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HOACHUTEJIBHAA 3AIIMCKA

Hacrosmumii 351eKTpOHHBIN y4eOHO-METOAMYECKUI KOMILIEKC COCTaBJIEH B CO-
OTBETCTBUU C yueOHOU mporpaMmoit o aucuuiuinae «Mojynb 3. MexXKyJIbTypHbIC
acrekThl mpodeccuoHanbHOTO 00IIeHus: NpodeccuoHanbHOoe 00IIeHHE» U TpeboBa-
HUSIMA 00pa30BaTeNIbHOTO CTaHaapTa Bhiciiero obpazosanuss OCBO 1-23 01 02 —
2013 mo cnenuanbHocTH 1-23 01 02 «JIMHrBUCTHYECKOE OOEecCTIeYeHUE MEXKYJIIbTYP-
HBIX KOMMYHHUKaUH (M0 HAIIPaBICHUSIM ).

Huctmmummaa «Moayns 3. MeXKyIbTypHbIE acleKThl TpodeccHOHaIbLHOTO
oOueHust: npopeccuoHaNIbHOE OOIIEHHE» BXOAUT B KOMIIOHEHT YUPEXKACHUS BbICIIIE-
ro o0Opa3oBaHMsI IUKJIA CHEIUATBHBIX AUCIIUILINH.

OcHOBHOM 1eNbI0 TUCHUTLTUHBI «Moayib 3. MeXKyJIbTypHbIE acleKThl Mpo-
dbeccroHanbHOTO O0IIEHUs: MPO(HECCHOHAIBLHOE OOIIEHUE)» SBIISECTCS Pa3BUTHE KOM-
MYHUKATUBHOW KOMIIETEHIIMU CTYJEHTOB, IMO3BOJISIIOLEA UM MHTErPUPOBATHCS B Me-
KIYHApPOJHYIO0 NPO(ECCHOHATIBHYIO CpeAy M MCIOJIb30BaTh MHOCTPAHHBIM (aHTIUH-
CKHUI) SI3BIK KaK CPEICTBO MPOPECCHOHATHHOTO U MEXKYJIBTYPHOTO OOIIEHUSI.

B 3apaun qucuunianHbl BXOAMT:

— YCBOCHHE JICKCUYECKUX €IUHUL, JEKCUKO-TPAMMATUYECKUX KOHCTPYKUUN U
PEYEBBIX KJIUIIIE, HEOOXOAUMBIX JIJISi OCYIIECTBICHHS MPOGECCUOHATBHON KOMMYHHU-
Kalllu;

— (hOopMHPOBAHHUE HABBIKOB M PA3BUTHE BCEX BHUJIOB PEUYEBBIX YMEHMI, HEOOXO-
JUMBIX JUISI TAKMX BHJIOB MPO(ECCHOHAILHOMN JESITEIbHOCTH, KaK JIEJIOBbIE BCTPEUH,
oOueHue no teiaedoHy, MOArOTOBKA MpPE3eHTAlUi, IPOBEJACHUE NIEPETOBOPOB U Jie-
JIOBBIX COBECILIAHUMU.

VY4eOHO-METOAMUECKHI KOMIUIEKC NpeIHa3HaueH IS IpernojaBareieii u CTy-
JIeHTOB 4 Kypca rymaHuTapHoro Qaxynbrera YacTHOro yupexaeHus oOpa3oBaHUS
«HCTUTYT coBpeMeHHbIX 3Hanui uMeHn A. M. [llupokoBay, oOydarommxcs 1o cre-
nuanbHocTd 1-23 01 02 «JIuHrBucTHYECKOE OOecreueHne MEXKYIbTYPHBIX KOMMY-

HUKauUi (110 HAITPaBICHUSIM ).



Lenp maHHOTO Yy4eOHO-METOIMYECKOTO KOMILJIEKCA — CO3AaTh YCIOBUS IS
HanOosiee 2pHEKTUBHOM peanu3alnu TpeOoBaHUM 00pa30BaTEIILHOM MPOrpaMMBbI IO
U3y4aeMoil TUCUUIIMHE U 00pa30BaTEIbHOI0 CTaH1apTa BhICILIETO 00pa30BaHUs.

VY4eOHO-MeTOINYECKUI KOMIUIEKC BKJIFOYAET:

— MOSICHUTEIIBHYIO 3aIUCKY;

— NMPAKTUYECKHUMN pa3liel,

— paszaen KOHTPOJIS 3HAHUM;

— BCIIOMOTaTEJIbHBIN pa3/Ieil.

IIpakTnuecknii pazaen DYMK comepKuUT TeMaTUKy NPAKTUYECKUX 3aHITHH,
CIIMCOK JIEKCUYECKUX €IMHUL, JEKCUKO-TPAMMAaTHYECKUX KOHCTPYKUUU U PEUYEBBIX
KJIMIIE 1O KaXJ0M TeMme, mepedyeHb NMpodecCuOHaNIbHBIX HABBIKOB U YMEHHH, HEOO-
XOJIMMBIX JIJISl OCYIIECTBICHUS PA3INYHBIX BUOB MPOHEeCCUOHATBHOU IeATeTbHOCTH,
a TaKKe PEKOMEHJALUHUHM MO MOJArCOTOBKE IPE3EHTAUUM M MPOBEACHUIO JIEJIOBBIX
BCTpPEY, COBEUIAHHI U IEPETOBOPOB, BKIIIOYAs IEPETOBOPHI MO TeICHOHY.

Pazien koHTpoOJsi 3HAHWI BKIIIOYAET 3aJaHUsS JUIsI CAMOCTOSITEIHHOU PabOThI
CTYJECHTOB, IPUMEPHBIN IEPEUYEHb BONPOCOB K 3a4ETy, TECTOBBIC 3aJaHU ISl TEKY-
1IEr0 KOHTPOJISI 3HAHUM CTYJECHTOB.

B cocTaB BcriomoraTenbHOro pasjiesa BXOAAT ydeOHas mporpamma JUCIHILIN-
HBI U TIEPEUYCHb YUCOHBIX M3aHUN U WH(OPMAITMOHHO-aHATUTHYCCKIX MaTepUaJIOB,
PEKOMEHTyEeMbIX I U3yUeHUs y9eOHO! AUCIIUILINHEI.

Y4eOHO-MeTOIUYECKHI KOMILIEKC MOKET OBITh MCIIOJIB30BaH MPU MOJATOTOBKE
U TIPOBEJICHUN MPAKTUYECKUX 3aHIATUH, TPU UHIUBHUIYaJTbHOM OCBOCHUH U3Y4aeMOro
MaTepualia CTyJeHTaMH, a TaKKe MPU OpPraHU3alMu CaMOCTOSITEIbHONW paboThI CTY-

JICHTOB.



1. IPAKTUYECKWH PA3JIEJI

1.1. Conep:xkanue y4eOHOro marepuaJjia
Tema 1. /lesioBoe 001IeHNe B MyJIbTHKYJILTYPHOI cpee
[IpoOnemMbl MEXKYJIbTYpHOU KOMMYyHUKauHuH. (DakTopbl, BIUSIOIIME HA YC-
HenrHoe JenoBoe oouieHue. JlenoBoi 3TUKET B aHTVIMMCKON KyJbType. BeximBocTh u
TaKT. /{eioBble BCTpEeUH. Y CTAHOBIICHUE IPYKECKUX B3aUMOOTHOILICHUHN C JEJIOBBIMU
naptaepamu. [lonnepxkanne Oecenpl (small talk). Opranuzanus KyabTypHOUH Tpo-
rpaMMBbl JIJIs1 1EJ0BBIX napTHEpoB. KynbTypHbie paznuuns. OCOOEHHOCTH MpUTialie-

HUS B QHTJIMMCKOM KOMMYHMKAaTHUBHOM KyJbType. J[eT0BON yKUH.

Tema. 2 Teseponnsblii popmar 001IeHUSA
[TonroroBka k TeneoHHOMY pa3roBopy. Kak oTBeTUTH HAa 3BOHOK, MPUHSATH U
nepenatb cooduenrne? Kak HazHauuTh U neperect Bctpeuy? Kak 3aBepiuTh pasro-
BOp? 3ampoc u npeaoctaBieHue uHpopmaruu. Beibop cTuis B TenepoHHOM pasro-
Bope. Jlekcuueckue u rpaMmmaTHuecKue OCOOCHHOCTH OOIIEHHUS M0 TelaedoHy, pede-
Bble KjMIIe. MeXKyJIbTYypHbI acnekT JeNoBOro odOmeHus no tenedony. Benenue
NIEPETOBOPOB MO TelepoHy. YperyanpoBaHUE MPETCH3WH KIUEHTOB. JlocTmkenwme

COTJIalICHMS.

Tema 3. [loaroroBka v npoBeJeHNe MPe3eHTALM I
[IpaBwia nmoaroroBku »dexkTrBHON Tpe3eHTaruu. CTpyKTypa Mpe3eHTaIUH.
HarmsimaocTs: pucynku, rpadyKu, CXeMbl, TUarpaMMBbl, CIaiabl, ayano-, BUIeoMaTe-
puansl. [Ipuemsl ynepxanusi BHUMaHUsT ayaAuTOpUd. [IpuHIMIIBI KOMIIO3UIIMOHHOTO
noctpoeHus Tekcta. CpeacTBa o0ecreueHus! CBI3HOCTU U 1IEJIOCTHOCTH TekcTa. O6-

LICHHUE C ayAUTOPUEN, OTBETHI HA BOIPOCHL.

Tema 4. IlpoBenenue coOpaHuii U COBEIIAHNI
O¢ddexTuBHas opranuzauus coBemanud. CTaguu NPOBEACHUS COBEIIAHUS.
Pernament u mnpotokon. Ilogsenenune nroroB. KomMmyHUKAaTHBHBIE HpOOJEMbl Ha

BCTPEUAX MEXKIYHAPOIHOTIO YPOBHSI.



Tema 5. IleperoBopHblii mpouecc
Ctunu BeneHus neperoBopoB. [leperoBopHeie TakTUKU U Tipuemsbl. [loaroros-
Ka K IPOBEJICHUIO TIEPETOBOPOB. THUIONOTHS MTeperoBopIiuKoB. CiocoObl yOeK1eHUs

IMPOTUBHUKA. TexHonorun paspCUiCHusA KOH(l)JII/IKTOB.

