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1. IACIIOPT PABOYEM NPOT'PAMMBI

1.1. llean 1 3a72a9u OCBOEHUA TUCHHUILJINHDI:

1.1.1. OcHOBHOH 1eNBI0 00YYEHUSI WHOCTPAHHOMY SI3BIKY JUISl IEJIOBOW KOMMYHUKAIIUHU SIBISIETCS
paciidpeHre s3bIKOBOM KOMIIETEHIIMHM B MpodeccnoHanbHO-1eI0BOM cdepe. Bemymmmu
KOMIIOHEHTaMHU JJaHHOM KOMMYHUKAaTUBHOW KOMIETEHIIMH SBJIAIOTCS YMEHUS apIyMEHTUPOBAHHOTO
U3JIOKEHUST MBICIIM B TMHCBbMEHHOM U YCTHOM peuYd JUid JIOCTHXKEHHUS OMNpEeesIeHHBIX
npoeCCUOHATBHO-ICTIOBBIX LeJIel, pPaCHIMpPEeHUs 3HAHUK OOy4aromuxcs O CTHIIE JeJOBOTO
JOKYMEHTA, MMOCTPOCHUH OTJIENbHBIX JEJIOBBIX MHCEM U JTIOKYMEHTOB M KYJIbTYpe MUCBMEHHOW U
YCTHOM J1€JI0BOM KOMMYHHUKALIMH.

1.1.2. 3amauym JOUCHUIUIMHBI: NpUOOpeTeHHe OO0y4YaloIUMKCS THCbMEHHOM M YCTHOM
KOMMYHHMKaTUBHOW KOMIIETEHIMH, YPOBEHb KOTOPOH MO3BOJIUT UCIOJIb30BaTh MHOCTPAHHBIN SI3bIK
MIPAKTUYECKH B JICIOBBIX KOHTAKTaX Kak B 0Opa3oBaTeibHON cdepe, Tak U B MpoQeccHOHAIbHON
NESATENbHOCTH; IMOHMMAHUE OTJIMYMA MEXJIy YCTHOM M THUCBbMEHHOW (opMamu J1eI0BOU
KOMMYHHKAIMH; BJIaJICHUE OCHOBHBIMU SI3BIKOBBIMH (OopMaMu U pedyeBbIMU (opmynamu Ui
BBIPAYKEHUS ONPECIEHHBIX BUIOB KOMMYHUKATUBHBIX HAMEPEHUI B JIEJIOBOM IIMCbME; IOHUMAHUE
MPUHIIMIIOB TOCTPOCHUS [EJIOBOTO MHCbMa, JOKYMEHTa; OBJaJIecHHE HaBbIKAMH HAlHMCaHUs
OCHOBHBIX BHUJOB NPO(PECCHOHATHHO OPHEHTHPOBAHHBIX JIEIOBBIX ITHCEM/JIOKYMEHTOB: IMHUCHMO-
3amnpoc, MHUChMO-3aKa3, MHCbMO-TIOJNUCKA, MUCHMO-pEKIaMalusi, pe3loMe, COMPOBOAUTEIHLHOE
MUChbMO, aBToOMOrpadus, MeMOpaHAyM, KOHTPAKT, YMEHHE BECTH MpPO(EeCcCHOHATHEHO
OpUEHTHpPOBaHHYIO Oeceny mo TenedoHy U B paMKax MHOTOCTOPOHHEH  BCTpEYH;
COBEpIICHCTBOBAHNUE HAaBbIKa MCIIOJIb30BAHUS HMHOS3BIYHO-PYCCKOTO CJIOBaps UIsl aJ€KBATHOI'O
MepeBojja U TOYHOTO TOHMMAHUSI COJEp)KaHUSA TEKCTa JOKYMEHTa, AENOBOro MHChbMa;, yYMEHHUe
BBIpA)XaTh CBOM MBICTH B NPOQECCHOHATBHO OPUEHTHPOBAHHOM JEJIOBOM IMHChME U B YCTHOM
OOIIEeHUH, UCTIOJIBb3Ys YCBOCHHBIE SI3bIKOBBIE CPEICTBA U TPUOOPETEHHBIC YMEHUS, pa3BUTHE HABbIKA
MOHMMaHHsI TApPTHEPOB IO NPOPECCHOHATHHO-/ICTIOBOMY OOIIECHHIO aJeKBaTHO KOHKPETHOU
CUTYalluu OOIICHHUS.

1.2. Mecro mucuuniaunbl B cTtpykrype OIIOIL:

1.2.1. JucuurnnuHa «/{emoBoit HHOCTpaHHBIHN S3BIK» OTHOCUTCSA K 00s13aTeNibHON yacT bioka 1.
1.2.2. JIns uzydeHus JUCHUILTUHBI «J{eT0BOM MHOCTpaHHBIN S3BIK» 00YUaIOUTHIICs TOJDKEH BIa/IeTh
CJIEYIOIMMU 3HAHUSIMU, YMEHUSIMUA U KOMITCTCHITUSIMU |
- 3HaHWS (DOHETHKH, JEKCUKH, TpaMMaTHUKH, MEIULHUHCKONH TEPMUHOJOTHH, IOTYYEHHBIE IMPHU
W3y4YEHUN JUCHUTUIMHBI « IHOCTpaHHBIN S3BIK» B BY3e€.
1.2.3. V3ydyeHue OUCHUIUIMHBI HEOOXOAMMO JUIsi TOJY4YeHHs] 3HAHWH, yYMEHUW W HaBBIKOB,
(hopMHUpPYEMBIX TOCIEAYIONMMU JUCIUIUIMHAME/TIPAKTUKAMU: MEHEIKMEHT B 37paBOOXPaHECHUH,
[Ipon3BoaCTBEHHAs MpPaKTHKA. AJMUHUCTPATUBHO-YIIpaBiIeHUYeCKasl pakTuka, [IpousBoacTBeHHas
npaktuka. HayuHo-uccnenoBatenbckast padora, TpeOyromiye 3HaH!, YMEHUN U HaBBIKOB PabOTHI €
MHOSI3bIYHBIMH OyMa)KHBIMU U DJIEKTPOHHBIMU HCTOYHUKAMH.

B ocHoBe nipenogaBanus JaHHOW TUCIUTIIUHBI  JIEXKAT CIEAYIOIINE TUTIBI TPO(deCCHOHATEHON
NEeSATEIbHOCTH:

1. OpraHu3anoOHHO-yTIpaBICHYECKas.



1.3. Komnerenuuu, ppopMmupyembie B pe3yabTaTe 0CBOCHHSI JUCITHIIIMHBI
1.3.1. YHuBepcajJbHbIe KOMIETEHIHHU

HanmenoBanue Kox
KaTeropuu TexHnonorus
Ne n/mt xomnereH | Coxep:kaHue KOMIETEHIIMH NHauKkaTopsl yHUBEPCAIbHBIX KOMIIETEHIIUU
YHUBEPCATbHBIX n dopmupoBaHus
KOMIIETCHIIUH
1 KoMmyHuKkanus YK-4 Crnioco0eH npuMeHsTh NJ-1 YK-4 Ymeer BoicTpanBaTh 3 (HeKTUBHYIO [IpakTrueckue 3aHATUA

COBPEMECHHBIC
KOMMYHHKATHBHBIC
TEXHOJIOTMH, B TOM YHUCJIIC
Ha UHOCTPAHHOM A3BIKC, IJIA
aKaJeMHUYECKOro 1
poheCCHOHATHLHOTO
B3aHMO/ICUCTBHUS

KOMMYHHMKAIIUIO C IAPTHEPAMU B IIPOLIECCE
po(hecCHOHANIBHOTO B3aUMOJICHCTBUS Ha
roCyapCTBEHHOM U MHOCTPAaHHOM SI3bIKax.

NJ1-2 YK-4 Bener 1e10ByI0 EPENUCKY, YUUTHIBAS
0COOEHHOCTH CTUJIMCTHKHU O(UIHATIBHBIX U
HEO(QUIMATIBHBIX THCEM, COLIMOKYJIbTYPHBIE
pasnuuus B hopMaTe KOPPECIIOHICHIIUH Ha
rocy/1apCTBEHHOM U UHOCTPAHHOM SI3bIKE

NJI-3 YK-4 JleMoHCTpUPYET YMEHHE BBINOJIHATh
MePEeBO/] aKaJAEeMUYECKUX U MPOPECCHOHATBHBIX
TEKCTOB C HHOCTPAHHOT O (bIX) Ha
TOCYIapCTBEHHBIN SI3bIK




1.4. O0bem y4eOHOH TUCHHUILINHBI M BUABI y4e0HO0Il padoThI

TpynoemkocTs Bcero Cemectprt
B S0 0a B 32YETHBIX B TpynoeMKoCTh 110
uj yueOHoi paboThI S aKajieMuyec cemecTpa (1)
(3E) KHX Jacax
() |
AynutopHasi padoTa, B TOM 4HCJI€: 0,89 32 32
Jlexmmm (J1)
JlabopaTtopusie npaktukymsl (JIIT)
[Tpaktnueckue 3anstus (I13) 0,88 32 24
Knununueckue npakruueckue 3ansatus (KI13)
Cemunapsl (C)
CamocrosiTesibHass padora crygenra (CPC), B
toMm yrciie HUPC 11 40 40
3a4eT (3)
IIpomexyTouHast aTTeCTAMSA: - - -
UTOI'O 2 72 3a4er
2. CTpyKTypa u coaep:KaHHe THCIUTNTHHBI
OO0m1ast Tpy10eMKOCTh MOTYJISI TUCITUTLTHBI COCTABIISET 2 3a4eTHBIX STUHHUIIGL, 72 .
2.1. CTpyKTypa IMCUUILIMHBI
« | Bunel yue6HoI paboThI
Ne o § AyIUTOpPHBIEC Yachl
n/_n HaumenoBanue pazienoB u TeMm 5 Z CPC
S| 5| JIT |II3 | KII3 | C
] Q
@) an)]
1 Pa3znen 1 MEETING PEOPLE I 4 - - 2 - - 2
1.1 Culturally Speaking I 4 - - 2 - - 2
2 Pa3znen 2 TELEPHONING I 4 - - 2 - - 2
2.1 Telephone Conversations I 4 - - 2 - - 2
3 Pa3nen 3 BUSINESS LETTERS I | 16 - - 8 - - 8
3.1 Structure of the Business Letters: I 4 - - 2 - - 2
Enquiry
3.2 Structure of the Business Letters: I 4 - - 2 - - 2
Order
3.3 Structure of the Business Letters: I 4 - - 2 - - 2
Complaint
3.4 Structure of the Business Letters: I 4 - - 2 - - 2
Memo
4 Pa3znen 4 E-MAILS I 4 - - 2 - - 2
4.1 E-mail Communication I 4 - - 2 - - 2
5 Pa3znen 5 FILLING FORMS I 4 - - 2 - - 2




