[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:
®K1O: Makcumos Anekceli bopucosuy

flonxHocte: apextop ”e”%wglg)fg!ﬁp@?@@ﬂwm WELIuEro obPA3OBAHUS POCCUIICKOI GEJEPALIMN

[ata nognucanus: 06.06.2
VHUKATbHbIiA WWQMOCVHAPCTBEHHOE ABTOHOMHQE OBPA3OBATEJIbHOE VUPEX/I[EHUE BBICIIIETO OBPA3OBAHUS

8db180d1a3f02ac9e60521a567 24NIGCKOBCKUM MOJTATEXHUYECKHAIN YHUBEPCUTET»

(MOCKOBCKMM ITOJIUTEX)

[IepenoBas MHXKEHEpPHAS IIKOJIA ICKTPOTPAHCIIOPTA

X ) [TL.Utyppanje /

2024r.

PABOYASA ITPOT'PAMMA JIUCIHHUAIIJIMHBI
NHOCTPAHHBIN A3BIK

Hanpasnenue noarotoBku
23.04.02. HazeMHBIe TPAHCIIOPTHO-TEXHOJOTHYECKHE KOMILICKChI

[Ipodunb
DJeKTPpU(PUIMPOBAHHBIE TPAHCIOPTHLIE CPEACTBA

Ksanudukamms
MAarucTp

®opmbl 00yueHus
OYHas

Mocksa, 2024 r.



Pa3pabGorunk(u):

JlonieHT, K.¢.H.

CoruacoBaHo:

Otnen opranuzanuu

U yIpaBJIeHUs y4€OHBIM
MIPOLIECCOM

PykoBoaurens
00pa3oBaTeNbHON POTPAMMBI
JIOLIEHT, K.T.H.

(eee

/T.W. Ulyrosa /

/1. T.Xamnamosa/

/A .B.Knumos/



wn e

3

Conep:xkanue
[enwn, 331241 ¥ TUTAHUPYEMBIC PE3YIIBTATHI OOYUCHHS TT0 JTUCITUTITHHE .....veevvveeneeesireaneeesieeaneeesanesnns 4
MecTo TUCHHIIMHBI B CTPYKTYPE 00Pa30BATEIBHOM MIPOTPAMMBI ....vcovvisviesiisieesieeseeneesieesseesnesseennens 5}
CTpYKTYpa U CONEPIKAHUE JUCIIUIIITITHBL. ... ceuveeeeeanteesseeesseessneasseessneasseessseasseesseeassessnneaseessneeseesnnesnnes 5
3.1 Buabl y4eOHON PAOOTHI H TPYIOEMEKOCTD ..vvveurviessrreessteeessseeessseeessseessssesssssessssessssseesssessnnesssssessnsns 5
3.2 TemaruuecKuil TUIAH U3YUCHUS TACTIHTIITHBI ...eeuvviessseeessteeesseesssseessnsesssnsesssssesssssesssssessssnesssssesssns 6
3.3 COMEPHKAHUE JUICTIUTIIIIIHBL «..vvvveessveesssseessseeesstsesssssesssssessssssssssesssssesssssesssssesssssesssssessnssessnssssssssesnsns 6
3.4 Temaruka CEeMUHAPCKUX/TIPAKTHUCCKUX U JTAOOPATOPHBIX BAHATHH .vvvvvvvveeiireessireessineessineessineesnens 7
Y4eOHO-METOAMYECKOE U HHPOPMAITHOHHOE OOCCIICTCHHIE .......vveeveenteeaneeesiressreassseaseeesaeeaseessnesnsesses 7
4.1 HopmatuBHbIE JOKYMEHTBI K I'OCTBL......ccviiiiiiiiiiiicic s 7
4.2 OCHOBHAS JTHTEPATYPA «..vuvverveauresseesseassesseesseasstaseesseassesseesseasseassaaseasseaseesseasseaseesseassesseenseaseaseesneenens 8
4.3 JIOTIONTHUTEITEHAS JIATECPATYPA -.v..vveureanreseessensresseeseassesseesseasseaseesseassesssesseasseaseesseassesseesseassesseesseesens 8
4.4  DIEKTPOHHBIE OOPAZOBATEIBHBIC PECYPCBL...uveeureesreasseessreassesssneasseessseessesasseasseessseessseasseessnssnsesssees 8
4.5 JIuneH3uoHHOE U CBOOOHO PACTIPOCTPAHAEMOE MPOTPAMMHOE O0CCTICUCHHUE ... .vveevveeevveesereennens 8
4.6 CoBpemeHnHble npodeccuoHaabHbIe 0a3bl TAHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHBIC CHCTEMBI...9
MaTepuanbHO-TEXHUYUECKOE OOCCTICUCHIE . ... ..eevveenreesreasseessreansesssneaseessseasesssssaseesnsesnseessseassesssnsannes 9
METOUICCKUEC PEKOMEHTAIIHH ... .vvevesveessreestesssseesseesssesasesassessssssssesssesassessssssssesssessssesssssssessseesnseses 9
6.1 Meroanueckue peKOMEHIANNH IS IPETIOAABATEIS IO OPTAHU3AIUH OOYUCHUS ...ccvvvvvverveveeene 9
6.2 Meroaudeckne yKazaHus Ui O0YYIAFOIIUXCS IO OCBOCHUIO JUCTIHILTHHBL ... ...vvvevveareeesireaneeesenes 10
DOHT OLIEHOUHBIX CPEIICTB ....vvvveeusrrreessunsreeesassnesassassssessasssseesasssseessanssseeeaassseeeeaansaeeesansnneeesannneeeessnnes 11
7.1 MeToabl KOHTPOJISI U OLICHUBAHUS PE3YIBTATOB OOYUCHMSI ... veervveanreesseeasreesieeaseessneesseessneeseessnes 11
7.2 1lIxana ¥ KpUTEPUH OLICHUBAHUS PE3YIBTATOB OOYUCHUS . .e.vvivierriiiriiieerisiresiee st sieesre e 11

