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1. Onuc HABYAJIBHOIL JUCHHUILIIHNA

Fa.]'ly3b 3HAHb, XapaKTepncTnRa HaB4YaJIbHO1

. . CreniaJbHiCTh, OCBITHS ARCUHILIIHH
HaijiMeHyBaHHSI NOKA3HUKIB . .
nporpamMa, piB€éHb BUIIIOl | hehgna opma | 3a04uHa hopma
0CBITH HABYAHHSA HABYAHHA
KinbkicTh kpeauTiB — 3 ["any3b 3HAHB: BubipkoBuii OCBITHI KOMITOHEHT

01 Ocsita / [lenarorika

CreriaiabHICTD Pik miaroroskm:
3MICTOBUX MOIYJIIB — 2 ) 1-i 1-i
oy 014.02 Cepenns ocBiTa
(Moga i 3apy0ixHa Cemectp
— miTeparypa (aHriiicbKa)) = =
3arajgbpHa KUJIBKICTb TOOUH — 2-i 2-"
90 OcBiTHs TIporpama: Jlexuii

Cepennst ocBita (MoBa i
miTeparypa (aHriiicbKa))

PiBensb BUILIOT OCBITU: JpyrUuid - TOI. - TOLI.
(aricrepcpkii) IIpakTnuni, ceMiHapcbKi
30 ron. 14 ron.
JlabopaTopHi
- TOJI. - TOI.

Camocriiina po6ora

60 rog. 76 ron.

Buja koHTpoII0: 327K



2. MeTa Ta 3aBAaHHA HABYAJBLHOI JUCIUILIIHA

MeTo0 BHUBYEHHSl IMCUMILIIHM € 3a0e3neyuTH (PaxoBy MIATOTOBKY
CTYACHTIB 3 guciuiuiing «/liyloBa KoMyHikaunisi aHIJilicbKOIO MOBOIOY,
MOTJIMONTH Ta BUKIACTA OCHOBHM JUIOBOTO CHUIKYBAaHHS aHTJIIHCHKOIO MOBOIO
BinmoBinHO 10 «KoHIemmii megaroriaHoi OCBITHY»; 3aKJIacTH OCHOBH TpodeciitHol
MMATOTOBKY BUUTESA aHTIIINCHKOI MOBH.

OCHOBHHUMM 3aBJAAHHSIMM JUCHMILIIHU €: HABYUTHU CTYACHTIB MPAKTUUYHOMY
BOJIOJIIHHIO 1HO3EMHOI0 MOBOIO B 00Cs31, HEOOXIJIHOMY [IJIi CUTYaTMBHOI'O Ta
npodecifHOro CIHUIKYBaHHS y JAUTOBIH cdepl 3 MeTor ojepxaHHs 1H(opwmariii,
HIATOTYBaTH  J1I0 CHUIKYBaHHS  JIJIOBOKO  1HO3EMHOIO MOBOIO B 00’emi,
nepeadoayeHoMy IPOTPaMoOI0 JUIS BHUIUMX HaBYAJIBHUX 3aKJIadiB, JOIMOMOITH
MPaKTUYHO OBOJIOJITH JUIOBOIO TEPMIHOJIOTIEH0; BMIHHAMHM HAIHUCAHHS J1J0BOT
KODECIOHJICHIIII, BMITM 3alOBHUTH OJAHK 3asBHM Ha MpalEBIAIITYBaHHS,
JeKJIapaliii, Hamucath pe3loMe, TMIAroTyBaTUCA N0 CHiBOECIM, HamucaTh
3aMpOIIEHHs], 3aMOBJICHHS, YKJIACTH YMOBHM IPO MapTHEPCTBO Ta CIIBPOOITHULTBO,
3aMOBHTH MICIIC B TOTENI, O1ICT HA JTITaK, Ta iH.

Pe3ynpraToM HaBYaHHS 3a AUCIUILUIIHOIO € (POPMYBAHHS y CTYACHTIB TaKUX
KOMITETEHTHOCTEM

- 31aTHICTh (OPMYBATH B YUHIB IPEIMETHI KOMIIETEHTHOCTI; 3

-3JIaTHICTh JOTPUMYBATHCS CY4YaCHUX MOBHHUX HOpPM (3 1HO3eMHOI Ta
Jep>KaBHOI MOBH), BOJIOJIITH 1HO3EMHOIO MOBOIO Ha piBHI He Hmwkue ClI,
BUKOPUCTOBYBATH Pi3H1 (HOPMU ¥ BUIM KOMYHIKAIlli B OCBITHIN MIsITLHOCTI, OOUpaTH
MOBHI 3aCO0M BIJIMOBITHO JIO CTHIIIO 1 THITY TEKCTY.

OnaHyBaBIIM JUCHUIUIIHY «J[1JIoBa KOMYHIKallisd aHIJIACHKOI MOBOIOY,
CTYJIEHTU MTOBUHHI

- 3HaTU MOBHI HOPMH, COILIIOKYJBTYPHY CHUTYallll0 PO3BUTKY 1HO3EMHOI MOBH,
0COOJIMBOCTI BUKOPUCTAaHHS MOBHHMX OJMHHULB Y TEBHOMY KOHTEKCTI, MOBHHIA
JTUCKYPC XYI0XKHBOT JIITEpaTypu U Cy4aCHOCTI;

- BOJIOJIITU KOMYHIKaTUBHOIO MOBJICHHEBOIO KOMITIETEHTHICTIO 3 YKPAiHChKOI Ta
1HO3€MHOI MOBH (JIIHT'BICTUYHHM, COLIIOKYJbTYpPHHM, MparMaTUYHUA KOMITIOHEHTH
BIJIMTOBITHO IO 3arajlbHOEBPOINEHCHKUX PEKOMEHJallii 13 MOBHOI OCBITH), OyTH
3aTHUMH BIOCKOHAIIOBATH Ta MiJBUILYBaTH BIACHUN KOMIIETEHTHICHUN PiBEHb y
BITYM3HSHOMY Ta MI)KHAPOJJHOMY KOHTEKCTI.



