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PexomMeH10BaHO K BBEJICHHIO B 00pa30BaTEIbHbIN MPOIECC PEIICHHEM Y YEHOTO COBETa
HNHcTuTyTa MEXKIYHAPOIHBIX OTHOIEHUN YJIBIHOBCKOTO TOCYJapPCTBEHHOI'O YHUBEPCUTETA

(npomoxkoa Ne 6 om 07.09.2021 2.)

Metoauueckiue  yKasaHds JUISI  OpPTaHU3AIMM  CAMOCTOSTEIBHOH  pabOThl  CTYAEHTOB,
oOyyaromuxcst 1Mo HampasieHHo «Pumonorus» (ypoBeHb MarucrTpa) ajis Bcex mnpoduieit
o0yueHus, 1o AUcHUILInHE «JlenoBas 3JeKTPOHHAs KOMMYHUKaluUsA» / cocTaBuTenb JKeMuyrosa

I0.B. — YapsguoBck : Yal'V, 2021 r. — 76 c.

Hacrosdmue Meroauueckue yka3zaHUs NpPeJHA3HAYEHbI JUISl CTYIEHTOB MarucTparyphl,
U3YYAOIIUX JUCHUIUIMHY <«JlenoBas 2JIEKTpOHHAas KOMMYHHUKALMsS», [0 HAIpPaBICHUIO
«Dunonorusi». B MeTOAMYECKMX YKa3aHUAX H3JIOKEHBI OCOOCHHOCTH ayJUTOPHOH W
BHEAyJIUTOPHOM pabOThl CaMOCTOSITENIbHOM pPadOThl 00yYaroIIMXCS, IPUBEIEH CIIHUCOK
pPEKOMEHyeMOl JIuTepaTypbl MO AUCHUIUIMHE. MeToauyeckre yka3zaHHUs BKIIOYAIOT B ce0s
OCHOBHBIE TE€Mbl Kypca M BOIIPOCHI B paMKax KaXkKIOH TEMbI, PEKOMEHJALUU IO H3YYCHHIO
TEOPETHYECKOTO MaTepHaia, KOHTPOJIbHBIC BOIPOCHI AJISl CAMOKOHTPOJISA, 00pa31bl O(QUIIHATBHO-
JIEJTOBBIX JOKYMEHTOB M YIIPAKHEHUS IS CAMOCTOSATEIBHON paboTHI.

JlaHHble =~ MeToaMYecKHWEe yKa3aHus OyayT TOJe3Hbl OoOydJaromuMmcsi B XOJe
CaMOCTOSITENIBHOTO W3YYEHHs [IMCUUIUIMHBI, IPU IMOATOTOBKE K IMPAKTHYECKUM 3aHATHAM, a

TaKXK€ K aTTECTalluu 110 )IaHHOI\/JI JUCHUIIIINHE.
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1. O61me M0JI0KEeHHUS 0 CAMOCTOATEIbHOM padoTe. AKTYAJbHOCTD, IEJIH U
3aJa4M JUCHUILIUHBI «/les10Bast 31eKTPOHHA KOMMYHUKALMSD)

B cBs3u ¢ BBeneHueM B 00Opa3zoBaTelNbHBIN mpoliecc HOBoro deaepaibHOro
roCyapCTBEHHOr0 00pa3oBaTENbHOTO CTaHJIapTa Bce 0Oojiee  aKTyallbHOU
CTAaHOBHUTCSl 3a/laya OpraHU3aliid CaMOCTOSITENIbHOW paboThl 00YyYaroluxcsl.
CamocrosTenpHas paboTa onpeAenseTcsl Kak WHIWBHIyaIbHAS WU KOJIJICKTHBHAS
ydeOHast JACeSATENbHOCTh, OCYIIECTBIIsIEMass 0€3 HEMOCPEICTBEHHOTO PYKOBOJCTBA
MIPETOIaBaTeNsl, HO 10 €0 33JIaHUSIM H TIOJ] €T0 KOHTPOJIEM.

[leapto camMoOCTOATENHHON pPaOOTHI OOYYAIONMUXCS SIBSETCS OBJIAJICHUE
byHIaMEHTAIbHBIMUA 3HAHUSIMU, NMPOPECCUOHAIBHBIMA YMEHUSIMH W HaBBIKAMH
JEATEIbHOCTH MO MPOQUII0, OMBITOM TBOPYECKOW, HAayYHO-HMCCIEAOBATEIbCKOU
NESATETbHOCTH.

CamocrosiTenbHass ~ paboTa  00Oy4arolUMXCsl  CIOCOOCTBYET  Pa3BUTHIO
CaMOCTOSATEITLHOCTH, OTBETCTBEHHOCTH W OPTraHW30BAaHHOCTH, TBOPYECKOTO
MOJIX0/1a K pELIEHUI0 Mpo0JieM yueOHOTo U Npo(hecCHOHATBHOTO YPOBHSI.

OOyyaromuiica B MpoOLIECCE OCBOCHMS Yy4eOHOM MporpamMmbl JODKEH HeE
TOJIBKO OCBOUTH aKaJIEMHUYECKYI0 JHUCIMIUIMHY, HO U MPUOOPECTH HABBIKU
CaMOCTOATENbHON paboThl. OOydaromuiicss JOMDKEH YMETh IUIAHUPOBATh M
BBINIOJIHATh CBOIO paboOTy B TOJHOM OO0BEME M B CpPOK, YKa3aHHbBIN
MIPEMo/IaBaTeIIEM.

JIst  opraHM3aIMu  CaMOCTOSITEIPHOW pPabOThl HEOOXOIWUMBI  CICAYIOIINE
YCIIOBHSI:

— TOTOBHOCTH O0YYarOIIETOCsI K CAMOCTOSITCIIBHOMY TPYAY;

— HaJIM4YUe€ U JOCTYIMHOCTh HEOOXOJMMOro Y4eOHO-METOAMYECKOTO W
CIIPAaBOYHOTO MaTepHaa;

— KOHCYJIbTaIIMOHHAS TIOMOIIIb.

@®opMbI  CaMOCTOATENHHON PabOThl OOYYaAIOIIMXCA OMNPEACIAIOTCS TMpHU
pa3paboTke pabouux MPOrpamMM YYEOHBIX AUCIUILIINH, COJIEPKAHUEM Y4eOHOM
JTUCITUTIIMHBI, YIUTHIBASI CTETICHD MMOATOTOBICHHOCTH 00YJarOITUXCSI.

Hacrosmue pekoMeHmanuu pa3paboTaHbl B COOTBETCTBHH CO CIICTYIOIITUMU
pErJIaMEeHTHUPYIOIIMMH JTOKYMEHTAMU

®enepanbHblii  3akoH  Poccuiickoil @epepauun  «OO0 00pa3oBaHUM B
Poccuiickoit ®eneparuu» ot 29.12.2012 1. Ne273-®3 ¢ uU3MEHEHUSAMH H
JTOTIOJTHCHUSIMH OT 7 Masl, 7 utoHs, 2, 23 utois, 25 Hosops 2013 r.; 3 despans, 5,
27 mas, 4, 28 utons, 21 urons, 31 nexabps 2014 r.; 6 anpesns, 2 mas, 29 utons, 13
utois, 14, 29, 30 nexabps 2015 r.; 2 maprta, 2 uroHs, 3 utojs, 19 nekadps 2016 r.;
1 mas, 29 wurons, 5, 29 nexabps 2017 r.; 19 depans, 7 mapra, 27 utons, 3, 29
utoiist, 3 aBrycra, 25 nekadps 2018 r.; 6 mapra, 1 mast 2019 r.; 30 nexkabps 2020 r.;
26 mas 2021 r., BcTynuBIMME B cuity ¢ 1 centsaops 2021 r.
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[Tpuxa3z MunoOpnayku Poccun «O6 ytBepxknenuu [lopsigka opranuzanuu u
OCYILIECTBICHUS  00pa30BaTENbHOM  JEATENBHOCTH IO  00pa30BaTENIbHBIM
IporpaMMaM BBICIIETO 0Opa3oBaHMs — IporpamMmaM OakajaBpuara, IporpaMMam
CHEUUAIINTETA, porpaMmaM Maructparyps» oT 05.04.2017 Ne 301;

JokymentupoBannass — mponeaypa  [I1-2-31-08  «IIpoexktupoBanue u
pa3paboTka 0Opa3oBaTeNbHBIX MPOrpaMM BBICIIEr0 OOpa3oBaHusa (OakalaBpHar,
CHELUAINTET, MaruCTPaTypa)», yTBEpKACHHAs pelieHueM Y4eHoro copera Yul'V
27.10.2015 r., mpotokoi Ne 3/225;

JlokyMeHTHpOBaHHas nporeaypa JI1-2-01-19 «ITpoBenenue
rOCy/lapCTBEHHOM HWTOrOBOM AaTTECTallMd II0 OCHOBHBIM IPO(ECCUOHAIBHBIM
oOpa3oBaTelpbHBIM  IIpOrpaMMaM  BbICHIETO  OoOpa3zoBaHusi  (OakanaBpuar,
CHELUAINTET, MarucTpaTypa)» yTBEpKIAEHHAsl pelIeHueM Y4eHoro copeta Yiul'y
23.04.2019 r., mpoToxoia Ne 9/209;

[Tonoxenue 00 oOpraHu3aldd CaMOCTOSTENBHOW pabOThl 00yYarolmuxcs,
YTBEPXKIAEHHOE pemeHueM YdeHoro cosera Yal'y 26.02.2019 r., mporokon Ne
71267,

[Tonoxxenne «KonTakTHas paboTa 0OydaroIIMXCS C MPENOAaBaTENIEM IpH
OCYILIECTBICHUH 00pa30BaTEIbHOIO Ipoliecca Mo 00pa3oBaTEIbHBIM IIpOrpaMMamM
BBICIIETO O00pa30BaHUS», YTBEPKICHHOE peleHueM YueHoro copeta Yial'y
27.10.2015 r., npotokoit Ne 3/225.

OpraHu3anuoHHbIE MEpONpPUATHS, o0ecreunBarone HOpMaJIbHOE
(GYHKIMOHUPOBAHUE CAMOCTOSTEIBHOM padoOThl, JOKHBI OCHOBBIBATHCS Ha
CIIEYIOIIMX MPEANOCHIIKAX: CaMOCTOsATENbHAs padoTa JOHKHA ObITh KOHKPETHOM
[0 CBOCW IIPEIAMETHOM HAIPABIEHHOCTH UM  JOJDKHA  CONPOBOXKAATHCS
3¢ (EeKTUBHBIM, HETIPEPHIBHBIM KOHTPOJIEM U OLICHKOW €€ pe3yIbTaToB.

CamocrosiTennbHas paboTa SIBISETCS BaXKHOW COCTAaBHOM YacThbiO y4eOHOMU
paboThl OOYYAIOIIMXCS U UMEET LENbI0 3aKPEIICHUE U YIIIyOJICHHE MOJyYEHHBIX
3HAHWI W HABBIKOB, a Takke (POpMUpOBAHUE KYyJbTypbl YMCTBEHHOTO TpyAa U
CaMOCTOSATENbHOCTH B IOMCKE U IPUOOPETEHUHN HOBBIX 3HAHUU.

OCHOBHBIMH BHJIAMHU CaMOCTOSITEJIbHOM pabOThl CTYJIEHTOB SBIISIOTCS:
NOJrOTOBKAa K Y4YEOHBIM 3aHATUSAM, MHPOCMOTP M MPOCIYUIMBAHUE BHUAEO- U
ayIHOJICKIUH, OCMBICIICHUE y4eOHOM uHdopmarm, coo01raemMoit
npenojaBaresieM, ee 0000IIeHne M KpaTkas 3aluch, W3y4Y€HHE, aHaJIu3 U
KOHCIIEKTUPOBAHUE  PEKOMEHJOBAHHOW  JIMTEPATypbl,  KOHCYJIbTAIUS  C
MpernojiaBaTesieM Mo CIIOXKHBIM BOIMpPOCaM, MOJArOTOBKA M 3K3aMEHAM M 3a4eTam,
BBINIOJIHEHWE  33JaHUM, YydacTH€ B  HAyYHO-UCCIENOBaTEIbCKOM  padore,
CUCTEMATUYECKOE O3HAKOMJIEHUE C MaTepuajgaMu NEPUOJNYECKOMN MeYaTH, OMCK
Y aHaJIU3 JOTIOJIHUTEIbHON HHPOPMAIIUU M0 y4eOHBIM AUCLIUTLIIMHAM.

CamocTosiTenbHast paboTa MPOBOJIUTCS C LIETBIO:
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— CUCTEMAaTH3allUi U 3aKPEIUICHUS! MOJYYEHHBIX TEOPETHUYECKUX 3HAHUU U
MPAKTUYECKUX YMEHHUN 00y4aromuXxcs;

— yriiyOieHus ¥ pacliupeHus: TEOPETUUECKUX 3HAHUM;

— (opmupoBaHus yMEHUW HCMOJIH30BATh CHPABOYHYI0 U CHEIUATBHYIO
JUTEPaATYypy;

— pa3BUTHUS TO3HABATEIBHBIX CIHOCOOHOCTEH M aKTMBHOCTH OOYYarOIIHXCS:
TBOPYECKOW MHUIIMATHUBBI, OTBETCTBEHHOCTU U OPTaHU30BAHHOCTH;

— (opmupoBaHHS CaMOCTOATEIBLHOCTH MBIIIJIEHUS, CIIOCOOHOCTEH K
CaMOPa3BUTHUIO, CAMOCOBEPIIIEHCTBOBAHUIO U CaMOpEeaInu3alllii;

— Pa3BUTHUSA UCCIIEAOBATEIbCKUX YMEHUM.

OCHOBHBIMM 337]a4aMH CAMOCTOSITEILHOM PAaOOTHI SIBISIOTCS:

— OpraHu3anus CUCTEMATHYECKOTO U3yUeHUs YICOHBIX TUCIIUTIINH;

— 3aKperieHUe U yriyOJeHue MOTYyUYEeHHbIX 3HAHUH, YMEHUN 1 HaBBIKOB;

— MOATOTOBKA K MPEJCTOSAIIMM YICOHBIM 3aHITHSIM U MPAKTUKAM;

— W3YYEHHE JIOMIOTHUTEIHLHOIO MaTepralia 1o MPOACHHBIM TEMaM;

— CaMOCTOSITEJIBHOE U3yUYECHHE OT/IEIIbHBIX BOIIPOCOB;

— IpUOOPETEHHE HABBIKOB pabOTHI C HAYYHOU JIUTEPATYpOil;

— BeIpaboTKa ymMeHus GopMHUpoOBaTh U (HOpMYyITUPOBATH COOCTBEHHOE MHEHUE
0 U3y4aeMbIM BOIIPOCAM;

— BOCHUTaHHUE MOTPEOHOCTU B camMOOOpa3OBaHUHU, MAKCUMAJIbHO DPa3BUBAThH
MO3HABATENIbHBIEC U TBOPUYECKHUE CIIOCOOHOCTU JIMYHOCTU 00YyUaloIIerocs;

— pa3BUTHE CIIOCOOHOCTH MPUMEHSATH IOJTYUYEHHbIC 3HAHUS MJIA PEIICHUs
MPAKTUYECKUX BOIIPOCOB U T.J.

OCHOBHBIMM KOMIIOHEHTaMH CaMOCTOATEIHLHOM paboThl 0O0ydYaromuxcs
SABJISIFOTCSI:

— YMEHHE paboTaTh C JUTEPATypOH, HOPMATUBHBIMU TPABOBBIMH aKTaMU H
MaTepuaiiaMy MPaBONPUMEHUTEIbHON MPAKTUKH,

— MOATOTOBKA K TEKYIIIUM TPYIIIOBBIM 3aHSATUSIM;

— MOATOTOBKA K Y4EOHOMY KOHTPOJIIO (TEKYIIHI KOHTPOJIb, 3a4ET, IK3aMEH);

— BBITIOJIHEHNE TTMCbMEHHBIX pabOT U 3a/IaHU Ha CAMOIIOATOTOBKY .

OO6pazoBarelbHOE  YUPESKJICHHE  CaMOCTOSITCIIbHO  IIAHUPYET  00BbeM
BHEAYIUTOPHON CaMOCTOSITEILHON pabOThI, HCXO U3 00HEMOB MaKCUMAJIbHOU U
00s13aTeIbHON yueOHOU Harpy3Ku 00y4daromerocs.

AynuTopHasi caMOCTOsITeJIbHasE paboTa BBIMOJHACTCS Ha YYEOHBIX 3aHSATHAX
Mo/ HEMOCPEACTBEHHBIM PYKOBOJICTBOM IMPETIOaBaTENs U TI0 €T0 3a/IaHHIO.

BreayautopHast camocTosiTebHass pal0oTa BBINOJIHSAETCS 1O  3aJaHUI0
npenojiaBaresis 6e3 ero HermoCPEACTBEHHOTO YIacTHsl.



OO0beM BpeMEHH, OTBEIACHHBI Ha BHEAYJUTOPHYID CAMOCTOSATEIbHYIO
paboTy, HaxXOIUT OTpakeHHWE B Y4eOHOM IUIaHE M B Mporpammax y4eOHbIX
JUCLUIUIMH C PaCIpeNesICHUEM I10 pa3/iesiaM UiId TeEMaM.

AKTYaJlbHOCTh JMCHMIUIMHBL «JleoBass 3JIEKTPOHHAS KOMMYHUKALIHS
00ycoBJIeHa TEMU KOMMYHHKAIITMOHHBIMH TPOIIECCAMU B 3JIEKTPOHHOM cpene, 0e3
KOTOPBIX HEBO3MOXKHO TMPEACTaBUTh cebe (YHKIMOHMpPOBAHHE OpraHU3alUi
pa3nuuHbiX QopM cobcTtBeHHOCTH. OT 3(PGEeKTUBHOCTH KOMMYHHKAIIMOHHBIX
CBA3€H M B3aUMOJEWUCTBHM 3aBUCUT OyAyllee HE TOJIBKO NPEANpUsATUsA, Kak
XO3SIMCTBYIOLIETO  CyOBEKTa, JCHCTBYIOIIETO B COBPEMEHHBIX PBIHOYHBIX
YCIOBUSIX, HO U KOHKPETHBIX JIML, pabOTaloIMX HAa JAHHOM IpPEANpUSATUH, & Ha
r7100aJbHOM YPOBHE U 0J1aromnoiay4ue BCe CTPAHbI B LIEJIOM.

ean ocBOEHUS TUCHUIUINHBI «JleoBast 371€KTPOHHAS] KOMMYHHKALUSD):

- (opMHpOBaHUE y OYIYIIHUX CIEHHAIMCTOB CUCTEMBI 0a30BbIX 3HAHUI U HABBIKOB
JUISL  TIOCTpoeHus dS(PQPEKTUBHBIX JEJIOBBIX KOMMYHHUKAIMH  IOCPEICTBOM
AIIEKTPOHHBIX CPECTB CBA3H;

- TEOPETUYECKOE M IMPAKTHYECKOE OCBOEHUE CTYACHTAMHM KOMMYHUKALIMOHHBIX
IIPOLIECCOB B JIEKTPOHHOU Cpee.

3agaum 0CBOCHHUS TUCLUIIIMHEI «Jle10Bast 3JEKTPOHHAS KOMMYHUKALIHSD):

- pa3BUTHE NPAKTUYECKUX HABBIKOB BEJICHHS JIEJIOBBIX IEPErOoBOPOB, BCTpEY,
COBEIIAHUM, TeNe(OHHBIX PA3roBOPOB MOCPEACTBOM JICJIOBOM AJIEKTPOHHOMN
KOMMYHUKAIIHH;

- HU3Y4YEHUE OTEYECTBEHHOTO M 3apyOEKHOIO OIbITa IPOBEACHUS JIE€IOBOrO
OOIIEHUSI TOCPEJCTBOM IJIEKTPOHHOW KOMMYHHUKAIINH;

- HM3y4YeHHE OCOOCHHOCTEeH BeacHUS A(OPEKTUBHOIO EJ0BOTO OOIICHUS Ha
MEXIYHApOJIHOM YPOBHE MTOCPEICTBOM 3JIEKTPOHHBIX CPEACTB KOMMYHUKALIUH.



2. [lnaHupoBaHue U OPraHU3alUs CAMOCTOATEIbLHONH PadoThI

MeTonuka OpraHu3anyyd CaMOCTOATENbHON pabOThl 3aBUCUT OT CTPYKTYPHI,
XapakTepa U 0COOEHHOCTEN M3ydyaeMOoW AUCIUIUIMHBI, 00bEMa 4acoB, OTBOJAUMBIX
Ha U3y4YeHHUE, BUAA 3aJaHUN I CaMOCTOSITENbHOW pabOThl, MHIUBHUIYATbHBIX
KayeCcTB 00y4aIOUIMXCs U YCIOBHM y4eOHOM NeSTEIbHOCTH.

[Ipu pa3paboTke y4eOHBIX MpPOrpaMM O00pa30BaTEIbHOE YUPEKICHHUE
OIpEIEISET:

— oOmmif 00beM  BpeMEHH, OTBOAMMBIA HA  BHEAYJIUTOPHYIO
CaMOCTOATENBbHYIO PabOTYy B 1IEJIOM IO TEOPETHUECKOMY 00YUEHHUIO;

— 00BeM BpEMEHHM, OTBOJMMBIA Ha BHEAYJIUTOPHYIO CaMOCTOSITEIIbHYIO
paboty mo y4eOHOM AMCIMIUIMHE C Y4€TOM TpPeOOBaHMI K YPOBHIO MOATOTOBKHU
00y4aroIuxcs, CI0KHOCTH U 00beMa N3y4aeMOro MaTepurana,

— 00BEM BpEMEHHM, OTBOJMMBIA Ha BHEAYJUTOPHYIO CaAMOCTOSITEIIbHYIO
paboTy Mo MpoPecCHOHAIIBHOMY MOAYJI0 B 3aBUCHUMOCTH OT YPOBHSI OCBOEHUS
CTyJE€HTaMH Yy4eOHOro marepuana, (OPMHUPYEMBIX  MNPOPECCUOHATBHBIX
KOMITETCHITUH (TIPHOOpETEHNE MPAKTUIECKOTO OIBbITA, 3HAHHI, YMCHUH, HABBIKOB).

[InanupoBanue o00beMa BpPEMEHH, OTBEJIECHHOTO Ha BHEAYJUTOPHYIO
CaMOCTOSITENIbHYI0 paboTy MO TeMaM M pas3aenaM ydyeOHOM JAMCUHMILINHBI,
OCYUIECTBIISIETCS MPENOJIaBaTesieM, KOTOPbIA SMIIMPUUYECKH ONPENESET 3aTpaThl
BPEMEHU Ha CaAMOCTOSITEIbHOE BBINIOJHEHUE KOHKPETHOTO COJIEpKaHHUsl y4eOHOTO
3alaHds HAa OCHOBAaHMM HAONMIOJIEHWH 32  BBINOJHEHUEM  AyJUTOPHOMN
CaMOCTOSITENILHOM paboThI, Olpoca 00yJaroluXcs O 3aTpaTaXx BpEMEHU Ha TO WU
MHOE 3aJlaHue, XpOHOMETpaxka COOCTBEHHBIX 3aTpaT BPEMEHHU Ha pelIeHHe TOM Uiu
WHOW 3a7jaud ¢ BHECEHHEM MONPaBOYHOTO KO3((UILIMEHTa HA YPOBEHb 3HAHUM U
ymenuil. Kak mpaBuio, o0beM BpeMEHH HAa BHEAYJUTOPHYIO CaMOCTOSITEIIbHYIO
paboty cocraBmsier Oomee 50% oT oObema BpeMEHH, OTBEJACHHOTO Ha
00s13aTeNIbHYI0 YU4eOHYI0 HArpy3Ky MO JJaHHOW JTUCIUIUIMHE.

[Ipu pazpaboTke paboueit nporpaMmbl y4eOHONU TUCIUIUIMHBI TPENOo1aBaTehb
ONpeaeNsieT coAepkaHue U O0BbeM TEOpEeTUYEeCKON yueOHOW uHpopmanuu U
OPAKTUYECKUX 3aJaHUN, BBIHOCUMBIX Ha BHEAYAUTOPHYIO CaMOCTOSITENIbHYIO
paboty, GOpPMBI U METOIBI KOHTPOJIS PE3YIHTATOB.

KoHnTponb camocToATensHONM paboThl U OLIEHKA €€ PEe3yIbTaTOB OPraHUu3yeTC s
KaK €IMHCTBO JBYX (opM:

— CAMOKOHTPOJIb M CAMOOIIEHKA 00Yy4arolerocs;

— KOHTpOJIb M OIIEHKa CO CTOPOHBI IMpEnojaBaTelisi, rOoCyJIapCTBEHHBIX
IK3aMEHAIMOHHBIX M aTTECTAIIMOHHBIX KOMUCCUHN U JIp.



3. AyIuTopHas caMOCTOsATe/IbHasA padoTa

AynutopHas camocTrosiTelbHas pabora 1o  gucuMiuiuHe  «JlemoBas
AJIGKTPOHHAsI KOMMYHHUKAlLlUs» BBIIOJHAETCS Ha YYEOHBIX 3aHATUAX IO
HEIOCPEICTBEHHBIM PYKOBOJCTBOM IIPETOJABATENS U IO €TI0 3aJaHMIO.

OCHOBHBIMM BUAAMH ayJUTOPHON CaMOCTOSATEIbHON pabOThI SBISIOTCS:

— pabora ¢ y4yeOHOH, CIpaBOYHOW JIUTEPATYpOll M JPYTMMU HCTOYHUKAMMU
uHbOpMaIlH, B TOM YHCIIE JIEKTPOHHBIMH;

— caMO- U B3aUMOINPOBEPKA BBIMOJIHEHHBIX 3aJaHUI;

— peuieHue nNpoOJIEeMHBIX U CUTYallMOHHBIX 33]1a4.

Pabora co crpaBouHOil JUTEPATYypOH, IPYTUMU UCTOYHUKAMHU MH(POpMaLUH,
B TOM 4YHCIE DJJIEKTPOHHBIMH, MOJYKET pEaJu30BbIBATECA Ha IPAKTHYECKHUX
3aHATUAX. JlaHHBIE WCTOYHUKH HWHGOPMAIMU MOTYT OBITh NPEICTABICHBI Ha
OyMa)KHOM HW/WJIM 3JIEKTPOHHOM HOCHUTENSIX, B TOM uucie, B ceTu MHTepHer.
[IpenogaBarenb GopMyaUpPYET 1eIb paObOTHI C JAHHBIM UCTOYHUKOM MH(OpMaIINH,
OINpeeNsIeT BpeMs Ha MPopabOTKy JOKYMEHTA U (POPMY OTUETHOCTH.

CaMo- ¥ B3aMMOIIPOBEPKA BBINOJIHEHHBIX 3aJaHUM Yalle UCIOJIb3YeTCs Ha
IPAKTUYECKOM 3aHATUU U UMEET CBOEH LIE€TIbI0 MPUOOPETEHNE TaKUX HaBBIKOB, KaK
Ha0JII0/IEHUE, aHAJIU3 OTBETOB OJIHOKYPCHUKOB, CBEpKa COOCTBEHHBIX PE3yIbTATOB
C OOLIENPHUHATHIMUA PEYEBBIMHU MOJIEISIMU HA THOCTPAHHOM SI3BIKE.

Pemenne mnpoONEeMHBIX M CUTYAallMOHHBIX 3a/ad  HMCHOJb3YyeTCs Ha
IPaKTUYECKOM W Jpyrux Buaax 3aHsATud. [IpoOneMHas/curyanmoHHas 3amada
JOJDKHA UMETh 4YEeTKYI0 (OpPMYyIHpPOBKY, K HEW JOJKHBI OBITh IOCTaBJIEHBI
BOIPOCHI, OTBETHI HA KOTOPhIE HEOOXOIUMO HAaTH U 0OOCHOBATD.

CaMbIMH pacnpOCTpaHEHHBIMM BUJAMU 3aHIATHU SIBISIOTCA: MPAKTUYECKUE
3aHATUS, B TOM YHUCIIE€ B WHTEPAKTUBHOW (hopMe, KOHCYJIbTAllMU, OJHAKO TAKXKe
HEOOXOIMMO yHensTh o0co00e BHHMaHHME MOJATOTOBKE K MPOMEXYTOYHOU
aTTeCTaLUH.

Ilpakmuueckoe  3anamue  SBISETCS  BAXHBIM  3BEHOM  CHUCTEMBI
TEOPETHUYECKOro OOy4YeHHs] U TpeCTaBiisieT co00M OAHY H3 (GopM y4ueOHBIX
3aHATHI, IIMPOKO PACIPOCTPAHEHHBIX B YHUBEPCUTETE U MPEIHA3HAYECHHBIX IS
oOCyXJieHus Hauboyiee CIOXKHBIX TeM Y4eOHOM mporpaMMbl U pelleHUus
IPaKTUYECKUX 3a]ad IMOJ PYKOBOJACTBOM Inpemnojasarens. Ha npakTuyeckom
3aHATUN OOyYalolMecsl y4yaTcsl pacCykJaTh, NUCKYTUPOBaTh, HAXOAUTh HCTHHY,
BBIJIBUTaTh U OTCTAMBAaTh CBOIO TOUKY 3PEHMsI, OMUPASICh HA HAYYHbIE ApPTYMEHTBHI.
OCHOBHBIMHM 33Jja4yaMH TMPAKTUYECKOrO 3aHATUS M0 JUCHUIUIMHE «/lemoBas
ANIEKTPOHHAs ~KOMMYHMKAIMsS»  SIBIIAIOTCS:  3aKpeIuieHWe, yriyOjieHue u
paclIMpeHre 3HAHUM, MOJYYEHHBIX Ha JIEKIIMM U B MPOLECCE CaMOCTOSTENbHOU
paboThl C PEKOMEHIYyeMOW HAay4HOM M Yy4yeOHOW JIMTepaTypoil WU JApyTruMHU
UCTOYHUKaMU; (OPMUPOBAHHE Y OOYYAIOIIMXCS YMEHUH M HABBIKOB pabOTHI C

9



MEPBOMCTOYHUKAMU U CJIOBApSMH, aHAJIU3 MU OLEHKA Pa3JIMYHbIX HCTOYHHKOB
3HaHUM, TOATOTOBKA apryMEHTHUPOBAHHBIX  BBICTYIUIeHHM. OOyuaromniuecs
MPUOOPETAIOT HABBIKM JIOTUYECKHU MPABUIBLHO CTPOUTH CBOM MBICIH, TPAMOTHO U
yOeIUTEILHO TOBOPHUTB.

