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I. YueOnas nporpamma
1. IosicHUTETBHAA 3ANMCKA

Hacrosimumii kypc npenHasHadyeH i 00y4eHHs] MEXKYJIbTYPHOU KOMMYHUKAIUU
B cepe Om3Heca CTyIeHTOB (GuiIoIorndeckoro ¢akyiapTeTa cneruanbHoctn 031202 —
«IlepeBoa u mepeBOAOBEACHUEY.

JlaHHasi AUCIUILIMHA YCTAHABIMBAETCS BY30M M PEKOMEHJYETCS B KadecTBe
JOTIOJTHUTENBHOTO K  MPAKTUKYMy 110 KYJbType pPEYeBOro OOIIEHUS OCHOBHOTO
WHOCTPAHHOTO s3bIKa (aHTJIMMCKOI0) HAa YETBEPTOM M NATOM Kypcax. Cpok oOyueHus
paccunTad Ha 136 yacoB ayauTopHOU U 124 yaca caMOCTOSITEIbHON pabOThI, KOTOPHIE
10 y4yeOHOMY IIJIaHy pacIpeesisioTcs Ha JBa ceMecTpa (BOChbMOM U IeBATHIN). JleBATHIiM

CCMCCTDP 3aBCpHIACTCS clladyei PK3aMeHa.

Ileab ¥ 3212494 TUCHUIJIMHBI, €€ MECTO B YUeOHOM Ipouecce:

MexKkynbTypHass KOMMYHHUKAIMS WMEET SPKO BBIPAKCHHYIO MPHUKIATHYIO
HAIPaBJICHHOCTb. DTO HE TOJBKO HAyKa, HO U HA0Op HABBIKOB, KOTOPHIM MOKHO
HAyYUTHCS M HEOOXOJMMO BIIAJETh. B MmepByro ouepeib 3TH HaBBIKM HEOOXOIUMBI TEM,
4bsi poecCUuOHANBHAS IEATEIBHOCTh CBSI3aHA C MEXKYJIBTYPHBIM COTPYIHHYECTBOM.
Hesnanue ocobeHHOCTEW MEXKYJIbTYPHOTO OOIIEHUS CIOCOOCTBYET — CHIKCHHIO
3¢ (PEKTUBHOCTH [EJO0BOM  KOMMYHHUKAIMHM, a IOPOW NPUBOAUT K TpoBalaM — B
neperoBopax, K HenPeKTHBHOM paboTe KOMICKTHBA, K COIMAIbHONW HANPSHKEHHOCTH. B
CBS3U C OTHM BO3HHUKAECT HEOOXOIUMOCTh HM3YYCHHs IUCIMILIMHBI MEXKKYJIBTYpHas
KOMMyHUKanusi B cdepe OusHeca cTyaeHTamu croenuaidbHocTH «llepeBom wm
NIEPEeBOIOBEICHUEY, Ubs Oyaymias nmpodeccus MOXKET ObITh HEMOCPEICTBEHHO CBA3aHA C
BeJIcHHEM OM3HECa B MEXKKYJIbTYPHOM ITPOCTPAHCTBE.

CormacHo mporpamMmme Kypc oOydeHus To aucuuiuinHe «MeXKyIbTypHas
KOMMYHHKaIMsA B chepe Om3Heca» JENUTCS Ha JiBa CBSA3aHHBIX MEXTYy coOOH 3Tara,
OTIIMYAIONUXCS 00BEMOM, XapaKTepoM, OpraHu3anuel ydeOHOro Marepuana |
COJIep’)KaHMeM MeToaudeckod pabotel. Ha mepBom »3rtame (BOCbMOMl  cemecTp)
npeamnoyiaraeTcsi chopMHUpoOBaTH MOHIATHHHYIO cdepy He0BOro OOIICHUS MyTeM

HN3Yy4YCHUA  JICKCHYCCKUX, I'PaMMATHYCCKHUX, CTHIIMCTUYCCKUX ocoOeHHOCTEN I(&HHOIZ



chepbl KOMMYHUKAIIMM HAa MaTepHalie Pa3IMYHbIX CUTYaTHBHBIX KOHTEKCTOB/CUTYAIUH,
BO3HUKAIOUIMX B MpOLECCe ACNIOBOM MHTepakuuu. Heorpemiiemon 3amadeil mepBoro
sTana o0y4yeHusl SBJISAETCS O3HAKOMJIEHHE CTYACHTOB C KYJbTYPHBIMU OCOOEHHOCTSIMHU
BEJIcHUs1 OM3HEca B MEXKYJbTYpPHOM MHpocTpaHcTBe. Ha BTOpoM 3Tame mpoucXOoIuT
o0y4eHHre TpaMOTHOMY COCTABJICHUIO U HAIMCAHUIO PA3JIMYHBIX BUJOB JEIOBBIX MTUCEM,
a Takke 0(pOPMIICHUIO KOHTPAKTA.

Leabro Bcero Kypca sBISETCS pa3BUTHE KOMMYHHUKAaTUBHOM CIOCOOHOCTH
oOyyaemblx B cdepe JEIOBOr0 JAMCKypca, pacllMpeHue HX 3HAHUA U
MHTEJJIEKTYaJIbHOTO OMbITa HE TOJBKO B OOJACTH J€JIOBOTO MUCbMEHHOTO U YCTHOTO,
HO U COLMAIbHO-3KOHOMHUYECKOI'0 MEKKYJIbTYPHOI'O OOILIEHUS, C YUETOM HallMOHAIbHO-
KyJIbTYPHOU ciequ(pUKN KOMMYHUKATUBHOTO TIOBEJCHHS AHTJIOS3BIYHBIX TAPTHEPOB 10

ousHecy.

3amaum kypca:

1. ChopmupoBarh HEOOXOAUMBIE JIEKCHUYECKHE, & TAaKKE KOMMYHHKATHBHBIE
YyMEHUSI U HaBbIKM B cdepe  JeJOBOro OOIIEHHs C Yy4eTOoM OCOOEHHOCTEH
MEXKYJIbTYPHON KOMMYHHUKAIIUU, YTO MTO3BOJIUT CTYIEHTAM:

- OBJAJICTh OIPEACIICHHBIM KOJIMYECTBOM KIIIOUEBBIX TEPMHHOB aHTJIMHCKOTO
sI3bIKA JIEJIOBOTO OOIIEHUSI ¢ TOYKU 3peHUs HauboJjiee BOCIPOU3BOAUMBIX O0pa3IloB
JCKCUKO-(Pa3eoIOTHIeCKO 1 MOP(POCHHTAKCHICCKOW COYETAEMOCTH, COJFIKAFOITUAX
MOHSATUMHYIO M S3BIKOBYIO KAapTHHBI MHpaA, PEICBAHTHBIX JJIS Tpolecca  JEJIOBOM
WHTEPAKIMU, a TaKXKe MCIOJIb30BaTh MX B 3aBUCHUMOCTH OT KOMMYHHKAaTHBHBIX
HAMEPEHUU;

- YMETh CBOOOIHO U3BSACHITHCSA, a TAKKE BECTH OECE/Ibl HA TEMBI, TIPEIJIOKEHHbIE
KypCOM I10 OM3HEC TEMATHKE;

- YMEThb 4YHUTaTh HEAJAaNTHUPOBAHHBIE TEKCThI MO TEMAaTHUKE, CBS3aHHOW  C
MEXKYJbTYpHOH KOMMYyHUKalueii B cdepe OuzHeca W JaBaTb KOMMEHTapuil K
YTBEPIKIICHUSM, B3STHIM U3 3TUX TEKCTOB.

2. Tlo3HakOMUTH CTYJEHTOB C OCOOEHHOCTSMHM S3bIKa JEJIOBOM TMEPEIUCKH,

OPUCHTHUPOBAHHOI'O Ha CricnnaJIn3upPOBaAHHBIC KOHTCKCTHI, XapaKTCPHLBIC JJIIA



pa3iauuHbIX cdep AENOBOM AKTUBHOCTHM HHAMBHUAA (IOpUAMYECKAs, SKOHOMHYECKas,
MEJIMIIMHCKAS M TaK Jajee):

a) OCOOEHHOCTH JIEKCMYECKOro cocTaBa (00IIEeynoTpeOUTeNbHAST TEPMUHOIOTUS
AHTJIUIICKOTO SI3bIKa JIEJOBOTO OOIIEHUs, 00IIeynoTpeOnTeNbHAs JIEKCUKA aHTITUICKOTO
S3bIKa JIEJIOBOTO OOMICHHS, CHEIUAIM3UPOBAHHAS TEPMUHOJOTHS, OTpaHUYCHHAS
onpeiesieHHOW MpodeCcCHOHAIBHOU cepoii, ciioBa OOIIETO A3bIKA);

0) 3aKOHOMEPHOCTH TIPaMMAaTHYECKOTO U CHHTAaKCHYECKOTO0 OQOpPMIICHUS
MUCHMEHHON ()OPMBI JIEJI0BOTO OOIICHHS;

B) XapaKTEPUCTUKU CTHIINCTUYECKOTO MOCTPOCHHSI TEKCTa JAEI0BOrO MUChMA.

3. HayuuTth CTyJE€HTOB CaMOCTOSITEIbHO COCTABIISITh PA3IMYHbBIC BUJIBI JIETOBBIX
UCEM Ha aHTJIUIICKOM S3BIKE C YY€TOM MEXKKYJIbTYPHBIX OCOOEHHOCTEH.

B kypce oTpakeHbl MOCIE€IHHE IOCTHXKEHUS OTEYECTBEHHBIX U 3apyOeimHBIX
JMHTBUCTOB-TIPAKTUKOB B c(hepe MEKTyHAPOTHON JEIOBOM MEPETTHCKH.

