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I. 3AT'AJIBHI TOJIO’)KEHHSA

Meta BUBYEHHSI I[I/ICIII/IIIJIiHI/I.

PoGoua mporpama pgucuuiutinm  «lHO3eMHa MOBa  CHEIIAJIBHOCTI»
po3pobiieHa 11 3100yBadiB BHINOI OCBITH, SIKI HABYAKOTHCS 3a CHEIIAJIbHICTIO
073 «MeunemxmenTy». HaBuanpHa aucioumuiiga «lHo3eMHa MOBa CHEIIAJIBHOCTI» €
HEBI1Jl'EMHUM CKIIQTHUKOM HABYAJIBHOTO poIiecy 3 M1TOTOBKH
BUCOKOKBaTi(IKOBaHMX (PaxXiBI[IB YMPaABIIHCHKUX CHEIIAIBHOCTEH B YMOBax
po30y/IOBM PUHKOBOI E€KOHOMIKM B YKpaiHi, pO3MUPEHHS MIXKHAPOIHUX
€KOHOMIYHMX 3B’s3KIB YKpaiHu, T'yMmaHi3aili Ta rymaHiTapu3anii HalllOHaJIbHOI
BUINOI OCBITH. OCHOBHE MPHU3HAYEHHS 1HO3EMHOI MOBHM SIK MHPEAMETHOI Tay3i
BUIIIOi OCBITU MOJSITA€ y CIPHUSHHI B OBOJIOAIHHI 3700yBayamMu BHIINOi OCBITH
HAaBUYKAMH Ta BMIHHSIMHM KOMYHIKAIlIi B yCHIN 1 TUCbMOBIHM (hopMax BiAMOBITHO A0
MOTHBIB, LIJIEH 1 COL[IaIbHUX HOPM MOBJIEHHEBOI MOBEAIHKM y THIOBHUX cepax i
CUTYaIlISX 1HIIIOMOBHOTO CI1JIKYBaHHS.

Meta HaBYaHHS 1HO3€MHOI MOBH CIELIAJILHOCTI Y HEMOBHOMY BHIIIOMY
HAaBYAJIbLHOMY 3aKijiaJii moJyisrae y QopMmyBaHHI y 3700yBadiB BHIINOi OCBITH
KOMYHIKaTUBHOT KOMIICTEHIli, ©0a3010 s SKOi € KOMYHIKATHBHI YMIHHS,
chhopMOBaHI Ha OCHOBI MOBHUX 3HaHb 1 HABUYOK. BUBUEHHS IHUCIUILIIHU
«]HO3eMHa MOBa CIEIIIaJBLHOCTI» Ma€ 3a0e3MeYUTH MPAKTUYHE OBOJIOMIHHS
3M00yBaYaMy BHUINOT OCBITH J1JI0OBOIO MOBOIO; (DOpMYyBaHHS y HUX HaBHYOK Ta
BMiHb BEJICHHSI JIJIOBOTO JTUCTYBaHHS, MIEPETOBOPIB; HAOYTTs 3100yBa4aMy BHIIO1
OCBITU BMIHHS aHaJi3y Ta CKJIaJaHHS KOMEPIIMHUX JOKYMEHTIB Ta KOHTPAKTIB;
dbopMyBaHHS BMiHb CKJIQJaHHS aHOTAIlli Ta pedepyBaHHS HAYKOBOI JIiTEpaTypH 3a
¢axoM  1HO3EMHOIO  MOBOI;  TOIVIMOJIEHHS  PO3YMiHHS  1HIIOMOBHHX
COIIIOKYJIBTYPHUX peaiiil, crnpusiHHi (OpMyBaHHIO 3700yBadiB BHUIIOI OCBITH
MOBHO1, MOBJICHHEBOI Ta COLIIOKYJIbTYPHOI KOMIIETEHTHOCTEH.

Ilpakmuuna mema HasuanbHo20 npoyecy B Mexax Kypcy «IHozeMHa mMoBa
CHEIIaIbHOCTI» MoJjsrae y popMyBaHH1 y 3700yBaviB BUINOI OCBITH mpodeciiiHo-
KOMYHIKaTUBHOIO KOMIIETEHIII€10. BOHM MaioTh OBOJOMITH MOBJIEHHAM Ha PiBHI
MpOTrpaMHUX BUMOT (Ha piBHI IMpodeciiHOi KOMYHIKaTUBHOI JOCTaTHOCTI), TOOTO
OyTH 3IaTHUMHU 1 TOTOBHMH peajli3yBaTH OJIEp>KaHy MiArOTOBKY B CBOil MailOyTHIM
MPaKkTHYHINA JisUTbHOCTI. PiBeHb BOJIOAIHHA 1HO3EMHOIO MOBOI Ha KiHEIlb
HABYaHHS Y HEMOBHOMY BHIIIOMY HaBYaJIbHOMY 3akjajl BiJMOBijae piBHIO B2
3T1JIHO 13 «3arajJbHOEBPONEUCHKUMHU PeKOMEHJAIISIMU 3 MOBHOT OCBITH: BUBYEHHS,
BUKJIQJIAHHS, OI[IHIOBAaHHS.

KinueBi komyuixamueni yini HaBYaHHS 3700yBadiB BHINOi OCBITH 3
1HO3€MHOT MOBHM B BHILIOMY EKOHOMIYHOMY HaBYaJIbHOMY 3aKjajl IOBHHHI
BKJIFOYATH HACTYITHE:

- 3IaTHICTb JI0 TPAHCMICI1 J1AJIOTTYHUX 1 MOHOJIOTIYHUX YCHUX MOBIAOMIIEHD Y
cdepl 3araIbHOHAYKOBUX Ta PO ECIHHUX TEM;

- 37aTHICTH JI0 PeIeNIlii YCHOI0 MOHOJIOTIYHOTO 1 J1aJIOT1YHOTO 3HAKOBOTO
MPOAYKTY Y cepi 3aralIbHOHAYKOBUX Ta MPO(ECIiiHUX TeM 31 3JaTHICTIO PO3yMITH
MPUPOTHE MOBIICHHS HOCISI MOBHU;



- 3JIaTHICTh 10 TpaHc(opMarii MUCbMOBHX TIOBIJOMIICHb, IOCTATHS IS
npodeciiftHoi Ta 0COOMCTOT KOMYHIKAITii,

- 3JaTHICTh JO peUenuii MNUChbMOBUX TMOBIJIOMJIEHb, JOCTaTHS IS
aJIcKBaTHOTO PO3YMIHHS 3araJibHOMOJITUYHOIO, 3araJibLHOHAYKOBOTI'O, HAyKOBO-
MOMYJIIPHOTO Ta HAYKOBO-TEXHIYHOTO BY3bKOTIPO(ECIITHOTO XapaKTepy.

InozemHa MoBa crneniaJbHOCTI € 000B’SI3KOBOIO TUCHUILIIHOIO.

Pe3yibTaT BUBYEHHSI HABYAJIBLHOI IUCHMILIIHM, i MiCle B OCBITHBOMY
npoueci.

