[lokyMeHT nofnucaH NpocToi 3NeKTPOHHOI NOANUCHI
WUHdopmaums o Bnagenbue:
®U1O: MakcumoB Anekcelt bopucosmy

[lomxrocts: spexTop Aenaprpee-FR PERBEF TIAHEN T BIEIIErO OBPA3OBAHUS POCCHIICKON dEIEPAITAN
[ata I'IO,EI,I'II/ICHHI/IH 23 05 2026 08:30:27

RHOE ['OCYJIAPCTBEHHOE ABTOHOMHQE OBPA3OBATEJIbHOE YUPEXIEHHWE BBICIIETO OBPA30BAHUS
YHWMKaNbHbI npor MMHbII/I KNoY:

8db180d1a3f02ac9e60521a5672 WMOAKOBCKHAN MOJUTEXHUYECKA YHUBEPCUTET»

(MOCKOBCKMUI ITOJIUTEX)

[lepenoBas MHKECHEPHAS IIKOJIa TEXHOJIOTMYECKOIro JUASPCTBA «FDRy

- VTBEPXJIAIO
lIup

/ 4,%// )_ML.Wryppanze /

«26» g)_esga.nx 2026r.

&

PABOYASA ITPOI'PAMMA JIUCIHHUITJINHBI
HNHocTpaHHBIN A3LIK

Hamnpagpienue moarotoBku
23.04.02. HazemMHbIe TPAHCHIOPTHO-TEXHOJOTHYECKHE KOMILIEKCHI

[Tpoduns

DJeKTPpU(PUIINPOBAHHBbIE TPAHCIIOPTHLIE CPEACTBA

Kanmudukarus
MAarucTp

DopMbI 00yUeHUS
QYHas

Mocksa, 2026 r.



Paszpaborunk(u):

JlotieHt, k.¢.H.

CoracoBano:

OTtnen opranu3anuu

Y yIpaBJIeHUS Y9€OHBIM
MPOLIECCOM

PykoBonurens
00pa3oBaTenbHON POrpaMMBl
JIOLIEHT, K.T.H.

/T.M. Ulyrosa /

/1. T.XammamoBa/

/A.B.Kimmmos/



wn e

Conep:kanue

Lenu, 337124 ¥ MIIAHUPYEMBIE PE3YTbTATH O0YUEHUS O JUCHIUTUIIHE ...cvvvenveeseesnreesieesnneesinesneesenas 4
MecTo JUCUUIUTMHBI B CTPYKTYPE 00Pa30BATEIBHOM MIPOTPAMMBIL......ccuvieriiresieaseesieesieesnessnesseesnesseens 5)
CTpYKTYpa U COACPIKAHUE TUCIIHTIITIIHBL ... ..vvevvvesveenseesseeesseassseesseessseesseessseessesssseensneasneessnsanneensnesnneessnns 5
3.1 Bunsl yueOHON PAOOTBI U TPYHOCMEKOCTD. .. c..veuveesreaseeteassessresseessesssesseassesssesseesseassesseesnesssesseesseasnens 5
3.2  TeMaTHUECKUU TUIAH U3YUCHUS JTACIIUTITIHBL. ... .ecuvveiuteeteessteesueessseessessnsesssesssseessesansesssnssssesssnesnsenns 6
3.3 COMCPHKAHME JTHICIIHTIIIHIHBI ......veeteeaseeeseessseessesasseessssassesssseasseessesansesasessssesssessssesssssanssessessnsesssneansenns 6
3.4 Temaruka CeMHHAPCKUX/TIPAKTUYECKUX U JIAOOPATOPHBIX BAHATHH ....vveevvveeiirieeiiieessireessineessineesnens 7
Y4eOHO-METOAMYECKOE U HHDOPMAITUOHHOE OOCCIICUCHIIEC ... vvvvvveesvreessreeessreesssseesssseesssseessssessssnesssns 7
4.1 HopMmatuBHBIC JOKYMEHTBI B I'OCTBI ...eiiiiiiiiiiiiiiiiiiiis it 7
4.2 OCHOBHAS JIATEPATYPA ..vnvverreaueetresseassesseesstasseaseaseasseaseesseasseasseaseasseaseesbeasseabeeabeas s e abeenbeebeaseeareenneas 8
4.3 JIOTIONHUTEITBHAS JTHTEPATYPA. ... veeureeureseessensresseeseassesseesseasstassasseassesssesseasseaseesbeassesseesseasseaseeaneeneas 8
4.4  DIeKTPOHHBIE OOPAZOBATECIIBHBIC PECYPCBI ...uuvenrresriasseessreasesssseasseessseessesasseessesssseessseasseessnssnsesssnes 8
4.5 JIuieH3noHHOE U CBOOOTHO PACIPOCTPAHAEMOE MPOTPAMMHOE OOCCIICUCHHE. ... vveervvveeiveeeireennens 8
4.6 CopemeHHbIE TpodeccuoHanbHbIe 0a3bl JAHHBIX U HH(POPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBHL.... 9
MaTepuanbHO-TEXHUYUCCKOE OOCCTICUEHUE ......vveuveerreessreesseessseessesasseesseessseessesasseessessseessnssssesssnesnseessnes 9
METOTUYCCKUE PEKOMEHIAIIHH ... vveesveeereasteessseassesssseassesssseessessssessessssssssesssseessessnseessessnsesssessnsesssnsanns 9
6.1 Meroaudeckne peKOMEHIAIUH JIJIS IPETIOJABATEIIS IO OPTAHU3AIUH OOYICHUSM . ....cvvveenveeireaneenns 9
6.2 Mertoanueckue yka3zaHus AJs 00yYaAIOUXCS 10 OCBOCHHUIO TUCIIHILITHHDBI .....ocvveevreereeesireanreeenes 10
DOH/T OTICHOUHBIX CPEIICTB 1uvvveesreeestesesssesssssssssssssssssssssssssssssssssssnssssasssssssessssseesssessssesssssessssesans 11
7.1 MeToabl KOHTPOJIS U OLEHUBAHUS PE3YIBTATOB OOYUCHUS ...cvvvervvianreesireereesieeanseessneeseessneeseessnes 11
7.2 kana v KPUTEPUHU OLIEHUBAHUS PE3YTBTATOB OOYUCHHUS ....veenveerereanreesireareesireasseessnessseessnessseessnes 11

7.3 OTICHOUHBIC CPEICTBA ....vveeuveeureastessueesssesssseastessseeassesssseassesssesassessssesssessssesssessssssssessssesnsessssesnsesssees 12



4

1. Ilenun, 3axa4M ¥ NVIAHUPYeMble Pe3yJIbTaThl 00y4eHHs 10 TUCHUILINHE

K ocHOBHBIM neJsaM OCBOCHUA AUCHUIIIIMHBI ((HHOCTpaHHLIﬁ A3BIK» CIICOYCT
OTHCCTH.

