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1. I[losscHUTENBHAS 3AITHMCKA.
JlaHHBIE METOUYECKHE YKa3aHUs MPeIHA3HAYCHBI B KAU€CTBE METOIMYECKOTO

rmocoous JEl IIPOBCACHUA IIPAKTHYCCKUX 3aHATUM 10 y‘I€6H0ﬁ JUCTTHUITIINHC

«HOCTpaHHBIN SA3bIK B TPOPECCUOHATIBHON JEATEIbHOCTIY ISl CICHIMAIbHOCTH
46.02.01 JoxyMeHTaIlIMOHHOE O0ECIICUCHHE YIIPABIICHUS U apXUBOBEICHHE;

Mertoauyeckue yKa3aHUsl COJAEpKAT IOSICHUTEIbHYIO 3alKCKy, NEPEUYCHBb
MPAKTUYECKUX 3aHATHM, 3aJaHusl Il NPAKTAUYECKUX 3aHSATUNA, METOINYECKHUE
PEKOMEHJAIMU 10 BBINOJIHEHUIO 3aJIaHUi, KPUTEPUU OLICHUBAHMS, JTUTEPATypy U
WHTEPHET-UCTOYHUKH.

[IpakTrueckue 3aHATHS SABIAIOTCS HEOTHEMJIIEMOM YacThlO Y4EOHOU
TUCHUTUTMHBL  «HOCTpaHHBIM 53bIK B MPOGECCUOHATBHOU JAESTENIBHOCTU» U
NOJIEXKAT 0053aTEIIbBHOMY MOCEIIEHUIO CTYAEHTaMHU.

[lepeduenb mnpakTUUECKUX 3aHATUN (UKCUpYyeTCs B pabouell mporpamme
JAHHOM y4eOHOW JUCIUIUIMHBI B paszfiene «TemaThyeckoe IUIaHUPOBAHHUE U
coliep>KaHre Yy4yeOHOM auciuIuiuHb). KolnuecTBO YacoB, OTBEIEHHBIX Ha
MPaKTUYECKUE 3aHATHS, (PUKCUpPYeTCs B pabodeil mporpamMme JaHHOW ydeOHOM
JUCHUIUIMHBL B pasnenie «TemaTnueckoe MJIaHUPOBAHUE U COAEpKaHuE yueOHOMU
JUCHUTUINHBDY.

['maBHBIMU 1I€7SIMH  PaOOTHI CTYACHTOB Ha MPAKTUYECKHX 3aHATHSIX U
BBITIOJTHEHUS UMU 33JIaHUH SIBJISIFOTCS:

1. ®opMHpoBaHHE W COBEPIICHCTBOBAHUE MPAKTUYECKUX YMEHUU pellaTh
3a/1aud, HEOOXOAMMBbIE B TMOCIEAYIONIeH Y4yeOHON eATeIbHOCTH MO0 YyueOHOMU
nucuuruinHe «MIHOCTpaHHBIN SI3bIK B TPO(PECCHOHATBLHON AESATETLHOCTH.

2. O6o6mieHne, cUCTEMaTU3alMs M 3aKPETUICHUE CTYIACHTAaMU TMOTYYEHHBIX
3HaHUM, yMEHUN U HaBBIKOB T10 JaHHOW y4eOHON JUCHUILIIUHE.

3. @opMUPOBaHUE Y CTYJAECHTOB MPAKTUUYECKUX YMEHUN MPUMEHATH 3HAHUS B
HOBBIX CHUTYallUsIX, CBSI3aHHBIX C OCHOBHBIMU BHJIaMH HHOS3BIYHOM pEUYEBOM
JeATEIIbHOCTH.

4. Pa3Butue OOIIMX KOMIETEHIMH CTYIEHTOB CpEACTBAMH aHTJIHUICKOTO

sA3bIKA.



['maBHBIMM 3a1a9aMy IPOBEACHUS TPAKTUYECKUX 3aHATUN SIBIISAIOTCS:

1. ®opmupoBaHrEe YMEHUN NIPUMEHATH MOJyYEHHBIE 3HAHUS HA ITPAKTHUKE.