1.2. TeMaTuKa NPAKTUYECKUX 3AHATUI

MODULE 1 CULTURAL DIVERSITY AND SOCIALISING

Unit 1 Building a Relationship
1. Cross-cultural understanding
2. Welcoming visitors

3. Small talk: keeping the conversation going

Language Checklist
Cultural diversity and socialising (1)

Welcoming visitors

Welcome to ...

My name’s ...
Arriving

Hello. My name’s ... from ...

I’ve an appointment to see ...

Sorry - I’m a little late / early.

My plane was delayed ...
Introducing someone

This is ... He / She’s my Personal Assistant.

Can I introduce you to ... He / She’s our (Project Manager).

I"d like to introduce you to ...



Meeting someone and small talk
Pleased to meet you.
It’s a pleasure.
How was your trip? Did you have a good flight / trip / journey?
How are things in (London)?
How long are you staying in (New York)?
I hope you like it.
Is your hotel comfortable?
Is this your first visit to (Berlin)?
Olffering assistance
Can I get you anything?
Do you need anything?
Would you like a drink?
If you need to use a phone or fax, please say.
Can we do anything for you?
Do you need a hotel / a taxi / any travel information / etc.?
Asking for assistance
There is one thing I need ...
Could you get me ... ?
Could you book me a car / taxi / hotel / ... ?
Could you help me arrange a flight to ... ?
Can you recommend a good restaurant?

I’d like to book a room for tomorrow night. Can you recommend a hotel?

Skills Checklist
Socialising (1)
Before meeting business partners and fellow professionals from other countries, you
could find out about their country:
— the actual political situation

— cultural and regional differences



— religion(s)
— the role of women in business and in society as a whole
— transport and telecommunications systems
— the economy
— the main companies
— the main exports and imports
— the market for the industrial sector which interests you
— competitors.
You might also want to find out:
— which topics are safe for small talk
— which topics are best avoided.
If you are going to visit another country, find out about:
— the conventions regarding socialising
— attitudes towards foreigners
— attitudes towards gifts
— the extent to which public, business and private lives are mixed or are kept
separate
— conventions regarding food and drink.
You might also like to find out about:
— the weather at the relevant time of the year
— public holidays
— the conventions regarding working hours

leisure interests

— tourism
— dress
— body language

— language.



Unit 2 Culture and Entertainment
1. Cross-cultural understanding
2. Inviting and accepting or declining
3. Eating out
Language Checklist
Socialising (2)
Saying what’s on and what’s available
There’s a (good) film / play / concert / on at ...
We have a good theatre in the city ...
There are some ...
— interesting museums / public buildings ...
— good restaurants
Are you interested in ...
— eating out?
— visiting / seeing ... ?
Inviting
Would you be interested in going to see ... ?
I’d like to invite you to have dinner this evening. Is that a good idea?
Responding to an invitation
That would be very nice.
I’d like that.
Thank you. That would be a pleasure.
Declining an invitation
I’d like to, but I’'m afraid ...
That would be nice, but unfortunately ...
— I’m rather tired ...
— I have an appointment this evening ...
— I’m rather busy ...

I have some work to do ...



Stating preference

I like (Japanese) cuisine very much ...

I think I’d like to ...

I think I"d prefer ...

I particularly like (classical) music ...
Looking at a menu

The (fish) sounds nice ...

I think I’d like to try ...

I think I’1l have ...

Shall we have a bottle of ... ?
Commenting on an evening out

It’s been a lovely evening.

It’s been very nice.

Thank you very much for your hospitality.

I enjoyed it very much.

Skills Checklist
Socialising (2)
Before receiving visitors to your company, be prepared to talk in English about
your professional field and / or your company and business:
— the professional field you are involved in
— your professional activities
— current research and other projects
— future plans
— the history of your company
— company organisation
— who owns the company
— the number of employees

— the international involvement of your company

products and services
10



the market

competition.

Be able to talk about:

your country and your town
history

tourism

museums and public buildings
entertainment

cultural and religious centres of interest.

You may wish to talk about:

A W N

education
transport systems
the economy
companies

exports and imports.

MODULE 2 TELEPHONING

Unit 3 Making and Receiving Calls

. Preparing to make a telephone call
. Receiving calls
. Taking and leaving messages

. Asking for and giving repetition

Language Checklist
Telephoning (1)

Introducing yourself

Good morning, Aristo.

Hello, this is ... from ...

11



Hello, my name’s ... calling from ...
Saying who you want
I’d like to speak to ... , please.
Could I have the ... Department, please?
Is ... there, please?
Saying someone is not available
I’'m sorry he / she’s not available ...
Sorry, he / she’s away / not in / in a meeting / in Milan.
Leaving and taking messages
Could you give him / her a message?
Can I leave him / her a message?
Please tell him / her ...
Please ask him / her to ring me on ...
Can I take a message?
Would you like to leave a message?
If you give me your number I’ll ask him / her to call you later.
Offering to help in other ways
Can anyone else help you?
Can I help you perhaps?
Would you like to speak to his assistant?
Shall I ask him to call you back?
Asking for repetition
Sorry, I didn’t catch (your name /your number / your company name / etc.).
Sorry, could you repeat your (name, number, etc.)?
Sorry, I didn’t hear that.
Sorry, I didn’t understand that.
Could you spell (that / your name), please?

12



Acknowledging repetition
Okay, I’ve got that now.
[ understand.
I see, thank you.
Skills Checklist
Telephoning: Preparation for a call
Reading — background information
Desk preparation
Have the following available:
— relevant documentation / notes
— correspondence or email received
— computer files on screen
— pen and paper
— diary.
Check time available
How much time do you need?
How much time do you have?
Objectives
Who do you want to speak to?
In case of non-availability, have an alternative strategy:

— call back / be called back — when?

leave a message
— speak to someone else
— write or fax information
— use email.

Do you want to:
— find out information?

— give information?

13



Introduction
Do you need to refer to:
— aprevious call?

a letter, order, invoice or email?

someone else (who?)

— an event (what? when?)
Prediction

What do you expect the other person to say / ask you? How will you respond?
Language

Key phrases (see Language Checklist)

Pronunciation

Spelling

Unit 4 Telephoning Technique
1. Setting up appointments
2. Changing arrangements

3. Ending a call

Language Checklist
Telephoning (2)

Stating reason for a call

I’m ringing to ...

I’d like to ...

I need some information about ...
Making arrangements

Could we meet some time next month?

When would be a good time?

Would Thursday at 5 o’clock suit you?

What about July 21st?

That would be fine.

14



No, sorry, I can’t make it then.
Sorry, I’m too busy next week.
Changing arrangements
We’ve got an appointment for next month, but ...
I’m afraid I can’t come on that day.
Could we fix an alternative?
Confirming information
So ...
Can I check that? You said ...
To confirm that ...
Can you / Can I confirm that by email?
Ending a call
Right. I think that’s all.
Thanks very much for your help.
Do call if you need anything else.
I look forward to ... seeing you / your call / your letter / your email / our meeting.
Goodbye and thanks.

Bye for now.

Skills Checklist
Telephoning (2)
Voice
— speed
— clarity
— volume
Structure

— background information
— key information
— repetition, emphasis and confirmation

— possible confirmation by email

15



Style

— formal / informal
— cold call / new contact / established contact
— in-company vs customer
supplier
outside agent
— colleague / friend / business associate / public

— company image

Structure of a call

Beginning
introduce yourself
get who you want
small talk

state problem / reason for call

Middle

ask questions
get / give information

confirm information

End

signal end

thank other person
small talk

refer to next contact
close call

check that there’s nothing else to say

16



Unit 5 Problem-Solving on the Telephone
1. Cross-cultural communication on the telephone
2. Handling customer enquiries

3. Complaining and dealing with complaints

Language Checklist
Telephoning (3)

Stating reason for the call

I’m ringing about ...

Unfortunately, there’s a problem with ...

I’m ringing to complain about ...
Explaining the problem

There seems to be ...

We haven’t received ...

The ... doesn’t work.

The quality of the work 1s below standard.

The specifications are not in accordance with our order.
Referring to previous problems

It’s not the first time we’ve had this problem.

This is the (third) time this has happened.

Three months ago ...

We had a meeting about this and you assured us that ...
Threatening
If the problem is not resolved ...

we’ll have to reconsider our position,

we’ll have to renegotiate the contract,

we’ll contact other suppliers,

the consequences could be very serious.

17



Handling complaints and other problems
Asking for details
Could you tell me exactly what ... ?
Can you tell me ... ?
What’s the ... ?
Apologising
I’m sorry to hear that.
I’m very sorry about the problem / delay / mistake ...
Denying an accusation
No, I don’t think that can be right.
I’m sorry but I think you’re mistaken.
I’m afraid that’s not quite right.

I’m afraid that can’t be true.

Skills Checklist
Telephoning (3)

If you receive a complaint:

— consider your company’s reputation

— express surprise

— ask for details

— suggest action

— promise to investigate

— make reasonable suggestions, offers to help.
Consider your customer and:

— show polite understanding

— use active listening

— reassure customer.
If you make a complaint:

— prepare for the call

— be sure of the facts
18



— have documentation available
— decide what you require to resolve the problem — at least partially — or com-
pletely.

Who is to blame?

Who is responsible?

Are you talking to the right person?

Was your order or your specifications correct? Were you partly responsible for
arrangements which went wrong, e.g. transport?

Does responsibility actually lie elsewhere, 1.e. with a third party?

If you do not get what you want:
— keep control-state what you need calmly
— do you need to continue to do business with the other side?
— if you do, keep a good relationship
— express disappointment — not anger

— don’t use threats — unless you have to!

MODULE 3 PRESENTATIONS

Unit 6 Planning and Getting Started

—

. Presentation technique and preparation
2. The audience

3. Structure. The introduction

Language Checklist
The introduction to a presentation
Greeting
Good morning / afternoon ladies and gentlemen.
(Ladies and) Gentlemen ...

Hello, everyone.
19



Subject

I plan to say a few words about ...

I’m going to talk about ...

The subject of my talk is ...

The theme of my presentation is ...