7.3 OIICHOUHBIC CPEIICTBA +...vveeuveerureassressreasseesuseasseeasseasseessseanseessesasseessseasseesseeanseesaeeanseeasseasseesnseeseessnes 12



4

1. Ienu, 327244 ¥ IJIAHUPYEMbIe Pe3yJbTaThbl 00y4eHHs 10 AUCHUILIHHE

K ocHOBHBIM measim OCBOCHUS AUCHUIUIMHBI «IHOCTpAaHHBIN S3BIK» CIEAYET
OTHECTHU:

— dbopMupoBaHre U JajdbHEHIIEe pa3BUTHE KOMMYHUKATUBHON KOMIIETECHIIUH,

HEOOXOAMMOW ISl pealv3alii  aJeKBaTHOTO W A(QPEKTUBHOrO OOIICHHUS B

Pa3IMYHBIX CUTYALMSX JIEJIOBOU U MEXKKYJIBTYPHON KOMMYHUKAIINH;

— MOATOTOBKA CTYJIEHTOB K CAaMOCTOSITEIbHOM JEATEIbHOCTH B COOTBETCTBUU C

KBaJTU(DUKAIIMOHHOW XapaKTEpUCTUKOW MarucTtpa mno HampaBieHutro 23.04.02

«HazemHbIe TPAaHCTIOPTHO-TEXHOJIOTUYECKUE KOMILIEKCHI.

K ocHOBHBIM 3aJjayaM OCBOCHHS NUCHUIUIMHBI «MIHOCTpaHHBIN A3BIK» CIEIYET

OTHECTH:

— (hopMHUpPOBAHUE AJICKBATHOT'O PEUEBOTO MMOBEJICHUS B CUTYaIIHUSIX JIEIOBOTO OOIICHMUS;
—  OBJIJICHHE rpaMMaTHYE€CKUMHU SIBJICHUSIMH, CUHTaKCHYECKAUMH
KOHCTPYKIIUSIMA U SKCIIPECCUBHBIMH SI3BIKOBBIMU CPEACTBAMH, TUIUYHBIMHU JJIS
CUTYyallui JE€JI0BOTO U MEKKYJIbTYPHOTO OOIICHUS;

— OBJAJIeHUS (PYHKIIMOHAIBHBIMU (hOpMaMU PEUEBOT0 ITUKETA;
—  3HAKOMCTBO C OCHOBaMHU KOMMYHUKATHBHBIX CTpPAaTErMii M TaKTHUK S3bIKa
On3Heca 1 YKOHOMUKHU,

— (hopMUpPOBaHMI HABBIKOB M YMEHUH PabOTHI C ACIOBOM KOPPECTIOHICHIIUECH.

OOyuenue no gucruiuinHe « THOCTpaHHBIN S3bIK» HANPABJICHO Ha (OPMUPOBAHUE Y

00yJaroIMXCsl CIETYIOMINX KOMITETCHITUNA:

Kon 1 HauMeHOBaHHe KOMIIETeHIHI NuankaTopsl 10CTHKEHUS
KOMIIETeHIIUH
VYK-4. CnocoOeH NpUMEHATh COBpPEMEHHbIE NVYK-4.1. YcraHaBnuBaeT U pa3BUBacT
KOMMYHHMKATHUBHBIE TEXHOJIOTUH, B TOM YHCIIe | TPOPEeCCHOHAIbHBIE KOHTAKTBHI,
Ha MHOCTPaHHOM(bIX) s3bIKe(ax), is OCYILIECTBIISIET aKaJEMHUECKOE U
aKaJIeMU4eCKOro U MpoeCCHOHATIBHOIO npo¢eCCHOHATIBHOE B3aUMOEHCTBUE C
B3alMOJEICTBUS IIPUMEHEHUEM COBPEMEHHBIX

KOMMYHHKATHBHBIX TEXHOJIOTHUH, B TOM YHCIIE
HA MTHOCTPAHHOM SI3bIKE.

NYK-4.2. CocTaBiser u pe1akTUpyeT
JIOKYMEHTAITUIO C IIeNIbI0 00eCTIeUeHHSI
aKaJeMUYeCKOoro U NpodhecCuOHaIbLHOTO
B3aMMOJICICTBHS, B TOM YHCIIE Ha
WHOCTPAHHOM SI3BIKE.

NYK-4.3. leMoHCTpHpYyET
KOMMYHHKATHBHYIO KOMITETEHTHOCTD B
YCIIOBUSAX HAYYHO-HCCIE0BATEIBCKOMN 1
MIPOSKTHOM JIEATEITHHOCTH | MPE3CHTAINH €€
pPE3yNbTAaTOB HA PA3IMYHBIX MyOIMYHBIX
MEPOMPUATHSIX, BKIIOYasi MEKyHAPOIHBIE, B
TOM YHUCJIC HA MHOCTPAHHOM SI3BIKE.




