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1. [lepeyeHb KOMNeTEeHIIMA, MHAMKATOPOB JOCTHKEHHUSI KOMIIETEHUMH ¥ ONMCAHUE MOKAa3aTe/ield 1 KPpUTEPUEB OLlEHUBAHUS Pe3yJbTATOB
00y4eHMsI M0 QM CHUILINHE (MOIYJII0)

dopmupyemasi Kon u Pe3syabTaTsl Iloka3aTeu 1 KPpUTEPUN OLIEHMBAHNS Pe3yJIbTATOB 00y4YeHHs 110 Bun
KOMIIETeHIIUA (C HAMMEHOBAaH 00yuyeHus no AUCHHUILIMHE (MOYJIIO) OLICHOYHO
yYKa3aHUueM KO0/a) ue AUCUHMILINHE ro
HHAUKATOPA (MoayJ110) cpeacTrsa
AOCTHKECHUS
KOMIIeTEeHIH
"
1 2 3 5
Hey/I. YIOBJI. XOopo1o OTJINYHO
VK-4. Criocoben = YK-4.3. OO6yuaromuiics He Brmageer Cmabo I'my6oko I'my6oko 3amanue 4,
MIPUMEHSATD JIOJKEH: pa3IUYHBIMHU chopmupoBaHHbl = c(HOpMHUPOBAHHBI = cHopMHpOBaHHBI | 5
COBPEMEHHBIE 3HATh IPUHLMIBL | CTUISAMU 1 HaBBIK 1 HaBBIK 1 HaBBIK
KOMMYHUKATHBHBI KOMMYHHKAIIMM B TIPO(eCCHOHAIbH | PUMEHEHHS IPUMEHEHUS MIPUMEHEHUS
€ TEXHOJIOTUH, B npodeccuoHanbHO | Ot pa3IUYHBIX pa3IMYHBIX Pa3IMYHBIX
TOM YHUCJIE HA 1 3THUKe; paKkTOphl ~KOMMYHMKAIUU; | CTUJIEH CTUIEeN CTHIIEH
MHOCTPaHHOM(BIX ) YIIy4IIeHUS cpelncTBaMu npodeccuoHanbH | mpodeccnoHanbH | MPoQeccHOHANbH
A3bIKe(ax), A KOMMYHUKAIlMM B IIpoeccuoHalbH | O oi oi
aKaJIeMHYECKOro OpraHu3aluy, ot KOMMYHUKAI[MM; = KOMMYHHUKALIMM; = KOMMYHHUKAIINH;
u KOMMYHUKAIIMOHH KOMMYHUKAIIUU; | OMpeIeiIeHUs onpeeIeHus onpeeneHus
npodeccuoHanbH bl€ TEXHOJIOTUU B TPAaMMAaTHYECKUM & CpPEJICTB CpelCTB CPEICTB
oro MpoEeCCHOHAIBHO U U npodeccuoHalibH  TipodeccroHanbH | mpodeccuoHaIbH
B3aUMOJICUCTBUS M JIEKCUYECKUMU on on ou
B3aUMOJICCTBUU;  CPEICTBAMH KOMMYHUKAIIUW; = KOMMYHHUKAIIMH; = KOMMYHHUKAIIHH;
XapaKTepUCTUKU  OCYIIECTBICHUS  YHNOTpeOlieHus yrmoTpeOaeHus yrnoTpeOaeHus
KOMMYHHKAIIMOHH = MpodeccnoHalbH = TpeOyeMbIX TpeOyeMbIX TpeOyeMbIX
BIX ITOTOKOB; oit rpaMMaTH4YeCKUX  TPaMMAaTHUYECKUX & TI'PaMMAaTHUYECKUX
3HAYCHHE KOMMYHUKAIIUA U JIEKCUYECKUX 1 JIEKCUUYECKHUX 1 JICKCUYECKHUX
KOMMYHUKAIlUU B Ha CpEenCTB CpelCTB CPEICTB
MPOPECCHOHATBHO = PYCCKOM H MPaBUILHOM MIPaBUIILHOM MPaBUILHOM




M MHOCTPAaHHOM odopmieHnn oopmnenun oopmiennn
B3aMMOJICHCTBUH; | fA3BIKAX npodeccuonanbl | npodeccuoHanbH | NMPOQeccuOHANbH
METO/IbI on ol o
UCCJICIOBAHUS KOMMYHHUKAIUH KOMMYHUKAIIUH KOMMYHHKAIUU
KOMMYHHKATHBHO Ha PYyCCKOM U Ha PYCCKOM H Ha PYCCKOM U
ro MOTeHLIKaza WHOCTPAaHHOM UHOCTPaHHOM MHOCTPAaHHOM
JMYHOCTH; SI3BIKAX si3pikax. [Ipu SI3BIKAX.
COBpPEMEHHBIE 3TOM

CpeacTBa HaOJI01aeTCst psg
UH(POPMALIMOHHO- HETOYHOCTEH.