B xone ocBoeHUs] NUCHUIUIMHBI TPU MNPOBEACHUU ayJAUTOPHBIX 3aHSITUU
UCITOJIB3YIOTCSl CIICAYOIINE 00pa3oBaTelbHbIE TEXHOJOTUN: BBOJHOE M 0030pHOE
3aHSITUE — B BUJE TPOOJIEMHOM JIEKIIUHU C AJIEMEHTaMU JUCKYCCUH; UHTEPAKTUBHbIC
dbopmbl paboThL: paboTa B mMapax W MajbIX TPyMNNax, POJIEBbIC UTPHI, MTOUCK U
obcyxnenue wuHbOpMAIMK, HaWjaeHHOM B ceTtd VIHTepHET, NHMCKyCCHUH,
00CYXJIeH!s, BBITIOJIHCHUE MPAKTUYCCKUX YNPAKHEHUN W TBOPUECKUX 3aJaHUMH,
pabota B cetu MIHTEpHET.

B nponecce mpakTU4ECKOro 3aHSATHS TaKkKe MPOUCXOAUT MPOBEPKA U OLICHKA
YCBOEHHUS O0YyYaIOIUMHUCS TPOTPAMMHOT0 MaTepurala 1o U3y4eHHbIM TEMaM.

[ToaroroBka oOydYaromuxcs K MPAKTHUYECKOMY 3aHSTHUIO MOJpa3JeiisieTcsl Ha
NpeABapUTEIbHYI0 U HemocpeacTBeHHyro. [IpenBaputenbHas  MOATOTOBKA
npeaycMaTpUBaET NojiyueHue 3aaanus. HemocpencTBeHHast HOATOTOBKA BKIKOYAET
BBITIOJIHEHUE TUCHMEHHBIX 3aJIaHUN, CO3JaHHE YCTHBIX COOOIIEHHUN IO TeMaM
MIPOrPAMMBI.

3anamua no oucyuniune «/lenoean INEKMPOHHAA KOMMYHUKAUUA) 6
UHMEPAKMUBGHOU hopme — 1TO, TIPEXKJE Bcero, o0ydeHue B COTpyaHU4ecTBe. Bee
YYaCTHUKH  00pa3oBaTeNbHOTO  Mpoliecca, MpenojaBaresib W CTYACHTHI,
B3aUMOJICHCTBYIOT JIPYyT C JPyroM, OOMEHUBAIOTCA MH(OpMalUel U COBMECTHO
pelIaroT MocTaBlIeHHbIE 3a7a4n. [[puyemM mpoucxoauTh 3TO JOIKHO B aTMocdepe
T00pOXKENaTeIbHOCTH, B3aMMHOM TOAJEPKKH, U ITO TO3BOJSIET HE TOJBKO
MoJy4yaTh HOBBIE 3HAHUS, HO W pPa3BUBATh IO3HABATEIBHYIO JEATEIBHOCTD
CTYyJICHTA.

YyeOHbll TpoLece ¢ UCTOIb30BAHUEM WHTEPAKTUBHBIX METOJOB O0yUYEHUS B
YCJIOBUSIX By3a OINMPAETCS HA COBOKYITHOCTb CIIEAYIOIIMX OOIIEIUIaKTUYECKUX
MPUHIIUIIOB OOyYEHHUS:

1. TlpuHIIMNT aKTUBHOCTH YYacCTHUKOB: B XOJI€ 3aHATUN OOydaeMble MOCTOSTHHO
BOBJICKAIOTCS B Pa3JIMYHBIC JICMCTBUS — BBINOJIHEHUE YCTHBIX W MHUCHMEHHBIX
yIOpakHEHUH, 00CYXJICHUE U «IIPOUTPHIBAHUE» POJICBBIX CHUTYAIIMH, HAOIIOCHUC
0 33JITaHHBIM KPUTEPUSIM 32 OBEJACHUEM YYACTHUKOB POJIEBBIX UTP.

2. IlpuHIUI HCCIIEIOBATEIbCKON (TBOPYECKOM) IMO3MIIMU: B MPOIIECCE 3aHATUM
CO3/IAal0TCSl TaKue CUTyalluM, KOTJa oOyd4aeMbIM HEOOXOJUMO CaMUM HalTH
pelieHre TPOOJEMbI, CaMOCTOSITENIbHO C(OpMyIUpoBaTh 3aKOHOMEPHOCTH H
MPUHITUTIBI OOIIIEHMSI, B3aUMOJICHCTBUS.

3. Tlpunmun mnapTHEpCKOro (CyOBEKT-CYOBEKTHOTO) OOIIEHHUs: Tperoiaraet
MpPU3HAHUE IIEHHOCTU JIMYHOCTU JPYroro 4YeJIOBEKa, €ro MHEHHUs, a TaKke
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MPUHATHE PEIICHUSI ¢ MAKCUMAJIbHO BO3MOKHBIM YYETOM HMHTEPECOB YYACTHHKOB
OOILIEHUS, COBMECTHOM JIeATEIbHOCTH MpenoaBaTeis U 00ydyaeMbIX.

4. IlpuHuun npoOJIEMHOTO COep>KaHus 00yUYeHHUs U MpoIlecca ero pa3BepThIBAaHU S
B TUAJIOTUYECKOM OOIICHUHU.

5. IlpuHIIMT KOJUIEKTUBHOTO XapakTepa yueOHOro mporecca.

6. [IpuHUIMIT HENPEICKa3yeMOCTH U THOKOCTH 3aHSTHIA.

Koncynsmayusa ciocoO0CTByeT IEICHANPABICHHON CaMOCTOSITEIHHOU paboTe
oOydJarormuxcst, sBIAeTCS dS()PEKTUBHBIM TMOACTIOPHEM B CaMOCTOSITCIIBHOM
U3YYeHUU JucUUIUIMHBL. KoHCynbTanum MOryT OBbITh WHJMBHIYaJbHBIE W
rpynmnoBeie. WHAMBUyalbHbIE KOHCYJIbTAllMM TPOBOJASTCS IOCTOSIHHO Ha
NPOTSHKEHUU BCEro Mepuoja OOydYeHUs M 3aKI4aloTcsd B OKa3aHUU TOMOUIU
KOHKPETHOMY CTYJICHTY. ['pynmoBsie KOHCYJIbTaIlNU MIPOBOJISITCS
HEIMOCPEJICTBEHHO MEPEJT 3aUETOM.

OOyuaronumMces ciaeayeT oopamnaThes 3a KOHCYJIbTAIMEN P BO3HUKHOBEHUH
3aTpyJHEHUN B U3y4eHUU Boripoca (mpobiemsbl). B Xone KOHCyIbTallUM CTYJIEHTY
HE0OXOMMO TIOHSTh METOJUKY M3yUYEHUS JUCHUIUIMHBL. [Ipr 3TOM KOHCyNbTaIMs
HE TIOJIMEHSIET CaMOCTOSITEIbHYI0 paloTy cryneHrta. [IpemomaBaTenb, He naBas
IOPSIMBIX OTBETOB, C TOMOIIBI0O HABOSIIMX BOMPOCOB WM MPAKTUYECKHUX
MIPUMEPOB MOABOJAUT CTYACHTA K PEHICHUIO TPOOIEMBI.

3a KOHCyJbTallMEH CTYJEHTY HEOO0X0IMMO OOpaTUThCS TOr/Aa, KOorjga OH
IIPOBEJI ONpPENENEHHYI0 paboTy: OCBOWJI Iporpammy «JlenoBast 3JI€KTpOHHas
KOMMYHUKAIUS», YYCOHYI0 M CIPABOYHYIO JIUTEpPaTypy, MOATOTOBUJ YCTHBIC
COOOIICHHSI TIO TMPOWICHHBIM TEMaM, MPOAHAIM3UPOBAT JICIOBbIE TMHCHMA,
JIOTOBOPBI, MEMOPAHIYMBI O COTPYJHUYECTBE, KOHTPAKTHI, HHCTPYKIUU TIO
MPUMEHEHUIO0, PYKOBOJICTBA IO OKCIUTyaTallMd, JOJDKHOCTHBIE WMHCTPYKIIWH,
TpeOOBaHMS TIO OXpaHe TPYJa, U3yUYUJ KOMMEPUECKHUE KaHPbl (Pa3TuYHbIC BUIBI
pEeKJIaMbl, KOPIIOPATUBHbBIC CAUTHI U T.11.).

IIpoBenenue 3auera. DTa (Qopma 3aHATUSA NpPEIHA3HAUYCHA [JII KOHTPOJIS
3HAaHWM, YMEHHH W HaBBIKOB OO0ydalIIMXcsi. 3adeT 3aBepllaeT H3y4YeHHE
JUCIUTUINHBL (dacTh MOAyJisi). Ecnu 3aueT siBisieTcs eAMHCTBEHHON KOHTPOIBHOU
TOYKOM, TO ero QopmMa MOXET HamoMuHaTh ¢GopMmy dk3amena. OOyuaromuecs
CaMOCTOSITETIbHO TOTOBSITCS K 3a4eTy. BO3HMKIIIKE MPU MOATOTOBKE BOMPOCHI OHU
MOTYT pa3peluTh Ha KOHCYJIbTAIUH.

[IpenogaBarenb 00s13aH AaTh 00YYAOITUMCS CIIUCOK BOIPOCOB, BKIFOUCHHBIX
B OMJIeThl JUisl 3auera. buneTsl Hapsy ¢ TEOPETUUECKMMHU BOIPOCAMU Yallle BCErO
conepkat 3anayu. [Ipyu moAroToBKe K 3a4eTy HY)KHO O3HAKOMUTBHCS C BOIIPOCAMHU,
pacnpenenuTh BpeMs Ha ux uzydeHue. CTylIeHT HCTOIb3YeT KOHCIEKTHI, 3aluCH,
C/IeJIaHHbIE B TETpaisax. YToObI MPUBECTH BCE JAHHBIC B CUCTEMY, TIOJIE3HO 3aBECTH
TeTpaab JUIsl MOATOTOBKU. [lo KakaomMy M3y4eHHOMY BOMPOCY B ITOW TETpaau
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HEOOXO0JMMO HAMETHUTH IUIaH OoTBeTa. [Ipu 3TOM He ciemyeT mepenuchiBaTh TEKCT,
CJIO)KHBIE BBIBOJBI M yMo3akitoueHus. llpu HeoOXoaumMocTH MOXKHO CAeNaTh
CCBUJIKM Ha COOTBETCTBYIOIINE CTPAHUIIBI KOHCIIEKTA WU Y4eOHHUKA.

XOpoI1110 U3BECTHBIH, JIETKUN MaTeprall HEOOXOIMMO OTpakaTh 0oJiee KpaTKo
U TOBEPXHOCTHO, SKOHOMUTBH BpEMs JUIsl CaMbIX TPYAHBIX U MEHEE H3Y4YEHHBIX
BonpocoB. Korzia 3anucu no BOIpocy CAENaHbl, CTyIEHTY PEKOMEHAYETCS 3aKPbITh
TEeTpaJb W TOCTAPATHCA MBICICHHO BOCHPOM3BECTH OCHOBHBIE 3Tallbl CBOETO
orBeTa. CHOBa OTKpPBIB TETPa/lb, HEOOXOAMMO IMPOAHAIM3UPOBATH CACIAHHBIE B
HEH 3almcH, ONpeneanThCs ¢ TEM, KaKue BaKHbIE MOMEHTHI OblUTH ymyuieHsl. [lpu
HEOOXOMMOCTH PEKOMEHYETCsl TOBTOPUTh U3YUEHHBIN MaTepual eIe pas.

Heo0xoaumMo OTMETUTHh HEMOHSTHBIE BONPOCH JUIsl TOTO, YTOOBI 3a4aTh HUX
IPENoJaBaTeslto Ha KOHCyJbTauuu. Eciau y CTyaeHTa oOcCTaloch BpeMs s
MOBTOPEHHUS, PEKOMEHAYETCS €II€ pa3 MNPOCMOTPETh HMEIOIIHMECS 3alKhCH B
TeTpaau [l TMOJArOTOBKM K 3a4eTy. MBICJIEHHO MpopadoTarh IUIaH, NpH
HEOOXOJMMOCTH YTOYHUTh TEPMHUHOJIOTHIO, UCIIOJIb3YSl AJIEKTPOHHBIE CCHUIKH Ha
COOTBETCTBYIOIYIO Y4€OHYIO M CIIPABOYHYIO JIUTEPATYPY.

[ToaroToBKa K OTBETY Ha 3adeTe JUIMTCS, Kak MpaBwio, 20 MuHyT. 3a BpeMms
NOATOTOBKM HAJ0 HAMETUTh IUIAH OTBETa HAa BONPOC, JOINOJHHUTH €T0
HEOOXOJAMMBIMH CXEMaMH, TaOJHUIAMHU U T.M., a TAKKE BBINOJIHUTh IPAKTUYECKUE
3aanud. [{0CIIOBHO BOCIIPOM3BOAMUTH 3allMCAHHOE HA JIMCTKE COAEpP’KAHUE OTBETa
HE CTOUT, OJIHAKO OCHOBHBIE (POPMYJIMPOBKH Jyulle 3auKCcUpoBaTh Ha Oymare u
OTpa3HTh NPU OTBETE.

B nporecce moAroToBKM K MPAaKTUYECKUM 3aHATUAM CTYIEHTY HEOOXOIHMMO
o0patuTh 0co00€ BHUMAaHHE HAa CaMOCTOSITEIbHOE H3YYE€HHE PEKOMEHIOBAHHOM
auteparypsl. lIpu Bcell MOMHOTE KOHCIEKTHMPOBAaHHA MaTepuaga BO BpeMs
ayJIUTOPHBIX 3aHATUI B HEW HEBO3MOXHO U3JIOKUTh BECh MaTepHall U3-3a JIUMUTA
ayJIMTOpHBIX 4acoB. [loaToMy caMocTosiTeNIbHAs paboTa ¢ ydeOHUKaMU, y4eOHbIMU
NOCOOUSIMH, HAy4YHOM, CIPABOYHOM JIUTEPATypoOH, MaTepuagaMu NEPUOJUYECKUX
u3nanuid 1 MuTepHera sBisercs HanOonee >P(GHEKTUBHBIM METOIOM IMOIYUYEHUS
JOTIOJTHUTENBHBIX 3HAHWM, IO3BOJSET 3HAYUTENBHO AKTHUBU3MPOBATH IIPOLIECC
oBlaJcHUSA MHPOpPMAIMEH, CImocoOCTBYeT Oosee TIIYOOKOMY  YCBOSHHIO
U3y4aeMoro marepuana, GopMUpPYET Y CTYJE€HTa CBOE€ COOCTBEHHOE OTHOIICHUE K
KOHKPETHOM mpolieme.

CamocrosiTenbHass paboTa MpeArnojaraeT CcaMOCTOATEIbHOCTh MBICIEH U
Cy)KJIeHMH  oOydJaromuxcs B Mporecce paboThl  HAJ — MOPEIJIONKEHHOMN
npo0IeMaTUKOM.

Omnepexarorias caMmocTosiTenbHas padbora (nanee mo Texkery — OIIC) urpaer
KJTFOUEBYIO POJIb B TUIAHUPOBAHWUY WHIUBUYAILHON TPAeKTOPUH oOydeHus. Takoi
TUN OOy4YeHHus TMpearaeTcss B 3aMEHy TpPaJWLIUOHHON pPEenpoayKTUBHOU
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CaMOCTOSITENIbHOM paboTe (CaMOCTOSATENbHOE MOBTOPEHHUE yUueOHOTO0 MaTepuasa u
PacCMOTPEHHBIX HA 3aHATHSX QJITOPUTMOB JEWUCTBUM, BBINOJIHEHHE IO HHUM
aHasiornyHsIx 3aganuil). OIIC npeanonaraer cieayomue BUIbl CAaMOCTOATEIbHON
paboTHI:

— TI03HABATEJIbHO-TIOMCKOBAsl CaMOCTOsITeNIbHAsA paboTa, MpeArnoiararmas
MOJITOTOBKY COOOIIEHHM, JOKJIa0B, BRICTYIUICHHHN Ha MPAKTHUECKUX 3aHATHUSX;

— TBOpYECKas CaMOCTOATENIbHas padoTa, K KOTOPOM MOXKHO OTHECTH
BBITIOJTHEHHE CIICIIUAIBHBIX TBOPUYECKUX M HECTAaHAAPTHBIX 33JaHUM.

3amaya mpenojaBareis Ha JTale IJIaHUPOBAHUS CaMOCTOSITENILHOM paboThI
3aKII0YaeTcss B TOM, 4TOOBI OpraHM30BaTh €€ TakuM o0pa3oM, uTOOBI
MaKCUMAaJIbHO YY€CTh HWHIMBHIyaJbHBIE CIOCOOHOCTH KaKIOTO 0O0YydYarolerocs,
pa3BUTh B HEM IIO3HABATEIbHYIO MOTPEOHOCTh M TOTOBHOCTH K BBIIIOJIHEHUIO
CaMOCTOATENBLHON pabOThI Bce 00Jiee BHICOKOTO YPOBHS.

13



4. BHeayIMTOpPHAsi CAMOCTOAITEJIbHAsA padoTa

BueaynutopHas caMocTosiTeNbHas paboTa BBIIOJNHSIETCS 10 33JaHUIO
npenojiaBaresis, Ho 0e3 ero HemoCPEACTBEHHOTO YYaCTHUS.

Bunamu 3amaHuii Ay BHEAyAUTOPHOM CaMOCTOSITENIbHOM padOThl MOTYT
OBITH

— 014 0671a0€HUA 3HAHUAMU. YTCHHE W TOHMMaHUE TeKcTa (pe3roMe,
JIEJIOBOrO MHUChbMA, JOTOBOpAa, KOHTPAKTa, MEMOpaHAyMa O COTPYJIHHYECTBE,
UHCTPYKIIMM TIO MPUMEHEHHUIO, PYKOBOJCTBA MO HJKCIUTyaTalldH, JTOJ>KHOCTHOM
WHCTPYKIIMU, TpeOOBaHUW IO OXpaHE TpyJa, I[OJOXKEHUS IO TEXHUKE
O0e3omacHOCTM B  OpraHM3alMd W T.J.); COCTaBJ€HUE IUIAHA  TEKCTa;
KOHCIIEKTUPOBAHHUE TEKCTA; aHAJIM3 TEKCTa, TPUHAJICKAIIETO M0 CBOEH XKaHPOBOU
cnermupuke K OQUIHATBLHO-ICIOBOMY CTHIIO (HMCCIAEAOBAaHUE YCTONYMBBIX
JIEKCUYECKUX BBIPAKECHHM, KIWIIMPOBAHHBIX (pa3, CIOKHOCOUYMHEHHBIX U
CJIO’KHOTIOJYMHEHHBIX CUHTAKCUYECKUX KOHCTPYKIMM, YOTpeOsIeHruEe TepyHIus U
WH(OUHUTHBA U T.1.); padoTa CO CIOBAPSMHU M CIOPABOYHHKAMU; HCIIOIb30BAHHE
ayJIMo- U BUJIEO3aNMCeN, KOMIIBIOTEPHOU TEXHUKU U IHTEpHET-pecypcoB U 1p.;

— 0N 3aKpenieHus u cucmemamusauyuu 3HaHuil. padoTa C TEKCTOM;
NMOBTOpHAasg paboTa HaJ y4eOHBIM MarepuajoM (C HCIOJIb30BAaHHUEM Y4YEOHUKA,
MEPBOMCTOYHUKA, JIOMOJTHUTEIBLHON JHUTEpaTyphl, ayauo- W BHJCO3ANUCEN);
COCTABJICHHE TUIAHA M TE€3MCOB OTBETA; COCTABJICHUE TA0JIUILI, CXEM, IJI0CCapus JJIs
CHUCTEMATH3allMM y4yeOHOro MaTepuaja; aHaluThueckas o0paboTka TeKcTa
(aHHOTHpOBaHUE, peElEH3UpOoBaHuEe, pedepupoBaHre U Jp.); MOATOTOBKA
COOOIICHHI K BBICTYIUICHUIO Ha CEMUHApe, KOH(PEepEeHIINH; MOATOTOBKA 3aJlaHul B
TECTOBOM (opMme u JIp.;

— 0713 popmuposanun ymeHuil: BBHINIOTHEHUE YNPAXKHEHUN TO 00pasily;
pelIeHre BapUAaTUBHBIX 3aJlady; TOJTOTOBKA K JIEJOBHIM U POJIEBBIM HIpaMm;
MPOCKTUPOBAHME W  MOJCIMPOBAHUE  pPa3HBIX BUJOB U  KOMIIOHEHTOB
npodeCCUOHAIBHOW  JIeSITEIbHOCTH; TOATOTOBKA TMPEe3eHTalMid, TBOPYECKUX
MIPOEKTOB U JIp.

[To nucuunnune «/lenoBas 3JIEKTpOHHAsE KOMMYHUKALWS MPEANOIaracTcs
dbopMHUpoBaHUE CTYJIEHTOM MOPTHOIUO JIETOBBIX JTOKYMEHTOB Ha AaHTIUHCKOM
s3pike. B coctaB mopThonmo BXOAAT: pe3loMe, 3asBICHHE O MPOXOXKICHUU
MPaKTUKH B 3apyOeXKHOM By3e-TIapTHEpE, JEJIOBO€ TMHCHMO, JOTOBOp /
MEMOpaHJIyM O COTPYIHHUYECTBE / KOHTpPaKT, Npoduiib B TpodhecCuoHaATbHON
COITMAILHOM CETH, UHCTPYKIIUS 10 MPUMEHEHHUI0, PYKOBOJCTBO MO AKCIUTyaTalllH,
JIOJDKHOCTHASI MHCTPYKIIMS, TpeOOBaHUS 110 OXpaHEe TPyAa, MOJIOKEHUS IO TEXHUKE
0€301acHOCTH B OPraHU3aIluK U T.1I.).

3amaun  cocTaBiieHHs TMOPTQOINO JETOBBIX JOKYMEHTOB: YIiyOJieHue
3HaHWN B OOJIACTH BENIEHUS JCJIOBON SJEKTPOHHOW KOMMYHHKAIIUH, OBJIAJICHUE
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MHOCTPaHHBIM SI3BIKOM B cepe MpodeccrnoHalIbHOTO AETOBOr0 OOIIeHHUs, 001as
OlleHKa MH(OpMAaIMK, MOJYYEHHON U3 COBPEMEHHBIX 3apyOeKHBIX MUCTOUHUKOB U
UCIIOJIb30BaHUE €€ B CBOEH TMPEACTOSIIEed MNPAKTUYECKOW JesITeNIbHOCTH,
YBEJIMYECHHE CJIOBAapHOIO 3araca OOydYaromMXcs 3a CYET JIEKCUYECKHX €IMHMIL
JICNIOBBIX ~TEKCTOB, pAacCIIUpEeHHE OOIIero Kpyro3opa, HaMpaBICHHOTO Ha
JOCTH)KEHHE IUIOAOTBOPHOTO W B3aMMOBBITOJHOTO COTPYIHHMYECTBA, CO3/IAHHE
ONTUMAJBHBIX YCIOBHM [IJISl YCIEUIHOTO peHIeHMs 3a7ad, CTOAIIUX Iepea
OpraHu3alMen U OTACIbHBIMU COTPYAHUKAMH.
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5. [lesiTeJIbHOCTH O0y4YarOIIMXcs M0 GOPMHUPOBAHMIO ¥ PA3BUTHIO HABBIKOB
Y4eOHOI BHeAyIUTOPHOM CAMOCTOSITeJIbHO PadoThI
B nporecce camocTosTenbHONM paboThl 00yYarouuics npuoopeTaeT HaBbIKK
caMOOpraHHu3alliid, CaMOKOHTpOJS, CaMOyIpaBieHHUs, camMopediekcuu Hu
CTAHOBUTCSI aKTUBHBIM CAMOCTOSITEIIbHBIM CYOBEKTOM YUEOHOM e TETbHOCTH.
[Ipu pabGoTe ¢ TEKCTOM, OTHOCSAITUMCS K OQUIIHATHLHO-ICIOBOMY CTHIIIO,
npejiaraeTcs CIeAyni aIropuTM padoThI:

1. BeiOpaTh uHTEpECYIONIYIO MPOhEeCCHOHATBHYIO 001aCcTh (TOCYIapPCTBEHHOE
yIpaBJIeHHE, SKOHOMHUKA, YIKOHOMHUYECKasi O€30IacHOCTb, JeJIOBast TOKyMEHTalus
OpraHu3allii U T.J.) U ONpPEACNIUThCA C TUIIOM MCTOYHHMKA. HezaBucumo ot Toro,
OyZeT JM 5TO DSJIEKTPOHHBIM BapUAHT WU TE€YATHBIA, HTO JIOJDKEH OBIThH
opUITMATHHO-CIOBOM  ayTeHTUYHBIM TEKCT, T.€. HW3HAYaJIbHO CO3/IaHHBIN
HocuTeneM si3bika. [Ipyu BEIOOpE MCTOUYHMKA PEKOMEHIYETCS B KaXKJIOM OTJEIbHOM
clly4ae KOHCYJbTUPOBATHCS C MPENOJABATEIIEM.

2. Od¢unumanbHO-IETOBOW JOKYMEHT MOXET COJEpXKaTh HCIOIb30BaHHUE
yCTOMUMBBIX Jiekcuueckux Boipaxkenuid (hereinafter referred to as; to provide
herein an update on progress made during the reporting period), KIAIIMPOBAHHBIX
dpa3 (I am delighted to share some exciting news with you, | am writing to invite
you to be part of this special celebration, | consider it a special honor to have you
as our reliable partner), CI0XKHOCOYMHEHHBIX M  CJIOXKHOIOTYMHCHHBIX
NPEUIOKCHUM, WCIIOIb30BaHKEe MOJANBHBIX riaroysioB (You must assist in
diagnosing issues with your product and follow Apple’s warranty processes. Each
hosting institution shall provide reasonable support to exchange students in
acquiring an appropriate visa).

3. B pabote ¢ tepmmuosorndeckum cioBapem (key words / glossary),
KOTOPBIM COCTAaBIIAETCS CTYIAEHTOM CaMOCTOSITEIbHO Ha OCHOBE MPOYUTAHHOTO
JIEJIOBOTO JOKYMEHTa, OOYYalolIMiicsd JOJDKEH TMPUICPKUBATHCS —CIEAYIOIINX
MPaBUIL:

- BBIOEpUTE HE3HAKOMBIC CJIOBA U BBIPAXKEHUSI, KOTOPHIE UCIOJIB3YIOTCS B JaHHOM
JIOKYMEHTE;

- B KaU€CTBE PYCCKOI0 SKBHUBAJIEHTA BO3bMHUTE TO 3HAYEHUE, B KOTOPOM 3TO CJIOBO
yHOTpPeOJICHO B TEKCTE;

- MOCTABbTE ATO CJIIOBO MJIM CIOBOCOYETAHHE, a TAKKE €r0 PYCCKUM SKBUBAJIECHT B
HavyaJlbHYIO (OopMY;

- odopMuTe CJIOBapb B OTHEJIbHOW TETpaJu: B TMEPBOM KOJOHKE TaOJIUIIBI
HaXOJSTCS AHTJIMICKHUE CJIOBA U BBIPAXEHHUS, BO BTOPOM — TPAHCKPUIIUSA, B
TPEThEU — UX PYCCKUE SKBUBAJICHTHI.
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6. PykoBoacTBO caMocTOsITE/ILHOI padoToii. Copep:kanune Kypca

PykoBoncTso

CaMOCTOATENILHON paboToO TO  TUCIUTIIINHE

«JlemoBast

QJICKTPOHHAA KOMMYHHKAIMWA» IIPOBOAUTCA B BUAC ITPOMEKYTOYHOT'O U UTOI'OBOTO

KOHTpoust. OOBIYHO MpenoaBaTeNb 3apaHee HHPOPMUPYET CTYICHTOB O CPOKAX U

Tpe6OBaHI/IHX, MpCaABABILICMBIX K CaMOCTOSITCIIBHOM pa60Te.
JOJDKCH IIPOBCCTH JIOTHYCCKH HOCHCHOB&TGHLHBIfI, MOJHBIN U MOTHBHpOBaHHBIﬁ
aHaJIn3 O(I)I/IHI/IaJILHO-I[eJ'IOBBIX JOKYMCHTOB.

OO6yuaronuiics

3agaHus JUIsl CaMOCTOSITENIbHOW paboThl NPEACTaBISAIOT COOON JOMAaIIHue

3alaHUA II0 IIOMCKY W aHaJIu3y PCCYPCOB, OTHOCAIIUXCA K HpGI[CTOSIHICﬁ NN
HpOI\(JII[CHHOI\/JI TCMC IIPAKTHYCCKOT'O 3aHATHUA.