3. MIPOT'PAMA HABYAJIbHOI JUCLUILJIIHUA

Tema 1. Polysemantic Nature of the Concept of Business Communication
Culture. Business Communication Culture. Polysemantic Nature of the Concept of
Business Communication Culture. A multicultural person. Expressions of gratitude
and apology.

Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomisxcna [3, 6, 7, 13]

Tema 2. Rules of Etiquette in Communication. A book of Etiquette. Table
manners. Formal parties. Dress-code.
Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomiscna [3, 6, 7, 13]

Tema 3. Etiquette in Business. Rules of behaviour.
Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomiscna [3, 6, 7, 13]

Tema 4. Telephone Conversation. Writing an Invitation Letter. Formal and
informal style.
Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomisxcna [3, 6, 7, 13]

Tema 5. Job Hunting. Where and how to hire an employee. Want ads. Job
interview.
Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomisxcna [3, 6, 7, 13]

Tema 6. Filling in an Application Form and Writing a Resume. Filling in an
Application Form. Writing a Resume. Line and staff positions. Managing people.
Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomiscna [3, 6, 7, 13]

Tema 7. Reference Letter. Writing a Cover letter. Reference Letter. Thank-you
letter. Classification of organization cultures: power cultures; role cultures; task
cultures; individual cultures.

Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; oonomisxcna [3, 6, 7, 13]

3micmosuit mooynas 2. Negotiations and Business Correspondence
Tema 8. Negotiations and Business Correspondence. Types of Negotiations and
Mediation. Rules of behaviour. Cultural differences in body language.
Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomisxcna [3, 6, 7, 13]

Tema 9. Diplomatic Negotiations. Theory of Diplomatic Negotiations. Practice
of Diplomatic Negotiations.
Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomiscna [3, 6, 7, 13]

Tema 10. Business Correspondence. Writing letters. “Golden rules” for writing
business letters. Formal and informal styles.
Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomiscna [3, 6, 7, 13]



Tema 11. Kinds of Letters. Specimen of letters. Bread-and-butter letters.
Reference letters. Letters of invitation. Letters of formal acceptance or regret.
Personal business letters.

Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomisxcna [3, 6, 7, 13]

Tema 12. Commercial Letter. Presentation of a Commercial Letter.
Abbreviations. The letter heading and layout. The inquiry. The offer. The order.
Acknowledgement. Refusal. Complain (claim) letters. Promissory note. Electronic
correspondence.

Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomiscna [3, 6, 7, 13]

Tema 13. Business Trip. On a business trip. Going abroad. Customs
formalities. Smuggling and trafficking. Ordering and booking tickets. Travelling by
air. Travelling by train and bus.

Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomiscna [3, 6, 7, 13]

Tema 14. Hotels. Hotels hospitality. Accommodation. Classes of hotels: Luxe
hotels; Boarding houses; Charming town houses; Bed and Breakfast; inns, motels;
Youth hotels; Youth Holiday Centres; Country Guest Houses. Variants of breakfast.
Hotels problems and their solution.

Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomiscna [3, 6, 7, 13]

Tema 15. At a Restaurant / Café. Reserving a table. Ordering dishes. Table
etiquette.
Jlimepamypa: ocnosna [6, 12, 13, 16, 18, 20]; donomiscna [3, 6, 7, 13]

4. CTpykTypa HABYAJILHOI AMCHHILTIHH

KinekicTs rognn

HasBu 3micToBHX neHHa ¢popma 3aouHa popma
MOJYJIiB i TeM TOMY YHCJTi ChOT0 TOMY YHCJTi
ay YCBOTO y y y y
J n aabd | c.p. J n aabd | c.p.
1 2 3 4 5 7 8 9 |10 11 13
3micmosuit modyns 1. Business Communication Culture.

Tema 1. Polysemantic Nature 6 2 4 6 6
of the Concept of Business
Communication Culture.
Business Communication

Culture. Polysemantic Nature
of the Concept of Business
Communication Culture. A
multicultural person.
Expressions of gratitude and

apology.

Tema 2. Rules of Etiquette in 6 1 5 6 2 4
Communication. A book of
Etiquette. Table manners.
Formal parties. Dress-code.

Tema 3. Etiquette in Business. 6 2 4 6 6
Rules of behaviour.




Tema 4. Telephone 6 2 4 6 2
Conversation.  Writing an
Invitation Letter. Formal and
informal style.

Tema 5. Job Hunting. Where 6 2 4 6
and how to hire an employee.
Want ads. Job interview.

Tema 6. Filling in an 6 2 4 6 2
Application Form and Writing
a Resume. Filling in an
Application Form. Writing a
Resume. Line and staff
positions. Managing people.

Tema 7. Reference Letter. 6 1 5 6
Writing a Cover letter.
Reference Letter. Thank-you
letter. Classification of
organization cultures: power
cultures; role cultures; task
cultures; individual cultures.

Yceboro 3a 3M 1 42 12 30 42 6
3microBmii MmoxyJib 2. Negotiations and Business Correspondence.
Tema 8. Negotiations and 6 2 4 6 2

Business Correspondence.
Types of Negotiations and

Mediation. Rules of

behaviour. Cultural

differences in body language.

Tema 9. Diplomatic 6 2 4 6
Negotiations.  Theory  of

Diplomatic Negotiations.

Practice of Diplomatic
Negotiations.

Tema 10. Business 6 2 4 6 2
Correspondence. Writing
letters. “Golden rules” for
writing  business letters.
Formal and informal styles.

Tema 11. Kinds of Letters. 6 2 4 6 2
Specimen of letters. Bread-
and-butter letters. Reference
letters. Letters of invitation.
Letters of formal acceptance
or regret. Personal business
letters.

Tema 12. Commercial Letter. 6 4 2 6 2
Presentation of a Commercial
Letter. Abbreviations. The
letter heading and layout. The
inquiry. The offer. The order.
Acknowledgement.  Refusal.
Complain  (claim) letters.
Promissory note. Electronic
correspondence.

Tema 13. Business Trip. On a 6 2 4 6
business trip. Going abroad.
Customs formalities.
Smuggling and trafficking.
Ordering and booking tickets.
Travelling by air. Travelling
by train and bus.




Tema 14. Hotels. Hotels
hospitality.  Accommodation.
Classes of hotels: Luxe hotels;
Boarding houses; Charming
town houses; Bed and
Breakfast; inns, motels; Youth
hotels; Youth Holiday
Centres;  Country  Guest
Houses. Variants of breakfast.
Hotels problems and their
solution.

