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. OBIIASI XAPAKTEPUCTHUKA PABOYEW ITPOTPAMMBI
YYEBHOI JUCUUILINHEI

. CTPYKTYPA U COJIEP’)KAHUE YYEBHOM
TACIATLITAHBI
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YYEBHOI JUCUUILINHEI



ABIIETCS
POrPaMMBI

00s13aTeNIpHOMI

1. OBIIASI XAPAKTEPUCTUKA PABOYEN TPOTPAMMBI

YYEBHOM JUCIHUILINHBI

«CT.02 THOCTPAHHBIN SI3bIK B TIPO®ECCUOHAJBHOM JEATEJIBHOCTH»
1.1. MecTo IUCHUNJIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHOM MPOrpaMMbl:
VYyeOnass aucuumuimHa «MHOCTpaHHBINA $3BIK B MPO(ECCHOHAIBHON N1eATEITHHOCTH »

YaCTbIO
B COOTBCTCTBHUH C

COLIMAJIbHO-TYMaHUTapHOI O
DI'oC

LIUKJIA
CIIO o

o0Opa3oBaTebHON
CICIUATBHOCTH

46.02.01 JIokymeHTanmOHHOE 0OecIeueHre yIPABJICHHS 1 apXUBOBEICHNE.

Ocoboe 3HaueHHE NTUCHUIUIMHA UMeeT npu GopmupoBanuu u pazsutuu OK 01, OK 02,
OK 04, OK 05, OK 09.

1.2. IIe.m: H INIAHUPYEMBIC PE3YJbTATHI OCBOCHUA TUCHUIIIMHBI:

B pamkax nporpamMmbl yueOHON AUCHUTIIMHBI 00yYaIONTUMUCS OCBAaUBAIOTCS YMEHUS

Y 3HaHUs
Kon
1K, OK Ymenust 3Hanus
OK 01, IIOHUMATh OOILIUI CMBICI YETKO IIpaBUjIa OCTPOECHUS IIPOCTHIX U
OK 02, MPOU3HECEHHBIX BBICKA3bIBAHUN HA | CJIOKHBIX MPEIJI0KEHUN HA
OK 04, npodeccuoHaIbHbIE OBITOBBIE npogeccuoHaIbHBIE TEMBL;
OK 05, TEMBI; OCHOBHbIE 00111eyI0TPeOUTENbHbIE
OK 09, MMOHUMATh TEKCTHI HAa OA30BBIC U riarosiel (ObITOBas U
K 1.1, npodeccuoHanbHbIe TEMBI,; npodeccuoHanbHas JIGKCHKA);
K 1.2, CTPOUTH MPOCTHIE BHICKA3BIBAHUS O | JIEKCUYECKUII MUHUMYM, OTHOCSIIIIUACS
[IK 1.4, cebe 1 0 cBoel MPo(PecCHOHAIBHON | K ONMKMCAHMIO MIPEJAMETOB, CPEACTB U
K 1.7 JEATEIIbHOCTH; POIECCOB MpodeccrnoHaIbHON

y4acTBOBAaTh B AHajiorax Ha oOuue
1 Ipo(heCCUOHATIbHBIE TEMBIL;
KpaTKo 0OOCHOBBIBATH U OOBSICHITH
CBOH JICHICTBUSI,

MUCaTh MPOCThIE CBSA3HbIC
COOOIIEHUs Ha 3HAKOMbBIE MU
HHTepecyIoLre NpopeccuoHaIbHbIE
TEMBI;

BecTH Oeceny (BKIHOUast
TeneOHHBIE TEPETOBOPHI) Ha
HHOCTpPAaHHOM A3bIKC HA
IIOBCCOAHCBHbIC U
npo¢eccrOHAIbHBIE TEMBI;
BCTpEYaTh MOCETUTENEH;
OCYILIECTBIISATH TPEBEN-TIOAEPIKKY
JIeTIOBBIX MOE3/10K;

- BECTHU MEPCIIMCKY HA MHOCTPAHHOM
SI3BIKE.

