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1. ITacopT padou4eii mporpaMMsbl Y4eOHOM AMCHMIIIMHBI

«HHOCTpaHHBIH A3BIK»

1.1. Ob6aacTh npuMeHeHus padoyeil MporpaMmbl

[Tporpamma y4eOHOM AMCUUIUIMHBI SBJISETCS YaCThIO OCHOBHOM MPO(GECCHOHATBLHOM
obpazoBarenbHO nporpammsel B cooTBeTcTBHH ¢ PI'OC mo crenmansaoctr 46.02.01
"lokyMeHTalHOHHOe o0ecrieyeHre YIIPpaBJIeHHUs U apXuBoOBeleHue"

YI'C 46.00.00 «McTopusi 1 apXeoJIorus»

1.2. MecTo y4eOHOI TMCHUIIIMHBI B CTPYKTYpe OCHOBHOI NpodeccuoHaIbHOI
o0pa3oBaTe/IbHON NPOrPaMMBbI:

OI'CD.03 «MHOCTpaHHBIH A3bIK» OTHOCUTCS K 00IeMYy I'YMaHUTAPHOMY U

CONHUAIIBHO-3KOHOMHUYCCKOMY IUKITY.

1.3. Hean u 3aga4n y4eOHOH JUCHUILVIMHBI — TPeOOBAHUS K pe3yJIbTaTaM OCBOeHHs Y4eOHOi
AUCHUIIMHBI:

B pe3ynbrate ocBoeHUs yueOHOM IUCHMILIMHBI 00yYaroLuiics JOKEH yMeTh:

- 001maTkes (YCTHO ¥ MUCbMEHHO) Ha HHOCTPAHHOM $I3bIKe Ha MPO(eCcCHOHANbHbIE U TTOBCEIHEBHBIE
TEMBI;

- IEPEBOJUTH (CO CIO0BapeM) MHOCTPAHHBIE TEKCTHI MPOPECCHOHATbHON HAPaBIEHHOCTH;

- CaMOCTOSITENBHO COBEPIIEHCTBOBATh YCTHYIO M IMCHbMEHHYIO pPEUb, ONOJHATE CIIOBAPHBIN 3am1ac.
B pe3ynbrate ocBoeHUs yueOHON AUCHUILINHBI 00Y4aIOLIUICs OKEH 3HATh:

- nexcudeckuii (1200 — 1400 nekcuyeckux eIMHUL]) U TpaMMaTHYE€CKU MUHUMYM, HE0OXOIUMBIH
JUISL YTEHUS U IIepeBojia (CO CI0OBapeM) HHOCTPAHHBIX TEKCTOB PO(ecCHOHaIbHOM

HAITpaBJICHHOCTHU.

Pabouas nporpamma HampaiieHa Ha (popMupoBaHUE OOITUX U MPOPECCUOHATBHBIX KOMITETEHIIUN:
OK 1. [ToHumaTh CyIIHOCTh U COIIMANIbHYIO 3HAUMMOCTh CBOEH Oyayuieil mpodeccuu, mposBIsATh K
HEl yCTOWYUBBIN UHTEpEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JAEATEIbHOCTb, BRIOUPATh TUIIOBBIE METO/IBI U CITOCOOBI
BBITNIOJTHEHUSI TPOPECCUOHANBHBIX 3a/1a4, OLIEHUBATh UX dPPEKTUBHOCTh U KAYECTBO.

OK 3. [IpyHuMaTh pemeHys B CTaHAAPTHBIX U HECTaHJAPTHBIX CUTYALMSAX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. Ocy1iecTBiATh OUCK U MCIIOIB30BaHUE HHPOPMALIUU, HEOOXOAUMOM U1 AP PEKTHBHOTO
BBITNIOJHEHUSI MPOPECCUOHANBHBIX 3a/1a4, MPO(ecCHOHATBHOTO U TMYHOCTHOTO PA3BUTHSI.

OK 5. Ucnonb3oBath HHHOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B MPO(eccroHalIbHON

JACATCIIbHOCTH.



OK 6. PaGoTath B KOJUIEKTHBE U KOMaH/Ie, 3P (HEKTHBHO OOIIATHCS C KOJUIETaMH, pYKOBOJICTBOM,
NOTPEOUTENIMHU.