2. Pa3BuTHE aHATUTUYECKUX CIIOCOOHOCTEN.

3. CoBeplIeHCTBOBAaHUE MPOTHOCTUYECKUX YMEHUN CTYIAEHTOB (S3BIKOBOU U
KOHTEKCTYaJIbHOU JOTa/IKH).

4. Pa3zBuTHE U COBEPIICHCTBOBAHUE UHTEIUICKTYaIbHBIX YMEHUIN CTYECHTOB.

5. CoBepLIEHCTBOBAHHE  CAMOCTOSITENIBHOCTHA,  OTBETCTBEHHOCTH M
OpPraHU30BaHHOCTH CTYIEHTOB.

6. ®OpMUPOBAHUE Y CTYACHTOB KyJIbTYPbl YMCTBEHHOTO TPYA.

7. COBEpLIEHCTBOBAHME YMEHNH TOJIB30BaTHCS IBYA3bIYHBIMH CIIOBAPSIMU.

OCHOBHBIMH BHJIaMU pabdOT Ha MPaKTUUYECKUX 3aHATUSAX SBISIOTCA
IIPOBEPOYHBIE, TECTOBBIE, KOHTPOJIBHBIE U 3a4ETHBIE PAOOTHI.

OCHOBHBIMM THIIAMH 3aJ@HAA IPU IPOBEACHUM IPAKTUUYECKUX 3aHATUN
SBIIAIOTCS UTEHUE, IOHUMaHUE, IEPEBO/I TEKCTOBOIM HH(POPMAIUH, Pa3IMUHbIE BUIbI
paboT C JIEKCHMYECKMM UM TIpaMMaTUYECKHUMH MAaTepHalioM, pa3Hble BUJbI
nepepaboTKU TEKCTOBOTO MaTepHaa.

OcHOBHOI (POpMOI1 BBITIOJIHEHHSI CTYACHTAMHM 33JaHUM Ha NPAKTUYECKUX
3aHATUAX SABJISICTCS TUCbMEHHAs.

OcHoBHOW ¢dopMoi opraHuzan padoThl CTYACHTOB Ha MPAKTUYECKUX
3aHATHUAX ABJSIETCS WHIWBUAYAJIbHAS.

[IpakTtrueckue 3aHsATUS TO y4eOHOU mucruruinHe «MHOCTpaHHBIA S3BIK B
npo(ECCUOHANIBHON ~ JEATEIbHOCTH»  OPraHM3yIOTCS  MOJ  PYKOBOJCTBOM
npenojasarenss. O NpoBEACHUM NPAKTUYECKUX 3aHSITHN CTYJEHTaM COOOIIAETCS
3a0J1arOBPEMEHHO: KOTJia MPOBOUTCS TaHHOE 3aHATHE, IO KaKOW TeMe, UTO HYKHO
NOBTOPUTh, YTOOBI BBINOJHUTH 3amaHus. llepen BhIMOIHEHWEM 3adaHUM
IpernoAaBaTesib MPOBOJUT HHCTPYKTAX, B IMpOIECCe KOTOPOro OOBSACHSET b
paboThl, ee colep:kaHue, o0bEM, BpPeMsl BBIIIOJHEHHUS, OCHOBHbBIE TpeOOBaHMS K

pe3yiibTaTaM U KPUTCPUHN OLICHKMU.



OlLIeHKH 3a BBINOJIHEHHUS 3aJaHUH BBICTABIIAIOTCS MO 5-0a/IbHOM CUCTEME WIIH
B (popme 3auera. OLIEHKU YYUTHIBAIOTCS KaK MOKA3aTeNlb TEKYyIIeH YCIeBaeMOCTH
CTYJCHTOB.

[Ipy BBHIOMHEHUN NPAKTHUUYECKON paldOThl CTYIEHTHl NPUACPKUBAIOTCS
CJEYIOIIETO AJITOPUTMA:

1. 3anucars gaTy, TeMy U 11e7b padOTHI.