= Bupl yueOHOI paboThI
No ol 8 AyYIUTOPHBIE YaChl
n/_n HaumenoBanue pa3ienoB u Tem = g CPC
g o |JI JIr | 113 KII3 | C
S| A
5.1 The Art of Filling in Forms I 4 - - 2 - - 2
6 Paznen 6 STUDYING ABROAD | | 6 - - 2 - - 4
6.1 Applying to Study Abroad I 6 - - 2 - - 4
7 Paznen 7 PARTICIPATING IN I 8 - - 4 - - 4
A CONFERENCE
7.1 An Academic Conference I 8 - - 4 - - 4
8 Pa3nen 8 PRESENTATIONS I 6 - - 2 - - 4
8.1 Making Presentation I 6 - - 2 - - 4
9 Paznen 9 APPLYING FOR A I 8 - - 4 - - 4
JOB
9.1 How to Apply for a Job I 8 - - 4 - -
10 Pa3nen 10. BUSINESS I 6 - - 2 - -
DOCUMENTS AND
CONTRACTS
10.1 | The Basics of Business Documents | | 6 - - 2 - - 4
and Contracts
11 Pa3znen 11. BUSINESS I 6 - - 2 - - 4
MEETINGS
11.1 | Running a Business Meeting I 6 - - 2 - - 4
3auét I
Hroro | 1 |72 - - 32 - - 40
2.2. TeMaTH4ecKUii MJIAaH NPAKTHYECKUX 3aHATHH
Bun Kou-Bo
No 3aHs- JacoB . Pesynbrar
i TUS 9 | oOyueHus B BUJe
n/ | HaumeHoBaHue paszena, TeMa 3aHsITHS %’
- (113, C, A 3 | bopmupyembIx
KIT13, YW | opc | © | kommerenumit
JIIT) TOP.
Paznea 1. MEETING PEOPLE n3 4 2 | | VK-4 (U1-1, U]J-2
HJI-3)
1 | Tema 1. Culturally Speaking 113 4 2 [
Paznen 2. TELEPHONING I3 2 2 | | VK4 (11-1, Uji-2
HJ1-3)
2 | Tema 1 Telephone Conversations 113 2 2 I
Pa3znen 3. BUSINESS LETTERS 3 8 4 | | VK4 (11-1, Uji-2
HJ1-3)
3 | Tema 1. Structure of the Business Letters: 113 2 1 I
Enquiry




Komn-Bo

Bun
No 3aHSI- 4acoB o PesynbTar
n THA 9 | oOydeHus B BUIE
n/ | HaumeHnoBanwue pasnena, TemMa 3aHATHS g
. (113, C, 3 | bopmupyembix
K113, Aynu CPC | © | kommerenuwuii
JII) TOp.
4 | Tema 2. Structure of the Business Letters: I13 2 1 I
Order
5 | Tema 3. Structure of the Business Letters: I13 2 1 I
Complaint
6 Tema 4. Structure of the Business Letters: I13 2 1 |
Memo
Pa3znen 4 E-MAILS 113 2 2 I VK-4 (11-1, U/i-2
HJI-3)
7 | Tema 1. E-mail Communication 113 2 2 [
Pa3zngen 5 FILLING FORMS 113 2 2 I VK-4 (1]-1, U/i-2
HJI-3)
8 | Tema 1. The Art of Filling in Forms 113 2 2 [
Pa3znea 6 STUDYING ABROAD 13 2 4 | | VK4 (1]-1, Uji-2
H/-3)
9 | Tema 1. Applying to Study Abroad 113 2 4 [
Pa3znen 9. PARTICIPATING IN A 113 6 3 I VK-4 (U]-1, U]]-2
CONFERENCE HJI-3)
10 | Tema 1. An Academic Conference 113 6 3 I
Pa3znen 10. APPLYING FOR A JOB 113 4 4 | VK-4 (U]-1, 1/]-2
HJI-3)
27 | How to Apply for a Job 113 4 4 [
Paznexn 10. BUSINESS DOCUMENTS AND 3 2 4 | 1 | VK4 (M1, Ug-2
CONTRACTS HJI-3)
The Basics of Business Documents and I13 2 4 |
Contracts
Hroro: 72 32 40 |

2.3. Conep:xanue TUCHUILINHBI

Pazgen 1. MEETING PEOPLE

Tema 1. Culturally Speaking
Codemfcauue membwl.

1. Jlekcuueckuii matepuai: tekcuka o teme «Culturally Speaking», gacts 1.

2. Y4eOHbII MaTepHa: TeKCThI, IUAJIOTH, 3aaanust i Oecensl o Teme «Culturally Speaking, wacts 2-3.
3. I[lpaxmuueckoe 3ansmue Nel «Culturally Speaking».

dopmMa KOHTPOJISI M OTYETHOCTH YCBOEHHSI MaTepuaJia:
Bompocer o reme Nel-7, 3amanus 1yt quaiorudeckoro oomenus Nel-3

Hcnonb3oBaHue 3JIEKTPOHHOTO 00yYeHHsI M TUCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOTHIA: HET.

Paznen 2. TELEPHONING




Tema 2. Telephone Conversations

Cooeporcarnue memui:
1. Jlekcuueckumii MaTepuai: 1ekcuka 1o Teme «Telephone Conversationsy.
2. Y4eOHbIil MaTepual: TEKCTHI, TUAJIOTH, 3a/IaHus U1 Oecebl 10 TeMe.
3. Ilpaxmuueckoe 3ansmue No2 «Telephone Conversationsy.

dopMa KOHTPOJISI M OTYETHOCTH YCBOEHHsI MaTepHuaJia: Borpock! 1o teme
Nel-7, 3amanus I guagIorudeckoro oomenus Nel-7

Hcnonb3oBanue 31eKTPOHHOTO 00yUeHHsI M TUCTAHIMOHHBIX 00Pa30BaTe/bHBIX TEXHOJIOTHIi: HET.
Pasznea 3. BUSINESS LETTERS

Tema 1. Structure of the Business Letters: Enquiry
Coodeporcarnue membi:
1. Jlexcuueckuii Mmatepuai: Jekcuka mo teme «Structure of the Business Letters: Enquiryy.
2. Y4eOHbIil MaTepHal: TeKCThI, AUANIOTH, 3aJaHUs ISl OECe/Ibl 10 TEME.
3. [Tucemo 3ampoc
4. [lpaxmuueckoe 3ansimue No3 «Structure of the Business Letters: Enquiryy.

@®opMa KOHTPOJISl 1 OTYETHOCTH YCBOECHHS MaTepHaJia:
Bomnpocer o reme Nel-6, 3amanus mis quaiorudeckoro oomenus Nel-7, KoHTpoipHbIC 3a1aHus
BapuantsiNel-19

Hcnoab3oBanue IJEKTPOHHOI'O oﬁyqemm U JUCTAHIIUOHHBIX 06p330BaTeJ'lebIX TEXHOJIOTHIi: HET.

Tema 2. Structure of the Business Letters: Order
Cooepatcanue membi:
1. Jlexcuueckuit Mmatepuali: jekcuka mo teme «Structure of the Business Letters: Order.
2. YueOHbIil MaTepual: TeKCThI, IUAJIOTH, 3aJaHUs I OeceIbl 10 TeMe
3. [Tucemo 3akas.
4. I[paxmuueckoe 3anamue Ne4d «Structure of the Business Letters: Ordery

dopma KOHTPOJISI M OTYETHOCTH YCBOEHHSI MaTepuaJa:
Bonpocsr mo reme Nel-6, 3ananus qiia quanoruyeckoro obmenus Nel-7, KontponbHbie 3a1aHus
BapuanTsiNel-19

Hcnonb3oBaHue 3JIEKTPOHHOTO 00YyYeHHSI M TUCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOTHIi: HET.

Tema 3. Structure of the Business Letters: Complaint
Cooeporcanue membi:
1. Jlekcuueckuii MmaTepual: Jekcuka o reme «Structure of the Business Letters: Complainty.
2. Y4eOHBIi MaTepuan: TeKCThI, JUATOTH, 3alaHusl ISl OECe/Ibl 10 TeMe
3. [Incemo xanoba
4. [lpakmuueckoe 3ansamue Ne5 «Structure of the Business Letters: Complainty.

dopmMa KOHTPOJISI M OTYETHOCTH YCBOEHHS MaTepuaJia:
Bompocsr o Teme Nel-6, 3aganus qis nuamorndeckoro oomenus Nel-7, KoHTponbHbIe 3a1anms
BapuantsiNel-19



Hcnonb3oBanue 31eKTPOHHOTO 00yUeHHS M TUCTAHIMOHHBIX 00Pa30BaTe/bHBIX TEXHOJIOTHIi: HET.
Tema 4. Structure of the Business Letters: Memo
Cooeporcanue memul:
1. Jlekcnueckumii MmaTepuai: iekcuka 1o Teme «Structure of the Business Letters: Memoy.
2. Y4eOHBbI MaTeprall: TEKCThI, JUAIOTH, 3aJaHus 11 Oecepl o TeMe
3. ITrceMo MemopaHIyM (MEMO)
4. [Ipaxmuueckoe 3anamue Ne6 «Structure of the Business Letters: Memoy.

dopma KOHTPOJISI M OTYETHOCTH YCBOEHHS MaTepuaJia:
Bompocsl o Teme Nel-6, 3aganus qis nuanornyeckoro oomenus Nel-7, KonTponbHbIe 3a1aHus
BapuantsiNel-19

Hcnonb3oBaHue 371eKTPOHHOT0 00yUeHHsI M TUCTAHIMOHHBIX 00Pa30BaTe/bHBIX TEXHOJIOTHIi: HET.
Pasznea 4. E-MAILS

Tema 1. E-mail Communication

Cooepoicanue memwl:
1. Jlekcuyeckuii maTepuai: jiekcuka mo teme «E-mail Communicationy»
2. Y4eOHbIil MaTepUall: TeKCThI, THAJIOTH, 3aaHKs 1151 OECeIbl 110 TeMe
3. Ilpakmuueckoe 3anamue Ne7 «E-mail Communicationy.

dopmMa KOHTPOJISA M OTYETHOCTH YCBOEHHS MaTepuaJa:
Bormpocsl o Teme Nel-4, 3aganus 11 quanorudeckoro oomenus Nel-7

Hcnoab3oBanne 3JEKTPOHHOIO0 00y4eHHUsI M IMCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOJOIHM: 1a.
Paznen 5. FILLING FORMS

Tema 1. The Art of Filling in Forms
Cooeporcanue membi:
1. Jlekcuueckuii Mmatepuan: gekcuka no reme «The Art of Filling in Forms»
2. Y4eOHbI MaTepuall: TeKCTHI, TUAJIOTH, 3aJaHHs 111 OeCeIbl 110 TeMe
3. Ilpaxmuueckoe 3ansmue Ne§ «The Art of Filling in Forms».

dopmMa KOHTPOJISI M OTYETHOCTH YCBOCHHS MaTepuaJia:
Bompocer o reme Nel-5, 3amganus 1t quaiorudeckoro oomenus Nel-3

Hcnonb3oBaHue 3JIEKTPOHHOTO 00YyYeHHSI M TUCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOTHIi: HET.
Pa3znen 6. STUDYING ABROAD

Tema 1. Applying to Study Abroad
Cooeporcanue membi:
1. Jlekcnueckwmii maTepuai: tekcuka mo teme «Applying to Study Abroad»
2. Y4eOHbI MaTepHal: TeKCThI, THAIOTH, 3aaHusI 15 OECebl 110 TeMe
3. Ilpakxmuueckoe 3ansmue No9 «Applying to Study Abroad».

dopmMa KOHTPOJISI M OTYETHOCTH YCBOEHHsI MaTepUaJia:
Bompocser o reme Nel-5, 3ananus 1 quanorudeckoro oomenus Nel-6
Hcnonb3oBaHue 3JIEKTPOHHOTO 00yYeHHsI M TUCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOTHIA: HET.



Paznen 7. PARTICIPATING IN A CONFERENCE

Tema 1. An Academic Conference

Cooeporcarnue memui:
1. Jlekcnueckwmii MmaTepuai: iekcuka mo Teme «An Academic Conference», gacts 1.
2. Y4eOHBI MaTepHal: TeKCTHI, UATIOTH, 3AaHUS [Tl OECE/IbI 10 TeMe, 4acTh 1.
3. Ilpaxmuueckoe 3ansmue Nel0 «An Academic Conferencer.

@dopMa KOHTPOJISI M OTYETHOCTH YCBOECHHSI MaTepHaJia:
Bompocer o reme Nel-5, 3apanus mis quanorudeckoro odmenus Nel-3

Hcnoan3oBaHue SJICKTPOHHOI'O oﬁyqe}mﬂ H JUCTAHIIUOHHbBIX 06pa3OBaTeJILHbIX TEeXHOJIOTHIi: HET.