— dopMupoBaHrEe U JanbHEHIIee pa3BUTHE KOMMYHUKATUBHOW KOMIIETEHIIUH,

HEOOXOMMMOW JIJIA pean3allui  aJeKBaTHOTO M 3G (PEKTUBHOTO OOIICHUS B

Pa3IMYHBIX CUTYAIUSAX JIEJIOBOM M MEKKYJIbTYPHOH KOMMYHUKAIIUH;

- HOJTrOTOBKA CTY/IE€HTOB K CAMOCTOSITEJIbHOM JI€ATEITbHOCTU B COOTBETCTBHUH C

KBaJTM(DUKAIIMOHHOW XapaKTepUCTUKOW MarucTpa mno HamnpasieHuo 23.04.02

«HazeMHBbIe TpaHCTIOPTHO-TEXHOJIOTMUECKUE KOMILIEKCHD.

K ocHOBHBIM 3aga4yaM OCBOEHHUS AUCUUIUIMHBI «ITHOCTpaHHBIN SI3BIK» CIIETYET

OTHECTH:

— ¢opMHUpOBaHHE aIEKBATHOTO PEUYEBOTO MOBEICHUS B CUTYAIUSIX JEIOBOTO OOIIICHHS;
—  OBJIAJICHUE rpaMMaTH4YE€CKUMHU SBJICHUSIMH, CUHTAKCUYECKUMHU
KOHCTPYKIMSMH U 3KCIPECCUBHBIMH S3BIKOBBIMU CPEJICTBAMH, TUITUYHBIMHU JJISI
CUTYaIUi JIeJI0BOTO M MEKKYJIBTYPHOTO OOIICHHS,

— OBJIaJICHUsI PYHKIIMOHAIBHBIMU (POPMaMH PEUEBOTO ITUKETA;
—  3HAKOMCTBO C OCHOBAaMH KOMMYHHKATHBHBIX CTPATETHH M TaKTUK SI3bIKa
Ou3Heca ¥ DKOHOMUKHU;

— (hOpMHUPOBAHUI HABBIKOB U YMEHUI pabOTHI C JEJI0BOM KOPPECTIOHACHIIUEH.

OOyuenue no aucuuruinHe « MHOCTpaHHBIN SA3BIK» HAINpaBiIeHO HAa (OPMHUPOBAHUE Y

00yyaroIuXxcs CASAYIOINX KOMIETSHIIUHA:

KO)_I M HaNMEHOBaHHM e KOMIIEeTEeHINii I/IHJII/IKaTopI)I JOCTHIKCHUSA

KOMIIeTeHIMH
NVYK-4.1. YcranaBnuBaeT U pa3BUBaeT

VYK-4. CnnocobeH npuMeHATh COBPEMEHHBIE

KOMMYHHMKaTHUBHBIE TEXHOJIOTHH, B TOM YHCIIE
Ha MHOCTPAHHOM(BIX ) s3bIKE(axX), AJIs
aKaJeMUYECKOro 1 MpohecCuOHaIbHOTO
B3aUMOJEUCTBUSI

npodeccuoHaNbHbIE KOHTAKTHI,
OCYIIECTBIISIET aKaJIeMUUECKOE U
npodeccnoHanbHOE B3aUMOJICHCTBUE C
MIPUMEHEHUEM COBPEMEHHBIX
KOMMYHUKATUBHBIX TEXHOJIOTHI, B TOM YHCIIE
Ha UHOCTPAHHOM SI3BIKE.

NYK-4.2. CocTtaBisieT u peJakTUPYET
JIOKYMEHTAIUIO C IIeJIbI0 00eCcTIeUeHM s
aKaJeMUIeCKOTro 1 MPOPECCHOHATBHOTO
B3aUMOJICHCTBUS, B TOM YHCIIE Ha
MHOCTPAHHOM SI3bIKE.

NYK-4.3. lemoHCcTpHUpYET
KOMMYHUKATUBHYIO KOMIIETEHTHOCTD B
YCIIOBUSIX HAYYHO-HCCIIE0BATEIbCKOM U
MIPOEKTHOM ESITEIbHOCTU U MPE3ECHTALIUU €€
PEe3yIBTATOB HA PA3JIMYHBIX ITYOJIMYHBIX
MEPOTIPUSITHSIX, BKIIOUasi MEXKTyHApOIHBIE, B
TOM YHCJI€ Ha MHOCTPAHHOM S3bIKE.




OIIK-1. CnocobeH CTaBUTh U pelIaTh
HAyYHO-TEXHHUYECKHUE 3a/1a4H B chepe cBoe
PO eCCUOHATIBHOM JeSITETPHOCTH M HOBBIX
MEXIUCIUTUTMHAPHBIX HAPABJICHHM C
UCIIOJIb30BaHUEM €CTECTBEHHOHAYYHBIX U
MaTeMaTUYECKUN MOJYJIEN C y4ETOM
MOCJICTHUX JOCTH)KECHHI HAYKU U TEXHHUKH

OIIK-1.1. Beibop 6a30BBIX (HU3UIECKUX
3aKOHOB JJIsI PEIIeHUs 3a1a4
npodeccuoHaNbHOM AESITEIbHOCTH, B TOM
YHCIie HA HHOCTPAaHHOM SI3BIKE;

OIIK-1.2 Pemienue nHx)eHEPHO-
TEOMETPHUECKUX 3a7a4 TpauIecKuMu
crocob6amu, B TOM YHCIIe HA ”THOCTPAaHHOM
SI3BIKE.

2. MecTO TUCHUIJIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

HucuunnuHa «HOCTpaHHBINA S3BIK» OTHOCUTCSI K YMCIY Y4€OHBIX AMCLHUILIMH
6azoBoit yactu bioka 1 «ductummunsl (Moxynn)» (b1) o6pa3oBarenbHON mporpaMmbl

MarvucCTparypshl.