KOMMYHHKAITIOHH

bIX TEXHOJIOTHH.

YK-4.1. OOGyuaromuiics He paznuuaer Homyckaet I'pamotHOE I'pamoTHOE 3ananue 1,
JIOJDKCH: pasuyHbIC OIIMOKH TpH odopmiieHre odopmieHHE 2.
YMETB CO3JaBaTh | CTHJIA odopmIiieHUH CTUJICH U CTUJICH U
Ha PYCCKOM U npodeccuoHalbH | pa3ITUYHbBIX UCIIOJIb30BaHUE UCIOJIb30BaHUE
WHOCTPaHHOM o CTHIICH CpenacTB CPEICTB
A3BIKE kommyHuKanuu;  IIpodeccuonansH  mpodeccuoHanbH | HpoQeccuoHaIbH
IIACbMEHHBIE HE OIpenenseT on oi oi
TEKCThI HAYYHOTO | CpE/ICTBa KOMMYHHKAIIMM,  KOMMYHHMKAI[MH;  KOMMYHHUKaIUU;
U 0(UIHATBHO- npodeCCHOHANIBH | TIPU 3HaHUE MTPABHI 3HaHUE MPABHI
JIeNIOBOTO CTUIeH | OH OTpeielIeHu ! BE/ICHUS BEJICHUS
peuu 1o KOMMYHHUKAIIUW; | CpEICTBa npodeccuoHabH | MPOGeCcCHOHATHH
npodeCCUOHANBbH | JIOIYCKaeT npodeccuoHambH O oM
BIM BOTIPOCAM; rpyObie ommOKn | Oi KOMMYHHKAITUU KOMMYHHKAITUH
UCCIIE/I0BaTh npu KOMMYHHKAIIUM; | Ha Ha
IPOXOXKJICHHE OCYIIECTBIICHHH  JIOIYCKaeT PYCCKOM U PYCCKOM U
uHpopMaluu Mo  mpodeccHoHabH | HETOYHOCTH MPH | MHOCTPAHHOM WHOCTPAHHOM
YIIPaBJICHYECKUM | OH OCYIIIECTBIICHUH  SI3BIKaX; SI3BIKAX;
KOMMYHHKAIUSIM; ~ KOMMYHHKAIIMIO | MPO(PECCHOHANBH = 3HAHHE 3HaHUe
OTIPENIETIATh Ha ol 0COOeHHOCTEH 0COOEHHOCTEM
BHYTpEHHUE PYCCKOM U KOMMYHHKAIMIO  MpOo(ecCHOHAIbH = MpoQecCuOHaIbH




KOMMYHUKAI[Ui B MHOCTPAaHHOM Ha PYCCKOM H oi ou
OpraHu3aluy; A3BIKaX. MHOCTPaHHOM KOMMYHHMKAaTUBHO = KOMMYHUKAaTUBHO
NIPOU3BOUTH SI3BIKAX; W CUTYaIlUU. W CUTyallUHu.
PENAKTOPCKYIO U HE pa3Inyaer Opnnako
KOPPEKTOPCKYIO ocobeHHoCTeH JIOITYCKaeTCst
IIPABKY TEKCTOB npodeccuoHaIbH = OJIHA - JBE
HAy4HOT'O U on HETOYHOCTH B
ounuansHo- KOMMYHHMKaTUBHO OTBETE.
JIEJIOBOTO CTHJIEH U cuTyaluu.
peuH Ha PyCCKOM
Y UHOCTPaHHOM
A3BIKE; BJIAJIETh
IIPUHLIMIIAMHA
(dopMupoBaHUs
CUCTEMBI
KOMMYHHUKAIIH;
AHAJIN3UPOBATH
CUCTEMY
KOMMYHHKAI[MOHH
BIX CBSI3€H B
OpraHM3alIyH.
VYK-4.2. OObyuatronuiics He ymeer Jomyckaer Ycronuusoe Ycronunsoe 3ananue 3.
JIOJIKEH: 10JIb30BaThCA MHOTO yMEHHE YMEHHE
BJIAJIETh pa3IUYHBIMHU HETOYHOCTEH IIPU  NPUMEHSTH IIPUMEHSTH
peanuzanuent CTHJIIMU M10JIb30BAHNU pa3IUyYHbIE CTUIM = Pa3IUYHbIE CTUIIN
CHoco0OB YCTHOM  Mpo(ecCHOHANBH = Pa3TUYHBIMU npodeccuoHalbH | MpOoQecCHOHaTbH
Y IMCbMEHHOU ol CTHJIAMU oi oi
BUJIOB KOMMYHHUKAIMH;,  TPO(PEecCHOHANbH KOMMYHHUKAIMH,  KOMMYHMKAIIWU;
KOMMYHUKAINH, B ONPEIeATh oif OTIpeeIsATh OTIpeeIIsATh
TOM YHCJIE Ha CpeacTBa KOMMYHHKAIUM;  CPEICTBA CpeacTBa
MHOCTPaHHOM npodeccuoHanbH | MpU npodeccuoHanibH | MpoQeccuoHaNbH
SI3BIKE; oi OIIpENIEIIEHUN oM ol




