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1. HEJIU N 3AJJAYU OCBOEHUSA JUCHUITIINHBI

Leanb aucuMIIMHBI
The overall purpose of this course is for students to learn basic rules of translating business
letters from English into Russian and from Russian into English.

3agauu AMCHUIIHHBL:
By the end of the course students will:

know how to translate different types of business correspondence from English into
Russian and from Russian into English;

enrich their vocabulary with basic business terminology;

know a range of business letters and their peculiarities.

2. MECTO YUYEBHOI'O IIPEJMETA B CTPYKTYPE OBPA3OBATEJIBbHOUN
IMPOI'PAMMBbI
This course is an integral part of the curriculum in the field of study 45.04.02 Linguistics and
it is compiled by the participants of the educational process. To do the course successfully,
students have to study interconnected courses: English for specific purposes and Intercultural
Communication.
The knowledge obtained as a result of studying this course can help to undertake academic
internship and industrial work placement.

3. KOMIIETEHLIU OBYYAIOHIETI'OCA, ®OPMUPYEMBIE B PE3VJIBTATE
OCBOEHUA YUYEBHOI'O ITPEJIMETA 1 UHAUKATOPBI UX JOCTUXEHUA

3.1 HpOd)GCCI/IOHaJ'IBHBIG KOMIICTCHIWHN 1 HHAUKATOPBI UX JOCTHIKCHU A

Kox u HauMEHOBaHUE
npodeccnoHaTBbHON
KOMIIETEHIINH

Konx ® HaMMeHOBaHHWE WHIUKATOPA JIOCTHKCHHS
npodeccnoHaTbHON KOMIIETEHITUN

PC-3. The participant of the
educational process is able to
conduct business communication
in English orally and in written

form in the chosen professional
field.

IPC-1 PC-3 The participant of the educational process
knows how to conduct business communication in
English orally and in written form in the chosen
professional field.

IPC-2 PC-3 The participant of the educational process is
able to conduct business communication in English
orally and in written form in the chosen professional
field.

IPC-3 PC-3 The participant of the educational process
has a good command of business communication in
English orally and in written form in the chosen
professional field.

4. CTPYKTYPA YUEBHOTI O IIPEJIMETA

OOmass TpyaoeMKOCTh ydyeObHoro mnpeamera cocrapisieT 3.00 3a4eTHBIX €IUHUIIBL,

AKAJIEMAYECKUX YACOB.
1 — Ne i/

2 — Tema (pazaen) yueOHOTO mpeaAMeETa, KypcoBasi padboTta (IIpoeKT), MPOMEXKYTOUHAS ATTECTaALIUS

3 — Cemectp




4 — Buibl KOHTAKTHON PaOOTHI U TPYIOEMKOCTD (B aKaJIeMHUYECKUX Yacax)

4.1 —JI (JIexuum)

4.2 — JIexuuu B BUJI€ TPAKTUYECKON MOATOTOBKHU

4.3 — I13 (ITpakTryeckue 3aHATHSA)

4.4 — T1pakTU4eCcKue 3aHSITHS B BUJI€ MPAKTUUECKON MOITOTOBKU

4.5 — JIP (JTabopaTopHbie paboOThI)

4.6 — JlabopaTopHble paOOThI B BU/I€ IPAKTUYECKON TOATOTOBKHU

4.7 — UKP (Mnas xoHTakTHast pabora)

4.8 — KTO (KoHTpoJIb TEOPETUUECKOTO OOyUCHMS)

4.9 — KO (KoHTposb Ha sK3aMeHe)

5 — KoHTposb (B akaieMUYECKUX Yacax)

6 — CaMocTtosTenpHas paboTa (B akaJeMHUYECKUX Jacax)

7 — @OpMBI TEKYLIErO KOHTPOJIS YCIIEBAEMOCTH

1 2 3 4 5 6 7
41142(43|144(45146(4.7]148(4.9

1 Enquiries 3 12 Discussion,
translation exercises, tests

2 Quotations and |3 5 12 Discussion,
offers exercises, tests
translation

3 Orders 3 5 12 Discussion,
translation exercises, tests

4 Claims 3 5 12 Discussion,
translation exercises, tests

5 Miscellaneous 3 5 12 Discussion,
translation exercises, tests

6 Personalized 3 3 19.8 [ Discussion,
business exercises, tests
correspondence
translation

7 Pass-fail exam 0.2

Hroro 0.0 28.0 0.0 0.0]02(0.0] 00 [ 79.8

5. COAEPKAHUME YYEBHOI' O ITPEJIMETA

5.1. IlpakTHYyeckue 3aHATHS

Haunmenosanne TeMbl

CopepxaHue TeMbl

Essential features of

letters.

enquiry

Expressions used in enquiries. Translation.