Tema 15. At a Restaurant /
Café. Reserving a table.
Ordering dishes. Table
etiquette.

Ycworo 3a 3M 2

48

18

30

48

40

Ycboro roopun

90

30

60

90

14

76




3/

10
11

12

13
14
15

3/

S. TeMH NIpaKTHYHHUX 32HATH

Ha3Ba temn

KinpkicTh roaun
(nenna / 3a04Ha)

3microBuii moayab 1. Business Communication Culture.

Tema 1. Polysemantic Nature of the Concept of Business
Communication Culture. The Concept of Culture and its Structure.

Tema 2. Functions of Culture in Terms of the Problem of the Culture
Definition. Religious Origins of the World Culture. Science as a
Cultural Phenomenon.

Tema 3. Management in International Companies’ Corporate
Strategies. Cultural management as one of the components of
corporate strategies.

Tema 4. Diversity Management in International Companies’
Corporate Strategies. Cross-cultural management in conditions of
the global markets formation. The concept “diversity”.
Determination of the impact of the scale of the company’s activity on
the object of the study. A comparison of the obtained results.

Tema 5. Types of Negotiations and Mediation. Negotiation and
mediation as a type of communication. Preparation for Negotiations.
Negotiation strategy and tactics. Basic elements of negotiations.

Tema 6. Tactical techniques used during negotiations.

Tema 7. The Basic Methods of the Partner Perception during
Negotiations.

2/ -
1/2

2/ -

2/2

2/ -

2/2
1/-

3microBmii MmoayJb 2. Negotiations and Business Correspondence.

Tema 7. Theory and Practice of Diplomatic Negotiations.

Tema 8. Technology of the negotiation process. “Dirty technologies”
of negotiations. Techniques of diplomatic presentations.

Tema 9. Business Correspondence. Writing letters.

Tema 10. Presentation of a Commercial letter. The body of a business
letter. The letter heading and layout.

Tema 11. Writing Business Correspondence. Active vocabulary
learning (topic “Business Letter Writing”).

Tema 12. Writing letters. Specimen of letters (Types of letters).
Tema 13. Kinds of letters. Modern means of information transfer.

Tema 15. Tactics of diplomatic negotiations.

Pazom

6. Camocriiina podora

Ha3zBa Temn

2/ -
2/2
2/ -
2/2

2/2

412
2/ -
2/-
30/14

KinekicTh roqunu
(nenna / 3a04Ha)

3micToBuii moayan 1. Business Communication Culture.

Tema 1. Polysemantic Nature of the Concept of Business
Communication Culture. The Concept of Culture and its
Structure.

4/6



Tema 2. Functions of Culture in Terms of the Problem of
the Culture Definition. Religious Origins of the World
Culture. Science as a Cultural Phenomenon.

Tema 3. Management in International Companies’
Corporate Strategies. Cultural management as one of the
components of corporate strategies.

Tema 4. Diversity Management in International
Companies’  Corporate  Strategies. — Cross-cultural
management in conditions of the global markets
formation. The concept “diversity”. Determination of the
impact of the scale of the company’s activity on the object
of the study. A comparison of the obtained results.

Tema 5. Types of Negotiations and Mediation.
Negotiation and mediation as a type of communication.
Preparation for Negotiations. Negotiation strategy and
tactics. Basic elements of negotiations.

Tema 6. Tactical techniques used during negotiations.

Tema 7. The Basic Methods of the Partner Perception
during Negotiations.

5/4

4/6

414

4/6

414
5/6

3microBmii MmoxyJib 2. Negotiations and Business Correspondence.

Tema 7. Theory and Practice of Diplomatic Negotiations.

Tema 8. Technology of the negotiation process. “Dirty
technologies” of negotiations. Techniques of diplomatic
presentations.

Tema 9. Business Correspondence. Writing letters.

Tema 10. Presentation of a Commercial letter. The body
of a business letter. The letter heading and layout.

Tema 11. Writing Business Correspondence. Active
vocabulary learning (topic “Business Letter Writing”).

Tema 12. Writing letters. Specimen of letters (Types of
letters).

Tema 13. Kinds of letters. Modern means of information
transfer.

Tema 15. Tactics of diplomatic negotiations.

Pazom

4/6
4/4

4/4

4/4

2/4

4/6

4/6

4/6
30/14

7. 3aBAaHHA 1JIS1 ONPALIOBAHHSA TeM JUCHUIIIHA

3MicT 3aBIaAHHA

®opmu . KiabkicTn
Ha3Ba temu JJIS OTIPAIFOBAHHS Jlireparypa .
. KOHTPOJII0 oasiB
TeM JUCHHUIIIHA
3micmosuti mooynws 1. Business Communication Culture.
Tema 1. Business | KoncnekTyBaHHS Ycue Ta ocnosHa [6, 12,
I _ 4
Communication TEMaTHYHOTO MHCbMOBE 13, 16, 18, 20];




