OcHOBHbIe 3Tanbl paboTbl Had NEKCUKOMN aHT IMACKOr 0 si3biKa no
Teme «[lenoBas nepenucka»

Llasnoesckast Onbra KoHCTaHTMHOBHA

cTapwwuin npenogasaTesb

Kadpeapbl coumanbHO-ryMaHUTapHbIX AUCUMMAANH

WHCTUTYTA MOBbIWEHNSA KBanndukaumm n nepenoaroToBKU Kagpos
E-mail: ochocolate@mail.ru

AHHOTaums: atanbi paboTbl Ha[ 1EKCUKOU aHITUACKOro S13biKa.

KnroyeBbie cnoBa: Od)MUMaﬂbHO-ﬂeﬂOBOﬁ Ctun/ib, Oe/ioBO€ NnucbMo, BBe4eHne HOBOro marepunasa,
TPeHnpoBKa WCroJs1ib30BaHns 4£3bIKOBOro wmarepualsia, KOHTPOJ1b CCpOpMMpOBaHHOCTM Jleken4eckmnx
HaBbIKOB.

CoBpeMeHHble 06pa3oBaTe/ibHble  YYPEeXAEHUSI CTPEMSATCS MOCTOSIHHO MOBbIWATb KayecTBO
obpasoBaTenbHOro npouecca. Ata Xe TeHheHums HabnwgaeTcs n B 00yY4EHUN MHOCTPAHHBIM S3blKaM.
IOns cneunanucta, nonyyawwero KBanuukaumio «nepeBoadnk-peddepeHT» B CUCTEME AOMONHUTENBHOIO
ob6pasoBaHns B3POC/bIX MO cneunanbHoCTN «COBPEMEHHbI MHOCTPaHHbIM S3blK (BHEWHE3KOHOMMYecKas
IeSATeNbHOCTb)», MHOCTPAHHbIA SA3blk — 3TO MHCTPYMEHT Aenosoro obweHus. MNepenoarotoska Kagpos
obecrneunmBaetT (POPMMPOBAHME  COLMANIbHO-IMYHOCTHBIX, aKageMUYecknx U  MNPOgPEeCcCMOHaNbHbIX
KoMneTeHuunid. Byaywuii cneunannct OONXKEH NPOATU CEpPbe3Hy NMOArOTOBKY MO WMHOCTPAHHOMY S13bIKY
(aHrnuitickomy) ©n oBnafeTb NEKCWMKOW, rpamMMaTtMyecKMMM HaBblkaMu, HaBblKaMW YTEHUS TEKCTOB
NPodoeccrMoHanbHOM  HanmpaBfEHHOCTW,  HaBblkaMXW  ayavMpoBaHMsl,  HasblkamyW  AUANOrMYeCcKow
W MOHONOTMYECKOW peyn, HaBblkaMy MNUCbMa W MWUCbMEHHOW peyn, MO3BONSKWMMA CO34aBaTb
npodeccroHasnbHble AOKYMEHThI.

B pamkax oBnageHuMs  OaHHOW  CleumanbHOCTblO, CnywaTtento  BaXHO  O3HAKOMUTbCH
C O0COBGEHHOCTAMM OUUMANbHO-AENOBOr0 CTUAA. OTOT CTUMb XapakTepuayeTcs 4YeTKOW ¢oopMoi
N3NI0XEHUs, PernameHTMPOBaHHOCTbIO, YCTONYMBOCTbIO M 3HAYUTENIbHOW MHAPOPMATUBHOCTbIO PeYeBbIX
cpencte. OdmumanbHO-OENOBOA CTWAb — 93TO CTWIb [OOKYMEHTOB: MeXAyHapOOHbiX OOroBOPOB,
rocydapCTBEHHbIX akTOB, 3aKOHOB, MOCTAHOBMIEHWN, YCTaBOB, WHCTPYKUWMWA, MPUKa30B, B TOM u4uUche,
nenoson nepenuckn. OcHOBOMONArawLwWwen 4YacTbio OeNOBOA Nepennuckn SBngaeTcs OenoBoe NMUCbMO. ITO
cxaTblil (kak npasBuno, He Oonbwe 1-2 cTpaHWUU) OOKYMEHT, Kacawwwuiics OJHOro Bonpoca (Mnm
HECKONbKUX B3aMMOCBSI3aHHbIX Mexay coboii BONPOCOB) M MpeAHasHa4YeHHblA AN BOMMOWEHUS
onepaTUBHOrO MHMOPMAULMOHHOrO obMeHa Mexay NpeanpusTusaMyu (OpraHn3aumsMu, yYpexaeHusMu),
NX CTPYKTYPHBIMU OTpAdaMn (BONXKHOCTHbIMK nuuamm) [1, c. 187].