Tema 1. An Academic Conference

Coodeporcarnue membi:
1. Jlekcrueckuii Mmarepual: iekcuka o reme «An Academic Conferencey, yacts 2.
2. Y4eOHbIil MaTepuall: TEKCThI, TUAIIOTH, 3aJIaHUs I OeCeIbl 0 TeME, YacThb 2.
3. I[Ipakxmuueckoe 3ausmue Nell «An Academic Conferencey.

dopma KOHTPOJISA M OTYETHOCTH YCBOEHHS MaTepuaJa:
Bormpocsr o Teme Nel-5, 3aganus mis nuamorudeckoro oomenus Nel-3

Hcnoan3oBanue 3JICKTPOHHOI'O oﬁyqemm U JUCTAHIIMOHHbIX 06p330BaTeJIBHbIX TEXHOJIOTHIi: HET.

Pazgen 8. PRESENTATIONS

Tema 1. Making Presentation
Cooeporcarnue memul:
1. Jlekcuueckuii Mmatepuan: Jekcuka no reme «Making Presentationy
2. Y4eOHbBI MaTepHall: TeKCTHI, IUAJIOTH, 3aaHHS JUIS OECEJIbI 110 TeMe
3. Ilpaxmuuecxoe 3ansmue Nel2 «Making Presentationy.

dopmMa KOHTPOJISI M OTYETHOCTH YCBOCHHS MaTepuaJia:
Bompocer o reme Nel-5, 3amanus 1t quaorndeckoro oomenus Nel-3

Hcnonb3oBanue 371eKTPOHHOT0 00y4eHHMs M JMCTAHIMOHHBIX 00pa30BaTe/bHbBIX TEXHOJIOTHIi: HET.
Paznen 9. APPLYING FOR A JOB

Tema 1. How to Apply for a Job

Cooepoicanue memwl:
1. Jlekcuueckuii Mmatepuai: nekcuka o reme «How to Apply for a Joby, acts 1
2. Y4eOHBbIi MaTepuan: TeKCThI, JUATOTH, 3aIaHus ISl OeCe/Ibl 110 TeMe, 9acTh 1.
3. Pestome
4. [Ipaxmuueckoe 3anamue Nel3 «How to Apply for a Joby.

@opMa KOHTPOJISl M OTYETHOCTH YCBOECHHS MaTepuaJia:
Bompocsr o Teme Nel-5, 3aganus muist nuamorudeckoro oomerus Nel-4

Hcnonb3oBaHue 3JIEKTPOHHOTO 00yYeHHsI M TUCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOTHIA: HET.
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Tema 1. How to Apply for a Job

Cooeparcanue membi:
1. Jlekcuueckwmii maTepuai: ekcuka mo teme «How to Apply for a Joby, gacts 2.
2. Y4eOHBI MaTepuall: TeKCThI, AUAJIOTH, 3aJaHUs ISl OECE/IbI 0 TEME, YacTh 2.
3. Pe3rome
4. [Ipaxmuueckoe 3auamue Nel4 «How to Apply for a Joby.

dopma KOHTPOJISI M OTYETHOCTH YCBOEHHS MaTepuaJia:
Bormpocsl o Teme Nel-5, 3aganus 11t nuamorudeckoro oomerus Nel-4

Hcnonb3oBaHue 3JIEKTPOHHOTO 00y4YeHHsI M TUCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOTHIi: HET.

Pazgen 10. BUSINESS DOCUMENTS AND CONTRACTS

Tema 1. The Basics of Business Documents and Contracts
Cooepatcanue membpi:
1. Jlekcuueckwmii MaTepuai: 1ekcuka 1o Teme «The Basics of Business Documents and Contractsy»
2. YueOHbIi MaTepuall: TeKCThI, TUAJIOTH, 3aJaHHs 11 Oece/Ibl 10 TeMe
3. Ilpakmuueckoe 3anamue Nel5 «The Basics of Business Documents and Contractsy.

®opMa KOHTPOJISI U OTYETHOCTH YCBOEHHUSI MaTepuaJa:
Bomnpocst o teme Nel-7, 3aganus i auanornyeckoro oomenus Nel-3

Pazgen 11. BUSINESS MEETINGS

Tema 1. Running a Business Meeting
Cooepoicanue memwl:
1. Jlekcrueckuii Mmatepual: iekcuka o reme «Running a Business Meeting»
2. Y4eOHbIif MaTepual: TEeKCTHI, TUAJIOTH, 3aIaHHs ISl OeceIbl 10 TeMe
3. Ilpaxmuueckoe 3ansmue Nel6 «Running a Business Meeting».

dopma KOHTPOJISI M OTYETHOCTH YCBOEHHSI MaTepuaJa:
Bonpocsr mo teme Nel-8, 3ananus ans auanoruyeckoro oomenus Nel-4

Hcnoab3oBanue IJEKTPOHHOI'O oﬁyqemm U JUCTAHIIMOHHBIX 06p330BaTeJ'IbeIX TEXHOJIOTHIi: HET.

2.4. YueOHO-MeTo u4eCcKoe o0ecneyeHue CaMOCTOATEILHOMH padoThI

Bun camocrosTensHO# paboThI
HaunmenoBanue . Komn-Bo Ceme
oOyuarolerocs (ayAUTOPHON U
paznena, Tema . 4acoB CTp
BHEAyJIUTOPHOIN)
Pa3znen 1. MEETING PEOPLE 2 |
Tema 1. Culturally Speaking BrinmonHeHue eKCHYecKuX 3aaHui 10 2 I
teme «Culturally Speaking.
UreHue, mepeBoj TEKCTOB, Oeceta 1o
TE€Me, COCTABJICHHE JINAJIOTOB
Bompocsr o reme Nel-7
3amaHus A AMATIOTUYECKOro O0IeHus
Nel-3
Hmozo 2 |
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Paznen 2. TELEPHONING

BrimonHeHue IEKCHYECKUX 3a0aHNH 110
Teme 1o Teme «Telephoning
Conversationsy

UreHue, mepeBoi TEKCTOB, MTOJTOTOBKA
K Oecelle TeMe, COCTaBJIEHHE JUAIOrOB
Bomnpocel o reme Nel-6, 3ananus s
UAIOTUYECKOro oomenus Nel-7

Hmoczo

Pasznea 3. BUSINESS LETTERS

oo

Tema 1. Structure of the Business
Letters: Enquiry

BrinosiHeHUEe TEKCUYECKUX 3a,Z[aHI/II71 110
teMe «Structure of the Business Lettersy.
UreHue, mepeBoa TEKCTOB, Oecena IO
TEME, COCTaBJICHUC IINCEM:
6J'IaFO,Z[apHOCTB, IMO3apPaBJICHUC.
Bomnpocst o teme Nel-6

3amanus I JUAIOTHYECKOro OOIIEHUS
Nel-7

Tema 2. Structure of the Business
Letters: Order

BrImmosiHeHNE JIEKCUYECKUX SaﬂaHI/Iﬁ 110
teMe «Structure of the Business Lettersy.
I‘ITGHI/IG, IepeBoOJ TCKCTOB, 6606,[[8. 10
TEME, COCTaBJICHUC IINCEM:
6J'IaFO,Z[apHOCTL, IMO3ApPaBJICHUC.
Bomnpocst o teme Nel-6

3amanus I JUAIOTHYECKOrO OOIEeHUS
Nel-7

Tema 3. Structure of the Business
Letters: Complaint

BrImmosHeHNE JIEKCUYECKUX Sa,[[aHI/Iﬁ 110
teMe «Structure of the Business Lettersy.
Urenue, mepeBoj TEKCTOB, Oecena IO
TEME, COCTaBJICHUC IINCEM:
6J'IaFOZ[apHOCTB, MOo3JApaBJICHUC.
Bomnpocsr o teme Nel-6

3al[aHI/I}I JJIA JUAJIOTHUYCCKOT'O 06H1€HI/I$I
Nel-7

Tema 4. Structure of the Business
Letters: Memo

BrImmosHeHNE JIEKCUYECKUX Sa,[[aHI/Iﬁ 110
teMe «Structure of the Business Lettersy.
Urenue, mnepeBoj TEKCTOB, Oecena IO
TEME, COCTABJICHUC IINCEM:
6J'IaFOI[apHOCTB, Mo3JApaBJICHUC.
Bomnpocsr mo teme Nel-6

3a,[[aHI/IH JJIA JUAJIOTHUYCCKOT'O 06]J_ICHI/I$I
Nel-7

Hmozo

Pasznea 4 E-MAILS

N

Tema 1. E-mail Communication

BrimonHenne nekcudyeckux 3agaHuil mo
teme «E-mail Communicationy
Urenue, mepeBoa TEKCTOB, Oecena IO
TEME, COCTaBJICHHE JIHAJI0I0B

Bomnpoce! o Teme

Nel-4, 3aganus 1 TMaJIOrHYECKOro
o0menus Nel-7
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Hmozo 2
Pa3znen 5 FILLING FORMS 2
Tema 1. The Art of Filling in Forms | BeimonHneHue JeKCHYSCKHX 3aaHUi 110 2
teme «The Art of Filling in Forms»
UreHue, MepeBoJl TEKCTOB, Oecena IO
TEME, COCTABJICHHE JINAJIOTOB
Bomnpocsl 1o Teme
Nel-5, 3amanusg mis JUAIOTHYECKOTO
0o0menus Nel-3
Hmozo 2
Pa3znen 6 STUDYING ABROAD 4
Tema 1. Applying to Study Abroad | BrimonHeHue TeKCHUECKUX 3aTaHMil O 4
teme «Applying to Study Abroad»
Urenue, nepeBoJ1 TEKCTOB, Oeceria 1mo
TE€Me, COCTABJIEHHE UAIOTOB
Bompocs! o Teme
Nel-6, 3aganus Qs TMaTOrHYSCKOro
obmenus Nel-5
Hmozo 4
Pa3gen 7. PARTICIPATING IN A CONFERENCE 4
Tema 1. An Academic Conference | BeimosHeHHE JEKCHUSCKHX 3aaHUM 110 4
teme «An Academic Conferencey.
UreHue, IepeBoi TEKCTOB, Oecea 1Mo
TEME, COCTABJICHUEC JIMAJIOTOB.
CocraBieHHE TPOTPAMMBI
KOH(DepeHIHH.
Bompocsr o reme Nel-5
3agaHus A1 JUaJI0THYECKOT0 OOIICHHS
Nel-3
Hmozo 4
Pa3znen 8. PRESENTATIONS 4
Tema 1. Making Presentation BrinonHeHNE JIGKCHYECKUX 3aJITaHUI 10 4
teme «Making Presentationy
UreHue, mepeBoJl TEKCTOB, Oecena Mo
TEMe, COCTABJICHHE JINAJIOTOB
Hmozo 4
Pasgea 9. APPLYING FOR A JOB 4
Tema 1. How to Apply for a Job BrinonHeHue JTEKCHYECKHX 3aJaHui 110 4
teme «How to Apply for a Job», gacTs 1.
UreHue, mepeBoJl TEKCTOB, Oecena IO
TEeMe, COCTABJICHHE INAJIOTOB
Bompocsr mo reme Nel-5
3aga”us QI TUAJIOTHYECKOrO OOIIEHUS
Nel-4
Hmozo 4
Pa3znen 10. BUSINESS DOCUMENTS AND CONTRACTS 4
Tema 1. The Basics of Business BrInonHeHne neKCUYECKUX 3aJaHUI 10 4

Documents and Contracts

teMme «The Basics of Business
Documents and Contracts»

Urenue, mepeBoJ1 TEKCTOB, Oecea mo
TEME, COCTAaBJICHUEC AHAJIOTI'OB

13




Bomnpocs o Teme Nel-7
3anaHus 11 TUATOTHYECKOTO OOIICHUS
Nel-3
Hmozo 4 |
Paznen 11. BUSINESS MEETINGS 4 |
Tema 1. Running a Business BrimonHeHUe TIEKCHYECKUX 3aTaHUN T10 4 I
Meeting teme «Running a Business Meeting»
Urenue, nepeBoJi TEKCTOB, Oeceria 1mo
TEME, COCTaBJICHUE TUATIOTOB
Bompocer o teme Nel-8
3anaHus 11 TUATOTHYECKOTO OOIICHUS
Nel-4
Hmozo 4 |
Bcezo 32 |

3. OBPA30OBATEJIBHBIE TEXHOJIOI'UHU
3.1. 3ansTUsA, NPOBOAMMbIE B HHTEPAKTUBHOI (hopme

VY aenbHbIN Bec 3aHATHI, MPOBOJUMBIX B MHTEPAKTUBHBIX (popMax, ONMPEAENseTcs] CTaHAAPTOM (IOJIKEH

cocTaBiATh He MeHee 20%) u paxTruecku coctabiisieT 25% OT ayIMTOPHBIX 3aHATUH, T.€. 6 4acoB.