B cTpykTypy Kypca BXOAST MpPaKTHUECKHE 3aHSATHS, KOTOPBIE MPEINOIararoT
NPUBIICYCHHE W CHUCTEMATHU3AIMIO 3HAHWK 110 JWUCHUIUIMHAM, W3yYEeHHBIM paHee
(MpakTUYEeCKUil KypCc TIEpBOrO HWHOCTPAHHOTO $53bIKA, BBEJACHHE B TEOPHUIO

MEKKYJbTYPHOH KOMMYHHKAIINU, IPAKTUYECKUI KypC NIEPEBOJIA).



2. TpeGoBanusi 10 BUAAM pPeyeBoOil 1eATEILHOCTH K KOHILY Kypca 00y4eHus :
1. ['oBopeHue:

OOyuaeMblil JOJIKEH CBOOOJIHO M3JIaraTh CBOM MBICIH OTHOCUTEIBHO PA3JIMYHBIX
CUTyallull JIEJOBOTO OOIIEHUS, C MCIOJIb30BAHUEM JICKCHUECKHUX, TPaMMaTHYECKUX H
CTHJIMCTHYECKUX OCOOCHHOCTEN JaHHOW MOHATUHHOMN cepbl 00LIEeHUS.

2. IluceMo:

OOyuaeMblil JOHKEH YMETh IPaMOTHO, B COOTBETCTBUU C YCTOSIBIIMMUCS HOPMaMHU
U TpaBUJIaMU BEJCHMS JICJIOBOM TMEPENUCKH Ha AaHIJIMICKOM S3BbIKE, COCTaBISATh
pazIu4HbIe BHUJBI JEJIOBBIX IHCEM HA AHIVIMMCKOM S3bIKE, BKJIIOYAs 3JIEKTPOHHBIN

BapuaHT nuchMa (e-mail), a TakKe KOHTPAKT.

3. AyIMpoBaHue:

K koHIly neBsITOro cemecrpa CTyJEHT JIOJKEH MOHUMATh HA CIIyX CIIOHTAHHBIN
ayJAMOTEKCT, OTpaKalolUui MaTepuail OM3HEC TEMATUKU. AYJTUOTEKCT MOXKET CO/IEPKaTh
ONPEICIICHHBINA MPOIEHT HE3HAKOMBIX CJIOB, O 3HAYEHHH KOTOPBIX MOXKHO JI0TaJlaThCsl.

Bpewmst 3Byuanust — 5-7 MUHYT Npu OAHOPA30BOM IIPEIbSBICHUU.



3. ConepxaHue NpOrpaMmabi:

Tembl (8 cemecTp — 68 yacoB):

1. Cultural diversity and socializing (14 yacos).

1.1 Arrrivals;

1.2. Making contact:

1.2.1 First contact (names and titles: culture note);
1.2.2 Getting to know each other (taboos: culture note);
1.2.3 More contacts (physical contact: culture note);
1.2.4 Arrangements (invitations out: culture note);
1.2.5 Arriving for dinner (time: culture note);

1.2.5 Dinner (the role of women: culture note);

1.2.6 After work;

1.2.7 Farewells (words and meaning: culture note).

2. Environment of Global Finance. Telephoning (14 yacos).
1.1 Visible and invisible trade;

1.2 Imports and exports;

1.3 Effective telephoning:

1.3.1 Preparing for a telephone call;

1.3.2 Explaining the purpose of a call;

1.3.3 Reaching agreement, handling complaints;

1.3.4 Cross-cultural comminication on the phone.

3. A Nation’s Balance of Payment. Meetings (14 yacos).
3.1 Investments and national reserves;

3.2. Effective meetings:

3.2.1 Key features of an effective meeting;

3.2.2 How to open a meeting — objectives, roles, procedure;
3.2.3 Obtaining consenus and making difficult decisions;

3.2.4 The sales meeting.



4. Trade restrictions. Negotiations (22 yaca).

4.1 The types of trade restrictions;

4.2 Effective negotiations:

4.2.1 Agreeing objectives, strategy, and roles (culture and tactics: task- versus
person-orientation);

4.2.2 Structuring and controlling the negotiating process (culture and tactics:
organic versus systematic working cultures);

4.2.3 Presenting your position, getting feedback (culture and tactics: direct versus
indirect communication);

4.2.4 Active listening, effective questioning (culture and tactics: individualist
versus teams, conflict versus collaboration, emotional versus neutral behaviour);
4.2.5 Maintaning positive communication (culture and tactics: high-context versus

low-context cultures, win-win versus win-lose).

5. The Firm and its environment. Presentations (16 yacos).
5.1 Company profile, structure and history;

5.2 Business objectives and models of the firms;

5.3 Presentations:

5.3.1 Presentation technique and preparation;

5.3.2 Using visual aids: general principles;

5.3.3 Holding the audience’s attention;

5.3.5 The company presentation.

6. Writing a business letter (6 yacos).
6.1 A letter organization;
6.2 Parts of a Business Letter;

6.3 Format of a Business Letter.



7. Types of letters (34 uyaca).

7.1 Collection Letters;

7.2 Sales and Promotional Letters;

7.3 Goodwill Letters;

7.4 Community Activities Letters;

7.5 Personal Business Letters;

7.6 Letters of Condolence;

7.7 Letters About Employment Changes;
7.8 Customer Relations Letters;

7.9 Electronic Mail.

8. Writing a sales contract (16 yacos).

10



4. PekoMeHayeMas aureparypa
OcHoBHas:

1. A3zaposa O. ] Bam numty... /emoBbIe U TMYHBIE TMCHMA MO-AHIVIMMCKHA U MO-PYCCKH
/ cepust «OnBIT Tydmux Ou3Hec-1mKkon Mupay. — PocroB v//l: «Denuke, 2005. — 336
c.

2. AnucumoBa E.E. JIMHTBUCTMKa TEKCTa W MEXKYJbTypHas KOMMYHHMKauus (Ha

MaTepHualie KpeOoJIM30BaHHBIX TEKCTOB): YueO. mocoOue uist cTyd. (dak. MHOCTp. 3.

By30B / E.E. AaucumoBa. — M.: Akagemus, 2003. — 128 c.

3. bacakoB M.U. Kak npaBuibHO MOATOTOBUTH U ODOPMHUTH AEIIOBOE MUCHMO: Y 4eOHO-

npaktud. nmocooue / M.U. bacakos. — M.: U3nparenbcko-ToproBasi kopnopanus «Jlamkos

u K», 2002. — 112 c.

4. T'ynkuna T.A., ITuporoBa M.A., Pankesnuy H.B. Company presentation. YueOGHOE
nocobue Ha aHTJIMICKOM s3bIKe. biiarosemenck: AMypcekuit roc. yH-T. — 2005.

5. Jyoununa I'.A., [Ipaunnckas U.d., Matsasuna M.®. Anrnuiickuii s3bik: [locoOue
17151 By30B. Pekom. YMO By30B P®. — M.: U3patensctBO «IK3amen, 2003. — 208 c.

6. KonapateeBa C.U. JlenoBas mepenucka: YueOnoe mocodue / C.U. Konaparbesa,
E.JI. MacnoBa wu3a. 2-e. — M.: M31aTenbCKO-KHUTOTOPTOBBIN HEHTP «MapKeTUHI,
2002. —-40c.

7. Kypc anrnumiickoro s3pika MEXIyHAapOJHOTO Ou3Heca: OuszHec — kypc. MBA. /
Bcepoc. Akan. Braemnent topropmm. — M.: busneccodr, 2005. — 1 am. Onr. duck
(CD-ROM).

8. IIuz A. A3bik nuceMma / A. Ilus, I1. lan. — M.: U3a-Bo SKCMO-IIpecc, 2002. — 192
C.

9. Bethell G. Test your Business Vocabulary in Use/ G. Bethell, T. Aspinall. — S.1.:

Gambridge University Press, 2003. — 102 p.

10. Business letters for busy people : time saving, ready-to-use letters for any occasion /

edited by John A. Carey. Printed in the U.S.A. by Book-mart Press, 2002. — 287 p.

11. Mascull B. Business Vocabulary in Use/ B. Mascull. — S.1.: Gambridge University
Press, 2002. — 172 p.

12. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
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PexomennmoBano YMO. Moscow AST Astrel Tranzitkniga, 2004. — 272 p.

13.Robbins S. Cobuild Business Vocabulary in Practice. — The University of

14.

15.

16.

Birmingham, 2002. — 245 p.

Sweeney S. Communicating in Business. A short course for Business English
Students: Cultural diversity and socializing, Using the telephone, Presentations,
Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6™, Ed. . — Cambridge:
Cambridge University Press, 2004. — 156 p.

Sweeney S. Test Your Professional English: Marketing = TIIpoBeps cBoii
npodeccruoHanbHbIN aHTTUHCKUNA s3bIK: MapkeTHHT/ S. Sweeney ; ed. N. Brieger. —
3th. Ed. . — S.I.: Penguin English, 2002. — 106 p.

Business Negotiations in Russia: yue0. Bugeokypc. — CII6.: Pemenue: yue0. Bujeo,

1999-2005. — 1 a1. ont. auck (DVD-ROM). — (busnec KyibTypa; BbIIlL. 7).

JlonmoJiHUTEILHAS

. BacunbseBa JI. JlenoBas mepemnucka Ha aHriauiickoMm s3eike / JI.BacumeeBa. — M.:

Ponsd, Alipuc-npecc, 1998. — 352 c.
Boponmosa N.N., Uneuna A.K., Mommxu FO.B. AHMIUACKHUN S3BIK 1JISI CTYJEHTOB
IKOHOMHYECKUX (haKyIpTeTOB: YueOHoe mocobue. — M.: «M3natensctBo [TPM1OPY,
1999. — 144 c.
Bpuz M. Jle Internationally Yours. Mexaynapoanas AeioBas Iepenucka Kak
cpeacTBo goctuxkenus ycnexa / M. Bpus Jle / [lep. ¢ anrn. — M.: U3n-Bo Becy Mup,
2001.—386 c.
I'pomoBa H.M. BHemHeTOproBelii KOHTpakT: YdeOHoe mocoome. — M.: FOpucrs,
2000. — 141 c. (Cep.: English for Business)

Mgxkprussa ['.A. [lenoBas mepenmcka u gokymentarust / [.A. Mxptuss, [1.H.
Jlo3oBoii. — Mockaa, 1997. — 240 c.