NeSATeIILHOCTH,

0COOEHHOCTH MIPOU3HOIIEHUS CIIOB;
TIpaBWJIa YTCHUS TEKCTOB
npodecCuOHAIbHON HANPaBIECHHOCTH;
(bpasbI-KIuIIe 11 BeeHus Oecebl U
NEPENUCKU Ha MHOCTPAHHOM SI3BIKE;
0COOCHHOCTH TepeBO/ia JOKYMEHTOB C
WHOCTPAHHOTO S3bIKa;

MpaBWJIa OPTaHU3AINH IPHEMa
MOCETUTEIIEH;

MOPSAIOK MOJATOTOBKH JI€JIOBOM
TTOC3/IKH.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CIHUILIMHBI

2.1. O6beM yueOHOI TUCHUNJIMHBI M BUABI Y4eOHOI padoThI

Bup yueOHoii padoTbl O0bem B yacax

O6Bem o0pa3oBaTeIbHON TPOrpaMMbl YIEOHON JUCITUTITMHBI 140

B T.4. B (hOpMe PAKTHUECKOMN MOJrOTOBKU -

BT. Y..

TeopeTuyeckoe o0ydeHue -

MPAKTUYECKHUE 3aHATUS 140

[IpomexxkyTouHas arrectauus




2.2. TemaTnyeckuii IJIaH U co/iep:KaHue y4eOHOH AUCHMIINHBI

O6beM, ak. 4. /
B TOM YHCJIe

Koanl
KOMIIeTeHIH I
H JJUYHOCTHBIX

pesyabTaToB?,
HaumenoBanue B (hopme
Conep:xanue y4eOHOro MaTepuaa u (pOpMbl OPraHU3AUNHU AeATEIbHOCTH 00YyYAKIHNXCSA . | opmupoBaHuIO
pa3aeyioB U TeM NPaKTH4YeCcKOoi
KOTOPBIX
MOJATOTOBKH,
CIoco0cTByeT
aK. 4.
JJIeMeHT
MPOrpaMMbl

Pa3gen 1. OcHOBHOIT Kypc 91/91
Tema 1.1. Coaep:xxanue yueOHOro MaTepHaJia OK 01, OK 02,
AHTIHHCKAHA 3HaYCHHE aHTIIMHCKOTO S3bIKa B COBpeMEHHOM o011ecTBe. ColuaabHbIi aHTTTUHCKHH. OK 04, OK 09,
SI3LIK B AHTTTUUCKHM SI3BIK JUISI 1€JI0OBOTO OOIIEHUS. 3HAKOMCTBO C IMapTHepamu 1o OusHecy. BHenHmit 8 K 1.1, IIK 1.2
COBPEMEHHOM BU/I ¥ JIMYHBIC KaUYeCTBA CEKpETapsi.
odurecrse. I'pammaTudeckuii Mmatepuait: [naromnsi to be, to have (got), there is/are. MectonmeHus. APTHKIIH.

B ToM 4yKciIe IPAKTHYECKHUX 3aHATHH 8

IIpakTuyeckoe 3ansaTue Ne 1 3HaueHHe aHTIIUNHCKOTO S3bIKa B COBPEMEHHOM OOIIIECTBE. 5

CoruanbHbIN aHTIIUHACKUH.

IIpakTyeckoe 3ansiTHe Ne 2 AHITIMICKHIA A3BIK 7S 1€JI0BOTO OOIIEHUS. 3HAKOMCTBO C 5

napTHepamHu 1o Ou3Hecy.

IIpakTuyeckoe 3ansitue Ne 3 BHeninuii Buj cexkperaps. 2

IpakTnyeckoe 3ansitue Ne 4 JIlnuHbie kauecTBa ceKpeTaps. 2
Tema 1.2. Conep:xxaHue yueOHOro MaTepuasa 18

1 B coorsercreuu ¢ IMpunoxennem 3 ITOOIL.




CrpaHnsl n
0oJbIINe
ropoja.

AHTIIOS3BIYHBIE CTPaHBI U MX CTONUIGL. [lomuTideckuii ctpoit BemukoOputanum.
HocronpumeuarensHoctu JIonnona. Ilommrrueckuii crpot Poccun. JloctonpumedareabHOCTH
MockBbl. Moil poJIHOM TOpO/I.