OK 7. bpatb Ha cebs OTBETCTBEHHOCTb 3a pabOTy WIEHOB KOMaH bl (IIOJYNHEHHBIX ), Pe3yIbTaT
BBINOJIHEHUS 3a/laHUH.

OK 8. CamocToATeNBHO ONPEAETATh 3a/1aui IPOPEeCCHOHATBHOIO U JMYHOCTHOIO Pa3BUTHS,
3aHUMAaThCS caMO00pa30BaHUEM, OCO3HAHHO TNIAHMPOBATH MOBHIIICHHE KBATHU(HUKAIIHH.

OK 9. OpueHTHpOBATHCS B YCIOBHUAX YACTOH CMEHBI TEXHOJIOTHHA B PO ECCHOHATBHON

JACATCIIbHOCTH

1.4. Kosin4ecTBO 4aCOB HA OCBOEHHE NMPOrpamMMbl Y4eOHOMH TUCHHUIJIMHBI:
MaxkcumansHoi yueOHOU Harpy3ku oOydatomerocs 181 gac B Tom unce:
O06s3arenbHON ayIMTOpHOM yueOHOM Harpy3ku oOydvaromerocst 18 yacos;

CamocTtosarenbHOU paboThl o0yuaromierocs 163 yaca.



2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0bem y4eOHOM TUCHUIIIMHBI H BU/IbI Y4eOHOH padoThl

Bun yuyeO6Hoii padoThl

Oovem uacos

MakcuMmanbHasi yueOHasi HArpy3ka (Bcero) 181
Oo0s13aTeIbHAN ayAUTOPHAA yYeOHAsl HAarpy3Ka (Bcero) 18
B TOM YHCJIC:
0030pHBIC YCTHBIC 3aHSATHUS 8
PAKTUYECKUE 3aHITHUS 10
KOHTPOJIBHBIE paOOTHI -
KypcoBasi paboTa (IIpOeKT) -
CamocTosiTeJibHasi padoTa 00y4Jaromerocsi (Bcero) 163

B TOM 4HUCIJIC.

BHeay/JIUTOPHAsi CAMOCTONATe/ILHAs padoTa:
paboTa co CJIOBapHOM TETPAbIO
IEPEBOJ] TEKCTOB
BBITIOJIHEHUE YIIPAKHEHUM
MOJITOTOBKA COOOIICHUI
MOJITOTOBKA TBOPUYECKHX 3aJIaHUMN

[TpomexxyTouHas arrecranus B popme quddepeHInpoBaHHOTO 3a4eTa




Temarndeckuii mian u cogepkanne yaeonoi qucrummirnabl OI'CD 03 «MHOCTpaHHbIH S3bIK (AHIIMHACKHIA) JUTS CIIEUATbHOCTH

O0bem | YpoBeHb

HauMeHOBaHMe PA3/IeIOB M TeM Copaep:xanne yueGHOro MaTepuaja, 1a60paTopHble pa0OTHI H NPAKTHYECKHE 3aHATHS, CAMOCTOSATeJIbHAsSI paboTa 00y4aoLINXCs
4acoB | OCBOEHHUS

1 2 3 4
Paznea 1. Jliogu u :Ku3Hb 47
Tema 1.1. Mosi 6yaymas Coxep:kanue y4eOHOro MaTepuaja 1
npodeccus 1. ‘ Tekct o Teme «My future profession» u GJIOK TPEHUPOBOYHBIX MPETOKESHHIM. 2
IIpakTHYeckue 3aHATHS 1

Pabora c rekcramu «My future profession», «My working day». {nanoru mo reme «IIpodeccnny, «Baxxnocts Oymyriei
npodeccum». ['paMmmaTideckne ynpaxuaeHus mo teme Present Simple, Present Perfect ykasarensHble MecTOMMEHHS,
npaBuia ynorpeosueHus aptukid. OTpadoTka puTMHUYECKOTO YTEHUS TUaJIOTOB, 3ayYMBaHHe UX HAU3YCTh, pA3BUTHE
HaBBIKOB OETJIOro YTCHHUS ¥ NIEPEeBO/ia MO JAHHOW TeMe, TPEHUPOBOYHBIC YIIPAXKHEHUS HA TIEPEBOJ] PEUCBBIX CTPYKTYP C
«IIpodeccum.

