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PaGouas mporpamma aucuumauHbl « THOCTpaHHBIN A3BIK B MpodeccrnoHabHOM chepey
COCTaBJICHA B COOTBETCTBHUH C TPEOOBAHUSIMU:

- ®Denepa’dbHOrO0  TOCYJApCTBEHHOTO  00pa3oBaTeNbHOTO  CTAaHAApTa  BBICIIETO
oOpa3oBaHus — OakanaBpuaT 1o HampaBiieHuto noarotoBku 38.03.03 Ympasnenue nepcoHasom
(ypoBeHb OakanaBpuaTa), yTBepkIeHHbIH [Ipukazom MuHHCTEpcTBa 00pa30BaHUS U HAYKH
Poccuiickoit deneparuum ot 12 aBrycra 2020 roga Ne 955;

- Ilpukaza MunobOpHaykun Poccuum «OO0 yrtBepxknaenun Ilopsiaka opraHuzanud U
OCYIIECTBIICHUSI 00Pa30BATEIHLHOM ESITEILHOCTH 10 00pa30BaTEebHBIM MMPOTPAMMaM BBICIIIETO
oOpa3oBaHMsl — TporpamMmaMm OakajnaBpuara, IpOrpaMMaM CIEIHATUTeTa, MpOorpamMmam
mMaructparyps» ot 06.04.2021 Ne 245;

- yuebHoro tana I'OY BO «Komu pecmyOnukaHckas akaieMus TOCYIapCTBEHHOMN
CIyO0bl W ympaBieHus» 1o HampaiaeHuto 38.03.03 VYmpaBnenue nepcoHamoMm (ypoBEHBb
OakanaBpuaTa) HampaBleHHOCTh (mpoduib) «OpraHu3alliOHHOE H  JOKYMEHTAIIMOHHOE
o0ecrnieueHne yrnpaBIeHUs.

© Komu pecryOMkaHCKast akageMust
TOCYJIAPCTBEHHOM CITYXKOBI
u ynpasinenus, 2023



PA3JIEJI 1. OCHOBHBIE CBEJIEHUA
1. Hens 1 3ana4un y4eOHOH AMCHMILIMHBI

1.1. llens usyuenusn yueonou oucyuniutol

Ilenbto ocBoeHMS AMCUUIUIMHBI «VHOCTpaHHBIH SI3bIK B MpPO(ECcCHOHATBLHOU cdeper
ABNSICTCS ~ pa3BUTHE KOMMYHUKATUBHOW KOMIIETEHTHOCTH OaKkalaBpoB, MO3BOJISIOIICH
HUCIIO0JIBb30BATh HHOCTpaHHBIfI S3BbIK B HpO(i)eCCHOHaHBHOﬁ JACATCIIbHOCTH.

1.2. 3a0auu yueonoii oucyuniunsl

3agauaMi OCBOEHHSI JUCUUIUINHBI «MIHOCTpaHHBINA S3bIK B MpoQeccHoHanbHOM chepe»
SIBIISTEOTCSL:

— pacmupuTh 0OIHKK U MPodeCCHOHATBHBIN CIIOBAPHBIN 3amac 00yJyaronxcs;

— HAYYHTb OCYILECTBIISATH NMpodeccuoHanbHoe 00IIeHne Ha MHOCTPAHHOM SI3bIKE;

— O3HAKOMHUTBCSI C HAyyHOW U CHpPABOYHOW 3apyOeKHOW mpodecCHOHATBHO-
OPUEHTUPOBAHHOU JIUTEPATYPOIl.

1.3. Buowvt komnemenuyuit, ghpopmupyemwie 6 pe3ynomame 0C60€HUA OUCHUUNTUHDBL

Nzyuenune muctmmianabl « MHOCTpaHHBIN S3bIK B MPO(ecCHOHANBHOM chepe» HarpaBlIeHO
Ha GOpMUPOBAHUE CIETYIOMINX KOMIETCHIINMI:

1) yHuBepcanbHBbIE:

— VYK-4: crocobeH OCyImecTBIATh JSIOBYI0 KOMMYHUKAITUIO B YCTHOW M MHCHMEHHOMN
(dbopMax Ha rocyaapcTBEHHOM si3bike Poccuiickoii Deaepaiuu 1 HHOCTpaHHOM(BIX) sI3bIKe(ax).

1.4. Mecmo oucyunnunsl 6 cmpyknype 00pazoeameibHoil RPOZPAMMbL:
Huctunnuaa «HOCTpaHHBIN S3BIK B MTPOQECCHOHAIBHON cepe» OTHOCHTCS K yacmu,

Gopmupyemoui  yuacmuukamu obpazoeamenvHuix omHoweHui broka 1

(Mozynu)» oOpa3oBaTeNbHOM MPOTrPaMMBbI.

2.1.

«IMCHMIIINHEL

2. TpeGoBaHus K pe3yJibTaTaM 0CBOEHHS

Y4eOHOM TMCUMILINHBI

N3yuenne nucuuIiinHbl «MHOCTpaHHBIM S3bIK B MpodeccHoHaNbHOM cdeper

HaIpaBlieHO Ha (OPMHUPOBAHME CIIEAYIOMIMX KOMIETEHIMH M MHAUKATOPOB UX JOCTH)KEHUH,
3asBJICHHBIX B 00pa30BaTeIbHOM MporpaMme:
1) yHUBepcaJbHbIE:

HanmenoBan dopmupyemMble Kon n naumenoBanue | Coaep:kaHue HHAUKATOPA
He KaTeropum KOMIIETEeHIIUH HHIUKATOpPa AOCTHKEHHU I
(rpynmsi) (xom, AOCTUKEHHH KOMIIeTeHIL M
KOMIIeTeHI U HaVMEHOBAHHE KOMIIeTeHI Ui
KOMITETEHLINH )

Kommynukamu | YK-4. Criocoben VYK-4.1-1. Beibupaer Ha | YK-4.1-1.3-1. 3naer

A OCYIIECTBIISITh rOCyJJapCTBEHHOM SI3bIKE | HOPMBI YCTHOM peun,
JIEJIOBYIO P® u uHOCTpaHHOM(-BIX) | IPUHATHIC B
KOMMYHHUKAIMIO B | sI3bIKE(aX) npodeCCHOHAIBHOM Cpejie
YCTHOU U KOMMYHUKATHBHO VK-4.1-1.V-1. Ymeer
MUCbMEHHOM MpUEMJIEMbIE CTUIIb U BBIOMPATH CTUITH OOIIEHUS
dbopmax Ha cpencTBa Ha TOCYJJapPCTBEHHOM SI3bIKE
rOCyJapCTBEHHOM | B3aMMOJICHCTBHS B P® n nHOCTpaHHOM S3BIKE
s3pIke Poccuiickoli | 0OIIEHNUH ¢ JETOBBIMU MIPUMEHUTEIBHO K
denepanuu u napTHEpamMu CUTYaIlMU B3aNMOJICUCTBUS




MHOCTPaHHOM(BIX) YK-4.11-1.V-2. Ymeer
s3bIKe(ax) 001aThCS HA MHOCTPAHHOM
SI3bIKE B IPO(ECCHOHATBHOM
cpeze Ha I0CTaTOYHOM
YpOBHE

VK-4.U-2. Benet VK-4.1-2.3-1. 3uaer
JICJIOBYIO TICPENMCKY HA | HOPMbI MUCbMEHHOM peyH,
TOCY/IapCTBEHHOM SI3bIKE | IIPUHSATHIC B

P® u urOCTpaHHOM(-BIX) | IPOGECCHOHATLHOM Cpejie

si3bIKe(ax) YK-4.1-2.Y-1. Ymeer
BECTH JICTIOBYIO TIEPETHCKY
Ha rOCyIapCTBEHHOM SI3bIKE
P® w/unu nHOCTpaHHOM
SI3BIKE

VK-4.1-3. Ucnionszyer | YK-4.U-3.V-1. Ymeer
SI3BIKOBBIC CPEJICTBA JIIST | IPUMEHSITh HOPMBI

IIOCTHIKEHUS MOJICJTH PEYEBOTO
npoeCCHOHATBLHBIX TIOBEJICHHS TPUMEHHUTEIIHHO
LeJed B paMKax K KOHKPETHOU CUTyaluu
MEKJIMYHOCTHOTO U npoeCCUOHATHLHOTO
MEXKYJIBbTYPHOT'O B3aUMOJICVCTBHUS

00IIIEeHHS VK-4.1-3.Y-2. Ymeer

BBICTpaI/IBaTI) MOHOJIOT,
BECTH JHMAJIOT Y IOJIHIOT C
COOJTI0ICHHEM HOPM
PEYeBOro ATHKETA,
apryMeHTHPOBAHHO
OTCTAauBaTh CBOM IO3UILIMHU U
nacun

2.2. 3annaHupOBaHHBIC PE3yJIBTAThl O0yUCHUS IO TUCHUIIIHHE «HOCTpaHHBIN S3BIK B
npodeccuoHaIbHOM cheper:

JlomxeH 3HaTh:

— JIEKCUYECKUI M TEPMUHOJOTHYECKHII MHHMMYM IO HAIPaBJICHUIO TMOATOTOBKH B
00bEMe, HE0OXO0IMMOM JUTSl padOTHI ¢ MHOSI3BIYHBIMHU TEKCTaMU B TIpoliecce MpodecCHnoHaIbHON
JeSITeNIbHOCTH;

— OCOOGHHOCTM NHMCBMEHHOIO JKaHpa W BUABl NHCbMEHHBIX  TEKCTOB B
npoeccuoHaNbHOM NeSTEIbHOCTH, UX OCHOBHBIE XapaKTEPUCTUKH.