I'pammaruueckuii Mmatepuai: [IputsokaTenbHbIN TAAEK CYyIIECTBUTENbHBIX. MHOKECTBEHHOE
YHCIIO CYIIECTBUTEIBHBIX. APTHKIIH ¢ TeorpadudecKuMu HazBaHUsMU. [IpocToe HacTosiee,
npouieamiee u Oy ryiiee Bpems..

B ToM yncie MNPaAKTUYECKUX 3aHATHH

IIpakTyeckoe 3ansaTue Ne 5,6 Crpanbsl Mupa. AHIJIOS3bIYHBIE CTPAHbl U UX CTOJIMIIBL.

IIpakTuyeckoe 3ansaTue Ne 7,8 [Tonmurnueckuii crpoit BenmukoOpuranum.

IIpakTnyeckoe 3ansiTue Ne 9 JlocronpumeuarenbHocT JIOH10HA.

IpaxkTnyeckoe 3ansitue Ne 10,11 Ionurnueckuii crpoii Poccun.

IpakTnyeckoe 3ansitue Ne 12 JloctonpumeyaTeabHOCTH MOCKBBI.

IpakTuyeckoe 3anaTue Ne 13 Moii pogHOii ropo.

NN BN PP

OK 01, OKO02,
OK 04, OK 09,
IIK 1.2, IIK 1.4

Tema 1.3.

Mos Oynymas
npodeccus.

Conep:xanue yueOHOIro MaTepuaJa

[Tpodeccun u kappepHbIit pocT. JJOMKHOCTHBIE 00A3aHHOCTH ceKpeTaps. Y CTpOHCTBO Ha padoTy.

Hamnucanue pe3romMe U COMPOBOUTENLHOTO MUChMa. [10ITOTOBKA U TIPOXOXKICHHE
cobeceroBaHMUs.

I'pammatudeckuii marepuai: Mecroumenus SOmMe, any, no, much, little, many, few. IIpocroe
POIIIE/IIIEE BPEMSI.

18

B ToM uncie NPaAKTUYICCKHUX 3aHATHH

IIpakTyeckoe 3ansaTue Ne 14 [Ipodeccun u kapbepHbIil pocT.

IpakTuyeckoe 3ansaTue Ne 15 JlomKHOCTHBIE 00sI3aHHOCTH CEKpeTapsi-aIMUHUCTPATOPA.

IIpakTuyeckoe 3ansaTue Ne 16 J[omKHOCTHBIE 00sI3aHHOCTH CEKpeTapsi-AeIOPOU3BOAUTEIIS.

IIpakTuyeckoe 3ansaTue Ne 17 J[omkHOCTHBIE 00I3aHHOCTU CEKPETapsl PyKOBOIUTEIS.

IIpakTuyeckoe 3ansaTue Ne 18 Opranuzanus pabodero Mecra ceKkperapsi.

IIpakTnyeckoe 3ansiTue Ne 19 Oducnoe obopynoBanue. OducHble TpUHAISKHOCTH.

NN DNIDNIDNIDN

OK 01, OK 02,
OK 04, OK 05,
OK 09, IIK 1.1,
K 1.7




IIpakTuyeckoe 3anaTue Ne 20 YcrpoiicTBO Ha padboTy.

IpakTnyeckoe 3ansitue Ne 21 Hanucanue pe3toMe U COPOBOAUTENBHOTO MUChMA.

IIpakTuyeckoe 3ansaTue Ne 22 [ToaroroBka u MpoXoxkaeHUE COOECETOBAHUS.

Tema 1.4.

B otede.

Conep:xxanue yueOHOIro MaTepuaJia

Tunsl oteneit u yciyru, KOTopble OHM IpesaratoT. Tumnsl HomepoB. bponupoBanue Homepa B
oTere.

B pecropane. Tpagunuonnas eqa B CHIA, BenukoOpuranuu u Poccun.

rpaMMaTI/I‘leCKI/Iﬁ MaTcpHral: HpI/II[aTO‘{HLIC YCJI0BUS U BPEMCHU. HpI/IHaFaTCJIbHBIe W HapCUH.

Crenenu CpPaBHCHUA IIpUJIAraTCibHbIX U Hapeqnﬁ.

