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Tema 1. Social Skills and Etiquette
To understand better what Social Skills and Etiquette represent use additional information

from the following Website:
http://www.ritzcarlton.com/content/dam/the-ritz-carlton/brand/community

footprints/pdfs/MOD2SocialSkillsEtiq.pdf

Brainstorm: What comes to your mind when you hear the words “social skills?”” Write
answers on the blackboard. What does it look like when a person doesn’t have social skills?
Why do you need social skills? Are social skills and business etiquette the same thing? When
do we start developing these skills?

Social skills are the set of skills you need to successfully interact and communicate with
others. Social skills help a person to navigate this big, confusing world without offending others,
so to speak. For example: - Providing a warm greeting when you meet someone.

We begin developing our social skills from the time we are born. An infant gives his first
social smile when he or she is around three months old. From then on, it is a never-ending
journey. As we grow older, we learn how to interact with family, friends and society.

Etiquette means having good manners. For example” * Using words like “please” and
“thank you.” » Keeping elbows off the table. * Opening doors for other people. * Chewing food
with your mouth closed.

To apply social skills and etiquette in different settings, start with “making a first
impression.”

When we meet someone for the first time, we have an opportunity to make either an
excellent or a poor first impression.

Brainstorm: What can we do to make a positive first impression?

Lecturette: « Eye Contact - People speak with their eyes as well as their voices. Maintain
eye contact to show interest. * Facial expressions - Don’t forget to give a genuine smile. Let your
face reflect what you are saying! * Energy in your voice - Remember to project interest. Make
sure you speak loudly enough for the other person to hear you and, of course, get rid of the
“Ums” and “Uhs!” « Polite greeting — “Good Afternoon, Hello, Great to see you.” We don’t have
a second chance to make a first impression!

Brainstorm: What are the important things to remember when shaking hands?

* Use your right hand; « Make sure your hand is clean and dry; ¢ Press your “web” (between
thumb and pointer) against the other person’s “web.” ¢ Grasp firmly (no knuckle busters), pump
2-3 times, then release. * Shake with confidence! Be sure to avoid executing the “princess shake”
(grasp tips of fingers) or a “spaghetti shake” (limp noodle shake).

Social skills — the ability to interpret situations correctly and behave accordingly. They
are the base on which manners are formed. Without social skills, it is virtually impossible to
have any kind of etiquette or manners.

Business etiquette means polishing one's manners to suit the professional work
environment.

Social Etiquette
Fill in the gaps to complete the text.

strengthen environment employees misplaced tone rude inappropriate ~ manners
productivity interaction should not according brought respect actively  diverse

Social etiquettes are enforced on all of us to act and behave accordingly with 1 that
are deemed respectable and courteous to other people in the various aspects of our lives. A
person who lacks proper social manners is regarded as 2 and uncouth, having no sense of
consideration and respect towards others. Definitely, most of us are aware of the appropriate
manners to display but some of us may have 3 them.

In the workplace, social etiquettes must be practiced by the 4 regardless of the rank
and position in the company. An organization where individuals respect each other creates a
harmonious working 5 . It also helps 6 the work relationships among employees which,
in turn, increases work 7 and professional success. Social etiquette in the workplace has
encompassed the way we communicate with each other using phone and email.




Good Social Manners in Communication

A well-mannered person is not just refined in actions but also graceful and polite in
speech. Whether you are on the phone or speaking to someone, always speak in a well-
modulated 8  to be properly heard. It is 9 to raise your voice in an attempt to sound
argumentative and raging because it creates an unfriendly gap between parties. The same rule
goes for email and other online communication, too. So, refrain from condescending statements
and writing in all caps which is equivalent to shouting.

In a business function or gathering, initiate 10 with others by introducing yourself to
those whom you have encountered for the first time or greeting people you are already familiar
with. Always be ready to extend a handshake to every individual you come across with. More
importantly, keep a good eye contact and bring out that smile.

When engaged in work conversation, it is highly unprofessional to swear, use off-the-
mark jokes, and talk about sensitive topics with colleagues. Hot-button topics can be about
religion, politics, health issues, and personal finances. Employees 11 be discussing and
comparing salary grade and incentive amounts.

Socially Acceptable Manners in the Workplace

Proper work attire is also part of good social etiquette at work. Dress 12 to the
standard company culture. There is nothing wrong with being casual if it is the nature of your
workplace. Just maintain neatness and proper grooming. Do not wear clothes that are revealing,
flashy, attention grabbing, and sloppy.

Socializing with work colleagues is good especially if friendships are formed. However,
make sure to draw the line between personal and work aspects. Maintain a sense of modesty by
not making your personal life an open book to the people in the office. Personal issues must not
be 13 to the workplace as well. Visiting family members and friends in the office must not
stay for a long period and should stay in the lobby or waiting lounge.

In your interaction with colleagues, avoid unnecessary interruption especially if your
work mates require concentration on a certain task. Learn to 14 each other’s workspace. So,
do not be a distraction to the others by creating noise in the premises. If there is a need to do
mutual work, schedule a quick meeting for discussion.

Always carry a positive attitude in the office. Do not mess up other people’s day with your foul
mood and sarcastic behavior. Get yourself 15 involved in team activities and project.
Dealing with Anti-Social Behaviors

The workplace 1s a mixture of 16 personalities. You cannot expect everyone to be
nice and pleasant. So, how do you deal with difficult people and those with undermining
behaviors at work?

Individuals with anti-social behavior are inconsiderate of other people’s feelings and
individuality. People with such type of behavior must not be tolerated so address their behaviors
right away. Confronting them is one way to do it. For example, someone who throws rude and
insulting remarks should be made aware of such manner and let the person know that it is
bothering and irritating to everyone.

Another technique in handling anti-social behavior is to remain firm and not show that
you are affected with the behavior. Manifesting your socially acceptable behavior toward the
person and others will eventually be noticed and make the rude person evaluate his own
manners.

What are the ways of avoiding conflicts in interactions with colleagues?

KEY: 1 manners 2 rude 3 misplaced4 employees 5 environment 6 strengthen 7 productivity 8 tone 9 inappropriate
10 interaction 11 should not 12 according 13 brought 14 respect 15 activelyl6 diverse

Cross Cultural Etiquette



Read the text and explain the words in bold.

In the business world, cross-cultural negotiations and affiliations occur, especially if the
business is larger in scope. A business organization that can provide world-class service thrives
in the business. Corporate individuals must possess the skills that can be a competitive edge to
the global industry. Adaptability or flexibility is an essential factor.

Specifically in socializing with business people of different race or nationality, being
able to demonstrate the desirable business and social etiquettes appropriate for the standards of
the culture of the other party is one of the keys to a successful business relationship in the
international aspect.

Different countries vary in culture and tradition, although there are internationally
acceptable and observed standards across the board. Along with this are the differences in social
practices or norms as well as the standard etiquettes. In business, senior executives should learn
and understand the cultural business etiquette of their foreign affiliates. Having the ability to
blend in their cultural protocols increases the level of respect and the chance of sealing the
business contract, thus, making the business grow globally.

Nonverbal Cross-Cultural Manners
What are the characteristic features of Nonverbal communication?

Nonverbal communication is not as universally perceived and understood as spoken or
verbal communication. Gestures and certain body movements may have different interpretations
from one country to another. That is why in the world of international business, nonverbal form
of communicating and interacting with each other is important.

The manner of greeting and introduction may not be the same for all countries. Some take
a more formal approach especially that of Asian regions. For example, in Japan and Korea,
bowing of the heads instead of a handshake is the way to greet an individual. In business
meetings, the elderly or the senior officers always extend the hand first. in India, the women
normally do not shake hands with the men. But in Western regions, a handshake is the common
gesture during an introduction. British and Germans may offer two or more pumps when doing a
handshake. Americans are very demonstrative with handshakes in business as a sign of
confidence and interest.

Touching is not very common among Asian countries in the business and social setting.
So, patting the back to achiever women employees is not common in countries like Japan, India,
and Singapore.

The “thumbs up” gesture which North American senior officers show to junior
employees for a good job does not mean acknowledgement but offensive in other countries such
as Australia.

Good Etiquette in Cross-Cultural Verbal Interaction

When engaging in a conversation in a business meeting or event with international
investors and clients, be very mindful of the proper use of words and their language. Americans
find it offensive when their foreign affiliates speak in their native tongue in their presence. A
company located off the coast run by an American will more likely implement an English-only
policy within the workplace.

Generally, the use of cultural jargon or slang is not advisable as this may cause
misunderstanding and misinterpretation. Probably, it is a universally standard etiquette to avoid
the use of foul and offensive language in the native tongue to foreign clients. Some cultures will
appreciate it better if the verbal greeting used is in their own language. For example, Indian
businessmen will feel more welcomed if you greet them by saying “Namaste” which is their
local counterpart for “Hello”.

Cross-Cultural Etiquette during Corporate Events
Choose the correct variant.

Business (inventions/invitations) made by an international client is a good way to
socialize and expand your networks. But this is best done when you show to the client your
respect for their culture during business (occupations/occasions). Some cultures require their



attendees to bring gifts or a token. Learn the (careful/proper) table manner of the particular
culture of the host.

If the host is Asian, the use of silver forks and knives is not (appropriate/respectively) but
chopsticks are used to eat your food. Asians are very particular with corporate (framework/
hierarchy) even in the seating arrangement. In any international (case/event), eat the food that is
served as a sign of respect and appreciation.

Business professionals would (mind/appreciate) doing business with other companies
around the world if they feel comfortable and respected. When dealing with business at an
international level, the key to success is to observe cultural sensitivity both in verbal and
nonverbal communication and applying the proper cultural (trends/etiquette).

Email Etiquette
Correct 13 mistakes in the following sentences.

User of internet technology has been very dramatically beneficial in the Use
communication aspect of business and personal life.

People around the world are able to got in touch with each other althrough email
and this has been by far very convenient for almost everyone to use in
meaningful ways.

Email are considered one of the most common and most important means of
communication in a company.

More than fifty percents of messages within and outside of the business are
relayed through email

We may has being used to composing emails casually just like the way we write
letters before this modern means came to be.

But we should to know that even in this form of communication, email etiquette
exist.

Properly email etiquette is best observed in a corporate setting.

It important that work individuals understand and observe general guidelines and
standards in emailing since there are concerns of privacy, security, and
confidentiality in email communicate.

Key: use get through is considered percent may have been should know exists Proper it is important working
communication

Look through the following text and answer the question: What tips will help you to write
effective emails?

One way of projecting a professional image in the workplace is through the manner of
corresponding through email. A person must be able to communicate what is intended with
proper decorum. So, learning the tips to write an effective email correspondence is necessary.
Subject line in an email is as important as that of a headline in a newspaper. The title should be
meaningful and descriptive, giving the recipient a general idea of what the email contains. It
should be brief, consisting only of key words instead of a complete sentence.

Greetings in email are a bit informal. The use of first names works fine, unless if you do
not know the person you are emailing. Greetings such as ‘good morning’ or ‘good afternoon’ do
not make sense since the recipient may read your email at anytime of the day. A businesslike
email must have a signature consisting of the sender’s name, company name, and at least 2
contact details. Know the right tone for your correspondent. When the recipient expects a more
formal approach, write accordingly. Also, do not lose control of your emotions in your email by
using inappropriate language. Keep your email composition short and concise. You can outline
your main thoughts instead of writing a lengthy paragraph. Do not utilize too much of the “white
space”. State the most relevant information as briefly as you can but not too direct that your
reader will not comprehend what you want to say. It is not proper etiquette to write in all caps or



in small letters. Writing in all capital letters appears like you are yelling at your reader. On the
other hand, writing in all small letters does not only make it difficult for the person to read your
email but also messes up your grammar usage.

Email correspondence in the office is not strictly confidential and private especially if
you use Outlook. IT Department accesses and retrieves messages anytime for monitoring
purposes. Because of this, you might want to be more careful in writing your email, and to whom
you are sending it to, and proofread it before hitting the ‘Send’ button. Be careful as well in the
use of “Reply All”, Cc and Bce. Many office conflicts are started because of recklessness in
email correspondence. Email messages are documented unlike verbal communication. So if you
did something unprofessional and ridiculous in an email, it may be held against you.

Discuss with your partner:
1) Advantages of Email Correspondence
2) Meeting Etiquette.
3) General Ground Rules in a Meeting
Collect information using the Internet about:
1) greeting people
2) professional etiquette
3) cross-cultural differences. Cultural awareness
4) conversation etiquette
5) everyday circumstances
6) etiquette tips for men with women
7) table manners
8) cellphone etiquette
9) how to express Words of Sympathy
10) excuses for missing a party, social events, meeting and other outings, etc.
Make up dialogues with using your information and topics of the case.

What do you think of British people/the Americans/The Russians/ Chinese and Japanese
people? Do you agree that the British are famous for their language, sense of humour and, of
course, politeness? So, when you are in the UK, make sure you respect the social etiquette in the
following situations: British people are quite reserved when greeting one another.

A handshake is the most common form of greeting when you meet someone for the first
time. It is only when you greet close friends or relatives that you would kiss them on the cheek
or give them a hug. The British may also call you by many different ‘affectionate’ names, such
as dear, chuck, mate, guv, son or madam. Do not be offended, this is quite normal. The British
like their privacy, so not all topics are safe for small talk. Avoid asking people about their age,
religion, politics, marital status, weight or how much they earn. Instead, acceptable small talk
topics are family, films, television, sport, studies, food, hobbies and of course, the weather!
When you visit people, at home, make sure you are on time. It's also nice to take a gift for
your hosts, such as a bottle of wine, a bunch of flowers or a box of chocolates. A British person
might say “come and see me soon” or “drop in anytime.” However, you must always phone

before you visit someone.
http://tonail.com/mexcm-social-etiquette-in-the-uk-c-nepesodom/
http://youreng.ru/social_etiquette_in_the uk/

A business etiquette quiz

Do you have impeccable business etiquette? How familiar are you with the traditional
norms, values and general behavior of other cultures? Business etiquette is vital if you are to get
accustomed to other cultures and be successful on the international scene.

Business and social etiquette can be tricky. Making the right moves and saying the right
thing can and will make a big difference in your career. Take this quiz and see how you fare in
the following everyday business situations. Learn the importance of business etiquette and
protocol, and that social skills, or the lack thereof, can make or break deals and careers. Studies
have shown that more than 60% of what is believed about us is based upon visual messages. The
gift of good manners is a life-long head start.



http://tonail.com/текст-social-etiquette-in-the-uk-с-переводом/

That quiz will help you find out a little more about other nations:

1. You, a business consultant, are walking along with your client, the President of ABC
Company, and two of his employees, when you meet a business acquaintance of yours.
Obviously it falls to you to introduce the four of them to each other. Whose name should you say
first?

Discuss

A. The person standing on your immediate right. B. The person you’ve known the longest.

C. The President of ABC Company. D. Your business acquaintance.

2. I have become a client of yours and we have a meeting scheduled so you can show me what
your company can do for me. When you’re speaking to me, you should refer to me as:

Discuss

A.Ms Rotz B. Kathie Rotz C. Kathie D. Sweet cakes

3. You have invited a client to a business lunch and upon arrival, a maitre d’ is waiting to escort
you to your table. You should:

A. Let your guest follow behind the maitre d’ first. B. Walk ahead of your guest behind the
maitre d’. C. Ask your guest if he or she would like to go first. D. Pretend it’s a race, and run to
the table.

4. You’re having a meal with a client in a restaurant. The waiter places a basket of bread on the
table. You should:

A. Take a piece of bread and then offer the basket to the client.B. Take a piece of bread and
place it on the client’s plate. C. Pass the basket of bread to the client first. D. Ignore the basket
of bread; eating bread is fattening.

5. You encounter someone you’ve met before, but you can’t remember his or her name. You
should:

A. Turn around and leave and hope he or she didn’t see you.B. Walk up to him or her and say,
“Hi, what’s-your-name!” C. Walk up to him or her, use a generic greeting such as “Good
morning” and just ignore the whole name issue. D. Walk up to him or her, use a generic greeting
and admit that you don’t remember the name.

6. You have invited a business colleague to lunch. Who pays for the meal?

Discuss

A. You because you invited your colleague to lunch. B. Your business colleague because she
accepted the invitation. C. Whichever one of you the waiter places the bill in front of pays.

D. You both pay half.

7. You have a meeting with a client but are expecting a call. You should:

A. Make sure your cell phone is charged up and turned on. B. Set your cell phone ring volume to
high to ensure you hear any calls. C. Turn your cell phone off. D. Tell your client you’re
expecting a call.

8. At a business function that has a buffet, you choose to eat a mushroom appetizer served on a
toothpick. What should you do with the toothpick when you’re done?

Discuss

A. Put it back on the serving platter. B. Put it in your napkin. C. Surreptitiously toss it on the
floor. D. Use it to get the food out from between your teeth.

9. When you receive someone else’s business card you should:



Discuss
A. Immediately stuff it into your pocket. B. Immediately pass them your business card. C. Look
at the card but say nothing about it. D. Look at the card and acknowledge it.