I’d like to give you an overview of ...
Structure

I’ve divided my talk into (three) parts.

My talk will be in (three) parts.

I’m going to divide ...

First ...

Second ...

Third ...

In the first part ...

Then in the second part ...

Finally ...
Timing

My talk will take about ten minutes.

The presentation will take about two hours ... but there’ll be a twenty-minute
break in the middle.

We’ll stop for lunch at 12 o’clock.
Policy on questions / discussion

Please interrupt if you have any questions.

After my talk there’ll be time for a discussion and any questions.

Skills Checklist
Effective presentations — planning and preparation
Audience
— expectations

— technical knowledge

20



— size

— questions and / or discussion
Speaker’s competence

— knowledge

— presentation technique
Content

— what to include

— length / depth (technical detail)

— number of key ideas
Structure

— sequence

— beginning, middle, end

— repetition, summarising
Delivery

— style

— formal / informal

— enthusiasm / confidence

— voice

— variety / speed

— pauses

— body language

— eye contact

— gesture / movement

— posture
Visual aids

— PowerPoint

— type / design / clarity

— relevance

21



Practice

— tape recorder

— script or notes
Room

— size / seating

— equipment (does it work?)

— sound quality
Language

— simple / clear

— spelling

— sentence length

— structure signals

Unit 7 Using Visual Supports

[E—

. General principles on using visual aids
2. Talking about the content of visual aids

3. Describing change

Language Checklist
Using visuals
Types of visual support

visual
film / video
picture / diagram
pie chart

— segment
chart / table

— row / column
graph / bar graph / line graph

— X axis or horizontal axis
22



— y axis or vertical axis
— left-hand / right-hand axis
lines (in a line graph)
— solid line
— dotted line
— broken line
Comparisons
This compares x with y

Let’s compare the ...

Here you see a comparison between ...

Describing trends

to go up to go down

to increase an increase to decrease a decrease

to rise a rise to fall a fall

to climb a climb to decline a decline

to improve an improvement | to deteriorate a deterioration
to recover a recovery

to get better an upturn to get worse a downturn

to level off a levelling off
to stabilise

to stay the same

to reach a peak a peak
to reach a maximum

to peak

to reach a low point

to hit bottom

to undulate an undulation

to fluctuate a fluctuation
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Describing the speed of change
a dramatic
a marked increase / fall

a significant

a slight
dramatically
to increase / fall markedly
slightly
significantly
Equipment
(slide) projector

— slides (Br. Eng.)
— diapositives (Am. Eng.)
computer tools
— laptop
— data projector
— monitor
— PowerPoint
— modem
— Internet download
overhead projector (OHP)
— transparency (Br. Eng.)
— slide (Am. Eng.)
flip chart
whiteboard
metaplan board
Introducing a visual
I’d like to show you ...
Have a look at this ...

This (graph) shows / represents
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Here we can see ...
Let’s look at this ...

Here you see the trend in ...

Skills Checklist
Using visual supports
Visuals must be:
— well prepared
— well chosen
— clear
Available media

Use media which suit the room and audience size.

— overhead projector (OHP)

transparencies / OHTs / slides (Am. Eng.)
— slide projector
— slides / diapositives (Am. Eng.)

— video / computer graphics / flip chart / whiteboard

computer / PowerPoint
— Internet

Use of visual aids
Combination of OHP and flip chart with pens often good.
First visual should give the title of talk.
Second should show structure of talk - main headings.
Keep text to minimum - never just read text from visuals.
Do not use too many visuals - guide is one per minute.
Use pauses - give audience time to comprehend picture.
Never show a visual until you want to talk about it.
Remove visual once finished talking about it. Switch off equipment not in use.

Use of colour

For slides, white writing on blue / green is good.
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Use different colours if colour improves clarity of message (e.g. pie charts).
Use appropriate colour combinations: yellow and pink are weak colours on
white backgrounds.
Use of room and machinery
Check equipment in advance.
Check organisation of room, equipment, seating, microphones, etc.
Use a pointer on the screen (not your hand).
Have a good supply of pens.
Check order of your slides / OHTs, etc.
You in relation to your audience
Decide appropriate level of formality, and dress accordingly.
Keep eye contact at least 80% of the time.
Use available space.
Move around, unless restricted by a podium.

Use gesture.

Unit 8 The Middle of the Presentation
1. Holding the audience’s attention
2. Structure. The main body
3. Listing information
4. Linking ideas

5. Sequencing

Language Checklist
Structure (2) The main body
Signalling different parts in a presentation:
Ending the introduction
So that concludes the introduction.
That’s all for the introduction.

Beginning the main body
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Now let’s move to the first part of my talk, which is about ...

So, first ... To begin with ...
Listing

There are three things to consider. First ... Second ... Third ...

There are two kinds of ... The first is ... The second is ...

We can see four advantages and two disadvantages. First, advantages.

One is ... Another is ... A third advantage is ... Finally ...

On the other hand, the two disadvantages. First ... Second ...
Linking: Ending parts within the main body

That completes / concludes ...

That’s all (I want to say for now) on ...
Linking: Beginning a new part

Let’s move to (the next part which 1s) ...

So now we come to ...

Now I want to describe ...
Sequencing

There are (seven) different stages to the process

First / then / next / after that / then (x) / after x there’s y, last ...

There are two steps involved.

The first step is ... The second step is ...

There are four stages to the project.

At the beginning, later, then, finally ...

I’1l describe the development of the idea.

First the background, then the present situation, and then the prospects for the
future.

Skills Checklist
Structure (2) The main body

Organisation of presentation

— logical progression of ideas and / or parts of presentation

— clear development
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— sequential description of processes

— chronological order of events, i.e. background — present — future.

Topic

Main parts Sections Subsections

Signalling the structure
— use listing techniques
— link different parts

— use sequencing language

Signalling the structure ...
— makes the organisation of the talk clear
— helps the audience to follow

— helps you to follow the development of your talk

Unit 9 The End of the Presentation
1. Structure. The end
2. Summarising and concluding

3. Questions and discussion

Language Checklist
The end of the presentation

Ending the main body of the presentation

Right, that ends (the third part of) my talk.

That’s all I want to say for now on ...
Beginning the summary and / or conclusion

I’d like to end by emphasising the main point(s).

I’d like to finish with ...

— a summary of the main points.
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— some observations based on what I’ve said.
— some conclusions / recommendations.
— a brief conclusion.
Concluding
There are two conclusions / recommendations.
What we need is ...
I think we have to ...
I think we have seen that we should ...
Inviting questions and / or introducing discussion
That concludes (the formal part of) my talk. (Thanks for listening) ... Now I’d
like to invite your comments.
Now we have (half an hour) for questions and discussion.
Right. Now, any questions or comments?

So, now I’d be very interested to hear your comments.

Handling questions

Understood but difficult or impossible to answer

That’s a difficult question to answer in a few words.

It could be ...

In my experience ...

I would say ...

I don’t think I’m the right person to answer that. Perhaps (Mr Holmes) can
help ...

I don’t have much experience in that field ...
Understood but irrelevant or impossible to answer in the time available

I’m afraid that’s outside the scope of my talk / this session. If I were you I’d
discuss that with ...

I’ll have to come to that later, perhaps during the break as we’re short of time.
Not understood

Sorry, I’m not sure I’ve understood. Could you repeat?

29



Are you asking if ... ?

Do you mean ... ?

I didn’t catch (the last part of) your question.

If I have understood you correctly, you mean ... ? Is that right?
Checking that your answer is sufficient

Does that answer your question?

Is that okay?

Skills Checklist
Structure (3) Ending the presentation
A summary
— Restates main point(s).
— Restates what the audience must understand and remember.
— Contains no new information.
— Is short.
A conclusion
— States the logical consequences of what has been said.
— Often contains recommendations.
— May contain new and important information.
— Is short.
Questions
— Inviting questions implies that the audience are less expert than the speaker.
— Beware of the ‘nightmare scenario’ — total silence! Have one or two pre-
pared questions to ask the audience.
— Keep control of the meeting.
Discussion
— Inviting discussion gives the impression that the audience have useful expe-
rience, so is often more ‘diplomatic’.

— You still need to control the discussion.
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Inviting discussion and questions
— Often the best solution.
— Keep control, limit long contributions, watch the time.
Handling questions
— Listen very carefully.
— Ask for repetition or clarification if necessary.
— Paraphrase the question to check you understand it.
— Give yourself time to think — perhaps by paraphrasing the question.
— Check that the question is relevant. If not, don’t answer if you don’t want to.
— Refer questioner to another person if you can’t answer.
— Suggest you’ll answer a question later if you prefer.
— Check that the questioner is happy with your answer: eye contact and a
pause is often sufficient.
— Keep control.
— Don’t allow one or two people to dominate.
— Be polite.
— Signal when time is running out — ‘Time for one last question’.

— At the end, thank the audience.

MODULE 4 MEETINGS

Unit 10 Making Meetings Effective

[E—

. What makes a good meeting?
2. Chairing a meeting

3. Establishing the purpose of a meeting
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Language Checklist
Chairing and leading discussion

Opening the meeting

Thank you for coming ...

(It’s five o’clock). Let’s start ...

We’ve received apologies from ...

Any comments on our previous meeting?
Introducing the agenda

You’ve all seen the agenda ...

On the agenda, you’ll see there are three items.

There is one main item to discuss ...
Stating objectives

We’re here today to hear about plans for ...

Our objective is to discuss different ideas ...

What we want to do today is to reach a decision ...
Introducing discussion

The background to the problem is ...

This issue is about ...

The point we have to understand is ...
Calling on a speaker

I"d like to ask Mary to tell us about ...

Can we hear from Mr Passas on this?

I know that you’ve prepared a statement on your Department’s views ...
Controlling the meeting

Sorry Hans, can we let Magda finish?

Er, Henry, we can’t talk about that now.
Summarising

So, what you’re saying is ...

Can I summarise that? You mean ...

So, the main point is ...
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Moving the discussion on

Can we go on to think about ...

Let’s move on to the next point.
Closing the meeting

I think we’ve covered everything.

So, we’ve decided ...

I think we can close the meeting now.

That’s it. The next meeting will be ...