Pe3ynbraToM BHBUYEHHS HaBYAIBHOI JAWCIUIUTIHK JIJII OCBITHBOI MPOTPaMH
«MeHeKMEHT opraHizaiiii» € GopMyBaHHS KOMILJIEKCY KOMIIETEHTHOCTEI:

- iHTerpajibHa KOMIETEHTHICTb: 3JaTHICTh  PO3B’SI3yBaTH  CKJIAJHI
crelianai3oBaHl 3ajayl Ta MNpakTU4YHI NpodiemMu y cdepi MEHEIKMEHTY, SKi
XapaKTepU3yIThCS KOMIUICKCHICTIO 1 HEBU3HAYEHICTIO YMOB, IO Mepeadadae
3aCTOCYBaHHS TE€OPii Ta METO/IB COIIAIbHUX Ta MOBEAIHKOBUX HAYK.

- 3arajibHi KOMIIETEHTHOCTI:

3K 7. 31aTHICTh CHUIKYBaTUCS 1HO3EMHOIO MOBOIO.
3K 13. [{inyBaHHs Ta ToBara /10 pi3HOMaHITHOCTI Ta MyJIbTHKYJIHTYPHOCTI.
3K 14. 3naTHiCTh MpanoBaTH y MI)KHAPOJHOMY KOHTEKCTI.

- cnemiaJbHI KOMIIETEHTHOCTI:

CK 11. 3gaTHICTh CTBOPIOBATH Ta OPraHi30BYBaTH €(PEKTUBHI KOMYyHIKaILlll B

poLEect yIpaBIiHHS.

3a3HaueHi MPOrpaMHi KOMIIETEHTHOCTI MOXYTh OyTH cpopMOBaHi 3a YMOBHU
dbopMyBaHHS TaKuUX CYOKOMIIETEHTHOCTEW: 30KpeMa MOBHOi (JIIHI'BICTUYHOI),
COITIOJIIHTBICTUYHO1, TparMaTUYHO1.

KoMyHikaTBHA MOBHA KOMIIETEHTHICTh (DOPMYETHCS 3 OMOPOI0 HAa HU3KY
cybromnemenmuocmel,

Moena  (ninesicmuuna) cyokomnemenmuicmes — 3a0€3MeUy€  OBOJIOMIHHS
3100yBauaMy BUINOi OCBITU MOBHHMM MaTepiajioM 3 METOI0 BUKOPHUCTAHHS HOTO B
YCHOMY 1 TUCEMHOMY MOBJICHHI.

Coyioninesicmuuna cyokomnemenmuicmes 3a0e3nedye (OpMyBaHHS YMIHb
KOPUCTYBATHUCSl Y MPOLECI CHUIKYBAHHS MOBJICHHEBUMH peaNiSIMU (3pa3KaMH),
OCOOJIMBUMU TpPaBUJIAMU MOBJICHHEBOI MOBEAIHKH, XapaKTEPHUMH ISl KpaiHW,
MOBAa SIKO1 BUBYAETHCS.

llpaemamuuna cybkomnemenmuicms TOB’sI3aHa 31 3HAHHSIMU MPUHIIUIIB, 32
SKUMHU BHCIJIOBJIIOBAHHS OPraHi30BYIOTHCS, CTPYKTYPYIOThCSI, BUKOPUCTOBYIOTHCA
JUIS  3AIMCHEHHS KOMYHIKAaTMBHUX (YHKIH Ta Y3TO/KYIOThCS 3TIIHO 3
IHTEPAKTUBHUMHU Ta TPAHCAKTUBHUMH CXEMAaMH.

IIporpamHui pe3yJbTaTH HaBYaHHS 3700yBayiB 3 HABYAJIBHOI AUCIUILIIH
«IHO3eMHa MOBa CIIEIIAIBHOCTI» Mepen0avyaroTh (OpMyBaHHS BMIHHS

[TPH 13. ChinkyBatuch B YCHIM Ta NMHCHMOBIN (OpMi JEpKABHOKO Ta
1HO3€MHOIO MOBaMH.

I[IPH 15. [emoHCTpyBaTH 3AaTHICTh IIATH COLIAJBHO BIJAMOBIJAIBHO Ta
IrPOMAJICbKO CBIJIOMO Ha OCHOBI €TUYHUX MIpKyBaHb (MOTHBIB), IOBary o0
PI3HOMAaHITHOCTI Ta MIXKKYJIBTYPHOCTI.



MikaucuuniiHapHi 3B’ I3KH.
[Iporpama ymopsiakoBaHa BIAMOBIAHO JI0 aHOTAIlli  OCBITHBO-TIPOQECIHHOT
nporpaMu MiArOTOBKU OakaniaBpiB, BUKIaAaeThes npotsarom IV kypcey (8 cemectp),
0a3yeThCsd Ha BUBYEHHI TaKMX HOPMATUBHHUX JUCHUIUIIH, siIK «[HO3emMHa MoBa
npogeciiHoro cupsAMyBaHH, «AIMIHICTPATHBHI MOCIYTH», «Jlep:kaBHa ciyx)Oa»
Ta 1H.

[HO3eMHa MOBa CHEUIAILHOCTI € 3HAPSAISAM Mpalll cydyacHoro ¢axiBus y
chepax ekOHOMIKM, OI3HECY Ta HapoAHOTO rocmogapctBa. OnepikaHi 3HAHHS
MOXYTh OyTHM BHKOpPUCTaHI B TIpOLECl MOJAJIBIION0 HAYKOBOTO IOIIYKY,
MITOTOBKA IHAMBIAyaIbHUX poOOIT, JoOmOoBijAeH, pedepariB Ta cTaTed 3a
CHEIlabHICTIO, aHOTYBaHHS HAYKOBUX CTAaTE; Jisl BEICHHS JIJIOBOTO JIMCTYBAHHS
a00 MmeperoBopiB B MOJANBIIINA poOOTI 3a (haxoM; Mija yac aHaizy abo CKIIaJaHHs
KOMEPIIIHHOT TOKyMEHTAIlli Ta KOHTPAKTIB; B MPOIECI BUKOPUCTAHHS CyYaCHHX
3ac00iB JIJIOBOTO CHUIKYBaHHS. B mporieci BUBUEHHS NUCHMIUTIHA MPOTPAMOIO
nependayeHo  MOTIMOJICHHS  JIHTBOKPAiHO3HABUOI  Ta  COIIOKYJIBTYpPHOI
KOMIIETEHLIM 3700yBayiB BHUIIOI OCBITH, W10 JIONOMOXE YCYHYTH Oap’epu
CHUIKYBaHHS 1]l YaC MIXKKYJIbTYPHOI KOMYHIKAIIIi.

O6csar muctumutian (kpeautiB EKTC): 6 kpenutiB — 180 roaun, 90 rogunu
NPaKTUYHUX 3aHATh, 90 TOAMH caMOoCTIHOI poOOTH 3100yBayiB BUILOI OCBITH.

Kpurepii oniHloBaHHS pe3y/ibTATIB HABYAHHS.