PaccmoTpuM ocHOBHble aTanbl paboTbl Hand Nekcukoin no Teme «[enosas nepenucka». Jlekcuke
OTBOAMTCS OOHO M3 CaMblX BaXXHbIX MECT Ha YPOKE MHOCTPAHHOrO 53blka, MOCKO/bKY OHa Heobxoanma Kak
ONS OCyLWeCTBNEHUS NPOOYKTMBHOW PEYEBO OEATENbHOCTM (FOBOPEHUS, MUCbMEHHOM peun), Tak U ons
peuenTMBHOW (ayaMpoBaHUs, YTEHUS), NOSTOMY el OTBOAMTCS OOHO M3 CaMblX BaXXHbIX MECT Ha ypoke
NHOCTPaHHOrO s3blka. OCHOBHOW Lenbio 00yYeHNs NEeKCMYEeCKOMy MaTepuany SBnsetcs popMUpoBaHmne
y cnywaTtenei NeKkCMyeckux HaBblKOB Kak BaXXHeMWero KOMNOHEHTa peuenTUBHbIX 1 NPOAYKTUBHbBIX BUOOB
peyeBoi 0eaTeibHOCTMW.

PaboTy Han nekcukom No 4aHHOM TEMe MOXXHO OCYLWECTBNSTb B TPW aTana:
1. BBeJeHWe HOBOro martepuana;

2. TpeHnpoBKa NCNONMb30BaHNA A3bIKOBOIro Matepunana;
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3. KOHTPO/Ib CCPOPMUPOBAHHOCTM NEKCUYECKMX HABBLIKOB.

CywecTtByeT pasnuyHble crnocobbl BBeOEHWS HOBOrO Matepuana: BBEOEHWE HOBON NEKCKKM
OTAENbHbIM CMWCKOM CNOB, BBELEHME HOBOW NEKCUKM B MPOLECCe 4YTEHMsl TekcTa, BBeeHWe HOBOWA
NEeKCVKM B NPOLECCe NPOCNyWNBaHMs MmaTeprana v T.4.

O3HaKOMMBWNCb C HOBbIM MaTtepuanom, Ccnywartenb MNepexoauT K crnegylowemy atany-
TPEHNPOBKE — YCBOEHWUIO CNOB NPV MOMOLWM YNpa>XHEeHW, KOTOpble HanpaBfieHbl Ha 3anoMUHaHWe CoB
1 OOPMUPOBAHME COYETAHWNIA CNOB CMbICNIOBOrO XapakTtepa.

Nekcnyeckme ynpaxHeHUss No TPEHUPOBKE WUCMONb30BaHMS $3bIKOBOrO Martepuana MOXHO
pas3genuTb Ha OBe KaTteropuu, HanpaBneHHble: 1) Ha 3anoMUHaHWe CnoBa, €ro CEMaHTWKM B €OMHCTBE
C NPOW3HOCUTENbHOM U rpaMMaTnyeckon oopmoii; 2) Ha OopMMPOBaHME COYETAHWUA CNOB CMbICIOBOMO
xapakTepa.

PaCCMOTpI/IM HEKOTOpblE ynpa>XXHeHnda no TpeHNpoBKe NCNO/b30BaHNA A3blIKOBOIro MaTtepunana.

Exercise 1. Fill in the missing letters

Letter ... ead enclosu.. .res s...ngle ali.. . ned
.. uiry  letter ins_de ad. . ress single spa. . _ad
adjust.__ent letter vours fai___fully letter’s conte_ ts
letter of com. . laint blo.. .k st vle signa.. ure
re._erence f. x re v letter
corres. . ondence posta. . addr s cove...ing letter
bo...d type italic t.._pe salu. . ation

Exercise 2. Fill in the gaps with the missing words.

..... Ms White,

Thank you for your ........ of 21st June, in which you asked us about our ..... of cosmetics.

We have ....... our winter catalogue and price-.....giving details of our prices, discounts and
delivery..... . | would like to draw your ...... to pages 7-12 in the catalogue where you will find full.....

Once again, thank you for ........ to us. If there is any ...... information you require, please contact us.
Menwhile, we look ......... to....... from you soon.

Yours ...... ,

Ms White.

Exercise 3. Make up sentences using the following words and expressions

1. Structural, element, to be, letter, text.

2. To have, a recipient, business, a sender, and, letters.

3. Advertisement, your, to receive, would be glad, with reference to, we, a catalogue.

4. Would like, inconvenience, to apologize, in closing, type of fault, to occur, rarely, our company, the
inconvenience.

5. At the top right, or, of the letter , the writer's name, headed paper to go, company name and
address , if using, , generally, at the centre top.