JloJKeH yMeTb:

— HCTOJB30BaTh HHOCTPAHHBIN S3BIK B IPO(PECCHOHATBHOM B3aHMOICHCTBHH;

— BBIOMpaATh CTWIb OOLIECHHS HAa WHOCTPAHHOM S3bIKE€ NPUMEHUTENIbHO K CHUTYyalluu
poeCCHOHATIBHOTO B3aUMOJICHCTBHUS, OOIIATHCSI HA HHOCTPAHHOM SI3bIKE B PO eCcCHOHATBHOM
cpelie Ha JOCTaTOYHOM YPOBHE;

— TOHUMATh UHOS3bIYHBIE TPO(ECCHOHANBHBIE TEKCTHI;

— BECTH JEJIOBYIO IEPENUCKY Ha HHOCTPAHHOM SI3BIKE;

— BBICTPaWBAaTh MOHOJIOI, BECTHM JUAJOr W TMOJWJIOT HAa HWHOCTPAHHOM S3bIKE B
npodecCHOHANBbHOM  JEATENbHOCTH € COONIOJIGHMEM  HOPM  pPEYEeBOr0  STHUKETa,
apryMEHTHPOBAHHO OTCTauBaTh CBOU MO3ULUH U UJIEH.

3. O0béM yueOHOH JUCHUIIMHBI
Ounas popma o0yueHust

Buabl yueOHoii padoThl | Pacnpenesienue yueOHOro
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BpeMeHH

Konmaxkmmnasn paboma 56,35
AynutopHble 3aHATHs (BCETO): 54
Jlexyuu -
Ilpakxmuueckue 3ansmus 54
Jlabopamopnvie 3ansamus -
[IpoMexxkyTo4yHas arTecTanus 2,35
Koncyremayus neped sx3amenom 2
Ixzamen 0,35
3auem -
Pyxosoocmeo xkypcosoii pabomoii -
CamocmosamenvHnan paboma 123,65
Camocmosmenvhas paboma 6 meuenue cemecmpa 87,65
Hanucanue xypcosoui pabomol -
Ilooecomoska Kk npomexcymoyHol ammecmayuu 36

Bun tekyient arrectanuu

KOHTpOJIbHAs paboTa

Obwas mpyooémkocmo OUCYUNTUHDL:

4acol

180

3auémHbvle eOUHUYbL

5

OuHo-3a04Hasi popma oOyueHust

Buabl yueOHol padboThI

Pacnpeue.nem/le yqeﬁﬂoro

BpeMeHHU
Konmaxkmmnasn paboma 32,35
AyIuTOpHBIC 3aHATHUS (BCETO): 30
Jlexyuu -
Ilpakmuueckue 3anamus 30
Jlabopamopnuvle 3anamus -
IIpoMexyTouHas aTTecTanus 2,35
Kouncynrsmayus neped sxzamenom 2
Oxzamen 0,35
3auem -
Konmponvnas paboma -
Pyxosoocmeo kypcosoii pabomoti -
Camocmoamensnan paboma 147,65
Camocmosmenvhas paboma 6 meuenue cemecmpa 138,65
Iloocomoska koHmpobHOU pabomul -
Hanucanue xypcosoui pabomeol -
Iloozomoska k npomedxcymounou ammecmayuu 9

Bup Texymei arrectanuu

KOHTpOJIbHas paboTa

Oowas mpyooémkocmos OUCUUNITUHDL:

qacwol

180

3auémuvie eOUHUYbL

5

4. Copep:xkanue pa3esioB M TeM Y4eOHOM AU CHUIITHHBI

HaunmenoBanmue
membul

Conep:xaHue TeMbl




Y4eOHOH TUCHUNJIMHBI

Tema 1. O cebe
(YK-4)

[IpuserctBue; IlpencraButecs;

KpaTtkoe moBTOpeHHe JIeKCHYecKOro 3amaca 1o TeMe B
paMKax IIKOJNBHON MpOrpaMMbl U €ro paclIupeHue ¢
BBIXOJIOM B YCTHOE BbICKa3biBaHUEe. COBEPIIIEHCTBOBAHHE
HaBBIKOB YCTHOH pedr Ha 0a3ze 3HAKOMOTO MaTepHana.
Omnucanue nrojei ¢ UCIoIL30BaHIEM T1aronia to be;
becena o crpaHax, Hapoaax U A3bBIKax

PaszroBop o cembe

Crpocute JHIHYI0 WHOOPMAIMIO U YOSIUTECh, YTO BBI
[IOHMMAaeTe ee

I'pammaTuka: Present simple to be;

Nms CYHIECTBUTCIILHOC! CANHCTBCHHOC n
MHOX>XCCTBCHHOC YHCIIO0. «CHCTPaBUJIBHBIC)
CYILICCTBUTCIIbHBIC B CINHCTBCHHOM n BO

MHOKECTBEHHOM 4HcIIe; [IpUTsHKaTebHBIN MaIeK;
qI/ICHI/ITeJ'II)HI)Ie: HOpSI}:[KOBBIe 1 KOJIMYCCTBCHHBIC.
Jlexcuka: CTpaHbl, HApOIbI U A3bIKU
AyaupoBaHue: CXOXHE 10 3ByYaHHIO CIIOBA
T'oBoOpeHwUE: 3aPOCUTD JIMYHYIO HHPOPMAIIHIO
ITucemo: Hamumure o cebe

Tema 2. PaGouwnii neHb cTyneHTa
(YK-4)

Moti pabounii nenp; Kak s mpoBoKy Bpemst

Bpewms; Kak ckazaTh Bpems;

Crenath peIoKEHNE W JOTOBOPUTHCS

Onuiure MECTO, TIC BBl JKUBETE

I'pammaruka: Hactosimuee HeonmpeneseHHOE  BpeEMS.
YTBepauTeNbHEIE, OTPHUIATEIHLHBIE W BOIPOCHTEILHBIC
MIPEIOKECHHsI; THITBI BOMPOCUTEIBHBIX PEITIOKCHHIA,
Hapeuuss wacrotHoctu; IlpunararensHoe — CreneHu
CpPaBHEHUS MPUIATaTEIbHBIX U HApEUUil.

Jlekcuka: Moit pabouwii 1eHb

I'oBopenue: Chaenath NpeAIoKEHUE U JOTOBOPUTHCS
ITucemo: [TuchbmMo-nipUramieHue

Tema 3. Hama Axanemus
(VK-4)

[Toroopum o KPAI'CnV.

Crpykrypa Axamemun ((akynbTeTbl, OTAEICHUS).
O0opyaoBaHue, yCIOBUS O0YUYCHHUSI.

PaGoumnii neHs cTyIeHTOB.

Kadenpsr u pakynbreTsl; Y4eOHBIH 1aH

Jlekcuka: OOpa3zoBaHue

I'oBopenune: Cucrema 00pa3oBaHHs B aHIJIOTOBOPSIINX
CTpaHax.

I'pammaruka: Aptuxiu; [pemiorn;

Buno-BpemMeHHbIE POPMBI AKTHBHOTO 3aJ10Ta

Tema 4 Cucrema rocyaapcTBEHHOTO
CTpOst

(VK-4)

1. Cucrema rocynapcteHHoro crposi P®. Bersu
BJIaCTM —  3aKOHOJATeNbHasi, HCIONHUTENbHAs U
cyneOnas. IlomHomoumsi mpe3wIeHTa M IPEMbEp
munuctpa P®. Cucrema BbIOOpOB. ['ocynapcTBeHHBIC
CHMBOJIBL.

