degepaibHOE TOCYIAPCTBEHHOE ABTOHOMHOE 00pa3oBaTesibHOe
y4peKIeHHe BhICIIEro 00pa3oBaHus
«MOCKOBCKHI (PM3UKO-TEXHUYECCKUH HHCTHTYT
(HaLMOHAJILHBIN HCCJIEN0BATEIbCKHI YHHBEPCHTET))

YTBEPXKXKAEHO

IIpopekTop mo y4edHoii padoTe u
JOBY30BCKOI IOAT0TOBKE
A.A. BopoHos

PaGouyas nporpamMma qucuuNJIMHBI (MOIYJIs1)
10 AMCIMILINHE: KoMmMmyHuKanus 1 JejioBast iepenucka

nporpaMMma acnupanTypsl: Dusnueckue HayKu

LHCHTP SI3BIKOBOM MOJTOTOBKU U TECTUPOBAaHUSA

Kypc: 1

Cemectp, GopMBI IPOMEKYTOUHOH arTecTauuu: 2 (BeceHHUN) - nuddhepeHunpoBaHHbIi 3a4eT

AynuropHbIx 4acoB: 30 Bcero, B TOM 4HCIIE:
nexuud: 30 yac.
cemuHapsl: 0 yac.
nabopatopusie 3ansaTus: 0 gac.

CamocrositensHas padora: 48 yac.
Bcero gacos: 78, Bcero 3a4. ef.: 2

KonnuecTBo KOHTPONBHBIX padoT, 3a1aHuil: 2

[Iporpammy cocrasuin: E.M. ba3anoBa, KaHJ. [I€ll. HAyK, JTOLEHT, JUPEKTOP LEHTpa

[Iporpamma obcyxaeHa Ha 3aceaHnu LICHTPa A3BIKOBOI MOArOTOBKHM U TecTupoBanus 04.06.2021



AHHOTANMA

Ilenbro 0cBOCHUS Kypca siBiseTcsl popMUpOBaHHE HABBHIKOB (P(HEKTUBHOM MUCHMEHHONH ¥ KOMMYHHUKAIIUHU B
COOTBETCTBMM € HOPMAaMH M TIPAaBUJIAMH MEXIYHAPOJIHOrO JEJIOBOrO MW HaydyHOro otukera. Kypc
OPHEHTHPOBAH HAa M3yYCHHE PUTOPUKH JICTIOBON MUChbMEHHONW KOMMYHHUKAIMU, POPM M BUIOB JICIOBBIX TUCEM
HA AaHTIIMHACKOM SI3bIKE (COMPOBOMUTEIILHBIC, MOTHUBAIMOHHBIC M OJarofapCTBEHHBbIC MHCHMA, 3alPOChI,
TpeOOBaHMs, WU3BUHCHUS, OIMPOBEPKCHUS U T.II.), a TAKKE O3HAKOMJICHHE C HOpPMaMH MEXIYHApPOIHOTO
JICIOBOTO 3THUKETA M KPOCC-KYJIBTYPHBIMH OCOOCHHOCTSIMH JICJIOBOW MUCHMEHHOHM peun B cepe HaydHOro
o0IIIeHNS.

Ocoboe BHUMaHHE YAEISIETCS PAa3BUTHIO HABBIKOB B3aUMOACWCTBHUSI C PENAKTOPaMHM HAyYHBIX >KYpHAJIOB U
pELICH3eHTaMy, YCTAHOBJICHUIO HAyYHbIX KOHTAKTOB M BEIEHHUIO IEPENUCKU C HAy4YHbIMH M JEJIOBBIMU
napTHEpaMHu.

Pesynbrarel 00yueHust

ITo oxoHuanuU KypcCa aClIMpaHThl HAYy4YaTCA:

¢ COCTaBJIAATb, pCAAKTUPOBATH PA3JIMYHBLIC BUABI JCJIOBBIX TMCCM Ha AHTIIUHCKOM S3BIKC,

* NPUMEHSThH NpaBHiIa ITyHKTYallMd B aHDIUICKOM SI3BIKE JUIA Iepeadd CUMHTAaKCHYECKHX, CEMAHTHUECKUX,
CTWINCTHYECKMX W HMHTOHAIMOHHBIX OCOOCHHOCTEH YCTHOW peYd NpPU HAIMCAaHUU TEKCTOB PAa3IHMYHBIX
KAHPOB;