10. When you are conversing with someone, you should stand:
A. Ten feet away from them. B. Six feet away from them. C. Three feet away from them.
D. One and a half feet away from them.
https://www.butlerschool.com/the-extras/etiquette-quiz
If you like the test, try more there:
https://www.proprofs.com/quiz-school/topic/business-etiquette
https://www.proprofs.com
quiz-school/topic/business-etiquettef
http://www.quizmoz.com/quizzes/General-Etiquette-Quizzes/b/Business-Etiquette-Quiz.asp

REFERENCES:

http://www.ritzcarlton.com/content/dam/the-ritz-carlton/brand/community
footprints/pdfs/MOD2SocialSkillsEtig.pdf
http://tonail.com/mexcm-social-etiquette-in-the-uk-c-nepesooom/
http://youreng.ru/social_etiquette_in_the uk/
https://www.butlerschool.com/the-extras/etiquette-quiz
5)https://www.proprofs.com/quiz-school/topic/business-etiquette

6)https://www.proprofs.com

7) quiz-school/topic/business-etiquettef

8)http:// www.quizmoz.com/quizzes/General -Etiquette-Quizzes/b/Business-Etiquette-Quiz.asp

Tema 2. Telephoning

To be introduced with the way of telephoning read information here:
http://www.businessenglishebook.com/business-english-lessons-activities/business-english-telephone-lesson/

Making Appointments & Taking Messages in English

Communicating on the telephone is a very difficult task for English language learners.
Part of the issue is the clarity of the phone call — often it is difficult to hear and even English
native speakers can have trouble with a poor connection.

Another problem is the lack of visual confirmation. We can’t see the lips or face of the
person we are talking to, so we have lost some important information for helping us understand
what is being said. We don’t even know if the person we are talking to is nodding their head in
understanding or not — or looking confused and frustrated.

The structure of a typical telephone call may look like this:

Initial Telephone Contact:

A: 1. Greeting 2. Name of Company 3. Offer of Assistance

A: Good morning, Alpha Data Company. May I help you?

B: 1. Response to question [if asked] 2. Request person or department 3. Please
B: Yes. May I speak to Mr. Hsu in Accounts, please?**

A: 1. Request name

A: May I ask who is calling, please?

B: Winifred Young from Dyno Masters Company.

A: 1. Thank you 2. Confirmation of Request 3. Ask to Hold

A: Thank you Ms. Young. Mr. Hsu in Accounts? One moment please.
B: Thank you.

Contact with your target person:

A: 1. Greeting 2. Name 3. Offer assistance

A: Hello, Kevin Hsu here. May I help you?

B: 1. Greeting 2. Name and company 3. State reason for calling


https://www.proprofs.com/quiz-school/topic/business-etiquettef
https://www.proprofs.com/quiz-school/topic/business-etiquettef
http://www.quizmoz.com/quizzes/General-Etiquette-Quizzes/b/Business-Etiquette-Quiz.asp
http://www.ritzcarlton.com/content/dam/the-ritz-carlton/brand/community%20footprints/pdfs/MOD2SocialSkillsEtiq.pdf
http://www.ritzcarlton.com/content/dam/the-ritz-carlton/brand/community%20footprints/pdfs/MOD2SocialSkillsEtiq.pdf
http://www.quizmoz.com/quizzes/General-Etiquette-Quizzes/b/Business-Etiquette-Quiz.asp

B: Hello Mr. Hsu, this is Winifred Young from Dyna Masters. I don’t quite understand the last

invoice you sent us for maintenance of our Internet servers.

A: 1. Greeting 2. Address the question

A: Hello Ms. Young. Let me check that invoice and see what the issue was. Can you give me the

invoice number, please?

Example Dialog: Practice this dialog with a partner.
A: Hello. Phuket Gazette, may I help you?
B: Yes, please. 1’d like to talk to Chris Husted in advertising.

A: May I ask who is calling please?

B: Suda Forbes from Thailand Travel Magazine.

A. One moment please, Ms. Forbes.

A: Hello, this is Chris Hust. May I help you?

B: Hi Chris, this is Suda from Thailand Travel. There was a problem with our display
advertisement last week. The telephone number was missing!

A: Oh no! Let me check on an that. Can I give you a call back this afternoon?

B: Yes, please do — we’d like a credit or for the ad to run again, please.

A: I am sure we can arrange something, Suda.

B: Thank you, Chris. I'll talk to you later.

A: Thank you for letting me know about the problem, Suda. Bye, bye

B: Bye, Chris.

Useful telephone vocabulary and phrases in English:

Types of telephones

dial telephone, rotary dialing telephone;
push-button telephone;

touch-tone telephone;

pay phone, public phone;

mobile phone, cell phone / cellular
phone;

cordless / wireless phone,
radiotelephone;

satellite phone;

IP telephone, softphone (software
phone);

VoIP (Voice over IP);

WiFi phone (WiFi = Wireless Fidelity).
Telephone parts and accessories

the base unit / the base;

the receiver / the handset;

the microphone;

the dial; the buttons;

the redial button;

the mute button;

the hold button;

the bell; the hook;

the telephone plug;

the telephone jack;

the headset; earphone, earphones;
telephone cord; telephone cable;

Tuns! Teaedonon

JTUCKOBBIN TenedoH;

KHOITOYHBIN TenedoH;

Tesie(hOH ¢ TOHAJILHBIM HA0OpOM;
TesneoH-aBTOMAT;

MOOUJIBHBIN TeNe(OH, COTOBBIN TeNe(OH;

6ecrpoBOJIHBIN TenedoH, paanoTenedoH;

CITyTHHKOBBIH TenedoH;
TenedoH yepe3 KOMIBIOTED;

nepenayva rojioca o IP-cersm;

OecrpoBOIHBIN TenedoH ¢ JocTynoM B HTepHeT.

YacTn TesedoHa U aKceccyapbl

6a3a (B oTyin4me OT TPyOKH);

TpyOKa;

MUKpPO(OH;

JTUCK; KHOTIKU;

KHOIIKa IIOBTOPHOT'O Habopa;

KHOITKA BBIKJTIOYCHHUS 3BYKa;

KHOTIKA ITEPEBOIA B PEKUM OKUIAHUS;
3BOHOK; pbIYar;

Tese()OHHBIH HITEeKep;

TenedoHHas po3eTka (TeNl. THE3/10);
rOJIOBHOM Tesie(poH; HAYITHUK, HAYIIIHUKY;
TenedOHHBIN MHYpP; Teae)OHHBIN KaOeb;



telephone wire;

answering machine; fax machine;
modem,;

speakerphone;

caller ID / caller identification.

Types of calls
telephone call;
local call;
long-distance call;
international call;
overseas call;
dial-direct call;
operator-assisted call;
collect call;
incoming call;
outgoing call;
telephone message;
conference call;

business call;

social call;

wake-up call.

Useful expressions

to pick up the phone, to pick up the
receiver;

to answer the phone;

to take the receiver off the hook;

to make a phone call;

to dial the number;

to press the redial button;

to call someone on the phone;

to call someone at 555-1234;

to call back;

to call collect;

to speak / talk on the phone;

to speak to / with someone by phone
to hold, to hold on, to hold the line;
to stand by;

to put through;

to connect to / with someone;

to hang up, to hang up the receiver;
to put down the receiver;

dialing tone;

There's no dialing tone.

busy signal;

The line is busy.

There is no answer.

TenedOHHBIN MPOBOJI;
ABTOOTBETYHK; (haKC; MOJIEM;

YCTPOMCTBO I'POMKOM CBSI3H;
OIIpEeEIUTENb HOMEPA 3BOHSLIETO.

Tunel 3B0HKOB

TeneOHHBIN 3BOHOK / pa3roBop;
MECTHBII pa3roBop;

MEKIyTOpPOJHUN Pa3roBop;
MEKIyHAPOAHBIA pa3roBop;
TPAHCKOHTUHEHTAJIbHBIN 3BOHOK;
3BOHOK MPsIMBIM HAOOpPOM HOMEpA;
3BOHOK C TIOMOIIIBIO OIIEPATOpPa;
3BOHOK 32 CYET BbI3bIBAEMOr0 a0OHEHTA;
BXOJISIIIIMI 3BOHOK;

MCXOIAILINNA 3BOHOK;

TeneOoHHOE COOOIICHHE;
OJIHOBPEMEHHBIN Pa3roBOp HECKOJIbKHUX
abOHEHTOB;

JICJTOBOM 3BOHOK;

JpYKECKHH, HeCTyKeOHBI 3BOHOK;

3BOHOK C LI CJIBIO p8.36y,HI/ITb B HABHAYCHHOC BPCM:I.

Ilone3nnie BBIPAKCHUSA
MOJIHATDH TPYOKY;

OTBETUTD / OJIHATH TPYOKY;

CHSITh TPYOKY (C pbluara);

c/ienaTh 3BOHOK 110 Tese(oHy;
HaOpaTh HOMED;

Ha)kaTh KHOIIKY IIOBTOPHOTO Habopa;
MMO3BOHUTH KOMY-TO 11O Tesedony;
IIO3BOHUTH KOMY-TO 110 HOMepy 555-1234;
NepE3BOHMTB;

3BOHUTH 32 CUET BBI3HIBAEMOT0 a0OHEHTA,
TOBOPUTH 110 TeIEOHY;

TOBOPUTH C KEM-TO 110 TeJIe(OHY;
KJ1aTh, HE BeLIaTh TPYOKY;

OXXHJIaTh y TenedoHa;

COCIMHUTE;

COEJMHHUTH C KEM-TO;

MIOBECUTH TPYOKY;

MOJIOKUTD TPYOKY;

CUTHaJI TOTOBHOCTH K HaOODY;

Her ryaxa.

CHUTHAJI 3aHSTO;

Jlunus 3ansTa / TenedoH 3aHAT.

He otBeuaer.



Examples

I have to make a phone call.

My phone was disconnected yesterday.
He told me to call him at this number.
He dialed the number.

He is talking on another phone now.
He answered the phone, spoke with
someone, and then put down the
receiver.

She said good-bye and hung up.

He hung up the telephone.

She put me on hold while she spoke to
her manager.

Who do you want to speak to?

Hold on, I'm putting you through.
May I speak to Miss Reed, please?

Could I speak to Mr. Roberts, please?
Hold on, please. I'll see if he is here.

Could you connect me with 212-555-
5678, please?

Can you call back later?

Call me at 555-3245, please.

What number are you calling?

What number did you dial?

You got the wrong number.

You must have misdialed.

Oh, I'm sorry. I dialed the wrong
number.

Stand by, please. All our operators are
busy at the moment.

Telephone numbers

a seven-digit number; a ten-digit
number;

Telephone numbers are usually divided
into groups of digits for easier
understanding. For example: 1-217-
555-4276, where 1 is the country code,
217 is the area code or city code, and
555-4276 is a local telephone number.
country code — Examples: 1 for the
United States; 7 for Russia; 49 for
Germany;

area code, city code — Examples: 802
for the state of Vermont; 202 for the
city of Washington; 495 for the city of

IMpumepsi

MHe HY>KHO TIO3BOHUTb.

Moii TenedoH ObUT OTKITIOUEH BUEpa.

OH cka3an MHE IO3BOHUTH MY 10 ’TOMY HOMEPY.
OH Habpas Homep.

OH ceifyac TOBOPHT 10 Jpyromy Tenedony.

OHn nogHsT TPYOKY (B OTBET HA 3BOHOK),
MOTOBOPUJI C KEM-TO U 3aT€M IOJIOKUI TPYOKY.

Omna mormporiaiack U moBecuia TpyoKy.

OH noBecus TpyoOKy.

OHa niepeBena MEHS B PEXXHUM OKUJAHUs, KOT/Aa
TOBOpHUJIA CO CBOUM MEHEIKEPOM.

C KeM BbI XOTUTE IOTOBOPUTH?

Knute / He Bemaiite TpyOKy, 51 Bac COSIUHSIIO.
MoKHO MHE OTOBOPUTH ¢ MHCC Puj,
noxkainyicra?

He mor 051 s moroBoputs ¢ Mmuctepom Pobeprc?
[Tonoxaure, noxanyicra. I mocMOTpIO, 31€Ch 11
OH.

He Mori Ob1 BBI COEIMHUTE MEHS ¢ HOMEpoM 212-
555-5678, noxanyiicra?

Bb1 MOkeTe nepe3BOHUTH MO3xKe?

[TozBoHuTE MHE 11O HOMEPY 555-3245,
MoXKanyicra.

[To xakomy HOMEpY BbI 3BOHUTE?

Kakoit Homep Bl Habpaun?

Bo1 ommbnuck HomMepoM.

Br1, HaBepHOE, HETIPABWIIBHO HAOpaJid HOMED.
W3BunuTe. S HempaBmiIbHO HAOpal HOMeED.

Oxwupaiite y Tenedona, moxanyicra. Bce Hamm
orepaTophl ceiiuac 3aHATHI.

Tenedonnsie HOMepa

CEMHU3HAYHBIN HOMED; NeCATU3HAYHBIA HOMED;

TenedonHbie HOMepa OOBIYHO JENATCA HA TPYIIIIHI
uudp i odneruenust nouumanus. Hanpuwmep: 1-
217-555-4276, rne 1 — kox ctpansl, 217 — kon
MECTHOCTH WJIHM KOJI ropoja, a 555-4276 —
MECTHBIN Tese(OHHBIH HOMED.

country code — xox ctpansl. [Ipumepsr: 1 ms
CHIA; 7 nns Poccun; 49 nns I'epmanuu;

area code, city code — KOs MECTHOCTH, KOJI TOpOJa.
IIpumepsr: 802 ans mrara Bepmont; 202 ns
ropoja Bammurron; 495 nis ropoga Mocksa;



Moscow;

Previously, the area code in U.S.
telephone numbers was usually written
in parentheses, e.g. (217) 555-4276.
Nowadays, the hyphen is usually
written between the groups of digits:
217-555-4276.

a toll-free number — a number that you
can call for free. In the United States,
such numbers are indicated by the code
800, which stands in the place of the
area code or city code.

Pronunciation of telephone numbers
Note: Telephone numbers in this
material have been made up. They are
used as examples illustrating variants
of pronunciation of telephone numbers
in American English.

The most common way is to pronounce
the digits in telephone numbers as
separate digits, marking the groups of
figures by intonation. For example, 1-
217-555-4276: one, two-one-seven,
five-five-five, four-two-seven-six. Cell
phone numbers (mobile phone
numbers) are also usually read digit by
digit.

Digits in the groups consisting of four
digits may be read as pairs of two-digit
numbers (if there is no zero). For
example, 555-4276: five-five-five,
forty-two seventy-six. A zero iread as
"oh" or "zero". For example, 555-4206:
five-five-five, four-two-oh-six (or four-
two-zero-six); five-five-five, forty-two
oh-six.

Digits in the groups consisting of three
figures are usually read as separate
digits, with the exception of such
groups as 800 and 900, which are read
as "eight hundred; nine hundred". (See
"toll-free number" above.)

Extension numbers consisting of two
digits are said as separate digits or as
two-digit numbers. For example, 555-
4276, extension 54: extension five-
four; extension fifty-four. Extension
numbers consisting of three digits are
usually said as separate digits. For
example, extension 115: extension one-
one-five.

PaHbI11e, KOJT MECTHOCTH B T€JIC()OHHBIX HOMEpax
CIIA 00bIYHO CTaBHIICS B KPYIJIBIX CKOOKaX,
HarnpumMmep, (217) 555-4276. B Hacrosiiee Bpems,
MEXAy rpymnaMu nudp oObdHO muIIeTcs neduc:
217-555-4276.

a toll-free number — HOMED, 11O KOTOPOMY MOYKHO
3BoHUTH OecmuiatHo. B CIIIA na Takue Homepa
yka3biBaeT ko7 800, KOTOPBIM CTOUT HAa MECTE Ko/1a
MECTHOCTH WJIM TOPO/Ia.

I[IpounsHomeHnue Tesie)OHHBIX HOMEPOB
IIpumeyanue: TenehoHHBIC HOMEpA B TOM
Marepuaie BEIMbIILICHHbIE. OHU UCIOTIB3YIOTCS
KaK MPUMEPBI, WIUTFOCTPUPYIOLIUE BapUAHTHI
POM3HOUICHHUS TeNE(POHHBIX HOMEPOB B
aMEPUKAHCKOM aHTJIMHCKOM.

Haubonee pacnpocTpaneHHBIi criocod —
IPOM3HOCUTH LU(PHI B TeIe(HOHHBIX HOMEPAX KaK
OTJIeIbHBIC ITU(PHI, BBIACIAS IPYHIbl IUDD
unToHaruen. Hanpumep, 1-217-555-4276: one,
two-one-seven, five-five-five, four-two-seven-six.
Homepa MOOMITBHBIX TeTeOHOB TaKkkKe 0OBIYHO
yuTaroTcs nudpa 3a nudppoi.

Hudps! B rpynnax, coCTOSIMIKX U3 YEThIpeX LUdp,
MOTYT YUTaThCs KaK Mapbl JBY3HAYHBIX YHCE
(ecnu Het nynst). Hanmpumep, 555-4276: five-five-
five, forty-two seventy-six. Hynp untaercs kak
"oh" wnm "zero". Harmpumep, 555-4206: five-five-
five, four-two-oh-six (unu four-two-zero-six); five-
five-five, forty-two oh-six.

Hudps! B rpynmnax, cocTosmux U3 Tpex uudp,
OOBIYHO YUTAIOTCS KaK OT/ENbHbIE HU(PBI, 32
HCKI0OYeHreM Takux rpynn kak 800 u 900,
KoTophkle ynTaroTcs kak "eight hundred; nine
hundred". (Cwm. "toll-free number" BrimIE.)