Hucuurminna  «HOCTpaHHBIN

COIEPKATEIBHO-METOUYECKH CO CIECAYIOIMMHU AUCHUIUIMHAMU U ripakTukamu OOIL:

SA3BIK» B3aMMOCBA3aHa JOTNYCCKH

B 6a3oBoii yactu 6azoporo nukia (b1.1):
e Marematuueckoe MOAECIUPOBaHUE pabOUYHX TPOLIECCOB AaBTOMOOMIIS;
e [{udpoBbie TexHOIOTUH B aBTOMOOUIIECTPOCHHUHU.
B BapuaTuBHoOii yactu 6a3oBoro nukia (b1.2):

e ABTOMOOUJIbHAS MCXAaTPOHHUKA,

L 3JIGKTpI/I‘-ICCKH€ TPaHCIIOPTHHBIC CPCACTBA.

3. CTpyKTYypa U coep:KaHue AUCHUTITHHBI

OO11ast TPy 1I0€MKOCTh AUCIHUILUIMHBI COCTaBIIACT 3 3aueTHbIX eaunuil (108 yacon).

3.1 Buabl yueOHoii padoThI U TPY10€MKOCTh

(o dhopmam 0OydeHMs)

3.1.1. Ounas ¢opma obyueHus

Ne Kosmuecrpo | CeMecTphl
n/n Bun yue6Hoii paboTsi JacoB 1
1 AYyIUTOPHBIE 3aHATHS 32 32
B Tom unce:
1.1 | Jlexkuunu
1.2 | CemuHapckue/mpakTUIECKHUE 3aHATHS 32
1.3 | JIaGopatopHble 3aHATHUS
2 CamocrosiTesibHasi padora 76 76
3 | IIpomexxyTouHasi aTTecTalMsA
3auer 3ayer
Hroro 108

u



3.2 TemaTru4yeckuii MJIaH U3yYeHUS AUCHUILIHHBI

(mo ¢popmam 0OyueHus)

3.2.1. Ounas ¢opma oOyueHus

TpyroeMKocTb, 4ac
AyauTopHasi pabora =
288 |3 |2
Ne Pa3jenbl/TeMbl o =l= = 5 o
n/n JUCIUILTHHEI § E § § e u: g S g =
| E| 2g | SE|EZE|¢c¢
= | 28 |¢s| Es| 28
£ |58 8|3
1 BBOHO-KOPPEKTUPOBOYHBIN 6 - 2 - - 4
KypC IpaMMAaTHKH aHTJIUHCKOTO
SI3BIKA.
2 Y cTpoiicTBO Ha paboTy. 6 - 2 - 6
3 B oduce. 6 - 2 - 4
4 JlenoBast KOPPECIOH ICHITHSI. 6 - 2 - 4
5 Pa3BuTue 1€10BBIX KOHTAKTOB. 6 - 2 - 6
6 TenepoHHbIC IEPETOBOPHI. 6 - 2 - 4
7 Berpeua ¢ 1e710BbIMU TapTHEPAMU Ha 6 - 2 - 4
MPEINPUATHIX TTAPTHEPOB.
8 [IpeseHTanu Ha KOH(EPECHIINUIX. 8 - 2 - 6
0 [Tocemenue MexTyHapOHON BBICTABKH. 8 - 2 - 6
10 |KoMmaHuu ¥ MEHEIKMEHT. 8 - 2 - 6
11 |Peknama B Ou3Hece. 8 - 2 - 6
12  |OOcyxneHue 1eHOBOM MOJIMTUKH Ha 8 - 2 - 6
MTPOTYKITIO KOMITaHHH.
13  |YcremHsle KOMITAHUH. 8 - 2 - 6
14 |[lemoBast moe3/Ka 3a pyoex. 8 - 2 - 6
15 |Orosix. 10 - 4 - 6
Hroro| 108 - 32 -

3.3 Conep:kaHue TUCHUIIHHBI

Tema 1. BBOZHO-KOPPEKTUPOBOYHBIN KypC TPAMMATUKH aHTJIMHACKOTO SI3bIKA.
Tema 2. YCTpOHCTBO Ha padoTy.

Tema 3. B oduce.

Tema 4. /{esi0Basi KOppECIOHACHIIUS.

Tema 5. PazBuTHe 1€10BbIX KOHTAKTOB.

Tema 6. TenedoHHBIC IEPETOBOPHI.

Tema 7. BcTpeua ¢ 1eJ10BBIMY ITAPTHEPAMU HA NPEIIPUATHSIX ITAPTHEPOB.
Tema 8. [Ipe3enTanuu Ha KOHPEpEHIUSX.

Tema 9. [locemenne Mex1yHapOJHON BBICTABKHU.

Tema 10. KoMnannu 1 MeHe >KMEHT.



Tema 11. Pexiiama B OusHece.

Tema 12. O0Cy:X1€HUE IIEHOBOW MOJIMTUKU HA TIPOTYKIIMIO KOMITAHHUH.
Tema 13. Y CHEIIHbIE KOMITAHUH.

Tema 14. JleoBas mmoe3ika 3a pyoex.

Tema 15. OTOBIX.

3.4 TemaTuka ceMHHAPCKUX/MPAKTHYECKHUX M J1a00PATOPHBIX 3aHATHIA

3.4.1. CeMuHapcKue/mpakTUUECKUE 3aHSITHS

YcTpoiicTBo Ha padoTy.

B oduce.

JlenoBast KOPPECIOHICHITHS.

Pa3BuTHE 1ETOBBIX KOHTAKTOB.

TenedoHHBIE TEPETOBOPHI.

Bcerpeya ¢ AenoBpIME TapTHEPAMH Ha MIPEIIPUATHSIX TTAPTHEPOB.
[Ipe3enTanmu Ha KOH(pEPEHIUIX.

[Tocemenre Mex1yHapOIHOW BBICTABKH.

© ©o N o g &~ w D oE

Komnanum u MCHCI’KMCHT.

-
©

Pexitama B OusHece.

|
=

OO0cyxeHue IIEHOBOM MOJUTHUKHU HA TPOAYKIIUIO KOMITAHUH.

|
N

Vcnenraple KOMIAaHWH.

-
w

JlenoBas moe3ika 3a pyoex.

|
B

OTapIX.