*  BECTHU JEJIOBYIO IIEpENMCKY Ha AHNIMHCKOM SI3bIKE C PEJAaKTOpaMHM HayuyHBIX >KypHAaJIOB, HayYHbIMU U
JIeJIOBBIMU MTAPTHEPAMH, YUUTHIBasE OCOOCHHOCTH CTHJIMCTHKU O(QUIHATBHBIX U HEO(DUIIMATBHBIX TTHCEM;

° (I)OpMI/IpOBaTB IIOJIOKUTCIbHBIN UMUK, 63.3pr$[0]: Ha HOpMax U IpaBUJIaxX MEKAYHAPOAHOTO STUKCTA.

1. leau u 3apauu

eap AUCUMNIIMHBI

Llenpto OCBOEHHS HpPOrpaMMbl sIBIsSETCS (OPMHPOBAHUE HABBIKOB I(P(EKTHBHOI MUCEMEHHOH H
KOMMYHHKAIIUH B COOTBETCTBUU C HOPMaMH W TIPaBHJIAMU MEXKITYHAPOIHOTO JEIOBOTO M HAy4YHOTO
ITHKETA.

[IporpamMma OpUEHTHpOBaHA HA W3Y4YEHHE PUTOPUKH JIEJIOBOW MHCHMEHHOH KOMMYHHKaIWH, GopMm u
BUJIOB JICJIOBBIX TIMCEM HA AaHDIMHCKOM SI3bIKE  (CONPOBOAMTEIBbHBIC, MOTHUBAIIMOHHBIC |
OnarosapCTBEHHbIE IUCHbMa, 3alpOChl, TPEOOBAaHMS, M3BHHEHUS, OINPOBEPIKEHUS M T.II.), a TaKKe
O3HAaKOMJICHHE C HOPMAaMH MEXKIYHApOIHOTO  JIEJIOBOTO ATHKETAa M  KPOCC-KYJIBTYPHBIMU
0COOCHHOCTSIMU JIEJIOBOI MMCHMEHHOM peuu B chepe HaydHOTO OOILICHHUS.

3agauu AUCHUILIHHBI

1. O3HaKOMUTH C IIPaBUJIAMU JI€JI0BOM KOMMYHUKAIlMU Ha aHIJIMICKOM SI3bIKE.
2. ChopmupoBars 0a30BbIe HABBIKM HAIIMCAHUS JAETIOBBIX TMCEM Ha aHIJIMICKOM SI3BIKE.

3. CchopmupoBaTh HaBBIKM B3aUMOJICHCTBHUS C pElAaKTOpaMH HAyYHBIX >KypHAJIOB U PELEH3CHTaMH,
YCTaHOBJICHUS] HAYYHBIX KOHTAKTOB U BEICHUS MEPENHUCKH C HAYYHBIMU H JICIOBBIMHU ITAPTHEPAMH.

2. Illepeyens MJIAHMPYEMBbIX pPe3y/JIbTATOB 00yUeHHs 110 AMCHUILINHE (MOAY.TI0)
B pesynbrare ocBoOeHHS JUCUUIUIMHBI 00yYaromuecs JOJKHBI

3HAThb:

YMETB:

1. OCcHOBHEIE IMHTBUCTHYECKHE U CTHIUCTUUECKHE OCOOEHHOCTH IE€JIOBOTO IIHCHMA.
2. OCHOBHEIE JKaHPHI JACIIOBOM KOMMYHUKAIIWH.

3. Bujpl J1€JIOBBIX ITHCEM Ha aHITIMMCKOM SI3BIKE.

4. IlpaBuia HanUCaHUA JIEJIOBBIX MTUCEM Ha AHTIIMMCKOM SI3BIKE.



1. CocraBisiTh, pelaKTUPOBAaTh pa3IUYHble BUJBl JAEJIOBbIX IIMCEM HAa AHIIMMCKOM s3bIKe (
COIIPOBOAUTENbHBIE, MOTHUBALlMOHHBIE W OJarogapCTBEHHbIE MHCbMa, 3alpoChl, TpPeOOBaHMS,
W3BUHEHUS, OIIPOBEPKEHUS U T.I1.).