JloGaBouHbIE HOMEPA, COCTOSIINE U3 ABYX LUD,
MIPOU3HOCATCS KaK OTAETIbHbIE HU(PHI MK KaK
JBy3HauHble uncia. Hanpumep, 555-4276,
extension 54: extension five-four; extension fifty-
four. Jlo6aBouHBIE HOMEpA, COCTOSIIUE U3 TPEX

1 dp, 0OBIYHO IPOUZHOCSTCS KaK OTJEIbHBIE
uudpel. Hanpumep, extension 115: extension one-
one-five.



Examples

Call 1-800-555-3267, please.
one-eight-hundred, five-five-five,
three-two six-seven OR one-eight-
hundred, five-five-five, thirty-two
sixty-seven

His home telephone number in
Washington is 202-321-3056, but he is
away now.

two-oh-two, three-two-one, three-oh
five-six OR two-zero-two, three-two-
one, three-zero five-six

Operator, I'd like to call area code (718)
630-7904, please.

seven-one-eight, six-three-oh, seven-
nine oh-four OR seven-one-eight, six-
three-zero, seven-nine zero-four

My number is 615-8529, but I won't be
home until ten at night.

six-one-five, eight-five two-nine OR
six-one-five, eighty-five twenty-nine
Note: Other variants

When you dictate telephone numbers in
English, the best way is to say the
digits separately one by one. It is the
easiest way, and it is usually easier to
understand telephone numbers this
way.

Native speakers may say telephone
numbers in different ways. For
example, they may use the words
"double" and "triple" for repeated digits
and "hundred" and "thousand" for
groups with zeroes.

For example, 554-2200 may be read as
"five-five-four, two-two-oh-oh" or
"five-five-four, double-two double-oh"
or "five-five-four, twenty-two
hundred".

If you miss some of the digits in a
telephone number, you can always ask
the speaker to repeat the number or to
write it for you.

Related terms

telephone network; telephone station;
telephone exchange; telephone
switchboard;

PBX (Private Branch Exchange);
telephone connection; telephone line;
hotline / hot line;

IIpumepsI

[To3Bonute 1-800-555-3267, noxkanyiicra.
one-eight-hundred, five-five-five, three-two six-
seven NJIN one-eight-hundred, five-five-five,
thirty-two sixty-seven

Ero nomannuii Homep Tenedona B BamuHrrone
202-321-3056, HO OH ceiyac B OThE3C.

two-oh-two, three-two-one, three-oh five-six MJI1
two-zero-two, three-two-one, three-zero five-six

Omnepatop, 51 XoTe Obl TO3BOHUTH 110 HOMEPY
(718) 630-7904, noxanyiicra.

seven-one-eight, six-three-oh, seven-nine oh-four
NJIN seven-one-eight, six-three-zero, seven-nine
zero-four

Moii Homep 615-8529, HO MeHst He OyIeT oma 10
JIECSITH Beuepa.

six-one-five, eight-five two-nine NJIU six-one-
five, eighty-five twenty-nine

IIpumeuanue: JIpyrue BapuaHThl

Korma BbI mukTyeTe TeinedpoHHbIE HOMEpA T10-
AHTTUICKY, JIYYIINi c10CcO0 — MPOU3HOCUTH
uudpsl 0 OTAETBHOCTU OJIHA 32 APYroil. ITO
CaMBI JIETKHI CIIOC00, M TaK OOBIYHO JIeTrde
MIOHUMATh TeJIePOHHbIE HOMEDA.

Hocurenu si3p1ka MOTYT IPOM3HOCUTH Tene(hOHHBIE
HOMepa no-pasHomy. Harpumep, oun Moryt
ynotpeossTh ciosa "double" u "triple" mnis
nosropstouuxcs uudp u "hundred" u "thousand"
TUTSL TPYII C HYJISIMH.

Hanpumep, 554-2200 mosxeT uutatbes Kak "five-
five-four, two-two-oh-oh" unn "five-five-four,
double-two double-oh" unu "five-five-four,
twenty-two hundred".

Ecnu BbI He noiimeTe HeKoTOpbIe LU(PHI B
Tesie()OHHOM HOMEpE, BbI BCETIa MOXKETE
ITOIIPOCHUTH TOBOPSILETO IOBTOPUTH HOMEP WIIN
HaIucaTh €ro JJIs Bac.

Jpyrue TepMHMHBI 110 TeMe

TeneoHHas ceTh; TeaedOHHAs CTaHIUS;
Tesie()OHHBIN y3el; TeneOHHBI KOMMYTATOp;

odpucHas ATC;
TeneoHHas CBSA3b; TenehOHHAS TUHUS,;
ropsiyasi TUHUS, JIMHUS SKCTPEHHOU CBSI3U;



bad line;

private line;

party line, shared line;

party;

calling party;

called party;

the party who called you;

the party you are calling;

telephone operator;

dial-up access, dial-up connection;
Wi-Fi hotspot — a wireless Internet
access point, often free (free Wi-Fi
hotspot), for example, in restaurants,
airports, hotels, libraries, universities,
and in other public places;

telephone book, phone book, telephone
directory;

the White Pages (U.S.) — a telephone
directory in which the names,
addresses, and telephone numbers of
the residents of a certain place are
listed alphabetically;

unlisted number — a telephone number
that is not listed in the White Pages
according to the wish of its owner;
the Yellow Pages (U.S.) — a telephone
directory in which the names,
addresses, and telephone numbers of
firms, businesses, and professional
services are listed;

telephone marketing / telemarketing —
advertising, offering, and selling
services on the telephone by calling
potential buyers.

(Samples of typical telephone
conversations can be found in the
material On the Telephone in the

section Phrases
http://usefulenglish.ru/vocabulary/telephone.

Additional information:

JI0Xasi CBSI3b;

WHIUBUAYAIbHAS TUHUS CBSI3U;

napajuIeNbHbIN / CIapeHHBIH TenedoH;

YYaCTHUK TeJe(pOHHOT0 pa3roBopa, abOHEHT;
3BOHSIINH, BEI3LIBAIOIIMI a00OHEHT;
BBI3bIBAEMbI a0OHEHT;

TOT, KTO BaM TIO3BOHUI;

TOT, KOMY Bbl 3BOHUTE;

TenedOHUCT / oreparop;

noctyn B IHTEepHET 10 TeleOHHON JIMHUY;
Wi-Fi hotspot — Touka 6ecripoBOJHOTO OCTYyTIA B
Hutepner, yacto 6ecruiato (free Wi-Fi hotspot),
HaIpuMep, B peCTOpaHax, adporoprax,
rOCTUHUIAX, OMOIMOTEKax, YHUBEPCUTETaX U B
JIPYTHUX OOIICCTBEHHBIX MECTaX;

TeneOHHBIN CIIPaBOYHUK;

the White Pages (U.S.) — Benbie crpanuiisi
(CIHA); TeneoHHBIN CIPAaBOYHHK, B KOTOPOM B
ayi(haBUTHOM TIOPSIJIKE yKa3aHbl IMEHA, afpeca u
Tesie()OHBI YACTHBIX JIUIL, TPOKUBAIOLINX B
JTAHHOM MECT€;

unlisted number — HOMep TenedoHa, KOTOPBIA HE
nyonukyercs B White Pages cornacho xenanuto
€ro BIa/IeNblIa;

the Yellow Pages (U.S.) — Xentbie cTpaHuiisi
(CHIA); TenedoHHBIH CIpaBOYHUK, B KOTOPOM
yKa3aHbl Ha3BaHUS, aJipeca U Tene(oHsbl
OpeANpUATHIA U PUPM, OKA3BIBAIOIIUX
npodeccuoHaNbHbIE YCIYTH;

telephone marketing / telemarketing — pexiama,
NpeJIoKEHHE U MPOoJIaka YCIYT Mo Tesie(hOoHy
yTeM 003BOHA TIOTEHIHAIBHBIX TOKYIATEIICH.

(OOpa31ibl TUIIHYHBIX T€IE(POHHBIX Pa3rOBOPOB
MO’KHO Haiitu B marepuaie On the Telephone B
pasnene Phrases.)
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beginning a call
taking / leaving messages
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clarifying/confirming information
finishing a call
informal telephone conversation

Quiz - Telephone English Phrases. Choose the best word to complete each phrase!
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Listen to and write down Useful Vocabulary and Phrasal Verbs for English Telephone
Conversations
https://www.eslbuzz.com/useful-vocabulary-and-phrasal-verbs-for-english-telephone-conversations/
Break — up
Meaning: Become inaudible over the phone, usually because of a bad connection
E.g: “Sorry, could you repeat that, please? You’re breaking up”.

Call for someone

Meaning: To telephone for someone or something

E.g: I’ll call for you at 7 o’clock.

Call back

Meaning: To telephone someone again or to return a call
E.g: She said she’d call back.

Call up

Meaning: Call someone on the phone

E.g: My dad called me up to tell me the bad news.

Cut off

Meaning: When a telephone call finishes because of a bad connection
E.g: We were cut off in the middle of our conversation.
Get through

Meaning: To be connected to a place by telephone

E.g: I finally got through to Tom on his mobile.

Hang on

Meaning: Wait for a short time (informal)

E.g: Hang on — I'll just see if he’s here.

Hang up

Meaning: End a telephone call by putting the phone down
E.g: After [ hung up I remembered what I’d wanted to say.
Hold on

Meaning: Wait for a short time

E.g: Could you hold on a moment, please?

Pick up

Meaning: Answer the telephone call

E.g: The phone rang and rang and nobody picked up.

Put through

Meaning: Connect by phone

E.g: Could you put me through to the manager, please?
Speak up

Meaning: Speak louder

E.g: Can you speak up a bit? It’s very noisy here.

Make up your own examples using as much phrasal verbs as possible.
Tests:

Select A, B, C.

1. What is this call  ?

a) regarding b)according c) holding

2. Sorry, that line is busy. Would you _ holding?

a) against b) mind c)to refuse



3. Just a minute. I'll ring .

a) his b) him c) himself

4. Never mind, please __the call. I’ll try again later.

a) cancel b) postpones c)leave

5. you like to leave the message?

a) Shall b) Would c) Won't

6. Oh, I’'m sorry, he’s not .

a) in b)on c)into

7. Really? Nice to you.

a) meet, b) be introduced c) repeat

8. Iam not sure __ he’ll be back/

a) when b) where c) what

9. May I ask what this __ regarding

a) were b)has c) is

10. One moment, please. I will put you .

a )through b) on c) here

11. Is this a good time __ you to talk?

a) of b)for c) at

12. Actually, no. I’'m in the middle of a meeting. Could you call _ at 7.15?
a)back c)below c) forward

13. Would you mind telling him —— I called?
a) what b) those c)that

14.We are __to answer your call right now

a) unable b)can’t c)could/t

15. ’m sorry. We havea  connection. Could I call you back later.
a) bad b) badly c) worse

16.’'m afraid I didn’t understand. What __ that?

a) were b)are c} was

17. Sorry  have to  myself. Something just came up.
a) schedule b) excuse c) get back

18.Hello, Green .

a) building b) residence c) flat

19. you know which Department Mr. Jones is in?
a) Do b) Does c) Shall

20. Why  you give me your number?

a) doesn’t b) don’t c)shan’t

21. What _ you to the US?

a) brings b) bring c)bringing

22. It was nice _ to you.

a) to enjoy b) talk c) thinking

23. I’s pretty warm, ___it?

a) haven’t b)aren’t c)isn’t

24. May Il ask  you are trying to reach?

a) whom b) whose c) what

25. Who would be the best person for me to speak .
a) — b) with c)about

Key:1a2b3b4a5b6a7 c 8a9cl0alldl2al3 a 14al5 a 16¢c17 a 18b 19a 21a 22¢ 23c 24a 25b

Complete the following dialogue.

can [ speak to Rosalind Wilson, please? OK - I'll put him through How can I help?
shall I say is calling? I’1l put you through I’ll see if he’s in

Who

Michelle: Hello, you've reached the marketing department. 1
Male: Yes, 2




Michelle: Who’s calling please?
Male: It’s Richard Davies here
Michelle: Certainly. Please holdand 3
Male: Thank you.
Michelle:  Hello, marketing. How can I help?
Male: Could I speak to Jason Roberts please?
Michelle: Certainly. 4
Male: My name’s Mike Andrews.
Michelle: Just a second - 5. Hello, Jason, I’ve got Mike Andrews on the phone for
you ... 6 Hang on a moment, I’m just putting you through.
Task. Read the dialogue.
ARRANGING AN APPOINTMENT OVER THE PHONE
- Northern Flavour Itd. Good morning.
- Morning. This is Martin Ross of International Express in Zurich. I'm trying to get hold of Mr
Tomlin. Could you connect me with him, please?
- Just a second... Sorry, caller, but there’s no reply. I’ll see if he is in his office. Your name was?
- It’s Martin Ross, R- O-S-S. We met at Berlin trade fair.
- Right... I’ll try to catch him on the pager.
- Tomlin speaking.
- Hallo, Martin Ross here. You asked me to call you when I was back home.
- Oh, Martin, good to hear from you. You must be phoning about our equipment.
- Exactly. The thing is I’ll be in Copenhagen next week. I wonder if we could meet and...
- Oh, yes. We remember your enquiry.
- Is it OK if I come to your place during my visit?
- Sure. Is the beginning of next week convenient for you?
- Well, yes. I'm arriving on Monday, that’s the 9™ of June. Tuesday will be all right, I think.
What time would you prefer? Shall we say at 11.30?
- Let me see... Afraid I’'m engaged till afternoon. How about 14.30?
- That suits me perfectly.
- And Martin, I don’t think you know how to get to our offices, do you? Shall I pick you up at
about quarter past two? And I’ll show you round our works and we can work out the terms of our
contract then.
- Oh, that would be great; I’ll be staying at Continental Star Hotel.
- That’s fixed then. Have a nice week-end.
- Thanks, you too, Harry. Good-bye.
Task. Find in the text above the English equivalents for the following words and word
combinations and put them down in blanks.
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Task. Translate into English.

- [IpoctuTe 3a 6ecnokoiicTBO. MOXHO MHE IOTOBOPUTH C TOMIICOHOM?

- Kto y Tenedona?

- l'oBoput 3umuH.

- Bol omubnuck HoMepoM.

-T'oBoput IlerpoB u3 MockBbl. CoeuHUTE MEHSI, OKaIyHCTa, ¢ TOCIOANHOM CTUBEHOM.
- 51 mocMoTpro, Ha Mecte Jiu oH. IIpoctuTe, ero ceifuac Het. [lepenaTh eMy uyTO-HUOYIB?

- Her, cnacu6o. I mo3BoHto eMy emie pa3s. Jlo cBumanus.

- Kto roBopur?

- l'oBopur rocnoxxa Cokonosa u3 bepnuna. Coenunure MeHs, noxanyiicra, ¢ Kopanenko.
- K coxxanenuto, rocnoguna KoBasieHKO ceifuac HeT.

- Korpga, no-amremy, oH BepHeTcs?

- He panee nonenensuuka. Emy nepenath uto-H1OY1b?

- Her, cnacu6o. Jlo cBuganus.

Horosop o BcTpeye no reaeony

- Komnanus ¢ orpanndeHHoi oTBeTCTBEHHOCTHIO “Smith & Co”. 3apaBcTByiiTe.

- Jlobpoe ytpo. Ito Martin Ross u3 kommanuu “International Express”. S mpiTatoch cBsI3aThCs €
rocroxxoit Maryland. He morniu 661 BbI MeHSI CO€AMHUTH. MUHYTOUKY, 51 TOCMOTPIO Ha MECTE JIN

OHa.
- Coenunsito. ['oBopure.
- Anno, rocrioxxa Maryland ciymaer.

- Otro Martin Ross. Bsl pocunu MeHst mepe3BoHUTh Bam, Kak TOJBKO S BEPHYCh C TOPTOBOM

BBICTaBKH B bepiuHe.

- Jla, Maptun, pama Bac cChablmaTh. Bbl, A0MKHO OBITh, 3BOHWUTE 10 TOBOJY HAaIIETO

000pyIOBaHU.



- Touno. 5 cobupatocs B Konenraren Ha ciieayromeid Hefene 1 HHTEPECYI0Ch, HE MOTJIH ObI MbI
BCTPETUTHCSA U 00CYIUTh YCJIOBUS HALIETO COMVIALICHUs U IOCMOTPETh Ballle 000py10BaHUE.
- Koneuno, xak HacueT Havaja Cleaylomei HeJenu.
- Xopowo. S npuesxaro B [loHeaenbHUK U JyMat0, YTO MEHS 3TO YCTPOMT.
- Kaxoe Bpems Bbl npeanounraere? Ckaxewm B 13.30.
- Jlatite momymatb. borock, uto s 6yay emie 3anart. Kak nacuer 15.30.
- MeHst 3TO BIIOJIHE yCTpauBaeT
Task .Study the following:
TELEPHONE MESSAGES
While Paul was busy, he told Diana to ‘hold all calls’. There were two telephone calls for Paul.
This is the message Diana wrote about the first call:

Telephone messages
For Paul Osman
From Brian Gray
Of The Bike Shop
Tel. N 62358
Will call again
Please ring +
Urgent +

Message Re: order no 00366. Three bikes were damaged. He’s got customers who want to buy them, so he needs
reeplasements urgently.