3.5 TemaTuka KypcOBbIX NPOEKTOB (KYPCOBBIX padoT)
OTCYTCTBYIOT KypPCOBBIC TIPOSKTHI COTJIACHO yU4eOHOMY IUIaHy

4. YyeOHO-MeTOAMUYECKOEe M MH(OPMAIITUOHHOE o0ecriedeHne
4.1 HopmarusHbie 10kyMeHThI U 'OCTHI

ISBN 5-06-004600-1 (B mep.) AHTIIMIICKUH SI3BIK U1 MHXXCHEPOB: yUYEOHUK IS
CTYJCHTOB BY30B, 00YYaIOIIUXCS M0 TEXHUUYECKUM CITCIIHATBHOCTSIM



4.2

OcHoBHas1 JIuTEpaTypAa

1. Kamaes, A.A. OCHOBBI JIEJIOBOTO aHTIUHUCKOIO S3bIKa [ DJIEKTPOHHBIN pecypc] : yueod

nocobue — InekTpoH. gaH. — Mocksa : ®JIMHTA, 2012. — 176 c¢. — Pexum
nocryna: https://e.lanbook.com/book/20262. — 3ari. ¢ skpaHa.

4.3 JlomoJHUTE/IbHAS JIUTEpPATYypa

1. ITerpoma, FO.A. JlemoBoit aHTIUHCKHIA S3bIK [DIEKTpOHHBIN pecypc] : yued. / FO.A.
[lerpoBa, B.b. Yepemuna, [1.5. I'opauenko. — DneKkTpoH. naH. — Mocksa

®JIMHTA, 2016. — 150 ¢. — Pexxum moctyma: https://e.lanbook.com/book/77000.
— 3ar. ¢ 3KpaHa.

4.4  JnekTpoHHBbIE 00pPa30BaTeJbHbIE PECYPCHI

1.

buzHec KOMMyHUKaLWs:

http://www.prdaily.com/Main/Articles/Listening_facts_you_never knew 14645.as px

http://www.noupe.com/how-tos/12-secrets-of-effective-business-
communication.html

2. Hanwmcanue pesrome:

WWW.resumeqgig.com  WWW.resume-now.com
JlenoBas nepenucka

http://www.letterwritingguide.com/businessletterformat.htm
http://www.writeexpress.com/Formal-and-Informal-Letters.html

4. Jlenoble TeiehOHHBIE TIEPETOBOPHI:

https://www.englishtown.com/community/portal/spoken/phone/free.aspx
http://speakspeak.com/resources/general-english-vocabulary/telephone-language
5. TIlpeseHranms:

http://www.youtube.com/watch?v=QT5vIkGM810

http://www.youtube.com/watch?v=dEDcc0aCjaA
Ycnensrpie KOMIIAaHUA:

6.

http://www.ford.ie/AboutFord/Companylnformation/HistoryOfFord
http://www.gazprom-mt.com/WhoWeAre/OurHistory/Pages/default.aspx
http://windows.microsoft.com/en-au/windows/history#T1=era0

4.5 JluneH3HMOHHOE M CBOOOHO PACIIPOCTPaHsIeMOe MPOrPaMMHOe
o0ecreyeHue


http://www.prdaily.com/Main/Articles/Listening_facts_you_never_knew_14645.aspx
http://www.prdaily.com/Main/Articles/Listening_facts_you_never_knew_14645.aspx
http://www.noupe.com/how-tos/12-secrets-of-effective-business-communication.html
http://www.noupe.com/how-tos/12-secrets-of-effective-business-communication.html
http://www.resumegig.com/
http://www.resume-now.com/
http://www.letterwritingguide.com/businessletterformat.htm
http://www.writeexpress.com/Formal-and-Informal-Letters.html
http://www.englishtown.com/community/portal/spoken/phone/free.aspx
http://www.englishtown.com/community/portal/spoken/phone/free.aspx
http://www.englishtown.com/community/portal/spoken/phone/free.aspx
http://speakspeak.com/resources/general-english-vocabulary/telephone-language
http://www.youtube.com/watch?v=QT5vlkGM810
http://www.youtube.com/watch?v=dEDcc0aCjaA
http://www.ford.ie/AboutFord/CompanyInformation/HistoryOfFord
http://www.gazprom-mt.com/WhoWeAre/OurHistory/Pages/default.aspx
http://windows.microsoft.com/en-au/windows/history#T1%3Dera0
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1. Office/ Poccuiickuii makeT O(UCHBIX IPOrpaMm

4.6 CoBpemMeHHbIe TPodeccCHOHATBbHBIE 0a3bI JTAHHBIX U HH()POPMAIIHOHHbIE
CIIPAaBOYHbIE CHCTEMbI

1. http://rushim.ru/books/electrochemistry/electrochemistry.htm - DIIEKTPOHHAS
OouonMoTeKa

2. http://www.ise-online.org International Society of Electrochemistry

3. Koncynwrant [Ltoc - cipaBodHasi mpaBoBas cucTeMa (JOCTYII O JIOKAJIbHOM CETH C

KOMIIBIOTEPOB OUOINOTEKH )
4. CJ10O Mockogckoro Ilonurtexa

MaTepHaHbHO-TeXHH‘leCKOG o0ecrieueHmne

Cnenmanu3upoBanHbie ayautopun «llepenoBast nnxkenepHas mkosa»: AB4701 u

ABA4710 ocHaleHHbIE TPOEKTOPOM, 3KpaHoM, [IDBM.

6. MeTOJII/I‘leCKI/Ie PEKOMECHAAIINNA

6.1 MeToauyeckne peKOMeHIAIMN VISl TIPenoaBaTeis 0 OPraHu3alun
o0y4eHust

Cornacno crannapty @I'OC BIIO npenonaBaTenb HHOCTPAHHOTO SI3bIKA JIOJKEH
ObITh OpPHUEHTUPOBAH HaA PEIICHHWE TaKWX METOAUYECKUX 3a/lad Kak: CpaBHEHUE
Pa3IMYHBIX, PUHATHIX B OTEYECTBEHHOM U 3apyOeKHOM MPAKTHUKE, MMOX0JI0B U METO/IOB
00y4YeHUs] HWHOCTPAHHOMY SI3BIKY KaK CpPEACTBY MEXKIYHApOJHOTO OOIICHHUS;
dbopMuUpOBaHUE Y CTYACHTOB HHOS3BIUHOM KOMMYHUKATUBHONM KOMIIETEHIIUH.

