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1. MECTO JJMCLIMIIJIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI'PAMMBI
1.1. TpebGoBaHus K MpeaBapUTEIHHON MOATOTOBKE O0YYAIOMINXCsI, TIPEIIICCTBYIONIUE
Y COMYTCTBYIOIIME TUCLUUILIMHBI, HA KOTOPBIX OCHOBBIBAETCS U3yUYE€HHUE TAHHOM:
«HOCTpaHHBIH SI3BIK» 00pa30BaTEIILHON MPOTpaMMbl OaKaiaBpuaTa.

2. OIMMCAHUE AMCHUITJIMHBI

2.1.  OOmas xapaKTepUCTHKA

HauMeHnoBanwue mokasaress 3Ha4YeHHe TOKA3aTesl
HazBanue oO6pa3oBaTeslbHON MPOTPaMMBbI 46.04.02 JlokyMeHTOBeIeHUE U
apxuBoBeieHre (Marucrtepckast mporpammas
JIOKYMEHTOBE/ICHUE U apXHBOBEICHHUE)

udp 1 Ha3BaHUE B COOTBETCTBUU C b1.b.5 NHocTpaHHbIH 53bIK
y4eOHBIM IJIAHOM

Yacte 00pa3oBaTeIbHOMN MPOTrpaMMBbl ba3oBas yacTp
KonnuecTBO 3a4eTHBIX €IUHUL / BCETO YaCOB 3/108

2.2. Pacnpenenenue 4acoB 1o (opMaM U nepuoaam o0ydeHus

OO011ee KOJIMYECTBO 4acoOB
o
= CaMOCTOS-
dopma 2| @ .
= g | mekuu- nabopa- | MpakTU- | TEIbHOMN dopma
00y4eHus & = BCETO
3 | OHHBIX | TOPHBIX | YECKUX | paboOTHI + KOHTPOJIS
KOHTPOJIb
OuHas 2 — — 28 80 108 3K3aMeH
3aouHasg 1 2 - - 4 104 108 S3K3aMeH

3. HEJIN JUCHUTTJIMHBI

Henp nuctuminabl «MHOCTpaHHBIM S3BIK» — MPUOOpPETEHHE CTYJCHTAMU HaBBIKOB U
YMCHI/II\/JI B pa3JIMYHbBIX BHJOAX pequoﬁ A MUCBMEHHOU ACATCIIBHOCTH, KOTOPBIC Ha OTACIBbHBIX
dTamax SI3BIKOBOM TMOATOTOBKH TMO3BOJISIIOT MCIHONB30BAaTh MHOCTPAHHBIM SI3BIK  Kak B
poeCCHOHAIBHON ¥ HAYYHOU JCSITEIIBHOCTHU, TaK U IS IeJIeH JaTbHEHIIero caMooOpa3oBaHus;
pa3BuTHe OO0me U MPOPeCcCHOHATBHO-OPUEHTHPOBAHHOW KOMMYHUKATHUBHOW —SI3BIKOBOU
KOMITETCHIIMM CTYJEHTOB, YTO CJelaeT BO3MOXHBIM J(ddexTuBHOEe oOmeHne B cdepe
JIOKYMEHTOBEJICHUS U apXUBOBEICHUS, YdKOHOMUKH U OM3HECA.

4. KOMHIETEHIMHN ObYYAIOIMETI'OCS, ®OPMUPYEMBIE B PE3YJIbTATE
OCBOEHMA KOMIIOHEHTA OBPA30OBATEJIBHOU ITPOI'PAMMEI, X NH/IUKATOPBI
N TINTAHUPYEMBIE PE3VIJIBTATBI ObBYUEHU A

4.1. KomnereHuuu
VYK-4. CrniocobeH ocyliecTBISATh JEIOBYI0 KOMMYHHKAIMI0 B YCTHOM M MUCHMEHHOU
dbopMax Ha rocynapcTBeHHOM si3bike Poccuiickoii Depepariui 1 HHOCTPAaHHOM(BIX) SI3bIKE(ax).



