NucTpykuus 1/ 00y4aromuxcsi M0 BbINOJHEHUI0 3aJaHNH
auppepeHunpoBaHHOrO 3a4era nmo gucuuivinae OIL.0S «MHocTpaHHbI A3BIK
(mpodeccnonaNbHBIN)» M1 cnenuaabHOCTH 46.02.01 «lokyMeHTaIMOHHOE
o0ecrnevyeHne ynpaBJeHUs] M aPXUBOBEICHUE)

IpenoxaBareaun: Maxkoron II.U., lepsaruna A.A.
I'pynna: 10Y-21
arTa nposenenusi: 28 mast 2020 roaa

1. JuddepeHupoBaHHblii 3a4e€T MNPOBOAUTCS B MOCIEIHUNA JEHb YYEOHBIX
3aHsATUN no auctuiuinHe 28 mas 2020 roga B cOOTBETCTBUU ¢ pacnucanueM ¢ 10:10 no
11:10.

2. K 3agety JA0OMycKalTCs CTYACHTBI, HE HWMEIOIINE 3aJ0JDKEHHOCTEH 110
MPAKTUYECKUM 3aHSATUSIM.

3. 3auer poBoAUTCS B GOpME MUCbMEHHOW KOHTPOJIBHOM pabOTHI.

4, B pe3yibTare BBITIOTHCHUS 3aTaHUI CTYJACHTBI JTOJDKHBI
MPOJIEMOHCTPUPOBATh BJAJICHUE TPAMMATHYECKUMHU U JIEKCUKO-TPAMMATHUYECKUMHU
HaBbIKaMH 10 TeMaM «CTpyKTypa W BHUABI JEIOBBIX THceM», «OCHOBHBIE (pa3bl-
KJIAIIIE JIEJIOBOTO MHUCHhMay, «JlOKyMeHTalus, UCTojib3yemasi IIpu TPYI0YyCTPOHCTBEY,
«CuTyaTUBHOE OOIICHUEY.

5. Jlyisl yCTENIHOTO BBINMOJHEHHUS IEPBOr0 3aJaHusi BHUMATEIbLHO MPOYUTANTE
GbopMyIMpOBKY 3aJaHUS W BBIIOJIHUTE Bce, 4Yro Tpebyercs. IIpenBapurenbHO
HEOOXOMMO TOBTOPUTH CTPYKTYPY JEJIOBOTO MUChMa M €r0 OCHOBHBIC PEKBU3HTHI.
Ucnonw3yiite neuvatneie usznanus: Makoron I1.M. TlocoOue mo pa3BUTHIO HABHIKOB
YTEHHUS W TEPEeBOJAa TEKCTOB MPOhECCHOHATBHOW HaINpaBJIEHHOCTH. — T. PocToB-Ha-
Hony: PKPUIIT, 2019. — 114 c.

3AJJAHUE |. PacnosoxuTe 4acTH B COOTBETCTBHUM C IUIAHOM JI€JIOBOTO
nmucbMa. HeoOGxomammo pacmosioKUTh PEKBU3UTHI IMHChMa B COOTBETCTBHH  CO
CTPpYKTypoi muchMa. HampoTHB TeX pEeKBHU3HUTOB, KOTOPHIE OTCYTCTBYIOT B JaHHOM
MMCbMe, HEOOXOAMMO MOCTABUTH MPOYEPK.

Hanpuwmep:
a) Sincerely yours b) Our ref: EB/ta
c) 5 February 2012
d) Mr Roger Preston e) Edward Black
568 Cumming Avenue f) Assistant Manager
Westport, New Brunswick Customers’ Accounts
Department

g) | have received your letter of 1 February and I fully understand why you are
complaining. | would like to apologise sincerely for our mistakes in billing and for the
behavior of a member of our staff...