2. I'ocynapctBennblii  ctpoit  BenmkoOputanum.
BerBu BrmacTm — 3aKOHOHATENbHAs, WCIIOIHHUTENbHAS W
cynebHas. IlomHOMOUNS KOPONEBHl U MPEMbEP MUHHUCTPA
BenukoOpuranuu. Cucrema BbiOOpoB. [lomuTHueckue
mapTuu BenmkoOpuTanum.

3. Tl'ocynapcteennsriii crpoit CIIIA. BetBu Bnactu
— 3aKOHOJATeNbHas, WCIOJHHATENbHAs W  cyjaeOHas.

6




[TomroMoums mipe3uaeHTa u npembep mMuHHCTpa CIIIA.
Cucrema Bo100poB. [lomutnueckue maptuu CHIA.
Jlekcuka: IIpaBUTENBCTBO U yIIpaBiECHUE

I'oBopenne: CriocoObl ynpaBieHHs B pa3HbIX CTpaHaX:
Poccus, CIIIA, BenukoOputanus.

I'pammaruka: [TaccuBHBIHM 3am0r. MOJaIbHBIE TJIaroblL.
CocnaraTeabHOE HAKJIOHEHUE

Tema 5 3HaKOMCTBO ¢ TIpodeccuei. 1. JoxymenroBen. Onucadue qesaTeIbHOCTH.
Kapbepa YouTube Buneo. Kaprepa mouranpoHa.
(YK-4) Jlexcuka: JIokyMeHTOBEICHHE.
I'oBopenue: CobecenoBanue Ha TOHKHOCTh
JIOKyMEHTOBE/IA.

I'pammatuka: Henmnaneie popmel rnarona: 1. UabuHNTHB
[Tucemo: Pesrome (CV).

2. Opranu3zanus ¢ 6e30yMaKHBIM JeJI0NPON3BOICTBOM
Jlekcuka: Benenne 6e30yMakxHOTO AETONPOU3BOACTBA H
BEJCHUOE DJIEKTPOHHOTO IOKYMEHT0000pOTA.
I'oBopenne: Oprannzanus ¢ 6e30yMaKHBIM
JeTIONPOM3BOJICTBOM 3TO OPraHu3alys OyAyILero.
I'pammaTuka: UHGUHUTHB

[Mucemo: Yactu nenoBoro nuceMa. OTKpBIBAIOILINE U
3aKpbIBaromye (passl B 3EKTPOHHOM MTUCHME.

3 A)YouTube Buneo: XKenesnast ropa

B) Tekcr: XKeneznas ropa

Jlekcuka: mepeada B apXuB M 3aIIUTa JOKYMEHTOB
I'oBopenue: @yHkuyoHupoBanue apxusa JKene3Has
ropay.

I'pammaruka: Hemausie ¢opmer riarona: 2. ['epysamii
Writing: Envelope

4 Yto Takoe apxuB?

Jlexcuka: XpaHeHue JOKYMEHTOB

T'oBopenue: HanroHanbHOE yripaBieHUe apXUBOB U
JOKYMEHTAIIHH.

I'pammaTuka: Henmnuneie popmel rnarona: 3. [Ipugactue
ITuceMo: MeMopaHaym

5. YueOHO-MeTOoAMYeCKOEe M HH(POPMALMOHHOE o0ecnieyeHue Y4eOHOM M CUMILIUHBI

5.1. Ocnosnaa numepamypa:

1. Jlomatikuna, M.C. Anarauiickuii s3uIK : Meton. mocooue / M. C. Jlomaiikuna ; Komu
pecmyOIMKaHCKast akajl. Toc. Cay>k0bl U ynpasienus. - CeikThiBKap : M31-80 KPAI'CuY, 2012. -
80 c.

2. Pozanora, H. M. English for Economics : yue6HO€e mocobue / H. M. Po3anoBa. —
MockBa : IOnwtn-llana, 2017. — 503 c¢. — Pexum pgoctyma: no TOAMUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=684643.

5.2. /lononnumenvnaa numepamypa:
1. Kazanckas, E. B. [lenoBoit anrmumiickuii s3pik : yueOHuk / E. B. Kazanckas,

M. H. Tkauenko, B.Db.Yepemuna ; PoOCTOBCKMI  TIOCyJapCTBEHHBIM  3IKOHOMHUYECKUI
yausepcurer (PUHX). — PoctoB-Ha-/lony : M3natenbcko-nonurpaduyeckuii komiuieke PI'DY
(PUHX), 2020. — 144 c. : wm, T1abn. — Pexum pgocTtyma: 1O TOAMHCKE. —

URL: https://biblioclub.ru/index.php?page=book&id=615035.



https://biblioclub.ru/index.php?page=book&id=615035
https://biblioclub.ru/index.php?page=book&id=684643

2. Jlomaiikuna, W.C.I'pammarnyeckuii kommeHtapuii : yue6. mocobme / U. C.
Jlomaiikuna ; Komu pecryOnukaHcKas akai. Toc. CiryX0bl U yrpaBineHus. - ChIKTbIBKap : M31-Bo
KPAI'CnY, 2011.-92c.

3. lesenéra, C. A. JlenoBoii anrnuiickuii : yueonoe mocodbue / C. A. llleenéBa. — 2-¢
u31., mepepad. u gon. — Mocksa : FOuutn-/lana, 2017. — 382 c. : ni., Tabn. — Pexxum nocryma:
no noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=691638.

5.3. IIpogheccuonanvuvie 6a3vl OAHHbIX, UHPOPMAUUOHHO-CRPABOUHBIE U HOUCKOBbIE
cucmemul:

CrnpaBouHno-npaBoBas cucreMa «Koncynbrant [lmoc»

OBbC «YHuBepcureTckas OMOIMOTEKA OHJIANHY.

5.4. Pecypcol ungpopmayuonno-menekommynuxkayuonnou cemu « Mnmepnemy
http:// www.mystudy.ru

http://www.englspace.com

http://enghelp.ru

http://zapominalki.ru
http://www.bilingual.ru

1

2

3

4

5.

6. http://www.alleng.ru
7

8

9

1

http://www.homeenglish.ru/
http://en.wikipedia.org/wiki/

. http://www.learn-english.ru
0. http://www.english-topics.ru

6. CpeacrBa o0ecnevyeHnsi 0OCBOCHUS
yueOHOH TUCHHUIINHBI

B yuebHOM mporecce npu peanuzanuy yuyeOHON NUCHUIUIMHBI « IHOCTpaHHBIN S3BIK B
npodecCHOHATILHOM cepe» UCTIONB3YIOTCS CIeAYIOIINe IPOrpaMMHbIE CPE/ICTBA!

Hngpopmayuonnvie Ilepeuensv npozpammnozo obecneuenus u
mexHo102uU UHDOPMAYUOHHBIX CHPABOYHBIX CUCHEM
OducHerii naker s padotsl | Microsoft Office Professional
C IOKYMEHTaMu CB000HO pacnpocTpaHseMoe IPOrpaMMHOe 00ecrieyeHe
Only Office.
https://www.onlyoffice.com
NudopmannonHo- CnpaBouno-npaBoBas cuctema «KoncynpranT Ilnrocy
CIPAaBOYHBIE CHCTEMBI CrpaBouHO-TIpaBoBas cucremMa «l"apaHT»
OnexktpoHHO-0nOMHoTeunsie | DbC «YHUBEpcHUTETCKass OMOIMOTEKA OHJIANHY
CUCTEMBI HanmonanwsHas anmektponHas ounbnnoreka (https:/H30.pd) (B
3paann ['OY BO KPAT'CnY)
Hayu4nas anekrponnast oubnuoreka «KubepJlennakay
https://cyberleninka.ru
Poccuiickas HayuHas 35eKTpoHHas OuOIMoTEKa
https://www.elibrary.ru
DJeKTpOHHAs 1MovTa DJIeKTpOHHAs 1OYTa B IOMEHE krags.ru
CpencTBa Ui opraHu3aiuu Cepsuchl BeO- 1 BUICOKOH(EPEHIICBSA3H, B TOM YHUCIIE
BeOMHAPOB, TEIEMOCTOB U BigBlueButton
KOH(epeHIHiA

ComnpoBOK/ICHHE OCBOCHHUS JUCHUILIMHBI 00YYAIOIIMMCS BO3MOXKHO C HCIIOJIb30BAHUEM
3JIEKTPOHHON HH(pOpMaIOHHO-00pa3zoBaTenbHoi cpensl 'OY BO KPAI'CuY, B TOM umcne
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https://xn--90ax2c.xn--p1ai/
http://www.english-topics.ru/
http://www.learn-english.ru/
http://en.wikipedia.org/wiki/
http://www.homeenglish.ru/
http://www.alleng.ru/
http://www.bilingual.ru/
http://zapominalki.ru/
http://enghelp.ru/
http://www.englspace.com/
http://www.mystudy.ru/
https://biblioclub.ru/index.php?page=book&id=691638

oOpazoBarensHOTro noprana Ha ocHoBe Moodle (https://moodle. krags.ru).