OIIK-1. Cioco6eH cTaBUTh U pemiaTh
HayYHO-TEXHUYECKHE 3a]1aun B chepe cBoei
poheCCHOHATILHOMN JIeATEILHOCTH M HOBBIX
MEXTUCIUTUTMHAPHBIX HAPABICHUH C
UCIIOJIb30BAHUEM €CTECTBEHHOHAYYHBIX U
MAaTeMaTUYECKUI MOJYJIEN C yUETOM

OIIK-1.1. Beibop 6a30BBIX (HU3UIECKUX
3aKOHOB JJIsI PEIICHUS 3a1a4
poeCCHOHATILHOMN IEATEILHOCTH, B TOM
YHCIie HA HHOCTPAHHOM SI3BIKE;

OIIK-1.2 Pemenue nHXeHEPHO-
TEOMETPHUYECKUX 3a7a4d TpaduIecKuMuU

CHOCO6aMI/I, B TOM YHUCJIC HA HUHOCTPAHHOM
A3BIKE.

IIOCJIICIHHUX I[OCTI/DKGHI/Iﬁ HAayKH U TEXHUKHU

2. MecTo AUCUMILVIMHBI B CTPYKTYpe 00pa30BaTeibHOM NPOrpaMMbl

Hucrummaa «HOCTpaHHBIA SI3BIK» OTHOCUTCS K YMCTY YYCOHBIX NHUCIMIUIAH
6a3oBoit yactu bioka 1 «ductumiunsl (Mmoayiau)» (b1) obpasoBaTenbHON mporpaMMbl
MarucTpaTypshl.

JlncuuminHa «HOCTpaHHBIN SI3BIK) B3aMMOCBS3aHa  JIOTUUYECKH "

COAEPKATEIBHO-METOUYECKHU CO CICAYIOIMMU AUCUUTUIMHAMU U TipakTukamu OOIL:

B 6a30Boii yactu 6a3zoBoro 1ukia (b1.1):
e MareMaTnuecKkoe MOJACIUPOBAHUE PAOOYHX MTPOIIECCOB ABTOMOOWIIS;
e [ludpoBbie TEXHOJIOTUH B aBTOMOOUJIECTPOCHHUH.

B BapuaTuBHO# yactu 6a3oBoro 1ukna (b1.2):

ABTOMOOMIIbHASI MEXaTPOHUKA;

e DJIEKTPUYECKHE TPAHCIIOPTHHIE CPEJICTBA.
3. CTpyKTypa M cojiep:KkaHue TUCIUIITUHBI

OOmas Tpy10eMKOCTh TUCIUIUTMHBI cocTaBsieT 3 3a4eTHbIX eaunumil (108 gacos).

3.1 Buabl yueOHO# padoThl U TPYA0EMKOCTh
(mo hopmam oOydeHNMS)

3.1.1. Ounas dhopma oOyueHus

Ne Kou | CeMecTpsl
n/m Buj y4ue6noii padoTsI 4eCTBO 1
4acoB
1 AyIMTOPHBIC 3AHATHS 32 32
B Tom unciie:
1.1 | Jlekuuu
1.2 | CemuHapcKue/IpaKTHUECKUE 3aHATHUS 32
1.3 | JlabopaTopHbIe 3aHATHS
2 CamocrosiTeibHas padora 80 80
3 IIpomexyTOUYHAS aTTECTANMSA
3auer 3auer
HTroro 112




3.2 TemaTu4yeckuii NJIaH U3y4YeHUs TUCHUNITHBI

(mo popmam oOydeHUs)

3.2.1. Ounas dopma oOyueHus

6

TpynoemkocTb, yac

AynuTopHas pabora E
sE g |8 |¢8
Ne Pasznennl/TeMbl o - 2 5 = § @
n/n AU CIMILTMHBI 3 = &g % o 3 e 2 s
= | B | Eg | EE| 22|28
= 55 |2 | &2 | 2§
1 BBOIHO-KOPPEKTUPOBOUYHBII 6 - 2 - - 4
KypC TPAaMMAaTUKH aHTJTHACKOTO
SI3BIKA.
2 YcTpoiicTBo Ha padoTy. 6 - 2 - - 6
3 B oduce. 6 - 2 - - 4
4 JlemoBast KOppeCIOHACHITHS. 6 - 2 - - 4
5 Pa3BuTHE NEIOBBIX KOHTAKTOB. 6 - 2 - - 6
6 TenedoHHBIC IEPETOBOPBHI. 6 - 2 - - 4
I Bcrpeua ¢ nemoBbIMU TapTHEPAMH HA 6 - 2 - - 4
MPEATIPUATHAX TAPTHEPOB.
8 [Tpe3eHTanmy Ha KOHPEPCHITUAX. 8 - 2 - - 6
0 [ocerenne MeXTyHApOTHOW BHICTABKH. 8 - 2 - - 6
10 |KoMmmaHuu ¥ MEHEIHKMEHT. 8 - 2 - - 6
11 |Pexsama B Ou3Hece. 8 - 2 - - 6
12  |OGcyxeHue IeHOBOH MOJIMTUKHY Ha 8 - 2 - - 6
MTPOTYKITHIO KOMITAHHH.
13  [YcnemHble KOMITaHUH. 8 - 2 - - 6
14 |/lenoBast moe3jka 3a pyoex. 8 - 2 - - 6
15  |OtapIx. 10 - 4 - - 6
Hroro | 112 - 32 - - 80

3.3 Coaep:kaHue IMCUUIIHHBI

Tema 1. BBOTHO-KOPPEKTUPOBOYHBIN KypC IPaMMaTUKU aHTJIMUCKOTO SA3BIKA.