Skills Checklist
Preparation for meetings

Chair
— Decide objectives.
— What type of meeting (formal or informal, short or long, regular or a ‘one-
off’, internal / external information-giving / discussion / decision-making)?
— Is a social element required?
— Prepare an agenda.
— Decide time / place / participants / who must attend and who can be notified
of decisions.
— Study subjects for discussion.
— Anticipate different opinions.
— Speak to participants.
Secretary
— Obtain agenda and list of participants.
— Inform participants and check:
— room, equipment, paper, materials.
— refreshments, meals, accommodation, travel.
Participants

— Study subjects on agenda, work out preliminary options.
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— If necessary, find out team or department views.
— Prepare own contribution, ideas, visual supports, etc.
The role of the Chair
— Start and end on time.
— Introduce objectives, agenda.
— Introduce speakers.
— Define time limits for contributions.
— Control discussion, hear all views.
— Summarise discussion at key points.
— Ensure that key decisions are written down by the secretary.
— Ensure that conclusions and decisions are clear and understood.

— Define actions to be taken and individual responsibilities.

Unit 11 Participating in Meetings
1. The structure of decision-making meetings
2. Stating and asking for opinion

3. Interrupting and handling interruptions

Language Checklist
Discussion in meetings

Stating opinion

It seems to me ...

I tend to think ...

In my view ...

We think / feel / believe ...

There’s no alternative to ...

It’s obvious that ...

Clearly / Obviously ...
Asking for opinion

I’d like to hear from ...
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Could we hear from ... ?
What’s your view?
What do you think about ... ?
Do you have any strong views on ... ?
Any comments?
Interrupting
Excuse me, may I ask for clarification on this?
If I may interrupt, could you say ...?
Sorry to interrupt, but ...
Do you think so? My impression is ...
What? That’s impossible. We /I think ...
Handling interruptions
Yes, go ahead.
Sorry, please let me finish ...
If I may finish this point ...
Can I come to that later?
That’s not really relevant at this stage ...

Can we leave that to another discussion?

Skills Checklist
Participating in meetings
Types of meeting
— Decision-making meeting
— Information-giving meeting
— Spontaneous / Emergency meeting
— Routine meeting
— Internal meeting
— Customer / Client / Supplier
— first meeting

— established relationship
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Structure of decision-making meetings
— study / discuss / analyse the situation
— define the problem
— set an objective
— state imperatives and desirables
— generate alternatives
— establish evaluation criteria
— evaluate alternatives
— choose among alternatives
The DESC stages of a meeting
D Describe situation
E Express feelings
S Suggest solutions
C Conclude with decision
Goal of decision-making meetings
Objective: to get a consensus in a time- and cost- effective manner
Importance of communication
— Two-way process
— Participants must be aware of others’ needs
— Full communication and understanding is essential
— Four elements in communication: awareness — understanding — empathy —

perception

Reaching a consensus
— Discussion leads to consensus
— Consensus is recognised and verbalised by leader

— Decisions checked and confirmed
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Unit 12 Ending Meetings

1. Asking for and giving clarification
2. Delaying decisions

3. Ending the meeting

Language Checklist
Ending the meeting

Asking for clarification

Could you be more specific?

Can you explain that (in more detail)?

What do you mean by ... ?
Clarifying

This means ...

What [ mean is ...

What I want to say is ...

To explain this in more detail ...
Checking that the clarification is sufficient

Is that okay? / Is that clearer now?
Referring to other speakers

As Peter has already told us ...

I’m sure Mr Kowski knows about this ...

Later we’ll hear a report from Neil on ...

Professor Gilberto is certainly aware of ...
Delaying decisions

I think we need more time to consider this.

I think we should postpone a decision ...

Can we leave this until another date?

It would be wrong to make a final decision ...
Ending the meeting

— Summarising
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I think we should end there. Just to summarise ...

We’ve covered everything, so I’d like to go over the decisions we’ve
taken ...

So, to conclude ... we’ve agreed ...

Confirming action

We’ll contact ...

John will ...

We’ve got to ...

We need to look at ...
Referring to next contact

We’ll meet again next month ...

We look forward to hearing from you ...

It’s been a pleasure to see you today and I look forward to our next

meeting ...

SKkills Checklist

Ending meetings

Two general rules

Meeting should end on time!

Decision-making meetings should end with decisions!

The Chair should close the meeting with:

a restatement of the objectives
a summary of decisions taken
a summary of the action now required

reference to any individual responsibilities.

After the meeting

A memorandum should be sent to all participants summarising the decisions
taken and the action required.
The memorandum should be sent to any interested individuals who were un-

able to attend.
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— The Chair should seek feedback on the meetings to try to improve future
meetings.
Improving meetings
— Motivation to change
— QGather information on present situation
— Identify specific areas needing improvement
— Identify alternative courses of action
— Practise new techniques

— Improvement model.

MODULE 5 NEGOTIATIONS

Unit 13 Effective Negotiating
1. Types of negotiation
2. Preparation for a negotiation

3. Making an opening statement

Language Checklist
Negotiations (1)

Making an opening statement
Welcoming

Welcome to

I’m sure we will have a useful and productive meeting ...
First meeting

We see this as a preparatory meeting ...

We would like to reach agreement on ...
One of a series of meetings

Following previous meetings we have agreed on some important issues. Today
we have to think about ...

We have reached an important stage ...
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Stating your aims and objectives
I"d like to begin with a few words about our general expectations ...
May I outline our principal aims and objectives today ...
We want to clarify our positions ...
We have a formal agenda ...
We don’t have a formal agenda, but we hope to reach agreement on
There are three specific areas we would like to discuss. These are...
We have to decide
Stating shared aims and objectives
Together we want to develop a good relationship ...
We agree that ...
It is important for both of us that we agree on
Handing over
I’d like to finish there and give you the opportunity to reply to this.

I’d like to hand over to my colleague ... , who has something to say about ...

Skills Checklist
Negotiations (1)
Planning and preparation
Type of negotiation
— towards agreement
both teams try to suit joint interests
— independent advantage
each team aims to get best deal
— conflict
a team aims to win and make the other team lose
Purpose of negotiation
— exploratory (possible areas of interest)
— conciliatory (resolving differences)
— work towards a contract
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Targets
— scale (e.g. 1-10)
— decide realistic maximum and minimum acceptable scores
Facts and figures
— prepare statistical data
— know facts
— prepare visuals
Strengths and weaknesses
— list your bargaining strengths
— know your possible weaknesses
— calculate your bargaining position
Possible concessions
— plan your bargaining strategy
— list essential conditions — impossible to concede
— list possible concessions
Opening statements
— state general objectives
— state priorities
— state independent (not joint) objectives

— be brief

Unit 14 Negotiating Technique

p—

. Bargaining and making concessions
2. Accepting and confirming

3. Summarising and looking ahead
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Language Checklist
Negotiations (2)

Bargaining

We can agree to that if ...

...on condition that ...

...s0 long as ...

That’s not acceptable unless ...

... without ...
Making concessions

If you could ... we could consider ...

So long as ... we could agree to ...

On condition that we agree on ... then we could ...

Let’s think about the issue of ...

We could offer you ...

Would you be interested in ... ?

Could we tie this agreement to ... ?
Accepting

We agree.

That seems acceptable.

That’s probably all right.
Confirming

Can we run through what we’ve agreed?

I’d like to check / confirm / what we’ve said.

I think this is a good moment to repeat what we’ve agreed so far.
Summarising

I’d like to run through the main points that we’ve talked about.

So, I’ll summarise the important points of our offer.

Can we summarise the proposals in a few words?
Looking ahead

So, the next step is ...
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We need to meet again soon.

In our next meeting we need to ...
So, can we ask you to ... ?

Before the next meeting we’ll ...

We need to draw up a formal contract.

Skills Checklist
Negotiations (2) - Bargaining in negotiations
Concession rules
A key principle in negotiating is to give a little and get a little at the same time.
— Ask for concessions.
— All concessions are conditional.
— Conditions first: ‘If... then ...
— ‘It’s a package.’

— Give what’s cheap to you and valuable to them.

During the negotiation

Main speaker

— Create a joint, public and flexible agenda.

— Question needs and preferences.

— Don’t talk too much.

— Listen.

— Don’t fill silences.

— Build on common ground.

— Explore alternatives: ‘What if... ?

— Be clear, brief and firm.

— Follow concession rules.
Support speaker

— Wait till the Chair or your main speaker brings you in.
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— Be clear, brief and firm.

— Follow the concession rules.

— Support your main speaker:
— Agree (nod, ‘That’s right ... )
— Emphasise (‘This point is very important.”).
— Add forgotten points (‘And we must remember ... °).
— But don’t make concessions for your main speaker.
— Listen.

— Don’t fill silences.

Unit 15 Negotiating Style
1. Types of negotiator
2. Dealing with conflict
3. Rejecting
4. Ending the negotiation

Language Checklist
Negotiations (3)

Dealing with conflict

I think we should look at the points we agree on ...

We should focus on the positive aspects ...

We should look at the benefits for both sides ...

It is in our joint interests to resolve the issue ...

What do you think is a fair way to resolve this problem?

We hope you can see our point of view ...

Let us explain our position ...

Could you tell us why you feel like that?

I think we should look at the whole package, not so much at individual areas of
difficulty.

Perhaps we could adjourn for a little while.
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I think we need to consider some fresh ideas ...
Rejecting

I’m afraid we can’t ...

Before agreeing to that we would need ...

Unfortunately ...

I don’t think it would be sensible for us to ...

I think if you consider our position, you’ll see that ...
Ending negotiations

So, can we summarise the progress we’ve made?

Can we go through the points we’ve agreed?

Perhaps if I can check the main points ...

So the next step is ...

What we need to do now is ...

It’s been a very useful and productive meeting.

We look forward to a successful partnership.
Breaking off negotiations

I think we’ve gone as far as we can.

I’m sorry, but I don’t think we’re going to agree a deal.

It’s a pity we couldn’t reach agreement this time.

Unfortunately we appear unable to settle our differences.

It would be better if we looked for some independent arbitrator.

Skills Checklist
Negotiations (3)
Dealing with conflict
Show understanding of the other side’s position.
Highlight advantages of agreement.
Don'’t...
— be sarcastic

— attack
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— criticise
— threaten

— blame.