7. MaTepuaibHO-TeXHUYeCKoe o0ecneyeHue
OCBOEHUS YUeOHOM TMCUMILTUHBI

[Ipn npoBeneHun y4eOHBIX 3aHATHH 1O JucuMIUIMHE «VHOCTpaHHBIN S3BIK B
npodeccuoHaIbHOM cdepe» 3aaeiicTBOBaHa MaTepuallbHO-TEXHUUYECKas 0a3a akaJeMHuH, B
COCTaB KOTOPOM BXOJST CIEAYIOLIUE CPEACTBA U PECYPCHI JUIsl OPraHU3allui CaMOCTOSITENIbHOM U
COBMECTHOH paboThl 00YYaIOLIUXCS C MIPEnoiaBaTeieM:

— croenuajibHble IMOMELICHHUA Ul peaju3alliyd JaHHOW JUCHUIUIMHBL TPEACTABISIOT
co0oif yueOHbIE ayIUTOPUHM Ui TPOBEACHUS 3aHATHH JIEKIUOHHOTO THUIIA, 3aHITHH
CEeMHMHAPCKOI0 THUIMA, TPYNIOBBIX W HMHIMBHIYaJbHBIX KOHCYJIbTAllUH, TEKYLIETO KOHTPOJIS U
MIPOMEXYTOYHOM aTTecTali, a TaKXe TIOMEIIeHUs Ui CaMOCTOSTENbHONM paboThl H
MOMEIICHUS JUIs XpaHEHUS U NMPO(PUIAKTHYECKOTO OOCIy>KUBaHHS y4yeOHOro oOOpYJOBaHUS.
CriennanbHble TIOMEIICHHUS] YKOMIUIEKTOBAHbI CHIEUAIN3UPOBAHHON MEOENbI0 U TEXHUYECKUMHU
cpeAcTBaMHU OOYYEHHs, CIYKAIllUMHU JJIsl TpeACTaBieHUs y4deOHOW HHQpOpManuu OOoJbIION
ayJIuTOpUH;

— IIOMEIIEHUE JJIi CaMOCTOATENIbHOM paboThl 00yyaromuXxcs, KOTOPOE OCHAIIEHO
KOMITBIOTEPHOH TEXHUKON C BO3MOKHOCTBIO TIOJKITIOUEHHS K ceTH «HTepHeT» 1 o0ecrieueHneM
JI0CTYIIa B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEIbHYIO Cpeay OpraHU3altu;

— KOMIIBIOTEpHBIE  KJIACChl,  OCHAILEHHBIE  COBPEMEHHBIMH  IE€PCOHAJIbHBIMU
KOMITBIOTEpaMH, pabOTaIOLIMMU O] YIIPaBJIEHUEM OMepalmoHHbIX cucteM Microsoft Windows,
00BbETMHEHHBIMHU B JIOKAJIBHYIO CETh U UMEIOIUMU BbIX0/ B IHTEpHET;

— Oumbmmoreka  AKaneMuH, KHIDKHBIH  (OHI  KOTOPOH  COAEPKUT  HAy4YHO-
HCCIIEI0BATENbCKYIO JIUTEPaTypy, HayUHbIE )KyPHAJIbI U TPYAbl HAYYHbIX KOH(QEPEHIINH, a TaKxkKe
YUTAIBLHBIN 347,

— cepBepHOEe 000pyJ0BaHME, BKIIOYAIOIIEE, B TOM YHCIIEe, HECKOJIBKO CEPBEPOB CEPUU
IBM System X, a Take BUPTyaJbHbIe c€pBepa, padoTaroNIMe MO/ YIIPABICHUEM OINEePalMOHHBIX
cuctem Calculate Linux, BxtouenHoi B Peectp Poccuiickoro I10;

— CceTeBOe KOMMYTallMOHHOE 000py10BaHue, obecnednBaroliee padoTy JOKaJIbHOM CeTH,
IpeocTaBlIeHHe JocTyma K cetu MHTepHeT ¢ 0011eii ckopocThio noakioueHus 100 Mout/cek, a
Takxe paboty OecripoBogHOro cermenra cetu Wi-Fi B moMmenieHnsx AkageMuu;

— UHTepakTHBHbIE HH(OpMaIIMOHHBIE KHOCKU «H(DOY;

— TPOTpPaMMHBIE U anmapaTHbIe CPEACTBA IS POBEICHUS BUICOKOH(EPEHIICBS3H.

Kpome Toro, B oOpa3oBaTeibHOM Ipolecce OOyHaIOUIMMHUCSA IIMPOKO HCIIOJIB3YHOTCS
CJIEYIOIIINE AIIEKTPOHHBIE PECYPCHI:

— certb Internet (ckopocTs nogxiarouenus — 100 Mour/cek);

— caift https://www krags.ru/;

— OecnpoBojaHas ceTh Wi-Fi.

KonkpeTHble momenieHus Juisi OpraHn3anuyd o0ydeHus o nucuuiuinie « MHocTpaHHBIH
A3bIK B TpodeccHoHa’IbHOM cdepe» OoIpenensioTcss pacHucaHueM Y4eOHBIX 3aHATHH U
MPOMEXYTOUHOM arrectanuu. OOopylnoBaHME M TEXHMUYECKOE OCHAIICHHWE ayIuTOpHH,
MPEJCTaBICHO B NMacnopTe cooTBeTcTBy0muUX kabuneros 'OY BO KPAI'CuY.

PA3JAEJI II. METOAUYECKHUE MATEPHAJIbBI

BaxxHelmmM yciIoBHEM YCIIEIITHOTO OCBOSHUSI MaTepHalia SIBIISIETCS TUTaHOMEpHas paboTa
oOydarolmerocss B TEUEHHE BCEro IMepHofa U3ydeHus AucHUIuiMHbel.  OOyuaromemycs
HEOOXOAMMO  O3HAKOMHUTBCS CO  CICAYIOIMIEH y4eOHO-METONMYECKOW JOKyMEHTAIUEH:
MpPOrpaMMOil  AUCHUIUIMHBL, YYEOHUKOM W/WIM Y4eOHBIMH TIOCOOMSMH 1O JUCIHILIHNHE;
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ANIEKTPOHHBIMU PECypCcaMi MO TUCIUIUINHE; METOJUYSCKUMHI M OI[CHOYHBIMUA MaTepUaIaMH I0
JTUCIUILTAHE.

Y4eOHbIif mpoliecc MpHU pean3alii JUCIUIUIMHBI OCHOBBIBAETCS HAa HCIIOIH30BAHUH
MPAOUYUOHHBIX, UHHOBAYUOHHBIX U UHDOPMAYUOHHBIX 00PA308AMENLHBIX MEXHOIO0UU.

Tpagumuonnsie  oOpa3oBaTelbHBIE  TEXHOJOTHMHM  TMPEACTABICHBI  3AHAMUAMU
CEMUHAPCK020 MUna (NpakmuyecKue 3aHamus).

WNHHoBamoHHble 00pa3oBaTeIbHBIE TEXHOJOTMH HCIIONB3YIOTCS B BHUJAE IMTUPOKOTO
MPUMCHCHUS aKTUBHBIX M MHTEPAKTUBHBIX ()OPM IMPOBEJCHUS 3aHATHH. AyauTopHas padoTa
oOydaromuxcss MOXKET IpeaycMaTpuBaTh MHTEPAKTUBHYIO (OpMy MpOBENCHUS MPAKTHUUECKUX
3aHSTUH.

Nudopmanonasle 00pa3oBaTeNbHBIE TEXHOJIOTUH PEANMU3YIOTCA IyTEM aKTUBU3AIMU
CaMOCTOSITENIbHON PabOThI 00yUYarOIMMXCs B UHPOPMAIIMOHHOM 00pa30BaTeILHOM cpee.

Bce ayautopHble 3aHATHS MPECIEAYIOT 1elb 00eCleYeHHs] BBICOKOTO TEOPETHUECKOTO
YPOBHS U TIPAKTHYECKOM HAMPABICHHOCTH O0YICHHS.