2. IlpumeHATs mpaBuja MyHKTYallud B aHIJIMKACKOM S3bIKE JUIsl TEpeladyd CHHTAKCHYECKHX,
CEeMaHTHYECKHX, CTHIIMCTUYECKUX M HWHTOHALMOHHBIX OCOOEHHOCTEH YCTHOM peud NpU HAIUCAHUH
TEKCTOB Pa3JINYHBIX )KAHPOB.

3. Bectu nenoByto nepenucKy Ha aHIIMHCKOM S3bIKE C PElaKTOPaMU Hay4HBIX JKypHAJIOB, HAyUYHbIMU U
JIeJIOBBIMU TIAPTHEPAMH, YYUTHIBAsT OCOOEHHOCTHM CTHJIMCTUKH OQHUIMAIBHBIX W HEO(UIUAIBHBIX
IIUCEM.

BJIAJIETh:

1. HaBeikamu 3(1)(1)6KTHBHOI>'I IMMCbMCHHOH U KOMMYHHKAIIUU B COOTBCTCTBUH C HOPMAMHU U IIpaBUJIaMU
MEXKAYHAPOAHOI'O ACJIOBOTO U HAYYHOI'O OTUKETA.

3. Conep:xkanne TMCUMIJIMHBI (MOAYJIs1), CTPYKTYPHMPOBAaHHOE 1O TeMaM (pa3jesiaM) ¢ yKazaHueM
OTBEJeHHOI'0 HA HUX KOJIMYeCTBA aKaJeMHYeCKUX YacOB U BH/I0B YUeOHbIX 3aHATHH

3.1. Pazgensl qucuuiuinHbl (MOAYIS) U TPYAOEMKOCTH 110 BUAaM YUeOHBIX 3aHITHN

TpymoeMKOCTb IO BHJAM Y4eOHBIX 3aHATUH, BKITIOUAs
CaMOCTOATENIbHYIO padoTy, Jac.
Ne Tema (pa3znein) AMCUUTUIMHBL
Camocr.
Jlextiun | Cemunapsr | JlaGopat. paGoOTHI
pabora
1 KomMmyHMKaust U JenoBasi Iepenucka. 9 15
Baenenue.
) OcoOeHHOCTH ~ HamUCaHHUA  JICJIOBBIX 15 15
IceM
3 ComnpoBonuTenbHOE MUCEMO 6 18
Nroro yacos 30 48
[loaroroska k sK3aMeHy 0 gac.
OO01mas TpynoEMKOCTh 78 yac., 2 3a4.en.

3.2. CoxepxaHue TUCHMILIMHBI (MOIYIIS), CTPYKTYPHPOBAHHOE IO TeMaM (pasJiesam)

Cemecrtp: 2 (Becennuit)
1. KommyHukanud v fenoBas nepemnvcka. Beenenue.

TeMmpl ekui:

1. OcobGeHHOCTH JIeNTOBOH KOMMYHUKAIIMH HA aHTJIMHCKOM SI3BIKE.
2. Buspl 1 )xaHpHI J€JI0BOM MEPENUCKH.
3. CtpykTypa 1 0COOeHHOCTH O(POpMIIEHHS AETIOBBIX MMCEM Ha aHIJIMICKOM SI3BIKE.

4. Buapl JeNOBBIX MHCEM (COMPOBOAUTENHHBIE, MOTHBAIIMOHHBIC, OJIAarOJApCTBEHHBIC MUCHMA,
3arpockl, TPeOOBaHMS, U3BUHEHUS, ONTPOBEPKECHUS U T.I1.)



Camocrostensaas pabora. IlpopaboTka KOHCIIEKTOB JIEKIMH M BOMPOCOB, BBIHECEHHBIX Ha
CaMOCTOATEJIBHOE M3Y4YEHHUE C IIOMOIIbI0 OCHOBHOW U JOINOJHUTEIbHOMN JINTEPaTypbl; U3ydEHUE
BHJICO MAaTEPHAIIOB 10 TEMATHKE JIEKIIMOHHOTO 3aHATHS. BBIOTHEHNE KOHTPOIBHBIX 3aJaHHUMN.