— ask questions

— listen

— summarise

— build on common ground

— explain your feelings.

Types of negotiator
Hard Figher
negotiates to win win - lose

makes demands

Principled Independent
looks for common benefits advantage
makes offers win - win

Soft Creative

looks for agreement negotiator
accepts what’s on offer looks for agreement
Rejecting

— Ask for an adjournment.
— Discuss options.
— Remember your limits.
— Decide if your interests are being met: if not, reject the proposal on offer, or
suggest alternatives.
After the negotiation
— Compare the result with your objectives, targets and limits.

— Examine the process of the negotiation:
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— the planning — the strategy — team roles — the issues.
— Learn from failure:

— what went wrong and why?

— identify weaknesses and errors

— discuss and plan ahead.
— Build on success:

— recognise success

— praise people

— develop teamwork and partnership
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2. PA3JIEJI KOHTPOJISI 3SHAHUM

2.1. 3apanus NI CAMOCTOSITEIbHOM PA0OTHI CTY/IEHTOB

Module 1

Task 1

Think of any professional or business contact you have with other countries.
Think about any conventions that are different from those in your country and may
affect your dealings with people from these countries. Consider for example:

— conventions of dress

— conventions regarding alcohol and food

— socialising

— shaking hands

— physical contact

— gestures

— eye contact

— humour

— the relationship between work and pleasure

— the relationship between family and work

— family matters.

Module 2
Task 2
Think about any of the following — whichever is most likely for you now

or in the future. Prepare the call. Explain the details of the situation to a col-
league, then practise the call.

— Ring a company to ask for product details or prices.

— Ring a travel agent to ask about flights to a city you need to visit.

— Ring a hotel to book a night's accommodation.

If possible record your conversation.

48



Task 3

Work in pairs, A and B, to devise and practise two role plays. First, each of you
should think about your own work or real-life situation. Choose a situation where you
need to call someone to arrange a meeting. Explain the situation to your partner. Then

practise first one conversation, then the other. Remember to end the call appropriately.

Task 4

Think of examples of where you have needed to resolve a problem on the tele-
phone, perhaps with a colleague (an internal problem) or with another company (an
external problem).

Did the problem involve a complaint?

Say what the situation was and what problem occurred.

Explain any difficulty you had and say how the problem was resolved.

Task S
Prepare a conversation typical of the sorts of problems or complaints you are
faced with in your working life. Explain the situation and the roles involved to a col-

league and then perform the conversation.

Module 3
Task 6

Prepare an introduction to a short talk on one of the following:

— your company and / or its products / services

— any company you know well

— an institution that you know well.

Decide who the audience is. Make notes. Look at the Skills Checklist and re-
member in particular to consider the points under the heading Audience. Look at the
Language Checklist.

Do not write the whole text. When you are ready, practise your introduction. If

you can, make a recording. When you have finished, answer the following questions:
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— Did you make a recording? If you did, listen to it now.

— Does the recording sound well prepared and competent?

— Did you read everything you said from detailed notes?

— Did you talk using only brief notes?

— Did you speak clearly and not too fast?

— Did you outline the topic, structure and content of your talk?
— Did you refer to audience questions and to discussion?

— How could you improve your introduction?

Task 7

Think of your professional or study situation. Prepare any pictures or visuals
for use in a presentation. Prepare a description for each one.

Record your description without reading directly from your notes, though you
may of course look at the pictures.

If you can, video record your presentation of the pictures. Treat the video cam-
era as 'one of the audience'.

Later, if you video recorded your presentation, watch it first with the sound off.
Consider the following:

— the appearance and design of the visual

— your body position in relation to 'the audience'

— any gestures, use of hands, etc.

— your maintaining eye contact.

Now either watch your video recording with the sound on or listen to the audio
recording. Consider the following:

the clarity of your message

the appropriacy of the words you used

highlighting of the main facts

the amount of detail — not too much.

50



Task 8
Prepare an informal presentation on a topic of your own choice.
— It does not have to concern your work or studies but should be a topic which
interests you.
— Think about having a clear introduction and a clear structure.
— Include visual aids if you like.

Give the presentation to your teacher and / or colleagues.

Task 9
Give the end of a presentation on a topic of your choice. Include either a sum-

mary or a conclusion and move to questions and / or discussion.

Module 4

Task 10

Summarise your impressions of the meeting you have taken part in. Classify it
according to one of the following types:

— decision-making meeting

— information-giving meeting

— discussion meeting.

How effective was the meeting?

How effective was the Chair?

How could the meeting have been better?

Task 11

If you have taken part in a decision-making meeting recently, can you identify
any clear structure to the decision-making process, which was:

— similar to that described by Hurst

— similar to the DESC model in the Skills Checklist

— of a different kind? If so, what?
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Module S

Task 12

Either think of any kind of negotiation that you may be involved in at work
with colleagues, with your boss, or with another company.

— How do you need to prepare for the negotiation?

— What is your objective in the negotiation?

— Assuming you will not get everything you want, what is your best realistic

alternative?

— What is the level at which you could realistically settle?

Or consider a negotiating situation in your private life, for example in negotiat-
ing with your bank or with a company trying to sell you a major consumer item, such

as a car, a holiday, a house, furniture, etc. Consider the same four questions as above.

Task 13

Think of a negotiation you were recently involved in. What kind of negotiation
was it? How do you think it went?

Did you keep to the concession rules included in the Skills Checklist?

If you had the negotiation again, would you do things differently?

Task 14
Think of examples of conflict in negotiations that you have been involved in.
What kind of negotiation was it?
What caused the conflict?
How was the conflict resolved?
Were you happy with this solution?

Do you think the conflict should have been resolved in another way?

Task 15
Think of another negotiation you have been involved in. Was the negotiation a
success or a failure? Why?
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How would you assess the negotiation in terms of:
— your objectives, targets and limits

— your planning

— the strategy

— team roles and individuals

— the issues

— strengths and weaknesses

2.2. [IpumepHBbIil IepevYeHb BONMPOCOB K 3a4eTy

1. What cultural issues should one think about before meeting business part-
ners from other countries or before visiting another country?

2. Welcoming visitors. What are the typical stages of the first meeting?

3. Entertaining visitors. What is likely to provide acceptable local entertain-
ment for professionals visiting your home town?

4. Preparing to make a telephone call. Receiving calls.

5. Telephoning technique.

6. Problem-solving on the telephone.

7. Presentation technique and preparation.

8. The structure of the presentation.

9. Using visual supports.

10. Making meetings effective.

11. Participating in meetings.

12. Types of negotiation.

13. Negotiating technique.

14. Dealing with conflict.
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2.3. TecToBbI€ 3aaHUA IS TEKYIIEr0 KOHTPOJIS

3HAHUU CTYJICHTOB

Test 1
1 Making arrangements
Complete the dialogue below.
AT’dliketo (a) ...... you some time next month, to meet Mr Lomas.
B That’s (b) ...... . I could give youan (c) ...... next week.
A No, unfortunately I’'m (d) ...... next week. The (e) ...... week would be okay.
B Yes, well (f) ...... ...... Thursday morning at 10 o’clock?
A That’s good. Please can you (g) ...... by email?

B Yes, of course.

2 Changing arrangements

You have an appointment to see Ms Keppel at 11.30 today. Unfortunately your
train is delayed. You will not arrive until 12.30. Telephone Ms Keppel’s secretary,
John Cousins, to explain the problem. Complete the conversation with suitable
words or phrases.

A Hello, Mr Cousins. This is (your name). I (a)...... at 11.30, with Ms Keppel. But
unfortunately the train (b) ...... . I’m going to be (c) ...... .

B I understand. What time do you think you’ll arrive?

A About 12.30. Is thata (d) ...... ?

B No, no problem at all.

A Thank you. [ am (e) ...... about the (f) ...... :

B It’s okay. It’s not your fault. See you soon. Thanks for (g) ...... :

A Thank you. Bye for now.

3 The structure of a call

Put these sentences in the correct order.

A T'understand. That’s very kind of you. Thank you very much.
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B Can I confirm that? The date is 4 December and it’s at the Clyde Hotel.

C Excellent. I look forward to seeing you there.

D I’m ringing to find out some information about the Direct Line Conference in De-
cember.

E Hello, my name is Patrick / Patricia Lefevre. I’m calling from Paris.

F Could you tell me the date and venue of the conference?

Test 2

1 Introducing a summary or a conclusion

Choose the correct word.

1. That ends / brings / leaves the main part. Now we meet / come to / can do the
conclusion.

2. That’s really all I wanted / can / think to say. I’d like to recommend |/ sum-
marise / conclude the three things I have described.

3. Can finish / recommend | suggest now with some recommendations?

4. To conclude, I’d like to speak / tell / say what I think is the most important thing.

2 Summarising, concluding and recommending
Complete the two paragraphs below with suitable words.

Okay, I think that is the (a) ...... of the (b) ...... part of my talk. I’d now (c) ......
to say a few words in (d) ...... . What we have to remember is the importance of
good research. In order to get good (e) ...... we must provide enough (f) ...... ,s01
would like to ask for more people and more money. It’s as simple as that. Money and
people are the vital resources we need. That’s all.

That (g) ...... what I want to say so can I (h) ...... the main points? (i) ...... I
talked about the objectives of the Calypso project. (j) ...... I(k)...... the problems,
essentially the lack of resources and the time difficulties we had. We also had per-
sonnel problems. Finally I (1) ...... that during this time, our competitors have intro-
duced new products. In (m) ...... , therefore, it is now extremely important to launch

a new Calypso product during the current year. Thank you for listening.
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3 Introducing questions and discussion
Make correct phrases by matching the verb on the left to the correct words on the

right.

1 conclude a) your views

2 hear b) my talk

3 have time c) some comments

4 make d) a question

5 ask ¢) for a discussion
Test 3

1 Meetings vocabulary

Write the words which match the given definitions.
1 A written report of what was said in a meeting.
People who attend a meeting.

The purpose or intention of the meeting.

List of items to discuss in a meeting.

Person who controls a meeting.

Change the date of a meeting to a later date.

o) SV T - O B \S)

To have a break in a meeting.