14

B ToM 4nc/ie NpaKTHYECKUX 3aHATHI

IIpakTuyeckoe 3ansaTue Ne 23,24 Tumnbl otenell U yCIIyTd, KOTOPbIE OHU MPEJIararoT.

IpakTnyeckoe 3ansitue Ne 25 Tunsl HOMepoB. bpoHupoBaHue HOMEpa B OTEJIE.

IIpakTyeckoe 3ansaTHe Ne 26 bpoHupoBanue Homepa B OTeJIE.

IIpakTuyeckoe 3ansaTue Ne 27 B pecropane.

IIpakTuyeckoe 3ansaTue Ne 28 Tpanuunonnas ena B CLIHA u BenukoOputanuu.

IIpakTuyeckoe 3anaTue Ne 29 TpanuuumonHas ena B Poccun.

NININIDNIDND

OK 01, OK 02,
OK 04, OK 05,
OK 09, IIK 1.1,
IIK 1.2

Tema 1.5.

IIyremecrBus.

Conep:xxanue yueOHOro MaTepuaJia

[Tyremectus. Buasl Tpancnopra. [lytemectBue Ha camonere. bpoHnpoBaHue 6MIIeTOB Ha
camouiet. B asponopry. [lyremecTBue Ha moe3ne. Moe nmyteriectBue. Opranusanus 1e10BOU
MOE3/IKH.

I'pammatuueckuit marepuan: Hactosiiee, npomenriee, Oyayiiee NpoJoHKEeHHOE BpeMsl.
Bripakenue to be going to do. ITpemmorn.

18

B Tom uMciIe MPAKTHYECKUX 3aHATHH

18

IIpakTnyeckoe 3ansaTue Ne 30 [lyremectBus. Buasl Tpancnopra.

IIpakTnyeckoe 3ansaTue Ne 31 [lyremectsue Ha noe3e.

IIpakTyeckoe 3ansaTue Ne 32 [lyremecTsrue Ha camoueTe.

OK 01, OK 02,
OK 04, OK 05,
OK 09, IIK 1.1,
K 1.4, I1IK 1.7




IpakTnueckoe 3ansitue Ne 33 B asponopty.

IIpakTuyeckoe 3anaTue Ne 34,35 bponupoBanue OMIETOB Ha CaMOJIET.

IpakTnyeckoe 3ansitue Ne 36 Moe nmyreniecTBue.

IIpakTyeckoe 3ansaTue Ne 37,38 Opranuzanust J1e10BOM OE3IKH.

AN DB

Tema 1.6.
KoMnanuu n ux
CTPYKTYpAa.

Conep:xxanue yueOHOIro MaTepuaJia

Kommepueckue opranuzanuu. Mcropus komnanuu. Ctpykrypa komnanuu. [Ipesentanus
KOMITaHUH.

['pammatuueckuit matepuain: MoganbHbie riarossl. Hactosiee, nmpomeniiee, Oyayiiee
3aBepIICHHOE BpeMs. Hacrosmee 3aBepieHHOE NPOJOIIKEHHOE BPEMSL.

15

B ToM uncie MNPaAKTUYECCKUX 3aHATHH

IIpakTuyeckoe 3ansaTue Ne 39 Kommepueckue opranuszaiumu.

IIpakTyeckoe 3anaTue Ne 40,41 Vicropus koMnaHuu.

IIpakTuyeckoe 3ansitue Ne 42,43 CTpykTypa KOMIaHUU.

IIpakTyeckoe 3anaTue Ne 44,45 [IpesenTanus KOMIIaHUN.

Al MDD

CamocrosiTenbHas padoTa 00y4aOmMXCs

[TogroroBuTh MMpE3CHTANTIO KOHKpCTHOfI KOMIIaHUHW — UCTOPpUs, TPOAYKIHA, CTPYKTYpPA.

OK 01, OK 02,
OK 04, OK 09,
K 1.2

Paznea 2. AHriani

CKMH JJ1s1 1€JI0BOI0 0o01IeHusl.

49/49

Tema 2.1.

JlenoBas
nepenucka.