4.3. HuaaukaTtopbl KOMITETCHIIUNA

KomMmnerenuuun WNHukaTopsl PesynbraTsl 00y4YeHus
VK-4.1.1. 3maer, Kak CcaMOCTOATECIHLHO
HaxoauTh U oOpabareiBaTh WHGOPMAIHUIO,
HEOOXO0IUMYIO JUIs KAa4eCTBEHHOIO
BBIIIOJTHEHUS aKaJEMHUECKUX u
NpopecCUOHAIBHBIX 3aad U JOCTHXKEHUS
VK-4.1 poheCCUOHATTFHO 3HAYMMBIX IIeNiel, B T.4. Ha
Oc .e(.)TBJISIeT WHOCTPAHHOM SI3BIKE.
i VK-4.1.2. 3naer MeToAsl U  CHOCOOBI
I 0:3%
IIPUMEHEHUS UH(POPMaLIMOHHO-
KOMMYHHMKAIMl0O B .
CTHO 4 | KOMMYHHKAIMOHHBIX TEXHONIOTHH 11t coopa,
Y . XpaHeHus, OOpabOTKH, MpPEICTABICHUS U
MUCbMEHHOU
YK-4. Cnocoben (bopmax wa | TIEPETATH uHpopManuu B CHUTyalusix
OCYLLIECTBIISATh P aKaJeMH4YeCKoro U NpoQecCHOHaTbHOIO
MHOCTPAHHOM SI3bIKE; .
JIEJIOBYIO B3aUMOJECHCTBHSIL.
BBISBIISIET u
KOMMYHUKAIMIO B YK-4.1.3. CocraBiser, pemakTupyeT Ha
. YCTpaHSET SI3bIKOBBIE
YCTHOU L - roCy1apCTBEHHOM A3BIKE P® u/unm
IIMCbMEHHOU MHOCTPAaHHOM SI3BIKE, BBIIIOJIHAET KOPPEKTHBIN
bopmax Ha IEepeBOJ] C  HUHOCTPAaHHOrO  f3bIKa  Ha
roCy1apCTBEHHOM roCyJJapCTBEHHBIHI S3BIK P® U c
a3plke  Poccuiickon rocyapcTBeHHOro sA3pika PD Ha MHOCTpaHHBIN
Denepauun u SI3BIK pa3IMYHBIX aKaJeMHYECKHUX u
MHOCTPaHHOM(BIX) npoeccuoHabHBIX TEKCTOB.
s3bIKe(ax) YK-4.2. CocraBnser
B COOTBETCTBUU C
HOpMamMH VK-4.2.1. 3HaeTr HOpPMBI NHUCHBMEHHOH peyH,
roCyJIapCTBEHHOT O NpPUHATHIE B TPO(ECCHOHAIBHOM cpee.
SI3bIKa PO u
MHOCTPAHHOTIO SI3bIKa
JIOKYMEHTHI (MChMa,
acce, pedeparbel U
p )’ pedep s VYK-4.2.2. YMeeT BecTH JIeNIOBYIO TIEPENHCKY Ha
akaneMuueckoro  n | TOCYA@PCTBCHHOM A3BIKE PD u/nnm
MHOCTPAHHOM SI3bIKE.
npogeccuoHaIbHOTO
B3aUMOJICUCTBHUA
o. [MTPOI'PAMMA JJUCHUITJIMHBI
Tembl Kpartkoe coaepxanue TeMbl
ConepxxarensHblit Moaysb 1. Business Structures and Forms, Selling Methods
Tena 1 Company Profile. Verbs and prepositions. The Passive voice:
X present forms. Describing responsibilities in a company.
Company Structure S
Describing jobs.
Tema 2. Recruitment techniques. Compound nouns. The Passive voice:
. past, future forms. Drawing CV and Letter of application.
Recruitment Selecting candidates for jobs.
Tema 3. Preparing a consumer survey report. Make and Do, locating
Retailing objects. Verbs which require either the Gerund or Infinitive.




Tembl Kparkoe conepxxanue TeMbl

Tema 4. A business adviser on franchising. Used to do, be used to doing,
. Adverbs. Verbs which require either the Gerund or Infinitive.
Franchising Choosing a franchise, applying for franchise information.
ConeprkarenbHbIH MOTYJIb 2.
Intercultural Issues, Banking System and Main Market Indicators.
Tema 5. Learning to cope with corporate culture clashes. Prefixes. Non-
International Business | 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. The role of business in environmental affairs. Word building.
Business and the Conditionals. Word building. Conditionals. Convincing a
Environment sponsor, writing a letter of request.
Tema 8. Share dealing. Phrasal verbs. Yet, still, already. Conditionals.
The Stock Market Analysing share price listings, a summary of a newspaper article.

6. CTPYKTVYPA U COJAEPXAHUE JUCITUTIIMHDBI

6.1. dopma oOyuenus — ouHas, Kypc — 1, cemectp — 2

HaumenoBaHus a3aCJIOB U TCEM Kommuecto acos
p Jlexir. \ JlabGop. \ [Tpakr. \ CPC+K \ Bcero

Coaepxarenbhblii Monyib 1. Business Structures and Forms, Selling Methods
Tewma 1. Company Structure — — 3 10 13
Tema 2. Recruitment - — 4 10 14
Tema 3. Retailing — — 3 10 13
Tema 4. Franchising 4 10 14

CopneprxaTenbHbI MOIYIb 2.
Intercultural Issues, Banking System and Main Market Indicators.