Iloozomoexa Kk npakmuueckum 3aHAMUAM

OTOT BUJI CAMOCTOSATENIBHOM pabOThl COCTOUT U3 HECKOJIBKHUX 3TAIOB:

1) noBTOopeHHe n3ydeHHOro Mmarepuana. lyis 3Toro Mcmnosb3yercs peKOMEHAOBaHHAs
OCHOBHAs U JIONIOJHUTEIbHAS JIUTEPATYPa;

2) yriybnenue 3HaHMUA 1Mo TeMe. [[ns 3TOro pexkomMeHayeTcsi BbIIUCATh BO3HUKIINE
BOIIPOCHI, UCIIOJIb3yEMBIE TEPMUHBI;

3) BBINOJIHEHNE TPAKTUUECKUX 3aJaHHM, MTPAKTUKYMOB.

[Ipn moAroTroBke K 3aHATUSAM CEMHHAPCKOTO THUIIA PEKOMEHAYETCS C LEJIbIO MOBBIIIEHUS
ux 3¢ dexTuBHOCTH:

— YAENATh BHUMAaHHME KPAaTKOMY IIOBTOPEHHUIO TEOPETHUECKOTO MaTepHana, KOTOPBIH
UCIIOJIb3YETCS MPU BBHIMOJTHEHUN MPAKTHUECKUX 3aJaHUI;

— BBITIOJIHATH BHEAYJUTOPHYIO CAaMOCTOSITEIbHYIO paboTYy;

— CTaBUTh MPOOJIEMHBIE BOMPOCHI, 10 BO3MOKHOCTH HCIIOJIb30BATh IPUMEPHI U 3a/1a4H C
IIPAKTUYECKUM COACPKAHUEM;

— BKJIIOYATbCS B HCHOJIb3yeMble NMPU MPOBEACHUN MPAKTHUUECKUX 3aHATHH aKTHBHBIE U
MHTEPaKTHUBHBIC METO/Ibl O0YUYCHHUS.

[Ipu pa3bope npumepoB B ayJUTOPUH WU JIOMa LEJIecCO00pa3HO KaXKIbl WX HUX
00OCHOBBIBATh TEMH UJIM HHBIMU TEOPETUUECKUMH TOJIOKEHUSIMH.

AKTHUBHOCTh Ha 3aHITHSIX CEMHUHAPCKOIO THIA OL[ECHUBAETCS 110 CIEAYIOIIUM KPUTEPHUIM:

— OTBETHI Ha BOIPOCHI, IPEIaraeMble IIpenogaBaTesieM;

— y4acTHe B JUCKYCCHSIX;

— BBINOJIHEHNE IPOEKTHBIX U UHBIX 3a/1aHU;

— acCHCTHPOBAHME MPENOAaBaTeNO B IPOBEICHUU 3aHATHI.

Opzanuzayusa camocmoamenbHoil paoomol

JlJis TeOpeTU4ecKoro W MPAKTHYECKOTO YCBOSHHS IUCHUIUIMHBI OOJBIIOE 3HAUYCHUE
UMeeT caMoCTosiTeNbHas pabora oOydarommxcs, KOTOpas MOXET  OCYIIECTBIIATHCS
WHANBUAYyATbHO W TOJA  PYKOBOACTBOM  mpemnonaBaTens. CamocrositensHas paboTa
00yJaromerocsi SBJISCTCS OCHOBHBIM CPEJCTBOM OBJIAJICHUS YYCOHBIM MaTEpPHAIOM BO BpeMs,
CBOOOHOE OT 00s3aTeNbHBIX YUEOHBIX 3aHSATUH, UTO MPEANOaraeT CaMOCTOATEIbHOE U3YUCHHE
OTACIIBHBIX TCEM, [JOIIOJHUTCIIBHYIO TIIOATOTOBKY K KaXJIOMY IIPAKTUUYCCKOMY 3aHATHIO.
CaMmocTtosiTenpbHast paboTa 0OydYarOIIUXCS SBISETCS BaXHOH Qopmoii 00pa3oBaTENHLHOTO
nporiecca. OHa peamu3yeTcsl HEMOCPEACTBEHHO B XOJIe ayJAMTOPHBIX 3aHATHH, B KOHTAKTHOM
paboTe ¢ mpemnojaBaTeNieM BHE PaMOK paclUCaHus, a Takke B OMOTMOTEKe, MPU BBHIOIHEHUU
oOydJarorumcst yaeOHBIX 3a1aHHi.

Lens camocTosATENbHONH pabOTHI OOYYAIOMIMXCS COCTOMT B HAYYEHHH OCMBICICHHO M
CaMOCTOSITENIFHO padOTaTh CHadyaja ¢ y4eOHBIM MaTepUalioM, 3aTeM C HaydYHOW MHQOpManuei.
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[IpaBuibHO OpraHu3OBaHHAsi CaMOCTOSITeNbHAs paboTa TO3BONSET 3aJ0KHTh OCHOBBI
CaMOOpTraHW3allud W CaMOBOCIUTAaHUSA C TEM, YTOOBl TPHUBUTH yMEHHE B JaJIbHEHUIIIEM
HEMPEPHIBHO MOBBIIIATH CBOK KBaNU(UKAILUIO, YTO OyJIeT CrnocoOCTBOBaTh (HOPMHUPOBAHHIO
MpoECCUOHAIBHBIX KOMIETEHIIMA Ha JOCTaTOYHO BBICOKOM ypoBHe. I[lpum wu3ydeHUmn
JTUCIUIUTAHBL OPTaHU3AIMS CaMOCTOSTENILHON pabOThl OOYyYaromMXCsl MPEeACTaBIseT CoOO0M
€IMHCTBO TPEX B3aMMOCBSI3aHHBIX (POPM:

1) BHeayIUTOpHAs CAMOCTOSITeNIbHAS paboTa;

2) ayauTopHas  caMoOCTOsITeNbHass  paboTa, KOTOpas  OCYIIECTBISIETCS — TOJ
HEMOCPEICTBEHHBIM PYKOBOJICTBOM IIPENOAABATEIIS P MPOBEACHUN NMPAKTUYECKUX 3aHIATHH;

3) TBopueckas, B TOM 4YHCJE€ Hay4YHO-HUCCIEHOBaTeNbcKas padoTa. DTO BUI pabOTHI
MIpeJIIoJiaraeT CaMOCTOSTENBHYIO TOITOTOBKY 3cce, pedepaToB.

Ha  npakTtudyeckux  3aHATHAX  HEOOXOJUMO  BBIMIOJNHATH — PA3jIUYHBIC  BUIBI
CaMOCTOSITENILHOM paboThl, YTO TO3BOJSET YCKOPUTH (hopMupoBaHue MpodheCCHOHATHHBIX
YMEHHH.

Iloozomoexa Kk npomesxxcymounoit ammecmayuu

BugamMyu mnpoMexyTOYHOM aTTecTallud MO JAaHHOW JUCIHUIUIMHE SBJISIETCA cllada
sx3amena. 1Ipu NMpoBENEHUN MPOMEKYTOUHOM aTTECTALMU BBIACHSIETCS YCBOEHHUE OCHOBHBIX
TEOPETUYECKUX W TPHUKIAAHBIX BOMPOCOB MPOrpaMMbl M YMEHHUE NPUMEHATH IOJTYyYCHHbBIC
3HAHUS K PEIICHUIO0 MPaKTUYeCKuX 3afad. [Ipu moAroToBKe K 2x3ameHy y4eOHBIM MaTepual
PEKOMEHTyEeTCSl TIOBTOPSTH 10 YU4EOHOMY M3IaHHUIO, PEKOMEHOBAaHHOMY B Kaue€CTBE OCHOBHOM
JTUTEpaTypbl, U KOHCIEKTY. IK3ameH TPOBOJUTCS B HA3HAUYCHHBIH J€Hb, MO OKOHYAHUU
W3yYEeHUSI JUCHUIUIMHBL. [locie KOHTPOJBHOTO MEpONMPHUATHS MPENoJaBaTesib yYUTHIBAET
aKTUBHOCTHh PabOThI OOYyYaloUIerocss Ha ayJUTOPHBIX 3aHATHSAX, KA4eCTBO CaMOCTOSITEILHOM
paboTHI, pe3yJIbTaThl TEKYIIEH aTTeCTAINH, TOCENIAEMOCTh W BBICTABIISIET UTOTOBYIO OIICHKY.