CaxenkoBa A.I'. Readings in management and Economics — M.: MexayHapo1HbIi
YuuBepcuter buzneca u Ynpasienus, 1998. — 64 c.
CokonoBa JI.H. f3pik OusHeca: YdeOHOe mocoOHME MO aHTJIMMCKOMY SI3BIKY. —

Pocros-na-/lony: «®enuke» 1998. — 112 c.
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8. YueOHmK aemoBoro anriuiickoro s3eika // JI. Bupkyc, H. Toorc (cocraBurenu). —
M.: ITomaryp, 2001. — 158 c.

9. Ashley A.A. Handbook of Commercial Correspondence. — Oxford University Press.
— New Edition, 1992. — 297 p.

10. Bailey E. The Plain English Approach to Business Writing. — Oxford Press, 1997. —
340 p.

11. Bogle M.A. College Business Communications. — USA: The H.R. Rowe Company,
1983.-218 p.

12. Brill L. Business Writing Quick and Easy. — Amacom American Management
association. Second edition, 1989. — 238 p.

13. Comfort J. Effective telephoning. Oxford Business English Skills. — Oxford
University Press and University of International Business and Economics, 2001. —
124 p.

14.Comfort J. Effective meetings. Oxford Business English Skills. — Oxford University
Press and University of International Business and Economics, 2001. — 116 p.

15.Comfort J. Effective socializing. = Oxford Business English Skills. — Oxford
University Press and University of International Business and Economics, 2001. —
110 p.

16.Comfort J. Effective negotiating. Oxford Business English Skills. — Oxford
University Press and University of International Business and Economics, 2001. —
128 p.

17. Lees G, Thorn T. English on business: Practical English for international executives.
— O6nuHck: Tutyn, 2000. — 192 p.

18. Vries M. De  The new American handbook of letter-writing and other forms of
correspondence. Signet Reference, Second edition. New American Library. Penguin

Putnam Inc., 2000. — 360 p.
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4. CamocrosiTeqbHasi padoTa CTyIEeHTOB

[Ipu opranuzanuu camMoCTOATENBHON pPabOThI CTYJEHTOB 0CO00O€ BHHUMAHHE
YVACISIETCS POJIEBBIM UIpaM, B KOTOPBIX peyeBasl JACSITEIbHOCTh MNPUOIMKEHA K
CUTyalusiM BO3MOXKHOTO MPOQPECCHOHATIBHOTO OOMICHUS ¢ 00s3aTeIbHBIM yUeTOM
MEXKJIUYHOCTHBIX ~ OTHOIICHUH  MEXJIy KOMMYHUKAaHTAMH W  MEXKYJbTYPHBIX
0COOCHHOCTEH CTpaH, KOTOPbIE OHU MPEACTABIISIOT B POJIEBOM UTpE.

Takke CTyJeHThl CHCTEMATUYECKH TOTOBAT pa3/IMYHbIC JOMAIIHUE 3aJaHus,
COCTABJISIIOT JHAJIOTH, CAMOCTOSITEIBLHO TMEPEBOASAT TEKCThl C IENbI0 3aKperyieHUs
BOKaOyJisipa MO OW3HEC TEMATUKE, COCTaBISIOT MOHOJOTUYECKHE BBICKA3BIBAHUS C
UCIIOJIb30BAHUEM  U3YYCHHOW  OW3HEC  JICKCHUKH. Heorbemnemoir  4acTbro
CaMOCTOSITENIbHOM PabOThI CTYJICHTOB SIBJISIETCSl HAITMCAHUE PA3JIMYHBIX JIEJIOBBIX MTUCEM
KaK ayJAUTOPHO, TaK U BHE ayAUTOPUH, COCTABIICHUE KOMMEPUYECKUX KOHTPAKTOB.

Takxe B AEBATOM CEMECTpPE CTyJACHTaMU IpeajiaraeTcsi CaMOCTOATEIIBHO U3YUUTh
TEMbI, Kacarolluecsl OpraHu3aluu TEKCTa JIeIOBOrO IMUChMa U JIONOJHUTEIbHBIX

TpeOOBaHUI, IPEABSIBISIEMBIX K JIEJIOBOMY THITY IMCKYpCa.

5. BoliBUraemMble KpUTEPUU /ISl OLIEHKH MUCbMEHHbIX PadoT
[TucbmenHbIe pabOTHI OLIEHUBAIOTCS IO CICTYIOIINM KPUTEPUSIM:
1. CootBercTBUE LIENH, AU KOTOPOM OCYIIECTBIISUICS JaHHBIM BUJI TUCHbMA,;
2. IIpaBuiibHOE KUCTIOIB30BAHUE OMTOPHOM JIEKCUKH;
3. YMecTHOE WUCIOIL30BaHUE IMPUEMOB JIOTHYECKOW OpraHu3alMid U CBSI3U
TEKCTa;
4. BapbupOBaHHOE HCIOJIb30BAHUE CTPYKTYp M JIEKCUKH (OCOOEHHO BBOJIHBIX
CTPYKTYp B HadaJyie MpeajioKeHUs);

5. CoOmoaeHne yka3aHHOTO 00beMa;

N

[IpaBunibHOE HCIIOIB30BAaHUE TPAMMATHUYECKUX CTPYKTYP HAHHOW CHUCTEMBI

sA3bIKA.
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I1. Padouass mporpamma
Cemectp 8,9
3ansaTue 1 (2 yaca)

1. Temsr:
Cultural diversity and socializing. Arrrivals:

* On the plane: asking for things, making conversation;

« At the the airport: going through the airport, customs, changing your reservation,

asking the way, following directions, taxis, trains and buses;

* At the hotel: checking in, your room, problems.

2.3aanus:

a) Make up the dialogues beetween the flight attendant and the passenger, the customs
officer and the passenger, the receptionst and the passenger.

b) In your handouts you can see the plan of an airport terminal. Starting at the entrance,
follow the directions on the cassette and then write the places where you go in the places
beside the plan.

¢) Respond to the following situations:

Your return ticket is an open one (valid for a year). You want to make a firm booking
for 10 August. What would you say?

Your reservation is for 1400 on 3 September. You would like to stay in New York for an
extra day.

Your reservation is tourist class. You would like to reserve business class for the return

journey.

3. Jluteparypa:

1. Comfort J. Effective socializing. Oxford Business English Skills. — Oxford
University Press and University of International Business and Economics, 2001. — P.6-
12.

2. Lees G, Thorn T. English on business: Practical English for international executives.

— O6nuHck: Turyn, 2000. — P.7-21.
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3. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
PexomennoBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

4. Sweeney, S. Communicating in Business. A short course for Business English
Students: Cultural diversity and socializing, Using the telephone, Presentations,
Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6". Ed. . — Cambridge:
Cambridge University Press, 2004. — P.2-14.

4. Borrpocsl 17151 CaMOIIPOBEPKH:

1. What do you say first, when you stop someone to ask for something?

2. What do you say if someone says that your English is very good?

3. How would you ask for a newspaper on an airplane?

4. How would you ask for the room which you have reserved?

5. What way would you complain if there were no towels / dirty sheets / broken shower

and television in your room?

3ansTue 2 (4 yaca)
1. Temsr:
Making contact:
« First contact: welcoming a visitor, first meetnings, small talk;
e Names and titles: culture note;
* QGetting to know each other: effective questions and answer techniques, asking
and responding to questions, developing conversation;

o Taboos: culture note.

2. 3amaHus:

a) Modify the remarks below to make them softer or less direct:

It’s cold; The room’s filthy; The view’s awful; The crossing was rough; the traffic was
slow; The weather’s disappointing.

b) Discuss how you adress colleagues, customers, bosses, friendes and family in your

culture. Find out the forms of adress in other countries.
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c) Practise asking and answering questions on these topics: jobs, family, spare time,
origins, any other topic which interests you. Follow the foolowing pattern:

“How long have you been working?”” (question)

“Not so long — about five years.” (answer)

“Long enough, really!” (comment)

“Before that I was studying.” (add information)

d) Discuss which subjects are taboo in your and other foreign countries, and the reasons

which lie behind these taboos.

3. JIuteparypa:

1. Comfort J. Effective socializing. Oxford Business English Skills. — Oxford
University Press and University of International Business and Economics, 2001. — P.6-
17.

2. Lees G, Thorn T. English on business: Practical English for international executives.
— O6nuHnck: Tutyn, 2000. — P.7-21.

3. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
PexomennmoBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

4. Sweeney, S. Communicating in Business. A short course for Business English
Students: Cultural diversity and socializing, Using the telephone, Presentations,
Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6™. Ed. . — Cambridge:
Cambridge University Press, 2004. — P.2-14.

4. Borpochl 151 CaMOIIPOBEPKHU:

1. Which topics are taboo in the UK and America?

2. What titles are used in American and British cultuers?
3. What is small talk usually about?

4. What remarks are used to soften the negative expressions?
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3ansitue 3 (4 yaca)
1. Temsr:
Making contact:
« More contacts: everyday meetings, inclusive behaviour, requests, favours;
* Physical contact: culture note;
» Arrangements: inviting, accepting, declining, offering, refusing;

e [Invitations out: culture note.

2. 3anmaHus:

a) Respond appropriately:

You meet a colleague first thing in the morning.

You meet a colleague who you haven’t seen for a long time.

You need some change for the parking meter.

You need to use a colleage’s phone to make a personal call.

You would like to ask a colleague a personal favour.