HasBanue u pa3ieioB u Bua camocrosiTesqibHOM padoThl (npopadomka ®opma
TeM yueoHozo mamepuana, peuieHue 3a0au, KOHTPOJIS
pegepam, 00K1a0, KOHMPOALHAA padoma, (nposepxa
no0zomoeKa K coaue 3auema, IK3amena u op.) peuwienusn
3aoau,
pedhepama u
op.)
Tema 1. Teopust | npopabomka yuednozo mamepuana, 00knaod, | TUCKYCCUS;
3JIEKTPOHHOU no02omoeKa K coaue 3auema TOKJIaf,
KOMMYHUKaIUH kak | 3aganue 1. V3yunTh  JIOTIOJHHUTENTBHYIO | COOOIICHUE;
HaIpaBlieHUE nutepatypy mno Teme. CoCTaBUTH pe3lOME sl | BOIPOCHI IO
COBpPEMEHHOM pasMmeleHnsi Ha  AJIEKTPOHHBIX  pecypcax | Temam/paszienam
JIMHTBUCTUKH HeadHunter u Pa6ora.pd. CpaBHUTH NPHUHIKIIGI | TUCIIUTLIHHBI
COCTaBJICHHUS PE3IOME Ha POCCUHCKHX H
3apyOeKHBIX pecypcax.
Tewma 2. SI3b1KOBBIE npopabomka yuedHo2o mamepuana, O00K1ao, | NMCKYCCUS;
0COOEHHOCTH noozomoexa K 3auemy TIOKJIaS,
AIIEKTPOHHOMN 3aganue 2. VByuuTh  JIONMOJHUTEIBHYIO | COOOIIECHUE;
KOMMYHHUKAIHH nuteparypy no teme. CoOCTaBUTh NUCBMO — | BOIPOCHI 11O
oOpameHue K 3apyOexxHoMy paboTojaresnto | TeMam/paszenam
(cover letter) b135 (310) IMUCHEMO C | OUCIUIIIINHEI
CaMOXapaKTEPUCTUKOM ISl IPOIOJKEHHE YUEOBI
B 3apyO€KHOM BY3€.
Tema 3. Texnuueckue npopabomka yuedH020 mamepuana, O0K1ao, | JMCKyCCUs,
CpEJICTBA DJIEKTPOHHOMN no020moeKa K 3auemy JIOKJIaJ,
KOMMYHHUKAIHH 3aganue 3. 3yuuTh  JOMOJHUTENBHYIO | COOOIICHUE;
auteparypy mno Teme. CoOCTaBUTh [I€I0BOE | BOIPOCHI MO
MMCHMO — MpUTTIANIEHUe K MapTHEPCTBY € Balllel | Temam/pasienam
opraHuzamnuei (MecToM paboThl, MPAKTUKUA WIH | JUCITUTITHHBI
yu&Onl) 6o KOMMEPYECKOE JIeI0BOE
MpeIOKEHHUE.
Tewma 4. )KaHpel 1e10BO | npopabomka yueonozo mamepuana, 00K1ao, | TUCKYCCUS,
AIEKTPOHHOM noozomoexa K 3auemy TIOKJIa],
KOMMYHUKAIIUN 3ananue 4. VByuuTh  JIONOJHUTEIBHYIO | COOOIIECHUE;
auTeparypy mo teme. Paspaborarh M 3amucarh | BOIPOCHI MO
BUJICOMHCTPYKIIMIO IO MCIOJb30BAaHUIO KAaKOro- | TeMam/pasjenam
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700 MPOrpPaMMHOTO MPOAYKTA, MPUMEHIEMOrO | JUCIUILTNHBI
B npo(heccroHaNbHON AeATeTHbHOCTH.
Tewma 5. Ucnonp3oBanue npopadomka yuedH020 mamepuand, 00K1a0d, | TUCKYCCUS;
COIIMAJILHBIX CeTeH AJis noo2omoeKa K 3auemy JOKJIaJ,
JIETTIOBOM 3JIEKTPOHHOM 3aganue 5. VByuuTh  JIONOJHUTEIBHYIO | COOOIIECHUE;
KOMMYHUKAIIU auteparypy no teme. Co3arh NPE3EHTALHUIO 110 | BOIPOCHI IO
teMe HHWP crymenta ¢  MakcMMaJdbHBIM | TeMam/pa3zeiiam
KCIIOJIb30BAaHUEM Pa3IUYHBIX HHCTPYMEHTOB. JTUCIUTLTAHBI
Tema 6. [TpoGaembl npopadomka y4yeOH020 mamepuana, 00K1ao., | IUCKYCCUs;
COBPEMEHHOMN noozomoeKa K 3auemy JOKJIAJ,
AJIIEKTPOHHOMN 3aganme 6. VI3yunTh  JIOIOJHUTENBHYIO | COOOILCHHE;
KOMMYHHUKAIUH nuTepaTtypy no teme. PazpaboTarh U BBIOJIHUTE | BOIIPOCHI 110
3alMCh KPaTKOro BeOMHapa 1o Kakoi-mubo TeMe | TeMam/pasenam
(Tema HAy4HOTO UCCIIEIOBAHUS, | JUCHUTLINHBI
npodeccuoHaibHasl TeMa, OJTHa U3 TEM JaHHOTO
Kypca).
Tema 7. MeXIUYHOCTHBIE | npopadomka y4ueOH020 mamepuana, 00K1ao, | JUCKYCCUS,
ACIEKThI JIEJIOBOTO no020moeKa K 3auemy JIOKJIaJ,
3IEKTPOHHOTO OOIIEHUS 3aganue 7. U3yuuTh  JOMOJHUTENBHYIO | COOOIIEHUE;
JUTEpaTypy o TEMeE. Coznarp | BONpoCHI O
npoeccuOHANbHYIO OTKPBITYIO CTpPaHUIly B | TeMam/pasjienam
OJHOM M3 couuanbHbIX cered. IlpousBecTH | AUCHUILIMHBI
HarmojHeHue cTpaHullbl (He menee 10 emuHUI
HaIlOJIHEHHS: HOBOCTH, OIPOCHI, OOCYXICHUS,
MpsIMbIE€ COOOILIEHUS U PEMOCTBI, CTATYCHI).
Tema 8. OTuKa | npopadomka yueoHo20 mamepuana, 00K1ad, | TUCKYCCHS;
ANEKTPOHHOU NIEJIOBOH | ho02omoeKa K 3auemy JIOKJIa,
KOMMYHHUKAIIUA 3ananue 8. VByuuTh  JIONMOJHUTEIBHYIO | COOOIIECHUE;
nuTeparypy no teme. M3yuyuTh KOpIOpaTHBHBIE | BOIPOCHI 11O
CalThl YABSHOBCKUX OpraHu3aiuii (He MeHee 7), | TeMaM/pasenam
BBITIOJTHUTH CPaBHEHUE SI3BIKOBBIX U ITUUYECKUX | JUCIUILTAHBI
XapaKTEePHUCTHUK, BBISIBUTH UMEIOIIHECS
HEJOCTAaTKHU.
[Ipu opraHuzanuu CcamMOCTOSATEIBLHON pabOThl 3aHATHH HCIOIB3YIOTCS

ClIenyroIue 00pa3oBaTeIbHBIC TEXHOJIOTHH:

CaMOCTOATCIIbHAA pa60Ta CTYACHTOB OCHOBAHA4 Ha YTCHHHU 00s3aTeILHON M

I[OHOHHHTCHBHOﬁ JIUTCPATYPbI II0 TCKYI_U;CI\/JI TEMC, BBIIIOJTHCHHMHN TCMATHYCCKHUX

YIPa)XHEHUH,

TBOPYECKHUX

3aJaHuH,

dbopmupoBanre MOPTHOIMO ACIOBBIX

JOKYMCHTOB — PC3IOME, 3adABJICHUC, ICJIOBOC IMMCbMO, JOTOBOP / MCMOpaHAyM O

COTpYJHUYECTBE / KOHTPAKT,

JNOJDKHOCTHASI MHCTPYKLHS,

PYKOBOJICTBO TIO

JKCIUTyaTallM¥, WHCTPYKIMSA [0 NPUMEHCHUIO, MHCTPYKLUSA II0 OXpPAHE TPYy.a,

ITOJIOKEHUE
COLMAJIBHOM CETH U TIp.

II0 TCXHHKCE

6e3zomacHOCTH, TpPOPWIL B
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Teopernyecknii KOMIIOHEHT:

Tema 1. Teopusi 3JEKTPOHHONI KOMMYHHUKAIMM KAK HaIpPaBJIeHUE
COBPEMEHHOM JMHIBUCTHKH

dopmMma npoBeJeHUs: BBOAHOE HHPOPMAIIMOHHOE 3aHATHE, TPAKTUYECKOE 3aHSTHE.
Juckyccus, paboTa B KOMIIBIOTEPHOW JHMHTBUCTHYECKOW JTAOOpPATOPUU: TOUCK U
oOcyxeHne nHPpOopMaIuy 1Mo TeEMeE.

Bonpocvt no meme: BO3HUKHOBEHHE W pPa3BUTHE TEOPUU DIIEKTPOHHOU
KOMMYHUKaMu. [loHATHE ANEKTPOHHON KOMMYyHUKAUU. OyHKIIUU dJIEKTPOHHOU
KOMMYyHUKau. KoMmMyHUKaTUBHBIE Oapbephl P JIEKTPOHHON KOMMYHHUKAIUU:
TEXHUYECKUH, TCUXUYECKUM, COlHalbHbIA. [7no0anbHasi KOMMYHHKaIIMOHHAs
cucrema ceTu IHTepHeT.

Tema 2. SI3bIK0BbBIE 0COOCHHOCTH YJIEKTPOHHOM KOMMYHUKALMH

®dopMa npoBeaeHus: TPYyNHOBOe 00CYXK/I€HHE. 3aHATHE OCHOBAHO HA 00CYXICHUU
uH(pOpMaUK, TMOArOTOBIEHHOM B XOJI€ CaMOCTOSTEIbHOM paldOThl CTYJEHTA.
PaboTa B KOMIBbIOTEPHO! JIMHIBUCTHUUECKON J1a00paTOpuu: MOUCK U 00CYKJIeHUE
uH(pOpMAaIUH TI0 TEME.

Bonpocer no meme: ®ononoruss U npocoaus sA3bika ceTH. MopdosornuecKuit
YpOBEHB U clloBooOpazoBaHue. Jlekcuka u cemanTuka. CHHTaKCHUYECKUN YPOBEHb
M TyHKTyalus. YPOBEHb JIMHIBUCTUKHM TeKcTa. I[IparmaTmyeckuil acmekT,
CETHUKET.

Tema 3. Texunyeckue cpeacTBa 3JIeKTPOHHONH KOMMYHHKALMU.

dopma npoBeeHUs: TPYNIOBOE 00CyXAeHNE. 3aHsATHE OCHOBAHO Ha 00CYKIECHUU
uHbOpMalluy, MOATOTOBICHHOW B XOJ€ CaMOCTOSITENIbHOM paboThl CTYIEHTA.
PaGoTa B KOMNBIOTEPHOM JIMHTBUCTUYECKOW JTAOOPATOPUU: TIOUCK U OOCYKIECHUE
uH(pOpMaIUH IO TEME.

Bonpocet no meme: OnektpoHHas 1outa. (OCOOEHHOCTH KOPIOPATHUBHOU
DIEKTPOHHOM MOYThl. HOpMBI MCIOJIB30BaHMS AJIEKTPOHHOM IOYTHI B JIEJIOBOM
chepe. Aynuocpenctsa JeI0BON 3JIEKTPOHHOW KOMMYHHMKanuu. Bujeocpenctsa
JICJIOBOM AJICKTPOHHON KOMMYHHUKAIIWH.

Tema 4. 7JKaHpbl 1e/10B0# IJIEKTPOHHONH KOMMYHUKALIMA

dopma npoBeeHus: TPYNIOBOE 00CYXKIeHHE. 3aHATHE OCHOBAHO HAa 00CYXKICHUU
uH(pOpMaIUKU, TMOArOTOBJICHHOW B XOJ€ CaMOCTOSITENIbHOW padOThl CTYHEHTA.
PaboTa B KOMIBIOTEPHOU JIMHTBUCTUYECKOMW J1aOOpPATOPUU: MOUCK U OOCYXKICHUE
uH(pOpMaIUK IO TEME.

Bonpocvl no meme: Kanpbl NMCbMEHHOW 3JIEKTPOHHOW JIETOBOM KOMMYHHUKALIMH.
JKaHppl yCTHOM 3JIGKTPOHHOW AEI0BOM KOMMYyHHUKannu. KoMmepdeckue xKaHpbl
(pa3nu4HbIe BUIBI PEKJIAMBI, KOPIIOPATUBHBIE CANTHI U JIp.)
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Tema S. Ucnoab3oBaHHe COUMAJIBHBIX CeTeH IJIs [1eJ0BOH JJIEKTPOHHOMI
KOMMYHHMKAIUA

dopmMma npoBeeHus: TPYNIOBOE 00CYXKIeHHE. 3aHATHE OCHOBAHO HAa 00CYXKICHUU
uH(poOpMaIuU, TOATOTOBICHHOW B XOJI€ CaMOCTOATENbHOW paldOThl CTYJEHTA.
PaGoTa B KOMIBIOTEPHOM JIMHTBUCTUYECKOW JTAOOPATOPUU: TIOUCK U OOCYKICHUE
uHbOpMaIUH TI0 TEME.

Bonpocvr no meme: OcobeHHOCTH MPO(EecCHOHATBHOTO OOIIEHUSI B COIMAIBHOM
CETH. [Ipodeccuonanpubie 00BbeIUHEHUS B COLIMAJIBHBIX CeTsX.
[Ipodeccuonanbubie conuanabHble ceTd. VHTEpHET pecypchl i JI€I0BOTO
obmeHus (nmpodeccuoHanbHbIC CailThl, POPYMBI, YaThl, OJIOTH U AP.)

Tema 6. IIpo0s1eMbI COBpEeMEHHOI 3JIEKTPOHHOH KOMMYHHMKALIMH

®dopMa npoBeaeHus: TPYNHOBOE 00CYXK/I€HHE. 3aHATHE OCHOBAHO HAa 00CYXICHUU
uH(popMalK, MOATOTOBJICHHON B XOJI€ CAMOCTOSTEIBHOM pabOThl CTYJEHTA.
PaboTa B KOMIBIOTEPHOU JIMHTBUCTUYECKON 1aOOpPATOPUU: MOUCK U OOCYXKICHUE
uH(pOpMAaIUH TI0 TEME.

Bonpocet no meme: DNEKTPOHHBIA JOKYMEHT, OJJEKTPOHHAs MOINHUCh U
AJIEKTPOHHBIN JIOKYMEHTOOOOPOT: MpPEeUMyIecTBa W HejocTatku. [IpoGiiembl
nH(OpMAIMOHHON 0€30MacHOCTH B cdepe AeI0BOM KOMMYHUKAIMKU. TeXHUuuecKue
npobisiemsl. FOpuandeckre acneKThl AIEKTPOHHON KOMMYHHUKAIIUH.

Tema 7. Me:KIMYHOCTHBIE ACHEKTHI €JI0BOI0 3JIEKTPOHHOI'0 O0LICHUS

®dopMa npoBeaeHUs: TPYNIOBOE 00CYXKI€HHE. 3aHATHE OCHOBAHO HAa 00CYXICHUU
uHpOpMalluy, MOATOTOBJICHHOM B XOJI€ CAMOCTOSTEIbHOW pPabOTHI CTYy/AEHTA.
PaGoTa B KOMMIBIOTEPHOM JIMHTBUCTUYECKOW JTAOOPATOPUU: TIOUCK U OOCYKIECHUE
uH(pOpMAIUH TI0 TEME.

Bonpocwbt no meme: TunuuHble TPUYMHBI U CIOCOOBI pa3pelieHus] KOH(MIUKTOB
IIOCPECTBOM AIEKTPOHHOMN KOMMYHHUKALUU. ['ennepHbie aCIIEKThI
MEXJIMYHOCTHOM 3JIEKTPOHHOM KOMMYHHKAIIMU B JIEIOBOM cepe.

Tema 8. ITHKA 31EKTPOHHOM 1€/I0BOM KOMMYHUKALNH

dopma mnpoBeneHHUsA: TPyHIoBoe OOCYKIeHUE, 0030pHOE 3aHsATHE. 3aHSATHE
OCHOBAaHO Ha  oOCyXJIeHuu UuH(POpMalWH, TMOATOTOBICHHOM B  XOJe
CaMOCTOATENBLHON padoThl cTyAeHTa. PaboTa B KOMIIBIOTEPHON JTMHTBUCTHYECKOM
JabopaTopuu: MOKUCK U 00CykaeHne uHdpopmanuu mo teme. [loaBeneHrue UToros
Kypca

Bonpocbt no meme: MexayHapoAHble HOPMBI JIEJIOBOM 3TUKU B 3JEKTPOHHOU
KOMMYHUKAIIUH. KoprniopaTusHbie ATUYECKHUE HOPMBI AIEKTPOHHOM
KOMMYHUKALINH.
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IIpakTHYecKkHii KOMIIOHEHT:

IIpakTuyeckasi padora 1. DieKTpoOHHAA MOYTA

Lenv pabomur: 1lonyduTh NMpPaKTUYECKUE HABBIKA PAOOTHI C OOIIETOCTYITHBIMU
MIOYTOBBIMU CEPBEpaMU JJII TMOATOTOBKH, TEpeladyd H MpUeMa JIIEKTPOHHBIX
nuceM. Ha  mpumepe — KiIueHTCKOH — mouroBoid  mporpammbl Outlook
EXpress Hayuutbcss HaAcTpauBaTh M HCIOJNB30BATh JJIEKTPOHHYIO TOYTYy B
cetu HTEpHET.

Cooeporcarue pabomopl. 3aperuCTPUPOBATH TTOYTOBBIN SNTUK HA TIOYTOBOM CEPBEPE
(mampumep, cepBepe mail.ru). Hactpouts mporpammy Outlook mms padotel co
CBOMM DJJIEKTPOHHBIM ITOYTOBBIM SIIIMKOM. [Ipowm3BecTH OOMEH 3JIE€KTPOHHBIMH
NUChMaMH C JPYTUM TIOJb30BaTesneM. [I0ArOTOBUTh M OTHPAaBHUTH AJICKTPOHHOE
MUCHMO TpenojaBaTesnto. 3a/1aTh BEICOKYIO BaXXHOCTh COOOIIIEHUSI.

IIpakTnyeckas padora 2. SI3pIKOBbIe OCOOCHHOCTH  JJICKTPOHHOM
KOMMYHHKAIIUH

Llenv pabomer: CocTaBieHUE HHCTPYKLUHU 110 UCIIOJIB30BAHUIO SI3BIKOBBIX CPE/ICTB
B DJIEKTPOHHOU KOPIIOPAaTUBHOM IIEPEINUCKE

Cooeporcanue pabomoi:

Pa3paboTaTh HHCTPYKLHIO IO UCTOIb30BAHUIO SA3BIKOBBIX CPEJCTB B 3JIEKTPOHHOMN
MIEPENUCKE MEXIYHAPOJHOM KOMIIAHWW. BKIIOYMTH B MHCTPYKIHUIO ITYHKTBI I10
HOpMaM OQOpMJICHUSI JICJIOBOM  KOPPECHOHACHIMU, HOpMaM oOOpalieHus,
yHnoTpeOieHnst MUMEH COOCTBEHHBIX, COKPAIIEHUI U IPYTUX MOJOOHBIX HOPM

IIpakTnueckas  paGora 3. TexHuueckme CpeAcTBa  IJIEKTPOHHOM
KOMMYHHMKAIIUN

Illenv  pabomwi: 03HAKOMIIGHHE C HACTpOMKaMU U  MECCEHIDKEPOB U
BUJICOTPACIISATOPOB, MNPUOOPETEHUsS] HABBIKOB TMPOBEJCHUS BUICOKOH(PEPEHUH,
BeOMHApOB

Cooepoicanue pabomul.

W3yunth HacTpoiiku cucteMbl SKype mnms BuaeocBs3u. [Ipou3BecTH yCTaHOBKY
TapHUTYpbl W BeOKaMmepbl. YCTAaHOBHUTH BHUJCOCBSI3b C IMPEIOJIaBATEIICM.
OpranuzoBaTh Tpynmy Juisi TmpoBeneHus BujaeokoHdepenuuu. [IpoBectn
BUJICOKOH(EPEHITUIO C UCTTOJIH30BAHUEM MTPOTPaAMMBbI BUICOCBSI3H.

IIpakTnueckas padora 4. JPdeKTUBHbIA NOUCK HHPOPMALMM B CETH
WHTEPHET.

Llenv pabomwi: 03HAKOMJIEHHWE C Pa3IMYHBIMU CHOCOOAMHM TIOMCKA JIEJIOBOM
uH(pOpMaIUU B CETH, MOBbILIEHUE 3(P(HEKTUBHOCTH MOUCKA

Cooepoicanue pabomul: BBIIOTHUTH TMOUCK HOBOCTEW, CBS3aHHBIX C MECTOM
paboThI, MPOXOKACHUS MPAKTUKN WM y4eObl B pa3nuuHbIX Opay3epax. CpaBHUTH
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KA4YECTBEHHBIC M KOJWYECTBEHHBIE MNapameTpsl pe3yibTaroB. Hatu m u3yuuth
MH(GOPMAIIHUIO T10 SA3bIKY 3aIPOCcOB. Mcnonap30BaTh sA3bIK 3aIIPOCOB /1711 HOBTOPHOI'O
noucka. CpaBHUTH pe3ysbTaThl.

IIpakTuyeckasi padora 5. Mcnosib30BaHMe CONUAJIBHBIX CeTeH sl 1eJ0BOM
KOMMYHHKAIIMHU

Lenv pabomei: 03HAKOMJICHHE C TPO(PECCHOHATBHBIMH COLMATBHBIMU CETAMHU H
JIPYTUMH peCypcaMu, CO3aHne IpOoQHICH 1 MOMUCOK

Cooeporcanue pabomul: 3apeTHCTPUPOBATHCS B colMalbHbIX ceTsx Linkedln,
[TpodeccHoHATBLPY WK APYTHX. BHIMOIHUTS OUCK CETEBBIX COOOIIECTB B 3TUX H
APYrux  (HECTEIUATU3UPOBAHHBIX  CONMAIBHBIX  CETSX),  BCTYNHTh B
npodecCHOHaIbHBIE COOOIIEeCTBA, MOIMUCATHCA HAa PACCBUIKM HOBOCTEH 10
npo¢eCCUOHATIBHON TEMATHKE

IIpakTnyeckas padora 6. 3ammra JJIEKTPOHHOM IOYTHI, 3alHUTA
3JIEKTPOHHOM JOKYMEHTAUMHU

L]env pabomur: 110ayunTh NPAKTUYECKUE HABBIKU B UCIIOIH30BAHUU MPOTPAMMHBIX
CPEICTB, 00€ClEeYMBAIOUIMX O€30MaCHOCTh AJIEKTPOHHOW MOYTHI IOCPEACTBOM
mudpoBanuss U 1udposoi mnoanucu. Ha mpumepe mnporpammbl Pretty Good
Privacy (PGP) nayuutbhca mmdpoBaTs, JeMIHPPOBATH, TOANUCHIBATH U MPOBEPITH
JIOCTOBEPHOCTh UICTOYHHKA COOOIIECHHUS.

Cooepoicanue pabomol:

CreHepupoBath Mapy KIIOYEH: OTKPBITHIA M JUYHBIIM. OOMEHSTHCS OTKPBITHIMU
KIIOYaMH CO CBOMMH KoppecrnoHaeHTamu. CocTaBuTh, 3amudpoBaTh U
OOMEHATHhCS MHUGPOBAHHBIMU DJIEKTPOHHBIMH COOOIICHUSIMU; paciirdpoBaTh
npuHsAThIe cooOmeHns. CoCTaBUTh, MOAMUCATh U OOMEHSTBHCS DIIEKTPOHHBIMU
COOOIICHUSIMU; TIPOBEPUTH JOCTOBEPHOCTh MCTOYHHKOB COOOIIeHHU. COCTaBUTH,
noAmnucarb, 3amuppoBaTb W OOMEHATHCS JJIEKTPOHHBIMU  COOOILCHUSIMU;
pacippoBaTh MPUHATHIE COOOLIEHUSI M MPOBEPUTH JOCTOBEPHOCTh MCTOYHUKOB
COOOIICHH.

IIpakTnueckas padora 7. HWcnoab3oBaHHe CHCTEM  3JIEKTPOHHOIO
TOKYMEHT0000pOTa

Llenv  pabomubi: [TonyuynTh TpPaKTUYECKHE HABBIKM B  HMCIOJIB30BAHUU
MPOTPAMMHBIX CPEJCTB, 00ECIIEYNBAIOITUX YJICKTPOHHBIA TOKYMEHTOOOOPOT.
Cooepoicanue pabomol:

Peructparus u ycraHoBka jaeMo-Bepcun nporpammbl QFlow. Cozpanue owaiin
dbopm nokymeHTanuud. PaboTa ¢ AJEKTPOHHBIMU JOKYMEHTaMH, XPaHWIHIIAMHU
naHHbeiX. [IpomsBecTm O0OMEH JOKyMEHTAaMH C JAPYTUMH  YYaCTHHUKAMU
KOMMYHUKAIINH, TOMECTUTh JJOKYMEHTHI B 00JIaYHOE XPAHIIIUIIE
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IIpakTnyeckass padora 8. IDTHYeCKHe ACHEKTbl 3JIEKTPOHHOH /eJI0BOM
KOMMYHHKALUH

Llenv pabomwi: CocTaBneHNe UHCTPYKIUK MO BEJECHUIO KOPIOPATUBHOW JEI0BOI
IIEPEIIUCKH.

Cooeporcarue pabomoi:

Pa3zpaboTaTh MHCTPYKIMIO MO COOJIOACHHUIO 3TUYECKUX HOPM B DIIEKTPOHHOMN
NEPENUCKE MEXTYHAPOIHON KOMIAHWU. BKIIOUNTH B MHCTPYKLMIO MYHKTHI IO
HOpPMaM  KOPIIOPATHBHOI'O, TE€HJEPHOTO M MEXHALUUOHAIBHOIO OOUIEHUS U
JPYTUM [OI00HBIM HOpMaM.

CamocrosiTenbHass ~ NOArOTOBKA  CTYACHTOB  IIepel  JIEKUMEH  HOCHT
PEKOMEHJATENbHBI XapaKTep, a OCBOCHHWE Marepuaja M BBIIOJIHEHUE 3a/aHui,
BBIHECEHHBIX HA CAMOCTOATENBHOE HM3yYEHHE INepe] NPAaKTUYECKUM 3aHITHEM,
ABISIETCA  00s13aTeNbHBIM  TpeOoBaHueM. llepen NpakTUHUECKUMHU 3aHATUSMU
PEKOMEHJyeTCsl MPOYMTaTh JIEKUMOHHBIM MaTepual U  COOTBETCTBYIOLIYIO
TEOPETUUYECKYIO JIUTEPATYPY M0 TEME MPAKTUUECKOTO 3aHATHS.

[lpenonaBarens  gaeTr  METOAMYECKHE — YKazaHUs ~ OOy4aeMbIM IO
CAMOCTOSITEIbBHOMY ~ M3YYEHHUIO MpoOJieM, XapakTepu3ys IyTH U CpeIcTBa
JOCTYDKEHUSI IIOCTAaBJICHHBIX IE€pe] HHMH 3a/1ad, BBICKA3bIBAET COBETBI W
PEKOMEHJAIMA TI0 U3YyYEHHIO Y4Y€OHOW JIUTEpaTyphl, CAMOCTOSTEIbHOMY AHAIM3Y
CTY/ICHTaMH TE€KCTOB U BBIIOJIHEHUIO UHBIX TPAKTUYECKUX 33JaHUH.

VYenex u3ydeHus JTaHHOW Y4eOHOW NMCUMIUIMHBI CTYIEHTAMH 3aBUCUT OT
CUCTEMATHYECKOW MHANBUAYAILHOW padOThI MO ee u3y4eHuro. Takas padoTa JOKHA
OBbITh OPUEHTUPOBAHA HA OCHOBATEIbHOE N3yUEHHE MIPOTPAMMBI; BOIIPOCOB K KaXKION
TEME; MPENJaracéMoi JIUTEPATyphl; BBIIOJHEHUIO YIPAKHEHUH U TMOATOTOBKU
OTBETOB Ha ITOCTABJICHHBIE BOITPOCHI.

KonTponupyemas camoctositenpHasi paOoTa HampaBieHa Ha YIIIyOJeHUE U
3aKpeIICHHEe 3HAHUW CTY/ACHTA, pa3BUTUE AHAJUTUYECKUX HABBIKOB 10
npobiemaTuke yueOHOM AUCHUIUIMHGL. [lo/iBeieHre UTOTOB U OLIEHKA pe3yJIbTaTOB
TakuX (OpM CaMOCTOSITENIbHOM pabOThl OCYIIECTBIISIETCS BO BpPEMs KOHTAKTHBIX
4acoB C IPENOAABATEIEM.

[Ipu mnpoBepke caMOCTOATENBHOM pPAaOOTHI CTYAEHTOB Ierecoo0pa3Ho
OPUMEHATb OJIHY U3 CIEAYIOIUX (OpPM KOHTPOJS: YCTHBIM OIpOC, JOKIAL,
CaMOCTOATEJIBHOE UCCIIEIOBAHUE, TECT.

CamocrosiTesibHasi padoTa CTyACHTOB NPEAINOIaracr:

e H3yyeHUE y4eOHOM M HAy4yHOH JHUTEpaTyphbl O IpearaeMbiM mnpodieMam

JIEJIOBOM DJIEKTPOHHONW KOMMYHHUKAIIUU C MOCIEAYIONUM UX OOCYXKIICHHEM

Ha NPAKTUYECKUX 3aHATHSIX;

e COCTaBJICHUE IUIAHOB-KOHCIIEKTOB;
e TOJATOTOBKY COOOIIEHUI U JOKIIAJIOB;
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e TOATOTOBKY JICKTPOHHBIX MTPE3CHTAIINIA;

e BBINOJIHEHUE MPAKTHUECKUX 3aJaHUi U YNpaKHEHUM, oOecreunBarouux
3aKpeIUIeHHEe W YIUIYOJICHHE TEOPETHUYECKUX 3HaHWM, TOJyYEHHBIX Ha
JICKIMSIX U B PE3YJITATE CAMOCTOSITEIHLHONU PA0O0THI 32 KOMITBIOTEPOM.

[IpoBepka BBITIOJTHEHHUS CaMOCTOSITEIIBHOW  pabOThl  MPOBOAWTCS  Ha
ayJIUTOPHBIX 3aHATUAX, BO BPEMsI IPOMEKYTOYHOTO i HTOTOBOTO KOHTPOJISL.

[Ipyn opranmzanuyd CaMOCTOSITEIIBHOW pPabOThl HMCTIOIB3YIOTCS CIICIYIOTHE
oOpa3oBaTeIbHBIC TEXHOJOTHHU: CAaMOCTOSTEIbHAs paboTa BO BpPEMsS OCHOBHBIX
ayJIMTOPHBIX 3aHATUI; CAMOCTOSATEIbHAsl pabdoTa Moj KOHTPOJIEM MPErnoaBaress B
dbopmMe MIaHOBBIX KOHCYJIbTAlUM; BHEAYJUTOPHAsl CAMOCTOSITENbHAsI paboTa Mpu
BBINIOJIHEHUU CTYJCHTOM JIOMAIllHUX 3aJaHui y4yeOHOTO M MPaKTHYECKOTO
XapakTepa.

CamocrosTenpHas paboTa MOXKET OCYIICCTBIATHCA WHIWBHIYAIBHO WU
TPYIIaMA CTYJEHTOB B 3aBHCHUMOCTH OT IIEH, 00beMa, KOHKPETHOW TeMaTHKU
CaMOCTOSATEILHOM pabOTHI, YPOBHS CJIOKHOCTH M YPOBHSI YMEHHUH CTYJCHTOB.

