XMEJIBHUIIBKA OBJIACHA PAJIA

XMEJbHUIIbKAM YHIBEPCUTET YIIPABJIIHHS TA IIPABA
IMEHI JIEOHIJJA FO3bKOBA

3ATBEPDKEHO
PimieHHs BYU€HOT paaill YHIBEPCUTETY
30.10. 2024 poky,
npotoko Ne 4.

Pexrop, ronosa BueHO1 paau

YHIBEPCHUTETY, JOKTOP FOPUTUTHUX
HayK, ipodecop

Oner OMEJIBUVYK

30 sxoBTHs 2024 poky

M.II.

POBOYA ITPOT'PAMA
HABYAJbHOI I CUMILIIHA
«BI3BHEC-KOMYHIKAIIII (BUKJIAJAIOTHCSA AHTJITMCBKOIO MOBOIO)»
JJISl MIATOTOBKM HA NMepPHIOMY (OCBITHBOMY) piBHi
3100yBaviB BUILOI OCBITH OCBITHHOI'O CTYIIEHs 0aKkajiaBpa
3a HANpPAMOM MiAroToBKU 073 MeHemKMeHT
ranaysi 3Hanb 07 YnpasJiiHHs Ta aAMiHICTPYBaHHSA

M. XMEJILHUIILKUN

2024



PO3POBHUK:

3aBimyBauka kadepu MOBO3HABCTBA
JOKTOpKa MearorivHux Hayk, mpodecopka

27.09. 2024 poky

CXBAJIEHO

Pimenns kadeapu MOBO3HABCTBA
27.09. 2024 poky, npoTtokos Ne 2

3aBimyBauka kadeapu, MOKTOpKA MEAaroriyHuX
HayK, mpodecopka
27.09. 2024 poky

Jlexaneca (hakyIbTEeTy YIIPaBIIiHHS Ta EKOHOMIKH,
KaHMJIaTKa CKOHOMIYHHUX HAyK, IOIICHTKA
27 Bepecusa 2024 poky

MNOroJ1KEHO

PimenHst METOAMYHOT pagy YHIBEPCUTETY
23.10. 2024 poky, mpoTokoi Ne 2

[lepmra mpopekTopka, ToJIoBa METOJUYHOT pajid
YVHIBEpCUTETY, KaHIUaTKa HayK 3 JE€P>KaBHOTO

YIOpaBIiHHSA, TOLEHTKA
23 sxoBTHA_2024 poky

Omxera HAI'OPHA

Omxera HAT'OPHA

Terssna TEPEILIEHKO

Ipuna KOBTYH
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Onwuc HaBYaIbHOT TUCIUTUTIHU
3arIaHoBaHi pe3ysIbTaTH HaBYAHHS
[Tporpama HaBYATBHOT JUCITUTLTIHH
CTpyKTypa BUBUYCHHS HAaBYAIHHOI JUCIUTUTIHA
41, TemarnyHUl IJIaH HABYAJIHHOI AUCIUIUIIHA
4.2. AynuTopHi 3aHATTS
4.3. CawmocriiftHa pobOTa CTy/ICHTIB
Metoau HaBYaHHS Ta KOHTPOIIIO
Cxema HapaxyBaHHA 0aJiB
PexomeH0BaHi mxepena
7.1.  OcHOBHI JKepena
7.2. JlomoMixHi JpKeperna
[adopmariitni pecypcu B InTepHeTi

[Mudp 1 Ha3Ba ramxysi 3HaHb
Kon 1 Ha3Ba crerianbHOCTI
HazsBa crrerianmizarii

Ha3zsa mucoumiinn

1. Onuc HaBYAJIBLHOI JUCHUILIIHA
— 07 YopaBniHHS Ta aIMiHICTpYBaHHS
— 073 MenemKMeHT
— bBi3Hec-komyHiKaril (BHKJIA a0 THCS
AHTJIIICHKOIO MOBOIO)

Tun AuCUUIUTIHA — BuUOIpKOBa
Kox mucrimmninn — IIIB.8.11
OcBITHIH piBEHb, HA IKOMY — nepmui
BHBYAETHCS TUCIMILTIHA