CamocTosiTeibHasi pad0oTa 00y4arouxcs 20
[MoaroroButs npesentanun «My future profession», [loBropeHne Tem: apTUKIN 1 TPpaBUiIa UX HCIIOIb30BAHUS,
yKazaTelabHOe MecToMMeHue. [10roToBUTh cooOIeHre Ha TeMbl: «Most Oyayias npodeccus»

Tema 1.2. Pa6ounii nens | Coaep:kanue yueOHOro MmaTepuasa 1
1. | Jlekcudeckue eMHUIIBI TT0 TeMe « Mol pabouuil 1eHbY. 2
I[IpakTHYeCcKHe 3aHATHS 1

OtpaboTka puTMa YTCHHUS U 3ayYMBaHHE HAU3YCTh PUPMOBOK U CTHXOB, TPEHUPOBKA TeMBI «Bpemsi» Ha 6a3ze MUHHU JTuasora,
TPEHUPOBOYHBIC YIPAKHEHUS HA YIOTPeOJICHHEe KOCBEHHOW peyH, pa3BUTHE HABBIKOB UTEHHSI BCIIYX M TOBOPEHHS Ha Oase
TEKCTa, 00CyXIeHue TeMbl «PeOeHOK». AyTupoBaHue U rOBOpeHue 1o TeMe «I1oBCeHEBHAS HKU3HDY

CamocTosiTe1bHAasg patoTa 00y4alomuxcs 23
HapucoBats 11as 1 onucars CBOX KBAPTUPY, MMCbMEHHBIN NIEpeBO TeKcTa «I[oKyIKa 10Ma» U yIPa)KHEHHUS 110 TEKCTY.

Pasnen 2. Jlvoau u paGora 56
Tema 2.1 Iloucknu Coaepsxanue y4e0HOro MaTepuaJia 2
paboTbI 1. | Jlekcnueckue equauisl (JIE) nist moBceaneBHOTO 00meHus o teme: «OnucaHue ceMby U apysein». PudmoBku n 2
MUHHU - AUAJIOTH 110 TEME.
IIpakTH4yeckoe 3aHATHE 2

UYreHne U epeBoI TEKCTa «Y CTPOICTBO Ha paboTy».
BrimonHeHue nekcnveckux ynpaxHeHui no teme. Pestome. Konrponbhas padora «Ilouck paboTei».

CamocTrosiTeqibHasi pad0oTa 00y4arOIMXCs 20
Huaror B mape «YcTpoiicTBO Ha paboTy».

Tema 2.2. /lesioBoe Conep:xanue yueOHOro MaTepuasa 1

IMCbMO 1. | [Tucemo- sxanoba. ITncemo-3ampoc. Ilncemo — otkas. [lucemo-npurnamenwne. I1ncemo- 3axas. 2
IIpakTHYecKHue 3aHATHSA 1

UteHre 00bsABICHHI 110 YCTpOﬁCTBy Ha pa60Ty, COCTAaBJICHUEC NUAJIOTOB B Iape. OCOOEHHOCTH COCTABIICHUS PE3OMC Ha




AHTJIMHCKOM SI3bIKE, COCTABIICHHE CBOETO pe3toMe. KoHTponbHast paboTa 1o teme: «JleoBoe MIChMOy.

CamocTrosiTesibHas1 padoTa 00y4yalomuxcs

«OtBeuaem Ha chbMay». CocTaBisieM MUChMa - OTBET Ha Mpock0y. Ilicemo — xanmoba. [InceMo - mpurnamiexnue.
[TuceMmo-3aKas.

30

Pazpnen 3. B oduce u B KOMAaHIMPOBKE.

78

Tema 3.1. B oduce.
PaGouee mecTo

Copep:xanue y4e0HOro MaTepuaJia

1. LHeKcnquKHe eauHUITEI 110 Teme: «B oduce, pabora ¢ IroaBMuUY.

IIpakTHyeckune 3aHATUHA

CoumanbHasi 00ecrIe4eHHOCTh TPaX1aH CTPaHbl 3y4aeMoro s3bika. OcMotp hupmbl. Buast gacTHOTO
npeanpuHuMaTenscTBa. CocraBienue quanoros o teme. Pabora Hag rekcroM. Urenue u nepeBos. ConpanbHast
00€CTIeYeHHOCTh TPAXKAAH CTPAHbI N3y4aeMoro si3bika. OcMOTp GupMbl. BHbl 4acTHOTO MpenpruHIMATENbCTBA.
Cocrasnenue nuanoros 1o teme. [Ipoext «IIpe3enranus cBoero pabodyero Mmecray.