Date 11 Feb Time 9.45
Taken by Diana

Look at the telephone message and write the dialogue Diana had on the phone with Brian Gray.
Start the dialogue like this:
Diana: Jayal Motors. Can I help you?
Gray: Good morning. Could I speak to Paul Osman please?
Diana: I’'m afraid...
Task. Complete the dialogue, please.

CALLING THE BANK MANAGER
Charles Stanhope, bank manager (Ch): Stanhope speaking. Good morning.
Tracy Whitney (Tr): Good morning, Whitney here. You know we were talking about those
shares I wanted to get.
Ch: Oh, yes, “Serp and Molot” it was. It’s not a bad time to buy, you know. Prices on the stock
market are slack at the moment. But would you excuse me? I’m just talking to a client. Can I
ring you back in half an hour? That’ll give time to contact our stock department for you.
Tr: Yes, that’ll be fine. And at the same time you might let me have a quote on a few industrials
too, please. I’ve been told they are quite favourable now...

Conversational practice:

a) You are returning a call to Michael Hardy. You need to apologize for not calling him until
now.

b) Call Ms. Parker’s office and introduce yourself, then ask for information about her company,
ABC Trading.

¢) You would like to put an end to a long conversation with a business colleague. Give one way
you could do this.

d) What would you say if you dialed the wrong number?

e) What would you say if someone else dialed your number incorrectly?

f) You have to answer the phone for a colleague at work. What is the best way to answer?

g) Leave a message for a colleague you are calling at home.

h) Tell the secretary you do not wish to hold the line any longer; you will call back later.



1) You are calling a business colleague for an after-work date to go with you to the movies. What
would be a polite way of asking?

j) Put a polite end to a conversation.

k) Act out the dialogue “Arranging an appointment over the phone”.

) Call your business partner (chairman) and explain the reason of your missing the meeting
concerning the signing of the contract. (You are ill, you have a headache, and your temperature
is high. You suggest your assistant to come to the meeting and present the terms of delivery,
terms of packing and shipping of the ordered equipment).

Tema 3. Business Correspondence
CONTRACT
Match the English words on the left with their Russian equivalents on the right. Learn the words
by heart.

1. continental law a) cyOBEKT mpasa, pU3MUECKOe WIH PUANICCKOE JTUIIO;
2. a transaction b) KOHTHHEHTAIBHO-EBPOIICICKOE TIPaBO;

3. a legal person C) NMChMEHHas JTOBEPEHHOCTb;

4. a tax authority d) Tspx6a/cyneOHblit criop;

5. a legal entity €) TeHePaJIbHBII TUPEKTOP;

6. a representative office f) Ha;moroBoe ympasieHuce;

7. a power of attorney £) yperyJIupoBaHUe CIIOPOB/Pa3HOTIACHIA;

8. a chief executive officer h) ropuguueckoe uIIO;

9. a settlement of disputes 1) IPEICTABUTEIILCTRO;

10. controversy j) cmenka.

Answer the questions.
What do you know about contracts? What types of contracts do you know? What terms and
compulsory conditions should be stated in contract?
Study the contract
After talks in Brighton Victor Petrenko has signed the contract between

Continental Equipment and TST Systems for the supply of process equipment. Here are some
clauses of this contract.

Brighton, England

April 10, 2005

Continental Equipment, plc, Brighton, England, hereinafter referred to as “the Seller”, on
the one part, TST Systems Itd., Kiev, Ukraine, hereinafter referred to as “the Buyer”, on the
other part, have concluded the present Contract for the following:

1. Subject of the Contract

1.1. The Seller has sold and the Buyer has bought the machinery, equipment, materials,
and the services (“Equipment”) as listed in Appendix 1 being an integral part of this Contract.

2. Prices and Total Value of the Contract

2.1. The Total Contract Value is as following:

Equipment and engineering FOB U.K. port + documentation  —
Supervision, start-up and training Fom

Spare and wear parts R
Freight Foee
Total price CIF Odessa S
Discount F o

Total Contract Value Fo e



2.2. The prices are understood to be CIF Odessa including cost of packing, marking,
loading on board a ship, stowing and fastening the equipment in the hold, and the cost of the
materials used for this purpose.

2.3. The prices are firm for the duration of the Contact and shall not be subject to any
revision except on account of any mutual agreed changes of modifications to equipment
specification and/or quantities listed in Appendix 1 to this Contract.

3. Time of Delivery

3.1. The equipment specified in Appendix 1 of the present Contract is to be delivered
within two (2) month from the date of opening the letter of Credit specified in Clause 4.1 of this
Contract.

3.2. The delivery date is understood to be the date of the clean Bill of Lading issued in
the name of the Buyer, destination Odessa port of Ukraine.

4. Terms of Payment

4.1. Within thirty (30) days from the date of signing this Contract, the Buyer is to open
in favour of the Seller an irrevocable confirmed Letter of Credit with Citibank, London, for
hundred per cent (100%) of the total contract value. The letter of Credit is to be valid for three
(3) months.

4.2. Payment from this letter of Credit at the rate of hundred per cent (100%) of the total
contract value is to be effected in GB pounds against the following shipping documents:
4.2.1. Shipping specification

4.2.3. Certificate of Quality

4.2.4. Certificate of Origin

4.2.5. Packing list

4.2.6. Insurance Policy

5. Technical Documentation

5.1. Within five (5) days from the delivery date the Seller shall send two (2) sets of the
technical documents as listed in Appendix 2 to the address of the Buyer.

5.2. All instructions on the drawings are to be in English, with all the instructions
containing in Items 1, 2, 3, and 4 of Appendix 2 translated into Russian.

6. Guarantee of the Quality of the Equipment.

6.1. The guarantee period is twelve (12) months from the date of the start - up of the
equipment that is reflected in an appropriate Act signed by the representatives of the Parties to
the present Contract, but not more than eighteen (18) months from the date of delivery of the
equipment.

6.2. If the equipment proves to be defective or faulty during the guarantee period, the
Seller has at its expanse at the choice of both Parties either to remedy the defects or to replace
the faulty equipment with the new equipment of good quality which is to be delivered without
delay to the port of delivery.

7. Packing

7.1. The equipment is to be shipped in Export Sea packing suitable for the type of
equipment delivered. Packing should be suitable for transshipment in transit and reasonable long
storage of the equipment.

7.2. Each container is not to exceed the following dimensions:

Length = 21,192 mm, width = 2,438 mm, height = 2,438 mm.

The seller is responsible to the Buyer for any damage to the equipment resulting from
inadequate packing of the equipment.

Marking

8.1. All containers are to be marked on the three (3) sides. Each container should bear the
following markings made in indelible paint (in Russian and English):

Contract Ne

Seller: Continental Equipment plc (address)

Buyer: TST Systems ltd.



Railway Station of Destination: Kiev

Container:

Gross weight  kgs

Net weight  kgs

Case dimensions in cm (length x width x height)

8.2. If a case requires special handling it should bear additional marks: “Fragile”, “Top”
or “This side up”, etc.

9. Shipping Instructions and Notifications

Within twenty-four (24) hours after shipment, the Seller is to inform the Buyer by fax
regarding the date of shipment, the Bill of Lading number, and number of containers, their
weight, and the vessel name.

10. Insurance
5.1. The Seller is to take care of and cover the expenses for insurance of the equipment under the
Contract from the moment of its dispatch up to the moment of its arrival at the port of Odessa.

11. Sanctions

11.1 In the event of delay in delivery of the equipment the Seller is to pay the Buyer a
penalty at the rate of 1, 0% of the total contract value for every week of delay. However, the total
amount of penalty for delay in delivery is not to exceed 10% of the total contract value.

12. Force Majeure

12.1. The Parties are released from their responsibility for partial or complete non-execution
of their liabilities under the Contract should this non-execution be caused by

The force majeure circumstances including, but not limited to: fire, flood, earthquake,

and if these circumstances have had a direct damaging effect on the execution of the
present Contract. 12.2. The Party which is unable to fulfill its obligations under this Contract is
to inform the other Party within ten (10) days from the beginning of force majeure
circumstances.

13. Arbitration

13.1. The Seller and the Buyer will take all possible measures to settle amicably any
disputes or differences which may arise out of the present Contract or in connection with it.

13.2. If the Parties do not come to an agreement, all the disputes and differences are to be
submitted for Arbitration in Stockholm, Sweden, in accordance with the rules and regulations of
the Chamber of Commerce in Stockholm and applying the substantive laws of Sweden.

14. Other terms

14.1. The Seller upon written consent of the Buyer shall be permitted to substitute
equipment of comparable quality and conforming to the technical requirements for any item of
equipment that may not be available for one reason or another. 14.2. Any changes, amendments
or supplements to the terms and conditions of this Contract shall be valid only if set forth in a
written document duly signed by authorized representatives of both Parties to the present
contract. 14.3. After the Contract has been signed all the preliminary agreements, discussions
and correspondence between the Parties concerning this Contract are to be considered null and
void if conflicting with this Contract.

14.4. The Contract becomes effective and comes into full force from the date of signing.

Legal Addresses of the Parties

SELLER: BUYER:

Continental Equipment Plc TST Systems Itd.

9 North Road P.O. Box 171

Brighton BN1 5JF Kiev 253100

England Ukraine

For and behalf of the Seller Buxmop Ilempenko
Alfred Rogers Kommepueckuii nupektop
Alfred Rogers

Chairman



Give English equivalents for:

B nanpneiimem umenyemas «lIpomaBemn»; ¢ OmHOW (Apyroil) CTOPOHBI; MPEIMET
KOHTpaKTa; nepevrcieHupie B [Ipmiokenun 1; HeoThemsieMass 4acTh HACTOSIIETO KOHTPAKTA;
o01ast cyMMa KOHTpakTa; 000py1oBaHUe U TeXHUKa Ha ycinoBusx FOB

(mopt BenukoOpuTtanus) + JOKYMEHTalUs; CONPOBOXKICHHE; IMYyCK M MOJTOTOBKA
HepcoHaja; 3aracHble M W3HAIIMBAEMbIC JIETANIN; CKUIKA; 00IIas CyMMa KOHTPAKTa; yIIaKOBKa,
MapKHUpOBKa, MOrpy3ka Ha OOpPT Kopabis, yKJIaJka W KpEeIUIeHHEe B TPIOME; IIEHBI OCTaIOTCS
HEM3MEHHBIMH Ha TIPOTSDKEHHHM BCETO KOHTPAKTa; B3aWMHO COTJIACOBAHHBIE W3MEHEHHUS B
cnenndurke Ha 00OpYHOBaHHE; CPOK IOCTaBKH; C MOMEHTA OTKPBITHS aKKpEIWTHBA; Jaara
BBIJJAYM YHCTOIO KOHOCAMEHTa C YKa3aHHMEM HMEHHU IIOKyIaresls W KOHEYHOTO IopTa
Ha3HAUEHUS; YCIOBHS OIUIATHI; IUIATEX [0 JAHHOMY AaKKpPEIUTHBY; CEpTH(HKAT KadyecTBa;
cepTu(UKAT MPOUCXOXKACHHUS TOBapa; CTPaxOBOM IOJMC; TapaHTHs KadecTBa 00OpYJOBAHMS;
aKT, MOJINMCAHHBIA YIMOJTHOMOYEHHBIMHU IPEICTABUTEISIMH; YCTPAHUTh BO3HUKIIHUE JE(EKTHI;
TPaH3UTHBIC MEPEBO3KH; XpaHEHWE O0OPYIOBAaHUS B TECUCHHE PA3yMHOTO CPOKa; YBEIOMIICHUE
00 OTTpy3Ke; pacder IEHHU 3a 3aJepXKKy B IMOCTaBKe 00OpYyIOBaHUS; (Gopc-Maxkop; apOHTpak;
IOpUIMYECKHE aJJpeca CTOPOH.

Read the text.

Every contract contains a clause defining transport conditions. The clause specifies terms
of delivery (CIF, FOB, FAS, C&F, ex works, ex ship’s hold and others), mode of shipment (by
sea, rail, road, air or pipeline) and responsibilities of each party. Sometimes transshipment or
intermodal shipment is practiced.

Transport by sea is essential to many contracts. As a rule, a few parties are
involved: shipper, (usually a manufacturer who sends goods), ship-owner, forwarder (an agent
specializing in the transport of goods), stevedore (a firm employed in loading and unloading
vessels), port authorities, consignee and others.

Freight services are provided by liners and tramp ships. Liners provide services over
definite routes, operate in accordance with schedules and call at regular ports. Tramp vessels
go anywhere as long as cargo is offered in sufficient quantity. Shipments by tramp vessels are
governed by an agreement between the carrier and the charterer called a “charter party”.

Either shipper or consignee, depending on the terms of the contract, pays freight,
loading, discharging and other expenses, if any.

Answer the following questions to check your understanding of the text:
1. What are the responsibilities of the Seller and the Buyer when the goods are sold on a CIF
(FOB, C&F, ex words) basis?
2. Why do shippers often use the services of forwarders?
3. What is transshipment?
4. How many parties are involved in the carriage of goods?
5. What are the most frequently used terms of delivery in international trade?
Task: Imagine that you are an importer. You need to deliver goods to your foreign partner.
Make a business contract to supply goods. Don'’t forget to include terms and conditions to make
this contract effectual in law.
Tema 4. The Art of Negotiating

What is the goal of a negotiation?

The purpose of the negotiation is the reason the negotiation is taking place. Interests may
be conflcting (e.g. party A wants a low price, while party B wants a high price) or common (e.g.
both parties want to minimise the amount of money they will have to pay to a third party, such as
the government in taxes). The purpose of the negotiation is the reason the negotiation is taking
place. In most situations, the shared purpose is to reach an agreement. However, sometimes one
or both parties may have a different purpose (e.g. party A is negotiating with party B, but really
wants a deal with party C instead. For A, the purpose of the negotiation with B may simply to
allow A to negotiate from a stronger position with party C).



There is an important distinction between positions and interests. What are your own
ideas about it?

Interests define what you really want and why you want it (e.g. we really want to enter
this market, so we are prepared to accept a low price if necessary), while positions are what you
say you want or will accept, in order to get a better deal. A key skill in a negotiation is to
identify the other party’s interests. Some negotiators believe it is better to be open and honest
about your interests, while others believe they are in a stronger position if they keep their true
interests secret. A concession is something you give to the other side in a negotiation, e.g. you
accept their demand for a 5-year guarantee. An important principle in negotiations is that you
should always trade concessions (e.g. we can provide that guarantee in exchange for a more
flexible delivery schedule), and never simply make concessions in isolation

A time-out is a break from a negotiation, when the parties can discuss an idea among
themselves or simply calm down if the negotiation is getting too emotional.

Render the following article:
The Art of Negotiation — Importance of Negotiation in Business
Read the following text and suggest the rules of successful negotiations.

In the world of business, the most difficult thing to achieve is the negotiation table.
Reaching a negotiated settlement and winning over the other side is the most complex task for
which our marketers always strive for. Negations include and encompass every art. Negotiating
people should have the mastery to employ all the tools, when required.

Art of Negotiation

Most of the time it is not just the reasoning and the rational thinking through which we
can reach at the mutually negotiated settlement. We can’t always rely on the facts and the figures
alone. These facts and figures are simply not just enough to bridge the gaps between the two
parties.

What is more important for us is to identify our interest with our client, what is more
worthwhile is not to just to make the transactions but to win over the confidence of our client,
what is most crucial is not to make just profit but also to do customer relations and the wining
over customers satisfaction, what is more inevitable is not to win over the competition but to
make alliance and cooperation and finally what is more beneficial is the good will and the sound
footing which our company has contemporarily in the market.

Negotiation and good negotiation is the most important activity which every organization
has to do. All the organizational resources, whether they are the market capital, machinery,
human resources or the technology can’t bring or produce any value if the end users don’t
appreciate them, if the customer can’t see them to be worthwhile or enough worthwhile. Here at
this point the negotiators are sitting, they turn all the tangible and intangible resources of the
company into a market price, these resources include the structure, services, technology,
machinery, human resources or whatever into are being turned into the real materialistic capital
which companies rein duct or utilize for the materialistic ends.

Successful negotiating persons are those who turn all the organizational efforts into
tangible benefits and competitive materialistic forms. On the other hand the incompetent
negotiating team can make you and your product off all the values which you have spent to turn
that product into consumable customer product

We are dealing today with an intelligent and well equipped customer, who is equipped
with the latest gadgets which can tell him the most competitive deal in the current date. Our
customer, today not takes the view of the things, he does not need to go into the market on his
car, he is not required to leave his office to collect data and he has not to hire a firm to search for
the best deals but information technology has dismantled all the traditional barriers to the
information. Our customer, with little basic skills and market acquaintance can collect



everything in the twinkling of the eye. He can get the latest price quotations in his own office.
He can compare the data by the simple software applications.

He needs not hire the services of separate company to do all these things but just a click
can make all the things split of second. We see today as the automation is entering in the world
of the business the cliché markets are emerging. The companies are today more interested in
making and performing the customer relations with the cliché markets. The customer relation
managers (CRM) are used today to send the wise messages to the thousands of the potential
customers worldwide.

The large databases closely monitor and watch the activities of the different user. These
databases can handle the millions of the bytes of the data in automated way. At this point one can
speculate the role of the negotiation might be going tougher, or disappear in the near future as
digital machines might be going to replace the negotiation totally. As we see the companies
which are getting the dotcom, the need for the human interaction or for the maintaining separate
interfaces becomes minimal. In many of the cases automated customer software are reportedly
handling the customer demands in a digital and efficient way. But still one can’t suppose that
role of the negotiator is going to disappear totally in the organization in the near future but one
can say with total confidence negotiation are going to be more tough and dynamic

No matter, how much the technology is getting advanced the role of the negotiating is
ought to appear in one way or the other way. Apart from the pure arithmetic and there are always
many areas where the need for the humanly negotiated settlements is inevitable at least in the
foreseeable future.