CryniHp BUIIOI OCBITH, 1110 — Oakanasp
3100yBa€THCS

Kypc / pik HaB4aHHS — YeTBEpTUH
Cemectp - 8

OO0csr BUBUEHHS TUCIUILIIHHA:

1) 3aranbuuii o6csr (kpeautiB EKTC/  — 3/90
TOJTUH)

2) nerHa (popma HaBUAHHS:

ayIMTOPH1 3aHATTS (TOMH) - 28

% BijI 3araJbHOTO 00CATY - 31%
JIEKINHI 3aHATTS (TOIMH) - 14

% BiJ 00CATY ayAUTOPHUX TOJUH - 50%
MPAKTUYHI 3aHATTS (TOIUH) - 14

% Big 00CATY ayAUTOPHHUX TOJUH — 50 %
caMocCTiitHa po6oTa (TOMH) - 62

% BiJ 3araTbHOTO 00CATY - 69 %
THKHEBHX TOJIUH:

ayJIMTOPHUX 3aHATH - 4
caMoOCTIHHOT poOOTH - 4

3) 3a0uHa popMa HaBYAHHS:

ayJIMTOPH1 3aHATTS (TOHH) - 10

% Bij 3aragpHOTO 00CATY - 11%
TeKITIH1 3aHATTS (TOMH) - 6

Crop.

N

© © 00 000000 W



12.
13.

14.

% Big 00CATY Ay TMTOPHHUX TOIUH — 60%

ceMiHapChKi 3aHATTS (TOMH) - 4

% Big 0OCATY ayTUTOPHUX TOJVH — 40%

camMocTiitHa po6oTa (ToMH) - 80

% Bin 3aragpHOTO 00CATY — 8%

THUKHEBUX TOJIUH:

ayIUTOPHUX 3aHSITh - 167

CaMoCTiiHOT poboTH - 444

dopma ceMecTpOBOr0 KOHTPOJIIO — 3anik

Miciie IUCHMITIIHA B JIOTTYHIN CXEMI:

1) momepenHi TUCIUTUTIHH — [IITO 3.Ino3emHa MoBa 3a nmpodeciiHIM
CHpSIMYBaHHSAM

2) CymyTHI IUCIMILTIHU —
3) HaCTyMHI AUCHUILTIHA -

MoBa BUBYEHHS JUCIUILTIHA — Amnrmiliceka

2. 3anu1aHOBaHi pe3yJIbTaTH HABYAHHS

Ilicna 3a6epuienna 6ueueHHsa OucyunIinu
3000y6a4 NOGUHEH NPOOEMOHCMPYSAMU MAKI PE3YIbMamu HAGUAHHA:

1. 3nanna

(30amuicmo 3anam’ssmogyeamu abo eiomeoprosamu paxmu (mepminu, KOHKpemui paxmu, memoou i npoyeodypu, OCHOBHI ROHAMMSL,

npasuia i npunyunu, Yinicui meopii mouyo)

MOKa3yBaTH  HA  TPAKTHUIIl  aKIEHTHO-MeNoniiHe  odopmiieHHS  (pa3  Pi3HOTO

11) KOMYHIKaTUBHOTO THUITY;
BH3HAYaTU Ta yTBOPIOBATH MPaBHIIbHI paMaTUyH1 (POPMHU Ta KOHCTPYKIT Ha piBHI
12) PO3MOBHOI Ta MUCEMHOI MOBH;
1.3) BIJITBOPIOBATH JIEKCUYHHUM MaTepiall 3 IPOMOHOBAHUX PO3MOBHHUX TEM,;
1.4) 3HAXOIHUTH I0JATKOBY iH(OopMaIlit0, BUKOPUCTOBYIOUH 1HIIOMOBHI JKEpENa;
1.5) 3HAXOIHUTH nediHiIi0 OCHOBHUX MOHATH 3 MPOIMIOHOBAHUX PO3MOBHUX TEM;

2. Po3yminns

(30amuicme po3ymimu ma inmepnpemyeamu uueHe, YMiHHs NOSCHUMY akmu, npasuid, RPUHYUNU, Nepemeopio8amu Cl08eCHUlL