PiBni 3a KpuTepii oninropanus
KOMIIETEHTHOCTi IIKAJIOK0
ATEY
1 2 3
Bucoxuit 90-100 Mae oOrpyHTOBaHI Ta BCeOiuHI 3HaHHSA 3 AMCUUILIIHK «[HO3eMHa
(moCmi THUIIBKHIA) MOBa 3a mpodeciiHUM CHpSIMyBaHHIM», BMI€ y3arajbHIOBaTH Ta

CUCTeMaTu3yBaTH HaOyTi 3HAHHA; CAMOCTIMHO  3HAXOIMTh
JIOJIATKOBI JKepena iH(opmallii Ta MOkKe BU3HAYUTH X HOBU3HY Ta
aKTyaJIbHICTh; BUKOHAaHY€ 3aBJaHHSI Yy TIOBHOMY 00cs3i 3
MIiHIMAJIBLHOK KIJBKICTIO TOMHJIOK 1 HETOYHOCTEH, IO CBIiIYHMTH
IIpO: JOCKOHAIE 3aCBOEHHS MaTepialy; BiAMIHHE BOJOIIHHS
MOBJICHHEBIMH HaBUYKAMH; apTyMEHTOBAHE i JIOT19HE BUKJIAICHHS
3MiCTy B yCHili / MUCbMOBI# (hopMi; BiJIbHE ONEpyBaHHs TepMiHAMHU
W TOHATTSAMH; BUSBJICHHSA TBOpPUYMX 37I0HOCTEH Yy mporieci
3aCBOEHHS Ta KOPUCTYBAHHS iHO36MHOIO MOBOIO

JocTaTHii
(gacTkoBO-
TONITYKOBHUH )

82-89

Hobpe Bomojie TEOPETUYHUM MaTepiajioM, MPOSBISE HILIATHBHICTD Y
MiATOTOBII [0 3aHSATh, HAJICKHMM YHHOM Ta B IMOBHOMY 00cs3i
BHKOHY€ 3aBJaHHSA, 110 MICTUTh OKpeMi (JIEKCH4YHI / rpaMaTH4Hi /
CTHITICTHYHI / opdorpadidni / GOHETHYHI) TOMUJIKH, IO CBIIYUTH
mpo: no0pe BOJOJiE€ TPAKTUYHMMU HaBUYKAMH Ta BMIHHSMU;
apryMEHTOBaHO # JIOTIYHO pO3KpHWBAa€ OUIBIIICTE OCHOBHHUX
MOJIOKEHb TEMU; BUSBIISIE PO3YMIHHS CYTHICHOTO 3MICTY TOHSTH;
Jla€ aJeKBaTHI 3a 3MICTOM Ta JIHTBICTUYHHM O(OPMICHHIM
BIJMOBI/I HA IIOCTABJIEH] [TUTAHHS.

75-81

Bonozaie BHU3HAYCHMM TPOrpaMo0 HAaBUYAIBHAM MaTepiajioM; B
MMOBHOMY 00Cs131 BUKOHYE 3aBJIaHHS, II[0 MiCTUTh OKPEMi MTOMUJIKH,
Jla€ aJeKBaTHI 3a 3MICTOM Ta JIHTBICTHYHHM O(OPMICHHSIM
BIIMOBiAl HA TOCTABJIEHI IUTAHHS.
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HenorHicTio BHKOHAy€ 3aBOaHHS / 3aBIAHHS, SKE MICTUTH NEBHY
KUTbKICTh TIOMITHUX TIOMHJIOK Vy 3MIiCTi Ta BepOaltbHOMY
odopMIIeHi, 110 3arajoM CBIAYUTH MPO: PIBEHb IHIIOMOBHUX 3HAHb,
c(OpPMOBaHICTh MOBJICHHEBUX HABHYOK, SKi 3aJ0BOJBHSIOTH
MiHIMaJIbHI KpHUTEpii; BiACYTHICTH PO3YMIHHS 3MICTYy OCHOBHHX
MOHSTh, ITIOTaHE BOJIOJIHHS TEPMIHOJIOTIYHHM amnapaToM TEMHU;
HEJIOCTATHHOIO MIpOI0 BHUSBJICHY AaKTHUBHICTh B KOMYHIKATHBHHX
CUTyalisX Ta HEHAICSKHY CTAPaHHICTh Wi dYac BHUKOHAHHSA
IHAMBIIyallbHUX 3aBJaHb 1 CaMOCTIHHOT pOOOTH; BIJCYTHICTh
TBOPYOr0 MiIXOMy B OIMAaHYBaHHI 3MICTY IUCHUILIIHH, MEPEBAKHO
PENPOIYKTUBHUHN XapaKTep HaBYaIbHOI poOOTH).

OsHalioMJIcHHH 3 HaBYAJbHUM MaTepiajoM, BIATBOPIOE HOro Ha
PEIpOAYKTHBHOMY piBHi; BHKOHY€ eICMEHTapHi 3aBJaHHS 3a
3pa3KoM.

OszHalioMJIcHHH Ta BIJTBOPIOE HaBYAJIBHHWHA MaTepial Ha piBHI
OoKkpeMHuXx (hakTiB, HCBUKOHAHE 3aBJaHHS / 3aBIaHHS, 10 MIiCTHTh
BEJIHMKY KUIBKICTh CYTTEBHX IOMWJIOK, IO B LIJOMY CBiIYHUTH IPO:
OBOJIOJIIHHSI TIPOTPaMHHMM MaTepiajJoM Ha piBHI €JIEMEHTapHOTO
PO3MI3HAHHS; BIACYTHICTh CHCTEMHOTO PO3YMIHHS CTPYKTYPU MOBH
Ta CHOPMOBAHMX MOBIICHHEBUX YMiHb 1 HABHYOK, ITOBEPXOBE
PO3YMIHHS 1 MMOSICHEHHS 3MICTY IOHSTh, TEPMiHIB, OKPEMHX TTUTAHb,
SIK1 PO3MIISIANINCS; TMACUBHICTD i Yac 0OrOBOPEHHS MUTaHb TEMHU
Ha ayIUTOPHHUX 3aHATTAX; BIJCYTHE BHKOHAHHS 3aBIaHb IS
CaMOCTiHHOiI poOOTH.

EnemenTapuuit 69-74
(penpoiyKTUBHUI)
60-68
Huzbkwid 35-59
(pparmenrapHuii)
1-34

O3HalloOMJICHHI 3 HAaBYAIBHAM MaTepialioM Ha PiBHI po3Mi3HABaHHS
Ta BIATBOPEHHS OKpeMHX (hakTiB.

Pe3yanaT BUKOHAHHS CKBaMeHaI_III/IHI/IX 3aBIaHb OHIHIOETBC}I 3 ypaxyBaHHSIM
pe3yanaTlB y cmiBBigHomeHH1 80:20, ne 80 — MakcuMaibHa OI_IIHKa 32 BUKOHAHHSA
eK3aMeHarliiHoro 3aBaanHs, 20 — pe3yJbTar MOTOYHOI YCHIHIHOCTI BIIIOBITHO IO

LIKAJIA IIEPEBO/Y [OTOYHOT POOOTH /Ul BpaXyBaHH 1i PH ITiACYMKOBIM OLIHIII.

SIKIo 3a pe3yiabTaTaMy IOTOYHOI YCIIIIHOCTI CTYACHT aKkyMmysroe 75 Gaiis
ta/abo Oinblle, OIliHKA 332 €K3aMEH MOXKE OYTH BHCTaBJIEHA TAaKOMY CTYJIEHTY 3a

pe3yabTaTOM MOTOYHOI YCHIIIHOCTI.