Pexomenoayuu:

1) oBaajeHuWe JAOTMOJHHUTEIbHBIMH 3HAHUSIMH: YTCHHC TEKCTa OCHOBHOM
U JIOTIOJTHUTENILHOM JIUTepaTyphl; OJATOTOBKA K clladye 3a4eTa U JIp.;

2) 3aKkpeluieHHe W CHCTeMaTH3alusi 3HAHMA: paboTa C KOHCICKTOM
JeKIMH; TOBTOpHas paboTa HAJ  ydyeOHBIM  MaTepuajioM  Yy4eOHUKa,
JOTIOJTHUTEIPHOW JIUTEPATYPhI; MOJATOTOBKA OTBETOB HA KOHTPOJIBHBIC BOIPOCHI;
MOATOTOBKA K cJlade 3a4eTa | JIp.;

3) ¢opmMupoBaHWe YMeHHWIii: yMCHHE WU3BJICKaTh HHGPOPMAIMIO U3
Pa3TUYHBIX UICTOYHUKOB U PECYPCOB.
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7. IlepevyeHb BOMPOCOB K 3a4eTy

1. PackpoiiTe moHsATHE U OMUIIUTE (PYHKIIMH FNEKTPOHHOW KOMMYHHUKAIIH
2. OnummTe CymEeCTBYIONIME KOMMYHHUKATUBHBIE Oapbepbl MPU JIEKTPOHHOM
KOMMYHUKAIIUU

w

Onummure ceTh HHTCPHCT KaK I‘JIO63J'II)Hy}O KOMMYHHUKAITUOHHYIO CUCTCMY

&

Onumure 0oco0eHHOCTH (POHOJIOTHH, MOPGOJOTUH M CIOBOOOpa3OBaHUs
S3BIKA CETU

OnummTe S3bIK CETH C TOYKH 3PEHHS UCTIOJIB3YEeMOM JIEKCUKH U CEMAHTHUKHU.
OnuImmTe CHHTAaKCUYECKHEe OCOOCHHOCTH SI3bIKA CETH

Onuiumre runepTeKCTOBbIE 0COOCHHOCTH SI3bIKA CETH

o N oo

JlaliTe onpeieieHue CEeTUKETa U OMUIIIUTE OCOOEHHOCTH €r0 BOBHUKHOBEHUS

U pa3BUTHS

9. OnummTe cHnocoObl HCIOJIB30BAHUS DJIEKTPOHHON TMOYTHI B JEJIOBOM
KOMMYHUKALUU

10.Onumute OCOOEHHOCTM W HOPMBI  HCIOJIb30BAaHUS ~ KOPIIOPATUBHOM
AJIEKTPOHHOM MOYTHI.

11.Ilepeuncnure ayAuoOCpPEACTBA W BHJIECOCPEACTBA JACIIOBOM AJIEKTPOHHON
KOMMYHUKaIMK. PackpoiiTe uxX TOCTOMHCTBA U HEAOCTATKH

12.Ilepeunciute XKaHpbl THUCHMEHHOW W YCTHOW SJICKTPOHHOW J1€JIOBOM
KOMMYHUKaIMK. /JaliTe ©X OCHOBHBIE XapaKTEPUCTUKN

13.Ilepeuncnure KOMMEpYECKHE KaHPbI JIEJI0BOM AIIEKTPOHHOMN
KOMMYHUKAaIMH. /[aliTe ©X OCHOBHBIE XapaKTEPUCTUKN

14.0Onummte 0cOOEHHOCTH MPOQPECCUOHATBHOTO OOUIEHUS! B COLIMAJIBHOM CETH.
[lepeunciure M3BECTHbIE BaM COLMAJIbHbIE NPO(ECCHOHAIBHBIE CETH U
coobmiecTBa. J{aliTe uX OCHOBHBIE XapaKTEPUCTUKH

15.PackpoiiTe cieayrolue MOHATUS: DJIEKTPOHHBIA JAOKYMEHT, 3JIEKTPOHHAas
HOJITUCH U 3JIEKTPOHHBIA JOKYMEHTO000pOoT. ONUIINTE UX MPEUMYIIECTBA U
HEJOCTATKU

16.PackpoiiTe cyTh mpoOieM uH(OpMaAIMOHHOW Oe30macHOCTH B cdepe
NEJT0OBOM KOMMYHHKALIUH

17.0nummTe TEXHUYECKUE U IOPUIUYECKUE TPOOJEMBbl  AIEKTPOHHOM
KOMMYHUKALIUH

18.KakoBbl THUNHWYHBIE NPUYUHBI W CHOCOOBI pa3pelieHus KOHQPIUKTOB
MIOCPECTBOM IEKTPOHHON KOMMYHUKALIUNA?

19.0nummTe  reHAepHblE  ACHEKThl  MEXJIWYHOCTHOM  BJIEKTPOHHOMN
KOMMYHUKAIIMH B IETIOBOU cepe

20.ITepeuncnure MEXIyHApPOIHBIE HOPMBI JCIOBOM OSTUKH B DJICKTPOHHOU

KOMMYHUKAIIMM, a TaKXe€ TUIIMYHbIE KOPIOPATUBHBIE 3TUYECKUE HOPMBI

AJIEKTPOHHON KOMMYHHUKALIMU
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8. YueOHo-MeTOoqUYecKOe U HH(pOPMAINIMOHHOE OOecnieyeHue JUCITUTTIMHBI

a) CIHCOK peKOMeH1yeMoil JINTepaTypbl

OCHOBHas

1. Aarmuiickuil s3IK U1t SKOHOMHUCTOB (Bl — B2) : yueOHMK W mpakTHKyMm s
By30B / T.A. bapanoBckas [u ap.]; oTBeTcTBeHHbIN pepakTop T.A. bapanoBckas. —
3-e¢ uzn., mepepad. u gom. — Mocksa : M3gatensctBo FOpaiit, 2020. — 470 c. —
(Briciiee o6pazoBanme). — ISBN 978-5-534-13759-0. — Tekcr : 3MeKTpOHHBIH //
OBC HOpaiir [caiit]. — URL : http://urait.ru/bcode/466785.

2. Kymmora, A.K. AHrawiickuii s3bIK Uis MeHepkepoB U Jjorucro (B1-Cl) :
y4ueOHUK U npakTukyM Juist By30B / A.K. Kyniosa, JI.A. Kosnosa, FO.I1. Bonbinen;
non obmei penakumerr A.K. KymoBoit. — 2-e u3a., ucnp. u momn. — Mocksa :
NznarenscTBo Opaiit, 2020. — 355 ¢. — (Bricmee o6pa3oBanue). — ISBN 978-5-
534-08147-3. — Texct : nsnexktponnbii // OBC HOpaiit [caitit]. — URL :
http://urait.ru/bcode/450355

3. Ywukwunesa, JI.C. AHIMHCKUN s3bIK B ymnpaBicHuu nepcoHaiom (Bl — B2).
English for Human Resource Managers : yaeOHuK U mpakTuKym juist By30B / JI.C.
Yukunesa, E.B. Jlusckas, JI.C. Ecuna. — 2-¢ usn., nmepepad. u qom. — Mockga :
NznarenscTBo IOpaiit, 2020. — 203 ¢. — (Bricmee o6pa3oanue). — ISBN 978-5-
534-08232-6. — Tekct : nsnexktponnbii // OBC HOpaiit [caitit]. — URL :
http://urait.ru/bcode/451419

JOIMOJIHUTE/IbHAaA

1. Allison, John The Business : intermediate ; student’s book / Allison John, P.
Emmerson. — London : Macmillan, 2017. — 159 p. : ill. — I[Tpuox.: DVD-Rom. —
ISBN 978-1-4050-8369-0.

2. Powell, Mark In Company : intermediate / Powell Mark. — Oxford : Macmillan,
2007. — 142 p. : ill. — ITpunox.: CD-ROM / K. Richardson. — ISBN 0-230-02058-
0.

3. Jones, Leo New International Business English : communication skills in
English for business purposes : student’s book / Jones Leo, R. Alexander. —
updated ed. — Cambridge : Cambridge University Press, 2000. — 176 p. : ill. —

ISBN 0-521-77472-1.
26


http://urait.ru/bcode/466785
http://urait.ru/bcode/450355
http://urait.ru/bcode/451419

4. English for Academics : A communication skills course for tutors, lecturers and
PhD students : In collaboration with the British Council. Book 1 / O.
Bezzabotnova [etc.]. — Cambridge : Cambridge University Press, 2014. — 175 p. :
il. — ISBN 978-1-107-43476-9.

yueOHO-MeToanueckas (papadorannas HIIP, peanusyromumu OIIOII BO):

1. Anekcees, I0.I'. Teopus mepeBoja : MaTepHaibl K CEMUHAPCKUM 3aHATHSAM /
AnekceeB lOpuit I'ennanpeBuu: Yal'y, UMO, ®JIluMC. — Vassanosck: Yal'V,
2017. — 3arn. ¢ skpaHa. — OnekTpoH. TekcToBbie naH. (1 ¢aiin : 201 Kb). — Tekcr :
sanekrponnbii. — URL : http://lib.ulsu.ru/MegaPro/Download/MObject/400

2. XKemuyrona, [0.B. YueOHO-MeTOqUYECKHE PEKOMEHAAIMHU IO OpraHU3aIlu
CaMOCTOSITEJIbHOM palbOThl CTYJEHTOB MO JUCHMIUIMHE «JlenoBas 3yeKTpoHHAas
KOMMYHUKAaLU» JUisl HarpaBiieHus: noarotoBku 45.04.01 «®Punonorus» (ypoBeHb
MarucTtparypbl) npodpuiab  «HOCTpaHHBIE  S3BIKM B MEXIyHapOJHOU
NEeSATEILHOCTHY OYHOM, O4YHO-3a04HOM (opmbl 00yuenusi / FO.B. XKemuyrosa;
val'y, UIMO, ®JIuMCullK. — VaesuoBck : Yal'V, 2019. — 3arn. ¢ 3kpaHa;
HeonyOnukoBaHHbBIN pecypc. — DNEeKTpoH. TekcToBbie AaH. (1 daiin : 5,17 Mb). —
Tekct : AIEKTPOHHBII. — URL :
http://lib.ulsu.ru/MegaPro/Download/MObject/6059

0) IIporpammHoe obecrieuenune

OC Microsoft Windows
OC Anpt Pabouast ctanmus
Moit opuc CtanaapTHbIi
AHTunaaruar

B) IIpo¢eccuonanbubie 02361 JAHHBIX, HH(POPMALIMOHHO-CIIPABOYHbIEC
CHCTEMBI

1. D1eKTPOHHO-0MOIHOTEYHbIE CHCTEMBbI:

1.1. IPRbooks : snexkTpoHHO-OMONMOTEUHass cucTeMa : cailT / rpymnmna
komranud Al Ilm  Ap Memgma. - Caparos, [2021]. - URL:
http://www.iprbookshop.ru. — Pesxum mocTyma: ajist 3aperucTpup. Mmojb30BaTelek.
- TeKCT : 3EKTPOHHBIMN.

27


http://lib.ulsu.ru/MegaPro/Download/MObject/400
http://lib.ulsu.ru/MegaPro/Download/MObject/6059
http://www.iprbookshop.ru/

1.2. IOPAUT : snextpoHHO-GM6GNMOTeuHas cucTema : caiit / OOO
DrexTpoHHOe n3natenscTBo FOPAWT. — Mocksa, [2021]. - URL: https://urait.ru. —
Pexxum gocTyna: Il 3aperucTpup. mojb3oBaresei. - TeKCT : 3JeKTPOHHBIH.

1.3. KoHCynbTaHT CTyZEHTa : 3JEKTPOHHO-OMOIMOTEUHAsI CUCTeMa : CaT /
000 [TonuTexpecypc. — Mockaa, [2021]. — URL:
https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexwum nocrtyma: mjis 3aperucTpup.
IIOJIb30BaTeNEN. — TEKCT : JIEKTPOHHBIMN.

1.4. KoHCynbpTaHT Bpaua : JJIEKTPOHHO-OMOJIMOTEYHAss cucTema : calT /
OOO Beicmias mKoJa OpraHW3AalMA W YIPABJICHUS 3APaBOOXPAHCHUEM-
KommmekcHBI MEIMIIMHCKHM KOHcanTHHT. — MockBa, [2021]. — URL:
https://www.rosmedlib.ru. — Pexwum goctyma: ajis 3aperucTpup. Mojb30BaTeleh. —

TeKCT : 3JIIEKTPOHHBIN.

1.5. Bonpmas MemuuuHCcKass OMOIMOTEKA :  AJIEKTPOHHO-OMOIMOTEUHAs
cucrema : caiir / OOO bykan. — Tomck, [2021]. — URL: https://www.books-
up.ru/ru/library/ . — Pexxum nmoctyma: asist 3apeructpup. noib3obareieid. — Tekcr :

AJIEKTPOHHBIM.

1.6. Jlans : anekTpoHHO-OMOMMoTeyHas cucrema : cailt / OO0 DbC Jlanb. —
Canxkr-IlerepOypr, [2021]. — URL: https://e.lanbook.com. — Pexxum moctyna: s
3apEruCTPUp. MOIb30BaTENIECH. — TEKCT : ANEKTPOHHBIM.

1.7. Znanium.com : aieKTpoHHO-OMOIMOTeuHas cucrtema : cait / OO0
3nannyM. - Mocksa, [2021]. - URL: http://znanium.com . — Pexxum moctyna : s
3apPEruCTPHUP. MOIB30BaTENEH. - TEKCT : AIEKTPOHHBIM.

1.8. Clinical Collection : koJeKuus s MEIUIIUHCKUX YHUBEPCUTETOB,
KIMHUK, MenunuHcknx Oubmmorek // EBSCOhost : [mopram]. — URL:
http://web.b.ebscohost.com/ehost/search/advanced?vid=1&sid=9f57a3e1-1191-
414b-8763-e97828f9f7e1%40sessionmgrl02 . — Pexxum goctyma : Ui aBTOPHS3.

MOJIb30BaTENEN. — TEKCT : JIEKTPOHHBIMN.

1.9. Pycckuil 43bIK Kak WHOCTPAHHBINA @ 3JIEKTPOHHO-O00pa30BaTEIbHBIM
pecypc mjisi MHOCTpaHHBIX cTylaeHToB : cat / OOO Kommanus «A#u Ilu Ap
Menua». — Capatos, [2021]. — URL: https://ros-edu.ru. — Pexxum mocryma: s
3apErUCTPUP. NOJIb30BaTeNIeu. — TEKCT : AJEKTPOHHBIM.

2. Kouncyabrantllinwc [DneKTpoHHBIM pecypc]: crmpaBoyHas MpaBOBas
cucrema. /OO0 «Kouncynprant Ilmoc» - DOnektpoH. npaH. - MockBa
Koncynsranrllntoc, [2021].

3. ba3bl JaHHBIX NEPUOAUYECKUX U3TAHUIN:

3.1. baza naHHbBIX EPUOAMYECKUX U3AAHUM : dNIEKTPOHHBIE )KypHabl / OO0
MBUC. - Mocksa, [2021]. — URL.: https://dlib.eastview.com/browse/udb/12. —
PexxuMm ntocryna : it apTopu3s. moab30Baresie. — TEKCT : AIeKTPOHHBIM.
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https://www.studentlibrary.ru/cgi-bin/mb4x
https://www.rosmedlib.ru/
https://www.books-up.ru/ru/library/
https://www.books-up.ru/ru/library/
https://e.lanbook.com/
http://znanium.com/
http://web.b.ebscohost.com/ehost/search/advanced?vid=1&sid=9f57a3e1-1191-414b-8763-e97828f9f7e1%40sessionmgr102
http://web.b.ebscohost.com/ehost/search/advanced?vid=1&sid=9f57a3e1-1191-414b-8763-e97828f9f7e1%40sessionmgr102
https://dlib.eastview.com/browse/udb/12

3.2. eLIBRARY.RU: nayunas snektponHas 6mbnuoreka : caiir / OOO
Hayunas DnexktponHas bubdaunoreka. — Mocksa, [2021]. — URL: http://elibrary.ru.
— PexxuM noctymna : i1 aBTOPU3. NOJIB30BATENECH. — TEKCT : 3JIEKTPOHHBIN

3.3. «Grebennikon» : snekrponnas Oubmmorexka / WMJ| I'peObeHHUKOB. —
Mocksa, [2021]. — URL: https://id2.action-media.ru/Personal/Products. — Pexxum
JIOCTYIIA : ISl aBTOPHU3. MOJIb30BaTENCH. — TEKCT : 3JIIEKTPOHHBIN.

4. HanuoHnaJibHasi 3JIeKTPOHHAs1 OUOJIMOTEKA : DJICKTPOHHASI OMOIHOTEeKa

denepanbHas TOCymapCcTBeHHass WHGOPMAIMOHHAS CHCTeMa :© CalT /
MunuctepcTBo KynbTyphl P® ; PI'B. — Mocksa, [2021]. — URL.: https://H36.pd. —
Pexxum poctyma : s moJsib3oBatenied HaydyHou Oubmuoreku. — Tekct
BJICKTPOHHBIMN.
5. SMART Imagebase // EBSCOhost : [mopram]. - URL:

https://ebsco.smartimagebase.com/?TOKEN=EBSCO-
1a2ff8c55aa76d8229047223a7d6dc9c&custid=s6895741. — Pexxum poctyma : Juis
aBTOPU3. MoJb30BaTeneil. — M300pakeHue : JIEeKTPOHHBIE.

6. ®egepanbHbie HHPOPMANHOHHO-00PAa30BaTe/IbHbIE OPTAJbI:

6.1. EnuHoe okHO JocTyma K 00pa3oBaTelbHBIM pecypcaMm : deaepaabHbIi
noptain / yupeautens @TAOY JII1O LPI'OIT u UT. — URL: http://window.edu.ru/
. — TeKCT : AMEeKTPOHHBIN.

6.2. Poccumiickoe oOpa3zoBanme : (QeaepanbHbI TOpTAT / ydpEAUTENb
®I'AOY JITO LPI'OIT u UT. — URL.: http://www.edu.ru. — TekcT : 3JIEKTpOHHBI.

7. O6pa3oBaresbHbIe pecypebl Yal'y:

7.1. DnexktponHas oubmmoreka Yal'V : momyns ABUC Mera-I1T1PO / OO0
«Jlata Dxkcnpecce». — URL: http://lib.ulsu.ru/MegaPro/Web. — Pexum mocrymna :
JUUISL TIOJTh30BaTeNIe HAydYHOU OMOIMOTEKU. — TEKCT : 2JIEKTPOHHBIM.
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9. IlpuMepHbIii aHAJIN3 0(PULIHMAIBLHO-1ET0BBIX JOKYMEHTOB

IIpoananusupyiime 0okymenmsi, npogeoume OYeHKy CmpyKmypbl U UCHOIb3YEMbIX
A3bIKOBLIX CPEOCME: YCMOUYUBLIX JeKCUYECKUX BbIPANCEHUU, KIULUUPOBAHHBIX
@pas, cummakcuyeckux KOHCmpykyuti (¢ ucnonvzoganuem | 6e3 ucnonvzosanus
CcmpaoamenbHo20 3a102a, MOOAILHBIX 21A20N08, NPUUACMHO20 U 0eenputacmHo2o
000pOMos U M.0.) 8 HUNCENPUBLOCHHBIX OPUYUATLHO-0EN08bIX OOKYMEHMAX:

LETTER OF UNDERSTANDING
BETWEEN WESLEYAN COLLEGE (MACON, GA, USA)
AND ULYANOVSK STATE UNIVERSITY (ULYANOVSK, RUSSIA)

This letter of understanding between Wesleyan College (Macon, GA, USA) and
Ulyanovsk State University (Ulyanovsk, Russia) signifies the commitment to a
relationship that facilitates and encourages the exchange of students between the
two institutions. For mutual enhancement of the educational process and
international understanding, the parties agree upon the following exchange terms:

1. The two institutions will endeavor to exchange an equal number of
undergraduate students over the term of this agreement. It is expected that one or
two students from each institution would enter this exchange per year with any
imbalances in a given year corrected during the following two years. The normal
period of exchange will be a semester or academic year. Imbalances may be
corrected through the hosting of groups at a cost equivalent to the monetary
amount of tuition scholarships provided. Additional students are welcome to apply
for exchange without the benefits of any tuition exchange scholarships.

2. Applicants for exchange will apply to, and are recommended by, their home
institution according to criteria and regulations developed by the home institution
to include a minimum grade point average of “B” or 3.0 on a 4.0 scale and a
minimum TOEFL score of 550. A complete set of application material will
normally consist of the receiving institution’s application, official copy of an
academic transcript, and two letters of recommendation by two faculty members of
the sending university who are acquainted with the applicant. The receiving
institution reserves the right to determine the final eligibility of each student
nominated.

3. Exchange students will remain registered at their home institution and pay
tuition and other fees required by their home institution. Exchange students may be
obligated, if deemed necessary by the host, to pay special fees required by the host
institution (such as incidental fees paid by most students). Computer equipment
issued by Wesleyan College to any Ulyanovsk State University student must be
returned prior to the end of the academic year.

4. Each hosting institution shall provide reasonable support to exchange students in
acquiring an appropriate visa.
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5. Each hosting institution agrees to provide all visiting exchange students with
housing if on-campus housing is available. All expenses associated with round-trip
international travel, visa fees, room and board, living expenses, books and
mandatory health insurance and the responsibility of the visiting students.

6. Exchange students are to follow all the rules and regulations of the host
institution. Participating students will be subject to the policies and procedures of
the host institution and will be provided with the full range of services including
academic advising and access to academic and recreational facilities on the same
basis as other students not covered by this agreement.

7. The host institution will assess the course work of the exchange students
according to normal practices and provide a complete record of each student’s
course work at the end of the student’s study at the host institution. Both
institutions agree that academic work accomplished during the exchange will be
applicable to the student’s degree program, provided that the student has secured
approval in advance from the pertinent unit at the home institution. Exchange
students may not withdraw from the program without permission from the home
institution. The home institution should officially notify the host institution of the
student’s withdrawal if approved.

8. This agreement is subject to revision by mutual consent and will be in effect for
five years from the date of signing. Either party reserves the right to terminate this
agreement upon six months’ written notice.

Name Name

President President

Wesleyan College Ulyanovsk State
University

(Macon, GA, USA) (Ulyanovsk, Russia)

Date Date
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CONTRACT
Supplier: Nybo Furniture Company
Buyer: Regional Bank Saltillo

Contract:

1. Definition of Terms:

a. “Products” refers to all those items listed on the price listing sheet and any item
supplied by Nybo Furniture Company hereinafter.

b. “Supplier” refers to Nybo Furniture Company

c. “Buyer” refers to Regional Bank Saltillo

d. “Stock” refers to the items purchased by the Buyer.

2. Duration of the Contract

a. The contract enters into effect on the date it is signed by each Party and has a
fixed term ending on December 31%, 2016. This Contract may be altered at any
time by the Supplier to suit availability of product and shipment.

b. The Contract can be terminated at any time by the Supplier and any deals made
heretofore become null and void, at no extra cost to the Supplier. The Supplier is
not liable to pay any compensation to the Buyer.

3. Delivery

a. Once the stock has left the Supplier’s warehouse, the Supplier relinquishes
responsibility hereinafter and the Buyer assumes full responsibility of the stock and
is liable to pay for any damage caused during the loading, transportation and
unloading processes. Any damage to the products cannot be held accountable on
behalf of the Supplier.

b. One condition is that the Supplier must receive payment in full before any items
can be dispatched. If the Supplier has not received the payment in full, the Supplier
is permitted to hold the items in its warehouse without release.

4. Price

a. The price agreement between the two Parties, Supplier and Buyer, is fixed
for six months and hereinafter renegotiated by the Supplier and the Buyer. The
Supplier and the Buyer will discuss any additional costs proposed by the Supplier.
b. Defaulting on a payment is subject to a penalty of 25% of the product cost. If
the Supplier is unable to fulfill an order, the Supplier is subject to a penalty of 25%
of the product cost.

C. The purchase price for the relevant office furniture delivered is to be fulfilled
and paid within one day from the date of invoice for the delivery.

Nybo Furniture Company (Supplier) Regional Bank Saltillo (Buyer)

Date Date
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IIpumepHbIii 00pa3en aHAIM3a 0PUIHMATBHO-1EJ0BBIX TOKYMEHTOB

Bce 10oroBophl M KOHTpPakThl HMMEIOT OOIMME YEepPThl, SBISACH KAHPOM
o(UIIUAIBHO-JIEJIOBOTO CTHJIS, @ HMEHHO: JIOTMYHOCTh, 0€33MOIIMOHAIBHOCTD,
TPaIUIIMOHHOCTh, O€3JIMYHOCTh, TOYHOCTh W YETKOCTh BBIPAKECHHUS MBICIIH,
OTCYTCTBHE 00pPa3HOCTH U CyOBEKTHBHBIX OIICHOK.

B mpomecce ananmza OBUIO BBISABJICHO, YTO JJISI IOTOBOPOB U KOHTPAKTOB
TUTIAYHO WCIOJIb30BaHUE COKparieHuil u abopeBuatyp. OHH TPUMEHSIOTCS IS
0003HAUEHUs HAMMEHOBAHWUW OpraHu3alliii M NPEeINpUATAN, AN TOPTOBO-
PKOHOMHMYECKHUX TEPMHUHOB!

LLC (Limited Liability Company) — O6wecmeo ¢ oepanuuennoii omeemcmeenHocnmvio
JSC (Joint Stock Company) — Akyuoneprnoe obwecmeo

PSRN (Primary State Registration Number) — Ocnosnoti 2ocyoapcmeennbviil
pecucmpayuonuwiii Homep (OI'PH)

TRRC (Tax Registration Reason Code) — Koo npuuunst nocmanosku na yuem (KIIII)

Jlexcuueckre OCOOEHHOCTH JOTOBOpAa M KOHTpaKTa JIOCTATOYHO OOIIHUPHBI.
[Ipexxme Bcero, 37eCh MOXXHO OTMETHTh HCIOJB30BAHWE TEPMHUHOB U
po(eCCHOHATN3MOB B COOTBETCTBHUU C TEMAaTHKOW W COJIEpP)KaHHEM JTOKYMEHTA.
Kpome TOro, OBUTM OTMEUEHB KIWIIMPOBAHHBIE (pa3bkl W CTaHIAPTHHIC
BBEIPDOKCHHSI, C IIOMOINBIO KOTOPBIX BBOJATCA TakKWe O00S3aTeIbHBIC ITYHKTHI
JIOTOBOPOB, Kak MpaBa 1 00s3aHHOCTU CTOPOH, OTBETCTBEHHOCTh CTOPOH.

Cpean rpamMMaTHYECKUX OCOOCHHOCTEHW TEKCTa JOroBOpa M KOHTpPaKTa
BBIJICJISIFOTCSL  CIIOCOOBI BBIPKEHMS JOHDKCHCTBOBAHUS, @ HMMEHHO MOJATbHBIN
riarou “to be to™:

The Turkish Party is to pay for the shipped by the Russian Party goods. —
Typeyxass cmopona oniauusaem cmoumMocms nocmasiiemozo Poccutickot
Deoepayueit mosapa.

Jlnst  BbIpakeHMsI JOHKCHCTBOBAHHUS YACTO HCIONB3YIOTCS MOJIAaJbHBIC
rinarojsl “shall” u “should”.

[Ipu anHamu3ze JOoroBopa MW KOHTpPaKTa OBUIO OTMEYEHO IIMPOKOE
WCIIOJIb30BAHUE CJIO)KHOCOUYMHEHHBIX M CJIOKHOTOJYMHEHHBIX MPEJIOKEHUH.
[TpocThie IpeaTOKEHHS TaK)Ke BCTPEUAIOTCS JTOBOJIBHO YacTO, HO OHH OCJIO’KHEHBI
BBOJHBIMH CJIOBaMH ¥ BBIPOKCHHUSIMH, TIPUYACTHBIMH U JCCIPUYACTHBIMU
o0opoTaMu, OJHOPOJIHBIMH WICHAMH TPEIOKEHUs. Takke ObUIO BBISBICHO
WCIIOJIb30BAHUE CTPaJaTeIbHOTO 3ajora, TrjaBHas OCOOEHHOCTh KOTOPOTO
3aKJIFOYAETCS B €r0 CIIOCOOHOCTHM 0003HA4yaTh JIEWCTBHE B OTBJICUYCHHOCTH OT
cyobekTa. CTpasarenbHbIM KOHCTPYKIMSAM MpHCylle 0000IIEHHOE YyKa3aHHe Ha
NneicTBUEe Kak Ha (akT (a HE Ha TOCTyNaTeIbHBIM Mporecc) 0e3 yTOYHEHUs
CyOBEKTa, HO TIPH BBIJABMIKEHUHN Ha TICPBBIN IJIaH CAaMOTO JICUCTBHS M €T0 O0BEKTA.
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EAST "TSRIN'N'ES SEERE STATEB UNIVERSITY
Office of the President * Box 70734 « Johnson City, TN 37614
Phone: (423) 439-4211 » Fax: (423) 439-4004
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July 27,2010

Ulvanovsk State University
Acting President

42 Leo Tolstoy Str.
Ulyanovsk 432970
Russia ’

Dear Acting President

As East Tennessee State University prepares for the return of students for the fall 2010
semester, I am delighted to share some exciting news with you and our other international -
partners. On October 1, 2010, ETSU will begin its Centennial celebration, commemorating 100
years of teaching, research, and public service in our region and state, across the nation and
around the globe. We opened our doors in 1911 as a teachers college, with an enrollment of 29
students. Today, that number approaches 15,000. While we have remained true to our original
mission to prepare educators for the classroor, we now offer more than 100 undergraduate,
graduate, and doctoral programs through 10 colleges and schools.

I am writing to invite you to be part of this special celebration. Enclosed is a lapel pin
that features our Centennial logo, which is also available at www.etsu.edu/100years in the event
you wish to use it on letterhead, publications, posters, websites, or banners where East Tennessee
State University’s name is mentioned.. In addition, any congratulatory letters, proclamations,
signs, or banners that you are able to send to ETSU will be displayed on campus throughout the
year for all students, employees, and visitors to see. Those may be sent to my office, at the
address on this letterhead.