Tema 2. YCTpOMCTBO Ha paboTy.
Tema 3. B odwuce.

Tema 4. JlentoBass KOPpECHOHACHIUS.

Tema 5. Pa3BuTHe I€I0BBIX KOHTAKTOB.

Tema 6. TenedoHHbIE TEPETOBOPHI.

Tema 7. BcTpeua ¢ 1€JI0BBIMUY MAPTHEPAMH HA MIPEANPUSITUAX ITAPTHEPOB.

Tema 8. [Ipe3eHTanmu Ha KOHPEPECHITHSIX.

Tema 9. [locenienre MeX1yHapOIHOW BBICTABKH.

Tema 10. KoManny 1 MEHEIKMEHT.




Tema 11. Pexitama B OusHece.
Tema 12. O6cy>KIlCHHC LIEHOBOW MOJIMTHUKHA HA MPOAYKIINIO KOMIIAHUH.
Tema 13. Ycnenrgbple KOMITAHUH.

Tema 14. JleioBas moe3ika 3a pyoex.
Tema 15. OTOBIX.

3.4 TemaTuka ceMMHAPCKUX/MPAKTHYECKHUX U JJA00PATOPHBIX 3aHATHIA

3.4.1. CemuHapckue/MpakTUIECKUE 3aHATHS

YerpoiictBo Ha paboTy.

B oduce.

JlemoBast KOppeCHOHAEHIIUS.

Pa3Butue nen0BbIX KOHTAKTOB.

TenepoHHbIe IEPETOBOPHI.

Bcerpeua ¢ 1enoBbIMU TapTHEPAMU Ha TPEAIPUATUSAX TapTHEPOB.
[Tpe3enTannu Ha KOHPEPEHIUAX.

[Tocemenrne MexyHAPOAHON BHICTABKH.

© © N o 0 &~ w D oE

Kommannn n MeHEKMEHT.

|
©

Pexitama B OusHece.

|
=

OO6cyxaeHue NeHOBOM MOJUTUKU Ha MTPOIYKIMIO KOMIAHUU.

-
N

Ycnenusie KOMIIaHUA.

|
w

JlenoBast moe3nka 3a pyoex.

|
>

OTapIx.

3.5 TemaTuka KypcoBbIX NPOEKTOB (KYpPCOBBIX padoT)
OTCYTCTBYIOT KypCOBBIE IPOEKTHI COTJIACHO YYEOHOMY TUIaHY

4. YueOHO-MeTOAN4YecKOe U HH(POPMAIIMOHHOE 00ecreyeHue
4.1 HopmaruBHble 10KyMeHTbI U OCThI

ISBN 5-06-004600-1 (B mep.) AHIIMICKHMI SI3BIK IS MHXKEHEPOB: YUYEOHUK ISt
CTYJCHTOB BY30B, O0YYaIOIINXCS M0 TEXHUYECKUM CIIeITUATBHOCTSIM



4.2 (OcHoBHas JUTEpaTypa

1. Kamaes, A.A. OCHOBBI JIEJIOBOTO aHIJIMIICKOTO SI3bIKA [ DNEKTPOHHBIN pecypc] : yueo.

nocobre — nekTpoH. naH. — Mocksa : ®JIMHTA, 2012. — 176 ¢. — Pexum
nocryna: https://e.lanbook.com/book/20262. — 3aru. ¢ skpaHna.

4.3 JlomoJIHUTEIbHAA JIUTEpPaTypa

1. Iletposa, FO.A. lenoBoi aHTIMICKUN S3bIK [DIEKTpOHHBIN pecypc] : yueb. / FO.A.
ITerpoBa, B.b. Uepemuna, [.5. I'opauenko. — OInekTpoH. aAaH. — MockBa

®JIMHTA, 2016. — 150 ¢. — Pexum noctyna: https://e.lanbook.com/book/77000.
— 3ari. ¢ ’KpaHa.

4.4  JaeKTpoHHBIE 00pa3oBaTe/IbHbIE PeCYPChI

1.

busznec KOMMYHHUKAIIKUA:

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. Hanwucauue pesroMme:

WWW.resumegig.com Www.resume-now.com
JlenmoBas nepenucka

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

4. ]JlenoBbie Teae(OHHBIE TEPETOBOPDHI:

https://www.englishtown.com/community/portal/spoken/phone/free.aspx

http://speakspeak.com/resources/general-english-vocabulary/telephone-language
5. Tlpesenrtanus:

http://www.youtube.com/watch?v=0QT5vIkGM810

http://www.youtube.com/watch?v=dEDcc0aCjaA
Ycnemsie KOMITaHUA:

6.

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=era0

4.5 JluneH3HOHHOE M CBOOOJHO PACIIPOCTPAHsAEMO€E NPOrPaAMMHOe
o0ecreyenmne


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.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.youtube.com/watch?v=dEDcc0aCjaA
http://www.ford.ie/AboutFord/CompanyInformation/HistoryOfFord
http://www.ford.ie/AboutFord/CompanyInformation/HistoryOfFord
http://www.gazprom-mt.com/WhoWeAre/OurHistory/Pages/default.aspx
http://www.gazprom-mt.com/WhoWeAre/OurHistory/Pages/default.aspx
http://windows.microsoft.com/en-au/windows/history#T1%3Dera0
http://windows.microsoft.com/en-au/windows/history#T1%3Dera0
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1. Office / Poccuiicknmii makeT 0O(pHCHBIX MPOrpaMm

