1. Kon v HauMeHOBaHHMe TUCHUILINHBI (MOTYJIs)

b.1.b.13 [lenoBoi HHOCTpAaHHBIHN S3BIK

2.Mecto qucuuminnbl B ctpykrype OOII marucrparypsbl

OtHocutca k ©6Oaszosoii vactu OOIl, sBiageTcd HDUCHMIIMHOM, 00S3aTelbHOM A
u3yueHus. basupyercs Ha Kypcax, YMTaeMbIX Ha ypoBHE OakanaBpuara: VHOCTpaHHBIN SI3BIK
(armmmiickuit), JlemoBoe u akaieMHUYEeCKOE MMChMO Ha aHTIIMHCKOM SI3BIKE.

3. T'oa/roabl u cemecTp/ceMecTpbl 00yUeHHs.

2016/2017 yuebnsiii rox, 1 cemectp (1 kypc), 3 cemectp (2 Kypc)

4. BxonHble TpeOOBaHUSA JIS OCBOCHUSI TMCHMILIMHBI (MOAYJIfA), MpeABapPUTeEJbHbIE
yCJ10BUA (€CJIM eCTh).

OOyuaromuecs: JOHKHBI BJIaJIeTh HaBbIKaMU MMMCbMEHHOM M YCTHOW peun Ha aHIJIMHCKOM
A3bIKE, 3HATh TPAMMAaTUYECKOe, CHHTAKCUYECKOe, IEKCUYECKOe CTPOCHUE aHIIIMHCKOTO SI3bIKa Ha
yposre He Hiwke Intermediate («B1», cormtacuo OOmieeBponeickoll CUCTEMe YPOBHEH BiiaIcHHSI
MHOCTpPaHHBIM s13bIKOM). OOyuaromiuecs: JOKHBI YMETh YHUTaTh U MEPEBOAUTH TEKCTHI OOIIETO
COZIep)KaHUs, a TAKXKE TEKCTHI MO MPOo(ecCHOHaTbHON TEMaTHKe, aHAJHU3UPOBAThH MOTYYCHHYIO
uH(pOpPMAIUIO, TPUHUMATh y4acTHE B 00CYKJIEHUHU Pa3IMYHBIX BOIPOCOB Ha 00IIKe, OBITOBBIC U
HEKOTOpbIe MPO(eCcCHOHANBHBIE TEMBI; BIAJeTh HAaBBIKAMH NHCHBMEHHOW W YCTHOHW pe4Hd Ha
AQHIVIMIICKOM $SI3bIKE; HABBIKAMH YCTHOTO BBICTYIUICHHS HA AQHIVIMHCKOM SI3bIKE 1O 3a/JaHHOM
MpEenojaBaTesieM WIM BbIOpaHHON caMocTosTeNibHO Teme. OOydarommuecs: JOJKHBI 001anaTh
HaBbIKAMHM PabOThl CO CIPABOYHON JHUTEpPaTypoll M CIIOBapsMH, MOMCKa HHPOpMAlUH B
JUTEPAType U CETH UHTEPHET.

5. O61mas Tpy10eMKOCTh JUCHHUIIJIMHBI (MOXYJIs1)

3 3ayerHble enuHuUIBl, 108 wyacoB, W3 KOTOpbIX 36 4YacoB — KOHTakTHas padora
oOyyarolerocs ¢ npenoaasareneM (IpakTHYeCKHe 3aHATHs ), 72 yaca — caMOCTOsITeNIbHas paboTa
00y4aromierocs.

6. ®opmat o0yueHust

JlucumiuHa npeanonaraeT Kak KOHTaKTHYIO paboTy CO CTyA€HTaMu (B ayIUTOPHSIX ), TaK
U CaMOCTOSITENIbHYIO paboTy CTYAEHTOB IO NEpPEBOAY TEKCTOB, MOJATOTOBKE MNpEe3eHTalMid U
BBICTYIUIEHUH, HaNHCAaHMIO TEKCTOB MO MNpOo(ecCHOHANIbHOW TEMaTHWKe; COCTABICHUIO
JIOKYMEHTOB Ha aHIJINHCKOM SI3BIKE.