Ne HaunmenoBanue pasnena Bup yueOHbIX Komn- MeTozbl HHTEPAKTUBHOTO Koi-
n/n JUCLIUIIAHBI 3aHATUN BO 4yac o0ydeHus BO
qac
Pazgen 1 MEETING [TpakTuyeckoe 2 WupuBuayansHoe oOydeHne 2
PEOPLE 3aHATHE Omnepexaromas
camocTosTelbHas padora
Pabota B komaH 1€
1 Tema 1 Culturally Speaking | IIpaktuueckoe 4 NunuBuayanpHOE 00ydICHHE 2
3aHsATHE Onepesxaromiast
camocTosTelbHas padoTa
Pabota B komaH 1€
Paznen 3  BUSINESS | [IpakTuueckoe 8 Omnepesxarornias 2
LETTERS 3aHATHE camocTosiTeNIbHas paboTa
WuauBuayanbHoe o0yueHue
2 Tewma 3 Structure of the [TpakTueckoe 2 Omnepexaromas 2
Business Letters: Enquiry 3aHATHE caMoCTOsATeNIbHAs paboTa
WupuBuayansHoe o0ydeHue
Pazpnen 7 [IpakTuueckoe 6 NunuBunyanpHOE 00ydeHHE 2
PARTICIPATING IN A 3aHATHE Omnepexaromas
CONFERENCE caMOCTOsITeNIbHAs padoTa
Pabota B komaH 1€
3 Tema 10 An Academic [TpakTrueckoe 6 WunuBuayansHoe oOydeHue 2
Conference 3aHSTHE Omnepexatornias
camocTosiTeNIbHas paboTa
Pabora B xomaHe
Pazgen 9 APPLYING [TpakTrueckoe 6 WNunuBuayansHoe oOydeHue 2
FOR A JOB 3aHATHE Omnepesxarorias
camocTosiTeNIbHas paboTa
Pabora B xomane
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4.1. KOHTpOHLHO-HHaFHOCTI/I‘leCKHe MaTepualJbl.

4.2.

[IpomexyTO4Hast aTTECTALMs [0 AUCLHUILIMHE MPoBoauTCs B hopme 3auéra. buner BkiouaeT 2 3aAaHus:
1. O3HaKOMHTENBHOE YTEHHE HHOS3BIYHOTO JIEJIOBOTO IMHUCHMa/IOKyMEHTa, OIPENEICHUE €ro
MpeHa3HauYeHUs, IEPEBOJI JOKYMEHTA Ha PYCCKUM S3bIK (BpeMsl IJIsl IOJATOTOBKY - 15 MUHYT).

OueHovHble cpeacTBa (MPeACTABJIEHbI B NPpUJI0KeHnu 1)

2. Haniucanue nienoBoro nucbma (Bpems sl HOArOTOBKHU - 20 MUHYT).

IIpumep:
1. Reading and interpreting the text of the business letter.

2. Writing memo.

4.3. Kpurepum OueHKH IO AMCHHUILINHE B 11eJIOM

Ne HaumenoBanue pasnena Bun yueGHbIX Koz- MeTobl HHTEPAKTUBHOTO Kon-
n/m JUCIUTIAHBI 3aHATUN BO 4yac oOy4yeHust BO
qac
4 Tema 12 How to Apply for | IIpakruueckoe 4 NunuBuayanpHOE 00ydeHUE 2
aJob 3aHsATHE Onepexatromias
camocTosTellbHas paboTa
Pabora B komanie
Hroro: 32 8
4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUSA JUCHUIIJIMHBI

XapaKTepI/ICTI/IKa OTBE€TAa

bamnsr B
PC

OrueHka
ECTS

OneHka
UTOroBast

JlaH TOnHBINM, pa3BEPHYTHIM OTBET HAa ITOCTaBICHHBIN
BOIIPOC, MOKA3aHa COBOKYITHOCTh OCO3HAHHBIX 3HAHUH IO
CBOOOJHOM

BBIJICIUTD

TUCIHIIINHE,
ONEPUPOBAHUU
CYIIECTBEHHbIE M  HECYIIECTBEHHbIE
MPUYUHHO-CJIE/ICTBEHHBIE CBS3U. 3HaHHS 00 OObeKTe

IIPOSBIIAIOILASCS B
YMEHUH
€ro

IIOHATHUAMU,
IIpU3HAKH,

JEMOHCTPUPYIOTCS Ha ()OHE NMOHMMAHHS €r0 B CUCTEME
JJAHHOM HAyKM M MEXIUCUUIUIMHAPHBIX CBsA3ell. OTBeT
HayKH,
JOTUYEH,  JIOKa3aTeleH,

dbopmynupyercs B W3JI05KEH

JUTEPaTypPHBIM

TepMHUHAX
SI3BIKOM,
JIEMOHCTPUPYET aBTOPCKYIO IO3MIMUIO CTyaeHTa. Moryrt
OBITH JIOMYIICHBI HEJOYEThl B OMNPEICICHUU TOHSATHH,
HCIIPABJIEHHBIE CTYAEHTOM CaMOCTOSATENBHO B IpPOLIECCE
OTBETA..

100-91 |5

JlaH TONHBIN, pa3BEpPHYTHIM OTBET HA MOCTABICHHBIN
BOIIPOC, JTOKA3aTEJIbHO PACKPBITHI OCHOBHBIEC MOJIOAKEHUS
TEMbI, B OTBETE MPOCIEKUBACTCS YETKas CTPYKTYypa,
JIOTUYECKasl MOCIEN0BATENbHOCTD, OTpaXKarollasi CyIIIHOCTh
sBieHuil. OTBeT

pPacKpbIBa€MbIX IIOHATHM, TEOPHIA,

U3JI0KEH JIUTEPATYPHBIM S3BIKOM B TEPMHUHAX Hayku. B

90-81 4
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OTBCTEC NOMYIICHBI HEA0YCTHBI, UCIIPABJICHHBIC CTYACHTOM C
MMOMOIIBIO IMTPEIIOAaBaTCIIA.

JlaH HETOCTAaTOYHO IOJIHBIM U HEJOCTATOYHO Pa3BEPHYTHIN
oTBeT. JIoruka U 1ocie10BaTeaIbHOCTh U3JI0KEHUS UMEIOT
HapylieHus. J[omymeHsl ommuOKd B PACKPBITHH TOHSATHH,
ynotpebiaeHur  TepMHHOB. CTyleHT He CIocoOeH
CaMOCTOSITEJIBHO BBIJICJIUTH CYyILIECTBEHHBIE u
HECYILIECTBEHHbIE MPU3HAKM M IPUYUHHO-CIIEJACTBEHHBIE
cBs3u. CTYIAEHT MOXET KOHKPETU3UPOBAaTh 0OOOILEHHBIC

E 80-71 3

3HaHUS, J0Ka3aB HA MPUMEPaxX WX OCHOBHBIC IOJOKECHUS
TOJIBKO C IIOMOILBIO ITpernoaBarels. PeueBoe opopmienue
TpeOyeT MONpaBoOK, KOPPEKLIHUH.

JlaH HENONHBIA OTBET, JIOTMKAa M IIOCIEI0BATEIHLHOCTD
U3JIOKEHHS ~ HMMEIOT  CYIIECTBEHHbIE  HApYIICHHS.
Jlony1eHs! rpyObie OmMOKN MpU ONPEAETICHUH CyLITHOCTH
PACKpBIBACMBIX MOHSATHH, TEOPUH, SBICHHMH, BCIEICTBUE
HEMOHUMAHHUSA  CTYJEHTOM HMX  CYyHIECTBEeHHBIX U | FX-F <70

2
Tpebyercs
nepecaaya/
MIOBTOPHOE
U3YYCHHC
MaTepuana

HECYUIECTBEHHBIX MPU3HAKOB W CBs3el. B oTBere
OTCYTCTBYIOT BBIBOJIbl. YMEHHE PACKPBITh KOHKpPETHBIE
NpOosIBJICHUST 00OOIIEHHBIX 3HAHUN HE MoKa3zaHo. PedeBoe
odopmieHne TpedyeT MoNpaBoK, KOPPEKIHH.

5. YueOHo-MeTOnMYecKoe U HH(POPMALMOHHOE o0eciedeHue M CIUILTHHBI
5.1 UudopmanuonHoe odecneyeHue TUCHUTNTUHBI

5.2. Y4yeOHO-MeTOANYECKOE O0eceyeHue TUCHMIIIUHBI

Ne

n/ bubnuorpaduueckoe onucanre peKOMEHIyeMOTr0 HCTOUYHUKA JTUTEPATYPhl

|
OcHoBHasi iuTEepaTypa

1 | Iaparyns, C.M. AHrIUiCKu#t 361K 1715 AeoBoro obrenus = Learning business communication in
English : yueOHOe mocobue it yupekIeHHid BICIero npodeccuonanbHoro oopasosanus / C. .
laparynsa. - PocroB-nHa-Jlony : ®@enukc, 2013. -  268c.— (YueOHas nuTeparypa sl CTy/ICHTOB
MeAUIMHCKUX BY30B), - ISBN 978-5-222-20858-8. — Tekcr : HemocpecTBEHHBIH.
JlonmosiHuTEILHAS JIUTEPATYPaA

1 | MapkoBuna, U. ¥O. Anrmmiickuii s3p1k: yueOHuk / M. FO. MapkoBuna, 3. K. Makcumona, M. b.
Baiinmreitn ; pea. . FO. MapkoBuHna — 4-e uzna. nepepa0. u gomn. - M.: ['sotap-Meaua, 2014. - 368
c. — ISBN 978-5-9704-3093-4. — Tekct HEMOCPEICTBCHHBIN.

2 | Aarawmiickuii s3eik / Y. FO. MapkosuHa, 3. K. Makcumoa, M. b. Baitamreiin; nox o6 pex. U.

1O. MapkoBuHO#. - 4-¢ u3n., nepepad. u gom. - M. : [DOTAP-Menua, 2016." — 368 c.// 5b5C
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HaumMenoBanue u kpaTkasi XapakTepUCTHKa OMOITHOTEYHO-MH(OPMALIIOHHBIX PECYPCOB U CPE/ICTB
obecrieueHns1 00pazo0BaTEIBHOTO MPOLIECCca, B TOM YHCIIE 3IeKTPOHHO-0n0mmoTeuHbix cucteM (3bC) n
JIIEKTPOHHBIX 00pa30BaTENBHBIX PECYPCOB (3JEKTPOHHBIX W3AaHUHA 1 MH()OPMALMOHHBIX 0a3 JaHHBIX)

IBC «Koncyabrant Cryaenrta» : cailr / OO0 «KOHCVYJIbTAHT CTYJIEHTA». — Mocksa,
2013-2025. - URL: https://www.studentlibrary.ru. - Pexxum noctyma: no IP-agpecy yHuBepcureTa,
YAAQJIECHHBIN JOCTYII 10 JIOTHHY U HNapoJito. - TEKCT : 311eKTPOHHBII.

CopaBouHo-uH(popmanunonnasi cucrema «MedBaseGeotar» : caiit / OO0 «KOHCYJIbTAHT
CTYJEHTA». — Mocksa, 2024-2025. — URL: https://mbasegeotar.ru - Pexum goctyna:
no IP-anpecy yHuBepcuTeTa, yaaneHHbIA JOCTYI HO JOTMHY U Napojko. - TEKCT : 3JE€KTPOHHBIN.