MPEICTABICHUEM
IJIAHOB U
pe3ynbTaTOB
COOCTBEHHOI U
KOMaHIHOM
eSATEIILHOCTH C
HCIIOJIb30BAHUEM
KOMMYHHUKATHUBHBI
X TEXHOJIOTHH.

KOMMYHHUKAITHH,
HE yMeeT
rpaMMaTHYCeCKH
1 JIEKCUYECKU
MIPaBHIILHO
OCYIIECTBIISTH
npodeccnoHabH
ot
KOMMYHHUKAITUIO
Ha

PYCCKOM U
HHOCTPaHHOM
SI3BIKAX

CpeACTB
npodeCCHOHANIbH
on
KOMMYHHKAIIIH;
npu
rpaMMaTHYeCKH U
JIEKCUYIECKU
MPaBUIILHOM
odopmIileHUH
npodecCHOHANIbH
ol
KOMMYHHKAITHH
Ha

PYCCKOM U
WHOCTPAaHHOM
SI3BIKAX

KOMMYHUKAIUU;
rpaMMaTH4eCKU U
JIEKCUYECKHU
IIPaBUIILHO
OCYILIECTBIIATH
npodecCHOHAIIbH
Y10
KOMMYHUKAIUIO
Ha PYCCKOM U
WHOCTPAHHOM
si3pikax. [Ipu
3TOM
HabOIo1aeTCs psg
HETOYHOCTEH.

KOMMYHHKAITUH;
rpaMMaTHYeCKH U
JIEKCUYIECKU
MIPAaBUIILHO
OCYIIECTBIIATh
npo¢eCCHOHAIIbH
yIO
KOMMYHUKAITHIO
Ha

PYCCKOM U
WHOCTPaHHOM
SI3BIKAX.




2. OueHoYHbBIE CPEACTBA, HEOOXOAMMBIE [IJISl OLIEHKHU Pe3yJIbTATOB 00yUeHHs M0
AUCHHILINHE (MOYJIIO)

[lepeuens 3amaHuil A7 OLEHKM YPOBHS CPOpMHpOBaHHOCTH KomreTeHunu YK-4 Ha stame
«3HaHUA»:
3ananue Nel. Boibepure HyKHOE CJIOBO U3 PAaMOYKH U 3aMIOJTHUTE MPOITYCKH:

to type extent volume envelope

the complimentary  salutation concern

closing

I....... a polite way of ending of letter.

2. The name and address of the company writtern to are usually ...... on the left-hand side
against the margin.

3. The normal form of ...... for letters addressed to organization is “Dear Sirs”. “Dear Mr.

Smith” has tended to replace “Dear Sir”.

4. The ..... of passenger travel on the railways in decreasing.
5. A flat paper container for a letter is called ......

6. This clause of the contract ...... very much.

7. I was surprised at the ...... of his knowledge.

3ananue Ne 2. [ToctaBbTe ri1aros B ckoOkax B Hy’KHYIO (hopMy
21st June, 1996

Dear Mr. Brown,
| just (to read) your promotion to sales manager. Let me (to offer) my warmest
congratulations.
I (not have) to tell you that all of us (to wish) you best of luck in your new position.
We (to be sure) we (to read) more good news about you in the trade papers in the
future.