Conep:xxanue yueOHOro MaTepuaJa

ITonsTHe «ACI0Bad MEPEIHUCKa». Ctii u BUBI ITHCEM. q)paBI)I-KJ'II/IHIe JUIA ACJIOBBIX ITHMCEM.
3anpoc, OTBET Ha 3aIpoc, NpeUIoKeHne, TuchMo-pekinamanus. [Tucema s opranuzanuu
JIETTOBOM MOE3/KU. DIEKTPOHHBIE THChMA.

I'pammaTnuecknii Matepuain: CTpasaTenbHbIN 3a510T.

19

OK 01, OK 02,
OK 04, OK 05,
OK 09, IIK 1.1,
K 1.7

B ToM 4yKciIe IPAKTHYECKHUX 3aHATHH

18

IIpakTyeckoe 3ansaTue Ne 46 Ilonsatue «/lenosas nepenuckay.

IIpakTnyeckoe 3ansaTue Ne 47 CTUiIN ¥ BUABI THCEM.




IpakTnyeckoe 3ansitue Ne 48 Opa3bl-KJIHIIE I T€TOBBIX TUCEM.

IpakTnyeckoe 3ansitue Ne 49 3anpoc.

IIpakTnyeckoe 3ansitue Ne 50 OTBeT Ha 3amnpoc.

IIpakTyeckoe 3ansaTue Ne 51 [Ipennoxenue.

IIpakTnyeckoe 3ansaTue Ne 52 [Iucemo-pexnamanus.

IIpakTyeckoe 3ansaTue Ne 53 [lucbMa 11 opraHu3aliu J1€10BOM MOE3IKHU.

IIpakTyeckoe 3ansaTHe Ne 54 DIIEeKTPOHHBIE MMCHMA.

NN IDNIDNIDNIDNIDN

CamocrosiTenbHas padoTa 00y4a0IMXCs

CocTaBuUTh IMCHhMA - 3aIIpoC, OTBET HaA 3alpOC, IMCbMO-PCKIaAMalMIO 110 3a1aHUTO0.

Tema 2.2.

JlenoBas
BCTpeya.

Conep:xanue yueOHOIro MaTepuaJa

[enoBas BcTpeda. BeICTaBKM U ipMapKu. Y4acThe KOMIIAaHUU B BBICTaBKE. J[€0BbIE IIEPEroBOPHI.

[Tpuem nmocerureneii.

['pammaTnueckuii Matepuain: CoriacoBaHue BpEMEH.

18

OK 01, OK 02,
OK 04, OK 09,
K 1.1, IIK 1.2

B ToM uncie MNPaAKTUYICCKHUX 3aHATHH

IIpakTuyeckoe 3ansaTue Ne 55 [lens nenosoit Becrpeun. dpasbl-Kiaumie.

IIpakTnyeckoe 3anaTue Ne 56,57 BricTaBku U sipMapKH.

IIpakTyeckoe 3anaTue Ne 58,59 Yyactue koMnaHuu B BBICTaBKE.

IIpakTuyeckoe 3ansiTue Ne 60,61 /IenoBbie neperoBoOpsl.

IIpakTuyeckoe 3anaTue Ne 62 [IpaBuna nmprema noceTutesneu.

IIpakTuyeckoe 3ansiTue Ne 63 IIpuem noceTuTenen.

NN BB PBDN

Tema 2.3.
Benenmne
TeJ1e(DOHHBIX
1eperoBopos.

Conep:kaHue y4eGHOr0 MaTepHaJa.

[IpaBuna Begenus tenedoHHBIX TeperoBopoB. dpaspi-kiuiie. [Iprem 3BOHKOB B OTCYTCTBUHU
pykoBoaureins. HazHaueHue u nepeHoc BCTpeu.

I'pammarnueckuit matepuai: KocBeHHas peds.

12

OK 01, OK 02,
OK 04, OK 09,
MK 1.1

B Tom uMciIe MPAKTHYECKUX 3aHATHH

12




IIpakTuyeckoe 3ansaTue Ne 64 [IpaBuna BeaeHus TeaeOHHBIX IEPETOBOPOB.

IpakTnyeckoe 3ansitue Ne 65 Opa3bi-KIHIIIE.

IpakTnyeckoe 3ansitue Ne 66,67 I[Ipriem 3BOHKOB B OTCYTCTBUU PYKOBOJIUTEIISI.