Tema 5. International Business Styles — 4 10 14
Tema 6. Banking — 3 10 13
Tema 7. Business and the Environment — 4 10 14
Tema 8. The Stock Market 3 10 13
HNTOI'O 3A CEMECTP — 28 80 108

6.2. ®opma oOyueHwust — 3a09Has, Kypc — 1, cemectp — 2

KonnuecTBo yacoB

HaumenoBaHus pPasaciioB U TCM

Jlexir. \ JlabGop. \ [Tpakr. \ CPC+K \ Bcero

ConepkatenbHblii Moaysb 1. Business

Structures and Forms, Selling Methods

Tema 1. Company Structure - — 0,5 13 13,5
Tema 2. Recruitment — — 0,5 13 13,5
Tema 3. Retailing — — 0,5 13 13,5
Tewma 4. Franchising 0,5 13 13,5
CopneprxaTenbHbIA MOIYIb 2.
Intercultural Issues, Banking System and Main Market Indicators.
Tema 5. International Business Styles — 0,5 13 13,5
Tema 6. Banking — 0,5 13 13,5
Tema 7. Business and the Environment — 0,5 13 13,5




Tema 8. The Stock Market 0,5 13 13,5
UTOTI'O 3A CEMECTP — 4 104 108

7. OLEHOYHBIE MATEPUAJIBI (CPEACTBA) UL TEKYILEI'O KOHTPOJIA
YCIIEBAEMOCTU, IPOMEXYTOYHOU ATTECTALIUU

7.1.  KoHTponbHBIE BOIPOCHI.

OBPA3EIL 3AZIAHMA TTPOMEXYTOYHOI'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
the impact can be reduced if the company uses all its resources.
the contingency plan ensures crisis prevention.

TP WoO TR NOO T



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.

COoOTP U0 T® RQO

. GRAMMAR

Choose the correct form of the verb.

The company suggested to participate/participating in its new programme.

They risked to launch/launching absolutely new types of the products.

She mentioned to work/working as a customer supervisor before.

| forgot to include/including this information in the report so | 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. | 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/ITepl/II/I OILICHUBAHUA 3a1aHUA HpOMe)KYTOLIHOFO KOHTpOJI?I
MakcumanbHas o0mas cymMmma OajijioB, KOTOPYIO MOXET IMOJyYUTh CTYJIEHT, YCIICIIHO
BBIIIOJIHUB BCE BHUJBI 3aJIaHuM, cocTaBiigeT 20 0amioB

7.2. TeMbl THIUBUAYATBHBIX 3aTaHAN

OpHMM W3 BHJIOB WHJWBHIYaJLHOW PabOTHI 00YYAIONIUXCS SBIISCTCS WHIWBHIyaTbHAS
paboTta ¢ mpohecCHOHANBHOM IUTEPaTypol KaK Ha PYCCKOM, TaK U Ha aHTJIMICKOM si3bike. Llenb
JTAaHHOW pabOThl — OCMBICIICHHE W YIIyOJICHWe 3HAHWK 10 JaHHOW JWCIUIUIMHE, Pa3BHTHE
HABBIKOB CaMOCTOSITENIBHONH paboThl MO cOOpy, cHUCTeMaTH3allMi MaTepuala, MPOBEISCHUIO
UCCIICIOBAaHUST W aHaiu3a. SIBISACH OJHUM W3 BUIOB HAYYHO-HMCCIIEIOBATEIBCKOW pPabOTHI
0o0ydJaroluXxcsi, CcaMOCTOsITeNIbHAasg  paboTa C  HaydyHOM  JUTEpaTypoll  CHOCOOCTBYET
(GhOopMHUPOBAHUIO Y 00YUYAIOIIUXCS AHATUTHIECKOTO, TBOPYECKOTO MBITIICHHUS.

NuauBuayanbHbIe 3aJaHUS COCTOST U3

a) Rendering: mpopaboTka npodeccHOHATBHON JIUTEpaTypbl HA PYCCKOM SI3BIKE C
NOCJIeIYOIIEH epenadeii Coaep kaHusl aHIJIMHCKUM SI3BIKOM.
b) Summarizing: mpopaboTka MPOPEeCCHOHATBHON JTUTEPaTypbl Ha AaHTJIMHCKOM

A3bIKE C MOCIeNyIoUIel nepeadeii ee coaep kaHus.
7.3.  OOpa3zer| coepkaHusl SK3aMEHAIIMOHHOTO Oujera.