CamocTosiTesibHAsA padoTa 00y4aromuxcs

Huanor B nape «Pabota B opuce. OcobeHHOCTH pabOTHI C KIIMEHTAMH U IOKYMEHTAMI.

20

Tema 3.2. O0s13aHHOCTH
AeJIONPOU3BOANTEIIS.

Conepxanue yueOHOro MaTepuaJsia

1. I.HGKCI/I‘IGCKI/Iﬁ maTepuan. O0s13aHHOCTH U MpaBa pabOTHUKA.

HpaKaneCRue 3aHATHSA

VYnpaxuenus. Texctol. O043aHHOCTH U IIpaBa pabOTHHUKA. UTeHne u nepeBo TeKCTOB. OTBETHI HA BOIIPOCHI 10 TEME
«[Ipobnemsl Ha paboTte». KonTponpHast pabora «O0si3aHHOCTIY.

CamocTosiTe/ibHAsA padoTa 00y4aomuxcs
ITpoexT « [Ipobiembl B paboTe 1 criocOObI UX pa3pelIeHUs

30

Tema 3.3.
Komannnposkm.

Conep:xxanue yueOHOro MaTepuaJjia
1. P'IeKcnqecm/Ie eauHuLEBl. ['pamMmaTHUeCKuil MaTepurall.

IIpakTH4yeckue 3aHATHS
Tekctol «Komannuposka». «Pa3menienue B orene» Urenue, [lepeBon. OTBeTh Ha BOpock 1o TekcTy. CocraBiieHne
wiaHa. Tect «byaymas npodeccusy».

CaMocTosiTe/IbHAsA padoTa 00y4yaomuxcs

[Ipoext «Opranusanst 1€10BOM KOMaHIUPOBKI»

20

[IpomexyTouHas aTTectanus: 1uddepeHpoBaHHbINA 3a4eT

Bcero:

181

J1sl XapaKTepUCTUKN YPOBHSI OCBOEHHUs y4eOHOr0 MaTepualla UCIOJIb3YOTCS CIeyole 0003HaueHUs:

1. — o3HaKOMUTENBHBIN (y3HaBaHUE paHee U3YUYEHHBIX 0OBEKTOB, CBOWCTB);

2. — peNpOAYKTUBHBIN (BBITIOJTHEHUE NIEATEILHOCTH 110 00pa3Ily, HHCTPYKIIUHU HIIH ITOJT PYKOBOJCTBOM)

3. — IPOAYKTHBHBIH (IUTAHUPOBAHHE U CAMOCTOSITEIHHOE BBHITIOJIHEHUE IEATEIHOCTH, pellIeHHe TPOOIEeMHBIX 3a/1a4)




3. YCJIOBUSA PEAJIU3AIIUU YYEBHOU JUCILUILIUHBI

3.1. TpeGoBaHus K MUHUMAJIbHOMY MaTe€PHAJIbHO-TEXHHYECKOMY 00ecredeHn o
Peanuzanust yaeOHON TUCIUIUIMHBI OCYIIECTBISECTCS B YYEOHOM KaOWHETE aHTJIUUCKOTO
S3BIKA.

O6opynoBanne yueOHOTO KaOWHETA:

-paboune MecTa Mo KOJIMYECTBY O0YUaOIINXCS;

-pabodee MeCTO MpenoJaBaTes;

-KOMIUIEKT Y4eOHO-METOANYECKOMN IOKYMEHTAlIUU;

-nporpammuoe odecriedenre (MS Office, KoncynpranT ITinroc, lokaabHas KOMIIbIOTEPHAs
ceTb, UHTEpHET);

-KJIacCHas 1I0CKa.

Texnuueckue cpeacTra 00ydeHUsI:
- KOMITBIOTEP C JIUIIEH3UOHHBIM TIPOTPAMMHBIM 00CCTICUCHHEM;
- cpelicTBa MyJIbTUME A (ITPOCKTOP, IKPaH).