h) SPRINGFIELD’S i) Dear Mr. Roger
Department Store
500 East Graham Street




|Westport, New Brunswick

1. The Letterhead - h

2. The Reference - b

3. The Date - ¢

4. The Inside Address - d

5. The Attention Line - ------

6. 115 yCHeniHoro BIMOJTHEHHsI BTOPOTO 3aIaHKsI TTIOBTOPUTE OCHOBHBIC (Ppa3bl-
KJIMIIIE, UCIOJb3yEMbIE B pa3HbIX TUMaX muceM. Mcmnosib3ydTe MedaTHbIE W3aHUs:
Maxkoron II.M. ITlocobme 1O pa3BUTHIO HABHIKOB UTEHHS M TIEPEBOJIa TEKCTOB
npodeccruoHanpHON HampaBieHHOCTH. — T. PocToB-Ha-ony: PKPUIIT, 2019. — 114 c.

3AJJAHUE Il. BsiGepute u3 mpuBeaeHHbIX (pa3 OJHY, KOTOPYIO MOKHO
BKJIFOUHUTH B MUCbMO-TIPEAJIOKEHNE TOBAPOB UK ycIyT Baieil koMmanuu:
Hanpuwmep:

o We are interested in improving our service.

o Please send us a catalogue and current price-list.

o We are enclosing our catalogue with the latest price-list.
o We would like to thank you for 15% discount.

1. I[JI?[ YCIICHIHOI'O BBITIOJJHCHUA TPCTHCTO 3aAdHHA IMOBTOPUTC OCHOBHLIC BUbI
nenoBeIX TuceM. Mcmomp3yiite medatHeie u3manumsa: Makoron II.U. Tlocobme mo
Pa3BHUTHUIO HABLIKOB UTCHUA U IICPCBOAA TCKCTOB HpO(l)eCCHOHaHBHOfI HaIpaBJICHHOCTH.
— 1. PoctoB-na-/lony: PKPUIIT, 2019. — 114 c.

3AJJAHME I1l. Onpenenute BUA 1€710BOTO MHUCHMA!

Hanpuwmep:

Dear Mr. White,

I have seen from “The Camera Review” that you produce colour
transparencies.

Would you please send me price-lists and catalogues for all products that you
have in stock, as well as details of discounts and terms of payments. Are you prepared
to grant special terms for annual orders totaling R 35,000 in value?

| look forward to your reply.

Yours sincerely,

James Scott

a. enquiry

b. order

c. reply to the enquiry

d. complaint

8. I[J'ISI YCIOCIIHOT'O BBIMMOJHCHUSA YCTBCPTOI'O U IIATOIO SaI[aHI/Iﬁ BHUMATCIBHO
npounTanTe (GOpMyIUPOBKY 3aJlaHUS U BBINOJHUTE Bce, uTo TpeOyercs. [lpu moadope
AICKBATHOT'O OKOHYaHUS cppa:«;m 06paTI/ITe BHUMAHHUC Ha JICKCHUKO-TPAMMATHUYCCKYIO
COUYCTACMOCTbD. HpI/I PaCcCTaHOBKE PCIUIMK AWaliora B Hy)KHOﬁ IIOoCJIACaA0BATCIIBHOCTHU
JIETaJIbHO U3Yy4YUTE MX COJEPKaHME U OCHOBHYIO TeMy pasroBopa. lIpm cooTrHeceHnu
BOIIPOCOB C OTBETAMH OIPEACIIUTE CUTYAIHIO OOIICHUS.

3AJJAHME V. Coenunute Hauaao Kaxa0d Gppassl ¢ MOAXOASIIUM 10 CMBICTY
KOHIIOM:




Hanpuwmep:

1. Good morning. Hospitable Hotel a). date?

speaking.

2. 1'd like to book... b). a room.