Our ability to form partnerships with other hxgher education institutions has greatly
contributed to our success during the past 100 years. Thank you for being part of our history. I
consider it a special honor to have you as our partner as we begin this historic celebration. Best

wishes!
Sincerely,

folt 7}

Paul E. Stanton, Jr.
President
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§ MASARYK UNIVERSITY
S

Brno, August 27,2010

Dear Sir / Madam, '

on behalf of Petr Fiala, Rector of Masaryk University, you are cordially invited to attend the
grand opening of the University Campus Bohunice, scheduled to take place on Thursday 23
September 2010 at 2 PM outside the main campus entrance (Kamenice 5, Brno Bohunice).

A major milestone in the life of Masaryk University, the ceremonial occasion represents the
crowning achievement of six years of construction at the Bohunice campus — the most extensive
higher education construction project in Central Europe. Covering an area of over 100 acres,
Masaryk University’s modern educational, research and development centre has now reached full
capacity, currently accommodating 5,000 students and approximately 1,000 university employees.
Following the official ceremony, you are cordially invited to inspect the new grounds and facilities.

Please confirm attendance with Ing. Simona Brancikovd by 15 September 2010 by email at
brancikova@rect.muni.cz. Please bring this invitation with you and present it at the reception.

-

MASARYK UNIVERSITY ¢ Zerotinovo ndm. 617/9, 601 77 Brno, Czech Republic
Phone: +420 549 49 1111 » Fax: +420 549 49 1070 « info@muni.cz * www.muni.cz
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MARAT

SIINCE 1926

AS MARAT

QUALITY MANUAL

01.11.2006
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1. GENERAL GUIDELINES AND RULES

Design rights

AS Marat has the exclusive rights over the designs, drawings, styles and pattern of the
product. Suppliers must to the fullest agree that they shall not at any time use these
designs, drawings, styles etc.

The supplier undertakes not to sell to other parties any merchandise having any trade
mark belonging to AS Marat stitched or glued to them.

Subcontracting

Any subcontracting must be approved by AS Marat.

2. GENERAL AND IMPORTANT CHECK LIST FOR AS
MARAT ORDERS

* ORDER SENT FROM AS MARAT SHOULD BE CONFIRMED, BY MAIL
OR FAX, WITHIN 7 DAYS FROM UPON RECEIPT.

* STYLE SAMPLE; TO BE SENT WITHIN REQUESTED DELIVERY
DATE, AS STATED ON ORDER SHEET. STYLE SAMPLE CAN BE
MADE IN AVAILABLE MATERIAL.

e SIZE SET; TO BE SENT WITHIN REQUESTED DELIVERY DATE, AS
STATED ON ORDER SHEET. SIZE SET CAN BE MADE IN AVAILABLE
MATERIAL

* COUNTER SAMPLE; TO BE SENT WITHIN REQUESTED DELIVERY
DATE, AS STATED ON ORDER SHEET. COUNTER SAMPLE TO BE
MADE IN PRODUCTION MATERIAL & PRODUCTION ACCESSORIES
AND SHOULD BE CORRECT LABELED TO ENSURE CORRECT
POSITION. COUNTER SAMPLE SHOULD BE SENT IN EACH COLOUR
STATED ON ORDER SHEET. AS MARAT ORDER IS VALID ONLY
WHEN WE HAVE APPROVED THE COUNTER SAMPLES AS WELL AS
CONFIRMED THE WASHTEST-OF THE SAME. COUNTER SAMPLES

° PRODUCTION SAMPLE; TO BE SENT WITHIN REQUESTED
DELIVERY DATE, AS STATED ON THE ORDER SHEET AND MUST

(V5]
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ALWAYS BE SENT AND APPROVED BY US IN GOOD TIME BEFORE
SHIPMENT. PRODUCTION SAMPLES.

PHOTO SAMPLES; TO BE SENT WITHIN REQUESTED DELIVERY
DATE, AS STATED ON THE ORDER SHEET. PHOTO SAMPLES
PREFERABLE TO BE SENT IN CORRECT MATERIAL, COLOUR AND
ACCESSORIES,OR AS LOOK ALIKE AS POSSIBLE.

DELIVERY DATE TO BE FOLLOWED ACCORDING TO ORDER
SHEET. IF NOT POSSIBLE TO COMPLY TO OUR AGREEMENT, AS
MARAT MUST IMMEDIATELY BE INFORMED OF THIS FACT, SO
THAT ALTERNATIVE ARRANGEMENT CAN BE MADE. AS MARAT
RESERVE THE RIGHT TO CLAIM FOR LOST SELLING WEEKS. IF
NOTIFICATION OF DELAY HAVE NOT BEEN RECEIVED, WE
RESERVE THE RIGHT TO CANCEL.

PARTIAL SHIPMENT WILL ONLY BE ACCEPTED WHEN SO
AGREED WITH BUYER.

COLOUR LAB DIPS; SHOULD ALWAYS BE SENT FOR OUR
APPROVAL AND WITHIN REQUESTED DELIVERY DATE, AS
STATED ON ORDER SHEET.

ACCESSORIES; TO GARMENT/PRODUCT SHOULD ALWAYS BE
SENT SEPARATELY FOR OUR APPROVAL OF QUALITY, STYLE AND
COLOUR. SHOULD BE SENT IN GOOD TIME BEFORE COUNTER
SAMPLE.
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3. JERSEY QUALITY STANDARDS AND
REQUIREMENTS

The purpose in specifying general quality requirements is to guarantee integrated
conception of requirements referred for garments.

Definitions of quality grades:

A grade— garments which corresponds to all requirements

B grade — garments with defects which has small utilization value

C grade — garment which doesn’t have utilization value!
Visual defects of fabrics- all defects which are visible during fabric inspection process
and which may cause defects in ready made garments. 3

3.1 REQUIREMENTS FOR FABRICS

3.1.1 Main requirements for fabrics

Test Standard number | Standard value
Finished fabric weight, gsm [ISO 3801 f +/- 5% j
Width, cm ISO 3932 +/-3cm

+/- 1em for ringspun fabrics
| +/- 2em

Length, cm [1ISO 3933
Washing fastness: ISO 105-C01 — ISO105-C05
colour change:
staining:
Rubbing fasness: ISO 105-X12
dry:
wet:
Residual shrinkage| ISO 6330: [SO 5077; 1SO 3659]
length, %

width, %
Perspiration fastness ISO 105-E04
colour change: 4-5
staining: 4

Whiteness index BERGER 150 ©
Composition Weighing test %
Light fastness - ISO 105 B02 4
[1ISO 3071 475

W
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3.1.2 Other requirements for fabrics

Characteristic*

|
|

Method

L

| Requirement

Formaldehyde (ppm)

ISO 14184-1
SFS 4996-1997

1) baby — 20ppm 2) indirect contact with skin
— 100 ppm 3) with no direct contact with skin

| —300 ppm.
Pilling resistance ISO 129472, | » 2000>/=4
MARTINDALE » 3-> without enzyme treatment
» 4> with enzyme treatments

BS 2819. AATCC 179 [3%

No needle holes are authorized

Twisting/spirality
Holes in a doth from a ! Standard ~ of  knitting

sewing needle factory
Colour Fastness to ISO 105-X12, ISO 105- |3
| rubbing wet A03

| OKO-TEX standard 100

Other harmful substances | OKO-TEX standard 100
Unpleasant smell | Sense of smell is used

| It is not authorized

3.2 REQUIREMENTS FOR MATERIALS

3.2.1 Chemicals

All chemicals used in production process must respond to OKO-TEX 100 standard

requirements.

3.2.2 Sewing materials

N A {0

Characteristic

' Method

Requirement

Sewing thread ) Colour fastness f ISO 105-C06; 1SO105-X12

‘ 4

Zipper

t\/laterial ,

From stainless material,
nice-free

Colour fastness ’ ISO 105-C06; 1ISO105-X12

4

%

|

Zipper-tab Opening and closing the Must loosely slip on upper+ under |
sliding zipper side ‘_‘
Zipper-tab locking Automatical locking |
Buttons+ other | Material Metallic buttons, press buttons |
fasteners and other accessories must be
from stainless material, |
nicle-free
Strings; bands, | Colour fastness ISO-105-C06; ISO105-X12 4
laces etc..
[nter linings Colour fastness ISO 105-C06; ISO105-X12 | 4

Stickiness

and fillings Thermo-pressing

Must stick on hole area of surface

Deviationsin | ISO105 C06,1S0105-X12
measures ol

5%
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3.2.3 Ready-made clothes

lTand I7 sectio;z of clothes

L T-shirts, blouses, jumpers

/f“*”‘:z

L Trousers W L Skirts j

iz

[\

L : Underpants
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Visual defects
= O

Requirement for A

Characteristic Method
grade
| Thinning Visual observation | The structure of fabric

must be even in

@ stretching process

8 Thickening Measurement I sct. — not allowed

< II'sct. — 1 cm length, max.

£ 2x yarn thickness

> | Soiled or colored Visual observation | Defects are not visible in

yarn in fabric

horizontal loop
rows, thick

Machine strias, thin

horizontal loop rows

different in

Needle line which is

neighbouring, loop

Defects of horizontal loop
rows and vertical loop

pillars

Incorrect structure of
fabric

Foliation

Blotch j

Fractures, creases j

Shade difference

Dyeing- and
finishing

Colour multiplicity

Not enough print

Too much print

Spreading of print

Print sprays

checking the single-layer
fabric

Slightly noticeably

Not allowed

Not allowed

Slightly noticeably

Not allowed

Slightly noticeably

Slightly noticeably

Slightly noticeably

Not allowed

Not allowed

Not allowed

I'sct. — Slightly
noticeably
IT sct. — single spots in 3

areas up to & 2 mm

Design displacement

Measurement

Not allowed

Mark of print frame

Visual observation

Slightly noticeably

Uneven hairyness

(bruise)

Bruise Visual observation Slightly noticeably
Open loop Not allowed

Hole Not allowed

Slightly noticeably

’_ r Print defects

Slanting BS 2819, N.F.G07-163 | Up to 2% from the
length of the garment

Stain Visual observation Not allowed

Other defects Slightly noticeably
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Seams
[

| »: . *
| Characteristic
|5

l Requirement [

Overlock / joining-seam length

| 0.5cm ]

Seams with
defects

== Coverlocked seams The edge of fabric must be seized with both needle lines,
R E but cannot reach under the stitching (or only evenly until
} <2 mm)

@ Stitching tension Single stitch machine.....20 — 22 stitches / Scm
%D Coverlock weeenn 222 - 24 stitches / Scm
5 Overiock....................22 - 24 stitches / 5cm
= Teasion of buttonhole | The cut edge of buttonhole must be covered with thick
& | stitches.
Z Tension of blind stitches ‘ 18 - 20 stitches/ 5 cm, stitches cannot be visible on the
& | outside of the garment
% Circular seam | The stitching line of the beginning+ending seam must be
E over one another; the ending of coverlock must be sewed
% ‘ over 2 cm
= The bottom hem of a garment | Must be end at the left side
2 Crossing seams | Must be over one another, max difference 0.5 cm
= Sleeve hem | Must be ended at side seam
= Open threads | Not allowed

Missing stitches | Not allowed

| Open seam | Not allowed
Pleats on seams Not allowed
Curved seam The length of seam < 30 cm — 0,1 cm

The length of seam > 30 cm — 0,2 cm

Stretched-out or shrinked seams | Not allowed
Sewing damages (needle holes) | Not allowed
_ .= | Fastenings of accessories Must be firmly fixed
g S 2 (buttons, zippers, press-buttons, | No sharp edges allowed
E & 3 | eyelets, buckles, velcros, Must function correctly
= & | decorative fastenings)
Measures
|
Characteristic Method

Allowed deviations in

measures

Requirement for A grade garments ’
!

Measurement ength +/- 1,0 cm

Width +/- 1,0 cm.
Smaller measures +/- 0,5 cm
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4. ACCESSORY QUALITY STANDARDS

General

All sorts of accessories must be in workine order and fulfill the same requirements

as the fabric, concering durability, colourfastness and dimensional stability.

Trimmings (prints, emblems, applications etc.) must fulfill the same requirements
as the fabric, concerning colourfastness, dimensional stability or other changes,
which influence the appearance or function after laundering or use.

Accessories like shoulder pads, elastics etc shall be shade adjusted to the fabric if
no other instructions are given.

Wrong labels and wrongly placed labels is not acceptable

Unmatched sewing thread on ready garment or when sewing labels is not
acceptable

Misplaced or unmatched identification is not acceptable.

Interlinings shall be shade adjusted to face fabric and fulfill the same requirements
as the fabric, concerning colourfastness and dimensional stability.

Fusible interlinings must not show visible glue points on fabric and the adhesion
must be durable after use and laundering/dry cleaning.
Interlining and face fabric must correspond with each other.

Metal or plastic items may not contain nickel, cadmium, formaldehyde and may
not cause skin irritations or toxic reactions. Metal items may not cause rust.

10
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5. READYMADE GARMENT QUALITY STANDARDS

Appearance *

Patterns with squares or stripes shall be adjusted on the sleeves and if possible
match the adjusted side seams. Otherwise according to order instructions.

Untrimmed and loose threads must be removed from inside and outside garment.
The garment shall be free of stains, dirt and oil.

Odour from print etc causing irritation will not be accepted.

All yarn knots must be tied at edges not in the middle of a panel.

Weaving or printing faults, barré effects and slubs are not acceptable.

Colour shading within one garment is not acceptable.

Knitting faults, drop stitches, knots and foreign yarns/fibres is not acceptable in
ready garments.

Garments cut uneven to grain line are not acceptable.
Uneven sewing on bottom hems, collar points and neck shape is not acceptable.

Children’s wear shall not contain metal or metal debris that is registered by metal
detectors.

Press marks is not acceptable

11

46



6. SEAMS AND STITCHES

Use of daniage needles is not acceptable.
Seam damage, broken and skipped stitches is not acceptable.

Sewing thread colourfastness and dimensional stability must be according to
e
fabric.

Correct tension of sewing thread according to fabric and type of garment.

All seams and over-lock must be finished properly and ends must be firmly
secured.

Unsecured linking is not acceptable.

Stitch length must be adjusted to fabric. Refer to order instructions.

Pick-through blind stitches are not acceptable.

Cords and drawstrings

The ends of drawstrings, cords and sashes shall not be knotted and shall be
secured to prevent fraying.

Any doubling or folding of the ends shall not in them selves create a hazard of
entrapment.

Toggles may only be used on drawstrings with no free ends.

Drawstrings shall be secured in the garment in at least one point positioned
halfway from the exit points.

Drawstrings and cords may not emerge from the back of the garment.

Fixed loops, which protrude from the garment shall be no more than 75 mm in
circumference.
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.CLAIM ?ROCEDURE FOR AS MARAT
All claims shall be handled directly with the buyer.
Final claim figures will be given within four (4) months after receipt of the goods.

If defective products exceed 5% of the ordered quantity, it is considered as a
claim.

If goods are to be returned to supplier, all costs involved will be debited on the
supplier’s account.

If uneven assortment: A discrepancy of +/-5% per colour and size of the ordered
quantity is acceptable. If discrepancy is over or under 5%, AS Marat has to be
informed and a claim/cancellation can be discussed.

If a claim should occur due to packing note/invoice not agreeing with actual

shipment, AS Marat has the right to make a claim within 8 weeks after receipt of
shipments (Excluding transportation time).

We kindly ask the supplier to agree with all above mentioned terims and conditions
by sending this mail back with the signature.

Suppliers confirmation

Date:

Signature:
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IIpunoxenne 3

This Important Product Information Guide contains safety, handling, disposal and
recycling, regulatory and software license information, as well as the one-year limited warranty
for iPhone.

Read all safety information below and operating instructions before using iPhone to avoid injury.
For detailed operating instructions and the latest Important Product Information Guide, including
any updates to the safety and regulatory information go to:

www.apple.com/support/manuals/iphone

Important Safety Information

WARNING: Failure to follow these safety instructions could result in fire, electric shock or other
injury or damage.

Handling iPhone
Do not drop, disassemble, open, crush, bend, deform, puncture, shred, microwave, incinerate,
paint or insert foreign objects into iPhone.

Avoiding Water and Wet Locations

Do not use iPhone in rain or near washbasins or other wet locations. Take care not to spill any
food or liquid on iPhone. In case iPhone gets wet, unplug all cables, turn off iPhone (press and
hold the Sleep/Wake button, and then slide the onscreen slider) before cleaning and allow it to
dry thoroughly before turning it on again. Do not attempt to dry iPhone with an external heat
source, such as a microwave oven or hair dryer.

Repairing iPhone

Never attempt to repair or modify iPhone yourself. iPhone does not contain any user-serviceable
parts except for the SIM card and SIM tray. If iPhone has been submerged in water, punctured or
subjected to a severe fall, do not use it until you take it to an authorized service provider. For
sevice information choose iPhone Help from the Help menu in iTunes or go to:
www.aple.com/support/iphone/service. The rechargeable battery in iPhone should be replaced
only by an authorized service provider. For more information about batteries go to:
www.apple.com/batteries.

Charging iPhone

To charge iPhone, only use the Apple Dock Connector to USB Cable with an Apple USB Power
Adapter or a high-power USB port on another device that is complaint with the USB 2.0 or 1.1
standards, another Apple-branded product or accessory designed to work with iPhone, or a third-
party accessory certified to use Apple’s “Works with iPhone’ logo.

Read all safety instructions for any products or accessories before using with iPhone. Apple is
not responsible for the operation of third-party accessories or their compliance with safety and
regulatory standards.

When you use the Apple USB Power Adapter to charge iPhone, make sure that the power
adapter is fully assembled before you plug it into a power outlet. Then insert the Apple USB
Power Adapter firmly into the power outlet. Do not connect or disconnect the Apple USB Power
Adapter with wet hands. Do not use any power adapter other than the Apple USB Power Adapter
to charge iPhone.
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The Apple USB Power Adapter may become warm during normal use. Always allow adequate
ventilation around the Apple USB Power Adapter and use care when handling. Unplug the Apple
USB Power Adaptor if any of the following conditions exist:

- the power cord or plug has become frayed or damaged,;

- the adapter is exposed to rain, liquid or excessive moisture;

- the adapter case has become damaged;

- you suspect the adapter needs service or repair;

- you want to clean the adapter.

Avoiding Hearing Damage

Permanent hearing loss may occur if the receiver, the earbuds, headphones, speakerphone or
earpieces are used at high volume Set the volume to a safe level, You can adapt over time to a
higher volume of sound that may sound normal but can be damaging to your hearing. If you
experience ringing in your ears or muffled speech, stop listening and have your hearing checked.
The louder the volume, the less time is required before your hearing could be affected. Hearing
experts suggest that to protect your hearing:

- limit the amount of time you use the receiver, earbuds, headphones, speakerphone or earpieces
at high volume;

- avoid turning up the volume to block out noisy surroundings;

- turn the volume down if you can’t hear people speaking near you.

For information about how to set a maximum volume limit on iPhone, see the iPhone User’s
Guide.

Emergency Calls

You should not rely on wireless devices for essential communications, such as medical
emergencies. Use of iPhone to call emergency services may not work in all locations.
Emergency numbers and services vary by region, and sometimes an emergency call cannot be
placed due to network availability or environmental interference, Some cellular networks may
not accept an emergency call from iPhone if does not have a SIM, the SIM is PIN-locked or if
you have not activated your iPhone.

Driving Safely

Use of iPhone alone or with headphones (even if used only in one ear) while driving a vehicle or
riding a bicycle is not recommended and is illegal in some areas. Check and obey the laws and
regulations on the use of mobile devices like iPhone in the areas where you drive. Be careful and
attentive while driving. If you decide to use iPhone while driving or riding a bicycle, keep in
mind the following guidelines:

- Give full attention to driving and to the road.

Using a mobile device while driving may be distracting. If you find it disruptive or distracting
while operating any type of vehicle, riding a bicycle or performing any activity that requires your
full attention, pull off the road and park before making or answering a call if driving conditions
require.

- Get to know iPhone and its features such as favorites, recents and speakerphone.
These features help you to place your call without taking your attention off the road. See the
iPhone User’s Guide for more information.

- Use a hands-free device.
Add an extra layer of convenience and safety to your iPhone with one of many hands-free
accessories available.

- Position iPhone within easy reach.
Keep your eyes on the road. If you get an incoming call at an inconvenient time, let your
voicemail answer it for you.
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- Assess the traffic before dialing or place calls when you are not moving or before pulling
into traffic.

Try to plan calls when your car will be stationary. Never dial or enter other text while you are
driving.

- Let the person you are speaking with know you are driving.
If necessary suspend the call in heavy traffic or hazardous weather conditions. Driving in rain,
sleet, snow, ice, fog and even heavy traffic can be hazardous.

- Do not take notes, look up phone numbers or perform any other activities that require
your attention while driving.

Jotting down a to-do list or flipping through your address book takes attention away from your
primary responsibility — driving safely.

- Do not engage in stressful or emotional conversations that may be distracting.
Make people you are talking with aware you are driving and suspend conversations that have the
potential to divert your attention from the road.

Navigating Safely

If your iPhone has applications that provide maps, directions and location-based navigation
assistance, these applications should only be used for basic navigation assistance and should not
be relied on to determine precise locations, proximity, distance or direction.

Maps, directions and location-based applications provided by Apple depend on data collected
and services provided by third parties. These data services are subject to change and may not be
available in all geographic areas resulting in maps, directions or location-based information that
may be unavailable, inaccurate or incomplete. See www.apple.com/iphone for more information.
Compare the information provided on iPhone to your surroundings and defer to posted signs to
resolve any discrepancies.

Radio Frequency Interference

Nearly every electronic device is subject to radio frequency interference from external sources if
inadequately shielded or designed, or otherwise not configured to be compatible. As a result
iPhone may cause interference with other devices. Follow these instructions to avoid interference
problems.

Aircraft: Use of iPhone may be prohibited while traveling in aircraft. For more information
about using Airplane Mode to turn off the iPhone wireless transmitters see the iPhone User’s
Guide.

Vehicles: RF (radio frequency) signals may affect installed or inadequately shielded electronic
systems in motor vehicles. Check with the manufacturer or its representative regarding your
vehicle.

Electronic Devices: Most modern electronic equipment is shielded from RF signals. However,
certain electronic equipment may not be shielded against the RF signals from iPhone.

Pacemakers: The Health Industry Manufacturers Association recommends that a minimum
separation of 15 cm (6 inches) be maintained between a handheld wireless phone and a
pacemaker to avoid potential interference with the pacemaker. Persons with pacemakers:

- should always keep iPhone more than 15 cm (6 inches) from their pacemaker when the phone
is turned on;

- should not carry iPhone in a breast pocket;

- should use the ear opposite the pacemaker to minimize the potential for interference.

If you have any reason to suspect that interference is taking place, turn iPhone off immediately.

Hearing Aids: iPhone may interfere with some hearing aids. If it does, consult the hearing aid
manufacturer or your physician for alternatives or remedies.
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Other Medical Devices: If you use any other personal medical device, consult the device
manufacturer or your physician to determine if it is adequately shielded from external RF energy.
Turn iPhone off in health care facilities when any regulations posted in these areas instruct you
to do so. Hospitals and health care facilities may use equipment that is sensitive to external RF
energy.

Posted Facilities: Turn off iPhone in any facility where posted notices so require.

Blasting Areas: To avoid interfering with blasting operations, turn off iPhone when in a
“blasting area” or in areas posted “Turn off two-way radio”. Obey all signs and instructions.

Important Handling Information

NOTICE: Failure to follow these handling instructions could result in damage to iPhone or other
property.

Carrying iPhone
iPhone contains sensitive components. Do not bend, drop, or crush iPhone. If you are concerned
about scratching iPhone, you can use one of many cases sold separately.

Using Connectors and Ports

Never force a connector into a port. Check for obstructions on the port. If the connector and the
port don’t join with reasonable ease, they probably don’t match. Make sure that the connector
matches the port and that you have positioned the connector correctly in relation to the port.

Keeping iPhone Within Acceptable Temperatures
Operate iPhone in a place where the temperature is always between O° and 35°C (32° to 95°F).
Battery might temporarily shorten in low-temperature conditions.

Store iPhone in a place where the temperature is always between -20° and 45° (-4° to 113°F).
Don’t leave iPhone in your car because temperatures in parked cars can exceed this range.

When you’re using iPhone or charging the battery, it is normal for iPhone to get warm. The
exterior of iPhone functions as a cooling surface that transfers heat from inside the unit to the
cooler air outside.

Keeping the Outside of iPhone Clean

To clean iPhone, unplug all cables and turn off iPhone (press and hold the Sleep/Wake button,
and then slide the onscreen slider). Then use a soft, slightly damp, lint-free cloth. Avoid getting
moisture in openings. Don’t use window cleaners, household cleaners, aerosol sprays, solvents,
alcohol, ammonia or abrasives to clean iPhone.

Disposal and Recycling Information

Apple Used Mobile Phone Recycling Program

(available in some areas)

For free recycling of your old mobile phone, see www.apple.com/environment/recycling/
for prepaid shipping, label and instructions.

iPhone Disposal and Recycling

You must dispose iPhone properly according to local laws and regulations. Because iPhone
contains electronic components and a battery, iPhone must be disposed of separately from
household waste. When iPhone reaches its end of life, contact local authorities to learn about
disposal and recycling options or simply drop it off at your local Apple retail store or return it to
Apple. For more information see www.apple.com/environment/recycling.
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European Union — Disposal Information:

This symbol means that according to local laws and regulations your product should be disposed
of separately from household waste. When this product reaches its end of life, take it to a
collection point designated by local authorities. Some collection poinrs accept products for free.
The separate collection and recycling of your product at the time of disposal will help conserve
natural resources and ensure that it is recycled in a manner that protects human health and the
environment.

Apple and the Environment
At Apple we recognize our responsibility to minimize the environmental impacts of our
operations and products. For more information go to: www.apple.com/environment

FCC Compliance Statement

This device complies with part 15 of the FCC rules. Operation is subject to te following two
conditions:

1. this device may not cause harmful interference and

2. this device must accept any interference received including interference that may cause
undesired operation.

Important: Changes or modifications to this product not authorized by Apple could void the
EMC compliance and negate your authority to operate the product. This product has
demonstrated EMC compliance under conditions that included the use of complaint peripheral
devices and shielded cables between system components. It is important that you use compliant
peripheral devices and shielded cables between system components to reduce the possibility of
causing interference to radio, television and other electronic devices.

European Union Regulatory Conformance

The equipment complies with the RF Exposure Requirement 1999/519/EC, Council
Recommendation of 12 July 1999 on the limitation of exposure of the general public to
electromagnetic fields (0 - 300 GHz). The equipment meets the following conformance
standards:

EN 300 328, EN 301 894, EN 301 489-17, EN50385

Changes or modifications to this product not authorized by Apple could void the EMC
compliance and negate your authority to operate the product. This product has demonstrated
EMC compliance under conditions that included the use of compliant peripheral devices and
shielded cables between system components. It is important that you use compliant peripheral
devices and shielded cables between system components to reduce the possibility of causing
interference to radio, television and other electronic devices.

Apple One-Year Limited Warranty

Apple’s warranty obligations for this hardware product are limited to the terms set forth below:
Apple Inc. (“Apple”) warrants this Apple-branded hardware product against defects in materials
and workmanship under normal use for a period of ONE (1) YEAR from the date of retail
purchase by the original end-user purchaser (“Warranty Period”). If a hardware defect arises and
a valid claim is received within the Warranty Period, ay its option and to the extent permitted by
law, Apple will either (1) repair the hardware defect at no charge, using new or refurbished
replacement parts, (2) exchange the product with a product that is new or which has been
manufactured from new or serviceable used parts and is at least functionally equivalent to the
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original product, or (3) refund the purchase price of the product. Apple may request that you
replace defective parts with new or refurbished user-installable parts that Apple provides in
fulfillment of its warranty obligation.

A replacement product or part, including a user-installable part that has been installed in
accordance with instructions provided by Apple, assumes the remaining warranty of the original
product or ninety (90) days from the date of replacement or repair, whichever provides longer
coverage for you. When a product or part is exchanged, any replacement term becomes your
property and the replaced term becomes Apple’s property. Parts provided by Apple in fulfillment
of its warranty obligation must be used in products for which warranty service is claimed. When
a refund is given, the product for which the refund is provided must be returned to Apple and
becomes Apple’s property.

Exclusions and Limitations

This Limited Warranty applies only to hardware products manufactures by or for Apple that can
be identified by the ‘Apple’ trademark, trade name or logo affixed to them. He Limited Warranty
does not apply to any non-Apple hardware products or any software, even if packaged or sold
with Apple hardware.

Manufacturers, suppliers or publishers other than Apple may provide their own warranties to the
end user purchaser, but Apple, in so far as permitted by law, provide their products “as is”.
Software distributed by Apple with or without the Apple brand name (including, but not limited
to system software) is not covered under this Limited Warranty. Refer to the licensing agreement
accompanying the software for details of your rights with respect to its use.

Apple does not warrant that the operation of the product will be uninterrupted or error-free.
Apple is not responsible for damage arising from failure to follow instructions relating to the
product’s use. This warranty does not apply: (a) to damage caused by use with non-Apple
products; (b) to damage caused by accident, abuse, misuse, flood, fire, earthquake or other
external causes; (c) to damage caused by operating the product outside the permitted or intended
uses described by Apple; (d) to damage caused by service (including upgrades and expansions)
performed by anyone who is not a representative of Apple or an Apple Authorized Service
Provider (“AASP”); (e) to a product or part that has been modified to alter functionality or
capability without the written permission of Apple; (f) to consumable parts such as batteries,
unless damage has occurred due to a defect in materials or workmanship; (g) to cosmetic
damage, including but not limited to scratches, dents and broken plastic on ports; or (h) if any
Apple serial number has been removed or defaced.

This Warranty gives you specific legal rights, and you may also have other rights which vary
from state to state. Apple’s responsibility for hardware defects is limited to repair or replacement
service as determined by Apple in its sole discretion. All express and implied warranties,
including but not limited to any implied warranties and conditions of merchantability and fitness
for a particular purpose, are limited in time to the term of this Limited Warranty. No warranties,
whether express or implied will apply after the expiration of the Limited Warranty period. Some
states do not allow limitations on how long an implied warranty lasts, so this limitation may not
apply to you. No Apple reseller, agent or employee is authorized to make any modification,
extension or addition to this warranty. If any term is held to be illegal or unenforceable, the
legality or enforceability of the remaining terms shall not be affected or impaired.