H3yuenue oOucyuniunvl ¢ UCROIL306AHUEM OUCHMAHUUOHHBLIX 00pPA308AMETbHBIX
mexHoJio2uil

HpI/I I/I3y‘—IeHI/II/I JUCHUIINIMHBI C HCIIOJIB30BAHUEM MAUCTAHIIMOHHBIX 06p3.30BaTeJ'IBHI)IX
TEXHOJIOTUI HEOOXOAMMO JOTMOJHUTEIHHO PYKOBOACTBOBATHCS JOKAIBHBIMH HOPMATHBHBIMU
aktamu ['OY BO KPAI'CuY, pernamMeHTHPYIOIIMMH OpraHU3aIiio 00pa3oBaTeIbHOTO MpoIiecca
C MCTIOJIHb30BAaHUEM JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

PA3JEJI III. OMEHOYHBIE MATEPUAJIBI

8. KoHTpoJibHO-u3MepHuTe/IbHbIEe MaTepuajbl, He00X0AMMBbIe [JIsl IPOBEPKHU
c(hopMHUPOBAHHOCTH MHAUKATOPOB IOCTUKEHUSI KOMIIeTEHUNA (3HAHUIA M YMeHMIH)

8.1. 3aoanusa ona npoeedenus mexyuiezo KOHmpoaa (KOHmpoavhas paboma)

1. Share the information about different types of documents. What do you know about
memorandum?

2. Share the information about contract. Do you agree that it is one of the most important
documents? Prove that.

3. Prove that State Archive of Tyumen Region serves a lot of different people. Give your
grounds.

4. Prove that archive is one of the most necessary places for people. Give your reasons.

5. Do you agree that every country must have an archive? Give your grounds.

6. Prove that professional office manager should have some habits and skills.

7. Do you agree that office managers face many problems? Prove it.

8. Share the information on different types of business letters. What is a letter of order?

9. Share the information on different types of business letters. What is a letter of request?

10. Prove that record circulation is an important problem. Give your reasons.
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11. Do you agree that knowledge of foreign languages plays a great role in working with

documents? Give your reasons.

12. Prove that applying for a job is rather problematic for youth. Give your reasons.

13. Do you agree that CV is one of the most important documents? Prove that.

14. Do you agree that resume is one of the most important documents? Prove that.

15. Share the information about the structure of business letter. Do you know any
differences in the British and the American variants?

16. Prove that choosing a profession is very important for young people. Have you got any
experience?

17. Prove that professional office manager should have some habits and skills.

18. Do you agree that keeping information is the global problem? Give your reasons.

19. Share the information about the achievements in the field of office management.

20. Share the information about your ambitions and your future profession.

8.2.  Bonpocwl 0nsa nodzomoeku K IK3ameny
I. Tect o ayaupoBaHuio.
Listen to the text twice and do the tasks:
Global language, global culture

Task 1. Put T if the statement is true or F if the statement is false.

1. English is far more worldwide in its distribution than any other spoken language.
2. The number of internet users who are not native English speakers is decreasing.
3. Behind each word lies its culture.

4. Russian style seems normal and polite.

5. What is good for Russians is unacceptable for British people.

Task II. Answer the questions:

1. What language is the dominant in electronic communication?
2. Is English an official language in 37 countries?

3. Are English words used for computing?

4. How many languages are spoken in the US today?

5. How does English influence the dialogue of cultures?

II. JIekcuko-rpaMMaTHYECKHM TECT

Activity 1. Read the text and fill in the gaps with the family words formed from the words on the
right in capital letters.
Working Environment
The (1) ... working environment for an archivist is a
Library or a university. (2) ... usually have an office of
their own where they make research and deal with (3) ... . Since some
archivists are (4) ... in education, they work in
a classroom. (5) ..., archivists work in a quiet
environment, and enjoy the structure it (6) ... . They work
normal work hours, but may be (7) ... to work more to meet a deadline for
a given (8) ... or special project.
They work as part of a team, (9) ... if they work for
a large university or (10) ... institution. They offer
their individual (11) ... for special projects from time
to time. They need (12) ... to be able to focus on their
work since it is detailed-oriented in nature.
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TYPE
ARCHIVE
APPRAISE
INVOLVE
TYPICAL
PROVIDE
REQUIRE
PRESENT
PARTICULAR
EDUCATE
SERVICE
CONCENTRATE

Activity 2. Restore the sentence using Participle I or II.

1. A manager found the ... (TO REQUIRE) documents in the heap of papers on the table.

2. While ... (TO PRINT) the contract the secretary was correcting the mistakes in it.

3. The deal was not urgent, and she was drinking a cup of mild coffee ... (TO DECIDE) to
telephone their business partner a little bit later.

4. ... (TO TYPE) the letters, the secretary brought all necessary documents to her boss.

5. When ... (TO TYPE) the important materials for the conference, the office manager
concentrated not to make any mistakes.

6. The employee was really upset ... (TO READ) the announcement about the reforms at the
department.

Activity 3. Mind the structure of the memo and complete it with the words on the left (ad).

a) Subject (1) Project Planning Dept

b) Aqua Warm From GM

c) T.Y. () Aqua Warm

d) To I am sure that you have read about the recent
explosion at Perfecta LTD. We have decided
not to
install any more = (3)  central heating

systems until

we can be sure that they are absolutely safe.
Please write

and inform them of this.

4)

Activity 4. Read the letter and choose the correct verb form.
Hi, James, how are you?

You asked about my job, well I think my current job recruiting people (1) is / was much more
satisfying than any other job I (2) did / ‘ve done.

I used to print documents in a school, and I (3) enjoyed / ‘ve enjoyed that a lot, but I (4) felt / ‘ve
felt that I needed a change. So I (5) ‘ve retrained / retrained and luckily last year I (6) ‘ve found /
found a job in a firm not far from my house.

I (7) work / ‘ve worked a bit less than in the past, which is an advantage, but obviously I often
(8) work / ‘ve worked at weekends. It’s a pity but I don’t mind. It’s really important for me to
take part in people’s lives and try to help them finding the better job.

1(9) “ve been / ‘m here for about a year, as I said, and I (10) ‘m feeling / “ve felt as enthusiastic
now as on my first day.

13




Email back soon and tell me about your job.

Best wishes
Joan

III. IlncbMeHHBIN ITEPEBOJ TEKCTA C aHTVIMKUCKOTO SI3bIKAa HA PYCCKUUI
Test-Translation

Intelligent Document
1. Intelligent document is a general term to describe electronic documents with more
functionality than a page designed to emulate paper.
2. Formats include PDF from Adobe, InfoPath from Microsoft, Cardiff Software and XFforms
from W3C, and the non-programming solutions DocFire, Exari and Intelledox.
3. Each is based on using XML as a format for data.
4. Intelligent documents are essentially interactive electronic documents.
5. Intelligent documents include forms that change on request, personalized web pages, and
personalized presentations.
6. They usually require web access and server software.
7. Intelligent documents are used to help automate business processes, improve customer service,
and reduce costs.
8. Intelligent documents are also being used by marketing firms to target consumers more
precisely.
9. Programming marketing documents with customer data helps to improve customer loyalty,
increase response rates, reduce marketing costs, and build brand recognition.
10. Some examples would be the online shopping site Amazon.com and the free email service
Gmail from Google which uses AJAX technology to add "intelligence" to its documents.
11. Other more document-centric examples include commercial lending or leasing documents
where, by the transactional nature, they can be automated using an assembly line approach with
the logic and data embedded directly into the document.
12. The future of the intelligent document includes tight integration with "meaning-based
computing”, allowing intelligent completion of forms with recommendations on subject- matter
experts and related documents as well as dynamic regeneration based on rules or logic.
13. Today's more advanced document automation systems allow users to create their own data
and rules (logic) without the need for programming.