4.6 CoBpemeHnHble npodeccHOHATbHBIE 0a3bl JAHHBIX U MHGOPMAIHOHHbIE
CIIPaBOYHbBbIE CHCTEMbI

1. http://rushim.ru/books/electrochemistry/electrochemistry.htm - AJICKTPOHHAS
OubIMoTeKa

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

3. Koncynpsrant [lnroc - cripaBouHasi mpaBoBas cucTeMa (JOCTYII MO JIOKAIBHOM CETH C

KOMIIBIOTEPOB OUOJIUOTEKH )
4, CI10O Mockosckoro Ilonutexa

5. MarepuajibHO-TEXHHYECKOE 00ecrevyeHue

CneunanusupoBanuble aynutopun «llepenoBas wmnxkeHnepHas mkona»: AB4701 u

AB4710 ocHanieHHbIE TPOEKTOPOM, F3KpaHom, [IIBM.

6. MeToanuyeckue peKoMeH AU

6.1 MeToauyeckue peKOMeHAAIUM VISl IPeNnoiaBaTeis M0 OPraHu3anun
00y4eHuUs

Cornacno crannapty ®I'OC BIIO npenogaBaTens HHOCTPAHHOTO SI3bIKA JTOJKEH
OBITh OPUEHTUPOBAH Ha PEIICHUE TaKUX METOJUYECKUX 3ajJad KakK. CpaBHEHUE
Pa3IMYHBIX, IPUHATHIX B OTEYECTBEHHOM U 3apyOeKHOM MPAKTUKE, TIOJIX0JI0B U METOIOB
0o0y4eHHs] HWHOCTPAHHOMY SI3bIKY KaK CpEICTBY MEXKIYHApPOJHOTO  OOIICHHUS,
dbopMHpOBaHUE y CTYJEHTOB MHOSI3BIYHON KOMMYHUKATUBHOM KOMITETCHIIHH.

VYcnoBuem aiis peanu3aiy JaHHbBIX 33/1a4 sIBISIETCSl o0ecredeHue He00X0IMMOTO
YpOBHS PO EeCCHOHATEHO-METOUYECKON pedIeKCUU Ha COOCTBEHHBIH OIBIT O0y4YeHUS
WHOCTPAHHBIM SI3bIKaM, a TAKKE Ha YCTAHOBJICHUE U PEaTU3aIUI0 MEKIUCIIUTTMHAPHBIX
CBsI3EH C MpeIMETaMU S3bIKOBOTO, TICUXO0JIOTO-TIEarOrTHYeCKOro U APYruX IUKJIIOB.

Hucuurmmnaa  «HOCTpaHHBIM ~ S3BIK»  OPUEHTUPOBAaHA HAa  MOATOTOBKY
CHEIHAIMCTOB PA3IMYHOTO NMPOQPUIISL, KOTOpask B COYETAHUU C APYTUMU MPAKTUYECKUMU
JUCHUIUTMHAMHU JAHHOTO IMKJIA JO0JDKHA 00ecTeyuTh Mpo(hecCHOHANBbHO JTMYHOCTHYIO
HOJTOTOBKY OyAYIIMX CIEUUATMCTOB, OOYyYaIoIUXCs MO WX CHEHHAIBHOCTSIM.
OCHOBHOI Kypc JaHHOM MporpaMMbl pa3paOoTaH AJii MarucTpOB, paHEe M3YyYaBIIMX
AQHITIMACKUANM A3bIK. [71aBHAs Lienb JAHHOIO Kypca — pPa3sBUTHE KOMMYHMKATUBHOU
KOMIETEHIIMU B c(epe IeI0BOro OOUIeHMs, KOTOpas MO3BOJIUT UM IMparMaTHuyecKu
IIPUEMIIEMO BapbUpPOBATb CBOE PEYEBOE I[OBEICHUE B 3aBUCUMOCTU OT CUTyaLlUMU
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oOmenus. [lockonbky B 00pa3oBaTenbHOM MPOCTPAHCTBE NUCHUIUIMHA « IHOCTpaHHBIM
S3BIK» OTHOCHUTCS K OJIOKY TYMaHUTAPHBIX JUCIMIUIMH, OHA UMEET BaXKHOE 3HAUCHHE B
(bOpMHPOBAHUU COIMOKYJIBTYPHOTO OOJHMKAa COBPEMEHHOTO KOHKYPEHTOCIIOCOOHOTO
CrienuaIncTa.

Kypc cocrour w3 mnpakTHYECKMX 3aHATHM, HO 3HAYMUTENbHAs 4YacThb 3aHATUI
OTBOAMUTCS HAa CAMOCTOSITEIBHOE OBJIAJACHUE IUCHMUIUIMHOW. PoisieBpie WIpBI, 4YTeHUE
JEJI0BOM KOPPECHOHACHUMHU, IPEABbSIBICHUE NPE3CHTAMM W BCE OCTAJbHBIE BHJBI
KOMMYHUKATUBHON NEATEIIBHOCTH JOJKHBI CONPOBOKIATHCS JICKCHUKO-
IrpaMMaTU4YECKUMH CTPYKTypaMu JI€J0BOM KOMMYHHMKAIUH, OOJBIIMM KOJUYECTBOM
NUCbMEHHBIX U YCTHBIX 33JJaHU, HALIEJICHHBIX Ha PA3BUTUE YMEHHH 1€JI0BOI0 OOIIECHNUS.
[IpoGneMHBI1 XapakTep pOJEBBIX WIP W Tpe3eHTauuid OyAeT CcrnocoOCTBOBATH
JanbHeeMy  OOCY)XIEHHMIO  BOMNPOCOB, MOAHATBIX B MHpO(hecCHOHAIBHO
OPHUEHTUPOBAHHBIX CUTYAIUAX.