2. O3HaKOMUTCS C YCIOBUSMU BBITIOJIHEHUS 3aJaHUSI.

3. BeimosHUTh paboTy MO NMPEII0KEHHOMY aJITOPUTMY JISHCTBUH.

4. BeinoaHuTh padOTy 3a ONPEAEICHHOE YCIOBUSIMH BPEMSI.

5. BeInonHUTH paboTy TpaMOTHO, ¢ COOJIIOJIEHUEM KYJIbTYpPbI U3JI0KEHHUS.

B cnaydae nmpomyckoB CTyA€HTaMU 3aHATUM MO  YBAXKUTEIBHOM WM
HEYBAXXUTEJIbHON IIPUYMHAM, CTYACHTBHI BBINOJHSIOT 3aHATHUS CaMOCTOSITEIIBHO U

MMpcaoCTaBIIAIOT IIPCIIOAABATCIIIO HA IIPOBCPKY.



2. IlepeueHpb NPaKTUUECKUX 3aHATUNA

Ne Haspanue npaktnueckux | Kommyectso | @opmupyemble KOMIIETEHIIMN

/T 3aHSATUN 4acoB (B coorBercTBUM ¢ DI'OC)
JlocTUrHyTBIE PE3YNIBTATHI (B
cootBeTcTBHH ¢ PI'OC COO)

1 | I[IpakTrueckoe 3aHsATHE OK 2, OK 3.

Nel. CdopMupoBaHHOCTH
[Ipe3enranus mo Teme 1 JMHTBUCTUYECKOTO U
«BHeurHuit BUJ U JINYHBIE PEIMETHOI'O KOMIIOHEHTOB
KauecTBa CEKpeTaps». KOMMYHUKATHUBHOU
KOMITETEHIIUU.

2 | [IpakTHdeckoe 3aHsATHE OK 2, OK 3, OK 4, OK 8.
Ne2. CdopMupoBaHHOCTH
CocraBneHue pe3rome COLIMOJIMHTBUCTUYECKOTO U

1 COLIMOKYJIBTYPHOTO
KOMITOHEHTOB
KOMMYHUKATHUBHOM
KOMITETEHIIUU.

3 | IIpakTuyeckoe 3aHATHE OK 2, OK 3.

Ne3. CdopMUpoBaHHOCTH

Juanoru mno teme JMHIBUCTUYECKOTO,

«ITytemecTBus pa3HbIMU 1 JUCKYPCUBHOTO U

BHJIaMU TPAHCIIOPTa» IPEIMETHOI'O KOMIIOHEHTOB
KOMMYHUKaTUBHON
KOMITETEHLIUU.

4 | IlpakTueckoe 3aHsITHE 1 OK 2, OK 3.

Ne4. CdopMupoBaHHOCTH

JlesnoBoe muceMo JMHTBUCTHUYECKOTO U
IPEIMETHOIO KOMIIOHEHTOB
KOMMYHHUKaTUBHOU
KOMITETEHLIUH.

5 | IIpakTuyeckoe 3aHATHE OK 2, OK 3.
Nes. CdopMupoBaHHOCTH
[IpakTruueckoe 3aHsTHE JMHTBUCTUYECKOTO,
Ne5. Inanoru no teme 1 JTUCKYPCHUBHOTO U
«Pabounii n1eHpb MPEIMETHOTO KOMIIOHEHTOB
HaYaJIbHUKA KOMMYHUKaTUBHOMN

KOMITETEHIIUH.

6 | [IpakTdeckoe 3aHsATHE OK 2, OK 3, OK 4.

Ne6. 3auetnas pabota CdopMupoBaHHOCTH
1 COLIMOJIMHIBUCTUYECKOTO U

IIPEAMETHOIO KOMIIOHEHTOB
KOMMYHUKAaTUBHON
KOMIIETEHIIAH.




ITpaktuueckoe 3anstue Nel.

[Ipe3enTanusa no teMe « BHEIIHUI BUJ U JIMUHBIE KAYECTBA CEKPETAPS.