[Tporpamma BeIciIero oOpa3oBanusi  [Iporpamma MarucTparypsl

Hampasnenne noarorosku 46.04.02 TokyMeHTOBEICHHE U apXHUBOBE/ICHHUE
Maructepckaa nporpamma JIOKyMEeHTOBEICHHE W apXUBOBEICHNE

®opma o0yueHus OuHas, 3a04Has

Cemectp BTOPOU

HucuuriHa WMHOCTpaHHBIN S3bIK

OK3aMeHAIMOHHBIN Ouer Ne
1. Reading. Read the text and choose the best word to fill in each gap from A, B, Cor 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.



YTBep:kJIeHO Ha 3aceaHUU Ka(eaphl aHTTIMHCKOTO SI3bIKa JJIs1 9KOHOMUYECKUX CHEIHaIbHOCTEH
ITpoTokon Ne ot «» 20 T

3aB. kadenpoii K.(.H., mon. D.P. bparuna DK3aMeHATOPBI:

KpnTepml OICHUBAHUA IK3AMCHAIIMOHHOI'0 3a1aHUA

Tun 3aganus Kputepuu onenku Baniel
3amaHus 10 Tunm 3amaHusi: MHOXKECTBEHHBIH BbIOOp, 15
JIEKCUKE BOIIPOCA, KaKJIbIH MPaBUJIBHBIN OTBET OLICHHBACTCS B
1,5 6amna: 22,5
15 Bompoca X 1,5 6amna
HToro 22,5
ITucemenHOE CooTBeTCTBHE CTPYKTYpE 2
3a1aHne CootBeTcTBHE 00BEMY 0,5
Coneprxanue/o0iee nH(OpPMAITMOHHOE 2
HAIOJHEHHE 2
COOTBETCTBHUE CTHIIO 2
['pamMmaTHYeCcKas U JICKCUYECKasl MPaBUIBHOCTh
Hroro 8,5
Yrenne Tun 3amaHus: MHOXXECTBEHHBIM BBIOOP, 6
BOIIPOCOB, Ka)KJIbIH NIPABUJIBHBIA OTBET OIICHUBACTCS B
1,5 6amna: 9
6 BompocoB X 1,5 banna
Hroro 9
Bcero 3a s3x3aMeH 40

8. PACIIPEJEJIEHUE BAJIJIOB, KOTOPBIE ITOJIYVUAIOT OBYUYAIOIIMECSA

OO6mrast olleHKa 3HAHWM OOYYAIOIIUXCSl MO JUCHUIUIMHE TpoBoauTcs 1o 100-6ammbHOM
[IKaJe HCXOJs W3 MaKCUMyMa, MPHUBEACHHOTO B Tabnuie Huxke. OpraHuzalloHHO-y4deOHas
paboTa B ayJUTOPHH OIICHWBACTCS HAa OCHOBE TAKUX KPUTEPHEB KaK IMOCEIIAEMOCTh 3aHSITHIA,
CBOCBPEMEHHOE M KauyeCTBEHHOE BBIMIOJIHEHUE JIOMAIHUX 3aJaHHi, aKTUBHOCTh BO BpeMs
HpOBCHGHI/ISI JICKIITMOHHBIX U HpaKTquCKHX 33H$ITI/II>1 (yLIaCTI/IC B O6CY)KI[CHI/II/I TGK}’HIGFO nu
MPOHJICHHOTO MaTepuaia, peleHue 3a1ad u T.1.).

8.1. Cemectp 2

ConepxarenbHble Bi paboThi BasLisl
MOJTyJTH
Opranu3annoHHO-yueOHas paboTa CTy/IeHTa B ay IUTOPUHU 20
CamocrosrenbHas pabora 10
1-2 WnpuBuayansHas pabora 10
[IpomerxyTouHasi KOHTpOJIbHAsA paboTa 20
OK3amMeH 40
OO0muit uTOT 32 CeMecTp 100

CooTBeTCTBHUE 0AIIIOB OIIEHKE

O1eHKa 110 NATUOAIUILHON LIKAJIE
KoimuectBo 0axioB >
s 100 ECTS | Dx3amen, nuddepeHIMpPOBaAHHBIN 3auer
3ayer
90-100 A OTJINYHO 3a4TEHO
80-89 B XODOLLO 3a4TEHO
75-79 C p 3a4TEHO