CTpykTypa Kypca COCTaBJI€Ha C Y4YE€TOM I[OCJIEAOBATEIBHOIO JBM)KEHHUS OT
OpPOCTOTO0 K  CIOXHOMY, IIO3BOJISIOIIAs — MOpPOAOKaTh OOydeHHME UM BECTH
poeCcCUOHANIBHYIO JIEeATEILHOCTh B MHOS3BIYHOM cpefie. i yCrenHoro oBiaieHus
KypcoMm J[emoBOro WHOCTPAHHOTO f3bIKa HEOOXOAMMO COYeTaTh JHMHEWHOCTh U
MOJAYJIBHOCTH, PYHIaMEHTAILHOCTh U MPArMaTUYHOCTb.

6.2 MeToauyeckne yKa3aHus IJs1 00y4aIOMIUXCS 10 OCBOEHUIO TUCIMILINHBI

CamocTtosiTenbHass paboTa CTYJICHTOB TNPEACTaBIseT CO0O0M BaKHEHIEe 3BEHO
yueOHOro npoiiecca, 6e3 npaBUIbHON OpraHU3ali KOTOPOro 00y4aroImuics He MOXKET ObITh
BBICOKOKBAJTU(DUIIMPOBAHHBIM BBITYCKHUKOM. CaMoCTOsTeNIbHAs paboTa SIBISICTCS OJJHUM U3
BUJIOB yU€OHBIX 3aHATHH.

[lenb caMoCTOSATENBHOM pabOThl — MPAKTHUECKOE YCBOCHHE CTYJIEHTaMU BOIPOCOB
YCTPONCTBA TPAHCIIOPTHBIX CPENICTB, PACCMATPUBAEMBIX B IPOLIECCE U3YUEHUS JUCHUTIINHBI.
CamocrosiTenbHas padoTa CTYJIEHTOB HalpaBJieHa HAa U3yYE€HUE TEOPETUUECKOTO MaTepuara,
MOATOTOBKY K JIEKIIMOHHBIM, CEMHHAPCKUM (TIPAKTUYECKUM) 3aHSATUSM; BBINOJIHEHUE
KOHTPOJIbHBIX 3aIaHUM.

CTyneHT OOJKeH MOMHUTH, YTO HAYMHATh CaMOCTOSATENIbHBIC 3aHATHS CIEAYET C
IIEPBOT0 CEMECTPA U MPOBOAUTH UX PETYJIApHO. KaXkIpIil CTYAEHT OJKEH caM IIAaHUPOBATh
CBOIO CaMOCTOSITENIbHYIO paboTy, UCXOJ M3 CBOMX BO3MOXHOCTEH U MPUOPUTETOB. DTO
CTUMYJIUPYET BBITIOJIHEHUE pabOThI, CO37aeT 0ojiee CIIOKOMHYIO OOCTAaHOBKY, UTO B UTOTE
MOJIOKUTENBHO CKA3bIBAETCS HA YCBOCHUU MaTepuaa.

CryaeHT AO0MKEH MOMHUThH, YTO B Ipoilecce OOy4YeHHUs BaXKHEWILYIO pOJib UTpPaeT
caMOCTOsATeNIbHasg padoTa C TEXHHUUECKOM nTepaTypoil. Hayuntbces paboTaTh ¢ TEXHUUYECKON
JUTEPATYPOU - BayKHEWIIAs 3a7ja4a CTyIeHTa. be3 3Toro HaBbIka OyJEeT Ype3BbIYaitHO TPYAHO
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U3y4aTh MPOrPaMMHBIM MaTepuall, © MHOTO BPEMEHU OyAeT MOTPAayeHO HepalMOHAILHO.
Pabota ¢ TexHMUECKON NUTEpaTypol CKIAAbIBAECTCA U3 YMEHUS 0100paTh HEOOXOJUMbIE
KHUTH, pPa300paTbcs B HUX, 3aKOHCIIEKTUPOBATh, BEIOPATh INIABHOE YCBOUTH U IPUMEHUTH Ha
IIPaKTHUKE.

IIpu ycniemnoM ycBoeHUH Kypcea «IHOCTpaHHBIN A3bIK» 3HAHUS, YMEHHS], BIIAJICHHUSI,
ITOJIyYEHHBIE MOTYT MCIIOJIB30BAThCSA CTYIEHTAMHU IPHU W3YyYECHUM OPYTUX NHUCIUIUIMH, a
TAaKK€ B YCIOBUSAX pEAJIbHOrO OOILIEHUS C HOCUTENISAMHU fA3bIKa Kak B 00JAcTH
IIOBCEJITHEBHOTO, TaK U B 00JIaCTH JI€JIOBOTO OOIIEHMUS.

N3yyenne naHHON AMCIMIUIMHBI TaK)Ke CIIOCOOCTBYET PACIIMPEHHUIO Kpyrosopa
OyIylIMX KOHKYPEHTOCIIOCOOHBIX CHEIHAIUCTOB, TOBBIIMICHUIO YPOBHS UX O0OIIel
KYJbTYPbl U UHTEJUICKTA B LIEJIOM.