You need to leave a meeting early to catch a train.

b) Work in pairs. You will meet each other on the way in to work. Prepare a request you
would like to make of your colleague: a request about work (meetings, reports, letters), a
request to borrow something (office, computer, car), a request about homelife (time off
for the family, etc.).

¢) Discuss the aspects of physical contact which are relevant to your own country, to the
USA, The UK.

d) Prepare five invitations of your own (e.g. for dinner at your house, for a drink after
work, for a game of tennis). Then, in pairs, take it in turns to make and respond to the
invitations.

e) Discuss what way a business lunch is usually paid in your country and in other

countries.
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3. Jlutepatypa:

1. Comfort J. Effective socializing. Oxford Business English Skills. — Oxford
University Press and University of International Business and Economics, 2001. — P.18-
29.

2. Lees G, Thorn T. English on business: Practical English for international executives.
— O6unuHnck: Turyn, 2000. — P.7-21.

3. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
PexomennoBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

4. Sweeney, S. Communicating in Business. A short course for Business English
Students: Cultural diversity and socializing, Using the telephone, Presentations,
Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6. Ed. . — Cambridge:
Cambridge University Press, 2004. — P.2-14.

4. Borrpocsl 17151 CaMOIIPOBEPKH:

1. What sort of difficulties could you face when entertaining foreign visitors?

2. What advice is usually given to a native and non-native speaker in terms of
invitations?

3. On what occasions do people in the USA shake hands / kiss anyone / touch each other

/ sit close to people?

3ansTue 4 (2 yaca)
1. Temsr:
Making contact:
» Arriving for dinner: hosting: time, dress, gifts; thanking, offering, and responding;
e Time: culture note;
« Dinner: complimenting, showing appreciation, offering opinions, comments;

e The role of women: culture note.

2. 3aganus:

a) Think about how you would make the offers and responses in the notes below. Then
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practise making and responding to the offeres.

offers Responses

another drink no more, driving home

a second helping of | delicious, accept

dessert

a coffee Decaffeinated
a nightcap Delighted

to call a taxi good idea

b) Discuss attitudes towards time in your country and any other country you would like
to travel to.

¢) In gropus of four, act out the situations presented in the handouts. In each case there is
a checklist to be completed for both hosts and guests.

d) What comment would you make in the following situations?

You’ve just had a very good meal.

Somebody tells you a racist joke.

One of your colleagues regularly works a twelve-hour day.

One of your colleagues keeps herself to herself.

e) Discuss the role of women in differnet countries.

f) Each of the extracts from editorials in your handouts expresses a strong opinion about

a role of women in the modern society. Use this as a basis for comment and reaction.

3. JIutepatypa:

1. Comfort J. Effective socializing. Oxford Business English Skills. — Oxford

University Press and University of International Business and Economics, 2001. — P.30-

41.

2. Lees G, Thorn T. English on business: Practical English for international executives.

— O6uuHnck: Turyn, 2000. — P.7-21.

3. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.

PexomennoBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

4. Sweeney, S. Communicating in Business. A short course for Business English

Students: Cultural diversity and socializing, Using the telephone, Presentations,

Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6. Ed. . — Cambridge:
20



Cambridge University Press, 2004. — P.2-14.

4. Borrpocsl 17151 CaMOIIPOBEPKH:

1. Are there differences in the way men and women socialize in your country and in the
USA?

2. What is the most effective way of entering and encouraging conversation?

3. What aspects of time are important in business?

4. How do people in the UK dress when they are invited to dinner or to the theatre?

3ansaTue 5 (2 yaca)
1. Temsr:
Making contact:
» After work: choosing and developing topics of conversation;
» Farewells: leaving, farewells, reinforcing contacts;

* Words and meaning: culture note.

2. 3amaHus:

a) Act out the following role-play:

You are four colleagues who have arranged to have an after-work drink before going
home. In your cards there are the ideas you have to follow to.

b) Prepare and give a short farewell speech in the following situations:

— a colleague is going to take a year off to sail around the world;

— a colleague is leaving to take up a new position (a promotion) in another part of the
country.

c) Make a short response to each of the following farewell wishes:

Have a good weekend.

See you soon.

I look forward to seeing you next week.

Enjoy you holiday.

d) One of you is the host and the other is the visitor. Practise exchanges in the following
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situations:

The visitor is a consultant who has just attended a two-hour meeting and plans to be
back next week.

The visitor is flying back to America this afternoon after a two-day trip. You may or
may not see each other again.

e) Discuss social rituals of your country and of any other foreign one.

3. Jlutreparypa:

1. Comfort J. Effective socializing. Oxford Business English Skills. — Oxford
University Press and University of International Business and Economics, 2001. — P.42-
52.

2. Lees G, Thorn T. English on business: Practical English for international executives.
— O6nuHnck: Turyn, 2000. — P.7-21.

3. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
Pexomennoano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

4. Sweeney, S. Communicating in Business. A short course for Business English
Students: Cultural diversity and socializing, Using the telephone, Presentations,
Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6". Ed. . — Cambridge:
Cambridge University Press, 2004. — P.2-14.

4. Borrpocsl 17151 CaMOIIPOBEPKH:

1. How important are social rituals?

2. What socilal signs in America may be misleading for a Russian?

3. How do you behave when you say goodbye to a friend / a customer / a colleague / a
stranger?

4. Do colleagues at the after-work party talk shop (i.e. about work)?

3ansitue 6 (4 yaca)

1. Temsr:
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Enviroment of global finance: Visible and invisible trade.

2. 3ajaHus:
Prereading: What activities constitute international trade? Why do countries engage in
international trade?
Developing vocabulary: Consult a dictionary and practise the pronunciation of the given
words and word combinations.
Reading: Read the text: The environment of global finance.
Comprehension: Give extensive answers to the questions. Use the following expressions
to present your answers:

* On second thought I shoulf admit...

» Let’s look beneath the cabbage leaf...

* [n anutshell...

e To cut a long story short...
Scanning: Scan the text to determine whether these statemnets are true (T) or false (F),
and if they are false say why.
e.g. In my opinion it is true that... / I'm afraid it is false ... because...
Barter is the exchange of services between nations which is extremely cumebrsome and
restrictive.
When nations export more than they import, they are said to have unfavourable balance
of trade.
Tourism is another form of visible trade becuase tourists spend money for hotel
accommodation, meals, taxis, ets., and the subsequent profits enable nations to import
the food they need.
Develop the following ideas. Make use of the active vocabulary given in brackets:
1. There are at least four reasons why foreign trade takes place. (to be scattered around
the world, within boundaries, to have enough of a particular item to meet the needs, to
produce internationally/domestically/on an external market, to derive a comparative
advantage, the desired items, innovation).

2. Exports and imports are the most important international activity. (a
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favourable/unfavourable balance of trade, to maintain a balance, to assure smb. of
certain means, to base the economy on a certain concept, to import/export raw
materials, to process smth. into smth., manufactured/finished goods, the subsequent
profits).

Say it in English: a) nepepabaThIBaTh ChIPhE B MPOMBIIIJIEHHBIE TOBAPHI, TOTOBOPUTHCS
0 TIEpEeBO3KE, MPOU3BOANTH HAa BHYTPEHHEM PBIHKE, COOTBETCTBYIOIIAs MPUOBLIH, OBITH
CaMOJIOCTaTOYHBIM, OBITH OOPEMEHUTEILHOW U OTPaHHMYEHHOUW (O BHEUTHEH TOPTOBIIE).
b) Pa3BuTne MUPOBOM ITUBUIIU3AIINH, IIPOOJIEMBI SKOHOMHUYECKOTO Pa3BUTHS OTICIbHBIX
CTpaH MHpa, a TakkKe Tio0ambHble MNPOOIEMbl MHPOBOTO pa3BUTHUS  CHAENATH
HEO0OXOIMMBIM MEXTyHAPOHOE COTPYAHMYECTBO U MEXIYHAPOTHOE pa3JIeiCHHE Tpyaa
JUTSl YCTIEITHOTO PEMISHUs TPOOIeM HaIlMOHAIBHOTO, COMHAIBHOTO M SKOHOMUYECKOTO

pPa3BUTHUS KaXJI0M OTAEIBHOW CTPAHBI.

3. Jlutreparypa:

1. Nyoununa I'.A., dpaunnckas W.dD., Marssuna M.®. Aurnuiickuii s3pik: [locoOue
115 By30B. PexkoM. YMO By30B P®. — M.: M3narensctBo «OK3amen, 2003. — C. 6-20.

2. Kypc aHrimiickoro si3plka MEXKIyHApoOAHOro Ou3Heca: OuzHec — kypc. MBA. /
Bcepoc. Akan. Buemneit Toprosiu. — M.: buszneccodt, 2005. — ai1.

3. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
PexomennoBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

4. Robbins S. Cobuild Business Vocabulary in Practice. — The University of
Birmingham, 2002. — 245 p.

4. Borrpocsl 17151 CaMOIIPOBEPKH:

1. What is the difference between visible and invisible trade?

2. Why is tourism one of the forms of invisible trade?

3. For what four reasons does foreign trade occur?

4. What does the word combination “balance of trade” mean and how is a favourable

balance of trade maintained?
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3ansitue 7 (4 yaca)
1. Temsr:

Enviroment of global finance: Imports and exports.

2. 3amaHus:

Reading: Read and translate the dialogue “Import and export™.

Task 1. Imitate the dialogue as if A. Speaks English and B. Speaks Russian through the
interpreter (C.).

Task 2. Report the dialogue. Use the following reporting verbs: to accept, to
acknowledge, to admit, to believe, to conclude, to emphasize, to remark, to apologize, to
add.

Task 3. Produce your own dialogue about documents needed in international trade and
the meaning of incoterms. Make a full use of the underlined helpful phrases and
Supporting Materials.