Except as provided in this warranty and to the extent permitted by law, Apple is not responsible
for direct, special, incidental or consequential damages resulting from any breach of warranty or
condition, or under any other legal theory, including but not limited to loss of use; loss of
revenue; loss of actual or anticipated profits (including loss of profits on contracts); loss of the

use of money; loss of anticipated savings; loss of business; loss of opportunity; loss of goodwill;
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loss of reputation; loss of, damage to or corruption of data; or any indirect or consequential loss
or damage howsoever caused including the replacement of equipment and property, any costs of
recovering, programming or reproducing any program or data stored or used with Apple
products and any failure to maintain the confidentiality of data stored on the product.

The foregoing limitation shall not apply to death or personal injury. Claims or any statutory
liability for intentional and gross negligent acts and/or omissions. Some states do not allow the
exclusion or limitation of incidental or consequential damages, so the above limitation may not

apply to you.

Obtaining Warranty Service

Please access and review the online help resources referred to in the documentation
accompanying this hardware product before requesting warranty service. If the product is still
not functioning properly after making use of these resources, please contact the Apple
representatives or, if applicable, an Apple owned retail store (“Apple Retail”) or AASP located
using the information provided in the documentation. When contacting Apple via telephone,
other charges may apply depending on your location. When calling, an Apple representative or
AASP will help determine whether your product requires service and, if it does, will inform you
how Apple will provide it. You must assist in diagnosing issues with your product and follow
Apple’s warranty processes.

Apple may restrict service to the fifty states of the United States of America and the District of
Columbia, and provide warranty service (1) at an Apple Retail or AASP location where service
is performed at the location, or the Apple Retail or AASP may send the product to an Apple
repair service location for service, (2) by sending you prepaid way bills (and if you no longer
have the original packaging, Apple may send you packaging material) to enable you to ship the
product to Apple’s repair service location for service, or (3) by sending you new or refurbished
customer-installable replacement product or part to enable you to service or exchange your own
product (“DIY Service” (do it yourself)).

Upon receipt of the replacement product or part, the original product or part becomes the
property of Apple and you agree to follow instructions, including, if required, arranging the
return of original product or part to Apple in a timely manner. When providing DIY Service
requiring the return of the original product or part, Apple may require a credit card authorization
as security for the retail price of the replacement product or part and applicable shipping costs. If
you follow instructions, Apple will cancel the credit card authorization, so you will not be
charged for the product or part and shipping costs. If you fail to return the replaced product or
part as instructed, Apple will charge the credit card for the authorized amount.

Service options, parts availability and response times may vary. Service options are subject to
change at any time. In accordance with applicable law, Apple may require that you furnish proof
of purchase details and/or comply with registration requirements before receiving warranty
service. Please refer to the accompanying documentation for more details on this and other
matters on obtaining warranty service. Apple will maintain and use customer information in
accordance with the Apple Customer Privacy Policy accessible at www.apple.com/legal/privacy.
If your product is capable of storing software programs, data and other information, you should
protect its contents against possible operational failures. Before you deliver your product for
warranty service it is your responsibility to keep a separate backup copy of the contents and
disable any security passwords. The contents of your product will be deleted, and the storage
media reformatted in the course of warranty service. Your product will be returned to you
configured as originally purchased, subject to applicable updates. You will be responsible for
reinstalling all other software programs, data and passwords. Recovery and reinstallation of
software programs and user data are not covered under the Limited Warranty.
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IIpunoxenue 4
IIucbma-TpeOOBaHUS M OTBETHI HA HUX

1. TpedoBanue

TpeboBanue mnumierca g TOro, 4ToObl IMPOMH(POPMHUPOBATH ajapecaTa o
npobiemMe U NpeAsioKUTh CIPaBEAJIUBBIN cr1ocod e€ paspemieHus. Jlaxe B ciydae,
€ClIi Bbl BO3MYIIEHBI BO3HUKIIMMHU OCIIOKHEHUSIMU M 3TO MpuunHsieT Bam maccy
HEy00CTB, 3ajjaua TpeOOBAaHUSI COCTOUT HE B TOM, YTOOBI BBIPA3UTh CBOU T'HEB U
HEYJI0BOJIBCTBUE, & MPEKIE BCErO B TOM, YTOOBI JOCTUYb HYXHBIX PE3YyJbTaTOB.
[Toaromy TOoH Bamero nucbma J0MKEH OBITH BEXIMBBIM U CHOKOWHBIM, XOTSA U
JIOCTaTOYHO TBEPABIM.

TpebGoBanne HaunmHaeTcss ¢ (akTOB, C OOBACHEHHUS MPOOJIEMBI, KOTOPOE
JOJDKHO OBITh $ICHO M JIornyHO. HeoOXoauMo BKIIOYMTH Takue JaHHbIE, Kak
MOCJIEIOBATENBHOCTh M JaThl MOCTABOK, HOMEp IUIATEKHOTO MOPYYEHHUS WIIU
cuera-(pakTypsbl, CIOCOO TPAaHCHOPTUPOBKU. ECIIM aKT KYIIM COCTOSIICS, TOKAKUTE
3TO KomusiMu JokyMeHTOB. Kornma Bel mumiere TpeOoBaHue, cTapaiTech Bcerjaa
NOMHUTb O TOM, 9YTO OTBET, KOTOphIi BbI momyunTe, HaBepHsKa Oyner
OonmaronpusTHeIM. Bo BTOpO#i "yacTu crenaiiTe akieHT Ha HeyA00CTBa WU MOTEPH,
npouclieamue B pesynbrare cOos. IlpuBogute Oonbiie (akToB u wn3bderaite
YPE3MEPHON SMOLMOHAIBHOCTH W MPEYBEIWYCHH. B KOHIIE NMHChMa HAIMIIWTE,
KaKue OTBETHbIE AeicTBUs Brl oxxuaere.

B crnegyromux muchkMax oOpaTUTe BHUMaHHE Ha MX CIIOKOMHBIA TOH, B HUX
HET HU yTpo3, HU OOBUHEHMI, B TO K€ BpEMsI IMCbMa COPUEHTHPOBAHBI IMEHHO Ha
paspenieHrue BO3HUKILEH MPoOIeMBbI.

811 Regent Street
Phoenix, Arizona 99087
December 3.20__

Gleason’s Department Store
2297 Front Street
Phoenix, Arizona 99065

Dear Sirs:

I have just received the November statement on my charge account (No. 059-3676). The
statement lists a purchase for$83.95, including tax, which | am sure I did not make.

This purchase was supposedly made in Department 08 on November 12. But because | was out
of city and no one else is authorized to use my account, | am sure that charge is in error.
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I have checked all the other items on statement against my sales receipts, and they all seem to be
correct. | am therefore deducting the $83.95 from the balance on the statement and sending you a
check for $155.75.

I would appreciate your looking into this matter so that my account may be cleared.

Sincerely yours,

JACK’S HARDWARE STORE
72 Elm Street
Kennebunk, Maine 06606

April 12,20

Eterna-Tools, Inc.
Route 9
Saddlebrook, New Jersey 07666

Dear Sirs:

On March 1, we ordered and subsequently received one case of handsaws, model 88b. We paid
for the order with our check No. 7293, a photocopy of which is enclosed.

When we decided to order these saws instead of model 78b, it was at the urging of your sales
representative, Harold Saunders. He assured us that the new saws were more durable and
efficient than the older model.

However, we have now had the saws on our selling floor for three weeks, and already six have
been returned with broken teeth by extremely dissatisfied customers.

We are therefore returning the entire order of 88b saws and would like to be refunded for their
full purchase price plus shipping expenses.

Yours truly,

2. OTBeT Ha TPeOOBaHMeE

Ha tpeGoBaHusi ciieqyer oTBe4aTh TOTYAC, CTPEMSICh KaK MOXKHO ObICTpee
BOCCTAaHOBUTH JIEJIOBYIO peryTanuio GupmMbl U 100Opble OTHOLIEHUSI C KIMEHTOM.
[Ipu »TOM NenaiiTe aklEHT HE Ha JOonylleHHOM Bamu mpomaxe, a Ha M30paHHOM
criocobe pa3perreHus poOIeMBbI.
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Haynute mnomobHoe mucbMo ¢ TOro, uto Bbl paznensere OecrnokoWCTBO
3aKa34ydKa. 3aTeM CcoOOIuTe, 4YTO JelaeTcs B JaHHBIM MOMEHT M JiaiTe
oObsicHeHus BamuMm nelcTBUsM. 3aKOHYMTE MUCHMO YBEPEHHUSIMU B JOOPBIX
HaMEPEHUSAX M OOCIIaHNEM HCTIPABUTh JOMYIICHHBIC TTPOMAaXH.

[Iycts Bama muHumanbsHa win €€ BOoOlIe HET, a TpeOOBaHHWE HAIKMCAHO B
BOMHCTBEHHOM M arpecCMBHOM TOHE, BBl NOMKHBI OBITH NPENETHHO BEXKIIUBBHI,
oTBeuas Ha Hero. He OyapTe mOmO3pUTEIHHBIMH, HE OOBHHSNTE 3aKa3dyHWKa B
HE3aKOHHBIX MpeTeH3usiX. Jlaxke mpu oTBeTe Ha HEOOOCHOBAHHOE TpeOOBaHHE
MOMHHUTE, YTO pe4b UJCT 00 UMUJIKE U JEIOBOM pemyTanuu Barei Gpupmsi.

B cnydae, ecimm (akThl, W3IOKEHHBIC B TpPeOOBAHWU, TMOITBEPINIHCH,
BO3MOXKHBI TPU crIoco0a BbIXOJa U3 CO3JaBUICHCS CUTYAIINH:
1) BbI IOJTHOCTHIO BBITIONHACTE TPEOOBAHUS 3aKa3UMKa;
2) mpejiaracte KOMIPOMUCCHOE PEIICHNUE;
3) OTKa3bIBaeTECh OT PEIICHUS CO3/IaBIIEHCS MPOOJIEMBI.

B nepBoM cnydae Bbl ¢ TOTOBHOCTBIO TpHU3HAETE JOIMYIICHHBIC OMIMOKU U
MPUHUMAETE YCIIOBUS 3aKa3uuKka JJid MX IOJHOTO yperyiaupoBaHus. Beipasute
OylarogapHoOCTh 32 HHGOpPMAILIUIO, IepeJaHHyI0 B TpeOoBaHUU. MokeTe O0BICHUTh
MPUYUHBI JOMYIIEHHBIX OMIMUOOK, MOKETE 3TOr0 HE JIeJiaTh, HO B JIIOOOM Cilyyae
HY>KHO 3aBEpUTh, UTO MOJOOHBIX OIMUOOK B OyIyIIeM HE OyIeT.

GLEASON’S DEPARTMENT STORE
2297 Front Street

Phoenix, Arizona 99065

December 8,20

Ms. Rosetta Falco
811 Regent Street

Phoenix, Arizona 99087

Dear Ms. Falco:

As you mentioned in your letter of December 3, you were indeed billed for a purchase you had
not made.

According to our records, you should not have been charged $83.95 and the sum has been
stricken from your account.
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Thank you for bringing this matter to our attention. We hope you have not been inconvenienced
and will visit Gleason’s soon so that we may again have the pleasure to serve you.

Sincerely yours,

Yacto KOMIIPOMHUCCHOE pEIIEHHE Mpeiaraerca B cllydae YacTUYHOU
BUHOBHOCTH U 3aKa34MKa, U KOMIIaHUU. 3/1eCh BbI BhIpaxkaeTe TBEpAble HaMEPEHUS
B JayibHeWeM coTpyaHudectBe. [IpuBenure yOeauTeNbHYIO MPUYUHY, TOYEMY
Bbl mpemnaraere cBoi crnoco0® paspemeHus npodsembl. Ha Bamr B3rsa stor
CIoco0 JIydllnuid, OJTHAKO, MPAaBO MPHUHATHUS OKOHYATEIHHOTO PEUICHUSl CIEIyeT
OCTaBUTH 32 KIIUEHTOM.

ETERNA-TOOLS, INC.
Route 9

Saddlebrook, N.J. 07666

April 19,20

Mr. Jack Patterson

Jack’s Hardware Store

72 Elm Street

Kennebunk, Maine 06606
Dear Mr. Patterson:

We are sorry that the model 88b handsaws you purchased have not lived up to your expectations.
Frankly, we are surprised they have proved so fragile and appreciate your returning them to us.
Our lab people are already at work trying to discover the source of the problem.

We are glad to assume the shipping costs you incurred, Mr. Patterson. But may we suggest that,
instead of a refund, you apply the price of these saws to the cost of an order of model 78b saws.
Your own experience will bear out their reliability, and we are sure your customers will be
pleased with an Eterna-Tool Product.

If you drop us a line okaying the shipment, your 78b handsaws will be on their way within the
week.

Sincerely yours,

Kak 1 Bce 0TKa3bl, 0TKa3 OT BBINNOJIHEHUS TPeOOBaHUS MUCATh TPYIHEE BCETO.
«Her» HYXHO TOBOpPUTH TBEPIO, HO BEXKJIMBO. HauHWTE NMHUCBMO C MOBTOPEHUS
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TOYKM 3PCHHA 3aKa34dWKa, BbIPA3UTC CBOE COYYBCTBHUC M IKCJIAHUC OBITH
CIIPpaBCAJINBbIM. HOKa)KI/ITe, qTo Tp€6OBaHI/IC Obu10 BamMu BHMMATEIBEHO H3YYCHO.
[Tucemo 6y,[[€’1‘ Ooee TAaKTU4YHBIM, CCJIHN BameMy «HET» 6y,Z[CT npcameCTBOBATH
HOI[pO6HO€ 00BsCHECHHE IIPpUYINH OTKa3a. Mozxere IMPCAIO0KUTD KaKoe-JIn0o
AJIbTCPHATHBHOC I[Cf/iCTBHC C CTOPOHBI 3aKa34YHKa.

ATLAS VACUUM CLEANER COMPANY
81 Warren Street

New York, New York 10028

August 28,20

Mr. Thomas Shandy
109 Glimmer Circle

Larchmont, New York 10107

Dear Mr. Sandy:

We are sorry that you are not completely satisfied with your Atlas Vacuum Cleaner. You are
entirely justified in expecting more than four years of reliable use from an Atlas appliance, and
we are always eager to service any product that does not for some reason live up to standards.

We appreciate your giving us the opportunity to examine the damaged vacuum cleaner.
According to our service department, the filter had never been replaced although the owner’s
manual advises replacement every few months. As a result, the motor itself gradually became
clogged with dust and dirt.

The cost of repairing and cleaning the vacuum is estimated at $35. If you would like to have it
repaired, please let us know. With regular cleaning and replacement of the filter and exhaust bag,
you should receive several more years of service from your Atlas appliance.

Yours truly,

60




Hpuioxenne 5

Jleknusa 1. Beenenune. IIncoMenHoe aejioBoe 001IeHNE U €ro OCHOBHBIE BUALI U
0COOCHHOCTH

YueOuslii Kypc «JlemoBasi sJeKTpOHHAs KOMMYHHKAIUS» paccMaTpUBACT
3G (HEKTUBHOCT, MEXKKYJIBTYPHOTO JEJIOBOrO0 OOIIEHHS KaKk B KOHTEKCTE
Pa3IMYHBIX HALMOHAIBHBIX KYJIbTYp, TaK M B 3aBUCHMOCTH OT KYJIbTYPbI
OpraHu3aliy, B KOTOPOM MMeeT MECTO JesioBoe obmieHue. B pamkax kypca Oyaet
MPOBOJUTHCA aHaIU3 (HOPM JEIOBOr0 OOIICHUS U POJM YYACTHUKOB JEIOBOMN
KOMMYHHKALUU.

JlesiTeIbHOCTD JTF000TO JEJIOBOTO YeNIOBEKA B HACTOSAIIEE BPEMsI HE MOXKET He
HOCUTh KOMMEPYECKOr0 XapakTepa: Haxoasich B oduce, Mbl BBIHYXJICHbI
MOJIHUCHIBATh KOHTPAKTHI, ITUCATh 3asBJICHUS, €)KEKBAPTAIBHBIE U TOJIOBBIE OTUETHI
W JIOKJIQJHBIC 3aMuCKd, O(QOPMISATH CBOM JaHHBIE B BHUJE pE3lOME Pa3HOTO
dbopmarta, 3aMoJHIATh AHKETHI U BBITIOJIHSATh UHBIE BUbI MUCHMEHHBIX PadoT.

[Ipumep nemoBOro mucbMa Mo HPOLEAYPE OIUIAThI TpyAa IPEIOIaBaTEIII0
aHTJIMICKOTO SI3bIKa B aMEPUKAHCKOW He(TSIHON KOMIAHUU: omuiata Tpyaa OyaeT
IIPOU3BOJIUTHCS KAXKIBIE IBE HEACHH IO NPEACTABICHUH CYETa 3a MPOJACIIAHHYIO
paborty:

“I hereby request to pay me the amount due to me for twenty lessons of
Business English given to the staff of the American Oil Company during the period
of January 1 to 14 at the rate of $150 (amount) per lesson. The total amount due to
me is $1500 (amount) ”.

PazymeeTcs, IpUBENEHHBIM TEKCT HE SBISIETCA €IMHCTBEHHO BO3MOXKHBIM
BApUAHTOM, OJIHAKO, MO KpailHeil Mepe, MpencTaBiseT co00il JeN0BOM TEKCT Kak
10 CBOEW CTWJIMCTUKE W JIEKCHUKE, TaK U 10 CTPYKType. JInna, HernocpeacTBeHHO
paboraromue B chepe Ou3HEca, HCTIBITHIBAIOT HEOOXOIWMOCTh MHUCATh TE WU
WHBIE BUJIbl MUCHbMEHHBIX PA0O0T B JIEJIOBOM KOHTEKCTE MPAKTUYECKU €KETHEBHO, U
ATOT HAaBBIK HCMOJB30BAHUS MHUCEM-KIHUIIE MPUXOAUT C MPOPECCHOHATBHBIM
OTIBITOM.

Mexny OTE€UECTBEHHOM M 3aMaJHON MUCBMEHHOW KYJIBTYpPOW CYIIECTBYIOT
omnpenesieHHble  pa3auuuss. OCHOBHBIE  pa3iv4Msl MEXAYy [HUCbMEHHBIMHU
KYJIbTYpaMu — OT€YECTBEHHOW U, B YACTHOCTH, aMEPUKAHCKOMU, YXOIAT KOPHIMU K
pa3nuYUsAM B OIIEHKE CeOsl M OKPYXAIOIIEro MHUpa, Pa3iudusiM B OTHOIICHUH K
OKPYXaIUIEH JEHCTBUTEIBHOCTH, a TaKKe Pa3JIMYHBIX JUCTAHIMKA BJIACTH,
IPUHATHIX B TOM WJIA UHOM KYJIbTYpax.

Mexny KpallHE BBICOKOW M KpaWHE€ HU3KOW AUCTAHIMEW BJIACTH HAXOIATCS
OTHONIEHHUS, TOCTPOCHHBIE HA OCO3HAHWM KaK [OJYMHEHHBIMH, TaK U
PYKOBOJICTBOM, B3aUMHOM 3aBUCHUMOCTH, CTPEMJICHUU K CO3JAHUIO MPOJTYKTUBHBIX
pabouyux OTHOIICHWH, W30E€TaHWU BCETO, YTO MOXKET XOTh KaK-TO TMOIYEPKUBATH
pa3auuud B CTATyCE, a TAKXKE 3HAYUTEIILHOW CTEIIEHU CaMOOPTraHU3allHH.
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B amepukaHckol M OpUTAHCKOW KyJbTypaX 3TO HAaxOJIUT OTPAKEHHE B
YETKOW CTPYKTYpE [I€JIOBOIO IMHUChbMA, BEXJIMBOCTH W TIO3UTUBHOM OKpacke
JIEJIOBOM KOPPECIMOHAEHLINH, a TaKXe B JEMOKPAaTUYHOCTU CTHJISI HalKMCaHUs
Pa3JIMYHBIX IUPEKTUB U MPEANUCAHUN.

Ecnu mnpe3eHTanuss Kak BHJ YCTHOTO JEJIOBOTO OOIIEHUS SIBISETCS, Kak
MIPaBUJIO, MPOU3BOJIBHOM 1O CBOEU CTPYKTYpPE, XOTS U COAEPKHUT OINPEIAECICHHBIE
B3aHUMOCBSI3M MEXAY OTAECIbHBIMM KOMIIOHEHTAMH IMPE3CHTAllMh, TO JICJIIOBBIC
NMCbMa MHOTHUX BHUJOB HMEIOT 33JaHHYIO CTPYKTYpYy, COOJIIOJICHHE KOTOPOU
HEO0OXOMMO TSI TOCTHKEHUS 2(P(HEKTUBHOCTH TAaHHOTO BUJA OOIIECHUS.

XopomM TMPUMEPOM  SIBIIIETCS  pe3loMe WM KpaTkas Ouorpadwus,
npenocTapiisieMas KaHIMJATOM TIpU TOCTYIUIEHMHM Ha paboty. [axe ecnu
COOTBETCTBYIOIIWK OJIaHK I HamWCaHUs pe3loMe He ObUT TPeIoCTaBICH
KOMITaHUEH, CclIelyeT B 00s3aTeTbHOM TMOPSJIKE BKIIOYATh B HErO JaHHBIE 00
oOpa3oBaHMM W TPEABIAYIIEM ONbITe padOThl KaHAWAATa C YKa3aHUEM
po¢eCCUOHATIBHBIX KOMITETEHITUH.

[Ipn HanucaHuK OTYETa O MPOJEIIAHHOM HMCCJIEAOBAaHWU WIIA MPOBEICHHOM
ompoce, 1eeco00pa3HO BKIHOYATh KOJUYECTBO PECIOHIEHTOB, JaHHBIE 00 ATHUX
PECIOHJIEHTaX, 1EIb MPOBEACHHOTO OMNPOCA, XapakKTep 3aJaHHBIX BOIPOCOB H
CTaTUCTUYECKU 00pabOTaHHBIE PE3yIbTaThI.

Bwmecte ¢ TeM B cBOEH TPYJIOBOM JEATEIBHOCTA MBI CTAIKUBAEMCS C TEM, YTO
CTPYKTYypa JI€JIOBOTO MHChbMa TAaKXKE HE BCEra SBJISIETCA OJHO3HA4YHOW. B camom
Jene, aMepUKaHCKHME KOMIIAaHMU HE Bcerja TpeOyloT OT KaHaujaara s
NOCTYIJICHUsT Ha paboTy MaHHBIX O JaTe pOXKIEHUs, CEMEMHOM CTaTyce,
paccMatpuBas uHGoOpMaIMio MoJ0O0HOTO pojia AUCKpuMUHaIMoHHOM. To ke camoe
OTHOCHUTCS K Pa3IMYHbIM KOMITAHUSIM, KOTOpBIE€ TMPU MPOBEICHUMU aTTECTAIUU
COTPYAHUKOB MOTYT BBIACIHTh B KAyeCTBE CYUIECTBEHHBIX pa3JIMYHbIE
KBIM(PUKALMOHHBIE TPEOOBAHUS.

Jnsg  cpaBHEHHsS: B POCCHMCKMX JIE€TCKMX CaJax M[pu 3aloJHEHUU
ConmanpHoro macnopra pojautesneit B rpade «Damunus poautenein» B CKOOKax
3anpamuBaeTcs uHGopMaIus 0 HallMOHAILHOCTH.

CnoxuBiivecs, B 3aBUCUMOCTH OT CTpaHbl WM KOMIIAHWH, TPaJULIAH
HaIMMCaHusg O(PpUIMAIbHO-IEI0BOr0 MUChbMa TOTO WJIM WHOTO BHUZAA, OE3yCIIOBHO,
CYWIECTBYIOT W OTJIMYAKOTCA APYr OT ApPYyra, HO O3TO TOJbKO MOATBEPKIAET
BBIJIBUHYTHI HaMHM TE3UC O CTaHJApPTU3AIMU JEJIOBOr0 MHUChMa, O(OpMIICHUE
KOTOPOTO HE SIBIIACTCS €IMHOOOPA3HBIM, OJTHAKO MPEAYCMAaTPUBAET ONIPEICTICHHYIO
CTPYKTYpY WM 00s3aTellbHOE HaJIWdue CTPYKTYPHBIX KOMIIOHEHTOB W
COOTBETCTBYIOIIMX Kiulie-ohopmutenaed. Yto Kacaercss HaIMOHAIBHBIX U
OpraHU3alMOHHBIX OCOOCHHOCTEW, TO B JCJIOBOM OOIIEHHH MX CIEIYEeT MPOCTO
YYUTBIBATh, HU3y4dasl COOTBETCTBYIOIIME OOpa3Ibl MEPENUCKU KOMIAHUHU, YTOOBI
COOTBETCTBOBATh MPUHSATHIM CTaHIapTaM.
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Ilpumep u3 mexncKy1bmypHo20 00ueHUA

uz onvima Camoxurnoii Tamvsanvr Cepeeesnvl — K.¢h.H., npogheccopa Kagheopwl
JleKcuku aumeautickozo asvika MIII'Y, asmopa memoouueckux nocoouil u HayuHuix
mpy0o08, KOHCYIbMAHMA U Npenooasamens AHeIUUCKO20 A3bIKA 6 psoe 8e0yujux
POCCULCKUX U 3APYOEHCHBIX KOMNAHUL U OAHKOS.

Oonascowl KO MHe 00pamuIuCy poccutickue COMpPYOHUKU
npeocmasumenbckoeo opuca amepuxkanckol komnanuu 8 Mockee ¢ npocvboil
Hanucamov 3anpoc 6 CIIA ona  nonyyenus obopyoogamusi O UuUx
NPOU3BOOCMBEHHO20  NOOPA30€NeHUs, M.K. UX NepeBoOyUK HAXOOUICS 8
KomManouposke. Mue npuuiioce o06vACHUMb, 4MO, npexicoe yem GblNOJHUMb UX
npocvOy, MHe HeoOXO00UMO 8321AHYMb HA 3anpochbl, HANUCAHHbIE 00 3IMO2O.
Xopowo, uwmo s 5mo coeiana, HNOCKONLKY 8 Npedvloywel nepenucke He
YROMPeONAN0Ch HU Xo0pouio 3Hakomoe scem INQUIrY (3anpoc), nu request (zanpoc,
mpebosanue), a  ucnoav3osarocy  crogo  authorization  (paspewenue,
CAHKYUOHUPOBAHUE, YNOIHOMOUUBAHUE), HE MOJICEM He NPUUMU HAM HA YM, eClu
Mbl nUWEM NUCLMO HPOU3ZBOJILHO.

Kommenmapuu u pexomenoayuu

Ilpugedennwiii npumep ceudemenbcmeyem o MOM, YMO CMAHOAPMUIAYUS
OMHIOb He 03HAYAem HATUYUSL 00OHO20 CIMPO20 ONPEOeNiéHHO20 CI08Ad Ul CNOCoda
OJIsL BbIPAdNCEHUSL MO20 UNU UHO20 NOHAMUs noscemecmHo. Ho ow, 6e3ycnosHo,
noKa3vleaem, YmMo CMAHOAPMU3AYUS CYWecmayem, HNOCKOIbKY, eciu Ovl 5
Hanucania He ynompeoaaguieecsi panee cio8o 6 3aznasuu nepeoasaemozo 8 CILIIA
OOKYMeHma, 3mMo MO210 Obl 8bl36AMb CIONCHOCIU U BONPOCHL O MOM, YMO JHce
UBMEHUNIOCH 8 NPUPOOe U COOEPIHCAHUU NOCLLIAEMO20 OOKYMeHma. Yeadcenue x
CLONCUBUUMCS  MPAOUYUaAM 8 001acmu Nepenucku Mexcoy KOMNAHUAMU-
napmuepamu mpeodyem SHUMAMENbHO2O0 OMHOWEHUS K COBMECMHO HAKONJIEHHOMY
umu onwimy. To oice camoe omHOCUMCA U K HANUCAHUIO ULU NePeooy
KOHMPAKMO8, NOCKONbKY He KadCOOU KOMNAHUU NOOXOOUm MpaouyuoHHblU
nepesoo, npusedeHHbvlll 8 Closape.

Jlaxxe B TeX Cilydasix, KOTJa CTPYKTypa HAIMCAHUS TOTO MJIM MHOTO MHChMa
HaM HE 3ajJ]aHa, BCE KOMIIOHEHTBHI [EJIOBOTO MUChbMA JOJDKHBI OBITH YETKO
o(hopMIICHBI, B3aUMOCBS3aHbl M B TO Y€ BPEMsl OT/ACICHBI APYT oT apyra. CaMbiM
IPOCTBIM CIIOCOOOM TMOCTPOCHHUS [ICIOBOTO TMHUChbMA SIBJISETCSl YIOTPeOJICHUE
CIICAYIOIIMX OOIIEN3BECTHRIX KOMITOHEHTOB: BeTyruieHue (introduction), ocHoBHast
vacth (body) m konmoska (conclusion or closing). B otiuuue oT, mpeanoaoxum,
ra3eTHOM CTaThH, TJIe OCHOBHAas MH(GOPMAIUS MPHUBOJUTCS B CAMOM Havaje s
NPUBJICYCHUS] BHUMAHHS YMTATENs, JEIOBOC MUCHMO PEKOMEHAYETCs HadaTh CO
BCTYIUICHHS, KOTOPOE MPECTaBIIsIeT cO00M KPATKYIO MPEABICTOPUIO U OOBSICHSET,
HOYEeMY MUIIETCS JAHHOE MHUCHMO.
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Ilpumep u3 mexncKy1bmypHo20 00ueHUA

Ilooobuble npeonocvliku HANUCAHUS NUCOMA MOSYM 3A0aA8aAmMbCsi OOHOLU
KOpPOMKOU (hpa3ol uiu npeosiozom, KOMopwle YKA3blearom HPUYUHY HANUCAHUS
nucoMa unu OOKyMeHma, Hanpumep:

Further to our telephone conversation we are happy to inform you that... -
HarlOMHUHAHUE O TOM, YTO MUCHhMO MUIIETCS B KAUECTBE OTBETA HA T€ BOIPOCHI UIIU
MoKeJIaHusl, KOTOpbIe ObUIM BBICKa3aHbl B KOHKPETHOM Pa3roBOPE;

In keeping with the changing environment our company plans to increase the
volume of production... - 0O0bSCHEHUE TPHUUMHBI TEX HM3MEHEHMH, O KOTOPBIX
MOUJIET pE€Yb B OTYETE;

I have used your advertisement in ‘Moscow Tribune’ and feel that my
professional qualifications and background permit me to apply for the position
of... - yKazaHuUE€ MCTOYHUKA TOJy4YECHHs] CBEIACHHUI, HA OCHOBAHUU KOTOPOTO MbI
oOpaiaemMcs B JaHHYIO KOMIIAHUIO C 3asIBJICHUEM.

