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Koa n HanMeHOBaHNe HATIPABJIEHHS MOATOTOBKH, MPOQuJis:

38.04.04 TI'ocynapcTBeHHOEe H MYHHMIUIIAJIbHOE YIIPaBJIeHHE,

PenyTanMoHHbIe TEXHOJIOTHH B FOCY1apPCTBEHHOM M MYHHUIMNAJbHOM yIPaBJIeHHH
KBanudukanus (cTeneHs) BHIMYCKHAKA: MAarACTP

dopma o0yueHusi: 3204HasA

Ieab ocBOEHHUSI U CHUILINHBI:
Cdhopmuposats komnerenuuu [1K-4, JIITK-1, ATTK-7.

ILn1an kypea:

The Structure of Business Documents.

Writing a Business Document: making paragraphs and parts. Headlines.
Tema 1 Execution of Documents.
Hanucanue crnyscebnoeo ooxymenma:
88edeHUe 8 CMPYKMYpPy NUCbMEHHO20 OOKYMEHmA, CO30aHue napazpagos u
pazoenos OOKyMeHma; paboma ¢ 3a207108KAMU; OQhopMieHUe OOKYMEHMO8.
Typology of Words in the English Language Depending on the Purpose of
Business Paper: long-short, positive-negative, formal-informal; verbal
nouns, jargon, slang; abbreviation; words and phrases denoting
politeness; conclusion; common phrases; typical mistakes.
Tunonozus cio6 anH2IUUCKO20 A3bIKA OJiS ueﬂeﬁ 0enosou nepenucxu: ONluHHble-
KopomKue; no3umueHvle-Hecamuserbvie, g{)OPMaJZbHble-Hed)Op]l/laJZbele;
cymecmeumeﬂbHbze-eﬂaewzbz; HCAPSOH U CJleHZ, npuHsamole coxpaweﬂuﬂ;
CnoCcoObl 8eAHCIUBO20 OOPALYEHUS,
3aKmoYUmenvHas hopma eexciusocmu; oowue hpazvl; munuunsvlie OUUOKU.
Types of Business Documents. Enquiries and Offers. Replies. Other types.
Tema 3 Twurmsl CHy)KGGHI:IX JOKYMEHTOB. IIMCbMO-3aIIPOC;

OTBET Ha 3a1pocC, MPEIIOKEHUE;

Jpyrue TUIBL

Peculiarities of E-mail Letters. Faxes, telexes, cables.
Tema 4  Structure, style, abbreviation, common phrases.

Ocobennocmu snekmponnwvix nucem (e-mail), gakcwi, menexcol, menecpammor.

Cmpyxmypa, cmuib, COKpawjeHus u hpazol.

Tema 2

®opMbI TEKYLIET0 KOHTPOJIA M MPOMEKYTOYHON aTTEeCTALUM:
dopma TeKyIIero KOHTPOJIS YCIIEBAEMOCTH: OTIPOC, TECT, KOHTPOJIbHAast padoTa.
®opMa MpOMEKYTOYHON aTTECTALUU: 3a4ET.
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