AN

IpakTuyeckoe 3anaTue Ne 68,69 Haznauenue u nepeHoc BCcTpeu.

HpOMe)KyTO‘lHaﬂ arrecranmusd

Bcero: 140




3. YCJIOBUA PEAJIN3AIIMA YYEBHOM JUCHUILIVHBI

3.1. JIns peanu3anuu nporpaMMbl y4eOHOM AUCHUIUIMHBL JOJHKHBI OBITH IPEIYCMOTPEHBI
CJIEIyIOIINE CIIEIUAIbHbBIC TOMEIICHUS:

Kabuner «MIHocTpanHOro s3bika B MpOoQecCUOHAIBHOMN AEATeIbHOCTH », OCHAILIEHHBIH:

o0opyaoBaHueM: pabodee mMecto mpenojaBatens, ocHameHHoe [IK mubo HoyTOykoM ¢
muneH3nonHbM [10, paboune MecTa 1Mo KOJIMYECTBY 00yUarOIIUXCS;

TEXHUYECKUMHU CPEJICTBAMU OOYUEHHUS: TEJIEBU30D, JTMOO MYJIbTUMEIUINHBINA IIPOEKTOP C
AKpaHOM, MO0 MHTEPAKTUBHAS JIOCKA, KOMIUIEKT MPE3CHTAI[MOHHBIX MAaTEPUAIOB TI0 TEMAaTUKE
JTUCHUTLTUHBI.

3.2. UnpopmannoHHoe obecrniedeHne peajn3alui NPOrpaMmMbl

Jia peanuzanuu MporpaMMbl OUOIMOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3aluu
JOJIKEH UMETh TIeUaTHbIC U/WIK 3JEKTPOHHBIE 00pa3oBaTeIbHble U MHPOPMAILIMOHHBIE PECYPCHI,
JUTSL KCTIOJIb30BaHMs B 0Opa3oBaTenbHOM mporiecce. [Ipu dopmupoBannu 6ubiarnorednoro Gouga
o0pa3oBaTeNnbHOIl OpraHu3aluell BHIOMPAETCs HE MEHEee OJIHOTO U3JaHUS U3 MepeUHCICHHBIX
HIDKE TMEUYaTHBIX M3JaHUN W (WJIM) AJIEKTPOHHBIX M3JIaHWKA B Kaue€CTBE OCHOBHOIO, MPU 3TOM
CITUCOK, MOKET OBITh JIOMOJIHEH HOBBIMU W3JaHUSIMHU.

3.2.1. OcHOBHBIE T€YATHDBIE H3AHUS

1. KomecuukoBa H.H., Jlanmnosa I'.B., JleBatkuna JI.LH. AHrnuiickuii S3bIK IS
meHemkepoB = English for Managers: yue6HOe mocobue i CTYJEHTOB yUPEKICHHUI CpelHero
npodeccuoHalibHOr0 o0pa3zoBanus. — 12-e u3a., crep. — M.: U3narenbckuii IEeHTp « AKaaeMusy,
2019. — 304 c. ISBN 978-54468-8079-9

2. Xapuenko M.I'., ManaxoBa E.b. Amnrmumiickuii s3pik. YdeOHOe mocoOue 10

(GOopMHUPOBAHUIO IPAKTUYECKUX HABBIKOB BEJCHMS JI€JI0BOM NEPENUCKU: yueOHoe mocodue. — M.:
KHOPVYC, 2022. — 142 c. — (bakanaspuar). ISBN 978-5-406-07919-5

3.2.2. JlonoJIHUTEIbHbI€ HCTOYHUKH

1. Anppuenko A.C. Business English : yae6Hoe mocobue. — PoctoB-Ha-/lony: Taranpor:
N3znarensctBo FOxHOro (henepansHoro ynusepcureta, 2019. — 146 c. ISBN 978-5-9275-3131-8

2. ManbkoBckas 3.B. AHMIHHCKU S3bIK B CUTYaIUSIX TOBCEHEBHOTO J1€JI0BOT0 OOILEHUS:
yueObnoe mocobue. — M.: MHOPA-M, 2022. — 223 c¢. — (Cpennee mnpodeccuoHaIbHOE
obpazosanue). ISBN 978-5-16-014149-7 (print) ISBN 978-5-16-107175-5 (online)

