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HOACHUTEJIBHASA 3AIINCKA
K JIEKTPOHHOMY Y4€0HO-METOANYECKOMY KOMILIEKCY
1o y4eOHOoi JucuuiinHe «/{eJ10Boil MHOCTPAHHBIN A3bIK (AHIJIMHCKUIA,
ppanumy3ckuii)»
JJIA CIIeHATbHOCTH
6-05-0412-03 Jloructuka

AxmyanvHocms uzyueHus OUCYUNIUHDL

WMHOCTpaHHBIN S3BIK B COBPEMEHHOM IIOJIMKYJIBTYPHOM M MHOTOSI3bIYHOM MUPE
ABIISIETCS. OCOOGHHO 3HAYMMBIM W BOCTPEOOBAaHHBIM B  MPAKTHUYECKOHM U
VHTEJUIEKTYaIbHOM JIEATEIbHOCTH CIEUUAINCTa. B COBpEMEHHBIX YCIOBUAX OOLIECTBY
TpeOyIoTCsSl CIEUUATNCThI, 00JaJalolue KPEaTUBHBIM MBIIUIEHUEM, CIIOCOOHBIE K
UMIPOBU3ALNY, K BBIPAOOTKE HETPAIUIIMOHHBIX PEHICHUN B MPOOJIEMHBIX CHUTYaIUsX.
busHec — 3TO ’)keCcTKass 1 KOHKYPEHTHas Cpella, KOTopask He MPOIIAET OIIMOOK, TOATOMY
Ha COBPEMEHHOM 3Tarleé CBOETO Pa3BUTHS PHIHOK Tpyda TpeOyeT OT JIoAEH, KeTarouux
clenarh Kapbepy B cdepe OusHeca, SJKOHOMUKHA U (PUHAHCOB, 3HAHUW M HABBIKOB, YaCTO
BECbMa JaJeKUX OT CTaHAAPTHOTO 3HAHUS MHOCTPAHHOTO si3bIKa. J{JIs pereHust TaHHoN
3a1a4u B OOJIBIIMHCTBE BBHICHINX yueOHBIX 3aBefeHuil PecriyOnuku benapyck o0yueHue
OyaylMXx CHenuaiIucToB B chepe Ou3Heca, SKOHOMUKM U (DUHAHCOB WHOCTPAHHOMY
A3bIKy 0Oaszupyercss Ha JBYX KIIIOYEBBIX OJJIeMEHTaxX: O0a30BbIM Kypc W JAEJIOBOMN
MHOCTPAHHBIN SI3bIK.

Llenv u 3a0aqu oucyuniunwl

[maBHas nenp 0OyueHHUs [EIOBOMY HMHOCTPAHHOMY SI3bIKY 3aKIIO4aeTcs B
(GOpMUPOBAaHUU  HMHOS3BIYHONM  KOMMYHUKATUBHOM  KOMIIETEHIMH  OyIyIlero
CIELUAJUCTa, IIO3BOJSIOIEH MCIOJIb30BaTh WHOCTPAHHBIA SA3BIK KaK CpPEICTBO
MEXJIMYHOCTHOTO M MPO(ECCHOHATBHOTO OOIIECHHUS, U MPOBEICHUSI MEPETOBOPOB C
3apyOeKHBIMU TapTHEpPaMH, OBIAJCHUS KJIIOUYEBHIMU HaBBIKAMHU BEJCHUS JEJIOBOM
KOPPECIOHACHIIMM HAa WHOCTPAaHHOM $I3bIKE, @ TAKXE HaBBIKAMHU CaMOIPE3EHTALUU
Oynymmum paboromarensiM (TpaMOTHOE COCTABIICHHE PE3IOME U COMPOBOAUTEIBHBIX
MMCeM).

B kauecTBe cTparernueckoi MHTErpaTuBHOM KOMIIETEHIIMH B Mpoliecce 00yueHUs
MHOCTPaHHBIM SI3bIKaM BBICTYNA€T KOMMYHUKATHUBHAs KOMIIETEHIUS B €IMHCTBE BCEX
COCTABJISIIOIIMX: SI3bIKOBOM, PEUYEBOM, COLMOKYIBTYPHOW, KOMIIEHCATOPHOM, Y4EOHO-
MM03HABATCILHOM KOMIICTCHITHI.

Kypc «/lenoBoit uHOCTpaHHBIN SI3bIK (QHIIMHUCKHM, (PAHIY3CKHI1)» HOCUT
IpeaeIbHO KOMMYHHKATHUBHO-OPUEHTHUPOBAHHBIN U MPO¢EeCCHOHATLHO-HATPABICHHBIN
xapaktep. Ero 3agaun 3aKi1r04aroTcs B CIEIyOMEM:

— chopMHUpPOBaTh y CTYACHTOB YMEHHUS MOHHMMAaTh BBICKAa3bIBaHUS B YCIOBHSX
HOpPMAJIbHOTO TEMIIa PEUM MPH Pa3IMYHBIX OCOOEHHOCTAX MPOU3HOIIECHUS U YCIOBHIX
BOCIIPUSATHUS PEUN;

— Ppa3BUTh y CTYICHTOB YMEHHs yCTaHABIMBAaThb W IOJAJIEPKUBATh KOHTAKT C
co0eceHUKaMH; COOO0IIaTh, 3alpalliiBaTh WU YTOYHATh WH(OPMALMIO; JIOTUYHO H
apryMEHTUPOBAHHO BBIPAKAaTh CBO€ MHEHHME M OTHOILECHHE K MPEIMETy OOCYKIEHUS B
COOTBETCTBHMM C KOHKPETHOM cuTyalue npodecCuoHaIbHO-/1eI0BOT0 O0IICHMUS;

— pacHIMpUTh CTPAHOBEAYECKUN KPYro30p CTYIEHTOB; IMOBBICUTH YPOBEHb HX
oO1IEeH S3BIKOBOM KYJIBTYpPbI OOLIEHUS U PEUH;

— COBEpUIECTBOBAaTh HABBIKM CAMOCTOSITENBHOW padOThl C HWHOS3BIYHOM
uHbOopMaIHe.



B pesynbrare nzyueHus qucuuIInHbl « MHOCTpaHHBIN S3bIK» CTYAEHT JOJKEH:

3HATh:

— JIGKCUYECKUH MHHUMYM, HEOOXOmMMbIA aiig 3(P(GEeKTUBHOTO OOIIEHUS B
aKaJeMUYeCKO U MpoQecCHOHANbHOM Ccpele, TEPMHUHOJOTHMIO B paMKaX CBOEH
CHEIUATBbHOCTH;

— OCHOBHbBIE TPAMMATUYECKHE SIBJICHUS, XapaKTePHbIE JJI1 YCTHON U MMCbMEHHOU
npodecCUOoHaTBHOM peun;

— OCHOBHBIE 0COOEHHOCTH HAyYHOT'O U JIETIOBOTO CTUJIS;

— IpaBuUJIa PEYEBOTO ATUKETA MPU OOLIEHUH B IPO(HECCUOHAIBHOM CpeliE;

YMETh:

— MOAJIEPKaTh Pa3roBOp Ha MPO(HEeCCUOHANBHYIO TEMY C HOCUTEJIEM SI3bIKa;

— apryMEHTHUPOBAaHHO BBIPA3UTh CBOKO TOYKY 3PEHUS IO MPOOIEMHBIM BOIPOCAM
Ha aHIJIMMCKOM SI3BIKE;

— y4acTBOBATh B JMAJIOTe, AUCKYCCUU Ha MpodeccroHalbHbIe U O0LIMEe TEMBI C
HOCHUTEIISIMU SI3bIKA;

— BBECTH IEPErOBOPHl HA AHIIIMMCKOM SI3bIKE, TPAMOTHO OTCTAMBAaTh CBOIO TOUYKY
3peHus;

BJIA/ICTh:

— HaBbIKAMM OOIIEHMS] Ha AHIIMICKOM $3bIKE B MPO(EeCCHOHAILHON cpele ¢
YUETOM MEXKYIBIYPHBIX PA3IUUUIA;

— HaBbIKAMM IIMCBMEHHOM pEYM Ha AaHIIMWCKOM S3bIKE, OTHOCAILIEHCA K
opUIHATEHOMY U MOIYO()UIIHATEHOMY CTUIISIM;

— YMEHHEM [oJlyyaThb Npo(ecCHOHANBbHYI0 HWH(MOPMAIUMIO IyTeM YTEHUs
CIIELIMAJIBHOM JINTEPATYPHI Ha AaHINIMMCKOM SI3bIKE.

Kpamkoe onucanue snekmponnozo yuedOHo-memoouuecko2o komniekca (0nsi Ko2o
NpeoHa3HayeH, Ha OCHOBAHUU KAKUX OOKYMEHMO8 pa3pabomat)

ONeKTpOHHBIA y4eOHO-METOJUYECKUN KOMILUIEKC IMPEeIHA3HAYEeH NJIS CTYIECHTOB
cnenuanbHocTH 6-05-0412-03 Jloructuka qHeBHOM GOpMBI O0YUESHHS.

OYMK pazpaboTaH B COOTBETCTBUH CO CIEAYIOUUMHU JOKYMEHTAMMU:

1. Tpebopanusimu kojaekca PecnyOnuku benapyce «OO0 o0pa3zoBaHum» OT
13.01.2011r. Ne 243-3 (¢ 1OMIOTHEHUSIMU ¥ U3MECHEHUSIMH ).

2. TlonoxenueM 00 y4eOHO-METOJUYECKOM KOMIUIEKCE Ha YPOBHE BBICHIETO
oOpa3zoBaHus, yTBepxkaAeHHbIM IlocraHoBienueM MuHHCTepcTBa  00pa3oBaHUS
Pecnyonmuku benapych No 427 ot 08.11.2022 1. «O06 yTBEpXJIEHUH TMOJOXKEHUN 00
y4eOHO-METOANUECKUX KOMIUIEKCAaX).

3. YueOHBIMH TIpOrpaMMaM#l TIO JUCHIHIUIMHE «JleTOBONW WHOCTpPAHHBIN S3BIK
(anmmiickuil)», yrBepxkaeHHon 28.06.2024, peructpauroHHblii Homep Ne V/[-24-1-
209/yu.; «/lenoBoii MHOCTpaHHBIN A3bIK ((paHIly3cKuil)», yrBepxkaeHHon 15.01.2025,
peructpauroHHbI HoMep Ne V][-24-2-069/yu.

Llenu DYMK

OcHoBHOI 1enpto DYMK sBAsS€TCS MOBBIIEHUE MCXOJHOTO YPOBHS BIIAJICHHUS
MHOCTPaHHBIM S3bIKOM U (POPMUPOBAHUE Y OOYUYAIOIIMUXCS MHOA3BIUHBIX KOMIIETEHIIUH,
MO3BOJISIIOLIMX UM pelIaTh COLMAIbHO-KOMMYHHUKATUBHBIE 337a4u B J€JI0BOH cdepe.

Conepxanue u oobeM DYMK momHOCTBIO COOTBETCTBYIOT 00pa30BaTEIbHBIM
CTaHJIapTaM BbICIIEro oOpa3oBaHus cnenuanibHoCcTH 6-05-0412-03 Jlorucruka, a Takxke
y4eOHO-IIPOrPAMMHONM  JOKYMEHTAllMM  0Opa30BaTENbHBIX  IPOrPaMM  BBICIIETO
oOpa3zoBaHus. Marepuan TMpeACTaBICH Ha TpeOyeMOM METOJAMYECKOM YPOBHE U
a/IaliITUPOBaH K COBPEMEHHBIM 00pa30BaTeIbHBIM TEXHOIOTHSIM.



VMK pa3paboTaH B 2]IEKTPOHHOM BH]IE.

Cmpykmypa yuebHo-memooutecko20 KomMniexkca no oucyunaune « Mnocmpanmbiil
SA3BIK»

TeopeTH4ecKui pasaea VMK npejacTaBJieH METOIMYe CKUMU
peKOMEHIAMAMH 110 M3YYEHHIO AWCLMIUIMHBL W OTACTBHBIX €C TCM, a TaKxe T0
opraHu3ally yIpasiseMoi caMoCTOSTeIbHOM paboThbl CTY/ICHTOB.

Mpaktuueckuii pasgen DYMK coaepKMT METOAMHCCKHE  MATEpHATIL! K
IPaKTHYECKUM 3aHSTUSIM, Qy TEHTHIHBIC TECThI M MAaTCPHAITE T10 U3y 9acMBIM TEeMaM.

Pasnen konrpoas 3uanmii DYMK copepxkuT nepeveHb Marepuaios JU
CaMOCTOSITEILHOTO U3yUeHHUs CTY/IEHTaMH, BOTIPOChHI K 3a4eTy, o6pa3iibl TECTOB.

Benomorarteabubiii  pasaen DYMK  Bxiarouaer yyeOHYIO Mporpammy 1o
micturInie « AHOCTpaHHBIN S3BIKY.

Kparkuit macnopT IMCLMIIITHHBI

—]
JlorucTuka J
ceMecTp |
4
[TpakTHuecKue
(cemuHapckue) 48
3aHATHS (4acoB)
3ayer (+/-) <a
szamen (+/-) -
Cocrasurenu DYMK: o e K.A. BoitToBu4

Y k) E.B. Konuak
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HEPEYEHB MATEPHUAJIOB B YYEBHO-METOANYECKOM KOMIIVIEKCE
JIEKTPOHHBbIN Y4e0OHO-MeTOANYECKUIT KOMILJIEKC COMEPKUT:

1. TEOPETUYECKUM PA3IE

1.1. MeToanyeckue peKOMEHIAIUH 110 U3YYEHUIO JUCIIUIIIIUHbI

1.2. Meroauueckue pEeKOMEHAAIMM IO OpPraHu3allid CaMOCTOSITEIIbHOM pa6OTI>I
CTyACHTOB

2. IPAKTUYECKUM PA3IEJI

2.1. Marepuansl 1Jis MPAKTUYECKUX 3aHATHI MO TUCIUIUIMHE
2.1.1. AHTJIMCKUI S13BIK

2.1.2. CDPAHLIV3CKI/II71 SI3BIK

3. PA3JIEJI KOHTPOJISI 3HAHUM

3.1. Buabl KOHTpOJIS

3.1.1. Tekymuii KOHTPOJIb

3.1.2. PyOexxHbIif KOHTPOJIb

3.1.3. Tekymias U NpOMEXyTOYHAs aTTECTALUs
3.1.4. UTOroBbIii KOHTPOJIb

3.2. TecThl U KOHTPOJIbHBIE PAOOTHI

3.2.1. AHTJIMVICKUH SI3BIK

3.2.2. DPAHIY3CKUI SI3bIK

3.3. Kpurtepuu orniennBanust paboThl CTYIE€HTOB

4. BCIIOMOTI' ATEJIBHBIN PA3JIEJ
4.1. CrioBapu

4.1.1. AHTJIMACKUM SI3bIK

4.1.2. ®PAHIIY3CKUMH SI3BIK

4.2. YueOHas mporpaMma JUCHUILUTAHBI
4.2.1. AHTJIMMCKUM SI3bIK

4.2.2. DPAHIIY3CKUU SI3BIK



1. TEOPETUUYECKHWM PA3JIEJI

1.1. METOAMYECKME PEKOMEHJIALIMM IO W3YUYEHHUIO
JUCHMUIIIAHBI

[lenpro mpakTUUECKOro Kypca «JleloBOM HHOCTpPaHHBIN S3BIK (aHTJIMHCKUM,
dbpany3ckuif)»  sBasercss  (GopMupoBaHMe W pa3BUTHE  NpodeccHoHaTbHOU
KOMMYHUKATUBHON KOMIIETEHIIMH, IO3BOJSIONIEN OCYIIECTBISATh KOMMYHUKATHBHYIO
JeSATEIbHOCTh Ha HMHOCTPAHHOM fA3bIKE B MpodeccuoHadbHOM cdepe oOieHus u
pa3BUTHE JIMHTBUCTUYECKON KOMIIETEHLIMHU, BKJIIOUAIOLIEH B ceOs 3HAHWE U BiaJICHUE
CTAH/IAPTHBIMU JIEKCUYECKUMH CpPEJICTBAMU UM TPaMMaTHYECKUMHU CTPYKTypaMH,
IPUCYILIUMU S3BIKY JI€JI0BOM CEpBHI.

VY4eOHbIl MiaH AUCHUIUIMHBL «/[e10BOMl HMHOCTpaHHBIA S3bIK (QHMIIMKACKUIA,
bpaHiy3ckuif)» TpeaycMaTpUBAaeT MPAKTUYECKUE 3aHITUS B  ayguTOpUH (110X
PYKOBOACTBOM MPETO/IaBaTelisd) U BHE y4eOHOU aynuTOpuu (CaMOCTOSTENbHYIO padoTy
CTYIEHTOB C TMOCIEAYIOIUM KOHTPOJIEM IMpenojaBareis) Ha MPOTSHKEHUH OJHOTO
cemecTpa Ha 2 Kypce.

B cBoell koHuenmuu y4deOHBIM Kypc omupaeTcss Ha paspaboranHbie CoBETOM
EBpornbl «O0111eeBponeiickie KOMIETEHIIMU BIaICHUS] HHOCTPAHHBIM SI3bIKOM).

JlaHHBIN KypC IPEAYCMATPUBAET HAJIMYNE HABBIKOB CAMOCTOSITEILHOTO BIIA/ICHUS
nHOCTpaHHBIM s13bIKOM B1 (IToporoselit ypoBens). Mcxos u3 meneit u 3agad o0y4yeHus,
bopMynupyIOTCS KOHEUHbIE TPEOOBAaHUSI K YPOBHIO 3HAHWW M YMEHHUU MO OTAEIbHBIM
BUJIaM PEYEBOM AEATEIBHOCTH U A3BIKOBBIM aCIIEKTaM Ha 2 Kypce.

OCHOBHOI LIENBIO Kypca sBiIseTcs 3akpemieHne Ha IloporoBom ypoBHe
CaMOCTOATEJIBHOTO BIAJEHHUs HHOCTPAHHBIM s3bIKOM Bl u noctwkeHune ypoBHSA
nporpecca B2 ¢ sanemenTamu ypoBHs npodeccuoHanbHoro BiajaeHus. Kypce Hamnpasiexn
Ha IPAKTUYECKOE OBJIAJICHUE HABBIKAMHU ayJIHpPOBaHMs, ITOHMMAHUE ITMCHbMEHHOIO
TEKCTa, JUAJOTHYECKOM M MOHOJIOTHYECKOW peun B JenoBod cdepe, a Takke
MPOAYKTUBHOE OBJIAJICHAE TPAMMATHYECKUM MAaTEpUAIIOM B pPaMKax HM3y4yaeMbIX
JIEKCUYECKUX TEM.

TpeboBaHMs K UTOTOBBIM YMEHHUSAM U HaBbIKaM Ha ypoBHe B1:

[lorumanue

Aynupo-
BaHUE

[loHnMaHuE OCHOBHBIX TMOJOKEHUM YETKO MPOU3HECEHHBIX
BBICKA3bIBAHMM B TMpeAeNiax JIMTEepaTypHOW HOPMBI Ha 0ase
W3YYCHHBIX  TeM. lloHmmanme  o0mero  coaepsKaHwus
aJanTUPOBAHHBIX paJWO- W TEJIENpoOrpaMM O TEKYLIUX
COOBITHSIX, a TaKXke Iepeady, CBSI3aHHBIX C JIMYHBIMU WJIU
npodeccuoHaTbHBIMA HHTEPECAMH.

Yrenue

[loHnMaHKEe TEKCTOB, MOCTPOECHHBIX HA YACTOTHOM S3BIKOBOM
MaTepualie MOBCEAHEBHOTO U MPO(EeCCHOHAIBLHOTO OOIIECHMS.
[lonumanue omnucaHuii COOBITUH, 4YYBCTB, HaMEpPECHHH B
NMCbMax JINYHOTO XapaKTepa.

I'oBopenue

Jnasnor

YMeHue o01marbest B OOJIBIIMHCTBE CUTYALU, BOSHUKAIOIIUX BO
BpeMs MpeObIBaHUS B CTPAaHE M3y4aeMoro si3bika. Yuactue (0e3
MpeBapUTEIHLHON TOJTOTOBKM) B AMANOrax Ha 0a3e M3y4eHHBIX
TEM.

Momuosor

YMmeHue CTPOUTH IPOCTBIC CBA3HBIC BBICKA3BIBAHWUA O JIMYHBIX
BIICHATIICHUAX, CO6BITI/I$IX, MEUTax, HaACKIax H KCIaHUAX.




YMeHne kparko 0OOCHOBaTh W OOBSCHUTH CBOM B3IISIBI H
HaMEpEHUs, PaccKa3aTh UCTOPHIO WM U3JIOKUTH CIOKET KHUTH
WM (GUIbMa M BBIPA3UTh K 3TOMY CBOE OTHOIIICHHE.

YMeHue nucarb IMPOCTBIC CBA3HBLIC TCKCThI HA NU3YUCHHBIC TCMbI,
IMMCbMaA JIMYHOI'O XapaKTepa.

[Tucemo ITucemo

TpeboBaHus K UTOTOBBIM YMEHHUSIM M HaBbIKaM Ha ypoBHe B2:

[loHnmanue pa3BepHYTHIX JOKIAAOB W JIEKIMU U
COZIEpIKAIMXCS B HUX JAXKE CIOKHOW apryMEHTAllUH, €CJIY
Aynupo- | TemarMka 3THUX  BBICTYIUICHMHM  JOCTATOYHO  3HAKOMA.
BaHUE IToHMMaHue NOYTH BCEX HOBOCTEW M PEIOPTAXKEN O TEKYILIUX
coObiTusx.  IloHnmmanue  copepxkaHuss  OOJIBIIMHCTBY
(UIBMOB, €CJIM UX I€POU TOBOPSIT HA JIUTEPATYPHOM SI3BIKE.
[lonnmanue cTaTbu © COOOIIEHHS TIO COBPEMEHHOM
npoOjemMaTuke, aBTOPHl KOTOPBIX  3aHUMAIOT  OCOOYIO
MO3UIMI0 WM BBICKAa3bIBAIOT OCOOYI0 TOYKY 3pEHHS.
[loHnMaHue COBPEMEHHON XYI0KECTBEHHOU MPO3BI.

Ilorumanue

Yreuue

YMeHue 6e3 MoAroToBKU JOBOJIBHO CBOOOAHO Yy4acTBOBAaTh B
IUAJIOTaX C HOCUTEISIMU M3y4aeMOIO A3bIKA. YMEHUE
IIPUHUMATh AKTUBHOE y4acTHE B JUCKYCCHM I10 3HAKOMOU
npobisieme, 000CHOBBIBATh U OTCTAUBaTh CBOIO TOUKY 3PEHUS.
YMeHue TMOHSATHO U OOCTOSATENbHO BBICKA3bIBATHCSA TIO
HIMPOKOMY KPYTy BOIIPOCOB. YMEHUE OOBSICHUTH CBOIO TOUKY]
3peHUsl 1O AakTyaJbHOW TmpoOieMe, BBICKA3bIBasg BCE
aApPTYMEHTBHI «32» U «IIPOTHUBY.

Hunanor

['oBopenue

MomHostor

YMeHHe mnucarh TOHSTHBIC ITOAPOOHBIC COOOIIECHUS IIO|
IIUPOKOMY KpYTy BOIIPOCOB. YMEHHE IIHCaTh 3CCE WM
JOKJIaJbl, OCBEIIas BOMPOCHl WM apTyMEHTHPYS TOYKY)
3pEHUS «33a» WU «IPOTHBY». YMEHHE THCaTh MHUChMAa,
BBIZICIISISI T€ COOBITHS M BIICYATIICHUS, KOTOPBIE SIBIISIOTCS
JUTSE MEHS 0C000 BayKHBIMU.

I[Tucemo ITucemo

C umenpto (OpMUPOBaHHS HABBIKOB ayAMpPOBAHHMS HAa HHOCTPAHHOM SI3bIKE
COIIAaCHO BBIIIEIIPEBEICHHON WLIKale YPOBHEH ISl CaMOOLIEHKH, OIyOJIMKOBAaHHOW B
opunmanpHoil Opomtope CoBera EBpomnbl, peKOMEHAYETCS BBIIOJHUTH CIEIYIOIINE
YIPAKHECHHUS:

[IpociymaiiTe TEKCT, MOCTapaWTech IOHATH €ro COAEpXKAHUE, pa3IeIuTe Ha
CMBICJIOBBIE YACTH U JAUTE 3ar0J0BOK K KaXKJOW YacCTH.

[IpocaymaiTe TEKCT, COCTaBbTE IIJIAH.

[IpocnymaiiTe Ha4yano TEKCTa, JAUTE CBOM BapUaHT TOTO, KAK MOTYT Pa3BUBATHCS
COOBITHUS B TEKCTE JANbIIE U T. 1.

[Ipocnymaiite NpemoKeHWE U ONPENeIUTe 3HAYE€HWE HOBOIO CJIOBA 11O
KOHTEKCTY (CI0BOOOpa3oBaTeIbHBIM 3JIEMEHTAaM, Ha OCHOBE 3HAHHUS OJHOTO U3
3HAYEHUH, 10 STUMOJIOTHH, 3BYKOTIOAPAXKATEIBHBIM 3JIEMEHTAM).

YCTaHOBUTE HA CIIyX TOXKIAECTBO B Iapax CIIOB.

[TpocnymaiiTe mpeayiokeHUs U MOCTapaiTech MOHATh WX CMBICH, HE oOpaias
BHHUMAHMSI HAa OIIPENIEIICHUS, BEIPAKEHHBIE HE3HAKOMBIMH CIIOBaAMU.




[Ipocnymaiite OMOHMMBI B IPEJIOKEHUSIX U ONPEAECIUTE UX 3HAYCHUS.

[IpocnymaiiTe CHHOHUMBI B IIPEUIOKEHUAX U ONIPENEIINTE UX 3HAYCHHUS.

[Ipociymaiite MCXOAHBIE INPENIOKEHUS W PA3IUYHBIE BAapUAHTBI UX JIEKCHKO-
rpaMMaTHYECKOro NepeppasupoBaHusl, ONPEIEIUTE BEIPAKEHHYIO B HUX MBICIIb.

[Tpocnymaiite psa NpeaokeHU u oOpaTuTe BHUMAHME HA TO, 4YTO OHH
OTJIIMYAKOTCS IPYT OT IpYyra TOJIBKO OJHUM HOBBIM CJIIOBOM B OJHOM U TOM K€ IO3ULMU.
YCTaHOBUTE CMBICII OTUX IPEIJIOKCHUN.

B cniucke ciioB oTMETBTE T€, KOTOPBIE BBl YCIBIIIAIN B NpeuIokeHusX. Hazosure
UX BCIyX.

B cmomcke pycckHX CIIOB OTMETBTE OYEPEAHOCTH BOCIHPHUHATBIX HA CIIyX
WHOS3BIYHBIX 3KBUBAJICHTOB.

[Ipocnymaiite OMOHMMBI M HAaWJIUTE B CIIUCKE COOTBETCTBYIOLIME UM CJIOBAa Ha
POJTHOM SI3BIKE.

[Ipocnymaiite NpemIoKEHNsT Ha UHOCTPAHHOM SI3BIKE, YKAXUTE JIEKCUYECKHUE
omnOKH, JOMyIIEHHbIE B Ipoliecce WX mepeBona Ha pycckuil s3biK. (TexcT pycckux
IpEUIOKEHUHN TIPUIIaraercs).

[Tpocnymaiite npeasoKeHusi, MPOU3HECEHHBIE B OBICTPOM TEMIIE, M 3alMILUTE
uX. 3aTeM NpPOBEPHTE NPABWJIBHOCTh CBOMX 3allUCel Mpu 0osee MEIJIEHHOM YTEHUU
MPEIIOKEHUN TUKTOPOM.

[Tpocnymaiite npeasokeHusi, MPOU3HECEHHbIE TUKTOPOM B OBICTPOM TEMIle, U
IEpEeBEIUTE UX Ha poaHOM s3bIK. IIpu moBropHOM (TakoMm ke ObICTpOM MM Oosee
MEIJIEHHOM ) MPOCITYIIMBAHUH UCIIPABbTE OIMINOKU B TIEPEBOJIE.

OTMmeThTE B CNIUCKE CUHOHMMBI MJIM aHTOHUMBI CIIOB, KOTOPBIE Bbl YCJBIIIATIU B
IIPOM3HECEHHBIX JUKTOPOM IMPEITIOKEHUAX.

[Ipocnymaiite pexiIaMHBIA POJMK O KOMIIAHWM, BBIJCIATE OCHOBHBIE
HarpaBJeHUs paOOTHL.

[Ipocnymaiite npe3eHTanno pabOThl KOMIIAHUM, 3aMUIINTE OCHOBHBIE HUQPHI,
IIPUBEICHHBIE B OTYETE.

C nenpro popMUPOBaHKS HABBIKOB TUAIOTUUECKON peUr HA MHOCTPAHHOM SI3BIKE
PEKOMEHTYeTCsI BBITIOJTHUTH CIIEIYIOIINE YIIPAXKHEHUS:

[TonrotoBTe HA0Op KIIIOYEBBIX CJIOB M CIOBOCOYETAaHUH, YMECTHBIX B
OOJBIIMHCTBE TUIHWYHBIX CHUTYaIlUHd, KOTOpPhIE MOTYT OBITh MPU TIOE3IKE B CTpPaHy
U3y4aeMOr0 SI3bIKA.

CocTaBbTe Ha OCHOBE OJTOIO Marepuajlia CBOM PEIUIMKH pa3HBIX THUIIOB
(moOyxaeHus, pearupoBaHMs) M OPraHU3yWTe MX B MHUKPOIAHAIIOTH, pPEaTU3yIOIINe
pa3IUYHbIC SI3BIKOBBIC HAMEPCHHS.

CocTaBbTe IUaNor M0 OAHON TeMe, HO JUIsl PA3HBIX CUTYaI[il OOIIEeHNS.

CocTtaBbTe TEMaTHYECKHH IWAJOr W3 MHUKPOAHAIOTOB C J100aBIeHUEM
HEOOXOUMBIX OOBEANHSIOIINX PETLIUK.

[TonbGepure kapTuHKH/doTOrpadun K MHTEPECYIONIEH BaC CUTyalluyd OOIIEHUS U
COCTaBbTE K HUM MUKPOJIHAJIOTH.

CocraBbTe qUAJIOT IO MPOYNTAHHOMY TEKCTY.

[TomymaiiTe, ¢ KaKUMH CIIO)KHOCTSIMH BBl MOXKETE CTOJKHYTHCS B Pa3JIHMYHBIX
CUTyallusiX, KOTOPhIE MOTYT OBITHh TpPH TMOE3KEe B CTPAaHy H3Y4aeMOTO S3bIKa, |
COCTaBBTE MUKPOJIUATIOTH, TTO3BOJISIFOIIUE X PEIIHTh.



CoctaBbTe BONPOCHI JUIsl KaHAWJAaTa Ha JIODKHOCTh COTPYJIHHMKA Ballleu
KOMIIaHUH.
[IpoBeauTe cobecenoBaHre ¢ KaHAUAATOM Ha JTOJDKHOCTH B Balllel KOMITAaHHH.

C menp0 (GOPMHPOBAHUS HABBIKOB MOHOJIOTHYECKOTO BBICKA3bIBAHUS HA
WHOCTPAHHOM SI3bIKE PEKOMEHYETCS BBIITOJIHUTD CIEAYIOIINE YIIPAKHEHUS:

[ToAroToBBTE MM BOCHOIB3YUTECHh TOTOBBIMU CITUCKAMU BBIPAKEHUM OTHOILICHHS
(HpaBHTBCS, pa304apoBaHUE, IPEANIOYTEHUE, BOJIHEHHMS U T.I1.), HHTEpECa.

Omnpenenute psia cOOBITHI B TeKCTe WM (uiIbMe, KOTOPhIE OKa3alHuCh JJI Bac
SMOLMOHAJIBHO 3HAYMMbIMU. BbIpazuTte cBOE€ OTHOIIEHHME K HUM, MCIOJIb3Ys
COOTBETCTBYIOLIUE (hpa3bI-KIIUIIIE.

[IpakTukyiiTe ucCHoONb30BaHUE IHTUX (pa3, OO0 TeX TMop, Moka MnoAdop
COOTBETCTBYIOILIETO CJIOBA JIJISl BBIPAXKEHHUS BAIIMX 3MOLIMM HE NEPECTAHET BbI3BIBATH
3aTpyJHEHUS.

[TonroToBBTE CIUCOK COIO30B U BHIPAXKEHUH, OOBSICHSIOIIMX Ballly TOYKY 3pCHHUS.

[IoaroToBbTE MPOCTHIE MPEMIOKEHUS, BBIPAKAIOIIME Balll HHTEPEC K HEKOTOPOMY
SBJICHUIO U TPOCTHIE MPEUIOKEHUs, O0bIACHAIOMUE ITOT uHTepec. OObeTUHUTE UX B
OJTHO CJIOKHOE IPEIOKEHUE.

CocTaBbTe Mpe3eHTalMI0 padOTHl Balllero OTAeNa KOMIAHUH 3a OIMpeaeIEHHBIH
IIEPUOI.

C uenbto GOpPMUPOBAHUS HABBIKOB UYTEHHUS] Ha HMHOCTPAHHOM  SI3BIKE
PEKOMEHAYETCS BBITIOJIHUTD CIICIYIOIIUE YIIPAKHEHUS:

[IpouTuTe TEKCT, pa3fAeiuTe €ro Ha CMBICIOBBIC YACTH, MOAOCPUTE HA3BaHUS K
KaKJI0M U3 HUX.

[TOBTOPHO MPOYTUTE TEKCT U MEPEUUCIUTE BOIIPOCHI, OCBEIIAEMbBIE B HEM.

CoenuHute NpoCThI€ MPEIIOKEHUS C TOMOIIBIO TOAYMHUTEIBHBIX COI030B.

Onpenenute U U3y4uTe HOBbIE TPAMMAaTUYECKUE SBICHUS B TEKCTE.

[IpouTuTe NMpeyIoKEeHNs U HAWJIUTE B HUX MHOTO3HAYHBIE CJI0BA. YKAKUTE HOBBIC
JIISL BaC 3HAQUCHMS STUX CJIOB.

[IepeBenuTe aBTOPCKYIO NPSIMYIO P€Ub B KOCBEHHYIO.

CocTaBbTe NMPENTIOKEHHSI U3 CAMOCTOATEIHLHO BEIOPAHHBIX KITIOUEBBIX (pa3.

[IpounTaiiTe peKIaMHYI0 OpONIIOPY W BBIJCIUTE T€ JIEKCUYECKHUE CIUHMUIIBI,
KOTOPBIE€ XapaKTEPU3YIOT KOMITAHUIO U T.1.

C wumenpto (QopmupoBaHHMS HABBIKOB IHUChbMa HA HWHOCTPAHHOM  SI3bIKE
PEKOMEHIYETCS BBITIOJIHUTD CIECAYIOIINE YIIPAKHCHHUS:

[TogroroBbTe HAOOp KIIOYEBBIX CIOB W CJIOBOCOYCTAHWA, YMECTHBIX B
OOJNBIIMHCTBE TUITUYHBIX MHCEM JIMYHOTO XapaKTepa.

[ToaroTOBETE CIIUCOK COFO30B M BHIPAKEHUH, OOBSCHSIONINX Ballly TOYKY 3PEHUS.

[ToaroroBbTEe MPOCTHIC MPENTIOKECHHS, BBIPAKAIOIINE Balll MHTEPEC K HEKOTOPOMY
SIBJICHUIO M TIPOCTHIE MPEIIOKEHHsI, 0ObICHsIoNME 3TOT uHTepec. OObeNMHUTE UX B
OJTHO CJIOKHOE MPEIOKEHHE.

CocraBbTe MJ1aH MPOCTOTO MUChbMa-0J1arolapHOCTH, 3aIpoca.

[TonGepute dpasbl it GopMaTbHOTO U HEHOPMAIBHOTO HAaYala M 3aBEPIICHUS
UChMa.

CocTaBbTe pe3loMe U COMPOBOAUTENHLHOE MUCHMO.



CocTaBbTe MHCHMO-3AMPOC, MHUCHMO-TIPEIIOKEHUE, MUChMO-3aKa3, ITHCHMO-
XKano0y U T.J.

1.2. METOAUYECKHE PEKOMEHJIAIIMUA II0 OPrAHU3AIINU
CAMOCTOATEJBHOU PABOTHI CTYJAEHTOB

CtyneHT B miporiecce 00y4eHHsI TOMKEH HE TOIBKO OCBOUTH YUEOHYIO TPOTPAMMY,
HO ¥ MPUOOPECTH HABBIKM CAMOCTOSITEILHOW pabOThI, KOTOpast CIOCOOCTBYET Pa3BUTHIO
OTBETCTBEHHOCTH M OPTaHM30BAaHHOCTH, TBOPUECKOTO TMOAXOAA K PEIICHUI0 MpolieM
yu4eOHOTO U NPOPECCHOHATLHOTO YPOBHS, TOCKOJIBKY CTYIEHT [IOJDKEH YMETb
IUTAHUPOBATH U BBIMOJIHATH CBOIO paboTYy.

CamocTosiTenbHass paboTa CTYACHTOB SIBIAETCA OJHOM W3 OCHOBHBIX (OpM
ayJIUTOPHON U BHEAYIUTOPHOU pabOThI MPU pealn3aliil yYeOHbIX TUIAHOB U MIPOTPAMM.
CaMmocTosiTenbHass paboTa ompenensercs Kak HWHIWBUIyajdbHas WIM KOJUJIEKTUBHAs
yueOHasi JesATeNIbHOCTh, OCYLIECTBIsIeMast 0e3 HEMOCPEeCTBEHHOTO yJacTHsl Ieaarora,
HO T10 €T0 33JJaHUSAM U O]l €r0 KOHTPOJIEM.

[Ipu ompeneneHuyd CoOAEpKAHMS  CAaMOCTOSITEIBHOM  pabOThl  CTYIAEHTOB
YUUTHIBAECTCS YPOBEHb CAMOCTOSITEIBHOCTH AOUTYpUEHTOB M TpeOOBaHUS K YPOBHIO
CaMOCTOSITEIBHOCTA BBIITYCKHUKOB MJII TOTO, YTOOBI 3a MEPHOJ OOy4YEHUS MCKOMBIN
YPOBEHb ObLT JOCTUTHYT.

JI71st opranu3anuy caMoCTOSITeNIbHON paboThl HEOOXOAMMBI CIEYIOIIUE YCIOBUS:

— TOTOBHOCTb CTYICHTOB K CAMOCTOSITEIbHOMY TPYAY;

— HaJIMYME U JOCTYHMHOCTb HEOOXOOUMOTo  yueOHO-METOAMYECKOTO U
CIIPaBOYHOTO MaTepHana;

— KOHCYJIBTAI[MOHHAS TOMOIIIb.

DopMBI CaMOCTOSITENNHHOM PAOOTHI CTYJEHTOB OIMPEACISIOTCS TPH pa3paboTKe
pabounx mporpaMM Yy4eOHBIX ITUCIUIUIMH COJACP)KaHUEM YYCOHOW TUCIUTUIMHBI,
YUUTBIBAs CTETIEHb NOATOTOBICHHOCTH CTYACHTOB.

Bunamu 3aganuii 1151 BHEayIUTOPHOU CaMOCTOSITENIbHOU PaOOTHI SIBIISIFOTCSI:

Jl71st oBnafieHust 3HAHUSIMU:

— YyTeHUe TeKcTa (yueOHHUKa, TOTOJTHUTENBHON JINTEPATyphl), COCTABICHUE IJIaHA
TeKCTa, Trpaduueckoe H300pakeHHE CTPYKTYpbl TEKCTa, KOHCIIEKTUPOBAHHUE TEKCTa,
BBIIIUCKM M3 TEKCTa, padoTa €O CIOBapsIMU M CIPaBOYHUKAMH, O3HAKOMIIEHHUE C
HOPMAaTUBHBIMU JTOKyMEHTaMH, y4eOHO-HCccleqoBareyibckas padoTa, HCIONIb30BaHUE
ayuo- ¥ BUJICO3AIMCEN, KOMIIBIOTEPHOU TEXHUKU U MHTEpHEeTa n 1p.

JIns 3aKpenyieHnst U CUCTEMATU3alNU 3HAHUI:

— paboTa C KOHCIEKTOM JeKluu, oOpaboTKa TeKcTa, MOBTOpHas paboTa Hax
yueOHbIM  MaTepuaioM (y4eOHMKA, JOTOJIHUTEIBHOM JIUTEpaTyphbl, ayauo H
BUJICO3AMUCEH, COCTaBICHHME IUIaHA, COCTAaBJIECHHWE TaONUIl [JIsl CUCTEMaTH3aluu
yueOHOI0 MaTepuaja, OTBET Ha KOHTPOJIbHbIE BOIPOCHI, 3allOJIHEHUE pabouel TeTpai,
aHaJMTUYeCcKas 00paboTKa TekcTa (AHHOTHUPOBaHHUE, pELEH3UPOBaHNe, pedepupoBaHHE,
KOHCIIEKT-aHaJIN3 U Jp),

— TIOAITOTOBKA MYJIFTUMENA COOOIIECHI/TOKIIaI0B K BBICTYIIJICHUIO HA CEMUHApE
(koH(pepeHIMn), MOATroTOBKa pedepara, cocraBieHue OuOnuorpaduu, TeMaTHUYEeCKUX
KPOCCBOP/IOB, TECTHPOBAHHE U JP.

Jl1st popMupOBaHUS HABBIKOB U PA3BUTHS YMEHUIA:

— peuieHue 3a7ady U YNpaKHEeHUH mo oOpasily, pelieHHue BapUaTUBHBIX 3aj1ad,
pellieHne CUTYallMOHHBIX (IpodecCrOoHaNbHBIX) 33aa4, TOATOTOBKA K JIEJIOBBIM UTpaM,



IPOEKTUPOBAHUE U MOJICIUPOBAHNE PA3HBIX BUJOB U KOMIIOHEHTOB NMPO(ECCHOHATBLHON
JeSITEIbHOCTH, pe(pIeKCUBHBINA aHaIN3 MPO(ECCHOHATBHBIX YMEHUHN C UCIOIb30BaHHEM
ayl10- U BUJICOTEXHUKU U JIp.

Takum o0pa3zom, caMmocTosiTeNbHAsE paboTa Bcerjga 3aBepllacTcs KaKMMH-THO00
pe3yapTaramMu. OTO BBIIIOJIHEHHBIC 33JaHUsA, YINPAXKHEHUSA, pEIICHHbIC 3aJ1a4H,
HalMCaHHbIE  COYMHEHMs, 3allOJIHEHHble  TaONMIBI, TOCTPOEHHbIE  TIpaduKH,
IIOATOTOBJICHHBIE OTBETHI HA BOIIPOCHI.

Llemu u 3amaum.

[lenpto  caMOCTOATENBHOW  pabOThI  CTYAEHTOB  SIBJSIETCSl  OBJAJICHUE
byHIaMEHTAIBbHBIMUA ~ 3HAHHUSIMHU, TMPOPECCUOHATHLHBIMU YMEHUSAMH W HaBBIKAMH
JESTEIIbHOCTH IO MPOQHIII0, ONBITOM TBOPUYECKOM, UCCIEIOBATEIBCKON JESATEIbHOCTH.
JlanHbli  y4eOHO-METOJUYECKUI MaTepual OPUEHTHUPOBAH Ha JIOCTH)KEHHE IJIaBHOM
LIEJIU: TOBBIIIEHUE PE3YIbTaTUBHOCTH CaMOCTOSATEIBHON pabOThl CTY/IEHTOB, pa3BUTHE
CIIOCOOHOCTH K CAMOCTOSITEIbHOMY MOJYYEHUIO 3HAHUM, OCBOCHHIO KOMMYHUKATUBHBIX
KOMIETEHIIMM MO y4eOHOU JUCHUIUIUHE «JleT0BOM MHOCTpaHHBIN S3bIK (QHTIIMHCKUM,
bpaHITy3CKHil)».

B xonme BBINOMHEHHS CaMOCTOSITENIbBHOM pal0OThl CTYIEHT HAy4YHMTCS AKTHUBHO,
1eJIeHaPaBI€HHO IPUOOPETaTh HOBBIE 3HAHUS U PA3BUBATh KOMMYHUKATUBHBIC YMEHUS
0e3 MmpsAMOro y4yacTus B OTOM Ipoliecce MpenojaBaresieil; camMoCTOSTENbHO
aHAJIM3UPOBATh COBPEMEHHBIE  yYEOHO-METOAMYECKHE Marepuaibl; 3aKpeIuiiTh
NPONACHHBIN MaTepHuall MOCPEACTBOM aHalu3a, CPAaBHEHUS, OOCYXJICHHUS U ONHCAHUSA
peanui COracHO TEMAaTHKe.

VYkazanHas uenp TpeOyeT peanu3alny psaa 3a7ad, TaKuX Kak:

— MpUOOpEeTeHne KOHKPETHBIX 3HAHWM, (POPMUPOBAHUE HABHIKOB U Pa3BUTHE
PEYEBBIX YMEHUM 110 UHOCTPAHHOMY A3BIKY, B COOTBETCTBUU C TEMAMHU, 3asBICHHBIMU B
y4eOHOM IpOorpaMMe TUCIUTUTNHBI,

— CHCTEMaTH3allMsl W 3aKpEIUJICHHE MOJNYyYEHHBIX TEOPETUYECKUX 3HAHUU U
PaKTUYECKUX YMEHUI 00ydaromuxcs;

— pa3BUTHE I[IO3HABATEJBHBIX CIHOCOOHOCTEH W AaKTUBHOCTU CTYIEHTOB:
TBOPYECKOMN WHULIMATHUBBI, CaMOCTOSITENIbHOCTH, OTBETCTBEHHOCTH u
OpPraHU30BaHHOCTH;

—  (opmupoBaHre  CaMOCTOATENLHOCTH  MBILIUICEHHUS, CHOCOOHOCTEH K
CaMOpa3BUTHIO, CAMOCOBEPIICHCTBOBAHNE U CAMOPEAIN3ALINS;

— pa3BUTHE UCCIIEAOBATEIILCKUX YMEHUN;

— peanu3alysl yHUBEPCAJbHBIX Yy4YEOHBIX JEUCTBUHA C HCIOJNb30BAHUEM
WH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTHH.

Wudopmarusi, monydeHHas B pe3ynbTaTe CaMOCTOATEIbHOTO  HM3y4YEHUS
0003HauEHHOTO MaTepuaina, OyzneT HeoOXoAuMa ISl HanmucaHus pedepara, COUMHEHMS,
NOJrOTOBKU MPE3EeHTalH, O0ee MPOIyKTUBHOW paOOThl Ha MPAKTUUECKUX 3aHATHUSX, a
TAaKX€E YCIEIIHOTO MPOXOKICHUS BCEX ATAllOB KOHTpoJid 3HaHuil. [lomnmo ananmu3za
Oubmuorpauyeckoro  CHHMCKa  JUTEpaTyphbl,  TMOOILIPSETCS  CaMOCTOSITEIbHOE
HaxXO0XJECHUE U NU3YUYEHHE TOMOJHUTENBHOM JINTEPATYPHI U AIEKTPOHHBIX HCTOYHUKOB.

[Ipu sToM wHenssMU W 3a7ayaMyd CaMOCTOSATENIbHOM ayAMTOPHOM pabOThl IO
JTUCHUIUIMHE «/]eT0BOM MHOCTpaHHBIN SI3bIK (AHIIMUCKUN, (PPAHITY3CKU)» SIBISIOTCS:

— METOAMYECKAs] MOMOIIb CTYAEHTAM NpPH U3yYEHUU AUCLUUILIMHBI [0 TEMaM,
BBIHOCHMBIM Ha CAMOCTOSITEIIbHOE U3YUYCHHUE;



— aKTHBH3aIUs ynorpednaeHus npodeccuoHanbHON JIEKCUKH B PEYM CTYIEHTOB,
CBA3aHHOU C KOHKPETHBIMU CIELNUAIBHOCTIMU;

— o0yyeHue JIOTHYHOMY W TOCJIENOBAaTeIbHOMY H3JIOKEHHIO CBOMX MBICIIEH B
COOTBETCTBHUM C MPEIJIOKEHHON CUTYyallMel, MAKCUMAJIbHO MPUOIMKEHHON K pealibHOM
YKW3HU, U B MIPEJENax OCBOEHHOTO JEKCUKO-TPaMMaTH4YeCKOTO MaTepHraia;

— MNpUMEHEHHE C(OPMUPOBAHHBIX HABBIKOB MpU pabOTe € ayTeHTUYHBIMU
MaTepuajaMu;

— pa3BUTHE TBOPYECKHUX CIIOCOOHOCTEH CTYAEHTOB, aKTUBU3ALIMUS MBICIUTEIbHON
NEATEIIbHOCTH, MOBBIIIEHNE MOJOKHUTEIBHONM MOTHUBALIMM K M3YYEHUIO MHOCTPAHHOTO
SI3BIKA;

— 0TpabOTKa HABBIKOB Pa0OTHI CO CHELMATBLHBIMU TEMATUYECKUMHU CIOBAPSIMH, C
HAy4YHBIMH CIIPABOYHBIMU MTOCOOUSIMH, a TAK)KE HABBIKOB Pe(PEepUPOBAHUS;

— OKa3aHHe METOUYECKOM MOMOIIY PU HAMCaHUH pedepaToB, COUNHEHUH.

[lenu u 3a7aun BHEAYIUTOPHOM CAaMOCTOSITENEHOM pabOThI CTYICHTOB:

— 3aKpelyieHue, yryOleHue, paclIMpeHHe U CHUCTeMaTh3alis 3HaHW,
MOJIYYEHHBIX BO BPEMS 3aHATHI;

— CaMOCTOSITENIbHOCTh B OBJIa/ICHUH HOBBIM yUYE€OHBIM MaTepuaioM;

— (hopMHUpPOBaHUE HABBIKOB CAMOCTOSITEILHOTO YMCTBEHHOTO TPY/a;

— OBJIaJICHUE PA3IMYHBIMU (DOPMAMHU CAMOKOHTPOJIS;

— pa3BUTHUE CAMOCTOATEIbHOCTH MBIIUICHHUS;

— pa3BUTHE KOMMYHHUKATUBHBIX YMEHUU B cepe npodhecCUOHaTBLHOTO OOIICHUS;

— BOCIIUTAHUE CIIOCOOHOCTH K CaMOOPTraHU3aIH, TBOPUYECTRY.

CamocTosiTenbHass paboTa MOXET OCYIIECTBIATHCS HUHAMBUAYAJIBHO WM
IpyNIaMu CTYAEHTOB B 3aBUCHUMOCTH OT LEiH, O00beMa, KOHKPETHON TEeMaTHUKH
CaMOCTOSITEJIbHOM pabOThl, YPOBHS CIIOKHOCTH, CTEIIEHH Pa3BUTHUS YMEHUM CTYIEHTOB.

KoHTponb pe3ynpraroB BHEayAHUTOPHON CaMOCTOATEIbHOW pPadOTHI CTYACHTOB
MOYKET OCYILECTBISITHCS B MpEesiaX BPEMEHHU, OTBEJIEHHOTO Ha 00s3aTeIbHbIe yueOHbIE
3aHATUS N0 JUCLMIUIMHE U BHEAYIUTOPHYIO CAMOCTOATEIbHYIO paboOTy CTYIEHTOB IO
nucuuIuinHe. Mcnomnbs3yeTcs yeTHasl, NMCbMEHHAsl M CMEIIaHHAasi (POPMbI KOHTPOJISL.

[To mucumruiHe «JlemoBOM WHOCTPAaHHBIA S3bIK (AHIVIMACKUN, (PpaHITy3CKUM)»
MPaKTUKYIOTCA CIEAYIOIINE BUIBI M (POPMBI CAMOCTOATEIBLHON pabOThl CTYIEHTOB:

— MOITOTOBKA K MPAKTUYECKUM 3aHITHUSM;

— MOJrOTOBKA K KOHTPOJIbHBIM pab0TaM, aTTeCcTalluu, 3a4eTy;

— 0TpaboTKa U3y4yaeMOTo Marepuaa Mo Me4aTHbIM U 3JIEKTPOHHBIM UCTOUHUKAM;

— BBINOJIHEHUE KOHTPOJIbHBIX, CAMOCTOSATENBHBIX PadoT;

— TECTUpPOBaHHME B Y4YeOHBIX KOMIIBIOTEPHBIX KJaccax IO Marepuaiam,
pa3paboTaHHBIM MPEIOIaBaTeNeM;

— HHJVBHUIYyaJbHBbIE HCCIEIOBATEIbCKUE 3aJaHus (IMOArOTOBKAa  KPATKHX
COOOIIeHNH, TOKIIa0B, pedepaToB u ap.);

— MOATOTOBKA K YYaCTHIO B HAYYHO-TIPAKTUUYECKUX KOH(PEPEHIIUSX;

— MOATOTOBKA U O(OPMIIEHHE MYIBTUMEIUUHBIX MPE3EHTALNNA B COOTBETCTBHH C
y4eOHbIMU  pa3fellaMdM M TeMaMH, a TakXkKe ClaigoBoro oQopMiIeHUs U
BUJIEOCOINPOBOXKICHUS JOKIA0B;

— HaIllMCAaHUE COYMHEHMUI;

—  CaMOCTOSITEJIbHOE  COCTaBieHHuE 3afaHuil  (KpOCCBOPIOB, BUKTOPHH,
KOHTPOJIbHBIX YIPAKHEHUI) 110 U3y4aeMOU TEME;

— paboTa HaJl BBIMOJHEHUEM HAIJISHBIX MOCOOUH (CXeM, TabJIuII, KOJITaxei);

— IIPOEKTHas padoTa (IMMOATOTOBKA JEIOBON UTPHI; TOPTGHOIHO).



Pexomenmarum mo BBITIOTHEHUIO CAaMOCTOSITEIHHOM PaOOTHI:

N3yyeHne TeopeTnyecKoro Marepuala.

N3yyeHne TeMaTHYEeCKUX TEKCTOB HAa HWHOCTPAHHOM S3bIKE, JEKCHYECKHX U
rpaMMaTUYECKUX KOMMEHTapHeB K HHUM, a TakkKe YyKa3aHHOW B Oubnuorpadpuu
JIATEPATYPhl U UHTEPHET-PECYPCOB C LEIBK PACIIMPEHUS 3HAHUM IO TOWM WJIM WHOMU
TeMe He0OXOIMMO OCYIIECTBIISATh C YUETOM CJIEIYIONINX MYHKTOB:

— MpexAe 4YeM MPUCTYNUTh K padoTe, TpeOyeTcs YEeTKO OIpenesuTh Lelu
3aJIaHUsl, YTO IOMOXKET OCYIIECTBUTh CAMOKOHTPOJIb B KOHILIE PadOTHI;

— X071 paOOThl IPOBOIUTH «IIOLIATOBO» M HE MPUCTYNATh K CICAYIOLIEMY ITYHKTY,
HE MPOWJISI TPEABLTYILHM;

— mpu paboTe ¢ JIUTEepaTypHBIMH HCTOYHHMKAMU BBIACIATH INIaBHOE, oOparuas
0co00e BHUMAHHE Ha KIACCUYECKUI NHOCTPAHHBIN A3BIK;

— B KOHIIE pabOThl MPOBEPUTH JOCTUTHYTA JHM 1€db U CKOJIBKO BPEMEHHU
noTpedoBaNOCh /sl €€ TOCTUKEHUS.

B 3aBucuMoCTM OT ULEIM TNPOCMOTPOBOTO YTEHUS M CTENEHU IOJTHOTHI
U3BJIEYCHUS] UH(OPMALIMH BBIJIEISIOT YEThIPE MOABUA IPOCMOTPOBOTO YTEHUSI:

1. KoHCcniekTUBHOE — IJIs1 BBIEJICHUS] OCHOBHBIX MbICie. OHO 3aKIO4YaeTcs B
BOCIIPUSITUM TOJIKO HamOOsee 3HaUUMbIX CMBICIOBBIX €IUHUI] TEKCTA, COCTABJISIOLINX
JOTUKO(AKTOIIOTMUECKYIO IIEMIOYKY.

2. PedeparuBHoe — 175 BbLACIEHUS OCHOBHBIX MbIcheil. [Ipu 3Tom unraromero
MHTEPECYeT TOJBKO CaMO€ OCHOBHOE B COACpXaHUHM MarepHaa, BCe MOAPOOHOCTU
OIIyCKAaIOTCS KaK HECYLECTBEHHBIE ISl IOHUMaHUs [NIABHOTO.

3. OG30pHOE — 1151 ompenAesieHust cymiecTBa coodmaemoro. OHO HaNpaBIeHO HA
BBIJICJICHUE IJIABHOM MBICIM TEKCTA, NMPUYEM 33Ja4M CBOASATCA B OCHOBHOM K €€
0oOHapyKEHHI0O Ha OCHOBE CTPYKTYpHO-CMBICIIOBOM opraHu3anuu Tekcta. [loHnmanue
[JIABHOM MBICIM, BBIPAKEHHOW HWMIUIMIUTHO, B JIAHHOM CJy4dae MPaKTHYECKU
HEBO3MOXHO. MHTEpnperanus NPOYUTAHHOTO OrPAHUYMBACTCS BBIHECEHUEM CaMOU
oOIIell OLEHKH COACPKAHUIO U ONpEJEICHHUEM COOTBETCTBUSI TEKCTa HHTEpecam
CTYAEHTOB.

4. OpUEeHTHUPOBOYHOE — JUIsl YCTAHOBJIEHUS HAJIU4YMsA B TEKCTE€ HMH(POpMAIUH,
NPEACTABISAIOMIEN Il YWTAKOLIETO0 HWHTEPEC WM OTHOCSUIEECS K ONPENEICHHOU
npobineme. OCHOBHAas 3ajadya YWTAIOIIETO — YCTAHOBUTb, OTHOCUTCS JIM JIaHHBIN
MaTrepuaj K HHTEPECYIOLIEH €ro TeEMe.

['paMmaTnyecKnii aHAIU3 HEMOHSATHBIX MNPENJIOKEHUN TEKCTa HA MHOCTPAHHOM
s3bIKe. berno mpocMoTpuTe TEKCT M MOCTapanTeCh MOHATh, O YEM HJIIET PEYb.

[Ipy BTOPUYHOM MPOUTCHUH OMPEACTUTE THUIl HEMOHSITHOTO MPEIJIOKEHHUS U
(GYHKIMH BCEX €T0 COCTABIIAIOIIMX 10 BHEIIHUM MPU3HAKAM.

[Ipy HanM4YMK CIOKHOCOYMHEHHOIO WM CIIOKHONOJYMHEHHOTO MPEIJIOKEHHUS
pazziensiiTte ero mo (popMaJbHBIM IpPHU3HAKAM HA CaMOCTOSITEJIBHBIE U IMPHUIATOYHBIE,
BbICIISITe MHPUHUTUBHBIE, IPUYACTHBIC U JEECIPUYACTHBIE O0OPOTHI.

Ecnu B mpemyio)keHUH ecTh CIy>KEOHBbIE CIIOBa, UCIONB3YUTE WX JJIs YICHEHUS
MPEMJIOKEHUS Ha CMBICIIOBBIE TPYIIIIBI.

B xaxx10M OTIENBHOM MOPEIJIOKEHUH CHAa4Yala HAaXOAUTE CKA3yeMOE WJIU TPYIILY
CKa3yeMOoro, 3aTeM MOJICKAILEE WU TPYIIY NOoAIexKalero. Eciii 3HaueHne 3TUX CIIOB
HEU3BECTHO, 0OpallaiiTeCch K CIOBAPIO.



['maron-ckazyemoe OObIYHO CTOMT Ha BTOpoM Mecre. CkazyemMoe MOXKHO HaWTu
110:

— I10 JIMYHBIM MECTOUMEHHUSIM;

— IO BCIIOMOTaTeIbHBIM U MOAAJIBHBIM IJIAarojlaM B JIMYHOU (hopme;

— II0 HENIPABWJIBHBIM IVIArojiaM;

— 110 cyddukcam.

[ToMHHTE, 4YTO CYIIECTBUTENbHBIE YHOTPEOISAIOTCS B (DYHKUIMHU MOIJIEKAIIUX
TOJILKO O€3 MPEJIOTOB.

Haling nmoanexainee u Ckazyemoe, IPOBEPBTE, COIVIACYIOTCS JIM OHH B JIMILE U
YUCJIeE.

[loHssB  3HaueHHWE  [IABHBIX  WIECHOB,  BBIABIKINTE  MOCIENOBATEIBHO
BTOPOCTENICHHBIE YJICHBl NPEIJIOKEHUs, CHadajla B TPyNIle CKa3yeMoro, a 3areM B
TPYIIIE MOJIEKAIIETO.

Ecnn nmpemyiokeHue JUIMHHOE, ONPENENIMTE CIIOBA W TPYIIBI CIIOB, KOTOPBIE
MO>KHO BPEMEHHO OITYCTHUTH JUUI BBIICHEHUS OCHOBHOTO COJEpKaHUs npemiokenus. He
UIIUTE Cpa3y B CIOBApe BCE HE3HAKOMBIE CJIOBAa, a 3aMEHSWTE WX BHaydaje
HEOIIPEIEICHHBIMU MECTOMMEHUSIMU U HApeuusiMU (KTO-TO, KAKOK-TO, KaK-TO, IJe-TO U
Jp.).

BHuMmarenpHO NPUCMOTPUTECH K CIIOBAaM, MMEKOIIMM 3HAaKOMbBIE BaM KOpHH,
cypdukcnl, npuctaBku. llombITaiiTech ycTaHOBUTH 3HaueHHE 3THX cjoB. IIpu sTom
oOparuTe BHMMAHHE Ha TO, KaKOMl 4YacTblO PEYM SIBISIOTCA TAaKUE CJIOBA, a 3aTeM
noj0upaiiTe COOTBETCTBYIOIINN PYCCKUI SKBUBAJICHT.

CrnoBa, ocTaBIIMECS HEMOHATHBIMU, UILUTE B CIOBAPE, COOTHOCS MX 3HAYECHHE C
KOHTEKCTOM.

[TogroroBka gokiasa.

TpeboBaHME K CTYIEHTaM I10 TTOJITOTOBKE M MPE3EHTAIIMN JOKIa 1A,

Jlokmag — 3To coOOIleHHe ¢ b0 O00OOIMThL 3HAHHUS IO 3aJaHHOU TeMe,
CHUCTEMaTU3UpOBaTh MaTepuall, MPOWLIIOCTPUPOBATh MpUMEPaMH, CGHOPMHUPOBATH
HaBBIKM  CaMOCTOATEJIbHOM pabOThl ¢ HAydyHOM JIUTEpaTypod U  IPECCOH,
MTO3HABATENbHBIN UHTEPEC K HAYYHOMY ITO3HAHUIO.

CtyneHT B XoJlle MpE3eHTAllMU JIO0KJIaga OTpabaThIBAET YMEHUE CAMOCTOSITEIHHO
0000IIMUTh MaTepHal U C/eNIaTh BBIBOJbI B 3aKIIOYEHUH, CBOOOAHO OPUEHTUPOBATHCS B
MaTepualie U OTBeYaTb Ha JOMOJHUTENbHBIE BONPOCH ciymiareneid. Pabora crynenta
HaJ[ JOKJIAaIOM-TIpe3CHTAIlMEN BKJIIOYAeT OTPaOOTKY y HEro HaBBIKOB OPATOPCKOTO
MCKYCCTBA U pa3BUTHE YMEHUN OPraHU30BbIBATh U MMPOBOJIUTH AUCIYT.

Tema noxmana M0mKHA OBITH COTNIACOBAHA C MPETMOJABATEIeM U COOTBETCTBOBATH
TeMe 3aHaThs. JlOKIamoM Takke MOXET CTaTh Mpe3eHTarusi pedepara CTyaeHTa,
COOTBETCTBYyIOIIasi TeME 3aHATUA. Marepuanbl NOpU  €ro  MOJITOTOBKE JIOJKHBI
COOTBETCTBOBATh HAYYHO-METOAMYECKUM TpeboBanusiM BY3a u ObITh yKa3aHbl B
noknaae. Ummroctpariuu 10KHBI OBITH JOCTATOYHBIMU, HO HE YPE3MEPHBIMH.

CryneHT 00si3aH MOATOTOBUTH COOOIIEHUE M BBICTYNUTH C JOKJIAJIOM B CTPOTO
OTBEJICHHOE MperojiaBaTeieM BpeMs, U B yKa3aHHbIA UM cpok. Heobxoaumo cobnronath
pEmIaMEHT, OTOBOPEHHBIN MPH MMOTYYECHHUH 3aJaHHUS.

NHCcTpyKIMs JOKIAIYMKAM U COAOKIATUNKAM.

JIokIIaquuky U COAOKIaAYUKNA — OCHOBHBIE JEeUCTBYIOIIME Julla. OHU BO MHOTOM
ONPENEIIAOT CONEpPKAHKUE, CTUIb U JTHUHAMUYHOCTh JAHHOTO 3aHATUA. JleicTByrouue
JU1A JOJKHBIL:



— YMETbh COO0IIaTh HOBYIO HH()OPMAIIHIO;

— UCIIOJIB30BaTh TEXHUICCKUE CPEICTRA;

— 3HaTh ¥ XOPOIIIO OPUECHTHUPOBATLCS B TEME BCEH MPE3CHTAIIUH (CEMUHAPA);

— YMETbh AUCKYTHPOBATh M OBICTPO OTBEUATh HAa BOIPOCHI;

— YETKO BBINOJHATh YCTAHOBJICHHBIM PEIVIAMEHT: MOKJIAAuuK — OoT 10 MuH.;
COMOKJIATYMK — 5 MUH.; TUCKyccusi — 10 MuH;

— MMETh MPEJICTABICHUE O KOMITIO3UIIMOHHOM CTPYKTYpE A0KJIa/a.

Heo0xomuMo TOMHHTB, YTO BBICTYIUICHUE COCTOMT M3 TPEX 4YacTei: BCTYIUICHHUE,
OCHOBHAsl YaCTh U 3aKJIFOUCHHE.

PexoMeHyeTcss COCTaBUTH TE3WCHI JUIA Oecelbl WM YCTHOTO COOOINCHUS B
3aJJaHHOW cHuTyanuu oOnieHus. D(H(HEKTHBHO TaK)Ke COCTABHTH CIIHCOK BOIPOCOB IS
00CYXJIEeHUS ¢ BOOOPpaKa€MbIM HIIH PEATTbHBIM COOECETHUKOM.

Hamucanwme pedepara.

Tema pedepara mpennaraercs npenogaBaTelieM B COOTBETCTBUU C HU3Y4aeMbIM
MaTepUaioM.

OO0beM TeKCTOBOM vacTu pedepara (He cuuTasi TUTYJIBHOTO JIUCTA, COAEPIKaHMUS,
CITUCKA JIUTEPATYPhl) JOJDKEH cOCTaBIATh 5—8 nuctoB popmata A4 (mpudt: Times New
Roman, kermip 14, MeXIyCTpOYHBIM HMHTEpPBAJ MOJYTOPHBIMA, MOJA CTaHAApPTHHIE:
BEepxHee — 2 CM, HIDKHEe — 2 CM, JieBoe — 3 ¢M, mpaBoe — 1,5 cm).

OO0s13aTenbHbIe YacTU pedepara: TUTYIbHBIA JIMCT, TEKCTOBAas YacTh M CIIUCOK
AUTEpaTypshl (He MeHee 4 HauMeHOBaHuUM ). BeTymiieHne, 0CHOBHAsI 4acTh U 3aKJIFOUEHUE
TaK)Ke SBIIIOTCS HEOOXOIMMBIMU OJIOKaMu pedepara.

Hanucanue counnenui.

Tema coumHEHUs MpEJIaraeTCs MPEIoIaBaTeIeM B COOTBETCTBUH C M3y4aeMbIM
paszenoM; TaKXKe JOMYCKAETCS HAMHMCAHWEe COYMHEHUS MO0 TeMe, chopmMynrpoBaHHOMN
CaMOCTOSITENIbHO, HO B TAKOM CJIy4ae HE0OXOIMMO €€ COTTIaCOBaHUE C MPEToIaBaTesieM.
O0beM counHeHUd HOKEH cocTaBiaTth 240-280 ciaoB. CounHeHHe caaeTcid B
yKa3aHHBIN B rpauKe CPOK.

TpebGoBanus Kk 0(hOpMIICHUIO.

CounHeHue craercst Ha JIucTe OymMaru Wik B CHEIUAIbHO 3aBEJEHHOM /i STOU
€M TOHKOHM TeTpaau (He Todjie 48 JUCTOB), B pyKOIIMCHOM WUJIM pacledyaTaHHOM BU/IE.
Counnenne 0¢GoOpMIIsIETCS MPOU3BOJIIBHO; 0053aT€IbHO TOJBKO YKa3aHUE TEMBI
COYMHEHUSI.

HHCTpyKITHS TI0 TOATOTOBKE COUUHEHHS.

PaznenuTe TeKCT Ha CMBICIOBBIE a03allbl B COOTBETCTBUU C TPEIIOKCHHBIM B
3aJIaHUU TITIAHOM.

B mepBom a63aine chopmynupyiite npoOneMy, KOTOpyro Bbl OyaeTe oOCyKIaTh,
OJTHAKO HE TOBTOPSMTE TEMYy COYMHEHHUS CIOBO B CJIOBO. lIpemcraBpre, 4TO BaIl
YUTaTeNIb HE 3HAET, O YeM MOHIET peyb, U MOMBITANTECh OOBACHHUTH €My MPOOJIeMY
JPYTUMU CIIOBAMHU.

BrigenuTe noaokuTenbHbIe U OTPUIIATENIbHBIE CTOPOHBI MPOOJIEMBI, TOAYMANTE O
pPa3yMHBIX apryMeHTaXx, B MOJICPKKY 00enx Touek 3peHus. [loMHuTEe, 4TO BBI JOJKHBI
BBIPA3UTh HE TOJBKO CBOIO TOUYKY 3PEHHUSI, HO U IPOTUBOMOJIOKHYIO. Takke He 3a0ynbTe
O0O0BSACHUTD, TOYEMY BBl HE COTTIACHBI C APYTOIl TOUKOM 3pEHUSL.

CrapaiiTech cobmonarh O6anaHc Mexay ad3anamu. Mcnonb3yiTe cl0Ba-CBSI3KH,
YTOOBI TOMOYb YUTATEIIO MPOCIICAUTD 32 JIOTHKON BaIlTUX PACCYKICHUH.



B nmocnennem aG3ane caenaiite 06001maronuii BBIBOA O JaHHOU mpobieme. Bol
MOXETE TaK)K€ OKOHYATENBHO C(HOpMYITHpPOBaTH CBOE MHEHHUE WIH MPEIJIOKUTH ITyTH
peIIeHHUs TaHHOH MPOOIEMBI.

Hanucanue nuceMma.

B npornecce npodeccruoHanbHOro OOIIEHUST HAUCAHHUE MHCEM SIBISIETCS OJHOM
13 Hau0oJiee YacTO BCTPEUAONIUXCS 3a1ad. TeMbl Il ICJIOBBIX MUCEM MpeiararoTcs
MPETOAABATEIIEM, TaKXke JIOITYCKaeTCst HaIlMcaHHue MUchbMa 11O TEeMe,
chopMyTHpOBaHHONW CaMOCTOSITEIbHO, HO B TakOM Cjydae HEoOXoauMo ee
COITIACOBAHUE C MPETIOIABATEIEM.

[lepen HamucanweMm mHChbMa TPOBOAMTCS TOATOTOBHTENbHAs padora. CTyaeHT
aHAJIM3UPYET TEKCThl MHCEM, OMNPEACISET XapakTep KaXJIoro mnuchMa (JIMYHOE,
ceMeliHOe, JIeNI0OBOe, TMpOOJEMHOE; THCHhMO C  BBIPAXKECHHEM OJaroJapHOCTH;
MO3/paBJeHUE, IPUTTIAIIEHUE U T.]T).

Ha mnoaroroBuTenbHOM 3Tane MNPOCMATPUBAIOTCS MPUBEACHHBIE PEUYEBbIC
bopMyIbl, UCIIOJIB3yeMbIE B TIMCbME, U OTMEUAIOTCSl Pa3IMYHbIC CIIOCOOBI BBIPAKCHUS
OaroJapHOCTH MW MpU3HATeIbHOCTH. KpomMe TOoro, COCTaBISIIOTCS —pa3IMYHbIC
TeMaTUYECKUE MUChMa JIS 3aJIaHHBIX CUTyaIlui MUChbMEHHOTO OOIICHUSI.

HenocpeacTBeHHO MpU HANMCAaHWKU MUChbMa MCHOJb3YyNTE CICAYIOMIMN aJITOPUTM
JIECTBUU:

Onpenenute, KOMy MOTYT OBITh aJpecOBaHbl Ha3BaHHBbIE ()OPMBI MUCHMEHHOTO
oOpareHusl.