B o0nactu BocnUTaHUs JTUYHOCTU LEIBIO JUCHMUIUIMHBI «HOCTpaHHBIN SI3BIK»
aBisieTcs (OPMUPOBAHUE YBAKEHUS K JYXOBHBIM U HHTEIUIEKTYaJbHBIM LEHHOCTAM
APYTUX CTpaH W HApOJOB; pPa3BUTUE COLMAIBHO-JIMYHOCTHBIX KayecTB OyIylIuX
CIICHHAINCTOB  TOKOJIEHUS “Next” — 1eneyCTpEeMJIIEHHOCTH, OpPraHWu30BAHHOCTH,
TPY0JII00MS], OTBETCTBEHHOCTH, KOMMYHUKATUBHOCTH.

7. ®OH/I OLIEHOYHBIX CPEACTB

7.1 MeToabl KOHTPOJISI U OLEHUBAHUS Pe3yJIbTATOB 00y4YeHUsI

B npoimecce 00ydeHHMS HUCMONB3YIOTCA  CICAYIOIIME  OIEHOYHBIE  (hOPMBI
CaMOCTOSITEJIbHOM pabOThl CTYJICHTOB, OIICHOYHBIE CPEJCTBA TEKYIIEro KOHTPOJIS
YCIIEBAEMOCTH U MPOMEKYTOUHBIX aTTECTALIAMN:

-MIOJITOTOBKA K CEMUHAPCKUM 3aHITHSM U BBITIOJHEHUE IPAKTUYECKUX padoT;

- BBITNIOJIHEHUE 3aJIaHUi B BUJIE TECTOB U UTD.

7.2 llkana u KpUTepUH OLIEHUBAHUS Pe3yJIbTATOB 00yUYeHMs

Mlxkana
Onucanue
OICHUBAHUA

BeimonHensl Bce BHIBI yuyeOHOM paOOThI, MPEIyCMOTPEHHBIE YYEOHBIM IUIAHOM.
CTyneHT JeMOHCTPUPYET COOTBETCTBHE 3HAHWUN, YMEHMI, HaBBIKOB IIPUBEICHHBIM B
TabiuIax IoKa3zaTesnei, onepupyer NpUOOPETEHHBIMU 3HAHUSMH, YMEHHUSIMH,
3a4yTeHo HAaBbIKaMU, IIPUMEHSET UX B CUTYyallUsX IOBBIIIEHHOM CIIOKHOCTH. [Ipu 3TOM MOryT
ObITh JIOMYIIEHbl HE3HAYUTEJbHbIE OMIMOKM, HETOYHOCTH, 3aTPyAHEHUS NpHU
AHAJIMTUYECKUX OIEpaLUaX, IEPEHOCE 3HAHUI U YMEHUN Ha APYrue KOHCTPYKIIUH.
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He BbIinonHeH oxuH win 6oiee BUIOB y4eOHOU paboThI, MPEeTyCMOTPEHHBIX yUeOHBIM
w1aHoM. CTy/IEHT IeMOHCTPHPYET HEMOJIHOE COOTBETCTBUE 3HAHUH, YMEHUI, HABBIKOB
NPUBEICHHBIM B TaONHMIaX IIOKa3aTeNnei, OMyCKAlTCs 3HAYMTENbHBIC OIIMOKH,
He 3aureHo | mposBIsieTCsl OTCYTCTBHE 3HAHMM, YMEHHH, HaBBIKOB I10 Psy TOKa3aTelel, CTyJeHT
UCTIBITHIBACT 3HAYUTEIILHBIC 3aTPYIHEHUS TIPH OTNIEPUPOBAHUHN 3HAHUSIMH U YMEHUSIMHU
IPU UX NIEPEHOCe Ha JPyrue KOHCTPYKIIHU.

7.3 OueHouyHbIEe CpeCTBA

7.3.1 Texyuiuii KOHTPOJIb

IIpumepsbl BONPOCOB K TeMaM
YcrpoiicTBo Ha padoTy:
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?

o M LN e

What does a CV/résumé include?
denoBasi koppecnoHIAeH U
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?

© N o g k~ w0 Dp e

What are the differences between the business letter and personal letter?
Pa3zBurtne A€JO0BbIX KOHTAKTOB

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?

o g~ W D o-

What should you do at the introduction stage of business telephone conversations?
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7. How should you complete business telephone conversations?
8. Why should you answer a call as soon as possible?
9. IIpeGbiBaHUE 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?
PousieBblie urpnl

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

a) reserving a room in a hotel

- I’d like to reserve a single room with a
bathroom for three nights form Monday,
the 71" 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?

- Hello! Garden View Hotel. Can I 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, youneedn’t. You’ll do iton your arrival.

- Thanks for calling. Look forward to meeting| _ That suits me. Should 1 pay beforehand?

- Oh, it’s great! Thank you ever so much!

- Bye!

TecrupoBanue

ﬂ]l}l OYEHUBAaHUus pes3yibmanoe meCmupoeaHusl 603MONICHO UCNOIb306ANTb Cﬂedyiou;ue
Kpumepuu OyeHUueaHusl.’

