intermediate and Intermediate
/' S. Redman. — 3d ed. — Cambridge : Univer. Press, 2011. — 263 p. (bu6mmotexa {oul'Y).

11. NHOOPMAIIMOHHBIE PECYPCEHI

1. Hayunas snexktponHast 6ubnanorexka eLIBRARY.RU: caiir / HOBb (OOO). — Mockaa,
2000. — URL: https://elibrary.ru (mara oOpamenus: 08.04.2026). — Pexxum moctyna: mms
aBTOPU30B. I10JIb30BATEIIEH. —TE€KCT: AIEKTPOHHBIN.

2. Hayunas snextponHas Oubnuoreka «KubdepJlenunka»: caidt / Accormanust «OTKpbITas
Haykay». — Mocksa, 2014- . — URL: https://cyberleninka.ru/ (nmata obpamenus: 08.04.2026). —
Pexxum noctyna: cBOOOAHBIN. — TEKCT: 371€KTPOHHBIN.

3. Hanmonanenass moxmnucka: caur / PIHHM. — MockBa, 2020. — URL:
https://podpiska.rcsi.science/ (mara oOpamenusi: 08.04.2026). — Pexum pocrtyma: ms
aBTOpU30B.10JIb30BaTeNnek JJoHI'Y. — TekcT: 351eKTpOHHBIN.

4. HammonaneHas snekTpoHHas Oubimoreka (HOB): denepanbnas rocynapcTBeHHas
uHpopmannonHas cuctema / MunucrepctBo KyneTypsl P®; Poccuiickas rocynapcTBeHHas
oubmmoreka. — Mocksa, 2019. — URL: https://rusneb.ru/ (mara o6pamienus: 08.04.2026). — Pexxum
J0CTyna: CBOOOIHBIN. — TEKCT: AIIEKTPOHHBIN.

5. O6pazoBarenpHast miatdopma HOpaiiT: caiit. — Mocksa, 2013. — URL:
https://urait.ru/library/svobodnyy-dostup/ (mara obpamenus: 08.04.2026). — Pexum noctyma:
U3JaHus CBOOOIHOTO AOCTYIA, /Ul aBTOPH30B. MOJIb30BaTeNel. — TeKcT: 3eKTPOHHBIH.

6. Onekrponnas Oubmmuoreka PI'b: pasmen caiita / PI'b. — Tekct: snekTpoHHBIH //
Poccuiickas rocy/1apCTBEHHas oubimorexa: oumanbHbIN Cair. —
https:/Idiss.rsl.ru/electroniclibrary. — Pexum poctyma: MOMCK CBOOOTHBIN, 3JIEKTPOHHBIC
JNOKyMeHThI — Bupryanbnsiii yntanbibsiid 3a11 PI'b Ha teppuropuu Hb [JonlY.

7. DnexkrponHo-6ubnMoTeuHas cucrema Jlaus: caift / ObC Jlans. — C.-IletepOypr, 2011.
— URL: https://e.lanbook.com (mata oOpamenusi: 08.04.2026). — Pexxum poctyma: w3gaHus
CeteBoii 31eKTPOHHOI OMOTMOTEKH, I aBTOPU30B. MOJIb30BaTeNeH. — TeKCT: AJIEKTPOHHBIN.

8. DnexrponHO-OMbIMoTeuHas cuctema JJonl'Y: caiit/ ®I'BOY BO «Jlonl V». — JloHenk,
2016. — URL: http://library.donnu.ru/ (nata oOpamenus: 08.04.2026). — Pexxum npocrymna:
CBOOOHBIN. — TeKCT: 3JEKTPOHHBIMH.

9. DnekrponnHblii katanor Hayunoii 6ubnuorexku Houl'Y: pasnen caiita / Hb Honl'VY. —
Texct: anextponnsiii // ObC Jlonl'Y: caiit. — URL: http:/library.donnu.ru/catalog/ (marta
obpamienus: 08.04.2026). — Pesxxum noctymna: MOMCK CBOOOAHBIH, 2IEKTPOHHbIE JOKYMEHTBI — IS
noub3oBareneit Jonl'y.

10. Dnexrponnsiii apxuB Jonl'Y: pasnen caiira / Hb JJonl'Y. — TekcT: 31meKTpOHHBIH //
OBC Houl'Y: caiit. — URL: http://repo.donnu.ru/ (mata obpamenus: 08.04.2026). — Pexum
JIOCTYyTIa: CBOOOIHBIN.

11. Caiit undopmanmonnoro arenrcTBa The Economist [Dnekrponnsiii pecypc]. —URL:
http://www.economist.com — Pexxum mgocTymna: cBOOOIHBIN.

12. Caiit unpopmanmonnoro areHtrctBa CNN [Dnekrponnsiii pecypc]. — URL:
http://money.cnn.com/ — Pexxum moctyna: cBOOOIHBIMH.
13. Caiit unpopmanuonHoro arentctBa BBC [Onextponnsiii pecypc]. — URL:

http://www.bbc.co.uk/news/world — Pexxum moctyna: cBOOOIHBIH.
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14. Caiit madopMaimoHHoro areHTcTBa Euronews [DnekrponHnsiii pecype]. — URL:
http://ru.euronews.com — Pexxum gocTtyma: cCBOOOTHBIN.

15. Caiit undopmarmonHoro arenrctsa The Guardian [Dnextponssiii pecype]. — URL:
https://www.theguardian.com/uk/business — Pesxum gocTtyma: cBOOOTHBIN.

12.  ITPOI'PAMMHOE OBECIIEUEHUME

1. PEJ OC, Astra Linux (OEM).
2. OpenOffice, LibreOffice.
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