7.11i1anupyemMble pe3yabTaTbl 00yUYeHHUs M0 TUCHUILINHE (MO1YJI0), COOTHECEHHbIE C
IVIAHUPYEMBIMH Pe3yJIbTATAMHU OCBOCHUS 00pa30BaTeIbHOM POrpPaMMBbI

®DopmMupyeMble KOMIIETCHIMH Ilnanupyemblie pe3yabrarbl 00y4eHHs IO
(k00  Komnemenyuu, ypoeéenv (man) | TUCHUIJINHE (MOTYJIIO)

0C80€CHU)

[oroBHOCTh K KOoMMyHHKaiuu B yctHoi u | 3(OIIK-1) — | 3nare 0a30Byl JEKCHKY
NUChbMEHHOW  ¢dopmMax Ha  PYCCKOM M | aHIIMMCKOTrO si3plka U MpodecCHOHAIbHYIO
MHOCTPAaHHOM SI3bIKax [UIsl pEUIeHMs 3ajad | JEKCHKY B coepe yIIpaBJICHUS
npodeccronansHoi Aestenbaoct (OIK-1) | nokymeHTaIuei; Tpaguu JE€IIOBOTO
| ypoBeHb OOIIeHNs] B AHIVIOSA3BIYHBIX CTPaHaxX; BHJIBI




JIEITOBBIX MTUCEM U TIPAaBUIIa UX COCTABJICHUSI.
¥ (OIK-1) —I YMeTs rpaMOTHO M KOPPEKTHO
BECTH JICJIOBYIO TIEPEIUCKY U IEPErOBOPBI;
NPEACTaBIATh pe3yNbTaThl CBOETO
ucciaenoBanms/ npodeccuoHaIbHOM
JESITEIIBHOCTH B MMMCbMEHHOM M YCTHOM BHJIE
(mpe3eHTAaIus, CTaThs).

CnocoGHOCTh CBOOOJTHO nosib3oBarbes | 3(OIK-4) —1 3Harte OCHOBHBIE IpaBUIIa H
PYCCKMM ¥ HWHOCTPAaHHBIM SI3BIKAMH, KaK | PUEMBI BBICTpauBaHUs TPO(HeCcCHOHAIBHO-
cpeactBoM aenoBoro oomenus (OIK-4) JIETIOBOM  KOMMYHHMKAIIMM B Pa3JIM4YHBIX
| ypoBeHb KOHTEKCTax; PUHIUTIBI MOCTPOCHUS
HAy4HOTO U MNPO(PECCHOHATBLHOTO TEKCTa,
MPUEMBl W CIIOCOOBI apryMEHTAIMH; 3HATh
rpaMMaTH4YecKHe, JIEKCUYECKHe u
(oHeTHUECKHE HOPMBI PEUH.

Y (OIIK-4) — 1 VYmerp: ydacTBOBarh B
JTUCKyccHsx, Oecenax Ha nmpodeccrHoHaIbHbIC
U oO0IMe TeMbl, YBEPEHHO HCIIOJIb3Ys
rpaMMaTUYeCcKue u JIEKCUYECKHUE
KOHCTPYKIIMHM, COOTBETCTBYIOIIME CHUTYaI[UU
OOLIEHMS; COCTABIATh PE3IOME.

B (OIIK-4) - 1 Bnagers: HaBBIKaMH
BOCIIPUSITHS YCTHBIX U MUCHbMEHHBIX TEKCTOB
pa3IMyYHBIX CTWJEH peun B  Ipolecce
JIeOBOro  OOIIEHMs, AaKTHUBHO  BJIAAETh
HABBIKOM YCTHOM W TNHCBMEHHOH peuyd Ha
AHIJIMMCKOM  A3BIKE C YYETOM JEJIOBOIO
ATHKETa B PA3IUYHBIX CPepax U CHUTyaLUIX
001IeHMSI.