2 Chairing a meeting
A Complete the following sentences with suitable words.
I ... to the meeting.
2 We have three ...... onthe ...... :
3 The main ...... of the meeting is to reach a decision on the Abacus Project.
4 I’d like to hear John’s ...... and then we can have a ...... .
5 Thopewecan...... by 4 o’clock.
6 John, canyou...... your main points?

7 Does anyone have any ...... ?
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8 Let’s...... to the next point.

9 There is not enough time to discuss this. Can we ...... this discussion to another
meeting?
101 think we should ...... the meeting now, as it’s after 4 o’clock.

B Choose the right ending to make the chair’s remarks below.

1 I"d like to welcome ... a) who is going to present a short report.
2 There are three things ... b) comments on Marie’s report?

3 Can I introduce Marie Fischer, ... c) all the items on the agenda.

4 Does anyone have any ... d) a date for our next meeting?

5 Let’s move ... e) for coming.

6 So, that’s completed ... f) to the next point.

7 Can we fix ... g) all for today.

8 I think that’s ... h) on the agenda.

9 Thanks ... 1) everyone to the meeting.

3 Delaying decisions

Suggest answers to the following questions.
1 Can we reach a decision today?

2 Have we finished this discussion?

3 Can you give us the information we need?

4 Have we finished?

5 Can we move to the next item for discussion?

4 Ending a meeting

Finish the following sentences.

1 I’'dliketo ...... .

2 Canwe fix ...... ?

3 Does anyone ....... ?

4 We’ll contact ...... :

5 We’ll produce a report ....... :
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We look forward to hearing ...... :

Is everyone

...... ?

So I think the meeting ...... .
That’s ...... .

Test 4

1 Negotiations vocabulary

Match the word to the correct definition.

1

0 N N W B WN

agenda
compromise
proposal
priorities
contract
evidence
negotiation

agreement

a) a legal document that gives details of an agreement

b) meeting between at least two parties that aims to reach an
agreement

¢) plan for the meeting or negotiation

d) information used to help make your point in a negotiation or
meeting

e) agreement that is between the starting positions of both sides in
a negotiation

f) most important needs or demands

g) position (maybe a final one) that both sides accept

h) offer

2 Preparing for a negotiation

Complete the sentences.

I Not all negotiations (or meetings) have a formal a ...... :

2 You should know yours ...... andw ...... .

3 Establish youro ...... .

4 Have all the 1

5 Prepare any v

6

Prepare an o

...... you need.

...... supports.

58



3 About the opening statement

Mark the following statements as True (T) or False (F).

Everyone present should make an opening statement.

The opening statement explains the purpose of the meeting.

It is a good idea to make positive comments about the other side in the negotiation.
In most situations it is best to try to work with and not against the other side.

Both sides usually make an opening statement.

It helps to try to understand the other side’s point of view.

<N N AW

The opening statement explains your minimum requirement from the negotiation.

Test 5
1 Bargaining and making concessions
Choose the right alternative from the words in italics.
1 It’s okay with us so long as / whereas you can supply the goods by January.
2 If/ Unless the specifications are right, we’ll be happy.
3 We won’t pay that price if /unless you increase the quantity.
4 If you ask us to help you then we’ll / we do send someone immediately.
5 If you pay in dollars we had to / will have to pay bank charges.
6 We can offer a discount but only / however if you pay at the time of the order.

7 We can reach agreement unless / on condition that the price is fixed for two years.

2 Accepting and confirming
Complete the exchanges below.
— Isthat(a)...... ?

— Yes, fine. We (b) ...... :

— What do you (¢) ...... ?

- We(d)...... that
— We’re (e) ...... with that.
— Let’s () ...... what we have agreed.
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— Naturally all this will be in the (g) ...... .
— Canyou (h) ...... this in writing?

— We’re glad we have been able to (i) ...... agreement.

3 Ending the negotiation — without agreement
Complete the following sentences.

I ...... on this occasion we cannot ...... agreement.
2 I’m sorry we cannot ...... accept this ...... .

3 We...... that an agreement is not possible today.

4 Perhapsifwe ...... a decision we can agree in the near future.

5 It’s been an interesting meeting ...... we have not been able ...... .

6 We have triedto finda ...... but it seems without ...... )
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3. BCTIOMOTI'ATEJIbHBIH PA3JIEJI

3.1. YueOnass mporpamma

YACTHOE YYPEX/IEHUE OBPA3OBAHUA
«MHCTUTYT COBPEMEHHBIX 3HAHMM UMEHU A.M.IITMPOKOBA»

YTBEPXJIAIO

Pexrop MHCTUTYTa COBpEMEHHBIX

3HaHui umenn A.M.Illupokosa
A.JIL.LKanunos

Peructparnmonnsriit Ne V /- /yd.

MOAYJIb 3. MEXKKYJIBTYPHBIE ACIIEKTBI IPO®PECCHUOHAJBHOI'O
OBIIEHMUSA: TIPOPECCUOHAJIBHOE OBIIEHHUE
Y4yeOHasi mporpaMmma y4pe:KJIeHus1 BbICHIero 00pa3oBaHus
10 y4eOHO# IMCHUILTHHE VISl CIIeHUATBLHOCTH:
1-23 01 02  Jluareuctuyeckoe 0O6ecredeHre MeXKYyJIbTYPHBIX KOMMYHHKAI[H
(MO HaMpPaBICHUSIM )

2019
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YdeOHasi mporpaMMa COCTaBJI€Ha Ha OCHOBE OOpa30BaTEIbHOIO CTaHIAPTa
Beiciiiero obpaszoBaruss OCBO 1-23 01 02 — 2013 «Bwicmiee ob6pa3osanue. [lepBas
cTyneHb» 1o crneruaibHocTu 1-23 01 02 «JIunrBucTUueckoe 0OeCleueHUe Mex-
KYJbTYPHBIX KOMMYHHUKAIIMK (110 HAMpaBJICHUSIM)» U y4yeOHOTO TiaHa YacTHOro yu-
pexaenust oopazoBanus «MHCTUTYT coBpeMeHHbIX 3HaHuM uMenn A.M.IupokoBay
no cnenuanbHoct  1-23 01 02 «JIuHrBUCcTHYECKOE 00ECTIEYeHUE MEXKKYJIbTYPHBIX
KOMMYHHKAIIMH (110 HaMpaBJICHUSAM )», peructpanoHHbiii Ne 1-23 01 02-068-2015/x.

COCTABUTEJIb:

T.B.Konecnux, cmapwui npenooasamenvb Kapeapbl MEXKKYJIbTypPHOH KOMMYHHKa-
nuu YactHoro yupexjaeHus oOpa3zoBaHus «MIHCTUTYT COBPEMEHHBIX 3HAHUN MMEHH
A .M.IIIupoxosa»

PELNEH3EHTBDI:

M.M.Jlotiwa, kanaunatr (QuIOJOTMYECKUX HAYK, JOLEHT KadeIpbl JIEKCUKOJIOTUU
AHIJIMKACKOTrO s13bika MIJTY

O.A.Cuixano, kanauaatr (GuiIOIOTUYECKUX HAyK, TOIEHT Kadeapbl peueBeleHUs M
Teopur KoMMyHukaruu MI'JTY

PEKOMEHIOBAHA K YTBEPXKXAEHUIO:
Kadeapoit MexkynbTypHOI KOMMYHUKAaUUUU (TPOTOKOA No OT T.);

Hayuno-meroanueckum coBetoM YacTHoro yupexieHus obOpazoBanus «UHCTUTYT
coBpeMeHHbIX 3HaHuN uMeHn A.M.I1IupokoBay (nmpoTokona Ne oT T.)



HOACHUTEJIBHAA 3AIINCKA

Huciumunaa «Moayne 3. MeXKyJabTypHbIE acleKTbl IpOo(ecCHOHaIbHOTO
oOmreHust: npodecCuoHaANIbHOE OOIICHHE» BXOAUT B KOMIIOHEHT YUPEXKIACHUS BbICIIIE-
ro oOpa3oBaHus UKJIA CIIEHUATBHBIX JUCLMUIUIMH. ba30BbIMU MO OTHOIIEHUIO K JaH-
HOW muctuIuinHe sBisitorcs: «Moaynb 3. MeXKyIbTypHBIE acleKThl MPOQeccuo-
HAJIBHOTO OOIEHHUA: MPAKTUKYM IO KyJIbType peueBoro oduieHus» (1-b1ii uHOCTpaH-
HBIN 53BIK), «Moayinb 3. MeXKyIbTypHbIE acleKThl TPO(EeCCHOHATHLHOTO OOIIECHUS:
MEKKYJIbTypHass KoMIleTeHUUs», «llepBbiii mHOCTpaHHbI A3bIK. KOMMyHUKaTUBHAsS
rpammatukay. JduciuminHa «Moaynb 3. MexKynbTypHbIE acleKkTbl mnpodeccuo-
HAJILHOTO OOIIeHUs: MPOo(ecCHOHANIBHOE OOIIEHNE» H3yUaeTCsl B TECHON B3aUMOCBSI-
3 ¢ IUCHUIUIMHON «CTpaTeruss KOMMYHUKAaTUBHOTO MOBEACHUSD.

OCHOBHOU HeJBI0 TUCHUIUIMHBL «Monynb 3. MeXKyapTypHbIE ACIEKTHI MPO-
(peccroHanbHOro O0IIeHUs: TPOdecCHOHaTbHOE OOLICHUE) SBISIETCS Pa3BUTUE KOM-
MYHUKATUBHOW KOMIIETEHIIMU CTYJECHTOB, IMO3BOJISIIOILEH UM MHTErPUPOBATHCS B Me-
KIYHAPOAHYIO MPOPECCHOHANBHYIO CPEAYy M HCIOIb30BaTh MHOCTPAHHBIN (aHTIIHIi-
CKHUI) SI3BIK KaK CPEACTBO MPO(HEeCCHOHATBHOTO U MEKKYJIbTYPHOTO OOIIEHHUS.