DnexTnonHaa OubnuoTeuHada cucremMa «Menunmuckaa oumbmmorexka «MEDILIR.RU» (ARC
«MEDLIB.RU» : caiir / OO0 «Mennnuackoe HHGOPMALMOHHOE areHTCTBO». - MOCKBa,
2016-2025. - URL: https://www.medlib.ru. - Pexwum pgoctyma: mo IP-aapecy yHHBEpCHTETa,
YAAQJICHHBIN JOCTYII 10 JIOTHUHY U HNapoJito. - TEKCT : 31eKTPOHHBIH.

«JnexTpoHHasi oudauoTeunas cucrema «bykam» : caiitr / OO0 «bykamy. - Tomck, 2012-2025. -
URL: https://www.books-up.ru. - Pexxum goctymna: mo IP-agpecy yHHBepCHTETa, yIAICHHBINA TOCTYII
T10 JIOTHHY Y MapoJito. - TeKCT : 31E€KTPOHHBIN.

«JeKTpOHHBbIE M3aHus» m3naTenscTBa «Jlaboparopus 3Hanui» / OO0 «Jlaboparopust 3HaHUI. -
Mocksa, 2015-2025. - URL: https://moodle.kemsma.ru. — Pexxum jgocTyma: 1Mo JIOTHHY W MApoJIio. -
TeKcT : ANEeKTPOHHBIM.

baza pannbix OBC «JAHb» : caiit / OO0 «3BC JIAHb» - CII6.,, 2017-2025. -
URL:https://.e.lanbook.com. - Pexum mocryna: mo IP-agpecy yHuBepcutera, yaaqeHHBIH JOCTYII
10 JIOTHHY ¥ apoItto. - TEKCT : 31eKTPOHHBII.

«O0pa3zoBaTesibHast HJ‘IaT(BO ma FOPAMT» : caiitr / OO0 «QJIEKTPOHHOE U3JIATEJIbCTBO
FOPAUT». - Mockga, 2013-2025. - URL: https://urait.ru. - Pesxum moctyma: o IP-ampecy yuuBepcuTeTa,
YAAJEHHBIN TOCTYI 0 JIOTUHY U HAPOJII0. — T€KCT : AIEKTPOHHBIM.

«JAYPEE DIGITAL» (Muaus)) - KOMIUIEKCHAas HMHTErpUpOBaHHas Iu1aTGopMa MeIUIIUHCKHX
pecypcoB  : caiir - URL: https://www.jaypeedigital.com/ -  Pexum  gocTyma:
no IP-anpecy yHuBepcureTa, yJaneHHbIA JOCTYII 10 JOTMHY U NApOoJIt0. - TEKCT : 3JIEKTPOHHBIN.

Nudopmanuonno-cnpaBounas cucrema «KKOJIEKCy: xon UCC 89781 «MenuriHa u
3npaBooxpanenuey: caiut / 000 «I'K «Koxekcy. - CII0., 2016 -2025. - URL:
http://kod.kodeks.ru/docs. - Pexxum moctyna: o IP-aapecy yHuBepcuTeTa, yAaaeHHbIH JOCTYIT
0 JIOTUHY M MapoJTto. - TeKCT : AIEeKTPOHHBIH.

10

JgaexkTponnas oudauoreka KemI'MY (CBuaerenscTBO O TOCYIApCTBEHHOW perHCTpanyy  0a3bl
maHelx  Ne 2017621006 or  06.09. 2017 r). - KemepoBo, 2017-2025. -
URL.: http://www.moodle.kemsma.ru. - Pesxum gocTyma: 1o JOruHy U HapoJiro. - TEKCT : 37IeKTPOHHBI.

HNHuTepHeT-pecypcenl:

KOMHI)IOTeprIe NMpeE3CcHTaAllun:

BHCKTPOHHLIC BE€PCUHA KOHCIIEKTOB .]'IeK[IHﬁ:

YueOHble PUIBLMBI:
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n/ bubnuorpaduueckoe onucanre peKOMEH1yeMOIro HCTOYHUKA JTUTEPATyPbl

«KoncynbranT crynenra». — URL: htpps://www.studentlibrary.ru. — Pexxum noctyna: mo IP-anpecy
YHUBEPCUTETA, YIAJICHHBIN JOCTYII 10 JIOTUHY U MApOJI0. - TEKCT: 2JIEKTPOHHBIN.

6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUITIMHbI

IHomemenus:
yLIe6HLIe KOMHAaThI, KOMHAaTa 1141 CaMOCTOﬁTeHBHOﬁ IIOATOTOBKHU

OoopyroBaHue:
JOCKH, CTOJIBI, CTYJIbS

CpeacrBa o0yueHus:
TexHuuyeckue cpeacTBa: TEICBU30P, BUACOIIEEP, KOMIIBIOTED C BBIXOAOM B IHTEpHET.

O1eHoYHBIE CPeICTBA:

BOIIPOCHI 110 I/I3y‘IaeMOI71 TEMC JJII TCKYLICT'O KOHTPOJIA; 3alaHus IS HpOMe)KYTOqHOﬁ aTTeCTanrn, TCKCThI

JIA IIMICBMCHHOTO HCpCBOI{a (25), TCCTOBBIC 3aIaHUSA 110 I/I3y‘IaeMI)IM TCMaM OTKpBITOFO n 33.KpI>ITOFO THUIIA
(30).

YuyeOHbIC MATEPHAJLI:

yueOHUKH, yuyeOHbIe T0coOUs, yueOHO-METOANUECKHE TOCOOUS, pa3laTOUHbIE JUIAKTHUECKUE MaTeprabl

IIporpaMMHoOe o0ecreYeHHne:

Microsoft Windows 7 Professional

Microsoft Office 10 Standard

Linux muuensus GNU GPL

LibreOffice munensus GNU LGPLv3

AnTusupyc Dr.Web Security Space

Kaspersky Endpoint Security Russian Edition s Ousneca
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Ilpunoscenue 1
OueHoYHBbIE CpeCcTBa

1. Coucox BOITPOCOB IO TéEMaM JIfl TEKYHIIEro KOHTPOJIA:

1) rema 1 «Culturally Speaking»:

1 .1s there a standard course of etiquette when you meet and greet people in business?
2. What formal and informal ways to address people do you know?

3. What is small talk?

4. What does the question How are you? mean?

5. What are acceptable topics of the conversation after business hours?

6. What subject do you have to avoid when you have just met people?

7. Do people have special ideas about humor in different countries?

2) trema 2 «Telephone Conversations»:

1. Do you think foreign speakers find it difficult to speak on the phone?

2. What is required to make a telephone call?

3. What multi-word verbs to be used in telephone conversations do you know?

4. Do you have to be formal or informal while on call?

5. What phrases are usually used in case you don’t understand a person speaking to you on the telephone?
6. What rules should be observed when speaking on the phone?

3) tema 3 «Structure of the Business Letters: Enquiry»

1. What is a business letter?

2. What is an enquiry letter?

3. How is the inside address written?

4. What parts does an enquiry letter consist of?

5. What is the usual complimentary close in an enquiry letter?
6. What enclosures may an enquiry letter include?

4) tema 4 «Structure of the Business Letters: Order»

1. What is a business letter?

2. What is an order letter?

3. How is the inside address written?

4. What parts does an order letter consist of?

5. What is the usual complimentary close in an order letter?
6. What enclosures may an order letter include?

5) rema 5 «Structure of the Business Letters: Complaint»
1. What is a business letter?

2. What is a letter of complaint?

3. How is the inside address written?

4. What parts does a letter of complaint consist of?

5. What is the usual complimentary close in an order letter?
6. What enclosures may a letter of complaint include?

6) Tema 6 «Structure of the Business Letters: Memo»
1. What is a memo?

2. What parts does a memo consist of?

3. What is the heading in a memo?
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4. What is the first paragraph of a memo about?
5. What is the final paragraph of a memo about?
6. How is the signature written in a memo?

7) tema 7 «E-mail Communication»:

1. What is an email?

2. What are the advantages of using emails in communication?
3. What is the structure of an email?

4. Do you know what the symbol @ means? Can you read it?

8) rema 8 «The Art of Filling in Formsy:

1. What is a form?

2. What types of forms have you ever filled in?

3. What information can be requested on a form?

4. What does the abbreviation N/ A stand for?

5. What do you have to do if you need more space to answer a question on a form?

9) rema 9 «Applying to Study Abroad»:

1. Are there any advantages of studying abroad?

2. What forms, documents and letters are required to apply to study abroad?
3. What is the structure of a CV?

4. Have you ever taken the TOEFL?

5. What is an academic transcript?

6. What information should an applicant’s essay provide the university with?

10) tema 10 «An Academic Conference»:

1. What is an academic conference?

2. What types of academic conferences do you know?
3. What are presenters usually asked to do?

4. What is a call for papers?

5. What does an academic abstract outline?

11) rema 11 «Making Presentation»:

1. What types of presentations do you know?

2. What is the purpose of giving oral presentations?

3. Do you know how to structure a presentation?

4. Are visual aids useful for making presentations?

5. Is practice an important part of preparation for presentation?

12) rema 12 «How to Apply for a Jobx:

1. Why is required to apply for a job?

2. Why is it important to tailor both an application letter and a CV to the job a person applies for?
3. What information does an application letter usually include?

4. Why is an interview the most difficult part to get a job?

5. What do you have to do to prepare properly for an interview?

13) Tema 13 «The Basics of Business Documents and Contractsy:

1. What is a business document?

2. What business document does a business owner write before starting the business?
3. What business documents are written by the accounting or financial department?
4. What information does a business report include?
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5. What is the purpose of writing meeting minutes?
6. What types of business contracts do you know?
7. Why is signing a business contract a very important part of conducting business?

14) tema 14 «Running a Business Meeting»:

. What is required to run a meeting smoothly?

. Do you know how to announce a meeting?

. What is the purpose of having an agenda?

. What are the roles of staff members at a meeting?

. Is it important to make a small talk before starting a meeting?
. What are chairperson’s responsibilities?

. What is the procedure of taking meeting minutes?

. Do you know how to finish a meeting?

CONNOT B~ WN B

2. Cnucok 3ana}mifl AJIA NOATrOTOBKH K HpOMe)KyTO‘{HOﬁ arrecranum:

1) rema 1 «Culturally Speaking»:

1. Introduce yourself.

2. Introduce others.

3. Express pleasure to have met someone.

4. Introduce a new pediatrician in the hospital department to your colleagues.

2) tema 2 «Telephone Conversations»:

1. Speak to your colleague — a pediatrician on the phone.

2, Answer the questions of a children’s parents on the phone.
3. You are on duty in the registry. Receive calls from patients.
CxeMa BBITIOJTHEHUS 3aaHUA.

1. Answer the phone.

2. Ask the caller to spell his/her first and last names and the name of the company.
3. Tell the caller that person wanted is not available.

4. Give reasons for that.

5. Take a message.

6. Check all the details.

7. Finish the conversation.

3) Tembl 3-6 «Structure of the Business Letters»

1. The structure of a business letter.

2. Your letter to be sent to the company you would like to work for.

3. Your letter to be sent to the children’s hospital or outpatient setting you would like to work for.
4. Writing a letter in a formal style.

4) tema 7 «E-mail Communicationy:

1. The structure of an email.

2. The email you have written.

3. Writing an email in a formal/ informal style.

4. Talking about your friend’s email address.

5. Talking about a company email address.

6. Talking about a children’s hospital email address.
7. Talking about a university’s website address.

5) rema 8 «The Art of Filling in Formsy:
1. The structure of a form.
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2. The forms you have filled.
3. The medical forms you have filled.
4. The information requested on a form.