Customer is changed today, by the dint of the information technology customer
purchasing power has increased dramatically. Virtually he is not bound in any way to stay tuned
to the ex suppliers. Our customer is not even bound to the national boundaries but today he is
connected, in a multidimensional manner to an international network. He is today capable of
making business with an unknown supplier, operating in the remote part of the world or at least
he is today capable enough to calculate our sovereignty or to gauge our fiscal space even.

Apart from his own circumstances and making comparisons between the suppliers, our
customer can even calculate the economic viability and profitability of the service or product
being offered. Information technology has no doubt has greatly increased the purchasing power
of the customer, it has rapidly expanded the choice list for the customers, it has also made the
customer more independent of the supplier bondage while the task of the negotiator has been
made more temporary and more difficult. Lastly we can say our negotiating team has to compete
not only with the local competitors but there are now the international ones, our negotiating team
has not only to deal with the persons or companies but also need to argue with the advancing
world of digits.

Communications

As we discussed earlier there are countless qualities which a negotiator, for the effective
negotiation need to have. We saw the negotiators can’t rely just on one trait like mental or
physical capacity but in all the different circumstances we need the combination of the different
qualities and traits

Different circumstances need the different behavior and the style of the negotiations. One
can’t assume to stay same in all the situations, but what one need to know is that if at the one
place the rationalism made the way then at the second place the politics might turn table, at the
third place being sentimental could pave the way similarly at some place the combination of all
the above mentioned could squeeze the negotiated settlement out.



What is our mechanism to reach all the customer places is nothing but words of the
mouth, the “communications” which can combine all the forces all the characteristics and all the
traits which a negotiator can have or ought to have. Modern organizations do have the countless
channels of the communications. There are the hundreds of the touch points between the
organizations, products and the customers. Millions of the bytes of the data daily reach the
information logs, on bases of which the decision are made and policies are the communicated.
Every organization on the bases of these information logs selects the targets and tries to reach
out their customers in a more direct and more immediate manner. Whatever they do in any case
is to communicate and communicate. Let’s take a brief look at, what the communications are all
about, how we can make the communication effective, timely and efficient. We also try to learn
how to directly beam at our target customers and how to bridge the conceptual, mental and
physical gaps to reach at the negotiated settlement.

In a negotiation process there are always at least two parties who negotiate to reach at
common acceptable grounds. Both the parties are interested in wriggling out the best likeminded
deal. We are interested, let’s suppose in getting the best price for our product while the other side
is interested though primarily in our product but also in the enhancing the service package, plus
in lowering the product price, as per asked by us. The task of the negotiating person starts with
the question that how to find the common and acceptable ground for him first and to make it
compliable for his customer also. Seemingly both side fit into the need and demand matrix, both
can evaluate each other but everyone tries to get on the other to get the best tackle deal. It is not
the matter that two parties share a limited area of the confluence or the sender and the receiver
fall in the different need and want zone, both share the same area but not always reinforce or
appreciate each other. At this phase as the aspirations cross each other, to find the parallel lines
of the action becomes excruciatingly difficult for a negotiator.

A negotiator for this reason needs to be good at the communications. Communication is
mostly mistaken as simply conveying your message or telling the other what you intend to say
(like one way communications). This is not only the half definition but also the wrong one. It is
not likely the case that communication is always face to face and we have to speak just in front
of the silent audiences and we have to end with our speech without any question being raised or
with or being crossed on the way. Similarly we communicate when are don’t have physically
presence at every situation but we have to convey our message in writing. Moreover, if we want
to be good speakers then we have to be good listeners and if we want to be good writer then we
have to be good reader also.

A negotiator or a communicator always has to reach his audience in dignified, direct way,
whatever his position or channel of communication (reading, writing, speaking) is. Though the
process comprises many a things but in general we can say that communication is the sum total
of four basic skills namely speaking, listening, reading and writing. An effective and efficient
negotiator is who, who apply his communicating skills in a timely and effective manner. By
employing his communicating skills he can interpret the messages emanating from the other
party, he can decipher the hidden meaning, he find the bottom line, he can look for the laxities,
he can find the diplomatic works, he can surmise the gravity of the situation, he can find the
ambiguous but contour project lines.

While communicating the first and foremost thing which a negotiator needs to understand
is that, what is being asked? There are number of the ways to say the same thing in the business
and similarly there are number of the meanings for a same thing in business. Business language
tends to be diplomatic, the words carry the double meaning and similarly the different clauses of



an agreement can be interpreted according to the vested interests. An agreement is not piece of
the good writing not merely the piece of the writing on the piece of the paper should not
considered enough to conclude a business agreement but both sides should be given the chance
to ask the questions, raise issues and define terms. Similarly the clauses in an agreement, before
being finalized are needed to be thoroughly evaluated against the expectations and duties.

More communicating problems are arising today, as we our business is taking more and
more international look. Diversity and trans-cultural management has really put the great
challenge before the negotiators. As our business takes more and more nationalities the challenge
for the communication becomes more formidable and precarious. Even use of the standard
language like English can’t bridge the cultural and the national gaps. Different societies use the
same language not in standard way but always in indigenous way. There is no internationally
established form to use the words or interpret the terms but there are the channels where the
ambiguity runs.

We need to further understand the need for inter organizational communication in
addition to the extra organizational activities. In the modern world today, the intercompany
business comprises the largest part of the international investments and trade, millions of the
bytes of the data are sent between the parent companies and the child companies, heavy
exchange of the information can only be made by the effective communication and best
negotiating approaches.

No organization is today oblivious of the challenges which the globalization is bringing
and among them the most formidable challenges is how to entrench a multicultural business
system, how to introduce the common culture and the meeting grounds to all the employees, how
to economically sustain the flow of the information between the distant nodes.

Communications is the only ways through which one is supposed to bridge not the
physical and geographical gaps but also the mental, perceptional, and cultural ones. There is only
the way of the communication whether it is the online or offline, oral or written which always
connects our organization with another one in a real time fashion.

Further we see the business communications are the sum total of the many activities
where the task does not end with the writing the agreements on paper, but on the contrary the
business communication include like the services packages, logistics, the insurance, the volume
options and most important of all it contains the futuristic developments also, which negotiator
need to look for.

Reaching a negotiated settlement might not be a difficult task but reaching mutual
understanding and getting a win-win situation is always the real task. Relations buildings and the
pure business objectives not always run parallel to each other; there could be contentious issues
which could mark the first or the second objective. The long term and the short term goals not
always fit into one business matrix. A good negotiator is always whom, who steer a good

balance between the short term and the long objectives of the organization.
https://www.mbaknol.com/business-communication/the-art-of-negotiation/

Market Knowledge and Confidence
One of the most important characteristic of the negotiator is getting the knowledge to stay
competent and to stay tuned to the competition. Besides keeping watch over the inside
information and the data of the organization, the negotiator is responsible to remain vigilant of
the latest market developments occurring outside of his office.
Market knowledge is today the set of the multiple things tangible and tangible, realistic
and idealistic, rumors and gossip. It can be the knowledge regarding SWOT when you have to


https://www.mbaknol.com/business-communication/the-art-of-negotiation/

stand competition in your market , when you are going to do some investment in your field or
you are about to enter in the totally new field , when the new competitors are about the capture
your market share or when the peers are about to challenge your writ in the market, when you are
losing your share , when the new technology is about the make to lose your competitive edge in
the market, or when the new services is waiting for the powerful bidders.

Apart from all the above mentioned things market knowledge is still many a innumerable
things which you can win, if you have the capacity, if have the know how and if you are
informed, if you are adoptive and responsive to the onslaught, and similarly you can lose your
erstwhile efforts if you were too oblivious and could not break with your inertia.

Negotiators need to work with the bundles of the informational data and has the sort out
the relevant information from the non relevant information to reach at proper market planning.
These information boosts up the much needed confidence which a negotiator needs while being
sitting on the negotiations tables. Further the information tells him how and in which respect his
service or product is more worthwhile and more competitive than his competitor etc.

No negotiator can put the confidence in his product and in his strategy if he is not aware
of the competition and the ground situation going around, which is inevitable for a negotiator. If
one does not pose his confidence in his product in his service, he can’t simply justify his position
and the demands in a rational manner.

We know that the negotiations involve the nerve game where every side tries to get on
the nerves of the others to make their suited way. In the absence of the confidence, soon the
breaking point could be reached and we lose.

In pairs talk about:

Multiparty Negotiation

External Communication in Business

Verbal Communication in Business

Tools for Effective Communication

Tips to Organize an Effective Meeting in a Business
Downward Communication in Business

Written Communication in Business

Upward Communication in Business

Non-Verbal Communication — Meaning and Types
Relationship between Verbal and Non-Verbal Communication.
Agree or disagree:

1) Negotiation is a method by which people settle differences. It is a process by which
compromise or agreement is reached while avoiding argument and dispute.

2) In any disagreement, individuals understandably aim to achieve the best possible
outcome for their position (or perhaps an organization they represent). However, the principles
of fairness, seeking mutual benefit and maintaining a relationship have never been the keys to a
successful outcome.

3) Specific forms of negotiation are used in many situations: international affairs, the legal
system, government, industrial disputes or domestic relationships as examples. However, general
negotiation skills can be learned and applied in a wide range of activities. Negotiation skills

can’t be of great benefit in resolving any differences that arise between you and others.
https://www.skillsyouneed.com/ips/negotiation.html
Stages of Negotiation



In order to achieve a desirable outcome, it may be useful to follow a structured approach
to negotiation. For example, in a work situation a meeting may need to be arranged in which all
parties involved can come together.

The process of negotiation includes the following stages:
Preparation

Discussion

Clarification of goals

Negotiate towards a Win-Win outcome
Agreement

Implementation of a course of action

SR S e

https://www.skillsyouneed.com/ips/negotiation.html
Using the Internet or other sources of information describe each stage. Share your findings with
group members. Read more at: https://www.skillsyouneed.com/ips/negotiation.html;
https://vunivere.ru/work12434
Using the Internet and the article suggested by Glenn Curtis, explain the ways to master the art

of negotiation and some tactics and tips that good negotiators use to get what they want.
Investopedia https://www.investopedia.com/articles/pf/07/negotiation_tips.asp#ixzz5SR53qrlyM

Task: Negotiate Your salary Now for greater Income in the Future. Make up some tips on how
effectively to do it.

Key Words Used in Negotiations
Match the terms and their definitions

Term Russian Definitions Answers
Translation

1) alternatives a) an obligation to do something or deliver something
Example: "We've made a commitment on this point. If we don't
do it, the agreement will fall apart.”

2) arbitration b) accepting less on one specific point in order to get something
from the other person on a different point
Example: "Okay, you've made a concession on price, so we can
make a concession on the delivery date."

3) commitment ¢) an agreement that prevents either side from talking about the
agreement in public
Example: "I'm sorry but our confidentiality agreement prevents
me from answering your questions in detail."

4) compromise d) a proprosed agreement that is different from, but equal in
value to, a previous proposal
Example: "We can't agree to that proposal, but here we would
like to suggest an equivalent package for you to consider."

5) concession e) any other choices a person or group has, rather then agreeing
with the other person or group
Example: "We can ask them to do A if we do B, but they have
many alternatives."

6) confidentiality f) when a neutral person or group comes in to settle a
disagreement

Example: "If we can't agree by midnight tomorrow, this case
will go to arbitration."

7) equivalent g) an agreement where you get less than you want but also give
less than the other person wants
Example: "If we don't compromise, this deal will never get
done."

8) facilitation h) the results of the negotation that everyone agrees to put into
action
Example: "After six long months, we now have a final

agreement."



https://www.skillsyouneed.com/ips/negotiation.html
https://vunivere.ru/work12434
http://www.yeuanhvan.com/esp-business-english/business-expressions/301-20-key-words-used-in-negotiations

Term Russian Definitions Answers
Translation

9 )good faith i) - when two sides hold different positions that they are
unwilling to change
Example: "We were close to an agreement but we suddenly hit
an impasse over payment terms."

10) final agreement j) being honest about your intentions
Example: "If we negotiate in good faith, we are sure to reach an
agreement eventually."

k) a process where people, called facilitators, try to make it
11) impasse easier for two people to reach an agreement
Example: "You may not reach a better agreement with
facilitation, but you will reach an agreement faster."

12) intermediary 1) a topic that needs to be discussed in a negotiation
Example: "Money is the biggest issue in this negotiation, but
resources and responsibilities are important issues too."

13) issue m) when a neutral person or group comes in to identify the
issues, explore options and clarify goals
Example: "If we use mediation, it may help to move the
negotiations forward."

14) mediation n)a person who communicates between the two sides of a
negotiation

Example: "They've been negotiating through an intermediary
after that big argument last week."

15) offer o) cither side in a negotiation is called a party, whether one
individual or a whole group
Example: "If party A accepts party B's proposal, then the
negotiation is finished."

16) package p) any suggestion or idea given to one party from the other
Example: "We'll look at your proposal during the coming week
and give you our response the following Monday."

17) party q) an agreement that depends on some conditions, so that it
might not be a final agreement Example: "At last we've reached
a tentative agreement. Perhaps these long negotiations will be
over soon."

18) proposal r) an exchange process in which one side gives up partly on
some issues 1in order to gain on other issues
Example: "There are always trade-offs when negotiating. You
can't win them all!"

19) tentative s)one or more options that is sent by one negotiator to the other

solution Example: "Let's offer them a one-year service contract and see
how they respond."

20) trade-off t)a combination of options that has been offered as a solution

Example: "John put this package together last night. Let's look

at each option and see if we really want to offer this."

Translate into English:

[TeperoBopsl - 3TO CIOXKHBIA MPOIECC, CBSI3aHHBIN ¢ (QaKkTamMH M JIOJIbMU. SICHO, YTO
JIOJTM, YYaCTBYIOIIKE B TIEPETOBOPax, JOHKHBI XOPOIIO pa30oupaThCcs B 00CyKaaeMoii podieme.
OHM JOJDKHBI 3HATh OOINYHO MOJUTHKY KOMIIAHHUHM, OCHOBHYIO MO3HUIIMIO TIEPErOBOPOB U
BO3MOXKHBIE ITyTH OTCTYIUICHHS. TeM He MeHee, 3HaHUs 3TuX (HaKTOB HEIOCTATOYHO JUIS
JOCTHDKEHUS CcOTalieHus. Takke cleayeT NPUHUMATh BO BHMMAHHE POJIb YEJI0BEYCCKOTrO
daxrTopa. [Togxom W crparerusi MeperoBOPOB OCHOBBIBAIOTCS HAa XOJOJHOM, IparMaTHYHOM,
JoruueckoM monaxoje. Ho Jm4Hble HYXIbl aKTEPOB TaKKe JOJDKHBI YUUTHIBAThCS. HyKIbl




BKJIIOYAIOT B ce0s ApyxOy, 100pyro BOJIO, yOSAUTEIbHOCTD, IPU3HAHNUE CTAaTyCa U aBTOPUTETA,
KejlaHue ObITh OLIEHEHHBIMHM M MPOJBUHYTBIMHU IO CIyXk0e€, a Takke jKeJaHHEe MONacTh AOMOU
IIOPaHBUIE B MIATHULLY BEUEPOM.

HccnenoBaTeny, U3y4aBlile JEJIOBbIE IEPErOBOPBI, PEKOMEHIYIOT OTIAENATh (DAKTHI OT JIIOJCH.
Kpome Toro, BO BpeMs TNEpEroBOPOB HCIOJIB3YIOTCS HEJIWYHbIE (OPMBI BOIPOCOB U
npeiokeHui. bonee Toro, ymesnslie neperoBOpIIMKY KECTKO OTHOCATCS K (pakTaMm, HO MSTKO K
JOJISIM.

SI3BIK IEpEroBOPOB U3MEHSETCS B 3aBUCUMOCTH OT UX CTHIIA. CTHIIb IEPErOBOPOB MOXKET
OBITh WM CTWJIEM COTPYIHHUYECTBA, WJIHM COCTS3aTelNbHBIM CTHiIEM. CTHIb COTPYAHHYECTBA
OCHOBBIBACTCS Ha OOOIOJHO NPHUEMJIEMbIX MNPUHIMIIAX, KOI/la 00€ CTOPOHBI XOTAT IOJIYYHUTh
IPEUMYIIECTBA OT CAEIKU. ITOT CTHJIb IPUEMJIEM IIPU MIEPETOBOPAX BHYTPHU OJHON KOMIIaHUH,
JU KOTAAa MEXAY KOMIIAHUSMH CIIOKWINCH JUINTENbHBIE JPY’KECTBEHHbIE B3aUMOOTHOILEHHS.
Ctunb coCTA3aTeNbHOCTU MPUEMIIEM JUIsl €IMHUYHBIX KOHTAaKTOB, KOTJa LI€Jb 3aKJIIOYAEeTCs B
HOJYYeHUH MaKCHMAJbHO BO3MOKHOW MPHUOBUIM OT CIHENKU, He 00siChb IpepBaTh MEPEroBOPHI.
Kpome Toro, 361K IEpEroBOPOB CTAHOBUTCS BPAXKICOHBIM U YTPOKAIOIINM.