Task 4. Say it in English: oprann3oBsiBaTh IEpeBO3KY IPy30B 10 JKEJIE3HOU JOPOTE; s HE
OYCHb pa3duparoch B O3TOM BOINPOCE; CTPaxoBaTh TPAHCIIOPTUPYEMBIC TOBApPHI;
CTPaxOBOE CBUJETENHCTBO; PACCTABUM TOUKH HaJ «1»; TOPTOBO-TIPOMBIIIIJICHHAS T1aJIaTa;
B3MMAaTh TaMOXXCHHYIO MOILIMHY M HaJOr Ha JOOABJICHHYIO CTOMMOCTH; yKa3bIBaTh
LICHBI B TBEPJIOM BAIFOTE «TPETHEN CTPAHBDY.

Critical thinking tasks: a) describe a countertade exchange between two copuntries.
Explain the possible problems associated with countertrade._

b) Describe how countertrade differs from the traditional method of trading products

between countries. Give reasons why countries engage in countertrade.

3. Jlutepatypa:

1. dy6bununa I'.A., [Ipaunnckas .., Matssuna M.®. Anrnuiickuii s3bik: [locobue
11 By30B. Pexom. YMO By30B P®. — M.: U3narenscTBO «OK3amen, 2003. — C. 20-26.
2. Kypc adrimiickoro si3plka MEXKIyHApOAHOTo Ou3Heca: OuzHec — kKypc. MBA. /
Bcepoc. Akan. Buemneit Toprosiau. — M.: buzneccodrt, 2005. — »i1.

3. Lees G, Thorn T. English on business: Practical English for international executives.
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— O6nunCck: Turyn, 2000. — P.7-21.

4. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
PexomennioBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

5. Robbins S. Cobuild Business Vocabulary in Practice. — The University of
Birmingham, 2002. — 245 p.

4. Borpoch! 151 CaMOIIPOBEPKHU:

1. Why are exports and imports the most important international activity for most
nations?

2. What documention does an import/export transaction usually require?

3. What standard Incoterms do you know?

3ansTue 8 (6 yacos)
1. Temsr:
Effective telephoning:
1. Preparing for a telephone call (telephone terms, telephoning practice);
2. Explaining the purpose of a call (opening a call, telephoning practice);
3. Reaching agreement, handling complaints (arranging meetings, complaining,
telephoning practice);
4. Cross-cultural comminication on the phone (barriers to oral communication, codes of

etiquette).

2. 3amaHus:
1. Listening. Listen to the recording of Clare Macey, a director of Inter Marketing,
suggesting ways to prepare for telephone calls. Then check off the suggestions that she
makes that are included in your lists.
Listen to the beginning of another conversation. A Sales Manager from a tools
manufacturer is calling a car components company.

a. Who does the caller ask to speak to?

b. What is the result?
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c. Why is the caller successful / not successful here?
Prepare and make the following calls:
1. You are a purchaser. You need to buy some computer hardware. You have heard that
a new distributor called Compusave are offering some very good trade discounts. Call
them, and try to speak to their Sales Manager.
2. You are staying in the UK. You woild like to book some theatre tickets for a show
called “Shanghai Express”. Decide the night, number of tickets and price range.
Prepare and receive the following calls:
1. Your colleage Suzanna Warren is out of the office. You will receive a call concerning
an appointment.
2. Your company, ACTO Alarms, recently installed a new burglar alarm system for a
local firm called SKT Ltd. You will receive a call fom them.
1.3.2 Listening: Listen to the openings to a variety of calls. In each case, select a purpose
from the list below:
a. to complain;
b. to inform;
c. to change arrangments;
d. to order;
e. to enquire.
Prepare and make the following call:
You have received the fax from a supplier. The details are correct and the invoice has
not been paid due to changes in procedures. Phone Alex DeSoto and sort out the
problem.
2. Listening. Listen to the extracts from three calls. In each case, someone is trying to
make an appointment. Make a note of the details.
Listen to the complaints. In each call, what is the complaint about?
Prepare and make the following calls:
1. Your name is Terry Piper. Phone your Production Editor, Kim Gardener, to arrange
an emergency meeting for Monday morning as early as possible.

2. Hamid Namidi of Ahmed Al-Hamid & Co. In Riyadh calls Peter Siegelman, from
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Stella Communications Houston, Texas, with a complaint.

a) Listen and identify the problem;

b) Listen again and write the remaining key information;

c¢) Discuss how Peter Siegelman handles the call. Do you think he said the right thing?
d) Work in pairs to create a new version of the conversation beginning with the same
basic problem. Provide better customer service in your version.

3. Listening. Listen to the three recorded extracts. In each case there is a communication
problem. What is the problem and how could it be solved?

Reading: 1. Read the text “Barriers to oral communication” and mark the sentences as
True (T) or False (F):

a) Speaking is more difficult tham writing.

b) Pronunciation presents special difficulties.

c¢) English spoken in a flat, level tone sounds uninterested.

d) Middle Easterners are more emotional than Westerners.

e) The Japanese tend to speak softly.

f) It’s good to use a lot of idiomatic and colloqgial phrases.

2. Read the text “Cross-cultural communication on the telephone” and discuss the
following statements:

a) For the British and the Italians it is normal to interrupt the other speaker during the
conversation.

b) A special importance is attached to listening in Japanese and Finnish cultures.

c) It is unusual for Americans and British to use first names early in a business
relationship.

d) Etiquette is the critical point in using the telephone between different cultures.

3. Jluteparypa:

1. Comfort J. Effective telephoning. Oxford Business English Skills. — Oxford
University Press and University of International Business and Economics, 2001. — P.6-
18, 42-48, 54-60.

2. Lees G, Thorn T. English on business: Practical English for international executives.
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— O6nunCck: Turyn, 2000. — P.7-21.

3. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
PexomennioBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

4. Sweeney, S. Communicating in Business. A short course for Business English
Students: Cultural diversity and socializing, Using the telephone, Presentations,
Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6™. Ed. . — Cambridge:
Cambridge University Press, 2004. — P.18-40.

4. Borpochl 17151 CaMOIIPOBEPKHU:

1. How should you respond to the complaint over the telephone?

2. What are the possible dangers of doing business over the phone?

3. What kind of things lead to misunderstandings on the phone?

4. How do you feel about receiving unexpected telephone calls?

5. What do you do before you make a telephone call to someone you have never called

before? How do you prepapre for it?

3ansaTue 9 (6 yacon)
1. Temsr:

A Nation’s Balance of Payment: Investments and national reserves.

2. 3amaHus:
Prereading: On what principles do nations base their trade policies? What factors can
change the positive balance of trade to a negative?
Developing vocabulary: Consult a dictionary and practise the pronunciation of the given
words and word combinations.
Reading: Read the text: A Nation’s Balance of Payment.
Comprehension: Give extensive answers to the questions. Use the following expressions
to present your answers:

s As far ast...is concerned...

s In the first place...
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e It’s an open secret that...

o Atall hazards...
Scanning: Scan the text to determine whether these statemnets are true (T) or false (F),
and if they are false say why.
e.g. In my opinion it is true that... / I'm afraid it is false ... because...
An investment encourages the economic growth of the developing countries throughout
the world.
Unlike those of the individual the nation’s reserves are never maintained in holdings of
gold but only in official deposits in foreign currencies.
United States citizens can legally own gold and there exists a strong tradition of gold
ownership.
Develop the following ideas. Make use of the active vocabulary given in brackets:
1. Investments are a third category in any nation’s balance of payment which is very
important. (to utilize the capital of other nations, to develop mines, to pay for the costs
of smth., to provide funds to explore for smth., to have a crucial impact on smth., to
make an investment, to enable smb. to dop smth., to be operative, to act as a catalyst).
2. An investment should yield a profit. (sums of money paid out of earnings, to be
remitted to a country, to credit income to the balance of payment, to be reversed, to
represent an expense/income, to have a net inflow/outflow of money).
Say it in English: a) xpanuTh cOepexeHUs B 30JI0T€, BBOJUTH KBOTHI, COKpAIIaTh
PE3EPBBI; MOTEPATH MPEUMYIIECTBA; MPUHOCUTH YOBITOK; CTOUTH 3aTPAaue€HHOTO BPEMEHHU
Y YCWJIMH; COBOKYITHBIN TOXO/; IPUEMIIEMBIA YPOBEHb 3aHATOCTH.
b) K 2015 roay SlnoHus, 4eTBepThIi B MUpE MOTPEOUTENh SJIEKTPOIHEPTHUH, MOXKET
YBEJIMYUTH UMIOPT HePTH 10 3 MITH. Oapperneii 3a cyTku. [1o moacyeram crieruairucTos,
B TE€UCHHUE CIEMYIONUX 15 JeT moperyiupoBaHUE YHEPTETUYECKOTO PHIHKA MPUBEAET K
MOCTOSIHHOMY POCTY MOTpeOJIeHus! ChIpoil HeTH B 3TOM cTpane. s MUPOBOrO phIHKA
3TO OCOOCHHO Ba)XXHO, TaK KaK CBOMX DJHEPropecypcoB SmoHHMA HE WMEET,
CJIeI0OBaTeIbHO, OHA OYJIET MPHOOPETATh UX 32 PYyOEKOM.
3. Jluteparypa:

1. Aybununa I'.A., [paunnckas N.®., Marasuna M.®. Aunrnuiickuil s3eik: [locobue
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115t By30B. PekoM. YMO By30B P®. — M.: U3natensctBo «Ox3ameH, 2003. — C. 43-56.
2. Kypc anrimiickoro si3plka MEXKIyHApoAHOro Ou3Heca: OuzHec — kypc. MBA. /
Bceepoc. Akan. Buemneit Toprosiau. — M.: buzneccodrt, 2005. — »i1.

3. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
PexomennoBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

4. Robbins S. Cobuild Business Vocabulary in Practice. — The University of
Birmingham, 2002. — 245 p.

4. Borpocsl Ji71s1 CaMOTIPOBEPKH
1. Why are investments considered to be a very important category in any nation’s
balance of trade?