VYcmoBuem i1 peanusaiui JaHHBIX 3a7a4 sBsSeTCs o0ecreueHrne Heo0X0MMOTO
ypOBHS TTPOheCCHOHATTLHO-METOINYECKOM pediekcun Ha COOCTBEHHBINM OMBIT O0yUYCHUS
WHOCTPaHHBIM SI3bIKaM, a TAaK)KE Ha YCTAaHOBJICHHUE U PEATU3AINI0 MEKIUCIIUIUTHHAPHBIX
CBSI3€H C PEeIMETaMH SI3BIKOBOTO, TICHXOJIOTO-TIEIarOTHIECKOTO U IPYTUX ITUKJIOB.

Huciurnnaa  «VHOCTpaHHBIM  SI3BIK»  OPUEHTUPOBAaHA HA  IOATOTOBKY
CHEIHUATMCTOB PA3IMYHOTO MPOPUIISL, KOTOpask B COYETAHUU C IPYTUMHU MPAKTHUECKUMU
JUCHMIUIMHAMHU JAHHOTO IUKJIA JOJDKHA 00ecreduTh Mpo(hecCHOHATbHO JTUYHOCTHYIO
HOJIFOTOBKY OYIyIIUMX CHEHHUATUCTOB, OOYYAalOIMIMXCS IO UX CHEHHUAIBLHOCTSM.
OCHOBHOHM Kypc AaHHOM MpOrpaMMbl pa3paboTaH Al MarucTpoB, paHee HU3Yy4aBIIUX
AQHIVIMUCKUM A3BIK. [JIaBHAs Lesb AAaHHOTO Kypca — pPa3BUTHE KOMMYHUKATUBHOU
KOMIIETEHLIUU B cdepe AeI0OBOro OOIIEHHUs, KOTOpas MO3BOJMUT MM MparMaTUYECKu
IIPUEMJIEMO BapbUPOBATh CBOE PEUEBOE MOBEICHUE B 3aBUCUMOCTH OT CUTyaLlMU


http://rushim.ru/books/electrochemistry/electrochemistry.htm
http://www.ise-online.org/
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oOmenus. [lockonbky B 00pa3oBaTesibHOM MPOCTPAHCTBE AUCHUILIMHA «HOCTpaHHBIN
S3BIK» OTHOCHUTCS K OJIOKY TYMaHUTApPHBIX JAUCIMIUIMH, OHA UMEET BaXKHOE 3HAUYCHUE B
(GbOpMHpPOBAHUU COLMOKYJIBTYPHOTO OOJIMKAa COBPEMEHHOTO0 KOHKYPEHTOCIIOCOOHOTO
CHEUAINCTA.

Kypc cocTouT M3 NpakTUYECKHX 3aHATHUNA, HO 3HAYWTENIbHAS 4YacTh 3aHSITUH
OTBOAMUTCS HA CaMOCTOSITEJIbHOE OBJIAJICHUE NWCIUIUIMHON. PoJjeBble WUIphbl, YTEHUE
JEI0BOM KOPPECHMOHACHUINH, MNPEIbSIBICHUE MPE3CHTANN U BCE OCTAJIbHBIE BHJbI
KOMMYHUKaTUBHOMN NEeATEIbHOCTH JOJIKHBI COMPOBOXKIATHCS JIEKCUKO-
IrpaMMaTHYECKUMU CTPYKTYpaMH JI€JJOBOM KOMMYHHUKAIUH, OOJIBIIMM KOJUYECTBOM
MMCbMEHHBIX U YCTHBIX 3a/IaHHI, HAIIEJICHHBIX HA PA3BUTHE YMEHHI J€10BOr0 OOIIEHUSI.
[IpoOneMHBIM XapakTep pOJEBBIX HIP MW Tpe3eHTaluuid OyJeT CcrnocoOCTBOBATH
JaJbHENIIEMY  OOCYXKIEHHIO  BOINPOCOB,  MOAHATBIX B NPO(EeCCHOHAIBHO
OPUEHTHUPOBAHHBIX CUTYALUAX.

CtpykTypa Kypca COCTaBJ€Ha C YYETOM IOCJIEOBAaTEIbHOTO JBHUKEHHUS OT
OpPOCTOTO K  CJIOKHOMY, TMO3BOJISIIOLIAsl  MPOAOJDKATH  OOy4YEHHME UM BECTH
poecCUOHANIbHYIO NIEATeNIbHOCTh B MHOA3BIUHOM cpeje. s ycrnemHoro oBiaaeHus
KypcoMm J[eloBOTO HWHOCTPAHHOTO S3bIKa HEOOXOJWMO COYeTaTh JIMHEWHOCTh U
MOJIYJIBHOCTH, PYHIaMEHTAILHOCTh U MPArMaTUYHOCTb.

6.2 MeToauyeckue yKazaHus JJ1s1 00y4al0UIUXCS 10 0CBOEHHIO JUCITUNIMHBI

CamocTrosiTenbHasi paboTa CTYACHTOB IMIPEICTaBIseT COOOW BaxkHeilllee 3BEHO
y4eOHOTr0 nporecca, 0€3 NpaBmIbHON OpraHU3alui KOTOPOTro 00yUYarOIIUiCS HE MOXKET ObITh
BBICOKOKBAJIU(PUIIMPOBAHHBIM BBITYCKHUKOM. CaMocTosiTeNbHAs padoTa SIBISIETCS OJJHUM U3
BUJIOB YUEOHBIX 3aHATHH.

[lenas camocToATENbHON PabOThl — MPAKTUYECKOE YCBOCHHUE CTYJEHTAaMU BOIIPOCOB
YCTPOMCTBA TPAHCIIOPTHBIX CPEJICTB, PACCMATPUBAEMBIX B IIPOLIECCE U3YUECHUS TUCIIUTUINHBI.
CamocTosTenbHast paboTa CTyI€HTOB HallpaBjIeHa Ha U3yYeHHE TEOPETUUIECKOro MaTepuaa,
MOATOTOBKY K JIEKIIMOHHBIM, CEMUHApPCKUM (MPAKTUYECKHM) 3aHSATHUSM; BBIIOJIHEHUE
KOHTPOJIbHBIX 3aJIaHUM.

CTyneHT NOMKeH MOMHHUTh, YTO HAYMHATh CAMOCTOSITEJIbHBIEC 3aHSITUS CIENYET C
MEPBOT0 CEMECTPA U MPOBOJIUTH UX PErysipHO. KakIblil CTyA€HT TOJKEH caM IIaHUPOBAThH
CBOIO CaMOCTOSITENIbHYIO palOTy, UCXOJSl U3 CBOMX BO3MOXHOCTEM M MPUOPUTETOB. DTO
CTUMYJIUPYET BBITIOJIHEHUE paOOThI, co3/aeT 0ojiee CIOKOMHYI0 00CTaHOBKY, YTO B UTOTE
MOJIOKUTENIBHO CKA3bIBAETCS HA YCBOCHHUH MaTepuaa.