HCJ’II/II 3aKpPCIIUTL Ha  HOPAKTUKC 3HAHUA W YMCHHA, IIOJIYUYCHHBIC Ha
HpO(i)GCCI/IOHaJILHI)IX AUCHUIITIMHAX C IICPCBOJOM Ha AQHTJINMCKUU SI3BIK.

3amaun:
— BBECTH U 3aKpEMHTH MPOGECCHOHATHHON JICKCUKY;
— 0TpaboTaTh HABBIKA YCTHOW PEYH U IMyOJIMYHOTO BHICTYILICHUS.

Kputepun orieHMBaHMS IPE3CHTALNU:

- 00bEM 1 Bpemst (15 cnaiiioB, 5 MUHYT)

- CTPYKTypa (TUTYJIBHBIH JIUCT, BBEICHUE, OCHOBHAS 4aCTh, 3aKIIOUYCHHUE)
- BBIBEPEHHAsA TEPMHUHOJIOTHS

- oTpaboTaHHas peyb

- 3a1[UTa [IPE3CHTAIlMN Hau3yCTh

- B3aMMOCBS3b CIANJI0B U PEUH



ITpaktuueckoe 3ansitue No2.

CocraBneHue pe3ome
[enu: Hay4YUTHCS COCTABIATH PE3IOME Ha aHTJIMHACKOM SI3BIKE.

3agaum:
— MPOaHAIM3UPOBATH PA3HUITY B COCTABJICHUHU PE3IOME Ha PYCCKOM H
AHTJINICKOM SI3BIKAX;
— 0oTpaboTaTh KPUTEPHUH HAMKMCAHUS PE3IOME;
— 3aKpeIICHUE HAaBBIKOB TUCbMEHHOMN PEUH;
— paboTa ¢ JICKCUYSCKUM MAaTEpHaJIOM 10 U3y4acMOH TeMe.

B PE31OMC Ha aHTJITUHCKOM IMpcAaIroaracTcs OIpCACIICHHAA CTPYKTYypa:
JInunsie nanubie (Personal details)

Kpatkoe onucanue ceos (Your personal profile)

OmnsiT paboter (Employment history and work experience)
Oopazosanue (Education and training)

Wurepeck u noctrxenwus (Interests and achievements)
Pexomennanum (References)

ook wdE



ITpaktuueckoe 3anstue No3.

PaboTa ¢ TekcToM «HYTEEIH@CTBI/I}I Pa3HbIMU BUAAMH TPAHCIIOPTa»

[{enu: BBIIBUTH MIPEUMYILIECTBA U HEJIOCTATKU MyTEIIECTBUI pa3HbIMUA BUIAMHU
TpaHcHopTa

3agaun:
— oTpaboTaTh HAaBBIKA YTCHUS U TICPEBOJIA;
— pa3BUTh HABBIKH IMMCBMCHHOU PEYH;
— YCOBEPIICHCTBOBATh YMEHHUSI TPaMMAaTHIECKHA BEPHO COCTABIIATH
MIPEIOKEHHS Ha aHTJIMMCKOM SI3bIKE.



ITpaktuueckoe 3ansitue No4.

JlenoBoe MMCbMO
[enu: cucteMaTu3upoBaTh 3HAHUSA 10 TeMe «JleToBoe MUCHEMO»

3amaun:
— 0oTpaboTaTh HABBIKK YCTHOM PEYH M CIKATHS TEKCTa,
— yIIIyOUTh 3HAHUS 110 U3y9aeMOU TeMe Ha aHTJIMACKOM SI3bIKE.



ITpaktuueckoe 3anstue NoS.
Huanoru mmo teme «Pabounii 1eHb HaYaIbHUKAY
[lenu: Hay4YnUThCS TUTAHUPOBATH PaOOUNi JICHh HAaYAIbHUKA

3agaum:
— oTpaboTaTh HABBIKA YCTHOW pPEYH;
— 3aKpEMUTh 3HAHMS M0 OpraHU3aIi GOpMaTBHBIX U HeOpMaTbHBIX
MEPOTIPHUSITHUM;

— Pa3BUTH JICKCUYSCKUM MHUHHUMYM CTYACHTOB.