3. HenoBoe anmMuHHUCTpHpoBaHue: Business Administration (BUpTyadbHBIH MPAKTHKYM).
VYposens oOpazoBanus: [Ipodeccun cpeanero mnpodeccuoHambHOTO O00pa3oBaHUs. APTHUKYI
u3nanus: 601619101, Bua u3ganus: DieKTpoHHOE yueOHOE U3AaHNE

4. Kaszaposa E.M. Test Your Business English Secretarial (TectoBeie 3amanus s
NPOBEPKM 3HAHUSA JIEKCUKU IO CIEUUAIBHOCTH MeHelkep oduca) [DneKTpoHHBIH pecypc]:
MeToau4ecKkoe mocodue. — 3-e usa., crep. — M.: ®JIMHTA, 2019. — 40 c. ISBN 978-5-9765-2003-
5

5. Raymond Murphy English Grammar in Use. — Fifth edition. - Cambridge, 2019. ISBN
9781108457682
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6. Planet of English: yuebnuk anrmuiickoro s3pika mist CIIO/ beskoposaiinas I'. T.,
Koiipanckas E. A., Cokonosa H. U., Jlapuk I'. B. — M.: U1 Akagemus, 2017. — 256 c.

7. AHrnmiickuid s3BIK I Koyteken: yueoHoe nmocodue mist CIIO / T.A. Kapnosa. —
Mocksa: KHOPVYC, 2016. — 281 c.

8. AHIIMIICKUI SI3BIK /U1l SKOHOMHUYECKUX crienuanbHocTei: yuebnnk / A.Il. T'omyGes,
N.b. CmupnoBa, H.A. Kadraitnosa, E.B. Monaxosa. — M.: KHOPYC, 2016. — 396¢. — (CIIO)

9. Planet of English. Social&Financial Services Practice Book. Auriwmiickuii s3bIK.
[TpakTukym ansa npodeccuid U CIeMHAIbHOCTEH coluanbHO-3K0OHOMH4Yeckoro mpoduis CITO/
JlaBpuk I'.B. — M. U1 Axanemus, 2016. — 96 c.

10. DBanc B, Hdymu x, Grammarway 2. WznarensctBo Express Publishing, 2016. —
532c.

11. www.macmillanenglish.com - unTepHET-pECypC ¢ MPAKTUYECKUMH MaTepHaIaMu JIIst
(hOpMUPOBAHUS U COBEPIIICHCTBOBAHUS BCEX BHUJIO-PEUCBBIX YMEHUN U HABBIKOB.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUAILIUHBI

Pe3yabTaThl 00yueHus Kpurtepun ouenku MeToabl OLleHKH

Hepeqeﬂb 3HaHHﬁ, OCBauBa€MbIX B paMKaXxX JUCHUIIJIUHDbI

MpaBUjia HOCTPOEHUS MIPOCTHIX | YPOBEHb OCBOCHUS OueHka pe3yJibTaToB

Y CJIOKHBIX MPEUIOKEHUN Ha y4eOHOro Marepuana; BBITIOJIHEHUSI TIPAKTUYECKUX
po¢eCCUOHATBHBIC TEMBI; yMEHHUE UCIIONb30BATh pabor.

OCHOBHEIE TeopeThuueckue 3HaHus U | OLeHKa pe3yJIbTaTOB yCTHOTO
o0mIeyTOTpEeONTEIHLHBIC MPAKTUYECKUE YMEHUS ¥ TMCBMEHHOT'O OIpoca.
TJ1aroJibl (6I>ITOBa$I u IIpXU BBIIIOJIHCHUHA OHeHKa pe3yIbTaToOB
npodeccuoHalIbHas JIKCUKA); | MpodhecCHOHATBHBIX TeCTUPOBAHUS.
JIEKCUYECKUH MUHUMYM, 3a11a4; OrieHka pe3ysbTaToB
OTHOCSIIUICS K ONHCAHHIO YPOBCHb CaMOCTOSITENIbHOM pabOTHI.
MPEAMETOB, CPEACTB U c(hOpMHUPOBAHHOCTH OlieHKa Pe3y/IbTATOB
MPOIIECCOB MPOhEeCCHOHATBHON | O0IIHX U BBIMOTHEHHS TOMAIIHIX
JEATEIIbHOCTH; npodeccnoHambHbBIX 33 AHHIA.