70-74 D 3aYTEHO
60-69 E yJIOBJICTBOPUTEIIEHO aTTomO
35-59 FX HE 3a4TEHO
0-34 = HEY/IOBJICTBOPUTEIIHHO o 3a9TOHO

9. OBECIIEYEHHME OGPA30OBATEJIbBHOI'O ITPOLUECCA AJIA JIULL C
OI'PAHUYEHHBIMU BO3MOXHOCTAMU 310POBbBA 11 UTHBAJIN/IOB

B xone peanuzanuy JUCHMILIMHBI UCIIOJIB3YIOTCS CIEAYIOLINE TOMOJIHUTEIbHbIE METObI
00y4YeHHs, TEKYIIET0 KOHTPOJISI yCIIEBAEMOCTH U MPOMEXKYTOYHOH aTTecTalui 00ydJarommuxcs B
3aBUCUMOCTH OT UX MHIMBUIYaJIbHBIX OCOOEHHOCTEMH:

1) s ciienbIX ¥ CIIa0OBUISAIINX:

— JeKuuH opOPMIIIOTCS B BUJE AJIEKTPOHHOI'O JOKYMEHTA, JIOCTYIIHOTO C IOMOILBIO
KOMITHIOTEPA CO CHEIMATHN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHHEM;

— JUId BBIIOJHEHUS 3a/aHusl IpU HEOOXOAMMOCTH IPEJOCTAaBIIAETCS yBEIUYMBAIOLICe
YCTPOHCTBO; BO3MOXKHO TAaK)K€ MCIIOJIb30BaHNE COOCTBEHHBIX YBEIMUMBAIOIINX YCTPOUCTB;

— IUCbMEHHBbIE 33JaHUsI OPOPMIISIOTCS YBEJIIMUEHHBIM HIPUPTOM.

2) sl TIYXHUX U CJIa00CITBIIIAIIUX:

— JeKIUH OQOPMIISIOTCS B BUJIE SIEKTPOHHOTO JOKYMEHTA;

— TMCHMEHHBIC 33JJaHHS BBIOJIHSAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopme;

— 9K3aMeH MPOBOAMTCS B MMCbMEHHOH (popMe Ha KOMIIbIOTEPE; BO3MOKHO IIPOBE/ICHHUE B
dbopme TecTUpOBaAHUS

3) s Ul ¢ HAPYIICHUSMH ONOPHO-/IBUTATEIBHOTO alapara:

— JeKuuu o(pOPMIIIOTCS B BHUJAE DJIEKTPOHHOTO JOKYMEHTA, TOCTYITHOTO C MOMOIIBIO
KOMITbIOTEpA CO CHEIMATN3UPOBAHHBIM TPOrPaMMHBIM 00eCIIeUeHHEM;

— TMCHMEHHBIE 33JJaHHS BBHITOJIHSAIOTCS Ha KOMITBIOTEPE;

— 9K3aMeH U 3a4€T IPOBOJISATCS B yCTHOU (pOpMeE MK BHITOIHAIOTCS B TMCBbMEHHOU opme
Ha KOMITBIOTEpE.

ITpu HEOOXOIUMOCTH MpeTycMaTpUBAEeTCs yBETNUYEHUE BPEMEHH /IS OATOTOBKU OTBETA.

[Iponienypa  mpoBeAeHMST  NPOMEXKYTOYHOW  aTTecTaud Uit OOyJaromuxcs
YCTaHABIMBAeTCS C Y4ETOM HUX HMHIUBUAYAIbHBIX TMCUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTo4Hast aTTeCTAIHsI MOYKET TPOBOJAUTHCS B HECKOIBKO ITAIOB.

[IpoBenenue mpoueaypbl OLIEHUBAHHUS pe3yibTaToB OOy4eHHUs JIOIyCKaeTcsi ¢
UCTIOJIb30BaHUEM JHCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecneunBaercs AOCTYN K HH(GOPMAIMOHHBIM U OMOIMOrpauueckuM pecypcaM B CETH
WuTepHer s Kaxkaoro oOywaromierocsi B ¢gopMmax, aJanTUPOBAHHBIX K OTPaHUYEHHUSAM HX
3JI0pOBbsI U BOCTIPUSTHS HHPOPMALIU:

1) s crenbIX U CITa0OBUIAIINX:
— B Ie4aTHOU opMe yBEINYESHHBIM HIPUPTOM;
— B (popMe 3JIEKTPOHHOTO TIOKYMEHTA;

2) JUIS TIyXHUX U CIa0O0CTBIIIAIIHX:

— B TIeyaTHOU hopme;

— B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

3) s 00yyaroIuXcs ¢ HAPYIICHUSIMUA OMOPHO-JIBUTATEILHOTO arapara:

— B Ie4aTHoH ¢popme;

— B (hopMe 3IEKTPOHHOTO TIOKYMEHTA.