2. What happens to the imported goods when a tariff or a quota is imposed?

3ansaTue 10 (8 yacos)
1. Temsl:
Effective meetings:
1. Key features of an effective meeting;
2. How to open a meeting — objectives, roles, procedure;
3. Obtaining consenus and making difficult decisions;
4. The sales meeting: discussing the market, talking about products, the sales call,

closing the sale).

2. 3amaHus:

1. Prepare for the meetings indicated in your cards. In each case, identify:

the purpose;

the roles of the participants;

the best procedure to follow.

2. a) In pairs practise a meeting similar to the good version you have watched on video.
One of you should open the meeting; the other person should act as an observer and give

feedback, using the headings in the checklist. Then change roles.
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b) Practise opening two different kinds of meeting, one informal and formal.

3. Role-play. Choose a subject which you have different views about. Decide what level
of agreement you would like to achieve. Try to reach that level of agreement.

4. The marketing director has drawn up a marketing strategy for the company’s latest
product; he is presenting the strategy to the area sales manegers and sales representatives
in the form of a plan. Use the information on the plan to complete the sentences in your

cards.

3. Jlutepatypa:

1. Comfort J. Effective meetings. Oxford Business English Skills. — Oxford University
Press and University of International Business and Economics, 2001. — 116 p.

2. Lees G, Thorn T. English on business: Practical English for international executives.
— O6nuHCck: Tutyn, 2000. — 192 p.

3. Sweeney, S. Communicating in Business. A short course for Business English
Students: Cultural diversity and socializing, Using the telephone, Presentations,
Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6. Ed. . — Cambridge:
Cambridge University Press, 2004. — P.84-101.

3ansaTue 11 (8 yacos)
1. Temsr:

Trade restrictions: The types of trade restrictions.

2. 3amaHus:

Reading: Read and translate the dialogue “The types of trade restrictions”.

Task 1. Imitate the dialogue as if A. speaks English and B. speaks Russian through the
interpreter (C.).

Task 2. Report the dialogue. Use the following reporting verbs: to cerify that, to
acknowledge that, to estimate that, to conclude, to exclaim that, to guess if, to find out if,
to indicate that, to mean.

Task 3. Use Supporting Materials to continue the dialogue about the World Trade
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Organization. Make use of helpful phrases.

Task 4. Say it in English: moompsatrs mpuoOpeTeHHe 4-J1 Ha BHYTPEHHEM DBIHKE;
o0ecreunTh 3aHATOCTh HA BHYTPEHHEM pBbIHKE TpyJa; (QUCKAIbHBIA Tapu;
O00BEAMHUTHCSA I 00y3aHUsI KOHKYPEHIIMH; B JIIOOOM cilydae 5 3a...; MPEeI0CTaBIATh
cyocuanio; moapoOoHOe U3I0kKeHNEe (PAaKTOB U MPEIOKEHHM; BhIJICTUTh OCHOBHBIC BUJIBI

Y-JI.; ITOJIy4aThb B PC3YyJIbTATC B3AUMHYIO 3aBUCUMOCTD.

3. Jluteparypa:

1. My6oununa I'.A., [Ipaunnckas U.®., Matssuna M.®. Anrnuiickuii s3bik: [locoOue
1151 By30B. Pekom. YMO By30B P®. — M.: U3narensctBo «k3amen, 2003. — C. 57-61.
2. Kypc aHraumiickoro si3plka MeEXAyHapOJHOro OusHeca: OuszHec — kypc. MBA. /
Bceepoc. Akan. Baemneit Toprosiau. — M.: buzneccodt, 2005. — a1

3. Lees G, Thorn T. English on business: Practical English for international executives.
— O6uuHck: Turyn, 2000. — P.7-21.

4. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
PexomennoBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

5. Robbins S. Cobuild Business Vocabulary in Practice. — The University of
Birmingham, 2002. — 245 p.

4. Borpocsl [i71s1 CaMOTIPOBEPKH
1. What are the four main types of trade restrictions?
2. What is the diferrence between a revenue tariff and a protective tariff?

3. What is a subsudy?

3ansaTue 12 (14 yacoB)
1. Temsl:
Effective negotiations:
1. Agreeing objectives, strategy, and roles (culture and tactics: task- versus person-
orientation);

2. Structuring and controlling the negotiating process (culture and tactics: organic versus
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systematic working cultures);

3. Presenting your position, getting feedback (culture and tactics: direct versus indirect
communication);

4. Active listening, effective questioning (culture and tactics: individualist versus teams,
conflict versus collaboration, emotional versus neutral behaviour);

5. Maintaning positive communication (culture and tactics: high-context versus low-

context cultures, win-win versus win-lose).

2. 3ajgaHusi:

1. Use the negotiating preparation checklist in your cards to prepare to negotiate in each
of the following situations. Then carry out the negotiation, using the checklist. For each
situation, you should reach a conclusion or decision.

2. Work in small groups. Choose one of the three negotiating scenarios below and
prepare the opening, use the preparation checklist to help you. When you are ready, take
it turns to be the chairperson and open the negotiation — remember to use approriate
sequencing and linking expressions.

3. Work in pairs. Take it turns to make brief introductions to the following negotiating
situations. Make sure you invite feedback as often as possible. Your partner should
listen, respond when appropriate, and criricize. When you have finished, change roles.

4. Listen to the extracts. Decide whether people are listening well or not. Then identify
the features of good negotiations and and present your version of the extracts.

5. Negotiate a solution to the problem in the situations in your cards. Try to maintain

positive communication, and to resolve the conflict of imterests.

3. Jlutepatypa:

1. Comfort J. Effective negotiating. Oxford Business English Skills. — Oxford
University Press and University of International Business and Economics, 2001. — 128
p.

2. Lees G, Thorn T. English on business: Practical English for international executives.

— O6nuHCck: Tutyn, 2000. — 192 p.
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3. Sweeney, S. Communicating in Business. A short course for Business English
Students: Cultural diversity and socializing, Using the telephone, Presentations,
Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6. Ed. . — Cambridge:
Cambridge University Press, 2004. — P.108-131.

4. Bonpocsl 1711 CaMOTIPOBEPKHU:

1. How can you prepare effectively for negotiations? What issues do you need to discuss
beforehand?

2. How would you describe the culture of the place that you work for?

3. When you present your position, what do you hold back?

4. In a negotiation, what are the advantages to be gained from listening well? What can

stop you from listening?

3ansaTue 13 (4 yaca)
1. Temsr:

Company profile, structure and history.

2. 3amaHus:
Use the plan in your card and phrases that follow to make a profile of a well-known

company.

3. Jlutreparypa:

1. T'ynkuna T.A., [TuporoBa M.A., Paakesuu H.B. Company presentation. YueOGHoe
nocobue Ha aHTJIMICKOM s3bIKe. biiarosemenck: AMypcekuit roc. yH-T. — 2005.

2. Lees G, Thorn T. English on business: Practical English for international executives.

— O6nunCck: Tutyn, 2000. — P. 114-127.

4. Borrpocsl 17151 CaMOIIPOBEPKH:

1. Who’s responsible for Business Systems?
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2. What does the chain of command consist of ?

3austue 14 (4 yaca)
1. Temsr:

Business objectives and models of the firms: the firm and its environment.

2. 3amaHus:
Prereading: Why do individuals form corporations rather than set up their businesses as
sole propietorships?
Developing vocabulary: Consult a dictionary and practise the pronunciation of the given
words and word combinations.
Reading: Read the text: The firm and its environment.
Comprehension: Give extensive answers to the questions. Use the following expressions
to present your answers:

o [t ran through my mind that...

e ...beyond the shadow of a doubt

o I'mafraid I don’t know up from down ...

o Frankly speaking, I am in a real predicament...
Scanning: Scan the text to determine whether these statemnets are true (T) or false (F),
and if they are false say why.
e.g. In my opinion it is true that... / I'm afraid it is false ... because...
An entrepreneur is an individual who is willing to organize and manage a business in
order to make profit.
Limited liability is the concept that a sole propritor is responsible for all debts of the
business.
Corporations are easy to organize, decisions can be made quickly, profits are shared
with only a few people, and the owners are resposible for success or failure of the
business.
Develop the following ideas. Make use of the active vocabulary given in brackets:

1.To increase the chances of success entrepreneurs often choose partnership instead of
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sole proprietorship. (to contribute equal capital, to have equal authority in management;
unlimited liability for debts; to be easy to organize; to lose a personal fortune in the case
of bancruptcy)

2. Corporations have advantages as well as disadvantages. (to be filed with the state or
federal government, to issue a charter; to pay stockholders regular dividends, to keep
detailed records, to be subject to double taxation, to control the business)

Say it in English: a) 000pOTHBIN KanmuTai; MOOUIN30BATh HEOOXOAUMYIO CYMMY JICHET,
nepenadya COOCTBEHHOCTH, HaHUMaTh M YBOJBHATH CIyXaIlWX, BECTH IOJPOOHBIE

y4eTHBIE 3aliCH, 3aMEHUTh yCcTapeBiiee 000pyI0BaHUE.

3. Jlutreparypa:

1. Ayoununa I'.A., JIpaunackas U.®., Marssuna M.®. Anrnuiickuii s3weik: [TlocoOue
s By30B. PekoMm. YMO By30B P®. — M.: U3natenscTBO «OK3amen, 2003. — C. 83-97.
2. Kypc aHrnumiickoro si3plka MeEXAyHapOJHOro OusHeca: OuszHec — kypc. MBA. /
Bcepoc. Akan. Baemneit Toprosiau. — M.: buzneccodt, 2005. — ai1.

3. Nazarova T.B. Business English. / A Course of Lectures and Practical Assignments.
PexomennmoBano YMO. Moscow AST Astrel Tranzitkniga, 2006. — 272 p.