TembI 0J1s1 TUaI0roOB:
1. Opranuzanus KOMaHIUPOBKH.
2. OpraHu3zanus JeJ0BOT0 COBEIIAHU.
3. Opranuzanus Mpa3aIHAYHOTO MEPOIIPUATH.



[Tpaktrueckoe 3anstue Neb.

3aueTtHas pabota

Y cTHOE MOHOJIOTHYECKOE BRICKA3bIBaHUE Ha TeMy «CeKpeTapCcKoe 00CTyKUBaHUE
MEPOTIPUSTHS.
[eau: cucTeMaTU3UPOBATh 3HAHKS M YMEHHUS: BEPHO (HOPMYIUPOBATH U
IpaMMaTHYECKH MPABHIIBHO COCTABIISITH MPE/IJI0KCHUS Ha aHTJIMACKOM SI3bIKE.
3agaun:

— HCTIOJIH30BaTh U3yUYEHHYIO TI0 TEME JICKCHKY;

— 0oTpaboTaTh TPaMMATHYECKUE HABBIKU TIPH IMOCTPOCHUH aHTIIMHCKUAX

MPEITOKEHNM;
— HCIIOJIb30BAaTh KPUTCPUHU, IIPUMCHACMBIC Ha YCMIIMOHATC
«IIpodeccuonanb.
Ilos10:kMTENLHBIN KPUTEPHId Ouenka (1-5) OTpunarebHbIN KpUTEpHi
Berymienue npuBiekaeT BHUManue d, 4, 3, 2, 1 BceryruieHrne He HHTEPECHOE,
CITylIaTesiei, X0ueTcs y3HaTh, 4YTO BHUMaHUE CITyIIATeICH HE
OyIeT nanplie ly1aJI0Ch MPUBJIEYD
Peub paBUIILHO MOCTABIICHA, 5,4,3,2,1 IPeyr He TOHATHA
MOHSITHA BCEM OKPY)KAFOIIHM
BrIicTyIieHHE IpKOE U 5,4,3,2,1 BeicTymieHuEe MOHOTOHHOE,
BEIPA3UTEILHOC HEUHTEPECHOE
Bricka3biBaHUs OopaTopa 5,4,3,2,1 Mupopmanus, KOTOPYIO TOHOCUT
TOCTOBEPHbIE YOe1UTeIbHbIE opaTtop, He yOoeauTenbHas,
BBICKA3bIBAHUS TIOJIBEPTaloTCs
COMHEHMIO.
TekcT U3I105KEH JOTMYECKHU 5,4,3,2,1 TekcT He mOrMYeH

[PABUJIbHO, [TOJAKPEIICH
apryMeHTaMu U (pakramu

Texct 6€e3 omnodoK 5,4,3,2,1 IPeyr ¢ ommOKaMu U CIIOBAMHU-
napasuTamu

OpaTop OTIMYHO pa3dupaeTcs B 5,4,3,2,1 BricTynatomuii He pazOupaeTcs B

TeMe, 3HAeT TeKCT HAau3yCTh TeMe CBOEro JI0KJIaaa

Opatop yoexaeH B Tom, uto ero 5,4, 3,2, 1 Oparop He yBepeH B PaBIUBOCTH
€4b MOJIe3HA U MPaBANBA COOCTBEHHO peun

Oparop npaBWIBHO pearupyer Ha (5, 4,3,2,1 BricTynatomuii BooO1IIe He

BOIIPOCHI CITyIIaTeNeH, 1Mo [pearupyer Ha BOIPOCHI

BO3MOXKHOCTH JIA€T pa3BePHYTHIC OKPYKAFOTIIHX

OTBETHI

BEICTYIUICHHE COCTOUT M3 Kpatkux [, 4,3, 2,1 IPeus cinumkoM 3aTsHyTa

MpeJIOKEHUH, 3aHIMaeT HE MHOTO

BPEMCHH

3arroMUHAIOIIEECS 3aKIIIOUECHUE 5,4,3,2,1 CnaObIil BBIBOJ




4. Kputepuu olleHUBaHUSI.

3a KpUTEpUH OLICHUBAHMS IPUHSTHI CIIETYIOIIUE:

OreHka «5» CTaBUTCS B TOM ClIydae, eClu:

- CTYAEHT IMOJHOCTBIO COOJIOJaN TMpaBuWia M YCJIOBHSI BBINOJHEHHUS
OPAaKTUUECKOM palboThl; paboTa BBINOJIHMIACH CAMOCTOSITENIBHO;  3aJIaHUs
BBITNIOJIHEHBI 0€3 OIIMOO0K, B IOJTHOM 00BEME U B YCTAHOBJIEHHOE BPEMSI.

OneHka «4» CTaBUTCS B TOM CIIy4ae, €CJIH:

- CTYAEHT COOJII0/1a]l YCIOBUS BBIITOJIHEHHS PAKTUYECKON paOOThI; 3a0aHus
BBIIIOJIHEHBI CaMOCTOATENIBHO, JIOMYIIEHbl HE3HAUYWTEIbHBIE OLIMOKH, KOTOpBIE
UCTIPABISINCH CTYACHTOM CaMOCTOSITENBHO; HAa BBIMOJHEHHE PabOThI 3aTpadeHO
BpEMEHH OOJIbIIIe YCTaHOBIEHHOTO 10 HOpMe Ha 10%.

OneHka «3» CTaBUTCS B TOM CIIy4dae, €CIIN:

- CaMOCTOSITEIbHOCTh CTYAEHTA IMPH BBINOJHEHUU 3a7aHusl Oblla HU3KOU;
OTJEJIbHBIC 3a/1aHUS BBINOJIHUINCH HEMPABUIBHO, HO OIIMOKU UCTIPABIISUIMCH [10CIIE
3aMeuaHus MPenoJIaBaTelsl; Ha BbIIOJHEHHE pabOThl 3aTpaueHO BpeMEHHU Oouiblie
YCTaHOBIIEHHOTO 10 HOpME Ha 25%.

OreHka «2» CTaBUTCS B TOM CIIydae, eCiu:

- y CTyZAEHTa OTCYTCTBOBaJla CaMOCTOSITEILHOCTb B pabOTe; HENPaBUIbHO
BBINOJIHSIOCH OOJIBIIMHCTBO 3aJaHMi; OMMOKH MOBTOPSUIMCH IOCJE 3aMEYaHus
NPENoJIaBaTeNsl; HAa BBINOJHEHUE 3aJlaHUl 3aTPAuY€HO BPEMEHU IPOTUB HOPMBI
Ooxbiie, ueM Ha 25%

[Ipu onieHKe pe3ysIbTaTOB TAKKE YUUTHIBACTCS:

1. YpoBeHb 0CBOCHUSI yUeOHOTO MaTepuaa.

2. Crenenb c(hopMUPOBAHHOCTH YMEHUN W HaBBIKOB B 4-X BHJIAaX PEUYCBOU
JEATEIIbHOCTH.

3. CdopmupoBanHOCTh (HOHETHUECKUX, OpPorpapuvecKkux, JIEKCUYECKUX,
rpaMMaTHYECKUX U HAaBBIKOB MUCHbMEHHOM PEYH.

4. VYMeHHE WCIHOJIb30BATh TEOPETHUUYECKUE 3HAHHUS TIPU  BBINOJIHEHUU
MPAKTUYECKUX 3a]1a4.

5. Crenedb chOpMUPOBAHHOCTH OOIICYUECOHBIX YMEHHIA.

6. YpoBeHb pa3BUTHUS OOIIMX KOMIETEHIUH.

7. OdopmneHnue 3amaHuii TPAKTUUYECKOH pabOThl B COOTBETCTBUU C
TpeOOBAHUSIMU.

8. 'paMOTHOCTH U aKKypPaTHOCTH TIPH BBIMOTHEHUH TPAKTUIECKON paOOTHI.
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5. JINTEPATYPA U UHTEPHET UCTOYHMKHA