Onpenenure XapakTep NUChMa IO €ro CTPyKType (omucaHue, COOOIICHHE,
MOBECTBOBAHME,  YBEIOMJICHHE, BBIpOXCHHE  OlarogapHocTd 33  4TO-HOO,
IPUIIALLIEHHUE).

CocTaBbTe MHUCHMO MO MPEAJIOKEHHOMY IUIAHY, OPUEHTUPYACh HA KOHKPETHBIM
THUII aJipecara, KOMMYHHKAaTUBHYIO 33]1a4y U CUTYal[MI0 HAITMCAHUS TUChMA.

[ToaroroBka nmpe3eHTalNH.

JleMoHCcTpanioHHasi mpe3eHTanus (aauTeabHocThio oT 10 go 20 MuH.)
BBHITIONHAETCS B Iporpammax MicrosoftPowerPoint, Prezi u qpyrux.

Bo3moxHOo (HO HeoOs3aTeNbHO) UCIIOJIB30BAHKE JOMOIHUTENbHBIX (DOTO-, BUIEO-
WIM ayluoMarepuasoB. BrlloiHeHne npe3eHTalud OCYUIeCTBIsETCS B YCTHOM (hopme
(cmaua TEKCTOBOM 4acTH JOKJIaja He TpeoyeTcs).

Bub! mpeseHTanuii 1 uX CTPYKTypa.

MO3KHO BBIJIETTUTD 3 BUJIAa PE3EHTALIMI:

1. naopmarmoHHast mMpe3eHTAINS;

2. npe3eHTalusA-uaes;

3. mpe3eHTalus-PEBBIO.

Jlnst ompenenenus Buga Oymymied mpe3eHTanuud CHOPMYIUPYHUTE 1EeTh CBOETO
BBICTYIIJICHUS, OTBETHB CE0€ HA BOIPOCHI: 3a4€M 51 BBICTYIIAIO, YTO S XOUY IMOJYYHUTH B
pe3ynbrare, 4To AOJDKHBI MTPOAyMaTh WM CIENIaTh CIYLIATENIN MOCIEe MOEH pedn? ITo
r1aBHbIN Bompoc. [IpaBriibHBIN OTBET Ha HETO — 50% yCnemHoN Mpe3eHTalnH.

Jnst uHPOpMaATMOHHONW MPE3EHTALMKU JTOCTATOYHO TOTO, YTO ayAUTOPHUS IPOCTO
MOJIyYUT HOBBIE JaHHbIe. MHMOpMalMOHHAsl Mpe3eHTalus camasl MpocTas Mo CBOEH
CyTH, U TpeOOBaHUs K HEl MUHUMAaJbHBI: OHA JOJDKHA CO/IEpkaTh B ceOe BCTYIUICHHE,
OCHOBHYIO YaCTh U 3aBEPILCHUE.



Bo BcTymnenuun mA0mKHO OBITh NPUBETCTBUE, TEMa M, BO3MOXKHO, LIEb
BBICTYIJIEHUSI, HWMs  BBICTyNAlOLIEro, Ha3BaHWE OpraHU3alud, KOTOPYID OH
npencrasisieT. YacTo BHU3yalbHbIE KOMIIOHEHTBI COIIPOBOXKIAOT WM JAXKE 3aMEHSIOT
3Ty 4aCTh BBICTYIUICHUS.

B ocHoBHOI yacTu MH(OPMAIMOHHON MPE3EHTALNU [TIaBHOE — 3TO COOJIOEHUE
JIOTUKU PEYH, a, CIEN0BATENBHO, CTPYKTYPUPOBAHKE JOKJIAA, B YACTHOCTH Pa3/IEICHUE
€ro Ha YacCTH.

3aBeplLIeHHE TaKKE MOXKET ObITh MPEAEIbHO KPaTKUM: PE3IOME BBILIECKAa3aHHOIO
U 0J1aroJapHOCTh 32 BHUMaHHUE.

[lenp mpe3eHTaUUU-UIIEH: H3MEHUTh OTHOUICHHME CIyIIaTeled U YOeOuTh HX
NPEIIPUHATh KOHKPETHBIE JCUCTBUA, CBSI3aHHbIE C TEeMOW. AITOpUTM (HOPMUPOBAHUS
yOenutenbHOU npe3eHTauu — «4I1». Anroputm BritodaeT B ceds 4 Groka:

1. Tlonoxxenue. B mepBOoM dYacTH JOKJIAIUUMK PACCKA3BIBAET O CHUTYallUH,
CBSI3aHHON ¢ ero mnpemjoxeHueMm. CuTyanusi JOOKHA ObITh ONMU3Ka M TOHSTHA
ayIuTOpUu. OTOT pasled NODKEH OBITh OTHOCUTENBHO KOpoTKuMM — 5-10% Bcero
BBICTYIIJICHUS.

2. Ilpobaema. DTOT OTPE30K MPE3EHTALUU JOJDKEH IOKa3aThb NPOOJIEMAaTHKY.
OueHp Ba)XHO, 4TOOBI HOAHATBHIE OPAaTOPOM IPOOJIEMBbI AECUCTBUTEIBHO OBUINM BayKHBI
UIg  ciaymareneil. 3agada IMpEe3eHTalud TOJNbKO aKTyaJlu3UpOBaTh MOTPEOHOCTH
ClIywmiareJeldd M BBIBECTM Ha MEpPBBIM IUIAH CPEIM MHOXECTBA JPYTUX HAIIUX
€KETHEBHBIX MOTPEOHOCTEH.

3. IlepcniextuBa. B 3TOM pazgene nokmaayuKy HYKHO MOKa3aTh, KaK yCyryouTcs
OIMMCaHHas MPo0bieMa, €ClIi HE MPUHATH MEPHI MPSMO ceifuac.

4. Ilpennoxenue. Chenyer NpeAJIOKUTh CBOM MpORYKT win uzaew. Ilpu 3tom
BRXHO HANAJIHO IIOKa3aTh, KaK HMMEHHO IMpeayiaraeMas WIes NOMOXKET BBIUTH U3
CJIOXKUBILICHCS] CUTYyallid, OTBETUTh Ha BOMPOC, YEM ITOT CHOCOO pelIeHUs Jyylle, YeM
JIpyrue, IpUBECTU APIyMEHTHI U IOKA3aTeNIbCTBA — TO €CTh CAENATH CBOIO IPE3CHTALUIO
yOeIuTETHHOM.

3aKkaH4YMBaTbCS  NPE3CHTaUUsA-Uaes JODKHA IPU3BIBOM K  KOHKPETHBIM
JNEHCTBUSAM, KOTOpPbIE MOMKHO JIETKO pealn30oBaTh. BbicTymieHue OyaeTr 0coOeHHO
yOenUTENnbHBIM, €CIIM CHeNaTh MPE3EHTALNI0 C HCIOJb30BAaHUEM KAYECTBEHHBIX
cnaioB. [l yOexJIeHuss CTOUT HCHOJb30BaTh SIPKHE WUIFOCTpAalUMU U Ipadukw,
MOJITBEPKIAIOIINE CJIOBAa BBICTyHAIOLIEro, Tak kak 80% wuHpopManuu Mbl MOTy4aeM
yepes 3pUTEbHbBINA KaHall.

[Ipe3eHTanusa-peBbi0 — 3T0 OTYET O MpOAeNaHHOW pabore. DAKTUUECKH, LETbIO
TAaKUX TPE3CHTALMN SBISETCS yOeKIeHHe ciymareineil B ToM, uTo Bbl rpamMoTHBIM
CIICIIUAIINCT B CBOCH 00JIaCTH, MAaKCHMAaJIbHO KAaueCTBEHHO BBIIIOJHHUBIINM CBOM 00BEM
paboThI U TOCTOMHBI BEICOKOW OIICHKHU.

Cocrasnenue nmoptoauno.

[lenecoobpa3Ho co3naHue U UCMOIb30BaHME MOPTQOINO B KAUECTBE MPOEKTA IS
CaMOCTOSITEIIbHOM paOOTHI.

[To cnocoby 06paboTKK M TMpe3eHTaluu UHPOPMAIIUU BBIACISIOT NOpT(OIno B
OyMa)XKHOM BapHaHTE U 3JEKTPOHHBIA BapHAHT MOPTHOINO.

[Toptdommo B GymakHOM BapuaHTe, T.€. MOPTHOINO TOKYMEHTOB — 3TO TTOPTQeib
cepTu(UIMPOBAHHBIX (TOKYMEHTHUPOBAHHBIX) WHAMBHUAYAJIbHBIX 00pa30BaTEIbHBIX
JIOCTIKEHUH, JMYHOCTHOTO PAa3BHUTHA, KApbepHOTO TPOJABIIKCHHS KaK pPEICH3MH,
OT3BIBHI, pE3IOME, 3CCE, pEKOMEHIaTeIbHbIC TUChMa U IIPOYee).



ONeKTpOHHBIA BapuUaHT MOPTPOIHMO, T.. MOPT(HOIUO-KOIIEKTOp, MOPTHOIHO
paboT — 3TO coOpaHue pa3INYHBIX TBOPUECKUX U MPOEKTHBIX PabOT CTyIEHTa, a TaKxkKe
OMKMCaHUE OCHOBHBIX (JOPM M HANpaBICHUN €ro yueOHOW M TBOPUYECKOW AKTUBHOCTH:
y4acTHE€ B HAy4YHBIX KOH(EPEHIMSIX, KOHKYpCaX, MPOXOXKICHUE Pa3IMYHOTO poja
MPaKTUK, CIIOPTUBHBIX U XYI0KECTBEHHBIX JOCTHXKEHHUM U JIP.

Crpykrypa noptdonuo.

Yacte 1. «BBenenue).

1.1. ®oro.

1.2. Pesrome.

1.3. llenu u 3amaun mopT¢ouo.

1.4. O cTpykType nopTQomuo.

1.5. Cneunduueckue xapakTepUCTHKH MOPTHOIHO.

Yactb 2. «Mou J0CTUKEHUS.

2.1. «OdunmanbHble JOKYMEHTBD):

JOKYMEHTBI 00 OKOHYaHHUH LIKOJIbI;

ceptuduKaTel OPUIMATBHO TMPU3HAHHBIX MEXIAYHAPOJHBIX, PErHOHAJIBHBIX H
TOPOACKUX OJTUMITHAJ], KOHKYPCOB, (peCTUBAJICH, MHBIX MEPOIPHUSATU;

JOKYMEHTBI 00 y4acTHH B I'PAHTAX, OKOHYaHUHU MY3bIKaJIbHOM, Xy105KECTBEHHOMH,
CIIOPTUBHOM WJIM UHOU IIKOJIBL;

cepTU(UKaThl O MPOXOKIACHUU MPAKTUK, CTAXKUPOBOK, TECTUPOBAHUSI, YUACTUH B
MPOEKTaX U MporpaMMax;

KypHalbHblEe, Ta3eTHble W (QOTO JOKYMEHTHl M HWHBIE JOKYMEHTHI,
CBUJICTENILCTBYIONINE 00 yCIlexax;

CIUCOK JOCTHKEHUU, KOTOPBIM, MO TEM WM WHBIM NMPUYMHAM (3a0bLI, TOTEPSLI,
yKpaJii) He MOXKET ObITh 33JJOKYMEHTHPOBAH.

2.2. «Kv3HEHHBIN ONBITY:

aBToOHOrpadus;

acce «B3msan B mponuioe»;

aHaIN3 BaXHEUIIMX COOBITMM W SMHU30[I0B KU3HU, UX OIEHKA, OLICHKAa, BEC B
CETO/IHSIIHEN KU3HMU;

OCHOBHBIE d3Tanbl CTAHOBJIEHUS JIMYHOCTHU, (PAKTOPBI, COOBITHUS, JIIOIHM,
MOBJIMSIBIIME HA 3TO;

ra3zeTHele, POTo, BUI€O U MHbIE KUHOJOKYMEHTHI, CBUAETEIHCTBA OUEBU/ILICB;

XapaKTEPUCTUKH, OT3bIBbI, OLIEHKH U3BECTHBIX (U HE TOJIBKO) JIUI] O BaC;

OT3BIBHI C T€X MECT paboThl, I7i€ BBl paboTaIH U T.I1.).

2.3. «OOyuenue B By3e, mnpennpodeccuoHadbHass W TpodecCHOHATbHAS
MOJITOTOBKA»:

BaIlIM OIICHKM Ha BCEX 3Tarax 0Oy4eHHUs B By3€, KOMMEHTApUHU K HUM;

JF0OMMBIE TIPEMETHI, MPENOaBaTeN, MOTUBBI 00yUeHUSI;

OCHOBHBIE TIEPUOJIbI U ITAIbI YUCHHUS,

W3MEHEHMS B3TISIOB HA CBOIO OYIYyIIyIO TPOQECCHIo, BY3;

CIIUCOK KyPCOBBIX U IUIJIOMHBIX padoT;

OT3BIBBI MPEMNOJIaBaTeNe U HAYUHBIX PYKOBOAUTEINEH, pyKOBOJAUTENIECH yUeOHBIX,

MPEIIUTIIIOMHBIX U TUTIJIOMHBIX MPAKTHK;

CIIUCOK MECT MPOXOKICHUSI MPAKTUK U BBIMOJIHEHHBIX PaOOT.

2.4. «HayuyHast 1esiTeIbHOCTbY:

CIIMCOK HAay4YHBIX paboT;

Hay4Has Mepernncka;



aHHOTAIlMHU K CBOUM padoTam;

pEleH3UN YYyXHX HayuyHbIX TpPYyAOB, MOHOTpaduii, y4eOHHKOB U Y4E€OHBIX
IIoCcoOMuii;

OT3BIBBI HA Ballld PabOTHI;

acce «O Hayke» U T.II.

2.5. «Kypchl o BBIOOpPY M TBOpUECKHE PAOOTHD»:

CIIUCOK JIOTIOJIHUTENIbHBI KYpCOB, OLIEHKH, CepTU(UKATbl, KOMMEHTapHH,
npUOOpETEHHbIE KOMIIETEHINY;

CIIUCOK WJIM CTPYKTYPUPOBAHHOE NPEJCTABICHUE B TOM WJIM MHOM BHJIE CBOUX
TBOPUYECKUX PadOT, OT3BIBBI HA HUX, B TOM unciie B CMU u T.1.

YacTs 3. «5 B Mupe nronein».

3.1. «YuacTtue B 00IIECTBEHHON KU3HI:

XapakTep Balel o0IEeCTBEHHON aKTUBHOCTH;

3aHUMaEMbI€ MOCTHI;

MPOEKTHI U TPOrPaMMBbl, B KOTOPBIX Y4aCTBOBAJIM, UX PE3YJIETATUBHOCTD.

3.2. «Jlpy3bsi», «JItoOUMBIE JTHOIN»:

BalllM OJIU3KUE JIPY3bsi B By3€ U BHE €ro, cepa uX 3aHSITHM, MpUBJIEKATEIbHbIC
4yepThl Xapakrepa, 00pa3 KU3HH, pa3/iefsieMble IIEHHOCTH U T.IL.;

pollHblE M ONMU3KUE JIOM, WX JMYHbIE KauecTBa, MHTEpEChl, cepa 3aHATHUH,
MPUBJICKATEIIbHBIC YEPTHI.

3.3. «Mou KyMHUPBI»:

JIrogu (akTepbl, yueHble, MUCATENIU, CHOPTCMEHBI U T.11.), SIBJISIOIIMECS JJIsSl Bac, B
ONPENICIICHHOM CMbICIIE, ITaJJOHAMU KU3HU U TOBEJEHUS, UX TOPTPETHI.

3.4. «X000u, UHTEpPECH»:

chepa Bammx CBOOONHBIX HWHTEPECOB, 3aHATHH, X000U, UX MPUMEPHI,
WJUTIOCTPAlIUH;

3HAYEHUE B )KU3HU BOOOIIE U B TPO()ECCHOHABHON KU3HU, B YACTHOCTH.

Yacts 4. «B3msig Ha cebst u B Oyayieey.

4.1. «S»:

B3NS Ha CBOE «SI», CUIIbHbIE U claOble CTOPOHBI, MOTHUBALIMIO, WHTEJUIEKT,
4yepThl Xapakrepa, 00pa3 >KU3HHU.

4.2. «Mou IEHHOCTHU U UIIEAIIBI):

TO, YTO BbI IIEHUTE, CYNTAETE BAXKHBIM, CTPEMUTECH, YBAXKAETE.

4.3. «Mup BOKpYT MEHS»:

Ballla OIICHKAa COOBITUH MPOUCXOASAIIMX B MHUPE M BOKPYT Bac, TEHACHITH,
OTKPBIBAIOIINXCS BO3MOKHOCTEN, BO3HUKAIOIIUX TPYAHOCTEN U ONTACHOCTEH.

4.4. «Mou )XKU3HEHHbIEC ILJIaHBbI:

Ballle  MPEACTaBICHHWE O  COOCTBEHHOW  MHCCHHM,  JKU3HCHHBIX W
poeCcCHOHANBHBIX TENISIX, CTPATETHH, MUIAHAX, CIOCco0ax, CPEACTBAX W BPEMEHU UX
JOCTHKEHUS U T.0.

4.5. « Mol neBus»:

Ball JIEBU3, KPEJ0 Ha HOBOM 3Tarle KU3HU.

Yactse 5. «3aKkiIroueHue Uid. .. ».

5.1. Baxxknenmme acnekThbl JUIYHOCTH,

5.2. Hauboinee Ba)kHbIE KOMIIETCHIINH;

5.3. Baxkaenme acneKkThl OIbITa;

5.4. HanpaBneHus B3auMOJIEUCTBUS C paboTOAaTENEM U/WIIH UCTIONb30BaAHUS.



Marepuasibl A5l OLIEHUBaHUS TOPTHOIUO JAENAT HA 2 YaCTU U 3aHOCST B TAONHUILY:

cDOpMaJ'IbHa}I qacCTb

HedopmanbHas yacTb

1. CpenHue OlleHKH MO OOIIUM JUCIUTLIMHAM.
2. Cpeanue OIEHKM 1O MpodeccHoHaIbHBIM
TUCIUIIIINHAM.

1. OnuMmnuael.
2. IlpodeccruonanbHble KOHKYPCHI.
3. Hayunble myOnukaiuu.

3.CpenHue  OLEHKM 1O  coeuuaibHbIM |4. Metonnueckue pa3palboTKu U

TUCITUTITHAM. nyonmukanuu  (paspaboTka  yueOHOTO

4. KypcoBble paOoThI. Kypca, JI€JJOBOM  WIpbl, TPEHUHTA,

5. lunnomMHas padora. KOoH(pepeHIH, caiita o

6. IIpakTuku. npodeccuoHanbHOU TEME).

7. IHOCTpaHHBIN A3BIK. 5. Ydactue B Hay4yHOU KOH(EPEHIIUH.

8. BTOpoi1 ”HOCTpaHHBIN SA3BIK. 6. YyacTtue B OOIIIECTBEHHBIX MPOEKTAX.

9. Tpetnii UHOCTPaHHBIN SI3bIK. 7. Yuactue B npodeCcCuoHaTbHBIX

10. JIroObie  ceptudukarel 00 0Oy4YEHUH, | TPOCKTAX.

CBsI3aHHBIE C Mpodeccue. 8. Yuacrtue B CIIOPTUBHBIX

11. O6yuyeHnue 3a pyOek)oOM IO HAIMPABICHUIO | MEPOTIPUATHSIX.

YHUBEPCHUTETA. 9. Nuble cepTudukaTsl, JOKYMEHTHI.

12. OT3BIBBI TIpeniofaBaresieit, pykooautesieil|10. OT3bIBbI, XapaKTePUCTUKHU oT

y4eOHBIX MPAKTHUK. PYKOBOAUTENEN MPEANPUATUH,
OpraHu3alnil.

CamocrosTenbHas IIOATrOTOBKA BaﬂaHHﬁ.

HpI/I HCO6XOI[I/IMOCTI/I CaMOCTOATCIIBHO COCTaBUTh 3aJaHHC IIO HsyqaeMoﬁ TEMC

cleAyeT B MEPBYIO O4YEpE/lb OMPEeIUThCS

C THUIIOM 3aJaHusi. DTO MOXET OBITh

KpPOCCBOP/I, BAKTOPHUHA, TEKCT ¢ MpoOesiaMu, COMOCTABICHUE, POJIEBAsl UTpa U JIPYrue
BU/JIbI 3a/IaHUM, BKIIIOYAsi KOHTPOJIbHBIE TECThl U yIpakHeHus. [1o xenaHuio cTyJeHTOB

ATO MOXET OBITh J1a)Ke MPOEKT JICIOBOM UTPHI.

OnHUM U3 MHTEPECHBIX U TBOPUYECKUX BAPHMAHTOB 3aJIaHUM SIBJISIETCSI BUKTOPUHA.
BukropuHa — 3TO BUJ UIPHI, CMBICI KOTOPOM 3aKJIFOYAaEeTCsi B TOM, YTOOBI yraJibIBaTh
MpaBWIbHBIC OTBEThl HAa YCTHBIE WJIM THChMEHHBIE BOMPOCHI W3 Pa3HBIX oOjacTei
3HaHUi. EcTh 0O0NbIIIOE KOJTUYECTBO Pa3HBIX BUIOB BUKTOPUH. OHH MOTYT OTINYATHCS
JIpYT OT ApYyra yCIOBUSIMU U ITPABUJIAMH, TEMAaTUKOW, TUIIAMH U CII0KHOCTBEO BOIIPOCOB.

[IpaBuna BBITIOMHEHUSI BUKTOPWUHBI JOJHKHBI OBITH TMPOCTH. CIIOKHBIE TpaBUja
MIPUXOJUTCS AOJITO PA3bICHATh, U B pe3ylbTare TepsaeTca narepec. Ho u B Tom ciryyae,
KOT/Ia Y€JIOBEK BKJIFOUUTCS B BUKTOPUHY, OH OYyZI€T MyTaThCs, COMBATHCSI U TEM CaMbIM
HapylaTh TEMI ITPOBEICHUS BUKTOPUHBI WIH Pa3pyLIaTh €€.

Bukropuna nomkHa oXBaThIBaTh BceX. He MOMKHO OBITH TAKUX CUTYaIlUid, KOTJa

OAHHM YYaCTHHKH BOBJICUCHBI B IIPOLECC
BITOJIOKCHHH ITACCUBHBIX Ha6HIO,HaTeHeﬁ.

BUKTOPHUHBI, a JpPYIuc OKa3bIBAIOTCs

Eme ogHuM 351eMEHTOM BUKTOPHH SIBIISIIOTCSI HArpajbl MOOEAUTENSIM. 371eCh €CTh
HECKOJILKO TICUXOJIOTUYECKUX MOMEHTOB, KOTOPBIE CJIETYET YUYUTHIBATD:

— TIPU3 JIOJDKEH COOTBETCTBOBATh YPOBHIO U CJI0KHOCTH BUKTOPHUHBI;

— BapUaHT BPY4YE€HHUsS MPHU30B BCEM yYaCTHUKAM HMIPbl BO3MOXXEH, HO MPU ITOM
OCHOBHOW MpHU3 JOJIKEH OCTABaThbCi OCHOBHBIM, a OCTaJbHBIE HOCHUTH XapakTep

YTCIIUTCIIBHBIX U OTJIMYATHCA OT ITIaBHOTIO,




— MpU3 HE 00s3aTeNBHO JOJHKEH ObITh MaTepuanbHbIM. OH MOXET OBITh YHCTO
CUMBOJIMYECKUM, B BHJI€ BEHKA, TOP>KECTBEHHO BO3JIaraéMOro Ha TOJOBY MOOEIUTEINS,
IIYyTOYHOW MeNajy ¢ COOTBETCTBYIOIIECH HAAMUCHIO U T.I1.;

— CcaMO TMpEACTaBICHUE TMpH3a KaK IeTH, K JOCTHKEHHIO KOTOpOoW OymyT
CTPEMUTHCS COPEBHYIOLIHECS, MOXKET HECTH B ce0e DPIEMEHT BUKTOPHUHBI, €CIIU €ro
NPEACTABUTH B CKPHITOM BUJE, KaK «TEMHBIN TPU3».



2. MPAKTUYECKHWH PA3JIEJI

2.1. MATEPHUAJBI 151 TNPAKTHYECKHX
JTUCHMUIIIAHE

2.1.1. AHI'JIUMCKHUMA SA3BIK

3AHATUI

1.1 BUSINESS ORGANISATION AND BUSINESS ETHICS

Text 1. Business organization

I. Read out the following words and learn them by heart.
Sole proprietorship — 6u3HEec y KOTOPOTO OFMH BIaIETIEI]
partnerships — ToBapHIIIECTBO

revenues — JOXObI

expenses — pacxoIbl

assets — aKTUBBI

liability — ¢puHaHCcOBBIE 00s3aTEIBLCTBA

to dissolve — pacTopraTh, aHHYJIUPOBATh

employee — paboTatonuii o HaMMy

shares of stocks — maket akui

shareholder — akmonep

stock — kanuTan, neHHeie Oymaru

joint venture — COBMECTHOE MPEANPUATHE

joint stock — aKIIMOHEPHBIN KaruTal

franchise — ¢ppanmmsza

trademark — ToBapHBIi1 3HaK

I1. Find Russian equivalents to the English words.

1. owner a. aJBoOKaT

2. charter b. cTaBka Hajora

3. profit C. IOJIT

4, tax rate d. orcTaBka

5. debt €. ycTaB

6. lender f. Oyxranrtep

7. retirement  g. IPUOBLIB, TOXO
8. lawyer h. Bmagenen

9. accountant 1. KpeaUTOP

I11. Read and translate the following text.
A BUSINESS ORGANIZATION

1100

A business organization is often referred to as a business entity. A business entity

is any business organization that exists as an economic unit.

A sole proprietorship is a business owned and usually operated by a single indi-
vidual. Its main characteristic is that the owner and the business are one and the same.
In other words, the revenues, expenses, assets and liabilities of the sole proprietorship



are also the revenues, expenses, assets, and liabilities of the owner.

Advantages

A sole proprietorship is the easiest form of business to organize. It is easy to set
up and dissolve it. The only legal requirements for starting such a business are a mu-
nicipal licence to operate a business and a registration licence to ensure that two firms
do not use the same name. A sole proprietorship offers the owner freedom and flexi-
bility in making decisions. Major policies can be changed according to the owner's
wishes because the firm does not operate under a rigid charter. The other advantages are
complete ownership of profits and lower tax rate.

Disadvantages

The owner is legally liable for all debts of the company because the financial con-
dition of the firm is the same as the financial condition of the owner. A sole proprie-
torship may have difficulty in obtaining capital because lenders are leery of giving
money to only one person who is pledged to repay. A proprietorship has a limited life,
being terminated on the death, bankruptcy, insanity, imprisonment, retirement, or whim
of the owner.

A general partnership is an enterprise owned by two or more individuals. A part-
nership agreement, oral or written, expresses the rights and obligations of each part- ner.
Partnerships are common among businesses that provide professional services. Doctors,
dentists, lawyers, accountants, brokers, and other professionals use this form of
ownership to reduce overhead costs for each partner and to take advantage of each
other’s expertise in various areas.

A limited partnership is the enterprise in which one or more partners are granted
limited liability, provided there is always at least one partner with unlimited liability
who takes a more active part in managing the business.

Advantages

Partnerships, like sole proprietorships, are easy to set up. Complementary man-
agement skills are a major advantage of partnerships. Partnerships are a stronger enti- ty
than proprietorships: it is easier for them to attract new employees and raise addi- tional
capital. The other advantages are the following: even higher credit standing and better
prospects for growth. Besides taxes are applied to individuals not to partner- ship,

Disadvantages

The major disadvantage of partnerships is that partners, like sole proprietors, are
legally liable for all debts of the firm. In partnerships, the unlimited liability is both joint
and personal. This means that the partners together are responsible for all the firm's
liabilities. If one of the partners cannot meet his or her share of the debts the other
partner(s) must pay all debts.

Partnerships are not as easy to dissolve as sole proprietorships. Potential conflicts
between partners are one of the disadvantages too.

Corporations are also referred to as limited companies. In limited companies,
ownership is represented by shares of stock. The owners at an annual meeting elect a
board of directors which appoints company officers and sets the enterprise's objec-
tives.

Advantages
Limited companies are the least risky from an owner's point of view.

Shareholders of corporations can only lose the amount of money they have invested in
company stock. If an incorporated business goes bankrupt, owners do not have to meet
the lia- bilities with their own personal holdings so the main advantages of corporations



are limited liability of investors, ease of investing and withdrawing investment, ability
to raise large amounts of capital and specialized management.

Disadvantages

Limited companies are taxed twice: on the profits they earn and on the dividends
which come out of the profits. In proprietorships and partnerships earnings are only
taxed once — as the personal income of the individuals involved.

A company must send each shareholder an annual report about the financial con-
dition of the firm that results in the loss of financial confidentiality. Lack of motiva- tion
toward company goals among its hired managers is one of the disadvantages too.

There are other forms of business. A partnership set up to carry out a short-lived
business project is called a joint venture.

Partnerships may be established that raise capital by selling portions of ownership
on the open market in the form of stock certificates. Such an organization is called a
joint stock company. It combines features of a partnership and corporation.

A very popular and rapidly growing form of business ownership is the franchise.
This is a licensing arrangement that permits an individual to own his or her own busi-
ness while benefiting from the use of the trademark. In other words, a company
(franchiser) sells a licence to another company (franchisee), allowing the latter to
produce and sell goods and services using its trademark. A franchiser has the right to
control the quality of the goods and services produced by a franchisee. If it is not up to
the mark, a franchiser has the right to withdraw its licence.

Small producers of goods or consumers of goods may form a cooperative in
which production, marketing, or purchasing facilities are jointly owned and are oper-
ated mainly to provide a service to members rather than make a profit.

IV, Say if the following statements are false or true. Correct the false sentences.

1. A business entity is a business owned and operated by a single individual.
2. A business entity is the easiest form of business to organize.

3. Two licences are necessary to start a sole proprietorship.

4. A sole proprietorship usually has no difficulty in obtaining capital as

money will be repaid.

A general partnership is an enterprise owned by more than one individual.
Both partnerships and sole proprietorship are easy to set up.

A sole proprietorship is easier to dissolve than partnerships.

The main disadvantage of limited companies is being taxed twice.

A joint venture combines features of a partnership and corporation.

N

V. Fill in the proper words given below.
(enterprise, tax rate, profits, owned by, personal, skills, joint, major advantage,
dissolve, sole proprietorship, entity, refered, responsible, liabilities, trademark,
licensing arrangement, carry out, joint venture)

1. A business organization is often ... to as a business ... .

2. A ... is the easiest form of business to organize, set up and ... .

3. The advantages of a sole proprietorship are complete ownership of ... and
lower ...

4. A general partnership is an ... ... two or more individuals.

5. Complementary management ... are a ... of partnerships.

6. In partnerships the unlimited liability is both ... and ... .



7. The partners are ... for all the firm’s ... .
8. ... 1s set up to ... a short-lived business project.
0. Franchise is a ... that permits benefiting from the use of the ... .

VI. Complete the sentences using English equivalents for the Russian words in
brackets.

1. The revenues, (pacxospbl), assets of the sole proprietorship are the ones of
the (Bnamenblia).

2. A sole proprietorship offers the owner freedom and (ruOkxocTs B IpuHATUM
pELICHMIA).

3. The (Bnanenemn) is legally liable for all (monrn) of the sole proprietorship.

4. In a limited partnership one or more partners are granted (orpaHnueHHbIE
00s13aTeNIbCTBA).

5. Partners are legally liable for (Bce gonru ¢pupmsti).

6. In limited companies ownership is represented by (rmakeTom axiuii).

7. A franchiser has the right to (oTo3BaTh UMYIIIECTBO).

VII. Answer the following questions.
1. What is a sole proprietorship?

What type of a business organization is easy to set up and dissolve? Why?
What documents are necessary for starting a sole proprietorship?

Does a sole proprietorship operate under a rigid charter?

What are the advantages and disadvantages of a sole proprietorship?
Partnerships are a stronger entity than proprietorships, aren't they?

Does a franchiser sell a licence to a franchisee?

What are the disadvantages of partnerships?

What are the main advantages of limited companies?

XN

VIII. Read the three descriptions of company structures.

Sole trader

One person sets up and runs the company. The person provides all the capital and
has unlimited liability for business debts, even if this means selling personal assets.

Limited company

In a limited company (Am E corporation), the capital is divided into shares, which
are held by shareholders. Shareholders have limited liability, but they can vote at the
Annual General Meeting to elect the Board of Directors. There are two types of limited
company:

1) In a private limited company, all shareholders must agree before any shares

can be bought or sold.

2) In a public limited company, shares are bought and sold freely, for example on

the stock exchange.

Partnership

A group of people provide the capital, set up the company and manage it together.

There are two types of partnership:

1) Partners in an unlimited partnership are like sole traders -if the business fails
they are fully liable for all debts, and may even have to sell personal assets.

2) In a limited partnership there can be sleeping partners who do not participate in
the management of the company.



Sleeping partners have limited liability in the event of bankruptcy, they only lose
their investment, not their personal assets.

IX. Match the items in A to their synonyms in B.

A B

1) effort a) purpose/aim

2) amount of b) revenue/profit

3) shareholders c) stockholders

4) goal d) controlling company
5) affiliated company e) subsidiary company
6) liability f) sum

7) proprietor g) property

8) holding company h) attempt

9) income 1) responsibility

10) ownership J) owner

11) aid k) assistance

X. Answer the following questions.
1. What are the advantages and disadvantages of being a sleeping partner?

2. What is the difference between a sleeping partner and a shareholder? If a pri-
vate limited company goes bankrupt, do the shareholders lose their personal
assets? Why?

3. What are the advantages of a public limited company? Think of three.

XI. Complete the sentences using the words from the list below.

associated company, acquisition; chief executive; big business; subsidiaries;
mergers, chairperson; corporations, shares; company, multinational; venture;
commercial; parent company,; conglomerates

1. Some of the operations of a typical ... are more global than others. 2. Each unit
including the ... has its own, local management. 3. A large shareholding should pro-
vide considerable influence (but not control) over the ... . 4. Whether the project will be
a ... success is still uncertain. 5. His first business ... was a clothes shop in Rose Street.
6. Mr. Gate’s boyhood pastime was computer programming. Today Microsoft, his ..., is
the world’s most successful supplier of computer software. 7. The South depends more
on small and medium-sized business for jobs than on large ... .8. Goodman Holdings
has ... in Liechtenstein and the Channel Islands, which control investment around the
world. 9. Medeva, the fast-growing pharmaceuticals group 19 p (points) to 224 p on the
news that it has made another ... in America. 10. Tour- ism in Hong Kong is ...: it is the
third largest source of foreign exchange and em- ploys, directly and indirectly, 180,000
people. 11. Many corporations have expanded by means of mergers with and
acquisitions of businesses in unrelated fields. Such collections businesses are called ... .
12. One problem posed by some ... is that eco- nomic growth does not necessarily
result from them, and no new jobs may be created. 13. The majority of ... in practically
all companies are owned by institutional inves- tors. 14. In general terms, the ...
represents the company in the outside world and takes a leading part in making policy.
15. The ... 1s responsible for carrying out com- pany policy and the day-to-day



management of the firm.

XI. Imagine that you are an owner of:
. SPA saloon

. Café

. Pizzeria

. Photo studio

. Touristic agency

. Car repairing service
. Bookshop

What form of ownership will you choose? Why?
Text 2. SWOT

1. Read and translate the following text.

SWOT ANALYSIS

SWOT analysis 1s an acronym for strengths, weaknesses, opportunities, and
threats and 1s a structured planning method that evaluates those four elements of an
organization, project or business venture. A SWOT analysis can be carried out for a
company, product, place, industry, or person. It involves specifying the objective of the
business venture or project and identifying the internal and external factors that are
favorable and unfavorable to achieve that objective. Some authors credit SWOT to
Albert Humphrey, who led a convention at the Stanford Research Institute in the 1960s
and 1970s using data from Fortune 500 companies. However, Humphrey him- self did
not claim the creation of SWOT, and the origins remain obscure. The degree to which
the internal environment of the firm matches with the external environment is expressed
by the concept of strategic fit.

o Strengths. characteristics of the business or project that give it an advantage over
others

o Weaknesses: characteristics of the business that place the business or project at a
disadvantage relative to others

e Opportunities: elements in the environment that the business or project could
exploit to its advantage

o Threats: elements in the environment that could cause trouble for the business or
project

Identification of SWOTs is important because they can inform later steps in plan-
ning to achieve the objective. First, decision-makers should consider whether the
objective is attainable, given the SWOTs. If the objective is not attainable, they must
select a different objective and repeat the process.

Users of SWOT analysis must ask and answer questions that generate meaningful
information for each category (strengths, weaknesses, opportunities, and threats) to
make the analysis useful and find their competitive advantage.

SWOT analysis aims to identify the key internal and external factors seen as
important to achieving an objective. SWOT analysis groups key pieces of infor- mation
into two main categories:

Internal factors — the strengths and weaknesses internal to the organization.

External factors — the opportunities and threats presented by the environment
external to the organization.



Analysis may view the internal factors as strengths or as weaknesses depending
upon their effect on the organization's objectives. What may represent strengths with
respect to one objective may be weaknesses (distractions, competition) for another
objective. The factors may include all of the 4Ps as well as personnel, finance, manu-
facturing capabilities, and so on.

The external factors may include macroeconomic matters, technological change,
legislation, and sociocultural changes, as well as changes in the marketplace or in
competitive position. The results are often presented in the form of a matrix.

SWOT analysis is just one method of categorization and has its own weaknesses.
For example, it may tend to persuade its users to compile lists rather than to think about
actual important factors in achieving objectives. It also presents the resulting lists
uncritically and without clear prioritization so that, for example, weak opportuni- ties
may appear to balance strong threats.

In many competitor analyses, marketers build detailed profiles of each competitor
in the market, focusing especially on their relative competitive strengths and weak-
nesses using SWOT analysis. Marketing managers will examine each competitor's cost
structure, sources of profits, resources and competencies, competitive position- ing and
product differentiation, degree of vertical integration, historical responses to industry
developments, and other factors.

Marketing management often finds it necessary to invest in research to collect the
data required to perform accurate marketing analysis. Accordingly, management often
conducts market research to obtain this information.

1I. Say if the following statements are false or true. Correct the false
sentences.

1. Nobody knows who created SWOT analysis.

2. SWOT analysis has more strengths than weaknesses.

3. Logical planning of SWOTs helps to achieve the objective.

4. Internal factors are as important as external ones in SWOT analysis.

111. Answer the following questions.

1. What is a SWOT analysis?

2. Can a SWOT analysis be carried out for industry?

3. What does it involve?

4. Why are SWOTs so important?

5. What should decision makers do if the objective is not attainable?
6. What do external factors of SWOT analysis include?

7. What are the weaknesses of SWOT analysis?

Iv. Make written translation.

Pat Albright is the senior marketing manager for PetraServer. She’s presenting her
marketing strategy to the board. The strategy was shaped by the SWOT analysis above.

«We need to exploit our strengths by making the most of our distribution network
and loyalty program. If we can also build on strengths such as our brand image and
current profitability, then it’ll be easier to address, or deal with, weaknesses such as the
lack of new products. We need to anticipate the threat of new hybrid cars and seize the
new opportunities this will bring in terms of providing service points for these cars. The
potential price war in the fuel market poses a serious threat and we will need to



minimize the weaknesses this may create. Our sector is also under threat from the trend
towards greater consumer concerns about the environment, but I believe we can create
an opportunity by strengthening our communication and informing consumers about
what we’re doing to preserve the environmenty.

V. The extracts below are from a SWOT analysis. Do they describe
strengths, weaknesses, opportunities or threats?

1. Competition is growing in this market, which could lead to a price war. There
are now a lot of sites that offer the same service and product categories as
Amazon. Amazon isa global brand but in some local markets the main
competitor could be stronger and preferred by consumers.

2. Amazon has added a lot of new categories, but this may damage the brand. For
example, offering automobiles may be confusing for customers. Due to
increased competition, the offer is undifferentiated.

3. In 2004 Amazon moved into the Chinese market. There is huge potential here. In
2005Amazon launched a new loyalty programme, AmazonPrime, which should
maximize purchases from the existing client base.

4. Amazon is a global brand, operating in over ten countries. It was one of the first
online retailers and today it has an enormous customer base. It has built on early
suc- cesses with books, and now has product categories that include jewelry, toys
and games, food and more. It has an innovative Customer Relationship
Management programme.

VI Complete the table with words. Then complete the sentences below using
words from the table.

Verb Noun Adjectives
strengthen
threaten
weaken
opportune

1) Currently, the company is under ... from its main competitors.

2) In order to grow, the company will have to create new ..., not just exploit
existing

3) We need to minimize ... and ...

4) To remain ahead of the competition we will need to anticipate ... such as
increased raw material costs.

VII.  Correct the mistakes.

1) The brand is very strengthened.

2) Today, competitor fears about health are one of the biggest threats to the
processed food sector.

3) An undifferentiated offer wills weakness the company in the short term.

4) A clear opportunity is a gape in the market.

5) We may be threated by the emerging trend towards online shopping.

6) A war of prices has weakened our profitability.

VIII. Complete the sentences with the following terms:



product research, primary research, agency research, clinical trials, desk
research, marketing research, pricing research, exploratory research, distribution
research, marketing communications research, omnibus survey

1. ... 1s the opposite of in-house research.

2. Pharmaceutical companies carry out ... .

3o is research carried out using published material.

4. ... 1s important when making decisions about where to locate retail outlets or where
agents are needed.

5...... is designed to help marketers understand problems.

6 ....... is the investigation of ways to talk to consumers and the public in general.
7...... 1s about collecting, studying and analyzing information which affects
marketing decisions.

8 i is research carried out on behalf of several companies together?

9.l examines the relationship between price and demand.

10. ........ is original research carried out by a company.

11. ... involves the design and concept of a product, then testing of the product, then
market acceptance of the product.

Text 3. Business Ethics
1. Read and translate the following text.

BUSINESS ETHICS

Business ethics are moral principles that guide the way a business behaves. It ap-
plies to all aspects of business conduct and is relevant to the conduct of individuals and
entire organizations. These ethics originate from individuals, organizational statements
or from the legal system.

One of the first seen written accounts of business ethics can be seen in
Thirukural, a book said to be written by Thiruvalluvar some 2000 years ago in Tamil
Literature. Business ethics reflect the norms of each historical period. As time passes,
norms evolve, causing accepted behaviors to become objectionable. Business ethics and
the resulting behavior evolved as well. Business was involved in slavery colonialism,
and the cold war. The term 'business ethics' came into common use in the United States
in the early 1970s. By the mid-1980s at least 500 courses in business ethics reached
40,000 stu- dents, using some twenty textbooks and at least ten casebooks supported by
profes- sional societies, centers and journals of business ethics. The Society for
Business Eth- ics was founded in 1980. European business schools adopted business
ethics after 1987 commencing with the European Business Ethics Network (EBEN). In
1982 the first single-authored books in the field appeared. Firms began highlighting
their ethi- cal stature in the late 1980s and early 1990s, possibly in an attempt to
distance them- selves from the business scandals of the day, such as the savings and
loan crisis.

Nowadays Business ethics refers to contemporary organizational standards, prin-
ciples, sets of values and norms that govern the actions and behavior of an individual in
the business organization. Business ethics have two dimensions, normative or de-
scriptive. As a corporate practice and a career specialization, the field is primarily
normative. Academics attempting to understand business behavior employ descrip- tive



methods. The range and quantity of business ethical issues reflects the interaction of
profit-maximizing behavior with non-economic concerns.

Interest in business ethics accelerated dramatically during the 1980s and 1990s,
both within major corporations and within academia. For example, most major corpo-
rations today promote their commitment to non-economic values under headings such
as ethics codes and social responsibility charters. Adam Smith said, "People of the same
trade seldom meet together, even for merriment and diversion, but the conver- sation
ends in a conspiracy against the public, or in some contrivance to raise prices.
Governments use laws and regulations to point business behavior in what they per-
ceive to be beneficial directions. Ethics implicitly regulates areas and details of be-
havior that lie beyond governmental control.

II Answer the following questions.

1. What are business ethics?

2. When were the first found accounts of business written?

3. Why have business ethics changed since that time?

4. Where was the term business ethics the most popular after 1970?
5. Why are business ethics so important?

I Discuss the following points.

1. Is raising the minimum wage a good idea?

2. Is it OK to sell a product when you can’t prove that it works?
3. Are there any things that simply should not be bought or sold?
4. Is child labour always wrong?

5. Is misleading advertising unethical?

IV. Read the text and explain why gift is misleading in business ethic and

corporate culture
International Gift Giving Etiquette

business culture is on the act of gift-giving not the gift itself. Expensive gifts are
common. The best time to present a gift is at the end of your visit.

A gift for an individual should be given in private. If you are presenting a gift to a
group of people have them all present. The correct etiquette is to present/receive gifts
with both hands. Before accepting a gift it is polite Within the interdependent, global
and multi-cultural marketplace of the 21st century, cross cultural differences in the
approaches to and practices of business people across the world are important to learn.
A lack of cross cultural understanding can lead to misunderstandings which may result
in offense. Cross cultural awareness and an understanding of foreign etiquette is
important for today’s globe trotting business person.

One area of importance in cross cultural awareness is in the different gift giving
etiquettes of the world. Understanding gift giving and the etiquette surrounding it can
help international business people cement better relationships with foreign col- leagues,
clients or customers. Cross cultural gift giving etiquette involves considering the
following points: Who is receiving the gift? Is it a person or a group? What is the status
of the receiver(s)? What types of gifts are acceptable or unacceptable? What is the
protocol associated with gift giving and receiving? Should gifts be reciprocated?

In many countries such as in North America or the UK, gift giving is rare in the
business world. In fact, it may carry negative connotations as gift giving could be



construed as bribery. However, in many other countries, gift giving and its etiquette
have a central place in business practices.

Avoid gag gifts. People of some countries don’t appreciate them.

In Japan, South Korea, Taiwan, Hong Kong gifts are not opened in front of the
giver as they are in the United States or Germany.

Although flowers make appropriate gifts, there are many cultural taboos related to
color, variety and numbers. Red roses are only given by lovers or spouse in some cul-
tures. White is the colour of mourning in China. In Brazil, purple flowers are associ-
ated with death by the lower class. Carnations are used to decorate cemeteries in France
and Germany, as chrysanthemums are in Belgium, Japan and Italy; therefore in these
counties you would want to avoid these inappropriate flowers as gifts. To Mexicans,
yellow, red or white flowers have specific significance including romance and death, so
flowers in these three colors should be avoided as gifts. In Japan funeral notices are red.

The number of flowers has also significance in many cultures. An uneven number
of flowers is given on happy occasions by Americans and an even number of flowers for
funeral. Because three is a lucky number in Thailand and Hong Kong, giving gifts in
threes in these countries would be considered lucky. Avoid gifts of cowhide in In- dia,
because the cow is sacred. Avoid gifts of liquor or wine in all Islamic cultures, as it is
forbidden by their religion.

The above are a few of many examples of cross cultural differences in gift giving
etiquette. It is advisable to try and ascertain some facts about the gift giving etiquette of
any country you plan to visit on business. By doing so, you maximize the potential of
your cross cultural encounter.

In order to highlight some of the different aspects of cross cultural gift giving eti-
quette a few examples shall be presented.

Gift Giving Etiquette in China

It is the proper etiquette for gifts to be exchanged for celebrations, as thanks for
assistance and even as a sweetener for future favours. It is however important not to
give gifts in the absence of a good reason or a witness. When the Chinese want to buy
gifts it is not uncommon for them to ask what you would like. It would be wise to
demonstrate an appreciation of Chinese culture by asking for items such as ink paint-
ings or tea.

Business gifts are always reciprocated. Not to do so is bad etiquette. When giving
gifts do not give cash. Do not be too frugal with your choice of gift otherwise you will
be seen as an ‘iron rooster’, i.e. getting a good gift out of you is like getting a feather
out of an iron rooster. Depending on the item, avoid giving one of something. Chinese
philosophy stresses harmony and balance, so give in pairs.

Gift Giving Etiquette Japan

Gift-giving is a central part of Japanese business etiquette. Bring a range of gifts
for your trip so if you are presented with a gift you will be able to reciprocate. The
emphasis in Japanese to refuse at least once or twice before accepting. Giving four or
nine of anything is considered unlucky. Give in pairs if possible.

Gift Giving Etiquette in Saudi Arabia

Gifts should only be given to the most intimate of friends. Gifts should be of the
highest quality. Never buy gold or silk as a present for men. Silver is acceptable.
Always give/receive gifts with the right hand. Saudis enjoy wearing scent — ‘itr’. The
most popular is ‘oud’ which can cost as much as £1000 an ounce. It is not bad eti-
quette to open gifts when received.



V A) Match the sentence beginnings (1-7) with their endings (a-g)

1.My company/organization has a. for example, it doesn't have a dress code.
a vision b.I know where it's going; I share its goals.
2.We have an entrepreneurial c.the boss is autocratic, and we do as
culture we're told without question.

3.People in my company are highly |d.there are lots of regulations and correct
competitive procedures. We are encouraged to do things
4.My company is pretty bureaucratic | by the book.

5.My company has a supportive e.we battle each other for promotion and
culture for bonuses.

B) Look at the words and phrases in bold above and match them to the

following definitions.

e a person who gives another person help and advice over a period of time and
often also coaches them in their job mentor
a set of rules for what you can wear
aims
demands total obedience from staff
extra amounts of money given to you as a reward
follow the rules exactly
view of how the company will be in the future
involving risk-taking

VI. Decide whether the following statements are true or false. Correct the

following sentences.

1. Anglophones are likely to use your first name immediately.

2. On the other hand, Anglophones can be very old fashioned about manners
and formalities.

3. “Morning” or “Afternoon” are commonly used as an informal way of
saying “Good morning” and “Good afternoon”.

4. “I don’t think we’ve been introduced?” is a good way of introducing
yourself.

5. Anglophones shake hands only the first time they meet someone.

6. In all other countries in Europe people shake hands whenever they come
and go.

7. In the USA or UK a weak handshake implies a lack of character, whereas
in Thailand you should shake hands gently.

8. People in England almost never kiss each other, but in Belgium and France
they always kiss twice.
0. If you are traveling to the Far East, you should either bow or put your

hands to- gether in a prayer gesture as a means of greeting — check the details of each
country before you go.

10.  Ms. is an unmarried woman.

11.  When you meet an English-speaking person, you can say “How do you do,
Sir/Madam?”

12.  In English, the longer the sentence, the more polite it usually is.

13.  When you meet someone you should use their nickname.



14.  Itis polite in English to answer “Yes” or “No” alone.

15.  “Sorry” and “Excuse me” mean the same thing.

16.  When exchanging business cards with someone from the Far East, take
care to look carefully at the card before putting it in your pocket. Do not right anything
on it!

VII. Restore the right order in the following dialogues. Are the dialogues
formal or informal?

Dialogue 1 Dialogue 2

1. Pleased to meet you. Do call me 1.  Enterprise = Requirement
Martin. Planning

2. That’s very kind of you. Do you 2. Not too good, I’'m afraid.
know

my colleague, Sarah Hudson?

3. Very well, thank you, Mr. Hyde, 3. Hello Jim!
and you?

4. No, I don’t. How do you do? 4. Hi, Jerry! How are you?

5. Good morning, Mrs. Woods, 5. Oh dear! Wt’s the matter?
how are you?

6. And you must call me Sarah. 6. I’m sorry about that. Can I do
Shall anything to help?

we get down to business?

7. I’m fine, thank you. Would 7. Well, the computer went down

you like some coffee? last

night, and we’ve lost all our ERP
data.

8. How do you do? I’'m pleased to 8. What’s ERP?
meet you.

9. Yes, here is our latest catalogue 9. Fine thanks, and you?

VIII. Find 16 expressions in the table below and make up a conversation of
yours using as many phrases as possible. You may use expressions of your own if
necessary.

hellohowareyoudoyouremembermewhat
isthematterverywellthankyoushesendsherregardsimustbe
ofthowarethingsitisnicetoseeyouagainhowis
businessfinethanksandyouiwillgiveyouaringiam
sorrytohearthatitwasniceseeingyougoingwellthank
youshewasaskingafteryou

1.2 EMPLOYMENT

Text 1. Job Application
1. Read out the following words and learn them by heart:



1. to recruit oTOuparh Ha padboTy

2. to employ HaHUMAaTh Ha paboTy

3. to advertise the job pa3meniaTh 0OObSBICHHE O BAKAHCUH

4. to apply for the job MPETEeH/I0BaTh Ha BAKaHCUIO

5. aletter of application  aHKeTa Ha BaKaHCHUIO

6. applicant MIPETEHJICHT Ha BAKaHCHIO

7. recruitment agency areHTCTBO IO TPYAOYCTPONUCTBY

11 Think of possible answers to the questions before reading the text.

1. How do usually companies recruit new people?
2. How do usually people apply for a job?
3. Is it better to recruit people oneselves or use the recruitment agency services?

III Read and translate the following text.
RECRUITMENT

When a company needs to recruit or employ new people, it may decide to adver-
tise the job or position in the “NEED HELP” section of a newspaper. People who are
interested can then apply for the job by sending in a letter of application or covering
letter (US cover letter) and a curriculum vitae or CV (in US — resume) containing details
of their education and experience. A company may also ask candidates to complete a
standard application form. The company's Human Resources department will then select
the most suitable applications and prepare a short list of candidates or applicants, who
are invited to attend an Interview. Another way for a company to hire is by using the
services of a recruitment agency (in US — search firm) which pro- vides a list of suitable
candidates.

A growing number of companies are no longer satisfied with traditional job inter-
views. Instead, they are requiring applicants for many white-collar jobs to submit to a
se- ries of written tests, roleplaying exercises, simulated decision-making exercises.
Others put candidates through a long series of interviews by psychologists or trained
interviewers. The tests are not about mathematics or grammar, nor about any of the
basic tech- nical skills for which many production, sales and clerical workers have long
been tested. Rather, employers want to evaluate candidates on the following qualities:

* [s the candidate creative and entrepreneurial? Can the candidate lead and coach?
* [s the candidate flexible and capable of learning?

* Does the candidate have enough skills and knowledge?

* How will the candidate function under pressure?

* Will the potential recruit fit the corporate culture?

These tests, which can take from an hour to two days, are all part of a broader
trend. Companies are getting much more careful about hiring. Ten years ago, candi-
dates could win a top job with the right look and the right answers to questions such as
“Why do you want this job?” Now, many candidates are having to face questions and
exercises intended to learn how they get things done.

They may face questions such as "Who is the best manager you ever worked for
and why?” or “What is your best friend like?”. The answers, psychologists say, reveal
much about a candidate's management style and about himself or herself. The reason for
the interrogations is clear: many hired candidates work out badly. The cost of bringing
the wrong person on board is sometimes huge. Searching and training can cost from
$5000 for a lower-level manager to $250,000 for a top executive. With the pace of



change accelerating in markets and technology, companies want to know how an
executive will perform, not just how he or she has performed. Years ago, employ- ers
looked for experience — has the candidate done this before? Most companies have not
changed this practice until now.

Research has shown that most decision makers make their hiring decision in the
first five minutes of an interview and spend the rest of the time rationalizing their
choice.

Even companies that have not started extensive testing have toughened their hir-
ing practices. They make the comprehensive testing aimed to measure skills in com-
munications, analysis and organization, management style and personality traits.

1IV.  Answer the following questions after reading the text.

1. How are requiring applicants interviewed? What is the purpose of the
asked questions?

2. Have the questions to applicants changed lately?

3. Does it take much time for decision makers to make their hiring decision?

4. What would you ask the requiring applicants if you were an executive?
Think of possible and appropriate questions.

5. Can only the interview help to choose the best employee?

V.  Read the dialogue between HR employee (HR) and Mr. Robert Marczak

(RM) to learn how the interview for such position may proceed.
INTERVIEW FOR A JOB

HR: What attracted you to apply for the post in our company?

RM: Well, Aqua is o well known and reputable firm with many years' experience.
It takes its business sinuously it is stressed in the company's profile, it is looking for
leadership, analytical skills, teamwork, and creativity.

HR: Yes, that's true. Why did you choose branding as your profession?

RM: Well, I enjoy the Intellectual challenge of branding... The opportunity to de-
velop and execute strategies, to exploit market opportunities. To resolve Issues, moti-
vate people and achieve results that others believed were unachievable.

HR: So, would you say you consider yourself to be goal-orientated?

RM: Yes, definitely. What I focus on is setting objectives that optimize the per-
formance of my unit alongside overall corporate performance. I think that in order to be
successful, it takes much more than setting short term cash flow objectives. For
example, price skimming and similar practices must be strategically justified.

HR: Oh, certainly. In your previous company, you started as a marketing analyst
and then you were promoted to assistant brand manager. Afterwards for three years you
worked as a brand manager How would you describe the major changes in the scope of
your responsibilities?

RM: I'd say it is o progression from executing o given strategy to actually devel-
oping a new one. In other words, it is a shift from participating in cross-functional teams
to leading them, from monitoring a business budget to assuming profit-and- loss
responsibility.

HR: Oh, I see. Your track record of results looks really impressive. Could you tell
me about the lost time you had to work with others to accomplish a critical project?
What did you do?



VI. Match the words 1-6 with their definitions a-f:

1.to accomplish a. to succeed in doing smth, to gain smth with effort

2. branding b. giving brand names to products and developing people's

3. cross-functional | awareness of them

4. to exploit c. composed of at least three members from diverse functional

5. goal-orientated | entities working together towards a common goal

6. price skimming |d. to use or manipulate lo one's advantage
e. strongly motivated and highly organized in achieving tasks
that are specified in advance
f. a pricing strategy in which a marketer sets a relatively high
price for a product or service at first and then lowers the price
over time

VII.  Match the words to form collocations:

1. to exploit a. cross- functional teams

2. to resolve b. people

3. to accomplish c. responsibility

4. to motivate d. Issues

5. to set €. a strategy

6. to assume f. a critical project

7. to develop g. objectives

8. to lead h. opportunities

VIII. Match the words from column A with the words from column B to form
pairs of antonyms. Use them in sentences of your own.

A B
Solution  ineffectively
to persuade wasteful
productive to reject

to accept  unfavourable
persuasive carelessly
successful  disruption
efficiently to fail

to attain discourage
skillfully =~ unconvincing
carefully ~ worthless

to lead awkwardly
valuable  to follow

IX. Choose the appropriate form of the words to complete the sentences.
Translate the sentences into Russian.

1 to conduct, conduction, conductor

a) ....... a stress interview means to put the interviewee in a hostile situation to

see the reaction.
b) He was thoroughly instructed how ...himself at the interview.
c) This material is a better...... than wood.
d) The.......... of electricity through this material was investigated.

2 to solve, solution



a) Information interviews are considered to be very important for reaching the ...
to problems.

b) This was the latest attempt to find a....... to the troubles in the company.

c) The employees should be working together on the ... of the problems of their
company.

d) The manager thinks this would create more problems than it would ... .

3 to depend, dependence, dependable, dependent
a) The employment decision should not...... on the personal details of an

applicant.

b) Employers prefer people who are organized and ... .

c) The possibility to get a good job is heavily ... on the favourable impression an
applicant makes on an interviewer.

4 to evaluate, evaluation
a) During the interview a manager should try to  ...... the applicant's answers

without showing any disapproval or disbelief.

b) The ... of the information from all the references may be too big a job for the
prospective employer as he has too many applicants.

¢) To achieve your objective of getting the interviewer's favourable...., you need
to be able to sell your qualifications.

Text 2. Writing a Curriculum Vitae

L Read and translate the following text.

In the job hunting market, there are lots of ways an employer can learn about po-
tential hires; from business cards, to personal websites, to job applications. Of course,
no little piece of paper is better known than the resume. To really figure out what a CV
1s, we first have to talk about what CV means. The letters CV stand for curriculum vitae
which is Latin for “course of life.” A resume isn’t very long. Ideally a good solid
resume is about one page in length and can be submitted for almost any type of job on
the market. When you type up a resume, you’re usually just covering your work and
educational history. You might include certain professional affiliations and possibly
highlight specific major awards that relate to the job you’re applying for, but it’s usually
a concise document. Short and sweet. A Curriculum Vitae on the other hand, 1s much
longer and covers much, much more information. A CV is a thorough and
comprehensive document, detailing not only your education and work history, but also
your achievements, awards, any honors you’ve been conferred and any and all of your
publications.

Different Types of CV

Chronological - outlining your career history in date order, normally beginning
with the most recent items (reverse chronological). This is the "conventional" ap-
proach and the easiest to prepare. It is detailed, comprehensive and biographical and
usually works well for "traditional" students with a good all-round mixture of educa-
tion and work experience. Mature students, however, may not benefit from this ap-
proach, which does emphasize your age, any career breaks and work experience which




has little surface relevance to the posts you are applying for now.

Skills-based: highly-focused CVs which relate your skills and abilities to a specif-
ic job or career area by highlighting these skills and your major achievements. The
factual, chronological details of your education and work history are subordinate. These
work well for mature graduates and for anybody whose degree subject and work
experience 1s not directly relevant to their application. Skills-based CVs should be
closely targeted to a specific job.

A good CV should:

a) attract attention;

b) create a positive impression;
c) present your skills and qualities clearly and concisely.

Common Features of a CV

Start by first listing everything you can about your background information and
then building out from there. To help you get started, we’ve pulled together a few of the
most often seen sections of CVs that you might expect to include when writing your
own.

1)  Who are you?

A CV should always include your basic information starting with your name, ad-
dress, telephone number and email. For United States and Canadian job seekers, that’s
generally all you need to include. If you search for example CVs online, you are likely
to come across ones that include a small passport-sized photo of the applicant in the
upper right-hand corner. While this practice is standard in France, Bel- gium and
Germany, it 1s NOT considered appropriate for CVs in the United States and Canada.
Just a heads up.

2)  No, really...who are you?

In some instances, it’s also appropriate to include a brief bio of yourself. Depend-
ing on the industry you are going into, a short blurb about who you are might be all you
need to catch an employer’s eye and get called in for an interview. If you do de- cide to
include a brief bio, make sure it’s well written and original.

3)  What have you done?

As a CV is a thorough detailing of your history, that includes your educational
history as well as your work experience and any training you might have received.
When detailing your educational history, you want to do it in reverse chronological
order. Be sure to include the full list of your degrees, including those you’ve already
earned and any you might be currently pursuing as well as where you received your
education.

Be sure to list the years of your graduation. If you are the author of a dissertation
or thesis, you would include that information here as well as the name of your advisor.
For your work history, you want to include not only where you’ve worked, but also any
applicable experiences related to that work.

If you’re an educator and you’re not only teaching, but also working in a research
lab or facility, you would want to include that here. Field experience, leadership ex-
perience, related volunteer work and any and all other experience that relates to your
employment goes in this section.

4)  What do you like?

Unlike a resume, a CV often includes a section that covers your areas of interest.
While this might seem unusual, it can actually provide a potential employer with a lot of




insight into who you are, which is why it’s so important to make sure you handle this
section carefully.

While it might be tempting to just list your hobbies here and hope for the best, it’s
actually a good idea to expand on what you do in your free time as well as why you do
it. Are you a history buff who loves to go to reenactments? Rather than just listing “Re-
enactor” on your CV, flesh it out a bit.

“As a historically accurate civil war reenactor, I enjoy spending my weekends
immersed in a world where I gain first hand insight into our country’s rich past.”

Do you have leadership skills outside of your work that you enjoy participating
in? List those here as well.

No matter what you list here, try to include a range of interests that demonstrate
who you are when you’re not working at your job. Of course, try not to include in-
formation that would make it appear that you’re just stuffing things into your CV in
order to give it length. It’s perfectly fine to list your interests, but keep it within rea-
son. List the things that are the most relevant to what you are looking for work wise. It’s
not necessary to list every extracurricular activity you’ve ever participated in.

5) Mad skills, bro! How many languages do you speak? Are you fluent in
multi- ple tongues? What about computer programs? Are you an accomplished graphic
designer who has an extensive knowledge of specific software? List that too!You’re the
best!

Have others recognized you for the work you’ve done? Do you have any awards
or honors that you’ve received for teaching? How about for service or work? Have you
applied for and received any grants or scholarships? Those go here! This is also where
you want to include things like fellowships or patents.

6) Texts and Talks

Are you an author of any papers, articles or books? Are you an expert in your
field and thus find yourself speaking at conferences, panels or symposiums? Make sure
you list those and give a brief description of each so your reader knows what you’ve
done and where.

7) I’'m in the club! Are you a member of any professional organizations,
guilds or clubs? Make sure to include if you’ve held any offices or positions within
those or- ganizations and how long you’ve been with them.

8)  Who will vouch for you?

A reference section is also something you might consider including in your CV.
While it’s not always required, it’s not a bad idea to put down references if you know
the person recommending you is going to be enthusiastically in your corner. (Of course
it should go without saying you should only have enthusiastic references...)

If you feel your CV is running long for your level of experience, or you’d like
more time to prep your references, it’s also perfectly acceptable to say “References
available upon request.”

9)  And the Rest...

Other sections you might include in your CV (depending entirely on the job
you’re applying for) include:

Study Abroad

Exhibitions

Professional Licenses and/or memberships
Consulting Work

Professional Development



o Research Experience

o Teaching Experience

Remember, your CV should be specific to the industry or area of work you’re en-
tering, so while much of the basic information should be fairly standard, always find
examples that relate to the job you’re after to ensure that you’re including all the nec-
essary things.

Well, now that we’ve gone over all that...

What About Formatting?

With any and all documents you turn into a potential employer, you want to make
sure that your CV is clear of any and all grammatical and spelling errors. You want to
make sure that your CV is carefully and logically laid out and that it reads well. Yes,
you’re including a lot of information in this document, but don’t try to cram every-
thing in all at once.

Organize it using topical headings and be considerate in how you lay it out and
how you order it. While the order of topics in a CV is flexible, it’s a good idea to keep
in mind that what you list first will receive the most attention. Try to arrange your
sections so that they highlight your strengths in relation to the position you are applying
to.Make sure your font is readable and that you are consistent with any formatting you
decide to use.

Don’t include your salary history in your CV. You also shouldn’t include why you
left your last position.

When you’re working on a resume, it’s common to use a type of formatting called
“gapping.” Gapping is when you take a full sentence and cut it down to the most basic
components in order to convey the most amount of information in the least amount of
words. However, when writing your CV, you will want to use full sentenc- es. It’s also
important to work in action words that help to not only draw in the read- er, but keep
them engaged in what they’re reading.

Here, let me show you the difference. Let’s pretend you were a floor manager in a
service department at a company. If you were writing a resume and utilizing gapping,
you might note your experience like this:

Floor manager (2000-2002) Team leader.

Responsible for customer service.

Again, this example is perfectly acceptable for a resume. For a CV, however, you
want to make sure you’re including more information and utilizing your action words.

Example:

I worked as a floor manager from 2000 to 2002. During that time I oversaw and
lead a team of twenty employees committed to providing quality customer service.

Example:

I spent five years refining my abilities as a negotiator and motivator, using my
skills as a problem solver to help persuade clients to try new and exciting products.

When printing your CV, always print your pages single sided. Yes, it’s longer than
a resume, and it’s tempting to try to save paper by printing double sided, but re- sist that
temptation!

As a CV is longer than a resume and can often run several pages, make sure you
include page numbers on every page except for the first one.

And remember as well to be always honest in your CV.

1I. Work with a partner. Discuss the following 'tips' for a successful



interview. Do you agree with all of them? Add one more of your own.

1. Before the interview, ask a friend/colleague to ask you typical questions. In
particular, practice talking about your strong points using concrete examples from your
current job.

2. Before the interview, write to the people who will give you references. Tell
them to expect a call and give them a recent copy of your CV/Resume.

3. Arrive 30 minutes early on site and 10 minutes early for the interview. Use
the time to walk in the fresh air. When greeting the interviewer, smile, make eye contact
and shake hands firmly.

4. Your clothes, shoes and hair need to be tidy and above your normal
standard.

5. Keep your answers short, simple and relevant - as you would in other

business situations. Interviews are a dialogue so don't talk more than 60-70% of the
time. If the interviewer wants more information, let him/her ask for it.Occasionally take
the initiative and ask questions to show you are interested.

6. Be enthusiastic and positive. Never contradict, argue or interrupt. Never
criticize previous employers during the interview.

7. Don't be submissive. Treat the interviewer with respect, but as an equal.

8. Don't ask questions about the salary. If possible, wait for the interviewer to

mention it. Ask for higher than you expect. If in doubt, ask for your current salary plus
15%.

9. Immediately after the interview make notes: write down names, details
about the organization, and especially company 'buzzwords'. If called for a second inter-
view, make sure you use these.

10. Consider writing a short follow-up letter, particularly after informal
interviews where there was no clear job being advertised. Express your pleasure in
meeting everyone (list them by name), comment on one part of the meeting (something
that emphasizes your qualifications), mention again the benefits you can bring to the
company and why you would like to work there (include company buzzwords).

111. Complete the job advertisement for a corporate procurement manager
with words from the box.

Fulfilment, negotiation, 3PL providers, procurement, command, vendors, supply chain,
relationship

We are looking for a proactive and dynamic professional to take care of our stra
tegic procurement and supplier management. Reporting to the Director of
Corporate Procurement, the successful applicant will be responsible for managing both
internal and external customers and for working with the appointed . While
liaising with the team, , and related stakeholders, you will also be
involved in providing business support to opti mize finance-logistics processes, order

, and logistics costs. 30 Other responsibilities include providing initiatives to
help maximize company business profitability and efficiency. The ideal candidate
should have a degree in management or logistics management with a deep
understanding and knowledge of the China logistics market. You should have at least 5
years' experience in a multinational company and you should possess outstanding

skills. Based in Macau, excellent of English and Cantonese 1s a must
with Mandarin an advantage.



If you are interested in this role, please send your CV in Word format to ...

IV, Read the job advertisement again and answer the questions.

1. What area will the new corporate procurement manager head?

2. What are the procurement manager's main responsibilities? List two or three.
3. Who will he/she collaborate with closely in his/her job?

4. What qualifications are expected?

5. What kind of experience is required?

V. Can you think of other areas which are important in procurement? Discuss
with a partner.

Text 3. Writing Covering Letter

1. Read and translate the following text.

When you apply for a job with a curriculum vitae, it's important to include a
cover letter, also known as a covering letter, with your CV. This letter allows you to
make a favorable first impression, using narrative in your own tone of voice to catch the
reader’s attention and encourage them to give a serious review to your attached resume.

Curriculum Vitae / Cover Letters

A cover letter should be included with every curriculum vitae you send, and
should also be tailored to respond to the unique and specific requirements requested by
each organization you are approaching; don’t try to use the same cover letter for every
job you apply for.

This letter needs to provide detailed information on why are you are qualified for
the job. It should also outline the reasons for your interest in the company or organi-
zation to which you are applying.

Use your cover letter to identify the most relevant skills or experiences specific to
the job, rather than restating the information in your CV. If you're writing a cover letter
for a position at a college or university, here's how to write an academic cover letter.

What to Include in Your Curriculum Vitae Cover Letter

Kevin Fitzgerald is the North American Marketing Communications Manager for
Michael Page International, one of the world's leading professional recruitment con-
sultancies. He provides the following suggestions about what information to incorpo-
rate into your curriculum vitae cover letter.

The content of your cover letter should be brief and structured; avoid lengthy rep-
etition of information covered in your CV. Unlike a CV, it is acceptable to write a cover
letter in the first person.Your letter should address the relevant contact, whose name
often appears in the job advertisement. Avoid “Sir” or “Madam” if possible.

If you are replying to a job ad, say so. Mention the job title, any reference num-
ber, and where and when you saw it.

In some cases an advert will indicate that a more substantial letter is required.
Always follow specific instructions and include any information if it is particularly
requested (for example, your current salary).

Briefly outline your current situation and why you are seeking change. Include
mention of your current or last job, qualifications, and professional and academic
training, tailoring your information to make it as relevant as possible to the organiza-
tion or job applied for.



Tell the potential employer a little about themselves to demonstrate you have
properly read the position description and that you have done some research into the
organization. Also, state why you are interested in them as an employer.

You need to succinctly emphasize why an employer may want to meet and em-
ploy you. Highlight your transferable skills, achievements and versatility: what you can
contribute and what makes you stand out from your competition. You can also mention
personality traits relevant to the role applied for, taking care not to appear too
subjective.

Ensure that your CV covering letter flows freely, however, and does not slavishly
match every point on the job description. The reader should be left with an overall
impression that you are a potentially valuable addition to the workforce.

Negative information of any sort should be avoided in your cover letter as well as
on your CV.

Close your letter with a polite expression of interest in further dialogue with the
recruiter. Do mention that you would like the opportunity to discuss your suitability
further in a personal interview and that you await a response in due course.