2. Oco0EHHOCTH HAMCAaHUS NEJIOBBIX ITUCEM
TeMbl TeKIuni:

1. YeroiiunBbie 000POTHI AETIOBOI MEPETHUCKH.

2. CrienuabHas JIGKCUKA, TEPMUHOJIOTHSI, TyHKTYyaLusl.

3. CokpatieHus, IpUHATHIE B I€IOBOM MEPEIUCKE.

4. MexXKyIbTYpHBIM aCHEKT MUCbMEHHOM 1€T0BO KOMMYHUKAIUH.

CamocrositenbHass pabora. IIpopaboTka KOHCHEKTOB JEKIMH M BOIIPOCOB, BBIHECEHHBIX Ha
CaMOCTOSTEIIFHOE W3YYCHHE C TMOMOIIBI0 OCHOBHOM M JOTIOJHHUTEIBHOW JHTEPaTyphl; U3y4CHUE
BU/IEO MaTEpUAJIOB 10 TEMATHUKE JICKIIMOHHOTO 3aHATHS. BhINomHeHne KOHTPOIBHBIX 3a1aHHH.

3. ComnpoBOAUTENHHOE MUCHMO
Tewmsl nexuuii:

1. ComnpoBoAUTETHFHOE MMHCHMO K PE3IOME.
2. ConpoBOAUTENHHOE MICHMO B PEIAKIIMIO HAYYHOTO KypHaa.
3. PenakuuoHHas 3THKa.

CamocrostensHas pabora. IlpopaboTka KOHCIIEKTOB JIEKIMH M BONPOCOB, BBIHECEHHBIX Ha
CaMOCTOATEJIBHOE WU3YYEHHUE C IIOMOIIbI0 OCHOBHOW U JOINOJHUTEIbHOMN JINTEpaTypbl; U3ydEHUE
BHJICO MAaTEPHAIIOB 10 TEMATHKE JIEKIIMOHHOTO 3aHATHS. BBIOTHEHNE KOHTPOIBHBIX 3aJaHHMN.

4. Onucanue MaTepraIbHO-TEXHUYECKOH 0a3bl, HEOOX0AUMOI JIsl OCYIIeCTBJICHUs 00pa30BaTeJIbHOIO
npouecca 1o JHCHUIIMHE (MOIYJII0)

Jiis peanu3auy JUCUUIUIMHEL TpeOyeTcs Ceayolee MaTeprualbHO-TEXHUIECKoe obecrieueHue:
Aynuropus i1 BMELIEHUS] He MeHee 25-TH YeJIOBeK.
Hannume noctyna B 35eKTPOHHO-KOMMYHHUKAIIHOHHYIO CETh HHTEPHET, KOMITBIOTED.

S.IlepeyeHb peKoMeHAYeMOM JIUTEPATYPHI

OcHOBHas JIuTEparypa
1. enoBas nepenucka mno-anrnuiicku [ Tekcr] : [mpaktudeckoe mocodue] .— M. : Kymerypa, 1993 .—
328 c.
2. AHrmiickuit sI36IK B MextyHapoaHoM ousHece / JI. B. CrynaukoBa. — Mocksa: FOpaiit, 2022.

Jluteparypa Juist CaMOCTOSITETTLHOTO H3Y4YCHUSI:

Paul MacRae Broadview Press, May 1, 2019 - Business & Economics.Business and Professional
Writing: A Basic Guide - Second Edition
Harvard Business Essentials: Business Communication, Harvard Business Press, 2003 - Business &
Economics - 162 pages
Bell, A. H. (2004). Writing Effective Letters, Memos, and E-mail. Barron's Educational Series; 3rd
edition, 240 p.



JomnonHurensHas aureparypa

1. Aarnmuiickuii s3bik. General &amp; Academic English (A2—-B1) / B. B. JleBuenko. — Mockaa:
HOpaiir, 2022.

6. Ilepeuyenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHHKAIMOHHOI ceTH ""UHTepHET", HEOOXOTUMBIX
JJI51 OCBOEHHST TUCIMIIJIMHBI (MOTYJIs)

He ucnonesyrores

7. IlepeyeHb HHPOPMANMOHHBIX TEXHOJIOTHIi, HCIIOIb3yeMbIX NPH OCYLeCTBJICHUU 00Pa30BaTeJIbHOI0
npouecca o JHCHUIIMHe (MOIYJII0), BKJIIOYAs NepedeHb He00X0AUMOro NpOrpaMMHOro odecnedyeHnst
¥ MH(POPMAIHOHHBIX CIIPABOYHBIX CHCTeM (IPH HEOOXOAUMOCTH)

Jlexuu MpOBOISATCS OUHO U C UCIOIB30BAHUEM 00pA30BATEIIbHBIX IUCTAHIIMOHHBIX TEXHOJIOTH.
CamocTosTenbHas paboTa IPOBOAUTCS CIyIIATEISIMU B yIOOHOM 7t HUX pexxknme. Corymarenn
MOJTYYaroT JOCTYI K PEKOMEHYEeMOM JIUTEpaType, SIEKTPOHHBIM YUeOHBIM MaTeprataM MoCPEICTBOM
pecypcoB HOANEPIKKH SJIEKTPOHHOTO 00y4eHHs U MMapTHEPCKUX 00pa30BaTeIbHBIX TUIOMIA/I0K.

