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3arajibHOI0 METOI0 Kypcy «/l1sToBa MOBa (aHINIIKMCHKA) » €
MIATOTOBKA CTYACHTIB /10 €(PEKTHUBHOI J1JI0BOI KOMYHIKAIlll Y B
c(epl CUTYyaTMBHOIO CIIJKYBAaHHS B YCHIN 1 TUCHbMOBIN (hOpMax.
3aBIIsIKU (OpMYBaHHIO KOMYHIKaTUBHOI1 IHILIOMOBHO1
KOMIIETEHIIlI, BHUKOPUCTAHHIO ABTCHTUYHOIO Marepiainy 31
CIICI[1aIbHOCTI, CTYAEHTH MaTHUMYTh HAroAy IONIMOIIOBATH,
KOPEryBaTy Ta YTOYHIOBATU 3HAHHS.

Peamizainsa 3aBmaHp 3MIACHIOETHCSI Ha OCHOBI TICHHUX
3B'SI3K1B 3 ()aXOBMMHU AUCIHUILIIHAMH JIHTBICTUYHOIO IUKIIY, IO
BHBYAIOTHLCS 3TIAHO 3 HaBYAJILHUM IUTAHOM  ITIATOTOBKH
3100yBaviB BIJAIIOBIJTHOTO OCBITHHO-KBaI1(P1KAI[IITHOTO P1BHS



Mera BHMKJAJaHHS HABYAJbHOI JUCHMUILIIHU «J[UToBa MoOBa (aHMIIChKA) » MOJSATa€ B HaBYAHHI
CTYICHTIB JUIOBOT aHMIIMCHKOT MOBHM SIK 3aco0y CIUIKYBaHHS B YCHIM (ayaitoBaHHS Ta TOBOPIHHS) 1
MUCHBMOBIM (YUTAaHHA Ta TUCHMO) (OpPMI; OBOJIOAIHHS CTYICHTAMH OCHOBAMH CIUIKYBaHHS JLJIOBOIO
1HO3€MHOIO0 MOBOIO B MEKaX BU3HAUEHOI IPOrpaMor0 HaBYAJIbHOI TEMATHKHU JJIsl JAHOTO KypCy; MOAaibiia
peaizailis KOMyHIKaTHBHUX ITIXO/IB Y BUBYCHHI 1HO36MHUX MOB Y BCIX BHJaX MOBJICHHEBOI MISUIBHOCTI
3 MEPEHECEHHSIM aKIIEHTIB Ha MHCHMO.

OcHOBHI 3aBIAaHHSA. KOMIIETEHTHOCTI

3K 1. 3matHicTh peamnizyBaTH CBOi MpaBa 1 000B’S3KM SIK WICHA CYCHUIbCTBA, YCBIIOMITIOBATH IIHHOCTI
IPOMAJITHCHKOTO (BUIBHOTO JAEMOKPAaTUYHOI0) CYCMUIbCTBA Ta HEOOXIIHICTh HMOrO CTajJoro PO3BUTKY,
BEPXOBEHCTBA IpPaBa, MpaB 1 CBOOO JIIOANHU 1 TPOMaJITHIUHA B YKpaiHi.

@K 2. 31aTHICT, BUKOPUCTOBYBATH B MPOQeCiifHiil AISUTBHOCTI 3HAHHS PO MOBY SIK OCOOJMBY 3HAKOBY
CUCTEMY, il IPUPOAY, PYHKIIIi, PIBHI.

@K 6. 3maTHICTh BUTbHO, THYYKO U €(EKTUBHO BHUKOPHCTOBYBaTH MOBHW, IO BHUBYAIOTHCS, B YCHIW Ta
MUCbMOBINA (OpPMi, Y PI3HUX >KaHPOBO-CTUJILOBHX PI3HOBHJIAX 1 PEricTpax CHUIKyBaHHS (OQiliitHOMY,
Heo(DilIiTHOMY, HEUTpaIbHOMY), JIJIsl PO3B’A3aHHSI KOMYHIKaTUBHHUX 3aBIaHb y Pi3HUX cepax KUTTH.

IMPOI'PAMHI PE3YJIBTATU HABUAHHSI (ITPH)

IIPH 1. BuibHo cnuikyBaTucs 3 npodeciiiHuX mutaHb 13 QaxiBIsIMU Ta He(axiBISIMU JIEPHKABHOKO Ta
1HO3€MHUMH MOBaMH YCHO i MMChbMOBO, BUKOPUCTOBYBATH iX JUIsl OpraHi3aiii €e(peKTuBHOI MIKKYJIBTYPHOI
KOMYHIKaIlii.

IIPH 2. EdexruBHO mpaitoBaty 3 iHGOpMALI€0: 100MpaTH HEOOXIOHY 1HQOpPMALII0 3 PIZHUX JKEpel,
30KpeMa 3 (axoBOI JITEpaTypu Ta EJIEKTPOHHUX 0a3, KPUTHUYHO aHaJI3yBaTU W IHTEpHpPETyBaTH ii,
BIIOPSIIKOBYBATH, KJIACU(IKyBaTH i CUCTEMaTU3yBaTH.



Tema 1. Commercial correspondence and its layout.
The basics of good business letter writing.
Types of business writing.
The structure of a business letter, phrases and clichés for business correspondence.
Tema 2. Trade. Market.
Making enquiries.
Writing replies to enquiries.
Making orders.
Confirming/refusing orders.
Advice of dispatch.
Tema 3. Finance.
Forms of payment.
Asking for credit facilities.
Replying to requests for credit facilities.
Enquiring about company’s credit rating.
Tema 4. Complaints.
Types of complaints.
Complaining about delivery/non-delivery/ defective goods, etc.
Replies to complaints (favorable/unfavorable).
Tema 5. Applying for a job.
Employment correspondence: writing CV, resume, covering letter.
Filling in application forms.
Special Business Letters. Letters of congratulations. Letters of Sympathy. Letters of appreciation.
Asking for references. Providing references (positive/negative).
Business interview.
Tema 6. Business communication and business across culture.
Business etiquette.
Negotiations. Situations and negotiators. Difficulties. Reaching agreement.
Making Contract.
Modern business Structure. Staff of the enterprise.