Mamepian y, HanpuKIao, MamemMamudti 6upasu, NPo2HO3y8amu MaudymHi HACIiOKU HA OCHO8I OMPUMAHUX 3HAHb)

2.1)

IIOSICHIOBATHU 3HAYCHHSA JICKCUYHUX OAUHUIIb,

2.2)

MepeKIaJaTH 1HIIOMOBHI JKepea Ha YKpaiHChbKy MOBY 13 BUKOPHUCTaHHSIM CIIOBHHKA Ta 0e3
CIIOBHHKA;

2.3)

BHOMpATH OCHOBHY iH(pOpMAIlil0 3 AaBTEHTHUYHUX TEKCTIB, TOB'SI3aHUX 3 HABUAHHAM Ta
CIIELIAJILHICTIO;

2.4)

OylyBaTH A1aJIOT 3 MPOMOHOBAHUX PO3MOBHUX TEM;

2.5)

00roBOPIOBATH BaKJIMBICTH 1HO3€MHOI MOBH JUIsl PO eciiHOT MIArOTOBKY;

2.6)

00roBOpIOBaTH 0COOIUBOCTI MpogeciiiHOi MiAroTOBKM MaiOyTHBOTo (haxiBIsl y CyYaCHHUX
YMOBaXx 3 METOIO YCITIIITHOTO MPAIeBIAIITYBAaHHS;




2.7) Opi€HTYBaTHCh B AIIOBOMY €THKETI Pi3HUX KpaiH

3. 3acmocysanns 3Hanb
(30amHicms GUKOPUCIMOBYBAMU BUGYEHUL MAMEPIAT Y HOBUX CUMYAYisax (HANPUKIAo, 3acmocysamu ioei ma Konyenyii ons
D036 A3aHHA KOHKPEMHUX 3a0ay)

31) 3aCTOCOBYBATHU HABUYKHU HpaBI/IJ'IBHO.l. BHUMOBH aKTUBHOI'O CJIOBHHKA,

3.2) 3acTocoByBaTH IpamMaTH4Hi (OPMH Ta KOHCTPYKIII HA piBHI pO3MOBHOI Ta MUCEMHOI MOBH;

3.3) BHKOPHCTOBYBATH HABUYKH MOHOJOTIYHOTO Ta iaJOTiYHOTO BUCIOBIIOBAHHS B MEXKAX TEM
IIPOrpaMu;

3.4) chnpuiiMaTi iHO3eMHE MOBIICHHS 1 BU3HAYATH MTO3UIIIIO 1 TOUKY 30py MOBIIS;

3.5) mnepenbaunTH OCHOBHY iH(OPMAII0 TEKCTYy 3a HOro0 3arojOBKOM Ta iIFOCTPATHBHUM
MaTepiajioM, 0 CYHIPOBOKYE TEKCT (IPOTHO3YIOUE YUTAHHSA);

3.6) roryBaTu HOMOBIIi Ta mpe3eHTalii 3 MUTaHb MPO(EeCiiHUX iHTEpECiB IHO3EMHOK MOBOIO
(YycHO Ta MUCHMOBO);

3.7) ykiamaTH TEPMIHOJIOTIUHI CIIOBHUKH 32 CIELIANBHICTIO Ha 0a3i aBTEHTUYHOI JIiTepaTypy Ta
JiTepatypu 3a haxom;

3.8) mmcaTH AiJ0BI €ICKTPOHHI JIUCTH.

4. Ananiz
(30amuicms po3dousamu iHhopmayiro Ha KOMROHEHMU, PO3YMIMU iX 83AEMO38 A3KU MA OP2AHI3AYIUHY CIPYKMYDPY, Oauumu nOMUIKU
1l 02pixu 8 102iyi MIDKY6aub, PI3HUYIO MIJC (PAKMamu | HACTIOKAMY, OYIHIO8AMU 3HAYUMICTb OAHUX)

4.1) BHW3HAYATH POJIb Ta 3HAUCHHS IHO3EMHOT MOBH B YMOBAX riio0aizalii Ta €eBpoiHTerparii;

4.2) imocTpyBaTH 3700yTi TEOPSTUYHI 3HAHHS IPUKIIAAMHU 3 TIPAKTUKH;

4.3) anamizyBati poOoui rpadiku Ta IIaHH;

4.4) aHanmizyBaTH KpUTEpil AeieryBaHHs 3aBaHb.