Ensure your letter is neatly and clearly presented with no grammatical or spelling
errors.

Email covering letters should be written in a common font (such as Times New
Roman, Verdana, or Courier New) with standard formatting and should emulate a
handwritten letter in terms of style.

Below you will find Ann Jackson's covering letter:

52 Hanover Street
Edinburgh

EH2 5LM

UK

Emily Stark
Futura Gmbh

Blumenstrasse 120
8000 Munich 22

8th January 2017
Dear Ms Stark,

I'm writing to apply for the position which was advertised last month in The Daily
News.

Although I am presently employed by a non-profit organization, it has always
been my intention to work in commercial environment. I would particularly welcome
chance to work for your company as I have long admired both the quality of the
products that it provides and its position as a defender of environmental causes. As you
notice on my enclosed CV, the job you are offering suits both my personal and
professional interests.

My work experience has familiarized me with many of the challenges involved in
public relations today. I am sure that this, together with my understanding of the needs
and expectations of sport and nature enthusiasts, would be extremely relevant to the



position. Moreover, as my mother is German, I am fluent in this language and would
definitely enjoy working in a German-speaking environment.

I would be pleased to discuss my curriculum vitae with more detail at an

interview. In the meantime, please do not hesitate to contact me if you require further
information. I look forward to hearing from you.

Yours sincerely,
Ann Jackson

11. Write down the job that you are applying for.
Job title

Company
Prepare for a mini-interview. Decide which of the following questions you want

to answer and fill in any gaps with your own personal information. Add a question of
your own that you want the interviewer to ask you. Then work with a partner to dis-
cuss how you would answer them.

Why did you apply to this company? What do you know about our company?
What do you know about this business?

What do you know about this market?

What do you know about our products?

What interests you most about this job?

What can you bring to this position? Why should we employ you in preference to
the other candidates?

You have very little experience in. How will you deal with this?

You appear to be a little young/old for this position.

Are you prepared to travel?

III. Work with a new partner and have a formal mini-interview.
Interviewee Before you start, give the interviewer this worksheet with the job title

and company you are interested in and show him/her which questions you have pre-

pared.

Interviewer Look at the interviewee's chosen job and check you understand

what it 1s. Then use the questions you are given. Listen carefully and ask follow-up
questions.

IV. Complete the sentences with words from the box.

Experience, background, hours, knowledge, company, job |

1. You need to have a through _ of reverse logistics to apply for this
position

He s not with his mundane

Alibaba is a widely recognized and prosperous __

Most of our employees work flexible _

The pay depends on previous

AR

Our course is designed on provide the analytical necessary for



students wishing to study business now.

1.3 BUSINESS CORRESPONDENCE

Text 1. Meaning and Importance of Business Correspondence

1. Find Russian equivalents to the English words.

1. customer a. 3arpoc

2. salesman b. mokynarenb, KIUEHT

3. enquiry (inquiry) C. maMATKa, TaMsTHas 3aucKa

4. complaint d. koMMepueckoe TpeIIoKeHUE

5. memo e. )kano0a (pexyiamarius)

6. letter of adjustment f. moxyrmka ToBapoB

7. correspondence g. TIOBBIIICHNE B IOJDKHOCTHU, TTPOJBUIKECHUE
8. purchase of goods h. mruchbMO OTBET Ha peKITaMaITHIO

9. goodwill 1. mponaBen

10. suggestion J. mepemnucka

11. promotion k. noOpokenaTebHOCTh

12. to enhance sales 1. mokas, miIaHUpPOBKaA, PACTIONOXKEHHE
13. layout m. YBEJIUYUTH MPOAAKHU

1I. Read and translate the following text.

In our day to-day life we exchange our ideas, thoughts and other information with
our friends, relatives and other people. Sometimes we directly talk to them and
sometimes we also write letters to them. In letters we express our feelings in a few
words, we may ask for any information or we may write about a complaint in
connection with our problems. Similarly businessmen also exchange ideas, information
by writing letters. They communicate business information to customers, suppliers and
oth- ers and at the same time receive a variety of letters from them. So let us know
about different types of letters used in the process of business transactions.

Business letters may be divided into official and semi-official. The first kind of
letters is characteristic of those people working in business: an executive, a department
manager, a salesman, a secretary or a specialist in business and technology. Official
letters include enquiries, offers, orders, complaints, memos, letters of adjustment, and so
on. But if people want to congratulate or thank somebody, to accept an invitation, this is
a kind of semi-official letters.

Communication through exchange of letters is known as correspondence. We
communicate our feelings, thoughts etc. to our friends and relatives through letters that
may be called personal correspondence. A Businessman also writes and receives letters
in his day to-day transactions, which may be called business correspondence. Business
correspondence or business letter is a written communication between two parties.
Businessmen may write letters to supplier of goods and also receive letters from the
suppliers. Customers may write letters to businessmen seeking information about
availability of goods, price, quality, sample etc. or place order for purchase of goods.
Thus, business letters may be defined as a media or means through which views are
expressed and ideas or information is communicated in writing in the process of
business activities.



Nowadays business operations are not restricted to any locality, state or nation.
Today production takes place in one area but consumption takes place everywhere.
Since the businessmen as well as customers live in far off places they don’t have
sufficient time to contact each other personally. Thus, there arises the need for writing
letters. In the past the situation was not so. Business letters were not essential in olden
days. But now the importance of letters has increased because of vast expansion of
business, increase in demand as well as supply of goods.

Let us learn about the importance of business letters.

1) Help in maintaining proper relationship

Nowadays business activities are not confined to any one area or locality. The
businessmen as well as customers are scattered throughout the country. Thus, there is a
need to maintain proper relationship among them by using appropriate means of
communication. Here business letters play an important role. The customers can write
letters to the businessman seeking information about products and businessmen also
supply various information to customers. This helps them to carry on business on
national and international basis.

2) Inexpensive and convenient mode

Though there are other modes of communication like telephone, telex, fax, etc.
but business information can be provided and obtained economically and conveniently
through letters.

3) Create and maintain goodwill

Sometimes business letters are written to create and enhance goodwill.
Businessmen at times send letters to enquire about complaints and suggestions of their
customers. They also send letters to inform the customers about the availability of a new
product, clearance sale etc. All this results in cordial relations with the customers, which
enhances the goodwill of the business.

4) Serves as evidence

We cannot expect a trader to memorise all facts and figures in a conversation that
normally takes place among businessmen. Through letters, he can keep a record of all
facts. Thus, letters can serve as evidence in case of dispute between two parties.

5) Help in expansion of business

Business requires information regarding competing products, prevailing prices,
promotion, market activities, etc. If the trader has to run from place to place to get
information, he will end up doing nothing. It will simply result in loss of time. But
through business letters, he can make all enquiries about the products and the markets.
He can also receive orders from different countries and, thus enhance sales.

Business Letter Layout

There are two styles of laying out In the block style (which is more
now in common use: the semi-blocked | widely used now in the business context
layout and the fully blocked layout. | because it tends to look less informal):
Informal handwritten letters are best laid
out in the semi-blocked style. When
typing or word-processing a letter, it is
possible to choose between the two
layouts, but if you are writing letters on
behalf of a company check back in the
filing to find out which of the two the
company prefers to use. If you need to




send a formal letter but can not get to a
typing machine or a computer, it is the
best to use the fully-blocked style. But
whichever style you choose, you must
be consistent and use that style all
through the letter.In the semi-blocked

style:

|.each paragraph is indented from the |.each paragraph is started flush left
left-hand edge of the page; rather than indented;

».the complimentary close and the ?.the complimentary close, signature and
signature are also indented; subject heading are also typed flush

§.the date and the reference number are | left;
placed on the same line at the top of the p.the reference and date have a line to

page; themselves;
k.the subject heading is centered under }.a line space is left between each two
the salutation; paragraphs;

. standard punctuation (a comma at the p.open punctuation of addresses, dates,
ends of the lines in an address, after the | salutations and complimentary closes
salutation and the complimentary close, | (which entails use of no punctuation)
and in the date) is used is applied

How to Write Business Letters

On the job secretaries most often write short letters or fix-messages. Businessper-
sons have always used powerful communication to achieve wealth and position. The
right message at the right time and place is a success. The principles of good corre-
spondence are 1) writing often and 2) responding quickly. The keys to letter writing art
still exist. If you wish to follow them, you will see the improvement in your very next
letter.

. Begin from the end. Decide what you would like to happen as a result of your letter.
Want money? To sell something? A promotion? Summarize your letter in a sentence.
The best letters have a strong sense of purpose.

. Put yourself in your reader's place. Therefore be friendly and nice. Never write in
anger. Your anger will evaporate: your letter will remain. Find ways to turn nega- tive
statements into positive ones. Show your good manners: be sincere, tactful and polite.
Whenever you can, use pronouns /, we, and you addressing your reader by name «Dear
Ms. Whitey.

. Write plainly and clearly. Keep your sentences short — one idea in each. Any sentence
longer than two typed lines is automatically suspect. Try to write the way you talk.
Your letter should be easy to read and well structured.

. Decide what information is important and what is irrelevant. Write exactly to the
subject; don’t use personal information and purposeless phrases. Make your letter
persuasive and informative. Chop out the whole paragraphs if they do not contribute.
In particular, pay attention on adjectives as Voltaire wrote «The adjectives is the en-
emy of the noun. »

. Use passive verbs. The passive voice sounds more polite. Not to write «I have
misdirected your invoice» use «Your invoice has been misdirected» instead.

5. Check your grammar, spelling, punctuation, and style. Set up a clean,
logical format for your letter. Be careful with dates, addresses, figures, and punctuation
in particular countries. Use only common, internationally accepted abbreviations




andfull grammar formsg. Read the text aloud to yourself, or, better, to someone else
and ask him or her to look critically at your draft.

. End the letter with an action step. The last sentence of you letter should suggest the
reader's or your own next move like «If you have any problems, please do not hesitate
to call us at...».

111. Learn the following expressions.
Apologies and regrets
We regret being unable to ...  Coowcaneem, umo. Mol He MONCEM ...

Unfortunately we cannot... K coorcanenuro, mvi ne moorcem ...

Please accept our apologies for ...  [Ipocum npunams Hawiu U3BUHEHUS 34 ...
We express our apology that... H3zeunume nac 3a ...

We offer (make) our apologies ... Mpbl npunocum ceou u3BUHeHUs ...
Gratitude

We would be very much obliged...  Mbi 66111 Ob1 86eCoMa NPUSHAMENHBL ...

We shall be grateful to you ... Muvi 6yoem Bam bracooapnol ...

V. Read the words. Make two columns of synonyms (informal style — formal
style)

Big, satisfactory, to thank, to improve, to give, substantial, to dispatch, a buy, to
be grateful, so-so, to obtain, correspondence, proposal, incorrect, to send, to inform, to
get, to supply, to show, a purchase, to tell, to indicate, wrong, to get better, to be obliged
to smb., to get worse, to owe, letters, idea, to decline.

Rewrite the sentences in formal business style.

. We want you to give us your answer immediately.

. We’ve got none of the items in stock.

. Please don’t change the supplier.

. We can’t tell you about delivery because we don’t know.
. Your cheque is wrong.

. We have been waiting too long for payment.

. Your order will be late.

. You still owe us $ 1000.

oo\IO\Lh-lkwl\)»—tvg

VI Fill in the blanks with suitable words.

1. Business letters serve as a/an ...........ccccoeevveeneen. in case of dispute in business
transactions.

2.1t 1S e, for the businessmen to remember all facts without corre-
spondence.

3. Business letters build............ for a businessman.

4. Business letters are written to ............. information.

5. Business letter is the most........ mode of communication.

VII.  Say if the following statements are false or true. Correct the false
sentences.

1. Letter is a form of written communication.

2. Through business letter personal contact can be maintained between buyer and
seller.



3. Business letters lead to decline the goodwill of the firm.

4. Letter is a convenient and economic mode of communication.

5. Business letters do not help in removing misunderstanding between buyer and
seller.

Text 2. Parts of a Business Letter
I. Read and translate the following text.

The essential parts of a business letter are as follows:

Heading. The heading of a business letter usually contains the name and postal
address of the business, E-mail address, Web-site address, Telephone Number, Fax
Number, Trade Mark or logo of the business (if any)

Date. The date is normally written on the right hand side corner after the heading
as the day, month and years. Some examples are 28th Feb., 2003 or Feb. 28, 2003.

Reference. It indicates letter number and the department from where the letter is
being sent and the year. It helps in future reference. This reference number is given on
the left hand corner after the heading. For example, we can write reference num- ber as
AB/FADept./2003/27.

Inside address. This includes the name and full address of the person or the firm
to whom the letter is to be sent. This is written on the left hand side of the sheet below
the reference number. Letters should be addressed to the responsible head e.g., the
Secretary, the Principal, the Chairman, the Manager etc.

It is a statement in brief, that indicates the matter to which the letter relates.

It attracts the attention of the receiver immediately and helps him to know
quickly what the letter is about. For example,

Subject: Your order No. C317/8 dated 12th March 2003.

Subject: Enquiry about Samsung television

Subject: Fire Insurance policy

Salutation —This is placed below the inside address. It is usually followed by a
comma (,). Various forms of salutation are:

Sir/Madam: For official and formal correspondence

Dear Sir/Madam: For addressing an individual

Dear Sirs/Dear Madam: For addressing a firm or company.

Body of the letter. This comes after salutation. This is the main part of the letter
and it contains the actual message of the sender. It is divided into three parts.

(a)  Opening part — It is the introductory part of the letter. In this part, attention
of the reader should be drawn to the previous correspondence, if any. For example with
reference to your letter no. 326 dated. 12th March 2003, I would like to draw your at-
tention towards the new brand of television.

(b) Main part — This part usually contains the subject matter of the letter. It
should be precise and written in clear words.

(c) Concluding Part — It contains a statement the of sender’s intentions, hopes
or expectations concerning the next step to be taken. Further, the sender should always
look forward to getting a positive response. At the end, terms like Thanking you, With
regards, With warm regards may be used.

Complimentary close. It is merely a polite way of ending a letter. It must be in
accordance with the salutation




Signature. It is written in ink, immediately below the complimentary close. As far
as possible, the signature should be legible. The name of the writer should be typed
immediately below the signature. The designation is given below the typed name.
Where no letterhead is in use, the name of the company too could be included below the
designation of the writer. For example:

Yours faithfully

For M/S Acron Electricals (Signature) SUNIL KUMAR Partner

Enclosures. This is required when some documents like cheque, draft, bills,
receipts, lists, invoices etc. are attached with the letter. These enclosures are listed one
by one in serial numbers. For example :

Encl : (a) The list of goods received

(b) A cheque for Rs. One Thousand dtt. Feb. 27,2003 (Cheque No )
towards payment for goods supplied.

Copy circulation. This is required when copies of the letter are also sent to
persons apart of the addressee. It is denoted as C.C. For example,

C.C. a. The Chairman, Electric Supply Corporation

b. The Director, Electric Supply Corporation

c. The Secretary, Electric Supply Corporation

Post script. This is required when the writer wants to add something, which is not
included in the body of the letter. It is expressed as P.S. For example,

P.S. In our offer, we provide two years warranty.

11. Fill in the blanks.

The complementary close must be in accordance with the

Below the signature and name of the writer, his ___is also written.
In the main part of the body of the letter ____is written..

Dear Sir is the form of .

The body of the letter is usually divided into part(s).

A A

I11. Put different parts of a business letter in correct order.
Body of the letter
Complimentary close
Copy Circulation
Date

Enclosures

Heading

Inside Address

Post Script
Reference

Salutation

Signature

Subject

IV, The following are “7 Steps of Planning a Letter”. Some of the key words
are scrambled. Unscramble them.

1) Write down your ami 1. : what is the purpose of the letter?
2) aemslsbe 2. all the relevant information and documents: copies of



previous correspondence, reports, figures, etc.

3) ngaearr 3. the points in order of importance. Decide which points
are irrelevant and can be left out. Make rough notes.

4) Write an inolute 4. in note form. Check it through considering these
questions:

5) Have you left any important points out?

6) Can the order of presentation be made clearer? Have you included anything
that is not relevant?

7) Write a first artdf 5. , leaving plenty of space for changes and revi-
sions.

8) evrsei 6. your first draft by considering these questions:

9) Information: does it cover all essential points? Is the information relevant,
cor-rect and ecopletm7.__ ?

10) English: are the Grammar, spelling and punctuation correct?

11) Style: does it look attractive? Does it sound natural and sincere? Is it clear,
concise and cusorteou 8. ? Will it give the reader the right impression? Is it kind
of letter you would like to receive yourself?

12) Write, type, word-process or dictate your final vinoers 9.

V. Answer the following questions.
What is the purpose of a business letter today?

Which layout of a letter is more preferable in business today? Why?

What does the letterhead of a business letter consist of?

Why is the month in the date not recommended to write in figures?

How to write the address in GB and the USA? (Write your home address as an
example)

6. What salutations and complimentary closes are the most frequent in business
letters?

Nk W=

7. How is the body of a business letter arranged?

8. What abbreviations and indications are used in business letters? What do they
stand for?

9. What do formal and informal language styles differ in? What is a business letter
style like?

10.What are the golden rules of business letter-writing?

Text 3. Types of Business Letters

L Read and translate the following text.

Business letters are written for the fulfillment of several purposes. The purpose
may be to enquire about a product to know its price and quality, availability, etc. This
purpose is served if you write a letter of enquiry to the supplier. After receiving your
letter the supplier may send you details about the product as per your query. If satis-
fied, you may give order for supply of goods as per your requirement. After receiving
the items, if you find that the product is defective or damaged, you may lodge a com-
plaint. These are the few instances in which business correspondence takes place. Let us
learn the details about some important business letters.



Inquiry

If you already know what goods a company supplies but need more information,
you can send a specific inquiry asking for terms of delivery and payment, delivery
times, discounts, types of packing and other details.

The structure of an inquiry is as follows:

1. Opening (giving the source of information about the company)

—We have learnt from... — Mpbl y3HaIH OT ...

— We read your advertisement in... — Mpbl nnpounTanu Bairy pexiamy B ...

— We have heard of your products from ... — Mpsl y3Ha)IM 0 npoaykiuu Barmeit
KOMITAHHH U3 ...

— We have seen your current catalogue showing ... — Mpbl 00paTuiIy BHUMaHHE
Ha Bam nocnenHuii karaiaor, B KOTOPOM OMMUCAHBI ...

— We were given your name by...— O Bailieil KOMIIaHUM MbI Y3HaJH OT. ..

— You were recommended to us by.. —  Bamy komnanuio

HaM PEKOMEHIOBAJIH. ..

— We were impressed by ... that you displayed at ... exhibition held in... — Ham
OYEHb MOHPABUIICS ..., IOKa3aHHBIM HAa BHICTABKE, POBEACHHOMN B ...

Asking for details; catalogues, samples, price-lists

— We are interested in buying (importing, etc.) ... — Mpbl X0Teau Obl KYITUTh

(MMIIOPTUPOBATH U T. I1.)...

— Please inform us (let us know) as soon as possible ... — IIpocuMm cOOOIIHUTH
HaM KaK MO>KHO CKOpEe ...

— Would you please inform us if (about)... — Ilpocum cooOmuUTH HaM, ...

— We would ask you to let us have a quotation for ... — CooOuTe HaM, TI0XkKa-

JyUCTa, PACLUEHKH HA ...
— Would you kindly quote your prices and terms of delivery (terms of payment,

etc.) for ... — He Mormim Obl BBl yCTAaHOBUTH HaM IICHBI U YCIIOBHUS MOCTABKHU (YCIOBUS
OIJIaThI M T. 11.) HA ...
— We would like to have further details about... — MpbI Obl XOTEIN NOJIYIUTH 00-

Jee moaApoOHy0 HH(pOpMaIIHIO O ...
— Please send us samples of... (your catalogues, leaflets, etc.) — Ilpocum BbI-
cjaTh HaM 00pa3Ilkl ... (KaTajoru, OpOITIOPHI U T. 11.)

— Could you please send us your current catalogue and price-list for...— Ilpo-
CUM BBICTIaTh HaM Barn 1elcTBYOMNI KaTaJloT U PacleHKH Ha...

— We would appreciate your sending us ... — byneMm npu3HaTenbHbl, eciu Bbl
NPEAOCTABUTE HaM. ..

— We would like to know more about...— Mb1 xoTenu Obl y3HaTh OOJIBIIE O ...

2. Introducing your company

— As distributors we have a large network of... — Kax 1ucTpuObI0TOpBI MBI HMeE-
eT OOLIMPHYIO CETh ...

— We are distributors (importers, retailers, etc.) of... — MbI sBISEMCsI TUCTPU-

ObroTOpamMu (MMITIOPTEpaMH, IPOJABIIAMH U T.I1.)...

— For over ... years our company has been importing from western countries
...boree, yeMm ... IeT HaIIa KOMITAHWS UMIIOPTUPYET U3 3aMaHBIX CTPaH ...

— Our company was founded in... — Hama xomnanus Oblila OCHOBaHaA B ... TONY.

— Qur company is a subsidiary of ... and specialize in ...— Haia xoManus sB-
JSIeTCsl (PUIIMATIOM ... M CTICIUAIN3UpPyeTcs Ha ...

— We are one of the main producers of ...— Mbl sBIgeMcsl OIHUM U3 TJIaBHBIX



MIPOU3BOAUTENEN

3. Suggesting terms

—  Weusually deal on ...— Mp1 00b14HO paboTaeM Ha YCIOBUSIX ...

—  As a rule our suppliers allow us to...— Kax nmpaBuiio, Halliv MocTaBIIUKH
CO- TJIACHBI, YTOOBI MBI..

—  We would like to point out that... is essential...— X0oTen0ch Obl OTMETHT,
9TO... OYCHb BaXKHO..

—  Prompt delivery would be necessary..— Ham HeoOXxoauma cpodHas
MIOCTaBKa ...

— We usually effect payment by letter of credit (cheque, bank transfer, etc.). —
M51 00BIYHO TIPOU3BOIUM OIUIATY MYTEM OTKPBITHS aKKPEIUTHBA (YEKOM, TIEPEBOJIOM U
T. I1.)

4. Closing (expressing hope for future cooperation)

— If your prices are competitive (the samples meet the standards, your equipment
complies with our requirements, etc.) we may be able to let your have regular orders.

—  Ecom Bamm meHsl ycTposT Hac (oOpas3il  OyayT —yHAOBIETBOPSTH
TpeOOBaHUSAM CTaHOApTOB, Baiie 0OOpydoBaHHE OylaeT YIOBJIETBOPITH HAIINM
TpeOOBaHUAM H T. T1.), MBI OyZIeM peTyJISIpHO 3aKa3bIBaTh Bally POAYKIIHIO.

— We look forward to your early reply. — C Herepriennem >xjaem Barero
OTBeTA.

— Your prompt answer will be (would be) appreciated. — bynem npusHaTeabHbI
3a OBICTPBIN OTBET.

Points to be kept in mind while writing letters of enquiry

— Letters of enquiry should clearly state the information required, which may
be asking for a price list or a sample.

— Write specifically about the design, size, quantity, quality, etc. about the
prod- uct or service in which the buyer is interested.

— The period or the date, till which information is required, may also be men-
tioned.

II.  Read the sample and answer the following questions.

Sample of Inquiry

Pet Products Ltd.
180 London Road
Exeter EX4 4)Y

England
25th February 2017

Dear Sirs

We read your advertisement in the 'Pet Magazine' of 25th December. We are
interested in buying your equipment for producing pet food.

Would you kindly send us more information about this equipment:
e price (please quote CIF Minsk price)

e dates of delivery

e terms of payment




e guarantees
e if the price includes the cost of equipment installation and our staff training.

Our company specializes in distributing pet products in Belarus. We have more
than 50 dealers and representatives in different regions and would like to start
producing pet food in Belarus.

If your equipment meets our requirements, and we receive a favourable offer,
we will be able to place a large order for your equipment.
Your early reply would be appreciated.

Yours faithfully
V.Smurov
Export-Import Manager

Comprehension:
1. Who is the sender of this inquiry and what is he interested in?
2. Is this inquiry general or specific? Why?

111. Which of the following statements about business enquiry letters do you
consider to be correct?

1. By writing these letters, a buyer gets information about the prices of goods.

2. In business enquiry letter the writer cannot ask for sample of goods.

3. Here the writer doesn’t give information about the quantity of possible purchases.

4. The seller supplies the relevant information to the buyer through such a business
letter.

5. Letter written in response to business enquiry letter is called Quotation letter.

1V. Expand on the following statements.

1. Correspondence plays are important role in our daily life.

2. Business operations are not limited to any locality, state or nation. Since busi-
nessmen live at distant places they do not have sufficient time to contact their
cus- tomers personally. This difficulty has been overcome by writing letters.

3. Business letters help in maintaining proper relationship. It is inexpensive and
convenient mode of communication.



Offers

After receiving the letter of enquiry from a prospective buyer, the sellers supply
the relevant information by writing a letter that is called quotation or offer letter. These
letters are written keeping in view the information asked for like price list, mode of
payment, discount to be allowed etc. Businessman should reply to the inquir- ies
carefully and promptly.

Solicited offers are made in answer to an enquiry, whereas unsolicited offers are
sent on the seller's own initiative in the hope of interesting potential customers. Of- fers
are usually accompanied by catalogues, price-lists, leaflets, pictures and sample goods
to prove the information and attract the customer.

Firm (binding) offer: The seller must provide the goods at the prices and terms
given in his offer, and may not change or withdraw his offer after it has been made.
However, he can state how long he binds himself to his offer (e.g. "This offer is valid
until 15th. October™").

Offer without engagement (non-binding offer): Certain factors may mean that
the seller does not want to bind himself to the terms of his offer, for example in the case
of certain goods where the prices fluctuate (oil, gold), if stocks are limited, or if
industrial disputes mean he may not be able to deliver on time. In such cases, he can
include certain phrases to make it clear that he may withdraw his offer at any time.

Offers have the following structure:

1. Why are you writing

— Thank you for your enquiry of ...— bnaromapum 3a 3ampoc or ...

— We were pleased to learn your interest in... — Ham ObUIO IPHUATHO y3HATh O
Bamen 3auHTEPECOBAaHHOCTH B ...

— We are most pleased that you want to buy ... — MbI 04eHb JOBOJBHBI, 9TO BbI
MOKEJIaIH KYIIUTH ...

— We are glad to say that we can reserve you ... — MBI pagbl COOOITUTH, YTO
MOXEM OCTaBUTH 3a Bamu ...

— It is generous of you to take so much interest in our work... — BbbUIO O4YeHB
m00e3Ho ¢ Bailieit cTopoHbI IPOSIBUTH TAaKOW MHTEPEC K HaIllei padoTe ...

— We take pleasure to send you the desired samples and offer ... — C ynoBoJib-
CTBHEM TIOChUTaeM BbIOpaHHbIe Bamu 00pasiibl U pejiaraem ...

— As to your inquiry of... we are informing you that... — Ha Baru 3ampoc or ...

MBI coobiiaeM Bawm, uTo ...

2. Answering the customer’s questions (giving information)

— We enclose our catalogue with the latest price-list. — Mpl ipunaraeM Hai Ka-
TAJIOT ¢ HOBEUIIIUM MPEUCKYPAHTOM.

— QOur proposal is valid till... — Hamme npeanoxenne NelCTBUTEIBHO /IO ...

— We deliver our goods on CIF terms. — Mpl noctasisiem Ha ycinoBusix CUO.

— The price covers packing and transportation expenses. — lleHa BKIItO4aeT
YIaKOBKY W TPAHCIIOPTHBIE PACXOJIBI.

— We can give you a 5 per cent discount. — Mpbl MoxeM nipenoctaButh Bam 5 %

CKHJIKY.

— As you can see from our price-list, our prices are at least by 3 % lower than
market ones. — Kak BUJHO U3 HAIIETO MPEWCKypaHTa, HAIIM IIEHbI 110 KpalHel Mepe Ha
3% HU)KE PHIHOYHBIX.

3. Giving additional information (making additional offers)
— I call your attention especially on item ... —S51 ocoberHHo oOpamato Bare BHU-



MaHHUe Ha MO3UIHIO...

— Besides above mentioned goods our company produces also... — Kpome ymo-
MSIHYTBIX BBIIIE TOBAPOB Haia (hupma MpOU3BOAUT TAKKE. ..

— We would like to recommend you especially the following positions in the

price-list... — Mpl x0oTenu 6bl 0COOEHHO MOPEKOMEHI0BaTh Bam creayromue mo3u- muu
B IIPEUCKYpAHTE...
— The model ... will most meet your requirements. — Jlna Bamux neneit Bam

Jy4IIie BCETO MOJOUIET MOAETb ...
4. Closing (expressing hope for future orders)

— We ask you to discuss our proposal once more and inform us whether we could
expect getting your order. — Mpl ipocuM Bac eliie pa3 00CyauTh Haille NpeiokKe- HUE
¥ COOOIINTH HAM, MOKHO JIM PaCCUUTHIBATH HA MOYYCHHUE 3aKa3a.

— [ ask you to make the order faster as the quantity of this product at our ware-
house is limited. — 51 npoury Bac ObicTpee opopmMuTh 3aKa3, Tak Kak KOJTUIECTBO ITOTO
TOBapa Ha CKJIaJie OTPAaHUYEHO.

— We would appreciate if we get the order from you as soon as possible. — Mpb1
ObUTH OB OUEHB pajIbl MOMYYUTH OT Bac 3aka3 Kak MOXHO CKOpee.

— If you are not happy with our proposal please inform us about its reason. —

Ecin Bac He ycTpamBaeT Haiie MNpEIOKEHHE, MPOCHM COOOIIUTH HaM O
NpUYrHE.

— We are looking forward to hearing from you soon. — C HETEpPIICHHEM KIEM
OTBETA.

V. Read the sample and answer the following questions.

Sample of Offer
Mr. Fred North
Purchasing Manager
Broadway Autos

November 11 2017

Dear Mr. North

Thank you very much for your enquiry. We are of course very familiar with your
range of vehicles and are pleased to inform you that we have a new line in batteries that
fit your specifications exactly.

The most suitable of our products for your requirements is the Artemis 66A Plus.
This product combines economy, high power output and quick charging time and is
available now from stock. I enclose a detailed quotation with prices, specifications and
delivery terms. As you will see from this, our prices are very competitive.

I have arranged for our agent Mr. Martin of Fillmore S.A. to deliver five of these
batteries to you next week, so that you can carry out the laboratory tests. Our own
laboratory reports, enclosed with this letter, show that our new Artemis 66A Plus
performs as well as any of our competitor's product and, in some respects, outperforms
them.

If you would like further information, please telephone or telex me: my exten-



sion number is 776. Or you may prefer to contact Mr. John Martin of Fillmore S.A.: his
telephone number is 01 77 99 02.

I look forward to hearing from you. Yours sincerely

Fred Stock Enc.
Comprehension:
1. How does the seller try to interest his potential customer?

2. What kind of offer is it:: solicited or unsolicited? Why?

IV, Learn the following words

to do business BECTH TOPTOBIIIO quotation pAaCILICHKHU; TTpanC-IuCT
(nerma) solicited OTBETHOE NPEJIOKEHUE

general o0muii 3ampoc offer IO 3aIpoCy

enquiry unsolicited MIPEIOKEHHE 110

specific crieuaIbHbIA offer COOCTBEHHOM

enquiry 3anpoc WHUIIMATHBE

terms of yCIIOBUS binding offer | TBepaO€ NMpemIOKEHNE

delivery II0CTaBKH non-binding | mpemyioxkeHune

delivery times CPOK MOCTAaBKH offer 0e3 00s13aTeNIbCTB

terms of YCJIOBHS OILIATHI to withdraw | oTMeHUTB, OTO3BAThH

payment valid JIEWCTBUTENBHBIN,

discount CKHUIIKA UMEIOITUN CHITY

packing yIHaKoBKa to fluctuate | xomeGarbcs

to place Pa3MECTHUTBH 3aKa3 limited OTrpaHUYEHHBIN 3arnac

an order stocks

V. Expand on the following statements.
1. Business Correspondence creates and maintains goodwill
2. Business Correspondence serves as evidence
3. Business Correspondence helps in expansion of business.

Orders.

If the buyer is satisfied with the terms of the seller’s offer, he may then place an
order. Orders are usually written on a company’s official form which has a reference
number that should be quoted in any correspondence which refers to the order. An order
form should always be accompanied by a covering letter which gives the op- portunity
to make any necessary points clear. If the seller (supplier) is ready to meet the order, in
reply to these he should send a letter of acknowledgement (confirma- tion) thanking
for the order and confirming the terms that have been agreed or in- forming about
possible changes in prices, dates, etc. If the seller (supplier) is not able to execute the
order, he sends a letter of refusal (rejection) which explains the rea- son and offers a
possible alternative or substitute.

There are a number of different types of order: trial, firm, standing, initial, follow-
up, advance, bulk, repeat orders and merchandise on call. Order structure includes the
name and the quantity of the goods to be delivered, their description (size, colour,
model) as well as other terms (price, delivery, payment, packing, etc.).



1. Orders (covering letters).

— We have carefully examined your offer (samples)... — Mpbl BHUMATEIIBHO H3y- YWIU
Bame npennoxxenue (oOpasiibl). ..
—We wish to order on the basis of ... — Mpbl )xenlaeM clieyaTh 3aKa3 1o ...

— We wish to place the following order with you. — Mbl xkenaeM pa3mecTuth y Bac
CIIEIYFOLIIAM 3aKas3.

— Please send (supply) us... — IIpocuM MoCTaBUTH HaM...

— We require the goods within ten days. — IIpocuM JOCTaBUTh TOBap B TEUCHHE JECITH

JTHEH.

— In reply to your letter of ..., we thank you for... —B oTBeT Ha Bame mucsmo OT ... ,MbI

onarogapum Bac 3a ...
— We are pleased to enclose our Order No. ...

nrcbMy Hai 3aka3 Ne...
— We accept your offer and have pleasure in placing an order with you for... — Mpbl
npuHUMaeM Baiire mpenoxkeHne 1 iMeeM yIoBOJIBCTBUE Pa3MeCcTUTh y Bac 3aka3
2. Acknowledging an order
— Thank you very much for your order of ... — biaronapum Bac 3a 3aka3 or ...
— As requested (agreed)... — Kak Bbl ipocuy, ...
—We confirm that... — Mpl IOITBEPKIaeM, UYTO...
— Your order is now ready for delivery. — Bai 3aka3 ToTOB K JI0CTaBKe.
—1In accordance with your instructions.. — B cooTBercTBun ¢ Bammmu wuH-
CTPYKIIUSIMU. . .
— We must modify your order slightly. — Mpl BeIHYXIeHbI HEMHOTO U3MEHHUTH Bar 3akas.
3. Refusing an order
— We are sorry (regret) to inform you that we cannot... because of... — K coxa- nenmuro,
BEIHYXKJIEHBI COOOIUTH Bam, 4TO MBI HE MOXKEM. .. TIO IPUYHUHE. ..
— ... is not available at the moment. — ... B HacToAIEE BPEMs HET B HAIMYHH.
— We can offer you a substitute. — Mbl MOXeM TpeIOKUTL BaM 3ameny.
—We are sorry to say that we must turn down your order as... — K coxalienuto,
MBI JIOJDKHBI OTKJIOHUTH Bain 3aka3, Tak Kak...
(Sample of Order)

— HmeeM ynoBOJIBCTBHE MPUIIO- KUTH K

No. 142

ORDER (please refer to this number on all
correspondence)

Men's Clothes Dealers Ltd.

142 South Road

Sheffield 520 4HL

England

Please
supply 200 men's

Size
14
14
15
15

Price:

Delivery:
Payment:
Packing:

p-p- Chief Buyer
Alexey Postnikov
Visteria Ltd.

silk shirts

Colour
white
blue
white
blue

$10.53 each (total

air freight, CIF Kiev

by letter of credit
standard

in the colours and sizes (collar) specified below:

21th March, 2017

Quantity

$4212)
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Men's Clothes Dealers Ltd.

142 South Road

Sheffield S20 4HL

England

21st March 2017

Dear Sirs

Our Order for Silk Shirts

In response to your letter of 17th March, we thank you for sending us your
catalogues of men's silk shirts. We are sure there will be a great demand for them
in Belarus.

We are enclosing our Order No. 142, and would ask you to return its duplicate
to us, duly signed, as an acknowledgement.

Yours faithfully
Vladimir Smurov
Export-Import Manager

Enc. Order No. 142

VI. Learn the following words

trial order poOHBIN 3aKa3

firm order TBEPJIbII 3aKa3

standing order

MOCTOSHHBIN 3aKa3

initial order

IIEpBOHAYAJILHBIN 3aKa3

follow-up order

MOCJICTYIOIIUHI 3aKa3

merchandise on call

TOBAp MO TPEOOBAHUIO

advance order Ipe/IBApUTEIIbHBIN 3aKa3

bulk order

OIITOBBIN 3aKas3

repeat order MOBTOPHBINM/ MHOTOKPATHBIN 3aKa3

to acknowledge HOJTBEPKAATh
to refuse/reject OTKIIOHATH
to meet/execute BBITIOJTHSATh

VII. Match the types of orders from the vocabulary box and their definitions.

. The customer places one order for a certain quantity of goods to be delivered at regular

intervals, e.g. 500 kg. of coffee on the first day of each month.

The second order placed with a company.

. The customer orders a small quantity of goods to test the quality.

. The customer commits himself to buying the goods. This order may have a fixed
delivery date.

The first order placed with a company.
The customer orders the goods a long time before he needs them or before they are
available.

. The customer orders goods in large quantities.
. The customer orders exactly the same goods as before.

The customer places one order for a quantity of goods which he has delivered in parts
as and when he needs them.

VIII. Act out the following dialogues:
DISCUSSING A DISCOUNT

Sokolov: We've carefully studied all the technical data we got from you. Model



GH-06 is just what we need.

Black: I'm pleased to hear it.

Sokolov: But I'm sorry to say that your price seems too high.

Black: I'm afraid I can't agree with you here. Our price is quite reasonable if you
consider the superior quality of our machine-tools. Besides prices for this type of
equipment are going up. These machine-tools, as you know, are in great demand now.

Sokolov: Yes, we know that. We're in close touch with the world market. But
your competitors quote lower prices.

Black: I'm afraid we can't reduce the price. However, we could give you a dis-
count, if you order more than 10 machine-tools.

Sokolov: What discount could you give us?

Black: About 3 per cent.

Sokolov: I see. Now, could I see the machine-tool in operation at your factory?

Black: That can be easily arranged. I'll see to it.

Sokolov: Thank you. As to the price I think we'll settle it after we seen the ma-
chine-tool in operation.

DISCUSSING THE OFFER

Bogdanov: We've gone through the technical data and seen your Matrix 67 in
operation. The machine seems good to us.

Smith: Yes, the machine is really good. Its capacity is much higher than the ca-
pacity of similar models and the finish is excellent.

Bogdanov: Yes, it is. Yet the price you are quoting is rather high, could you re-
vise it?

Smith: I'm afraid that will hardly be possible. I think you know that prices of raw
materials have gone up lately. Yet, I'll look into the matter and see what we can do. How
many machines are you going to buy?

Bogdanov: If we agree on the price we could buy 6 machines for delivery in 3
lots. Could you guarantee prompt delivery of the first lot1?

Smith: Well, we could ship them say ... two months after the order is signed.

Bogdanov: That's fine. I believe your terms of payment remain the same as under
our previous contract, don't they?

Smith: Yes, that's right, there's no change.

Bogdanov: What's your guarantee period?

Smith: 24 months after dispatch. It goes without saying you should strictly ob-
serve our operation and maintenance instructions.

Bogdanov: No doubt, we shall.

Smith: The guarantee does not apply to quick-wearing parts.

Bogdanov: Can I have a list of quick-wearing parts?

Smith: Yes, here you are.

Bogdanov: Thank you. I'd like to clear up one more point, it's the export license.

Smith: Oh, that'll be all right this time.

Bogdanov: Very good.

Complaint
A complaint letter is written when the purchaser does not find the goods up to his
satisfaction. It is normally written by the purchaser when he receives wrong, defec- tive
or damaged goods or receives incorrect quantity of goods. It can also be written directly
to the transit authority when the goods are damaged in transit. Thus, we may define a



letter of complaint as the letter that draws the attention of the supplier or any other party
on account of supply of defective or damaged goods.

Points to be considered while writing a complaint letter:
* Complaint letters should be written immediately after receiving the defective goods.
* Mistakes as well as difficulty due to mistake should be mentioned clearly
* Proposal to correct the mistakes should be made
* Suggestions on how the complaint should be dealt with, i.e., mention of com-

pensation, replacement, discount, cancellation etc, should be made.

* Mention period in which the corrective action should be taken
* Request to be careful in future

In reply to a letter of complaint, the responsible party should send a letter of ad-
justment which requires patience, tact, and diplomacy. If the claim is reasonable, the
defaulter should apologize and inform what will be done to solve the problem. If the
claim proves to be unreasonable, the defaulter should explain it logically and propose
some way of settling the matter.

1. Letters of Complaint

— We would like (have) to remind you that... — Mpb1 xoTenu Obl (BEIHYXICHBI)
HaroMHUTh Bawm, 4To0...
— We wish to draw your attention to the fact that... — Mpbl xoTuM 00patuTh Ba- e
BHHUMAaHHE HA TOT (PaKT, 4ToO...
— We are disappointed to find that... — K coxaneHuto Mbl OOHAPYXHUIH, YTO. ..
— We find it necessary to note... — Cuutraem HeOOXOAUMBIM OTMETHUTb. ..
— When we examined the goods, it turned out that (we found that)... —- Ilocie ocmoTpa
TOBapa 0Ka3ayocChk, 4To...
— We are returning... and would ask you to replace... — Bo3zBpamaem Bam u npocum
3aMEHUT. ..
—We are writing to complain about... — Obpaiaemcst kK Bam ¢ pexnamanueit mo
MOBOAY. ..
2. Letters of Adjustment
— We have carefully studied your claim... — Mpl BHUMaTENbHO U3y4HJId Barry
PETEH3HIO. . .
— You are perfectly correct in saying that... — Bbl COBEpIIIEHHO MPaBbI B TOM, YTO...
—We have to admit that ... — Mbl BBIHYX/I€H [IPU3HATh, YTO. ..
—~Please accept our apologies for... — llpumuTe Halu U3BUHEHUS 32 ...
—We can assure you that... — MoxeM 3aBepuTh Bac B ToMm, 4T0...
— It is not our fault that... —2ITO HE Hallla BUHA, YTO...
—We regret to inform you that we cannot accept your claim because... — K co-

JKaJICHUIO, BBIHYXXICHBI COO6HII/ITB, 4YTO Mbl HC MOXCEM IIPHUHATDH Bamy IMPETCH3UIO,
ITOCKOJIBKY...



Sample of Letter of Complaint

Men's Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
18th April 2017
Ref: Qur Order #142 of 21th March, 2017

Dear Sirs

Thank you for your delivery of men's silk shirts, which we ordered on 21th March,
2017. At the same time we would like to draw your attention to the following.

After examination of the shirts we discovered some manufacturing defects:

— there are oil stains on 12 shirts;

—— the colour of buttons of 5 shirts does not match the colour of these shirts:

— one shirt is in a different style.

We are returning defective shirts by separate mail, carriage forward, and would
ask you to replace them by shirts in the colours and sizes specified below:

Size Colour Quantity

15 white 9

14 blue 6

16 blue 2
We would appreciate a prompt reply.
Yours faithfully

Viadimir Smurov
Export-Import Manager

Letter of Adjustment

Visteria Ltd.
P.O.Box 82
Brest 224000
Belarus
21th April 2017

Ref: Order #142 of 21th March, 2017

Dear Sirs

Your letter of 18th April, 2017, was duly noted. The shirts you returned us are
indeed defective. We have to admit that these defects were overlooked by our
controller and offer apologies for the oversight.

We are sending you new shirts as a replacement this week by air, carriage paid,
and would ask you to confirm their receipt by fax.

If any other problems arise, please do not hesitate to contact us in the shortest
possible time.

Yours faithfully

Jack Brown

Claims Department

IX. Learn the following words

complaint xKasoba

the dissatisfied party MOCTpajJaBiiasi CTOpOHa
the responsible party BUHOBHAsI CTOPOHA

to make a claim MPEABSIBUTH MPETCH3UIO
reparation BO3MEIIICHNE

delay 3a/IepIKKa

short-delivery HEJIOTIOCTaBKa

to adjust/settle YperyaupoBaTh, ylIaJuTh
(un)reasonable (1€)000CHOBAHHBIN




X. Match the phrases to a definite type of letter:

a) We are in the market with a large quantity of equipment for office use ....

b) We know your address from White & Sons ......

c) Please supply 15 machines Model ST2........

d) We are pleased to send you our samples ......

e) Please confirm that you can supply .......

f) We would like to have further details about .......

g) We advise you that delivery will be made in conformity with your
instructions......

h) We deliver our goods on CIF terms....

1) The goods you are awaiting are not available now .........

XI. Answer the following questions:
1) What is the purpose of writing an inquiry (offer, order, a letter of complaint)?
2) What are offers usually accompanied by?
3) Can a seller send an offer without a buyer’s inquiry?
4) What are orders accompanied and followed by?
5) What are the usual reasons for writing letters of complaint?
6) What should a company do in reply to a claim?

XII. Give English equivalents of the following combinations.

ToproBare ¢ KOMIaHUEH, MOCTABIINK, 3aIIPOC HA KOMITBIOTEPHI, YCIOBHSI ITOCTaB-
K#, 0o0pasmpbl TOBapa, YCTAHABIMBATh IIEHBI, CAENATh KOMMEPYECKOE MPEIJIOKECHUE,
OTKJIOHUTH TPEJIOKEHUE, MOCTaBIATh Ha ychnoBusax CUD, mpemocTaBisTh CKHIKY,
pa3MeCTHTh 3aKa3, BBITIOJIHUTH 3aKa3, MOATBEPAUTH CPOKH, MPUJIAraTh MPEUCKypaHT,
KOHKYpPEHTOCIIOCOOHBIE IIeHBI, (hUinaj, akKKpeIWTHUB, HAPYIIUTHh COTJIAIIEHUE, MPEIb-
SIBUTH TIPETEH3UI0, YPETYIUPOBATH TPOOIIEMY.

XIII. Try your hand in writing business letters.

1). Write an inquiry to the sellers. State that you have visited the Industrial
Exhibition in London and have got interested in their new model of computer. You
would like them to send you all particulars concerning the delivery dates, prices and
discounts.

2). Compose an offer to your potential customers and inform them that you have
started producing a new model, give its characteristics. Offer favourable terms of de-
livery and competitive prices. Mention a discount for regular buyers.

3). Write to a company and tell them that you place on them the responsibility for
breaking the agreement. The model you have received is not the model you have or-
dered. Insist that the adequate goods should be delivered immediately. Ask the seller
what you should do with the goods sent to you.

1.4 TEAM BUILDING AND NETWORKING

Text 1. Team Building Rules for Effective Collaboration

I. Learn the English words and their Russian equivalents
1. Team building — THMOUIAWHT / TOCTPOCHHUE KOMAH/IBI



Effective collaboration — 3¢ dexTuBHOE COTpYIHNUECTBO
Communication — koMmMmyHuKalus / oOIIeHNne
Respectful — yBaxxutenbHbIi

Constructive feedback — koHcTpyKkTHBHAs1 0OpaTHasl CBS3h
Roles and responsibilities — ponu u o0s3aHHOCTH
Strengths — cuyibHBIE CTOPOHBI

Common goals — o61ue 1eau

9. Reliable — HaxexubI

10.Accountable — oTBeTCTBEHHBII

11.Trust — noBepue

12.Participation — yuactue

13.Diverse perspectives — pazHooOpa3ue MHEHUI
14.Conflicts — koH)IUKTHI

15.Constructive resolution — KOHCTPYKTHBHOE pa3pelIeHUE
16.Compromise — komMmopomMucc

17.Celebrate successes — oTMeuaTh yCrexu

18.Learn from failures — yauTbcst Ha ommOkax

19.Positive attitude — Mo3UTUBHBINA HACTPOI

20.Supportive environment — nogaep>kuBaroias cpeaa

XN kW

11. Read and translate the following text.

Working in a team can be both rewarding and challenging. To ensure smooth
cooperation and successful outcomes, it’s essential to follow some basic team-building
rules. Whether you’re working on a project, solving a problem, or participating in group
activities, these guidelines will help your team function effectively.

1. Communicate Clearly and Respectfully

Good communication is the foundation of any successful team. Express your
ideas openly, but also listen actively to others. Avoid interrupting and be mindful of
your tone—constructive feedback is more helpful than criticism.

2. Define Roles and Responsibilities

To prevent confusion, assign clear roles based on each member’s strengths. When
everyone knows their tasks, the team works more efficiently. However, remain
flexible—sometimes roles may need adjustment.

3. Set Common Goals

A team without a shared objective can quickly lose direction. Discuss and agree
on clear, achievable goals early on. This keeps everyone motivated and aligned.

4. Be Reliable and Accountable

Complete your tasks on time and to the best of your ability. If you encounter
difficulties, communicate early rather than letting the team down at the last minute.
Trust is built through consistency.

5. Encourage Participation from Everyone

Some team members may be more outspoken than others. Make an effort to
include quieter individuals by asking for their input. Diverse perspectives lead to better
solutions.

6. Resolve Conflicts Constructively

Disagreements are natural, but they should be handled respectfully. Focus on the
issue, not the person, and work together to find a compromise. A team that resolves



conflicts well grows stronger.

7. Celebrate Successes and Learn from Failures

Acknowledge achievements, no matter how small—it boosts morale. Similarly, if
something goes wrong, analyze what happened without blame and use it as a learning
opportunity.

8. Maintain a Positive Attitude

Teamwork can be demanding, but a positive mindset helps overcome challenges.
Encourage each other, stay open-minded, and remember that every member brings value
to the group.

By following these rules, your team will not only work more effectively but also
create a supportive and enjoyable environment for everyone involved.

II1. Match each term from the list (1-20) with the correct definition (A-T). Write
the corresponding letter next to the number.
1. Team building
Effective collaboration
Communication
Respectful
Constructive feedback
Roles and responsibilities
Strengths
Common goals
: Reliable
10.  Accountable
11.  Trust
12.  Participation
13.  Diverse perspectives
14.  Conflicts
15.  Constructive resolution
16. Compromise
17.  Celebrate successes
18.  Learn from failures
19. Positive attitude
20.  Supportive environment
Definitions:
A. The process of working well together to achieve shared objectives.
B. The exchange of ideas and information between team members.
C. Showing politeness and consideration toward others.
D. Feedback that helps improve performance rather than just criticizing.
E. The tasks and duties assigned to each team member.
F. Individual abilities or qualities that benefit the team.
G. Shared objectives that unite the team.
H. Dependable and consistent in fulfilling tasks.
I. Taking responsibility for one’s actions and tasks.
J. Confidence in the honesty and reliability of team members.
K. Active involvement and contribution from all members.
L. Different viewpoints that lead to better decision-making.
M. Disagreements or clashes between team members.
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N. Solving disagreements in a productive way.

O. Finding a middle ground where both sides give up something to reach an agreement.
P. Recognizing and rewarding achievements.

Q. Analyzing mistakes to improve in the future.

R. An optimistic and open-minded approach to teamwork.

S. A workplace where members encourage and help each other.

T. Activities designed to improve teamwork and group cohesion.

IV. Complete the sentences with the correct words from the list below.

trust, constructive feedback, roles and responsibilities, celebrate successes,

compromise, communication, diverse perspectives, reliable, conflicts, positive attitude

1. To avoid misunderstandings, team members should maintain clear and open

2. A good leader provides to help team members improve without
discouraging them.

3. When assigning tasks, make sure everyone understands their to
prevent confusion.

4. A strong team is built on , where members depend on each other.

5. Even small victories should be acknowledged—always take time to :

6. If two team members disagree, they should find a instead of arguing.

7. A team benefits from because different ideas lead to better solutions.

8. Being means completing tasks on time and keeping promises.

9. When arise, address them calmly and focus on solutions.

10.A helps the team stay motivated even during difficult tasks.
V. Discuss these questions in pairs or small groups. Support your opinions with

examples.

1. Why is communication crucial in teamwork? Can you think of a time when poor
communication caused problems in a team?

2. How can constructive feedback improve team performance? Share an example of
helpful feedback you’ve given or received.

3. What happens when team roles are unclear? Describe a situation where defining
roles could have made a difference.

4. Why is trust important in a team? How can team members build and maintain
trust?

5. Is compromise always the best solution in conflicts? When might it not work?

6. How can diverse perspectives strengthen a team? Have you ever been in a group
where different viewpoints led to a better outcome?

7. What are the benefits of celebrating small successes? How does it affect team
morale?

8. How can a positive attitude influence a team’s performance? Give an example
from your experience.

9. What makes a supportive environment in teamwork? How can leaders encourage

this?

10."Learn from failures" — Do you agree? Share a time when a mistake helped a

team improve.

Text 2. How to Behave in a Team: A Comprehensive Guide to Effective



Collaboration

1. Read and translate the following text.

Working successfully in a team requires more than just technical skills—it

demands emotional intelligence, adaptability, and strong interpersonal abilities. Whether
you're collaborating on a professional project, participating in academic group work, or
engaging in community initiatives, understanding how to function effectively within a
team dynamic 1s crucial for achieving shared goals and maintaining positive
relationships. This guide explores the fundamental principles of productive teamwork
and provides actionable strategies for becoming a valued team member.

1. Communicate with Clarity and Consideration

Effective communication serves as the foundation of all successful teamwork.

This involves:

Articulating your thoughts clearly: Present your ideas in an organized manner,
using concise language that avoids ambiguity. For example, instead of saying
"This approach might not work," explain specifically why with "This method
could lead to [specific problem] because..."

Practicing active listening: When others speak, give them your full attention.
Demonstrate engagement through nonverbal cues like nodding, and paraphrase
their points to confirm understanding ("So what you're suggesting is...").
Encouraging open dialogue: Create an environment where all members feel
comfortable sharing by asking open-ended questions ("What are your thoughts on
this approach?").

Providing constructive feedback: Frame suggestions positively. Instead of "This
idea won't work," try "How about we consider [alternative] to address [specific
concern]?"

2. Demonstrate Reliability Through Actions

Trust within a team is built through consistent, dependable behavior:

Meeting commitments: If you agree to complete a task by Friday, ensure it's
done by Thursday evening. This builds confidence in your reliability.

Proactive problem-solving: When encountering obstacles, come prepared with
potential solutions rather than just presenting problems. For instance, "We're
facing [issue], but I've identified two possible ways forward..."

Transparent communication: If you realize you'll miss a deadline, inform the
team immediately with a revised timeline rather than waiting until the last
moment.

3. Embrace Diverse Perspectives

The strength of a team lies in its variety of viewpoints:

Value cognitive diversity: Recognize that different approaches (analytical vs.
creative, detail-oriented vs. big-picture) can complement each other. A marketing
team might combine data-driven analysts with imaginative designers for optimal
results.

Practice inclusive decision-making: Before finalizing plans, solicit input from
all members. You might say, "We haven't heard from everyone yet—[Name],
what's your perspective?"

Manage disagreements productively: When conflicts arise, focus on interests
rather than positions. Instead of arguing over solutions, explore underlying needs



("What are we each trying to accomplish here?").
4. Foster a Supportive Environment
Team cohesion develops through mutual support:

« Practice proactive assistance: Notice when colleagues are overwhelmed and
offer specific help ("I see you're working on the presentation—I can take care of
the slides for sections 3-4").

o Recognize contributions: Public acknowledgment motivates team members.
"Jamal's research really strengthened our proposal" shows appreciation for
individual efforts.

« Share successes collectively: When presenting team achievements, use "we"
language to emphasize collective ownership ("We developed this solution through
collaborative effort").

5. Maintain Adaptability and Positivity
Teams inevitably face challenges that require resilience:

« Embrace change flexibly: When project parameters shift, focus on adaptation
rather than resistance ("The client's new requirements give us an opportunity
to...").

« Model solution-focused thinking: In difficult situations, steer conversations
toward constructive paths ("What's within our control to improve this
situation?").

« Manage stress collectively: During high-pressure periods, simple gestures like
bringing coffee or offering to take on small tasks can significantly boost team
morale.

6. Navigate Conflicts Constructively
Healthy conflict resolution strengthens teams:

o Address issues early: Small tensions addressed promptly prevent larger
disruptions. "I've noticed we have different opinions on this—could we discuss to
find common ground?"

o Separate people from problems: Focus on the issue at hand rather than personal
attributes. "This workflow isn't producing the results we need" is more productive
than "You're not doing this right."

o Seek integrative solutions: Look for options that incorporate multiple
viewpoints rather than simple compromises. "How can we combine the strengths
of both approaches?"

7. Engage Actively and Inclusively
Full participation drives team success:

« Balance contribution: Monitor your speaking time in discussions, ensuring
quieter members have space to contribute ("Alex, you have experience with
this—what do you think?").

o Prepare thoroughly: Come to meetings having reviewed materials and with
specific ideas to contribute, demonstrating respect for others' time.

« Facilitate collaboration: Use tools like shared documents or project management
platforms to keep everyone aligned and informed.

8. Honor Team Norms and Processes
Structure enables effective collaboration:

« Respect established protocols: Whether it's communication channels, meeting
schedules, or decision-making processes, consistency helps teams function
smoothly.



o Document shared understanding: After making decisions, summarize key
points and action items to ensure alignment ("Just to confirm, we've agreed to...").

« Use collaborative tools effectively: Master whatever platforms your team uses
(Slack, Trello, shared drives) to maintain organization and transparency.

I1. Discussion questions:

Which of these rules do you think is most often overlooked? Why?
Share an example of a time when good teamwork led to success.
How would you handle a teammate who isn’t doing their fair share?
What qualities do you value most in team members?

b

Text 3. Networking Rules for Professional Success

1. Read the text and discuss the most relevant rules for networking.

Networking is a vital skill for career growth and professional development.
Effective networking helps you build valuable relationships, exchange ideas, and create
opportunities. Follow these essential rules to network successfully in both formal and
informal settings.

Key Rules for Effective Networking:

1. Prepare an elevator pitch:
o Develop a concise 30-second introduction that explains who you are and
what value you offer.
2. Practice active listening:
o Focus on understanding others rather than just waiting to speak. Ask
thoughtful follow-up questions.
3. Offer mutual value:
o Approach networking as a two-way relationship where both parties benefit.
4. Maintain professional online presence:
o Keep your linkedin and other professional profiles updated and engaging.
5. Follow up promptly:
o Send a personalized message within 48 hours of meeting someone new.
6. Master business etiquette:
o Be mindful of cultural norms, dress appropriately, and respect others' time.
7. Build genuine connections:
o Focus on quality relationships rather than collecting contacts.
8. Attend industry events regularly:
o Participate in conferences, seminars, and meetups relevant to your field.
9. Develop a networking strategy:
o Set clear goals for each networking opportunity.
10.Practice reciprocity:
o Look for ways to help your connections without immediate expectation of
return.

II. Complete these sentences with appropriate terms:
1. A strong on LinkedIn can help you get noticed by recruiters.
2. When meeting someone new, your should be clear and engaging.
3. means fully concentrating on what the other person is saying.
4. After a conference, it's important to with interesting people you met.
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Successful networking is based on the principle of where both parties
benefit.

I11. Match terms (1-5) with definitions (A-E):

1. Elevator pitch

2. Business etiquette
3. Value proposition
4.
5.
P

Networking strategy
Industry events

rofessional gatherings for people in the same field

Plan for making and developing professional contacts
Brief summary of your professional identity

. The unique benefits you offer

Expected professional behavior

e

6.
7.

8.

9.

IV, Discussion Questions:

. What makes networking challenging for many professionals, and how can these

challenges be overcome?

How has digital networking changed traditional face-to-face networking
practices?

What are some effective ways to follow up after meeting someone at a
networking event?

How can professionals maintain long-term networking relationships?

What role does body language play in making a good first impression when
networking?

How can introverts network effectively while staying true to their personality?
What are some common networking mistakes people make, and how can they be
avoided?

How important is personal branding in professional networking today?

What strategies can help professionals expand their network in a new industry?

10.How can networking skills contribute to career advancement?

[—

V. Practice these scenarios in pairs:

Delivering your elevator pitch at a conference

Following up after meeting at a networking event

Introducing two contacts who could benefit from knowing each other

1.5 BUSINESS MEETINGS

Text 1. The Structure of a Business Meeting

1. Read about the structure of a business meeting.
1. Opening the Meeting
Chairperson’s introduction:
"Good morning, everyone. Thank you for being here. Let’s get started."
o Sets the agenda and objectives.
Roll call (if necessary):



"Could everyone confirm their presence?"

« Review of the agenda:

o "Today, we’ll discuss [Topic A], [Topic B], and [Topic C]."
2. Discussion & Decision-Making

o Presenting information:

o "I'd like to go over the latest sales figures."

« Asking for opinions:

o "What are your thoughts on this proposal?"

o Debating & negotiating:

"[ see your point, but have we considered [alternative] ?"

« Summarizing key points:

"So, to summarize, we’ve agreed that..."
3. Closing the Meeting

« Action items & responsibilities:

"John will finalize the report by Friday."

o Next steps:

o "We’ll reconvene next Tuesday to review progress.”

o Formal closing:

o "lftheres nothing else, let’s wrap up. Thank you, everyone."

11. Learn the key terms and phrases

Term Definition
Agenda A list of meeting topics
Chairperson The person leading the

meeting

Official notes from a

Minutes :
meeting

Action items Tasks assigned during the

meeting
Motion A fo.rmal proposal for a
decision
Consensus General agreement
Adjourn End a meeting formally

Example

"Please review the agenda before we
begin."”

"The chairperson opened the
discussion."

"Sarah will take the minutes."

"Our action items include finalizing the
budget."

"I'd like to make a motion to approve the
plan."

"We reached a consensus on the new
policy.”

"The meeting was adjourned at 3 PM."

I11. Fill in the blanks. Complete the sentences with the correct terms:

"Before we start, has everyone seen the
"We need someone to take the

Nk W=

"All in favor of the say ‘aye’.

"The will lead today’s discussion."

?"

for record-keeping."
"Let’s the meeting and continue next week."

»n



IV, Role-Play Scenarios

Scenario 1: You’re the chairperson. Open the meeting, introduce the agenda, and
ask for opinions on a new marketing strategy.

Scenario 2: A debate arises about budget cuts. Practice negotiating and reaching
a consensus.

Text 2. A Successful Business Meeting

1. Read the text and discuss the questions.

A business meeting is a gathering of individuals, either in person or virtually,
with a common purpose related to the functioning or progress of an organization. These
meetings can vary in scale and scope, ranging from brief daily check-ins to elaborate
annual conferences.

Participants may include employees, management, stakeholders, or external
partners, whose primary aim is to facilitate communication, decision-making, and
problem-solving.

What Makes a Successful Business Meeting?

The criteria for a successful business meeting have expanded beyond the
traditional confines of agenda and attendance.

Today, the effectiveness of such meetings is measured by their ability to foster
innovation, drive decisions, and create a collaborative environment.

Here are the elements that contribute to the success of a business meeting:

o Clear objectives and agenda: A well-defined objective, backed up by a
structured agenda, sets the tone for a focused discussion and contributes to more
engaged and effective meetings.

o Inclusive participation: The value of a meeting is amplified when diverse
perspectives are heard and respected, enhancing the quality of the discussion and
fostering a sense of belonging and respect among team members.

o Effective use of technology: With so many business meetings migrating from the
traditional office space to video conferencing platforms, companies often
leverage tools like video conferencing, collaborative software, and Al-assisted
analytics to facilitate smoother communication and help in keeping track of
discussions and decisions.

« Time management: Making sure no meeting time is wasted helps to maintain
focus and energy, leading to more productive outcomes.

o Actionable outcomes: Meetings should culminate in clear and actionable
takeaways, clear action items, assigned responsibilities, and set deadlines to
ensure that the meeting translates into tangible results.

« Follow-up and accountability: Regular updates on action items and progress
reports help maintain momentum and accountability. This ongoing process keeps
the team engaged and focused on the objectives set during the meeting.

o Adaptability and continuous improvement: Successful meetings evolve with
changing business needs and feedback. Openness to innovative formats,
structures, or technologies can significantly increase the effectiveness of
meetings.

« Emotional intelligence and leadership: Effective leadership, characterized by
emotional intelligence, active listening, and decisiveness, can steer a meeting
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toward its objectives while maintaining a positive and productive environment

among the employees involved.

8 Types of Business Meetings

The world of business meetings is diverse, with each type serving a unique
purpose and catering to different needs within an organization. Here are eight key types
of business meetings that are essential for corporate success:

o Formal meetings

o Informal meetings

o Decision-making meetings

« Planning meetings

« Project status/update meetings
« Innovation meetings

« Team-building meetings

« Problem-solving meetings

1. Formal Meetings

Formal meetings are the backbone of corporate decision-making, as they often
involve senior management and key stakeholders. They are usually scheduled well in
advance and follow a strict protocol.

The purpose can range from financial reviews to strategic planning. Formal
meetings often require detailed preparation, and the outcomes typically have a
significant impact on the organization’s direction.

2. Informal Meetings

Informal meetings are more relaxed and spontaneous, fostering an environment
that encourages open dialogue, creativity, and rapid problem-solving. They are a
breeding ground for innovative ideas and often lead to outside-the-box solutions.

3. Decision-Making Meetings

Decision-making meetings are critical in guiding the course of business
operations, bringing together key decision-makers to discuss, debate, and reach
conclusions on specific issues or opportunities.

Effective decision-making meetings are marked by clear objectives, informed
participants, and a structured process for evaluating options and making choices.

4. Planning Meetings

Planning meetings are essential for setting goals, outlining strategies, and
preparing for future projects or events. These sessions involve discussing timelines,
resources, responsibilities, and potential challenges, resulting in clear roadmaps and
action plans. On top of that, they ensure that everyone is on the same page and
understands their role in achieving the set objectives.

5. Project Status/ Update Meetings

This category refers to the recurring meetings used to monitor the current status
of ongoing projects. They help keep the team on track, address any roadblocks, and
adjust timelines or resources as needed. Effective update meetings are concise and
focused, providing a platform for transparent communication about the project’s status.

6. Innovation Meetings

Innovation meetings are designed to generate new ideas and explore creative
solutions for any business problems that may arise. Techniques like brainstorming, mind
mapping, or design thinking are commonly used to stimulate creativity and harness the
collective intelligence of the group.

7. Team-Building Meetings



Team-building meetings focus on strengthening the personal relationships and
dynamics among business partners through an informal approach. These meetings might
include activities, games, or discussions aimed at building trust, improving
communication, and fostering a sense of unity and collaboration.

8. Problem-Solving Meetings

Problem-solving meetings are generally conducted to address specific challenges
or issues that arise within a team or project. They usually require a collaborative
approach, where participants work together to understand a problem, identify and
explore potential solutions, and decide on the best course of action.

10 Steps to Run Effective Business Meetings

If you want to run an effective business meeting, you’ll need to develop a

strategic approach. Here are 10 steps to help you run productive business meetings:
1. Define the meeting objective
2. Create the meeting agenda

3. Select the right meeting participants

4. Send the meeting invitation email

5. Stick to the meeting agenda

6. Take accurate meeting notes

7. Develop a strategy to deliver on your action points

8. Use a post-meeting communication method

9. Send a follow-up email

10.Ask for feedback

Questions for discussion:
1. What makes a business meeting effective vs. ineffective?
2. How can participants ensure they contribute meaningfully?
3. What are common mistakes people make in meetings?
4. How do virtual meetings differ from in-person ones?

1.6 CROSS CULTURAL COMMUNICATION

Text 1. Cross Cultural Negotiations

1. Read and learn the following words by heart:

negotiations MEePEroBOPHI, OOCYKICHUE YCIOBHI

negotiator MepEroBOPIIMK, MOCPEAHUK

bargaining BEJICHUE NIEPETOBOPOB, 3aKIFOUEHNE TOPrOBOM CHEIKHU
to undertake peAnpruHUMATh, OpaTh Ha ceos

proceeding MOBEICHUE, MMOCTYNOK; pl. padoTa, faemna
trustworthiness KPEAUTOCIOCOOHOCTD

issue CTIOPHBIN BOTIPOC

to gain concessions MOTy4YaTh CKUJKH, JTTOTHI, KOHIICCCHIO

to impose deadlines yKa3bIBaTh MPEEIbHBIC CPOKH

commitment nopy4eHue, 00s13aTeIbCTBO

II. Learn the following useful words and phrases for business negotiations in
English.



When trying to get the most out of a negotiation, you may want to do some
reading about the negotiation process:

1. To bargain

Explanation: To discuss the conditions of an agreement, to negotiate. You can
also use this as a noun (something can be a bargain) to refer to products being sold for a
really good price.

Example: “You can’t bargain with him, he’s very inflexible.”

“This laptop was such a bargain! I paid half as much as you paid for yours and
mine is much faster.”

2. Bottom line

Explanation: The most important factor.

Example: “The bottom line is that we cannot raise both salaries and bonuses.”

3. Alternative

Explanation: A choice that could be better than the present situation.

Example: “Let’s consider the alternatives before deciding on the best candidate
for this position.”

4. To reach consensus

Explanation: To agree on a matter that initially (at first) you disagreed upon.

Example:

“After a really long debate, they managed to reach consensus on the issue of sick
leave.”

5. Counter proposal

Explanation: An alternative solution you offer when you disagree with the one
already presented.

Example: “We came with a counter proposal, but they weren’t open to
negotiation.”

6. Deadlock

Explanation: A point in a discussion which takes you nowhere because people
cannot reach agreement.

Example: “We reached deadlock quite early in the discussion, because they
weren’t willing to listen to our arguments and they didn’t make any counter proposals.”

7. Highball / Lowball

Explanation: To highball means to ask for a lot more than you think your partner
will agree to offer you. On the contrary, when you lowball, you offer much less than you
think is acceptable.

Examples:

“They started the negotiation by highballing their expectations, but we saw right
through it.”

“I thought my boss was going to lowball by giving me a really small raise, but he
was reasonable.”

8. Leverage

Explanation: Something that gives you power in a negotiation.

Example: “The supermarket chain really wanted that land, but the owner didn’t
give in easily. He had a lot of leverage because the position was ideal.”

II1. Find synonyms to the English words in the right column:
competitor to profit
outcome rival



clock conscious result

to impact punctual
to benefit to carry on negotiations
to negotiate to influence

IV. Read and translate the text.

When we think of negotiations, we tend to focus on the hard negotiating skills
connected with bargaining. In fact, many professional negotiators will confirm that the
most important skill is effective relationship building.

If there is trust and understanding between the two parties, the negotiation will be
much more successful, as will the long-term business relationship between them. In this
lesson students start with a quiz which leads into a reading activity. Then they look at
language in dialogues and finish with a role play.

Cross cultural negotiation is one of many specialized
areas within the wider field of cross cultural
communications. By taking cross cultural negotiation
training, negotiators and sales personnel give themselves
an advantage over competitors.

There is an argument that proposes that culture is
inconsequential to cross cultural negotiation. It maintains
that as long as a proposal is financially attractive it will .
succeed. However, this is a naive way of approaching international business.

Let us look at a brief example of how cross cultural negotiation training can
benefit the international business person:

There are two negotiators dealing with the same potential client in the Middle
East. Both have identical proposals and packages. One ignores the importance of cross
cultural negotiation training believing the proposal will speak for itself. The other
undertakes some cross cultural training. He/she learns about the culture, values, beliefs,
etiquette and approaches to business, meetings and negotiations. Nine times out of ten
the latter will succeed over the rival.

This 1s because 1) it is likely they would have endeared themselves more to the
host negotiation team and 2) they would be able to tailor their approach to the
negotiations in a way that maximises the potential of a positive outcome.

Cross cultural negotiations is about more than just how foreigners close deals. It
involves looking at all factors that can influence the proceedings. By way of
highlighting this, a few brief examples of topics covered in cross cultural negotiation
training shall be offered.

Eye Contact:

In the US, UK and much of northern Europe, strong, direct eye contact conveys
confidence and sincerity. In South America it is a sign of trustworthiness. However, in
some cultures such as the Japanese, prolonged eye contact is considered rude and is
generally avoided.

Personal Space & Touch:

In Europe and North America, business people will usually leave a certain
amount of distance between themselves when interacting. Touching only takes place
between friends. In South America or the Middle East, business people are tactile and
like to get up close. In Japan or China, it is not uncommon for people to leave a gap of
four feet when conversing. Touching only takes place between close friends and family
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members.

Time:

Western societies are very ‘clock conscious’. Time is money and punctuality is
crucial. This is also the case in countries such as Japan or China where being late would
be taken as an insult. However, in South America, southern Europe and the Middle East,
being on time for a meeting does not carry the same sense of urgency.