OO0cHAr TMCHUILIIHA B KPEIUTAX TA Oro po3noaij
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Unit 1. Applying for a Job in Management. 9 6 3
The Adverb.
1. Looking for a Types of adverbs. 3 2 1 | VYO, I3,
manager’s job. Adverb and word 13, T3, P
Application form. order.
Adverbs of
frequency, time,
place and manner.
2. Layout and content of | Adverbs of 3 2 1 | VYO, I3,
the application form. probability and T, I3, T3,
completeness.
Connecting
adverbs
3. Tips for successful Comparison of 3 2 1 | VYO, I3,
application. adverbs. Adverbs T, 13, T3,
of degree.
Adverbs vs
adjectives.
Unit 2. Resume. Curriculum Vitae. 12 8 4
The Preposition. The Numeral.
4. Preparing a resume, | The Preposition. 3 2 1 | YO, I3,
CV of a manager. | General form and 13, T3
Preparing a cover letter. | use. Prepositions
of place.
Prepositions of
movement, of
time.
Prepositional
phrases.
5. Job interview. The Numeral. 3 2 1 |VYO, II3,
Cardinal Numbers T, 13, T3
6. Guidelines for a Ordinal numerals. 3 2 1 | YO, I3,
successful interview. T, 13, T3




7. DOs & DON’Ts for Telling the time, 3 2 1 |VYO, II3,
job seekers. dates, telephone 13, T3
numbers,
addresses.
Unit 3. Business letters. 16 8 8
The Sentence.
8. Business letters: Word formation: 4 2 2 | VYO, II3,
general notions. prefixes and 13, T3,
suffixes: JK
productive and
unproductive.
9. Business letters: The Sentence 4 2 2 | YO, II3,
layout. (simple / T, 13
compound/
complex,
extended/
unextended).
10. Business letters: The Subject. The 4 2 2 | YO, II3,
clichés. Predicate. The T, 13, T3
Obiject.
11. Types of Business The Attribute. 4 2 2 | YO, II3,
letters. The Adverbial T, 13, T3
Modifier.
Unit 4. Business letters: general notions. 15 10 5
The Verb.
12. Business letters: Regular and 3 2 1 |VYO, II3,
Advertising irregular verbs. 13, T3
Time, tense and
aspect.
13. Sales letter. Voice and Mood. 3 2 1 | VYO, II3
T, 13, T3
14. Order letter. Adverbs of 3 2 1 | VO, I3,
frequency. 13, T3
15. Complaint letter. Simple, 3 2 1 | VO, I3,
Adjustment letter. Continuous 13, T3
Present.
16. Inquiry letter. Perfect Tenses: 3 2 1 | YO, I3,
Present. T3
Unit 5. Follow-up and reference letters. 20 10 10
Past Tense Forms.
17. Follow-up letter. Simple, 4 2 2 | YO, II3,
Continuous and T3
Perfect Tenses:
Past.
18. Letter of Past Continuous 4 2 2 YO, I13,
Recommendation. (Progressive). K
19. Acknowledgement Past Perfect. 4 2 2 YO, I13,
letter. T
20. Invitation letter. Past Simple vs 4 2 2 YO, I3,
Past Perfect. I1




21. Letter of resignation. | Past Perfect 4 2 2 YO, I13,
Continuous. T, 13, T3
Unit 6. Commercial correspondence. 20 10 10
Future Tense Forms.
22. Types of contracts: | Future Simple vs 4 2 2 YO, I13,
oral and written. Present K, IT
Continuous /
Present Simple.
Future
Continuous.
23. Formalities of writing | Future Perfect. 4 2 2 YO, I3,
contracts. Oral contracts | Future Perfect K, II
peculiarities. Continuous.
24. Invitation to treat Future-in-the Past 4 2 2 YO, I13
(offer). tense forms.
25. Agreement and third | Ways of 4 2 2 YO, I13,
parties. expressing future: T
grammar
constructions.
26. Contractual Revision of 4 2 2 YO, I13,
obligations. Warranties. | Present Tense T, 13, T3
Representations Forms.
warranties. Revision of Past
Tense Forms.
Revision of
Future Tense
Forms.
Unit 7. Negotiations. Modals. 28 14 14
27. Distributive and Ability. 4 2 2 VO, I13,
integrative negotiations. | Obligation/ Duty. P
Necessity.
Absence of
necessity.
28. Negotiation Prohibition. 4 2 2 VO, I13,
strategies. Logical T
assumption.
29. Negotiation style. Expressing offers. 4 2 2 YO, I3,
Suggestions. T
30.Types of negotiators. | Ways of 4 2 2 YO, I13,
expressing T,
criticism. 13, 11
31. Team negotiations. Expressing 4 2 2 YO, I3,
advice. T3
Promise.
32. Non-verbal Expressions 4 2 2 YO, I13,
communication in similar to modal T
negotiations. verbs.
33. Communiction in a Revision of 4 2 2 YO, I3,
Multicultural Modals. T, I3,
Society.
Unit 8. Modern means of business 30 10 20




communication in Management.
Sequence of Tenses. The Passive Voice.

34. Role of Information Direct speech and 6 YO, I13,
Systems and reported speech. T
Technologies in Business
Communication.
35. Business Etiquette. Reported speech: 6 YO, I13,

the tense change. 13,

JIK

36. Electronic Reported speech: 6 YO, I3,
communication in place, time, T3
business. person.
37. Telephoning. Fax and | Reported speech: 6 YO, I13,
e-mail. Websites. introductory T,13, K

verbs.

Revision of

reported speech

rules.

Transformation

from Active to

Passive.
38. The Internet. Personal Passive 6 YO, I13,
Wikipedia and other constructions. K, II
Internet resources. Impersonal

Passive

constructions.
Unit 9. Social media and networking in 14
Management.
Conditionals. The Infinitive.
39. Social media and Present and future 4 YO, I3,
networking: general conditionals. T3
notions. Unlikely/ unreal

conditions.
40. Netiquette. Past conditionals: 4 YO, I3,
Skype. meaning and use. T3
41. Facebook. Conditionals with 6 YO, I13,
MySpace. YouTube. I wish, if only, it’s 13,
Twitter. Instagram. time. T
Media mechanisms for Mixed
growing the customer conditionals.
base. The Infinitive:

meaning.

The Infinitive:

forms and use.

The Subjective

Infinitive

complex.
Unit 10. Business discourse. 16

Participles. The Gerund.
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42. Business written The Present 4 2 2 YO, I13,
discourse: general Participle. The T
notions. Past Participle.
43. Business articles: The Perfect 4 2 2 YO, I13,
lexical and grammatical | Participle. The 13, P
peculiarities. Obijective and

Subjective

Participle

complexes.
44. Business articles: Complexes with 4 2 2 YO, I3,
style, register. Rendering | the Gerund. T, 13,11
business articles. Inversion.

Stylistic Use of

Word Order.
45. Writing Participles and 4 2 2 YO, I3,
an annotation. Gerund: Revision. T, 13,11
Pa3om 3a cemecTp 180/6 90 90
Pa3om 3a Kypc 180/6 90 90
ITigcymMKOBHII KOHTPOJIb — eK3aMeH

YMOBHI MO3HAYCHHSA:

YO — ycHe OonuTyBaHHS, I3 — inuBiAyalibHE 3aBIAHHS;

I10O — nucemoBe KT — komn‘rorepHe TeCTyBaHHS;

ONHUTYBAHHS; JK — po3paxyHKH Ta JOCIHIIKEHHS 3 BAKOPUCTAHHIM
T — TecryBaHHs; KOMII ‘FOTepa;

P — pedepar; IT — mpoexT;

K - keiic

11



II. MPOT'PAMA HABYAJIbHOI JUCLUILJIIHU.

IV kypc VIII cemectp

Unit 1. Applying for a Job in Management.
The Adverb
Looking for a manager’s job. Application form. Layout and content of the
application form. Tips for successful application.
The Adverb.Types of adverbs and word order. Adverbs of frequency, time,
place and manner. Adverbs of probability, degree, and completeness. Connecting
adverbs. Comparison of adverbs. Adverbs of degree.