8. Copepxanue IMCOMIIMHBI (MOAYJISI) H CTPYKTYpPa Y4eOHBIX BUAOB JeSITeIbHOCTH

KonraktH
ast pabora | CamocTo
Bcero (uac.) ATeNbHAS
HanmeHoBaHue pa3ienoB U TeM
(uac.) [Ipaktnye | pabora
CKHeE (dac.)
3aHSTUS
AHII0s3bIYHBIE TIPOECCHOHANIBHBIE COO0IIECTBA U 6 9 4
HepUOJINKa
CocraBiieHHEe pe3romMe 18 6 12
Benenue teneOHHBIX IEPETOBOPOB 12 4 8
JlenoBasi KOppeCOHICHIIUS 12 4 8
ONEKTPOHHBIM ATUKET 6 2 4
VYyacTie B MEXTyHapOIHBIX MPo(ecCHOHaTbHBIX U 12 4 8
HAyYHO-MCCIIEIOBATENILCKUX KOH(EPEHIINSIX
HedopmansHoe nenoBoe obmieHne 8 2 6
Hamnncanne HaydHO# CTaThu Ha QHTJIMIICKOM SI3BIKE 22 8 14
HccnenoBarenbekas M podeccHoHalbHasl ATHKA 12 4 8
Hroro 108 36 72




9. IlepevyeHb y4yeOHO-METOAMUYECKOT0 OOecHeYeHHsl HAJIsl CAMOCTOAATEJbHON PadoThI
00yYyarommXxcs Mo JUCHUILIAHE (MOAYJII0) U MeTOAMYEeCKHe YKA3aHUS JJI5 00y4ar0IIMXCcH 1o
OCBOEHUIO TN CHUILIMHBI (MOAYJII0).

OcBoeHuEe IUCIHUIUIMHBI «Jl€T0BOM aHMIIMHUCKUN SI3BIK» MpeaycMarpuBaeT 36 4YacoB
KOHTAKTHOH paboOThl TpenojaBareiss CO CTYyACHTAMH, MPOBOJUMONW B BHJE NPAKTUYECKUX
3aHATUA ¢ wucnoib3oBanueMm [IK ©u  MynbTUMEIMHHOTO MPOEKTOpa, MPOCTYIIUBAHUEM
ayluoMaTrepuasgoB, MPOCMOTPOM BHUICOMATEPUATIOB M BBIIOJHCHHUIO 33JaHUM 10 HUM;
MOJICJIUPOBAHUIO CUTyallUl TPO(EeCcCHOHATbHON KOMMYHUKAIUH.

CamocrosTenbHass paboTa CTYIEHTOB MOApPAa3yMEBaeT HaNHMcaHue aBTopedepaToB U
AHHOTAlM{ K Hay4HBIM CTaThSIM Ha aHIVIMIICKOM $f3BIKE; COCTaBJIEHHUE JTOKYMEHTOB (TIHCHMO,
pe3oMe); Cco3daHMe  OOydYalomMMHUCS MPEe3eHTAllMii 10 TeMaM CBOEH HaydHOH U
npoecCHOHAIIbHON JESITeNbHOCTH BBINOJIHEHUE MPAKTUYECKUX paboT MOJ PYKOBOACTBOM
npenojaBarelis (B BUAC KOHCYAbTAIIUN U METOJUYECKOM MMOMOIIH ), YTEHUE U MIEPEBO TEKCTOB 110
npodeccrnoHalIbHON TeMaTHKe; 0CBOEHUE MPO(heCcCHOHAIBHO OPUEHTUPOBAHHOM JIEKCHUKH.

B kadectBe Qopm TeKylled arTecTaly CTYACHTOB WCIOJB3YIOTCS: BBIOJIHCHUE
CTYJIEHTOM IIPAKTUYECKUX Pa0OT; 3aCIyIIMBAaHUE U OLIEHKA MPE3eHTALUN, TUCKYCCUH.

Bonpocsl 111 CaMOKOHTPOJISA:

1. [lepeunciuTe  OCHOBHBICE ~ OpraHU3aIlMM,  3aHUMAIOIIHMECS  pa3pabOTKOH
METOJOJIOTMYECKIMX KM HOPMATUBHBIX BOIMPOCOB B cdepe ympaBicHHs WHPOpMAIUEH U
nokymenTanueit B CIIA, BenukoOputanuu, ABCTpaInH.