6. A first impression, the opening sentence or paragraph, to create, the letter, to be important, to set
the tone of.

7. Your correspondent, to start by thanking, to reply, to a previous letter, for their letter



8. Standard, to consist of, main sections, formal letters, three, a closing, an opening, a middle.

9. A business letter, the greeting (salutation), six parts, more formal than, the inside address, the
heading, the body, the signature line, the complimentary close.

10. Short, polite, and, usually, to be, closing, with a coma, to be placed, the complimentary close,
on the left, aligned, under the rest of the letter.

Exercise 4. Match the word to its definition

1A letter - Its aim 13 an expression of thanks for the
duties fulfilled or the favour done:

- a written or printed communication addressed
2} a business letter to a person or organization and usually
transmitted by mail;

- a letter from one company to another, or

3) a covering letter between organizations and their customers,
clients and other external parties;

- represents some information about a stage

{details) of basic professional activities of

4} letter of thanks comnunicators, namelv a short notice about
the taken steps. confirmed by documents, a list
of which 15 enclozed;

- in this letter a sender asks to confirm some
facts; to collect information on the guestion
which he is interested in. to allow certain

3) letter of guarantee actions;

-a letter in which a reply to the put question or
request 15 grven, and some additional infor-
mation 1z contained;

&) inquiry letter - a docutnent-guarantee for one person (client)
before the other to fulfill all the Liabilities
{commitments) provided for by a contact

7) Reply letter concluded between the clients.

Tpetbum atanom paboTbl Had NEKCUMKON SBNSIETCA KOHTPONb CHOPMMPOBAHHOCTU NEKCUYECKMX
HaBbIKOB. OTO onpeaeneHne ypoBHS BNageHWs S3blKOM, OOCTUTHYTOrO yyawuMMuCs 3a OnpeneneHHbIn
nepuon obyyeHns. KOHTpONb — 3TO U YacTb ypoKa, BO BPEMS KOTOPOI npenogaBaTefb OUEHMBaET, Kak
yyawmecs yCBOUIu NPORAEeHHbIR Matepuan u MOryT UM rnofib30BaTbCs B NPakTMyeckux uensax [2, c. 291].

CyuwecTtByeT HECKONIbKO BUOOB KOHTPONSA: 1) NnpeaBapuTenbHblA — UCNONb3yeTCsa OANng onpeneneHns
NCXOOHOrO YPOBHSI BRadeHusi S3blkOM; 2) Tekyluidi — M0o3BONSieT cyouTb 06 ycnewHoctn obyyeHus
N npoLecce OBNALEHMSA yYalWMMUCA HaBblkaMn N PeYeBbIMA YMEHNSMU; 3) MPOMEXYTOYHbIA — NOABOANUT
NTOr M3Y4YEeHUO OOHOIN TeMbl; 4) NTOrOBbIi — OXBaTbiBA€T HECKONbKO TeM 3a 6onee AnnTenbHbI Nepuos
BPEMEHW (Nonyroame, ron), OLueHnBas AOCTUTHYTbIA YPOBEHb BNadeHNS S3bIKOM.

LOns  Tekywero KOHTPONS CHOPMUPOBAHHOCTM JIEKCUMYECKUX HABbIKOB ClywaTensM MOXHO
npenbsBUTb Cnegylowme 3afjaHus: BCTaBUMTb NOAXOIAWME CNoBa B NPEONoXeHue, WCNonb3ys
NMpvBeOEHHbIe BbllWE W3 CAWCKa; COOTHECTM CfoBa C OePUHULMSAMK, 3aMEeHUTb  AeUHMUAN
COOTBETCTBYIOWMMM  CNOBaMW; WCMPaBUTb OnevyaTkm B  MPEANoXEHUSX; UCMpaBUTb  OWKOKM
B NpefnaraeMoM TEeKCTe; MepeBecTU C aHrNMIACKOro A3blka Ha PYCCKWIA; MEpPeBeCcTM C PYCCKOro s3blka
Ha aHr MNInCKWIA; COCTaBUTb OENOBOE MUCbMO.
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Tak, 0oHMM U3 3O PEKTUBHBIX YNPAXHEHUA TEKYLWEro KOHTPONS SABNSETCH Cneaylowee.
Exercise. Correct the mistakes and re-write the letter to make it more appropriate as a formal letter

Hello Mr. White:

We got the letter you sent on 1st December, and your satisfaction with our range of watches. You
asked for a discount, so we will give you 5% discount off net prices.

We will send you our summer catalogue and price — list as an enclosure to look through.

You should know that all our products are fully guaranteed and backed up by our world-wide
reputation.

Contact us any time.

Thanks,

Good bye

Roberto Caruso
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