Yours sincerely,

F. Popov

25th Nov., 1996

* % %

16th July, 1996

Dear Sir,

Your order # 1355

We (to write) to inform you that we (to ship) the first grindings machine against the above order
by the m. v. St. Petersburg this morning. Acknowledgment of receipt in good and condition (to
be appreciated).

Yours faithfully

[lepeuens 3amaHuWil a7 OLIEHKH YpOBHA chopmupoBaHHOCTH KommeTeHnnu YK-4 Ha artame
«YMeHus»

3a1[aHHe Ne 3. HquHTaﬁTe TCKCT. BBIPA3UTEC CBOC COIIACHC HJIM HECOIJIACUC C CYXKICHHUAMU
IIOCJIC TCKCTA.

LAYOUT OF COMMERCIAL CORRESPONDENCE

Business letters exchanged by commercial firms, companies, publishing houses,
institutions, etc. are usually written on business letter-heads with the name and address of the
firm or office already printed above the letter.



The usual layout for the official business letter today is known as the blocked style. In
this style all new lines of typing are ranged to the left including paragraph openings and the
concluding salutation. There is no punctuation in the address and the greetings. The same style is
followed on the envelope.

This streamline style is considered to be efficient, modern and is designed to save the
typist time.

However, there are companies and firms which favor the indented or step form style. In
this style paragraph openings are indented, the address and greetings are punctuated. The
complimentary close and signature are in the middle or even on the right.

The indented style in business letters now has somewhat a traditional appearance, though
it can look more balanced, especially for personal letters.

Following are some business letters written on letterheads in the modern streamline block
style.

1. The usual layout for the official business letter today is known as the blocked style.

2. There is punctuation in address and the greetings.

3. The streamline style is considered to be efficient, modern and is designed to make a letter
more beautiful.

4. In the indented or step form style paragraph openings are indented, the address and greetings
are punctuated.

5. The complimentary clos and signature in the step form style can be only in the middle.

6. The indented style in business letters each time has different appearance.

[lepeuens 3amaHuii aj1s1 OLEHKH YpOBHS copMmupoBaHHOCTH KommnereHimn YK-4 Ha srame
«Bmaneansa»:

3amanue Ne 4. IlpouuTtaiite mpumepbl nenoBod mnepenucku. OObSCHUTE, YeM PO3HSITCS STU
nmucbmMma.

Heading University High School

155 East 44th Street

New York 17, New York

September 4,19

Inside address Mr. H. Buford Fisher, Chief

Public Information Service

United Nations, UN Plaza

New York, New York

Salutation

Dear Mr. Fisher,

Body Our oral-English class1 occasionally sends speakers to other

oral-English classes as part of our program of work during the

term. This year we would like to aid in publicizing UN activity during

the forthcoming annual Assembly?2 of the United Nations due to

| open this September.

Body In order to get information about the activities of the United

Nations and the importance of this World organization, we should

like to have a good speaker who can give us such information as amember of the UN Secretariat.
Would you be kind enough to suggest a speaker who is too formal, but who would talk
conversationally3 and interestingly. His talk should not last over an hour.

I enclose a self-addressed, stamped envelope4, and we shall be | grateful for any suggestions you
may make.

Close Very truly yours,

Signature Laura Winston



3ananue Ne 5 TlepeBenute Ha aHTTUMICKUNA SA3BIK:

1. YMeHune nucaTh Kak cieyeT JeNOBbIe MICbMa UMEET OTPOMHOE 3HAUCHHE [UIi HOPMAJIbHOTO
BE/ICHUSI KOMMEPUYECKON JAESITEIbHOCTH.

2. B nuchbMax MOYKHO MCIOJIb30BaTh HEKOTOPBIE OOIIETIPHHATHIC CTaHJAPTHBIE 000POTEHI.

3. [lenoBble muchMa OOBIYHO MUIIYTCS Ha (PUPMEHHBIX OJIaHKAX, OTIIEYaTaHHBIX TUIOTPAPCKUM
CIocoo0oM.

4. 3aroioBOK K TEKCTY MUChbMa JIAeT COJAEp)KaHUE NHCbMa (€ero TeMy), TeM CaMbIM J1aBas
BO3MOXKHOCTb ITOJTy4aTeII0 Cpa3y MOHSTh, O YeM IMHCHEMO.

5. IIncbMO JOIHKHO OBITH MOCBSIIEHHO JIHIIB OJHOMY BOIIPOCY.

6. /lenoBble mrchMa MOAMHUCHIBAIOTCS OT PYKH YE€TKO U pa300pUHBO.