3. Certainly, what... ¢). How can I help you?

4. We look forward to... d). to enquire about your range of
software.

5. I am writing... e). doing business with you in the near
future.

1.-¢c,2.-b,3.—a,4.—¢,5.-d

3AJJAHUE V. PaccTaBpTe pervku auanora B Hy»KHOHM TTOCJIEI0BATEIbHOCTH:

Hanpumep:

a. How do you do. Glad to meet you, Mr. Gray.

b. I'm fine, too. Thank you.

c. Good morning, Mr. Gray. I'd like you to meet Mr. Petrov.

d. I'm fine, thank you. And what about you?

e. How do you do.

f. Pleased to meet you, Mr. Petrov, too. How are you?

c-e—a—-f-d-b

9. 3amanust  BBINOJHATH JKeJdaredbHO B mporpamme Word, 3amnosiHuB
npeiaraemyo Gopmy

Credit Test

Group

Student

Date

[Ipn oTcyTCTBMM TakOM BO3MOXHOCTH BBINOJIHSMTE HA TETPAJHOM JIMCTE, HE
3a0bIBast MOANUCATH (aMIIINIO, TPYIITY, ATY.

10. Pe3ynbTaT Hy»HO OTIIPaBUTh Ha AJIEKTPOHHYIO TIOUTY MPETOAaBaTEesl.

11. PaGota BbIMONHSETCS Ha TocienHeM ypoke. [lepen Hadamom ypoka Bam
OyZeT oTIpaBieH BapuaHT pabOThl, KOTOPYIO BbI JOJKHBI BBIIIOJIHUTH B TEUEHUE YPOKA
Y TIPUCIIATh PE3YJIbTAT HE MO3HEE BPEMEHU OKOHYAHUS YPOKa.

12. Kpurepuu otieHku: 1-2 om0k — «OTIHYHO», 3-4 OMIMOKH — «XOPOIIOY, 5-6
OIHUOOK «YJOBJIETBOPUTEIBHOY, 00Jiee 6 OMMOOK — «HEYIOBICTBOPUTEIHHOY.

13. UToroBast olileHKa BBICTABIISICTCS 110 TEKYIIUM OIICHKAM, BKITIOYas OLICHKY 32
muddepennpoBanHblii 3aueT. OIEHKA BBICTABISAECTCS B BEIOMOCTH B AJIEKTPOHHOM
BUJIE U B DJICKTPOHHBIN KypHAJ B JCHb 3a4eTa.

14. Ecan B XoJie MpOBEACHUS 3a4yeTa MPOU30IIesl cOOMl TEXHUYECKUX CPEICTB
(OTKIIIOUEHHE CBETA, OTCYTCTBHE MHTEPHETA, HEMOJIAIKH B PaOOTE JIEKTPOHHOM MOYTHI
U T.J.), CTyIEHT JOJDKEH COOOIIUTh 00 3TOM MpenojaaBarento mo teiedony. llpu
YCTPAaHEHUH HETONIAI0K OyIeT Ha3HAa4YeH JAPYTroi CPOK HalKCaHUs 3a4ETHON pabOTHI.

15. CtynenTsl, KOTOpBIE HE JOMYIIEHBI, HE CHAAIM WJIA HE TOSBUIUCH HA
T GepeHIMPOBAHHbBIN  3a4eT, SBJSIIOTCS 3aJ0DKHUKAaMM W 00s3aHbl  IPOMTH
OMMCAHHYIO BBIIIE NPOLEAYPY CAauu dK3aMeHa. [l nepecnayu CTyIeHTY, UMEIOLIEMY
3aJI0JKEHHOCTh, HEOOXOJMMO 3alOJIHUTh M OTIPABUTH 3asBJIICHHE Ha mepecaady (B
AJIEKTPOHHOM BHJE) Ha WMS 3aBEAyIOLIero otnaejacHueM. Jlajmee 3aBemyromiuii




OTZIEJIEHUEM COIJIacyeT C IMpernojaBaresieM Jary Mepecaadd, WHQopMupyer o Hei
CTYJEHTa, O(OpMIsSeT HaNpaBleHUWE Ha Iepecnady, KOoTopoe OyAeT MOAIMCAHO
npernojaBareyeM M0 OKOHYaHUU MEPHUOAa CIOKHOM CaHUTApHO-IMIHIEMUOIOTUYECKOM
00CTaHOBKM B CBSI3U C YIrpo30i pacmpocTpaHeHus Ha Teppuropun Poccuiickoi
denepanu koporasupycHoit uadexiuu (COVID - 2019).