2. [lepeuriciuTe OCHOBHBIC MPOQECCHOHATBHBIC COOOIIECTBA JOKYMEHTOBEIOB,
ApXUBUCTOB, VIPABISAIONIMX JOKyMEHTanuen 3a pybdexoM. OxapaKkTepuszylTte OCHOBHBIE
HaIpaBJICHUS UX JEATEIbHOCTH.

3. HazoBute ocHOBHBIE DyHKIIUU pe3tome?

4, [Tepeunciaure OCHOBHBIE BU/IbI AEIOBOM KOPPECIIOHICHIIUH.

5. [lepeurciuTe OCHOBHBIE (PYHKIIUU AETOBON KOPPECTIOHCHIIHH.

6. [lepeuncnuTe OCHOBHBIE YEPTHI U OCOOCHHOCTH O(UIIMAIBHO-/IEJIOBOTO CTHIISI B
AHIVIOA3BIYHBIX CTPAHAX.

1. Ilepeuncnure OCHOBHBIE IPABUJIA AIEKTPOHHOIO ATUKETA.

8. HaszoBure cTpyKTypHBIE JIEMEHTBHI HAYYHOM CTaTbhH.

. TunoBble KOHTPOJIbHBIE 33JaHUSI UJIH MHbIE MATEePHAJIbl, HEOOX0AUMBbIE /ISl

OLICHKH Pe3yJIbTaTOB 00y4eHHUs1, XapaKTepPU3yIIMX 3Tanbl GopMupoBaHus KOMIIeTeHIH I

3aoanuenepsoe(3, Y (OIIK-1), ¥, B (OIIK-4)):
Complete the question using proper verb forms.
1. Who!/ work for? Who do you work for?

2. Which part/ country / come from?

3. first time/ abroad?

4. what/ your field of interest?

5. How / enjoying/ the conference?

6. How/ get/ here?

7. Where/ staying?

8. often/ go/ international conferences?

3aoanuesmopoe(y (OIIK-1);3, Y (OIIK-4)):

Workinpairs. Read the quotation below and discuss the questions.

A man who cannot speak well will never make a career.

1. Do you agree with the quotation? Why/ why now?

2. Who does it seem relevant to? Do you think it is relevant to your professional field?

3aoanue mpemve (3 (OI1K-1); 3, V, B( OIIK-4))
Read and translate the text below. Underline the words that were unfamiliar for you
and compare your words with the ones your partner underlined. Try to guess their meaning




and explain them in your own words. Do you agree with author’s view on the importance of
records management for the company? Do you think that the place of records management
professionals in Russia is different from the one they take in Europe or in the United State of
America.

Why Records Management?

By Priscilla Emery

This article was retrieved from https://datasafestorage.wordpress.com/2011/05/23/why-
records-management

To some, managing records represents one of the most boring and onerous business
functions that anyone could possibly undertake within an organization. Of course, most people
don’t even understand what records management is -- making it easy to malign an activity that is
S0 misunderstood.

Indeed records management crosses numerous disciplines. Did you know...

. That categorization and indexing are two elements that are critical to the success
of a records management program? Sounds a little like knowledge management.

. That vital records preservation is one of the key steps in developing a disaster
recovery plan? Sounds like infrastructure management.

. That by ignoring records management policies employees and their companies
can potentially end up facing criminal penalties? Sounds like a legal profession.

. What led to Arthur Andersen’s downfall? Shredding — inappropriate shredding
— shredding of records that should have been retained according to the policies of both
Andersen and Enron.

Despite what people may say, what you don’t know can hurt you and, in the case of
records management, what you choose to ignore can cripple you and your organization.

Recent dramatic headlines have made it quite apparent that records management (or the
lack thereof) is an essential activity to ascertain and confirm the credibility of many business
transactions and government activities. The proliferation of electronic documents (especially e-
mails) and the potential litigation exposure that they cause are becoming the bane of legal
advisors and records managers in many corporations and government agencies. Microsoft,
Texaco and other Fortune 500 companies have taken hits from “runaway” e-mails introduced as
evidence in high stakes cases [...].