Unit 2. Resume. Curriculum Vitae.
The Preposition. The Numeral.
Preparing a resume, CV of a manager. Cover letter. Job Interview. Guidelines
for a successful interview. DOs & DON’Ts for job seekers.

The Preposition. The Numeral. The Preposition. General form and use.
Prepositions of place. Prepositions of movement, of time. Prepositional phrases.
The Numeral. Cardinal and Ordinal numerals. Telling the time, dates, telephone
numbers, addresses.

Unit 3. Business letters.
The Sentence.
Business letters: general notions. Business letter layout. Business letter
clichés. Types of business letters.
The Sentence. Word formation: prefixes and suffixes: productive and
unproductive. The Sentence (simple / compound/ complex, extended/ unextended).
The Subject. The Predicate. The Object. The Attribute. The Adverbial Modifier.

Unit 4. Business Letters: general notions.
The Verb.

Business letters: Advertising. Sales letter. Order letter. Complaint letter.
Adjustment letter. Inquiry letter.

The Verb. Tense. Aspect. Voice. Mood. Present Simple (Indefinite).
Adverbs of frequency. Present Continuous (Progressive). State Verbs. Present
Perfect. Have been (to) /have been (to). Present Perfect Continuous (Progressive).

Unit 5. Follow-up and reference letters.
Past Tense Forms.
Follow-up letter. Letter of recommendation. Acknowledgement letter.
Invitation letter. Letter of resignation.
Past Simple (Indefinite). Past Habitual: used to. Have gone to / have been to
/ have been in. Past Continuous (Progressive). Past Perfect. Past Perfect
Continuous.
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Unit 6. Commercial correspondence.
Future Tense Forms

Types of contracts: oral and written. Formalities of writing contracts. Oral
contracts peculiarities. Invitation to treat (offer). Agreement and third parties.
Contractual obligations. Warranties. Representation vs warranties.

Future Simple/ Be Going to. Future Simple/ Present Continuous. Future
Continuous. Future Perfect. Future Perfect Continuous. Future-in-the Past tense
forms. Other ways of expressing future: constructions: be about+ infinitive, be on
the point + -ing form, be due to + infinitive, be sure to/ be certain to/ be bound to
+ infinitive, to be (un)likely to + infinitive, to be sure to + infinitive.

Unit 7. Negotiations.
Modals

Distributive and integrative negotiation. Negotiation strategies. Negotiation tactics.
Negotiation style. Types of negotiators. Team negotiations. Communication in a
Multicultural Society. Non-verbal communication in negotiations. Obstacles and
barriers in negotiations.

Modals. Ability (can - could - be able to). Obligation/ Duty. Necessity (must
-have to - should/ ought — need). Absence of necessity (needn’t/ don’t have to /
don’t need to — didn’t need to — needn’t have done). Prohibition (mustn’t — can’t).
Logical assumption (must — can’t/ couldn’t). Probability (should/ ought).
Possibility (can - could/ may - might). Permission (can/ could/ may /might).
Request (can/ could/ will/ would/ may/ might). Offers (I’ll/ shall/ can/ could).
Suggestions (shall/ can/ could). Advice (should/ ought to/ must). Criticism (should/
ought to). Promise (will). Expressions similar to modal verbs.

Unit 8. Modern means of business communication in Management.
Sequence of Tenses. The Passive Voice.

Role of Information Systems and Technologies in Business Communication.
Business etiquette. Electronic communication in business. Telephoning. . Fax and
e-mail. Websites. The Internet. Wikipedia and other Internet resources.

Sequence of Tenses. Direct speech and reported speech. Reported speech:
person, place and time. Reported statements. Reported questions. Reported speech:
the tense change. Reported requests, orders, and advice. Introductory Verbs.

The Passive Voice. Transformation from Active to Passive. Personal/
impersonal constructions. Special passive constructions. Have something done. Get
something done. To be done/ being done.

Unit 9. Social media and networking in Management.
Conditionals. The Infinitive
Social media and networking: general notions. Netiquette. Skype. Facebook.
My Space. YouTube. Twitter. Instagram. Media mechanisms for growing the
customer base. Sponsorships and direct advertising. Brand ubiquity as a means of
communication.
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Conditionals. Present and future conditionals. Unlikely/ unreal conditions.
Past conditionals. Mixed conditionals. I wish, if only, it’s time.

Non-finite forms of the Verb. The Infinitive. The Objective infinitive
complex. The Subjective infinitive complex

Unit 10. Business discourse.
Participles. The Gerund

Business written discourse: general notions. Business articles: lexical and
grammatical peculiarities. Business articles: style, register. Rendering business
articles. Writing an annotation.

Participles. The Present Participle. The Past Participle. The Perfect
Participle. The Objective Participle complex. The Subjective Participle complex.
The Absolute Participle complex.

The Gerund. Complexes with the Gerund. Inversion. Stylistic Use of Word
Order.
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CTpyKTypa HABYAJBHOI M CHUILTIHHA.

PoGounii
Pe3yabTaTn HaBYAHHS HaBuyajabHa aiJbHICTH Hac
CTyEHTA,
roju.
IV kype
VIl cemecTp
Unit 1. Applying for a Job in Management. The Adverb. 6/3
Practical lesson 1. 2
1. Looking for a manager’s job.
knowledge of topical 2. Types of adverbs.
vocabulary; 3. Application form.
ability to use grammatical | 4 Adverbs of frequency
resources of the language; | 5. Adverb and word order.
understanding different
aspects of language Recommended sources:
behavior: Main sources: 1, 2, 4, 12
correct use of topica| Additional sources: 16, 18, 24
vocabulary; Internet sources: 29, 30, 38
practising and memorizing | Self-study: 1
grammatical enriching thematic vocabulary;
rules developing grammatical skills;
analyzing grammar rules
Practical lesson 2. 2
understanding and 1. Layout and content of the application
interpreting different form.
aspects of culture and 2.Adverbs of probability and
language behaviour in the | completeness.
world of work: 3. Connecting adverbs
ability to use grammatical
resources of the language | Recommended sources:
Main sources: 1, 2, 4, 12
Additional sources: 16, 18, 24
Internet sources: 29, 30, 38
Self-study: 1
activating topical vocabulary;
revising grammar rules;
developing speaking skKills
ability to use lexical and | Practical lesson 3. 2
grammatical resources of 1. Tips for successful application.
the language; 2. Comparison of adverbs.
knowledge of topical 3. Adverbs of degree.
vocabulary 4. Adverbs vs adjectives.
Recommended sources:
Main sources: 1, 2, 4, 12
Additional sources: 16, 18, 24
Internet sources: 29, 30, 38
Self-study: 1