CTylneHT OOJKeH NMOMHUTbH, YTO B Ipolecce OOy4YeHHs] BaXHEMIYIO0 pOJIb UIPaeT
caMoCTosATeNIbHAas padoTa ¢ TEXHUYECKOU TuTepaTypoil. HayunTbcs paboTaTh ¢ TEXHUYECKON
JUTEepaTypoi - BaxHeHIIas 3a1a4ya cTyieHTa. be3 aToro HaBbIka OyieT ype3BbIUaiiHO TPYAHO
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M3y4aTh IMPOrPaMMHBI Marepual, ¥ MHOI'O BPEMEHH OYyJeT MOTPauyeHO HEepalMOHAIBHO.
PaboTta ¢ TeXHHMYECKOH JUTEepaTypoOl CKIIaIbIBACTCS M3 YMEHHS 10100paTh HEOOXOIMMBIC
KHUTH, Pa300paThCs B HUX, 3aKOHCIICKTUPOBATh, BBIOPATH IJIABHOC YCBOMTH U MPUMEHHUTH Ha
MIPAKTHKE.

[Tpu ycrentHoM ycBoeHUH Kypca «MTHOCTpaHHBIH S3bIK» 3HAHMS, YMEHUS, BIIaICHHS,
HOJyYEHHBIE MOTYT HMCIIOJIb30BaThCS CTYACHTAMHU MPH U3YYCHHH APYTUX AUCIMILINAH, a
TAaKKE€ B YCIIOBUSAX PEAJbHOrO0 OOINEHHS C HOCHTEISIMHU S3bIKa Kak B 00JacTH
ITOBCEIHEBHOI0, TAK U B 00JIACTH JE€JI0BOr0 OOIIEHHS.

N3ydenne naHHOW AMCIUIUIMHBI TaKXE CIOCOOCTBYET PACIIMPEHHUIO KPYroszopa
Oynymux KOHKYPEHTOCTIOCOOHBIX CIEIHAIMCTOB, IOBBLIINICHHIO YPOBHA WX OO
KyJbTYpbI U UHTEIJIEKTA B LIEJIOM.

B o6Gmactu BocnuTaHMsl JIMYHOCTH ULENbIO AUCHMIUIUHBI «HOCTpaHHBIN S3BIK»
aBisieTcs (OPMUPOBAHME YBAXKEHUS K JyXOBHBIM W HUHTEIUIEKTYaJbHbIM LEHHOCTAM
ApPYrMX CTpaH MW HApOJOB; pPAa3BUTHE COLMAIBHO-TMYHOCTHBIX KayecTB OyIayIIux
CHEUMAINCTOB IOKOJEHUus ‘“next’ — [eJIeyCTPEMIICHHOCTH, OpraHU30BaHHOCTH,
TPYAOJ00US, OTBETCTBEHHOCTH, KOMMYHUKATUBHOCTH.

/. ®OH/I OLIEHOYHBIX CPEJCTB
7.1 MeToabl KOHTPOJISI U OLIEHMBAHUSA Pe3yJIbTATOB 00y4eHUs

B mnpomecce 00yueHUss HCMONB3YIOTCS — CIEIYIONIUME  OIEHOYHBIE  (HOPMBI
CaMOCTOSITEJIbHOM  pa0OThl CTYJCHTOB, OIIEHOYHBIE CPEACTBA TEKYIIEro KOHTPOJIA
YCIIEBAEMOCTH Y MPOMEKYTOUHBIX aTTECTAIIUMN:

-MIOJITOTOBKA K CEMUHAPCKUM 3aHSATUSIM U BBIIIOJHEHUE MTPAKTUYECKUX padOT;

- BBITIOJTHEHHE 3aJ]aHUI B BUJIE TECTOB U UTP.

7.2  llkasa u KpUTEpUHN OLIECHUBAHUS Pe3y/JIbTATOB 00y4eHHUsI

Ixana
Onucanune
OLICHUBAHUSA

BeimonHeHnsl Bce BHJIBI yuyeOHOH palOoThI, MPEeIyCMOTPEHHbIE YYEOHBIM ILIAHOM.
CTyzneHT JEMOHCTPUPYET COOTBETCTBUE 3HAHMM, YMEHM, HaBBIKOB IIPUBEACHHBIM B
TaOJIMIIaX TOKa3aTesjel, OomnepupyeT MPHOOPETCHHBIMU 3HAHUSAMH, YMEHHSIMH,
3a4yTeHo HaBbIKaMU, MPUMEHSET UX B CUTYalUAX MOBBIIIEHHON cllokHOCTH. [Ipu 3TOM MoOryT
ObITh JIOMYIIEHbl HE3HAYUTENIbHbIE OIIMOKM, HETOYHOCTH, 3aTPyIHEHUS IpHU
AHAJIMTUYECKUX OMepalusixX, IepeHoce 3HaHUI U YMEHUI Ha APyrue KOHCTPYKIIHH.
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He 3auteno

He BrimonHeH oaun uin 6oJiee BUAOB YU4eOHOW pabOTHI, TPEAYCMOTPEHHBIX YU€OHBIM
m1aHoM. CTyIeHT IEMOHCTPUPYET HEMOJIHOE COOTBETCTBUE 3HAHUN, YMEHUI, HABBIKOB
NPUBEJCHHBIM B TaONMUIIaX MOKa3aTeJeH, IOMyCKAIoTCd 3HAYUTENbHBIC OIINOKH,
IIPOSIBJISICTCSL OTCYTCTBUE 3HAHUW, YMEHHUH, HABBIKOB 110 PsAY IIOKa3aTelIel, CTyIEeHT
UCIBITHIBAET 3HAUUTEIIbHBIC 3aTPYJHEHUS IIPU ONIEPUPOBAHNUY 3HAHUAMU U YMEHUSIMU
MIPHU UX MEPEHOCEe Ha APYTUe KOHCTPYKIIHH.

7.3 OueHouyHbIe CPeCTBA

7.3.1 Texyuuii KOHTPOIb

IIpumepsnl BOIPOCOB K TEeMaM

YcerpoiicTBo Ha padoTty:

o &M W N PE

What procedures does the application process include?
What is a CV?