8. MeToanueckue YKazaHnus NJist oﬁyqaloumxm 0o 0OCBOCHMIO JTUCIHUIIINHBI (MO)_Iy.Tlﬂ)

[Ipuctynas K WM3y4eHUIO AUCHUUIUIMHBI, OOYYaroIIEMycsi HEOOXOIMMO BHHUMATEIbHO O3HAKOMHUTHCS C
TEMaTU4eCKUM IUIAHOM 3aHATUM, CIIMCKOM pPEKOMEHIOBaHHON jureparypbl. Crenyer ysACHUTb
MOCJIEA0BATEIbHOCTh BHINOJTHEHUSI MHANBUAYAIbHBIX YUeOHBIX 3a1aHUH.

VYpoBeHb U MIyOMHA YCBOCHHWS AUCLMUIUIMHBI 3aBUCST OT aKTHBHOM M CHCTeMaTHYeCKoWd paldoThl Ha
JIEKIUSIX, U3YUEHUS PEKOMEHI0BaHHOM JINTEPATyphl, BBIIIOJIHEHUS 3alaHuil.

[Ipy w3yyeHMH JUCUMIUIMHBI, OOydYaroIluMecs BBIIOMHSIOT CJIEAYIOIIWE 33JaHusl: HM3y4aroT
PEKOMEH/IOBAaHHYIO  HAy4YHO-TIPAKTHYECKYI0 M Y4eOHyI0 JMTepaTypy; BBIIIOJIHAIOT 3aJaHus,
MPEOYyCMOTPEHHBIE ISl CaMOCTOsATeNIbHOW paboTbl. OCHOBHBIMH BHAAMH ayJUTOPHOW paboThbI
o0yuaromuxcst SBJSIOTCS JIEKIMH. B Xoze Jiekiuii mpenojaBarenb U3/1araeT U pa3bsCHAET OCHOBHBIC,
HauOoiee CIIOKHBIC TMOHATUSI TEMbl, a TAaKKE CBA3aHHBIE C HEH TEOPETUUECKHE M TNPaKTHYECKUE
po0JIeMbl, JaeT PEKOMEHAALNH Ha CAMOCTOSTEIbHYIO padoTy.

CamocTosTenbHas paboTa 3aBepiaeT H3ydeHne Hanboee BaXKHbBIX TeM Y4eOHOM AUCIUITIMHBL

Obyuatomumecs MOMY4YarOT OCTYN K DJEKTPOHHBIM Y4eOHBIM MarepuajaMm IOCPEICTBOM PECYPCOB
MOJICPKKH 3MeKTpoHHOro oOyueHust LMS MOTU u mapTHepckuX 00pa3oBaTeNbHBIX ILIOMIAIOK.
PyKoBOACTBO ¥ KOHTPOJIb 38 CAMOCTOSITEIBHON paboTOl 00yUaIOIMXCs OCYIIECTBISETCS OHIIAMH.
CamocrositenbHas paboTa CIYXKHUT IJIs 3aKpeIieHHs H3YyYEeHHOro Marepuana u (OpMHPOBAHUS
KOMIIETEHLIUW, TPEAYCMOTPEHHBIX TaHHON ITPOrPaMMON.