10. MATEPUAJIbBHO-TEXHUYECKOE OBECITEUEHME YYEBHOI'O ITPOLIECCA

[IpakTuyeckue 3aHATUS O TUCHUIUIMHE «IHOCTpaHHBIN S3BIK» MPOBOJATCSA B YUeOHOM
ayIUTOPUU ISl TIPOBEACHMS NMPAKTUYECKUX 3aHATUH, TEKYLIETO KOHTPOJS M MPOMEXYTOYHON
arrecrauun (aya. Ne 210, r. lonenk, yi. YenrockuHues, a. 198a), ocHalllEeHHONW KOMIUIEKTOM



y4yeOHoi mebenmn Ha 20 MOCAaTOYHBIX MECT, KOMILIEKTOM pabodero Mecra MpernojaaBaTels,
MarHUTHO-MAapKEPHOH MOCKOH, ydyeOHMKaMM U Y4YeOHBIMH IIOCOOMSIMM, ayJHO M BHJIEO
000opyA0BaHUEM, KOMIIBIOTEPOM C HHTEPHET-MOAKIIOYEHUEM, CKaHEPOM U KOMUPOBAJIbHBIM
YCTPOMCTBOM.
CamocrosTenbHast paboTa CTyA€HTOB IPOXOIUT B CIASAYIOUINX MOMEIEHUSX:
— O0ubnMoTeka YHUBEPCUTETa, YKOMIUIEKTOBaHa yueOHOH Mebenbio Ha 401 mocamouHoe
MECTO, pacIoiokeHa o aapecy r Jlonenk, npocnekt ['yposa 1.6;
— ynTanbHbIN 321 No 1 HHOCTpaHHOW TUTEPATyphl, YKOMIUIEKTOBAH Y4eOHOH MeOelbio Ha
34 mocaJOYHBIX MECTa, OCHAILIEH KOMITBIOTEPOM B KoMIuiekTe (1 MIT.), pacroyiokeH 1o aapecy T.
Honenk, mpocrnekt ['yposa 1.6, ka6. 103;
— MaTepHAIbHO-TEXHUYECKass 0a3a ydeOHO# saboparopuu Kadenpsl WHGOPMAIMOHHBIX
cucreM ynpasienus. r. Jloneuk, yi. Yenrockunies, a. 198a, aya. 206 a.
[Ipu peanuzarnuu mporpamMmbl AUCHHUILTUHBI MOTYT HCIOJIb30BaThCS CIEAYIOIINE BUIbI
AIIEKTPOHHOT'O B3aUMOJICHCTBHUS IPENOIaBaTEIb-CTY ICHT:
- UCIOJB30BaHUE BUECO YPOKOB;
- pa3MmemieHHe y4eOHBIX MaTepualoB B OOJAUHBIX XPAaHWIMIIAX MperojaBaTeNe s
UCIIOJIb30BaHUs CTYJICHTAMH IIPH MOATOTOBKE K 3aHATHUSIM;
- pacchUIKa IO AJIEKTPOHHOW MOYTE MAaTEpUANOB W 3a/JaHUM Ui BBHIIOJIHEHUS, MTPOBEPKa
BBITIOJTHEHHBIX 3a/1aHUH;
- TOAJEpPXKKA CTPAHWYKH MIPETIOIaBaTeNsl M TPYII MPETOAaBaTENb-CTYICHTHI B COIUAIBHBIX
CeTsIX /Ui oOecriedeH s TEKYIIEro KOHTPOIIs pabOThl CTYACHTOB.
[Tpu u3y4eHHH DUCHUIUTMHBI TMPUMEHSIOTCS 3JIEKTPOHHOE OOYYEeHHE W TUCTAHIIMOHHBIC
o0pa3oBaTeNbHbIE TEXHOJIOTHH.
C wucnonp3oBaHMEM  pecypcoB  IIaTGOPMBI  TUCTAHIMOHHOTO  0Opa3oBaHUs
OCYILECTBIISICTCSI TEKYIIMH KOHTPOJb 3HAaHWN OOYYalOLIMXCS HAa OCHOBE TECTUPOBAHHS U
MPOBEPKH PE3YIBTATOB CAMOCTOSATEIBHON PabOTHI.