B peanbHOCTH ke NEeperoBOphl 3TO CIIOKHOE COYETaHUE COTPYTHUUYECTBA U
coCTA3aTeNbHOCTU. JJIs1 yCIIENIHBIX IEPETOBOPOB HYKHO YMETh IPAaBUIbHO AEHCTBOBATH C UX 4-
M$1 OCHOBHBIMU COCTABJIIIOLIUMHU: (DaKTaMu, JHOAbMHU, COTPYIHUYECTBOM U COCTS3ATEIbHOCTBIO.
https://iloveenglish.ru/topics/delovoj_anglijskij/pravila_delovikh peregovorov
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Bomnpocs! k 3auety

. Contract
. Letter of invitation
. Letter of credit
. Letter of complaint
. Letter of apology
. Letter of Advertising
. Statements
.CV
9.Tax issues
10. Regulation of banks and financial sector.
11. Financial institutions
12. Financial markets
13. Central banks (Bundesbank, European Central Bank, The Bank of Japan
14. The importance of monetary policy
15. Tools of monetary policy
16. Inflation and its relationship to unemployment and growth
17. Business Correspondence
18. Drawbacks of the Eurocurrency Market
19. The European Monetary System in Retrospect
20. Offshore banking
21. International banking
22. Telephoning
23. Banking correspondence.

KpuTtepnu oieHKH 0TBeTa CTY/€HTa HA 3a4eTe
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1o JuciuIuivHe «/lejioBbie meperoBopbl M 1e10Basi MePeNUCcKa HA HHOCTPAHHOM SI3BIKE)
OIICHKAa «3a4TeH0» - OTBET CTYIEHTa, B IEJIOM, HOCUT 3aBEpPUICHHBIA XapakTep, C
BBITTOJIHEHHBIMH B COOTBETCTBHM C HEOOXOJMMBIMU TpPeOOBAaHHMIMH 3aJaHHsIMH Ouiieta, 0e3
CEpPhE3HBIX TPAMMATHYECKUX, JICKCHISCKUX M MTPOU3HOCUTEILHBIX OINOOK;

OLICHKA «He 3aYTEeHO» - OTBET CTY/JCHTa HOCUT HE3aBEPIIEHHBII XapaKTep, He0OX0IUMbIe
TpeOOBaHMs 3a/laHui OMiIeTa He COOJIFOICHBI, AOIYIICHBI IPYObIe U (MJIM) MHOTOYHUCIICHHBIE
rpaMMaTU4ecKHe, JIEKCHIECKUE U IPOU3HOCUTEIBHbIE OIIUOKH.

Hwxe npezncrasien npuMepHbIid 00paser 3a4eTHOro Ouiera:



AMYPCKHUM IT'OCYJAPCTBEHHBIY YHUBEPCUTET

VYTBepxeHO Ha 3aceJaHuU Kadeapsl Kadenpa nHOCTpaHHBIX S3bIKOB
« » 201 r. @akynbTET SJKOHOMUUYECKUI
3aBenyronui kadeapoit Kypc 3
_ O.H. Mopo3oBa Hanpasnenue 38.03.01«9xoHoMuka»
noonucs

Hucuunnuna I[eJ'IOBLIe MmeperoBopobl U aejioBasi NEPennucka Ha HHOCTPAHHOM AA3BIKE

1. Translate into English
- He mormnm 651 BBI coeqmanTs MeHA ¢ Muctepom ['prHOM. DTO TpeacTaBuTens kommanun «International Tradey,
Poccus.
- Xopomro. [Togoxaure MEUHYTKY, 1 HOCMOTPIO Ha MECTE JIM OH, HO, 5 {yMaro, OyZEeT JIydIle, eClId Bl IO3BOHUTE
eMy CHOBa, HabpaB 1o0aBoYHBII HOMep 416.
- Crmacu6o0. M3BunuTe 3a 6ecrokoiicTso. Jlo cBHaaHus.
- Ao, M3Bunute, yto 3actaBmi Bac xnath. S pasroBapuBai mo JApyroMmy TeiaedoHy H, KCTaTH, st Bac He cpa3y
y3Has. TeM He MeHee, 1 paj Bac casiate, rocnogus Iletpos.
- Cniacu00, 51 TO’Xe ¢ HeTepIIEHUEM JKJajl Balllero OTBeTa. A 3BOHIO s 10 TIOBOJY 3aKa3a Balllero 000py10BaHHUs.
- la, s HIOMHIO O HalleM pa3roBOpe M CHEJIal0 BCE BO3MOXKHOE, YTOOBI OTIIPABUTh BaM KaK MOXKHO CKOpee Hall
MOCJICIHUH KaTaJor M MpaiC-JINCT, a 3aTeM MBI JOTOBOPHMCS O BCTpeue 1o TelaedoHy U pa3paboTaeM yCIOoBHS
HAIlIETO COTJIAIICHHS.
- Xopomas unes. Pemeno. Brl MoxeTe mo3BOHUTH MHE 3aBTpa. S Oyxy B oduce mo 6 Beuepa. Ho s momnararo, 9to
MBI YBUIUMCS Ha CIIEIYIOIIEH Hezene.
2. Translate into Russian.
- Do you know when he’ll be back? — May I ask what is regarding?
- I’ve got the message that he’s ill. — I’'m calling about the order he placed with our company. Would you
mind putting me through?
- ButIlet him know you called. — Would you like to leave your phone number?
- I’msorry but I have to go away and won’t be able to manage Friday afternoon.
- Well. Thanks for letting me know.
- We are unable to answer your call right now. Please leave your name, number and a brief message at the
sound of the beep.
- Isita good time for you to speak? — Actually no, I’'m in the middle of a meeting. Could you call back at
5.30?
- Thank you very much, I appreciate it.

3. Discuss with your partner the challenges of modern banking.

4. Look at the envelope and match its numbers with the information it denotes.
Mr. Fox

4(1)New High Street
(2) Oxford OX37AQ
(3) England

(4) Mr Bhahman
(5)55Shandi Av
New Delhi (6) 110003
INDIA

[ the street name in the return address

] the town the letter comes from

[l the ZIP Code in the mailing address

[ the country the letter comes from
the addressee

] the addressee’s house number

5. Define the type of the following business document.
Danish Centre 51
Strangade DK -1401 Koben K
Denmark




1" March 20XX
Time for English
21 Tverskaya str. Moscow
Russia
Dear Sir/Madam,
We are in the process of updating our mailing list pertaining to exchange agreements and ask you kindly to fill in
the enclosed questionnaire and return it to us as soon as possible.
At the same time, please correct your own address on the form if necessary.
Please note that exchange publications for us should be mailed to the above-indicated address whereas
correspondence concerning exchange agreements should be forwarded for attention of the undersigned. Thank
you in advance.
Yours faithfully
Lisbeth Dursine
Comment on the following statement: It is not an easy thing to apply for a position of a company. Why?

Jluteparypa, ucnoJib3yemasi pH NOAr0TOBKE K 3a4eTy

1. Business communication [DnekTpoHHEIH pecypc]: npaktukyMm / AMI'Y, ®®D; cocr.: T.
B. Kpagen, JI. O. broxunckas. - brarosemenck: M3a-so Amyp. roc. yH-ta, 2016 (a1. Bap. File
http://irbis.amursu.ru/Digital Library/AmurSU_Edition/7414.pdf). - 84 c.

2. HyxHoga, E. E. Aarmmiickuii si3eik. Professional reading: law, economics,
management : yaeOHoe nocoOue ains By3oB / E. E. HyxxnoBa. — 2-e u3z., ucnp. u gon. — M. :
HznarensctBo FOpaiit, 2018. — 149 c. — (Cepus : YauBepcutetsl Poccun). — ISBN 978-5-
534-05085-1.— Pexxum noctyma : https://biblio-online.ru/book/58011023-AE25-4B27-9DA4-
EC19B66B6E63 (OBC FOPAIT)

3. YBapos, B. . AHrHiicKuii S3bIK 1711 5KOHOMUCTOB + CD : y4eOHUK U MPAKTUKYM
JUIsl IpuKiaaHoro 6akanaspuara / B. M. Yeapos. — M. : U3natensctBo FOpaiit, 2018. — 356 c.
— (Cepus : bakanasp. [Ipuknagnoit kypce). — ISBN 978-5-534-01387-0. — Pexxum noctyma :
https://biblio-online.ru/book/4FA43FDB-87D8-4E1B-9150-FF87C69CEF09

4. Mromnep B.K. HoBblil aHTo-pycCKuid, pyCCKO-aHTIIMHUCKUIA CIOBaphb [ DJIEKTPOHHBIN
pecypc]/ Mromiep B.K. — DnekTpoH. TekcToBble nanHble. — M.: Anenant, 2014. — 512 c. —
Pexum nocryna: http://www.iprbookshop.ru/44108. — 9bC «IPRbooks», mo mapo:ro

MeTtoanyecKue peKOMeHAAUMH JIsl CTYA€HTOB M0 U3y4YeHHIO THCIUTIIMHbI

Brainstorming is an excellent strategy to generate ideas on a given topic, helping
promote thinking skills. When students are asked to think of all things related to a concept, they
are really being asked to stretch their thinking skills. All too often, a child with special learning
needs will say they don't know. It’s due to the technique of brainstorming, the child says what
comes to mind as it relates to the topic. Brainstorming promotes success for students with special
needs as there is no one right answer.

IMoaroroBka K NPaKTHYECKUM 3aHATHAM

OCHOBHOHM 1IeNIbI0 OpPTaHHW3aI[MM TMOATOTOBKH K MPAKTUYECKUM 3aHITUSM SIBISETCS
pa3BUTHE HABHIKOB YTEHHS, NMMChMa, TOBOPEHUS U ayAupoBaHUs. [Ipy MOATOTOBKE K KaXIOMY
3aHATUIO HEOOXOAUMO OOpaTHTHCA K YPOKY B YUEOHHKE MO JAHHOH TeMe M JIOMOJHUTEIbHBIM
y4eOHBIM TOCOOMSIM, YTOOBI YTOYHHTH HOBYIO JIEKCHKY, TEPMHHOJIOTHIO, TpPaMMaTHYECKHE
cTpyKTypsl. IIpu pabore ¢ IeKCUKO-IrpaMMaTUYECKUM MaTepuaIoM HEOOXOAUMO CTPEMHUTHCS HE
TOJBKO K Y3HABaHMIO CJIOBA WJIM TPAaMMAaTHYECKOTO 00OpOTa, HO M K TMOHHUMAHHUIO IENH €ro
yrnoTpeOaeHus] B TaHHOM KOHTEKCTe, (YHKIIMOHATHHOW HArpy3KH, KOTOPOH JaHHas S3BIKOBas
equHNIA o0Iamaer.

OcCHOBHOH 11e7Tb Kypca - 3HAKOMCTBO CTYJICHTOB C COJEpXKaHHUEM NpeaMeTa SKOHOMUKH,
BKJItOYass (PUHAHCOBYIO cHCTEMY, OaHKOBCKOe [eno U (oHIoBble phIHKH. [IpenomaBaTtenu
UCTIONB3YIOT AyTEHTUYHBIE TEKCThl MO TMPEAMETY, HAalWCAHHBIMU TUIUYHBIM  SI3BIKOM
SKOHOMHCTOB, a TaK)Ke€  YIPaKHEHUS U OTPaOOTKA HEOOXOIUMBIX HABBIKOB UIS M3yUCHHS
npeaMeTa Ha aHTIIMICKOM SI3BIKE.

Nzyuenue aHTJINIICKOTO A3bIKa npenycMaTpuBaeT CHCTEMATHYECKYI0
CaMOCTOAITEJIbHYI0 PadoTy CTYAeHTOB HaJ MaTepualaMu Ui JIOTOJIHUTEIBHOTO YTCHHUS



http://irbis.amursu.ru/DigitalLibrary/AmurSU_Edition/7414.pdf
https://biblio-online.ru/book/58011023-AE25-4B27-9DA4-EC19B66B6E63
https://biblio-online.ru/book/58011023-AE25-4B27-9DA4-EC19B66B6E63
https://biblio-online.ru/book/4FA43FDB-87D8-4E1B-9150-FF87C69CEF09
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TEKCTOB MpodeccHoHanbHOM H OW3HEC TEMaTUKW; pa3BUTHE HABBIKOB CaMOKOHTPOJIS,
CIOCOOCTBYIOIIUX MHTEHCU(UKAIIMN y4eOHOTO Tpoliecca.

OCHOBHOH L€NbI0 OpraHM3alMM CAMOCTOATEIbHOW pabOThl CTYAEHTOB SIBISETCS
cucTeMaru3alusi M akKTUBU3alKs 3HAHWUM, IMOJYYEHHBIX MMH B IPOLECCE MOATOTOBKH K
IPAKTUYECKUM 3aHATUAM. CTyleHTaM CJIeyeT CTPEMUThCSA K aKTUBU3ALMM 3HAaHUM Ha 3aHITUAX
M0 IPYTUM SI3BIKOBBIM acleKTaM, B YAaCTHOCTH aHTJIMICKOMY /7Sl MPOGECCHOHAIbHBIX IIeJeH.
JomamnHsss paboTra Mo HM3Y4YEHHIO Kypca IMpennojiaraeT BHEAayAUTOPHYIO paloTy, KoTopas
BKJIFOYAET:

1. [ToaroToBKY K MPaKTHUYECKUM 3aHITHUSAM (BEICHUE CIOBAPS, TPAMMAaTHYE€CKOTO MUHUMYMA)

2. Hanmucanme nucbMeHHBIX padOT MO MPeJIOKEHHBIM TeMaM

3. [loaroroBka yCTHOTO BBICTYILUIEHUS (COOOIICHHUS, TPE3CHTALINH )

4. BpInoJHEHNE YIPAKHEHUM, HAlIPABJIECHHBIX HAa Pa3BUTHE JIEKCUKO-IPAMMAaTHUYECKUX HABBIKOB
5. IlpocnymnBanue ayauo-, MPOCMOTP BHUJIEOMATEPUAIOB U BBINOJIHEHHE COOTBETCTBYIOIIUX
3aJlaHuI

6. Utenue marepuajioB yueOHMKA, WU TOTIOJHUTEIbHOM JIUTEPATypHl 110 33JaHHON TEME

7. IloaroToBKY K TEKYIIUM TECTaM, 3a4ETYy.

Onucanue nM0cj1e10BATEIbHOCTH AeHiCTBUI CTYACHTOB

O} dexTuBHOCTH 00YyUEHUSI BO MHOTOM 3aBHCUT OT MPAaBUIBLHOM OpPraHU3alud CaMOCTOSATEIbHON
paboThL.

Paboma c mexcmamu, cocmasnenue memamuiuecko2o 210ccapus no NPOYUMAHHOMY MeKCH).

PexkoMeHnayeTcsi: HEOJHOKPATHO MPOYUTATh TEKCT BCIYyX, OTpabOTaTh TEXHUKY YTEHUS.
OOpaTuTh BHUMaHHUE HA YTEHUE TPYIHBIX CIOB (IOCIE TEKCTOB YaCTO YKA3bIBAIOTCS TPYAHbBIE
cioBa ¢ TpaHckpuniueit). CocTaBUTh TEMaTHYECKUM Ii1occapuii 0 MIPOYUTAHHOMY TEKCTY.
Buvinonnenue paznuunoeo pooa KOMMYHUKAMUBHBIX YNPAHXCHEHULL

CryneHTaM peKOMEHyeTCsl CHadaja 3arucaTh KOMMYHUKATUBHOE BbICKa3bIBaHUE (OTBET
Ha BOIPOC, epecKa3 TEKCTa, U JIp.) B MUCbMEHHOH Gopme, 3aTeM 0TpaboTaTh 3TO BHICKa3bIBAHUE
B YCTHOW ¢opme. MOXHO pEKOMEHJOBaTh CTYJEHTaM 3allMChiBaThb CBOM OTBET J0OMa Ha
MarHuTo(OH € ero MocaeyroIUM MPOCTYIINBAHUEM.

[Ipn moaroroBke oOpaTuTh BHUMaHME Ha (opmar, CTPYKTYpY, pEuUeBble KIMILE IS
JAaHHOTO 3a1aHus ((popManbHbIi-HEOPMaTbHBINA CTUJIb, MPOLEAypa U CTPYKTypa OOLICHHS U
T.IL.).

PekoMeHayeTcss BBINOJNHATH 3aJaHUE [0 YTEHHUIO JOINOJHUTEIBHON JIMTEpaTyphl
HEOOJIBIINMHU TOPLUSAMHU HECKOJIBKO pa3 B HEJENI0, TaK KaK CTYJAEHTbl HE CIIOCOOHBI MPOYNUTATh
U popaboTaTh OOJIBIION 00BEM CTPAHHULL 32 OJJMH IPUEM.