6) Trema 9 «Applying to Study Abroad»:

1. Your experience in learning English or other foreign languages.
2. The English course you are taking now.

3. Study abroad opportunities.

4. Your plans to go to learn English abroad.

5. Study abroad costs.

6. Study abroad for a pediatrician opportunities.

7) rema 10 «An Academic Conferencex:

1. Choosing a topic of your paper.

2. Researching your paper.

3. Submitting your paper.

4. Discussing a session of a conference in pediatrics.

5. Discussing a plenary session of a conference in pediatrics.

6. Discussing a master class given at a conference in pediatrics.

8) rema 11 «Making Presentation»:

1. The structure of your presentation.

2. The language of your presentation.

3. Practising your presentation.

4. Discussing a presentation made at the academic conference in pediatrics.

9) rema 12 «How to Apply for a Job»:

1. The position applied for.

2. Your current situation.

3. The reasons for wanting the job.

4. A closing paragraph in an application.

5. An interview for a position of a pediatrician at the children’s hospital.

10) rema 13 «The Basics of Business Documents and Contracts»:
1. The delivery talk (indicate any products/equipment you like).

2. The alteration of the contract terms and conditions.

3. The reasons for breaking the contract.

4. Discussing the terms of a contract with an employer.

11) rema 14 «Running a Business Meeting»:
1. Making introductions.

2. Reviewing past business.

3. Beginning the meeting.

4. Discussing items.

5. The meeting at a children’s hospital

3. HpI/IMele TEKCTOB JOKYMECHTOB AJA NepeBoaa 1Jid 3a4eTa:

TEXT 1.
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Health Care Clinic
8/46, Stanford Road
California

The Incharge
Enfotech
Preet Vihar
Korea

Dear Sir

Subject: Placing an order for laptops.

24 April 20XX

Please refer to your quotation dated 2 April 2022 along with item list. I am pleased to place an order for
the following items as per terms and rates mentioned in the quotations. Needless to say that all the ordered
items must reach us in a good condition. Any damage during transportation will be your responsibility.
Although, with an association such as ours which is more than a decade, we have not had any grounds to
complain about any of the goods in terms of quality or delivery, it becomes mandatory to write that the

goods should reach us in excellent condition.

Name of the items & Brand
Dell

HP

Lenovo

ASUS

Ram
8 GB
4GB
4GB
8 GB

No. of items
50
60
30
20

The payment will be made on delivery as per the agreement.

Yours faithfully,

Jane Musart
Manager, Health Care Clinic

Birmingham Medical Centre
P.O. Box 21

Birmingham

B7 1CB

Sunrise Factory
15 Kennedy Circle
Birmingham

B17 GW

Dear Sirs,

TEXT 2.

22 December, 2021

We wish to place an urgent order for medical equipment and medicine for our pediatric department.
We request you to please process this order latest by 15th March. Please find attached complete requirement

invoice and list along this letter.
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We hope that you will complete this order on or before mentioned date as you have been doing for
last 10 years. It has been a really fruitful relationship and our hospital has greatly benefited by your timely
service. We request you to please complete online order form and invoice for speedy payment process.

We sincerely thank you for your support and wish to continue to do the same.

We hope to receive the consignment on time and look forward to working with as always.

Sincerely yours,
John Burnes,
Manager

Encl. (3)
TEXT 3.

Fred B. Guild
Purchasing Manager
Boston Children’s Hospital
6380 Bee Street
Cambridge, IL 61238
May 11, 2022

Robert S. Bunch

Store Manager
Medicines for Children
2941 Jail Drive
Traverse City, MI 49686

Dear Mr. Bunch
RE: Purchase Order for Medicines

On behalf of New York Children’s Hospital, I would like to place an order for the following medicines from
your company. Please refer to the attachment for the order list.

The terms and conditions will be the same as per our previous orders; that is, cash on delivery. Please note
the extra condition with this batch of order; that is, the products on the order list must be delivered within a
month from the date of this order letter.

We are in an urgent rush for our annual year end production and we need these products within a month to
meet our production target. If you miss our specified delivery target, there will be a penalty incurred on
your pricing, as per our business collaboration contract which is effective until the end of 2021.

Thank you for your kind understanding and prompt service. Please feel free to contact me for further
clarifications on this purchase order.

Yours Sincerely,

Fred B. Guild
Purchasing Manager

Encl. Order list
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TEXT 4.
Berenice Chamala
Children’s Hospital
City of Austin
P.O. Box 29
New York, NY
14 July 2022

Lindsay Office Products
P.O. Box 1879
Spokane, Washington 98989

Dear Sir

Subject: Placing an order for surgical instruments.

Our company has always appreciated the quality of surgical instruments provided by your shop all these
years and the current year is no exception. Not only is the quality good, but the delivery is always timely.

So we are pleased to place the order for the following surgical instruments. Kindly send these items to our
firm at the above address through your transport carefully.

Name of the items No. of items
Forceps 60

Clamps 50

Hemostat 50
Bonedrills 100

All the items should be in good condition and well packed. Any damage during transportation will be your
responsibility. Kindly give us a suitable discount.

Yours faithfully.
Berenice Chamala

TEXT 5.
Department of Medicine
Jesus & Mary School
New Delhi
24 June 2022

The Sales Manger
Cambridge University Press
New Delhi

Dear Sir

Subject: Supply of Magazines, Newsletters and Journals of Medicine.

This is with reference to our telephon conversation on 22 June 2022, regarding sending me the above
mentioned materials. The department of Medicine is planning to hold regular seminars and workshops. In
the past, these workshops and seminars were held at a very basic level but going forward we are planning
to hold them at a large—scale level with more resource persons and participants. Therefore, we need to
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have those periodicals and magazines to cater to the needs of our students who have found them of
immense value every time you have supplied them during the workshops.

| request you to send me the above mentioned materials with your quotation, terms and conditions at the
earliest.

Yours faithfully,

D.K. Singh
Head, Medicine Dept.

TEXT 6.
MEMORANDUM

From: HR Head

To: Admin Staff Members

Date: 01 July, 2022

Subject: Implementing Company Rules for Internet Usage

Admin Staff Members,

This memorandum is written to inform all the employees about new rules of Company regarding Internet
usage in the facility. In the company, we provide free access to internet to the employees because of
engaging more productivity and using it for work-related activities. Recently, some activities are taken
into account of employees which is strictly prohibited in the premises of the company. We have provided
this facility so the company data is save in secret folders just accessible to the management and
administration but some people have tried to break these certain laws. We are going to take action against
those employees and also going to revise and renew the internet usage policy in company. Only
confidential data of company is going to be accessible on the free internet. There should be confined use
of internet and no social media usage is allowed.

HR Head

TEXT 7.
MEMORANDUM

From: Human Resource Department

To: Staff Members

Date: 10 Jan, 2022

Subject: Employee Internet Usage Policy

Staff Members,

As this information has come into our knowledge that employees are very un-professional while using
internet in the company and most of them are trafficking the internet by opening certain malicious
browsers on the web of company computers. Please read the attached file, in which it is mentioned that
usage of internet is limited and employees are not allowed to open any un-official browser on the
company computer. Internet is valuable business tool which we intend to be limited just to the business
work. We have decided that we are going to put some restricted sites on your web which are your job
related so only that will function in your computer set. Internet will only be accessible when reasonable
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professional work needs are identified. We will scan each employee’s work responsibilities and questions
would be asked if unrelated browsers has opened in his computer set during work hours.
Human Resource Department

TEXT 8.
MEMORANDUM

From: Human Resource Department
To: Team Members

Date: 9 Oct,2021

Subject: Establish Cell Phone Policy

All Team Members,

It has come to my attention that many of employees in the office are not completing their work targets
instead they are wasting their time on cellular devices. This memo is reminder for you about your work
targets and mandatory completion of work hours. On taking note of employee’s leisure attitude, we have
decided to establish new cell phone policy. Company has decided to emit employees of using the cell
phone in the company facility at all. It includes no use of social media, messaging, games, taking calls or
capturing videos and pictures in the office premises. In the order of emergency, there would be allowed to
take an incoming call on the time of work hours and that should also be justified by the employee to the
administration team. Please understand that we want to establish the environment in which company
touches the new heights of success by achieving work targets.

Regards,

Jane Stowman

TEXT 9.
MEMORANDUM

From: Human Resource Department

To: All Employees

Date: 3 May, 2021

Subject: Implementing the Shifting Policy

Dear Employees,

I am writing this memorandum on behalf of management and administration of office to inform you all
about new shifting policy that has been added in office regulations policy. New protocol has been made
by taking into consideration of all the problems, employees were facing about their shifting turnovers.
Previous policy is completely stranded because of some member’s disagreement on the policy. We hope
that you all go by the rules and follow the new shifting policy rigorously. We have made all the changes in
the policy. This new procedure implementation is appointed from tomorrow and people who wants to
have shift turnovers can follow the policy. The file is attached with this memorandum. | hope that now
this functioning policy would not be inconvenient for anybody. I am looking forward to everyone’s
cooperation on this matter. If any of you have query regarding this new policy, please come to my office.
Sincerely,

TEXT 10.
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MEMORANDUM
To: Staff
From: HR Manager
Date: 13 Aug, 2022
Re: Employee Safety during Emergencies

At the Association of Municipalities of Ontario (AMO) we take employee safety seriously. If you have a
disability, whether permanent or temporary, and may need help during an emergency, please let me know.
I will ask you to complete a self-assessment form, and then work with you to develop individualized
emergency response information that will meet your needs in an emergency situation.

Please note that | do not need to know the details of your medical condition or disability, only the kind of
help you may need. The information you provide will be kept confidential and only shared with your
consent.

If you have questions or you already have emergency response information and need to adjust it, please let
me know.

Thank you.
Sam Brook
HR Manager
TEXT 11.
HEALTHCARE CLINIC
1-1-2 Shibaura Minato-Ku Tokyo, Japan
TEL +81-3-3451-8121
https://mita.iuhw.ac.jp/english/
May 27, 2008

Mr. Neo Chan

In-charge of Customer Relations
Kowloon Company

13 Bayview Street

Kowloon, HongKong

Dear Mr. Chan,

I am a representative of Healthcare clinic in Japan. We are planning to launch a new convalescence unit in
our clinic. For this purpose we need medical equipment and accommodation ready-to-operate, which is
exactly your specialization.

Healthcare clinic is considering the products of your company. We need, however, information about the
following: payment, discount, unit price, terms of delivery, warranty.

I would be happy to talk to you further about your product. You can e-mail
me at JHonda@Bellpro.com.

Sincerely,
Jun Suzuki

Healthcare representative
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TEXT 12.

Mark Barrett
53 Main Street
Arlington, VA 08954

January 2, 2004
Edward Anderson
Director of Human Resources
Extron Corporation
118 Courtyard Plaza
Arlington, VA 08954

Dear Mr. Anderson:

Having been a resident of Arlington, Virginia for many years, | am familiar with the excellent reputation
of Care Medical. Not only has your organization shown tremendous growth during the past ten years, it
also manifested the best medical care in the state.

This May, | will be graduating from Columbia University with a Master degree in Surgery. Last semester |
interned in Gateway Healthcare clinic, where | learned a great deal about innovative methods of surgery.
With my education, employment experience, and college activities, | believe | would be a strong candidate
for a position at Care Medical Clinic.

I would like to arrange an interview, and can make plans to travel home to Arlington on a few days' notice.
You may call me at 845-575-0000, or send an email to mark.barrett@marist.edu to arrange a meeting. |
look forward to talking with you in the near future.

Thank you for your time and attention.

Sincerely,
Mark Barrett

TEXT 13.

Deepak Sharma,
Sec-24, Nerul,
Navi Mumbai
India

8th March, 2021.

Christ University,

Hosur Rd, Bhavani Nagar,
S.G. Palya, Bengaluru,
Karnataka 560029,

India

29


http://ps.columbia.edu/

Respected Sir,

This is to request more information about your BBA course at Christ University. | am extremely interested
in this course and | want to apply for the course for the academic year 2021/2022.

I would really appreciate it if you could send me details regarding the BBA department such as Admission
requirements, Faculty credentials, Scholarships offered and on what basis, Contact information of the
Head of Department. Aside from that | would also like to know about the fee structure and hostel facilities
in college.