activating topical vocabulary;
revising grammar rules;
developing speaking skills
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Unit 2. Resume. Curriculum Vitae. The Preposition. The Numeral. 8/4
Practical lesson 4. 2
ability to use lexical and | 1. Preparing a resume, CV of a manager.
grammatical resources of | 2. The Preposition. General form and use.
the language; 3. Prepositions of place.
knowledge of topical
vocabulary Recommended sources:
Main sources: 2, 3,4,5,9
Additional sources: 16, 17, 20
Internet sources: 30, 31, 36, 38
Self-study: 1
preparing presentations on the topic;
doing grammar exercises.
Practical lesson 5. 2
ability to use lexical and | 1. Job interview.
grammatical resources of | 2. The Numeral.
the language; 3. Cardinal Numerals.
knowledge of topical
vocabulary Recommended sources:
Main sources: 2, 3,4,5,9
Additional sources: 16, 17, 20
Internet sources: 30, 31, 36, 38
Self-study: 1
writing study and specialism- related
essays to develop an argument;
explaining advantages and disadvantages
of various options
knowledge of topical Practical lesson 6. 2
vocabulary; 1. Guidelines for a successful interview.
ability to use grammatical | 2. Ordinal numerals.
resources of the language;
awareness and proper use of | Recommended sources:
categories, structures and | Main sources: 2, 3,4, 5, 9
processes Additional sources: 16, 17, 20
Internet sources: 30, 31, 36, 38
Self-study: 1
writing study and specialism- related
essays to develop an argument;
explaining advantages and disadvantages
of various options
understanding and Practical lesson 7. 2
interpreting different 1. DOs & DON’Ts for job seekers.
aspects of culture and 2. Telling the time, dates, telephone
language behaviour in the numbers, addresses.
world of work;
ability to use grammatical | Recommended sources:
resources of the language | Main sources: 2, 3,4, 5, 9
Additional sources: 16, 17, 20
Internet sources: 30, 31, 36, 38
Self-study: 1

preparing presentations on the topic;
doing grammar exercises;
reading and translating texts on the theme
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Unit 3. Business letters. The Sentence.

8/8

Practical lesson 8. 2
knowledge of topical 1. Business letters: general notions.
vocabulary; 2. Word formation: prefixes and suffixes:
ability to use grammatical | 3. Productive and unproductive affixes.
resources of the language;
awareness and proper use of | Recommended sources:
categories, structures and | Main sources: 1, 2, 7, 11
processes Additional sources: 16, 19, 22
Internet sources: 30, 33, 37
Self-study: 2
writing notes and memos conveying
complex relevant information to academic
and professional addressees,
rendering articles and authentic materials;
summarizing a wide range of factual
academic and specialism-related texts
Practical lesson 9. 2
correct use of topical 1. Business letters: layout.
vocabulary; 2. The Sentence (simple / compound/
practising and memorizing | complex, extended/ unextended).
grammatical
rules Recommended sources:
Main sources: 1, 2, 7,11
Additional sources: 16, 19, 22
Internet sources: 30, 33, 37
Self-study: 2
preparing presentations on the topic;
doing grammar exercises;
reading and translating a newspaper article
on the theme.
Practical lesson 10. 2
1. Business letters: clichés.
ability to use grammatical | 2. The Subject.
resources of the language; | 3. The Predicate.
understanding and 4. The Object.
interpreting different
aspects of culture and Recommended sources:
language behaviour in the | Main sources: 1, 2, 7, 11
world of work Additional sources: 16, 19, 22
Internet sources: 30, 33, 37
Self-study: 2
activating topical vocabulary;
revising grammar rules;
developing speaking skills
Practical lesson 11. 2

understanding of logical
relations ;
awareness and control of
the organisation of the
meaning of grammatical
elements;

1. Types of Business letters.
2. The Attribute.
3. The Adverbial Modifier.

Recommended sources:
Main sources: 1, 2, 7, 11
Additional sources: 16, 19, 22
Internet sources: 30, 33, 37
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Self-study: 2
writing study and specialism- related
essays to develop an argument;
explaining advantages and disadvantages
of various options
Unit 4. Business letters: general notions. The Verb. 10/5
Practical lesson 12. 2
knowledge of topical 1. Business letters: Advertising.
vocabulary; 2. Regular and irregular verbs.
ability to use grammatical | 3. Time, tense and aspect.
resources of the language;
awareness and proper use of | Recommended sources:
categories, structures and | Main sources: 1, 2, 4, 12
processes Additional sources: 16, 18, 23
Internet sources: 29, 30, 38
Self-study: 1
activating topical vocabulary;
revising grammar rules;
developing speaking skills
Practical lesson 13. 2
awareness and control of | 1. Sales letter.
the organisation of the 2. Voice and Mood.
meaning of grammatical
elements; Recommended sources:
understanding of logical Main sources: 1, 2, 4, 12
relations Additional sources: 16, 18, 23
Internet sources: 29, 30, 38
Self-study: 1
writing study and specialism- related
essays to develop an argument;
explaining advantages and disadvantages
of various options
knowledge of topical Practical lesson 14. 2
vocabulary; 1. Order letter.
ability to use grammatical | 2. Adverbs of frequency.
resources of the language;
awareness and proper use of | Recommended sources:
categories, structures and | Main sources: 1, 2, 4, 12
processes Additional sources: 16, 18, 23
Internet sources: 29, 30, 38
Self-study: 1
writing study and specialism- related
essays to develop an argument;
explaining advantages and disadvantages
of various options
Practical lesson 15. 2

understanding and
interpreting different
aspects of culture and
language behaviour in the
world of work;

1. Complaint letter.

2. Adjustment letter.

3. Inquiry letter.

4. Simple, Continuous Present.
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ability to use grammatical
resources of the language

Recommended sources:
Main sources: 1, 2, 4, 12
Additional sources: 16, 18, 23
Internet sources: 29, 30, 38

Self-study: 1
writing notes conveying complex
professionally relevant information;
rendering articles;
summarizing a wide range of factual
information
awareness and control of | Practical lesson 16. 2
the organisation of the 1. Inquiry letter.
meaning of grammatical | 2. Perfect Tenses: Present.
elements;
understanding of logical | Recommended sources:
relations Main sources: 1, 2, 4, 12
Additional sources: 16, 18, 23
Internet sources: 29, 30, 38
Self-study: 1
activating topical vocabulary;
revising grammar rules;
developing speaking skills
Unit 5. Follow-up and reference letters. Past Tense Forms. 10/10
Practical lesson 18. 2
knowledge of topical 1. Follow-up letter.
vocabulary; 2. Simple, Continuous and Perfect Tenses:
ability to use lexical and Past.
grammatical resources of
the language Recommended sources:
Main sources: 2, 4,7,9,12, 14
Additional sources: 16, 18, 23, 25, 26
Internet sources: 29, 30, 32, 34, 38
Self-study: 2
activating topical vocabulary;
revising grammar rules;
developing speaking skills
Practical lesson 18. 2
ability to use topical 1. Letter of Recommendation.
vocabulary and 2. Past Continuous (Progressive).
grammatical resources of
the language; Recommended sources:
awareness and proper use of | Main sources: 2,4, 7,9, 12, 14
categories, structures and | Additional sources: 16, 18, 23, 25, 26
processes Internet sources: 29, 30, 32, 34, 38
Self-study: 2
enriching thematic vocabulary;
developing grammatical skills;
analyzing grammar rules
Practical lesson 19. 2

understanding and
interpreting different

1. Acknowledgement letter.
2. Past Perfect.
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aspects of culture and
language behaviour in the
world of work