MeTtoanyecKue peKOMeHAALNHU 110 COCTABJIEHHUIO 1eJI0BOI0 MUCbMa

Crnenuduka s3pIka eI0BOM cdepbl 0OLIEHNS 3aKIIF0YAeTCsl B TOM, YTO OHA MPEACTaBIIsIeT
co00OM Takke W OINpENCICHHBIM METas3bIK JaHHOW 00JIaCTH TPEAMETHOM NESITeIbHOCTH U
00J1acTH 3HaHMSA, OTpENIeIEHHBIN Te3aypycC, PacKphIBAIOIIMI YHUBEpCAIbHOE U crenupuyHoe B
peIPUHUMATEIBCKON Cepe aHTIOA3BIYHOIO SI3BIKOBOTO KOHTHHYYMa, IOATOMY IPaBHIIBHO
MOCTPOCHHBIE CTPYKTYpPHI JIEJIOBOIO OOIIEHHUS JIOJKHBI paccMaTpUBATBCS HE TOJIBKO Kak
MOKa3aTellb OCBOCHHUS JAHHOTO pasjiena, HO M KaK Ba)KHbII KOMIIOHEHT SI3bIKOBOM CIIOCOOHOCTH
BTOPUYHOMN SI3BIKOBOW JIMYHOCTH, OAMH U3 MPHOPUTETHBIX KOMIIOHEHTOB YU€OHOM /1eATeIbHOCTH
B CHCTEME MOJATOTOBKM Oyaymiero crnenuanucta. J[emoBoe oOmieHHe B MHUCBMEHHOW (opme
OpecTaBiIsieT coO0M 0cOObI THUN JHMCKYpca, KaK »JIIEMEHT HAlMOHAJIBHOM KYIbTYpHI,
BKJIIOYAIOLIUI B ce0sl HE TOJIKO crienu(UUYecKre 3JIEMEHThI, HO U 3JIEMEHThl YHUBEpPCalIbHbIE,
XapakTepU3yloIue KOMMYHHKAaTUBHYIO MOJIENb B LeloM. D¢GPEeKTUBHOE AEI0BOE MUCHMO Ha
AHTJIMICKOM SI3bIK€ OOBIYHO HMMEeT ompeneneHHbI (GopmaT u s3bIK (cM. [Ipunokenune Neo).
CocraBinenue J1000ro Je10BOro MMCbMa Ha aHTIIMHCKOM SI3bIKE MOTUUHSACTCS OOIIMM MIPpaBUIIaM:

. Bech TekcT paznensiercst Ha ab3aibl 0€3 NCIOJb30BaHUsI KPACHOM CTPOKH.

. B BepxHem n1€BOM yIily NHCbMa YKa3bIBAETCsSl MOJIHOE MM OTIpPaBUTENS WIH
Ha3BaHUE KOMITAHUH C aJJPECOM.



. Hanee ykaspiBaeTcsi MMsl aJpecara W Ha3BaHUE KOMIAHUU, KOTOPOH MHCHMO
IpeHa3HaYeHo, a TAKXKe ee aJipec (C HOBOM CTPOKH).

. Jlata oTnpaBiieHUs] yKa3bIBACTCS TPEMS CTPOKAMU HUXKE WM B BEPXHEM IMPABOM
YTy TIHCHMA.

. OCHOBHOM TEKCT JIOJDKEH OBITh ITOMEIICH B IEHTPATBHOW YacTH MUChMA.

. ['maBHass MBICIb NMUChMAa MOXET HAYMHATHCS C TPUYHMHBI oOpamieHus: «l am
writing to you to ...»

. OOBIYHO TIMCHMO 3aKaHUYMBAETCsl BbICKa3biBaHHeM OsarogapHoctu («Thank you

for your prompt help...») u npuBercTBuem «Yours sincerely», eciii aBTop 3Ha€T UMS ajpecara u
«Yours faithfully», ecnu Her.

. UYeThIppMs CTPOKAMU HIKE CTABUTCS MOJTHOE UMsI aBTOPA U JOJKHOCTb.

. [Tonmucek aBTOpa CTABUTCS MEXKAY IPUBETCTBUEM U UMEHEM.

PaccmoTpum oopmiienne nucbMa noapoOHee:

B neBoM BepxHEM YINly CTpaHUIIbl YKa3bIBaeTCs MOJHOE MMs ajpecaTa WM Ha3BaHUE
KomraHuu. OO0s3aTebHO TPOIMUCHIBACTCS AApPEC KOMIIAHWW M THIIETCS Jara OTIPaBICHUS
nucbMa. Hanpumep:

Mr Sergey Ivanov

MUK-company

Office 35,

Entrance 4A Lomonosov Street

Moscow RUSSIA

2 May 2012

KoneuHo, eciy BbI NUIIUTE MUCEMO Ha (UPMEHHOM OJIaHKE KOMITAaHUH, TO aJIpec MHUCATh
HE HYXHO. B 3TOM cnyyae ykas3pIBaeTcs TOJIBKO HMS OTIPABUTENS, €ro JOJHKHOCTh U
NPOCTAaBISETCS AaTa.

CornacHo craHAapTy, JaTa yKa3blBaeTcd Ha TPU CTPOKM HUXKE HHPOpMAIH 00
ormpasurene. Jlata B MUCbME MPHUBOAMTCS MOJTHOCTHIO, HO TOCIIEIOBATEILHOCTh CIIEOBAHUS
DIIEMEHTOB yHUKallbHa JUIsi Kaxaod cTpaHbl. Tak, B BenmukoOpuTaHUM yKa3bIBarOTCS
J€Hb/MECSLY/TO/], KOTOpbIe He pa3zaeistorcs 3ansaTbiMu. Hammpumep: 16 December 2014.

B CHIA u Kanage mnocienoBaTelbHOCTb JIpyras — MECAL/JEHb/TOJ, NpUYeM Iepen
yKa3aHuEeM Tojla MHOTIa cTaBuTcs 3amnsitas. Hampumep: December 16, 2014.

[Tucemo cnepyer HauMHATH ¢ OPUUIMANIBHOTO OOpalleHHs, 0OCOOEHHO €CIM 3TO MEepPBOe
nuchbMoO. Bocop3ylTech OJHUM U3 MAOJIOHOB:

Hello Mr. Ivanov Dear SergeyDear Mrs./Ms. Jones — 310 ¢opmyna o(HUIMATEHOTO
oOpamieHus K KEHIINHE, €CIIM BBl HE 3HAETE, 3aMY)KEM OHa, WIIN HeT.

Dear Sir/Madam — Tak MOXHO 00paiiaThCsi K COBEPIIEHHO HE3HAKOMOMY 4YEJIOBEKY.
XOoTsa Bce CHENHMAIHNCTHI YTBEPXKIAIOT, YTO JIyYIlle BCETO Y3HATh MMs ajgpecara, 4ToObl Barie
NUCbMO HE UMEIIO XapaKTep MPOCTOM pacChUIKH.

B pycckom s3pIke TPUHATO TOCHE OOpamieHHsl CTaBUTh BOCKIHWIATENBHBIA 3HAK:
«3apaBcTByiiTe, Mapus HWBanoBHa!» OdopmieHne [en0BOro MuUchMa Ha aHTIIMKACKOM
IperoiaraeT COBCeM WHBbIE 3HaKW TpenuHaHus. [locime odunmanbHOro OOpameHust CTaBsT
3aIATyl0, @ CaM TeKCT MUCbMa HAUMHAIOT C HOBOI CTPOKH, MPOITYCTUB OJJHY CTPOKY.

Ecmu BBl oOpamaerech K BBICOKOTIOCTABIEHHOMY JIMITY, TO IOCIE OOpamieHus CIeayeT
MIOCTaBUTh JBOETOUYHUE, KOTOPOE MOAYepKUBaeT opuiraabHocTh: Dear Mr President.

Ecmu BB mummTe JaHHOMY ajpecary BIIEpBBIE, TO B Hadaje NHCbMa 00s3aTelbHO
cleflyeT MpeJICTaBUThCS, YKa3aB CBO€ IMOJHOE WUMs M JobkHOcTh. Hampumep, I am Olga
Petrenko, a Vice-president of GBH Company. — S, Onsra Ilerpenko, BuIle-TIpe3UJACHT
kommanu GBH.

Ecnu ke BBl ye MepenuchlBaINCh C JTaHHBIM aJpecaToM, TO YMECTHO MOOJIaroJapuTh
ero 3a mpenpiaymiee nocnanue. Hanpumep, Thank you for your message. Cmacubo 3a Barie
coobmenue. Thank you for your quick response. — Cnacu6o 3a Bamr OsicTpsiii orBeT. Thank you



very much for sending me the catalogue. — Bonbioe cmacu6o 3a TO, 4TO OTHPABUIU MHE
KaTaJIor.

OCHOBHOM CMBICIT IOCTaHUS PACKPHIBACTCS B TJIABHOM TeJIe MUChMa. Y MECTHO HAYMHATH
co cioB «I am writing to you to ...»

[TpaBuia opopmiIeHHs JeIOBOTO MHCbMa Ha aHTIIMICKOM SI3bIKE JTUKTYIOT CIEAYIOIIee:

. [Tucemo ciiegyeT CTPYKTYpUpOBaTh, pa3OMB Ha ab3anpl. B mmcbMe 4eTko
yKa3bIBaIOTCS MPUYHUHBI 0OpameHust. OObIYHO JOCTATOYHO TpexX ad3aleB, YTOOB! U3JI0KHUTH CBOIO
npo0iemy.

. He nomyckaercs ncnonp3oBaHue KpacHOW CTPOKH, WIIM OTCTYIIA.

. B koHIIe nchMa 0053aTeNBHO CiIeayeT 00JIaroAapyuTh ajapecara 3a MpOsBICHHOES
BHUMaHME WM 32 Oyaylee HCIIOTHEHUE Ballei MpoChObI:

Thank you for your time. Thank you in advance. Thank you for your prompt help...

B 3aBepuienue Bcero MmuchbMO CIEIyeT IMOANUCATH CISAYIOIIUM 00pa3oM: OTCTYIHB
YEThIPE CTPOKH OT OCHOBHOI'O TEKCTA, HAIMIIUTE CBOE IMOJIHOC MMS, YKKHUTE JOJDKHOCTh U
OCTaBbTE KOHTAKTHBIE NaHHbIe. Hanpumep,

Olga Petrenko

Vice-president GBH Company

Tel.: 555-55-55

E-mail: XXXXX@mail.ru.

MeToanyeckue peKOMeHIANUH M0 COCTABJIEHUI) MOHOJIOTOB M THAJIOTOB HA
HHOCTPAHHOM SI3bIKe

Coneprxanre 00ydeHHSI MOHOJIOTUYECKOI PEUr COCTOUT B OBIIQJICHUU Pa3HBIMHU BHJIAMH
MOHOJIOTA, BKJIFOYAsi BRICKA3bIBAHUS IO TIOBOAY MPOYUTAHHOTO. J[JIs1 3TOTO mpeaycMaTpuBaeTcst
pa3BUTHE CICAYIONINX YMEHHIA:

. JenaTh COOOMICHWs, COJAep)Kallie Hauboiee BaXHYIO HHGOPMAIHMIO TI0
Teme/mpodieme;

. pacckasatb 0 cebe, cBoel MpoPeCCHOHAIBHON e TETHFHOCTH;

. YMETh MOHATh Ha CIIyX pedb Ha HHOCTPAHHOM SI3bIKE MO TelIe(OHY;

. YMETh TOIEPKaTh TUAJIOT 110 TeJIe(OoHY;

. KpaTKo IepeaTb OCHOBHOE COJEpPXAaHHUE, OCHOBHYIO MBICIb MPOYMTAHHOTO WIIH
YCIIBIIIAHHOTO.

Bo-nepBbIX, pH NOATOTOBKE K MOHOJIOTHYECKOMY BBICKA3bIBAHUIO 3AMHChIBANTE TOJIBKO
KJIIOUYEBBIE CcI0Ba U ()pa3bl, a HE caM TEKCT OTBETA, TaK KakK MPOYECTh WM 3alIOMHUTH €r0 CIOBO
B CJIOBO BCE PAaBHO HE MOJIy4uTCs. Bo-BTOPHIX, HE TOBOPUTE HUYETO JIMIITHETO, YTOOBI HE TPATUTh
BpeMsl M HE BBINOJIHATH MYCTYI0 padoTy, KOTOpas BCe paBHO He OyAeT oleHeHa. B-TpeTbux,
c/ernaiiTe B CBOEM MOHOJIOTe BCTYIUIEHHUE U 3aKiIioueHHne. B-ueTBepThIX, mocTapaiiTech B MOJTHOU
Mepe PACKPBITh KaXABIH IYHKT, YTOOBI M30€XaTh JOMOJHHUTEIHHBIX BOMPOCOB. B-IATHIX,
HAcTpoOHTeCh Ha 0OO0s3aTeNbHbIE BONPOCHI, KOTOPbIE BaM MOTYT 3a/aTh OJHOKYPCHHUKH HIIU
[IpenoaaBaTeb.

MeTtoanyeckue peKOMEHAAUMH 110 CO3AAHUIO COOOIIEHH I, Pe3eHTaluil

Coobmenune, mpesenTanus (B mporpamme Power Point) npeacrasisier coboit mybnuaHoe
BBICTYIUICHHE Ha HWHOCTPAaHHOM $3bIKE€, OpPHUEHTHUPOBAHHOE Ha O3HAKOMIIEHHE, YOeKIeHUe
ciymiatesueil mo omnpezaeneHHoM TeMe-npobdiieme. ObdecriednBaeT BU3yalbHO-KOMMYHUKATUBHYIO
MOJJEPKKY YCTHOTO BBICTYIIJIEHUS, CIIOCOOCTBYET €ro 3 (HEeKTUBHOCTU U PE3yJIbTaTUBHOCTH.

KayecTBeHHast mpe3eHTaIus 3aBUCHUT OT CIIEAYIOIINUX MTapaMeTpoB:

. IIOCTaHOBKH TEMBI, LIEJIN U TUIaHA BBICTYIUICHHUS;

. OIpeesIeHUs IPOAOKUTENBHOCTH MPEACTABICHUS MaTEpUaa;

. yueTa 0COOCHHOCTEH ayAUTOPUH, aAPECOBAHHOCTH MaTepUaa;

. UHTEPAKTHBHBIX JICHCTBHI  BBICTYNAlOIIEro (BKIIOYEHHE B OOCYXJeHHE

CIIyIIaTesnei);



® MaHEpPbI MPCACTABJICHUA NPC3CHTALIUMN: CO6J'IIOI[€HI/IC 3PUTCIBHOI'O0 KOHTAaKTa C
aYHHTOpHeﬁ, BBIPA3UTCIIbHOCTD, ) KCCTUKYJIAI WA, TCIIOABUIKCHUA

. HAJIMYMA WUTIOCTpAaUWi (HE TeperpyXarolmx H300pakaeMoe Ha 3KpaHe),
KJIFOYEBBIX CJIOB, HYKHOT'O TI0JJ00pa IIBETOBOW IT'AMMBI;

. MCIIOJIb30BaHUs YKa3KHU.

CryneHTaM peKOMEHIyeTcsl IPU MIPE3EHTAllM MaTepuaa:

. HE YNTaTh HAIIMCAaHHOE Ha YKPaHE;

. 00s13aTeIbHO HEOJTHOKPATHO OCYILECTBUTD IIPEJCTABICHNUE IPE3EHTALUN JJOMA;

. NpeIyCMOTPETh MHpPOOJIEMHbIE, CIOXKHBIE JUIi TOHMMaHUS (QparMeHThl U
IIPOKOMMEHTHPOBATH HX;

. NPEJBUIETh BO3MOXKHBIE BOIPOCHI, KOTOPBIE MOTYT OBITh 33/IaHBl MO XOAY H B

pe3yJIbTaTe NPeAbABICHUS TPE3CHTALHH.