Essential features of offers.

Expressions used in offers. Translation.

Essential features of orders

Expressions used in orders. Translation.

Essential features of claims.

Expressions used in claims. Translation.

Essential features of miscellaneous
letters.

Expressions used in miscellaneous letters. Translation.

Essential features of personalized

Expressions used in enquiries. Translation.




business correspondence.

6. CAMOCTOSTEJ/IbHAS PABOTA

Ne | HaumeHoBaHue TeMbl Coneprxanue Temsl (pas3zaena) TpynoemkocThb
/11 (paznena) B
AKATEMUYECKUX
qacax
1 Enquiries translation | Exercises on translation. 12
2 Quotations and offers | Exercises on translation. 12
translation
3 Orders translation Exercises on translation. 12
4 Claims translation Exercises on translation. 12
5 Miscellaneous Exercises on translation. 12
translation
6 Personalized business | Exercises on translation. 19.8
correspondence
translation

7. OBPA3OBATEJ/IbHBIE TEXHOJIOI'MAN

1. Flipped Classroom. The Flipped Classroom Model basically involves encouraging
students to prepare for the lesson before the class starts. Thus, the class becomes a dynamic
environment in which students elaborate on what they have already studied. Students
prepare a topic at home so that the class the next day can be devoted to answering any
questions they have about the topic. This allows students to go beyond their normal
boundaries and explore their natural curiosity

2. Design Thinking. This technique is based on resolving real- life cases through group
analysis, brainstorming, innovation and creative ideas. Although “Design Thinking” is a
structured method, in practice it can be quite messy as some cases may have no possible
solution. However, the Case Method prepares students for the real world and arouses their
curiosity, analytical skills and creativity.

3. Self-learning. Curiosity is the main driver of learning. As a basic principle of learning, it
makes little sense to force students to memorize large reams of text that they will
either begrudgingly recall or instantly forget. The key is to let students focus on exploring an
area which interests them and learn about it for themselves.

8. OUEHOYHBIE CPEJCTBA JIJI IPOMEXYTOYHOM ATTECTALIUU
Questions and tasks to do at the pass-fail exam

1. Translate the letter from English into Russian.
2. Translate the letter from Russian into English.

9. YYEBHO- METOANMYECKOE U NTHOOPMALIMOHHOE OBECIIEHEHUE
YUYEBHOTI O INIPEJIMETA

a) JuTepatypa
1. [enoBas KOPPECIOHICHIINS HA AHTJIMICKOM S3bIKE : yuyeOHOe IMmocoOue s BY30B /
cocraButenn C. B. Herpo, M. U. BerpoBa. — Hwxuuit HoBropon : Huxeroponackuit
FOCYJapCTBEHHBIN apXUTEKTYypHO-CTpouTenbHblld yHuBepcurer, 9bC ACB, 2015. — 114 c.
— Texkct : anextponHslii // Lludpposoit odpazoBatenbusiit pecypc IPR SMART : [caifT]. —
URL: https:// www.iprbookshop.ru/54930.html (mara oOpamenus: 27.03.2024). — Pexum