Culture. Polysemantic Marepiaiy. ONUTYBaHHS. oonomidxcna [3,
Nature of the Concept | BuBueHHs1 OCHOBHHX [Ipe3enTarris 6, 7,13]
of Business BHU3HAYEHb 1 OCHOBHHX
Communication TepMiHiB. BUKOHaHHS MIOJIOKEHb 3a
Culture. A | 3aBHaHb IPAKTUIHOL TEMOIO.
multicultural  person. pobotu
Expressions of
gratitude and apology.
Tema 2. Rules of BuBueHHs AHOTYBaHHS ocnosna [6, 12,
Etiquette in JIEKLIHOrO ocHoBHHX Jukepen | 13, 16, 18, 20];
Communication. A Marepiaiy, 3 TEMH. oonomidxcrna [3,
book of Etiquette. IArOTOBKA 10 ITigroroska 6, 7, 13]
Table manners. Formal PaKTHYHOI'O JIOTIOBI I
parties. Dress-code. 3aHATTS, OTJISIT
TEOPETHYHOTO
Marepiary
Tema 3. Etiquette in BuBueHHsS AHOTYBaHHS ocnosna [6, 12,
Business. Rules of JIEKLIHOrO ocHoBHHX Jukepen | 13, 16, 18, 20];
behaviour. Mmarepiainy, 3 TEMH. oonomidcra [3,
MATOTOBKA 110 ITinroroBka 6, 7, 13]
MIPaAKTUYHOTO JIOIIOBIAl
3QHATTS, OIS/
TEOPETHYHOTO
Marepiary
Tema 4. Telephone BuBuenus AHOTYBaHHS ocnosna [6, 12,
Conversation. Writing JIEKIIIHOrO ocHoBHHX Jkepen | 13, 16, 18, 20];
an Invitation Letter. Mmarepiairy, 3 TEMHU. oonomidcHa [3,
Formal and informal MATOTOBKA IO ITinroToBKa 6, 7, 13]
style. MPaKTUYHOTO JIOIOBil
3QHATTS, OIS
TEOPETUYHOTO
Marepiany
Tema 5. Job Hunting. BuBuenus AHOTYBaHHS ocnosna [6, 12,
Where and how to hire JIEKIIIMHOTO ocHoBHHX Jkepen | 13, 16, 18, 20];
an employee. Want Martepiaiy, 3 TEMH. oonomidcua [3,
ads. Job interview. MiATOTOBKA 10 ITinroroBka 6, 7, 13]
MPaKTUYHOTO JIOTOBil
3QHATTS, OTJIA]
TEOPETUYHOTO
Marepiany
Tema 6. Writing an BuBuenus AHOTYBaHHs ocrosna [6, 12,
Application Form and JIEKIIAHOTO ocHoBHHX Kepen | 13, 16, 18, 20];
a Resume. Filling in an Marepiaiy, 3 TEMH. oonomigcua [3,
Application Form. [MACOTOBKA 10 ITinroroBka 6, 7, 13]
Writing a Resume. Line MPAKTUYHOTO JIOTOBi1
and staff positions. 3aHSATTS, OTJISIT
Managing people. TEOPETUIHOTO
Marepiany
Tema 7. Reference BuBuenus AHOTYBaHHS ocrosna [6, 12,
Letter Writing a Cover JIEKIIAHOTO ocHoBHHX jkepen | 13, 16, 18, 20];
letter. Reference Letter. Martepiaiy, 3 TEMH. oonomigcua [3,
Thank-you letter. MATOTOBKA 110 ITinroToBKa 6, 7, 13]




Classification of
organization cultures:
power cultures; role
cultures; task cultures;
individual cultures.

HPaKTUIHOTO

3aHATTA, OIS

TEOPETUYHOTO
Marepiany

JIOTIOBIl

3microBuii Moaynb 2. Negotiations and Business Correspondence.
Tema 8. Negotiations BuBuenns AHOTYBaHHS ocnosna [6, 12,
and Business JEKIIHHOrO OCHOBHHX Ta 13, 16, 18, 20];
Correspondence. Types Marepiaiy, JIOJAaTKOBUX oonomidxcna [3,
of Negotiations and HiATOTOBKA J10 JoKepen 3 temu. | 6, 7, 13]
Mediation. Rules of PaKTUYHOT'O ITinroToBKa
behaviour. Cultural 3QHATTS, OIS IIOTIOBI .
differences in  body TEOPETHYHOTO
language. Mmarepianty
Tema 9. Diplomatic KoncniekTyBaHHs AHOTYBaHHS ocnosna [6, 12,
Negotiations. Theory of TEMaTHYHOTO OCHOBHHUX Ta 13, 16, 18, 20];
Diplomatic Mmarepiaiy. JIOJTATKOBUX oonomidcra [3,
Negotiations. Practice | BuBuenHs OCHOBHUX | jKepen 3 Temu. | 6, 7, 13]
of Diplomatic BU3HAYEHD 1 ITinroToBKa
Negotiations. TepMiHiB. BUKOHAHHS JIOHOBII.
3aBJiaHb MPAKTHYHOI
poboTtu
Tema 10. Business KoncnekryBaHnHs Vcue ta ocnosna [6, 12,
Correspondence. TEMAaTHYHOTO [MHUCHMOBE 13, 16, 18, 20];
Writing letters. Mmarepiaiy. OITUTYBaHHSI. oonomidcHa [3,
“Golden rules” for | BUB4eHHsI OCHOBHHUX [IpesenTartis 6, 7, 13]
writing business BU3HAYCHB 1 OCHOBHHX
letters. Formal and | TepminiB.Bukonanms MIOJIO’KEHB 32
informal styles. 3aBJlaHb MMPAKTHYHOI TEMOIO.
poboTtu
Tema 11. Kinds of BuBuenus AHOTYBaHHS ocnosna [6, 12,
Letters. Specimen of JEKIIHHOTO ocHoBHUX Jkepen | 13, 16, 18, 20];
letters. Bread-and- Mmarepiairy, 3 TEMHU. oonomidcHa [3,
butter letters. MiATOTOBKA 10 ITinroroska 6, 7, 13]
Reference letters. MPaKTUYHOTO JIOIOBil
Letters of invitation. 3QHATTS, OIS
Letters of  formal TEOPETUYHOT O
acceptance or regret. Matepiany
Personal business
letters.
Tema 12. Commercial BuBuenus AHOTYBaHHs ocrosna [6, 12,
Letter. Presentation of JIEKL[IHHOTO ocHoBHHX Kepen | 13, 16, 18, 20];
a Commercial Letter. Marepiaiy, 3 TEMH. oonomigcua [3,
Abbreviations. The MiATOTOBKA IO ITinroToBKa 6, 7, 13]
letter heading and MPAKTUYHOTO JIOTOBii
layout. The inquiry. 3aHATTS, OTJISIT
The offer. The order. TEOPETUYHOTO
Acknowledgement. Marepiany

Refusal. Complain
(claim) letters.
Promissory note.