IV. IIpe3enTanus npoekra «CoBpeMEHHbIE TEXHOJIIOTUU Ha CITyk0€ 0(PUCHOTO MEHEIKEPa»

8.3.  Bapuanm 3adanuii 011 npoeedeHuUs NPOMEIHCYMOYHO20 KOHMPOJIA
1. The role of foreign languages in the world.
2. The English language as the means of international communication.
3. The English language and work with the documents.
4. Applying for a job.
5. CV and resume.
6. The structure of business letter.
7. Different business letters.
8. Office and its environment.
9. The job of an archivist.
10. The job of an office manager.
11. Skills and qualities of an archivist.
12. Skills and qualities of an office manager.
13. The environment of archives.
14. Archives as the resource of information.
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15. The role of archives in records storage.
9. Kputepuu BbICTABJIEHHUSI OIIEHOK IO Pe3yJIbTATAM H3yYeHHs TUCHHILTHHBI

OcBoeHue 00yJaromUMCs KaKI0W yu4eOHOW TUCIMIUIMHBI B CEMECTPE, HE3aBUCUMO OT e€
obmelt Tpyno€MkocTH, oueHuBaercss 1o 100-0ayibHOM 1mIKane, KoTopas 3areM IpHu
MIPOMEKYTOYHOM KOHTpoJie B ¢opMme dk3ameHa U TuddepeHIIIPOBAaHHOTO 3a4eTa MePeBOAUTCS B
TPAIUIMOHHYI0  4-0aJUIbHYI0  OIEHKY (COTJIIMYHO», «XOPOLIO»,  «YyIIOBJIETBOPUTEIHHON,
«HEYJIOBIIETBOPUTETILHO»), a MPH KOHTpolie B ¢dopme 3auéTa — B 2-0aTbHYIO0 («3aUTCHO» WIIH
«He3aureHoy). Jlannas 100-6amipHas mKaia mpu HEOOXOIUMOCTH COOTHOCUTCS ¢ EBporelickoit
cucTeMoii mepeBosia 1 HakoruieHus kpeautos (ECTS).

Coomnowenue 2-, 4- u 100-6annvHOU WKA OYEHUBAHUSL OCBOCHUSL
ooyuarowumucs yyeonou oucyuniunsvl co wxarou ECTS

Ouenka . Cymma 6asi10B Ouenk
1o 4-0aJILHOHU HIKAJIE 3agér O TMCIUIIJINHE a T'panaums
Auet ECTS
5 (OTJANYHO) 90 — 100 A OTanyHO
4 (xoporo) 85— 89 B Od4eHb XOpoIIo
75 — 84 C Xoporio
3auTeHo
70 — 74 Y 10BAETBOPUTETEHO
3 D
(YIOBIETBOPUTEIILHO) 65 —69
e p 60 — 64 E [TocpencTBeHHO
2 He Huxe 60 F HeynosnerBopuresnbH
(HEeYTOBJIETBOPUTENLHO | 3aYTEHO 0
)
Kpumepuu oyenox ECTS

«OTJIHYHO» — TEOPETUUECKOE COJCPKAHUE TUCIUIUTMHBI OCBOCHO MOJIHOCTHIO,
6e3 mpobenoB, HEOOXOIUMBbIE NMPAKTUYECKUE YMEHHs pabOThl ¢ OCBOEHHBIM
5 A | matepuaioM c(hOPMHUPOBAHBI, BCE MPEIyCMOTPEHHBIC MPOTPAMMOil OOy4eHUs
yueOHbIC 3aJaHHs BBIMOJIHEHBI, KAYECTBO MX BBIMOJIHEHHUS OICHEHO YHCIOM
0aJ10B, OJIM3KUM K MAKCUMATIBHOMY

«O4YeHb XOpOIIO» — TEOPETHYECKOE COJNEp)KAHHE TUCIHMIUIMHBI OCBOCHO
MOJTHOCTBIO, 0€3 MPOoOeIoB, HEOOXOJUMbIC MPAKTUYCCKHE YMEHHUS PabOThl C
OCBOCHHBIM MAaTEpHUajoM B OCHOBHOM C(HOPMHPOBAHBI, BCE MPEIYCMOTPEHHBIC
nporpaMMoil 00ydeHus: yueOHbIC 3a/1aHuUs BHITIOJHECHBI, KAYECTBO BBHIIIOJIHCHUS
OOJIBIIIMHCTBA U3 HHUX OIICHEHO YHCIIOM 0aylioB, OJIM3KMM K MaKCHMaJIbHOMY,
0JIHAKO €CTh HECKOJIbKO HE3HAYMTEIIbHBIX OMTHOOK

«Xopomoy — TEOPETUIECKOe COACPKaHUE AUCIUIUIMHBI OCBOSHO IMOJHOCTHIO,
0e3 mpoOenoB, HEKOTOpHhIE MPAKTUYECKHUE YMEHHUS DPAOOTBI C OCBOSHHBIM
MaTepuaioM  CPOPMHPOBAHBI  HEIOCTATOYHO, BCE  MNPEAYCMOTPECHHBIC
nporpamMMoii 0O0ydeHus: yueOHbIC 3a/aHus BHIIIOJHEHBI, KAYECTBO BBHIIIOJHCHUS
HU OJHOTO M3 HHUX HE OIECHCHO MUHHMMAJbHBIM YHCIIOM OalIOB, HEKOTOPHIE
BUJIbI 33/IaHU BBITIOJIHEHBI C OIIMOKAMHU
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«Y10B1€TBOPUTEIBbHO» — TEOPETHUECKOE COJCPIKAHUE JUCHIUTUTHHBI OCBOSHO
YaCTUYHO, HO TPOOeNbl HE HOCAT CYIIECTBEHHOTO XapakTepa, HeoOXOIUMbIE
MPAKTUYCCKUC YMCHUSA pa6OTI:I C OCBOCHHBIM MATCpUaioM B OCHOBHOM
chopmupoBaHbl, OOJBIIMHCTBO MPEAYCMOTPEHHBIX MPOrPaMMON 00yUYeHUs
y‘ICGHLIX Sa,Z[aHI/Iﬁ BBIITOJIHCHO, HCEKOTOPBIC K3 BbIIIOJIHCHHBIX BaHaHHﬁ,
BO3MOYKHO, COJIEPIKAT OMIMOKH

«IlocpencTBEHHO» — TEOPETUYECKOE COJIEPYKAHME JAMCIUIUIMHBI OCBOCHO
YaCTMYHO, HEKOTOpbIC MPAKTHYECKHE yMEHHs paboThl HE CHOPMUPOBAHBI,
MHOTHE MPEIyCMOTPEHHBIC NpOorpaMMol OOyueHHsl ydeOHbIe 3aJaHus HeE
BBIMTOJHEHBI, JTM0O KaYeCTBO BBIMOJHCHUS HEKOTOPBIX U3 HUX OICHEHO YHCIIOM
0a/I0B, OJM3KUM K MUHUMAIIEHOMY

«Hey0B1€TBOPUTEIBHO» — TEOPETUUECKOE COJAEPKAHME AMCIUIUIMHBI HE
OCBOCHO, HEOOXOIUMBIC MMPAKTUICCKUE YMEHUsS paboThl HE CHOPMUPOBAHEI, BCE
BBITIOJTHEHHBIE Y4eOHbIe 3a/IlaHusl COJepKaT rpyOble OMIMOKH, JOTOJIHUTEIbHAS
caMoCTOsITeNIbHAs paboTa HAJl MaTepuajioM IUCIHIUIMHBI HE TPHBEACT K
KaKOMy-JIH0OO 3HAYUMOMY TIOBBIIICHUIO KauecTBa BBIMOJIHEHUS YUeOHBIX
3aJaHIH

OnennBaHue pe3yabTaToB OOYYEHHS N0 AMCHUIUIMHE OCYHIECTBISIETCS B (opme

TEKYILEro U NpOMeKyTOUHOW KOHTPOJIS. TeKylrii KOHTPOJIb B CEMECTPE MPOBOIUTCS C LIEIIbIO
oOecrieyeHnsT CBOEBPEMEHHOW OOpaTHOW CBSI3M, C IETbI0 AKTHBHU3AIWU CaMOCTOSTEIHHON

paboThI

o6yqaronmxc;1 . OO0BEKTOM IMPOMEKKYTOUYHOI'O KOHTPOJIA SABJIAKOTCA

KOHKPETH3UPOBAHHBIE pe3yJIbTaThl 00yueHUs (yueOHbIE JOCTHXKEHHUS) IO JUCLUILIIUHE.