NNPUJIOKEHHUE

OLIEHOYHBIE MATEPHAJIBI IO JUCLHATIIMHE (MOYJTIO)

nporpaMma acnupaHTypbl: QPuU3nyeckne HayKH
Oustex-mkona Paguorexuuku nu Komnerorepubix TexHonoruii
LUEHTP S3bIKOBOM MOJTOTOBKU U TECTUPOBAHUS

Kypc: 1

Cemectp, hopMBI IPOMEKYTOUHOH arTectanuu: 2 (BeceHHul) - JlnddepeHunpoBaHHblil 3a4eT

Pa3paborunk: E.M. bazaHoBa, kaH[l. ie/. HayK, AOLIEHT, TUPEKTOP LICHTPA



1. Iloka3aTe, i OLleHNBAHUS KOMIIETEHIIHH
B pesynbrare uzydeHus quCUIUIMHE « KOMMYHUKAIUS U IeTIOBasl MEPEMUCKay O0YIArOIIHIACS TOJIKEH:

3HATh:
1. OCcHOBHEIE TMHTBUCTHYECKHE U CTHIUCTUUECKHE OCOOEHHOCTH IE€JI0BOTO IIHCHMA.
2. OCHOBHEIE JKaHPHI JACIIOBOM KOMMYHUKAIIWH.
3. Bujpl 1€JIOBBIX ITHCEM Ha aHITIMMCKOM SI3BIKE.
4. IlpaBuia HanUCaHUA JEJIOBBIX MTMCEM HA AHTJIIMMCKOM SI3BIKE.

yMeTh:
1. CocraBnsiTh, peNaKTUPOBAaTh pa3IUYHbIE BUIBI JACJIOBBIX IHCEM HAa AaHIIMHCKOM S3bIKE (
COIPOBOJIUTEIbHBIE, MOTHBAI[MOHHbIE M OJarofapCcTBEHHBIE MHCbMA, 3alpochl, TpeOOBaHUS,
W3BHHEHUS, ONIPOBEPKEHUS U T.I1.).
2. IlpuMmeHATh, npaBuia MyHKTyallud B aHIIMHCKOM S3bIKe JUIsl IIepellaud CUHTAaKCHYECKHX,
CEMAHTUYECKHUX, CTHJIUCTHYECKUX M MHTOHALUMOHHBIX OCOOCHHOCTEW YCTHOH peud NpH HalMCaHUH
TEKCTOB Pa3JIMYHbIX )KaHPOB.
3. BecTH nenoByro NEpeNUCKy Ha aHITIMICKOM SI3BIKE C PEAKTOPaMU Hay4YHBIX )KypPHAJIOB, HAyYHBIMU U
JIETIOBBIMU TIapTHEPaMM, YUHUTHIBasi OCOOCHHOCTH CTHJIMCTUKH OQHUIMAIBHBIX W HEO(PHUIHATbHBIX
MIHACEM.

BJAA€Th:

1. HaBbikamu 3¢ ¢deKTHBHON MUCbMEHHOM M KOMMYHHUKAIMU B COOTBETCTBUU C HOPMaMHM U NPAaBUIAMHU
MEXAYHapOAHOIO AEJIOBOTO U HAyYHOT'O 3THUKETA.

2. IlepeyeHb TUNIOBBIX (IPUMEPHBIX) BOIMPOCOB, 3aJaHUIi, TeM JI1 MOATOTOBKH K TEKYILIEMY KOHTPOJIIO



3. [lepeyeHb TUMOBBIX KOHTPOJILHBIX 3aJaHUI, HCM0JIb3yeMbIX /IJIsl OLlEHKH 3HAHMI, yMEeHUIi, HABHIKOB

IIpuMep KOHTPOJIBHHOTO TECTOBOIO 3aIaHUS

Quiz on the Seven Cs

The sentences below contain errors in terms of the seven Cs. That is, they may not be clear, concise, concrete
and specific, complete, courteous, coherent, or constructive. Find the errors and correct them. If you can explain
why the sentence is wrong, that’s even better. The answers are in the “Answers” section at the end of the book,
but don’t peek until you’ve tried the quiz on your own.

Awnh e

O No O

9

10.
11.
12.

13.
14.

15.
16.
17.
18.
19.
20.

She decided to evaluate the program, which would take five months.

The entrance exam was failed by two-thirds of the applicants.

We will re-evaluate our marketing strategy after the new chairman is hired.

There is a steady flow of people crossing back and forth across the road while the cars are waiting in
lines up to 300 metres.

A fair percentage of the company’s tool-and-die stampers have developed mechanical problems.

If you can’t use the new iPod, please return it back to me.

Checkout procedures at the Luxor Hotel chain are especially designed for the businessman in a hurry.
In order to provide a mechanism by which customers may air their problems concerning product quality,
the company has established the following procedure for registering grievances for all purchasers.
There was a traffic accident at Bay and Main streets yesterday.

Belleville, Ontario, is a small city.

Children under 42 inches tall cannot go on this ride.