Electronic




correspondence.
Tema 13. Business trip. | KoncnektyBaHHS YcHe Ta ocnosHa [6, 12,
On a business trip. TEMATUYHOTO MMUCHMOBE 13, 16, 18, 20];
Going abroad. Marepiainy. OIUTYBaHHSI. Ooonomidxcuna [3,
Customs  formalities. | BuBueHHS OCHOBHHX IIpesenrarris 6, 7, 13]
Smuggling and BHU3HAYCHb 1 OCHOBHUX
o9 : . 4

trafficking.  Ordering | repminis. Bukonanus IOJIOYKCHB 3a
and booking tickets. | 3aBgaHb npaKTUYHOT TEMOIO.
Travelling by air. poboTtu
Travelling by train and
bus.
Tema  14. Hotels BuBuenns AHOTYBaHHS ocHogna [6, 12,
hospitality. JIEKIIAHOTO ocHoBHHX kepen | 13, 16, 18, 20];
Accommodation. Martepiaiy, 3 TEMH. oonomidxcna [3,
Classes of hotels: Luxe MATOTOBKA 110 ITinroToBKa 6, 7, 13]
hotels; Boarding NPaKTUIHOTO JIOTIOBI I
houses; Charming 3aHATTS, OIS
town houses; Bed and TEOPETHYHOT'O 4
Breakfast; inns, Mmarepianty
motels; Youth hotels;
Youth Holiday Centres;
Country Guest Houses.
Variants of breakfast.
Hotels problems and
their solution.
Tema 15, At a BuBuenns AHOTYBaHHS ocnosna [6, 12,
Restaurant /  Cafeé. JIEKIIIIHOTO ocHoBHUX jkepen | 13, 16, 18, 20];
Reserving a table. MaTtepiaiy, 3 TEMH. oonomixcna [3,
Ordering dishes. Table MiATOTOBKA 10 ITinroroBka 6, 7, 13] 4
etiquette. NPaKTHYHOTO JIOTIOBITi

3aHATTS, OTJISIT

TEOPETHYHOTO

Marepiany

InauBinyanbHi 3aB1aHHsA

[HnuBigyanbHi 3aBJaHHS CHPUAIOTH KpallOMy 3acBOEHHIO 3700yBauaMu Matepiany 3
HaBYaJIbHOT TUCIHUIUIIHU «Jl1loBa KOMYHIKallisd aHTJIIHCHKOI0 MOBOIO» Ta ()OPMYBAaHHIO Y HHUX
HaBUYOK Ta BMiHb OJIEpKyBaTH JOAATKOBI 3HAHHS.

[TinroToBka nomoBizel abo mpe3eHTaliil Sk Gopma IHIUBIAYadbHOI POOOTH HaBYAJIbHOL
JMCLUIUTIHY Tiepedaydae JOCTiKEeHHS OCHOBHUX MUTaHb POTPaMHOr0 Martepiany.

Omninka gonoBial ab0 Mpe3eHTalli BpaxoBYye CTYMIHb PO3KPUTTS TEMH, 00CAT BUKOPUCTAHOI
JiTepaTypu, 3MICTOBHICTh BUKJIAJeHHS (aKTiB, pIBEHb CAMOCTIMHOCTI MipKyBaHb. BaxxinBo, 1100
JOTIOBIAL @00 Tpe3eHTalist OyiaM BUKOHAHI BIAMOBITHO JO TEMHU Ta TIOBHICTIO PO3KPUBAIHU
npobIeMy TOCIiIKEHHS.

Ilepenik iHAMBIYaTbHUX 32BIAHD

1. Peculiarities of American English (spelling, pronunciation, grammar, vocabulary).

2. Characterize culture of professional communication and classification of organization
structures.

3. Determinate the line and staff positions, motivate necessity of interview, explain where
and how to hunt job, hot to write resume, cover-letter. Describe the functions of administrator.




8. MeToau HABYAHHS

Y mpomeci BHBYECHHS JUCHUIUTIHM «J[iJToBa KOMYHIKaIlisl aHTJIIHCHKOIO MOBOIO»
3aCTOCOBYIOTBHCS] HACTYITHI METO/IM HAaBUYAHHS:

- CIIOBECHI METOJIM HaBYaHHS, IMOSICHIOBAIBLHO-UTFOCTPATUBHUN METOJ| i3 BUKOPUCTAHHSIM
MYJbTUMEIIMHUX TPE3SHTAIII ITi]] 9ac BUKIIAAY JICKI[IHHOTO MaTepiany;

- Oecima 3 eneMeHTaMH JUCKYCii, CUTyaTHBHHMI MigXin, Oecifa 3a «KpYIJIUM CTOJIOM,
«IIUATAHHS-BIAIOBIAbY;

- IPOOJIEMHO-TIONIYKOBHM Ta €BPUCTUYHHN (IUCITYT) METOM HAaBYAHHS;

- TOCJII THUIIbKUI METO/T I1i] 4aC BUKOHAHHS CaMOCTIHHOI poOOTH;

- IPaKTUYHI METOM HaBYaHHS: BIIPABH, 33/1a4i, KEWCH, ece TOILO;

- HAOYHI METO/AM HABUYAHHS: JAEMOHCTpALlis, UTIOCTpAIlis, Mpe3eHTAallisl, HaBYaJIbHI (QiIbMH,
BUKOpUcTaHHA Jamboard, Bigeonekii.

9. MeTo11 KOHTPOJIIO

[Ipu BuBUeHHI cTyaeHTaMu Kypcy «JlitoBa KOMYHIKAIisi aHIJIIMCHKOI0 MOBOIOY»
3aCTOCOBYIOTHCS TaKi METOM KOHTPOJIIO:

- mnotouyHe (yCHE) ONUTYBaHHA, AMCKYyCiiHE OOTOBOpEHHs NpoOJieM Ha MPaKTHYHUX
3aHATTIX;

- TOTOYHMI KOHTPOJIb 3/IHCHIOETHCS IMiJl Yac MPOBEACHHS MPAKTHYHUX 3aHATh, 1 MA€ HA MeTI
MIepEeBIPKY PiBHS MIrOTOBJIEHOCTI CTY/ICHTA JI0 BUKOHAHHS KOHKPETHOI poboTu. [loTounuii KOHTpOITH
peanizyeTbesi y ¢oOpMi ONMUTYBAaHHS, BUCTYIIB, €KCIPEC-KOHTPOJIIO TOIIO, TEPEBIPKU pe3yJbTaTiB
BUKOHAHHS PI3HOMAHITHHUX 1H/JWBITyalbHUX 3aB/IaHb TOIIO;

- KOHTPOJIb CAaMOCTII{HOT poOOTH, IPEACTABICHHS MPE3EHTALIIN;

- 1HJIUBIJyaJbHE Ta GPOHTAIbHE ONUTYBAHHS;

- TIOTOYHE TECTYBAHHS;

- aHaJi3 Ta OL[IHIOBAaHHS pe3y/bTaTiB HABYaHHS;

- TECTOBHH IiJICyMKOBHUI KOHTPOJb.