How can you decode the abbreviation ‘CV’?

What is the difference between a CV and résumé?

What does a CV/résumé include?

JesoBasi KoppecnoHAeHIHS

© N o a k~ w0 DpoE

What is a business correspondence?

What are the objectives of business correspondence?

What is the significance/importance of business correspondence?
How can the term ‘business letters’ be defined?

What are the required parts of a business letter?

What are the essential features of a good business letter?

What is the importance of high quality in business correspondence?

What are the differences between the business letter and personal letter?

PasBuTHe 1€J10BbIX KOHTAKTOB

o o kA w e

What functions can be performed through a mobile device?

Why should business telephone calls be perfect?

How can you improve special skills for effective telephone conversations?
What stages can we distinguish when making a call?

What does the preparation for a phone conversation include?

What should you do at the introduction stage of business telephone conversations?
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How should you complete business telephone conversations?

Why should you answer a call as soon as possible?

9. TlpeObiBaHuE B CTpaHE U3y4aEMOTO SI3BIKA.
10. Do you like travelling?

11. Are you planning any trips this summer?

12. What means of transport do you prefer while travelling?

13. What is the longest trip you've ever taken by car?

14. Do you know how to drive a car?

15. Do you think you're a good driver?

16. Do you enjoy driving or would you rather let others drive?

17. Have you ever been abroad?

18. What foreign country have you ever visited?

19. Can you imagine what you need while on business trip?

PoJsieBbie urpnl

1. Read and reproduce the dialogues; then arrange your own role play ‘Business Telephone

Conversation’.

a) reserving a room in a hotel

- Hello! Garden View Hotel. Can | help you?

Yes, a single room for three nights. What is
your name?

- Sure. The hotel is located in a quiet square
within two-minute walk to ‘Earls Court’
underground station.

We’ll need your credit card.

- No, you needn’t. You’ll do it on your arrival.
- Thanks for calling. Look forward to meeting

- I’d like to reserve a single room with a
bathroom for three nights form Monday,
the 7" of April, to Wednesday, the 10" of
April, inclusive.

- Andrew Wright. Would you be so kind
as to tell me if there is a tube station near
your hotel?

- It’s perfect. Which way should | pay?

- That suits me. Should | pay beforehand?
- Oh, it’s great! Thank you ever so much!

- Bye!

TecTrupoBanue

ﬂ]l}l OYEHUBAHUA pe3yibmamos meCcmupoeanusl B03MOMCHO  UCNOIb3064Nb Cﬂec)yiouwe

Kpumepuu OyeHUueaHusl.’

¢ [IPAaBUJIBHOCTH OTBCTA UJIA BBI60pa OTBCTA,
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CKOPOCTD IMMPOXOKIACHUA TECTA,
HAJIN4YUC MMPAaBUIIBHBIX OTBCTOB BO BCEX IMPOBEPACMBIX TEMAX TECTA,

OLIEHKa IPOBOAUTCS 0 6anbHOM cucteme. [IpaBuiIbHBIN OTBET Ha BOIPOC TECTOBOTO 3aJJaHUs PaBeH
1 Gamy. Ob111ee KOIMYECTBO OAIIOB 110 TECTY PABHSIETCS KOJIMUYECTBY BOIIPOCOB;

06mee KOJIMYCCTBO BOIIPOCOB IIPUHUMACTCA 3a 100%, OILI€HKA BBICTABJISICTCA 110 3HAYCHUTIO
COOTHOLICHUSA IIPpaBUJIBHBIX OTBETOB K o61ueMy KOJIMYCCTBY BOIIPOCOB B IIPOLCHTAX;

AJIg TIepeCyeTa OUCHKU B TPAAUIIMOHHYIO CUCTEMY UCIIOJIB3YCTCSA Ta6JII/ILIa COOTBECTCTBUA:

['panunel B mpoueHTax TpaguuuoHHas oleHKa
85-100% 5 - oTiIM4HO
71-84% 4 — XOpOIIIO MJIH 3a4TEHO
60-70% 3 — YIOBJIETBOPUTEIHHO WU 3a4TEHO
0-59% 2 — He yJIOBJIETBOPUTEIHHO UJIM HE 3a4TEHO
Tect
Test yourself. 4. What company uses the business model
1. What company introduced the first of franchising?
moving assembly line for cars? A. Rolls-Royce
A. The Rolls-Royce Company B. Nestlé
B. The BMW Company C. P&G
C. The P&G D. McDonald’s
D. Ford Motor 5. What company has become a symbol of

2. What was the name of the highly globalization?

successful car produced by the Ford A. McDonald’s
Motor Company in 1908?

B. P&G
A. Mustang C. Ford
B. Thunderbird D. Gazprom
C. Tin Lizzie 6. What company started with the child’s
3. What company “was started by a life saving?
mouse”? A. McDonald’s
A. P&G B. P&G
B. McDonald’s C. Walt Disney
C. Nestlé D. Nestlé
D. Walt Disney

7. What company’s trademark is the coat of
arms of its founder?




A. Nestlé

B. P&G

C. Rolls-Royce

D. Walt Disney Company

8. What company produced the aircraft
engines?
Rolls-Royce

Ford

o w >

Volkswagen
D. Bentley

9. The founder of what company was fond of
racing?

A. Ford

B. Microsoft
C. BMW

D. Rolls-Royce

10. What famous Rolls-Royce automobile
was launched in 1907?

A. Merlin

B. Silver Ghost
C. Phantom

D. Bentley

11. What highly successful product did P&G
produce in 19467

A. Tide
B. Pampers
C. Chipso
D. Dreft
12. When was Apple Inc. founded?
A. 1976
B. 1985
C. 1963
D. 2001

13. What software product belongs to Apple
Inc.?
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A. MS-DOS
B. Android
C. i0S

D. TCP/IP

14. When did Steve Jobs and Steve Wozniak
produce their first computer?

A. 1978

B. 1960

C. 1973

D. 1977

15. What was released in 2007 by Apple Inc.?

A. Apple |

B. Macintosh

C. AppleiPod

D. iPhone

16. When Paul Allen and Bill Gates hacked
the school’s computer they were...

A. punished

B. given money

C. offered to improve the
operation of the computer
system

D. expelled from school

17. What city are the founders of Microsoft
Corporation from?

A. Washington
B. Redmond
C. Seattle

D. Boston

18. When did Microsoft launch Microsoft
Windows operating system?

A. 1986
B. 1983
C. 1995
D. 1973



19. When did Microsoft capture over 90%
market share of the world’s personal

computers?
A.
B.
C.
D.