0COGEHHOCTH MPOU3HOIIEHHsT | KOMIICTCHIUH.

CJIOB;

MpaBUJia YTCHHS TEKCTOB

npodeccnoHanbHOM

HaIpaBJIEHHOCTH;

(bpa3bIl-KIuUIIIe 11 BeICHUS
Oecenbl U IEPETICKU Ha
WHOCTPAHHOM SI3BIKE;
0COOEHHOCTH TIEpPEeBO1a
JOKYMEHTOB C HHOCTPaHHOTO
SI3BIKA;

IIpaBHJia OpraHu3anvu rnmpucma
IMOCETHUTEIIEH;

MOPAIOK IMOJATOTOBKH JI€JIOBOU
MMOE3/IKH.




Ilepeuensb ymeHnuii, 0CBauBaeMbIX B pAMKaX JMCHUIIHHBI

MMOHUMATh OOIHIA CMBICIT
YETKO MPOU3HECEHHBIX
BBICKa3bIBaHUH Ha
npodeccrnoHabHEIE OBITOBBIC
TEMBI;

MMOHUMATh TEKCTHI Ha Oa30BbIC
U IpoecCHOHATBHBIE TEMBI;
CTPOUTH TMPOCTHIC
BBICKa3bIBaHUS O ce0e U O
cBOei mpodeccnoHaTbEHOM
NeSITeTbHOCTH;

y4acTBOBAaTh B THAJIOTaX Ha
obmue u mpodeccruoHalbHbIE
TEMBI;

KpaTKo 00OOCHOBBIBATH U
OOBSICHATH CBOU JICHCTBHSI,
MUCaTh MPOCTHIC CBS3HBIC
COOOIIEHHUS HA 3HAKOMBIC WITH
HUHTEPECYIOIINe
npodeccHoHATLHBIC TEMBI,
BecTu Oeceny (BKItouas
TeneOHHBIC TEPErOBOPhI) HA
WHOCTPAaHHOM SI3bIKE Ha
MMOBCETHEBHBIC U
npoeCCUOHATILHBIE TEMBIL;

BCTpeuaTh MOCETUTEIECH;
OCYIIECTBIISATH TPEBEI-
MOAJICPAKKY JEIOBBIX MOE3/10K;
BECTH INEPEINUCKY Ha
WHOCTPAHHOM SI3bIKE.

JEMOHCTpAIHS YMEHUS
IIOIIOJIHATH CJIIOBAPHBIN
3arac U CaMOCTOSTEIILHO
COBEPILICHCTBOBATh
YCTHYIO U TUCBMEHHYIO
peus;

JIeMOHCTpAIHs YMEHUS
OTIPEIENIATH CBOIO
MO3UIIMIO U M3JIaraTh CBOU
MBICJTH HA HHOCTPAaHHOM
SA3BIKE;

JIeMOHCTpAIHs YMEHUS
O0IIATHCS YCTHO H
MUCHMEHHO Ha
WHOCTPAHHOM SI3bIKE Ha
npodeccnoHabHbIC
TEMBI;

JIEeMOHCTpAIHs YMEHUS
OIMCHIBATH 3HAYUMOCTh
cBoeii mpodeccnu Ha
WHOCTPAHHOM SI3bIKE.

OIICHKA PE3yJIbTAaTOB
BBITIOJTHEHUS TIPAKTHYECKUX
pabor;

OIICHKA PE3yJIbTaTOB YCTHOTO U
MMUCbMEHHOTO OIPOCa;
OIICHKA PE3yIbTaTOB
TECTUPOBAHUS;

OIICHKA PE3yIbTaTOB
CaMOCTOSATEIILHON PaboTHI;
OIICHKA PE3yJIbTaTOB
BBIIOJIHEHHUS TOMAIIHUX
3aJaHUN;

OIICHKA PE3yJIbTaTOB
MIPOBEICHHOTO 9K3aMEHa.
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