4. Robbins S. Cobuild Business Vocabulary in Practice. — The University of
Birmingham, 2002. — 245 p.

4. Borrpocsl 17151 CaMOIIPOBEPKH:

1. In what way do the businesses differ in their shape and size?

2. What are rights and duties of a corporation?

3. What are the advantages of corporations over the other forms of businesses?

4. Why are the majority of businesses all over the world limited companies? What does

it mean?

3ansaTue 15 (8 yacos)

1. Temsr:
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Presentations:

1. Presentation technique and preparation;
2. Using visual aids: general principles;

3. Holding the audience’s attention;

4. The company presentation.

2. 3amaHus:

1. Listen to a group of management trainees talking about the preparation of
presentations. They mention eight key areas, each represented by one of the pictures in
your cards. Number the pictures in the order in which they are mentioned. Comment on
any of the points mentioned in the discussion you have heard. Which do you think are
the most important? Do you feel it is necessary to write out a presentation?

2. Draw a line graph for use in a presentation. Choose any situation or subject, real or
imagined. If possible draw the picture on an overhead transparency. Then present the
graph as you would in a presentation. Your description should last no more than a
minute.

3. Choose one of the situations in your card to present a short extract from a
presentation. Use linking expressions to connect the different parts of the talk.

4. Use the plan in your card and phrases that follow to make a presentation of a
company. Find supporting materials and base your presentation on the profile of a real

company.

3. Jluteparypa:

1. TI'ynkuna T.A., [TuporoBa M.A., Pagkenu H.B. Company presentation. YueOHOE
nocoOue Ha aHTJIMHCKOM s3bIKe. biarosemenck: Amypckwuii roc. yH-T. — 2005

2. lyoununa I'.A., Jpaunnckas N.®., Marsasuna M.®. Aunrnuiickuii s3eik: [locobue
11 By30B. PexkoMm. YMO By30B P®. — M.: U3narensctBO «OK3amen, 2003. — C. 82-105
3. Lees G, Thorn T. English on business: Practical English for international executives.
— O6unuHnck: Tutyn, 2000. — P. 114-127

4. Sweeney, S. Communicating in Business. A short course for Business English
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Students: Cultural diversity and socializing, Using the telephone, Presentations,
Meetings and Negotiations: Student’s Book/ S. Sweeney. — 6". Ed. — Cambridge:
Cambridge University Press, 2004. — P.46-77

4. Borrpocsl 17151 CaMOIIPOBEPKH:

1. What are the key considerations involved in preparing a presentation?

2. What visual aids do you find the most supportive in the presentation?

3. What speaking techniques can help to make the message in a presentation clear?

4. What does the end of a presentation contain?

3ansitue 16 (6 yacoB)
1. Temsr:
Writing a business letter:
1. A letter organization;
2. Writing From Scratch;
3. Four Considerations of a Business Letter;
4. Organization,;
5. The Seven "C’s" of Style.
Parts of a Business Letter:
1. Letterhead;
. Date;
. File Number;
. Confidential;
. Inside Address;
. Attention Line;
. Salutation;

. Subject Line;
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. Body of the Letter;
10. Complimentary Close;
11.Signature;
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12. Postscript.

Format of a Business Letter:
. Block;

2. Modified Block;

3. Modified Semi-Block;
4. Simplified;
5
6

[S—Y

. Hanging Indented,;

. Memo.

2. 3amaHus:

[S—Y

. Compare the letters in your card and analyze them from the point of their

organization, style, and format.

3. Jlutreparypa:

1. Azaposa O. fI Bam numty... /IenoBbie U TUYHBIE MHUCbMA MO-aHIJIMICKU U MO-PYCCKH /
cepusi «OnbIT Ty4dmux ousHec-1mkos Mupa». — PoctoB H/l: «Denukc, 2005. — 336 c.

2. bacakoB M.U. Kak npaBmiIbHO MOJATOTOBUTH U O(DOPMUTH JIEI0BOE MUCHMO: Y UeOHO-
npaktud. nmocoobue / M.U. bacakos. — M.: U3nparenbcko-ToproBasi kopnopanus «Jlamkos
u K», 2002. — 112 c.

3. Bpuz M. Jle Internationally Yours. MexnyHapoaHas [enoBas Iepenucka Kak
cpeacTBo goctuxenus ycnexa / M. Bpus Jle / Ilep. ¢ anrn. — M.: U3n-Bo Becy Mup,
2001.—386 c.

4. KonapareeBa C.U. Jlenoas nepenucka: Yueobnoe nocoodue / C.U. Konaparsena, E.JI.
MacnoBa wu3a. 2-e. — M.: U31aTenbCKO-KHUTOTOPTOBBIN LIEHTp «Mapketunr», 2002, —
40 c.

5. Mkprusin I'.A. JlenoBas nepenucka u nokymentanus / I'.A. Mxptusn, [1.1. JIozoBoii.

— Mockaa, 1997. — 240 c.

6. [Tuz A. S3pik ucema / A. [uz, I1. [Tan. — M.: U3zn-Bo DKCMO-IIpecc, 2002. — 192

C.
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7. Ashley A.A. Handbook of Commercial Correspondence. — Oxford University Press. —
New Edition, 1992. — 297 p.

8. Bailey E. The Plain English Approach to Business Writing. — Oxford Press, 1997. —
340 p.

9. Brill L. Business Writing Quick and Easy. — Amacom American Management
association. Second edition, 1989. — 238 p.

10. Business letters for busy people : time saving, ready-to-use letters for any occasion /
edited by John A. Carey. Printed in the U.S.A. by Book-mart Press, 2002. — 287 p.
Bacunwena JI. JlemoBast mepenycka Ha aHTIIMKHCKOM s3bike / JI.BacunbeBa. — M.: Ponbd,
Aiipuc-nipecc, 1998. — 352 c.

11. Vries M. De The new American handbook of letter-writing and other forms of
correspondence. Signet Reference, Second edition. New American Library. Penguin

Putnam Inc., 2000. — 360 p.

4. Borpocsl JIj1s1 CaMOTIPOBEPKH
1. What are the basic elements of a business letter?
2. What formats of a business letter do you know?

3. How to write a successful letter?

3ansitue 16 (34 yaca)
1. Temsr:
Types of letters (34 yaca):
1. Collection Letters;
. Sales and Promotional Letters;
. Goodwill Letters;
. Community Activities Letters;
. Personal Business Letters;
. Letters of Condolence;

. Letters About Employment Changes;
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. Customer Relations Letters;
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9. Electronic Mail.

2. 3amanus:;

1. Write letters according to the instructions given in your cards.

3. Jlutreparypa:

1. Azaposa O. f Bam numty... /[ernoBbie U TUYHBIE MHUCbMA MO-aHIJIMMCKU U MO-PYCCKH /
cepust «OnbIT Ty4dux 6usHec-1mkos Mupa». — PoctoB H/1: «Denukc, 2005. — 336 c.

2. bacakoB M.U. Kak npaBmiIbHO MOJATOTOBUTH U O(DOPMUTH JIEIOBOE MUCHMO: Y UeOHO-
npaktud. nmocooue / M.U. bacakos. — M.: U3nparenbcko-ToproBasi kopnopanus «Jlamkos
u K», 2002. — 112 c.

3. Bpuz M. Jle Internationally Yours. MexnyHapoaHas [enoBas Iepenucka Kak
cpeacTBo goctuxenus ycnexa / M. Bpus Jle / Ilep. ¢ anrn. — M.: U3n-Bo Becy Mup,
2001.—386 c.

4. KonapareeBa C.U. Jlenoas nepenucka: Yueobnoe nocooue / C.U. Konaparnena, E.JI.
MacnoBa wu3a. 2-e. — M.: MU31aTenbCKO-KHUTOTOPTOBBIN LIEHTp «Mapketunr», 2002, —
40 c.

5. Mkprusin I'.A. JlenoBas nepenucka u nokymentanus / I'.A. Mxptusn, [1.1. JIozoBoii.
— Mockaa, 1997. — 240 c.

6. [Tu3 A. S3pik mucema / A. IMus, I1. [Tan. — M.: Uza-Bo SKCMO-IIpecc, 2002. — 192
c.

7. Ashley A.A. Handbook of Commercial Correspondence. — Oxford University Press. —
New Edition, 1992. — 297 p.

8. Bailey E. The Plain English Approach to Business Writing. — Oxford Press, 1997. —
340 p.

9. Brill L. Business Writing Quick and Easy. — Amacom American Management
association. Second edition, 1989. — 238 p.

10. Business letters for busy people : time saving, ready-to-use letters for any occasion /
edited by John A. Carey. Printed in the U.S.A. by Book-mart Press, 2002. — 287 p.

Bacunwesa JI. JlenoBast nepenucka Ha aHriuiickom s3bike / JI.BacunbeBa. — M.: Ponbd,
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Aiipuc-nipecc, 1998. — 352 c.
11. Vries M. De The new American handbook of letter-writing and other forms of

correspondence. Signet Reference, Second edition. New American Library. Penguin

Putnam Inc., 2000. — 360 p.

3ansaTue 17 (16 yacoB)
1. Temsl:
Writing a sales contract:
1. The language of a contract;

2. The basic elements of a contract.

2. 3aganusi:
1. Write an introduction to a typical sales contract;
2. Specify the price, the force majeure, and the date of delievery in a contract;

3. Write a sales contract according to the instructions given in the card.

3. Jlutepatypa:

1. I'pomoBa H.M. BHemHeToprosbiii KOHTpakT: YdeOHoe mocobue. — M.: HOpucts,
2000. — 141 c. (Cep.: English for Business)

2. Mkprusn I'.A. JlenoBas nepenucka u nokymenrtanus / I'.A. Mxptusn, [1.W. JIozoBoii.
— MockBa, 1997. — 240 c.

3. CaxenkoBa A.I'. Readings in management and Economics — M.: MexayHapoIHbIii
Yuuepcuter buzneca u Yopasnenus, 1998. — 64 c.