Recommended sources:

Main sources: 2, 4,7, 9,12, 14
Additional sources: 16, 18, 23, 25, 26
Internet sources: 29, 30, 32, 34, 38

Self-study: 2
doing grammar exercises;
reading and translating texts on the topic;
developing speaking skills
Practical lesson 20. 2
awareness and control of | 1. Invitation letter.
the organisation of the 2. Past Simple vs Past Perfect.
meaning of grammatical
elements; Recommended sources:
understanding of logical Main sources: 2,4, 7,9,12, 14
relations Additional sources: 18, 23, 25, 26
Internet sources: 29, 30, 32, 34, 38
Self-study: 2
rendering articles and authentic materials;
summarizing a wide range of factual
academic and specialism-related texts
Practical lesson 21. 2
knowledge of topical 1. Letter of resignation.
vocabulary; 2. Past Perfect Continuous.
ability to use grammatical
resources of the language; | Recommended sources:
ability to lexical resources | Main sources: 2, 4,7,9, 12,14
of the language; Additional sources: 16, 18, 23, 25, 26
Internet sources: 29, 30, 32, 34, 38
Self-study: 2
writing notes and memos conveying
complex relevant information to academic
and professional addressees,
rendering articles and authentic materials;
summarizing a wide range of factual
academic and specialism-related texts
Unit 6. Commercial correspondence. Future Tense Forms. 10/10
Practical lesson 22. 2
awareness and proper use of | 1. Types of contracts: oral and written.
categories, structures and | 2. Future Simple vs Present Continuous.
processes 3. Future Simple vs Present Simple.
Recommended sources:
Main sources: 1, 2, 4, 6, 8, 11, 12, 13, 14
Additional sources: 17, 18, 20, 22, 23, 25
Internet sources: 29, 32, 33, 35, 37
Self-study: 2
activating topical vocabulary;
revising grammar rules;
developing speaking skills
knowledge of topical Practical lesson 23. 2

vocabulary;

1. Formalities of writing contracts. Oral
contracts peculiarities.
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ability to use grammatical

resources of the language;

ability to lexical resources
of the language;

2. Future Perfect. Future Perfect

Continuous.

Recommended sources:

Main sources: 2,4, 7,9, 12, 14
Additional sources: 16, 18, 23, 25, 26
Internet sources: 29, 30, 32, 34, 38

Self-study:

writing notes and memos conveying
complex relevant information to academic
and professional addressees,

rendering articles and authentic materials;
summarizing a wide range of factual
academic and specialism-related texts

knowledge of topical
vocabulary;
ability to use grammatical
resources of the language;
awareness and proper use of
categories, structures and
processes

Practical lesson 24.
1. Invitation to treat (offer).
2. Future-in-the Past tense forms.

Recommended sources:

Main sources: 1, 2, 4, 6, 8, 11, 12, 13, 14
Additional sources: 17, 18, 20, 22, 23, 25
Internet sources: 29, 32, 33, 35, 37

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills.

ability to use topical
vocabulary and
grammatical resources of
the language;
awareness and proper use of
categories, structures and
processes

Practical lesson 25.

1. Agreement and third parties.

2. Ways of expressing future: grammar
constructions.

Recommended sources:

Main sources: 1, 2, 4, 6, 8, 11, 12, 13, 14
Additional sources: 17, 18, 20, 22, 23, 25
Internet sources: 29, 32, 33, 35, 37

Self-study:

enriching thematic vocabulary;
developing grammatical skills;
analyzing grammar rules

knowledge of topical
vocabulary;
ability to use grammatical
resources of the language

Practical lesson 26.
1. Contractual obligations.
2. Revision of Present Tense Forms.

Recommended sources:

Main sources: 1, 2, 4, 6, 8, 11, 12, 13, 14
Additional sources: 17, 18, 20, 22, 23, 25
Internet sources: 29, 32, 33, 35, 37

Self-study:

writing study and specialism- related
essays to develop an argument;
explaining advantages and disadvantages
of various options

Unit 7.

Negotiations. Modals.

14/14

| Practical lesson 27.
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knowledge of topical
vocabulary;
ability to use grammatical
resources of the language

1. Distributive and integrative
negotiations.

2. Ability.

3. Obligation/ Duty.

4. Necessity. Absence of necessity.

Recommended sources:

Main sources: 3, 5, 6, 7, 10, 11, 13, 14
Additional sources: 17, 19, 21, 22, 24
Internet sources: 29, 31, 32, 33, 36, 37

Self-study:

writing notes and memos conveying
complex relevant information to academic
and professional addressees,

rendering articles and authentic materials

awareness and proper use of
categories, structures and
processes; ability to use
topical vocabulary and
grammatical resources of
the language

Practical lesson 28.

1. Negotiation strategies.
2. Prohibition.

3. Logical assumption.

Recommended sources:

Main sources: 3, 5, 6, 7, 10, 11, 13, 14
Additional sources: 17, 19, 21, 22, 24
Internet sources: 29, 31, 32, 33, 36, 37

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills.

control of the organisation
of the meaning of
grammatical elements;
understanding of logical
relations (entailment,
presupposition, implicature,
etc.)

Practical lesson 29.
1. Negotiation tactics.
2. Probability.

3. Possibility.

4. Permission.

5. Request.

Recommended sources:

Main sources: 3, 5, 6, 7, 10, 11, 13, 14
Additional sources: 17, 19, 21, 22, 24
Internet sources: 29, 31, 32, 33, 36, 37

Self-study:

preparing presentations on the topic;

doing grammar exercises;

reading and translating a newspaper article
on the topic; developing speaking skills.

knowledge of topical
vocabulary;
ability to use grammatical
resources of the language;

Practical lesson 30.
1. Types of negotiators.
2. Ways of expressing criticism.

Recommended sources:
Main sources: 3, 5, 6, 7, 10, 11, 13, 14
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understanding different
aspects of language

Additional sources: 17, 19, 21, 22, 24
Internet sources: 29, 31, 32, 33, 36, 37

behaviour Self-study: 2
activating topical vocabulary;
revising grammar rules;
developing speaking skills; writing a
report on the topic.
Practical lesson 31. 2
awareness and proper use of | 1. Team negotiations.
categories, structures and | 2. Expressing advice.
processes; ability to use | 3. Promise.
topical vocabulary and
grammatical resources of | Recommended sources:
the language Main sources: 3, 5, 6, 7, 10, 11, 13, 14
Additional sources: 17, 19, 21, 22, 24
Internet sources: 29, 31, 32, 33, 36, 37
Self-study: 2
preparing dialogues on the topic;
doing grammar exercises;
reading and translating a newspaper article
on the topic; developing speaking skills.
Practical lesson 32. 2
understanding and 1. Non-verbal communication in
interpreting different negotiations.
aspects of culture and 2. Expressions similar to modal verbs.
language behaviour in the
world of work; Recommended sources:
ability to use grammatical | Main sources: 3, 5, 6, 7, 10, 11, 13, 14
resources of the language | Additional sources: 17, 19, 21, 22, 24
Internet sources: 29, 31, 32, 33, 36, 37
Self-study: 2
preparing presentations on the topic;
reading and translating a newspaper article
on the topic; developing reading skills.
Practical lesson 33. 2
control of the organisation | 1. Communication in a Multicultural
of the meaning of Society.
grammatical elements; 2. Revision of Modals.
understanding of logical
relations (entailment, Recommended sources:
presupposition, implicature, | Main sources: 3, 5, 6, 7, 10, 11, 13, 14
etc.) Additional sources: 17, 19, 21, 22, 24
Internet sources: 29, 31, 32, 33, 36, 37
Self-study: 2
writing essays to develop an argument;
explaining advantages and disadvantages
of various options; developing
presentation skills;
developing speaking skills.
Unit 8. Modern means of business communication in Management. 10/20

Sequence of Tenses. The Passive Voice.
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knowledge of topical
vocabulary;
ability to use grammatical
resources of the language;
understanding different
aspects of language
behaviour

Practical lesson 34.