Meeting & Greeting:

Most international business people meet with a handshake. In some countries this
is not appropriate between genders. Some may view a weak handshake as sign of
weakness whereas others would perceive a firm handshake as aggressive. How should
people be addressed? Is it by first name, surname or title? Is small talk part of the
proceedings or not?

Gift-Giving:

In Japan and China gift-giving is an integral part of business protocol; however,
in the US or UK it has negative connotations. Where gifts are exchanged should one
give lavish gifts? Are they always _reciprocated? Should they be wrapped? Are there
numbers or colours that should be avoided?

All the above in one way or another will impact cross cultural negotiation and can
only be learnt through cross cultural training. Doing or saying the wrong thing at the
wrong time, poor communication and cross cultural misunderstandings can all have
harmful consequences.

Cross cultural negotiation training builds its foundations upon understanding
etiquettes and approaches to business abroad before focusing on cross cultural
differences in negotiation styles and techniques.

There are three interconnected aspects that need to be considered before entering
into cross cultural negotiation.

The Basis of the Relationship: in much of Europe and North America, business
is_contractual in nature. Personal relationships are seen as unhealthy as they can cloud
objectivity and lead to complications. In South America and much of Asia, business is
personal. Partnerships will only be made with those they know, trust and feel
comfortable with. It is therefore necessary to invest in relationship building before
conducting business.

Information at Negotiations: Western business culture places emphasis on
clearly presented and rationally argued business proposals using statistics and facts.
Other business cultures rely on similar information but with differences. For example,
visual and oral communicators such as the South Americans may prefer information
presented through speech or using maps, graphs and charts.

Negotiation Styles: the way in which we approach negotiation differs across
cultures. For example, in the Middle East rather than approaching topics _sequentially,
negotiators may discuss issues_simultaneously.

South Americans can become quite vocal and animated. The Japanese will
negotiate in teams and decisions will be based upon consensual agreement. In Asia,
decisions are usually made by the most senior figure or head of a family. In China,
negotiators are highly trained in the art of gaining concessions. In Germany, decisions
can take a long time due to the need to analyse information and statistics in great depth.
In the UK, pressure tactics and imposing deadlines are ways of closing deals whilst in
Greece this would backfire.

Clearly there are many factors that need to be considered when approaching cross
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cultural negotiation. Through cross cultural negotiation training, business personnel are
given the appropriate knowledge that can help them prepare their presentations and
sales pitches effectively. By tailoring your behaviour and the way you approach the
negotiation you will succeed in maximising your potential.

V. Answer the following questions:

1. Do negotiating skills differ in Eastern and Western countries? How?

2. Why is it important to know cultural traditions and customs while bargaining?
3. Is it necessary to take cross cultural negotiation training before bargaining?

4. Where is prolonged eye contact avoided?

5. What countries can business people be close to each other while bargaining?
6. Is distance between business people necessary in Japan and China?

7. Are gifts necessary in Western or Eastern countries?

8. What countries can you be a little bit late for negotiations?

9. Where can issues be discussed simultaneously?

VI. Act the following dialogue: furthering negotiations

Sunburst, Inc., a Mexican company, is negotiating a contract with Gemini, Ltd., a
Taiwanese company, for the manufacturing of PC mainboards. John Liu is the
Production Manager for Gemini and Cynthia Chase is the Purchasing Manager for
Sunburst.

Cynthia: What is your production situation now? Do you have the capacity to
provide us with a substantial number of units?

John: Provided that you give us sufficient notice, we have the production
capacity to meet your needs. What sort of quantities are you looking for?

Cynthia: We are considering an initial quantity in excess of 200,000 units, with
additional similar quantities ordered on a quarterly basis.

John: What did you have in mind regarding specifications?

Cynthia: We would like units for both P4 and AMD CPUs. About 20% would be
for entry-level desktops, 40% would be for business use and the remaining 40% for
multimedia use. Supposing we placed an order for 200,000 units for the second quarter
of 2004 and follow-up orders of 200,000 units for each of the following three quarters,
what unit price could we expect?

John: As long as we are clear on your specifications and have 30 days before
beginning production, we could offer a unit price of NT$1,700.

Cynthia: If we doubled the number of units in our order, what discount on the
unit price could we receive?

John: Before I answer that, could you tell me what you were thinking about in
terms of delivery dates?

Cynthia: We were thinking about delivery dates of 120 days following our order.

John: On the condition that we would have such a delivery period, we could offer
a 5% discount on the larger order.

Cynthia: If you could offer an 8% discount, then we could agree to place the
larger order.

John: Supposing we offered a compromise discount of 6.5% on the larger order,
would that satisfy you?

Cynthia: I think we can live with that providing you supply good technical
support and documentation in Spanish.



John: No problem. We can do that.
Cynthia: OK. It's agreed then.
John: Thank you.

VII. Negotiations quiz. Think and answer.

1. In what situations do you negotiate? Who do you negotiate with? Think about
both your work and your private life.

2. What’s the difference between sales techniques and negotiation techniques?

3. What makes a good negotiator?

4. How important are trust and liking in negotiations?

5. Is there an important difference between the way you might approach one- off
negotiations (e.g. selling your car) and negotiations as part of a long- term business
relationship?

6. How can you avoid being manipulated in a negotiation with a more
experienced negotiator?

VIII. Read the dialogue.

Discussing Prices and Terms of payment.

St.: Good morning, Mr. Borisov.

B.: Good morning Mr. Stanley. Will you take a seat, please.

St.: Thank you ,sir. Happy to meet you .

A. : The pleasure is mine.

St.: Sunny morning , isn’t it?

B.: Yes, it’s beautiful. The weather will keep fine, I hope.

St.: I hope so too. Good weather is a good way to start business.

B.: Let’s get down to business then. I have looked through your catalogues. We‘d
like to buy from you office equipment. But I think your prices are rather high. They are
not acceptable to us.

St.: I can’t agree with you. Other companies quote higher prices. And 1‘d like to
stress that we usually give a good discount to customers who place big orders with us.

B.: What discount will you give us if we place a trial order with you for 500
computers ?

St.: Well, for the order of that size we can give you a 2% discount of 2 % off the
value of the goods.

B. We expect a 4% discount.

St.: If you agree to open a Letter of Credit for the full value of the goods we are
ready to give you a 4% discount.

B.: I think we can do that.

St.: Then it settles the matter.

IX. Think and answer.

1. What information did Borisov find in the catalogues?.

2. Why did Stanley & Co usually give a discount to Buyers who place big orders
with them?

X. Give extensive answers.
1. What is a trial order?
2. Do the Sellers usually give a discount to customers for trial orders?



3. In what other cases do Sellers give a discount to their customers?
4. In what cases are export prices revised?

XI. Act out a dialogue on the basis of the following assignment.

You have gone through the quotation of the company and become interested in
their latest model of computers. The company’s price doesn’t suit you. Meet Mr. Brown
and discuss the price problem with him.

1.7 NEGOTIATION TECHNIQUES

Text 1. Negotiations as the basics

1. Read and translate the following text.

A. In practice, none of these defensive strategies may be necessary. Most good
negotiators understand the importance of creating long-term trust and protecting their
reputations, so they’ll do their best to keep you happy. This is one reason why used car
salesmen aren’t as manipulative as we might expect them to be — they have a reputation
to build and protect.

B. Good negotiators build strong long-term relationships. In many ways, this is
even more may even try to get out of the contract you have agreed; in many situations,
it is legal and normal to declare a contract null and void if you have been deceived.
You’re also unlikely to recommend the deceptive negotiator to other friends and
colleagues, and you may even go public with the story of your bad experience, which
will damage the person’s reputation.

C. But if you do find yourself in a negotiation with a professional manipulator,
what can you do to protect yourself? The three keys are awareness, preparation and
control. Firstly, simply be aware of the situation and its risks. Think very carefully
before making any commitments. Secondly, find out as much as you can before the
negotiation, especially concerning prices — what price are other people offering for
similar products and services? You also need to research your own needs very carefully,
including a deep understanding of what you don’t need. Thirdly, make sure you don’t
lose control. Don’t be afraid to walk away from a negotiation if you’re not sure, and
take time to discuss your concerns with friends and colleagues. Of course, the other
negotiator may tell you that you can’t go away and think about it, that the decision must
be made right here, right now. But that’s almost always just a bluff. In a high-stakes
negotiation with a professional, a rushed decision is almost always a mistake.

D. We all negotiate all the time: with our husbands and wives, with our parents
and our children, and with our friends and colleagues: What time do the kids have to go
to bed?;Whose turn is it to go to the supermarket?; Can you help me with my
presentation? Of course, these situations don’t always feel like negotiations, not least
because these are all long-term relationships. But they have a lot more in common with
professional negotiations than you might think.

E. It’s interesting that this assumption doesn’t work when buying a souvenir in a
tourist resort, where long-term relationships don’t exist — one reason why you need to
be especially careful in such situations. It also doesn’t really work when you’re buying
or selling your house or flat — the classic one-off sale with huge potential short-term
gains for manipulators. Fortunately, most people aren’t naturally manipulative; so again,



relationship-building is almost always the best approach.

F. On the other hand, the situations that we tend to think of as ‘typical
negotiations’, such as buying a used car, haggling over the price of an overpriced
souvenir in a tourist trap, or selling your flat, are much less typical than they seem.
These are all one-off negotiations, where there’s no time or need to build long-term
relationships. In business, almost all negotiations are long-term. Both the used car
salesman and the souvenir seller are using sales techniques (or sometimes manipulation
tricks). Of course selling is an important skill in life and business, as is an awareness of
the tricks that other people may use. But this isn’t really what negotiations are all about.

II. Match the techniques for building relationships on the left with the
explanations on the right.

1. Finding things in a. Research has shown that if you give something
common to another person, they almost always feel obliged to
return the favor or even a much bigger favor. Of
course, there’s a limit: you can’t be too cynical and
expect someone to knock 10% off their asking price just
because you’ve bought them a nice coffee. But a little
genuine kindness can go a long way.

2. Showing an interest b. There’s no doubt that we like people who are
like us. In other words, if we can identify with them and
understand them as people, not just business machines,
we’re much more likely to want to do business with
them. In practical terms, there are two sides to this
technique: one is to ask questions to find out about the
other person. But just as importantly, we need to be
open about ourselves, to help the other person to
understand us too.

3. Flattery c. This can go both ways. Firstly, show that
you’re treating the other person as an individual,
someone special. That means remembering their name,
and maybe organizing something based on the likes and
dislikes they’ve expressed. Secondly, show that they’re
dealing with you as a person, not just your organization.
If you’re taking them to your favorite restaurant, make
sure they understand that it’s not just an anonymous
place to eat, but something that you’ve chosen
personally, which says something about who you are.

4. Generosity d. Say nice things about the other person or their
organization. If that person bought you a meal, tell a
third person how nice the meal was and how much you
enjoyed the conversation. If you’ve just arrived in their
office, say how nice it is. If you notice a diploma on the
wall, ask about it and make sure you sound impressed
when they tell you. But whatever you do, make sure
you sound convincing — there’s nothing worse than false
enthusiasm!

5. Gratitude e. When the other person is talking about




himself/herself, we need to listen carefully and show
that we are listening. This means not just making
‘listening noises’ like ‘I see’ and ‘Really?’, but actually
being interested in the other person. Remember what
they are telling you, so you can bring it up next time
you meet (e.g. How’s your daughter getting on at
university?).

6. Personal touches f. Whenever the other person is kind to you,
always make sure you say thank-you. It may seem like
a tiny detail, and perhaps an obvious one, but in fact it
can make all the difference. Just imagine how you’d
feel if someone failed to thank you for your own
kindness! And when you say thank-you, don’t just say
‘thank-you’. Tell them how kind they’ve been and how
much you appreciate it.

I11. Translate into English.

1. HemaBHO MBI YCTaHOBWIIM JI€JIOBBIE OTHOILICHMS C aHTJIMHCKON dhupMoit bpayn
u K.

2. Mpbl HUKOTJ]a HE TOPTOBaJIM C 3TOM ()UPMOM paHblIe, HO MHOTO CJBIIIAIN O
HEW.

3. MbI pemmian pasMeCTUTh Yy HUX 3aKa3 Ha JBa KOMIIPECCOPA.

4. Bo BpeMsi MEpEeroBOPOB KOMMAHUS MPEIJIOKUIa HaM CKUAKY 3%.C 1E€HBI, TaKk
KaK 3TO ObLI Haml MpOOHBIM 3aKa3 M KOMIIaHWs OblIa 3aMHTEPECOBAHA B TOPTOBBIX
KOHTaKTax C HaMH.

5. YcnoBus nnarexa ycTpauBaliv Hac, U Mbl CONNIACHIIUCH ITPOU3BECTH IUIATEXK I10
aKKpPEIUTHUBY.

6. MBI HE pa3MECTUM Yy HUX 3aKa3, €CJIM OHU HE CHU3ST LIEHBI.

7. Ilocne Toro, kKak Mbl 00CYIUM yCIIOBUS ILIaTEXa, MOCTABKHU, IIEHBI U HEKOTOPHIE
JIpYrye BOMPOCHI, Mbl MOANUIIEM C HUIMH KOHTPAKT.

8. @upmMa cUMTaeT HAIllA YCJIOBHUS IIaTeXa OIaronpusTHHIMU.

IV. Complete the following situations.

1. During the talks with the Sales Manager of Roberts & Co Mr. Panin said that
he was going to place a large order for suits with them. He also said that on the whole,
the terms and conditions suited him but as regards the price problem...

2. We were going to place an order for boilers with Brown & Co as we found that
the boilers were of the latest design and met our requirements. However the delivery
dates of the sellers...

V. Fiona Jackson is in Munich to negotiate the sale of up to five large
industrial packaging machines to a large manufacturing company. Read these three
extracts from her conversation with Hans Braun, the Director of Operations. Answer
the questions for each extract.

Extract 1

1. How do Hans and Fiona flatter each other? What adjectives do they use?

2. How do they respond to each other’s flattery? What grammatical structure do
they both use?



3. Why do you think they focused on flattering each other’s companies?

H:  Ah, hello. Ms Jackson? I’'m Hans, Hans Braun.

F: Good to meet you at last, Hans, after all those emails. And please call me
Fiona.

H:  OK, welcome to Munich, Fiona. Sorry to keep you waiting, by the way. |
had an urgent phone call and couldn’t get away.

F: No problem. I was just admiring your brochure. It’s really impressive. I
didn’t know you had so many famous clients!

H:  Thanks. Yes, well, we’ve got a great sales team, and we really go for
quality in a big way here, much more than some of our cheaper competitors.

F: Well, it certainly seems to be an effective strategy, judging by these
recommendations.

H:  Thank-you. Yes, they’re very positive, aren’t they? We’ve also heard some
great things about your company. I was looking at your website yesterday, and I thought
it was really interesting. I loved the ‘Our story’ section, you know, the story about how
your founder started the business from nothing. Fascinating.

F: Yes, it’s amazing, isn’t it? I’'m glad you read that — it means you’ve got a
better idea about our approach to business.

Extract 2

10. What is the main example of generosity in this conversation?

11. How does Hans add a personal touch?

12. How does Fiona express gratitude? What do you think of the two techniques
she uses?

H:  So I thought we’d start with a tour of our factory, so you get a really good
sense of what we do here and what we need. I’d also like to introduce you to a few of
our key people here, if that’s OK.

F: That’s great. It all helps me to get a better picture of how we can help you.

H:  That’s what I thought. And then for lunch, I’d like to take you to one of my
favorite restaurants a short drive out of the city.

F: Oh ... that would be lovely, but please don’t go to any trouble. I’d be
happy with a sandwich!

H:  No, I wouldn’t dream of it. This project is very important to us, so we want
to treat you well! It’s a lovely restaurant, and I’ve booked my favorite table. So I hope
you’re hungry!

F: Well, that’s very kind of you. In that case, you must let me return the favor
if ever you visit our factory in Edinburgh.

H:  OK, that sounds nice. Thank-you.

VI. Work in pairs. Use these ideas to role-play similar conversations. Invent any
details you need. Try to use the six relationship- building techniques as often as you
can — but make sure you don’t sound artificial! Try to keep each conversation going
for at least two minutes. When you’ve finished, swap roles and repeat the role-plays.

Conversation 1:
A:  Greet the other person. Apologize for being late.



B:  Say something nice about the brochure / the office / something you can see
(e.g. a diploma on the wall)

A:  Say something nice about the other person’s organization.

B:  Continue the conversation.

Conversation 2:
A:  Explain your plans for the day’s events. Offer something generous (e.g. a
nice meal, some evening entertainment, a symbolic present).
Express gratitude.
Make person B feel special.
Try to return the favor.
Continue the conversation.

> W

1.8 DOCUMENTATION IN TRANSPORT LOGISTICS

Text 1. Logistics documentation

I. Read and learn the words by heart:

invoice cuéT-dakTypa

packing slip YIAaKOBOYHBIN JIUCT

sheet BEJIOMOCTbD, CIIUCOK

manifest JIEKJIapalysl CyJI0BOrO rpysa
content COAEPKUMOEC

bill of lading KOHOCaMEHT

consignee Ipy30M0Jy4yaTelb

consignor TPY300TIPABUTEND

intermediary NOCPETHUK

sales invoice CYET 3a MPOJAaHHBIE TOBAPHI
purchase invoice CYET 3a 3aKYIJICHHbIE TOBAPHI
merchandise TOBapPbI

commitment nopy4ueHue, 00513aTeIbCTBO

to issue BBIITYCKATh, BbI1aBaTh

to refund pedrHaHCUpPOBaTh, BO3BpaALIaTh
payee HOJTyYaTesb IJIaTexa, PeMUTEHT
payer TUTATEIIBIIUK

issuer YMUTEHT

to charge Ha3HaJaTh IIEHY, B3UMaTh, 1e0€TOBAThH

II. Read and translate the text.

There are many documents used in logistics. They are called: invoices, packing
lists/slips/sheets (manifests), content lists, pick tickets, arrival acknowledgement
forms/reports of many types (e.g. MSDS, damaged goods, returned goods,
detailed/summary, etc.), import/export, delivery, bill of lading (BOL), etc. These
documents are usually the contracts between the consignee and the consignor, so they
are very important for both parties and any intermediary, like athird party
logistics company (3PL) and governments. Document handling within logistics, supply
chain management and distribution centers is usually performed manual labor or semi-



automatically using bar code scanners, software and tabletop laser printers. There are
some manufacturers of high speed document automation systems that will automatically
compare the laser printed document to the order and either insert or automatically apply
an enclosed wallet/pouch to the shipping container (usually a
flexible polybag or corrugated fiberboard/rigid container). Protection of Privacy
and Identity Theft are major concerns, especially with the increase ofe-
Commerce, Internet/Online shopping and Shopping channel (other, past references are
catalogue and mail order shopping) making it more important than ever to guarantee the
correct document is married or associated to the correct order or shipment every time.
Software that produces documents are: ERP, WMS, TMS, legacy middleware and most
accounting packages.

An invoice, bill or tab is a commercial document issued by a seller to a buyer,
relating to a sale transaction and indicating the products, quantities, and
agreed prices for products or services the seller had provided the buyer.

Payment terms are usually stated on the invoice. They may specify that the buyer
has a maximum number of days in which to pay, and is sometimes offered a discount if
paid before the due date. The buyer could have already paid for the products or services
listed on the invoice.

From the point of view of a seller, an invoice is a sales invoice. From the point of
view of a buyer, an invoice is a purchase invoice. The document indicates the buyer and
seller, but the term invoice indicates money i1s owed or owing. A typical invoice
contains:

e The word invoice
A unique reference number (in case of correspondence about the invoice)
Date of the invoice.
Credit terms.
Tax payments if relevant
Name and contact details of the seller
Tax or company registration details of seller.
Name and contact details of the buyer
Date that the goods or service was sent or delivered
Purchase order number (or similar tracking numbers requested by the buyer to be
mentioned on the invoice)
Description of the product(s)
Unit price(s) of the product(s) (if relevant)
Total amount charged (optionally with breakdown of taxes, if relevant)
Payment terms (including method of payment, date of payment, and details about
charges for late payment)
In countries where wire transfer is the prefered method of settling debts, the
printed bill will contain the bank account number of the debtor and usually a reference
code to be passed along the transaction identifying the payer. The European Union
requires a VAT (value added tax) identification number. Recommendations about
invoices used in international trade are also provided by the UNECE Committee on
Trade, which involves more detailed description of the logistics aspect of merchandise
and therefore may be convenient for international logistics and customs procedures.

There are different types of invoices:



Pro forma invoice — In foreign trade, a pro forma invoice is a document that
states a commitment from the seller to provide specified goods to the buyer at
specific prices. It is often used to declare value for customs. It is not an actual
invoice, and thus the seller does not record a pro forma invoice as an account
receivable and the buyer does not record apro forma invoice as an account
payable. A pro forma invoice is not issued by the seller until the seller and buyer
have agreed to the terms of the order. In a few cases, a pro forma invoice is
issued to request advance payments from the buyer, either to allow production to
start or for security of the goods produced.

Credit memo - If the buyer returns the goods, the seller usually issues a credit
memo for the same or lower amount than the invoice, and then refunds the money
to the buyer, or the buyer can apply that credit memo to another invoice.
Commercial invoice - a customs declaration form used in international trade that
describes the parties involved in the shipping transaction, the goods being
transported, and the value of the goods. It is the primary document used by
customs, and must meet specific customs requirements, such as the Harmonized
System number and the country of manufacture. It is used to calculate tariffs.
Debit memo - When a company fails to pay or short-pays an invoice, it is
common practice to issue a debit memo for the balance and any late fees owed. In
function, debit memos are identical to invoices.

Self-billing invoice - A self billing invoice is when the buyer issues the invoice to
himself (e.g. according to the consumption levels he is taking out of a vendor-
managed inventory stock). The buyer (i.e. the issuer) should treat the invoice as
an account payable, and the seller should treat it as an account receivable.
Evaluated receipt settlement (ERS) - ERS is a process of paying for goods and
services from a packing slip rather than from a separate invoice document. The
payee uses data in the packing slip to apply the payments.

Timesheet - Invoices for hourly services issued by businesses such
as lawyers and consultants often pull data from a timesheet. A timesheet invoice
may also be generated by Operated equipment rental companies where the
invoice will be a combination of timesheet based charges and equipment rental
charges.

Statement - A periodic customer statement includes opening balance, invoices,
payments, credit memos, debit memos, and ending balance for the customer's
account during a specified period. A monthly statement can be used as a
summary invoice to request a single payment for accrued monthly charges.
Progress billing used to obtain partial payment on extended contracts,
particularly in the construction industry.

Collective Invoicing is also known as monthly invoicing in Japan. Japanese
businesses tend to have many orders with small amounts because of the
outsourcing system (Keiretsu), or of demands for less inventory control
(Kanban). To save the administration work, invoicing is normally processed on
monthly basis.

Continuation or Recurring Invoicing is standard within the equipment rental
industry, including tool rental. A recurring invoice is one generated on a cyclical
basis during the lifetime of a rental contract. For example if you rent an excavator
from 1 January to 15 April, on a calendar monthly arrears billing cycle, you
would expect to receive an invoice at the end of January, another at the end of



February, another at the end of March and a final Off-rent invoice would be
generated at the point when the asset is returned. The same principle would be
adopted if you were invoiced in advance, or if you were invoiced on a specific
day of the month.

e Electronic Invoicing is not necessarily the same as EDI invoicing. Electronic
invoicing in its widest sense embraces EDI as well as XML invoice messages as
well as other format such as pdf. Historically, other formats such as pdf were not
included in the wider definition of an electronic invoice because they were not
machine readable and the process benefits of an electronic message could not be
achieved. However, as data extraction techniques have evolved and as
environmental concerns have begun to dominate the business case for the
implementation of electronic invoicing, other formats are now incorporated into
the wider definition.

Organizations purchasing goods and services usually have a process in place for
approving payment of invoices based on an employee's confirmation that the goods or
services have been received. Typically, when paying an invoice, aremittance
advice will be sent to the supplier to inform them their invoice has been paid.

Invoices are different from receipts. Both invoices and receipts are ways of
tracking purchases of goods and services. In general the content of the invoices can be
similar to that of receipts including tracking the amount of the sale, calculating sales tax
owed and calculating any discounts applied to the purchase. Invoices differ from
receipts in that invoices serve to notify customers of payments owed, whereas receipts
serve as proof of completed payment.

II1. Choose the correct words to complete these sentences.

1. The documents stated the wrong quantities. As a (reason/result/cause), the
shipment was not accepted at the warehouse.

2. The delay was (found/noticed/caused) by an accident on the motorway.

3. When I spoke to the logistics manager, it (noticed/saw/turned) out that they had
used different packing material.

4. Unfortunately, we are unable to deliver the consignment (due to/because/so)
technical problems in our warehouse.

5. (Although/In spite of/But) the delay, the delivery will still arrive on time.

6. What is the (cause/reason/result) for this delay?

1V. Complete the sentences with the words from the box.

'so because although due asaresult despite because in spite of

1. Our customer wants to ship valuable freight, we need to think about
insurance.

2. A part of the shipment seems to be damaged of rough handling.

3. the customer needed them urgently, the goods couldn't be delivered at the
weekend.

4. The flight was cancelled to bad weather.

5. The driver had the wrong address. , it took him three hours to deliver the
pallets.

6. The consignment arrived on time all the customs formalities at the border.

7. We are unable to ship today we've had problems with our dispatch.



8. being well secured, the load was damaged on arrival.

V. Match the beginnings of the sentences (1-6) with the endings (a-f).

1) I would need some information a. would recommend rail transport.
2) Could you let me know b. by courier if you prefer.

3) In that case I suggest that you c. regarding loading times.

4) For a consignment this size | d. what the transit times are?

5) Of course it would also be e. possible to ship by express

6) We can also arrange transport f. use the cheaper sea freight option.

service instead

VI. Complete the sentences with by or until.

1. I'll make sure that the documents arrive the end of the week.

2. We have to arrange shipment August 4"

3. I'm afraid there will be delays the beginning of July.

4. They said we would receive the consignment Monday.

5. Call me if there are any problems. I'll be in my office 6.30
today.

6. We require the good s March 15™.

VII. Put the words in the right order to make up sentences.

1. a shipment / send / us / a quotation / please / for / to Minsk

2. state / delivery date / please / in your quotation / your earliest

3. let us / could / the following / please / have a quotation / including / details /
you ?

4. a part truck load / shipping rates / what / your / for / to Birmingham / are ?

5. on sailing times / your quotation / detailed information / should / and insurance
rates / also include

6. the following consignment / please / for / of / quote / the transport

Text 2. Logistics documentation (part II)

1. Read and translate the text.

Documentary credits

A company which sells goods or services to other countries is known as an
exporter. A company which buys products from other countries is called an importer.
Payment for imported products is usually by documentary credit, also called a letter of
credit. This is a written promise by a bank to pay a certain amount to the seller, within a
fixed period, when the bank receives instructions from the buyer.
Documentary credits have a standard form. They generally contain:
a short description of the goods
a list of shipping documents required to obtain payment
a final shipping date
a final date (or expiration date) for presenting the documents to the bank.
Documentary credits are usually irrevocable, meaning that they cannot be
changed unless all the parties involved agree. Irrevocable credits guarantee that the bank

o o



which establishes the letter of credit will pay the seller if the documents are presented
within the agreed time.

Bills of exchange

Another method of payment is a bill of exchange or draft. This is a payment
demand, written or drawn up by an exporter, instructing an importer to pay a specific
sum of money at a future date. When the bill matures, the importer pays the money to
its bank, which transfers the money to the exporter's bank. This bank then pays the
money to the exporter after deducting its charges.

A bank may agree to endorse or accept a bill of exchange before it matures. To
endorse a bill is to guarantee to pay it if the buyer of goods does not. If a bill is endorsed
by a well-known bank, the exporter can sell it at a discount in the financial markets. The
discount represents the interest the buyer of the bill could have earned between the date
of purchase and the bill's maturity date. When the bill matures, the buyer receives the
full amount. This way the exporter gets most of the money immediately, and doesn't
have to wait for the buyer to pay the bill.

Export documents

Exporters have to prepare a number of documents to go with the shipment or
transportation of goods.

e The commercial invoice contains details of the goods: quantity, weight, number
of packages, price, terms of delivery, terms of payment and information about the
transportation.

e The bill of lading is a document signed by the carrier or transporter (e.g. the
ship's master) confirming that the goods have been received for shipment; it
contains a brief description of the goods and details of where they are going.

e The insurance certificate also describes the goods and contains details of how to
claim if they are lost or damaged in transit - while being transported.

e The certificate of origin states where the goods come from.

e Quality and weight certificates, issued by private inspection and testing
companies, may be necessary, confirming that these are the correct goods in the
right quantity.

e An export license giving the right to sell particular goods abroad is necessary in
some cases.

11. Are the following statements true or false? Correct the false sentences.

1. With a letter of credit, the buyer tells the bank when to pay the seller.

2. Letters of credit are only valid for a certain length of time.

3. An exporter usually has the right to change a letter of credit.

4. The bill of lading confirms that the goods have been delivered to the buyer.

5. With a bill of exchange, the seller can get most of the money before the buyer
pays.

6. Bills of exchange are sold at less than 100%, but redeemed at 100% at
maturity.

II1. Match the payment methods (1-6) with the definitions (a-f).
1. advance payment

2. cash on delivery

3. open account

4. documents against payment



5. documentary credit
6. bank guarantee

a. Customer pays immediately on receiving the goods. This service is usually
provided by the post office.

b. Used to cover financial risk in international transactions e.g. if a buyer does not
pay.

c. The exporter supplies the goods and the importer/customer pays for them at an
agreed date in the future.

d. Involves the buyer's and the seller's bank. It is a promise made by the opening
bank that payment will be made on receiving documents that comply with the
terms agreed.

e. Also called cash against documents (CAD). It means that the exporter has full
control over the documents until payment has been made by the importer.

f. Customer/importer has to pay for the goods before they are shipped.

1V. Complete this list of documents used in foreign trade with words from the
box.

approved  authority required commercial indicating draft
receipt conditions carriage hazardous

Commercial invoice

A document that contains specific information regarding the goods shipped and
the agreed between buyer and seller.

Certificate of origin

Document used in foreign trade which states where the goods were produced. It is

often by customs authorities.

Packing list

A document which specifies the contents of any form of packaging, e.g. boxes,
containers, cartons, without the value of the goods shipped.

Air waybill

A contract between airline and shipper. It is a shipping document which states the
terms and conditions of and is also a receipt for the consignment.

Consular invoice
A special kind of invoice sometimes required by the importing country. It needs

to be by an embassy.

Pro forma invoice

A invoice which the seller prepares before the actual shipment takes
place.

Export license

A document which is granted by a government and states that

specified goods can be exported.
Customs invoice
A specific document required by customs in some countries e.g. US when

importing goods. It includes more details than a invoice.
Dangerous goods declaration
Certificate prepared by the shipper/consignor which states that goods

are handled according to international shipping regulations.



Bill of lading

A contract between carrier and shipper which specifies the goods to be shipped
and the delivery terms. It is also a of shipment and accompanies the goods
until they reach their destination.

V. Fill gaps in the sentences.

1. Exporters can get paid sooner if a bill of exchange is.................... by a bank.

2. The bill of lading and the insurance certificate both.................. the goods.

3. Exporters................. goods to foreign countries.

4. The transporter................... a document confirming that it has.................. the
goods.

5. In order to be paid, the exporter has to................. the shipping documents to a
specific bank.

VI. Put the sequence of events in the correct order.

a. A bank accepts or endorses the bill of exchange.

b. The accepting bank pays the full value of the bill of exchange to whoever
bought it.

c. The exporter sells the bill of exchange at a discount on the money market.

d. The importer receives the goods and pays its bank.

e. The importer's bank transfers the money to the accepting bank.

f. The seller or exporter writes a bill of exchange and sends it to the buyer or
importer (and ships the goods).

Text 3. Business contracts

I. Read and translate the texts.

A contract is a legal document which forms the basis of a transaction between
the Buyer and the Seller, specifies the rights and obligations of the parties and
guarantees that these obligations will be fulfilled. By law contracts are made in writing.

Types of business contracts

1. Contracts for the supply of goods:

a) sale of goods;

b) exchange and barter;

c) work and materials;

d) supply of goods on credit.

2. Contracts for financial services:

a) banking contracts;

b) insurance contracts.

3. Employment contracts.

4. Contracts of agency.

5. Hire contracts.

1. The most common form of transaction in the business world is a contract for
the sale of goods, which is defined as "a contract by which the seller transfers or agrees
to transfer the property in goods to the buyer for a money consideration called the
price."

Another way in which you can acquire goods is in consequence of a contract
which main purpose is the provision of services. If you take your car to be serviced by a



garage, the main substance of the contract is the skill and labour of the mechanic in
checking the car.

2. Banks provide a wide range of financial services to the commercial customers
from current accounts, loan and overdraft facilities, and to specialist services for those
involved in foreign trade. The relationship between a bank and its customers are
contractual.

A prudent businessman will always assess the risks that might befall his
business: he may fall ill; his premises may be destroyed by fire or his stock stolen.
These risks may be minimized by insurance. A contract of insurance is an agreement
whereby an insurance company undertakes to compensate a person, called the insured,
if the risk insured against does in fact occur.

3. There are two ways in which a person's services may be acquired. He may be
engaged either as an employee under a contract of service or as an independent
contractor under a contract for services. An employee provides his labour for his
employer in return for wages. The employer exercises control over the way in which an
employee carries out his work. A self-employed person is engaged under a contract for
services. He is an independent contractor, agreeing to do work or provide services as
and when he wishes.

4. An agent is someone who is employed by a principal to make contracts on his
behalf with third parties. An employee who makes contracts on behalf of his employer
1s acting as an agent. A shop assistant, for example, is in this category. Alternatively, an
agent may be an independent contractor who is engaged for his specialist skills and
knowledge. A person who wishes to sell shares will usually employ the services of a
stockbroker to arrange the sale for him. Agents are given a number of names: the most
common being "broker» or «representative".

5. Under a hire agreement, the owner of goods allows someone else (the hirer) to
make use of them in return for regular rental payment. The hirer obtains possession of
the goods but ownership never passes to him and at the end of the agreement the goods
must be returned to the owner. Businessmen also take advantage of hire as a method of
obtaining the use of equipment which they require. Hire in this context is usually
referred to as "leasing" and often includes an undertaking by the lessor to service the
equipment regularly and effect repairs when necessary.

General clauses of contracts.

Commercial contracts usually have the following general clauses arranged in a
logical order:

1) definitions of the parties;

2) subject of contract;

3) price and total value of the contract;

4) delivery dates and terms;

5) payment;

6) packing and marking:

7) claims;

8) sanctions;

9) insurance;

10) force-majeure;

11) arbitration;

12) other conditions.

13) legal addresses of the parties



If the subject of contract is machines or equipment then contracts can include
other topics such as Guarantee, Inspection and Test, Technical Specifications and
Supplementary Documentation. They are usually given in supplements which are an
integral part of contracts.

1. Definition of the parties. The text of contract begins with a preamble in
which juridical names of the parties making a contract are given, e.g.

Contract Ne 68 14 October, 2017

Tobacco Corporation, USA, hereinafter referred to as "Sellers"”, on the one side,
and Tutu Ltd., Brest, hereinafter referred to as "Buyers", on the other side, have
concluded the present Contract as follows:

2. Subject of the Contract

In this part, the type of bargain is defined. In practice, quality and quantity of
goods and basic terms are included in this part or in the supplement to which there's a
reference, e.g. The Sellers have sold and the Buyers have bought cigarettes as per
Supplement Nel attached to the contract. The goods are to be delivered by the Sellers to
Brest, Final Consignee Warehouse. The quality of cigarettes to be delivered should
correspond to that of the samples approved and confirmed by both parties. The quality
of cigarettes must be confirmed by a Quality Certificate issued by the Seller or the
factory manufacturer.

3. Price and Total Value of the Contract

The price of goods is an amount of money in a definite currency that the buyer
pays the seller for goods. In accordance with the contract, prices are fixed in the
currency of one of the counteragent countries or in the currency of a third country.

e.g. The price as it is indicated in Supplement Nel is fixed in US dollars and
includes export packing for shipment and delivery, marking, loading, transportation to
Brest, Final Consignee Warehouse. The total amount of the present Contract is US §
964,900.

4. Delivery Dates

Time of delivery -periods or dates during which goods are to be delivered by
Sellers into countries or geographic areas agreed upon in the contract.

e.g. The delivery of cigarettes under the present Contract shall be effected for the
dates stipulated by Supplement Nel to the present Contract. The date of arrival of the
truck (1) to Final Consignee Warehouse will be considered as the date of delivery.

Terms of Delivery

e.g. The delivery of the goods is to be effected on CIF terms to the address
stipulated in Supplement Nel to the present Contract for Tutu Ltd., Brest.

Within 24 hours, excluding weekends and holidays after the shipment of the
cigarettes, the Sellers will inform the Buyers by cable of the following:

1) contract Ne;

2) truck number;

3) voyage date;

4) truck way Bill No;

5) cigarette brand;

6) quantity,

7) gross weight of the goods,

8) value of the goods.

S. Payment



This clause of commercial contracts of sale contains terms of payment agreed
upon by the parties. Payment can be done in several ways, but usually it is either bank
transfers or Letters of Credit (L/C).

e.g. Payment for the goods to be delivered under the present Contract is to be
effected in US dollars in accordance with the Trade Agreement between the
Government of Russia and the USA dated 28.03.1991 by an irrevocable confirmed
Letter of Credit (L/C) to be opened by the Buyers with the Priorbank, Minsk in favour of
the Seller within 10 days upon receipt of the Sellers' notification of the readiness of the
goods for shipment. The L/C is to be valid for 60 days.

The payment of the Credit is to be made against the following documents:

1) Invoice in triplicate,

2) Bill of Lading;

3) Insurance Policy.

All expenses connected with the opening of the Letter of Credit are to be borne by
the Buyers.

6. Packing and Marking

The general rule in all packing is to make goods secure for the kind of journey
they have to make, but also to keep package as small and light as possible.

e.g. Packing in which the cigarettes are shipped must secure full safety of the
goods and protect them from damage during transportation by all means of transport
and transshipment en route as well as to protect the goods from atmospheric effects.
The face side of each carton box shall be marked with indelible paint, as follows:

contract No;

Sellers1 and Buyers' names,

brand and quality of cigarettes;

gross and net weight.

The boxes, individual packing of goods as well as articles must bear no marks or
symbols which have no relation to the object of the present Contract.

7. Claims

e.g. In case of shortage while packing or in case of nonconformity of the quality
of the goods to the samples, the Buyers have the right to claim on the Sellers within 180
days on the arrival of the goods to Russia. The Parties agreed that the Inspection
Report drawn up by the Chamber of Commerce and Industry, Russia, Moscow, will
prove the claim.

The Sellers are to examine the claim within 15 days. Should the Sellers fail to
send a reply on expiration of the said period, the claim will be considered as admitted
by the Sellers and its sum deducted from the 3 % sum.

While claiming for an inferior quality of the goods the Buyers return the faulty
goods to the Sellers with deduction of 10 % penalty of the returned goods.

The cost of the defective goods or shortage while packing, being intact, penalty
and also transport charges are deducted by the Buyer from the 3% sum. In case the sum
of 3% proves to be insufficient to cover the claim and penalty, the Sellers are to remit
the balance due to the Buyers within 15 days from the date of receipt of the claim.

All transport and other charges connected with delivery and return of defective
goods are to be paid by the Sellers.

8. Sanctions

e.g. In case of a non-delivery of the goods in respect of firm of delivery fixed in
the Contract, the Sellers must pay to the Buyers a fine of 0.1% of the value of the goods



in delay per day of delay. If the delay exceeds 30 days, the charging of the fine is
stopped and additionally to the sum of the fine the Sellers must pay the Buyers a penalty
of 2% of the value of the goods in delay.

The payment of the fine does not release the Sellers from the obligation to deliver
the goods in delay. If the delay in shipment is caused because of delays in the vessel's
arrival dates then there will be no sanctions against the Sellers. In the case of
delivering of defective goods, the Sellers pay the Buyers an additional 2% fine of the
value of the goods admitted defective to the payment of the claim value. Besides, the
Buyers shall have the right to return the defective goods on the Sellers' account.

The Sellers shall pay the Buyers a fine of 1 % of the value of the goods in respect
to which there were Infringements:

a) the goods have been shipped In packing and/or with marking not meeting the
Contract terms or conditions,

b) the assortment of goods is incorrect.

The payment of the fine does not release the Sellers from Compensating the
Buyers for the losses the latter has sustained due-to the Sellers' non-observance of the
above mentioned Terms and Conditions of the Contract.

9. Insurance

All sensible businessmen now insure goods for the full value in order to obtain
indemnity in case of damage or loss. Insurance is against such risk as fire, damage by
water or breakage.

e.g. Insurance should be done with a first class insurance company by the Sellers
and for their own account upon such terms that the Buyers should be entitled to claim
directly from the insurance company and provide the Buyers with an Insurance Policy
or other evidence of insurance covering door-to-door terms against usual risks
including damages caused by breakage, theft of whole package or parts, and non-
delivery of whole packages in the cases mentioned above irrespective of the percentage
of damage. Insurance should be done on the total amount of the goods plus 10%.

10. Force-Majeure

Every contract contains a Force-Majeure clause. Force-majeure is a force against
which you cannot act or fight: natural disasters such as an earthquake, flood and fire;
war, embargo and other sanctions.

e.g. The Parties are released from their responsibility for partial or complete
non-execution of their obligations should they be caused by the force-majeure
circumstances including, but not limited to: fire, flood, earthquake, and if these
circumstances have had a direct damaging effect on the execution of the present
Contract. The Party which is unable to fulfill its obligations is to inform the other Party
within 10 days from the beginning of force-majeure circumstances.

11. Arbitration

e.g. The Seller and the Buyer will take all possible measures to settle amicably
any disputes or differences which may arise out of the present Contract or in connection
with it. If the Parties do not come to an agreement, all the disputes are to be submitted
for Arbitration in Stockholm, Sweden, in accordance with the rules and regulations of
the Chamber of Commerce.

12. Other Conditions

e.g. Any changes or supplements to the terms and conditions of this Contract
shall be valid only in a written document duly signed by authorized representatives of
both Parties.



The Contract becomes effective and comes into full force from the date of signing.
Terms of delivery (incoterms)

Most frequently used terms of delivery are:

FOB

FOB means «Free on Board. The goods are placed on board the ship by the seller
at a port of shipment named in the sales contract. The risk of loss or damage to the
goods is transferred from the seller to the buyer when the goods pass the ship's rail.

CIF

GIF means «Cost, Insurance and Freight. This term is basically the same as C &
F but with the addition that the seller has to procure marine insurance against the risk of
loss of or damage to the goods during the carriage. The seller contracts with the insurer
and pays the insurance premium.

EX Works

«Ex Works» means that the seller's only responsibility is to make the goods
available at his premises (i.e. works or factory). In particular he is not responsible for
loading the goods in the vehicle provided by the buyer, unless otherwise agreed. The
buyer bears the full cost and risk involved in bringing the goods from there to the
desired destination. This term thus represents the minimum obligation for the seller.

FAS

FAS means «Free Alongside Ship. Under this term the seller's obligations are
fulfilled when the goods have been placed alongside the ship on the quay or in lighters.
This means that the buyer has to bear all costs and risks of loss of or damage to the
goods from that moment.

C&F

C & F means «Cost and Freight». The seller must pay the costs and freight
necessary to bring the goods to the named destination, but the risk of loss or damage to
the goods is transferred from the seller to the buyer when the goods pass the ship's rail
in the port of shipment.

I1. Match the words with their definitions:

1) to come to terms with smb a) a person who enters into a contract

2) to ratify b) being able to be used lawfully

3) without prejudice ¢) to conduct a contract

4) legally binding d) a clause which states that a party
1s not responsible if certain things happen

5) express terms e) a term in a contract which is not
clearly set out in the contract

6) implied terms f) a restricted responsibility

7) to govern a contract g) a term in a contract which is agreed
by both parties and clearly stated

8) condition h) a situation where two or more parties

share a single liability, and each
party is also liable for the whole claim

9) warranty 1) according to the law, the contract
has to be obeyed
10) clause j) the fact of being legally responsible

for paying for damage or loss incurred



11) liability k) the negotiations cannot be referred to in
court or relied upon by the other
party if the discussions fail

12) joint and severally liable 1) a section of a contract or of a constitution
for something

13) limited liability m) to approve officially something which has
already been agreed

14) exclusion clause n) a contractual term which is secondary to
the main purpose of the contract

15) to be valid under the law 0) to reach mutual agreement

16) contractor p) a term of a contract which has to be carried

out as part of a contract

II1. Fill in the gaps using the below situated words. Mind your grammar.

to come, to terms, to ratify, without prejudice, legally binding, express terms,
implied terms, to govern a contract, condition, warranty, clause, liability, joint and
severally liable, limited liability, exclusion clause, to be valid under the law, contractor.

1. All the ... of a sole proprietorship are the ... of its owner.

2. The standard ...1in those Agreements relate to personnel arrangements,
administrative and technical issues, and budgetary and financial arrangements.

3. According to the latest information, the ... had not made substantial equipment
purchases.

4. The Parties shall be ... by the ... on any other terms not mentioned in this
Agreement.

5. The Suppliers make no ..., ..., representations or ... ( ... or ... whether by
statute, common law, custom, usage or otherwise) as to any matter.

6. For an adopted child it is, furthermore, a condition that the adoption ... ... ...
Danish ... .

7. These official regulations did not have ... ... status.

8. ... ... offers equal opportunities for both groups of organizations.

9. This was, of course, ... ... to the rights and roles of families of victims,
organizations bringing claims, or representatives of victims.

10. A party’s liability mat be limited in certain situations by ... ... .

11. He encourages the Government to take all necessary steps to sign and ... the
Convention.

12. If more than one person or business enters a contract as partners, they may be

.and ... ...
13. Wemust ... ... ... with our partners regarding old debts.

1V. Insert the necessary prepositions.

1. Tutu Ltd., Brest, hereinafter referred ... as "Sellers" ... the one part, and Jones
and Carter, hereinafter referred ... as "Buyers" ... the other part, have concluded the
present contract as follows:

2. The quality ... the goods sold ... the present contract shall be in full conformity
... the State standards existing ... Belarus.

3. All expenses incurred ... the territory ... the Buyer... connection ... the present
contract are to be paid ... the Buyer.



4. The goods sold ... this contract shall be delivered ... 5 months ... the signing ...
the contract.

5. Payment... the goods to be delivered ... the present contract is to be effected ...
pounds sterling ... accordance... the Trade Agreement. ... an irrevocable confirmed
Letter of Credit to be opened ... the Buyer ... the Bank ... Foreign Trade ... Russia.
Moscow ... favour... the Seller... the value of each lot... the goods to be shipped plus
10%.

6. Each package shall be provided ... marking showing the place ... destination,
name ... Consignee, description ... goods, contract number, gross and net weight.

7. Claims which may arise ... regard ... the quality ... the goods as well as claims
concerning the quantity ... the goods will be considered ... the Seller only if submitted
within 45 days ... the date ... arrival ... the goods ... the place ... destination shown ... the
Bill... Lading and in any case not later than ... 90 days ... the date ... delivery ... the
goods c.i.f. London.

V. Answer the following questions.

A

1. What types of business contracts do you know?

2. What is the most common form of transaction in the business world?

3. Under a contract one can acquire not only goods, but also services. May you
give any examples of such contracts?

4. How may one be employed by a legal person? What types of employment
contracts do you know?

5. What is an agent? What right does he have under a contract of agency?

6. Do banks provide many financial services to the commercial customers?
Which of them did you use?

7. Do businesspeople risk in their business? What are they doing to minimize
these risks?

8. What is the substance of a contract of insurance? Have you ever struck such
contracts?

9. What does an insurance company compensate the insured person if the risk
insured against does in fact occur?

10. On what terms does the owner of goods allow someone else to make use of
them?

B

1. What general topics do commercial contracts usually cover?

2. What other topics can such contracts include if their subjects are machines or
equipment?

3. May one consider supplements to contracts as an integral part of them?

4. In what part of contract are juridical names of the parties given?

5. In what part of contract is the type of bargain defined?

6. On what terms are the goods delivered under a contract?

7. What does the price of goods include?

8. How can payments be done under contracts?

9. Which are the main requirements for packing in which goods are to be
delivered under contract?

10. What kinds of marks are indicated on the face side of each packing of goods
to be delivered?



11. What do the Claims, Sanctions and Arbitration clauses regulate?
12. Why does every contract contain a Force-Majeure clause?
13. What is the final clause of a contract?

VI. Translate into English.

1. JIroOol KOHTpakT BKJIIOYAeT B ceOsl 00s3aTelibHbIE YCIIOBUS, KOTOpPbIE
HE0OXOJAMMO BBITIOJIHUTh OOEUM CTOPOHAM.

2. AreHT - 3TO JIMIO, ACHUCTBYIONIEE II0 TMOPYYEHHUIO MAPYroro JIMIA.
ToproBelii areHT OCYHIECTBIAET KYIUIIO-TIPOJAXXy TOBAapOB COOTBETCTBYIOLIETO
Ka4eCTBa M OINPENEIICHHOTO KOJIMYECTBA HA YCTAaHOBICHHOW TEPPUTOPUM U B
OIPEAECIICHHBIN IEPUO.

3. JIoroBOp CTaBUT YCIOBHEM, UTO CHEMILMK 3aIIATUT 32 PEMOHT KOMHATBHI.

4. OObluHO B mpeamOysne Aaercs IMOJIHOE IOPUANYECKOe HAaNMMEHOBAaHUE
CTOPOH, 3aKJIIOYArONMX aoroBop. [IpeamOyna - mepBbIii OCHOBHOW pasjien J000ro
KOHTPAKTAa.

5. Texnuyeckue cnenrpuKany OObIYHO MPUIIAralOTCs B KOHIIE KOHTPAKTA U
SBJISIFOTCS] €70 HEOTHEMIIEMOM YaCThIO.

6. ®upma Popxa, B nanpHenmeM uMenyemas "'llponasen’, ¢ 0oa4HONM CTOPOHHI,
u Mucrep Tsucrep, B nanpHeiimem uMeHyembld "[lokymarens", ¢ Ipyrol CTOpPOHBHI,
3AKJIFOYNIIA HACTOSAIINM KOHTPAKT O HUKECIEYOLIEM:

7. Ilnarexx OyneT NMpou3BeJeH HaMU HaJUYHBIMU B TeueHue 45 aHel ¢ natbl
OTITPAaBKH MOTPY30UYHBIX JOKYMEHTOB B MOCKBY.

8. YmakoBka JOJDKHA OOecrneuuBaTh IOJHYIO COXPAaHHOCTh TOBapa IpU
TPAHCIIOPTUPOBKE.

9. Ilokynarens UMEET IPABO MPEABSIBUTH IIPETEH3UN O HEJOCTATKE TOBApa.



2.1.2. ®DPAHIIY3CKHNM SI3bIK

1.1. A LA RECHERCHE D’UN EMPLOI

1. Lisez le texte:

A la recherche d’un emploi

Quand on cherche un travail, on utilise Internet habitucllement. En France il
y a beaucoup de sites qui diffusent des annonces.

Presque toutes les entreprises ont leur propre site de recrutement ou elles
présentent leurs offres d’emploi et de stages. Elles se profitent de plus en plus des
réseaux sociaux ou on peut se renseigner directement auprés des recruteurs, sur une
entreprise concrete, visiter son site et y déposer méme son CV.

Regroupées en fédération ou groupement, les entreprises d’un méme secteur
professionnel ont souvent un portail ou on trouve a la fois des offres d’emploi et
des informations sur les métiers.

Mettant en relation des entreprises qui cherchent a embaucher et des
candidats, les cabinets de recrutement ont leurs vitrines web qui diffusent des offres.

Les sociétés d’intérim ont aussi leur site diffusant des offres des contrats
temporaires.

L’Association pour I’emploi des cadres publie beaucoup d’offres d’emploi.
C’est un organisme paritaire qui est financé par des fonds publics.

Beaucoup de demandeurs d’emploi s’inscrivent aussi a Pdle emploi qui a
vocation a lutter contre la hausse du nombre de chomeurs en France.

Et enfin les médias publient leurs petites annonces.

2. Vrai ou faux:

1. Les sociétés d’intérim proposent seulement des contrats temporaires.

2. Peu d’entreprises ont leur propre site de recrutement.

3. Quand on cherche un travail on s’inscrit a Pole emploi.

4. Les fonds publics ne financent pas 1’ Association pour 1’emploi des cadres.
5. Beaucoup d’annonces sont publiées par les médias.

3. Lisez le dialogue:

L’employée : Bonjour, le bureau de placement, je vous €coute.

La candidature : Bonjour. Je cherche un poste de responsable technique en
batiment et travaux publics dans une entreprise ou dans une sociéte.

L’employée : Bon, parlez-moi de vous. Vous é&tes d’ou? Quelle est votre
nationalité?

La candidature : Je suis Russe, je suis de Moscou.

L’employeée : Quelle est votre formation?

La candidature : J’ai fait mes études a ’Université du Batiment a Moscou a la
faculté de Génie Civil.

L’employée : Un instant, je vais consulter mon fichier. Oui, une entreprise
VOTEC. Je pense que vous allez leur convenir. Vous étes disponible a partir de quand?

La candidature : Dés maintenant!

L’employée : Alors je vous attends pour remplir quelques papiers.

Qui parle : [’employée (E) ou la candidature (C) ?



1. AllG, je suis bien au bureau de placement? C
2. Je vous demande de répondre a quelques questions.
3. Jai fait mes études a I’Université du Génie Civil a Moscou.
4. Quelle est votre expérience professionnelle?
5
6
7

. Alors je vous attends pour remplir quelques papiers.
. Je vais consulter mon fichier.
. Vous étes disponible a partir de quand?

4. Faites correspondre:

1. Etes-vous prét a voyager pour ce poste?

2. Le frangais est ma langue maternelle.

3. Je pense que vous allez leur convenir.

4. Je vous demande de répondre a quelques questions...

5. Un instant, je vais consulter mon fichier.

6. Bonjour, le bureau de placement, je vous €écoute.

7. Et vous étes disponible a partir de quand?
A. 3npaBcTByliTe, O10pO MO TPYAOYCTPOUCTBY, 5 Bac ciymiaro.
b. Korga Bul cBoOO HEBI?
B. Torna s Bac monpoiry OTBETUTh Ha HECKOJIBKO BOIIPOCOB.
I'. MUHYTKY, 51 TOCMOTPIO KapTOTEKY.
JI. Bbl rOTOBBI €3/IUTh B KOMaHIUPOBKH?
E. A nymato, uro Bel uM nopoigere.
K. ®panuy3ckuil — MOM POJIHOM SA3BIK.

5. Rétablissez le bon ordre:
Dialogue 1

1) Vous étes d’ou? Vous étes de quelle nationalité?

2) Avez-vous I’expérience professionnelle?

3) Quelle formation avez-vous?

4) Oui, parallelement a mes études, j’ai travaillé chez « Boitier ».

5) Bonjour. Je suis a la recherche du poste de responsable technique en ba timent
et travaux publics dans une des entreprises étrangeres de notre ville.

6) Je suis Maxim Egorov. Je suis Russe, mais je parle francais et anglais.

7) J’ai fait mes études a I’Université du Batiment a Moscou a la faculté de Génie
Civil.

8) Dés maintenant!

9) Bonjour, 1’agence de recrutement. Je vous écoute.

10) C’est parfait.

11) Bien, on vous prie d’adresser votre CV et votre lettre de motivation au service
des ressources humaines. On vous rappelle dans deux jours pour fixer 1’heure du
rendez-vous. Vous étes disponible a partir de quand?

Dialogue 2
1) Qu’est-ce que vous avez comme formation?
2) Ah oui, je les connais : ils offrent des contrats de trois mois, payés au SMIC!
3) Je cherche un poste de réceptionniste dans un hotel ou une entreprise.
4) Bon, je le prends.
5) Un instant, je consulte mon fichier pour voir si j’ai quelque chose... Oui, avec
la chaine d’hotels Confotel.



6) J’ai un BTS d’hétellerie ; j’ai travaillé pendant deux ans et je suis au chomage
depuis quatre mois parce qu’il y a eu une fusion de groupes et donc licenciement
¢économique.

7) Ah non, 1a, c’est un CDD d’un an. Le salaire est calculé sur le SMIC + 15 %.
Vous avez une indemnité de transports et les horaires sont de 7 heures a 15 heures avec
une pause pour le déjeuner.

Dialogue 3

1) Et alors? J’ai parlé de mes études au lycée, a ’'université, de mes stages passés
en Russie et en Italie.

2) Ca va? Comment s’est passé ton entretien?

3) Nous avons discuté pendant une heure et...

4) Est-ce que tu as dit que tu es trilingue?

5) Je suis prise. Je peux travailler des le demain.

6) Merci bien. On m’a demand¢é mes motivations pour le poste, mes points forts
et mes défauts.

7) L’entretien a-t-il duré longtemps?

8) C’est super! Je suis contente pour toi.

9) Qu’est-ce qu’on t’a dit?

10) Oui. Bien siir. C’est un bon atout. J’ai méme parlé russe et italien avec le
directeur des ressources humaines. Il maitrise bien ces deux langues.

11) Merci.

6. Complétez le dialogue avec vos propres répliques:

La secrétaire : Bonjour, ’agence d’intérim. Je vous écoute.

Un client:

La secrétaire : Dans ce cas je voudrais vous poser quelques questions. Vous
n’étes pas contre ?

Un client:

La secrétaire : Vous €tes d’ou? De quelle nationalité étes-vous?

Un client:

La secrétaire : Combien de langues connaissez-vous?

Un client:

La secrétaire : Quel est votre niveau de connaissance de la langue anglaise ?

Un client:

La secrétaire : Est-ce que vous pouvez justifier quatre ans d’expérience ?

Un client:

La secrétaire : Veuillez patienter, je consulte mon fichier. Ecoutez, je crois que
vous convenez aux critéres de la Société «N».

Un client:

La secrétaire : 1ls offrent un CDD de 12 mois.

Un client:

La secrétaire : Oui, vous avez une indemnité de transport.

Un client:

La secrétaire : Quant aux horaires de «N», la Société travaille de 7 heures a 15
heures avec une pause pour le déjeuner de deux heures.

Un client: . . _
La secrétaire : Vous étes disponible a partir de quand?

Un client:




La secrétaire : Dans ce cas vous vous adressez a la Société «N» pour I’entretien
et remplir quelques formulaires.

Un client:

La secrétaire : Au revoir, mademoiselle. Bonne chance.

Un client:

7. Complétez:

Le numéro que vous avez demandé n’est | Habupaemsiit Bamu Homep HepocTyneHn
pas en service actuellement

Nous regrettons de ne pouvoir MBI coxaieeM, 4TO He MOYKEM OTBETHTH Ha
donner suite a votre appel Bam 3B0HOK

Merci de nous contacter sur le IIpock6a nepe3BOHUTHL HaM Mo TeleonHy
03 05 00 55 34 03 05 00 55 34

DTO areHTCTBO MO TPYJIOYCTPOUCTBY?

A uity paboTy ... Ha IPEANPUATAN WIH
bupme

Sl Bac mompoury OTBETUTh HAa HECKOJIBKO
BOIIPOCOB

Otkyaa Bel pogom?

Kakoii Bel HanimonansHOCTH?

A bpaniy3

51 TrOBOpIO Ha TpeEX sI3bIKaxX

Hemenknit — 370 MOM pOJTHOM SI3BIK

DTO Xopouiee NPeuMyIIeCTBO

Pacckaxute 0 Bamem 06pa?>0BaHI/II/I

MuHyTKY, sl TOCMOTPIO KapTOTEKY,
UMEETCS JIM Y MEHS YTO-TO

S nymaro, yTo BbI COOTBETCTBYETE UX
TpeOOBaHMSIM

Pexwum pabotsl ¢ 9 1o 17 yacos ¢
nepephIBOM Ha 00€/ B OJMH Yac

Sl corimacHa ¢ 3TUM MMPCAJIOKCHUCM

C HaCTOAIICTO MOMCHTA

B Takom ciyuae xxnem Bac B areHTCTBE,
4yTOOBI 3aMIOJIHUTh HEKOTOPBIE IOKYMEHTBI

8. Composez votre dialogue: vous venez de passer D’entretien avec le
directeur des ressources humaines. Vous téléphonez a votre ami(e) et racontez
comment cela s’est passé, quelles questions on vous a posées.

9. Lisez le texte:
Embaucher du personnel
Si une entreprise veut embaucher du personnel, elle doit définir d’abord le poste
qui va faire I’objet du recrutement:
- I’intitulé du poste, les missions, les responsabilités, les évolutions possibles ;
- déterminer les compétences requises pour occuper celui-ci: formation,
compétences particulieres, expérience, qualités personnelles, mobilité ;




- choisir le type de contrat de travail et puis rédiger une annonce.

L’annonce doit décrire précisément le poste et le profil recherché pour cibler les
meilleurs candidats potentiels. Sur la base des CV et des lettres de motivations
I’entreprise va retenir un certain nombre de candidats pour un entretien. Cet entretien
doit permettre de valider les compétences professionnelles du candidat et de mesurer sa
motivation.

10. Trouvez les équivalents russes:

Embaucher le personnel, définir le poste, faire 1’objet, déterminer les
compétences, occuper le poste, choisir le type de contrat, rédiger une an nonce, décrire
le poste, cibler les meilleurs candidats, retenir un nombre de candidats, valider les
compétences, mesurer la motivation.

11. Reliez:
1. CDI A. United Technologies Corporation
2. UTC B. Contrat a durée indéterminée
3. Otis C. Curriculum vitae
4.CV D. Nom d’entreprise
12. Choisissez la définition:
1. United Technologies A.le N 1 mondial de I’'industrie de 1’ascenseur
Corporation
2.CV B. le principal fournisseur mondial d’équipements
technologiques pour le batiment
3. Otis C. ensemble d’indications sur 1’état civil, les diplomes
et I’expérience d’un candidat a un poste

13. Reliez correctement:

1) prendre a) une équipe

2) faciliter b) la planification des chantiers
3) manager ¢) la mobilité

4) assurer d) les solutions

5) proposer ¢) la responsabilité

14. Lisez les informations ci-dessous:
Une offre d’emploi contient nécessairement:
- ’indication du poste a occuper,
- les modalités de réponse (comment et a qui répondre).
Souvent aussi elle comporte les informations suivantes:
- la présentation de ’employeur: activité, position sur le marche, etc.,
- le profil du poste (tdches proposées),
- les possibilités d’évolution,
- le profil souhaité du candidat (compétences,qualités, formation, age, etc.),
- la durée du contrat proposé,
- le lieu de travail,
- les conditions de travail (horaires, salaire, congés, avantages divers).



15. Retrouvez les informations qui figurent dans 1’annonce suivante et
placez-les face aux fléches. La solution est donnée pour la premiére information.

Cabinet d’avocats «— 1. Présentation de I’employeur.
installé a PARIS «— 2.
recrute une
«— 3

hotesse d’accueil

- Excellente présentation, golt du
contact, professionnelle, discréte, tres
bon niveau d’anglais, connaissances
d’allemand appréciées.

- Accueil et renseignements des

visiteurs. Réservation de salles de

réunion, de billets d’avion, tr1 du «— 5.
courrier. Beaucoup de relations avec
I’international.

Horaires de travail: 9h-12h / 13h-17h «—— ©.

Adresser lettre manuscrite, CV, photo
sous référence 543
a Francoise Deville, «— .
Agence KIRECRUTE -
15 rue de Grenelle — 75015 Paris

16. Examinez les annonces ci-dessous, trouvez les abréviations et traduisez-

les:
1) Demandes d’emploi
JF SECRETAIRE JH 23 ans DUT INFIRMIERE ch.
POLYVALENTE prof, élect. Permis B. remplacement qques/
cherche CDI ch. EMPLOI SUR IDF jour par semaine, et
région 77 ou autre. OUEST OU 75. W.E. et jours fériés.
Tél. : 06 98 56 23 45 Tel. : 0139743678 Tel. : 06 132543 09

2) Offres d’emploi

a) Importante société de services spécialisée dans le nettoyage industriel
recherche pour son siége social a Paris un
CHEF COMPTABLE
-agéde30a35ans;
- titulaire d’un B.T.S. comptable ;
- expérience réussie de 5 années minimum dans la fonction.



Au sein d’un service comptable, il aura pour mission :

- de tenir la comptabilité générale et analytique ;

- d’¢établir les déclarations fiscales et le bilan.

Rémunération de 20000 euros annuels + Restaurant d’entreprise.

Merci d’adresser lettre de motivation + C.V. a C.C. 2, av. de Choisy — 75013, Paris.

b) La filiale francaise d’une société américaine leader sur le marché de
I’informatique siége social : Paris 16e recherche une
SECRETAIRE BILINGUE
(francais-anglais)

pour traiter et suivre les dossiers administratifs au sein du service du personnel.
— Vous avez au moins 25 ans, le B.T.S. de secrétariat de direction et quelques années
d’expérience.
— Vous avez une bonne connaissance du traitement de texte et de la sténo.
— Vous voulez travailler dans un cadre agréable et gagner : 1000 euros % 13.
Alors adresser votre C.V. et présentation a I.L.C., 16 rue de Sorins 92000 — Nanterre.

c¢) Fabricant francais d’apprentissage électrique recherche pour secteur parisien :
REPRESENTANT
— 20 ans minimum ;
— ayant le golt des contacts ;
—niveau de culture générale satisfaisant ;
— excellente présentation ;
— capable de gérer et développer la clientele ;
— véhicule indispensable.
Frais remboursés + fixe + important intéressement.
Contactez-nous au 45 39 87 03 — Mme Vaguier — poste 542

17. Lisez le texte:
Qu’est-ce qu’un Curriculum Vitae

Le CV est un document qui présente les grandes étapes de la vie professionnelle
et personnelle. Il est composé de différentes parties: «Informations personnelles
(contact)», «Compétences», «Expériences professionnellesy, «Formations (Etudes)» et
«Centres d’intéréts» (activités sportives et/ou associatives, loisirs, causes humanitaires,
etc.).

Un CV de qualité doit refléter votre personnalité et attirer 1’attention du recruteur.
Il faut savoir qu’un recruteur passe environ entre 5 et 15 secondes sur chaque CV avant
de faire une premiere sé€lection. Votre Curriculum Vitae doit vous «vendrex». Il doit
respecter certaines regles de présentation, €tre clair et transmettre le message que vous
souhaitez faire passer aux recruteurs.

Vous trouverez ci-dessous les régles de présentation pour obtenir un CV de
qualité:

* Le CV constitue votre carte de visite professionnelle ;

e Un Curriculum Vitae ne doit pas €tre signe et ne doit pas €tre daté ;

Il doit suivre une chronologie et doit étre lisible (facile a lire) ;

* Le CV doit faire ressortir les ¢léments clés de votre profil ;

» Utilisez des phrases simples et courtes ;

* Incluez I’information utile et importante ;



* Evitez la redondance.

18. Trouvez les équivalents russes aux mots francais:

1) recruteur

2) expérience
3) formation

4) implication
5) intéréts

6) compétences
7) CV

19. Vrai ou faux:

a) OTIBIT

0) pe3tome

B) paboTomaremnn
') HHTEPECHI

1) ydacTue

¢) oOpa3zoBaHue
) YMEHHUS

1. Le CV refléte vos activités professionnelles et vos intéréts personnels.
2. Un CV bien rédigé attire 1’attention de I’employeur en moins d’une minute.
3. Si votre CV est €crit plus en détail, tant mieux pour vous.
4. Votre CV doit étre signé par vous.

5. Le CV doit étre court et précis.

20. Quelle information se référe au CV:

- votre nom et prénom ;
- le nom de I’entreprise ;
- age;

- la durée de votre travail dans I’entreprise ;
- la dénomination du poste occupé ;

- le nom de I’'université ;

- votre implication dans des activités différentes ;

- Maitrise d’Excel avancé ;
- le nom du college.

Informations
personnelles

Compétences

Expériences
professionnelles

Formations

Centres
d’intéréts

21. Faites votre CV et une lettre de motivation d’apreés ces modéles:

Antoine
Né:

Marié:
Adresse:
Tétéphone:
Formation:
20...

20...

20...

Expérience professionnelle:

20... -20...
20... -20...
20... -20...

CURRICULUM VITAE

Berrot

Le 22 juin 2000

1 enfant

20, rue du Clos, 75020, Paris
+33 155723458

Brevet professionnel de macon
CAP de magon, BTP CFA
Brevet des colleges

Employ¢ polyvalent du batiment, société « ...
Employ¢ polyvalent du batiment, société « ...
Ouvrier polyvalent du batiment, société « ...

»
»
»




Langues:

Anglais: Lu, parlé, écrit
Espagnol: Des notions
Centres d’intérét et qualités

professionnelles: Sérieux, autonome.

Tres bonne résistance physique.
Permis B véhicule personnel. Travail le week-end
et déplacemets sur la région acceptés.

LETTRE DE MOTIVATION (MoTuBaimoHHOE MHUCHMO)

Prénom Nom

Adresse

Code Postal / Ville / Pays

Adresse mail

Téléphone (Portable)
Monsieur ou Madame
Prénom Nom
Société
Titre dans la société
Adresse
Code Postal / Ville / Pays
A Paris, le 5 féevrier 2012

Object: recherche d’un poste a temps partiel

Madame, Monsieur,

Etudiant(e) a I'université , je suis a la recherche d’un
emploi a temps partiel afin de pouvoir financer mes études.

J’ai acquis une premicre expérience professionnelle au cours de mes précédents
emplois et stages que j’ai effectués dans diverses sociétés (parlez directement de vos
qualités et/ou cours suivis).

Mon emploi du temps a l’universit¢ me laisse du temps disponible que je
souhaiterais mettre a profit en travaillant, a temps partiel, au poste de
au sein de votre société. (Votre société présente pour
moi I’avantage d’étre dans un secteur li¢ a mes €tudes.)

Je suis disponible (préciser les jours et
les mois et/ou semaines).

Je reste a votre disposition pour de plus amples informations et j’espére pouvoir
vous présenter ma motivation de vive voix lors un entretien.

Dans I’attente de vous rencontrer, je vous prie de croire, Madame, Monsieur, a
I’expression de mes sinceéres salutations.

(Prénom Nom)
(Signature)



1.2. ENTREPRISES., LEURS FORMES JURIDIQUES

1. Lisez les textes:

Qu’est-ce qu’une entreprise?
A

Regroupant I’ensemble des activités d’une personne ou d’un groupe de personnes
qui travaillent pour fournir des biens ou des services a des clients, I’entreprise combine
plusieurs facteurs: une bonne idée, un apport en argent, en moyens humains ou
matériels, et aussi a une bonne dose d’enthousiasme.

L’entreprise peut exister sous plusieurs formes. Elle peut étre constituée par une
seule personne, ce qui n’exclut pas la possibilité d’avoir des salariés. Dans ce cas, le
créateur est I’'unique propriétaire de 1’entreprise.

Elle peut aussi se constituer a plusieurs. Chacun est alors propriétaire de
I’entreprise proportionnellement a son apport. L’actionnaire ou 1’associé peut étre une
personne physique, une autre entreprise ou méme 1’Etat. L’entreprise est alors une
entreprise publique. Toutes les autres sont des entreprises privées.

L’objectif de I’entreprise est de satisfaire ses clients pour créer de la richesse ce
qui permet de créer plus d’emplois et de verser des salaires. Par le paiement d’impots et
de taxes, I’entreprise prend part aussi a la vie collective.

Pour assurer sa réussite 1’entreprise ne comprend pas uniquement les actions
commerciales qui doivent étre mises en ceuvre, mais doit, €¢galement, tenir compte du
facteur humain, trés important dans la bonne marche de I’entreprise et donc, dans la
réalisation des objectifs financiers.

Vrai ou faux:

1. L’entreprise a besoin de ressources humains ou de matériels.
2. L’entreprise existe sous une seule forme.

3. Une seule personne ne peut pas constituer 1’entreprise.

4. L’actionnaire ne peut pas €tre une personne physique.

5. L’entreprise participe a la vie collective.

B

L'entreprise est une unité¢ économique autonome organisée pour la mise en ceuvre
d'un ensemble de facteur de production, en vue de produire des biens ou services pour le
marché.

L'entreprise est un lieu ou s'élaborent les produits que nous consommons ou sont
réalisés les investissements, répartis les revenus, exportés les produits qui conditionnent
I'équilibre commercial, crées des emplois nouveaux. L'entreprise est le lieu ou
travaillent en commun I'entrepreneur comme chef d'entreprise, les employés et les
ouvriers comme personnel, en vue d'atteindre les buts de I'entreprise et pour le bien
commun du peuple et de 1'Etat.

L'entreprise combine les facteurs de la production en vue d'obtenir un produit
qu'elle écoule sur le marché. Elle ne tend pas immédiatement a satisfaire les besoins de
ses membres pourvu qu'elle puisse vendre son produit au colit ou au-dessus du cofit.
Elle répond a I'appel des besoins solvables sur le marché. L'enterprise doit étre
distinguée de I'établissement qui représente une unité de production techniquement
individualisée mais juridiquement dépendante. Une entreprise peut comprendre
plusieurs établissements.