B 3aia4u 1uCUMIUIMHBI BXOJINT:

— YCBOCHHME JIEKCHYECKUX €IUHULL, JEKCUKO-IPAMMATUYECKUX KOHCTPYKIMU U
pPEYEBBIX KJIHUIIE, HEOOXOAUMBIX ISl OCYIIECTBICHHS MPOPECCUOHAIBHON KOMMYHHU-
Kalluu;

— (popMUpOBaHUE HABBIKOB U Pa3BUTHE BCEX BUJIOB PEUYEBBIX YMEHMIA, HEOOXO-
JUMBIX JUISI TAKMX BHJIOB MPO(ECCUOHAILHOMN JESITENIbHOCTH, KaK JIeJIOBbIE BCTPEUH,
oOeHue no tenaedoHy, MOArOTOBKA MPE3EHTALUM, TPOBEJACHUE IEPETOBOPOB U Je-

JIOBBIX COBEIIAHUMU.

B pPE3YyJabTATC U3YUCHUA JUCHUILIIMHBI CTYACHT JIOJIPKCH !
3HAThb:
— JICKCUKO-TPAMMATHUYCCKUC CTPYKTYPHI U PCUCBLIC KIINIIC, XaPaAKTCPHBIC OJIA ICII0-

BOI'0 QHIJIMHCKOIO S3bIKA;



— crnenudUKy MEKJIUYHOCTHBIX OTHOUIEHUM U JICJIOBOU ITUKET B CTPAHE U3Y-
4aeMoro SI3bIKa;

— (akTOpBHI, BIUAIONINE HAa YCIEIIHOE JIEJI0BOE OOIICHHUE;

— peUeBOM ATUKET B chepe eTOBOro OOIICHUS;

— TUTOJIOTHIO TIEPETOBOPILUKOB U CIIOCOOBI yOEKIEHUS TPOTUBHUKA;

yMeTh:

— HCIIOJIb30BaTh MHOCTPAHHBIN SI3bIK B KayeCTBE MHCTPyMEHTa mIpodeccuo-
HaJbHOM JIESATCIBHOCTH;

— OCYIIECTBJISATh BHIOOP PEUEBBIX CTPATETUN, TAKTUK U SI3IKOBOTO MaTepuaia
B COOTBETCTBUYU C KOMMYHUKATUBHOM CUTYyalllEH;

— IPaBUJILHO KOMIIO3ULIMOHHO COCTABJIATh TEKCT JOKJIA/1a, IPE3EHTALUN;

— OpraHU30BbIBATH U IPOBOJIUTH JIEJIOBOE COBELIAHUE;

— MPUMEHSThH MEPETOBOPHBIC TAKTUKU U MPUEMbI B XOJI¢ MPOBEJCHUS TIEPETO-
BOPOB;

BJIA/ICTh:

— (DOHETUYECKUMHU, TPAMMATHUYECKUMU, JICKCUYECKUMHU, CTHUIHCTHUYECKUMU
HOpMaMu

A3bIKa MPO(HEeCCHOHATBHOrO OOLIEHUS;

— HaBBIKOM MyOJIMYHBIX BBICTYIUICHUH (AOKIa/bl, IPE3CHTAIUHN )

— IpyeMaMu poBeneHus 3PPEeKTUBHON NMPE3EHTALINH

OcBoeHne AMCUMILIMHBI o0ecrieurnBaeT (GOPMUPOBAHNE aAKaAeMHYECKHX, CO-
IHMAJTBHO-THYHOCTHBIX M PO eCCHOHAIBHBIX KOMIIETEHIMI CIICIIHAINCTA.

TpeGoBaHus K akaJleMHYeCKHM KOMIIETEHUMAM CIIEHUATNCTA

Criennanuct J0JKeH:

— AK-1. YMmerb npuMeHsTh 0a30Bble HayYHO-TEOPETUYECKUE 3HAHUS JJIsl pe-
LIEHUS TEOPETUYECKUX U MPAKTUYECKUX 3a1a4;

— AK-4. YMeTh paboTaTh CaMOCTOATENIBHO;

— AK-6. Biagers MeXAUCIUIUIMHAPHBIM NOJIXO0I0M IIPU pEUIEHUHU po0IieM;
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— AK-7. IMeTh HaBBIKH, CBSI3aHHBIC C HCHOJIb30BAHUEM TEXHUYECKHUX YCT-
pOICTB, yripaBieHueM uHbopmalmeil 1 paboTol ¢ KOMIIBIOTEPOM;

— AK-8. OBnaieTp HaBbIKaMHM YCTHOW U MIMCbMEHHOW KOMMYHUKAIUU;

— AK-9. YMeTh yuuThCs, MOBBINIATH CBOIO KBaJU(UKAIMIO B TECUCHHUE BCEH
KU3HU.

TpeboBaHus K CONMATBLHO-THYHOCTHBIM KOMIIETEHIIMAM CIIEIHAJTUCTA

CrenuanucT JOJIKEH:

— CJIK-2. BbITh cIOCOOHBIM K COLIMAIIBHOMY B3aUMOJICUCTBUIO;

— CJIK-3. O61a1ath COCOOHOCTHIO K MEXJITMYHOCTHBIM KOMMYHHKAITHSIM;

— CJIK-5. BbITh cIOCOOHBIM K KPUTHUKE U CAMOKPUTHKE;

— CJIK-6. YMeTh paboTaTh B KOMaH/IE;

— CJIK-7. OGnamath CHCTEMOW 3HaHUH O COIMAIBHOW JIEWCTBUTEIHHOCTH
1 0 ceoe;

— CJIK-8. VYMerp pealn30BbIBaTh CLEHAPUM MOBEACHUS B TUIUYHBIX
CUTYyalUsX;

— CJIK-11. ImeTh onbIT MyOJIMYHON KOMMYHHUKALUU;

— CJIK-13. BbITh CHOCOOHBIM K KPUTHIECKOMY MBIIIUICHHIO.

Tpe6oBanus k npodeccHOHATBLHBIM KOMIIETEHUMSAM CIIENMATNCTA

Creunanuct A0JKEH ObITh CIOCOOEH:

— JIK-1. Bnagerp ci0OKHBIMU KOMMYHUKATUBHBIMUA HAaBBIKAMH U YMEHUSIMH:
OBITh CTIOCOOHBIM K (POPMHUPOBAHUIO HOBBIX HABBIKOB M YMEHUM B UHBIX COIUATIbHBIX
CTPYKTYpaX U COUMOKYJIbTYPHBIX CUTYaLIUSIX;

— IIK-4. Peanu3oBbiBaTh TpeOyeMbIM pOJEBOM penepryap B paMKax
npodeccuu;

— TIK-5. O6nagaTh CiOCOOHOCTHIO YOCK/IATh;

— TIK-6. BnageTs HaBbIKaMH MyOJIMYHON pedyH HA POJHOM M HA HE MEHEE YeM
JIBYX MHOCTPAHHBIX S3bIKAX;

— IIK-7. YMeTp agekBaTHO MHTEPIPETUPOBATH KOMMYHHKATUBHOE MOBEICHUE

IIPEACTaBUTEIIEU UHOU KYJIbTYPBI;
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— IIK-16. I'oTOBHATH NOKIJIa[BI, MaTE€pUaIbl K MPE3EHTAUUAM U IOJB30BATHCS
rJ100aJIbHBIMU PECYPCAMU;

— IIK- 21. DOddexktuBHO B3aMMOACUCTBOBATh B  MYJIBTUKYJIBTYPHOM
KOJUIEKTHUBE;

— [IK-22. [IpoBoauTh KOHCYIBTALMUU 10 BONPOCAM OObIYAEB, TPAAULIUNA, ITH-
KETa, UEPAPXWYECKON BAPUATHUBHOCTU IIOBEICHMS, TEMATHYECKUX OIPAHUYECHUMN B
OOIIEHUH B Pa3IMUHBIX ATHOKYJIBTYPHBIX COOOIIECTBAX;

— TIK-23. BoipabarbiBaTh U NpPUHUMATh NPO(ECCHOHANBHBIE PEIICHUS, KOp-
PEKTUPOBATh COOCTBEHHYIO AESTENBHOCTD U JIEATEIbHOCTh JPYTUX YYACTHUKOB MPO-
1ecca MEXKYJIbTYPHOU KOMMYHUKALNU;

— TIK-28. O6nagaTh cIOCOOHOCTHIO MOAEPKUBATH MHHOBAIIMOHHBIE TTPOCKTHI

B 00J1aCTH OpraHU3alMK TPYyAa, 00CITyKHUBaHUS, YIIPABIICHHUS.

dopma nory4eHus BBICIIETO 00pa30BaHUs — OUHAS.

Ha m3yuyenue y4eOHON AMCIMITIMHBI OTBOAMTCS 160 akajeMHUYECKHX YacoB, U3
HUX 80 ayIUTOPHBIX YacoB (IIpaKTUYECKUE 3aHATHS) B 7-M cemecTpe, 80 yacoB — ca-
MOCTOsITeNIbHAsl paboTa CTYIEHTOB.

TCKYHIaSI aTTecTanusa: 3a4CT -7 CEMCCTP.
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COAEP KAHUE YYEBHOI'O MATEPHUAJIA

Tema 1. [lesioBOe 001IeHHE B MYJbTHKYJILTYPHOM cpe/ie
[IpoOnembl MEXKYJIbTYpHOU KOMMYyHUKauuu. DakTopbl, BIUSAIOLIME HA YC-
NENnrHoe JenoBoe obmenne. JlenoBoit ATUKET B aHTJIMMCKON KyJIbType. BeximBocTh u
TakT. JlenoBble BCTpeuu. Y CTAHOBIIEHUE JIPYKECKUX B3aMMOOTHOLIEHUN C JE€T0BBIMU
naptaepamu. [lomnepxkanne Oecenpr (small talk). Opranmzanus KyJabTypHOU Tpo-
rpaMMBbI JJIs1 J1e10BbIX napTHEpoB. KynbTypHble paznnuns. OcoOEHHOCTH IpUIJialie-

HUS B QHTJIMKCKOM KOMMYHUKATUBHOM KYyJbType. Je0BON YKUH.