Kommenmapuu u pexomenoayuu

Ilpusedenunvie e6viuie npumepvl CEUOEMENbLCMBYIOM O MAK HA3bI8AEMOL
OJI0K080U CcmMpyKmype 0e108020 NUCbMA, KOMOpAs XapakmepHa Kaxk O
napazpaghos, maxk u 0l KAHCO020 KOHKPEMHO20 NPedlOHCEHUS, CO C80eU YemKOoll
@DYHKYUOHATBHOU Yacmblo.

In response to your letter... we are glad to inform you that... your order is
ready for shipment — B kpaTkoMm MNpeaIONKCHHUH, TAKUM OOPa3OM, COACPIKUTCS
yKa3aHUe Ha MPUYMHY HAMMCAHUS MUChMa, TPUBOAUTCS (POpMyIia BEKIMBOCTH, a
3aTeéM — OCHOBHOW HH(pOpMalMOHHbIM Onok. [lomoOHas cTpykTypa siBasieTcs
JIOCTaTOYHO YHHBEpPCAJbHOW, €M MOXXKHO JIETKO OOYYUTHCS, TOCKOJBKY
CYIIECTBYIOT Pa3HOOOpa3Hble YMNPAKHEHHWS B BHIE KOHKPETHBIX 3aJaHUA B
CHEeNMANFHBIX Y4eOHMKaX, KOTOPhIE MO3BOJSIOT KaK COYETaTh YacTH B €IUHOE
1eaoe, Tak U, HA00OpOT, «pa3duparb» MpemyiokKeHue, maparpad Wik KpaTKoe
JIJIOBOE MHUCHhMO Ha OT/EJIbHbIE COCTABIISIOLIUE.

‘Company to Company’ by Andrew Littlejohn (y4eOnuk mo oO0ydeHuto
JIEJI0OBOMY TTUCBMY JIJ1s1 HAYMHAIOIINX )

‘Write for Business’ by Michael Doherty (yueOHuk s mpodhecCHOHANIOB,
U3yvarnmx 0osee ciaoxkHbe (POPMBI AETOBOTO MUCHMA).

['maBHOM YacThiO MHUCHhMA ABJISIETCSI OCHOBHOM MH(OpPMAIMOHHBINA OJIOK, paau
KOTOpPOTO MHUCHhMO, COOCTBEHHO TOBOps, M MNuUIeTcs. Mexay BCTYIUICHHEM U
OCHOBHOM YacTbIO CYIECTBYET oOs3aTeNibHasi CBsI3b — OHA MOJKET BBIPAXKATHCS
BepOaIbHO: MPH MOMOILHU CJIOB U KOHCTPYKIIUH, UM TMOCPEICTBOM YKa3aTeIbHBIX
MECTOMMEHUN U MOBTOPOB, OJIaro/iapsi KOTOPHIM OJIHA U Ta K€ MBICIIb MPOXOIUT
KpacHOM yepe3 TEKCT NMCbMa, HalIpUMEp:

64



In view of the above (as you can see from the above)

We are writing to you about order 3456 placed by you with our company...
This order is now ready for shipment and...

OrpoMHO€ 3HaYEHNE UMEET IPABUIIbLHO COCTABIICHHOE OKOHYAHHE, [IOCKOJIBKY
MMEHHO B HEM 3aKJII0YaeTCAd JCWCTBEHHBIM WJIM KOHCTPYKTHMBHBIN JJIEMEHT
MKUChbMA: YTO KOHKPETHO HAAO0 CHeNIaTh, KyjJa OOpaTUTHCS, C KEM CBSI3aThCA.
[Tucemo, AHIIEHHOE TO0OHOT0 OKOHYAHUS, SIBIAETCA HEA(P(EKTUBHBIM.

Ilpumep u3 0enoe6ozo odouwenusn

Oonascovr T.C. Camoxunma noayuuna nUCbMO U3 OOHOU KOMMEPUECKOLU
OpeaHuzayul, 8 KOMOPOM COOepIHCAIACh NOJONCUMENbHAST OYEHKA BbICTNYNICHUS]
Ha npoweduteli KOH@pepeHyuu U Bblpadicaliacb HA0eNcod HA B03MOICHOCHb
oanvHelue2o0 compyoOHU4ecmea 68 pamKax pabomvl OGHHOU OP2AHU3AYUU... U BCE.
B xonye nucoma me Ovlio npeonodceHo cogepuiume KAKUX-TUOO KOHKPEMHbIX
wazo8, obpamumucs Kyoa 6wl mo Hu o6wi10. bonee moeo, He vipasicanocv HUKAKUX
uoeti 0 mom, KaKum Moxcem Ovims 3Mo COMpPYOHULECMEBO.

Kommenmapuu u pexomenoauuu

Ilooobnas mesghghexmusnas KoppecnoHOeHyus S6IAemcs, K CONCANEHUIO,
NOKA HeoOmbeMIeMblM 2IeMEeHMOM Hauleli 0el080l KYIbmypsl, 8 KOMOpou euje He
paspabomanvl uemKue cmpamezuu nepeoayu KOHKPEemHOU uHgopmayuu 8
nucobMerHom eude. EcmecmeenHo, umo 6 8bluleynoMsIHymom nucbme ciedosao dul
Kpamuo o6pucoeams 603MOJCHbIE (POPMbL COMPYOHUHUECMBA U NPeOSIONCUMb
C8A3AMbCSL ¢ KeM-TUb0 no mene@ony, uiu no Opyeomy Kawauy CeA3U, YKA3Ade 6ce
HeobXx00umble KOOPOUHAMDBL.

Pazymeercs, ¢opmpl NHCBMEHHOrO  JICJIOBOrO  OOIIEHHS  BechbMa
pa3HoOOpa3Hbl W HE MCYEPIBIBAIOTCS NMUChbMaMH. JlOKJIaaHbIe 3aMUCKU, OTYETHI,
IUTaHbl ¥ JOJDKHOCTHBIE MHCTPYKUMU HMMEIOT WHYIO CTPYKTYpPY, KOTOpas MOXKET
BapbUPOBATHCS B 3aBUCHUMOCTH OT LEJH, COJIEPKaHUs JOKYMEHTa WINA Tpaaului,
CYLIECTBYIOIIMX B JAaHHOW KOHKPETHOM JE€JIOBOM KYJbTYpE I HAIMCAaHMS
nojo0Horo poga Oymar. TeM He MeHee, M JJaHHbI€ BUJbI TUCbMEHHOIO OOILEHUS
JIOJKHBI UMETh YETKYIO CTPYKTYPY, KOTOpasi BRIpaKaeTCsl Jake BU3YAIbHO B BUJIC
3aroJIOBKOB, IIO/3arOJIOBKOB, maparpadoB W HyMEpaluu pas[eioB M WHBIX
COCTaBJISIIOLIMX JOKYMeHTa. Tak, Halpumep, OTYET, OCBEIIAIOINN IPOAEIaHHYIO B
TOW WJIM WHOM IJIOCKOCTH paboTy, MOKET BKJIOYaTh Tak HaszbiBaemble findings, To
€CTh OOHapy)XCHHBIC Ppe3yJbTaThl, KOTOpPbIE MOTYT OBITh 3(h(HEKTUBHO
IPOHYMEPOBAHBI U PACIIOJIOKEHBI B OMPEIETICHHOMN MOCIeI0BATEIEHOCTH.

YMeHue nmpaBUIbHO U Y€TKO O(OPMHUTH IETIOBOE MTUCHMO, PE3IOME, OTUET WU
IJIaH SIBJISIETCS Ba)KHEHIEH 4acThi0 KOMIETEHIIMU, HEOOXOIUMOM COBPEMEHHOMY
npodeccruonany, He3aBUCUMO OT 00JIaCTH, B KOTOpOH OH paboTaeT. MIHTepecHbIM

BUAOM IMMCBMCHHOI'O ACJI0BOI'O O6IlIeHI/I$I ABJIIIOTCA pa3aaTO4YHEIC n
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JIEMOHCTPALIMOHHBIE MaTepualbl, KOTOPbIE TOTOBATCA JUIsl TMOIACPKKH CBOEU
yCTHOM mipe3eHTanuu. Tak, myonmunas 3amuta BKP / munmomuON paboThl MOXKET
COMPOBOXK/IATHCSI UCIOIB30BAHUEM PA3UYHBIX TpadUKOB, TaOIHI], CIOBAPHBIX
cTaTell U MHBIX MaTEPUaIOB, KOTOPHIE IOMOTAIOT NMPUBJICYb BHUMAHUE ayJUTOPHH
K OCHOBHBIM IOJIOKEHUSIM U BBIBOJIaM pa0OThl. YMEHHUE MOJATOTOBUTH MOAOOHBIE
MaTepuaibl, KpacuBo uUX OGOpMUTH U 3(DPEKTUBHO HCMOIB30BATH BO BpeEMs
YCTHOM  TpE3eHTAaluMu  SBJISETCS  HEOOXOAMMOM  4YacThl0  KOMIETEHIIMU
COBpPEMEHHOro rmnpodeccuoHania B J000H o007acTM 3HAHUW U UHAYCTPUU.
Hcnonp30BaHne KOMIMBIOTEPA, TMO3BOJSIIONIETO KpacuBO U 3¢ (HEKTUBHO
dbopMaTHpoBaTh MOKYMEHT, 3HAYMTEIIFHO OO0JIETYaeT 3aaady IO MPEBPAIICHHUIO
BCEX BHUJOB MHUCHMEHHOTO JEJIOBOr0 OOIIEHUS B ACHUCTBUTENBHO 3((EKTUBHBIE
CpeICTBAa  JOCTHKEHHS  TOCTABIEHHBIX  LeJeil. 3ayacTyl0o  IPUXOIUTCS
CTAJIKUBATHCS C HEOOXOJUMOCTBIO CAMOCTOSITEILHO pa3padaThiBaTh U COCTABIISTH
OTYET O MPOJAEIIAHHOM padoTe, CepTU(PUKAT, BbIJABAEMbI MO OKOHYAHUU Kypca
WIA PEKOMEH IaTEIbHOE MHCHMO.

BexnBoCTh U KPAaTKOCTH
Ecnu npenpiaymiee TpeOOBaHHWE — HAIMYUE YETKOW CTPYKTYpBI, SIBISETCS
00s3aTe€NbHBIM yCJIOBUEM 3()PEKTUBHOCTU JAEIOBOTO IMUCBMEHHOTO OOIIEHUs,
HE3aBUCUMO OT HAIlMOHAJIBHBIX OCOOEHHOCTEH TOW WJIM HWHOM CTpaHbl, TO
TpeOOBaHUE BEKJIMBOCTH MOXET TPAKTOBATHCS MO-Pa3HOMY, B 3aBUCUMOCTU OT
TOH KyJIbTYpPBI, B KOTOPOH JAHHOE OOILIEHNE OCYIECTBISETCS.

Ilpumep u3 0enoe6ozo odouwenun

Hao oxowkom kaccer 0na evioauu 3apniamel 8 yuusepcumeme 1.C.
Camoxunoti 6w110 0OHapydiceHo caedyroujee odbvssleHUe: «Bcem compyoHukam, He
UMerwuUM UHOUBUOYATLHO2O HANLO208020 HOMEPA, HEeMeONeHHO SBUMbCA 8
oyxeanmepuro. He sisuswumcs sapniama seiniauusamscs He 6yoemy.

Kommenmapuu u pexomenoauuu

Vepoorcarowuii  npuxaznoii. mou  00vsGIeHUs, KOMOpoe, HeCOMHEHHO,
npedcmaeisiem coool 00Ul U3 8UO08 0el108020 NUCbMEHHO20 0OWEHU, ABNLEMC S 8
Hauiell cmpaue ecoMd NPUBLIYHBIM. Bcnomnum eécem uzeecmuvie ¢pazvi: «llo
eazonam He xooums! He npucnousmocs! Ilocmoponnum 6xo0 eocnpewen!y. B
3anadHoll KyJ1bmype aHalocuyHoe 00bssleHue 38yuaio Ovl Cledyrouum oopasom:
«All the members of the staff are requested...». Becbma 3nauumenvuas oucmarnyus
eracmu  cywjecmgylowas 8 Hawell cmpane, npeoonpeoessiem KOMAHOHble
uUMnepamuebl 8 NUCbMEHHOM O0el080M OOWEeHUU MeHCOy NpeoCcmasumesimu
BIACMHBIX U AOMUHUCPAMUBHBIX CIPYKMYP U COMPYOHUKAMU.

OO6masich ¢ 3amagHbIMH TapTHEpaMH, MbI HE JOJDKHBI 3a0bIBaTh, YTO
BEXKJIUBOCTh SIBJIIETCSI OCHOBHBIM TpeOOBAaHHEM, NPEAbIBISEMbIM K JICJIOBOU

66



KOPPECHOHICHIINH, T.K. CaMO MO ce0e MUCbMEHHOE JIEJI0BOE OOIIEHNE HCKITI0YaeT
BO3MOXKHOCTh MCIIOJIb30BaTh TakuWe HeBepOajbHbIE CpEACTBA OOIIEHHUSA, Kak
yIbIOKa,  JIPYXKETIOOHBIM  KHMBOK,  pPYKOMOXXaTWe, KOTOphle  MOMOTaroT
MPOJIEMOHCTPUPOBATh HANIy JOOPYIO BOJIO M PACIOJNIOKEHHUE K COOECETHUKY.
CoOmroieHrie  HOPM  BEXKJIMBOCTH  SIBJIICTCSI  BaXKHBIM ~ HHCTPYMEHTOM  JUISI
JIOCTUKEHHUSI CBOEH 1eNH, JJIsi YCTAHOBJICHUS ONPEACIICHHOW TOHAJbHOCTHU
B3aMMOOTHOIIICHUH, MPUUEM HU3MEHEHHUSI B TOHE MUCEM MOXET ObITh BOCIPHUHSTO
KAaK CUTHAJI TPEBOTY WJIM J1a’Ke OTKa3a.

Ilpumep u3z mesxckyromypnoz2o oouienus

Hszeecmuas poccutickas KOMNAHUA-NPOU3BOOUMETNb, KOMOPOU PYKOBOOUM
kmwenmka T.C. Camoxunou, 6cmynuia 6 cepvesnvle Nnepe20gopvl ¢
MENHCOYHAPOOHOU KOMNAHUEU, 3aUHMEPEeCcO8AHHOU 6 BblKYNne Yacmu aKyutl
poccutickou komnanuu. Mnmepec 3anaonou cmopoHbvl Oblll COBEPUIEHHO 0YEBUOEH,
Umo  8vLIPANCAIOCL 6 HACMOUYUBOCMU U OCOOEHHOU 00X00UmenbHOCmu U
mepneHuu, ¢ KOMOPbIMU OHU OOWAIUCHL CO CBOUMU NOMEHYUAIbHLIMU
poccutickumu napmuepamu. Ha oonom uz smanos nepe2o8opog y poccuiickou
CMOpPOHbI ~ BO3HUKIU  BONPOCLI U  ONACEHUs, KOMOpvle 3ACMABUIU  UX
cghopmynuposams Hogvie mpebosanus. Knuenmrka Hanucana Ha pycckom s3vlKe
nucovmo, komopoe T.C. Camoxuna d6ykeanvHo nepegena Ha auvenutickuti. Cpasy oice
nocie omnpaenenus nucbMa 6 oguce pazoancs mene@oHHbIli 360HOK 3aNAOHO20
MeHeoxcepa, KOmopbwlli C SIBHOU MPeso2oll HAYAl CRpauu8ams 0 Mmom, Ymo HAM
KOHKDEemHO He NOHPABUIOCH U YMO OHU COeNalu He mAax.

Kommenmapuu u pexomenoayuu

B oannom crnyuae owubky cosepuiun nepesoouux, nOCKOAbKY HAPYUUL OOHO
U3 Npasuil. He O3HAKOMUBUIUCL C UMEIOWUMUCS YaiHce NUCOMAMU, NePesoOYUK
OYKBAIbHO nepesell ¢ PYyCCKO20 A3bIKA MeKCM, Hanucauuvlll kiuenmxou. Ilpasoa, 6
OAHHOM KOHKDEMHOM Cydae ouudKa 06epHyIacs 8 nojb3y poCCUliCKoOlU CMopoHbl,
NOCKONIbKY 3anaoHble Napmuepvl COeidaiu YCMYnKy, Ha KOMOPYIO POCCULCKA
cmopona u He paccuumwisana. Ho smo ckopee ucknouenue, wem npasuo.

JlenoBo# MMCbMEHHBIA aHTJIMMCKUHN, UCTIOJIb3YEeMbIH HAITUMU 3apyOEKHBIMU
MapTHEpPaAMHU, OTJIMYACTCS TMO3UTUBHOW OKPacKoOM, KOTOpas BBIPAXKACTCA B
WCIIOJIb30BaHUN CJIOBH KOHCTPYKLHMHM, UMEIOIIUX IOJIOKUTEIbHYI0 KOHHOTALMIO.
JlocTaTo4yHO BCIIOMHHTH TpaJHMIMOHHBIC (pa3wl Tma “we are happy (pleased) to
inform you, we are looking forward to hearing from you, we are very grateful ”, ue
TOBOpsl y’K€ O TaKUX BUTHEBATHIX (pazax, kak ‘“‘we will deem it an honor to...”,
KOTOpPBIE IO CHX IOP €IIe MOKHO BCTPETUTH B JIEJIOBOM KOPPECHOHAEHIINH, YTOOBI
MOHSATh, YTO B OTEUECTBEHHOW MUCHMEHHOW NIETIOBOM KYJBTYPE YMOTPEOJISIIOTCS
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)

Oonee cnep)kaHHbIC CoBa: “Mbl padvl (Ho He «cuacmaugvly) cooowums Bam...” .
B pabote ¢ 3anmasgHbIMU MapTHEpAMH JIEJIOBOM STUKET TpeOyeT OT Hac HamMCaHUs
pPa3HOOOpa3HBIX THUCEM U 3alMCOK, TaKWX, KaK, HampuMmep, MO3/ApaBlICHUS,
MpUTTIAIICHUS, a TAKXKE BEKIUBOTO MUCHbMEHHOTO OTBETA, KaK B CIydae MOTy4YeHUs
opUIIMaTBPHOTO TPUTTAIICHUS Ha TMPUEM WM MPEe3CHTAIUI0, Ha KOTOpPOe
PEKOMEHJIyeTCsI OTBETUTh, COOMpaeMcsi JIU Mbl NMPUHTH U, COOTBETCTBEHHO, B
cllydyae OTKaza — W3BHUHHUTHCS. OduiuanbHble MO3paBieHusi, 0J1aroJapcTBEHHbIC
NMChMa 32 TEIUIbIA OKAa3aHHBIA MpPUEM, BBIPAKEHHE COOOJE3HOBAHUW U JIPyrue
BUJIBI KpaTKUX TMHCEM HE SBJSIOTCS MPUBBIYHOW 4YacCThIO HaIled JelI0BOMN
MUCbMEHHOM KYJIBTYpPBI, B TO BpeMs KakK 3amajHble TapTHEPhl BOCIPUHUMAIOT 3TO
KaK He0OX0JIMMOE MPOSIBICHUE BEXKIMBOCTH B JIEJIOBOM OOIIIEHHUU.

KpatkocTh SBIsSETCS JIpYyruM CYIIECTBEHHBIM TpeOOBaHHEM npu
COCTABJICHMM TOTO WM WHOTO JTOKYMEHTA, OCYIIECTBICHUN TIEPEIHCKH W
MIPEIOCTABICHUN OTYETHOCTH. [IpH ATOM OTYETHOCTH aMEPHUKAHCKHX KOMITAHUM
SBJIIETCS] BECbMa 00BEMHOM M pa3HOCTOPOHHEH: HA4Yalo M caM IPOoLecC JAEI0BOTO
COTPYIHUYECTBA MEXKJY 3aMHTEPECOBAHHBIMU — POCCUUCKOW U aMEPUKAHCKOW —
KOMITaHUSIMHU TIOTPEOYIOT 3JIEKTPOHHOM MEPENUCKHA OTPOMHOT0 00beMa, B KOTOPOid
OyayT mojapoOHO OOpPHCOBBIBATHCS HAMEPEHHUS CTOPOH, BBIPAXKATHCSA Pa3JIUYHBIC
BOXKJIMBBIC TIOKeNaHWs. PaHpIle Takue BUIBI MUCHMEHHOTO JEJIOBOTO OOIICHHUS,
KaK «IPOTOKOJI O HAMEPEHHSIX», «ON3HEC-TIIaH» B HAIIICH CTpaHe He ObLIN IITMPOKO
pacmpocTpaHeHbl, 3aT0 OOJBIIIEE BHUMAHUE YESIIOCh YCTHBIM JOTOBOPEHHOCTSIM.

HecMoTtpst Ha To, 4TO TpeOOBaHKE KPATKOCTH M BEXKIMBOCTU HE MOXKET OBITh
MCTOJIKOBAaHO OJHO3HAYHO B MHUCHMEHHOMW JIEIOBOW KYJIbTYypE Pa3IUYHBIX CTPaH U
KOMITaHUM, OHO TPHU3HAETCS HEOOXOJUMBIM BCEMH  HCCIIEIOBATEIISIMH,
paboTalImMUMHA  HAJ, HM3YyYCHHEM pPa3IUYHBIX (POPM MHUCBMEHHOTO JEJIOBOTO
oOmenusi. B ciywyae, korma Mbl yY4acTBYeM B MEXKYJIbTYpPHOM OOLIEHUH,
COOJTIOJIEHNE YCTAHOBJICHHBIX HOPM BEXJIMBOCTH, a TAKXKE TEX OTPAHWUYCHUHA W
TpeOOBaHMI, KOTOpPBIE CYIIECTBYIOT MO OO0BEMY TOTO WJIM HHOTO JTOKYMEHTa,
coBepmieHHO HeoOxomumo. Tak, I y4acTUs B MEXKIYHApPOJIHOM HAydHO-
MPaKTUYECKON KOH(epeHInu BaM oTpedyeTcst MpUciaTh Te3UChl, 00beM KOTOPBIX
YKECTKO OTPaHMYEH KOJMYECTBOM 3HAKOB, a JJIsi TOCTYIUICHUS Ha paboOTy OT Bac
MOTPeOYIOT pe3roMe 00beMOM, K TIpuMepy, He Oojiee oaHON cTpaHwmIlbl. JlenmoBoe
NMMCBMEHHOE OOIIEHUE, B OTIMYKWE OT JIMYHOTO IIMChMa, OCYIICCTBISICTCS
MOCPEJICTBOM YETKO CTPYKTYPHPOBAHHBIX TEKCTOB, HAMHMCAHHBIX ITOTOMY WJIH
WHOMY 00pasily, B 3aJlaHHOM 00BEME M COJIEPKaIINX BCe HEOOXOAUMBIE (hOPMYIIBI
BEKJIMBOCTH, TTO3BOJISIOIIKE MPOU3BECTH BRIMTPHIITHOE BIICUYATIICHNE Ha ajpecara.
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Jleknus 2. SI3BIK U CTHJIB 1€JI0BOr0 MUCHLMA

JlenoBast mucbMeEHHasA KyJbTypa OTIMYAETCS OT YCTHOM TEMU ClEUaIbHBIMU
KJIUIIE U 000OpOTaMH, KOTOPBIE HCIHOJB3YIOTCS TOJBKO B MHCHMEHHON pedH, a
Tak)Ke CTPYKTYpPOI IpeIoKEeHHsI U crioco0aMu coelMHEHus ero yactei. Jlekcuka,
UCITOJIb3yeMasl B JIEJIOBOM KOPPECTOHICHIINHM, MOXET OBbITh Oosee (hopMabHOM,
YTO MPUJAET MUCbMEHHOMY JIeJIOBOMY OOIICHHUIO O(pUIIMaIbHBINA XapaKTep.

J1J1s1 TUCBMEHHOTO JIEJI0BOTO OOLIEHUS, TOMUMO JIEKCUYECKUX, XapaKTEPHbI U
CUHTaKCUYECKHe — OO0Jiee CII0KHOE MO CTPYKTYype MPEeUIOKEHUE, COCTUHEHHOE
CIIOXHBIMH TIpeJijioraMu U coto3amu. [lomoOHbIe TpeasiokeHus 0COOEHHO YacTo
MOXHO BCTPETUTh B IOPUJIUUECKUX U DKOHOMUYECKHX JOKYMEHTax U JOTOBOpax,
KOTOPbIE H300MIYIOT MHOTOYHCIICHHBIMA YTOYHEHUSMH U TTOBTOPAMH.

Ecnu nmucbMeHHBIH TEKCT, KOTOPBIA MbI BBIJAEM 32 YCTHOE BBICTYILICHHE,
ABygeTCsl Manod()PEKTUBHBIM (HAJTMYKUE JITUHHBIX MPEIJIOKEHUN, YACTH KOTOPBIX
COCIMHSAIOTCS PA3IMYHBIMHA COIO3aMH M CBSI3KAMH, HCIOJB30BAHUE CIIOKHBIX
CHeUaIbHBIX TEPMUHOB 0€3 OOBSICHEHUH U WIUTIOCTPALUid, OOJBIIOE KOJIUYECTBO
CTaTJaHHBIX 0€3 Pa3gaTOYHOTO MaTepHalia, IPEICTABIISIONICTO BU3YaIbHYIO OTIOPY
JUISL CITYHIAIOIIEr0), 3a4acTyl0 MUCHBMO JeNaroT (PaMUIbsIpPHBIM M JICKCUYECKUE
CAMHUIIBI PA3rOBOPHOTO XapakTepa. Tak, BIIOJHE YMECTHOE B MEKIUYHOCTHOM
JICIIOBOM OOIIIEHUH BhIpakeHHe “t0 mess up the task™ (ae cipaBuThCS ¢ 3a1aHKEM),
MBI BpsIT JIU OOHApY>XUM B JOKJIQJHOM 3aIllUCKe, a[pECOBAHHOM BBIIIECTOSIIEMY
MeHemkepy. To ke camoe MOKHO CKa3aTh B OTHOIIEHUU OOPa3HBIX UJIUOM, TAKHUX,
kak to blow one’s own trumpet (naxeanusamov cebs, mpybums na eecb ceem 0
ceoux docmudcenusix), t0 be the boss’s yes man (so ecem noooaxusarowuii 6occy,
cCmpemMAwuIcs 80 8cem emy y200umv) U MHOTHX JApyrux. BooOiie BbIpakeHue
SMOIMI JIMYHOTO XapakTepa HECBOWCTBEHHO [JIi JEJIOBOTO MUCHMEHHOTO
oOmieHusi. COOTBETCTBEHHO, MBI BPSJl JIU OOHApPYKMM B CTaHJAPTHOM JIEJTIOBOM
MUCbME METa(OpPhI U SIUTETHI, TUIIEPOOJTBI, SMPaTHUECKUE KOHCTpYKIuu. Hapsimy
C HWCIIOJB30BAHUEM CJIOB, TPHHAIICKAIINX K OCHOBHOMY CJIOBApHOMY 3aracy
aHTJIMHACKOTO SI3bIKA, B JCJIOBOM IMMCHME MBI, CKOpPEE, BCTPETUM CJIOBA, MMEIOIIUE
KHIDKHYIO OKpacky, Harmpumep: to request, to reply (respond), to regret, to identify,
to specify, to finalize, to acknowledge (npusnasameo, koncmamuposams).

Jpyroif TpakTUYECKH YHUBEPCATHLHOM M OOIIECTPUHATON OCOOEHHOCTHIO
JIEJIOBOTO OOIICHHS SBISIETCA €r0 «Oe3TWYHOCTHBIN» XapakTep, YTO HAXOJUT
OTpaXEHUE B OTPAHUYCHHOM YMOTPEOJICHUHM JTUYHBIX MECTOMMEHHH U ITUPOKOM

‘CI’)

yHOTPEOJIEHUH MACCUBHBIX KOHCTpYKIuH. Tak, MecroumeHue IPAaKTUYECKU
ITIOBCEMECTHO OTCYTCTBYET, MECTOMMEHHE “WE” HMCHOJIb3YETCS NMPUMEHHUTEIBHO K
KOMIIAaHUM WA OPraHU3alluH, WCIOJIb30BAHUE IMACCUBHBIX WM AJUIMNTHUYECKHUX

KOHCTPYKHI/Iﬁ C ONIYIICHUCM IOJICKAIMICTO XaPAKTCPHO AAXKEC JId TCX BHIOB
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JIEJIOBOTO TMCHhMa, B KOTOPBIX pPE€Ub HAET O COOCTBEHHBIX IOCTIKEHUAX WIIN
pe3ynbTaTax, HampuMep, B PE3IOME WJIM OTYETE O MPOECIAHHOW paboTe, KaK 3TO
BUJIHO W3 TPUBEACHHBIX HUXKE pa3leloB U3 KpaTkoil Ouorpaduum U oTyeTa o
Nearoru4eckou nMpakThKe CTy/IeHTa:

June 2001 Degree in Linguistics and Methods of
Teaching obtained from Moscow
Teachers’ Training State University
graduation project on the topic:
“Business telephone conversation as the
form of business communication”

defended.
Teaching Practice Report

Subject, Place, Time Eight lessons of English, covering such
topics as ‘Meeting Foreign People’,
‘Business Electronic Communication’,
were given to the preparatory forms A
and B, Linguistic Gymnasium from
February 8, 2020 till March 20, 2020.

CTuib M KOJUYECTBO CICIHAIBHBIX CIIOB B JCIOBOM ITMCbME MOTYT
BapbUPOBATHCS, B 3aBHCHUMOCTH OT IPHHATOTO B TOW WJIM WHOW KOMITAHUHU WIIH
CTpaHe CTWIS JICJIOBOM TIEpenucKh. Tak, aMEpUKaHCKOe JIeJOBOE IHCHhMO
3a4aCTyl0 HOCHUT MeHee (OpMajbHBIA XapakTep, 4YeM OpUTaHCKOE, B HEM
OTCYTCTBYIOT clioBa Tuma deem (noracame, Oymame, cuumams), esteemed
(esteemed members of the Presidium) (nouumaemwiii, ysasxcaemwiii), CAUTAIONIACCS
YCTapEeBIIMMH, U TaKUE CJIOKHBIC (DOPMYJBI BEKIMBOCTH W OOpalleHus, Kak We
would be greatly obliged if you could..., dear Sirs and Madams u T.1.