L'entreprise est un systéme complexe qui est en échange constant avec I'extérieur
et dotée d'une multitude de processus de décision, de recherche et de transmission des
informations. Elle est inséparable du systeme économique et social dans lequel elle
s'insere.

L'entreprise actuelle est tres différente de ce qu'elle était il y a encore vingt ans.
Elle est composée de tecniciens, voire de spécialistes dans toutes les disciplines qui
contribuent a sa bonne marche. La technique n'est plus que de production. Elle est
partout et contribue au respect mutuel.

Le style de commandement a mué vers le style de direction. La compétence
remplace I'ancienneté. La l€gitimité nait des résultats de l'action plus que de I'héritage.
La communication essaie d'obtenir I'adhésion des hommes; les objectifs sont explicites
et les moyens pour les atteindre sont pesés.

Chaque homme doit «se vendrey», convaincre, expliquer. Rien n'est définitivement
acquis. L'entreprise doit s'adapter en permanence aux résultats de ses actions. C'est une
mutation continuelle a laquelle sont confrontés les membres de son personnel. Ceux qui
n'évoluent pas dans le sens général se trouvent vite dépasses, marginalisés et pres de la
porte de sortie. S'ils ne réagissent pas, ils auront la malchance de gonfler le chiffre des
demandeurs d'emploi car leur qualification ne sera plus en phase avec celle requise. En
revanche, ceux qui font encore partie du systeme y sont adaptés, leurs compétences sont
reconnues.

Ce sont donc les hommes qui ont réalisé le but poursuivi par l'entrepreneur dans
un cadre juridique donné et avec des préoccupations politiques adaptées. Ces hommes
partagent avec l'entrepreneur le risque de réussite ou d'échec de leur firme. Ils sont
attirés par un marché de I'emploi et la capacité bénéficiaire de I'entreprise.

Questions:

1. En quoi consiste la fonction principale de 1'entreprise?

2. Quel est le but essentiel de I'entreprise?

3. Quels sont d'autres objets recherchés par I'entreplise?

4. L'entreprise, quels facteurs de production combine-t-elle?
5. Quels sont les rapports entre 1'entreprise et les travailleurs?

2. Lisez les textes:

L’entreprise

Ayant ses propres stratégie, politique et plan d’action, une entreprise produit,
fournit des biens ou des services aux clients et réalise un équilibre de ses comptes de
charges et de produits. Elle mobilise et consomme des ressources (matérielles,
humaines, financieres, immatérielles et informationnelles) ce qui la fait coordonner ses
fonctions (fonction d’achat, fonction commerciale, fonction informatique).

L’entreprise est un systéme structuré. La structure d’une entreprise peut étre
définie comme I’ensemble des mécanismes par lesquels une entreprise répartit,
organise, coordonne et contrOle ses activités. L’ensemble de la structure d’une
entreprise est représenté par un organigramme qui montre la répartition des domaines
d’activité: direction génerale, directions spécialisées (production, finances, marketing),
sous-directions, chefs de service.
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La structure de I’entreprise

La structure est la répartition des pouvoirs, des responsabilités, des taches et des
communications dans 1’entreprise.

La structure définit les caractéristiques spécifiques et durables de I’entreprise: la
répartition des taches, des pouvoirs, des responsabilités; la circulation des informations;
les mécanismes de coordination.

L’organigramme est la représentation graphique de la structure interne de
I’entreprise avec le titre et la prestation de chacun de ses membres.

L’entreprise et sa direction

Les dirigeants de ’entreprise doivent préciser les grandes orientations qu’ils
veulent lui donner, de définir la stratégie a suivre.

Une entreprise peut avoir différentes finalités: exister et survivre, se développer,
se diversifier, assurer la rémunération du capital et du travail, conserver son
indépendance, permettre au personnel de I’entreprise de réaliser ses aspirations. Partant
des finalités globales de I’entreprise, la direction définit la stratégie a suivre. Dans
I’entreprise traditionnelle, le pouvoir est centralisé, c’est-a-dire concentré entre les
mains de la direction (patron pour les petites et moyennes entreprises, direction générale
pour les grandes entreprises). Depuis quelques années la décentralisation des décisions
et la délégation des responsabiliteés tendent a remplacer ce schéma. La direction
participative par objectifs (D.P.O.) est la phase la plus €voluée de la décentralisation.

Dans une organisation centralisée, le pouvoir de décision est concentré entre les
mains d’un petit nombre de personnes.

La décentralisation s’appuie sur la dé¢légation des responsabilités dans
I’entreprise: elle consiste a répartir les taches de direction, de gestion et de controle
entre les différents niveaux d’exécution.

Les principes de la direction par objectifs (D.P.O.) ont ¢été proposés par
P.Drucker vers 1960. Ils permettent de mettre en oeuvre la décentralisation dans
I’entreprise: la direction dans D’entreprise fixe des objectifs qu’elle soumet aux
différents directeurs des unités pour recueillir leurs avis avant exécution. Dans cette
optique, la fixation des objectifs n’est pas discutée, seuls les moyens accordés font
I’objet d’une négociation. O.G¢élinier, vers 1970 compléte ce systeme, appelé des lors
direction participative par objectif (D.P.P.O.): les différents membres du personnel
fixent avec leurs supérieurs des objectifs qu’ils s’engagent a réaliser.

3. Faites les devoirs suivants:
1. Définissez le rdle des dirigeants de 1’entreprise.



2. Enumérez les différentes finalités d’une entreprise.

3. Comment comprenez-vous le pouvoir centralisé de I’entreprise?
4. En quoi consiste la décentralisation?

5. Quelles sont les phases les plus évolutives de la décentralisation?
6. Comparez les principes de D.O.P. et de D.P.P.O.

4. Faites le schéma de la structure d’une compagnie francaise en utilisant
P’information suivante:

Le Directeur Général est assisté par trois Directions.

Placé sous lautorit¢ du Directeur Administratif qui supervise aussi la
Comptabilité¢ et le Service de la sécurité, le Chef du personnel est responsable du
Service du personnel. Il est aidé de 3 employés.

Les Ateliers 1 et 2 dirigés par les Chefs d’équipe sont placés sous la direction du
Chef de fabrication.

Le Directeur Technique a sous sa responsabilité le Service de fabrication et le
Service des études qui est confi¢ au Chef des ¢tudes secondé¢ par deux dessinateurs et un

technicien.

Le Directeur Commercial supervise le Chef des achats qui travaille avec quatre
employés, le Chef de publicite et le Chef des ventes assisté de trois employés.

MOTS CLES:
pouvoir m BJIACTh, BO3MOXHOCTb, TOJTHOMOYHS
responsabilité f OTBETCTBEHHOCTb, (DYHKIIHUS, MTOCT, JOJDKHOCTh
organigramme m CXeMa ympaBlieHUs MPEANPUATHS; (OpraHU3alHOHHAS
cxema)
finalité /' KOHEeYHad 11EJb
se diversifier CTaHOBHTHCS pa3HOOOpa3Hee
rémunération f oruiaTta TpyJa, 10X0J
personnel m JIMYHBIA COCTAB, MITAT, KaJPhl
aspirations f pl CTpEMJICHUSI, YasTHUS
délégation f yIpaBJieHHe, JIeJerupoBaHue, rnepeaada (oJHOMOYHUN)
¢volué (e) pa3BUTOMU
mettre en oeuvre OCYIIECTBUTh, BHEAPUTH
objectif m 11eJTh
dans cette optique C OTOU TOYKH 3PEHUS
négociation f MOpYYEHHUE, JIeII0, IEPETOBOPHI
supérieur m HAYaJIbHUK, BBIIIECTOSIIIINN
s’engager a B3sITh Ha ce0s1 0053aTENBCTBO, YTO-TMO0 CAETaTh
participatif, ve JTOJICBOM
publicité f pekama
service m (de) Oyxranrepus
comptabilité
chef-comptable m TJIABHBIN OyXranrep
service m du personnel | oTaen kaapoB

5. Faites des récits sur les sujets suivants a partir du vocabulaire:

1. L’organigramme: la structure interne, les taches, les pouvoirs,

responsabilités, les sous-systemes.

les



2. Le pouvoir centralisé: des finalités de 1’entreprise, la centralisation, le pouvoir
de décision.

3. La décentralisation: la délégation des responsabilités, répartir les taches; la
gestion, le controle.

4. La direction par objectifs: P.Drucker, la décentralisation, les directeurs,
recueillir les avis.

5. La direction participative par objectifs: les membres du personnel, les
supérieurs, les objectifs.

6. Faites correspondre:
1) activité bancaire

2) activité commerciale
3) activité de consommation
4) activité économique
5) activité de gestion

6) activité productive

7) activité de prévision
8) activité publicitaire
9) activité rentable

10) activité boursiere

a) KOMMepUecKas IesITeIbHOCTh

0) MPOrHO3UPOBAHKE

B) OaHKOBCKas I€SITEIbHOCTh

) OupKeBasi aKTUBHOCTh

1) MPOU3BOJICTBEHHAS IEITEILHOCTh
¢) 0e3yObITOYHAs JIEATEIbHOCTh

) peKJIaMHasl 1eITeIbHOCTh

3) yIpaBJieHuUecKas JesITeIbHOCTh

1) XO3SMCTBEHHAS ACATEIHHOCTD

K) OTpeOIeHrE

7. Reliez:

L’entreprise dispose...

1. D’ateliers a) pour vendre des marchandise

2. De magasins b) pour faire des recherches

3. D’entrepoOts c) pour fabriquer des produits

4. De bureaux d) pour faire manger des salariés

5. De hangars ) pour ranger les voitures

6. De laboratoires f) pour faire le travail administratif

7. D’un siege social g) pour présenter la marchandise aux visiteurs
8. D’une cantine h) pour stocker les mati¢res premieres

9. D’un parking 1) pour entreposer le matériel

10. D’un hall d’exposition j) pour recevoir la direction de I’entreprise

8. Traduisez les sigles:

1) SMIC A. Entreprise unipersonnelle a responsabilité limitée
2) SNC B. Pour cent

3) CDD C. Euro

4) SA D. Contrat a durée déterminée

5) % E. Société en nom collectif

6) EURL F. Salaire minimum interprofessionnel de croissance
7S G. Société anonyme

8) P.D.G. H. Dollar

9) SARL I. Société a responsabilité limitée

10) € J. Président-Directeur Général

11) ANPE K. Brevet de technicien supérieur

12) BTS L. Agence nationale pour I’emploi



9. Complétez ce texte par les mots ci-dessous:

M. Dubois est a la (1)
20 000 €. Désirant s’agrandir, il voudrait (3)

Celui-ci apporterait ¢également 20 000 € et ensemble, ils pourraient (4)
soit une SARL, soit une SNC. Cependant M. Legrand (5)

s’engager. (0)

d’une petite (2) , évaluée a
avec un ami, M. Legrand.

pertes, lui-méme les supportera intégralement.

a) s’associer
b) pour

c) téte

d) hésite

€) entreprise
f) société
g) créer

10. Trouvez les synonymes:

1) but
2) compagnie
3) personnel

a) proposition
b) rabais
c) activite

4) remise d) marchand

5) travail e) dirigeant

6) a bon marché f) objectif

7) offre g) consommateur
8) patron h) a bas prix

9) client 1) salariés

10) vendeur J) société

11. Trouvez les définitions:

L’exploitation agricole

A. Elle transforme et fabrique des biens matériels en
grandes quantités. Ex.: une entreprise automobile, une
entreprise agroalimentaire.

L’entreprise industrielle

B. Elle vend des services. Exemples: une agence de
voyage, une entreprise de transport, etc.

L’entreprise artisanale

C. Elle achéte et vend des biens sans les transformer.
Ex.: une épicerie, un supermarché, une librairie, etc.

L’entreprise commerciale

D. C’est une ferme. On y cultive des légumes, des
fruits, des céréales, etc. On peut aussi y pratiquer
I’¢levage.

L’entreprise de services

E. Une personne travaille pour son propre compte en
exercant un métier manuel. L’artisan est un ouvrier
qualifié. Ex.: un plombier, un menuisier, un tailleur,
etc.

12. Remplissez les points par les mots du texte:

1. Plusieurs personnes peuvent donner ... chacun par rapport a leurs compétences

et fonctions sous la structure fonctionnelle.
2. Sous la structure hiérarchique 1’employé recoit ... d’un seul chef.
3. La division est ... sous la structure divisionnelle.

4. Les entreprises avec des projets longs et des lignes de produits variées ont une

structure ... .

beaucoup a
le décider, M. Dubois lui propose de convenir que, si la
(7) réalise des bénéfices, il en recevra 75 % et que, si elle fait des




5. Chaque collaborateur a ... bien définies sous la structure matricielle.

13. Lisez le texte:
Les entreprises sont variées
D’habitude on classe les entreprises selon leur taille, leur activité et leur statut
juridique.

1. La taille peut étre petite, moyenne, grande, multinationale.

La taille de I’entreprise est définie en fonction de son importance, c’est-a-dire:

- de son chiffre d’affaires (total des ventes effectuées au cours d’une certaine
période);

- du nombre de ses salariés;

- de son capital social (somme d’argent apportée par le(s) propriétaire(s);

- de sa valeur ajoutée (richesse réellement créée par I’entreprise).

Aucun de ces criteres pris isolément ne donne une classification satisfaisante des
entreprises. C’est toutefois celui des effectifs employés qui fonde la distinction entre
PME et grandes entreprises, soit:

- de 0 a 9 salariés: entreprise artisanale;

- de 10 a 49: petite entreprise;

- de 50 a 499: entreprise moyenne;

- plus de 500: grande entreprise.

2. L activité peut avoir lieu dans les secteurs économiques suivants:

- secteur PRIMAIRE L’exploitation agricole
(Transformation du milieu naturel)
- secteur SECONDAIRE L’entreprise artisanale

(Activité¢ manuelle pour la production
de biens, la réparation et

la prestation de services)

L’entreprise industrielle
(Transformation et fabrication

de biens destinés a la vente)

- secteur TERTTAIRE L’entreprise commerciale
(Achat et revente de biens
sans transformation)
L’entreprise de services
(Vente de biens immatériels)

3. Le statut juridique
On distingue en particulier:

Entreprises privées

L’entreprise individuelle: elle a pour propriétaire une seule personne qui dirige et
organise elle-méme la production. On la rencontre spécialement dans 1’agriculture,
‘‘artisanat et le petit commerce.

Capital: Pas de minimum. Pas d’associés.

Responsabilité: illimitée puisque le patrimoine de I’entreprise n’est pas dissocié
du patrimoine personnel du chef d’entreprise. Entreprise de petite taille (souvent moins
de 10 salariés).

La société: le capital nécessaire a sa constitution est apporté par deux ou plusieurs
personnes qui conviennent, par un contrat, de donner a une entreprise commune des



biens ou leur savoir-faire, dans le but de partager les bénéfices ou les pertes. La société
peut avoir un seul associé¢ (E.U.R.L.).

La coopérative: le but essentiel des coopératives est de rendre service a leurs
membres, satisfaire leurs intéréts.

La coopérative de production: regroupe des travailleurs qui sont propriétaires du
capital de I’entreprise et qui la dirigent.

La coopérative de consommation: ses membres sont des consommateurs. Autres
coopératives: coopératives agricoles, bancaires, d’assurances (mutuelles), etc.

Entreprises publiques

L’établissement public: 1’Etat controle la gestion et nomme les dirigeants.

La societé nationale (ou nationalisée): 1’Etat est (ou est devenu) le seul
propriétaire de I’entreprise possédant la totalité du capital social. Ex.: Renault, Banque
Nationale de Paris (B.N.P.)

La société d’économie mixte: 1’Etat possede une partie du capital, le reste étant la
propriété de personnes privées. Ce sont les capitaux publics qui sont majoritaires. Ex.:
Air France, la C.F.P. (Total).

Différents types de sociétés

Les sociétés de personnes: les associés ont une responsabilité illimitée. Si la
société a des dettes qu’elle ne peut rembourser, chacun des associé€s devra s’en acquitter
avec ses biens personnels. Pour créer une société de personnes aucun capital minimum
n’est requis. Ces sociétés peuvent donc €tre constituées avec des apports personnels
peu importants, deux associés suffisant. Les parts sociales ne sont cessibles qu’a
condition d’obtenir I’accord de tous les autres associés. La société qui regroupe des
individus devant se faire confiance reste de taille restreinte. Sa forme la plus fréquente
est la société en nom collectif (S.N.C.) qui est dirigée par un ou plusieurs gérants
associés ou non.

Il existe encore la société en commandite simple (S.C.S.). Capital: Pas de
minimum légal. Nombre d’associés: Minimum: 1 commandité, 1 commanditaire. Le
capital social est divisé en parts sociales. Direction: le gérant est un commandité; le
commanditaire ne peut gérer mais peut prendre part aux décisions. Responsabilité: les
commandités sont  responsables sur la totalit¢ de leur patrimoine personnel
(responsabilité illimitée). Les commanditaires: en proportion de leurs apports respectifs.

Les sociétés de capitaux: la responsabilité est limitée a I’apport financier. Chaque
associ¢ ne peut perdre que ce qu’il a apporté a la société. C’est la forme juridique des
grandes sociétés car elle permet de réunir un grand nombre d’associés, et donc des
capitaux importants. Sa forme la plus fréquente est la société anonyme (S.A.). Une S.A.
ne peut €tre constituée que par 7 associe€s. Les actions sont librement cessibles.

La société en commandite par actions: le nombre d’associés — minimum 4: 1
commandite, 3 commanditaires. Le capital est divisé en actions. Les commandités sont
responsables sur la totalit¢ de leur patrimoine personnel (responsabilité illimitée). La
responsabilité des commanditaires est limitée a leur apport financier. Direction: un ou
plusieurs gérants (associés ou non) désignés par 1’assemblée générale des actionnaires
avec I’accord de tous les commandités.

La société a responsabilité limitée: la S.A.R.L. se situe a mi-chemin de la S.N.C.
a la S.A. Elle est plus adaptée aux petites et moyennes entreprises, car elle peut
regrouper de 2 a 50 associés au maximum. Chaque associé n’est responsable des dettes
de la société que sur son apport financier. La S.A.R.L. exige une mise de départ: 2



associés. Les parts sociales sont librement cessibles entre associés et cessibles a des
tiers avec I’accord de la majorité des associés représentant les trois quarts du capital
social. Direction: un ou plusieurs gérants (associés ou non), désignés par I’assemblée
génerale.

Entreprise unipersonnelle a responsabilité limitée (E.U.R.L.): la société créée
par une personne qui apporte le capital. Ce statut permet a l(entrepreneur de limiter le
risque financier. Nombre d’associés: 1. Direction: Un gérant qui peut €tre différent de
I’entrepreneur. Responsabilite: Limitée au capital apporté par I’entrepreneur. Entreprise
de petite taille.

Organisation de I’entreprise

Pour que I’entreprise qui emploie plusieurs personnes progresse et obtienne de
bons résultats elle doit étre bien organisée. La structure de 1’entreprise est généralement
représentée par un organigramme qui fait apparaitre les fonctions des individus, les
services, leurs relations hiérarchiques et fonctionnelles.

L’organisation peut étre:

- hiérarchique: les décisions et informations ne se diffusent que du haut de la
hiérarchie vers le bas; chaque subordonné ne regoit d’ordre que d’un seul chef auquel il
doit rendre compte de son activité;

- fonctionnelle: la direction générale de ’entreprise est subdivisée en fonctions
qui ont chacune leur structure; chaque responsable spécialiste exerce son autorité sur
plusieurs services, mais dans le seul domaine de sa compétence;

- hiérarchico-fonctionnelle, dite staff and line: combine les deux précédentes. Il
existe alors au sein de I’entreprise deux types de liaisons: 1’une hiérarchique, 1’autre
fonctionnelle.

Dans les entreprises frangaises, la structure de type hiérarchique reste encore un
modele de base. Le degré de centralisation est élevé: les décisions prises au siege sont
communiquées aux filiales.

14. Les principales formes juridiques des entreprises francaises:

Statut juridique| Entreprise | Société en nom Société a Société anonyme
individuelle collectif responsabilité
limitée
AOOpeBuarypa SNC SARL SA
Opunnuecknii | MuauBu- ToBapuiecTBo OO01ecTBO ¢ AKUIHMOHEPHOE
CTaTyc TyallbHOE OrpaHU4YeHHOU 00111ecTBO
NpEANpUATHE OTBETCTBEHHOCTBIO

Mettez le nom de I’entreprise:

A. ...Gérée par un gérant, associ€ ou non, controlée par les associés, comprend de
2 a 50 personnes. Les associés sont solidairement responsables dans la limite de leur
apport a la société. Le capital est divisé en parts sociales. Les associés ne sont pas
commergants.

B. ...Gérée par un ou des gérant(s), associé(s) ou non, controlée par les associés,
comprend 2 personnes minimum. Les associés sont solidairement responsables sur leurs
biens personnels. Le capital est divisé en parts sociales. Les associés ont le statut de
commercants.



C. ...Gérée par un Conseil d’Administration, avec a sa téte un P.D.G., ou par un
Directoire (2 a 5 membres), actionnaires ou non, contrélée par les actionnaires réunis en
assemblée générale et par le Conseil de Surveillance en cas de gestion par un Directoire,
comprend 7 personnes minimum. Les associés sont solidairement responsables dans la
limite de leur apport a la société. Le capital est divisé en actions. Les associés ne sont
pas commergants.

D. ..Gérée par D’entrepreneur ou un gérant, contrélée par 1’entrepreneur
propriétaire, comprend 1 personne. L’entrepreneur est responsable des dettes de
I’entreprise sur ses biens personnels. Le patrimoine de 1’entreprise n’est pas distinct de
celui de I’entrepreneur. Il a le statut de commergant.

1. Entreprise 2. Société en nom 3. Société a 4. Société anonyme
individuelle collectif responsabilité
limitée

DEFINISSONS LES NOTIONS

Personne morale: La création d’une société donne naissance a une personnalité
juridique de I’entreprise, la personne morale, qui a: un nom (raison social);, un domicile
(siege social); une nationalité (celle du domicile du siege social); une capacité
juridique (possibilité d’€tre représentée en justice); une responsabilite civile (concernant
les fautes commises).

Commandite: Le détenteur de capitaux (commanditaire) fournit a un
entrepreneur (commandité) les fonds nécessaires a I’exploitation d’une société.

Commandités: Associés en nom collectif et gérants de la société, responsables
des dettes de la société.

Commanditaires: ceux qui fournissent les capitaux a I’entreprise mais ne
participent pas a sa gestion.

Filiale: Entreprise dont plus de la moiti¢ du capital social est controlée par une
autre entreprise appelée société-mere. A la différence d’une succursale la filiale a sa
propre personnalité morale.

Groupe: Ensemble d’entreprises dont I'une est la Société-mere et les autres
societes-filles ou filiales. La société-mere: deétient des participations dans les filiales;
prend les décisions importantes; est présentée dans les conseils d’administration des
filiales. Un groupe peut €tre industriel ou financier, selon la spécialité de la société-mere
(industrie, banque, service ...).

Holding: Groupe financier. La société-mére détient des actions des filiales et les
gere selon une logique de rentabilité financiére des capitaux investis.

Cartel: Entente entre entreprises indépendantes sur le niveau des prix de vente
dans le but de limiter la concurrence.

Multinationale: Entreprise dont la société-mere est dans le pays d’origine et
plusieurs de ses filiales sont localisées dans des pays étrangers. La multinationale opére
une diversification géographique de ses unités de production dans I’objectif de: produire
au moindre colt; se rapprocher des sources de matiéres premiéres; se rapprocher de la
meilleure main d’oeuvre; se rapprocher du consommateur.

Concentration: Augmentation de la taille de I’entreprise. La concentration
s’opere au fur et a mesure de la croissance de I’entreprise. La concentration peut
s’opérer par fusion ou absorption.




Fusion: Deux entreprises (en général de méme taille) décident de rassembler
leurs activités en créant une direction unique pour les deux entreprises, 1’entreprise A et
I’entreprise B deviennent une seule et méme entreprise C.

Absorption: C’est le rachat d’une entreprise A par une autre (B). L’entreprise A
devient alors filiale de B. L’absorption peut étre opérée sous forme d'une prise de
contdle du capital de A.

Joint-venture: il s’agit d’un accord entre plusieurs partenaires qui mettent en
commun des ressources (capital, actifs, savoir-faire, réseau de distribution, relation ...)
pour explorer un marché et créent une filiale commune, ce qui permet de donner a cet
accord une forme sociale. La structure du capital peut étre paritaire (détenue a 50/50) ou
hiérarchisée. On distingue les joint-ventures domestiques (créées par des partenaires de
méme nationalit¢) des joint-ventures internationales qui lient en général une
multinationale et un partenaire local.

15. Répondez aux questions:
1. Quels sont les traits communs de toutes les entreprises?
2. Quels criteres principaux permettent de classer les entreprises?
3. Les associés d’une S.N.C. quel statut doivent-t-il avoir? Et quant a la S.A.R.L.?
4. Quelle est la forme de société la plus adaptée aux petites et moyennes entreprises?
Pourquoi?
5. Dans quel cas une entreprise publique, peut-elle avoir le statut juridique de S.A.?
6. Quels types d’entreprise sont présents dans I’économie de votre pays? Comparez
leurs caractéristiques avec celles des entreprises francaises.
7. En quoi D’organisation hiérarchique de I’entreprise est différente de 1’organisation
fonctionnelle?

16. Traduisez en russe:

1. Nous prévoyons une baisse de notre chiffre d’affaires de pres de 3% par
rapport a celui du semestre dernier.

2. Un service de relations publiques a pour but de mieux faire connaitre une
entreprise.

3. Notre directeur commercial pense pouvoir atteindre les objectifs fixés plus tot
que prévu.

4. Le chef du personnel m’a conseillé d’aller suivre un cours de commerce
extérieur a la Chambre de Commerce.

5. Notre directeur des ventes qui se rendra, prochainement, dans votre région
souhaiterait rencontrer un responsable du service achat de vos établissements.

6. La création d’une sociét¢ anonyme permet de réunir les capitaux
indispensables au lancement d’une affaire importante.

7. Une action est un titre de propriété qu’une personne obtient généralement en
¢change d’un apport de capital dans une société.

8. La Bourse est le lieu ou les actions sont échangées en fonction de la loi de
’offre et de la demande.

9. La Bourse permet aux grandes entreprises de trouver les fonds nécessaires a
leur fonctionnement.

10. Cette entreprise connait des difficultés a cause de la hausse du prix des
maticres premicres qu’elle emploie.



17. Traduisez en francais:

1. [Ipexxne yem MpUHATH Kakoe-IHOO pelieHue, s JOHKEH MOCOBETOBATHCS CO

CBOMMH ITapTHEPaAMMU.

2. Dta ¢pupma X04eT OTKPHITh CBOM oduc B ieHTpe MuHCKa.
3. MbI 3HaYUTENBHO YBEIUYMUIN HAIl TOBAPOOOOPOT.
4. HaOnromaercs HECOTJIACOBAHHOCTh MEXAY MPOECKTHBIMH U KOMMEPYECKUMH

CITy>KO0aMu

5. IlpuBatu3anus He NPUOCTAHOBUJIA CHIAJ IPOU3BOICTBA.

6. Mmuorue npeanpusTAs HE B

IIOCTaBIIIMKAaMHM.

COCTOSAHHMH pacCIuiaTUTBCA CO CBOUMU

7. 3a mocneaHWE IMIECTh MECSIEB YHMCIO YOBITOYHBIX MPEANPHUATANA BO3POCIO

BJIBOC.

8. He mMormm Obl BbI IIOMOYHh MHE IOJTOTOBUTH IOBECTKY JHS OJIMIKAMIIIETO

coOpaHusi aKIITHOHEPOB.

9. AIIMMHUCTPATUBHBIA COBET PEUINJ OCTABUTh YIPABJISIIONIETO B JIOJDKHOCTH HA

JIBa Toja.

10. IleperoBopsl MOTJIM OBl TPUBECTHU K CIUSHUIO IBYX KOHKYPUPYIOLIUX (PUPM.

1.absorption (f)
2.appel (m) public a épargne

3.apport (m) (au capital
d'une société)
4.approvisionnement (m)
.article (m) fini
6.associé (m)
7.bénéfice (m)
8.capacité (f) juridique
9.capital (m) social
10.chiffre (m) d'affaires (CA)
11.cessible
12.commanditaire (m)
13.commandite (f)
14.commandité (m)

15.conseil (m) de surveillance

16.créancier (m)

17.détenteur (m) de capitaux

18.directoire (m)

19.effectif (m)

20.entreprise (f)

21 .entreprise (f) artisanale

22.entreprise (f) en difficulté

23.entreprise (f) a bail

24.E.U.R.L. (entreprise (f)
unipersonnelle a

Vocabulaire
1. — morjoiieHue
2. —3asBKa  MNPEANpUATHS  HA  KOTUPOBKY

CBOMX IIEHHbIX Oymar Ha (OHIOBOM
OuprKe WK Ha X pa3MeEIeHHe
3. — BKJIaJ, B3HOC

4. — cHabxeHue

5. — roToBas mpOIYKIUs

6. — KOMIIaHbOH, YYACTHHUK

7. — IpUOBLIb, MOJb3a

8. — ropuanyYecKas NpaBoCIOCOOHOCTh

9. — YCTaBHOMW KaruTail

10. — 06beM 060poTa (TOProBBIN 000POT)

1 1. — nepenaBaeMblii

[2. — BKJIaTYMK KOMMaHIUTHOT'O TOBapHILIECTBA

13. — KOMMaHJIUTHOE TOBAPUILECTBO

14. — KOMMaH/IUT, TJIABHBIN NTAPTHEP
KOMMAaHJIUTHOTO TOBapHILECTBA

15. — HaOmMrOAaTENbHBIN COBET

16. — xpeauTop

17. — Bnanener (1epxaTeib) KanmuTaia

18. — nupekTopar, npaBJICHUE

19. — 30. miTat pabOTHUKOB NMPEATPUITHUS

20. — npegnpusiTUe

21. — peMecIeHHOE PEAPUATHE

22. — yOBITOYHOE NPEANPUITHE

23. — apeHaHOE MPEANPUITHE

24. — UHAUBUAYAJIbHOE MPEIIPUSITHE C
OTPaHUYEHHOW OTBETCTBEHHOCTHIO



responsabilité limitée)
25.établissement (m) public
26.exploitation (f) agricole
27.exploitation (f) publique
28 faillite (f)
29 filiale (f)
30.fondateur (m)
31 .forfaitaire
32.fournisseur (m)
33.fusion (f)
34.gérant (m)
35.gestion ()
36.indemnisation (f)
37.investisseur (m)
38.joint-venture (f)
39.lucratif
40.mise (f) de départ
4 1.numéraire (m)
42.payer en numeéraire
43.part (f) sociale
44.personne (f) morale
45.personne (f) physique
46.prestation (f) de services
47.prix (f) de revient
48.profit (m)
49.reconversion (f)
50.régie (f) directe
5 1.rémunération (f)
52.rétribuer
53.réseau (m) de distribution
54.secteur (m) primaire
55.secteur (m) secondaire
56.secteur (m) tertiaire
57.siege (m) d'une entreprise
58.siege (m) social
59.société (f)
60.société (f) anonyme
61.société (f) de capitaux
62.sociétés (f) concurrentes
63.société (f) de conseil
64.société (f) écran
65.S.C.S. (sociéte (f)

en commandite simple)
66.S.C.A. (société (f)

en commandite par actions)

67.société (f)-mere
68.S.N.C. (société (f)
en nom collectif)

25. — rocy1apCTBEHHOE YUPEXKJICHUE

26. — CEJILCKOXO3SIMCTBEHHOE MPEAIIPUITHE
27. — roCyJapCTBEHHOE MPEPUSTHE

28. — GaHKPOTCTBO, HECOCTOATEIBHOCTh
29. — nouepHsis hupma, punman

30. — yupeaurenb

3 1. — puKcUpOBaHHBIH, 3apaHee 0OTOBOPEHHbBIN

32. — IOCTaBIIHNK

33. — cousHue

34. — ynpaBastomui

35. — ynpaBieHue

36. — Bo3MeIeHue yiiep0a; KoMIeHcarus
37. — UHBECTOP

38. — COBMECTHOE MPENPUATHE

39. — npuOBLILHBIN, TOXOHBIN

4(). — mepBOHAYAIBHOE KA TAJIOBIOKCHUE
41. — neHbryu, ICHEe)KHBIC CPEJICTBA

42. — JIaTUTh HAJIMYHBIMHU

43. — conpaiabHas qOJIA

44. — 'OpUANYECKOE JINLO

45. — pusnyeckoe U0

46. — IpeaoCTaBICHUE YCIyT

47. — ce0eCTOMMOCTD

48. — npuOBLIb, JOXO; BBIT0/1a, ITOJIb3a
49. — KoHBepcHs

50. — npoctoe ynpaBieHue (4epe3 YNHOBHUKOB)

51. — onunara (Tpyna), 3apaboTHas miaTa
52. — omtauynBaTh, BOZHArpaxaaTh

53. — ToproBas ceTb

54. — nepBUYHBIN CEKTOP SIKOHOMUKHU

55. — BTOpUYHBIN CEKTOP Y3KOHOMHUKHU

56. — cdhepa ycayr

57. — mrab-kBapTHpa

58. — ropunnueckuii agpec

59. — xomnaHus, TOBAPUILECTBO, OOIIECTBO
60. — aHOHUMHOE aKITMOHEPHOE OOIIECTBO
61. — TOBapHILIECTBO KAMUTAJIOB

62. — KOHKypupyromue Gupmbl

63. — KOHCanTUHTOBas pupma

64. — «nytas hupmay

65. — IpOCTOE KOMMAaHIUTHOE TOBAPHUIIIECTBO

66. — KOMMaHJIUTHOE TOBAPUIIIECTBO HA MasgX

67. —ronoBHas (pupma
68. — IOJIHOE TOBAPULIECTBO



69.valeur (f) ajoutée 69. — nobGaBIeHHAS CTOMMOCTh

1.3. POURPARLERS, COMMUNICATION TELEPHONIQUE

1. Lisez le texte:

La voix, le ton, I’intonation et méme les silences jouent un role important lors
d’une conversation téléphonique. Tous ces ¢léments vont alors conditionner la
conversation qui va s’établir entre les interlocuteurs. Et si la parole est le propre de
I’homme reste encore a savoir 1’utiliser a bon escient...

Dans le cadre de votre métier vous étes quotidiennement évalué sur votre capacité
a répondre vite et bien aux attentes de vos interlocuteurs car la qualit¢ de la
communication téléphonique joue un rdle fondamental dans la valorisation de
I’entreprise que vous représentez. Ainsi, I’image de marque de la société (tout comme
celle que vous donnez de vous-méme) réside dans votre fagon d’accueillir, d’aider et
conseiller le client. Il est donc indispensable de maitriser la situation de communication
en faisant preuve d’assurance et d’empathie.Que ce soit en émission ou réception
d’appels, I’'important est de rester convivial et professionnel.

Aussi, voici quelques regles de communication téléphonique :

Se présenter et s’exprimer agréablement. C’est une régle de base de la
politesse. Pensez surtout a bien prononcer et articuler votre nom et celui de la société.
Votre interlocuteur doit immédiatement vous situer et ne pas se trouver décontenancé.
Tous au long de la conversation, restez disponible mentalement afin de capter chacune
des réactions de votre client.

Tous les interlocuteurs sont importants, méme au téléphone! Tous les
interlocuteurs sont vos clients! Pour gagner en persuasion, n’hésitez pas a personnaliser
la communication en appelant par exemple votre client par son nom si vous le
connaissez (toujours en le vouvoyant). Il aura ainsi la sensation que vous €tes disponible
pour lui seul.

Déterminer les besoins. Une communication réussie sera celle qui aura apporté
les réponses que le client attend. Pour ce faire, vous devez apporter un soin particulier a
¢valuer les demandes de votre interlocuteur. Posez-lui des questions pour I’orienter et
qu’il précise sa demande si besoin. Si sa demande ne peut étre satisfaite dans I’immédiat
proposez-lui le cas échéant de le transférer vers le service compétent. Le client doit
ressentir la 1égitimité de cette proposition.

2. Mettez en bon ordre les thémes du texte. Quelques thémes ne sont pas
discutés?

1) Le choix des interlocuteurs.

2) L’aide a la clientéle.

3) Transmission et valorisation d’une image de marque.

4) Se présenter agréablement.

5) Personnalisation dans la communication.

6) L’importance du téléphone dans la valorisation de I’entreprise.

7) L’usage du portable.

3. Vrai ou faux:
1) Pour communiquer au téléphone il faut s’adapter a ses interlocuteurs.



2) On sait valoriser I’image de marque de 1’entreprise.

3) Le téléphone véhicule I’image de I’entreprise.

4) 11 faut savoir se présenter et donner une image valorisante de soi et de
I’entreprise.

5) 1l faut aborder sans stress la communication téléphonique, donner une image
chaleureuse et une meilleure qualité de service.

6) Tous les interlocuteurs sont importants.

7) 1l faut déterminer les besoins de la clientele et répondre aux demandes de
manicre pertinente.

4. Composez les propositions:

1) La voix et I’intonation a) réside dans votre fagon d’aider et conseiller le
client.

2) L’image de marque de la b) jouent un role important lors d’une conversation

sociéte téléphonique.

3) Il faut quotidiennement étre | ¢) prononcer votre nom et celui de la société.
¢valué sur votre capacité

4) Vous devez bien d) a répondre vite et bien aux attentes de vos
interlocuteurs.

5) Pour gagner en persuasion e) personnaliser la communication en appelant par
exemple votre client par son nom.

6) Si le client ne peut étre f) proposez-lui le cas échéant de le transférer vers le

satisfait service compétent.

5. Cochez les phrases qui indiquent la communication téléphonique:

1. Je peux laisser un message? 6. Je vais treés bien.

2. Rappelez dans une heure. 7. N’oubliez pas.

3. Ne quittez pas, s’il vous plait! 8. M. Legran a ’appareil.

4. Tres bien, Madame. 9. Vous étes difficile a joindre.
5. Dites-moi. 10. Au plaisir.

6. Que faites-vous avant I’appel et pendant I’appel:
a) préparer 1’appel;

b) se présenter;

c) préparer les informations nécessaires;

d) prendre congé;

e) reformuler les points importants;

f) expliquer le motif de I’appel.

7. Lisez les dialogues:
Dialogue 1

- Entreprise Barraud, bonjour.

- Bonjour, Madame. Est-ce que je pourrais parler a Monsieur Barraud, s’il vous
plait.

- Monsieur Barraud est en réunion. Je peux prendre un message.

- Ah! Est-ce qu’il pourrait me rappeler alors.

- Oui. Vous étes Monsieur ...



- Martinez. M.A.R. T.ILN.E.Z.

- Je vais prendre aussi votre numéro de téléphone, s’il vous plait.

- Oui bien str, c’est le 05 46 50 12 94 (En France on prononce les numéros de
téeléphone deux par deux: Ex. 04 74 57 38 22 = zéro quatre, soixante-quatorze,
cinquante-sept, trente-huit, vingt-deux).

- Je lui demande de vous rappeler. C’est tout?

- Oui. Dites-lui qu’il faut qu’il me rappelle avant demain.

- Tres bien, Monsieur. Bonne journée!

- Merci. Au revoir.

Dialogue 2

- Bonjour. Pourrais-je parler a M. Dubois, s’il vous plait?

- Bonjour, ne quittez pas, s’il vous plait. Je vous mets en relation. Je suis désolée,
sa ligne est occupée. Pouvez-vous rappeler plus tard?

- Non. Je ne peux pas. Je suis désolé.

- Pourriez-vous laisser un message?

- Oui, bien sir. Dites-lui que j’ai été ravi de le rencontrer et que je reviendrai des
que possible.

- C’est entendu. Il sera ravi de I’entendre.

- Au revoir.

8. Choisissez une réponse correcte:
1. Monsieur Martinez voudrait parler a

a) M. Dubois b) M. Barraud
2. Monsieur Barraud est

a) en réunion b) absent
3. Monsieur Martinez voudrait laisser

a) un message b) son numéro de téléphone
4. Monsieur Martinez pourrait rappeler

a) dans dix minutes b) avant demain

5. Monsieur Martinez a le numéro de téléphone
a) zéro cing, quarante-six, quinze, douze, quatre-vingt-treize
b) zéro cing, quarante-six, cinquante, douze, quatre-vingt-quatorze

9. Parmi les mots donnés ci-dessous, trouvez les synonymes aux mots écrits
en gras dans les propositions:

- Monsieur Barraud est en réunion.

- Je peux noter votre numéro de téléphone, s’il vous plait.

- Je vous passe.

- Pouvez-vous téléphoner plus tard.

- Je regrette.

prendre ; étre désol€ ; rappeler ; mettre en relation ; étre occupé

10. Faites correspondre:
1) Pour communiquer

1. C’est de la part de qui? A. He xnmagute TpyoOKy!

2. Vous vous étes trompé de numéro! b. 'oBoput Manam /{ro0ya.

3. Je vous passe a ... B. B manHbeii MOMeHT rocnoguH [[romap
HE MOKET NOJONUTH.




4. Ici Madame Dubois.

I'. 51 xoten ObI MOTOBOPUTH C TOCTIOTUHOM
J{ropanom.

5. Ne quittez pas, s’il vous plait!

J1. KTo roBopur?

6. M. Durand n’est pas la, ne pourriez-
vous pas le rappeler dans une demi-
heure?

E. 'ocnoauna /lropana Het. Bel He Morim
OBl IEPE3BOHUTH €My Uepe3 rmojryaca’?

7. Puis-je laisser un message?

K. Tlepemaro TpyOKy ...

8. Je voudrais parler a M. Durand, s’il
vous plait.

3. Bl He moruu 661 IEpeaTh?

9. M. Dumart n’est pas disponible pour le
moment.

. Bl omu6aucs Homepom!

2) Pour exprimer 1’accord ou le désaccord

. Vous avez raison.

A. i cornacen ¢ Bamu.

. Ca nous arrange.

b. Bel npassl.

. Ca nous convient.

B. D10 Hac ycTpauBaer.

. Je suis d’accord avec vous.

I". Ml npuHrnmMaem Bamm ycnoBusi.

J1. DTO HAM MOXOIUT.

. C’est exclu.

E. D10 HE Tak.

. Vous avez tort.

7K. Br1 HE npassl.

. Ce n’est pas comme ca.

3. DTO UCKIIFOUEHO.

1
2
3
4
5. Nous acceptons vos conditions.
6
7
8
9

. Nous ne pouvons pas satisfaire votre
demande.

. MBI HEe MOXEM yAOBIETBOPUTH Barry
pochOY.

10. Je ne suis pas de votre avis.

K. 4 ve paznensito Baiiero MaeHus.

11. Remettez dans I’ordre logique:

Dialogue 1

1. C’est de la part de qui?

2. Je regrette, Madame, M. Dutemps n’est pas la, il est en conférence, ne
pourriez-vous pas le rappeler dans une demi-heure?

3. Bonjour, Société «Favaud»?

4
5. Ic1t Madame Terrier.

6.

7. Je voudrais parler a M. Dutemps.

. Merci, Mademoiselle, je le rappellerai dans une demi-heure.

Oui, c’est la Société «Favaudy, je vous €coute.

Dialogue 2

. Jeudi ou vendredi?

. Parfaitement.

. C’est de la part de qui?

. Oui, je vous écoute.

. Bonjour, il est en réunion.

10. Quand voulez-vous le voir?

11. C’est noté. Au revoir, Monsieur.

O 00 1 O\ L W —

. Bonjour, je voudrais parler a M. Legrand.

. Est-ce que je peux lui laisser un message?

. J’aimerais lui présenter nos nouveaux marchandises.
. Claude Boissy, de la société Contib.




12. Jeudi il n’est pas libre. Vendredi a 14 heures, ¢a vous va?

12. Choisissez les équivalents russes:

1. Société Montblanc, bonjour. A. HazoBute, noxainyiicta, Bamn
KJIMEHTCKAN HOMED.

2. Bonjour, j’ai téléphoné plusieurs fois, | b. [IpuHocumM cBoM U3BMHEHUS, HO Y HAC

mais la ligne était toujours occupée. OuYeHb MHOTO 3BOHKOB ceiyac, s Bac
CIIyIIA0.

3. Nous vous demandons pardon, mais B. B Takom cirydae He Moryiu Obl Bbl

nous avons un grand nombre d’appels, je | 100aBUTh K MOEMY 3aKa3zy ele 5 KOpoOoK

vous écoute. IIIOKOJIQTHBIX KOH(ET?

4. Je voudrais savoir si ma commande est | I'. Ber magam Mepcbe?
déja partie ?

5. Dites-moi, s’il vous plait, votre numéro | /[. Het, Bam 3aka3 emnie He oTnpasiieH.
de client.

6. C’est le 004368. E. Cnacu6o Oombloe, 10 CBUAAHHUS.

7. Vous étes Mme Mercier? K. Tloxkanyiicta. [lo cBuganus.

8. Oui, c’est ¢a. 3. O6mectBOo «MOHOIaHY, 31paBCTBYyMTE!
9. Non, votre commande n’est pas encore | 1. 5 xoTena Obl y3HaTh, MO 3aKa3 yxke
expédiée. OTIpaBjeH?

10. Bon, dans ce cas, ne pourriez-vous K. 3npasctyiite, s Bam 3BoHuMIa

pas ajouter a ma commande encore 5 HECKOJILKO pa3, HO BCE BpeMsl OBLIO
boites de chocolats. 3aHSITO.

11. Bien, c’est noté. JI. a, 10 Tak.

12. Merci beaucoup, au revoir. M. D10 HoMep 004368.

13. Je vous en prie. Au revoir. H. Xopoio, 3anucano.

13. Rétablissez le bon ordre dans les dialogues et notez les mots-clés dans les

tableaux:
Pour prendre rendez-vous

A. Bonjour, madame. J’ai recu un e-mail en réponse a ma candidature pour un
poste dans votre bureau et on me demande de vous contacter pour un rendez-vous.

B. Ne quittez pas, s’il vous plait. Je vous mets en communication avec le
responsable du personnel, madame Hervé.

C. Bonjour, madame. Je voudrais prendre rendez-vous pour un poste dans votre
bureau.

D. All6, madame Hervé, j’écoute.

E. Pouvez-vous m’indiquer votre nom, s’il vous plait?

F. Florence Tauzin.

G. Vous pouvez venir demain matin a 10 heures, ¢a vous convient?

H. Oui, tout a fait. Je suis libre.

I. Le plus tot possible.

J. Trés bien. Demain matin, mardi, a 10 heures.

K. Entendu. Au revoir, madame.

L. Oui, mademoiselle. Quand voulez-vous venir?

J’ai regu un e-mail en réponse a ma S momy4uia o MEeKTPOHHON TOYTE OTBET
candidature pour un poste dans votre 110 TTOBOAY MOEH KaHIUJATypbl JJIs




bureau. TPYJOYCTPOICTBA HA BallIEM NPEIITPUSATHH.

On me demande de vous contacter pour | MeHs MpoCAT CBSA3aThCs ¢ BAMH, YTOObI
un rendez-vous. JIOTOBOPHUTHCS O BCTpEUE.

He mornu 661 Bel MHE cka3aTh Barny
bammmio?

1 Bac coenHSI0 ¢ HaYaJILHUKOM OTAEJIa
KaJIpOB.

51 xoTena Obl TOTOBOPUTHCS O BCTPEUE IO
MOBOJY TPYJOYCTPOMCTBA Ha BallleM
OPEIIPUSITUH.

Korna Bel xotute npuittu?

Kak M0HO cKopee.

Bb1 MoxeTe npuiiTy 3aBTpa YTpoM?

9Oto Bam nmoaxoaut?

Jla, koneuno. S ceoOogHA.

Bama damunus, noxanyiicra?

Pour modifier un rendez-vous

A. Bonjour, monsieur, Claire Dupont a I’appareil, la secrétaire de monsieur
Vallet.

B. Pas de probléme. Ce serait quand?

C. Ah, vendredi 4, désolé, mais je suis pris. Je préférerais lundi 7 a 14 heures.
Est-ce que c¢a vous va?

D. Je vous remercie, monsieur Delay. Et puis, excusez-nous encore. Au revoir,
monsieur.

E. Trés bien, c’est noté pour le 7 a 10 heures.

F. Je vous appelle au sujet de votre rendez-vous avec monsieur Vallet, jeudi 3 a
10 heures. Malheureusement, il ne pourra pas vous recevoir comme prévu. Il vous prie
de I’excuser et vous demande de reporter son rendez-vous.

G. Attendez, est-ce que vendredi 4 a la méme heure vous conviendrait?

H. Oui, bonjour, madame.

I. Non, monsieur Vallet est en déplacement a ’extérieur a cette heure-1a. Est-ce
qu’il est possible de décaler votre rendez-vous le méme jour vers 10 heures ?

Je vous appelle au sujet de votre rendez- | 51 Bam 3BoHIO o moBoay Barieii Bctpeun ¢
vous avec monsieur X. Meche X.

K coxanenuro, oH He cMOXeT Bac npuHsITh,
KaK 3TO OBIJIO OTOBOPEHO paHee.

OH NpOCHUT €ro U3BUHUTH U TIEPEHECTH
BCTpEYY.

Huxakux mpoGiem.

Ha kakoe Bpemsi?

[Tomoxmure.

Co;xane}o, HO A 3aHAT.

A npeanoyern ObI. ..

B sT0 BPCM: OH B OTHE3C.

Bo3moskHO 1 mepeHecTy Bairy BCTpedy Ha
10 gacos »toro xe nag?




A Bac 6maromapro.

N3BuHUTE HAC elie pas.

Pour annuler un rendez-vous
A. Bonjour, madame. C’est Claude Cadet. J’ai fix¢é le rendez-vous avec monsieur
Dénarnaud pour mercredi 5.
B. Je vous rappellerai trés bient6t pour reprendre rendez-vous. Merci beaucoup.
C. Un instant, s’il vous plait... Tout a fait.
D. Merci. C’est bien gentil de nous prévenir. Quand vous voulez venir?
E. Je suis désolé, mais je vais étre obligé d’annuler le rendez-vous.

J’ai fix¢é le rendez-vous. S noroBopuiiCs 0 BCTpeUe.

CO}KaJ'ICIO, HO s BBIHY>XXKICH OTMCHHUTDL BCTPCUY.

51 Bam nepe3BoOHIO, YTOOBI TOBOPUTHCSA O
HOBOMU BCTpEUE.

14. Lisez le texte:

Les ventes importantes donnent souvent lieu a des pourparlers en vue de conclure
un contrat de vente-achat qui est un écrit par lequel une personne appelée «vendeur»
s’engage a transférer la propriété d’une chose a une autre personne appelée «acheteur»
qui a son tour s’engage a I’accepter et a la payer.

La plupart des ventes commerciales est effectuée a la base des contrats-types.
Quand les conditions générales de livraison sont normalisées, les parties n’ont qu’a
discuter les €éléments importants: qualité, quantité, prix, délai de livraison, emballage et
autres.

Le contrat doit avoir les mentions obligatoires:

— Dénomination: Contrat;

— Lieu et date de la conclusion;

— La désignation des Parties avec leurs sieges sociaux.

L’exécution des commandes donnent souvent lieu aux réclamations de la part des
clients. Elles peuvent avoir comme objet:

— La marchandise (défaut de qualité ou qualité non conforme a la commande);

— La livraison (retard, emballage défectueux, casse, manque, perte);

— Le prix et le paiement (erreur de facture, omission d’une remise).

Les réclamations doivent étre faites par €crit et dans les délais déterminés.

15. Remplissez les points par les mots du texte:

1. Les parties ... la qualité, la quantité, le prix, les délais de livraison.
2. Les contrats-... sont la base de la plupart des ventes.

3. On fait les ... par écrit.

4. La qualité non ... a la commande peut étre objet de la réclamation.
5. Les réclamations doivent €tre faites dans les ... détermings.



1.4. CORRESPONDANCE COMMERCIALE

1. Lisez le texte:
Correspondance d’affaires

La correspondance d’affaires obeit a des régles particulieres, plus formelles que
celles qui régissent la correspondance ordinaire.

Il y a les lois générales de cette correspondance qui sont la rapidité, I’exactitude
et la prudence.

Le maximum de service dans le minimum de temps, telle est la formule qui
s’impose a toute correspondance d’affaires et de caractére commercial, en particulier.

La concurrence économique et industrielle exige de chacun un effort croissant
pour lutter de vitesse. Cet effort ne s’exerce pas seulement au stage de la production,
mais il doit également €tre assuré a celui de distribution.

Le télégraphe, le téléphone, les différentes machines de bureau (a écrire, a
calculer, etc), le téléimprimeur, le dictophone et les plus récentes inventions sont tous
nés du méme besoin: gagner du temps, aller plus vite que le rival, arriver le premier.

Nous ne parlons pas ici de la rapidité mécanique avec laquelle la lettre est
expediée, mais la facon méme dont elle est congue et rédigée. Elle doit contenir tout
I’essentiel. Chaque alinéa, chaque phrase, chaque mot doit apporter sa pierre a I’édifice
et justifier sa présence.

L’exactitude est la seconde loi, non moins essentielle. Elle enjoint au
correspondancier de ne jamais rien écrire d’inexact ni méme d’imprécis.

Un attachement rigoureux a la verité est une nécessité absolue: la moindre
inexactitude entraine des corrections, des réclamations, des retards, peut faire manquer
une affaire et méme ¢loigner un client. A notre €poque, ou les nouvelles marchent si
vite, perdre la confiance d’un seul client, c’est s’exposer a perdre toute une clientele.

Un autre aspect de I’exactitude est la précision. Il faut non seulement dire la
verité, mais encore la serrer d’aussi pres que possible.

La troisiéme loi de la correspondance d’affaires est la prudence. C’est une loi
dont on reconnait moins volontiers la nécessité, c¢’est celle qui défend de faire le jeu de
I’adversaire, qui cet adversaire soit: le concurrent, le correspondant méme, le client ou
le fournisseur.

Le bon correspondancier ne se contentera donc pas de se mettre au courant de la
partie téchnique, mais il étudiera a fond le c6té juridique des questions qu’il aura a
traiter. On n’a pas toujours affaires a des gens d’une honéteté scrupuleuse. Le
correspondancier doit en toute occasion faire preuve de bon sens et de tact. Il doit se
mettre et se tenir au courant des habitudes de la Maison, étudier soigneusement le
dossier d’affaire au sujet de laquelle il écrit, se rendre un compte exact et de la position
de le Maison et de celle de la Maison ou de la personne a laquelle il s’adresse.

Vocabulaire
adversaire m — COIEPHUK
apporter sa pierre a I’édifice — BHOCHUTB CBOH BKJIAJ] B JICJIO
attachement m a qch — CKJIOHHOCTb K 4YeMy-J1100
clientele f — KJIMEHTYpa
concevoir — 3ayMbIBaTh
confiance f — JioBepue

correspondance f d’affaires — JIeJIoBasi KOPPECTIOHICHLIUS



correspondancier m — KOPPECIIOHCHT, BETAIOIINI KOPPECTIOHICHITHEH

coté m juridique — IOpUIMYecKasi CTOpOHa

défendre — 3anperiarh

effor m — yCuiImue

essentiel m — CYIIHOCTb, TJIAaBHOE

exactitude f — TOYHOCTh

expedier — OTChLIaTh, OTIPABIAThH

faire le jeu de qn — BOJIMThH 32 HOC KOTO-TTH0O

faire preuve de qch — IIPEAOCTaBUTD JI0KA3aTEIbCTBA YETO-TH00
fournisseur m — TIOCTABIIIHUK

gagner du temps — BBIUTPaTh BpeMs

habitude f — MIPUBBIYKA, HABBIK

imprécis — HETOYHBII

Maison f — ¢upma, KoMIaHus, (TOPrOBBIN) TOM
prudence f — OCTOPOXKHOCTh, MPETyCMOTPUTEIHHOCTD
qui cet adversaire soit — KTO OBbI 3TOT CONEPHUK HU ObLI

rapidité f — CKOPOCTb, OBICTPOTA

régir — OTIPEACISITh

s’adresser a qn — 00paIiaTbcs K KoMy-au0o0

s’exercer — UCTIOJHSTHCSI, BECTUCH, OCYIIECTBIISATHCS
s’imposer a qch — OTHOCHUTBCA K 4eMY-JIH00

se contanter de qch — YIOBIIETBOPATHCS YEM-TTHOO0

se rendre un compte de qch — OTJIaBaTh ce0e OTUET B YEM-JIHOO

stage m — CcTaaus, dTal

2. Répondez aux questions d’apreés le texte:

1. A quelles régles obéit la correspondance d’affaires?

2. Quelles sont les lois générales de la correspondance d’affaires?

3. Qu’est-ce que la rapidité de la correspondance d’affaires?

4. Comment comprenez-vous la rapidité dans la correspondance?

5. Qu’est-ce que la prudence de la correspondance d’affaires?

6. Qu’est-ce que I’exactitude dans la correspondance?

7. Quelle est la formule qui s’impose a toute correspondance d’affaires et de
caractere commercial?

8. Qu’est-ce que la concurrence économique et industrielle exige de chacun?

9. Quelles sont les machines de bureau?

10. De quel besoin sont nées les inventions récentes?

11. Qu’est-ce qui est une nécessité absolue dans la correspondance d’affaires?

12. Qu’est-ce que le correspondancier doit faire en toute occasion?

3. Traduisez les phrases suivantes:

1. 11 est essentiel de soigner la présentation de la lettre de commerce.

2. Une lettre souillée de bavures, de ratures, mal équilibrée indique une incurie,
une négligence des détails.

3. Pour les communications trés courtes on emploi quelquefois la carte-lettre,
mais il est préférable de ne I’employer que pour les notes peu importantes.

4. La carte postale a I’avantage d’étre économique et I’inconvénient d’étre livrée
a toutes les indiscrétions. On n’en fera donc qu’un usage tres prudent.



5. 1 est indispensable de dater completement toute lettre d’affaires ou de
commerce.

6. On écrit en majuscules la premicre lettre, du nom, du mois dans la date, mais
non dans le corps de la lettre.

7. On laisse d’ordinaire une marge d’un peu plus du cinquieme de la largeur de la
page.

8. Une marge étroite est incomode pour le correspondant qui a besoin d’espace
pour ses annotations.

4. Traduisez le texte:

FONCTIONNEMENT D’UN SERVICE DE CORRESPONDANCE

Le courier est remis a la personne chargée de sa réception et de son
enregistrement. Celle-ci ouvre elle-méme toutes les lettres et en prend connaissance
rapidement.

Au fur et a mesure qu’elle les décachette, elle inscrit sur le registre (ou répertoire)
de correspondance:

1. Le nom du correspondant;

2. La date d’envoi de la lettre indiquée par le correspondant;

3. La mention des piéces jointes, s’il y a lieu;

4. En quelques mots 1’objet de la lettre.

Elle s’assure que toutes les picces indiquées comme jointes se trouvent dans
I’enveloppe et met a part tous les papiers de valeur, tels que cheéques, traites, lettres de
change ou contrats.

Un employé appose sur la lettre ou le document, autant que possible au-dessous
de la date d’envoi, c’est-a-dire en haut et a droite, un timbre indiquant la date d’arrivée,
en géneéral sous la forme suivante:

Regule 19— VI-25

Répondu le

Certaines Maisons trouvent avantage a employer un horodateur (ycTpoiicTBo st
MIPOCTABJICHUSI 1aThl 1 BpPEMEHH Ha JOKyMEHTax), qui précise 1’heure méme de 1’arrivée.

Le courrier est ensuite tri¢ (KOppecCnoOHIAEHIIUIO / TOUTY 3aTE€M COPTUPYIOT) et
remis au chef d’entreprise. Celui-ci se réserve de répondre lui-méme a toutes les lettres
importantes, et donne ses instructions pour que le courrier courant soit remis, pour é¢tude
et réponse, aux services compétents de 1’entreprise.

5. Remplacez les points par les articles convenables:

1.1l ya ... lois générales en ce qui concerne ... correspondance d’affaires.

2. C’est ... lettre. ... lettre est treés longue.

3. ... phrases d ... lettre d’affaires doivent étre courtes, ... mots doivent étre le
plus possible exacts.

4. ... lettre de recommandation (ou d’introduction) concerne ... demande faite a
... ami, ... correspondant ou ... représentant de recevoir aimablement ... porteur de ...
lettre.



5. Nous vous remercions de ... offre. Vous vous €tes certainement exagéré ...
valeur de ... marchandise.

6. En reponce a ... lettre du 15 courant, nous vous informons avec ... plaisir que
nous avons regu ... marchandises envoyées par vous.

6. Mettez au passé composé et au futur simple les phrases suivantes:
1. Je fais mes adieux a mes amis.

2. Je m’empresse de vous raconter cette aventure.

3. On me laisse passer.

4. Les douaniers font la visite des bagages des voyageurs.
5. Je fais des promenades sur les rues de Minsk.

6. Je loue une chambre dans le Quartier Latin.

7. Nous arrivons a la frontiére francgaise.

8. J’envoie mes lettres a mes correspondants.

9. Nous trions le courrier chaque jour.

10. On écrit le nom du correspondant sur I’enveloppe.

7. Ecrivez au féminin les adjectifs suivants:

Masculin Féminin
un bon voyage une ... impression
un nouveau correspondant une ... correspondance d’affaires
un jeune écrivain une ... étudiante
le confort moderne la maison ...
le beau quai la ... riviere
le bain chaud I’eau ...
les boulevards courts les rues ...

8. Traduisez les phrases suivantes:

1. CymiecTBYIOT 0011IM€ PUHIUIIBI IETTOBOM MEPEMUCKH.

2. OCHOBHOM NMPUHLMI JAEJI0BOU MEPENHUCKNA COCTOUT B OKAa3aHUU MaKCHUMAaJIbHBIX
YCIYT B MUHUMAJIBHO KOPOTKOE BpEMSI.

3. Haubonee u3zBecTHhIMM OGMHMCHBIMHU ammapaTaMu SBISIOTCS TenedoH, ¢akc,
MPUHTEPHI U KOMITBIOTEPHI.

4. 3aech MBI HE TOBOPUM O MEXAHHUYECKON CKOPOCTH, C KOTOPOUM OTIpPaBISAETCS
MUCHMO.

5. Kaxnas dpasa, Kaxa0€ CIOBO JTOJDKHBI OBITH TOUHBIMH.

6. Kax 111l 1I€Hb MBI COPTUPYEM IIOYTY.

7. BTOpbIM 3aKOHOM JI€JI0OBOM IEPENUCKU SBJISIETCS] TOUHOCTb.

8. BaxxHbIM (haKTOpPOM JIETIOBOM MEPEMUCKH SIBIISIETCS OCTOPOIKHOCTb.

9. Hekortopsie (GUPMBI HCTIOIB3YIOT YCTPOWCTBO I TMPOCTABICHUS NAThl U
BPEMECHH.

10. Teky1yro MouTy COPTUPYIOT U MEPEIAIOT PYKOBOAUTEIO MIPEATPUATHUS.

9. Lisez le texte:
Conseils pour écrire une lettre d’affaires

La lettre est un prolongement de la personnalité, la mesure de la culture et du
golt.



Il semble qu’on écrive de moins en moins. On télégraphie, on téléphone surtout.
On arrive en automobile ou en avion plus vite que la poste. La lettre se meurt. Mais la
lettre, cependant, n’est pas encore morte. Il y a beaucoup de circonstances ou il nous est
indispensable de savoir écrire. Il faut remercier, compatir, féliciter, offrir des vceus, des
services, €tablir des contacts commerciaux, etc.

Il reste les lettres les plus difficiles a rédiger, celles ou la fantasie n’a plus de
place, ou il faut peser chaque mot et suivre rigoureusement les régles de la correction et
de la courtoisie.

Ci-dessous on vous donne quelques conseils a suivre pour €crire une lettre d’une
maniere correcte et courtoise.

Le papier a lettre. If faut employer un papier blanc, ou légeérement teinté, portant
votre adresse, votre numéro de téléphone. Le format doit étre non plié, timbré en haut et
a droit. Il doit étre ni trop grand, ni trop petit. Le format dit «commercial» est
actuellement le plus employé.

La disposition matérielle de la lettre: la marge. Une marge spacieuse donne a la
lettre un «ton» de soin et de respect. Une marge trop étroite rend la lecture de chaque
ligne plus pénible. Une marge d’un centimétre et demi est une bonne moyenne. Si vous
ajoutez plusieurs feuilles, il sera bon de les numéroter.

La ponctuation. On trouvera dans toutes les bonnes grammaires les regles de la
ponctuation. I1 faut toujours veiller a ce que la ponctuation soit correcte. Une lettre bien
ponctuée est plus facile a lire, et une virgule mal placée peut mener a un malentendu.

Les abréviations. «Monsieur», «Madame», «Mademoiselle» et leurs pluriels
s’écrivent en abrégés (M., Mme, Mlle, MM., Mmes, Mlles) devant un nom propre. Il
faut éviter toutes les abréviations peu usuelles.

Les adresses. 11 est d’usage de faire graver son numéro de téléphone en haut et a
gauche sur la premiere page de la lettre, en haut et a droite, de préférence, sur la feuille
non pli¢e. Il faut toujours rappeler son adresse sur sa lettre, méme lorsqu’on écrit aux
amis les plus intimes.

La date. N’omettez jamais de dater vos lettres, soit au commencement, soit a la
fin. La date au commencement est préférable pour lettres d’affaires. Il vaut mieux
indiquer le mois par son nom que par un chiffre.

L’en-téte et la salutation finale. Dés le premier mot, vous risquez le faire une
faute, et d’étre mal jugé. Quant a la formule de politesse qui précéde la signature, c’est
pour beaucoup de gens la partie la plus difficile de la lettre. Dans la correspondance
d’affaires, usuellement, on commence la lettre par: «Monsieur» ou «Cher Monsieur» et
on la finit par: «Recevez, Monsieur, I’assurance de mes sentiments distingués.

La signature. 11 est pratique, dans la vie moderne, d’avoir une signature tres
lisible, qui permette a votre correspondant d’abord d’épeler votre nom, puis de 1’écrire
sans I’écorcher.

Vocabulaire
abrégé m — CJIOBO B COKPAILICHHOM BHJIE
abréviation f — COKpaIlleHHe
écorcher — cOUThCS, KOBEPKATh
en-téte m — 3aroJIOBOK
épeler — YWTaTh MO CJIOraM, IPOU3HOCUTH 10 OyKBaM
¢établir des contacts commerciaux — YCTaHaBJIUBAaTh TOPTOBBIE CBA3U
féliciter — MO3/IPABIIATH

gout m — BKYC



lettre f'd’affaire — JIJIOBOE MUCHMO

lettre f timbrée — IMCBMO C MapKoi

ligne f — CTpOKa

lisible — JIETKO YU TaeMbIi

marge f — moJie (MmuchbMma)

numeroter — HYMEpOBAaTh

offrir des voeus — Iiepe/laBaTh MO3/IPaBICHUS
omettre — OIIyCKaTh, IPOIIyCKaTh
papier m a lettre — Oymara Jijis mucem

peser chaque mot — B3BCIIIMBATh KAXKJIO€ CJIOBO
plier — U3rudaTh, CKJIaAbIBATh IIOI0JIaM
politesse f — BEXKJIMBOCTh

savoir écrire — YMETb IIUCaTh

signature f — MOJIMKUCH

spacieux, -se — TIPOCTOPHBIN

usuellement — 00BIYHO

10. Répondez aux questions suivantes d’apres le texte:

I. Quel conseil pour écrire une lettre d’affaires trouvez-vous comme le plus
important?

2. Dans quels cas préfere-t-on écrire des lettres?

3. Qu’est-ce qu’on écrit sur le papier a lettre?

4. Quelles sont les exigences de la ponctuation d’une lettre d’affaires?

5. Quelles abréviations faut-il éviter dans les lettres d’affaires?

6. Ou €écrit-on les adresses dans les lettres?

7. Pourquoi dit-on que la lettre est un prolongement de la personnalité?

8. Quelle est la disposition matérielle de la lettre?

11. Traduisez les phrases en francais:

1. CymiecTByeT HECKOJIBKO 00s3aTeNIbHBIX MPABUII HAITMCAHUS JIETOBBIX MTHCEM.
2. bymara a1t 1eJ10BOro muchMa JI0JKHa ObITh XOPOIIEH.

3. Jlary HeoOX0IMMO yKa3bIBaTh B HA4aJIE JIEJIOBOTO MUChMA.

4. Iloanmuck B KOHIIE MUCHbMa JI0JKHA OBITh pa300PUNBOM.

5. HeoOGxonumo yka3biBaTh B J€JI0BOM MUCbME HOMED TelieoHa.

6. [TuceMo ABNISETCS MPOAOHKEHUEM JIMYHOCTH, MEPUIIOM €€ KYJIbTYpPhI U BKYCa.



Comment présenter une lettre commerciale

_Age nce Martlabe (1) |
‘ S.ARL." au capiial 100 DOOE |
84, Avenue Foch, Paris CEDEX 0D1
Tél 42 14 03 21
{6) Sociélé Mory (2)
21, fue Gambetta
20031 Marseille, Cedeax
ViRaR{3)
MiRef . MDxl 196
Objet : enved d'un devis (4)
{5) Pariz le 5 Juin 2000

Messoeurs

Mous avons I'honneur de vous assurer receplion de la commanda que
Wous avez eu la bonté de nous envoyer.

Veuillez trouver cljoint notre devis pour le transbordemenl de votre car-
Qaison.

MNous sommes préts & exgécuter vos ordras mais nous vous conssillons
de signer ka police d'assurance contre toutes les avaries solt grosses, soil
simplas,

Dans 'attente de vobre dacision, j@ wous pre d agraer, Messieurs, mas
salutations distinguéses. (7)

{8} Le Directaur M. Perrin

' P, : (9) :
| Devis de transbordement

' S A RL — Société A responsabilité limitée.

(1) L’en-téte (3arosoBok) contient nom, raison sociale, adresse, numéro de
téléphone de I’expéditeur. Pour les sociétés il faut indiquer la forme juridique et le
montant du capital pour les S.A. (Société anonyme), les S.A.R.L.

(2) Le nom et I’adresse du destinataire.

(3) V/Réf — référence de la lettre recue précédemment.

N/Réf — référence de la lettre qu’on écrit.

(4) Objet — indication trés bréve du motif de la lettre.

(5) Lieu et date de création de la lettre sera importante en cas de contestation. Il
faut écrire le mois en lettres.

(6) Titre du (des) destinataire(s).

(7) Corps de la lettre. Il comprend:

* I’introduction;

* le développement ;

* la conclusion et la formule de politesse.

(8) La signature manuscrite de 1’auteur de la lettre, précédée de sa fonction.

(9) P.J. (pieces jointes). — Cette mention est ajoutée lorsqu’un ou plusieurs
documents sont joints a la lettre a I’'intérieur de 1’enveloppe. 1l faut indiquer leur nombre
et leur nature.



Formules d’introduction et de la conclusion de la lettre

* Comment commencez-vous la lettre si vous devez accuser la réception?

Pour accuser réception
I[JI?I HOOATBCPKACHUSA ITOJYICHUIA:

Nous avons I’honneur (le plaisir) de vous
accuser réception de votre lettre du ...

Nmeem decTs (yIOBOJIBCTBUE)
TIOJITBEPAUTH TIOJyYEHHUE BAIIETO MUChMa
oT ...

Nous avons bien regu votre lettre / honorée
/ estimée du ...

M1 MMOJIYYHJIM Balll€ IMACbMO OT ...

Nous venons de recevoir ...

MBI TOJIBKO YTO IMOJIY4YHJIN ...

En possession de votre honorée du ... nous

HOHy‘{I/IB Bale€ MMCcbmMoO OT ..., MBI ...

Nous sommes en possession de ...

MpbI ony4unu ...

Nous possédons votre lettre du ...

Mp1 IMOJIYUHJIM Balll€ IMMMCbMO OT ...

Nous avons regu en son temps votre ...

Mp1 CBOCBPCMCHHO IOJIYUMJIM BalIC ...

Nous vous accusons réception de votre
honorée ...

HNmeeM yecThb MNOATBCPAUTD ITOJTYYCHHUC
BamIcro 1nmucbmMma ...

Pour répondre
[ OTBETOB:

En réponse a votre lettre ...

B oTBeT Ha Ballie micepMo ...

En réponse a vos offres ...

B oTBer Ha Bailie npeayioxeHue

(odepThl) ...

Répondant a votre honorée (estimée) ...

OtBeuas Ha Balie YBa)XacMoc ...

Nous conformant a votre derni€re, nous
vous retournons ...

B cooTBeTCTBUM ¢ BallluM MMOCJICIHUM
IMMCBbMOM, MBI Bam BO3BpaliacMm ...