Heo6xoanuMo cie0BaTh CAEAYIOIINUM PEKOMEHTALHIM:

1. Bcerma muiaHupyiiTe CBOI0O Ipe3eHTalUI0 Ha Oymare. Y4uThIBaiiTe ee ey,
coJlep’KaHue, 3HaluTe CBOKO ayauTopuio. 2. He momemanTe BeCh CBOM YCTHBIM TEKCT Ha CIANI.
[TomHuTe npaBwiio: He Oonee 5-6 cTpoyek Ha criaiine, He Oosiee 6-7 CIOB B CTpouke. 3.
N36eraiiTe MCIOIb30BaHMs 3arJIaBHBIX OYKB JJIsi OOJIBIIOTO TEKCTAa: OHM TPYIHBI JUIS YTEHHS.
Jlue HeOousbLIME 3arojIOBKM MOXKHO MHcaTh 3arjaBHbIMM OykBamu. 4. Pasmep wmpudra
OTpakaeT BaXXHOCTb MH(pOpMALUU. 3ar0JIOBKU JIOJKHBI ObITh OOJIbIIE, YeM OCHOBHOM TEKCT. 5.
OrpanuuuBaiite TUI MWpHUQPTA U BETUUUHY OYKB OJJTHUM-JIBYMsl, COXpPAHANUTE 3TO HA NPOTSHKEHUH
Bceil mpe3eHTanuu (eciau BeiOupaete 40 Ui 3aroJIOBKOB, TO JJIsl OCTIbHOI'O TEKCTa CIEIyeT
BbIOpaTh 38). 6. Mcnonb3yiite npoctoit mpudt tuna —Times New Romanl unn —Ariall. Onu
pEKOMEHAYIOTCSl Kak HamOoiiee ontumanbHble. 7. M30eraiite tupe u nepucoB B Texcre. He
MIEPEHOCHUTE CJIOBA Ha JIPYT'yI0 CTPOUKY. DTO MpephiBaeT Bocnpusatue uHpopmanuu. 8. Eciu Ha
claiijie JaeTcsi nepeyeHb HECKOIbKUX MYHKTOB, pEKOMEHAYETCSI OPOPMIISITh UX MapKepaMu WU
HyMmepoBaThb. 9. ®paszbl B ATHX MNYHKTaxX [OJDKHBI HMMETh NapajulelbHble TI'paMMaTHYECKHE
CTPYKTYpbI (OAMH U TOT € TUIl MIPEAJIOKEHUS, OJHO U TO K€ BPEMs, YHCIIO U 3aJI0oT TJiarojia).
10. Ecniu XoTuTE BBIIETUTH KaKylO-TO 4acThb MH(OpMAllMKM B TEKCTE, HE MOJYEpKUBANTE ee, a
BBIJIETISIATE KUPHBIM MIPU(TOM WM BTOPHIM M3 OCHOBHBIX I[BETOB cnaiiaa. 11. JInuHy cTpouex
Ha KaXJOM CcJaiiie >KelaTeslibHO JenaTh OAMHakoBOM. 12. TekcT Ha criaiine He OJDKEH
npeobnagarh Haja rpadukoil. 13. BHuMaTensHO mpoBepbTe€ IPpaMOTHOCTH Ballero Tekcra. 14.
OrpanuunBaiiTe 1BeTa, MCIONb3yEeMbIE Ha cjaiiie, IByMs-TpeMsi Ha KOHTpacTHOM QoHe. 15.
Mexay TekcToM M (OHOM JOIKEH OBITh YETKUH KOHTpAcT (pEeKOMEHIyeMble COYETaHHs —
OnenHble 1BeTa A (oHa, TEMHBIE LBeTa AJs TekcTa). 16. Micnonp3yiiTe sipkue 1BeTa ajs 6osee
BaXHON uHpopManuu. Spkue IBeTa BCerja BBIACISIOTCS W MpPUBIEKAlOT BHUMaHue. 17.
JXenarenbHo MpoayMaTh LBETOBYIO TaMMy BCeil Mpe3eHTaluu, MPEX/Ie YeM BBIOMpaTh LBETA JUIS
OTIENBHBIX claiiioB. Mcnonb3yiiTe OAMH CTaHAApTHBIA MAbIOH Juis Bced Mpe3eHTanuu. 18.
[TomMHUTE 00 SMOLMOHATILHON peaKIMK, KOTOPYIO MOTYT BbI3BaTh HEKOTOpbIE IBeTa. M30eraiite
COUETaHMsI KPACHOTO M 3€JIEHOTO: OHO CO3JaeT HampspkeHue Juisd rias. 19. He meperpyskaiite
Claiii TEeKCTOM M TpaduKoi: 3TO 3arpydHseT Bochpustue. Paznenute wuHpopmanuio Ha
HECKOJIbKO ciaiiioB. 20. [Ipe3enTanuio peKoMeHayeTCsl 3aKaHYMBaTh YEPHBIM CIIAWIOM.

OcCHOBHBIE JTanbl MOATOTOBKM M IPOBEAEHHUS NPE3CHTALUU Ha AHIJIUICKOM S3bIKE
BKJIIIOYAlOT B ce0sl TOATOTOBKY, S3bIK IpEe3eHTaluH, S3bIK kecToB. Ilpu moaroroBke
BBICTYIUICHHUS CJIEyeT IOMHUTD, YTO TO CaMblil BaKHbIHM 3Tan. Bam crnenyer yoeautbes, 4ro y
Bac €CcTh BCsl HE0OX0AuMas nH(popMalus U MaTepuansl. Bam nmonagoouTcs:

. BCSl MH(OpMAIUs 110 TeMe NPE3eHTALNY;

. UH(pOpMaLKs O MECTE€ U BpEMEHU IIPOBEICHUS NIPE3CHTALINY;

. IpaMOTHO O(OPMJIICHHbBIE BU3YaJIbHbIE CPECTBA;



. KapTOYKH ISl TE3UCOB;

. HEo0Xo1uMast ISKCUKA ¥ TEPMUHOJIOTHS IO TEME MPE3CHTAIH;

. MIOMOIIIHUK, TTepe]I KOTOPHIM BbI OyJIeTe pEereTHPOBATH CBOE BHICTYIUICHHUE.

B nepByto ouepens, Bam HEOOXOIUMO O0TOOpaTh ACHCTBUTEIHHO HYXHYIO HH()OPMAIIUIO.
OTO OMOXKET BaM PAaCCUUTATh MPOJOIDKUTEIBHOCTD MPE3EHTALNHU, KOTOPasi SIBIISCTCS OJHUM H3
KJIFOYEBBIX MOMEHTOB. JlOKJal TOJKEH JIMThCSA HEe MeHee 5 MUHYT U He Oonee 20. 3a 5 MUHYT
BbI HE JIOHECETE CYTH U HE yCIIeeTe OTBETUTH Ha Bompockl. Eciu BeicTymenue qurcs 6omnee 20
MHUHYT, BBl PUCKYETE MOTEPSATh BHUMAHHE M MHTEPEC ayAUTOpUHU. Y OeIUTECh, YTO BBl TOBOPUTE
TO, YTO JCWCTBUTENBHO XOTUTE CcKa3aTb. JIro0oe OTKIOHEHHE OT TEMBl MOXXET YBECTH
ayJUTOPUIO B CTOPOHY OT CyliecTBa Bompoca. O0s3aTenbHO MOJOXKHUTE Tepea co0oi Yackl U
CJIEZITE 32 BpEMEHEM, YTOOBI HE OTKJIOHATHCS OT PETJIaMEHTA.

Bo-BTOpBIX, THCEMEHHO COCTaBbTE IUIAH MPE3CHTAIMH, 3TO TIOMOXKET BaM Jy4llIe MOHATh
JIOTUKY JOKJIaJa U TOCTYITHOCTh Mareprana. B o0mux yeprax miaH JOKEH BRITIISACTh TaK:

*BCTYIHUTEIBHOE CJIOBO;

*OCHOBHAsI 4acCTh;

*3aKIII0YCHHE;

*BOTIPOCHI.

3aTeM cieqyeT 3aHATHCS BU3yalbHBIMHU CpeacTBaMH. Ecii BBl HCHONIB3yeTe KOMITBIOTED,
yoenuTech, 4TO BBl 3HAETE, KaK IIOJb30BAaThCA HYXHBIMH BaM MporpamMmamu. lIpoBepbTe
NpaBUIBHOCTH ohopmiteHHs TabnuI ¥ TPa(UKOB U MPaBUIBLHOCTH HCIOIb30BAHHMS CIIOB.

Tenepr BBl TOTOBBI K TOMY, 4TOOBI 3ammcaTh TE3HMCHI JOKJIAAa Ha KapTodkax. He
NPUHOCHTE C COOOM Ha NPE3EHTAlMI0 TOJHBIA TEKCT BBICTYIUICHUS. JloKiax HyXHO
NpEICTaBIATh, a HE YHMTaTh. Ha KaXKAOH KapTOUKe HAMUIIMWTE MOJ3aroJIOBOK M HECKOJIBKO
KJTFOYEBBIX TE3MCOB, a Takke (hpas3bl, KOTOPHIE BBl TUIAHUPYETE MCIOIB30BATH ISl YIIPABICHUS
BHUMAaHHEM ayJWTOPHH. 3aTeM M0 XOAYy TMPE3CHTAUN 3a4UTHIBATEe TIOA3aroJiOBOK U
OOBSACHSNTE CYTh KaXKJI0TO TE3HUCA.

[lepen BBICTYyIIICHWEM cieqyeT YOEOWTHCS, HACKOJIBKO XOPOIIO BbI 3HAKOMBI CO
3HAYCHWEM HCIIOJIb3YeMbIX CJIOB, a TaKkKe NOAyMaTh Haj YIOTpeOJeHHEeM CIelHaTbHBIX
TEPMUHOB.

Hakonen, nonpocute Koro-HuOy/Jb MOCIylIaTh Ballly MPE3EHTAIMI0, YTOObI Bbl UMENN
NpeCTaBICHHE O TOM, YTO 3HAYMT BBICTYNAaTh mepen myonukoi. Ilocie 3Toro BBl MoOXKeTe
BBICTYIIUTH Mepes caMUM coO0ii.

IIpe3eHTanuio gydie BCEro HadaTh C MPUBETCTBHS ayJUTOPUH, 3aTE€M IPEJCTaBUThHCA,
O0O0BSBUTH TEMY NMPE3EHTALUU U ONPEAETUTh BpeMs JJIsi BOIIPOCOB.

1. Good morning/afternoon/evening ladies and gentlemen ... .

2.Mynameis....lam....

3. Today I would like to talk with you about ... . My aim for today’s presentation is to
give you information about...

4. Please feel free to interrupt me if there are any questions/If you have any questions,
please feel free to ask me at the end of the presentation.

Ilocne BCTYNUTENBHOIO CJOBAa IOJIE3HO O3HAKOMUTH AYJIUTOPHIO C PErIaMEHTOM
NpPE3eHTAIMH, 3TO OOJIErYUT BOCHIPUSATHE CIIyIIATeNe M CHUMET BO3MOXKHOE HANpsiKEHHE OT
MBICJIH, YTO UM MPUAETCS CIyLIaTh BacC EJbIN 1€HB!

First I would like to talk about ... .

Then I would like to take a look at ... .

Following that we should talk about ... .

Lastly we are going to discuss ... .



I would like to talk to you today about .... for ..... minutes/We should be finished here
today by .... o’clock.

OdeHb Ba)XXHO BO BpeMs BBICTYIUICHHS AaKI[EHTUPOBAaTh BHHUMAaHHE ayJWTOPUU Ha
OUYEpEeHOM ITYHKTE J0Kiana. biaronaps aTomy Bbl OyzeTe ynpaBisTh BHUMAHUEM CITyIIaTesei
¥ TIOMOTaTh UM CJIEJIOBATh JIOTUKE TOBECTBOBAHUSI.

Now we will look at ... .

I’d like now to discuss ... .

Let’s now talk about ... .

Let’snow turnto ... .

Let’s moveonto ... .

That will bring us to our next point ... .

Moving on to our next point ... .

Firstly ... .

Secondly ... .

Thirdly ... .

Lastly ... .

Ilepen TeM, kak BaM HAuYyHYT 3a7aBaTh BOIMPOCHI, HYKHO KPAaTKO MOJBECTH HTOTH
BBICTYIJICHUS. ¥ 0003HAYUTh KJIFOYEBBIC MOMEHTBI, YTOOBI ayIUTOPHH CTAJO MPEICIBbHO SICHO,
4TO BBl XOTEIHM CKa3aTb. DTHUM Bbl M30aBUTE ce0s OT JIMIIHUX BOMPOCOB U TMOBTOPHO JOHECETE
UHPOPMALIUIO IO HEBHUMATEILHBIX clymareieid. [1oJBecTd UTOTM MOXHO C MOMOUIbIO (pa3
THUIA:

I would just like to sum up the main points again ....

If I could just summarize our main points before your questions. So, in conclusion ....

Finally let me just sum up today’s main topics ....

Bo Bpems BOIPOCOB ayaUTOPHUH OYCHH BAXKHO IIOHUMAaTh, O YeM HMMEHHO Bac
cnpammBatoT. Hiwke mpuBeneHsl (pasbl, KOTOphIE BBl MOXETE HCIIOJIB30BaTh B CIydae, €Cliu
CMBICJI BOTIPOCA BaM He SICEH.

I’'m sorry, could you expand on that a little? Could you clarify your question for me?

I’'m sorry, I don’t think I’ve understood your question, could you rephrase it for me?

I think what you are asking is ... .

If I’ve understood you correctly you are asking about ....

So you are asking about ....

MeTtoauyeckue peKOMEHIAIMH IO MOATOTOBKE K BbINOJIHEHHIO MPOBEPOYHOI
padoThI

3amaveil mpoBepOUYHON pPAa0OTHI B BHICIIEM Y4YeOHOM 3aBEICHUU SIBISIETCS KOHTPOIIb
3HaHUHA CTYJAEHTOB. DTOT KOHTPOIIb MOXET OBITh TEKYIIMM MPOMEXKYTOUYHBIM WU HTOTOBBIM.
PaGora Moxxer oleHuBaTbcs MO 4-0anbHON  cHcTeMe  (KOTIUYHO»,  «XOPOIIOY»,
«YIOBIIETBOPUTENBHOY», «HEYAOBICTBOPUTEIHHO») WU MO 2-0ajUIbHON («3adeTy», «He3aueT»).
[Tpu omeHke pabOTHI KaKk HEYJOBIETBOPUTEIHHO (HE3a4eT) OHA BO3BpAIAETCsA CTYISHTY Ha
IOopaboOTKy ¢ 3aMeUYaHHsIMHU U yKa3zaHUsSMU mpernojaBatens. CTyIeHT NOJDKEH ObITh TOTOB K
TOMY, YTO Ha 3a4€Te €My MOTYT OBITh 33JJaHbI BOIIPOCHI MO COACPKAHUIO MPOBEPOYHON pabOTHI.

[IpoBepounast pabota mpeiaraeTcsi CTyA€HTaM IJis BHIPAOOTKH YMEHHS JaTh MOJHBIH
OTBET Ha BOMPOC M3y4aeMOTo Kypca, JaKOHHYHBIM, apryMEHTHPOBaHHBIM, ¢ BbIBojgaMu. Kak
MIPABHJIO, OHA BBITIONHICTCS CTYJCHTAMH OYHOTO OTJICIICHUS Ha MPAKTHUYECKUX 3aHATHsAX. Ho
MOJITOTOBKA K €€ HAIHMCAaHWI0 TPeOYeT CaMOCTOSTENFHOCTH M OTBETCTBEHHOTO OTHOIICHWUS,
CIOCOOHOCTH paboTaTrh C JUTEpaTypol Mo mpobjieMe, 3HAHUS TEOPUHM BOMPOCA, OCHOBHBIX
TEOPETHYECKUX IMOCTYJIAaTOB. BapuaHT paboThl BeIOMpaeTcs cTyaeHTOM. PaGora moimkHa OBITH
rpaMoTHO  OodOpMIIEeHa, JIUCTBI  TPOHYMEPOBAHBI,  BOCIPOU3BOJUTH  CTPYKTYpYy |



MOCJIEIOBATEILHOCTh 3adaHuil. B muchbMeHHOW paboTe HEOOXOAMMO OCTaBIATH MO IS
3aMEYaHui TMperoaBaTels U JalbHEHIell MOArOTOBKH K COOECEJOBAHUIO MEpe]] €€ 3alIUTOM.
VYcnemHoe BBIMOMHEHHE pPabOThl  yUYUTHIBACTCS NPU  BBICTABICHUM 3aUETHOH  OICHKH.
[TpoBepounas paboTa MOKeT OBITH B JOPME TECTOBBIX 3a/IaHUH.

MeTtoauyeckue peKOMeHAAlMH 110 NOATO0TOBKE K TeCTOBBIM 3aJaHUAM

TecroBble 3amaHus NpeAHA3HAUYEHbl U1 NPOBEACHMSI TEKYIIEIO M IPOMEKYTOYHOI'O
KOHTPOJISI YCBOCHUS COJIEPKAHMS JUCHMILIMHEL. Mcrmonp3yroTes cienyromue (GopMbl TECTOBBIX
3a/laHui: OTKPBITasl, 3aKpbITast (C BBIOOPOM OJHOIO WJIM HECKOJIBKMX IPABUIBHBIX OTBETOB), Ha
YCTaHOBJIEHHE COOTBETCTBUS U IIOCIIEA0BATEIBHOCTH, HA JOIOJIHEHUE.

IIpy BBINOJHEHUM TECTOB CTYIEHTY, MNPEXKAE BCEro, PEKOMEHAYETCS BHHUMATEIBHO
IPOYUTATh 33JaHHUE, OTBETUTh Ha BONPOC, YTO HEOOXOAUMO caenarb. YToObl NpaBUIBLHO
BBINOJIHUTh 3a/laHU€ 3aKpbITOH (OpMbl (OTMETUTh OJMH WIM Oojee IMpaBUIbHBIX OTBETOB),
HE00X0/IMMO MPOYUTATh TECTOBOE YTBEPXKIECHUE U B IPUBEICHHOM CIIUCKE OTMETUTh CHayaia Te
OTBETHI, B KOTOPBIX CTYJIEHT YBEPEH, U ONPENEINUTh T€, KOTOPbIE TOUHO SBJISAIOTCS OIMIMOOYHBIMH,
3aTeM ellle pa3 MPOYUTaTh OCTABIINECS BapUAHTHI, IOAYMaTh, HE SBJSIOTCS JIU €I1e KaKue-To U3
HUX NPaBUWIbHBIMU. BajkHO HOYMTaTh BapHaHThI OTBETOB /10 KOHIA, YTOOBI Pa3InUUTh OJIM3KUE
1o (hopMme, HO pa3HbIe 110 COAEPIKAHUIO OTBETHI.

IIpu mnpoBeneHHMM TECTUPOBAHUS B AayAUTOPUU HE JOMYCKAETCS MCIIOJIb30BaHHE
CTYACHTaMH y4eOHUKOB U y4eOHO- METOJUYECKUX MOcOoOuH, cpeacTB MoOWIbHON cBsizu. Ilpu
HECOONIOZICHUN  CTYJACHTaMU  IpPaBWI  INPOXOXAECHUS  TECTUPOBAHMs,  TECTHPOBAHUE
IpeKpalaeTcs.