Tema 2. Tesieponnblii popmat 001IeHUA
[ToaroToBka k Tene@oHHOMY pa3roBopy. Kak oTBETUTh Ha 3BOHOK, IPUHATH U
nepenath coobmenue. Kak HazHauuth U nepenectu BcTpedy. Kak 3aBepiiuth pasro-
BOp. 3anpoc U npeaocraBieHue nHpopmanuu. Beibop cTuiis B TeepOHHOM pa3roBo-
pe. Jlekcuueckue U rpaMMaTH4YeCcKie OCOOCHHOCTH OOIIEHUs 1O TeaeOoHy, peueBbIe
Kiauie. MexXKyJIbTypHBIA aclekT AeI0BOro ooOueHus no renedony. Beaenue nepe-
rOBOPOB 1O TenedOoHy. YperyiupoBaHue MPeTeH3uil KINEeHTOB. JlocTuKeHue cora-

MICHU:.

Tema 3. IloaroroBka u npoBeeHne Mpe3eHTANNM
[IpaBuna moaroroBku 3ddextuBHON Mpe3eHTanuu. CTPyKTypa Mpe3eHTalUU.
HarnsimnocTs: pucyHku, rpaduku, CXeMbl, TMarpaMMBbl, CIIaiJibl, ayauo-, BUIEeOMaTe-
puainbl. [Ipuemsl yaep:xaHus BHUMaHUA ayauTOpyd. [IpUHIUIIBI KOMOO3UIIMOHHOTO
noctpoeHus: Tekcra. CpeacTBa odecrneueHus CBI3HOCTH U IENOCTHOCTH TekcTa. O0-

HIEHUE C ayAUTOPUEN, OTBETHI HA BOIPOCHL.

Tema 4. [IpoBeaenue coOpaHnii U COBEIAHU I
OddextuBHas opranuzanus coBemanus. CTaaud MPOBEIACHUS COBEIIAHUS.
Pernament u mporokon. Ilogsenenune uroroB. KommyHHKaTHBHBIE MPOOJIEMBI Ha

BCTpEYax MEXIYHAPOJHOTO YPOBHSI.
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Tema 5. IleperoBopHblii mpouecc
Ctunu BeneHus neperoBopoB. [leperoBopHeie TakTUKU U Tipuemsbl. [loaroros-
Ka K IPOBEJICHUIO TIEPETOBOPOB. THUIONOTHS MTeperoBopIiuKoB. CiocoObl yOeK1eHUs

IMPOTUBHUKA. TexHonorun paspCUiCHusA KOH(l)JII/IKTOB.

68



YYEBHO-METOJUYECKAS KAPTA IO YYEBHOU JUCIHUILIMHE

KomnuectBo aynurop-

1
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| 2 3 4 5 6 7 10
1. | HenoBoe oOleHne B MyJIbTUKYJIBTYPHOU cpelie 12 16 poneBas urpa
JTUCKYCCHS
TECT
2. | Tenedonnsiit popmat oO1ICHUS 16 14 poJieBast urpa
TECT
3. | IlogroroBka v mpoBEICHUE MTPE3EHTAIIUN 20 16 JIACKYCCUS
IIpe3eHTAIUs
TECT
4. | [IpoBeaenue coOpaHuii M COBEIIAHUN 16 16 poJieBasi urpa
TECT
5. | lleperoBopHbIl mpoLecc 16 18 JTUCKYCCHUS
poJieBasi urpa
TECT
Hroro: 160 80 80
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NHOPOPMAIIMOHHO-METOJINYECKAA YACTbH

NEPEYEHb OCHOBHOM JIUTEPATYPbBI

1. bapeimaukoB, H. B.  OcHoBbI mpodeccuoHanbHOW MEXKYJIbTYPHOU
KoMMyHuKanuu : Yue6 nocoodue / H. B. bapoimuukos. — M. : By3oBckuii yue0-
Huk : UHOPA — M, 2016. — 368 c.
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Bomnpocs! k 3aduety no nucuumianae «Moayiab 3. MeKKyJbTypHbIE ACHEKThI

npodeccuoHaNbLHOro 001eHus: MPOdeCCHOHATIbHOE 00LIIEHN e

1. What cultural issues should one think about before meeting business part-
ners from other countries or before visiting another country?

2. Welcoming visitors. What are the typical stages of the first meeting?

3. Entertaining visitors. What is likely to provide acceptable local entertain-
ment for professionals visiting your home town?

4. Preparing to make a telephone call. Receiving calls.

5. Telephoning technique.

6. Problem-solving on the telephone.

7. Presentation technique and preparation.

8. The structure of the presentation.

9. Using visual supports.

10. Making meetings effective.

11. Participating in meetings.

12. Types of negotiation.

13. Negotiating technique.

14. Dealing with conflict.

OoOpa3oBarejibHbIE TEXHOJIOTUH

HuctunnuHa «Momynb 3. MeXKyJIbTypHBIE acleKThl Mpo¢deCCHOHATHHOTO
oOmienus: mpodeccuoHaabHOe OOIIEHHE» MPeayCMaTPUBACT HCIOJIb30BAHUE Clie-
TYIOIIMX WHHOBAIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTUW: POJIEBBIE MTPHI, TIPE3CH-
TaluM, AUCKyccuu. B Xone oOydeHuss akTUBHO HMCTOJB3YeTCs MapHas M TPYyNIoBas

pabora, ayIMOBU3YyaJIbHBIE CPEJICTBA.
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TpeOoBaHUsA K BHINOJHEHHIO CAMOCTOATEILHOM PA0OTHI CTYAE€HTOB

Ne | Haszsanue pasnena, | Kosa-Bo 3aganue ®opma BbI- Heab niaun
n/n TEMBbI JacoB MOJTHEHU A 3agaya CPC
Ha
CPC
1 | JenoBoe obuieHue B 16 [TogroroBka k | [lonroroBka k | @opmupoBa-
MYJIbTUKYJIBTYPHOMN pOJICBOM UTPE | MPAKTUUYECKUM | HUE HABBI-
cpene 3aHSATUSIM KOB U pa3BU-
[Ipezentanust | PaGora ¢ anek- | Tue ymeHuU
«JlenoBol ATU- | TPOHHBIMU 00-
KET B aHIUIMI- | pa3oBaTelb-
CKOM KYJIbTY- | HBIMHU pecypca-
pe» MU
N3zyuenue no-
Pa3zpaboTtka MOJTHUTEIb-HOMN
KYJbTYPHON y4eOHOM JIuTe-
pOrpaMMmbl paTypbl
JUTSL ACJIOBBIX
MapTHEPOB
2 | Tenedounuslii popmar 14 CocraBnenne | [loaroroBka k | @opmMupoBa-
oO1IeHus Jasnora NPAaKTUYECKUM | HAE HABBI-
3aHATUSIM KOB U pa3BH-
[ToarotoBka k | PaGora ¢ anek- | Tue yMeHHi
pOJIEBOM UTPE | TPOHHBIMU 00-
pazoBaTeb-
N3ydenune oco- | HpIMU pecypca-
OeHHOCTEN MU
oO1IeHus 1o N3yuenue
Teneony, y4eOHOM JIuTe-
pa3zpaboTka paTypsl
PEKOMEH AL
3 | [loaroToBka u mnpo- 16 [TonroroBka u | [loaroroBka k | dopmupoBa-
BEJICHHUE MPE3EHTA- IIpe3eHTAIUs NPaKTUYECKUM | HAE HABBI-
1005051 JOKJIaaa 3aHATUSIM KOB U pa3BHU-

IToaroroska x
JIMCKYCCHUH

IToaroroBka
npe3eHTanuu /
PEKJIaMHOTO
poJIMKa

Pabora ¢ niek-
TPOHHBIMH pe-
cypcamu

THE YMEHUU
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IIpoBenenue codpa- 16 [Togroroska k | [lonroroBka k | @opmupoBa-
HUU U COBELLIAHUN pOJIEBOM UTPE | IPAKTUYECKUM | HUE HABBI-
3AHATHUIM KOB U pa3BH-
Pa3pabotka N3yuenue THE YMEHUI
peKoMeHaanui | yueOHOM JuTe-
110 NPOBEC- paTypsl
HUIO COBEIa-
HUU
ITeperoBopHsbIit TIpO- 18 [ToaroroBka k | [loaroroBka k | dopmupoBa-
ece pOJIEBOM UI'PE | IPAKTUYECKUM | HHE HABBI-

I[Toaroroska x
JIACKYCCUH

IloaroroBka K
3a4ery

3aHATHSAM Pabo-
Ta C DJIEKTPOH-
HBIMH 00pa3o-
BaTeIb-HBIMH
pecypcamu
N3yyenne
y4eOHOM JTuTe-
paTypsl
Iloaroroska k
3aueTy

KOB U pa3BHU-
THE YMEHUIN
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[TPOTOKOJI COTJIACOBAHUS YYEBHO! ITPOT'PAMMBI

Hazpanue jawmc-
IUILIMHEL, C KO-
TOpoil Tpedyer-
cd  coIJacoBa-
HHE

Hassanue
Kadenpel

[Ipennoxxennss o6 wu3me-|Pemienne, mnpuHsATOE Ka-
HEHUSIX B cojep:kaHuu|peapoit, pa3padoTaBiieit
y4eOHOI MPOrpaMMbl y4-|yuyeOHyl0 mporpammy (c
pPEeXIEHUS BBICIIETO 00-|yKa3aHUEM JaThl 1 HOMEpa
pazoBaHusi MO Yy4eOHOM |IPOTOKOJIA)

JUCHUTIINHE

JIOTIOJTHEHU A 1 USMEHEHU A K YYEBHOH ITPOTPAMME YBO
Ha 201 /201  yueOHBbI# TOI

NoNe
TIIT

JlonmoaHeHHsT U U3MEHEHHUS OcHoBaHue

VY4ebnast mporpaMma mepecMOTpeHa U 0JI00peHa Ha 3aceJaHuu Kapeapbl MEXKYITb-
TYpPHOH KOMMYHUKALUH (ITPOTOKOJ No OT 201 _r.)
3aBeayromuii kKaheapon

(yueHast cTeneHb, y4eHOE 3BaHUE) (TToAmuCH)
(N.0.Damumnus)

VTBEPXJIAIO

Hexan dakynprera

(yueHast cTeneHb, y4eHOE 3BaHHE) (moamucs)
(N.0.®amunus)
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3.2. YuyeOHO-MeTOAUYeCKOE U MH(OPMALIMOHHOE

o0ecnmeyeHue TUCHUILIAHBI
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Huk : UHOPA — M, 2016. — 368 c.
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