Au recu de votre lettre du ... nous nous
empressons de vous adresser ...

[To nmony4yeHuu Baero Nucbma Ot ... Mbl
CIICIIMM aJpecoBaTh Bawm ...

Nous avons I’honneur de répondre a votre
lettre du ...

HMMeeM dyecTh OTBETUTH Ha Ballle IMMHUChMO
oT ...

Référence a des lettres antérieures
CchUIKA HA IPEIBITYIIAE TUCHMA:

Faisant suite a notre lettre du ...

B passutHe Hamero nucpma or ...

Revenant sur notre entretien (nos
pourparlers) du ...

Bo3zBpammasics k Harieit Oecene (Hammm
IIEPEroBoOpam) orT ...

Nous vous rappelons notre circulaire du ...

Mpb1 HanomuHaeM Bam Harn (o HateMm)
UAPKYJISIP OT ...

Comme suite a notre entretien (a nos
pourparlers) de lundi dernier ...

B pazButue Hamiei 6ecepl (Hammx
NIEpPErOBOPOB), UMEBIIIEH MECTO B
TPOIUIBIA MOHEICTHHHK ...

Pour anoncer une nouvelle ou pour demander un renseignement, un envoi
Coo01ienre HOBOCTEN WM TPOCh0a O COOOIIEHUHU CBEACHUMN, O MTOCHUIKE:




Nous vous prions de nous envoyer ...

HpOCI/IM I10CJIaTh HaM ...

Veuillez nous faire connaitre ...

Co0aroBosmMTe COOOIUTH HAM ...

Nous avons ’honneur de vous annoncer ...

Nmeem vecTs 00BIBUTH (cO0OmMNTH) Bam

Nous avons I’avantage de vous informer ...

Hmeem ynoBoabCTBUE (OYKEANLHO:
BBITOJTY, — B T€X CITydasiX, KOT/1a 3TO
MOJKET MPEJICTABIATH BBITOAY WIIN
yIIOBOJILCTBHUE I KOPPECIIOHICHTA, a HEe
I HaC) MOCTaBUTh Bac B M3BeCTHOCTH
(madopmupoBath Bac) ...

Nous tenons a vous faire part ...

MpbI cuntaeM HEOOXOIUMBIM COOOIIUTE
Bawm ..

Veuillez avoir I’obligeance de nous
adresser ...

Bosbmure Ha ce0s Tpya (OyapTe
m00e3HbI) aApecoBaTh HaM (TIOCIIaTh HaM)

Veuillez adresser pour notre compte ...

CobmaroBosnte agpecoBaTh (MOCIaTh) HA
Hall CYerT ...

Ci-joint nous vous envoyons ...

[Ipu cem npenpoBOXKIAEM ...

Nous avons I’avantage de vous donner
avis de ’expédition ...

HmeeMm y0BOJLCTBHE aBU30BATh
(byxsanvro: nath aBu30) Bam oTrpysKy ...

Veuillez adresser de suite ...

Co0aroBoJiMTe mMociaTh HEMCIOJICHHO ...

Veuillez des réceptions de la présente nous
faire parvenir ...

CobnaroBonute nepeciaarh HaM
HEMEJJICHHO 10 MOJTyYE€HUH HACTOSIIETO
IHChMA ...

Nous vous prions de bien vouloir nous
envoyer ...

HpOCI/IM c00JIarOBOJIMTH MOCJIATh HaM ...

Ilpumeuanue: CnoBo

«CO0JIArOBOIUTHY

HE WUMEeT TO-(PPAHIy3CKH TOTO

yCTapceioro u CHCHI/ICI)I/I‘-IeCKOFO OTTCHKA, KaK B PYCCKOM A3bIKC.

Formules de politesse pour conclure la lettre
Ils peuvent varier a 'infini, on présente ici les plus répandues.

« Comment terminer votre lettre pour dire:

que vous attendez de qch
YTO BBl 0’KHJIA€TE YEro-anbo:

Dans I’attente de votre lettre ...

B OXHNJIJAaHHUHU BalICro IMMMcChbMa ...

Nous restons dans 1’attente de votre
honorée ...

B OXHNJaHHUHU BalICro IucbmMa ...

Dans I’attente de vous lire par retour du
courrier ...

B oxuaanum Barero nuchMa oOpaTHOM
MOYTOM ...

que vous regrettez qch
YTO BbI COXKaJIEETE O YeM-JIHOO0:

Nous avons du regret de ne pas avoir faire

MBI cokaneeM, 4To He CAeIalu ...




Avec le regret de ne pas pouvoir vous
répondre favorablement ...

CokajieeM, 4TO HE MOKEM OTBETHUTH
ITOJIOXKUATEILHO ...

que vous confirmez une commande annoncée par téléphone et souhaitez qch
YTO Bbl NOJATBEPKIAETE 3aKa3, CACJIaHHbIN 10 TeJaedoHyY, U KeaeTe:

Suite a notre entretien téléphonique du 5
mars, nous avons le plaisir de ...

B nponomxkenue Hamrero tene®oHHOTO
pasroBopa OoT 5 MapTa Mbl UMEEM
YAOBOJILCTBHUE ...

que vous remerciez
YTO Bbl 0JIaro/iapuTe:

Nous vous remercions d’avoir bien voulu
recevoir ...

Mg Garomapum Bac 3a TO, YTO OTIPABUIIH

que vous vous e€xcusez
YTO BbI IPOCUTC M3BMHCHH .

Nous vous prions d’excuser ...

IIpocuM Bac U3BUHUTH HAC ...

Veuillez nous excuser pour le retardement
de I’envoi ...

Mpbl Bac TpPOCMM H3BHHUTH HAC
3aJIepKKY OTIIPABIICHUS ...

3a

Si vous écrivez a un client avec lequel on a des relations régulieres et

chaleureuses

Ecau Bel nmmiere KIIMCHTY, C KOTOPbBIM YBA4C CJIOKUIUCh IIOCTOAHHBIC H
APYKCCKHUC OTHOIICHUS, TO 3aKaHYMBaMTE MUChMO CIIOBAMM:

| Bien cordialement ...

‘ C HAWMJIYIIINMH ITOKCIIAHUAMU ...

Si vous écrivez a un supérieur

Ecau BBl IMIIIETE HAYAILHUKY, AUPEKTOPY:

Veuillez agréer, Monsieur, I’expression de
nos meilleures salutations ...

HpI/IMI/ITe Halll HAWJTYYHINEC IMOKCIIaHNA

Je vous prie d’agréer, Monsieur le
Directeur, I’expression de nos sentiments
respectuceux ...

[IpumuTe, rocioAH AUPEKTOP,
BBIPKEHUE ITyOOKOT0 YBOXKCHHUS ...

Si vous écrivez a un client qui vient de passer une importante commande
Ecnu BbI uIeTe NTMCbMO KIMEHTY, KOTOPBIN TOJBKO YO c/iedall BayKHBIN 3aKas3:

Je vous prie d’agréer, Monsieur,
I’expression de nos sentiments tres
dévoues ...

[IprmuTe HamydIIMe MOXKENaHUs U
IIPU3HATEIBHOCTD 34 ...

Veuillez accepter les salutations
distinguées ...




Les formules usuelles employées le plus fréquemment
dans une lettre d’affaires

pour débuter la lettre
94TOOBI HAYATh MTUCHMO:

Tout d’abord (en premier lieu) nous vous enverrons 1 exemplaire ...

pour continuer la lettre
4TOOBI OPOAOJIKUTH ITMCHMO.

Puis, ensuite, par la suite. Par la suite de notre entretien téléphonique ...

pour terminer la lettre
YTOOBI 3aKOHYUTH TUCHMO :

Enfin (en dernier lieu) nous vous proposons conclure le contrat ...

pour annoncer une conclusion
YTOOBI MNOABITOXHUTH MTUCHMO.

En conclusion (finalement) il nous n’est pas possible de faire la remise ...

pour ajouter qch
4TOOBI IOOABUTH:

De plus, en outre, aussi, également. Veuillez également noter que ...

pour présenter une conséquence
9TOOBI BBIPA3HUTh MOCIEA0BATEIBHOCTS:

En conséquence, donc, par conséquent, alors, aussi (avec inversion du sujet).
Aussi espérons-nous que vous nous enverrez vos conditions a propos de votre
commande.

pour indiquer la suite donnée
4TOOBI YKa3aTh Ha IPOJIOJKEHUE:

A la suite de, comme suite a. Comme suite a votre lettre ...

pour opposer des faits, des idées
9TOOBI IPOTUBONOCTABUTH (haKThI:

En revanche, or, par contre, au contraire, cependant, alors que. En revanche, nous
vous proposons remplacer cet équipement.

rectifier qch
YTOUYHUTD, TONPABUTH YTO-IHOO0:

En fait, en réalité. En réalité, on n’a pas livré ces machines.



Textes
UNE VARIETE DE LETTRES COMMERCIALES
1

|
‘ Compagnies Thomson \

societe anonyme au capital 200 000 €
40, rue Cluny, Pares 16°
Tél. 24.10.07 17
Parig, le b mars
Saciité Mory
21, rife Gambatta
Qbyed © Praduits informatiques.

Messieurs,

Mouws vous remercions de vofre desire d'anfrer en relations d'affaires
avac notre compagnia Sous ca pli nous vous envayons la liste des pris pour
I'éguipement que vous Intéresse et nos catalogues sur les procuilts informa-
bgues.

Vaulllez agréer, Messieurs, nos salutalions distngudes,

I Le directeur commercial ||
|i M. Brandt H

|‘ socéle Dorval et Fils ”

Socilli anamyme au capital 50 000 &
12, rue de la Paix, Dijen
Tél, 36, 14, 40,

[\

Cijon, le 3 juin
Socweté Duplomb
10, rue d'Amboise
Lyan

Objet : Envor d'un dévig

Messmurs,

Mous avons Mhonnewr de vous accuser recephion de la commande que
vos avez au la bonté de nous envoyer, Veullez trouver ci-point natre devis
pour la construction de la maching en question. Dans Fattente de volra ré-
ponse favorable nous vous présentons, Messeurs, nos salulabions distin-
guées

” Sockte Dorval et Fils ‘u
= ===t |



1w

T e—
H Réponse & (a letlre 2 \|
Société Duplomb .

10, rue d’Amboise

Lyon
Lyon, le 10 juin

Messieurs,
Mous sommes an possession de volre letire du 3 ert ' Mous remettons
vatre devis a4 notre service technigque et nous wous informerons de notre de-

cision dés qu'elle sera prise.
Veuwllez agréer, Messieura, nos salutations distnguées.

Le directeur
“ {signature) I
U Bangue de France H

10, nue de |la Fasanderne.
75008 Paris,

I~

T&l 527, 25, 82
Soctd « Toumato »
26, boulavard
Diderot

75016 Paris

Pariz, Ia 12 mars.

Messieurs,

Mous avons bien recu volre lettre du 6 courant dans laguelle vous nous
demandez 'ouverture du crédit en faveur de volre enfreprise. ll nous esi
malheuwreusemeant impossible daccéder & votre demande, car en ca momant,
nous avons basoin da tous nos capilaux disponibles. Das que nous sarons
&n masure da le faire, nous vous adresserons nos offres de senvice. Avec
tous nos regrets, nows vous prions d'agréer, Messieurs, I'expression de nos
sentimenis dévoues.,

‘ Banque de France \
(signatura)



COMMENTAIRES

1. crt (courant) — texymiero mecsna (le 5 crt)

¢coulé — nponwtoro mecsma (le 5 écoulé)

2. annoncer — 0OBSBIIATH, BO3BEIIATD.

Bo ¢panmy3ckom KOMMEpYECKOM SI3BIKE IS COOOMmIeHUS HWHGOPMAIHH
ynoTpeosieTcss psJ CUMHOHMMHYECKHX TiarojioB: informer, signaler, indiquer, faire
savoir, faire connaitre, communiquer.

3. Nous vous demandons donc de ne pas manquer de vérifier le bon état de
notre envoi. — [Ipocum Bac 00s13aTeIHHO MPOBEPHUTH COCTOSHUE HAIIIEH MOCHUIKH.

ne pas manquer de — co CJIEIYIOIINM 32 HUM TJIarojioM B HEOIIPEAeIeHHOH (hopme
NIEPEBOJIUTCS KaK He NpeMuryms, 00513amenvHo coelams 4mo-iuoo.

['maron manquer B yTBepAUTEIHLHON (hOpME UMEET OTPHUIIATECIILHBIN OTTCHOK:

a) manquer de faire qch — eqBa He, uyTh He caenaTh YTO-IKUOO:

Il a manqué de tomber. — OH 4yTh OBLTIO HE yIIAJL.

b) manquer de qch — ucnbITEIBaTH HEAOCTATOK:

Nous manquerons d’expérience. — Ham He XBaTUT ombITa.

¢) manquer qch — nponycTuTh, ynycTuTh:

Elle a manqué le cours. — OHa mpoIycTHIa JEKIHIO.

d) manquer a qch — Hapymath, He BBIIIOJIHATS:

Cette société ne manque pas a ses engagements. — OTa (pupMa HE BBITIOJIHSIET
CBOUX 00513aTEILCTB.

4. le destinataire ... est tenu de ... — momyuaTens 00s3aH ...

O6opor étre tenu de ¢ MTHQUHUTHBOM BBIpaXKaeT 00S3aTEIBCTBO CAEIATh YTO-
7100 B COOTBETCTBUHU C 3aKOHOM, TOKYMEHTOM. O053aTeIbCTBO BO (DPAHITy3CKOM SI3bIKE
MOJKET OBITh BBIPAYKEHO CIICTYIOIIMMHU TJIarojiaMu:

avoir a faire qch ; devoir faire qch ; il (me, te) faut faire qch; se voir obligé
de faire qch; s’engager a faire qch.

5 Cette piece est a joindre. — 9TOT TOKYMEHT HaJ0 MPUIOKHUTb.

étre a + infinitif — yka3piBaeT Ha 11€J1b, HA HEOOXOIUMOCTb.

Tout est a refaire — Bce HeoOXxouMo niepeenaTs.

Vocabulaire
accuser réception — MOATBEPAUTH MOJTYUYCHHE
affaire f acceptable — IpUeMJIEMOE JEJ0
cas m échéant — IpU HEOOXOMMOCTHU
constat m établi — COCTaBJICHHBIN MPOTOKOJ
devis m — cMeTa
dommage m — yiiep0, OBpEXICHUE
en faveur de — B MI0JIB3Y KOT'O-TO
faire tous les efforts — cZIeJIaTh BCE BO3MOYKHOE
il nous est impossible — MBI HE MOKEM, JIJISI HaC HEBO3MOYKHO
lettre f'de transport — OTTPY304HbBII, TPAHCIIOPTHBIN JOKYMEHT
machine f'en question — MallnHa, 0 KOTOPOil UJIET peyb
nous avons couvert — 3. MBI OIUIaTHIIN
nous avons couvert par assurance — MBI 3aCTPaXOBAIH
nous avons |’avantage de — UMEEM Y/I0BOJICTBHUE ...
porteur m — JIepKaTeNb, MPEAbIBUTEIh

S.A. (société anonyme) — aKITMOHEPHOE OOIIIECTBO



sous ce pli (syn ci-joint) — TIPH CE€M, TIPU ITOM
traiter la question — 00CYX1aTh BOIIPOC

EXERCICES

1. Indiquez comment vous formulez ’objet de la lettre commerciale pour les
situations suivantes:
1. Vous devez envoyer les copies de pieces d’embarquement.
. Il vous faut accuser réception de la commande.
. Vous devez donner I’'information de la décision des qu'elle sera prise.
. Vous envoyez le catalogue en référent a la lettre du 28 écoulé.
. Vous étes en possession du transfert pour un montant de 15 000 euros.
. Vous avez examing¢ la liste des prix, qu’on vous a envoye.
. Vous écrivez pour demander un prix moins €levé.
. Vous invitez quelqu’un pour traiter ensemble des problemes.

03O\ L kW

2. Comment commencez-vous votre lettre pour:

1) dire que vous avez I’intention inviter quelqu’un a votre entreprise;
2) répondre aux offres;

3) faire références a des lettres antérieures;

4) demander un renseignement, un envoi;

5) accuser la réception d’un ordre.

3. Remplacez les points par les mots convenables:
tenons, attachons, facilitons, rendons, informons, prions, serions

1. A cette occasion nous a vous faire savoir.

2. Le cas échéant nous la solution des problemes.

3. Nous un intérét tout particulier a la vente.

4. Nous vous que I’Assemblée Geénérale des Actionnaires a
décidé de modifier son appellation.

5. Nous nous a Paris pour des affaires.

6. Nous vous obligés de nous rendre visite a notre bureau.

7. Dans cette attente nous vous d’agréer, Monsieur, nos salu-

tations distinguées.

4. Dites en francais:

1. MBI TOJIBKO 4TO MOJIYYHIX Balle MUCbMO OT 12-r0 cero mecsua (c.M.).

2. IloaTeepxaaeM MOJMyYEHHE BAIIEro yBa)KaeMOro muchbMa OT 13-ro mpouuioro
MecsLa.

3. B oTBeT Ha Ballle NUCHMO OT 12-r0 ¢.M. COOOIIIaeM, 4To ...

4. Ilo mnonyyeHuWu Bamlero nuchbMa OT &-r0 C.M. CIEHIUM aJpecoBaTh
KOHOCAaMEHTHI (connaissement) mapoxozaa «Hesay.

5. B pa3BuTue Hallero nucbma ot 9-ro c.M. cooOIIaeM BaM ...

6. Bo3Bpamasch k Haieit 0ecezie OT 7-T0 C.M., IPOCUM Bac 3aMETHUTH ceoe ...

7. IIpocuM Bac npucaaTh HaM Ball kaTajior Ha 20 roa.

8. Co0naroBoyiuTe COOOITUTH HaM BaIlly I1eHbI Ha TieHuIy (ble).

9. lmeeM yAOBOJIBCTBHE NOCTAaBUTh BAC B M3BECTHOCTHb O IOJYYEHHH BAalIEro
3aKasa.



5. Traduisez les lettres commerciales en francais:
1

- =]

YecTe MMESM NOGQTEEROMTE NANYYEHHE BALEID YBIKABMOTD (MMChMa)
oT 10-0 C. M., KOTOpRIM Bl H3C 3anpawweacte (nous demandant) Haw
NOCHEOHWA KaTanor 1a 2005 roa.

Visteem yAOBONLCTEMS [4BLIMOY> ) NEDETATS BEAM &r0 NPM CEM W NPOCHM
BAC NOMHATE M N[,

L fopaans u cj
F Mockaa, 22 wapra rﬁ]

Obiecmay Jopeans u ChiMoass

N

Mapux

Med pRCCMOTRENN KATANOS KOTORRMA Bl Mas npucnand 14 mapra, Ham
HY#H2 BALa MawkHa MNe 18, B M MpoCiM BAC NPpRCIRATE HaMm eé Nnogpobuoe

OMHCEHME W BALUK MAKITYHLUHE YCNOBIA,
H B owmgasny Bawent oTeeTE COpaTHOM NOMTOA NPOCHM NEWHATE M Np. ‘
" iy FocuamnopT ; H

1w

MogTeepe a0 NONYYEHME BALLEND NschMa 0T 3-10 C. M., B KDTODOM Bl
HEIHEMARTE MHE CEMOANWE C BALUMM NDEACTARUTENEM M-HOM HEDKAEHEDoM
MNasnoaww, B Bpaxasunne 9-ro . M. B 3 4aca gHA.

A, x cocanenuso, gonsed coobuTes sam (ja regrette de vous communi-
guer), 4To He crory Beime B Bpazsasunne B HaaHaYeHMBIA 08He W 4AC, TaK
KSK MHE HE yganoct npeogonets TpygHootw (surmonter les difficultés),
KOTOPbBAE CBAZAMGLI & NOSANKDA B 3TOT OTHANEHHES NODT.

B Hagem e, Yo r-+ MNBBnos CMOKET NOCSTHTE KWy KOHTOPY B Mapcens
HE OEpaTHOM NyTH B POCCHID, NpoWYy NPHHATE B AP,

i @ Apnean m K
‘I i - AwpexTop H



6. Complétez la lettre en écrivant a coté de chaque numéro la variante
correcte (a), (b) ou (¢):

Messieurs,

J’ai bien (1) ma commande du 25ao0t (2) 150 calculatrices, de marque
Olivetti (3)  etjevousen(4)

J’ai (5) _ bien recu la facture concernant (6)  calculatrices, mais je pense
quil y aune (7) __ dans vos publicités, vous annoncez ces calculatrices en (8) et
vous (9)  avosclientsune (10)  de 20 euros par (11) . Or, vous avez (12)
cette réduction sur votre facture car vous partez du (13)  normal. Je (14)
demande donc une (15)  facture.

1. a) adressé b) recu c) apporté
2. a) mettant b) par c) contenant
3. a) type b) voiture c) machine
4. a) remercie b) envoie c) salue

5. a) puis b) également c) peu

6. a) les b) des c)aucune

7. a) malheur b) torpeur c) erreur

8. a) liquidation b) stock c) promotion
0. a) prenez b) accordez c) enlevez
10. a) prime b) réduction C) prix

11. a) boite b) stock c) heure

12. a) omis b) soustrait c) Oté

13. a) somme b) prix c) forfait

14. a) vous b) nous c) leur

15. a) belle b) troisi¢éme c) autre

7. Mettez les articles contractés ou prépositions convenables, s’il le faut.
Employez de, du, des, a, au, par ou pour:

1. Il y a quelques jours, nous avons regu une lettre de 1a part nos anciens
clients, dans laquelle ceux-ci se plaignent retards dans la livraison de deux
derniers lots péfrole.

2. Aussitot nous avons décidé faire une enquéte les raisons de ces
retards.

3. Par suite une enquéte minutieuse, nous avons réussi ¢tablir que la
livraison retardée avait €té causée le mauvais temps.

4. Ce point semble pourtant avoir échappé I’attention de nos clients.

5. Quant retard apporté chargement du deuxieme voyage, celui-ci a eu lieu

notre faute.

6. C’est pourquoi nous sommes préts prendre notre charge tous les

frais se rapportant a ce chargement.



1.5. DOCUMENTATION

1. Lisez et traduisez les textes:

La commande et son execution

La lettre par laquelle on passe une commande doit étre claire, concise et
complete. Autant que possible, on traitera dans une lettre a part toute question qui n’a
pas de rapport avec la commande proprement dite.

Si I’on passe plusieurs commandes le méme jour, on prend soin de les numéroter,
puisque la date ne suffirait pas a un classement précis. Il est souvent utile de donner des
numéros de classement aux commandes envoyées a la méme Maison. Beaucoup de
Maisons font imprimer a 1’usage de leurs clients des bulletins de commande, qui
donnent toutes les instructions nécessaires sur 1’emballage, 1’expédition, les conditions
et le mode de paiement.

Il faut accuser réception de toute commande regue, et assurer le client que ses
commandes seront I’objet de soins diligents et attentifs. Si la commande ne peut étre
exécutée immédiatement ou dans les délais demandés, 1l faut le dire avec franchise, afin
d’éviter au client une surprise facheuse au moment attendu pour la livraison

EXEMPLE DE COMMANDE DE PRODUITS AGRICOLES

a)

Monsieur,

Désireux de posséder dans ma basse-cour des volailles de la race X, je viens vous
prier de m’envoyer six douzaines d’oeufs de cette race, préts a étre couves.

J’espére que vous ne me fournirez que des oeufs sélectionnés et que je n’aurai
aucun déchet a 1’éclosion.

Je vous couvrirai de vos frais des réception du colis, auquel je vous prie de
joindre la facture.

Veuillez agréer, Monsieur, I’assurance de mes sentiments distingues.

b)

Demande de renouvellement d’abonnement

Paris, le 29 juin 20 .

Messieurs,

Notre abonnement a votre publication «Paris Match» venant a expiration fin
courant, nous vous prions de bien vouloir le renouveler et nous vous remettrons a cet
effet notre chéque Ne 0.042.845 sur la Banque Martin, Lenoir et C* , a Paris, de 25 000
dollars, pour la nouvelle période du 1-er juillet 20 a fin juin 20 .

Nous vous prions pour la bonne régle de bien vouloir nous en accuser réception
en nous donnant votre accord.

Veuillez agréer, Messieurs, nos salutations distinguées.

Inclus: 1 cheque

Vocabulaire
assurer — 3aBEePATHh KOTO-JIN00
avoir rapport avec qn, qch — UMETh OTHOIIEHUE K YeMY-TTH00, K KOMY-TH00
basse-cour f — ITAYUN JBOP, TBOP
colis m — TIOCBIJIKA

commande f — 3aKa3



consis — C)KaThIi, KpaTKUH

couver — BBIBOJIUTH IIBITUISIT
couvrir des frais — MIOKPBITh, OTUIATUTH PACXOIbI

déchet m — Opak, nedexT

délai m — TIEpUOJ] BPEMEHHU, TPOMEKYTOK BpEMEHHU
diligent — cTapaTeIbHbIN, TPUICKHBIN

éclosion f — BbUIyIUIMBaHUE (MTEHIIA) U3 sSilla
emballage m — YIIaKOBKa

exécuter une commande — BBITIOJIHUTH 3aKa3

expédition f — OTIIpaBKa, OTChLIKA

facture f — CYeT

livraison f — MocTaBKa (TOBapOB)

mode m de paiement — C1oco0 OTIATHI

passer une commande — cZIeNaTh 3aKa3

posséder — UMETh, 00J1a1aTh

prier — IIPOCUTH

produits m pl agricoles — CEIIbCKOXO03SICTBEHHBIC MPOYKThI
proprement dite — COOCTBEHHO TOBOPS

renouveler — TIpueMIIeMOe JIeJI0

venant a expiration fin courant — 3aKaHYMBATHCS B KOHIIE TEKYIIETO MecsIa
volaille f — JTOMAIIHIA IITULA

2. Répondez aux questions suivantes d’apres le texte:

1. De quelle manicre passe-t-on une commande?

2. Quelle doit étre la commande?

3. Qu’est-ce qu’on fait si I’on passe plusieurs commandes le méme jour?

4. Qu’est-ce qu’il est souvent utile de faire si ’on envoye les commandes a la
méme Maison?

5. Que font beaucoup de Maisons a 1’'usage de leurs clients?

6. Que donnent les bulletins de commandes des Maisons?

7. Qu’est-ce qu’on fait en ce qui concerne la réception de toute commande?

8. Qu’est-ce qu’on fait si la commande ne peut étre exécutée?

9. De quoti s’agit-il dans le premier exemple?

10. Quel est le but de I’auteur de la deuxieme commande?

3. Remplacez les points par les mots parce que, puisque, si, encore:

1. Il réussit a gagner la cote qu’il était un bon nageur.

2. Il a accusé la réception du colis il était un bon client.

3. Vous viendrez me dire adieu partez en vacances.

4. Est-ce que vous n’avez pas lu ce roman? je lat lu.

5. Il n’a jamais rien vu de beau.

6. Vous n’allez pas a I’Académie ? J’y vais.

7. Je pourrai venir vous voir vous voulez.

8. il est malade, il ne pourra pas prendre part a cette réunion.
9. Nous marcherons vite que nous arriverons a temps.

4. Remplacez les verbes soulignés par le participe présent ou le gérondif:
1. Nous entrames dans la salle d’études et nous saludmes notre professeur.



. Les spectateurs applaudirent cet artiste et battirent des mains.

. Le train repartit, il courait a la fronticre italienne.

. Ce soldat ne répondit rien, il obéissait aux ordres de son chef.

. Cet homme fit ses adieux a ses amis et s’¢loigna.

. Comme je sortais de I’hotel, j’apercus un inconnu qui s’approchait de notre
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maison.

7. C’est jeune homme qui possede quelques langues étrangeres.

8. A la gare il y avait beaucoup de voyageurs qui portaient leurs valises.

9. 11 a passé deux commandes a la Maison et il a pris soin de les numéroter.

10. Car la commande ne pouvait pas étre exécutée, mon chef a informé le client
de ce fait.

5. Mettez les verbes entre parenthéses aux temps qui conviennent:
. On m’a dit que la marchandise (arriver) hier.
. Il savait que son chef (partir) hier.
. Elle m’a écrit que son pere (arriver) bient6t.
. Il m’a dit que sa soeur (vouloir) me voir.
. Savez-vous qu’on (vendre) ces revues dans notre kiosque?
. Il a décidé qu’il (passer) sa commande a la fin du mois.
. Mon client m’a demandé comment (s’appeler) notre Maison.
8. Il faut assurer le client que ses commandes (étre) I’objet de soins diligents et
attentifs.
9. Beaucoup de Maisons (faire) imprimer des bulletins de commande.
10. Les bulletins de commande (donner) toutes les instructions nécessaires sur
I’emballage et I’expédition des marchandises.
11. Je savais qu’il (terminer) notre Université technique.
12. Elle m’a demandé si je (€tre) a I’Académie.
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6. Traduisez les phrases suivantes:

1. IIuceMo, B KOTOPOM JeIaeTCs 3aKa3, H0HKHO ObITh YETKUM U JITAKOHUYHBIM.

2. Eciiu ienaercst HECKOJBKO 3aKa30B B OJIMH JIeHb, HEOOXOIMMO UX HYMEpPOBaTh.

3. HeoOxoaumo HymepoBaTh 3aKa3bl, TaK KakK JlaTa HE SIBJIAETCS JOCTATOYHBIM
OCHOBAHHUEM JIJI1 COPTUPOBKH 3aKa30B,

4. CnenyeT NOATBEPKIATh MOJyYeHHUE JTH000TO 3aKasa,

5. Heo6xoauMo cOOOUTUTH KIIMEHTY BCE CBEJEHUS OTHOCHTEIBHO YIMAaKOBKH U
OTIPABKHU TOBAPOB, a TAKIKE O CIIOCOOE UX OILIATHI.

6. 51 mOKpoOIO BCE BalllM PACXO/ibl, KAK TOJIBKO MOJIy4y Bally IMOCBUIKY C KHUTOM.

7. Lisez et traduisez les textes:

RECLAMATION

Les réclamations sont parmi les plus difficiles a rédiger. Elles ne sont jamais
agréables a recevoir. Tout en disant ce qu’il faut dire, on doit s’efforcer de ne jamais
montrer de mauvaise humeur ni surtout d’impolitesse. On peut exprimer les choses les
plus énergiques avec la plus parfaite courtoisie.

Il faut rappeler la nature de la commande, sa date et ses conditions d’exécution,
renvoyer le fournisseur aux engagements qu’il a pris et constater qu’il n’a pas su ou pu
les tenir. Sauf s’il s’agit d’une récidive, la menace d’une rupture des relations
commerciales ou d’une instance judiciaire doit étre déconseillé. 11 est préférable



d’exiger simplement, mais avec fermeté, 1’exécution du contrat en se referant a la
surprise que cause ce manquement de la part d’une Maison bien considérée sur la place.

Les remarques précédents s’appliquent a la réponse a une réclamation. Autant que
possible, on tachera de donner satisfaction a cette demande et on exprimera des excuses,
s’il y a lieu, pour ’erreur commise. Il vaut mieux porter une petite somme au compte
profits et pertes que de perdre un client.

Il y a cependant des cas ou 1’on est obligé de refuser. Il faut alors le faire avec
tous les ménagements possibles, donner clairement les raison du refus et exprimer les
plus vifs regrets. Toutes les fois qu’on le pourra, on offrira quelque sorte de
compensation pour bien montrer sa bonne volonté.

EXEMPLE DE RECLAMATION

Messieurs,

Nous recevons votre lettre du 25 courant.

Nous sommes trés étonnés que vous puissiez trouver satisfaisant 1’échantillon
prélevé par nos amis sur ’embarquement précité. En effet, les premiers échantillons que
vous nous avez remis sont tout a fait differents de ces derniers. Nous allons, de
nouveau, vous adresser deux envois séparés: I’un contenant les premiers €chantillons
que vous nous aviez remis et ’autre les €chantillons prélevés sur I’embarquement du
“Congo”. Leur examen, méme tres succinct, vous démontrera qu’il s’agit de deux
copals de qualité differente.

Nous comptons que vous voudrez bien reconnaitre le bien-fondé de notre
réclamation, et nous regrettons vivement qu’un désaccord dans cette affaire altere les
relations que nous avons toujours eues avec votre Société.

Veuillez agréer, Messieurs, 1’expression de nos sentiments distingués.

Vocabulaire
altérer — YXYIIIaTh, TOPTUTH
bien-fondé m — 000CHOBaHHOCTH
compte m profits et pertes — cYeT NMpuObLIEH U YOBITKOB
copal m — KomnaJi (pacTUuTeIbHas CMOJIa)
courtoisie f° — BEXJIMBOCTh, YYTHBOCTb, JTF00C3HOCTH
déconseiller — 3]1. OTBOJUTH
des relations f p/ — CBSI3U, OTHOIIICHUS
désaccord m — HeCorJlacue, pa3Horjacue
échantillon m — obpa3erl
embarquement m — OTTpy3Ka, orpy3Ka (IIsl MOPCKUX MEPEBO30K)
engagement m — 00513aTeIBCTBO
envoi m — TIOCBIIIKA, OTIPaBKa
erreur f commise — COBepIIIEHHas! OINUOKa, OTIONTHOCTh
étre étonné — MOPa3UThCs, OBITh YIUBICHHBIM
exprimer des excuses — U3BUHSTHCS 32 YTO-JTHO0
fermeté f — TBEPJIOCTh
fournisseur m — IIOCTAaBIIIK
impolitesse f — HEBEXJIMBOCTh, TPYOOCTh
instance fjudiciaire — mepenava jiejia B Cyj
manquement 7 — OTCYTCTBHE, HEJIOCTATOK, HAPYIIICHHUE

mauvaise humeur f — IUI0X0€ HAaCTPOECHUE



menace f — yrposa

ménagement m — OCTOPOKHOCTh, PEIOCTOPOIKHOCTh
montrer sa bonne volonté — MIPOSIBUTH CBOIO JIOOPYIO BOJIIO
précite, -e — BBILICYIOMSIHYThIN

prélever — OpaTh Harepe, U3bIMaTh, BRBIYUTATh
prendre les engagements — B35ITh Ha ce0st 00s3aTEILCTBA

raison f — IIpUYMHA

réclamation f — pekJiamariusi, xanoda

refuser — OTKa3aTh

regret m — COJXKaJICHHEe

remettre — IepeaaBaThb, JOCTABIATh

rupture f — pa3pbiB

s’efforcer de faire qch — IpWJIaraTh yCUINS, YTOOBI CIeNIaTh YTO-TH00
somme f — cymMma

succinct, e — KpaTKHM, CKATHIH

tacher de faire qch — CTaparbCs CeNaTh YTO-TU00

tenir les engagements — BBITIOJIHATH 0053aTEIHCTBA

8. Répondez aux questions suivantes d’apreés le texte:

1. Qu’est-ce qu’on doit faire en écrivant une lettre de réclamation?

2. Qu’est-ce qu’on peut exprimer dans la réclamation?

3. Que faut-il rappeler en écrivant une lettre de réclamation?

4. Quelle ménace doit étre déconseillée, sauf s’il s’agit d’une récidive?
5. Qu’est-ce qu’il est préférable de faire en écrivant une réclamation?
6. Que s’appliquent les remarques précédentes?

9. Mettez les verbes entre parenthéses aux temps qui conviennent:

1. Je viendrai voir mon fournisseur si je ne (€tre) pas malade.

2. Nous irons nous promener demain s’il (faire) beau temps.

3. Si je (avoir) un billet, j’irais avec plaisir a ce concert.

4. S’1ls ne (recevoir) par votre télégramme, ils ne seraient pas venus vous attendre
a la gare.

5. Si elle me (donner) son numeéro de téléphone, je lui aurais téléphoné encore
hier.

6. Nous serons trés contents si vous (venir) nous voir ce Soir.

7. Si tu (€tre) plus attentif, tu ne feras pas de faute.

8. Si vous me (donner) votre manuel aujourd’hui, je vous le rendrai demain.

9. Si vous (écrire) une lettre de réclamation tout de suite, vous (recevoir) la
réponse dans deux ou trois jours.

10. Si vous ne (€tre) pas contents de cette marchandise, vous (pouvoir) écrire une
lettre de réclamation a la Maison.

10. Remplacez les points par les articles et les prépositions qui manquent:

1. Nous avons visité grand nombre usines.
2. 1ls peuvent en profiter leur guise.
3. Que pensez-vous la lutte la paix?

4. Les travailleurs n’ont aucune envie la guerre.



6. J’entendis au-dessous moi notre hote et sa femme parler et je

distinguai parfaitement propres mots mari.

7. Au bout quart heure j’entendis quelqu’un monter.

9. Dé¢s que jour parut famille grand bruit vint nous
réveiller.

10. Permettez-moi vous preésenter porteur _ cette
lettre, M.Sanier, de Rouen, représentant la Maison Pierre et C*

cette méme ville.

11. Mettez les verbes entre parenthéses au subjonctif présent ou au subjonctif
passé suivant le sens. Justifiez I’emploi du subjonctif:
1. Ils sont trés étonnés que vous (partir) si vite.
. Je regrette que tu (apprendre) cette nouvelle trop tard.
. Nous sommes heureux que vous (recevoir) cette permission.
. Il est étonnant qu’elle ne (étre) pas la.
. Je crains qu’il ne (apprendre) la verite.
. Je voudrais que tu (lire) cet article.
. Il défend que nous (entrer) dans sa chambre.
. Le professeur exige que nous (faire) régulierement tous nos devoirs.
9. Dites-lui qu’il (venir) demain.
10. 1l faut que vous (répondre) a cette lettre.
11. Je doute qu’il (comprendre) cette explication.
12. Il ne croit pas que je (pouvoir) faire cette traduction sans dictionnaire.
13. Il est douteux qu’il (écrire) cette dictée sans fautes.
14. Croyez-vous qu’il (savoir) cette nouvelle?
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12. Traduisez les phrases suivantes:

1. O4eHb TSXKETO COCTABIISTH PEKIaMaIIUH.

2. [TonyyaTp pexyiamaliuy BCET1a HEMPUITHO.

3. HeoOXxonuMO HAamOMHHUTH MOCTaBIIMKY CYTh, AaTy U YCJOBHUSl BBINOJHEHUS
3aKa3a, HAIlOMHUTh O B3SThIX UM Ha ce0s 00s3aTeNbCTBAX M CKa3aTh, YTO OH HUX HE
BBITIOJIHUJL.

4. Cnenyet OTBECTH YTPO3Y pa3pbiBa TOPrOBBIX OTHOIIEHUM.

5. HyxHO TBepA0 TpeOOBATh BHIMOIHEHUSI KOHTPAKTA.

6. beiBaroT cityyau, Korja HaJo OTKa3aTh.



3. PA3JIEJI KOHTPOJISI SHAHUH
3.1. BWJIbI KOHTPOJIAA
3.1.1. TEKYIIIU KOHTPOJIb

JIJIsT TEKyIIero KOHTPOJISA 3HAHWUW CTyACHTaM IPEJIaraloTCs CICAYIOIINE BHUIbI
pabor:

— OTPOC Ha 3aHATHIX;

— TIPOBEPKa IOMAIIHETO (BHEAYTIUTOPHOTO JOTOIHUTEIHHOTO) YTCHHUSI;

— BBITIOJTHEHNE KOHTPOJIBHBIX TIEPEBOJIOB;

— BBITIOJTHEHUE  JICKCUKO-TPAMMATHYECKUX  TECTOB  IPH  MPOXOXKICHUU
rpaMMaTUYeCcKOTO Marepuarna;

3.1.2. PYBEXKHBI KOHTPOJIb

Jlnst pyOeKHOTO KOHTPOJISI 3HAHUW CTYICHTaM MpPEIJararoTcs CASAYIOIIUE BUIbI
pabor:

— BBITIOJTHEHNWE UTOTOBBIX YIPAXXHEHUM 10 OKOHYAHHHM TPOXOXKICHUS TEM
y4eOHO-TTPO(HECCUOHATLHOTO OOIICHUS;

— BBITIOJTHEHUE KOHTPOJIbHBIX MEPEBOJIOB TEKCTOB Y4e€OHO-NMPO(EeCCHOHATHLHOTO
OOIICHUS,

— BBIIIOJIHEHUE  KOHTPOJIBHBIX ~ TECTOB IO  OKOHYAaHUU  MPOXOXKJICHUS
rpaMMaTU4YeCcKOro Marepuara;

— BBIMIOJIHEHUE  JIGKCHUKO-TPAaMMAaTUYeCKUX  paboOT  WJIM  KOMIIBIOTEPHOTO
TeCTUpOBaHus B 1, 2 cemecTpax.

— CJIOBAapHBIC TUKTAHTHI;

— TECThI Ha ayINPOBAHUE;

— MepPecKa3 U MUCbMEHHOE U3JI0KEHUE ay[u0- U BUIECOTEKCTOB;

— 3CCe;

— COUMHEHUE;

— YCTHBIE OTPOCHI/OeCeIpl IO TEMaM;

— TIpe3eHTaIus TEMbI C MCTIOJL30BaHUEM MporpamMMbl Power-Point.

3.1.3. TEKYIIASA U ITPOMEXYTOUYHASA ATTECTALIUA

Texymast arrectanusi TPOBOAUTCS B LEJIAX NEPUOAUYECKOTO KOHTPOJISI U OIIEHKU
pe3yabTaToB yUeOHOM ACSATENBHOCTH O0YHAIOIINXCS M0 Y4eOHOU TUCHUIIITUHE.

Tekymast arrectanus NpoOBOAUTCS B BUJIE TECTUPOBAHUS (B TEXHUYECKOU dopme
gyepe3 Google Classroom min Ha OyMa)XHOM HOCUTEJIE).

Texyimast arrecTanysi BKIIOYAET BBIMOJHEHHE TecTa 1o TemaMm 1.1-1.4 ydeOHoM
IPOrpaMMBI.

IIpomexyTodyHas arrecranus:

OOyuaroiuecss JOMYCKAlOTCS K TMPOMEXKYTOYHOM arTecTaluu Mo y4deOHOMU
JTUCIUTUIMHE TP YCIOBUM  YCIENIHOTO TIPOXOXKJEHUS TEKYIIeH aTTeCTalluu,
IPEIyCMOTPEHHOM B TEKYIIIEM CEMeCTpe.

JlomyckoM K cjade 3aueTa SBJISETCS YCIEIIHOE BBINOJHEHHE 2/3 TECTOBOTO
3a/laHusl.



3.1.4. UTOI'OBbI KOHTPO.Ib

dopMa UTOrOBOTO KOHTPOJISL 3HAHUW CTYIECHTOB — 3a4ET.

3a4€T COCTOUT WU3:

— MOJIOKUTETFHOM CIauM aTTECTAIIMOHHBIX PadoT;

— paboThl B ceMecTpe, MpeaycMaTpHUBAIOLIEH BbBIIIOJIHEHUE CTYJEHTOM BCEX
TpeOOBaHUM K TPAKTUUECKUM 3aHITHUSIM.

Ha 3auere mnpoBepseTcss NPaKTUUYECKOE BIAJECHUE HWHOCTPAHHBIM SI3BIKOM B
o0beMe TpeOoBaHMil MporpamMMbl IO KaKIAOMY 3Tany o0ydeHusl.

Kypcoas pabota yueOHBIM IJIAaHOM HE MPEAYCMOTPEHA.



3.2. TECTBI 1 KOHTPOJIBHBIE PABOTHI
3.2.1. AHIJIMMCKUH SI3BIK

Test (Topics 1.1-1.4)

I. Match the words on the left with their correct definitions on the right.

Word/Expression Definition
1. Sole proprietorship a) A business owned by two or more people
2. Revenues b) The total income earned by a business
3. Assets c) A legal agreement to operate under an established brand
4. To dissolve d) A person who owns part of a company through stocks
5. Shareholder e) To officially close a business
6. Franchise f) A business owned and run by one person
7. Trademark g) Resources owned by a company (e.g., cash, property)
8. Joint venture h) A legally protected symbol, name, or logo
9. Stock 1) A temporary business partnership for a specific project
10. Employee J) A person hired to work for a company

I1I. Complete the sentences with the correct word from the list:
(shares of stocks, expenses, partnership, to advertise the job, applicant, complaint,
memo, purchase of goods, constructive feedback, reliable)

1.

2
3
4
5
6.
7
8
9
1

Before hiring a new worker, the company needs to attract
candidates.
A 1s a written message used within a company.
. When a customer is unhappy, they may file a :
. A business must track its to ensure it remains profitable.
. An is someone who applies for a job.
Ina , two or more people share ownership of a business.
. Giving helps employees improve their performance.
. Investors buy to become partial owners of a company.
. A team member always completes tasks on time.
0.The increased after the holiday season.

II1. Decide if the following statements are True (T) or False (F).
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A sole proprietorship has multiple owners.

Goodwill refers to a company's positive reputation.

To enhance sales means to reduce marketing efforts.

A franchise allows a business to use another company’s brand.

Effective collaboration means working independently without communication.



IV. Answer the following questions.
1. What is the difference between an employee and a shareholder?
2. Why is constructive resolution important in team conflicts?
3. Name two ways a company can promote its products.
4. What does accountable mean in a team setting?

V. Read the text and give the title to it.

There are several types of business organisations, each with its own advantages
and disadvantages. The most common forms include sole proprietorships, partnerships,
corporations, and franchises.

A sole proprietorship is the simplest business structure, owned and operated by
one person. The owner has full control but also bears all financial risks.

A partnership involves two or more people sharing ownership. Partners contribute
resources and skills, and profits and losses are divided among them. However,
disagreements can arise, and each partner is personally liable for debts.

A corporation is a legal entity separate from its owners (shareholders). It can raise
capital by selling shares of stock, but it faces more regulations and taxation.

A franchise allows an individual (franchisee) to operate under an established
brand (franchisor). The franchisee pays fees but benefits from brand recognition and
support.

Each type of business organisation suits different needs, depending on factors like
liability, funding, and growth potential.

VI. Mark the following statements as True (T), False (F), or Not Given (NG) based on
the text.

1. A sole proprietorship is owned by multiple people. ()

2. In a partnership, all partners share profits and losses. ()

3. Corporations must follow fewer regulations than sole proprietorships. ()

4. Franchisees pay fees to use a brand name. ()

5. The text mentions five types of business organisations. ()

VII. Complete the sentences using words from the text.

A business owned by one person is called a :

. Ina , two or more people share ownership.

. A corporation can raise money by selling

A operates under an established brand but pays fees.
The is responsible for all debts in a sole proprietorship.

N

VIII. Answer in 1-2 sentences.
1. What is the main disadvantage of a sole proprietorship?
2. How does a corporation differ from a partnership?
3. Why might someone choose to open a franchise instead of an independent
business?



3.2.2. DPAHIIY3CKHUMH SA3BIK

TEST 1

1. Prenez connaissance des deux annonces suivantes.

Pour chacune d’elles, recherchez les informations correspondant aux différentes
parties €étudiées: indication du poste, modalités de réponse, présentation de 1’employeur,
etc.

ANNONCE 1
JEUNES DIPLOMES,
CONSTRUISEZ
VOTRE IMAGE !
Nous sommes une société leader,
numéro 1 sur notre marché : 50 M€
de chiffre d’affaires - 800 personnes.
Notre métier : LA PHOTO
Nos clients: DES PROS
Poursuivant notre expansion,

nous recherchons plusieurs
COMMERCIAUX
pour renforcer nos équipes dans la région Nord.
Vous avez un bac + 2 et/ou une premiere
expérience et I’ambition de réussir.
Avec nous, vous apprendrez a :
- développer les ventes, gérer un secteur de clientele,
conseiller vos interlocuteurs,
- évoluer en équipe, vous former aux méthodes
les plus modernes.
Contactez notre consultant Guillaume Perrec sous réf. 520
GLMS- 67, rue de la Délivrance - 14000 CAEN

ANNONCE 2
GROUPE LEADER DANS LA GRANDE
DISTRIBUTION RECHERCHE
3 Assistants H/F
Marketing international

Nous recherchons des personnes de langue

anglaise ou espagnole possédant une premicre
expérience dans la traduction et/ou dans le marketing.
Votre mission sera d’effectuer des traductions,

de la relecture de textes, d’assurer les relations

avec nos clients.



La maitrise des outils informatiques Word et
Excel serait appréciée.
Poste situé dans la région parisienne.
Dynamique et organisé€, vous possédez un tres
bon sens des relations.
Merci d’adresser votre candidature
(lettre de motivation et CV) s/réf.
BCG a MINERVE,
3 rue du Lac, 77100 MELUN

2. Mettez les verbes au subjonctif:

Nous recherchons une hotesse d’accueil qui (pouvoir) travailler le
week-end, qui (connaitre) I’italien, qui (avoir) le gotit du
contact, qui (€étre) discréte, qui (savoir) garder le sourire

en toute circonstance.

3. Imaginez et rédigez la petite annonce de vos réves.
Rédigez celle qui correspondrait précisément a votre profil et qui proposerait un
poste que vous aimeriez occuper, dans une entreprise francophone ou vous aimeriez

travailler.

4. Chacun a, quelquefois bien cachés, ses propres objectifs.
a. A I’aide du tableau, complétez les phrases de la colonne A avec les mots ou les

expressions suivants: cherchez, essayez, proposez, évitez, tachant, un objectif,
I’intention, de maniére a.
b. Puis faites correspondre ces phrases aux mots de la colonne B.

A B
1. Vous vous de rendre service. Vous avez ¢ | a. Sécurité
précis : travailler au sein
d’une communauté et vous efforcez d’aider les autres.
2. Vous d’avoir de I’influence sur la vie et le ... | b. Autonomie
comportement des autres.
3. Vous n’aimez pas I'imprévu. Vous avez ... | c. Dévouement
d’épargner pouvoir résister aux situations
difficiles.
4. Vous d’étre contrdlé(e) ou dirigé(e) par ... | d. Statut
quelqu’un d’autre.
5. Vous a appartenir a une certaine classe sociale ... | e.Pouvoir
en d’en prendre les habitudes.

5. Jean-Marc travaille a Londres. 11 est directeur financier dans une grande
entreprise. Lisez ce qu’il dit ci-dessous. A votre avis, que recherche-t-il en priorité?
Pourquoi?

«J’a1 grandi en France dans une petite ville de province. Mon pere €tait ouvrier et
ma mere travaillait comme vendeuse dans un magasin de vétements. Comme j’étais un



bon ¢éléve a I’école et que j’ai toujours été tres travailleur, j’ai pu faire des études
supérieures. Apres mes études, je suis monté a Paris. Je voulais faire du cinéma. je
révais de devenir une star. Mais ¢a n’a pas marché. J’ai épousé la petite-fille d’un
célebre romancier anglais et j’ai déménagé a Londres.

Nous avons acheté une grande maison dans un bon quartier. Nous avons un fils,
Paul, qui va dans une des meilleures écoles du pays et avec qui je joue au golf tous les
dimanches.»

6. A votre avis, que recherche en priorité:
- le chef d’une petite entreprise?

- une infirmiere?

- un médecin?

- un acteur de cinéma?



TEST 2

B. Le bon choix

4 . Mme Pruneau, chef du personnel de la
société Pétrolette, interroge Fabien Pastel,
candidat & un poste de vendeur. Ecoutez un
extrait de cet entretien. Quand Fabien Pastel
a commenceé a travailler, il vendait

&. [ des luneties

b. (] des voitures

¢. | des télephanes

d. _| des yaourls

== _ Fabien Pastel est vivement intéresss
par I'offre d'emplol de Pétrolette. Ecoutez un
autre extrait de l'entretien d'embauche. Par
quoi Fabien Pastel est-il principalement
motivé 7

a. [ La renommée de lentreprise.

b. _ Lintérét du travail.

e. O Le montant du salaire.

d. [ Le niveau de responsabilité.

==_ Ecoutez la suite de 'entretien d'embauche.
Elle concerne la négociation du salaire. Que
demande Fabien Pasgtel 7

a. [ Autant que son salaire actusl.

b. 1 10 % de plus.

e. [ 20 % de plus.

d. [1 30 % de plus.

4. Vous rédigez voire CV pour un amployeur
francais. N'oubliez pas de mentionner *
a. [ ladresse précise de vos anciens employeurs
b. [ votre lieu de naissance

¢. [ votre appartenance syndicale

d. [] vos principaux diplbmes

=% _ « Ici, au moins, je ne risque pas d élre
Hecencié =, vous dit Félix, en parlant de son
travail. ~ C'est ¢a I'important », ajoute-t-il.
Limportant, pour Félix, c'est ¢

8. [ la sécurité de 'emplod

b. ] le niveau des responsabilités

¢. [ lindépendance dans la travail

d. _] les conditions de rémunération

&= _ Daniel est au chémage. |l lit tous les
jours les d'emploi dans la presse.

a. | demandes

b. [ offres

c. L modes

d. [ recherches

. Une offre d’emplol doit obligatoirement
contenir

a. [ l'activilé de l'entreprise

b. U] les modalités de réponse

¢. [ la durée du contrat de travail proposé

d. [ las possibilités d'évolution

% _ Parmi les professions suivantes, quelle
est celle qui requiert la plus grande aptitude
& la négociation ?

a. [] Caissiar.

b. L Vendaur.

¢. L1 Charchaur,

d. [ Comptatile.

=». Yous répondez & 'offre d'emplol de la
société Pétrolette. Comment commencez-
wous votre latire 7

a. [ .Je ma tiens & votre disposition pour un ren-
b.Cl Ja suis certainement celul que vous
recherchez...

c. [ J'al pris connaissance de votrs offre d'em-
ploi parye dans...

d. [ Un poste chez wous seralt pour moi une
bonne occasion de...

4C>». ~ Le salaire mensuel brut g'édléve 4
3 200 suros, auquel s'ajoute une prime de
13* mois =. Cette phrase est probablement
extraite z

a. [ d'une demande d'emploi

b. [ d'un contrat de travail

¢. [ d'une lettre de mativation

d. [ d'un curriculum vitae



3.3. KPUTEPUU OLUEHUBAHUSA PABOTBI CTYJIEHTOB

1. OneHka nepesoja.

YpoBuu bas- Yrenue
JIBI
0 | OrcyrcTBHE NEpeBOJA WU OTKA3 OT HETO
1 [lepeBog TekcTa Ha YPOBHE OTHEJIbHBIX CIOBOCOYETAHUM U
I. Huzkni IPEMIOKEHUM ITPU IPOSBICHUN YCWIMK U MOTUBALINH.
(peuenTuB- Henonueiii nepeBon Tekcra (meHee 90 %). [Hdomyckarorcs
HBIi1) ) rpyOble HCKaXeHHWs B mepenade coaepxaHus. OTCyTCTBYyeT
mpaBuiIbHAS Tepefada XapaKTePHBIX OCOOEHHOCTEH CTHIIA
NIEPEBOJIUMOTI0O TEKCTA.
1. VioBier- Henonueiit nepesog (90 %). lomnyckarorcsi rpyObie CMbICTIOBBIE
BopHTenbHbL | 3 Y TEPMHUHOJIOTUYECKUE MUCKAKEHHUS. HalzymaeTc;I IPaBUIIBHOCTD
M nepenayl XapakTepHbIX OCOOCHHOCTEM CTHIIS MEepPEeBOAUMOIO
(penenTuBHO TOKCTa.
— [Tonubiii nepeBon. [omyckatoTcsi rpyOble TEPMHUHOIOTHYECKUE
THBHBIH) 4 |UCKa)KEHHUS. HapymaeTS;[ MPaBUIBHOCTh nepeaadn
XapaKTEPHBIX 0COOCHHOCTEH CTHUJIISI TEPEBOIMMOTO TEKCTA.
[Tonueii mepeBoa. JlOMyCKarOTCSd HE3HAYMTEIbHBIE HCKAXKECHUS
I1I. Cpenuit 5 |cmbicia u TepmuHosnioruud. He Hapyiiaercss MNpaBUIBLHOCTD
(perposty- Hepe/iaH CTUIIAL IEPEBOAUMOTO TEKCTa.
THBHO-PO- [Tonueiii nepeBof. OTCYTCTBYIOT CMBICIOBBIE HCKAXEHUSI.
tykTuBHBIE) | 6 Jonyckatorcs HE3HAYUTEIbHBIE TEPMHUHOJIOTUYECKUE
UCKa)KCHMUSI. Hapymaercs MPaBUIBHOCTh nepeaadn
XapaKTePHBIX 0COOCHHOCTEH CTUJISI IEPEBOJIMMOIO TEKCTA
[Tonmueii  mepeBon.  CoOmrogaeTcss  TOYHOCTh — Nepenadu
5 COMEpIKAHUS. OTCyTCTBYI0O TEPMHHOJIOTHYECKUE HCKAKEHUS.
I'V. locra- JlonycKkaroTcsT HE3HAUWUTENIbHBIE HAPYIIEHUS XApAKTEPHBIX
TOYHBIN 0COOEHHOCTEN CTHJIS IEPEBOAMMOIO TEKCTA.
(IpomyKTUB- [Tonueiii mepeBos. OTCYTCTBYIOT CMBICJIOBBIE M TEPMHHO-
HBII) g JIOTMHYECKHE HCKAKEHHUS. B ocHOBHOM coOrOmaeTcs mpaBUIIbHAS
nepenaya XapakTEepPHBIX OCOOCHHOCTEH CTWJISI TMEPEBOAMMOIO
TEKCTA.
[Tonueiii mnepeBof. OTCYTCTBYIOT CMBICIOBBIE W TEPMHHO-
V. Beicokuit | 9 |noruueckue uckaxeHus. lIpaBunbHas nepenada XapakTEPHBIX
(IpOYyKTHUB- 0COOCHHOCTEN CTUJISI IEPEBOJMMOTO TEKCTA.
HBII, TBOP- [Tonnueiii mepeBof. OTCYTCTBYIOT CMBICIOBBIE W TEPMHHO-
YECKUM) 10 |nornueckne wuCKaXeHUs. TBOpUECKMH TOAXOA K THepeaade

XapaKTCPHBIX 0COOCHHOCTEH CTUIIA NNEPEBOANMOIO TCKCTA.

2. OueHKa NOHUMAHHUS NTpU uTeHuHu. [loka3aTe/u OLleHKH YTeHHsl.

YpoBHU bana YreHue
. 0 | OrcyTcTBHE OTBETA WJIM OTKA3 OT OTBETA.
I. Huskuii o
. [Tonumanue menee 30% OCHOBHBIX (PAKTOB M CMBICIOBBIX
(penenTUBHBIN) 1 .
CBsI3€M MEX1y HUMHU.




[Tonnmanue 30% OCHOBHBIX (PAKTOB M CMBICIOBBIX CBSI3EH
2 |MEXIy HUMH.

I1. YnosnerBopu- [Tonumanue menee 50% OCHOBHBIX (PAKTOB U CMBICIOBBIX

TeNbHBbIN (penern- 3 CBSI3€M MEX]1Y HUMH.
THBHO-PETPOAYK- | 4 [Tonumanue 50% OCHOBHBIX (PAKTOB TEKCTa W CMBICIOBBIX
THUBHBII) CBSI3€M MEXK]ly HUMU.
[lormmanue OONBIIMHCTBA OCHOBHBIX  (DAaKTOB  TEKCTA,
III. Cpennuii S |CMBICTIOBBIX CBA3€A MEXKAY HUMH W OTACIBHBIX JI€TaJeh
(penpoayKTUBHO- TEKCTa.
MPOYKTUBHBIN) 6 [lormmanue BCeX OCHOBHBIX (DAKTOB TEKCTa, CMBICIOBBIX
cBsa3eil mexnay HuMu U 50% neranei Tekcra.
7 [lormmanue BCeX OCHOBHBIX (DAKTOB TEKCTA, CMBICIOBBIX

IV. loctaTou-HbIi cBsi3eil Mexxny Humu U 70% neranei Tekcra.

(IpOAYKTUB-HBIN) [lonumaHue BceX OCHOBHBIX (PAKTOB TEKCTa, CMBICIOBBIX

8 . o o
cBsi3eil Mexxny Humu u 80% neranei Tekcra.
. [lonnmanue BceX OCHOBHBIX (DaKTOB TEKCTa, CMBICIOBBIX
V. Boicokuii 9 N o N
o cBsizeit Mexxny Humu u 90% neranei Tekcra.
(IpORYKTHUBHBINU,
9 100-mipolileHTHOE TOHMMAaHHWE OCHOBHBIX (DAKTOB TEKCTa,
TBOPUYECKUI) 10

CMBICJIOBBIX CBSI3€M MEXKYy HUMH U JETAJIEN TEKCTA.

3. OneHKa NHCbMEHHBIX TEKCTOB.

100% — 95% npaBHIIBHBIX OTBETOB 10 GanoB
94,8% — 90% mpaBUIIBHBIX OTBETOB 9 GanoB
89,6% — 83% npaBUIBHBIX OTBETOB 8 OasoB
82,6% — 75% npaBUIBHBIX OTBETOB 7 GanIoB
74,6% — 65% npaBUIBHBIX OTBETOB 6 6aioB
64,7% — 50% mpaBUIBHBIX OTBETOB 5 GamioB
49,7% — 35% mpaBUIILHBIX OTBETOB 4 Gamna
34,7% — 20% npaBUIBHBIX OTBETOB 3 Gamra
19,7% — 10% mpaBUJIBHBIX OTBETOB 2 6ama
9,7% — 1,8% nipaBUILHBIX OTBETOB 1 Gamn
1,4% — 0% npaBUIBHBIX OTBETOB 0 GanoB
HavnMenbllias monoxuTtelbHas oOneHKa — 4 Oajja — BBICTaBISETCA IIpH

MPaBUJILHOM BBHITIONIHEHWH HE MeHee 2/3 3amanmii. OTCyTCTBHE pabOTHl WJIM OTKa3 OT
BBITMIOJIHEHUS COOTBETCTBYIOT o1ieHke () 0asios.

B kypce ucnonb3yercsi pedtuHroBas cucrema oOyueHus. OCHOBHas ujesl 3TOi
CHUCTEMBl — IIOBBIIICHME TBOPYECKOTO HAdaJla BCEX YYACTHHUKOB IEAATOTMYECKOrO
mpoliiecca, MaKCUMallbHAs WHAWBUAYaTU3alus oOydeHUs, pe3Kas MHTCHCHU(PUKAUS U
aKTUBU3ALMS CAaMOCTOSTEIbHOW pabOoThl CTYIEHTOB, MpEXKJIE BCEro, Ha OCHOBE
NPUHIIMIIA HMHTETPAIbHONM MHOTOOAJUThHOW PEUTHMHTOBOM OLIGHKM 3HaHuid. bamn
pEeNTUHTa COCTOUT M3 CyMMBI 0ajioB 3a MOCEUIEHUE MPAKTUYECKUX 3aHATUH, aKTUBHOE
y4aCTHE HA 3aHATHUAX, BBIIOJHEHUE JOMAIIHUX 3aJaHUN, TBOPYECKUU MOAXOI K
BBITIOJIHEHUIO 3aJIaHHM, TUCbMEHHBIN NIEPEBOJ TEKCTOB, CAAUY YCTHBIX TEM, YYACTHE B
CHK, 3auet/3Kx3aMeH.




4. BCIOMOT ATEJIBHBIN PA3JIEJ

4.1. CIOBAPH

4.1.1. AHIJIMMCKHUH SI3BIK

GENERAL BUSINESS TERMS

Advertising — pexiiama

agreement — CorJialcHue

analysis — ananu3

artificial intelligence (Al) — uckyccrBennsiii uatemuiekT (M)
automation — aBTOMaTH3aLN

benefits — TbroTHI

blockchain — 6okueiin

bonus — 60HYyC

brand — 6penn

budget — 6ro0KET

business — Ou3Hec

campaign — KaMIaHus

CEO (chief executive officer) — renepaibHbIil TUPEKTOP
client — kimeHT

collaboration — corpynHHUYECTBO
company — KOMIaHUs

competition — KOHKYPEHIIHSI

compliance — COOTBETCTBUE TPEOOBAHUAM
conference — koHbepeHIUs

contract — KOHTpaKT

copyright — aBTOpcKO€E TpaBo

corporation — KOpropauus

currency — BajJroTa

customer — MOKynaTeab

data — nanneie

deadline — kpaitHuii cpok

deal — cnenka

debt — monar

decision — permeHue

demand — cripoc

digital — rudpoBoit

director — qupekTOp

discount — ckuaKa

dismissal — yBosibHEHHE (110 HHUITUATHBE PAOOTOAATEIIS)
distribution — pacnpeznenenue

economy — 5KOHOMHUKa

efficiency — appexTuBHOCTD

email — snekTpoHHas mouyTa

employee — COTpyTHUK



employer — paboTonarenn
enterprise — NpeanpuiTue
executive — pyKOBOJUTEIb
expenses — pacxo/ibl

export — SKCnopT

feedback — oOpaTHas cBsi3b
fraud — mommeHHUYECTBO
globalization — rino0anuzanus
growth — poct

hardware — anmapatHoe o0ecrieyeHue
import — UMIOPT

industry — oTpacib

inflation — uapIATIAS
innovation — HHHOBAIIHS
intellectual property — uHTENNIEKTYaIbHAsi COOCTBEHHOCTD
interest — MPOIIECHT

interview — co0ecejoBaHuE
inventory — MHBEHTaphb
Investment — UHBECTULIUS

law — 3akoH

lawsuit — cy1eOHbIN uCK
leadership — nmunepcTBo
liability — 0TBeTCTBEHHOCTD
loan — kpeauT

logistics — jorucruka

loss — yObITOK

manager — MEHEeJIXKep
manufacturing — U3roToBJICHUE
market — ppIHOK

marketing — MapKeTHHT
meeting — COBEIIaHne
negotiation — MeperoBOpsI
networking — HETBOPKUHT
organization — OpraHu3anus
partnership — mapTHEpCTBO
patent — naTeHT

plan — mutan

presentation — mpe3eHTaIus
production — mpou3BOACTBO
productivity — mpou3BOIUTEILHOCTD
profit — mpuGkLIL

promotion — IPOABUKEHUE
quality — kauecTBO

recession — pereccus
recruitment — HaboOp nepcoHana
regulation — peryaupoBaHue
report — oT4eT

resignation — yBOJIbHEHHE



revenue — 10X0/1
salary — 3aprara

sales — mpojaxu

software — mporpaMMHoO€ oOecIieueHne
strategy — cTparterus

supply — moctaBka

tariff — Tapud

tax — Hajgor

technology — TexHosorus

trade — ToproBIs

trademark — ToBapHBIif 3HAK
training — o0yueHue

TOPIC VOCABULARY

Business Correspondence (esioBasi mepenucka)
Inquiry — 3ampoc

follow-up — nonoaHUTEILHOE TUCHMO / HATOMUHAHUE
attachment — Bio>xeHue

CC (carbon copy) — komnus (B 3JI€KTPOHHOM MHCHME)
BCC (blind carbon copy) — ckpbITast KOs

subject line — Tema nucrma

salutation — mpuBeTcTBUE (B MUCHME)

closing remarks — 3akIrounTENBHBIC CIIOBA

formal tone — ounmansHbI TOH

concise — JaKOHUYHBIN

Meetings (CoBemanmst)

agenda — moBecTKa JHS

minutes — MPOTOKOJ COOpaHus

action items — 3a/1a4yu IO UTOT'aM BCTpEUHU
chairperson — mpeaceaaTenb

quorum — KBOpyM

motion — NpeJyIoKeHue (Ha TOJI0COBAHNUE)
adjourn — 3aKkpbITh 3ace/laHue

consensus — KOHCEHCYC

stakeholder — 3anHTEpecoBaHHas CTOPOHA
deadlock — TynukoBas cutyanus

Cross-cultural Negotiations (MeKKyJIbTypHbBIE NIEPeroBopbIl)
etiquette — STUKET

cultural sensitivity — KyabTypHasi 9yBCTBUTEIBHOCTh
high-context culture — BBICOKOKOHTEKCTHAs KyIbTypa
low-context culture — HU3KOKOHTEKCTHAS KyJIbTypa

bargaining power — ieperoBopHas Cuia

concession — yCTymnka

mediation — MOCPeTHUYECTBO

arbitration — apouTpax



win-win solution — peieHue, BHITOJHOE I BCEX
deadlock breaker — crioco6 BeIxona U3 Tynuka

Job Interview (Co0ecenoBanue nmpu npueMe Ha padory)
candidate — kagauaaT

recruiter — pekpyTep

competency-based questions — BOIPOCHI HA KOMITETCHIIUU
strengths and weaknesses — cuiibHBIE U Clla0ble CTOPOHBI
soft skills — rubkue HaBBIKK

hard skills — mpodeccrnonanbHubie HaBBIKA

behavioral interview — moBeIeHU€CKOE UHTEPBHIO

panel interview — rpymnmnoBoe cobeceioBanme

probation period — UCTIBITATEIBHBIN CPOK

offer letter — odunmanpHOE MpeIoKEHNE 0 paboTe

Networking (HeTBopKkHHI)

business card — BU3UTHast KapTouKa

elevator pitch — kopoTkasi camonpe3eHTaIus

small talk — cBeTckas 6ecena

icebreaker — Bonpoc/neiicTBue aist pa3psaKku 00CTaHOBKU
mutual connection — oO1IMIi 3HAKOMBII

follow-up email — nrcbMO MOCIE BCTpEUn

industry event — oTpaciieBoe MepOpUiTHE

thought leader — skcniept B cBoeit obnacTu

referral — pekomenaamus

GENERAL BUSINESS IDIOMS

"Think outside the box" — MbICIUTE HECTaHIAPTHO
Example: "We need to think outside the box to solve this problem."

"Get the ball rolling" — HauaTh nporiecc
Example: "Let’s get the ball rolling on this project."”

"Ballpark figure" — npubnusurenpHas oneHka
Example: "Can you give me a ballpark figure for the budget?"

"Win-win situation" — cuTyaiusi B3aMMHOW BBITO/IbI
Example: "This partnership is a win-win for both companies."

"Cutting-edge" — nepenoBoi, MTHHOBAITMOHHBIN
Example: "We use cutting-edge technology in our products."

"Play hardball" — geiicTBoBaTh XeCTKO (B EpEroBopax)
Example: "They’re playing hardball, so we need to stand firm."

"Sweeten the deal" — cnenate npeoxkenue 00Jee BHITOHBIM
Example: "They added a bonus to sweeten the deal."



"Back to the drawing board" — HauaTe ¢ Hys
Example: "The client rejected our proposal—back to the drawing board."

"Close the deal" — 3akir04uTh CHACIKY
Example: "We need to close the deal by Friday."

"Dot the 1’s and cross the t’s" — mpoBepuTh BCce AeTaN
Example: "Before signing, let’s dot the 1’s and cross the t’s."

"Bite the bullet" — cMupuThcs ¢ TpyHOM cuTyaruen
Example: "We have to bite the bullet and cut costs."

"Throw in the towel" — cmaTbecs
Example: "After months of losses, they threw in the towel."

"Uphill battle" — Tsxxenast 6oprOa
Example: "Getting approval was an uphill battle."

"A sticky situation" — meKOTIMBasE CUTyaLIUs
Example: "The contract dispute put us in a sticky situation."

"The elephant in the room" — oueBuaHAs MTpoOIIEMa, KOTOPYIO BCE UTHOPUPYIOT
Example: "Low sales are the elephant in the room—we need to address it."

"Hit the ground running" — Hayath pabotath cpaszy u 3PGHEeKTUBHO
Example: "She joined the team and hit the ground running."

"Move the needle" — oka3aTh 3aMeTHOE BIHSHHE
Example: "This campaign will really move the needle for our brand."

"Raise the bar" — mOBBICUTE CTaHIAPTHI
Example: "Our competitors raised the bar with their new product."

"Go the extra mile" — cienate Gosblie, ueM TpedyeTcs
Example: "Our team always goes the extra mile for clients."

"Break new ground" — caenaTe 4TO-TO HHHOBAITMOHHOE
Example: "This research breaks new ground in AL"

"Touch base" — cBsi3aTbcs1, 00CYIUTH
Example: "Let’s touch base next week to review progress."

"Put out feelers" — pa3Benarb 06cTaHOBKY
Example: "We put out feelers to see if there’s market interest."

"Read between the lines" — moHUMAaTh CKPBITHINA CMBICT
Example: "His email was vague—you have to read between the lines."



"On the same page" — ObITH B COTJIACUU
Example: "Before we proceed, let’s make sure we’re on the same page."

"Loop someone in" — BBECTH KOT'O-TO B KypC JieJia
Example: "I’ll loop you in on the email thread."

"Cash cow" — cTaOWIbHBIA UICTOYHUK JOXO0OA
Example: "This product is our cash cow."

"Cook the books" — dhanscudunmpoBats GUHAHCOBYIO OTYETHOCTD
Example: "The CEO was fired for cooking the books."

"Penny-pinching" — upe3mepHas SKOHOMUS
Example: "The company’s penny-pinching is hurting morale."

"In the red" — B yObITKE
Example: "After the crisis, we were in the red for months."