Cmpykmypa umo2ootu oyeHKU 00y4arouuxcs
Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00yueHus

IToka3arenn
Ne Kpurepuu onieHuBanus
(ouieHka B Gaymax)
1 PaboTa Ha ayAUTOPHBIX 3aHITHUSIX 20
2 | IlocemaeMocThb 5
3 CamocrosiTenpHas pabora 15
4 | Texkymas aTTecranus 20
Hroro 60
5 IIpomeskyTOUHAS aTTeCTALMSA 40
Bcero 100
Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00yueHus
8 PAMKAX AYOUMOPHbBIX 3AHAMUL
[Tokaszarenu
No Kpurepuu oniennBanus
(o1reHKa B Oayiax)
1 | IlogroToBKa M BBICTYIIJIEHHUE C JOKJIAJIOM 10 5 6ayioB
2 | AKTHBHOE y4acTue B OOCYXKICHHH JOKIaaa 10 5 6asnoB
3 BrimonHeHne npakTHYECKOro 3a1anus (aHaIu3 0 5 0aJUIoB
MPaKTUYECKUX CUTYyal1il, COCTaBJIEHUE JOKYMEHTOB,
CPaBHUTEJIHHBIX TAOJINII)
4 | Ipyroe JI0 5 6aJIoB
Bcero 20

Kpumepuu u nokazameju oyeHuearusl pe3yibmamos 06y’-t€Hu}Z 6 pamKax nocewaemocmu

00yuarWuMcs ayOumopHsiX 3aHImMul

Kputepuu onieHuBaHus

Iloka3arenn
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(orieHka B Oaiax)

100% nocenieHrne ayJuTOPHBIX 3aHATHI

5

100%  mocemeHue  ayauTOpHbIX  3aHsATHH.  HeOosbinoe

KOJIMYCCTBO ITPOITYCKOB I10 YBa)KHTeHBHOﬁ IIPUYIKUHC

4

J1o 30% mponyIieHHbIX 3aHITHI

Jlo 50% nponynieHHbIX 3aHITHI

Jlo 70% mpomnyIeHHbIX 3aHITHI

70% u Gosiee MPOMYIIEHHBIX 3aHATUI

OS— (bW

Kpumepuu u nokasamenu oyenusanus pe3yibmamos o0yyeHus
8 PAMKAX CAMOCMOSAMENbHOU pabomvl 00y4arouuxcs

Kpurepuu onenuBanus

ITokaszarens
(o1reHKa B Oayiax)

PackpbIThl OCHOBHBIC IMOJIOKECHUSI BOMPOCA WJIM 3aJlaHHs 4epe3
CHCTEMY apryMEHTOB, IMOJKPEIUICHHbIX (aKTaMu, HPHUMEpPaMH,
00OCHOBAaHBI ~ TIpe[JlaraeMbleé B  CAaMOCTOSITENBHOH  pabote
pellIeHH s, MPUCYTCTBYIOT TOJHBIC C JETaTbHBIMH MOSCHEHUSMH
BBIKJIaIKU, OPUTUHAIBHBIE MPEAIOKEHNUS, o0OJsamaroniyue
SNIEMEHTAMU  TMPAKTHYECKOW 3HAYMMOCTH, CaMOCTOSTENIbHAs
paboTa KauecTBEHHO M Y€TKO oopmieHa

15-12

B pabore mpHCYTCTBYIOT OTAENbHbIE HETOYHOCTH M 3aMEYaHHs
HENPUHIMITHAIIBHOTO XapakTepa

B pabote nmerTcst cephE3Hblie OMUOKH U POOEIThI B 3HAHUIX

3aILaHI/Ie HEC BBIITOJIHCHO MJIX BBITIOJTHEHO C l"p}I6I)IMI/I omuOKaMu

Kpumepuu U nokazameiju oyeHueanusl pesyiomamoes 06yll€Hu}l

8 PaAMKax mexywet ammecmayuu

Kputepuu onieHuBanus

Iloka3arenn
(orieHka B Oayuiax)

BaﬂaHI/Ie MOJIHOCTBIO  BBIIIOJIHCHO, IIPABUJIBHO IMMPUMCHCHBI
TCOPCTUUCCKHUEC ITOJOKCHUA JUCHUIIIINHBI. OtMmeuaeTcs 4ETKOCTh
n CTPYKTYPHUPOBAHHOCTDH HU3J10KCHUA, OpPUT'HHAJIBHOCTDH
MBbIIIJICHUA

20-17

3&,[[3.HI/IC IMMOJIHOCTBIO BBIIIOJIHCHO, IMPHU IMOATOTOBKC NMPHUMCHCHLI
TCOPCTUUCCKUEC  IMOJIOKCHUA  JUCHUIIINHBI, HOTpe6OBaBIHI/IG
YTOUYHCHHUA MJIM HC3HAYNUTCIIbHOI'O MCIIPABJICHUA

16-13

Ba)IaHI/Ie BBITIOJIHEHO, HO TEOPETHUCCKAA CoCTaBJIArOIIasa
HYXIacTCA B I[OpaGOTKe. Ha BOIIPOCHI IO 3adaHUIO ObLIH JdaHbl
HEYETKHE WM YaCTUYHO OIMMOOYHBIE OTBETHI

12-5

3amaHre HE BBIINOJIHEHO WM TpPHU OTBETE CJeNaHbl TpyOble
OIMUOKH, JEMOHCTPUPYIOUINE OTCYTCTBUE TEOPETUUYECKOW Oa3bl
3HAHHUI 00yYJaroIIerocs

Kpumepuu U nokazameijlu OYeHUBAaHus pes3yibmamoes 06y'i€HI/t}l
6 PAMKAX NPOMEINICYMOUHO20 KOHMPOJiA

[TpoMexyTOUHBII KOHTPOJIb B (OpME 9K3aMeHa UMEET LENbI0 IMPOBEPKY M OLICHKY

3HAHUH 00YYaIOUINXCS 110 TEOPUH U PUMEHEHHUIO MOTYUYCHHBIX 3HAHUN U YMEHHH.

Kpumepuu u nokasamenu oyeHku pe3yibmamos IK3aMend 8 mecmosou popme

Kputepuu onieHUBaHUS

[lokazarenn
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(ouieHka B Oayax)

[IpaBuiIbHO BBINTOJTHEHHBIX 3a1aHuil — 86-100% 40-35
[IpaBHIIbHO BBINOJIHEHHBIX 3a1aHuil — 71-85% 34-25
[IpaBuIbHO BHITTOJTHEHHBIX 3a1aHuil — 51-70% 24-15
[IpaBriIbHO BBINOJIHEHHBIX 3aaHuil — meHee 50% 14-0

Kpumepuu u nokasamenu oyenku pe3yiomamos 3K3amena 8 yCmuou gpopme

Kpurepun oneHnBanus

[Tokazarenu
(o1reHKa B Oayiax)

MIPOIEMOHCTPUPOBAHO TIyOOKOE M IMPOYHOE YCBOEHUE 3HAHUH
MaTepuasa; MCUYEpPIBIBAIOLIE, II0CIIE0BATEIbHO, TPAaMOTHO H
JIOTUYECKH  CTPOMHO  U3JI0KEH TEOPETUUYECKUM  MaTepual;
MIPaBUWJIbHO dbopMyIIHpOBaHbI oTpe/ieNIeHus;
MPOJIEMOHCTPUPOBAHO YMEHHUE JeIaTh BBIBOJBI MO HM3JaraéMoMy
MaTepuaisy

40-35

IIPOJEMOHCTPUPOBAHO [JOCTATOYHO IIOJHOE 3HAaHUE MaTepuana,
OCHOBHBIX TEOPETUUECKUX HOHATHUI; JOCTAaTOYHO
IIOCJIE0BATEIbHO, TPAMOTHO M JIOTUYECKM CTPOMHO M3JI0XKCH
Marepuai; IPOJEMOHCTPUPOBAHO YMEHHE J€laTh JIOCTATOYHO
000CHOBAHHBIC BHIBOBI 110 M3JIATAEMOMY MaTepUaIy

34-25

IIPOZIEMOHCTPUPOBAHO OOIIee 3HAHME H3YyYaeMOro Marepuana,
OCHOBHOM pEKOMEHAYyeMOW MpOorpaMMON AMCHUUIUIMHBI yueOHOU
JUTEpaTypbl, YMEHHE CTPOMTb OTBET B COOTBETCTBUU CO
CTPYKTYpO#l M3J1araeMoro BOIIPOCa; I[IOKa3aHO oOllee BIlaJeHUE
NOHSATUIHBIM annapaToM AUCHUILIMHBI

24-15

IIPOJIEMOHCTPUPOBAHO HE3HaHUE 3HAYUTEITLHON 4acTH
MPOrPaMMHOTO MaTepuaia; HeBIaJACHUE MOHATHIHBIM alnapaToM
JTUCIUTUINHBI, CACTaHbl CYIIECTBEHHBIC OIIMOKH MPH W3JIOKEHUHU
y4eOHOro Marepuana; MpoJAeMOHCTPUPOBAHO HEYMEHHE CTPOUTH
OTBET B COOTBETCTBMM CO CTPYKTYypOil H3j1araeMoro BOIIpOCA,
JIeNIaTh BBIBOJIBI [0 M3JIAraeMOMY MaTepHAITY

140
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