11. PEKOMEHAYEMAS JINTEPATYPA

11.1. OcHoBHas auTEpaTypa

1. Overview of business correspondence, presentation techniques and report writing.
Marepuansl JUIsi CaMOCTOSTEIHLHOW pabOThI MaruCTPOB YKPYIMHEHHOW TPYMIBI HANpaBIICHUS
noarotoBku 38.00.00 DkoHOMHKa M yIpaBlieHHe: yueOHOe mocobue [DnekTponusiii pecype] /
coct.: JI.B. Emenko, M. M. [lucapesckas, 3. P. bparuna — Jlonenk: JlonHY, 2019 — 123 c.

2. Overview of business correspondence, reading and presentation techniques. 3amanus 1is
ayJIMTOPHOM W CaMOCTOSITENIbHON pabOThl MAarucCTpOB YKPYIMHEHHOW TPYMIBI HAMpaBlICHUS
noaroroBku  38.00.00 DOkxoHomMHMKa U ymOpaBleHHe: y4eOHO-METOAMYecKoe mocobue
[Onextponnsiii pecype] / coct.: JI. B. Emenko, M. M. Ilucapesckas, 3. P. bparuna — JloHenk:
JouHY, 2019 - 136 c.

3. English for Students of Records Management (y4eOHble MaTepuasl Aisl ayAUTOPHOH U
CaMOCTOSITENIbHOM paboThl MO AaHIJIMMCKOMY S3BIKY NPOQPECCHOHATBHOIO OOIMICHUS IS
CTYJIEHTOB, OOYy4YaIOIIUXCS MO HampaBieHuo MmoaArotoBku 46.03.02 JlokymMeHTOBeIeHHE U
apXMBOBEJCHNE). Yy4eOHO-METOAMUYECKOe Mmocobue [Dnekrponusiii pecype] / coct.: H.IO.
Hy6poskuna — Jlonernk: oul'Y, 2023 — 230 c.

4. English for Students of Economics (y4eOHble MaTepuanbl i ayJUTOPHON |
CaMOCTOSITENILHOM PabOTHI 10 aHTIIUHCKOMY SI3BIKY TPO(HECCHOHATLHOTO OOIICHHUS AJIs CTYACHTOB
MarucTparypbl YKpYNHEHHOW rpynnbel HamnpaBieHus mnoarotoBku 38.00.00 DxoHomuka u
yIOpaBlieHUE): y4eOHO-MeToanuecKoe mocobue. [DnekTpoHHBI pecypc] / coct. JyOpoBkuHA
N.10.— Ionenxk: 'OY BIIO «/loHenkunii HalmoHaabHbIA yHUBEpPCUTET», 2021 — 305 c.

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

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



11.2. JlomonHWTENBHAS JIUTEPATYPA

1. Meronuyeckue pPEKOMEHJAUMU 10 OpraHM3alui MPaKTHYECKUX 3aHSITUM  CTYACHTOB
HECTICIMANIBHBIX  (PAaKyJIbTETOB 1O AMCUMIDIMHE "MHOCTpaHHBIN S3bIK" (AaHTIMICKUNA, HEMELKH)
[OnexrponHbIii pecypc] / coct.: 3. P. bparuna u ap. — Jlorenk: 'OY BIIO «/loHenkuii HaMOHAILHBINA
yHUBEpcUTeT», 2016. —39c¢.

2. Metoauyeckie yka3zaHUs [0 OpraHU3alldd CaMOCTOSITENbHONW paboOThl CTYACHTOB
HECTIeIUAIBHBIX (DAaKyJIBTETOB M0 AUCUUIUINHE «IHOCTpaHHBIN A3bIK» (QHTIMHCKHIA, HEMEIIKHHA,
ucranckuit) [OnekTponnblii pecypc] / coct.: JI.B. Emenko u ap. — Howenkx: I'OY BIIO
«Jloneuxuilt HauMoOHaNbHBIN yHUBEpcUTEeT», 2016 — 70cC.

3. Miomnep, B.K. CoBpemMeHHbII aHTJI0-pYCCKUH, pyCCKO-aHTIMHCKul ciioBapb: 120000 cioB
/ B.K. Mromnep — Mocksa: Jlom. 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. + 35neKTpoH. OmnT. JUCK
(CD-ROM).

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

12. NHOOPMAIIMOHHBIE PECYPCBI

1. Hauuonanbuas 3jexkTponHas OuOauoreka (HOB): denepanbnas rocymapcrBenHas
uHdopmarmonnas cucrtema /| MunucrepctBo KynbTypsl P®; Poccwuiickas rocymapcTBEHHAs
oubmmorexka. — Mocksa, 2019- . — URL: https://rusneb.ru/ (nara o6pamienus: 01.09.2023). —
Pexum goctyma: cBoOoaHbIH, oanucka. HeoOxonuma ycTaHOBKa MPOTPAMMHOTO OOECTIeUeHUS.
— TeKCT: 3NEeKTPOHHBIN.