"In the black" — B npuObLIN
Example: "This quarter, we’re finally in the black."

"Wear many hats" — BBIIOTHSATE pa3HbI€ POJIU
Example: "In a startup, everyone wears many hats."

"Put all your eggs in one basket" — puckoBaTh BceM B OJHOM JIejIe
Example: "Diversify investments—don’t put all your eggs in one basket."

"Burn the midnight oil" — paGoTats momo3aHa
Example: "We burned the midnight oil to meet the deadline."

"Get down to business" — epeiiTu x ey
Example: "Enough small talk—let’s get down to business."

"A game-changer" — 4T0-TO, YTO MEHSET MPaBUIa UTPHI
Example: "This new software is a real game-changer."

ENGLISH VOCABULARY FOR LOGISTICS

Absolute Minimum Charge — The minimum price a carrier will charge for any
given shipment.

Accessibility — The ability of a carrier to provide service for a freight order.

Accessorial Charges — Fees added to a freight bill for additional services that
the carrier might provide. These are a la carte, or per service, and outside of standard
shipping and receiving. Things like liftgate requirements, redeliveries, and
reclassifications are typical accessorial charges.

Account-Specific Pricing — Customer-specific pricing, or account-specific
pricing, refers to an agreement between a vendor moving product and a carrier or 3PL



that establishes custom prices. Shippers who move volume above a certain threshold are
eligible for a discounted rate because they give the carrier guaranteed business.

Advanced Planning and Scheduling (APS) — Critical supply chain planning
that also accounts for production schedules. Typically, it accounts for the planning of
demand, production, distribution, and transportation.

Agile — The concept of having a flexible supply chain that allows for quick
order fulfillment with short lead times and varying volume.

Air Freight — Transportation of products via air transportation methods.

Application Programming Interface (API) — A digital program that allows for
data exchange between two or more applications via the cloud.

ATA — Actual time of arrival

ATD — Actual time of departure

Audit — In logistics, an audit refers to the process of examining, adjusting, and
verifying freight bills for accuracy.

Backhaul — Refers to a truck’s return trip to the original destination with either
a partial or full load.

Benchmark — In logistics, benchmarks refer to KPI thresholds set by an
organization to measure supply chain performance.

Billing — A process typically performed by the carrier that determines the total
charges for a completed order.

Bill of Lading (BOL) — A legally binding document between a shipper and
carrier that details all the information needed to process a freight shipment.

BOL Number — The number established by the carrier that refers to a specific
BOL.

Cab Extender — A piece of equipment used to seal the gap between cab and
trailer.

Capacity — In trucking, the term refers to available trucks in any given market.
Conceptually speaking, tight capacity translates into a more difficult market that is more
challenging to find a carrier willing to complete an order. Conversely, loose capacity
translates into an easier environment that is easier to find a carrier.

Cargo — Product carried during transportation.

Carmack Amendment — The piece of legislation that establishes carrier
liability and BOL provisions.

Carriage — In maritime shipping, carriage refers to the movement of cargo on a
vessel after loading and before unloading.

Chargeable Weight — A shipment’s weight that is used to determining freight
pricing. It may be the dimensional weight of the shipment.

Claim — In freight, shippers can retroactively charge carriers for damages or loss
to transported products.

Class (Freight Class) — A group of commodities that are bunched together
under a specific category, based on similar dimensions or other attributes. Every
commodity has both a freight class and a NMFC code.

Class Rates — The rate charged for hauling products at a given class.

Co-Packer — A contracted partner that packages and labels products on behalf
of its client.

Co-Manufacturer (Co-Man) — A third-party partner that produces goods from
raw materials or semi-finished materials on behalf of its client.



Collect Shipping — A type of billing that charges the consignee with freight
costs rather than the consignor.

Commodity — Any item that is commercially exchanged.

Common Carrier (Carrier) — The person or company that is responsible for
transporting goods.

Compliance — In retail logistics, the term that refers to the regulations set by
retailers for delivery of goods into their supply chain.

Consignee — The receiver of transported products.

Consignment — A freight order transported by a carrier.

Consignor — The originator of shipped products. Also referred to as the shipper.
Typically, the entity that sold the product.

Consolidation — The combination of multiple shipments on a single order or
shipment. This process is most commonly used to lower transportation costs or improve
supply chain performance.

Container — A large box used to transport freight via maritime shipping
methods.

Container ID — The identification number assigned by the carrier to a given
container.

Container Yard — The area that stows containers following their arrival at port.
Carriers pick-up cargo from these designated spaces.

Contract Carrier — Carriers hired by shippers on a contract basis.

Contract Rates — The rate at which a shipper and carrier agree upon in advance
on a given lane. These are rarely upheld as rates fluctuate with market demand and
capacity.

Cross-Docking — The process of unloading product at a receiving facility and
reloading it on another truck to complete shipment with very little to no storage in
between.

Cumulative Lead Time — The total time needed to source material, produce
goods, and ship a product to its destination.

Customer Pick-Up (CPU) — The retailer is responsible for arranging the
transportation of the freight from the shipper to their store or distribution center.

Customs Broker — A third-party entity that assists vendors to deal with import
or export customs.

Dashboard — In the tech aspect of logistics, a singular spot on a website or
application where an abundance of information is displayed.

Deadhead — Refers to the empty miles traveled without a load in a trailer.

Dead on Arrival — In logistics, the term used to describe product that is
damaged upon delivery to its destination.

Declared Value for Carriage — The value of goods according to the shipper.
This amount is declared on a BOL.

Delivery Appointment — The agreed-upon time of arrival for a transported
order.

Demurrage — Additional charges incurred when freight is unloading past its
specified time. Used in rail and maritime transport.

Density — A product’s pounds per cubic foot. The metric is used to establish
pricing for a transported order.



Detention — The amount of time a carrier is held at a receiving location beyond
a specified loading or unloading appointment. Typically, detention results in a charge to
the consignor.

Dispatch — The office in charge of allocating assets to haul shipments.

Distributor — A third-party that purchases products to resell to a retailer.

Distribution Center — A specialized warehouse that serves as a hub to store
finished goods. Those goods will then be redistributed to retailers, wholesalers, or
directly to consumers.

Drayage — The pick-up of the contents of a container from a yard by a carrier.

Drop Trailer — The process of leaving a trailer at a receiving location to be
reloaded at another time.

Dunnage — Packing material used to protect goods from damage during
transport.

EDI Exchange — Communication between two businesses via a structured set of
messages. EDI is used to exchange information and documents like purchase orders and
invoices.

Exception Rate — A situation in which a rate does not follow the set class rate.

Expedited Shipment — The rapid delivery of a product from its origin to its
destination.

First-In, First-Out (FIFO) — An inventory management strategy that requires
product to be used in chronological order from its arrival to a facility.

Flatbed — A type of trailer that has no enclosed area.

Flexibility — The ability of a supply chain to react quickly and efficiently to
changing customer demands.

Free on Board (FOB) — Used to decide who is liable for goods that are
damaged during shipment.

For-Hire Carrier — A carrier that provides transportation services on a
transactional basis.

Freight — An order that is transported from origin to destination.

Freight-All-Kinds (FAK) — Pricing strategy that bundles multiple freight
classes into a single class.

Freight Bill — The invoice for a carrier shipment.

Fuel Surcharge (FSC) — Additional fee for fuel that is sometimes added as a
line item on invoices when a carrier lines this charge out separately from their base rate.

Full Truckload (FTL) — A shipment on which an entire trailer is filled with
product.

Gross Weight — The total weight of a truck, trailer, its cargo, the driver, and any
potential passengers.

Handling Costs — The cost of moving or transferring inventory.

Inbound Logistics — Refers to the transportation and storage of incoming goods
into your supply chain.

Intermodal Transportation — The transportation of freight by two or more
modes i.e., using rail shipping and over-the-road shipping for a singular shipment.

Joint Rate — A rate of a route that requires two or more different carriers to
transport shipment.

Just in Time (JIT) — An inventory control system that requires materials to
arrive just in time for use.



Key Performance Indicator (KPI) — In logistics, KPIs are critical metrics that
highlight the performance of your supply chain.

Landed Costs — The cost of product combined with additional logistics costs.

Lead Time — The time between an order being placed and the time it needs to
be shipped.

Less-Than-Truckload (LTL) — A shipment mode that consolidations several
smaller shipments on a single truck.

Line-Haul Shipment — An order that ships over 150 miles between two cities.

Load Tender — Also called a pick-up request. Simply put, it is a shipment offer
to a carrier.

Lumper Fee — The cost associated with a driver assisting in the loading or
unloading of their trailer.

Market Demand — In trucking, this refers to the need for freight services.

Mileage Rate — A rate that is determined by the number of miles an order is
shipped.

Must-Arrive By Date (MABD) — The date set by retailers that specifies when a
vendor must have a product delivered to their receiving facilities.

National Motor Freight Classification (NMFC) — A tariff that puts all
products that can be hauled as freight into 18 different classes, numbered 50 to 500.
Every commodity has both a freight class and a NMFC code.

Network Analysis — The careful analysis of a logistics network. They are
designed to analyze warehousing, transportation, and other means of distribution.

On-Time In-Full (OTIF) — A standard by which retailers’ grade a supplier’s
ability to have product delivered to their distribution centers within prescribed delivery
windows and at full quantities ordered.

Order — A shipment of goods.

Outbound Logistics — Moving product from your production facilities to the
end-user.

Outsource — The process of using a third-party to complete functions that were
previously performed in-house.

Over-the-Road (OTR) — The transportation mode that involves long-distance
moves via a truck.

Owner/Operator — A driver who owns their own truck and trailer.

Packing List — A document that specifies the quantity and location of each item
in a package.

Pallet — The platform that product is stacked and wrapped on for transportation.

Parcel Shipment — The shipment of one or several small packages not on a
pallet.

Per Diem — The rate a railroad pays another to use its cars.

Pick and Pack — Refers to the process of picking product and then immediately
packing it into shipping containers.

Pool Distribution — A shipping strategy that stocks multiple vendors’ orders in
an optimally located warehouse before sending out shipments via shortened LTL
delivery methods.

Port of Discharge — The port where an order is unloaded.

Port of Entry — A maritime entry for goods into a country.

Port of Loading — The port where cargo is loaded onto a vessel.



Prepaid — A freight billing method in which the shipper pays transportation
costs.

Proof of Delivery (POD) — Documented information supplied by the carrier
that specifies who signed for the shipment, when it arrived, and any other information.

Purchase Order (PO) — A document that specifies the details of a transaction
between buyer and supplier.

Real-Time — In logistics, this term refers to a shipper’s ability to track an order
as it progresses from origin to destination.

Receiving — The physical receipt of a transported order.

Receiving Dock — At a receiver’s facility, the dock is the place where goods are
unloaded.

Refrigerated Carrier — A truckload or LTL carrier that has the capability to
transport temp-sensitive product in a refrigerated trailer.

Request for Proposal (RFP) — Refers to the process of bidding your freight
lanes out to transportation providers for an upcoming period of time.

Request for Quote (RFQ) — Another term for a transportation RFP.

Retail Buyer — A person who purchases products from vendors on behalf of a
retail outlet.

Retailer — A business that buys products from suppliers to sell to end-users.

Routing Guide — The process in which a shipper determines which carrier will
move a product based on completed RFPs.

Scalability — How quickly a supplier can increase productivity to meet rising
demand.

Scorecard — A tool used by retailers to grade their suppliers’ ability to deliver
product on-time and in-full.

Shipper — The originator of a shipment.

Shipping Lane — The route on which a carrier transports a product between
origin and destination.

Short Shipment — An order which is incomplete or missing agreed-upon parts.

Spot Market — The trucking market that exists for shipments with little lead
time or notice.

Spot Market Rates — Rates at the present moment in the market.

Supplier — A seller of goods.

Supply Chain Visibility — Refers to the ability to identify and isolate key
metrics within the supply chain.

Tariff — Taxes assessed by a government on goods leaving or entering a
country.

Tender — A formal request for transportation services.

Tender Rejection — A situation that occurs when a carrier rejects a shipper’s
tender forcing them to find an alternative carrier.

Third-Party Logistics Provider — A third-party firm that provides logistics
services for customers.

Traceability — In shipping, this term refers to real-time or close to real-time
location tracking.

Track and Trace — Following a shipment’s movement from origin to
destination.

Trailer Drop — Occurs when a driver leaves a full trailer at a facility to pick up
an empty one.



Transactional — A singularly occurring business relationship that occurs only
on an at-need basis.

Transportation Management System (TMS) — An application that allows
users to perform the activities needed to complete key logistics planning and processes.

Transportation Mode — The method by which goods are transported.

True Logistics Partner — Refers to a logistics relationship that goes beyond
transactional services to a deeper, more consultative approach.

Value-Added Partner — A strategic partner that creates value for a firm that
goes beyond benefits received from a transaction.

Velocity — The rate at which product move through a warehouse.

Vendor — A company that manufactures or distributes an item.

Visibility — Access to key data within the supply chain.

Warehouse Network — Refers to a vendor’s chain of warehousing locations
throughout a given geographic area.

A LIST OF ABBREVIATIONS

ABC — activity based costing

AOL — an American multinational mass media corporation based in New York
City

AS — automated storage

BAT — the Bloomberg Aptitude Test — is an aptitude test owned, published, and
developed by Bloomberg Institute — an educational division of Bloomberg LP. It is used
by employers in the business world to evaluate employment candidates. (Bloomberg
L.P. is a privately held financial software, data and media company headquartered in
New York City).

BBN Communications (formerly Bolt, Beranek and Newman) — a technology
company in Cambridge, Massachusetts.

B2B - business-to-business — is commerce transactions between businesses, such
as between a manufacturer and a wholesaler, or between a wholesaler and a retailer.

B2C — business-to-consumer — is a transaction that occurs between a company
and a consumer, as opposed to a transaction between companies. The term may also
describe a company that provides goods or services for consumers.

CL — carload

CTL — a British computer manufacturer of the 1970s and 1980s.

DC — distribution centre

DEL — Dell Inc. — is an American privately owned multinational computer
technology company based in Round Rock, Texas, United States, that develops, sells,
repairs and supports computers and related products and services. Bearing the name of
its founder, Michael Dell, the company is one of the largest technological corporations
in the world, employing more than 103,300 people worldwide

DHL - a division of the German logistics company Deutsche Post DHL
providing international express mail services

DVD - (digital versatile disc or digital video disc) is a digital optical disc storage
format, invented and developed by Philips, Sony, Toshiba, and Panasonic in 1995.

EDI — electronic data interchange

EFT — electronic fund transfer

EPOS — electronic point-of-sales data



EU — the European Union — is a politico-economic union of 28 member states
that are located in Europe.

Exel — a spreadsheet application by Microsoft Corporation.

FedEx — FedEx Corporation — is an American global courier delivery services
company headquartered in Memphis, Tennessee. The name “FedEx” is a syllabic
abbreviation of the name of the company's original air division, Federal Express, which
was used from 1973 until 2000.

GATX — an equipment finance company based in Chicago, Illinois. Founded in
1898, GATX’s primary activities consist of railcar operating leasing in North America
and Europe. In addition, GATX leases locomotives in North America, and also has
significant investments in industrial equipment and marine assets, including ownership
of the American Steamship Company, which operates on the Great Lakes.

GDP — Gross Domestic Product — is defined by the Organization for Economic
Co-operation and Development as "an aggregate measure of production equal to the
sum of the gross values added of all resident, institutional units engaged in production
(plus any taxes, and minus any subsidies, on products not included in the value of their
outputs)

GKN — GKN plc — is a British multinational automotive and aerospace
components company headquartered in Redditch, Worcestershire.

HGYV — heavy goods vehicle — a truck category

IBS — IBS Software Services is an Indian multinational IT solutions provider to
the Travel Transportation and Logistics (TTL) industry. The company is headquartered
at Technopark, Trivandrum India.

IRS — The Internal Revenue Service — the revenue service of the United States
federal government. The government agency is a bureau of the Department of the
Treasury, and is under the immediate direction of the Commissioner of Internal
Revenue. The IRS is responsible for collecting taxes and the administration of the
Internal Revenue Code. It has also overseen various benefit programs, and enforces
portions of the Affordable Care Act.

ISO 9002 — model for quality assurance in production, installation and servicing

JIT — just in time — is a methodology aimed primarily at reducing flow times
within production as well as response times from suppliers and to customers.

PC — personal computer — is a general-purpose computer whose size, capabilities
and original sale price make it useful for individuals, and is intended to be operated
directly by an end-user with no intervening computer operator

PRISM Team Services — is a clandestine surveillance program under which the
United States National Security Agency (NSA) collects internet communications from
at least nine major US internet companies.

RF — radio frequency

ROA — return on assets — shows the percentage of how profitable a company's
assets are in generating revenue.

Ryder Integrated Logistics — a popular truck rental and leasing company for
companies’ distribution and supply chain efforts.

RSs — retrieval systems

RSVP — request for response (French: répondez s’il vous plait)

TL — truckload

UK — the United Kingdom of Great Britain and Northern Ireland, commonly
known as the United Kingdom or Britain, is a sovereign state in Europe.



UPS — United Parcel Service, Inc. — is the world’s largest package delivery
company and a provider of supply chain management solutions

US — the United States of America, commonly referred to as the United States or
America, is a federal republic consisting of 50 states and a federal district.
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DICTIONNAIRE ECONOMIQUE FRANCAIS-RUSSE

A

Accélérateur: relation qui établit que I’investissement est une fonction croissante
de la consommation.

Actif: ensemble des biens matériels et immatériels détenus par un agent
économique.

Exemple: un bien d’équipement ou les actions d’une autre entreprise.

Action: titre représentant une partie du capital d’une entreprise. Elle confere a
son détenteur un droit de propriété sur une partie du capital et un droit de vote dans la
gestion de ’entreprise.

Activité économique: ensemble des actes que doivent accomplir les hommes
pour satisfaire leurs besoins a partir de la production et de 1'échange de biens et services.

Actualisation: méthode qui consiste a exprimer la valeur d'une somme monétaire
future en un équivalent actuel. Si je possede dix francs aujourd'hui, pour que j'accepte
de I'échanger contre une somme dans un an, il faudra que 1'on me propose plus que dix
francs en échange. En effet, I'impatience, l'inflation, le colit d'opportunité de I'utilisation
de cette somme pendant un an etc. me pousse a demander plus que la somme initiale
(dix francs).

Agent économique: désigne les personnes physiques ou morales qui participent a
l'activité économique.

Agent représentatif: en théorie économique, représente I'hypothése selon
laquelle I'économie serait formée d'agents identiques par leurs préférences ou leur
fonctions de production. Il est suffisant alors de ne s'intéresser qu'au comportement d'un
seul de ces agents pour comprendre le fonctionnement de I'économie dans son
ensemble.

Amortissement: en ¢conomie, mesure la perte de valeur subie par un stock de
capital. Cette perte provient soit de son usure physique, soit de son obsolecsence.

Anticipation: hypothése subjective concernant 1'évolution future d'une variable
donnée permettant de fonder des prévisions en vue d'une action future.

Appreéciation: en régime de changes flexibles, désigne la hausse du cours d’une
monnaie.

Asymétrie d’information: situation dans laquelle les participants a un marché ne
possedent pas tous la méme information sur les produits, les risques, les préférences des
autres agents etc., certains étant mieux informés que d’autres.

Autofinancement: Financement (des investissements) fait a partir des ressources
propres de ’entreprise, c’est a dire sans faire appel a I'emprunt (bancaire ou obligataire)
ou a la bourse (augmentation de capital).

B

Balance commerciale: compte récapitulant les importations et les exportations
de biens d’un pays.

Balance des capitaux: compte récapitulant les entrées et sorties de capitaux d’un
pays.

Balance des invisibles: compte récapitulant les exportations et importations de
services et de revenus d’un pays.



Balance des paiements: compte retracant I’ensemble des échanges d’un pays.

Balance des transactions courantes: compte récapitulant les opérations de la
balance commerciale et de la balance des invisibles.

Banque: organisme financier qui concentre les moyens de paiement, assure la
distribution du crédit, le change, les opérations de tenue des marchés et 1’émission de
billets de banque. En général, cette derniére fonction est assurée par une seule banque
dans le pays : la Banque Centrale.

Base monétaire: monnaie centrale. Elle comprend les billets et pieces ainsi que
les réserves des banques de second rang auprés de la Banque Centrale. Voir aussi
multiplicateur de la base monétaire et diviseur de la base monétaire.

Besoin: sentiment de privation qui porte a désirer un bien ou un service. La
satisfaction des besoins est le but de 1’activit¢ économique. Ce but n’est jamais
complétement atteint. On suppose en économie que les besoins des hommes sont infinis
et les ressources pour les satisfaire insuffisantes.

Bien collectif: ou bien public. Un bien est un bien public si :

— 1l est non-exclusif. On ne peut en empécher sa consommation en faisant banque
dbanpayer un prix a celui qui le consomme (exemple : I’éclairage public).

— 1l est non-rival. Le fait que plusieurs individus le consomment en méme temps
ne retire pas d’utilité a 'un d’entre eux (exemple : un feu d’artifice).

Il existe également des biens dits mixtes, qui respectent une seule de ces deux
conditions

Bien économique: Tout moyen capable de satisfaire un besoin. Il existe une
infinité de biens économiques différents. En effet, un bien se caractérise non seulement
par ses caractéristiques physiques, mais €galement par sa localisation et sa date de
disponibilité.

Exemple: une glace au chocolat n’est pas le méme bien si vous en disposez au
pole Nord ou en Afrique.

Biens complémentaires et biens substituables: deux biens sont
complémentaires si leur utilisation conjointe permet de satisfaire un besoin. Exemple :
un stylo et du papier. Deux biens sont substituables s’ils satisfont le méme besoin ou
des besoins proches.

Exemple: I’automobile et le train.

C

Capital: Trés complexe a définir. Revét de nombreux sens. En premicre
approche, il s'agit de tout actif susceptible de procurer un revenu. Dans une optique
productive, il s'agit d'un des facteurs de production (aux cotés du travail), un bien utilisé
dans la production d'autres biens. Par extension, on parle du capital pour désigner
'ensemble des biens de ce type. Cette approche a mené a une querelle entre les auteurs
néoclassiques (Solow, Samuelson) et les auteurs postkeynésiens (Robinson) dans le
cadre des recherches sur la croissance. Chez Marx, c'est le caractére structurant du
capital qui importe, le fait qu'il crée une division en classes de la société entre ceux qui
détiennent les moyens de production et ceux qui n'ont que leur travail pour vivre (les
prolétaires).

Capital humain: aptitude des individus a s'insérer dans un processus productif. 1l
comprend pour I’essentiel I’éducation et la santé.

Capitalisme: systéme ¢conomique utilisant le capital comme facteur de
production et basé sur son accumulation. Il suppose en général la propriété privée du



capital.

Capitaux flottants: désigne au niveau international les capitaux qui
s’investissent d’une place financiere a I’autre en fonction des événements conjoncturels.

Chocs d’offre, chocs de demande: désigne une hausse ou baisse inattendue de la
production (par I’intermédiaire d’une hausse de la productivité) ou de la demande.

Exemple: les chocs pétroliers ont constitu¢ des chocs d’offre négatifs en
augmentant les colits de production, diminuant la productivité et la production.

Chomage: état d’un travailleur sans emploi, a la recherche effective d’un emploi
et disponible pour occuper un emploi.

Coefficient de capital: rapport entre la valeur du capital utilis¢ dans la
production et la valeur de la production. v =K /Y

Concurrence imparfaite: se définit par opposition a la concurrence parfaite. Un
marché se caractérise par une structure de concurrence imparfaite si I’'un des principes
de la concurrence pure et parfaite est violé de maniere significative. Cela aboutit a des
structures de type monopolistique, oligopolistique, de concurrence monopolistique etc.

Concurrence parfaite: structure de marché de référence en économie qui se
caractérise par les quatre conditions suivantes:

— I’atomicité: un grand nombre d’offreurs et de demandeurs se rencontrent sur ce
marché, de sorte qu’aucun agent ne peut avoir d’influence, par son seul comportement,
sur les prix du marcheg;

— I’homogénéité: tous les biens offerts sont strictement identiques ;

— I’information parfaite: chaque participant au marché peut connaitre toutes les
informations susceptibles de lui étre utiles pour opérer les échanges les plus avantageux
possibles ;

— la libre entrée et libre sortie: chacun peut a tout moment choisir de participer ou
non au marché.

Consommation: emploi d’un bien ou d’un service en vue soit de sa
transformation dans la production (consommation intermédiaire) soit de la satisfaction
d’un besoin (consommation finale) impliquant la destruction immédiate ou progressive
de ce bien.

Contrat a terme: Contrat précisant les conditions d'un échange qui aura lieu
ultérieurement aux conditions précisées aujourd'hui. Exemple : vente de 500 dollars
contre 495 euros dans 3 mois.

Coiit d’opportunité: gain qu’entrainerait un emploi différent d’une ressource
économique.

Exemple: 'investissement en éducation entraine un colt d’opportunité courant
qui peut s’évaluer par le salaire que toucherait I’individu en travaillant immédiatement.

Coiit d’usage du capital: exprime les colits engendrés par 1’utilisation du capital.
Il comprend principalement le taux d’intérét et le cott de la dépréciation du capital.

Coiit marginal: cott de la production d’une unité supplémentaire.

Coilit moyen: colt de production total divisé par le nombre d’unités produites. Il
représente le colit unitaire.

Crise économique: retournement brutal de la conjoncture se traduisant par un
exces d’offre immédiatement suivie par une contraction de 1’activité économique.

Croissance: augmentation sur une longue période du produit national par téte.

Cycle: fluctuations régulieres de fréquences périodiques et d’amplitude
relativement fixe de 1’activité économique.

Le cycle comprend quatre phases:



— I’expansion;

—la crise;

— la contraction;

— la reprise.

Cycle de vie (hypothése du): relatif a la théorie du cycle de vie de Franco
Modigliani. Pour Modigliani, I’individu choisit sa consommation en fonction de
I’évolution prévue de sa richesse tout au long de sa vie (son cycle de vie). Voir la
question-réponse consacrée a ce point.

D

Demande effective: dans la terminologie keynésienne, désigne la demande
globale percue (anticipée) par les entrepreneurs, a partir de laquelle ils prennent leurs
décisions de production et d’emploi.

Demande globale: somme des demandes individuelles sur un marché (voire pour
toute 1'économie, en macroéconomie).

Demande nette: synonyme d’exces de demande, c’est la différence entre la
demande globale et I’offre globale.

Défaillances du marché: situation dans laquelle I’efficacité maximale ne peut
étre atteinte par les mécanismes du marché, notamment en présence d’une situation de
monopole ou d’oligopole, d’effets externes ou de biens publics.

Déflation: diminution générale et durable du niveau général des prix.

Dépression: conjoncture caractérisée, baisse de D'offre globale (mesurée en
pratique par le PIB).

Dépréciation: en changes flexibles, baisse de la valeur d’une monnaie par
rapport aux autres, par le jeu de I’offre et de la demande sur le marché des changes.

Dévaluation: en changes fixes, décision d’un gouvernement de diminuer la
valeur de sa monnaie par rapport aux autres monnaies.

Diviseur monétaire: relation qui détermine la création monétaire dans une
¢conomie d’endettement. La base monétaire est déterminée par la quantité de crédit
octroyée par les banques (qui se retournent ensuite vers la Banque Centrale pour leur
refinancement, d’ou la variation de la base monétaire). L'offre de monnaie est exogéne.
Cette relation est : dB = 1 / k dCr. Avec B la base monétaire, k le multiplicateur de
crédit, 1 /k le diviseur et Cr le crédit distribué par les banques. Voir aussi multiplicateur
mongétaire.

Duopole: situation de marché de concurrence imparfaite caractérisée par la
présence de deux offreurs face a un grand nombre de demandeurs.

E

Economie: selon Jean-Baptiste Say, il s’agit de la science qui étudie la
production, la répartition, la distribution et la consommation des richesses dans la
SOCIi€te.

Selon Lionel Robbins, I’économie est la science qui étudie les comportements
humains en tant que relation entre les fins et les moyens rares a usages alternatifs.

D'un point de vue sémantique, I'Economie a pour particularité de porter le méme
nom que son objet d'é¢tude.

Economie de marché: économie caractérisée par:

—la propriété privée des moyens de production; —la recherche légitimée de
I’intérét personnel; — 1’allocation des ressources est guidée par les mécanismes de prix.



On peut ajouter que la décentralisation des échanges est assurée par ’utilisation
de la monnaie, quoique le troc est une forme possible d’économie de marché.

Effet de substitution et effet de revenu: dans une situation ou le prix d’un bien
A diminue par rapport a celui d’un autre bien B, deux réactions sont possibles pour un
consommateur:

— 1l peut choisir de consommer plus de A qui est devenu moins cher. On dit que
I’effet substitution I’emporte;

— 1l peut consommer autant de A (ce qui lui colite moins cher qu’avant) et utiliser
les économies réalisées a consommer plus de B. On dit que I’effet revenu I’emporte.

Le choix dépendra de la fonction d’utilit¢ du consommateur, qui représente ses
préférences en termes de quantités de A et B consommées.

Elasticité: mesure la variation relative d’une variable en fonction de la variation
relative d’une autre variable.

Exemple: 1’¢lasticité de la demande d’un bien par rapport a son prix, exprime de
combien de pour cent la demande diminue lorsque le prix augmente de un pour cent.
Mathématiquement, 1’¢lasticité de x par rapport a y s’écrit: e (x/y) =(dx/x)/(dy/y)

Encadrement du crédit: instrument de politique monétaire qui consiste pour les
autorités monétaires a définir de manicére réglementaire le volume de crédit qui sera
émis par les banques. C’est une pratique qui n’est plus employée aujourd’hui.

Entrepreneur (Schumpeterien): personnage central dans la théorie de Ia
croissance de Joseph Schumpeter. Schumpeter distingue deux types d’entrepreneurs.

L’entrepreneur innovateur est un individu qui crée des innovations (donc prend
des risques) dans le but de s’octroyer une rente de monopole. L’entrepreneur imitateur
est celui qui imite I’innovateur et accroit la production des biens issus de ’innovation.

Selon Schumpeter, c’est le comportement de recherche de rente des entrepreneurs
ionnovateurs qui permet a 1’économie de sortir des phases de stagnation par la création
de nouvelles innovations qui engendrent des périodes de croissance.

Entreprise: unit¢ économique autonome combinant divers facteurs de
production, produisant pour la vente des biens et des services et distribuant des revenus
en contrepartie de 1’utilisation des facteurs.

L'entreprise est généralement associée, a juste titre, au motif de profit. Mais dans
la réalit¢ (entreprises publiques), comme dans la théorie (théories de I'entreprise
managgriale, par exemple), le motif du profit n'est pas une constante de la définition de
'entreprise.

Epargne: on peut en donner plusieurs définitions:

— partie du revenu qui n’est pas consacré a la consommation immeédiate ;

—renoncement a la consommation ou abstinence, d’ou I’'intérét recu.

—exces du revenu sur la dépense de consommation. L’épargne est un résidu, un
phénomene passif, pas un acte volontaire dans le but de I’abstinence. C’est la définition
de John Maynard Keynes.

Equilibre économique: concept central en économie. Il s’agit d’exprimer la
réalisation d’un état stationnaire (qui ne change pas) au niveau de I’optimum d’un agent
(consommateur ou producteur), d’un marché (égalité offre / demande) ou d’une
¢conomie (égalité offre / demande sur tous les marchés).

Expansion: phase du cycle économique durant laquelle la production croft.

Externalité: synonyme d’effet externe.

F



Facteurs de production: ¢léments dont la combinaison permet la production. On
retient en général deux types de facteurs : le capital (auquel on adjoint parfois la terre) et
le travail.

Fonction de demande: relation entre la quantité d’un bien demandée et son prix,
le prix des autres biens et le revenu d’un consommateur.

Fonction de production: relation entre la quantité produite d’un bien et les
quantités des différents facteurs nécessaires a 1’obtention du bien. Mathématiquement:
Y =F (K, L). Avec Y la production, K le capital utilis¢, L le travail utilisé.

G

Globalisation: phénomene d’internationalisation des transactions commerciales
et financieéres qui se caractérise par le jeu d’acteurs qui congoivent leur activité et la
recherche de I’efficience au niveau mondial.

H

Homogénéité des produits: voir concurrence parfaite.

Hyperinflation: inflation trés €levée et dont le rythme s’amplifie généralement
toujours au cours du temps.

I

Illusion monétaire: appréciation erronée de I’évolution des variables réelles suite
a la hausse ou la baisse des variables nominales.

Exemple: il y a illusion monétaire lorsque I’inflation est de 5%, que les salaires
augmentent de 5% et que les travailleurs pensent que leur revenu réel a augmenté.

Impot/Taxe Tobin: impot proposé par James Tobin dont le principe est de taxer
les flux de capitaux pour réduire les mouvements spéculatifs. En taxant a 0,5 % les flux
de capitaux, il estime que 1’on pourrait a la fois décourager les mouvements purement
spéculatifs, ne pas empécher les réalignements de parité fondés sur les fondamentaux de
I’économie et ne pas dissuader les mouvements de capitaux liés aux échanges
commerciaux ou a des investissements productifs (dont 1’échéance lointaine rendrait
négligeable I’impdt sur le mouvement de capitaux initial).

Incertitude: ¢tat dans lequel il est impossible a un agent de formuler des
prévisions sur le futur car il ne connait pas la probabilité d'occurrence d’un événement
et / ou il ne connait pas la totalit¢ des événements possibles dans le futur. Distinct du
risque.

Indexation: méthode consistant a faire évoluer contractuellement un revenu en
fonction de I’évolution d’une autre variable.

Exemple: jusqu’au milieu des années 80, les salaires étaient indexés en France sur
le taux d’inflation.

Indice des prix a la consommation : instrument pour mesurer 1’évolution de
I’ensemble des prix a la consommation. En économie, lorsqu’on parle du niveau général
des prix, c’est a cet indice que 1’on se réfere. Son principe de construction est le suivant:
c’est une moyenne pondérée des prix des biens les plus consommés, chaque prix étant
pondéré par I’importance relative du bien dans la consommation globale.

Inflation: hausse continue du niveau général des prix.

Intermédiation: mise en relation d’offreurs et de demandeurs sur un marché par
un tiers.

Exemple: les banques collectent I’épargne de leur clients, la placent sur le marché



financier. Du co6té de I’épargnant comme du coté de D’entreprise financée, le seul
interlocuteur est la banque.

Investissement: au sens étroit, acquisition de biens de production en vue de
I’exploitation d’une entreprise et de dégager un revenu ou augmentation de la capacité
de production. Au sens large, acquisition d’un capital en vue d’en percevoir ou d’en
consommer le revenu.

K
Krach: effondrement des cours boursiers apparaissant souvent a la suite de
mouvements spéculatifs.

L

Libéralisme: pas forcément simple a définir. Doctrine économique qui prone la
libre concurrence et qui s’oppose donc tant a I’intervention de 1’Etat qu’a la constitution
de monopoles ou d’oligopoles privés. Cette doctrine est fondée sur la conviction qu’il
existe un ordre économique naturel réalisé par des mécanismes d’ajustement qui ne
peuvent jouer que dans le libre jeu des initiatives individuelles sur des marchés.

Libre-échange: situation dans laquelle les flux économiques internationaux sont
libres. Par extension, doctrine de 1’échange international qui stipule que chaque pays
participant a 1’échange international a intérét a n’opposer aucune contrainte aux flux
¢conomiques (biens, services, facteurs de production) entre pays. Le libre-échange
améliorant la situation de tous. C’est une extension du libéralisme a I’ensemble des
¢économies nationales.

Liquidité: propriét¢ d’un bien a étre utilisé plus ou moins rapidement dans un
emploi donné.

Exemple: la monnaie est 1’actif liquide par nature pour opérer des transactions.
Les liquidités d’une économie sont la somme des moyens de paiement disponibles dans
cette économie.

M

Macroéconomie: branche de I’économie qui €tudie les mécanismes €économiques
du point de vue de grandeurs et de groupes d’agents agrégés. La macroéconomie a pour
but de construire des fonctions de comportement globales ad hocou a partir
d’hypotheses concernant 1’agrégation de comportement microéconomiques et d’en
déduire des mécanismes explicatifs du fonctionnement de 1’économie dans son
ensemble.

Marché: lieu de rencontre d’une offre et d’une demande, duquel émerge un prix
pour le bien échangé. Le marché désigne aussi en économie 1’économie de marché dans
son ensemble en tant que systeéme économique autorégulé et en tant qu’institution. Voir
¢conomie de marché.

Marché a terme: marché sur lequel les échangeurs s’entendent par avance pour
la livraison future d’un bien, service ou titre a un prix fixé par avance. Voir contrat a
terme.

Marché a terme: marché ou s’échangent les devises. Ce n’est pas un marché
réellement localisé, c¢’est un réseau entre les cambistes des banques du monde entier.
Les échanges se font a I’aide des instruments de télécommunications.

Marché financier: marché de la monnaie et des capitaux a long terme.

Marché monétaire: march¢ de 1’argent a court terme ou les intervenants



formulent des demandes et des offres de liquidité pour de courtes périodes. Longtemps
réservé en France aux seules institutions financicres, il est ouvert aux autres agents
depuis les années 80.

Microéconomie: branche de 1’économie qui s’applique a expliquer, sur la base de
I’hypothése de rationalité, le comportement d’agents isolés et d’en déduire les
conditions de I’équilibre général walrasien.

Modéle économique: représentation simplifiée de la réalité économique ayant
pour but de mettre en relation les variables significatives pour la compréhension des
mécanismes €économiques.

Monnaie: la monnaie peut se définir par les fonctions qu’elle remplit. Elles sont
au nombre de trois:

— unité de compte (numéraire);

— instrument des échanges;

—réserve de valeur.

Une bonne monnaie est celle qui remplit bien ces trois fonctions, les deux
dernicres étant les plus importantes.

Monnaie fiduciaire: billets de banque émis par la Banque Centrale.

Monnaie scripturale: ensemble des dépots a vue dans les banques. Elle est créée
et circule par des écritures, d’ou le qualificatif de scripturale.

Monopole: structure de marché dans laquelle un seul offreur est confronté a un
grand nombre de demandeurs.

Monopole bilatéral: structure de marché dans laquelle un seul offreur est
confronté a un seul demandeur.

Monopsone: structure de marché ou un seul demandeur est confronté a un grand
nombre d’offreurs.

N

Neutralité de la monnaie: hypothese des théories classique et néoclassique selon
laquelle la monnaie n’aurait pas, au moins a long terme, d’influence sur I’activité réelle.
Toute augmentation de la masse monétaire en circulation ayant pour seule conséquence
une hausse proportionnelle du niveau général des prix.

Nouvelle économie: concept décrivant une nouvelle forme de fonctionnement de
I'économie de marché depuis le milieu des années 1990, ou plus restrictivement, un
ensemble d'activités aux caractéristiques de colits communes, telles que l'informatique,
les télécommunications etc. La nouvelle économie se caractérise par un ensemble de
chocs techonologiques (technologies de I'information et de la communication,
biotechnologies), un environnement économique ouvert (globalisation, dérégulations
des activités économiques, privatisations et dérégulation des services publics) et des
conditions financieres nouvelles (disparition de I'inflation, réduction des déficits
publics, développement des marchés financiers - dérivés en particulier).

(0]

Offre: Volume de biens ou de services proposé a la vente sur un marché.

Offre globale: Au niveau macroéconomique, c’est 1’agrégation de toutes les
offres de biens des différents marchés, sans distinction sur la nature du produit. On parle
aussi d’offre agrégée.

Oligopole: structure de marché caractérisée par un petit nombre d’offreurs
(supérieur a un) confronté a un grand nombre de demandeurs.



Oligopole bilatéral: structure de marché dans lequel un petit nombre d’offreurs
sont confrontés a un petit nombre de demandeurs.

Oligopsone: structure de marché dans laquelle un petit nombre de demandeurs
sont confrontés a un grand nombre d’offreurs.

Open market: technique d’intervention de la Banque Centrale sur le marché
mon¢étaire qui consiste a fournir ou reprendre des liquidités a ce marché en achetant ou
vendant des titres. En anglais, open market désigne également le marché monétaire lui-
méme.

Optimum: Niveau jugé le meilleur dans une optique déterminée. Ou valeur d’une
grandeur ou d’un ensemble de grandeurs parmi diverses autres et considérée comme la
plus adaptée a la réalisation d’un ou plusieurs objectifs, compte tenu d’un ensemble de
contraintes.

Option: produit financier qui représente le droit d'opérer une transaction a une
date ultérieure ou non, a des conditions données aujourd'hui.

Exemple: une option (de change) d'achat dollars contre euros a 3 mois, a un taux
de 1 dollar contre 1 euro, portant sur 500 dollars, donne le droit, dans 3 mois, d'acheter
500 dollars avec 500 euros dans 3 mois. Une option permet soit de se couvrir contre un
risque, soit de spéculer.

P

Politique budgétaire: politique économique conduite au moyen du budget de
I’Etat pris globalement, incluant I’action par les recettes et 1’action par les dépenses
publiques.

Politique commerciale: politique adoptée par une nation, dans le cadre du
commerce extérieur et pouvant se traduire par la " libéralisation " des échanges, le
contingentement, 1’abaissement ou le relévement des droits de douane, des subventions
a ’exportation etc. Le but de ces politiques est de favoriser les exportations nationales.

Politique conjoncturelle: ensemble des actions délibérément adoptées en vue de
la régulation de la conjoncture, que ce soit par I’intermédiaire de la politique budgétaire,
de la politique monétaire, des revenus etc. On résume ses objectifs par la formule dite
du "carré magique": stabilité des prix, plein-emploi, expansion et €équilibre extérieur.

Politique des revenus: ensemble d’orientations indicatives et concertées
destinées a éviter des hausses de prix et de salaires trop importantes.

Politique économique: action consciente de la puissance publique se traduisant
par la définition d’objectifs économiques et sociaux et la mise en oeuvre des moyens
nécessaires pour les atteindre.

Politique monétaire: Actions délibérées des autorités monétaires (Banque
Centrale) sur la masse monétaire et les actifs financiers en vue de la régulation de
I’économie a court et moyen terme. Actuellement, on reconnait comme objectif
principal de la politique monétaire la stabilité des prix.

Pouvoir d’achat: quantité de biens et de services qu’une somme d’argent permet
d’acquérir. Le pouvoir d’achat décroit avec 1’inflation.

Prix: rapport d’échange entre deux marchandises proposées a 1’échange. Un prix
est toujours quelque chose de relatif. Lorsqu’il s’agit de prix monétaires, la référence
devient la monnaie. Mais on peut toujours I’exprimer dans un autre numéraire.

Prix d’équilibre: prix d’échange qui résulte de 1’égalisation de I’offre et de la
demande sur un marche.

Prix nominal, prix réel: un prix nominal est un prix exprimé simplement en



unités monétaires. Un prix réel est un prix monétaire rapporté au niveau général des
prix.

Exemples: le salaire nominal se note W en économie, le salaire réel W / P ou P
est le niveau général des prix.

Productivité marginale: il s’agit de la production additionnelle que I’on obtient
en utilisant un unité supplémentaire de facteur.

Productivité ou productivité moyenne: rapport entre la production et les
facteurs ou certains facteurs qui ont permis de 1’obtenir.

Produit Intérieur Brut (PIB): mesure de la production de biens et services d’un
pays avec comme critere retenu la production sur le territoire national quel que soit la
nationalité¢ des producteurs. Ce qui signifie qu’une filiale a 1’étranger d’un groupe
francais ne contribue pas au PIB francais, mais qu’une filiale d’un groupe étranger
installée en France y contribue. Voir aussi PNB. Il n’y a pas, a proprement parler
d’indicateur idéal (PNB ou PIB), on utilise I'un ou I’autre selon le sujet qui nous
intéresse.

Produit National Brut (PNB): mesure de la production de biens et services d’un
pays avec comme critere la nationalité des producteurs. Ce qui signifie qu’une filiale a
I’étranger d’un groupe frangais contribue au PNB frangais, mais qu’une filiale d’un
groupe ¢tranger installée en France n’y contribue pas. Voir aussi PIB. Il n’y a pas, a
proprement parler d’indicateur idéal (PNB ou PIB), on utilise I’un ou 1’autre selon le
sujet qui nous intéresse.

Produits dérivés: contrats financiers qui sont basés sur I’évolution du cours d’un
actif sous-jacent sans qu’il n’y ait livraison de cet actif a 1’échéance. Exemple : un
contrat basé sur 1’évolution du CAC 40.

Profit: définition courante: excédent des recettes d’une entreprise sur ses colits de
fonctionnement. Définition du profit dit pur en économie: revenu résiduel apres que
I’entreprise ait rémunéré ses facteurs de production (capital - i.e. actionnaires et préteurs
- et travail). Pour Joseph Schumpeter et Frank Knight, le profit pur serait la
rémunération du risque non assurable que prend I’entrepreneur. Le profit est aussi la
fonction que le producteur maximise dans la théorie néoclassique.

R

Rareté: caractéristique des biens économiques qui n’existent pas a I’état naturel
en quantité illimitée. S'entend de maniere plus claire lorsqu'on considere le caractere
illimité des besoins humains.

Rationalité: en économie, la rationalité est considérée comme [I’attitude des
agents qui recherchent le maximum de satisfaction au moindre cotit. Cette satisfaction
¢tant soit traduite par une utilité (cas du consommateur néoclassique par exemple), soit
par un revenu (cas du profit pour la firme néoclassique par exemple). Pour étre
quasiment neutre, le principe de rationalité ne doit pas étre compris dans une logique ou
les résultats d'une action rationnelle serait forcément les meilleurs. Un agent peut étre
rationnel et atteindre une valeur de ses objectifs médiocres. Tout dépend des
informations dont il dispose (comme dans la théorie des jeux ou le comportement que
vont adopter les autres compte au dela de son propre comportement) ou de ses capacités
a prendre une décision (exemple de la rationalité limitée de Simon).

Rendement: rapport entre la quantité de produits obtenus et une quantité donnée
de facteurs de production, exprimés en unités physiques). Voir aussi productivite.

Rendements d’échelle croissants, constants et décroissants: on dit que les



rendements d’échelle d’une production sont croissants si lorsqu’on multiplie par un
méme nombre | la quantité de tous les facteurs utilisés dans la production, la production
est multipliée par un nombre supérieur a 1 . Mathématiquement : une fonction de
production est a rendements croissants si elle homogeéne de degré supérieur a 1. On dit
que les rendements d’échelle d’une production sont constants si lorsqu’on multiplie par
un méme nombre | la quantité¢ de tous les facteurs utilisés dans la production, la
production est multipliée par ce nombre 1 . Mathématiquement : une fonction de
production est a rendements constants si elle homogéne de degré 1. On dit que les
rendements d’échelle d’une production sont décroissants si lorsqu’on multiplie par un
méme nombre la quantité de tous les facteurs utilisés dans la production, la production
est multipliée par un nombre inférieur. Mathématiquement : une fonction de production
est a rendements décroissants si elle homogene de degré inférieur a 1. Exemple : la
fonction ¥ = K L est a rendements croissants. En effet, si on multiplie par deux la
quantité de facteurs, on obtient 2K x 2L =4 KL =4Y.0Or, 4 KL > 2 Y.

Rente: surplus de revenu d’un facteur de production provoqué par 1’inélasticité
de l’offre par rapport a son prix (I’offre est constante), en raison de la non
reproductibilité du facteur.

Revenu permanent: dans la théorie du revenu permanent de Milton Friedman,
représente 1’intérét de la richesse d’un individu, la partie de cette richesse qui peut étre
consommeée en conservant le patrimoine de I’agent identique. Pour Friedman, la
consommation dépend du revenu permanent et non pas du revenu courant, comme c’est
le cas chez John Maynard Keynes.

Récession: conjoncture caractérisée par une baisse du taux de croissance de
I’activité économique, ce taux restant cependant positif.

Réévaluation: contraire de dévaluation.

Réserves de change: liquidités internationales détenues par les Banques
Centrales qui leur permettent d’intervenir sur le marché des changes et de financer les
¢changes internationaux.

Réserves obligatoires: volume des liquidités que les banques sont contraintes de
mettre en dépot a la Banque Centrale dans le cadre de la politique des réserves
obligatoires. En obligeant les banques a laisser une certaine quantité de liquidités
inactives, la Banque Centrale les empéche ainsi de créer la monnaie qui correspond a ce
volume de base monétaire.

Rigidité: absence de réaction d’une variable au changement d’une autre variable
qui est généralement considérée comme déterminante.

Risque: situation dans laquelle les agents connaissent les évenements possibles
futurs et les probabilités d’occurence de ces évenements possibles.

Exemple: lorsqu’on tire au dés, on sait que 1’on peut avoir 1, 2, 3, 4, 5 ou 6, avec
pour chacun la probabilité 1 / 6.

S

Say (loi de): grosso modo, "loi" qui énonce que toute offre crée automatiquement
sa propre demande par les revenus qu’elle crée dans 1’économie.

Spéculation: "Achat (ou vente) de marchandises en vue d’une revente (ou d’un
rachat) a une date ultérieure, 1a ou le mobile d’une telle action est I’anticipation d’un
changement des prix en vigueur, et non un avantage résultant de leur emploi, ou une
transformation ou un transfert d’'un marché a un autre." (définition de Nicholas Kaldor,

1939).



Stabilisateurs automatiques: mécanisme de dynamisation de [’équilibre
budgétaire de I’Etat au cours du cycle économique. En période de croissance, les
revenus sont €levés, donc les recettes fiscales le sont aussi. Au sommet de la phase
d’expansion, il existe un excédent budgétaire. En période de récession, a I’inverse, les
recettes fiscales sont moins importantes. Au plus fort de la récession, il existe un déficit
budgétaire. Ainsi, par cycle, le budget ne sera équilibré qu’a un seul moment, mais il est
¢quilibré en moyenne. Ce mécanisme est invoqué pour justifier les politiques
¢conomiques pronant d’accepter un déficit budgétaire important en période de
récession. Aujourd’hui, les stabilisateurs automatiques jouent encore mais avec un biais
dans le sens du déficit.

Stagflation: conjoncture économique caractérisée par une faible croissance et
une inflation importante.

Surplus: avantage obtenu par un consommateur ou un producteur du fait d’un
prix inférieur (consommmateur) ou supérieur (producteur) a ce qu’il était disposé a
payer (consommateur) ou a accepter (producteur) pour un produit. La somme des
surplus individuels est appelé surplus collectif et est une mesure du bien-étre de la
collectivité.

T

Taux de change: valeur d’'une monnaie nationale exprimée dans une autre
monnaie.

Théorie des jeux: branche de 1’économie qui étudie les situations ou des agents
rationnels prennent des décisions stratégiques, c’est a dire en fonction du comportement
supposé ou effectif d’un nombre limité d’autres agents.

Titre: document représentant un droit de propriété ou une créance.

Trappe a la liquidité: expression utilisée pour désigner une situation ou la
demande de monnaie est parfaitement élastique au taux d’intérét qui est alors a son
niveau plancher.

U

Union monétaire: ensemble de régions ou de pays ayant une monnaie commune.

Utilité: reflet de I’'importance qu’un individu attache a un bien, compte tenu de
son aptitude a satisfaire un besoin économique. L’utilit¢ en économie est un concept
important qui permet, entre autres, de déterminer les fonctions de demande des
consommateurs.

Utilité collective (fonction d’): fonction d’utilit¢ représentant 1’utilit¢ d’une
somme d’individus comme un seul. Son intérét est de permettre a un décideur public de
baser ses actions sur la maximisation de cette fonction. La construction d’une telle
fonction est problématique lorsque les individus qui constituent la communauté ont des
préférences distinctes, car il faut alors déterminer quelle sera la pondération des
préférences individuelles dans la fonction collective. John Kenneth Arrow a montré
qu’une fonction d’utilité collective qui ne violerait pas les conditions de la rationalité
individuelle ne peut étre construite que sous des conditions tres restrictives. Ces
recherches portent le nom de " théoréme d’impossibilité d’ Arrow-Condorcet ".

Exemple de fonction d’utilité collective: soit une communauté de 3 individus aux
préférences représentées par des fonctions d’utilité différentes, U, V,X. Une fonction
d’utilité collective (arbitraire) peut s’écrire sous la forme : W=03 U+ 05V + 02X



\%

Variable: grandeur susceptible de prendre différentes valeurs.

Vitesse de circulation de la monnaie: mesure le flux de transactions qu’une

masse monétaire donnée permet de financer au cours d’une période donnée.

Z

Zone monétaire: ensemble géographique qui respecte les régles suivantes: -
parité¢ fixe entre monnaies des zones de l'ensemble; - convertibilit¢ des monnaies;
- harmonisation des réglementations de change. En général, ce regroupement se fait
autour d’un pays et de sa monnaie jugée comme référence en termes de stabilité. Il
existe des zones monétaires officielles (zone franc, zone sterling) et d’autres informelles

(zone dollar, zone mark avant I'euro).
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propriété intellectuelle qui | mpaB Ha 0OBEKTHI HHTEIUIEK-
touchent au commerce TyaJqbHOW COOCTBEHHOCTH

AELE Association européenne de | EACT, EBpomnelickas accoiu-
libre-échange arusi CBOOOTHOM TOPTOBIN

AGCS Accord général sur le ['enepanbpHOE corjanieHue mno
commerce des services TOPTOBIIE YCIyTaMu

ALALC Association latino- JIADTA, JlaTuHOaMepuKaH-
américaine de libre CKas accolarus CBOOOTHOM
commerce TOPTOBIIN

ALENA Accord de libre-échange HA®TA, Ceepoamepukan-
nord-américain CKO€ corJalieHue o cBo0o I-
(ppaHITy3CKHli PKBUBAJICHT | HOW TOPTOBIIE
AHTIIMICKOTO 0003HAYCHUS:

North American Free Trade
Agreement, NAFTA)

APEC La Coopération ATOC, A3zuarcko-
¢conomique des pays TuxookeaHCKOEe IKOHOMHYE-
d'Asie-Pacifique CKO€ COTPYAHUYECTBO

BIRD Banque internationale pour | MBPP, MexxnyHnapoanblii
la reconstruction et le OaHK PEKOHCTPYKIIMH U pa3-
développement BUTUS

BNP Banque Nationale de Paris | BHII (¢panity3ckuii 6aHK)

BP Compagnie pétroliere bu I'Tu, 6puranckas HedTera-
britannique (anciennement | 30Basi KOMITAHHS
British Petroleum)

BRICS Brésil, Russie, Inde, Chine, | ctpanst BRICS (bpasunus,
Afrique du Sud Poccust, Uupus, Kurait, FOx-

Hasg Adpuka)




BTP batiment et travaux publics | cTpoUTENBCTBO U OOIIECTBEH-
HbIE pabOTHI (0mpacis 9Ko-
HOMUKU)

CA chiffre d'affaires BBIpYUKa (KoMnanuu)

CAC40 Cotation Assistée en KAK 40, uaaekc Ilapmxckoit
Continu (indice boursier OUpKH
frangais)

CAEM Conseil d’assistance CDOB, CoBeT YdKOHOMHUYECKOM
¢conomique mutuelle B3aMOIIOMOIIHA

CEE Communauté économique | EDC, EBpornelickoe 3KOHOMH-
européenne gyeckoe coobmecTBo, OOmumit

PBIHOK

CEI Communauté des Etats CHI', CompyxecTBO
indépendants HE3aBUCHMBIX I'OCYJIapCTB

CNUCED Conférence des Nations FOHKTA/L, Kondepenuus
Unies sur le commerce et le | OOH no Toprosie u pa3Bu-
développement THIO

COMECON Conseil d’assistance COB, CoBeT 3KOHOMHYECKOH
¢conomique mutuelle B3aMMOTIOMOIIT!

(CAEM)

CRM Gestion des relations clients | YnpapieHue OTHOIICHUSMU C
(Customer Relationship KJIIMCHTaMU
Management)

CRRC China CRRC Corporation | CRRC, kuraiickast BaroHo-
Ltd., (Ie plus grand CTpOUTENbHAS KOPIIOpaIus
constructeur
chinois d'équipements de
transport ferroviaire)

EDF Electricité de France DD, Dnexrpucure ne Opanc
(aHEepreTryecKas KOMIaHUS
®paHiuun)

ENI Eni S.p.A. (Ente Nazionale | OHu, utanbsiHckas HedTera-

Idrocarburi) 30Basi KOMIIAHUSI

FMI Fonds monétaire MB®, MexayHapoiHbli
international BaJIFOTHBIN (hOH,T

FMN firme multinationale THK, TpancHanmoHaapHast
KOMIIaHUS

G7 Groupe des sept pays les Bonwmas cemepka
plus industrialisés

GATT Accord général sur les tarifs | TATT, ['enepanbHoe corma-
et le commerce (angl. : HIeHKe 1o Tapudam U TOProB-
General agreement on tariffs | e
and trade)

GDF Suez SA Gaz de France Suez SA dpaHIily3cKasi SJHepreTuieckas
(Engie) ¥ Ta30Basi KOMITaHUs, 00pa3o-

BaBmiasica B 2008 rogy ot
ciausgHug komnanui ['a3 ge
®panc u Cysn, ¢ 2015 roga
HOCHUT Ha3BaHHUE DHKHU

GE General Electric JIxeHepan DIeKTpUK, aMepu-

AKaHCKasjd KOpHopamu:Ad




GM General Motors Jlxenepan Motopc, amepu-
KaHCKasi aBTOMOOWIIbHAS KOP-
noparus

TAA industrie agro-alimentaire arpo-IpOMBIIIJIEHHBIA KOM-
TIJICKC

INSEE Institut national de la HanunoHanbHbI HHCTUTYT

statistique et des études CTaTUCTHKU U SKOHOMHYECKHUX
¢conomiques WCCJICJIOBAHUIA

MERCOSUR Marché commun du Céne | Mepkocyp, OOmuii ppIHOK

Sud ctpad FOxHoit AMepuku

NCM négociations commerciales | MHOTOCTOPOHHHE TOPTOBbIE

multilatérales IeperoBOpPbI
NPI nouveaux pays HUC, HoBBIE
industrialisés WHyCTPHUAIbHBIE CTPAHBI

NTIC nouvelles technologies de HOBbIE€ HH(POPMAITMOHHBIC U
I’information et de la KOMMYHHUKAIIMOHHBIE TEXHO-
communication JIOTUHU

OCDE Organisation de coopération | OOCP, Opranu3anus 3KOHO-

et de développement MHUYECKOTO COTPYJTHUYECTBA U
¢conomiques pa3BHUTHUSA

OMC Organisation mondiale du | BTO, Bcemupnas toprosast

commerce OpraHu3aIus

ONG organisations non HENPaBUTEILCTBEHHBIC Opra-

gouvernementales HU3AIUU

OPEP Organisation des pays OIIEK, Opranu3zaiusi cTpaH

exportateurs de pétrole IKCIIOPTEPOB HePTH

PAC Politique agricole commune | ECII, Enunas cenbckoxo3sii-
CTBEHHAs TMOJHUTHKA (CTPaH
EC)

PDG Président-Directeur général | mpencenaTens coBeTa TUPEK-
TOPOB ¥ T€HEPATBHBIN JUPEK-
TOp

PECO pays d’Europe centrale et [IBE, ctpans! lleaTpansHoii 1

orientale Boctounoit EBpornsl

PI pays industrialisés MIPOMBIIIJIEHHO Pa3BUTHIC
CTpaHbI

PIB produit intérieur briut BBII, BanoBoil BHyTpEeHHHUI
IPOAYKT

PME petites et moyennes MaJIbIE U CPETHUE

entreprises OPEIIPUSITUS

PNB produit national brut BHII, BanoBoii
HAIIMOHAJbHBIA IPOAYKT

PSA Peugeot Société Anonyme | Ilexo, ¢ppaHIiry3ckas aBToMO-
OWJIbHASI KOMIIAHUS

PVD pays en (voie de) Pa3BUBAIOIINECS CTPAHBI

développement

RATP Régie autonome des PATII, ABTOHOMHBII OTepa-

transports parisiens TOp MAPHUKCKOTO TPAHCIIOPTa

R&D recherche et développement | HUOKP, nayuno-

UCCJIeI0BATENHCKUE U OIBIT-
HO-KOHCTPYKTOpPCKHUE pabOThI




SA société anonyme aKIIMOHEPHOE 00IIEeCTBO

SARL société a responsabilité 00IIECTBO C OTPAHUYEHHOU
limitée OTBETCTBEHHOCTBHIO

SNC société en nom collectif MOJTHOE TOBAPUIIIECTBO

SNCF Société nationale des CHC®, HanmoHnaabHast KOM-
chemins de fer frangais MIaHUS JKEJIE3HBIX JI0POT

OpaHuUn

SPS Accord sur I’application des | Cornamenue o npuMeHEHUN
mesures sanitaires et CaAHUTAPHBIX U (UTOCAHUTAP-
phytosanitaires HBIX MEp

TIC technologies de UH(GOPMAIIMOHHBIE K KOMMY-
I’information et de la HUKAIIMOHHBIE TEXHOJIOTUH
communication

TGV train a grande vitesse BBICOKOCKOPOCTHOM T0€3]1

TPP Partenariat Transpacifique | TpaHcTuxoOKeaHCKOE MapT-

HEPCTBO

TTIP Partenariat transatlantique de| TTUII, TpancaTnanTuueckoe
commerce et TOPrOBOE U HHBECTUIIMOHHOE
d’investissement NapTHEPCTBO

UE Union européenne EC, EBponeiickuii coro3




4.2. YHEBHASA TIPOI'PAMMA JUCHUIIVINHBI

4.2.1. AHTJIMUCKHUH SI3BIK

[ 2. / 2027 |
) ok W~
YuapexacHite 00pasoBatis - —t
«bpecrcknit 1ocyaapCeTBEHH LI TEXHHUCCKITT Y HUBEPCHTET

NIBEPA,IALO

Ipopekrop Jlt)}’_*tc(’jnml pacoic bpl 1Y
*—+  M.B. Hepoaa

e

P70 2024

7

LS

Permerpatontniii No V- -1 - 203 v

L ool mHoCTpantblii 436K (A IHHCKI)

Vuednas Aporpamai VUPCAIEHHSA BLICHITO Ul’)[ﬁil 30BATHS 11O }‘!Cﬁl!(ﬂul MCILTL TG
JUTSE CHCLIMG T BHOCTH!

6-05-04 12 03 Jlorncruka
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ITOSICHUTEJIbHA A 3ATIMCKA

YueGHas nporpamva paspaforaHa Ha ocHope Konuenuun oGyueHHs MHOCTpaH-
HBIM S3BIKAM B CHCTEME HempephiBHOTO obpasosanms PecryGmukn bemapyck, koHuern-
LMK S3BIKOBOTO 06Pa30BaHuMs, KOHIETIHH y9eOHOro mpeaMeTa «HHOCTpaHHBIH A3BIK» C
ydeToM TpeGOBaHHiI rocy1apCTBEHHBIX 00pa30BaTeNbHbIX CTaHAAPTOB BBICLIETO obpa-
30BaHHs, AEMCTBYIOIMX PEKOMEHIAIMI eBPONeHCKOH S3BIKOBOM 00pa3oBaTenbHOI 10~
NATHKH, a TAKKe C YYETOM THUIOBOH y4eOHOM MpOrpamMmel «HOCTpaHHBIA SA3BIKY,
yTBepK/IeHHO# MusucTepcTBoM 06pasoBanus Pecmybmikn benapych 13.02.2023, pe-
rucrpamponnsiit Ne TA-CI.013/TurL., ¥ yKa3aHHbBIMH B HeH HOPMATHBHBIMH JOKyMCH-
TaMH.

Llens Kypca «Jle0BOM HHOCTPAHHBIH A3BIK» COCTOMT B (JOPMHPOBAHMM y CTY-
JIEHTOB KOMMYHHMKATHBHO! KOMIETEHUHH, T.6. TAKUX A3BIKOBBIX M PEUCBBIX HABLIKOB M
YMEHHIA, KOTOpBIE TO3BOJSIOT HCIIOIb30BaTh WHOCTPAHHBIH SI3BIK KaK B npodeccHo-
HaJIBHOM JEATEIBHOCTH, TaK H IS JalibHeimero o6pa3soBaHus U caMoo0pa3oBaHus BO
BCEX OCHOBHBIX BHZAX PeueBOil JeATENBHOCTH, & UMEHHO: TOBOPCHHUS, YTCHH, aylnpO-
BaHMs ¥ IHCEMA. B COBPEMEHHBIX YCIOBHAX OOIIECTBY TPEOYIOTCH CHENMANHCTHL, 00-
NafaoIye KPeaTMBHLIM MBIILIEHHEM, CIIOCOOHBIe K MMIIPOBH3AIMH, K BbIpadOTKE He-
TPAIMIMOHHBIX PelIeHui B NpoOIeMHBIX CHTYalHAX. BusHec — 3TO KECTKas U KOHKY-
PEHTHAs Cpefia, KOTOpasi He MPOINAeT OIKGOK, I0ITOMY Ha COBPEMCHHOM 3Tane CBOCTO
pa3BUTHsL PHIHOK TpyAa TpeGyeT OT JOAeH, JKENAIIMX CACIaTh Kapbepy B cepe Ou3-
Heca, SKOHOMHMKHM M (MHAHCOB, 3HAHMH M HABBIKOB, 4acTO BEChbMa JAJICKHX OT CTaH-
JIAPTHOTO 3HAHUsI HHOCTPAHHOTO A3bIKa. JTO HE TOIBKO NMPOBEACHHE TenedoHHbIX Oeces
U COCTABICHHE JENOBLIX MICEM, HO H MHOTOE, MHOroe apyroe. s peleHus JaHHOH
sanaun B GOJIBIIMHCTBE BHICIUMX yueOHBIX 3aBesiennii Pecrybmuku Besapych ofyyenue
OyIymux CrelHaIucToB B cepe OnsHeca, IKOHOMHUKA H (MHAHCOB MHOCTPAHHOMY
SI3BIKY Oa3MpyeTCs Ha JBYX KIOYEBBIX eMeHTax: 0a3oBEIA Kypc 1 JIeJIOBOH MHOCTpaH-
HBIH A3BIK.

Jlen0BOH MHOCTPaHHBIH A3bIK BCEIAa HOCHT COLMAIbHBIA H poneBOr XapakTep.
OH NO03BOJAET M3yYarb CHUTYAlMH, BOSHHUKAKIIHE B MPOIECCE BEJICHUA ICPEroBOpPOB,
pemenus npobnem u 3axad. [TosTomy MeTOAHKA NPEMONABAHMS €JI0BOTO HHOCTPAHHO-
IO S3bIKA TIPEATIONATAeT CHCTEMHOE M MOCTe0BATENbHOE MOJETMPOBAHUE CHTYAIMH
Gymymieit mpoeCCHOHANBHOM JeATeIBHOCTH, UX MPEAMETHBIA H COLMAJIbHBIH KOHTEK-
crbl. JIenoBOii MHOCTPAHHEINM A3bIK BKIIOYAeT B cebe pasnuyHble dIEMEHThI, [IOMHMO
co6CTBEHHO MPO(MECCHOHATBHBIX M A3BIKOBBIX KOMIIETCHIIHH, B TEPBYIO 0Y€Pe/lb, 3TO
MEXKY/IBTYPHBIE ¥ KOMMYHHKATHBHBIE KOMIIETEHIINH, HABBIKH MOCTPOCHHS MEPeroBop-
HOTO Mpoliecca, 3HaHus B cdepe MCHXONOTHH, HABBIKM PEIUCHHS MPOOIEM M HABBIKHA
MPHHATHA PEILCHUH.

I'naBHas mens OOyYeHHs JEIOBOMY MHOCTPAHHOMY f3BIKY 3aKmiodaercst B (op-
MHPOBAHHM MHOS3IYHON KOMMYHHMKATHBHON KOMIIETEHLMH OyIyIIero CrenuajiucTa,
TIO3BOJIAIONIEH MCIONB30BaTh WHOCTPAHHBIN A3bIK KaK CPEACTBO MEKIMYHOCTHOIO H
npodecCHOHATHLHOTO OGLIEHNs, JUIsS IPOBEICHNS TIEPETrOBOPOB C 3apyOeKHBIMU MapT-
HEepaMH, OBJIAJEHHs KIFOYEBEIMH HaBBIKAMHU BEIEHMS /IEJIOBOW KOPPECTMOHACHLHMH Ha
MHOCTPAHHOM fI3bIKE, & TAK)KE HABBIKAMH CAMOTpEe3eHTAlMH OyaymuM paboronarensim
(rpaMOTHOE COCTaBIIEHHE TIAKeTa JOKYMEHTOB IIPH YCTPOHCTBE Ha paboTy), a Takxke JUIs
JansHeitniero o6pa3oBaHus U caMo00pa3oBaHMA.

JlocTH/KEHHE TTIABHOM e MPENoNaraeT KOMILUIEKCHYIO peanu3aluio o3HaBa-
TENbHOM, pa3BHBAOLIEH, BOCIUTATEILHOM H MpaKTHYeCKOM HeNeH.
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B kadecTBe CTpaTerH4ecKoil HHTErPaTHBHOM KOMIIETEHIIMH B Mpolecce 00ydeHus
JEJI0OBOMY HHOCTPaAaHHOMY fA3BIKY BBEICTYIIAET KOMMYHMKATHBHasA KOMIIETCHIHA B €IHH-
CTBE BCEX COCTABIAIONIUX:

¢ S3BIKOBAsi KOMIECTEHIIUA — COBOKYITHOCTD SI3BIKOBBLIX CPEICTB;

¢ pedeBas KOMIIETEHIIMA — COBOKYITHOCTh HABBIKOB M YMEHHH pedYeBOM HeATENIb-
HOCTH (rOBOpeHHe, MUChMO, aylipOBaHKe, YTEHHE), 3HAHUE HOPM PEYEBOI0 IOBEIeHHS,
COCOOHOCTh UCIONB30BaTh A3BIKOBBIC CPEJICTBA B CBA3HON pEYd B COOTBETCTBHH C CH-
Tyaluuel oOlIeHus;

¢ COLMOKYNILTypHasi KOMIIETEHIIHA — COBOKYITHOCTh 3HAaHHMH 0 HAalHOHAJbLHO-
KYIBTYPHOH creuu(pHKe CTPaH U3y4YaeMOTO fA3bIKa M CBA3AHHBIX C 3TUM YMEHHMH KOp-
PEKTHO CTPOMUTH CBOE PEYEBOE U HEPEUEBOE ITOBEICHHE;

¢ KOMIIEHCATOpHas KOMIIETEHLHSA — COBOKYNHOCTE YMEHHMI MCIIOIb30BaTh [O-
IIOJIHHUTEJIEHEBIC BepﬁaﬂBHhIE CpeacTea H HeBEpGaJIBHBIe croco0bl pPELICHHA KOMMYHHKA-
THBHBIX 3a/1a4 B YCIOBHAX AC(PUIITa IMEIOLIUXCS A3BIKOBEIX CPEICTB;

* yuyeOHO-II03HABaTe/IbHAsA KOMIIETEHLMS — COBOKYIIHOCTh OOILMX M CIeLHalb-
HBIX y‘IEGHBIX YMCHHﬁ, HEOﬁXOI[HMBIX A OCYIIECCTBICHHU A CaMOCTOATEIBHOM OEATECIIb-
HOCTH I10 OBJIAJICHUIO HHOCTPAHHBIM SA3BIKOM.

Peanu3aius 17aBHOH LETH NPEAINOJaraeT OBIaieHHe HHOSI3BIYHBIM O0IIEHHUEM B
€IMHCTBE BCEX ero KOMIETEHIH#, QYHKIMA u (PopM, U4TO peasiu3yeTcsl MOCPeiCTBOM
B3aHMMOCBA3aHHOIO Oﬁy‘leHHﬂ OCHOBHBIM BHJIaM quCBOﬁ JeATEJIBHOCTHU, a TAKXKE OBJla-
JCHHs TEXHOJIOTUAMH A3BIKOBOIO CaM000pa30BaHHus.