4. Coxomnosa JI.H. f3pix Ou3Heca: YueOHOe mocodue Mo aHrIuicKoMy S3bIKY. — POCTOB-
Ha-Jlony: «®ennke» 1998. — 112 c.

5. Yuebnuk nenoBoro anriuiickoro sseika // 1. Bupkyc, H. Tootc (coctaButenu). — M.:

[Tomatyp, 2001. — 158 c.
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I1I. Cucrema 1MArHOCTHKH OCBOEHUS CTYJA€HTAMHU Y4eOHOH JUCUMIIJIMHbBI

1. OcHOBHBIE BHIBI KOHTPOJISI 3HAHUM Kypca y CTYJICHTOB:

a) HalMCAaHUE JICKCUYECKUX IUKTAaHTOB U TECTOB;

b) cocTaBieHre 1UaIOTroB MO KapTOUKaM;

C) COCTaBJIEHNE MOHOJIOTMYECKHUX BBICKA3bIBAHUH 110 MPOIICHHBIM TEMaM;

d) HanucaHue nucem.

2. O6pa3ibl KOHTPOIUPYIOMUX (GOPM 3HAHUIA:

a) Tect no Teme «Company profile, structure and history».

1. Choose the idiom that best completes each item.
History is and sacrosanct tour records are being kept in pencil.
A. taking a beating B. twiddling thumbs C. calling it quits

It was a three day course and they really

A.camealong way  B. putour fingeron C. put us through the mill

3. We called an electrician hoping he could the cause of the short circuit.

A. take a beating B. throw in the sponge C. put a finger on
4. The boxer about half way through the match.
A. pinpointed  B. threw in the towel C. pulled up stakes

5. Do what you can, , to prevent accidents.

A. to boot B. within reason C. on a shoestring
6. At midnight the band still showed no sign of
A. calling it quits B. batting a thousand. C. stinking

7. Trevor has won a scholarship to Cambridge. “Oh, that’s wonderful — certainly

A. atough nut to crack B a feather in his cap C a dime a dozen
8. Satellite pictures helped to the locations of 13,000troops.

A. go overboard B. come a long way C. pinpoint.

2. Translate the following vocabulary words:
OnrtoBuku, (¢wiman, TOJOBHOW o(QuUC, TEHEpaJbHBI JAUPEKTOP, JOKJIAIBIBATh, TOJIENKA,

npuoOpeTeHne, YIKOHOMUYECKUI Crajd, YBOJNBHATH, B3NeTeTh (0 meHax (PhV), ymyumatecs (Ph V),
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oTMeHATH (0 koHTpakTe)(Ph V).

3. Translate from Russian into English:

1. Iloxymarenu mnoTepsuin JOBEpUE K KauecTBY TOBapoOB, B pE3yJbTaTe€ YEro TOPIoBis OblLia
HEO0KMBJICHHOU.

2. Komnanust He cTajia 10BOJBCTBOBATHCSI CBOMM YCIIEXOM M IPOJOJDKAJIA UCKATh IYTH YBEJIWYECHUS
CBOEH J10JIM HA PBIHKE.

3. OHu mpowm3Benu cokpaimieHne B cBoux ¢uimanax B JIOHIOHE, a 3aTeM BOOOIIE OCTaBHIIM PBIHOK
Benukobpurtanuu.

4. Bune-npe3u7eHT OOBIYHO HEMOCPEICTBEHHO JOKJIAIBIBAET T€HEPAIBHOMY JHUPEKTOpPY 000 Bcex
JieJ1ax KOMITAaHUH.

5. Ona ynpaBiisieT Bce JejlaMi, UMEIOIIMMU OTHOIIEHHE K OT/AETY KaJIpOB KOMITaHUU.

6. Komnanus u3BecTHa BCEMY MUPY CBOMM Kau€CTBOM, TM3aiHOM M MHHOBALIUSIMU.

7. TeneBU30pBI COCTABIAIOT MOUYTH 25 % OT 00IIero yucia npoaax.

8. 5l nymaro, 4TO HacTaIo BpeMsi 3aMEHUTh yCTapeBIlee 000pyI0BaHHE.

9. YacTHbIl npealpyUHUMATEIb HECET HEOIPAHWYEHHYIO OTBETCTBEHHOCTb, KOTOpas 3aKiIlOYaeTcs B
TOM, YTO B CiTy4ae OaHKPOTCTBA BCS €r0 YAaCTHAsi COOCTBEHHOCTh MOXKET OBITh paclpo/aHa 3a JOJTH.
10. B cBsi3u ¢ TeM, YTO y KOPIOPAILIMU MHOT'O BJIa/I€TbIEB, aKIIUOHEPHI BEHIOUPAIOT COBET JUPEKTOPOB.
11.bonpmiass  4yacTe  MpEANPUATHN  MPEACTABISAIOT COOOW  KOMIAHMM C  OIPAaHUYEHHOM
OTBETCTBEHHOCTbIO, CYTh KOTOPOHl B TOM, YTO HHBECTOpPHl HECYT OTBETCTBEHHOCTb B IpEJesiax
MHBECTUPOBAHHOTI'O KalMUTaja.

12. KakoB pa3peleHHbIN K BBITYCKY aKIIMOHEPHBII KanuTall Ballei KoMIaHuu?

b) O6pazelr KapTOUKH JJIsl COCTABJICHUS JIUAJIOTOB:

File Card (Making a call) 1
Use the following identitiy below and call Hamwell Inc. You want to speak to the production
Controller, Robin Freely. Introduce yourself and your company. You want to make an appointment to
talk about your products.
Hsystems
Yutaka Sumi

Product Support Development
Hambol systems
220-240 West Side Blvd.
Washington, D.C. 20500 202 44877979

USA www.hanbol.com

File Card (making a call) 2
You are the secretary to Robin Freely, Production Controller at Hamwell Inc. Your boss is busy and

cannot be disturbed. Deal with the caller and do not disturb your boss!
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c¢) [IpumepHbIe TEMBI ISl COCTABIICHUS BHICKA3bIBAHUM:

1. Before receiving a visitor from a foreign country — or before travelling abroad — you
need to think about the cultural issues that may affect the relationship. Suggest some
basic research that you should do before receiving your visitor, or before traveling.

2. Cultures are so varied and so different throughout the world that management has to
take into account differences rather than simply assume similarities.

3. When you speak English on the phone, there are a lot of things to be considered.

4. Etiquette is the critical point in using the telephone between different cultures.

5. A successful oral presentation is a carefully planned scheme of actions.

6. Comment on different kinds of visual aids and the way they can be used in
presentations.

7. Suggest what you think are the characteristics of a successful meeting.

8. Describe the typical structure of a negotiation.

9. Effective negotiating requires clear thinking and a constructive approach.

d) O6pa31el 3aaHU 171 COCTABIICHHS JCIIOBOTO ITUChMA:

1. Thelma Ortiz is the office manager for Amara Data Inc., 1862 Peachtree Street,
Atlanta, GA 30399-7753. She has been asked to locate a suitable place for the first
convention of the Association of Data Managers. In February she begins to make
inquiries of hotels that might be able to accommodate the group. The convention will
be for four days in October. There will be between 75 and 100 people, and the group
would like a package plan that includes meals. She also expects the hotel to be able to
give basic information about transportation from the nearest airport and about other
transportation from New York, where about one-fourth of the members live.

Write the letter she might send to Knoll Havenlnn, Brooksley, Vermont 05666. She

visited Knoll Haven several years ago.

2. The law firm of Quimby, Jagel, and Callao has offices in Suite 55, Intervale Building,
Newark, NJ 07101. On September 15 the office will move to its new building at 45
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Winthrop Road, also in Newark. Mrs. Bella Darthwood, Office Manager, asks you to
write a letter for her signature to Nomad Van Lines, 889 Kennedy Highway, Piketon,
New Jersey 07000, requesting information about charges and plans for the move. She
would like to have a representative come to discuss the plans, and she is especially
concerned about the security of files during the move. The telephone number for

Quimby, Jagel, and Callao is (201) 645-9120.
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VI. Ok3amen

B koHle wu3ydeHUs JUCHMIUIMHBI B 9 ceMecTpe MPOBOJIUTCS OSK3aMEH.
OcHoBaHueM Il TIOJIYYCHHS TIOJIOKUTEIIBHOW OICHKM Ha 5SK3aMEHE SIBIISETCS
IMpaBWJIBHO O(GOPMIICHHOE MOHOJOTHYECKOS BBICKA3bIBaHUE 110 3aJaHHOH TeMe,
COCTaBJICHHE JHAJIOTa C WCIIONh30BAaHWEM HM3YyYCHHBIX (Dpa3 M BBHIpOKCHHM, HaITMCAHUE
JIEJIOBOT'O IMHChMA.

OO0pa3zern 3a1aHNs HA DK3aMEH:

1. Speak upon the given topic upon problems in cross-cultural communication:
Cultures are so varied and so different throughout the world that management
has to take into account differences rather than simply assume similarities.

2. Act out a dialogue: You are a purchaser. You need to buy some computer
hardware. You have heard that a new distributor called Compusave are offering some
very good trade discounts. Call them, and try to speak to their Sales Manager.

3. Write the following letter:

Mrs. Abigail Endicott, 889 West Tremont Trail, Lincoln, Massachusetts 02155, has
inherited some antique silver from various relatives. She would like to sell the silver
and has found an advertisement in November's Country Estate from a company that
buys old silver—Creasely and Lee Silversmiths, 933 Hancock Road, Boston,
Massachusetts 02187. Her collection consists of these items:

Service for 12, plus 10 serving pieces, Romantic Lace pattern, made by Hinton & Wilcox in
Boston in 1689 16 sterling teaspoons, Duchess pattern, made by Grogan Inc. in the
eighteenth century 6 soup spoons, Alice pattern, also by Grogan

Write the letter in which she makes initial inquiries of Creasely and Lee. She knows she

would need to show them the actual silver to obtain a firm estimate.
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