Please send me the information at the address listed above. If you have questions about my request,
contact me on my phone (phone number). Thank you for considering my request. I look forward to
hearing from you.

Regards,
Deepak Sharma.

TEXT 14.

Ms Jacques Truman
Silver Queen Way
Windermere, FL 34786
UK
28 Aug 2021
Mr.Alfred Craig
Organising Committee Head
Journalists Society
Ocoee, FL 34761
USA

Dear Mr Craig,

This letter is regarding a seminar that | am interested in registering for. | had received notification over an
email regarding a seminar on ‘Future of Sanitary’ I had a query regarding this seminar. [ want to know
about the fees for the seminar. Also, where would the participants be accommodated? As | am from the
corporate sector, will I be qualified to be a participant? Please inform me about the requirements for
application. I would also like to know about the duration of the seminar and the other incentives that
would be provided along with it.

The information provided would be of great help to me and would also provide an insight into the
seminar.

Kindly feel free to contact me and send over the details on my email. My email address is
jacb6@gmail.com

Thank you. | hope you respond to my inquiry.

Sincerely,
Jacques Truman

TEXT 15.

DEPARTMENT OF HEALTH AND HUMAN SERVICES
50 Lonsdale Street, Melbourne, 3000, Victoria, Australia
Phone: Switchboard 02 6289 1555, Freecall 1800 020 103

https://www.health.gov.au/
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tel:+61262891555
tel:1800020103

1 Sept 2021
Royal North Shore Hospital
Reserve Road
ST LEONARDS NSW 2065
Australia

Dear Sir,

My name is Mrs. Jackson and | am a representative of the Department of Health and Human Services.
You clinic is highly estimated at our medical department. However, considering citizens’ hospitalization
for regular treatment the ministry would like to make an enquiry. Unfortunately, nowadays there are
many potential patients allergic to several food ingredients such as eggs, nuts, and milk and others. The
menu for diabetic patients on your official site includes eggs and milk products several times a week.
Therefore we would like to inquire whether it is possible to make some personal changes in the menu and
substitute eggs with something as nutritious, but which our patients are not allergic to.

Thank you for your consideration.

Faithfully yours,
Jack Jackson
Department of Health and Human Services

TEXT 16.
Ashley A. Brown
Healthcare Administrator
ashley.brown@gmail.com
(929) 666-5555
linkedin.com/in/ashleybrown

Summary of Qualifications

Dependable healthcare administration associate with 4.5 years of experience with patient records, medical
billing, hospital work schedules, and healthcare policies. Reduced hospital expenses by 13% by
implementing new billing methods. ACHA and CRCP certified. Looking to improve current medical
administration skills by becoming the next Health Program Administrator for NYSP Hospital System.

Work Experience

Junior Healthcare Administration Associate
September 2016—-June 2019

JPWC Global Partners, New York, NY

Key Qualifications & Responsibilities
o Coordinated with all levels of hospital and medical staff, including doctors, specialists, and nurses,
to ensure healthcare needs were being addressed.
« Organized and maintained patient healthcare record system, including medical billing and visit
accounting.
Education
Bachelor of Science (BS) in Healthcare Administration
CUNY School of Professional Studies, New York, NY
Completion: 2014
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Relevant Coursework: Healthcare Management, Employment and Medical Law, Anatomy &
Physiology, Medical Terminology, Medical Law and Ethics, Medical Economics, Record Keeping and
Information Systems, Advanced Health Systems.
Associate of Science (AS) in Healthcare Administration
Long Island University, Brooklyn, NY
Completion: 2012
Relevant Coursework: Healthcare Industry Foundations, Fundamentals of Medical Care, Healthcare
Services, Employment and Medical Law, Healthcare Reimbursement and Revenue Cycle Management.
Key Skills

o Healthcare Delivery

o Healthcare Financial Structures

o Electronic Health Record System
Certifications

o Advanced Certificate in Health Administration, New York Medical College

o Health Services Management Certificate, Mercy College

Awards
e 2017 Healthcare Administrator Award, Association for Professionals in Infection Control and
Epidemiology

e 2016 Health Care Administration Award for Best Region 1 Team, William’s Medical Association
Memberships

e The American Health Information Management Association (AHIMA)

e American College of Health Care Administrators (ACHCA), New York Chapter
Languages

« Haitian Creole: Native Proficiency

o French: Intermediate Working Proficiency

TEXT 17.

Lisa King, M.D.
714-330-6341
lisazking@gmail.com
linkedin.com/in/lisazking
twitter.com/lisazking

Summary

Responsible physician with 9 years of experience maximizing patient wellness and facility profitability.
Seeking to deliver healthcare excellence at Mercy Hospital. At CRMC, maintained 5-star healthgrades
score for 112 reviews and 85% patient success.

License
2019 — Board certified, Medical Board of California
Experience
Physician, Internal Medicine
Concord Regional Medical Center, Concord, CA
October 2015-January 2020
« Medical doctor in respected regional medical hospital. Provided personalized service to maximize
patient outcomes and satisfaction.
o Contributed to 20% boost in HCAHPS scores through effective communication with nursing and
administrative staff.
o Facilitated 15% reduction in costs for supplies and staffing thanks to application of lean medical
principles.
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Key Achievement:
e Maintained 5-star score on healthgrades.com with 112 reviews.

Physician, Internal Medicine
San Jose Hospital, CA
May 2011-September 2015
o Achieved 22% reduction in surgeries by working with patients, admin, and nurse practitioners to
suggest alternative treatments.
e Increased referrals by 17% through networking with other physicians and medical staff in the area.
Education
Doctor of Medicine
Loma Linda University, CA
2011-2015
« Internal Medicine Residency, San Jose Hospital
e Vice President, Student National Medical Association chapter

Conferences
o Northwest Diabetes Conference 2019, spoke on IF panel
o California Heart Disease Conference 2018

TEXT 18.

Bobby O’Griggs, RRT
bobby.q.griggs@gmail.com
774-420-7991

Professional Summary

Caring respiratory therapist RRT with 2+ years of experience, skilled in life support equipment
monitoring and management. Seeking full-time position at ARRH. At BCMC, worked as respiratory
therapist on 40-bed burn ward. Commended 5x by charge nurse for coolness under pressure. Received
99% positive peer review scores from staff and doctors.

Work Experience
Respiratory Therapist
BCMC
Feb 2017—March 2019
o Worked as respiratory therapist in 40-bed burn ward. Handled life support system management
and monitoring. Given 99% positive peer review scores.
e Chosen to mentor 3 respiratory therapists who weren’t meeting standards. They elevated their KPI
scores by an average of 35%.
May 2017-Jan 2017
e Volunteered 2x per week as respiratory therapist in 25-bed lung cancer ward. Conducted vital sign
assessments of 5+ patients per week.
e Read 2+ chest X-Rays per week to assist physicians and nurses in creating plan of care.
Education
2015-2017 Massasoit Community College
Associate’s Degree in Respiratory Care with RRT Certification
o Excelled in equipment management coursework.
e Pursued a passion for patient education study.
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Certification

Licensed RRT

Skills
o Soft skills: Teamwork, active listening, compassion, verbal communication, interpersonal skills
o Hard skills: Life support equipment management, patient education, rehabilitation, following

plan-of-care

Activities

Weekly cross-fit for fun and fitness

Volunteer dog walker 2x per month

TEXT 19.

Cynthia Lintz,

Cosmetologist (COSMO 1, Florida DBPR)
cynthia.qg.lintz@gmail.com

904-521-7691

Professional Summary
Licensed cosmetologist with 7+ years of experience, skilled in makeup application, cutting, and styling.
Seeking to be part of providing continued cosmetology excellence at Bangs ‘n’ Booms. At Face Forward,
maintained 98% positive customer comments. Upsold $3,000 per week in products.
Work Experience
Cosmetologist
Face Forward
March 2014—-April 2019
e Sold $3,000 a week in hair and makeup products.
o Maintained 98% positive customer comments average for 5 years.
o Built relationships with steady stable of 50+ loyal clients.
Cosmetologist
Eyes Hair Mouth Wow
Jan 2012-Feb 2014
o Worked as staff cosmetologist in close-knit team of four.
« Became a favorite makeup artist for Orange Aardvark Agency.
e Cosmetologist of the month 5X.
Education
2011-2015 Boca Beauty Academy
Cosmetology Program With Florida State License
e Pursued a passion for laser hair removal, makeup, and skin.
e Chosen as #1 Vidal Sassoon Connection student.
Certification
Florida State Cosmetology License COSMO 1 (DBPR)
Skills
« Soft skills: Interpersonal skills, listening, creativity, attention to detail
o Hard skills: Makeup application, cutting, styling, customer service, skin care
Activities
Weekly CrossFit for fun and fitness.
Volunteer 2x per month at St. Augustine Soup Kitchen.
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TEXT 20.

Jack White

Dietitian

714-330-6341
jackwhite@gmail.com
linkedin.com/in/ jackwhite
twitter.com/ jackwhite

PERSONAL SUMMARY

A well presented, self motivated and confident dietitian with experience of assessing a patients' nutritional
needs, then developing and implementing nutrition programs for them. Possessing the ability to
communicate complex and sensitive information about dietary matters in an understandable form to
patients. Having a proven track record of successfully promoting healthy eating habits to communities and
suggest diet modifications to individuals.

Now looking to further an already successful career by working for a caring, reputable and ambitious
organisation.

WORK EXPERIENCE

Healthcare Trust — Coventry

DIETITIAN June 2008 - Present

Working as part of a team & involved in providing a very high standard of specialist dietetic services in
the community to patients & carers. Helping to translate the science of nutrition into everyday
understandable information about food.

Duties:
e Supervising the preparation and serving of meals.
e Helping clients to make informed & practical choices about their food & health.
KEY SKILLS AND COMPETENCIES
e Clinical knowledge of specialised prescribable dietetic products and medications.
e Experience of trialing and evaluating new and existing dietetic products.
e Experience in both hospital and community settings.
ACADEMIC QUALIFICATIONS
BSc (Hons) Nutrition and Dietetics
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.

TEXT 21.

101 West Fayette Street,
Baltimore, MD 21201, USA
24th Dec 2021

Johns Hopkins Hospital
The Harry and Jeanette Weinberg Building,
401 N Broadway, Baltimore,
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USA MD 21287

Dear Sir,

My name is Jessika Parker. | am writing this complaint letter against the doctors of Johns Hopkins Hospital.
I was fortunate enough to be recovered from corona virus but not from the hospital | am writing complaint
against. | was admitted to this hospital but I was shifted to another hospital because this hospital doesn’t
take their patients serious and wait for their condition to be more severe and then start treating them. While
I was admitted to the hospital, doctors never came on their assigned time to check and whenever they entered
my room, they had to rush to another patient. My reports were showing no sign of progress and the treatment
they were giving were also not satisfactory. | have seen so many deaths in the hospital that I lost all the hope
of my recovery and | can say with the confidence that much were because of doctor’s negligence. I hope
you take action on this complaint and strict your rules for Covid-19 affected patients.

Warm Regards,
Jessika Parker

TEXT 22.

Eliza R. Bunagan

apt.3, 7 Stamford Street
London, SE1 9NY
Great Britain

28 February 2020
Jane Doe
Complaints Manager
27 Tooley Street,
London SE1 2PR
Great Britain

Dear Ms. Doe,

I am writing to formally complain about the professional and medical conduct of Dr. John Smith at
London Bridge Hospital.

During the five months that Dr. Smith was my general practitioner, | suffered from an assortment of
symptoms that caused me great pain and mental anguish. I also felt ignored and humiliated by his curt and
dismissive behavior toward my suffering and plight. I spoke with him about the matter at our final
encounter on September 4th. He told me to look elsewhere if [ wasn’t satisfied with his diagnosis. I am
glad | heeded that advice, or I would still be in pain today.

