MeToau4Hi pekoMeHaanil 3 CAaMOCTiiiHOI pOOOTH CTY/IE€HTIB 3 ONIAHYBAHHS
HABYAJIBHOI0 MaTepiaay 3 HAaBYAJBHOI JUCHUILIIHN «OCHOBH JiJI0BOI
KOMYHIiKamii»

CamocrTiiiHa poOoOTa CTyJIeHTa € OCHOBHHM BHJIOM 33aCBO€HHS HAaBYAJIILHOTO MaTepiany y
BUJIbHHIA BiJ] ayIMTOPHHX 3aHATh 4ac. 3MicT CPC 3 KOHKPETHOT MUCIUILTIHA BU3HAYAETHCS POOOYOI0
HABYaJIBHOIO MPOrPAaMOI0 3 L€l JUCHUIUTIHY, HAaBYAIbHO-METOIMYHUMHU MaTepialaMu, 3aBJaHHIMU
Ta BKa3iBKaMH BUKJIa/1a4a.

3 HaBuanbHOI AUCHUILUTIHU «OCHOBH JIIOBOI KOMYHIKallii» camMOCTiiiHa poOoTa CTyIeHTIB
nepeadayae:

e OlaHyBaHHS JICKIIITHOTO MaTepiany;

® CcaMOCTiiHE BHBYEHHS TEOPETHYHUX MUTaHb NPOTPaMHM, IO BHHECEHI HAa CaMOCTiiHE
BUBYCHHS;

¢ poboTa 3 peKOMEHIOBAHUMH BiJleOMaTepiaiaMy 3 TEMATUKU AUCIUILTIHY;

® [TIITOTOBKY JI0 HAIIMCAHHS MOTOYHHUX TECTIiB Ta MOJIYJIbHOT KOHTPOJILHOT pOOOTH.

TeopeanHi NUTAHHA, IO BHHECEHI Ha caMOCTiliHe BUBUEHHS:

1. KynbeTypa ainoBOro CHiJIkyBaHHS.

CyuacHa 1is10Ba aHIJIOMOBHA KOMYHiKkanis. KynpTypa MOBIIEHHS 1 MOBHUX HOPM

MogsHa cutyaris Ta ii ckiagoBi. CTpyKTypa MOBHOTO aKTy Ta MOBHa cTpaterisi. Etanu ta

KOMITIOHEHTH

YcHa ¢opma IiT0BOT KOMYHIKaIIii.

MexaHiyHi KaHAIH YCHOTO JA1IOBOTO CIUJIKYBaHHS.

[TucerMoBa JiTOBa KOMYHIKAITis.

AsroGiorpadis. Pesrome. Xapakrepuctuka. PekoMenaniiHuii auct

Enextponna kopecrionaeHItis (dpakcu, email)

KynbTypa mMixkocobucticHoro cruikyBanHs. [1yOmiunuii BucTyn

0. liajor KyJibTyp B KOHTEKCTI J1JIOBUX IEPETOBOPIB.

11. Jlekcuko-rpamMaTUyHi, CTHJIICTUYHI Ta CHHTAKCHUYHI XapaKTePUCTHKU KOHTPAKTY,
cneurika Horo nepexany.
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PexomengoBana Jiteparypa:

1.A.I'. l'ynmansH JlinoBa aHTIOMOBHA KOMYHIKallisi: HaBd. mocioHuk / A.I'. I'ynmanss, FO.M.
[Tnerenenwka, O.M. Jluatap. — K. : HAY, 2016. — 128 c.

2. Ghauri U. International Business Negotiations. — N.Y.: Elsevier Science & Technology,
2003. — 531 p.

3. Guffey M.E. Business Communication: Process and Product (with Info Trac). — N.Y.:
South-Western College Pub, 2005. — 688 p.

4. Bacunnwesa JI. JlenoBas nepenucka Ha aHIJIMHCKOM si3bike. — M.: Abpuc-tipecc, 2004. — 352
c.

5. Ianexa FO.I. [linoBi KOHTAaKTH 3 iHO3eMHUMH nHapTHepamu / HaBuaiabHO-TpakTUUHUI
mociOHuk 1y 06i3Hecmena. — K.: Bug-so €YPIMB, 2004. — 282 c.