[I'onyGes A.IlL., KopxaBbiit A.Il., CmupHoBa W.b. AHrauiickuii si3bIk s
TexHuueckux creruanbaocteir — English for Technical Colleges: yueOnuk
JUTSL CTYACHTOB YUPEXKACHUN CpeaHero mpodhecCuOHATBHOTO 00pa3oBaHUsS —
8-e u3n., crep. — M., : snarensckuii nentp “Axamemus’, 2017 .
beskoposaiinas I'.T. u ap. Planet of English: yueOnuk aHrIMiicKoro si3pika
st yupexneann CIIO — 6-e usm., crep. — M., : U3marensckuit 1eHTp
“Axanemus’ 2018 .

Koxan O.B. AHIIHMICKHI S3BIK JIJI1 TEXHUYECKUX CHEIUaIbHOCTEN: yueOHOoe
noco6wue m1s1 CIIO/ O.B. Koxan — 2-e uzg., uchp. u gon. — M.,: U3gaTenscTBO
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TEXT1
Travelling

Modern life is impossible without travelling. Almost all people are
fond of travelling, Thousands of people travel every day either on business
or for pleasure. It is very interesting to see new places, other towns and
countries.

There are various means of travelling. People can travel by air, by
train, by sea or by road. Of course, travelling by air is the fastest and the
most convenient way, but it is the most expensive, too.

Travelling by train is slower than by plane, but it has its advantages.
With a train you have speed, comiort and pleasure combined. You can see
much more interesting places of the country you are travelling through,
Modem trains have comfortable seats. There are also sleeping cars and
dining cars that make even the longest journey enjoyable.

Speed, comfort, and safety are the main advantages of trains and
planes. That is why many people prefer them for business trips to all other
means of travelling.

Travelling by sea or sea voyages are popular mostly as pleasure jour-
neys. Large ships can visit foreign countries and different places of inter-
est.

Many people like to travel by car. It is interesting too, because you can
see many places in a short time, you can stop anywhere you wish and
spend as much time as you like at any place,

Nowadays a very popular method of travelling is hiking. It is travelling
on foot. Walking tours are very interesting.

Words:

advantage [2d"va:ntids] — npesmyriecTao
business trip — nenosas noesgxa, KOMAHTHPOBKA
means — CpeacTso; cnocod

expensive — goporoft {0 CTOHMOCTH)

plane (airplane) — camoner

journey | “dgani] myTeiectsre, noeanka (no cyiue)
sleeping car — cnanbubifi BaroH

dining car — parou-pecropan

sea voyage [ "voik] mopckoe myTeluecTnue
nowadays — B HalUH JIHHK

hiking — nemmsii Typasm

walking tour [ “tua] — neiuan skckypcus

Questions:

1. Why do people travel?

2. What are the means of travelling?

3. What are the advantages of travelling by plane?
4. What are the advantages and disadvantages of travelling by car,

train and ship?
5. Why do many people prefer to travel by car?
6. Howdo you preferto travel and why? Tell about you last travelling.
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1. Answer the questions.

What parts does a business letter contain? Which of them are obligatory?
Which ones are considered to be optional?

. Where is the sender’s address usually written? What does it consist of?

. How many ways of writing a date do you know?

. What may an inside address contain? Where is it placed in a business letter?
. Speak about the ways of greeting your correspondent in a business letter.

What does the form of salutation depend on?

. What does the body of the letter consist of? Should it always bi intended?
. What can you say about the ways of closing a business letter?
. Which part of a letter is known as a signature block? How should a busi-

ness letter be singed?

. How can you let the recipient know that the letter has some enclosures?
. How can you draw the reader’s attention to the topic of the letter? Speak

about the subject title.

What are references used for? Where are they placed in a business letter?
What would you write if you wanted your letter to be passed on to a par-
ticular person?

Can you state the differences between a ‘blocked’ letter and a ‘modified
blocked’ letter?

Which rules on the content and style must be observed when writing a
business letter?

What should you start writing a letter with? What main parts does a body
have?

What can you say about punctuation and capitalization in business letters?
Which business letters can be handwritten?

Can you describe the procedure of addressing the envelope?