10. [IuTaHHs rapaHTOBAHOIO PiBHS 3HAHb 3100yBa4iB BUILO0I OCBiTH
. The Concept of Culture and its Structure.
. Functions of Culture in Terms of the Problem of the Culture Definition.
. Religious Origins of the World Culture.
. Science as a Cultural Phenomenon.
. Diversity Management in International Companies’ Corporate Strategies.
. Cross-cultural management as one of the components of corporate strategies.
. Cross-cultural management in conditions of the global markets formation.
. Determination of the impact of the scale of the company’s activity on the object of the
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study.
9. Types of Negotiations and Mediation.
10. Negotiation and mediation as a type of communication.
11. Preparation for Negotiations.
12. Negotiation strategy and tactics.
13. Basic elements of negotiations.
14. Tactical techniques used during negotiations.
15. The Basic Methods of the Partner Perception during Negotiations.
16. Theory and Practice of Diplomatic Negotiations.
17. Tactics of diplomatic negotiations.
18. Technology of the negotiation process.
19. “Dirty technologies” of negotiations.
20. Techniques of diplomatic presentations.
21. Business Correspondence.



22. Writing letters.
23. Specimen of letters.
24. Presentation of a Commercial letter.
25. The body of a business letter.

26. The letter heading and layout.

27. Kinds of letters.
28. Modern means of information transfer.

11. Po3noain 6aniB, AKi OTPUMYIOTH CTY/ICHTH

IToTouyHe TecTyBaHHA Ta

camocTiiiHa pobora IlincymxoBuit

3micToBuii Moxyab Ne 1

3micToBuii Momyb Ne 2 KOHTPOJIb

Cyma

T1 | T2 | T3

T4

TS5

T6

T7 |T8|T9 |T10/T11|T12|T13|T14| T15

4 4 4

4

4

4

40

4 1414|4144 ]14]4]| 4

100

T1, T2 ... T10 — TeMu 3MiCTOBHX MOJYJIIB.

HIkaJuaa ouinoBanusa: HagionaabHa ta ECTS

Cywma OauiB 3a Bci
BHUIIM HABYAIHHOIL
IISUIBHOCTI

OriHka

ECTS

OriHka 3a

Kpwurepii omninroBaHHS HaI[iOHAJILHOIO

IIKaJIOO

90-100

CTyneHT BUSBIISE OCOOJUBI TBOPUI 3/1I0HOCTI,
rUOOKI 3HAHHS HABYAIILHOTO MaTepiaiy, 10
MICTHTBECS B OCHOBHUX 1 JJOZATKOBHUX
PEKOMEHIOBAHUX JITEPaTYpPHUX JKEPEsax; BMi€
aHaJI3yBaTH SBUINA, SKi BUBYAIOTHCH, Y 1X
B3a€MO3B’SI3KY 1 PO3BHTKY; 3aCTOCOBYBATH
TEOPETUYHI TOJIOKEHHS TIPU PO3B’A3aHH1
NPaKTHYHUX 3aJ1a4; BOJIOJIE BMIHHAM HaJaBaTH YiTKY
apryMEHTOBaHY Bi/NOBib HA OCTABJICHHI TUTAHHS

82-89

CTyIeHT BUIBHO BOJIOJIIE BUBUEHUM O0CSITOM
MaTepiay, 3aCTOCOBY€ HOTO Ha MPaKTHIIi, BUTEHO
PO3B’sI3y€ BIIPABH, HA/IA€ IAKOHIYHY BiAIIOBib
Maiike Ha BCl IOCTABJIEHHI MMTAHHS; CAMOCTIMHO
BUTIPABIISIE TOMYIIEH] MOMIIKH, KITBKICTh SIKHX
HEe3HaYHa

74-81

CryZneHT BMi€ onepyBaTu HEOOXiIHUM KOJIOM MOHATh

Ta KaTeropii; y3arajJbHIOBATH T4 CHCTEMAaTU3yBaTH | 3apaxoBaHO

iH(hopMaIlito i KePIBHUIITBOM BHKJIa1a4a; B LIJIOMY
CaMOCTIHHO 3aCTOCOBYBATH 11 Ha MPaKTHLI;
KOHTPOJIIOBATHU BJIACHY [isUIbHICTh; BUIIPABIISTH
MTOMMJIKH, CepeJl SIKUX € CYTTEBI

64-73

CTyJeHT BIATBOPIOE 3HAYHY YACTUHY TEOPETUIHOTO
Matepiaity, BUABIISIE 3HAHHA 1 PO3YMiHHS OCHOBHHX
MOJIOXKEHb, clIabKe IX 3aCTOCYBaHHS MPU PO3B’sI3aHHI
MPaKTUYHUX 3aBJIaHb; aHAi3y€ HaBYaIbHUN
MaTepial 3a IOIIOMOTOI0 BHKJIa/1aua, Haga€e Majlo
apryMEeHTOBaHI BiAIOBIi/i, BUIIPABIIS€ HE BCi
TIOMMWJIKH, 3Ha4Ha KUIbKICTh SIKUX € CYTTEBUMU

60-63

CTyneHT BoJI0Ii€ HaBYaIFHIM MaTepiajioM Ha PiBHI
BUIIIOMY 3a ITOYATKOBUH, POTe Ma€e (hparMeHTapHE
VSIBJICHHS TIPO ACSIKI MOHATTS Ta KaTeropii Kypcy;
HaJla€ HETIOBHE BUCBITJICHHS 3MICTy TUTaHb; Ma€
HEIOCTATHE BMIHHS 3pOOHMTH apryMeHTOBaHI