1990s
2000s
1980s
1970s

20. When was Gazprom founded?

A.
B.
C.
D.

1989
1995
2002
1974

21. How many per cent of worldwide gas
production does Gazprom provide?

A
B.
C.
D.

About 25%
About 43%
About 15%
About 56%

22. Where is the major part of Gazprom’s
production fields located?

A
B.
C.
D.

23. Who

In Eastern Siberia
At the Urals
In Western Siberia

At the Caucasus

is the major stake holder in
Gazprom?

A
B.
C.
. The

Banks
Private persons
Foreign companies

government of the

Russian Federation

24. What was the name of the first Bill Gates
and Paul Allen own company?

A
B.

Altair BASIC
Traf-O-Data
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C.
D.

TCP/IP
MITS

25. Match the companies with the cities where
their headquarters are located:

A.
B.
C.

D.

Microsoft a) Cupertino

Rolls-Royce b) Detroit
Ford Motor Company  ¢)

Redmond

Apple Inc. d) London

26. Match the companies with the people who
contributed greatly in their development:

A.

m o O W

Walt Disney Company )
Paul Allen

BMW b) Jules Monnerat
Microsoft  c) Herbert Quandt

Nestlé d) Michael Eisner
McDonald’s e)Ray
Kroc

27. Match the companies with the names of
their products:

A.

B. P&G
C.
D. Ford Motor Company d)

Nestlé a) Crest
b) Merlin

Rolls-Royce c) Milo

Mustang

28. Match the products of different companies
with their names:

A. House-hold detergent a)
Milo
B. Powdered beverage b)
Merlin
C. Aeroengine c) Dreft
D. Car d) Phantom
the companies with their

29. Match
descriptions:



. Gazprom a) has nearly
90000 employees in about 105
countries

. McDonald’s b)
possesses subsidiaries in such
sectors as finance, media,
aviation

. Microsoft c) celebrated the
100th anniversary in 2004

. Rolls-Royce d) brought
the prices down because of the
self-service
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IIpumepsl 3aaHUI U3 KOHTPOJBLHOH PadoThI

1. Match the words, which you have met in the text with their definitions
nouns

Business, communication, statement, customer, cue, image, attitude, pitch, interaction,
representation.

Something that you say or write that states a fact or gives information in a formal way.

An event, action, or statement that tells someone indirectly that they should do something.

An opinion that people have about someone or something.

The work of buying and selling products or services.

The process of giving information or ideas known to someone.

The level or degree of activity or of someone’s emotions.

The activity of being with and talking to other people, and the way that people react to each other.

Someone’s opinions or feelings about something, especially as shown by their behaviour.

© © N o o Bk~ w dF

A sign, symbol, or picture of something.
10. A person or company that buys goods or services.
a)verbs

To refer, to promote, to relay, to function, to comprise, to encourage, to buy, to involve, to provide, to
use, to word, to transmit, to portray, to observe, to access, to deliver, to keep track, to improve, to
allow, to hold, to look for.

To transfer information, news, or a message to someone.

To include something as a necessary part of an activity, event, or situation.
To give someone something that they want or need.

To mention someone or something when you are speaking or writing.

To support or encourage something.

To have all the information you need about something.

To use words to express something in a particular way.

To consist of two or more things.

© © N o g k& W DN PF

To pass information, beliefs, or attitudes to other people.

=
o

. To work or operate in the correct or normal way.

[
[

. To bring information or documents to someone.

=
N

. To persuade to do or continue to do something by giving support or advice.

[EY
w

. To show or describe someone or something in a particular way.

[N
s

. To give someone permission.

[EY
(S}

. To organize something.
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16. To get information especially from a computer.

17. To watch someone doing something, or to watch something happening.
18. To hope to get something that you want or need.

19. To get something by paying money for it.

20. To make something better.

2. Fill in the blanks with the missing words:

BUSINESS COMMUNICATION

The term ‘business communication’............ (refers/refere) to any communication used to promote
a product, service, or organization; to relay information within a business; or to function as an official
statement from a company.

Business communication comprises a huge body of knowledge on marketing and management.
Marketing is the ways in which a company ...........

(encourages/encourage) people to buy its products by deciding on price, type of a customer, and the
advertising policy. There  (are/is) two major aspects of marketing: the recruitment of new customers;
the  retention  and expansion of relationships with existing customers.
Management... (involves/involving) the control and operation of a business or organization. The
source of marketing and management methods is in social sciences, particularly psychology, sociology,
economics, and even in creative arts. The core of effective marketing and management is
communication.

There are several methods or means of business communication: writing business letters and e-
mails, telephoning, providing reports and presentations, face-to-face meetings, and, of course, web-
based communication.

2. Read the text. Point out the tenses

7.3.2. IIpomMexyTodHas aTTeCTaIus

YcTHBIE TeMBbI /1M 3a4eTa

1. YcrpoiicTBo Ha paboTy.
2. B oduce.
3. [lenoBast KOppECIOH ICHITHSI
4. TlpeObIBaHME B CTpAHE U3y4aeMOro S3bIKA.
5. Pa3Butue nenoBbIX KOHTAKTOB (TeaeOHHBIC IEPETOBOPHI, BCTPEUU Ha
KOH(epeHIIUX, Ha MPEIMPHUATUSIX TAPTHEPOB).
6. [Tocemnenne MexayHApOTHON BHICTABKH.
7. Kommaauu 1 MEHEKMEHT.
8. OTnbIX U pa3BJICUCHUS.

IIpumepsnl BonpocoB Ha 3a4yeTe
1. Why s it important to tailor a CV/résumé to the type of the job?
2. Why shouldn’t a CV/résumé be too long?
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3. What does a covering letter contain?

4 How should a covering letter be written?

5. What is an application form designed for?

6. What should you think about while preparing for a job interview?

7 Have you ever taken part in a job interview?

8. What should you bear in mind while navigating the application process?

9. Do you have anybody to help you write a CV and prepare for the interview?
10. How should you format a business letter?

11. Canan e-mail be considered as a form of business correspondence?

12.  What should you bear in mind while printing business letters?

13.  What letter style is commonly used for business letters?

14. What are the types of business letters?

15. Have you ever written a business document?

16. How do you ensure that your business correspondence is well-written?

17. What should you do to get the most out of telephone conversations in business?
18. Can you imagine what you need while on business trip?