3.2. UndopMaumoHHoe odecneyeHue 00yueHust
Ilepeyennb PeKOMEHAyeMbIX yueOHBIX U3aHMH, HNurepHer-pecypcos,
JAOIOJIHUTEJIbHOM JIMTePaTyphbl

OCHOBHBIC HCTOYHHUKH:

1. l'ony6es A.IL., briok H.B., CmupnoBa W.b. - AHruiickuii s3bIK: y4eOHUK TS
CTYJICHTOB CpeaHEro MpodecCHOHAIBbHOTO oOpa3oBanus. —M.: «Akagemus», 2017.
2. KonecaukoBa H.H., Jlanunosa I'.B., JleBsatkuna JI.H. — AHTIMIUCKUIN A3bIK 15
MeHen-xepoB = English for managers yueOHUK 17151 CTYZIEHTOB CPETHETO
npodecCHOHaIBHOTO 00-pazoBaHus. —M.: «Akagemus», 2016

3. JIaBpuk I'.B. — Planet of English Social & Financial Service Practice Book =
Anrnuii-ckuit s3bIK. [IpakTukym nms npodeccuil u cnenraibHOCTEN
coraabHO-3KoHOMUYeckoro npoduiia CI1O: yue6Hoe nocodue. — M.: «Akanemusi», 2018
JlonoJIHUTEIbHbIE HCTOYHUKH

1. Marisella Toselly, Anna Maria Millan - English for Secretaries and Administrative
Per-sonnel Students Book. — McGrow-Hill., 2014

2. Marisella Toselly, Anna Maria Millan - English for Secretaries and Administrative
Per-sonnel Workbook. — McGrow-Hill., 2014

HNuTepHeT-pecypcesl

- Kuauru. http://medigo.ru - Ommbku, KOTOpbie MBI JIeJ1aeM B aHTI. S3.
http://www.wsu.edu/~brians/errors/errors.html

-Microsoft bubnnoTreka aHTTHHCKUX KHUT
http://search.live.com/results.aspx?q=&scope=books - ITpecca http://inopressa.ru/ 18
- CKOpOroBOpKH Ha aHTJIUICKOM ... http://www.amalgama-lab.com/tongue.htm

- Anrnuiickuii B onnaiiH http://eteacherenglish.

HNuTepHeT-pecypesbl:

http://school-speaki.ru/site.php?1d=2532&sid=2229



4. KOHTPO.Ib U OIIEHKA PE3YJIbTATOB OCBOEHUS YUYEBHON

JTUCLHUTIJIMHBI

KonTpoab ¥ oumeHka pe3ysbTaToB OCBOEHUS Y4EOHOM AUCHUIUIMHBI OCYIIECTBISETCS
mpenojaBaTesieM B MPOLIECCE IMPOBEICHUS MPAKTUYECKUX 3aHIATHUA M Ja00paTOpPHBIX
paboT, TECTUPOBAHUS, a TAKKE BBHITOJIHEHUS 00yUJaIONUMUCS MHIUBUYaJIbHBIX 33IaHUH,

MIPOEKTOB, UCCIICOBAHUM.

Pe3yabTarnl 00yyeHus
(0CBOECHHBbIE YMEHUS1, YCBOCHHbIE 3HAHUS)

@opMbI U MeTOAbI KOHTPOJISI M OLIEHKHU
pe3yJabTaToB 00y4eHHusI

YMETh:
- obmarbces (YCTHO M MUCBbMEHHO) Ha
MHOCTPAaHHOM SI3bIKE Ha MPO(ECCHOHANBHBIE U
MTOBCE/IHEBHBIE TEMBI,

- IEPEBOJIUTH (CO CIIOBApEM) HHOCTPAHHbIE
TEKCThI MPOPECCUOHANIBHON HAPaBICHHOCTH,

- CAMOCTOSITEIEHO COBEPIICHCTBOBATH YCTHYIO
MUCEMEHHYIO P€Ub, MOMOIHITH CIOBAPHBIHA
3armnac;

3HAThb:

- nekcuaeckuit (1200 - 1400 nexcuueckux
€/IMHUIT) ¥ TPAMMATUYCCKUH MUHHMYM,
HEO0OXOIUMBII JUI YTeHUS U TiepeBoja (Co
CJIOBapEM) HHOCTPAHHBIX TEKCTOB
npoeccCHoHaNBFHOM HAMIPaBIEHHOCTH

Oyenka pe3yibmama 8blNOJHEeHUs
NPaKmMu4ecKux 3a0aHuti

Tecmuposanue

Oyenxka pe3ynrbmama 6bINOJIHEHUS
NPAKMUYECKUX 3a0aHUtl
Hughgepenyuposannviii 3auem
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