BUCHOBKH; BIATIOBiIi MICTATh 3HAYHY KUIBKiCTh
HEZ0JIIKIB 1 HTOMHJIOK

CryneHT He OTaHyBaB 3HAYHY YACTHHY MaTepiary
KypCy; HE BOJIOJIi€ IOHATIHHUM amapaTtoM; He HE3apaxoBaHo 3
35-59 EX OTIpaIfioBaB 0a30BY Ta JOIIOMDKHY JIiTepaTypy. MoBa | MOXIIHBICTIO
i He BHpa3Ha, oOMexeHa, 0i1Ha, CJIOBHUKOBHH 3amac | TOBTOPHOTO
He J1a€ 3Mory 0opMUTH ifiet0. [[pakTHUHI HABUYKU | CKIIaJaHHS
Ha piBHI po3Mi3HABAHHS

CryneHT MOBHICTIO HE 3HA€ MPOTPAMHOT0 Martepiaiy,
HE TIPAIIOBaB B ayIUTOPil 3 BUKIa1adeM abo
0-34 E CaMOCTIHHO; AOMYCKA€E CYTTEBI MTOMUIIKH Yy
i BIJITIOBI/IIX HA MTUTAHHS, HE BMI€ 3aCTOCOBYBATH
TEOPETHYHI TTOJIOKECHHSI TIPH PO3B’sI3aHHI
IMMPAKTUYHHUX 3aBJaHb

HE3apaxoBaHoO 3
000B’SI3KOBHM
[TOBTOPHHUM
BUBUYEHHAM
JUCLUIUTIHA

12. MeToan4He 3a0e3ne4YeHHA

. Kypc nexmiit;

. Il1anyu mpakTHYHUX 3aHSATH;

. MeronnyHi BKa3iBKU 10 BUKOHAHHS CaMOCTIHHOI poOOTH;
. HaBuanbHO-MeTOIMYHI MaTepianu;

. OnopH1 KOHCTICKTH JICKIIii;

. TecToBi 3aBaHHS;

. Po3naBanbuuii marepiai;

. ImocTpaTtuBHI MaTepianu;

. HopmaTuBH1 JOKyMEHTH.

O 0 1N DN KW~

13. PexomenoBaHna Jiiteparypa

OcHogHa:
1. Ali B. J., Anwar G., Gardi B. at al. Business Communication Strategies: Analysis
of Internal Communication Processes. Journal of Humanities and Education Development. 2021.
Vol. 3(3). pp. 16-38.
2. Blewitt J. M., Parsons A., Shane J. M. Service-learning as a high-impact practice:
Integrating business communication skills to benefit others. Journal of Education for Business.
2018. Vol. 93(8). pp. 412-4109.

3. Bovee Courtland L., Thill John V., Business Communication Today. — Prentice
Hall, 2017.

4. Business communication for success. Adapted edition produced by the University
of Minnesota Libraries Publishing through the eLearning Support Initiative. Minnesota, 2019.

5. Business Etiquette. Participant Guide. Columbus Technical College. Economic

Development, Corporate Training Materials. URL: https://www.columbustech.edu/skins/userfiles/
files/Training%20Manual%20- %20Business%20Etiquette%20(1).pdf

6. Chen R. R., Davison R. M., Xiaojuan Ou. K. A symbolic interactionism perspective
of using social media for personal and business communication. International Journal of
Information  Management.  2020. Vol. 51. 102022. ISSN 0268-4012, URL:
https://www.sciencedirect.com/science/article/pii/S0268401218306157

7. Guffey Mary Ellen, Loewy Dana, Business Communication: Process & Product 9th
Edition. Cengage Learning, 2017.

8. Jordan R. R., Academic Writing Course. Longman, 2018.

9. Kalogiannidis S. Impact of Effective Business Communication on Employee

Performance. European Journal of Business and Management Research. 2020. Vol. 5(6). pp. 212-
228.



10. Kalogiannidis S., Papaevangelou O. Impact of Business Communication on the
Performance of Adult Trainees. International Journal of Academic Research in Progressive
Education and Development. 2020. Vol. 9 (3). pp. 213-222.

11. Kennedy G., Everything is negotiable: How to get the best deal every time.
London: Random House Business books, 2018.
12. Kent-Paxton Laura, Elements of Effective Writing. Prentice Hall, 2019.

13. Lucas Stephen, The Art of Public Speaking. 11" edition. McGraw-Hill Education,
2017.

14. Ober Scot, Contemporary Business Communication. Hougton Miffin Company,
2018.

15. Rebuck Deborah Britt, Improving Communication Skills. Prentice Hall, 2019.

16. Tenzer H., Pudelko M. The influence of language differences on power dynamics
in multinational teams. Journal of World Business. 2017. Vol. 52(1). pp. 45-61.

17. White J. Transforming Purpose-Driven Business Education. Humanistic
Management Journal. 2020. Vol. 4 (2). pp. 261-264.

18. BepxoBuera O.M. MertoauuHo-HaBUAIbHUM TMOCIOHMK 3 Kypcy JiJIOBOi

AHTITIMCHKOI MOBH JUIS CTYACHTIB (DaKyJIbTETy €KOHOMIKH Ta MEHEKMeHTy. - Binaums, 2001. —
256 c.

19. Meuepnuii C. b. OcHoBu exonomiunoi Teopii. K.: Akagemis, 1997. — 257 c.

20. CkpeokoBa-ITadar M. A. [linoBa anriilicbka MoBa: HaBuanbHuMii mocioHuk — JIbBiB:
«Hosuit Csit- 2000», 2012. — 392 c.

JlomomixkHa

1. Bep6a JI.T., Bep6a I'. B. 'pamartuka cydacHoi anriificekoi MmoBu. JloBigauk. - Kuis, ,,Jloroc”,
1997 p. — 352 c.

2. Bep6alJl.T.,Bep6al'. I, Bep6a . B. JloBigHUK 3 rpaMaTHKH aHTJIIHCHKOI MOBH (3 BIIpaBaMu):
Hagu. mocibnuk. — 5-te Bua., noonpair. — Kuis: Ocgita, 2001. — 414 c.