1. Role of Information Systems and
Technologies in Business Communication.
2. Direct speech and reported speech.

Recommended sources:

Main sources: 2, 3, 6, 10, 11, 14
Additional sources: 18, 20, 22, 24, 25
Internet sources: 29, 30, 32, 34, 35, 37

Self-study:

enriching thematic vocabulary;
developing grammatical skills;
analyzing grammar rules

correct use of topical
vocabulary;
practising and memorizing
grammatical
rules

Practical lesson 35.
1. Business Etiquette.
2. Reported speech: the tense change.

Recommended sources:

Main sources: 2, 3, 6, 10, 11, 14
Additional sources: 18, 20, 22, 24, 25
Internet sources: 29, 30, 32, 34, 35, 37

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills

ability to use topical
vocabulary and
grammatical resources of
the language;
awareness and proper use of
categories, structures and
processes

Practical lesson 36.
1. Electronic communication in business.
2. Reported speech: place, time, person.

Recommended sources:

Main sources: 2, 3, 6, 10, 11, 14
Additional sources: 18, 20, 22, 24, 25
Internet sources: 29, 30, 32, 34, 35, 37

Self-study:

doing grammar exercises;

reading and translating a newspaper article
on the topic

awareness and proper use of
categories, structures and
processes;
correct interpretation of
different aspects of
language behaviour

Practical lesson 37.

1. Telephoning.

2. The Internet.

3. Websites.

4. Reported speech: introductory verbs.

Recommended sources:

Main sources: 2, 3, 6, 10, 11, 14
Additional sources: 18, 20, 22, 24, 25
Internet sources: 29, 30, 32, 34, 35, 37

Self-study:

raising awareness of the specific features
of various genres of economic discourse;
enriching thematic vocabulary;
developing grammatical skills;
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analyzing grammar rules

raising awareness and
control of the organization
of the meaning of
grammatical
elements

Practical lesson 38.

1. The Internet.

Wikipedia and other Internet resources.
2. Personal Passive constructions.
Impersonal Passive constructions.

Recommended sources:

Main sources: 2, 3, 6, 10, 11, 14
Additional sources: 18, 20, 22, 24, 25
Internet sources: 29, 30, 32, 34, 35, 37

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills

Unit 9. Social media

and networking in Management.

Conditionals. The Infinitive.

6/8

awareness and control of
organisation and meaning
of grammatical
elements;
understanding of logical
relations

Practical lesson 39.

1. Social media and networking: general
notions.

2. Wikipedia and other Internet resources.
3. Future conditionals.

4. Present conditionals

Recommended sources:

Main sources: 4, 6, 7, 12,13
Additional sources: 19, 21, 23, 24
Internet sources: 30, 31, 34, 36, 37

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills

control of proper use of
topical vocabulary;
knowledge of special
grammatical structures;
awareness of rules and
linguistic patterns

Practical lesson 40.
1. Netiquette.

2. Skype

3. Past Conditionals

Recommended sources:

Main sources: 4, 6, 7, 12,13
Additional sources: 19, 21, 23, 24
Internet sources: 30, 31, 34, 36, 37

Self-study:

activating topical vocabulary;
revising grammar rules;
developing speaking skills

raising awareness and
control of the organization
of the meaning of

grammatical

Practical lesson 41.
1. Facebook.

2. MySpace.

3. YouTube.

4. Twitter. Instagram.
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elements

2. Conditionals with I wish, if only, it’s
time.

Recommended sources:

Main sources: 4, 6, 7, 12,13
Additional sources: 19, 21, 23, 24
Internet sources: 30, 31, 34, 36, 37

Self-study: 4
doing grammar exercises;
developing the ability to collect
information on the topic from specialized
sources
Unit 10. Business discourse. Participles. The Gerund. 8/8
Practical lesson 42. 2
awareness of the rules of | 1. Business written discourse: general
using topical vocabulary | notions.
properly; knowledge of 2. The Present Participle.
special grammatical 3. The Past Participle.
structures
Recommended sources:
Main sources: 2, 35, 8,11, 13
Additional sources: 17, 20, 21, 23, 28
Internet sources: 31, 33, 34, 37, 38
Self-study: 2
analyzing grammar rules and doing
grammar tasks;
summarizing factual information on the
topic; rendering specialized articles
Practical lesson 43. 2
control of proper use of 1. Business articles: lexical and
topical vocabulary; grammatical peculiarities.
knowledge of special 2. The Perfect Participle.
grammatical structures; 3. The Objective and Subjective Participle
awareness of rules and complexes.
linguistic patterns
Recommended sources:
Main sources: 2, 35, 8,11, 13
Additional sources: 17, 20, 21, 23, 28
Internet sources: 31, 33, 34, 37, 38, 23, 25
Internet sources: 30, 33, 34, 37
Self-study: 2
analyzing grammar rules;
revising topical vocabulary
Practical lesson 44. 2

knowledge of topical
vocabulary;
ability to use grammatical
resources of the language

1. Business articles: style, register.
2. Rendering business articles

Recommended sources:
Main sources: 2, 35, 8,11, 13
Additional sources: 17, 20, 21, 23, 28

Internet sources: 31, 33, 34, 37, 38
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Self-study: 2
activating topical vocabulary;
developing speaking and reading skills
control of proper use of Practical lesson 45. 2
topical vocabulary; 1. Writing an annotation.
knowledge of special 2. Complexes with the Participle and
grammatical structures; Gerund.
awareness of rules and
linguistic patterns Recommended sources:
Main sources: 2, 35, 8,11, 13
Additional sources: 17, 20, 21, 23, 28
Internet sources: 31, 33, 34, 37, 38
Self-study: 2
activating topical vocabulary;
revising grammar rules;
developing speaking and reading skill
BChOI'O: 180/6
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11.
12.
13.

14,

15.
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Scanlon J., Zemach D., Vaugha A. Get Ready for Business. Routledge, 2017.
234 p.

Shirley Taylor. Model Business Letters, Emails and Other Business
Documents. 2015. 178 p.

Wyat Rawdon. Check Your English Vocabulary for Business and
Administration. A&C Black, 2017. 80 p.
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Dubitska I., O’Keeffe. Market Leader. Pearson Education, 2018. 76 p.
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Emmerson P. Business VVocabulary Builder. Mcmillan, 2018. 234 p.

Evans V., Doole J. Career paths: business students book with cross-platform
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http://en.wikipedia.org
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