Bineo 3 TeMaTukm Kypcy, peKOMeH/10BaHi 1JIsl eperisay:

1. Common errors made in Business Writing ( Business Emails & Letters)

https://www.youtube.com/watch?v=86SI__brKOc

Every Meeting Ever https://www.youtube.com/watch?v=K7agjXFFQJU

3. How To Write A Really Good Resume - Sample Resume Template
https://www.youtube.com/watch?v=a-B60HpECUA

4. Lights, Webcam, Action — Impress with these Videoconferencing Etiquette tips!
https://www.youtube.com/watch?v=tfH7--SgHWE

no



http://www.ecampus.com/newbk_searchresult.asp?qtype=author&qsearch=Ghauri
http://www.ecampus.com/newbk_searchresult.asp?qtype=author&qsearch=Usunier
https://www.youtube.com/watch?v=86Sl__brKOc
https://www.youtube.com/watch?v=K7agjXFFQJU
https://www.youtube.com/watch?v=a-B6OHpEcuA
https://www.youtube.com/watch?v=tfH7--SgHwE
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39.

5. Telephone English - Telephone English Vocabulary - Business Phone Conversations
https://www.youtube.com/watch?v=_CISI10eJ8Q

6. Writing a letter of request in English | | UPV
https://www.youtube.com/watch/FmJoOiZUfIM

IInTanua AJist CAMOKOHTPOJI0
IlepeBipTe cede

Give the definition to the notions “communication” and “business communication”.
Differentiate between General English, English for Specific Purposes and Business English.
Specify their main focuses.
Specify the stylistic peculiarities of documents taking into consideration the formality or
informality of style. Draw examples.
Specify the grammatical peculiarities of documents taking into consideration the formality
or informality of style. Draw examples.
Define the structure and particular features of a business letter.
What are the main business letter formats? Outline their main features and differences.
What punctuation rules must any successful business letter writer follow?
Specify the difference between chronological and skill-based résumés?
Provide a section-by-section information of a résumé letter.

. What are common mistakes in a résumé letter?

. What are the requirements to writing a good Curriculum Vitae?

. Differentiate between the résumé and CV?

. Specify the advantages and disadvantages of oral business communication.

. Give the definition to the non-mechanical oral communication types. Name them.

. What aspects does preparation to speech include?

. What types of presentation can you remember?

. Specify meeting and its types as a kind of oral business communication.

. Clarify advantages and disadvantages of telephonic conversation as mechanical oral

business communication type.

Draw examples of useful standardized patterns while beginning, following and ending the
telephone conversation.

What is video conferencing? Define its types.

Name all the possible ways of positive video conferencing application?

What can be the purposes of writing a letter of request? Define its types.

Indicate the specific features of inquiry/order letters.

What types of replies do you know?

What is an acknowledgement letter? What kind of information should it contain?
Define the follow-up letter. When is it written?

What is a confirmation letter?

When do businesses use remittance letters?

Provide referral letter format tips.

Why is it important to write refusal letter? What tips does one have to follow, writing it,
bearing in mind psychological aspect of such a letter?

Why is stopgap letter of importance in business correspondence?

Indicate the types of social business letters and occasions for their writing.

How should be a proper congratulation letter written?

Provide some tips for writing letter of condolence.

What does the abbreviation R.S.V.R. in invitation letters stand for?

What is the announcement letter? When and how is it written?

When one should write a letter of apology?

What are the categories sales letters may be broken down?

What should be the specific features of direct mail letters?


https://www.youtube.com/watch?v=_CISlIOeJ8Q
https://www.youtube.com/watch/FmJoOiZUflM
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What information does retail sales letter contain?

What are the reasons for writing public relations letters?

Specify the important characteristics of non-verbal communication.
Give the definition to the term Contract.

Distinguish the types of contracts. Give their definition.

When is the force majeure case not compensated?

What are the incoterms?

Specify stylistic peculiarities of a contract.

Specify grammatical peculiarities of a contract.

What are the types of reports?

Specify formal and informal writing style characteristics of reports.
What is the report’s structure? What are the report’s formats?
What is a run-on sentence? Give the example.

What is a comma-splice sentence? Give the example.

What is the role of parenthetical expressions?

In what cases is semicolon used?

When do we use colon?