JIOCTYTIA: TSl aBTOPU3HP. TTOIb30BaTENCH
2. Muxaiinosa, I'. 1. OcHOBBI [1eI0BOI1 KOPPECTIOHICHIIMN HA aHTJIMICKOM $I3bIKE : yueOHOe
nocobue/ I'. 1. Muxaiinosa, FO. B. CaBactesinoBa. — HoBocubupck : HoBocubupckuit
FOCYyIapCTBEHHBIM apXUTEKTYpPHO- cTpouTeNnbHbIN yHuUBepcuteT (Cubctpun), 9bC ACB,
2015. — 89 c. — ISBN 978-5-7795-0735-6. — Texkcr : amexktpoHHsit // L{udposoii
00pa3oBaTEbHBIN pecypc IPR SMART : [caiiT]. — URL: https://
www.iprbookshop.ru/68805.html (mata oOpamenus: 27.03.2024). — Pexum mocrtyna: s
aBTOpU3HUD. nosb3oBareneit. - DOI: https://doi.org/10.23682/68805
3. TlepeBoa KOHTpakToB: ydebHoe mocobue/ cocraButenu E. FO. baxenoBa, H. M.
3anecoBa, M. B. CHutko. — bnarosemenck : 3natescTBO AMYPCKOTO TOCYIapCTBEHHOTO
yauBepcutera, 2020. — 99 c. — Tekct : anexkTponHbiii // LludpoBoit obGpa3zoBaTenbHBIN
pecypc IPR SMART : [caiit]. — URL: https:// www.iprbookshop.ru/103900.html (maTa
oOpamenus: 27.03.2024). — PexxuM noctyna: 1jsi aBTOPU3UP. MOJTb30BaTeIeH
4. Cnenouu, B. C. IlepeBon (anrnmiickuii — pycckuii) = Translation (English — Russian) :
yueOHuk / B. C. CrennoBuu. — MuHck : TerpaCucrtemc, Terpamut, 2014, — 336 ¢. — ISBN
978-985-7081-31-8. — Texct : snextponnbiii // Ludposoit obpasoBatenbHblii pecypc IPR
SMART : [caiitr]. — URL: https:// www.iprbookshop.ru/28183.html (1ata oOpareHus:
27.03.2024). — Pexxum gocTymna: jis aBTOPU3HUP. TTOJb30BaTENICH
5. Crpenbiio, A. A. IlpakTukym mo TmepeBoay HaydyHO- TeXHUYecKnx TekcToB. English [
Russian/ A. A. CrpenpioB. — Mocksa : Uudpa- Uuxenepus, 2019. — 380 c. — ISBN
978-5-9729-0292-7. — Texct : snextponHubiii // Ludposoit o6pasoBatenpHbiii pecypc IPR
SMART : [caiit]. — URL: https:// www.iprbookshop.ru/86626.html (1ata oOparienus:
27.03.2024). — Pexxum gocTymna: Jjis aBTOPU3UP. TTOJIb30BaTENCH

6) nporpammMHoe obecrnieueHue 1 HTepHeT-pecypehbl

Ne HaumeHnoBanue Onucanue

1 [ LibreOffice BbecrutatHoe pacnpoctpanenne no junensun GNU LGPL

https://ru.libreoffice.org/about-us/license/

2 | Electronic library | This electronic library has an access to different books and
«IPRbooks» manuscripts in all main scientific fields (science,
www.iprbookshop.ru technology, medicine, social and human sciences).

3 | Electronic library | This electronic library has more than 4000 books, most of

«Uright» https://urait.ru/ | which are textbooks and study guides for all levels of
professional education.

B) mpoeccoHalIbHbIe 0a3bl TAHHBIX U UHPOPMAIIMOHHBIE CIIPABOYHbBIE CHCTEMbI

Ne HaumenoBanue Onucanue

1 The purpose of the Language Testing Resources web site
https:// has always been to act as a reference guide to language
languagetesting.info testing related resources on the Internet by providing a

history of, and links to, language testing related
information, including publications that are freely available
on other domains. The resources on language testing, such
as articles, features, videos and audio, are made freely
available for language teachers, language testers, and
students of language testing, applied linguistics, and

languages.
2 | httpshttp:// Haskins Laboratories is an independent, international,
haskinslabs.org/ multidisciplinary community of researchers conducting

basic research on spoken and written language. Exchanging
ideas, fostering collaborations, and forging partnerships
across the sciences, it produces groundbreaking research
that enhances our understanding of — and reveals ways to
improve or remediate—speech perception and production,




reading and reading  disabilities, and  human
communication.

3 | http://www.learner.org/ |[As part of its mission to advance excellent teaching in
American schools, Annenberg Learner funds and
distributes educational video programs — with coordinated
online and print materials — for the professional
development of K-12 teachers. Many programs are also
intended for students in the classroom and viewers at home,
with videos that exemplify excellent teaching. Annenberg
Learner also partners with impactful organizations to
provide other means of achieving this goal. As part of the
Annenberg  Foundation,  Learner  supports the
Foundation’s mission to encourage the development of
more effective ways to share ideas and knowledge.

10. MATEPUAJIIBHO- TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O
MNMPEAMETA
The lessons are conducted in special classrooms aimed for lectures, seminars, term projects,
individual and class work as well as for continuous and midterm assessment.
The classrooms are equipped with task-specific furniture and study aids which help to show
information in a classroom with a lot of people. All the classrooms correspond to current fire
and occupational health and safety regulations [https:// www.multitran.com/ m.exe? s=fire
+and+occupational+health+and+safety+regulations&l1=1&I12=2].
Every student has an individual unlimited access to electronic libraries and information
educational environment of the university. There is necessary licensed software.
Students can work individually in the classrooms equipped with computers that have access
to the Internet and the information educational environment of the university.