10. dopma mnpPOMEKYTOUHOIl arTecTaMd M (OHI OLEHOYHBIX CPEICTB,
BKJIIOYAKO LM

@®opMoii MPOMEXKYTOUHOM aTTecTaluy SBISETCS 3a4eT MO Kypcy. 3a4eT BbICTABISAETCS 110
UTOTaM YCIEIIHOTO BBIIIOJIHEHUS CTYJEHTaMH B TEYEHHE CEMECTpPA CIEAYIOUINX 3aJaHuUi:

1. CocraBiienne cOOCTBEHHOTO PE3IOME Ha aHTIIMMCKOM SI3bIKE (IOJDKHOCTHAS TIO3UIUS —
10 BBIOOPY CTYIEHTA);

2. CocraBiieHuE JEJOBBIX NMHUCEM JIByX BHUJOB (TI0 BBIOOPY CTynEHTa, HH(OPMAIMOHHOE
HNUCbMO, MHCBMO-TIPOCHOA, MUCHMO-TIPUINIALIIEHNE, MHCbMO-X)anoba u mp.). OnHO M3 mHceM
JIOJKHO OBITH COCTaBJICHO IO MPaBUJIaM COCTABIICHUS AIEKTPOHHBIX MTHUCEM;

3. IlomroroBka mpe3eHTaUMu U1 BBICTYIUIEHMST HAa MEXKIYHAapOAHOW HAy4HO-
UCCIIEJIOBATENbCKOM  KOH(pepeHIMH Wik Ha npodeccuoHalibHOM  ¢GopyMme  (BO3MOXKHO
WCIIOJIb30BAaHUE MAarepualioB, IMOJATOTOBICHHBIX JJII BBICTYIJIEHMS HA PYCCKOA3BIYHBIX
KOH(epeHIHsX);

4. Hanucanue aHHOTAIlMM HAyyHOW CTaThbu (COOCTBEHHOM WM Jpyroro apropa IO
BBIOOPY CTYAEHTA).

OneHka «3a4eT» BBICTABISETCS TOIBKO IPU YCIOBUM YCIEIIHOTO BBIMOJIHEHUS CTY/IEHTOM
BCEX BBIIIECTIEPEUNCIICHHBIX 3a/1aHUM.
[lonmHOCTBIO ~ METONMYECKHME  Marepualibl,  ONpEeAeNsIolUe  MPOUEayphl U



KPUTEPHU OLICHUBAHMS PE3y/IbTAaTOB OOy4YEeHHS, NPUBOIATCS B (DOH/E OIICHOUHBIX CPEACTB IO
JUCLHUIIIINHE.

®opMa NPOMEKYTOYHOM aTTeCTAlNHU:
3a4eT B KOHIIE CeMecTpa.

11. PecypcHoe obecnieyenue:

OcHoBHas JuTeparypa:

1. Arab6eks, W.I1. JlenoBoit anruiickuii. PoctoB-Ha-ony: ®enukc, 2013. 317 c.

2. Dignen, B. Communicating in business English. Guilderland : Compass, 2003.
192 p.

3. English for Academics. Book 1 with free online audio. Student’s Book.
Cambridge University Press, Cambridge, 2014.

4. Flinders, S. Test your professional English : business: general. Harlow: Pearson

Education, 2002. 106 p.
5. Wallwork, A. English for Research: Usage, Style and Grammar. Springer
Science+Business Media New York, 2013. 252 pp.
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2. De Vries, M. A. Complete secretary's handbook. Englewood Cliffs : Prentice Hall,
1993. 707 p.

3. Wallwork, A. English for Academic Research: Vocabulary Exercises. Springer
Science+Business Media New York, 2013. 193.

4. Wallwork, A. English for Academic Research: Writing Exercises. Springer
Science+Business Media New York, 2013. 190 pp.