AMepHKaHCKHE MapTHEPHI Yallle BKIIOYAIOT B CBOM MOCIAHUSA OOPAICHHS 10
UMEHH, a Takke HedopMalbHbICe 3aMEYaHHs JAPYKECKOrO0 M JIOCTATOYHO
HMOIMOHAIBHOTO XapakTepa, HarpuMep:

Hi, Tatiana:

This is Kevin whom you met in the Library of Congress in Washington D.S. ...
I can’t tell you how much I enjoyed the book you gave me.

[Tockonbky a(dQeKkTUBHOE AeI0BOE OOIIEHUE TMPeIyCMaTPpUBAET MPEKILC
Bcero 3¢ (}HEeKTUBHOE B3aUMOJECUCTBUE CO CBOMM IApPTHEPOM, Mbl B TOJOOHBIX
CUTyaIlUsAX CTapaeMcs NMPHICPKUBATHCS TOrO YK€ CTHIISI, B KOTOPOM OOIIAaeTcs C
HaMU HaIll TapTHEP, ¥, COOTBETCTBEHHO, OTBETHUM B TOM K€ JTyXe:
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Hi, Kevin:

Thank you very much for your kind words about our book. Your opinion is
very important to me because you're a real expert on the subject ‘Effective
Business Communication Skills’...

Omnako B Tex ciyyasX, KOrJa HWHUIHAATOPOM MHUCBMEHHOTO JEJIOBOTO
oOIIeHUs ¢ 3apyOe)KHBIM MAPTHEPOM SIBIIIEMCSI MBI, PEKOMEH/TYETCSI COXPAHUTh 10
BO3MOKHOCTH HEHUTPAJIBbHBIN CTUJIb, HE Jieias €ro HU CIMIIKOM (aMUIBIPHBIM U
JIPYXKECKUM, HHM CIUIIKOM KHW)KHBIM M BO3BbIINICHHBIM. [log0OHBIN mOIX0.
ABJIIETCSl HauOoliee MpUEeMIIEMbIM U BexJMBBIM. CrefoBaTesibHO, d(DPEKTUBHOE
MMCbMEHHOE JIeJIOBOE OOIleHHE TpeOyeT Kak yBa)XeHUs K crenuduke JTaHHOTO
BUJIa JIEJIOBOIO OOIIEHMS, YTO HAXOJUT OTPAXXEHHUE B HEYKOCHUTEIHLHOM
COOJIIOZICHUU TPUHATBIX B HEM CTaHAapTOB, TPEOOBaHUM, JEKCUYECKUX U
rpaMMaTHYE€CKUX OCOOCHHOCTEM, TaK M YBOXKCHUS K TPAJTULIMUSIM, CIOKUBIIUMCS B
TOW WJIM WHOM HAIMOHAJIIBHON WJIM OPTaHU3AIMOHHOW KYJIbTYpE MPUMEHUTEIBHO K
JTAHHOMY BHJy JIEIOBOTO OOIIEHUS.

[TuceMoO ocTaercss BaKHBIM JJIEMEHTOM BeJeHHs OusHeca B mupe. be3
NIEPENUCKA BECTH JCJIOBBIE OTHOLIEHHS IIOYTH HEBO3MOXHO. Iloutm Bce
Teae(OHHbIE JOTOBOPEHHOCTH TPEOYIOT MHCHBMEHHOIO TMOJITBEPKACHUS, NpHU
YCTAaHOBJIICHUM K€ JIEJIOBBIX KOHTAaKTOB XOPOILIO COCTaBJIEHHOE, NPABUIBHO
cOpPMYJIMPOBAHHOE MHUCHMO JIMYHOCTHOTO XapakKTepa MOXET HaWIy4IIuM
o0pa3oM mpeacTaBUTh Bamly (UPMYy M CO3JaTh caMoO€ OJIarONpUsATHOE y HEu
BIleyaTyieHue y Bamero norenuuanbHoro 3apyoesxxnoro naptaepa. [Ipexae Bcero
NMCbMa CJIEAYET MHCATh C MO3ULMHU BAIIEro KOPPECHOHJIEHTA. [[en0oBoe MUCHMO,
CBSI3AHHOE C MPEMJIOKEHHWEM KaKoro-iubo ToBapa, YCIYIM WM HJAEH, JOIKHO
OBITh JKMBBIM, YOequTeNbHbIM. Bama yOex/IeHHOCTh B HENMOAAENbHOCTH Bariero
NPEIIOKEHHST TIepelaeTCs JIIOASIM, U1 OHHM TOJIO)KUTEJIbHO OTKJIMKAIOTCS Ha HeEe.
JIro6ast MBICIB MOXKET OBITh BBIPAKEHA BEXKJIMBO, CAEPKAHHO U C JOCTOMHCTBOM.
TakTUYHOCTb, BEXJIMBOCTh B JIENOBBIX MHCbMAax M, KOHEYHO, MPU JUYHBIX
KOHTaKTax — 3aJI0r ycnexa. [Ipexae yem nucaTe MUCbMO, CIENYET ONPENEIUTh €ro
OCHOBHYIO II€JIb, CIIOCOOBI €€ JOCTIKEHHUS, a TakKe ITOCTaBJICHHBIE 3aJauu.
[Tpogymath, Kakue cieayeT HCIOJIb30BaTh AJISl 3TOTO (PaKThl M BBICKA3aTh HJIEH,
yTOOBI JOOWUTHCS Keimaemoro pesyiabrara. He crnemyer mwmcarh oOmux ¢pas,
KaxxJas gpasza 10JpKHA padoTaTh HA TOCTHKEHHUE MOCTaBICHHOW 1eu (Hanmpumep,
yOenuTh KiMeHTa npuodpectd Bamr ToBap WM BOCHONB30BATHCA OKa3bIBAEMOMU
yCIIyroi), MO3TOMY OHa JOJDKHA OBITh KOPOTKOW M JIETKO 4uTarbes. HoByto
MBICITb, KOTOPYIO BBl XOTHTE BBIAECINTH, HEOOXOAMMO HaYMHATH C HOBOTO ad3alia,
pacrnosarasi ab3aibl B JOrMY€CKOM MOPSIKE.
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[lepBas m mocnmemusiss (gpas3pl AETOBOTO MUChMa HMMEIOT BEChbMa BaXKHOE
3HaueHue. OT HUX 3aBUCHUT, OYJET JIM MHUCbMO BHUMATEIbHO mpounTaHo. [lepBoe
NpEeMJIOKEHHE JOJKHO OBITh KaK 3arojloBOK pekiiaMbl. B HeMm JoikeH
coJiep KaThCsl MPEAMET WM MPUYNHA, IO KOTOPHIM BhI nuIieTe nuchMo, 4eM cpasy
)K€ TIPUBIICKAacTe BHUMAHHUE WJIM BBI3BIBACTE MHTEPEC Y CBOETO KOPPECIOHJICHTA.
Pazymeercs, HauanpHBIC (pa3bl BRIOMPAIOTCS B 3aBUCUMOCTH OT THIIA TUCHMA.
Ecnu 510 muchMo-3aka3, 3ampoc WM MOATBEPXKIACHUE, HET HEOOXOJIUMOCTH B
COCTABJICHMM OCOOEHHO WHTEPECHOTO WM OPWUTMHAJILHOTO Hadaiga. BaxHo
BBIPA3UTh 11€JIb JIEJIOBOr0 MUChbMa U JOOpOKeNaTeIbHOE OTHOIIEHUE K ITpobiemMam
KoppecnongeHta. Eciu ke mnucbMo wumeer Oojee creuu(pUuUecKyro 1eib
(HanpuMmep, MpeIoKEHUE MOJNUcaThed Ha Bamn >kypHan wid OKa3aHHE CBOMX
ycIyT), mepBas (pa3a JOHKHA OBITh HE MPOCTO JAPYKECKOH, HO U OpOCKOWH,
WHTEPECHOM, TPUBJICKAIONIEH BHUMaHWE, KOTOpasi Obl 3aMHTEpEeCcOBaJIa YATATEIIS.
Ero MomHO HayaTh ¢ BOIpOCa, OCBEIICHUS KaKOTO-TO HEW3BECTHOTO (QakKTa
(6e3yCIOBHO, MPOBEPEHHOT0) WM C CCHUIKM HAa aBTOPUTETHOE JHIO (BUIHOTO
HPKOHOMMUCTA, eclii BbI penaraere, ckaxkem, TOBap) U T.J1.

[Tocne BexMBOrO OOpalieHus] K KOPPECIOHACHTY MPUHATO 0003HAYaTh TEMY
nuchbMa cokpaieHueM Re: (awen. In reference to — B omseem na Bawe nucomo om
1 cenmsaobps 2020 2.). Ecnu nUcbMO CBS3aHO TOJIBKO C OJHOM TEMOM, TO €€ MOXHO
0003HAUUTh, M JI0 OOpalieHus, cpa3y Imocie aapeca. Korma ke mepemmcka C
MIapTHEPOM BEJETCS TT0 HECKOJIBKUM KOHTPAKTaM, TO B TAKOM CIIy4ae HMEET CMBICIT
HEIMOCPEJICTBEHHO TMOcje oOpaleHus: 0003HAYUTh TEMbI NMHChbMa U 3TUM Pa30UTh
MMCHMO Ha COOTBETCTBYIOIIEE YUCIIO 0s10koB. Hampumep:

Re: O auyensuu na uzoanue knueu “Sunrise”’; O npoorenuu npas Ha uzoanue
acypnana “Image”’; O nepcnexmusax compyonuuecmsa na 2021 e.

3axmounTenbHas ¢pa3a MHChbMa JIOJDKHA OCTABUTh YHUTATENs C MOJHBIM
MOHMMAaHUEM TPOOJEMBbI, BbI3BaTh y HEro OBICTPYIO OTBETHYIO peakiuio. B
nuchMax, HE TPeOYIOIMX OTBETHOTO JEHCTBUS, 3aKIIOYUTENBHBIN maparpad
JOJDKEH COJep)KaTh BbIpaXXEHHE JoBepus W 100poil Boiu, Hampumep: “We
sincerely hope you will enjoy your purchase for many years to come”. Umu xe
BBIpaXKaTh OnaromgapHocTh, Hanpumep: ‘‘Thank you for sending your confirmation
letter so promptly”. TloanuceiBas JeI0BOE€ MUCHMO, HY)KHO YHOTPEOUTH Ty XKe
dbopMy uMEHH, KOTOPYIO HCIIOJIBb30Bald B oOpamieHuu K mosydarento. [lpu
oOpalleH! U B KOHIIOBKE MMChMa YYUTHIBAETCS MPUHIUI B3aMMHOCTH, OCOOCHHO
3TO OTHOCHUTCSI K OTBETaM Ha MHUCHbMa. B OTBETHOM MHCHME HCIOJIB3YIOTCS T€ XKe
BBIPKEHHUSI, UTO U B MPUCITAHHOM. B caMOM KOHIIE TMChMa CTABHUTCS TIOJIUCH C
yKa3aHUEM MoJ HeW (haMIJIMK U JTOJDKHOCTH OTHpaBUTENs. B OOIBIIMHCTBE CTpaH
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MOANUCh HAa MUCHME CTAaBUTCSl C MPABOM CTOPOHBI JMUCTA, MOJ 3aKIIOUYUTEIbHOU
(bopMy0ii BEKITMBOCTH.

Ecnu 3akiiounTenbHble CI0Ba BEKIMBOCTU PACIIONIOKEHBI C JIEBOW CTOPOHBI
(3T0 mpakTukyercs B ['epmanuu), TO MOAMKHCH CTABUTCA C JIEBOM CTOPOHBI IMOJ
HUMH. DPaMUMg TOANUCHIBAIONIETO MHUCHMO I[E€YATACTCSl MOJ[ €r0 PYKOMUCHOMU
MOAIUCHIO.

Ecnu nocime TOro, kKak MUCBMO YK€ OBUIO HANKMCaHO, CPOYHO HYKHO
COOOIIUTH O COOBITUSAX, KOTOPBHIE TPOU3OIILIH MO3KE, TO B KOHIIE MTUChMa CTAaBUTCS
P.S. (mocTckpunTym) W JomuchIBaeTcs HeobxoauMmas uHopManus. B koHie
MOCTCKPUNITYMa CHOBA CTaBUTCS MOJMNKUCH. B ciyyae korja Kk TMCbMy MpUIIararoTcs
Kakue-1M00 mMaTepuaibl UM JTOKYMEHTBHI, OHU OOBIYHO TEPEUUCISIOTCS B JIEBOM
HIDKHEW 4YacTM MHChbMa OTHEIBHOW CTpOKOW mocne cioBa «lIpuimoxenne»
(Enclosure). Hannpumep:

[Tpunoxenue: 1. Kontpakr (5 i1.), 2. Ceptuduxar toBapa (3 i.).

VYka3anue Ha paccbuiky kormid (Carbon copy wiu CC) 3aHuMaeT OTACIbHYIO
ctpoky moj IlpunokeHneM U TOSBISETCS B MHCbME, KOT/IAa BO3HUKACT
HE0OXOMMOCTh HAMPaBUTh €ro MO HEeCKOJNbKUM ajapecam: Hampumep, Copy: Mr.
O’Sullivan, Overseas Private Investment Corporation (OPIC); Mr. James Wilson,
Submiller RUS; Mr. Anatoly A. Luzgin, Nemak RUS.

.Ecnm pgemoBoe mmChbMO HammcaHO HE Ha OJaHKe, a HAa OOBIYHOM JIMCTE
OyMaru, HUKe TIOJIITACH CIeAyeT yKa3aTh Ha3BaHUE Bamiel (GUPMbI WIIH KOMIIAaHUH.
Ecnu Bbl xoTHTE TIOCHATh MUCHMO JIMYHO KAaKOMY-TTHOO paOOTHUKY (DUPMBI, TIOCIIE
(amMuITUK Ha KOHBEPTE CIICAYET MOCTaBUTH «JIuuHOy (Private — Aurmiwus, Personal —
CHIA, Confidential — Aurmust u CIIA), npu OTCYTCTBHM Takoro 00O3HAYCHUS
MUCHMO BCKPOET B CIIy4ae OTCYTCTBUS €r0 3aMECTUTENb U CEKpeTapuar.

Ecnin agpecar oTcyTcTByeT, a (upMe-OTIPaBUTENIO M3BECTHO €ro
MecTonpeObIBaHre, TO Nepe Ha3BaHUEeM (UPMbI OOBIYHO MUIIETCS COKpAaLIEHUE:
Care of (c/o), oGosnauaromee «/[nss nepedauu aodpecamyy. Ecam mnmucbMoO
anpecoBaHo (upme, a BaM HykHO, 4TOOBI KpOME PYKOBOJIUTENEH €ro MpOCMOTpE
elie KTo-TMb0 M3 COTPYIHUKOB (UPMBI, TO IOCIE ajapeca BHU3Y CTABUTCS
oboznauenme: Attention of Mr. O’Sullivan. Tlpu mnepecblike B KOHBEPTE
HeOombIux Oporrtop, OykietoB nuiyt: «llevarnas npoaykuus» (By Book Post
wnu By Printed Matter).

UYrto kacaeTcs BHEITHETO BUJIA MHChbMa, GUpMa J0HKHA UMETh CBOU OJIAHKH
U1l 0(UIIMATTEHO-/ICTIOBBIX THCEM, OTICYAaTaHHBIE THIOTPAPCKUM CIIOCOOOM Ha
xopomiei Oymare. BuemHuii Bum OiiaHka SBJISIETCS CBOEOOpA3HOW BU3UTHOU
KapTOYKOW (DUPMBI, MOATOMY K €ro O(pOpMIIEHUIO CIEAyeT OTHECTUCHh CO BCeH
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cepbe3HOCThI0. UeM oduimansHee OnaHK, TeM OQUIMANIbHEE U CTPOXKE JOJIKEH
OBITH CTHJIb TICHMA.

OdunmanbHpIil OJaHK TOJDKEH COJAEP’KaTh PETUCTPALMOHHBIA HOMEDP U JaTy
perucTpany, Ha3BaHHE (QHUPMBI, OPUAWYECKHIA aapec, OpraHU3alUOHHO-
npaBoByio (opmy. Ha Ginanke MOXeT HaXOAUTbCA JOTOTUIl (PUPMBI, 4yTO OyneT
BBITOIHO OTJIMYaTh €ro OT Apyrux. [Ipu 3ToM BaXHO COOIIOCTH COPa3MEpHOCTh U
cOamaHCUPOBAHHOCTh PUCYHKA M TE€KCTa. JIOTOTHN MOMIKEH OBITH MPOCTHIM, JIETKO
y3HaBa€MbIM U BBINIOJHEHHBIM Ha TMpodeccruoHarbHOM YypoBHe. Kak mpasuio,
ONaHK SBISETCS HOMEPHBIM, T.e. BHU3Yy WJIM Ha 000OpOTE YKa3bIBAaeTCs €ro
YHUKaJIbHBIN MOPAIKOBBIA HOMep. Takue OaHKU MOAJIEKAT CTPOrOi OTUETHOCTH.
WNHorna ucnosiap3oBaHue HOMEPHOTO OJlaHKa 3aMEHsIeT MCIOJb30BaHUE TedaTu. B
JIOTIOJIHEHHE K OJaHKy XOpOIIO BOCTIPMHUMAETCS BBIMOJHEHHBIM B TOM K€ CTUIIC
KOHBEPT C JIOTOTUTIOM (PHPMBI.

PexomenaarejqibHble NMUCbMa ObLIM 0053aTEbHBI B JIOPEBOJIIOIIMOHHON
Poccuun, nampumep, npu ycTpolCTBE Ha paboTy, 3aTeM d5Ta Tpaaulus ObLia
yTpaueHa (e€ B HEKOTOPOM CMBICJIE 3aMEHUIIU XapaKTEPUCTUKU C TOCIETHETO
MecTa paboThl), a 3a pyOekOM OHa He MpepbiBasiack. B HacTosiiee Bpemsi oHa
CHOBa Bo3poawinach B Poccuu: npu ycrpoilcTBe Ha paboTy B KPYMHYIO
MEXIYHAPOJHYI0 WIH POCCUHCKYIO KOMIIAHHUIO HAJUIEKUT MPEJOCTABUTH
pexoMeHaTenbHble nucbMa. Eciu Bel maete pekoMeHIaTeabHOE MUChMO TOMY,
KOr0 3HaeTe JMYHO, OHO NpHOOpeTaeT (opMy JEI0BOro, MO3TOMY €ro CIeayer
oQOpMUTH HAJISKAIUM 00pa30M U aapecoBaTh KOHKpPETHOMY JHIy. B mucbme
JOJKHO COZIEPIKAThCs HESIBHOE OJ00pEHHE PEKOMEHAYEMOTro M MOJpa3yMeBaThCA
nmpocb0a 0OpaTUTh BHUMAHHME Ha 3TOTO uenoBeka. OaHAKO pPEKOMEHIATEeIbHBIC
MKMChbMa HE CTOUT JaBaTh TOMY, KTO, Ha Baiil B3risj, peKkOMEHJallui0 HE 3aCITyKHUJI.

NneanbHo€ pEKOMEHIATENBHOE MUCHMO COCTOUT U3 4 pa3/iesioB:

- BBOJHOIO, B KOTOpoM BbI mpexacraBisieTech aapecaTy U B cCxkartod (opme
OIMKCHIBAETE 0OCTOATEIHCTBA 3HAKOMCTBA C peKOMEHAYEeMbIM Bamu nuiom;

- XapaKTEepUCTUKH, B KOTOPOU MPUBOMSTCS CBEICHUSI 00 00pa3oBaHHUM, YPOBHE
MOJTOTOBKHU U MPO(PECCUOHAIIBHOM OMBITE PEKOMEHIyeMOT0, €r0 YepPThI XapaKkTepa
U CHOCOOHOCTH, KOTOpbIE MOTYT MPUTOJIUTHCS TOW ¢upMe, Kyla COMCKATEeTh
CTPEMHTCS YCTPOUTHCS Ha padoTy;

- TpOCbObl O03HAKOMUTHCS C TMPHUIIAraeMbIM MOCITY>KHBIM CIIMCKOM (pe3loMe) |
KpPaTKUMHU aHKETHBIMU JIaHHBIMH, a TaK)Ke€ Ha3HAYUTh PEKOMEHIYEMOMY JIUIlY
BCTpeUy I coOeceI0BaHMS;

- 3aKJIIOYUTEIBHOTO, T BbI BhIpaxkaeTe CBOIO MPU3HATEIBHOCTD.

NHornga BMECTO pEKOMEHJATENbHOr0 THUChbMa JOCTAaTOYHO BHU3UTHOM
KapTO4yKu ¢ noMmeTkom: «Pexomennyro Bam Hukonas MBanosay.
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Koppecnionnenmusi, ampecoBaHHash KIHEHTaM, JOJDKHA OBITh KpPATKOM,
KOHKPETHON M MO3UTHUBHOM, YETKO BBIPAXKATh MBIC/Ib OTIPABUTEINS], HE JOMYCKATh
JBOSIKMX TOJKOBaHMNA. B Tekcre HexenaTelabHbl UCHPABICHUS U TOIYUCTKU.
JlenoBoe muchbMO 3apyOeKHOMY TMapTHEPY JOJKHO OBITh COCTaBJICHO Ha SI3bIKE
anpecara. [Ipy HEBO3MOKHOCTH 3TO cIeNaTh — TPYAHOCTH C IEPEBOJIOM Ha PEAKUE
SI3BIKU — JIOITYCTUMO COCTaBJICHWE MUChMa Ha aHTJIMHACKOM SI3BIKE KaK HauOoJiee
pacrpoCTpaHEHHOM B JIeJIOBOM mupe. HampaBieHne mucbMa Ha PYCCKOM SI3BIKE
(kpome cmydaeB, Korga Bam mapTtHep CBOOOZHO BIIaAeeT WM) KpaifHe
HEXEeJaTeNbHO, TaK KaK MOTYT BO3HHKHYTh TPYJIHOCTH C IMEPEBOJOM M 3aJEPKKU
110 BPEMEHH C OTBETOM.

B peanbHOIi MpakTUKE B J€IIOBOM MUChME BCE KE HE BCEM YJAETCs BbIOpATh
MpaBWIbHYIO HHTOHaIMIO. B mnpodeccuoHanbHON NESITEIBHOCTH MBI JTOJKHBI
VSICHUTh, YTO HEYJIauyHO COCTaBJICHHBbIE MUCbMa MOTYT TMOJIPhIBATH UMUK H
JIeJIOBYIO penyTtanuio pupmbl. Bac OynyT jydiie BoCnpUuHUMAaTh, eciii Bol Oynere
CleoBaTh OMNpENECICHHBIM mnpaBuiaM. Jlaxke B ciiydae, €clii HEy/JauHbIE
(GbOpMYIMPOBKH WJIM HEOPEKHOCTH B COJEPKAaHUMU OBLIM HEMpeIHAMEPEHHBIMH,
BHE 3aBHUCHUMOCTH OT 3TOT0 JAHHBIE OIJIOIIHOCTH MOTYT HETAaTHMBHO IMOBJIUATH Ha
OTHOILIEHUS ¢ azapecatoM. [loaTtoMy sBisieTcs KpallHE BaKHbBIM HaJIaIUTh Ha
OpPEANPUSTAA  €IMHOOOpPA3HbIN, OPUEHTUPOBAHHBIM HAa KJIMEHTOB UM CEPBUC
CTaHJApPT NUCHMEHHON KOppecnoHaeHIMU. ToT, KTO oOpallaeT BHUMAaHUE U
CICAUT 3a BHEIIHUMU (OpMaMM, OCTaBIsIET CEPhE3HOE BIICUATIICHHE U
BOCIIPUHUMAETCS Kak mpodeccuoHaln B onpeesieHHon obnactu 3Hanuid. [IpaBuna
MMCbMa M COCTaBJICHUS TEKCTOB OO0pa3ylOT OCHOBY MpodecCHOHAIbHON
KOppecToHJeHIIMn B cdepe sxoHOMHKKM U ympaBieHus. Cekperapu, odwuc-
MEHEJ[KEPhI, TEPEBOAUMKHN IEJICHANIPABICHHO OO0Yy4YaloTCs ASTUM O(UIIHMAIBHO
NPUHATBHIM CTaHIapTaM, HU3ydasl JEJIOMPOU3BOACTBO U JOKYMEHTOOOOPOT, ITHUKY
JIEJOBBIX OTHOILUEHUH, CIMOCOOBI TOCTHXKEHUS 3()PEKTUBHOIO MEXKTYHAPOIHOTO
JIEJIOBOTO  OOIlEHMs, BEJCHUE JEJIOBOM KOMMYHHUKAIlMM B  KOHTEKCTE
MEKKYJIbTYPHOTO B3aUMO/ICHCTBUS.

CyuiecTByeT ONpEeAENeHHbIN 3THUKET COCTABICHUSI KOPPECIOHIICHIINHU, U 3a
pybOexxoM emy npuaaercs 6osbliee 3HaUeHUE, YeM B Poccnn:

- Ha TIOJIY4Y€HHOE TUCHhMO CIIEIyET AaTh OTBET B TEUCHUE HEMICIIH;

- MUCBMO C 0JIarOJapHOCTBIO 32 OKa3aHHOE TOCTEMPUMMCTBO OTHPABIISETCS
IPUMEPHO Yepe3 HEEIIO MOCIE OThE3 1A,

- MUCHMO C MO3APABJICHUSIMH MO CIy4ar) KaKOTO-TUO0O COOBITHSI BBICHUIACTCS
B TEUCHHE HEJCIIU CO JHS MOTYyUYCHUS COOOIIEHUSI 00 3TOM COOBITUH.

He cnenyer HeqooLeHUBATh BO3/IEUCTBUS, KOTOPOE OKAa3bIBAET HA JEIOBOTO
YyeJ0BeKa BHEIIHUM BUJ TUCbMa. [eoBble MUchbMa MUIIYTCS, KaK IPaBUIIO, TOJIBKO
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Ha JMUEBOU CTOpOoHE yncTa. Ecim Bel HE ymecTninm TEKCT Ha OJHOW CTPaHHIIE,

npojokanTe Ha cienytomei. 1o Bo3aMoxHOCTH n30eraiTe nmepeHoca cioB. Bee

AK3EMILISAPHI JICJIOBBIX MUCEM, OCTAIOIIMECS B JIeJIaX OpraHU3alvu, TOIKHBI UMETh

MOJJITMHHBIC TOJAMUCH JOJDKHOCTHBIX JIMIL. «BTOpbie» JK3EeMIUISIPhl MHCEM

MOJIIMBAKOTCS B COOTBETCTBYIOIIME MAKH MO MPaBUJIaM JEJIONPOU3BOICTBA.
YOenuthcsi B TOM, YTO Bbl HAmucCadW TpaMOTHOE M 3(h(HEKTUBHOE MHUCHMO,

MOYKHO, J1aB TIOJIOKUTEIBHBIE OTBETHI HA CIICIYIOIINE BOMPOCHI:

1. Beirnsaur nu Bame mmceMo akkypaTHbIM? Hamewatano nu oHo 0e3

JICKCUKO-TPAMMaTHYECKUX ONMTHOOK M 0€3 MOTYNCTOK B TEKCTE?

2. PacnonoxeH nm TEeKCT TakuM oOpa3om, 4TOOBI MHUCBMO YHUTAJIOCH JIETKO7

KpaTko 51 OH, C KOPOTKHMH MPEATIOKEHUIMU U ab3aramu’?

3. ConepuT M TEpBBIM ab3al] TeKCTa CYTh Jeja U HM3JI0KEH JIM OH 0e3

JIMIIHUX CJIOB?

4, SIcHBI 7M, LEJEHANpPABICHHBIA JM TEKCT MUCbMAa U HE COACPKUT JU OH

CTEPEOTHITHBIX, YCTAPEBIINX, OECCMBICIICHHBIX CJIOB U (ppa3?

5. 3By4UT JIM TIMCbMO €CTECTBEHHO, 0€3 W3JUIIHEH HaIbIIEHHOCTH U

odunranTbHOCTU?

6. Y4uuThIBaET JIM OHO TOYKY 3pEHMsI Bamero KoppecrnoHaeHTa, €ro KeJIaHus,

UHTEpeChl U MOTpeOHOCTH? PaccmaTtpuBaete u Bel mpobiieMy ¢ ero, a He co CBOEH

O3 ?

1. Coobmumu nmu Bel B cBoeM IHCBME BcE, 4YTO JKellaeT 3HaTh Bam
koppecnonaeHT? OTBeTwiu 1 Bbl Ha Bce ero Bonpochi?

8. He nanucanu nu Bel yTo-11100 HEKOHCTPYKTUBHOE?

Q. 3ByuuT 1 Baile nuceMo HCKpeHHe, Tak, OyaTo Bel mbITanuck moMouyb WK

y4eCTb JKeJIaHUsl U TOTPEOHOCTH JIPYTOil CTOPOHBI?
10. Hammcamu mu Bel TO, 94TO HOJDKHBI OBUIM COOOIIMTH, TOYHO M sicHO? He
yIyCcTUiu i Bel BaskHbBIC AeTaN?
11.  Jlerko mu unutaroTcs ¢Gpasbl v ad3arbl?
12. Jlornyen nu u yOeIUTENCH TEKCT?
13. JlocTaTo4HO JIM CHIIbHBI U YOCIUTENbHBI MOCIEAHIE CTPOKHU MUCHhMa, YTOOBI
OHM TOOYXJalld YWTAIOIIETO TOJIOKHUTEIBHO  pearupoBarh Ha  Bamm
MIPEITIOKEHHUS ?
14. Hamucano nu Baiie nmuchbMo B JpyKECKOM TOHE, pacrojiararoiiemM K 100pou
BOJIE U CITOCOOCTBYIOIIEM JIOCTHXKEHHIO TTOCTABIICHHOM 11eJ1h?
15.  Bemrnsaur nu Bame nucbMo TakuM, kakoe Obl Bel camMu XOTeNnu MOTyYUTh,
Oyayun Ha MecTe cBoero KoppecrnonaeHta? Jloctatouno nm BexsmBo Bare
MUCHMO?

Ecmu Bbl cMOXKeTe 1aTh MOJOKUTENBHBIE OTBETHI HA BCE 3TU BONPOCHI, BbI
MOKET€ HE COMHEBAThCA B OTJIMYHO BBIMOJHEHHOW padoTe M 3(P(HEKTUBHOCTH
Bamero genoBoro nuchma.
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