I would like to request a full review of Dr. Smith’s practice methods. | would like his attitude toward his
patients to be investigated. | would like an explanation of why he ignored my requests and an apology for
the continued suffering | was subjected to under his care. | would also like the results of your investigation
to be sent to me if that does not violate any rules or regulations, within 2-3 weeks.

| appreciate your consideration and understanding. If you require further information, please contact me at
(555) 555-3333 or anyone@companyemail.com.
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Thank you,
Eliza R. Bunagan

TEXT 23.

Peter Wilson

apt.9, Lantford Street
London, Great Britain
SE3 5NY

15 Apr 2021

Complaints Manager
Sydney Street, London
Great Britain, SW3 6NP

Dear Mr Black,

On March 25th this year, | entered your emergency room for treatment of a painful arm. | waited for two
hours while in excruciating pain before being admitted into the examining room where | was seen by
Doctor Lam and Nurse Beef. An X-ray was taken, and | was told there was no serious problem and was
given some pain killers.

Since the pain did not subside after two days, | went to London Bridge Hospital, where an X-ray was
taken that showed my arm was fractured.

Since | suffered unnecessarily, | would like to know that the doctor and nurse who attended to me in your
hospital have been reprimanded for this negligence. Enclosed are copies of the documents from the second
hospital.

I know the emergency room was very crowded, but when | finally saw a doctor, | expected an accurate
diagnosis.

Kindly let me know what, if any, action will be taken in this case. | am home every day and can be
reached at 555 123 4567 or name@email.com.

Sincerely,
Peter Wilson

TEXT 24.

Meera Kapoor
16-2555 Erin Centre Blvd
Mississauga ON, L5M 5H1
Canada
18™ Apr 2021

Dr. Keshav

Senior Doctor

Asclepius Medical Clinic

2555 Erin Centre Blvd Unit 16-B,
Mississauga, ON L5M 5H1,
Canada
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Dear Dr. Keshav,

I wish to issue a complaint to you regarding the services rendered by your medical clinic when | was
admitted in for a full check-up on the March 31st, 2021.

When I checked in at 12 PM in the afternoon, | was barely given any attention and the attendant came to
take me in after over thirty minutes without so much as an acknowledgment. While taking in blood
samples, the technicians and nurses very incredibly rough with a very foul attitude. Even the doctor who
attended me for my bone examination lacked punctuality, keeping me waiting in the observation room for
over an hour. Once | was notified that my results had come in, | arrived promptly but was given another
person’s reports due to clerical issues.

I can understand that your institution gets a lot of patients every day, but this is not the way you treat
them. Lack of punctuality, courtesy and such negligence is not what one would expect from your clinic.
I hope that you look into the matter and make sure that my reports are given at the soonest.

Yours Sincerely,
Meera Kapoor

TEXT 25.

Alex Right
32, Green Street
Rochester, MN,
United States
March 13th, 2020

Hospital Management,
Mayo Clinic,

2nd Street Southwest,
Rochester, MN,
United States

Respected Sir,

This letter is also directed to higher Medical authorities. As you are well aware with the situation of
corona virus spreading, doctors are not treating patients in right way. | know as this virus has spread in our
country; patient rate has also driven higher. This does give a lot of burden on doctors’ shoulders.

Recently, | had to go to your hospital to check on my cousin who is affected by corona virus. There is no
obligation of rules by doctors. They don’t treat patients as their condition requires. I have seen doctors
moving onto next patient without prescribing all the medications or evaluating the patient condition.

This was a very heart-breaking scenario for me to witness as | do realize that our doctors are front line
warriors but it is important for them to give their attention and time to each patient and don’t rush to next
patient. It is my request to you to please check on the government hospitals.

Faithfully yours,
Alex Right
4. TecTroBbI€ 3aJaHUA

1. Read the text and complete the sentence below:

A: Hello, I am John Derry. | am from Internal Diseases Department.

B: Hello, Dr Derry. I am Anna Chekhova. I’ve just arrived from Russia.

A: How are you? Nice to meet you, Dr Chekhova Welcome to the Conference.
B: How are you? Nice to meet you too.

38



A: How was the flight?

B: A little tiresome, but | am very glad to be here in London.

A: Good. Where are you staying?

B: I am at the Regency Hotel.

A: Very nice. Let’s go to the Conference Hall.

The text above is a part of a small dialogue that shows the example of people.
talk, meeting

2. Read the text and complete the sentence below:

I would appreciate if you could send me some information about your products including prices, colours, availability,
delivery, and discounts.

The text above is a part of an letter that people write to get information before writing the

letter.

enquiry, order

3. Read the text and complete the sentence below:

12.00-12.20 M. Pfeffer (Boston, USA)Drug trials: where do we go from here?

12.20-12.40 Discussion and conclusion

12.40-13.30 Lunch

The text above is a part of a program that people usually get with the letter.
conference, invitation

4. Read the text and complete the sentence below:

3. Education: London University 2012 — 2017

Work experience:  Williams & Sons 2017 — present ~ Moscow, Russia

Financial analyst ~ Preparing business plans, Planning investment activities and budget,
Analyzing data sets collected through all the departments.

The text above is a part of that is attached to the letter.

CV, application

5. Read the text and complete the sentence below:

SESSION 1 Atherosclerosis, Inflammation and Plaque Vulnerability
Chairmen: P. Libby (Boston, USA), P.G. Camici (Milan, IT)
09.30-09.50 G. Hansson (Stockholm, SE)

Immunity in atherosclerosis - can vaccination be a therapy?

The text above is a part of program.

conference

6. Read the text and complete the sentence below:

The opportunity presented in this listing is very interesting, and | believe that my strong technical experience and
education will make me a very competitive candidate for this position.

The text above is a part of letter.

application

7. Read the text and complete the sentence below:

When | attempted to return the smartphone to the store, the cashier said that the store was unable to replace it or offer
me a refund but advised me that it could be sent away for repair.

The text above is a part of a letter of

complaint

8. Read the text and complete the sentence below:

I would appreciate if you could send me some information about your products including prices, colours, availability,
delivery, and discounts.

The text above is a part of letter.
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inquiry

9. Read the text and complete the sentence below:

All accepted papers will be published in International Conference Proceedings Series by ACM, indexed by Ei
Compendex and Scopus.

The text above is a part of for papers.

call

10. Read the text and complete the sentence below:
12.00-12.20 M. Pfeffer (Boston, USA)

Drug trials: where do we go from here?

12.20-12.40 Discussion and conclusion

12.40-13.30 Lunch

The text above is a part of program.
conference

11. Read the text and complete the sentence below:

We have prepared a list of the items that we are interested in. We agree for part shipment and we would like half the
guantity to be delivered in three to four weeks.

The text above is a part of letter.

order

12. Read the text and complete the sentence below:

Thank you for your time and consideration. | look forward to speaking with you about this employment
opportunity.

The text above is a part of letter.

application

13. Read the text and complete the sentence below:
Work experience

Williams & Sons, 2012—present, Moscow, Russia
Financial analyst

Preparing business plans

Planning investment activities and budget

Analyzing data sets collected through all the departments.
The text above is a part of

Ccv

14. Read the text and complete the sentence below:

Accepted and registered papers can be published in Asian J Pharm Clin Res (AJPCR, Print ISSN- 0974-2441, Online
ISSN- 2455-3891) indexed by SCOPUS, Elsevier, EBSCO, EMBASE, SCI mago (SJR) and so on.

The text above is a part of for papers.

call

15. Read the text and complete the sentence below:

With a BS degree in Computer Programming, | have a full understanding of the full lifecycle of a software
development project. | also have experience in learning and excelling at new technologies as needed.

The text above is a part of letter.

application

16. Read the text and complete the sentence below:

As | stated in my telephone call, | feel that we are due a full refund for this hotel stay as it failed to meet the description
in the brochure, and it ruined our holiday.

The text above is a part of letter of

complaint
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17. Read the text and complete the sentence below:

Duties included: using spreadsheets to sort and chart financial information assisting PA with routine admin tasks
The text above is a partof .

CcVv

18. Read the text and complete the sentence below:

Duties included: using spreadsheets to sort and chart financial information assisting PA with routine admin tasks
The text above is a part of

Ccv

19. Read the text and complete the sentence below:

This is to remind the division that, starting today, we are now filing all Testing Procedure Specification (TPS) reports
with new cover sheets.

The text above is a part of

memo

20. Read the text and complete the sentence below:

I'm writing to express my interest in the Web Content Manager position listed on Monteriel.com.
The text above is a part of letter.

application

21. Read the text and complete the sentence below:

Please ship the following items from your sales catalogue dated January, 31, 2018.
The text above is a part of letter.

order

22. Read the text and complete the sentence below:

A well-organized and outgoing Business Economics student graduating in June 2007 with good communication and
analytical skills, looking to develop a career as an economist within an international business environment.

The text above is a part of

CcVv

23. Read the text and complete the sentence below:

When | attempted to return the smartphone to the store, the cashier said that the store was unable to replace it or offer
me a refund but advised me that it could be sent away for repair.

The text above is a part of letter of

complaint

24. Read the text and complete the sentence below:
Participants will find opportunities for presenting new research, exchanging information, and discussing current

issues. Research papers are related to all areas of Alternative Health, Cardiology, Dermatology, Food Safety,
Infectious diseases, Medical ethics, Medicine and Medical Science, Public Health and Surgery (but are not limited
to).

The text above is a part of a for papers.

call

25. Read the text and complete the sentence below:

SESSION 1 Atherosclerosis, Inflammation and Plaque Vulnerability
Chairmen: P. Libby (Boston, USA), P.G. Camici (Milan, IT)
09.30-09.50 G. Hansson (Stockholm, SE)

Immunity in atherosclerosis - can vaccination be a therapy?

The text above is a part of program.

conference
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26. With a BS degree in Computer Programming, | have a full understanding of the full lifecycle of a software
development project. | also have experience in learning and excelling at new technologies as needed.

The text above is a part of
a) memo

b) application letter

c) letter of complaint

d) letter of thanks

e) order letter

b)

27. If you would like to join us please complete the enclosed registration form and return it to me before 30 August
with your fee of £50 per person.

The text above is a part of
a) inquiry letter

b) application letter

c) letter of complaint

d) invitation letter

e) CV

d)

28. As | stated in my telephone call, | feel that we are due a full refund for this hotel stay as it failed to meet the
description in the brochure, and it ruined our holiday.

The text above is a part of
a) letter of complaint

b) inquiry letter

c) application letter

d) invitation letter

e) order letter

a)

29. Duties included:
using spreadsheets to sort and chart financial information

assisting PA with routine admin tasks

The text above is a part of
a) memo

b) application letter

c) letter of complaint

d) invitation letter

e) CV

e)

30. This is to remind the division that, starting today, we are now filing all Testing Procedure Specification (TPS)
reports with new cover sheets.

The text above is a part of
a) contract
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b) application letter

c) telephone conversation
d) memo

e) letter of complaint

d)

ITIPUMEPBI
YK-4
BceraBbTe NMponymeHHbIEC CJI0BA

Read the text and complete the sentence below:

This is to remind the division that, starting today, we are now filing all Testing Procedure Specification (TPS) reports
with new cover sheets.

The text above is a part of

memo

OtBeT: The text above is a part of memo.

Read the text and complete the sentence below:

When | attempted to return the smartphone to the store, the cashier said that the store was unable to replace it or offer
me a refund but advised me that it could be sent away for repair.

The text above is a part of letter of

complaint

OtBet: The text above is a part of letter of complaint.

BOl'lpOCI)I Ha BLIﬁOp OHOI'0 WJIX HECKOJILKHUX ITPABUJIBHBLIX OTBETOB

As | stated in my telephone call, | feel that we are due a full refund for this hotel stay as it failed to meet the description
in the brochure, and it ruined our holiday.

The text above is a part of
a) letter of complaint

b) inquiry letter

c) application letter

d) invitation letter

e) order letter

a)

OtBer: a) letter of complaint

This is to remind the division that, starting today, we are now filing all Testing Procedure Specification (TPS)
reports with new cover sheets.

The text above is a part of
a) contract

b) application letter

c) telephone conversation
d) memo

e) letter of complaint
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d)

Otsert: d) memo
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