Many English majors are skilled at reading and writing; however, commerce majors enjoy impressive
salaries after graduation.

Your speech shouldn’t be too long.

The owner’s manual for your new Excelsior clock radio is enclosed herein to assist you in utilizing all
the convenient and useful features of your new device.

The debate between the prime minister and his political opponent was about the merits of sweater vests.
We are pleased to inform you that we have selected you for an interview for the sales associate position.
Alicia’s pet fish died yesterday. She went shopping.

Unfortunately, your order of plastic marmot figurines cannot be delivered before August 14.

He distributed annual reports to the audience bound in red and green covers.

A new photocopier is needed by the employees in our office.

4. Kputepuu oueHUBaHUS

cDOpM]E;I 1 MCTOABI KOHTPOJISL U OUCHKH PE3YJIbTATOB OCBOCHUSA TEM IIPOIrpaMMBbI TPCACTABJICHBI B Ta6JII/IL[e 1.

Ta6J'II/IIIa 1- (I)Oprl U METOAbI KOHTPOJISI 1 OUCHKU PE3YJIbTATOB OCBOCHUA TEM IPOrpaMmMbI

HTorosas oueHka GopMHUpyeTCs B pe3yIbTaTe CyMMUPOBaHUs 0aJlIIOB 3a pabOTy B CEMECTpE:

1. [KontponbsHoe 3ananue 1 20%

2. [KontponbHoe 3a1aHKe 2 20%

3. [KonTponbHoe 3amanue 3 25%

4. [KoHTpOIBHOE TECTOBOE 33/JaHUE 15%

5. [YuacTue (aKTUBHOCTb Ha 3aHATHUSX, BBIMOJTHEHUE JOMAITHUX 10%
3aJaHNM, TECTHI IJIsl IPOBEPKU 3HAHUHN, TECTHI ISl IPOBEPKU
YCIIEBAEMOCTH )

6. [[Tocemaemocts 10%

100%




5. Metoauyeckue MaTepuabl, ONpeaessiioiie NpoueIypbl OLeHHBAHUS 3HAHUI, YMEHHIi, HABBIKOB H
(11M) ONBITA AEATEIbHOCTH
Wrorosas arrecranus — quddepeHIIMPOBAHHBIN 3a4eT.

IIpuMepsl KOHTPOIBLHBIX 3a1aHUM:
KonTtpoJsbHoe 3a1anune

Take the following information and, using proper block-letter style formatting and spacing, create the first and
closing parts of a business letter'
You do not need to write the body of the letter' Use spacing appropriate for a business letter.

- The letter was sent on company letterhead by Penelope Anderson, the general manager of Terrapin Marmot
Figurines, Ltd.

« The company’s address is 43 Oak Valley Road, Terrapin, British Columbia, V8Q 2P5.

- The letter was sent on Jan. 23, 2014, to Delwan Kuthrapalli, the president of Rockcliffe Investments Limited,
at 223 Earnshaw Place, Toronto, Ontario, postal code M4P 2R2.

- The letter is about the possibility that Terrapin Marmot may invest in Rockcliffe Investment’s family of
mutual funds.

+ The letter was typed by Anderson’s secretary, Leslie King.

« Terrapin Marmot’s 2013 annual report has been included as an enclosure.

When formatting letters and memos, keep the following in mind:

- Letters go to people outside your organization.

- Memos go to people inside your organization.

- Business letters are written in full-block style (non-indented paragraphs, space between paragraphs).
- The body of memos also follows full-block style.

- Business correspondence is always concise and to the point.

KonTtpouabHoe 3aganune

Find an advertisement for a job that appeals to you from a newspaper or online.

Analyze the ad.

e List the specific skills and qualities the employer is looking for. Do you have these skills?

e Make a second list detailing all your education, experience, skills, and qualities that might be relevant.

e Match the two lists and rank items. Which are the strongest and weakest points in your favour? Which
are the most important skills and qualities to the employer?

Write the letter.

- Make a point-form outline of your cover letter. Which skills, qualities, and knowledge will you highlight?
- Write a one-page cover letter, using the AIDA pattern, applying for the job, making up the details you need to



make your letter persuasive.
Revise the letter.

- Exchange this letter with a fellow student who has also done the exercise and apply the same critical analysis
to that letter.

- Finally, when you get your peer-edited letter back, rewrite it based on the comments from your fellow student
that you think are justified.