3. TTabar M. A. /linoBi irpu B npolieci BUBYEHHS aHriicbkoi MoBU / M. A. ITaGar // [Icuxonoro-
Meaaroriydl OCHOBM TyMaHi3aiii HaBUYaJbHO-BHUXOBHOTO. Tpollecy B mkojiai Ta BH3:
30ipHMK HaykoBUX mpaub. / [[om. pen. nmok. men. Hayk, mpod., akagemik ABIIY
Hem’staayk A. C.] — PiBue: Teric, 2012. — 446 c. - Bun. 7. - C. 200-205.

4. Tlabar M. A. Formation of Speech Etiquette on the Business English Lessons / M. A. ITa6ar //
Cexuis: ®uionorig, MOBO3HABCTBO 1 JIITEpaTypO3HABCTBO. Martepiaju LOPIYHOI
MDKHApoOAHOI HayKoBo-mpakTH4HOi IHTepHer-koH(epenuisi «Global Science and
Education in the Modern Realities ‘2020» (30-31 cepnust 2020 p., Cnonyueni llratu
Awmepuku) € auuioM ydacHuka KoHpepenuii COOpHHUK MaTepHanoB KOH(epeHIUu:
https://www.sworld.com.ua/konferus03/sbor-us3.pdf

5. TIabar M. A. The Problem of Forming Language Etiquette Skills in Business-Course of English
Classes / M. A. Ilabar // Marepianu MixHapogHOT HAyKOBO-NPAKTHYHOT KOHGEpeHIIii
“SWorld”, International periodic scientific journal “Modern Engineering and Innovative
Technologies”, Kypuan "SWorldJournal" Bumyck Nel4
https://www.sworldjournal.com/index.php/swj/issue/archive, 3 Toma: swjl4-01 C.91.
Cepmiens 2022 p.

6. Ashley A. A Handbook of Commercial Correspondence (Oxford University Press, 1992). —
297 p.

7. Bird D. How to Write Sales Letters the Sell. - London: Kogan Page, 2000. — 304 c.

8. Candace Matthews Business Interactions. - Prentice Hall, 1987. 120 p.

9. Cotton D. International Business Topics. - Edinburgh: Nelson, 1998. — 174 p.

10. Dixson Robert J. Modern American English. - Oxford, 1990. — 250 p.

11. Eckersley C., Kaufmann W. English and American Business Letters. - Longmans, Green and
Co. Ltd., 1993. - 176 p.

12. Fearns Peter Business studies, London: Hodder & Stoughton, 1993. — 267 p.



https://www.sworld.com.ua/konferus03/sbor-us3.pdf
https://www.sworldjournal.com/index.php/swj/issue/archive

13. Forman J., Kathleen K. The Random House Guide to Business Writing. New York: McCraw-
Hill. —2001. 456 p.

14. Gratus J. Successful Interviewing: How to Find and Keep the Best People. - New York:
Penguin Books. — 2000. — 193 p.

15. Jack Hacikyan and Merrilyn Gill Business in English: A Communicative skills Approach. -
Prentice Hall Regents, 1980. — 300 p.

16. Shiller Bradley R. The Economy Today, New York: Business division, 1989. — 345 p.

17. Spiro Greg Business Information. - Edinburgh: Nelson, 1999. — 60 p.

18. Verkhovtsova J.M. Making a New Start. MeronuuHo-HaBYaIbHHUN MOCIOHKUK 3 KypCy IiJIOBOT
aHrIiMceKoi MoBH. — Binaums, 2001. — 256 c.

Cii0BHMKOBA JliTepaTypa

1. Awnrno-ykpaiHCekuii, yKpaiHo-aHriidcekuid cinoBHUK (Yki.: buxosenr H. M.,
bopucenko I. 1., T'epacumenko I'. O. ta iH. 3a pen. gokTtopa Ginoa. Hayk, npod.
10. O. XKnykrenka). — Kuis: BII ,,Akagemis”, 1997, 696 c.

2. Benukwuii anrno-ykpaincbkuii cnoBHuk (120 000 cniB) / ABT. — yknag. M. B. Anamuuk. —
Howenpk: ,,BugaBaunro Crakep”, 2002. — 1152 c.

3. 3y6xoB M., Mromnep B. Cy4yacHuil aHro-yKpaiHCbKUI Ta yKpaiHO-aHIJIIMChKHIA CIOBHUK. —
XapkiB: BunaBaunrso ,,I1Ikoma”, 2005. — 768 c.

4. Mengenesa JI. M., Mensenesa H. FO. AHrmo-ykpaiHChKO-pOCIHCHKUN CIOBHHK YCTaJIEHUX
BupasiB. English — Ukrainian — Russian Dictionary of Pragmatic Idioms. - Kwuis: Ykp.
eHruknoneais, 1992. — 493 c.

5. Hornby A.S., Gaterby E. V., Wakfied H. The Advanced Learner’s Dictionary of Current
English. - Kiev, 1981. — 490 p.

6. New Webster’s Dictionary and Thesaurus of the English Language. Lexicon publications,
Inc., USA, 1993, 1216 p.

14. Indopmaniiini pecypcu

1. Kalogiannidis S. Impact of Effective Business Communication on Employee
Performance. European Journal of Business and Management Research. 2020. Vol. 5(6). URL:
https://doi.org/10.24018/ejbmr.2020.5.6.631

2. Wang Q., Clegg J., Gajewska-De Mattos H., Buckley P. The role of emotions in
intercultural business communication: Language standardization in the context of international
knowledge transfer. Journal of World Business. 2020. Volume 55. Issue 6. 100973. ISSN 1090-
9516. URL: https://doi.org/10.1016/j.jwb.2018.11.003.

3. Sanchez 1. M., Aibar-Guzman B., Aibar-Guzman C., Rodriguez-Ariza L. “Sell”
recommendations by analysts in response to business communication strategies concerning the
Sustainable Development Goals and the SDG compass. Journal of Cleaner Production. 2020.
Volume 255. 120194. ISSN 0959-6526, https://doi.org/10.1016/j.jclepro.2020.120194.

4. Takino M. Power in International Business Communication and Linguistic
Competence: Analyzing the Experiences of Nonnative Business People Who Use English as a
Business Lingua Franca (BELF). International Journal of Business Communication. 2020. Vol.
57(4). pp. 517-544. URL: d0i:10.1177/2329488417714222