2. eLIBRARY.RU: nayunas snekTpoHHass Oubiauoreka: cait. — Mocksa, 2000- . — URL:
https://elibrary.ru (mata o6pamenus: 01.09.2023). — Pexum goctyma: JUis aBTOPHU30B.
MoJb30BaTeNen. —TeKCT: JIIEKTPOHHBIN.

3. Hayunas snextponnas o6ubnnorexka «KudepJlenunkay: caiit / Accounanus «OTKpbITas
Hayka». — Mocksa, 2014- . — URL: https://cyberleninka.ru/. — Pesxum noctyma: cBOOOIHBINA. —
TekceT: 2neKTPOHHBIN.

4. DnekTpoHHO-0MOMMOTeuHast cucrema «Jlamby»: [caiit]. — URL: https://e.lanbook.com
(mara obpamenus: 01.09.2023). — Pexxum goctyna: AJis aBTOPU30B. TMOJIb30oBaTeneil. — Tekcr:
JJIEKTPOHHBIN.

5. 9BC HOpaiit: snextponHas O6ubmuoTedHas cuctema: cat. — Mocksa, 2013. — URL:

https://biblio-online.ru (mara o6pamenus: 01.09.2023). — Pexum mocTyna: Juis aBTOPH30B.
MOJIb30BaTeNe. — TEeKCT: EKTPOHHBIMN.

6. Dy1eKTpOHHO-0nb1uoTeunasi cucrema Jloul'Y: caiit / ®I'BOY BO «lonl V». — JloHenk,
2016- . — URL: http://library.donnu.ru/ (mara oGpamienus: 01.09.2023). — Pexum moctyma:
cBOOOHBIN. — TeKCT: ANEeKTPOHHBIH.

7. JeKTPOHHBIN KkaTajgor Hayunoii Oubmuortexu Joul'Y: pasnen caitra / Hb Houl'Y. —

Tekct: anekrponnsii // OBC Jlonl'Y: cait. — URL: http:/library.donnu.ru/catalog/ (mara
obpamenust: 01.09.2023). — Pexxum 1ocTyma: mouck cBOOOHBIN, JIEKTPOHHBIE TOKYMEHTBI — JIJIS
noyn3oBareneii Jonl'Y.

8. DuextpoHnblii apxuB JLoul'Y: pasznen caiita / Hb Jlonl'Y. — Tekct: anexrponnsiii // ObC
Joul'V: caiit. — URL: http://repo.donnu.ru/ (nata obpamenus: 01.09.2023). — Pexxum mocrymna:
CBOOOTHBIM.

9. Caiitr mH(opManmoHHOoro areHtctBa Ihe Economist [Onextponnsiii pecypc]. —URL:
http://www.economist.com — Pexwum qocTyma: CBOOOIHBIIA.

10. Caiit unpopmarmonHoro arenrctBa CNN  [Onextponnsni pecypc]. — URL:



https://rusneb.ru/
https://elibrary.ru/
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https://e.lanbook.com/
https://biblio-online.ru/
http://library.donnu.ru/
http://library.donnu.ru/catalog/
http://repo.donnu.ru/
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http://money.cnn.com/ — Pexwum g0cTyIa: CBOOOIHBIIA.

11. Caiit undopmanmonHoro arenrctea BBC  [Dnexrtponssiii  pecypc]. — URL:
http://www.bbc.co.uk/news/world — Pexxum goctyma: cBOOOIHBII.

12. Caiit mHpopmMannoHHOTO areHTcTBa EUronews [Onextponnsni pecypc]. — URL:
http://ru.euronews.com — Peskum 10cTyIa: CBOOOIHBIMH.

13. Caiitr unpopmaronsoro arentcrea 1he Guardian [DnekrponHnsiii pecypc]. — URL:

https://www.theguardian.com/uk/business — Pexwum gocTyma: cBOOOIHBIA.

13.  IIPOTPAMMHOE OBECIIEYEHUME

1. Windows 7 PRO (kopnoparusnas nunien3us Joa['Y Ne 46484614)

2. Microsoft Office (kopniopatuBHas nunen3us JoHl'Y Ne 46472919)

3. Microsoft Visual Studio (suniensust mporpammsl Dream Spark muist BeIcmnx yueOHbIX
3aBEICHUI)

4. AntuBupyc Kacnepckoro, Adobe Acrobat Reader, xPDF (nmuenszuun GPL, Apache,
BSD n7151 cBOG0IHOTO MPOrpaMMHOT0 00ECTIEUEeHHUS ).
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