HepequL BOIIPOCOB K 3a4CTy

1. cocraBbTE MOHOJIOTMYECKOE BBICKA3bIBAHUE HA HHOCTpPpAaHHOM A3BIKC II0 TEME CBOCTO
HCCIICO0OBaHUA, COCTaBbTC AHUAJIOT C CO6CCCI[HI/IKOM.

2. Speak on your scientific work.

3. MeToanyeckue MaTepuaJibl, ONpe/e/isiioliue Mpouea1ypbl OLeHUBAHUS Pe3yJIbTATOB
00y4YeHus 10 AUCHMILINHE (MOIYJ/II0), ONIMCAHME IIKAJ OLlCeHUBAHUSA

Pe3ynprathl 00yueHUs MO AMCUUIUIMHE (MOAYNIO) Yy OOYYarolIMXCs OLEHMBAIOTCA I10
UTOTaM TEKYILEro KOHTPOJS KOJIMYECTBEHHOW OLEHKOM, BBIPQ)KEHHON B PEHTHHIOBBIX Oaliax.
OneHke NOMJIEKNT KaXk10€ KOHTPOJIBHOE MEPOIIPUSATHE.

[Ipu oneHuBaHuUM CPOPMUPOBAHHOCTH KOMIIETEHIIMM MPUMEHSIETCS YEeThIPEXypOBHEBAS
HIKaJIa «HEYZOBIETBOPUTENBHOY, Y OBIETBOPUTEIBHOY, «XOPOLIO», «OTIUYHO.

MakcuManbHbId Oam MO KaXJAOMY BHUAY OIIEHOYHOTO CpEACTBa OIpeAessieTcss B
peiiTuHr-mane u BeipakaeT noiaHoe (100%) ocBoeHrne KOMIETEHIIUH.

VYpoBeHb cHOPMUPOBAHHOCTH KOMIETEHIIMM «XOPOIIO» YCTAaHABIMBAETCSI B CIIy4ae,
KOrzia 00beM BBITIOJTHEHHBIX 3aJ[aHUI COOTBETCTBYIOIIETO OLIECHOYHOI'O cpesicTBa cocrasisier 80-
100%; «ynoBieTBOpUTENBHO» — BBINOJIHEHO 40-80%); «HEYAOBIETBOPUTENBHO» — BBIIOJIHEHO 0-
40%

PeliTuHroBbIii Gayul 32  BBINOJIHEHHE YacTH WM IOJHOrO o0beMa 3aJaHuit
COOTBETCTBYIOIIETO OLIEHOYHOI'O CPEJICTBA BBICTABIISETCS 10 hopMyIie:

Peiitunroseiii 6amn = k x MakcuMallbHBIN Oall,
rae k = 0,2 npu ypoBHE OCBOECHHS «HEYIOBJIETBOPUTENbHO», k = 0,4 mpu ypoBHE OCBOEHUS
«ynoBieTBopuTensHO», k = 0,8 pu ypoBHE ocBoeHus «xopouio» u k = 1 npu ypoBHE OCBOEHUS
«OTIIUYHOY.

Onenka Ha JTane NPOMEKXYTOYHOW aTTeCTallMM BhICTaBiseTCs coryiacHo llonoskenuto o

MOIYJIbHO-PEUTUHTOBOM CHCTEME O0YUEHHUSI M OIEHKH YCIIeBaeMOCTH cTyieHToB Y YHuT:

Ha 3auere BbICcTaBIIsICTCS OLICHKA!

* 3a4TeHO - pu HakorieH!H oT 60 1o 110 peliTuHroBbIx OamoB (BkIto4as 10 mOOHIPUTENBHBIX
0anoB),

* HE 3aYTEHO - Mpu HakomieHuH oT 0 10 59 peTUHrOBBIX OaIOB.

9



IIpu nonydeHnH Ha dK3aMEHE OLIEHOK «OTJINYHO», «XOPOLIO», «yIOBIETBOPUTEILHO», HA
3a4€Te OLIEHKHU «3auYTE€HO» CUUTAETCs, YTO pPe3ysbTaTbl OOyYEHMs MO AUCLUUILUIMHE (MOJIYJIIO)
JOCTUTHYTHI M KOMIIETCHIIMY Ha dTare U3y4YeHUs AUCUUIUIMHBI (MOAYJIs) CPOPMHUPOBAHBI.
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