¢ [IPaBUJIBHOCTHL OTBCTA UJIN BBI60pa OTBCTA,




CKOPOCTb MPOXOKACHUS TECTA;

HaJINYHUC MIPABUIJIBHBIX OTBETOB BO BCCX IIPOBCPACMBIX TCMAX TCCTA,

OLCHKA ITPOBOAUTCA 110 OaJILHOM cucTEME. HpaBPIJ'IBHBIfI OTBET Ha BOIIPOC TECTOBOI'O 3aIaHUA PaBCH

1 6amry. O0I1Iee KOJIMYECTBO OAJLIOB IO TECTY PABHSIIETCS KOJUYECTBY BOIIPOCOB;

061uee KOJMYCCTBO BOIIPOCOB IIPHHUMACTCA 3a 100%, OLICHKAa BBICTABIACTCA II0 3HAYCHHIO
COOTHOLICHUSA IIPpaBUJIBHBIX OTBETOB K O6H.I€My KOJIMYCCTBY BOIIPOCOB B IIPOLCHTAaX;

AJIA IEPECUETa OUCHKHU B TPAAUINUOHHYIO CUCTEMY HUCIIOJIB3YCETCA Ta6n1/1ua COOTBCTCTBUA:

I'panunsl B IponieHTax TpanuuMOHHAs OLEHKA
85-100% 5 - OTIINYHO
71-84% 4 — XOpOIIO WJIH 3aYTEHO
60-70% 3 — YIOBJIETBOPUTEIHHO MM 3a4TEHO
0-59% 2 — He YAOBJIETBOPUTEIILHO WM HE 3aU4TEHO
Tecr

Test yourself.

1. What company introduced the first
moving assembly line for cars?

A. The Rolls-Royce Company
B. The BMW Company

C. The P&G

D. Ford Motor

2. What was the name of the highly
successful car produced by the Ford
Motor Company in 1908?

A.Mustang
B. Thunderbird
C.Tin Lizzie

3. What company “was started by a
mouse”?

A.P&G

B. McDonald’s
C. Nestlé

D. Walt Disney

4. What company uses the business model
of franchising?

A. Rolls-Royce
B. Nestl¢

C. P&G

D. McDonald’s

5. What company has become a symbol of
globalization?

A. McDonald’s
B. P&G

C. Ford

D. Gazprom

6. What company started with the child’s
life saving?

A. McDonald’s
B. P&G

C. Walt Disney
D. Nestlé

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?

D.

o w

Rolls-Royce
Ford
Volkswagen

Bentley

9. The founder of what company was fond of

racing?

A
B.
C.
D.

Ford
Microsoft
BMW
Rolls-Royce

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

A
B.
C.
D.

Merlin
Silver Ghost
Phantom

Bentley

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

A. Tide

B.
C.
D.

Pampers
Chipso
Dreft

12. When was Apple Inc. founded?

A.
B.
C.

1976
1985
1963

D. 2001

13. What software product belongs to Apple

Inc.?
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14.

15.

16.

17.

18.

A. MS-DOS
B.

C. i0S

D.

Android

TCP/IP

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

A
B.
C.
D.

1978
1960
1973
1977

What was released in 2007 by Apple Inc.?

A
B.
C.
D.

Apple |
Macintosh
Apple iPod

iPhone

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

A.
B.
C.

D.

punished
given money

offered to improve the
operation of the computer
system

expelled from school

What city are the founders of Microsoft
Corporation from?

A
B.
C.
D.

Washington
Redmond
Seattle

Boston

When did Microsoft launch Microsoft
Windows operating system?

A. 1986

O O w

1983
1995
1973



19. When did Microsoft capture over 90%

market share of the world’s personal
computers?

A. 1990s
B. 2000s
C. 1980s
D. 1970s
20. When was Gazprom founded?
A. 1989
B. 1995
C. 2002
D. 1974

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

A. About 25%
B. About 43%
C. About 15%
D. About 56%

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

A. In Eastern Siberia
B. At the Urals

C. In Western Siberia
D. At the Caucasus

23. Who is the major stake holder in
Gazprom?

A. Banks
B. Private persons
C. Foreign companies

D. The government of the
Russian Federation

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

A. Altair BASIC
B. Traf-O-Data
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C. TCP/IP
D. MITS

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

A. Microsoft a) Cupertino

B. Rolls-Royce b) Detroit

C. Ford Motor Company  ¢)
Redmond

D. Apple Inc. d) London

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

A. Walt Disney Company  a)
Paul Allen
BMW b) Jules Monnerat
c) Herbert Quandt
d) Michael Eisner

McDonald’s
Kroc

Microsoft

Nestlé

m o o W

e)Ray

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

A. Nestlé a) Crest
P&G b) Merlin
c) Milo

O w

Rolls-Royce

o

Ford Motor Company d)
Mustang

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

A. House-hold detergent a)
Milo

B. Powdered beverage b)
Merlin

C. Aero engine c) Dreft

D. Car d)Phantom

29. Match  the
descriptions:

companies  with  their



. 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

17



IIpumepsbl 3a1aHU U3 KOHTPOJIbHOI 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 g B~ w Db PRF

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 B~ w DN PRF

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

[EY
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.

=
w

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

[
.

To give someone permission.

[N
[Sa]

. 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. [IpoMexXyTOUHAast aTTeCTALIUS

YcTHBIE TEMBI 1S 3a4eTa

1. YcrpotictBo Ha paboTy.
2. B oduce.
3. JlemoBasi KOppeCOHACHITUS
4. [IpeObIBaHUE B CTpAaHE U3yYaeMOTO S3bIKa.
5. Pa3zBuTHe e0BBIX KOHTAKTOB (Tele(OHHBIE TEPEeroBOPHI, BCTPEUU Ha
KOH(epeHUUAX, Ha MPEIIPUITUSIX TAPTHEPOB).
6. [locemenne MeXyHapOHON BBICTaBKU.
7. Kommaaum 1 MEHEIPKMEHT.
8. OTApIX U pa3BJICUCHUS.

IIpumMepbl BONPOCOB Ha 3a4eTe
1.  Why is 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. Can an 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?