5. Wallwork, A. Presentations, Demos, and Training Sessions [Electronic resource].
New York, NY : Springer New York, 2014. 240 p. URL.: http://dx.doi.org/10.1007/978-1-4939-
0644-4. Toctyn u3 nokanbHo# cetn Hayd. 6-ku Towm. roc. yH-Ta.

6. Wallwork, A. CVs, Resumes, and LinkedIn. [Electronic resource] : A Guide to
Professional English. New York, NY : Springer New York, 2014. 200 p. URL:
http://link.springer.com/book/10.1007/978-1-4939-0647-5. TocTyn u3 jokansHOH cetn Hayud. 6-
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JJIEKTPOHHBIE PeCypChlI:

1. http://www.archives.org.uk/ - BeG-caliT Accolani apXHUBHCTOB W YIPABIISIONINX
nokymeHntamu BenukoOputanun u HWpmanguum (ArchivesandRecordsAssociationUK&Ireland
(ARA).

2. http://learnenglish.britishcouncil.org/en/grammar-and-vocabulary =~ —  Beb-caiir
MeayHapoaHoi opranusaruu BritishCouncil.

3. http://[rimpa.com.au/ - BebO-caliT AccolManuu CHEIHATMCTOB MO YIPABICHHUIO
uH(popMaiueit " JOKyMEHTaluen ABcTpanazuu

(TheRecordsandInformationManagementProfessionalsAustralasia).

4. http:/lwww.arma.org/ - BeO-caiT AccomnManuu CIEIHATUCTOB [0 YIPAaBICHHIO
nokymentamu ARMA International.

5. http://lwww.irms.org.uk/ - BeOG-caiit bpuTtanckoro o0IIecTBa CHEIHATUCTOB 10
ynpaBiieHuo AokymeHTamu M uHpopmanuel (Information and Records Management Society
(IRMS)).

6. http://www.iim.org.au/minigen/ - BeO-
caiitlHCcTUTYyTanHpopManmonHoromenepkmenTa (The Institute for Information Management).

7. https://interparestrust.org/ - BeO-caliT MEeXIYHAPOAHOTO HUCCIIEAOBATEIHCKOTO MPOEKTA
InterPARESTrust



8.  http://lwww.ica.org/ -  BeO-caliT =~ MeXIyHapoOZHOTO  COBETa  apXHMBOB
(InternationalCouncilofArchives).

9.  http://www.nationalarchives.gov.uk/ -  BeO-caiit  HammonampHOro  apxmBa
Benukoopuranuu (TheNational Archives).

10. multitran.ru — snexTpoHHBIN coBaph «MyJIBTHTPAHY.

MarepuaJIbHO-TEXHHYECKOE o0ecrnedeHre I CHUTITHHbI
AymutopHblii  ¢oHA, crneuuanusupoBanHas —ayauropus ¢ IIK, komoHkamum
MYJIBTUMEIUHHBIM IMPOEKTOPOM, GOHIBI U pecypchl Hayunoi 6ubmuoreka TT'Y.

12. 5sI3bIk npenogaBaHus.

AHIIMACKUH, PYCCKUH.

13. IIpenogaBareJib (MpenoaaBaTesn).

OcramoBa EBrenuss AnapeeBHa — KaHIMJAT HWCTOPUYECKUX HAyK, CTaplIMi MpPErnoaaBaTeiib
Kadeapbl HICTOPUH U JTOKYMEHTOBEICHUS

ABrop: OcramoBa EBrenuss AnHApeeBHa — KaHAMJAT HUCTOPUYECKUX HAyK, CTapLIUl
nperoaaBarelb Kadeapsl ICTOPHH U JOKYMCHTOBEICHHS,

Penensent: Xapyce Onbra AHaTolbeBHA — JOKTOP MCTOPHYECKHX HAyK, mpodeccop Kadeaps
HCTOPUU M JOKYMEHTOBEICHHUSI.

[Iporpamma omoOpeHa Ha 3aceaHUN METOJMYECKOM KOMUCCUH NCTOprUIecKoro dakymsrera TT'Y.
[Tpotokon Ne3 ot «31» mast 2016 T

[Ipencenarens komuccuu, goueHT B.FO. Cokonos