Kypc HOCHUT KOMMYHHKAaTHBHO-OPHEHTHPOBaHHbIH M MPO(PECCHOHAILHO Halpas-
JICHHBIH XapakTcep. Ero ocHoBHBIE 3ada4qH 3aKI49al0TCA B CJICAYHIICM:

e (opMupoBaTE Yy CTYJICHTOB YMEHHS MOHMMATh BBICKA3bIBAHHS B YCIIOBUAX
HOPMAJIBLHOIO TE€MIIa PedYH MPH Pa3IMYHEIX 0COOEHHOCTAX MPOU3HOIIEHUA U YCIIOBUAX
BOCTIPHATHSA PEUH;

¢ pPasBHTB Yy CTYACHTOB YMCHHsA YCTaHaBIHBATE H NOAACPKHBATE KOHTAKT C CO-
OeceHMKaMH; cOOOIATh, 3aNpalliBaTh WIK YTOYHATE HHOOPMALKUIO; JJOTHYHO U apry-
MEHTHPOBAHO BBIPaXaTh CBOE MHEHWE W OTHONIEHHE K TpeaMeTy 00CYkKIeHHS B COOT-
BETCTBHH C KOHKPETHO! cUTyauuel npodeccuoHanbHO-AeI0BOr0 O0LIEeH S,

® PACIUMPHUTH CTPAHOBENYECKHH KpYyrosop CTYACHTOBR; ITOBBICUTH YPOBEHBH HX
001IeH A3BIKOBOH KyJIBTYpPHI OOIIEHHS M peyu;

* (hopMHpOBaTh yMeHHUs B chepe mpodeccHoHanbHOro 00IIEHHUS;

* (opMHpOBaTh HaBBIKH AHHOTHPOBaHUA U pedepHPOBAHMNS;

* (hOopMHpOBaTH HABBIKM YTEHHS M BOCIIPHATHA HA CIyX MPO(eCCHOHANBLHO OpH-
CHTHPOBAHHBIX TEKCTOB;

® pa3BHBaTh HABLIKH CaMOCTOATENbHOH pabOThl ¢ HHOA3BIYHON HHDOPMALIHEH;

* (OpMHPOBATh HABBIKK CAMOCTOATENBHON PAGOTHI ¢ HHTEPHET-PECYPCAMH.

B pesynbrate usyuenns yueOHo# QHCIHILIMEB «J[€M0BOH HHOCTPaHHBIH A3BIK» ¥
cryaerro CIIELIUAJIBHOCTU «JIOTUCTHKA» (aHeBHas (popMa IMOMYYEHHS BBIC-
ero 00pa3oBaHus) GOPMUPYIOTCSA CIIEAYIONIME YHHBEPCATBHBIC KOMIIETEHINH:

— CK-4. OcymecTBisrs 1e/10BbIe KOMMYHHKAIIHH HA HHO CTPaHHOM S3bIKE.

B kauecTBe OCHOBHEIX OPTaHH3AMOHHBIX (JOPM MPOBECHHS 3aHIATHIH PEKOMEH-
AYIOTCA CIEAYIOLIHE:

® ayIMTOPHbIC IPYTIIOBbIC 3aHSTHSA TI0/l PYKOBOJACTBOM IPETOIaBaTeis;

® AyINTOPHBIE CAMOCTOSTENbHBIE 3aHATHS N0l PyKOBOACTBOM HPENOAaBaTES;

® WHAMBHAYalbHas paboTa M0 PYKOBOICTBOM TIPEINONABATENS.
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JlanHble (pOpMBI pab0Thl B MAKCHMAJIBHOM CTEIICHHM MMHTHPYIOT CHTYyallHH obue-
HUf, a B Ciyyae HEOOXOAMMOCTH, TO3BOJSIOT OCYIIECTBIATh OOYYeHHE HA PasHBIX
YPOBHSX B Mpeiesiax OAHON y4eOHOH rpyIsl.

WHpuBHAyanbHas/ TPynnoBas paGoTa MPOBOAUTCS C OTAETBHBIMH CTyAEHTamu/
IpyNIoi CTYIEHTOB [0 MHTEPECYIOIUM JIMYHO MX TEMaM WX dbopmam paboTbl ¢ TEMH
WJIM WHBIMH KOHEYHBIMHU MPAKTHYECKUMH Pe3yNBTaTaMH.

WunuBuayanbHas, Kak M TPYNIoBas, paboTa MOXKET IPOBOAUTECS MOCTOAHHO WK
smuzonmdecky. KonkpetHoe comepkanue W (popMbI KOHTPOMS TaKOW pabOThl yCTaHAB-
JIMBAIOTCS B HAYaJIe KaKIO0T0 CEMECTpa.

B unciie 3h(MEKTHBHBIX TEJarorHYeCKHX METOXOB (TEXHONOTHH), cnocobCcTByIO-
ILIMX BOBJICYSHMIO CTYJCHTOB B MOMCK M YIIPABICHHE 3HAHUAMH, MPHOOPETEHHIO OIIbITA
CAMOCTOSTENBHOTO PEIICHUs PEYSMBICIUTENbHBIX 3a/la4, Ha ayAWTOPHBIX I'PYNIOBBIX
3aHATUAX [10J PYKOBOACTBOM IPENoJaBaresii PEKOMEHIYeTCsl MCIONb30BaTh MOMHUMO
TPaJMIHOHHBIX GopM obyuenus, Takue 3QeKTHBHBIE METArOTHYECKHE METOAb! (TeX-
HOIIOTHH), KaK:

® TEXHOJIOT'MH NMPOOIEMHO-MOYILHOTO 00yIEHMUS;

® TEXHOJOTHH y4eOHO-HCCIeI0BATENLCKOM NeITeIbHOCTH,

¢ IIPOEKTHBIE TEXHOJIOTHH,

* KOMMYHMKATHBHEIE TEXHOJIOTMHM (JIUCKYCCHs, TIpecc-KOH(MepeHIHs, MO3roBoH
wTypM™, ydeOHbIe 1e0aThl);

e MeTOJ KelicoB (aHaNN3 CHTYAIHH),

¢ UrpOBbIE TEXHOJIOTHH, B PaMKaX KOTOPHIX CTYAEHTBI YYacTBYIOT B JIENOBBIX,
POJEBBIX, HIMUTAIIHOHHBIX HIPax;

® CHMYJIALHIO,

® KOMIIBIOTEPHBIE TEXHOIOTHH.

B pesynsrare W3y4eHHS TUCIUIUTHHBI CTYAEHT JOJDKEH:

3HATD:

® JIeKCHYECKMH MUHHMYM, HEO6XOAUMBIH sl 3)PEKTUBHOrO OOIIEHUs B aKae-
MHYECKOH W MpodeccHOHaNbHOM cpele, TEPMHHOJIOTHIO B PaMKaxX CBOCH CIELHaIbHO-
cTH;

® OCHOBHBIC OCOOEHHOCTH Hay4YHOIO M JIEIOBOTO CTHJIA,

® [PaBUJIA PEYEBOTO STHKETA NPH OOIIEHHH B NPO(YECCHOHANBHOM Cpefie.

YMETB:

® [OANEPIKATh PA3roBOp Ha NMPO(ecCHOHATBHYIO TEMY;

® aPryMEHTMPOBAHHO BBIPA3HUTh CBOIO TOYKY 3PEHHMS MO MPOOIEMHBIM BONIPOCaM
Ha aHTTMHCKOM SI3BIKE,

® y4acTBOBATh B JUAIIOre, JUCKYCCHH Ha NMPOMECCHOHAIbHBIE M OOILIME TEMBI,

e BBECTH I1EPErOBOPHI HA AaHIVIHHCKOM S3BIKE, IPAMOTHO BBIPAXKaTh M OTCTAUBATH
CBOIO TOYKY 3PEHHS.

BJIIAJIETh:

® HAaBLIKAMHU OOIIECHHS Ha aHITIMHCKOM f3bIKE B MPOMECCHOHANBHOM Cpeae ¢ yue-
TOM MEXKYJIETYPHEIX Pa3IHuuii;

® HaBLIKAMM NMHCHMEHHOM peud Ha aHIIMICKOM 53bIKe, OTHOCSIIEHCS K O(QMIIU-
aIbHOMY U TIOTYOQUIHATEHOMY CTHIIAM,;

® yMEHHEM I0JIy4yaTh NPOoecCHOHANBHYI0 HHPOPMALUIO MMYTEM YTEHHS CIIELH-
aJbHOM JIMTepaTyphl Ha AaHIVIMMCKOM S3BIKE.
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1. COOEPXKAHUE YYEBHOI'O MATEPHAJIA

TEMA 1.1. Business Organization and Business Ethics:

TexcTsl:

1. Business Organization.

2. Business Ethics.

SI3BIKOBOM MaTepHWall: MOPSAOK CIOB B AHTJIMICKOM IPEIOXKEHHH, CTPYKTypa
BOIIPOCHTE/IBHBIX M OTPHUATESIBHEIX MPEIIOKEHUH; 3BYKOOYKBEHHBIE COOTBETCTBHSA,
TPAHCKPHUITLHA.

TEMA 1.2. Employment:

TexcTsl:

1. Recruitment.

2. Writing a Curriculum Vitae and a Covering Letter.

3. Interview for a Job.

SI3BIKOBOI MaTepHa: NEKCHYSCKHH MHHHMYM; (OPMBI IJ1aroja B A€HCTBHTEIIb-
HOM M CTPaJlaTeNIbHOM 3aJI0rax.

TEMA 1.3. Business Correspondence:

Texctsr:

1. Business Letter Layout.

2. Writing enquiries and replacement claims.

SI3bIKOBON MaTepHall: IEKCUYECKUH MHHUMYM; MHOUHUTUB, KOHCTPYKLHUM C UH-
(bUHHTHBOM.

TEMA 1.4. Team Building and Networking:
TexcTer:
1. Team Building Rules.



2. How to behave in a team.
3. Networking Rules.
SI3BIKOBOI MaTepua: NeKCHYeCKH MHHHUMYM; TEpPYHIUH, KOHCTPYKIUH TEepYH-

IHEM.

TEMA 1.5. Business Meetings:

Texcrsl:

1. A Successful Business Meeting.

2. The Structure of a Meeting.

3. How to behave at a Meeting.

4. Rules of holding a Discussion.

SI3BIKOBON MaTepual: JIEKCHYECKH MUHHMYM; JIEKCHYECKHH MHUHMMYM; NpHYa-

ctre I, npuyactue 1, KOHCTPYKIUH ¢ TPHYACTHAMH.

TEMA 1.6. Cross Cultural Communication:

TekcTs:

1. Cross Cultural Negotiations.

2. Negotiations as the Basics.

SI3BIKOBOM MaTepHaN: JEKCHYECKHH MHHHMYM; YCIOBHbIE NPCIUIOKCHHA.

TEMA 1.7. Negotiation Techniques:

TexcTsl:

1. Negotiation Types.

2. Presentation of New Ideas at Negotiations.

3. Discussing Prices, Discounts and Payments.

SI3BIKOBOI MaTepHall: JEKCHYESCKHH MHHUMYM, TIPaBHJIO COIIaCOBAHHA BPEMEH.

TEMA 1.8. Documentatuion in Transport Logistics:

Texcrsl:

1. Logistics Documentation.

2. Business Contracts.

3. Terms of Delivery.

SI3BIKOBOI MaTepHal: JeKCHYECKHHA MMHHMYM; MOJaJIbHBIE [JIATOJIBI U HX JKBH-

BAJIEHTHI.

, TEMEI
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TekeTsl:

|. Business Organization.

2. Business Ethics. l
SA3kIkOBONl MaTepHaI: NOPALOK CJI0B B aHTIHACKOM

BHIyaabHEIH onpoc.

rpaMMaTHIeCKHX
ynpaxHeHH#H (nepe-
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| pE/IOAKEHHH, CTPYKTYPa BONPOCHTENBHBIX H OTPH- | BOJI, OTBETHl Ha BO-
iuamumx NpeLIOKEHHH; 3BYKOOYKBEHHBIE COOTBET- MpOCH], COCTABICHHE
CTBHA, TPAHCKPHIILHA. AHHOTALHWH, Nnepeiaqda
— e d4 L 1 1 | concpmmmmx). |
1.2. | Employment: ' 6 DpoHTANLHLIA / HHLK-
| Tekersi: | BUAYaJbHEIH ONpOC.
1. Recruitment. ‘ BrinonxeHHe NEKCHKO-
2. Writing a Curriculum Vitae and a Covering Letter. rpaMMaTHYECKHX
3. Interview for a Job. | ' ynpaxHeHuii (mepe-
SI3bIKOBOI MATEPHAL: JIEKCHYECKHH MHHUMYM; (OpMbI | | | BOJ, OTBETHl Ha BO-
rnarona B AefiCTEHTENEHOM H CTpalaTellbHOM 3a10Tax. | | mpockl, cocTaBlenHe
‘ aHHOTALMH, Nepefaya
I B I COlepHKAHMA).
1.3 | Business Correspondence: L 10 6 | ©poHTATbHBI / HHAN- |
| TexcTs: ' | BHIYaTBHEIR OIIpoC.
1. Business Letter Layout. BrInonHeHHe NeKCHKO-
2. Writing enquiries and replacement claims. rpaMMaTHYECKHX
S3bIKOBOH MATEpHAN: NEKCHUESCKHI MHHMMYM; HH(H- ynpaxHenHil (nepe-
[ HUTHB, KOHCTPYKLMH C HHOHHHATHBOM. BOJI, OTBETH! Ha BO-
| | ‘ TPOCHI, COCTAB/IEHHE
| aHHOTALHH, nepe/aya
________ o I T . ' conepxanns). |
1.4 | Team Building and Networking: 2 6 PpoHTATBHBIA / HHIH-
TekcTs!: ; | BH/IyaEHEIH onpoc.
I. Team Building Rules. | ; | BHITOTHEHHE JIEKCHKO-
| 2. How to behave in a team. ' ' | rpaMMaTHYECKHX
| 3. Networking Rules. I | ynpaskHeHuii (nepe-
| Sl3pikOBOI MaTepHAN: NEKCHYECKHH MHHHMYM; T€pYH- | BOJ1, OTBETHI HA BO-
i, KOHCTPYKLHH TepyHIHEeM. | MpOChI, COCTABIEHHE
| | | aHHOTALM, nepenaya
. S | I o coJepiKaHus).
1.5 |Business Meetings: 2 6 DpoHTAILHEI { HHAH-
| TexcTsi: BHAYANbHEI onpoc.
1. A Successful Business Meeting. | Buinonuenue neKcHKo- i
2. The Structure of a Meeting. | rpaMMaTHYECKHX |
3. How to behave at a Meeting. ynpaxkHenuit (nepe- |
|4, Rules of holding a Discussion. BOJI, OTBETH Ha BO- |
| SI3LIKOBOI MaTepHa: JIEKCHYECKHil MHHHMYM; JIEKCH- MpOCH], COCTABNEHHE
| yeckuii MHHHMYM; mpuuactie I, mpugactue II, koH-| | | aHHOTAUWH, Nepegaya
| CTPYKLHH ¢ NPAYaCTHAMH. | | | cofiepiKaHus). ]
1.6 | Cross Cultural Communication: 8 |6 OpoHTANBHBIH [ HHIH-
TekcTh: | | BHIYAJIBHBII OTIPOC.
1. Cross Cultural Negotiations. ' BHINO/IHEHHE JIEKCHKO-
2. Negotiations as the Basics. | rpaMMaTHYeCKHX
flasikoBOH MaTepHAN: NEKCHYECKHH MHUHHMYM, YCIOB- | ! | ympaxueHuH (nepe-
| HBIE NpeIOKEHHA. | | | BOM, OTBETEHl HA BO-
NpoCkl, COCTABNIEHHE
AHHOTAIHH, mepenaya
; d | cojepwanus). |
1.7 |Negotiation Techniques: 8 8 | OpoHTanbHBI [ HHIK-

TexcTo: |
1. Negotiation Types. |
2. Presentation of New ldeas at Negotiations.
3. Discussing Prices, Discounts and Payments.
| AI3BIKOBOIT MaTepHan: NeKCHYeCKHH MHHHMYM, NpaBy-
| 710 COrNacoBaHHA BpEMeH.

BHOYaJIBHBI Onpoc.
BrinojHeHHe NEKCHKO-
rpaMMaTHiecKux |
ynpaxHeHuii (nepe-
BOJI, OTBETEI Ha BO-
TIPOCHI, COCTaB/IEHHE
aHHOTALMI, mepeaya
COMepKaHUA).
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| 1.8 | Documentatuion in Transport Logistics: | ' 2 8 DpPOHTANBHEI / MHAH-
| TekeTal: | BHAYAIBHEII OMpoC.

1. Logistics Documentation,

2. Business Contracts.

3. Terms of Delivery.

Sl3bIKOBOH MaTepuan: JIEKCHUECKHH MHHHMYM; MO-
JIATbHBIE [1Ar0/bl H HX IKBHBANEHTB.

Brinonrente NEKCHKO-
rpamMMaTHYecKHX
ynpaKHeHu#A (nepe-
BOJ, OTBETHI HA BO-
NPOCEl, COCTABICHHE
aHHOTAUHI, nepejaya
cofepKanHa).

2.2 YYEBHO-METOIWYECKAA KAPTA YYEBHOW JIMCLIUTUIMHBI
TSt 3204HOH (QOPMBI [OTyYESHHUS BBICLIEr0 00pa3oBanis, MHTETPUPOBAHHOTO
CO CPETHUM CIELHAIbHBIM 00pa30BaHneM, UL CIELHaIbHOCTH
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| 1.1. |Business Organization and Business Ethics: 2 16 | ©poHTATBHEI / HHAK-
TexcTsi: | [ BHAYAIBHEIT onpoc.
1 1. Business Organization. | | ‘ Brinonsenue NeKCHKO-
I | 2. Business Ethics. | IrPaMMaTHYECKHX
Szwikosoil MaTepHan: NOPAAOK CNOB B AHTIHICKOM | | | ynpakHeHunit (nepe-
Npe/IoKEHHH, CTPYKTYPa BOTMPOCHTENLHBIX H OTPH- I ' ; | ROJ1, OTBETHI Ha BO-
|uaTem.umx npeiokeHHi, 3BYKOOYKBEHHBIE COOTBET- [ | MpOCH!, COCTaBNeHHe
CTEHA, TPAHCKPHNLAA. | aHHOTaLMii, mepeaaya
] ] ] ‘ - | COJIEPIKAHMA).
1.2.  Employment: 2 | 12 | ®ponransueii / uHIH-
TexcTel: | | BuayansHEIi ompoc.
1. Recruitment. | BrImonHeHHe NTEKCHKO-
2. Writing a Curriculum Vitae and a Covering Letter. | | rpaMMaTHYECKHX
3. Interview for a Job. | | ynpakHeHH# (nepe-
SI3LIKOBOM MATEPHAN: JIEKCHUECKHH MHHHMYM; QopMsl | BOJ1, OTBETH HA BO-
rnarona B AeHCTEMTENLHOM H CTPAJIATENBHOM 3an0Tax. | MPOCH], COCTABNIEHHE |
| anHoTauui, nepenava |
L | | COOEPHKAHMA). _J
1.3 | Business Correspondence: 1 12 (poHTANBHEIH / MHIH- |
| TexeTsl: | BHYaNEHEIH OMpOC.
1. Business Letter Layout. BLINoNHEHHE NIEKCHKO-
! 2. Writing enquiries and replacement claims. ' ‘ | rpaMMaTH4ECKHX
‘ AaeIkoBOH MaTEpHAN: NEKCHYECKHI MHHHMYM; HH(H- | | | | | ynpaxuHenui (mepe-
| HHTHE, KOHCTPYKLHH C HHOHHHTHBOM. | BOJI, OTBETHI HA BO-
I | Mpockl, COCTABNEHHE
‘ aHHOTAlMI, Mepeaaya
. . 1 colepKaHuA). |
1.4 | Team Building and Networking: 1 12 OponTaneHbi / HEIH-
| | Texcrnl: BHIYATBHELH ompoc.

1. Team Building Rules.

BrimoaneHue 1eKCHKO- |




~ Homep pasnena, TemMbl |

HassaHrue pasjena, TeMel

| 2

2. How to behave in a team.
| 3. Networking Rules.
!Slsm:onoﬂ MAaTEPHAT: TEKCHYCCKHIA MHHUMYM; repyH-
| IHH, KOHCTPYKIHH repyHHeM.

Business Meetings:

TekeTsr:

1. A Successful Business Meeting.
2. The Structure of a Meeting.

3. How to behave at a Meeting.

4. Rules of holding a Discussion.
SI3LIKOBOH MATEpHAN: TeKCHYECKHIT MHHHMYM; JIEKCH-
yeckHH MMHHMYM, npuuacTie I, mpuuactne II, KoH-
CTPYKLMH C IPHYACTHAMH.

Cross Cultural Communication:
Texetsr:
1. Cross Cultural Negotiations.
2. Negotiations as the Basics.
| Sl3BIKOBOI MaTEpHAN: TEKCHYECKHI MHHUMYM; YCIIOB- |
HblE PELNOKEHHS.

Negotiation Techniques:

TexcTsl:

1. Negotiation Types.

2. Presentation of New Ideas at Negotiations. |
3. Discussing Prices, Discounts and Payments, |
SI3BIKOBOH MaTepHAI: NeKCHYECKHH MHHHMYM; TIPaBH- |
10 COTTIACOBAHNA BPEMEH.

| KonwuvecTso aynnTopHEIX |
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IPaMMaTHYECKHX

ynpaskHeHHH (nepe-
BOJI, OTBEThHI HA BO-
MPOCEL, COCTABIEHHE
aHHOTaUMH, nepeaaqa
| COMCPHAHMA).
12 OponTanbHblii / HHAK-
BHAYaTBHEIH ompoc.
| BeinonHeHHe NeKCcHKO-
i rpaMMaTHYecKuX
ynpaskHeHH i (nepe-
BOJI, OTBETHI Ha BO-
NPOCEl, COCTARNEHHE
aHHOTaMNil, nepesaya
| COAEpHKAHMA).

12| posTamsHetit / uHmH- |

BHAYAIEHEI OMpoc.
BuinomHenne NeKcHKo-
rPaMMATHYECKHX
ynpasHeHHil (mepe-
BOJI, OTBETEHI HA BO-
TPOCEL, COCTAB/IEHHE
aHHOTALHii, nepenaya
| comepkanmsa). |
8 DpoHTaNBHBI / MEIH-
BHIYaJIbHBIH OMpoc.
BrinonHeHHe NeKCHKO-
rpaMMaTHYeCcKHX
YIpayKHEHHH (nepe-
BOJI, OTBETBI HA BO-
MpOCLI, COCTABIEHHE |
aHHOTaUM, nepesaya |
COJIEpKAHMA). l

Documentatuion in Transport Logistics:
TeKkeThl:

1. Logistics Documentation.

2. Business Contracts.

3. Terms of Delivery.

SAswikoBoH MaTepman: JeKCHYeCKHH MHHHMYM; MO-
NANBHEIE TTIATOIEL H HX IKBHBAJICHTHI,

8 PpoHTANEHEIA / HHIH-
BHYalbHBIH Onpoc. i
Brinontenue nekcHko- |
rpaMMaTHUECKHX
| ynpaxuenuit (nepe-
BOJI, OTBETE! Ha BO-
| MpoChl, cocTaBnenHe
| aHHOTAaLMi, nepeaada
| comepwans).

3. ”THO®OPMAIITMOHHO-METOANYECKAS YACTh

3.1. Tlepeuens nutepatypsl (yueOHOl, yueGHO-METOUYECKOMN, HaydHOI, HOPMa-
THBHOMH, ap.).

OcHoBHas:

1. Macnosa, M. E. Aumiuiickuii 43bIK ans fenoBoi koMmyHHKauuH = The Lan-
guage of Modern Business : (¢ aneKTpOHHBIM npunokeHHeM) : yueGHOe mocobue s
CTYACHTOB YYPEKICHHH 00pa3oBaHMA Mo crenuanbHOCTH «COBPEMEHHBIE HHOCTDAH-
Hble S3BIKM (110 HanpaBnenusm)» / M. E. Macnosa, 0. B. Macios. — Munck : PUBIIL.
2020. - 330 ¢ : . + 1 anekrpoH., ont. guck (CD-ROM).
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2. Cupopuyk, M.C. Busmec mar 3a marom = Business Levels: yueGHO-
MeToanYeckoe nocodue mo aenoBoMy axrmuiickomy si3biky. B 2 9. U.1 / M.C. Cunop-
yyk. — Mu. : BI'3Y. 2021. - 152 c.

3. bupiok U.B., Tapacosa H.B. [IpakTukyM 0 rpaMMaTHKe aHIJIMHCKOTO A3bIKa =
English Practical Grammar: y4e6Hoe noco6ue. — Mu.: PUBIII, 2021. — 152 c.

4. Pessko, IT.H., Kymnuuk H.C.Introduction to Business English. Part 2: yue6.-
metoz. nmocobue / II.LH. Pessko, H.C. Kymuuuk // Bpect: bpectckuii rocynapCTBeHHBINH
TeXHUYECKHIT yHuBepcureT, 2022. — 78 c.

JlononHATEnbHAS,

1. Cnenosuy B.C. JlenoBoit uHOcTpanHslil s3bik = Business English : yuefuoe
noco6ue / B.C. Cnenosuy. — 7-¢ u3n, — Mu.: TerpaCucremc, 2012. - 272 ¢.

2. Bepumna, A. M. OCHOBBI [€lIOBOTO aHIIMHCKOTO sA3bika / A.M. BeprmHa,
M.H. Yacuoiits, — Muuck: BI'2VY, 2012, - 232 ¢.

3. Pessko, IL.H., Kymuuuk H.C.Introduction to Business English. Part 1: yue6.-
meto. nocobue / I1.H. Pespko, H.C. Kymuuuk // bpect: BpecTckuii rocynapcTBeHHbIH
TexHH4Yeckuil yHuBepcuret, 2018. — 62 c.

4. lybuako C.A., Mapkuna JL.B., Mapxocesut E.M. From Intercultural
Competence to Success in Business (Mexky/bTypHas KOMIETEHIMs — YCTIEX B Ou3Hece)
[noco6ue] / C.A. dy6unxko, JI.B. Mapkuna, E.M. Mapkocean // Munck: BI'Y, 2013 —
202 c.

5. Kupunsumk T.K., Maxonnna Q.M. Basics of Business Correspondence = OcHo-
BBl JIEN0-BOM KOPPECIIOHACHIMK: 3IeKTpoHHOE yuel.-meton. usaanue / T.K. Kupue-
yuk, 0.1, Maxosusa — Musck: BI'DY, 2011. — 53 c.

6. Matseenok T. B. Business English in practice : yuebHO-MeTOqM4€ECKOE [10CO-
6ue / T. B. Marseenok, U. A. ITosapexo. — MuHck : BBITY, 2020. — 166, [1] c.

7. Cnenosuu, B.C. Business-communication: Job Hunting in English = Busnec-
koMmyHuKaima: Kak Haiiti pabory ¢ aHrmmiickuMm A3pikoM. CIENKyoc Mo JenoBOMY
Onennro Ha anmHiickoM sizeike / B. C. CnenoBuy. — Munck: TerpaCucremc, 2002, —
320 c.

8. Inetioxosa, O.B. Business Studies for Students in Economics. [S1eKTpoHHBIH
pecypc] : YuebHo-MeTommy. nocodue no AeNM0BOMY aHITIHHCKOMY A3BIKY JUIs CTYAE€HTOB
OYHOTO W 320YHOTO OTAEJIEHMS BCEX IKOHOMHUECKHX crienuansHocteil. / O.B. Eptoku-
Moea. — Mu.: BI'9YV, 2013.

9. Boyes C. Communication Secrets. — London: Collins, 2010. — 128 p.

10. Hughes J., Mallet A. Successful Meetings for Professionals Who Use Eng-
lish at Work. —Oxford: Oxford University Press, 2012. — 80 p.

11.  Welch B., Lafond Ch, English for Negotiating (Express Series) — Oxford:
Oxford Univ. Press, 2014. — 178 p.

3.2. Ilepe4eHb CPeACTB AMATHOCTHKK PE3YJIbTaTOB y4EOHOH JAEATENBHOCTH.

3.2.1. JUIA CIIEHHAJIBHOCTH «JIOTUCTHUKA» (nHeBHas opma IoIydeHus
BRICIIIEr0 00pa30BaHMA):

JaHHEBI MOAYIb SBIAETCS MHTErPAIBHBIM M OOecrednBaeT MPOMEXYTOUYHBIH M
UTOTOBBIH KOHTPOJIB YCBOGHMS COAepkaHus mnporpammbl. OH IpeacTaBiseT coOoi
00001IeHHe 1 CUCTEMATH3ALUIO MPOHAEHHOr0 Y4eOHOTO MaTepHana Mo BCeM acheKTaM
S3bIKA M BUJIaM PEYEBOMH JeATeTIbHOCTH.

TEKYIIASA ATTECTALIMA npoBoanTcs B 1EISX MEPHOINUECKOTO KOHTPONIS W
OLICHKH Pe3yabTaToB yueOHOH AeaTensHoCcTH 00yJaromuxces no yueGHol JHCUHIIHHE.
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Tekymas aTTecTaluus MPOBOJUTCA B BHIE TECTHPOBAHMA (B TeXHHYECKOi dopme
yepe3 Google Classrom unu Ha GymMakKHOM HOCHTEJIE.

Texymas arTecTalns BKJIKOYACT:

— B 4ETBCPTOM CEMECTpPE: BLINOJHEHHE ABYX TECTOB IO TeMaM 1.1-1.8 yuebHoiH
nporpammsi (Tect Ne 1 — temsi 1.1-1.4; Tect Ne 2 — Temsr 1.5-1 .8).

[TIPOMEXYTOUYHAS ATTECTAIIMAL:

OGyuaromuecs JONMYCKAIOTCA K MTPOMEKYTOYHOM arTecTaluy 1o yuebHOH auc-
[MIUTMHE [PH YCIOBUH YCIIELIHOTO NMPOXOXK/ICHHA TEKYIIeH arTecTaly, MpeaycMoT-
PEHHOH B TEKYIIIEM CEMECTPE.

JIONYCKOM K C/iade 3a4eTa B YETBEPTOM CEMECTPE ABIACTCA YCTIELIHOE BBITOIHE-
aue 2/3 sapanuii (Tect Ne 1 1 Tect Ne 2).

UTOI'OBBIN KOHTPOJIb 3HaHui, yMEHH 1 HABBIKOB CTY/ICHTOB OCYIIECTBIIA-
ercs B 4 cemecTpe B (JOpPME 3a4€Ta M OXBATHIBACT BCE ACIEKTHI A3bIKA. 3a4€T BHICTABIIS-
eTcsl [0 Pe3yJIbTaTaM BBIIONHEHHUS POrpaMMbl TEKYILEro CEMECTPa, BBIMOIHCHHA IPO-
rpaMMbl IPAKTHYECKHX ayMTOPHBIX 3aHATHIL.

3.2.2. U151 CIIELIMAJIBHOCTH «JIOTMCTHUKA» (3a04nas popma mnonydeHus
BBICITIEr0 0Opa30BaHus, HHTETPUPOBAHHOTO CO CPEHUM CIELHAILHBIM o0pa3oBaHHEM):

JlaHHbIH MOMIYJb ABJIAETCS WHTErpabHEIM M 0BecreunBaeT MpOMEKYTOUHbIH 1
MTOrOBBI KOHTPONh YCBOEHHs COfepkaHHMs nporpamMmsl. OH MpeNCTaBiseT coboii
0006LIEHHE W CHCTEMATU3ALUIO IPOMASHHOr0 y4eOHOro Marepuana 1o BCeM acreKkraM
A3BIKA ¥ BUAaM PEYeBOM 1eATEIRHOCTH,

TEKYILUAS u TTPOMEXYTOUYHAS ATTECTALIUU nutst NAHHOM MUCIMIUIMHEI
HE TIPENyCMOTPEHEL.

UTOTI'OBbBIY KOHTPOJIb 3HaHuii, yMEHAN U HaBBIKOB CTYAEHTOB OCYIIECTBIISA-
ercs B 4 ceMecTpe B DOpME 3aUeTa U OXBATHIBACT BCE ACTIEKTHI SI3bIKA. 3a4CT BbICTABIIS-
eTCA 10 Pe3y.IbTaTaM BBIOJHEHHA NPOrpaMMbl TEKYIIEro CEMECTPa, BBIMOIHEHHA IpO-
rpaMMBbl TIPAKTHYECKUX ayIMTOPHBIX 3aHATHH.

3.3. MeToAMYECKHE PEKOMEHJALMH 110 OPTaHHM3allMh ¥ BBIIOJIHCHHIO CAMOCTOA-
TenBHOMH paboThl CTYIEHTOB MO y4eOHOH JUCLIUIIMHE.

3.3.1. JULS CIIEITUAJIBHOCTH «JIOTUCTUKA» (nuesHas popma mOIyYeHUA
BBICIIETO 00pa3oBaHusA):

CaMoCTOsTeIbHAs paboTa CTyAeHTOB Ge3 KOHTPOIIA TPENoaBarens B 4 ceMecTpe
OCYIICCTBIACTCA B 00Bbeme 54 4acos.

CamMocTosTeIbHAS. BHEAYIMTOPHAS Heynparsemas paboTa CTyIEHTOB BKIIIOYAET
cieyromye Bujibl pabor:

1) 9TeHHe Y4eOHBIX TEKCTOB 110 CHELHATEHOCTH H BRIMOIHEHHE 3aIaHHi K HUM;

2) yCBOGHHE JIEKCHYECKOTO MaTepuala u3yyaeMblX yqeOHbIX TeKCTOB;

3) NOBTOpPEHHE TPaMMATHYECKUX TeM (TIaroibHble GOPMBI B ACHCTBHTENBLHOM U
CTpaJaTebHOM 3aj0Tax; HeJNMYHbic (OpMBI rmarona (WHOUHMTHB, TepyHIUH,
npuaactue I, npuaacrue 1I); KOHCTPYKIHH ¢ HEIMYHBIMA (POPMAMHU TTIarona; YCIOBHbIE
TpeUIOKEeHN;

5) MOArOTOBKA K 3a4eTy.

3.3.2. 1)1 CITEITUAJIBHOCTH «JIOTHUCTHKA» (3a04nas dopma moay4eHHs
BBICIIEr0 0GPa30BAHMS, HHTETPHPOBAHHOTO CO CPEIHHM CIICLIHAIBHBIM 00pa3oBaHHeM):

CamocToaTebHas paboTa CTyaeHTOB Ge3 KOHTPOJIs Nperoasatelis B 4 cemMecTpe
ocymecTsisercs B obbeme 92 yaca.
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CaMOCTOsITe/IbHAs BHEAYTUTOPHAS HeympasidemMas paboTa CTYACHTOB BKIHOYAeT
ClIenyIoImue BUAB! paboT:

1) uTcHHiE y4eOHBIX TEKCTOB MO CMELHATEHOCTH U BBITIOTHEHHE 3aaHAH K HAM,

2) yCBOGHHME JIEKCHUECKOTO MaTepHaia H3ydaeMbIX Y4eOHbIX TEKCTOB;

3) NOBTOpEHNME TPAMMATHYECKHMX TeM (IJIaroNbHbIE (opMbI B IEACTBHTEIPHOM M
CTpajlaTebHOM  3aJ0raX; HEIMYHBIe  (OpMBI  Tarona (uHUHNTHB, TepyHIHH,
npuyactue I, npuyacTue II); KOHCTPYKIHH C HEIUIHEIMU (opmaMu rIarona; ycloBHbIe
TMPEAJIOKEHHIA,

5) MOArOTOBKA K 3a4ETY.

CIHCOK JIATEPATyPHl I CAMOCTOS TEbHOH paboThI:

1. Bupiok U.B., Tapacosa H.B. TIpakTiukym 1o rpaMMaTHKe AHIVIMICKOTO A3bIKA =
English Practical Grammar: yueGHoe noco6ue. — Mu.: PUBIIIL, 2021. — 152 c.

2. Pespko, ILH., Kymmunk H.C.Introduction to Business English. Part 2: yueb.-
meton. mocobue / I1H. Pessko, H.C. Kynuunk // Bpecr: Bpectckuit roCyIapCTBEHHbIH
texunueckuit yausepeurer, 2022. - 78 c.

3. Pespko, ILH., Kymuauk H.C.Introduction to Business English. Part 1: yueb.-
merox. mocoGue / TLH. Pessko, H.C. Kymuuuk // Bpect: Bpectckuii rocyaapCTBEHHBIH
TexHHYeckuit yansepcurer, 2018. — 62 c.

4, lyounko C.A., Mapkuaa JLB., Mapkocha E.W. From Intercultural
Competence to Success in Business (Mexkky1bTypHas KOMIETEHIHA — YCIIEX B Ounsnece)
[mocobue] / C.A. Hybunko, JL.B. MapkuHa, E.W. Mapxocsan / Munck: BI'Y, 2013 —
202 c.

5. Knpusank T.K., Maxonnsa O.H. Basics of Business Correspondence = OcHo-
BBl JI€J10-BOii KOPPECIIOHJCHIMU: IEKTPOHHOE Y4eD.-MEeToll. H3laHue / TK. Kupune
yuk, O.1. Maxonuna — Murck: BI'9Y, 2011. - 53 c.

6. Mutpomkuda T.B. IpaMmaruka aHDIHFCKOIO A3bIKa. — Mu.: Bpiu. [kona.
2010.-238 c.
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4.2.2. DPAHIIY3CKHNM SI3bIK

Vupexaenne 06pa3oBaHus
«BpecTckHil rocyqapCcTBEHHEBIH TEXHUYECKHH YHHBEPCHTET»

YTBEPXIAIO
IpopexTop no yuebHoi padote bpI ' TY

<gf » o/ 2026 .
ructpanmonnpii Ne VJI-21i-3- 069 /yu.

JlenoBoi HHOCTPAHHEIH A3BIK ((paHIly3CKHi)

Vue6Hast mporpaMma yupeXxaAeHUs BbICIIEro 00pa3oBaHHsl
Mo y4eOHOM TUCIMIUIHHE TS CIIEHaTbHOCTH:

6-05-0412-03 Jloructuka

Bpect 2024



VuebHas mporpaMMa COCTABJIEHA HA OCHOBE 06paszoBaTebHONO CTAHAAPTA BRICLIETO
00pa3oBaHus IS CIELHAIBHOCTH OCBO 6-05-0412-03 Jloructuka (IIOCTAHOBICHHE
MusncTepcTBa obpaszosanus PecryOuuky benapyce, perncTpauuoHHEli Homep Ne 246
ot 10.08.2023); yue6Horo miana, pa3paboTaHHOTO Ha OCHOBE NPHMEPHOTO yueOHoro
mmapa  Ne  6-05-04-006/mp.,  yTBepaensoro  02.12.2022  nOCTaHOBICHUEM
MunncTepcTBa o6pasoBanus Pecrry0iuki Benapych; ¢ yd4eToM THIIOBOH yd4eOHOM
mporpaMMbl ISl BBICIIHX yueOHBIX 3aBEICHUH «Hnoctpanusiit Aspik» Ne TJI-
CI'.013/tum. ot 15.04.2008.

COCTABHTE/Ib:
Koruak E.B., crapmuil nperojaBatenb Kaeapbl JHHTBHCTHYECKHX MMCUMILIHE H
MEIKKYIbTYPHbIX KOMMYHHKAILHi{, MArkCTp Mearornieckux HaykK

PEKOMEHIOBAHA K YTBEPXIEHHIO:

Kadbenpoit TUHIBHCTHYECKH¥-ZRCLTUINE K MEXKYIBTYPHBIX KOMMYHHKaLHH
3apemyronuii kadenpoi d giw’[ - B.H. Paxy6a
(mpotokon Ne 3 or _26.11.2024 °);

MeTtonugeckoil KOMUCCHEH IKOHOMHYECKOTO q?lgym,?’ra
[Ipencenareib METOIMYECKOH KOMUCCHH [é%/f’ i

(nporoxon Ne . ot LY /8 ALY Y =

Hay4HO-MeTOIHYECKHM COBETOM bpI'TV
(nporoxon Ne_ 2 o12¥12., 202k )

JL.A. 3axapueHko
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JIISTO G T N MO A e R



[TOACHUTEJIBHA A 3AIIMCKA

VYdebHast mporpamMma 1o AUCHUIUIAHE «/[emoBoil MHOCTpaHHBIN S3BIK ((PAHITY3CKHIA)»
paspaboTaHa Ha OCHOBE KOHIICMIMU OOYYeHHS WHOCTPAHHBIM SI3BIKAM B CHUCTEME
HenpepbiBHOro oOpazoBanus PecnyOnuku benapych, KOHUENIMM S3BIKOBOTO 0Opa3oBaHMs,
KOHIenuuu ydeOHoro mpeamera «lHOCTpaHHBIM — S3BIK» C  y4yeTOM TpeOOBaHUM
rOCYAApCTBEHHBIX 00pPa30BaTENbHBIX CTAHJAPTOB BBICIIErO0 OOpa30BaHMs, AEUCTBYIOIIUX
PEKOMEHIaIMii eBpOMEHCKOM S3BIKOBOM O0O0pa30BaTENbHOM TMOJWUTHUKH, a TaKKe Ha OCHOBE
TUMOBOM y4yeOHOM mporpamMmbl JJisi BY30B MO JucUUIUIMHE «MHOCTpaHHBIN $3BIK» OT
15 anpenst 2008 rona, yTBep:kAEHHOW MMUHHCTEPCTBOM 00pa3oBaHus (PErUCTPAIMOHHBIN
Homep T/-CI'.013/Tumn.), u yka3aHHBIMH B HEli HOPMATUBHBIMH JOKYMEHTaMH.

Nmenno »tum o00ycioBieH TOT (akT, 4YTo OT KadeIp HHOCTPAHHBIX S3bIKOB
TEXHUYECKHX BY30B TpeOyeTcsl MOATrOTOBKAa BBITYCKHUKOB C JIOBOJIBHO BBICOKMM YPOBHEM
MHOSA3BIYHON KOMMYHHUKATHBHON KOMIETEHIIUHU, YTO SBIISETCS HE TOJBKO TpeOOBaHUEM IHS,
HO U 00sA3aTeNIbHBIM YCJIOBHUEM YCIEUIHOW Mpo(ecCHOHANbHOW W MpearpUHUMATENIbCKOM
nesitenbHOCTH. Kpome TOro, 3To CpeAcTBO caMOpa3BUTHUS JIMYHOCTH CTYAEHTA, OyayIIero
CHEIUANNCTA, CITOCO0 MPHUOOIIeHHS K MPOodEeCCHOHATLHON U 00IeYeIOBEYECKON KyIbTypam,
KOMIIOHEHT COL[MAJIbHBIX CBSI3€M U OJIMH U3 ITOKa3aTesIell MHTEJUIMT€HTHOCTH.

Kypc «JlenoBoil nuHOCTpaHHbIN S3bIK ((paHIly3CKU)» MpeAHa3HAYEeH ISl CTYACHTOB,
IPOJOJKAIOIINX U3yYEHUE MHOCTPAHHOTO SI3bIKA MOCJE YCBOEHHUS B YCTaHOBJIEHHOM OObeMe
ero 0a3zoBoro kypca. OCHOBHas LieJdb Kypca COCTOUT B (OPMHUPOBAHUHM Y CTYICHTOB
KOMMYHHKAaTUBHON KOMIIETEHIIMHU, T.€. TAKUX PEUYEBBIX M S3bIKOBBIX HABBIKOB M YMEHMIA,
KOTOpBIE€ IMO3BOJISIIOT MCIOJB30BaTh MHOCTPAHHBIM fA3BIK Kak B MpOo(ecCHOHAIbHO-AET0BOM
NeSITeIbHOCTH, TaK WU JJs JaJbHEHIIero o0pa3oBaHUS U caMOOOpa30BaHUS BO BCEX BHJAX
peueBoil esTeNbHOCTH (TOBOPEHHE, YTEHUE, ayIUPOBAHUE, TUCHMO).

Kypc «JlenoBoil  uHOCTpaHHBIM  S3bIK  ((paHIly3CKUi)»  HOCUT MpEAENIbHO
KOMMYHHKaTUBHO-OPUEHTUPOBAHHBII M NpodeccuoHaIbHO-HANpaBIeHHbI Xxapakrtep. Ero
3aJla4M 3aKJII0YAIOTCS B CIEAYIOLEM:

® chopMHUpOBaTh Yy CTYJIEHTOB YMEHHS IIOHUMaThb BBICKa3bIBaHUA B YCIOBHAX
HOPMaJbHOIO TEMIIA PEYM MPH PaA3IUYHBIX OCOOCHHOCTSAX IPOU3HOIICHUS U YCIOBUSAX
BOCIIPUATHS PEUH;

® Da3BUTh y CTYACHTOB YMEHMS YCTAaHaBIMBAaTh W NOJIEPKHUBATH KOHTAaKT C
co0eceHUKaMH; COOOINATh, 3ampallMBaTh WM YTOYHATH HWHGOPMAIMIO; JOTHYHO H
apryMEHTHPOBAaHO BbIpaXkaTb CBOE€ MHEHHME U OTHOLIEHUE K NpeAMETy OOCYKIEHHUs B
COOTBETCTBUHU C KOHKPETHOW CUTYyaliel npodeccnoHaabHO-AeI0BOro O0IIEHNUS;

® PACIIMPUTHh CTPAHOBEAUECKHI KPYro30p CTYIEHTOB; MOBBICUTH YPOBEHb MX 0OIIEH
SI3BIKOBOM KYJIBTYpBI OOILEHUS U PEUU;

® janbHelee Pa3BUTHE HABBIKOB CAMOCTOSATENBHOM pabOTBl ¢  HMHOS3BIYHOM
uH(pOpMaLIUEH.

B pe3ynbrare n3ydeHus: AMCUMILIMHBI CTYACHT JOJIKEH 3HAMDb:

— CHUCTEMY H3y4aeMOro MHOCTPAHHOTO S3bIKa B €r0 (POHETUYECKOM, JIEKCHUECKOM U
rpaMMaTUYECKOM acleKTax;

— COLIMOKYJBTYpHBbIE HOPMBI OBITOBOTO M JEJIOBOTO OOIICHMSA, a TaKXKe MpaBuia
peueBOoro dSTUKeTa (pEeIUIMKU-KIHNIIe, HauOoiee ymorpeOisemas OLEHOYHAs JIEKCHKA),
NPUHATHIE B CTPaHE U3Y4YaeMoOro sA3blKa, MO3BOJISIONINE OyylIeMy crenranucty 3¢p(eKTUBHO
UCIIOJIb30BAaTh MHOCTPAHHBIN SI3bIK KaK CPEJACTBO OOILIEHUS B COBPEMEHHOM MOJUKYJIBTYPHOM
MUDE;

— OCHOBHBIE TEPMUHBI, BCTPEYAIOIINECS B U3y4aeMbIX TEKCTaX;

— 0COOEHHOCTH OM3HEC-KYJIbTYPbl CTPAHBI U3y4aeMOT0 S3bIKA;

— ONpPEJENICHHBIH 00bEeM KIMIIUPOBAHHBIX BBIPAKEHUH i aHHOTUPOBAHUS H
pedeprupoBaHUs TEKCTOB;

ymemb:



— IEPEBOJUTH TEKCTHI UM OTJEJIbHbBIE a03albl U3 HUX;

— BBIJICTISITH KIIIOYEBYIO HH(OPMALIMIO TEKCTA;

— pedepupoBaTh U aHHOTUPOBATH NPO(ECCHOHAIBHO OPUEHTUPOBAHHBIE U
00l1lleHayYHbIE TEKCTHI;

— HayMHaTh, BECTH, MOJJIEPKUBATh U 3aKAHUMBATH Oecelly B CTaHAAPTHBIX CUTYyaIHIX
OoOLIeHNS M KOMMYHHUKATHBHBIX POJISX, COOMIOAAasi HOPMBI PEUEBOr0 3THUKETa B 00beMe
IPOrpaMMBbI Kypca;

— paccipammBaTh cOOeceJHIKa U OTBEYaTh Ha €ro BOIPOCHI, BRICKAa3bIBasi CBOE€ MHEHUE,
npoch0y; OTBEYAaTh Ha TMPEIJIOKEHHE COOECeIHUKA COTJacMeM/OTKa3oM, OIUpasch Ha
U3YYEHHYIO TEMAaTUKY U YCBOEHHBIH JIEKCUKO-IPAMMaTUYECKUI MaTepuat;

— BBICTYyNaTh C MOATOTOBJICHHBIM MOHOJIOTUYECKHM COOOLICHHEM, apryMEHTHPOBAHO
u3Jlarasi CBOIO MO3UIMIO M HCIONb3Ysl BCIIOMOTaTelbHbIE cpencTBa (rpauku, TaOIWLbI,
nuarpammel, Power Point);

— yJacTBOBaTh B JIMCKYCCHHM, JENOBOH Oecene M IeperoBopax MpodecCHOHAIBHOTO
XapakTepa, Belpaxkasi ONpeesIeHHble KOMMYHUKaTUBHbIE HAMEPEHMUS;

— nMnMcaTh JeJIOBble IMHCbMa pPa3IMYHON KOMMYHUKATHBHOW HANpaBJIEHHOCTH,
ynotpedssis GopMyJibl ITUKETA JEJI0BOTO MUChMa, IPUHATHIE B JEJIOBOM MEPENUCKEe B CTPaHAX
U3Yy4aeMOro s3bIKa;

enadems:

— METOJIaMU KOMIIEHCAIlMHU JIMHTBUCTUYECKOTO M 3KCTPATMHIBUCTHUECKOTO XapaKTepa;

— METOJIaMi MOHUTOPHUHTA U UCIIPABIICHUS OIIHOOK.

B pe3ynprate wusydeHus y4eOHOW AMCIUIUIMHBI «J[eTOBOM WHOCTpaHHBIN S3BIK
(ppany3ckuii)» GOpMHUPYIOTCS CIENYIOLIME KOMIETEHIIMH Y CTYIEHTOB CHEUANIbHOCTU 6-
05-0412-03 Jlorucruka:

— CK-4. Ocy1iecTBIATh 1€JI0BbIE KOMMYHUKALIUA HA UHOCTPAHHOM SI3BIKE.

B uucne 3QQpexTUBHBIX MENArOTMYECKUX METOJOB (TEXHOJOTHI), CHOCOOCTBYIOIIMX
BOBJICUEHUIO CTYJEHTOB B IIOMCK U YIPABJICHHWE 3HAHUSIMH, HIPUOOPETEHUIO OIbITa
CaMOCTOSITEIbHOTO PEIICHUS] PEUEMBICIUTEIbHBIX 3a7a4, PEKOMEHIYETCS UCIOJb30BaTh:

— TEXHOJOTHH MPOOIIEMHO-MOIYJIBHOTO O0yUICHHS;

— TEXHOJIOTMH Y4eOHO-HCCIIeJOBATEeIbCKON e TENbHOCTH;

— KOMMYHHMKATHUBHbIE TEXHOJIOTUU (JAMCKYycCHs, Mpecc-KOH(EepeHIns, MO3rOBOM IITYpM,
yueOHbIe 1e0aThl U Jpyrue akTUBHBIE ()OPMBI U METOBI).

B cooTtBercTBUU € yuyeOHBIMU MJIaHAMU 3KOHOMUYECKOTO (pakynbTera Jisi JTHEBHOU U
3a04HONM (OpPMBI TOJYyYEHHUs BBICHIETO O0Opa30BaHUS, HMHTETPUPOBAHHOTO CO CpPEIHUM
CHeNHaIbHBIM 00pa30BaHUEM, HW3YYECHHE JUCHUIUIMHBI «/leloBO WHOCTpAaHHBIA S3BIK
(ppanIy3ckmii)» ocymecTBIsIeTcss CTyaeHTaMu crenuansHoctu 6-05-0412-03 Jloructuka B 4
cemectpe Il kypca oOydenus.

OO1iee KOJIMYECTBO 4YacoB, OTBOAMMOE Ha H3y4YeHHE AMCUMIUIMHBI «JlenoBoit
MHOCTPAaHHBIA A3BIK ((DpaHIy3CKHii)», paclpeneseHre ayIuTOPHBIX YacoB MO CeMecTpam, a
Takke (hopMa aTTecTalluu NPeCTaBICHbl HUKE B CIEAYIOIIel Tabuule.
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1. COAEP)KAHUE YYHEBHOI'O MATEPUAJIA

TEMA 1.1. A la recherche d’un emploi.

A la recherche d’un emploi. Le chomage en France. Embaucher du personnel. Demandes
d’emploi. Offres d’emploi. Qu’est-ce qu’un Curriculum Vitae. Lettre de motivation.

SI3BIKOBOM MaTepua: JIGKCHYSCKU MUHHUMYM; rpaMMaTHKa (TIOBTOPEHHUE): ACHCTBUTEIIBHBIN
3aJ10T, CTPaJlaTeIbHbIN 3aJI0T.

TEMA 1.2. Entreprises. Leurs formes juridiques.

Qu’est-ce qu’une entreprise ? La structure d’une entreprise. Les principales formes juridiques
des entreprises francgaises.

SI3BIKOBOM MaTepHall: JICKCUYECKHT MUHUMYM; TpaMMaTHKa (IIOBTOPEHHE): HEIMYHBIC (hOPMBI
rinaroia, pynkiuu Participe passé u Participe présent.

TEMA 1.3. Pourparlers. Communication téléphonique.

Conversation téléphonique. Pour contacter. Prendre rendez-vous. Modifier ou annuler un
rendez-vous.

SI3BIKOBOY MaTepuan: JEeKCHUYECKUH MUHUMYM; TpaMMaThKa (TIOBTOPEHUE): HETMYHbIE (hOPMBI
riaroja, Participe passé composé.

TEMA 1.4. Correspondance commerciale.

Correspondance d'affaires. Structure et contenu de la lettre. Régles de base pour écrire des
lettres d'affaires.

SI3BIKOBOM MaTepHall: JICKCUYECKHUT MUHUMYM; TpaMMaTHKa (IIOBTOPEHHE): HEIMYHBIC (hOPMBI
rinaroia, Gérondif.

TEMA 1.5. Documentation.

Offre. Demande d’offre. Lettre publicitaire. Eléments constitutifs du contrat. Types de
contrats.




SI3BIKOBOM MaTepual: JEKCHYeCKHd MUHUMYM; rpamMartuka (moBtopenue): Conditionnel,

Subjonctif.

2.1. YYHEBHO-METOINYECKAS KAPTA YYEBHOU JUCIHHATIIMHBI
«JlemoBolt MHOCTPAHHBIN SI3bIK ((DpaHIY3CKU)» A crieruanbHOCTH 6-05-0412-03 Jloructuka
THEBHOU (POPMBI MOTYUYEeHHsI BBICIIETO 00pa30BaHuUs
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1.1. A la recherche d’un emploi ®poHTaNbHBIH /
H3yuarowee umenue: VHIUBULYaJbHBIN
A la recherche d’un emploi. orpoc. Beimonnenue
Demandes d’emploi. Offres yIpaKHEHU
d’emploi. Qu’est-ce qu’un (mepeBoji, OTBETHI Ha
Curriculum Vitae. BOIIPOCHI,
O3HakomumenvHoe ymeHnue: COCTaBJICHHE
Le chomage en France. 10 12 |aunoTammii, mepeckas)
Embaucher du personnel. becena no Teme.
Lettre de motivation.

I pammamuyeckuii mamepua
(noemopenue):
JICHCTBUTEIILHBIN 3aJ10T,
CTpaJaTeIbHBIN 3aJ10T.

1.2. Entreprises. Leurs formes OpoHTaTBHBIH /
juridiques. WHIUBUIyaTbHBIH
H3zyuarowee umenue: orpoc. BeimonHenue
Qu’est-ce qu’une entreprise ? yIpaKHEHU I
Les principales formes (mepeBoji, OTBETHI Ha
juridiques des entreprises BOIIPOCHI,
frangaises. COCTaBJICHUE
O3HnaxomumenvHoe umeHnue: 10 10 |annoTaMiA, mepeckas)
La structure d’une entreprise. becena mo Teme.

I pammamuyeckuii mamepuar
(nosmopenue). HETUIHBIE
¢dbopMmbI riarona, GyHKIUH
Participe passé u Participe
présent.

1.3. Pourparlers. Communication OpoHTaTBHBIH /
téléphonique. WHIUBUIyaTbHBIN
H3zyuarowee umenue: 10 1o |ompoc. Beinonuenue
Conversation téléphonique. yIpakKHEHU
Pour contacter. Prendre (mepeBoa, OTBETHI HA
rendez-vous. BOIPOCHI,




Os3HakomumenvbHoe umeHnue:
Modifier ou annuler un
rendez-vous.

[ pammamuyeckuii mamepuai
(noémopenue): HeTUIHBIC
¢dopmsl rnaromna, Participe
pass€ compose.

COCTaBJIEHHE
AHHOTAIMH, IepecKas)
becena o teme.

1.4. Correspondance commerciale. ®poHTaNbHBIH /
H3zyuarowee umenue: WHINBUIYaTbHBIA
Correspondance d'affaires. orpoc. Beimonnenue
Structure et contenu de la yOpaKHCHUH
lettre. (mepeBoI, OTBETHI HA
O3naxomumenvHoe umeHnue: 10 10 |BOTIPOCHI,

Regles de base pour écrire des COCTaBJICHUE

lettres d'affaires. AHHOTAIMH, TIepecKas)
[ pammamuyeckuu mamepuar becena no teme.
(noemopenue): HeTNIHBIC

dbopwmsl rinarona, Gérondif.

1.5. Documentation. ®poHTaNbHBIH /
H3zyuarowee umenue: WHINBUIYaTbHBIA
Offre. Demande d’offte. ompoc. Beimonnenue
Lettre publicitaire. yOpaKHCHUH
O3naxomumenvHoe umernue: (mepeBo1, OTBETHI HA
Eléments constitutifs du 8 10 |gompocr,
contrat. Types de contrats. COCTaBJICHHE

[ pammamuyeckuii mamepuar
(noemopenue): Conditionnel,
Subjonctif.

AHHOTAIMH, TIepecKas)
becena no Teme.

2.2. VYYHEBHO-METOANYECKAS KAPTA YUEBHOU JUCIHUTTIIMHBI

«/lenoBoif ”HOCTPaHHBIH SI3BIK ((HPAHITY3CKUIA)»

TSt ciermanbHOCTH 6-05-0412-03 JlorucTtrka 3a04HOM (hOPMBI MMOTYYESHHS BBICIIETO
o0pa3oBaHus, THTETPUPOBAHHOI'O CO CPEAHHUM CIEIHAIbHBIM 00pa3oBaHUEM
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1.1. A la recherche d’un emploi Brinonnenue
H3yuarowee umenue: YIPaXKHEHU N
Demandes d’emploi. Offres (TlepeBo1, OTBETHI HA
d’emploi. Qu’est-ce qu’un 2 19 |Bompock,
Curriculum Vitae. COCTaBJICHUE
[ pammamuyeckuu mamepuar AHHOTALIUH,
(noemopenue): nepeckas).




JICUCTBUTEJILHBIN 3aJ10T,
CTpaAaTeNIbHBINA 3aJI0T.

1.2. Entreprises. Leurs formes Brinonnenue
juridiques. yOpaKHEHUH
Uzyuarowee umenue: (mepeBo/1, OTBETHI HA
Qu’est-ce qu’une entreprise ? BOIIPOCHI,

I pammamuyeckuii mamepuar ) 18 |cocTaBienue
(noemopenue): HETUIHBIC AHHOTAIUH,
¢dopmbl Tarona, GyHKIHHA nepeckas).
Participe passé u Participe

présent.

1.3. Pourparlers. Communication Brimonnenue
téléphonique. yIpaXKHEHU !
H3zyuarowee umenue: (mepeBo;, OTBETHI HA
Conversation téléphonique. BOIIPOCHI,

I pammamuyeckuii mamepuar 2 19 |cocrapnenne
(noémopenue): HeTNIHBIC aQHHOTAIUH,
dbopwmsl Tnarona, Participe nepeckas).

pass€ compose.

1.4. Correspondance commerciale. Brimonnenue
H3zyuarowee umenue: yIpaXHEHU N
Correspondance d'affaires. (mepeBoji, OTBETHI HA
I pammamuyeckuu mamepuarn 2 18 |gompocsr,
(noémopenue): HeTUIHBIE COCTaBJICHUE
¢dopmsl rnarona, Gérondif. AHHOTALIUMN).

L.5. Documentation. Brimosnnenue
H3zyuarowee umenue: YIIPaXKHEHU N
Offre. Demande d’offte. (mepeBoJ;, OTBETHI HA
I pammamuyeckuii mamepuar 2 18 |Bompocsr,
(noemopenue): Conditionnel, COCTaBJICHHUE
Subjonctif. AHHOTAIUI)

3. ”THOOPMAILIMOHHO-METOJAUYECKAA YACTDH
3.1. Ilepeuens nurepatypsl (yueOHOH, yueOHO-METOAMYECKOM, HAyYHON, HOPMAaTHBHOM, JIp.)

OcHosHas numepamypa:
1. KomapoBa, M.A. ®paniry3ckuii si3bik B chepe a3koHomukn = Cours du frangais économique :
yaebHoe mocobue / M.A. Komapona [u 1p.]. — Munck : PUBIII, 2022. — 225 c.
2. Kosnosa, O.A. ®@panmysckuii 36k = Le Frangais : yae6nuk / O.A. KosmoBa. — MuHCK :
PUBI, 2022. - 319 c.
3. DNEKTpOHHBINH yueOHO-METOAMUECKUN KOMILIEKC 1Mo yuyeOHo# nucturuinHe « THoCcTpaHHbIN
SI3BIKY» IS cnenuanbHocTh: 6-05-0412-03 Jloructuka [DnexktpoHHbI pecypc]| / bpectckuit
rOCYy/IapCTBEHHBIM TEXHUYECKUH YHUBEpcUTET, OKoHomuueckuil Qakynbrer, Kadenpa
JMHTBUCTUYECKUX AUCIUIUIMH U MEXKKYJIbTYPHBIX KOMMYHHUKauui ; cocT.: K. A. BoittoBuy, E.
B. Kommuak. — bpecr : bpI'TY, 2024. — https://rep.bstu.by/handle/data/44111

Honornumenvuas rumepamypa:
4. Benckouy, C.B. BBeaenue B 3xoHOMHUKY: ydueOHOoe mocobue/ C.B. Benckopuu, O.U.


https://rep.bstu.by/handle/data/44111

I'ymsnko.- bpect, U3a-so bpI' TV, 2011.

5. BenckoBuu, C.B. Heckompko ypokoB naenoBoi koppecnonieHuuu. Yactel. YueOGHoe
uznanue / C.B. Benckosuu, O.U. I'ymsauko.- bpecr, U3n-so bpI'TY, 2004.

6. Xpamona,P.K. L’entreprise et ses activités. Yueb.-meTon.mocodue. Mu., Uzn-so BI'DY,
2000. - 127 c.

7. Jean-Luc Penfornis. Vocabulaire progressif du Frangais des Affaires. CLE International,
2004.

8. Uurupesa, M.A. [lenoBoii ppanimysckuii. Cankr-Ilerepoypr, 2000.—170c.

9. UBanuenko, A.U. COopHuk ynpaxkHeHui o rpammatke ¢p. s3pika C.-I1. «Corosy, 2000.
10. ®paHIy3CcKO-pyCCKHI SKOHOMUYECKUH c0Bapb. M., « Pycckuil s3b1k», 1995.

11. Jacques Landrevie et Denis Lindon. Mercator. 4-eme edition. Dalloz, 1993.— 513p.

12. Janine Bruchet. Objectif: Entreprise. Le francais des affaires. Carnelsen.— 248p.

13. D.Larue, A.Caillat. Economie d’entreprise. Hachette technique. — 255p.

14. OnnaiiH ynpaKHeHUs JUIsl CAMOCTOSITEIbHOTO U3YyUeHHUs [ DNEeKTPOHHBIN pecypc]. — Pexum
noctymna: www.test.fr — Jlata qoctymna: 12.06.2022.

15.  OwnnailH  sHUOMKIONEAUs  [DJIEKTpOHHBIA  pecypc]. —  Pexum  nmocrymna:
https://fr.wikipedia.org/wiki/Wikipédia: Accueil principal — Jlata moctyna: 12.06.2022.

3.2. [lepedennb cpeACTB AMATHOCTUKH PE3YyIbTAaTOB YUEOHOM JESITETbHOCTH.

Dopma koHmpos (OHe8HAsL hopma NoyYeHUs 8bicuie20 0OPA308aHUs)

JIaHHBII MOAYNb SIBISETCS MHTETPAILHBIM U 00€CIIEYNBAET MPOMEKYTOUHBIN (TEKYITHI
U pyOeXHBI) U UTOTOBBIM KOHTPOJIb YCBOEHHUS COJEpKaHUs IporpaMMbl. OH MpeAcTaBIseT
co00ii 0000IIeHNE U CHUCTEMATHU3ALNIO TIPOIIEHHOT0 y4eOHOTO MaTepraa Mo BCEM acleKTaM
SI3bIKA M BUJIAM PEYEBOU JEATEIBHOCTH.

Texywas ammecmayus TPOBOAUTCS C ILEJbIO MEPUOJUYECKOTO KOHTPOJIS U OLEHKU
y4eOHOUM JEeSTENbHOCTH CTYACHTOB MO YyueOHOM AMCHMIUIMHE B BHJAE TECTHPOBaHUS (B
texanueckor ¢opme yepe3 Google Classroom wnm Ha OyMaKHOM HOCUTENE) WM B Qopme
YCTHO# Oeceibl ¢ MPEroAaBaTeIeM Mo U3yYeHHBIM TEMaM.

ATrecranys coBeplIaeTcs B 4eTBEPTOM cemecTpe mo temam 1.1., 1.2., 1.3. nanHoun
y4eOHOM nmporpaMmel — aTTectanus Nel.

IIpomedicymounbiii KOHTPOJIb OCYILECTBIISAETCS:

1) mo ycTHBIM TeMaM — B (hOpMe MOHOJIOTUYECKOTO BbICKA3bIBAHUS, TUAIOTOB, OECe/Ibl C
IpernojaBaTeseM;

2)mo TekctaM — B ¢opMmMe pa3pabOTaHHBIX KOMIUIEKCHBIX 33JaHHUN, COCTaBICHHS
aHHOTalui U pedepaToB, BLIOOPOYHOT'O MUCEMEHHOTO TIEPEBO/IA;

3) mo rpaMMaTMKe — B BHJE BBIIOJHEHHUS TIpaMMaTHYECKUX YIPaKHEHUH 110
W3Y4YEHHBIM TEMaM.

Hmoeosbiii KOHTPOIb 3HAHWW, YMEHHMA W HABBIKOB CTYJIEHTOB TPEICTABISET COOOM
000011IeHNe W CHUCTEMAaTU3ALMI0 MPOMIEHHOrO0 Y4eOHOro Marepuana M OCYILECTBISETCS B
dopme 3adeta. K 3aueTy momycKarOTCS CTYAEHTHI, YCIEMIHO BbIMoyHHBIINE 60% 3amanuit
arrectaniud Nel. 3ayeT BBICTaBISIETCS MO pe3yabTaTaM BBIIOJHEHHs] Y4eOHOUM MporpamMmbl
TUCIUIUIMHBL  «JlelIoBOMl MHOCTpaHHBIN SI3bIK ((DpaHIly3CKUii)», BBIOJHEHUS MPOrPaMMBbI
NPAKTUYECKUX ayAUTOPHBIX 3aHATUH.

Dopma  Kowmpons  (3aoumas  Qopma  noayueHusi  evicuieco  00paA308aHUs.,
UHMESPUPOBAHHO20 CO CPEOHUM CREeYUATbHbIM 00pA308aHUEM)

IIpomesicymounsbiii KOHTPOJIb OCYIIECTBIISIECTCS:

l)mo yctHeIM TemMaM — B (OpME MOHOJIOTHYECKOTO BBICKAa3bIBaHUsS, Oecedpl C
IPENnoJaBaTeNeM;

2)nmo TekctaMm — B ¢GoOpMe COCTaBIEHUsS aHHOTAIMid W pedepaToB, BHIOOPOYHOTO
NUCBMEHHOTO NEPEBO/IA;



3) mo rpaMMaTMKe — B BHJE BBIIIOJHEHHUS TIpaMMaTHYECKUX YIPaKHEHUH 110
U3Y4YCHHBIM TEMaM.

Hmozoeulii KOHTPOJIb 3HAHUM, YMEHMH U HABBIKOB CTYACHTOB INPEACTaBISET COOOM
000011IeHNE U CHUCTEMATU3aLMI0 IPONIEHHOIO0 Y4eOHOro Marepuala M OCYILECTBISETCS B
dbopme 3aueTa.

3auem TPOBOAMTCS B KOHIIE ceMecTpa OOy4YeHHs! AMCLMIUIMHE W BBICTaBISIETCS IO
pe3yabpTaTaM BBIMOJIHEHUS! Y4eOHOM MporpaMMBbl AUCHUIUIMHBL «/[e10BOi MHOCTpaHHBIHN A3BIK
(ppanIy3CcKHif)» TEKYIIEro CEeMEeCTpa, BBIIOJHEHHS MPOrpaMMbl MPAKTUYECKUX AYAUTOPHBIX
3aHATUH.

3.3. Meronuyeckue pPEeKOMEHIAIMU IO OPraHW3allMd W BBHITIOJHEHUIO CaMOCTOSITEIHHOU
paboThl 00YUAOIIUXCSA 10 YUeOHON JUCITUTIIINHE.

CamocTosTenpHas paboTa CTyI€HTOB 0€3 KOHTPOJI IPENnoJaBaTesl OCYIIECTBISAETCS B
o0beme 54 wacoB ansi AHEBHOM (OpPMBI MOTYYEHHs BBICIIETO0 0oOpa3oBaHHs U B o0beme 92
4acoB JUIsI 3a04HOM (OpMBI IOJIydeHHUs BBICHIETO OOPa30BaHUS, WHTEIPUPOBAHHOIO CO
CPEIHHM CIEIHaTbHBIM 00pa30BaHUEM.

CamocrositensHas paboTa A CTYIACHTOB JHEBHOH (opMbl 0OydeHHUs BKIIOYAET
clenyroue Buabl padoT:

1. TlogroroBka noOMamIHUX 3afaHUil (BBIMOJIHEHHE T'PAMMATUYECKUX YIpPaKHEHUH,
NIEPEBOJ] TEKCTOB ISl U3YYarOUIEro U 03HaAKOMUTEIBHOTO YTEHHUS, CAMOCTOSITEIbHOE U3YUECHHE
00IIeHayYHOW U TEPMUHOJIOTUYECKOM JIEKCHKH).

2. Ucnonb3oBaHue MHTEPHET—CANTOB I MOMCKA yueOHOM nHpOopMauu.

3. CamocTosITeNIbHOE N3YYEeHHE OOIIEHAYYHON 1 TEPMUHOJIOTHUECKON JICKCUKH.

4. PedepupoBaHue 1 aHHOTHPOBAHHUE TEKCTOB.

5. IlogroroBka K 3adery.

CamocTrostenpbHass paboTa A CTYJIEHTOB 3a04HOM ()OpPMBI TOJYYEHHUS BBICUIETO
0o0pa3oBaHusl, MHTETPUPOBAHHOTO CO CPEIHUM CHEUHaIbHBIM O00pa3oBaHHEM, BKIIOYAET
cleyromie BUabl paboT:

1. IloaroroBka TEKCTOB CTPAaHOBEAYECKOM U HAYYHO-MOMYJISPHOW TEMATUKU JUIs
BHEAYJUTOPHOTO YTEHUs (M3ydarollee, 03HAaKOMHUTEIbHOE, IPOCMOTPOBOE YTEHUE) 00BEMOM
7,5 ThIC. IEUATHBLIX 3HAKOB.

2. HUcnonp3oBanue HHTEepHET-CAaUTOB M IIOMCKA TEKCTOB II0 BHEAYAUTOPHOMY
YTEHHUIO.

3. PedepupoBanre 1 aHHOTUPOBAHUE TEKCTOB.

4. IToaroToBKa K 3a4eTy.



[MTPOTOKOJI COFHAQOBAPH“IS[ YLH:}BHQPI [TPOT'PAMMBI .
[10 TUCLIUIUIAHE «IEJIOBOM HHOCTPAHHBIN SI3BIK (GPAHLIY3CKHM)»
C JIPYTUMMU JIMCLIMTUTMHAMM CITEHUAJIBHOCTH

Hazpanue yuebHoi

[Mpennoxenns 06
HIMEHECHHAX B
coflepyanun yueOHoH

Pemenue, npuHATOE Kadeapoi,
paspaboTapmeii yuebuyro

TUCIHITITHHEL, C Hazpanme
KoTopoii TpebyeTes Kadeaphl nporpaMMbl YUPERIACHHSA | oo ppanay (¢ yKasaHHEM JaThl
COITIACOBaHHE BBICIIIErO ?6pa3°"m” ao ¥ HOMEpa MPOTOKOJIA)
y4eGHO MCIHTUITHHE
JloracTuka 1 =
ynpasieHue OKOHOMHYECKOH he> PaccMOTpeHa i peKOMEHI0BaHa
LETAMH TTOCTABOK TEOpHH H B —
JIOCHCTUKE nporokon Ne 3 or 26.11.2024

3akynovHas
JIOTHCTHKA

Coxeprxanue ydeGHOM TIPOTpaMMBbl
COTIACOBAHO ¢ BhilycKarowei kadeapoi

3aBenyrolMii BRITyCKatoLeH Kadeapoi,
KAHANOAT 9KOHOMHUECKHX HayK, HOLIEHT

/?%_ — I'.B.Mengsenesa
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