5. Cunmes
(30amHicme ROEOHYBAMU YACMUHU PAZOM, W00 00epICAmu Yine 3 HOBOK CUCMEMHOI GIACMUBICINIO)

5.1) mnosCHIOBATH CYTh Ta 3HAYCHHS JICKCHYHHUX OJMHUIIb iHO3EMHOIO MOBOIO;

5.2) dopmyoBaTH BUCIIOBJICHHS 3 IPOIIOHOBAHUX CHTYAITiif;

5.3) 30upaTtH HaKTHUHUI MaTepiai 3 MPOMOHOBAHOT TEMH;

5.4) aprymeHTyBaTH BIAcHY iJieo.

6. Ouinroeannsn
(30amHicme OYIHIOBAMU BANCIUBICII MAMEPIATY OJIsI KOHKPEMHOL Yii)

6.1) ouiHOBaTH e(EKTUBHICTH MPOIIECY MOBHOT KOMYHIKAIIIi;

6.2) owmiHIOBaTH NepeBark Ta HEJOMIKH MPAICBIAMITYBaHHS B MDKHAPO/IHIM KOMIIaHii;

6.3) BHUSBIATH Ta J0JaTH MOBHI Oap’epu.

7. Cmeopenns (meopuicms)
(30amuicms 00 CMBOPEHHS HOBO20 KYIbMYPHO20 NPOOYKMY, MEOPHOCHI 8 YMOBAX 6A2amosUMIPHOCII MA albMEePHAMUBHOC
CYYacHoi Kyrbmypu)

7.1) cTBOpPIOBATH Mpe3eHTAaIli] i3 3aIPOITOHOBAHUX TEM;

7.2) mucaTH ece 3 IPOITOHOBAHUX CUTYaIlil;

7.3) OymyBaTH IUTaHU JIOTIOBIJICH;

7.4) yxiamaTh MiHi riocapii 10 BUZHAUYCHHUX TEM.




3. [Iporpama HaBYAJIbLHOI TUCHUILTIHA

Tema 1. Company profiles
Company history: founding date, milestones, evolution, and growth.
Mission and vision statements: core values, goals, and aspirations.
Products and services: detailed descriptions, unique selling points, and benefits.
Market and industry: overview of the company’s position, target market, and competitive landscape.
Achievements and awards: recognition, certifications, and notable accomplishments.
Financial information: (optional) revenue, profitability, and key financial indicators.
Team and culture: employee highlights, company values, and work environment.
Contact information: address, phone number, email, website, and social media links.
Design and presentation.
Branding.

Tema 2. Production and selling
Business-oriented approach to production and selling.
Production strategy: production planning (capacity planning, location planning, layout planning); operations
management (inventory management, supply chain management, quality management); technology and
automation in production.
Sales strategy: market segmentation and targeting, identifying target customers, developing value
propositions, sales channels (direct sales, indirect sales (distributors, retailers), online sales), Customer
Relationship Management (CRM) (building customer loyalty, personalizing the customer experience), sales
forecasting and analytics.
Sales and operations planning (S&OP) (aligning production with sales forecasts, managing inventory levels),
demand management (influencing customer demand, optimizing production schedules), product lifecycle
management.
Challenges and opportunities (globalization and competition, technological advancements, changing
consumer preferences, sustainability and ethical considerations).

Tema 3. Business travel
Managing business travel (for a business audience).
Developing a business travel policy (defining travel guidelines and restrictions, setting expense limits,
choosing preferred suppliers (airlines, hotels, car rentals), implementing a travel approval process,
communicating the policy to employees).
Travel booking and itinerary management (online booking tools and travel agencies, mobile travel apps, duty
of care and traveler tracking).
Expense management (expense reporting software, corporate credit cards, auditing travel expenses,
negotiating corporate rates).
Risk management and traveler safety (travel insurance, security protocols, emergency assistance, crisis
management planning).
Technology and innovation in BTM (travel management platforms, Al-powered chatbots, mobile expense
management tools, data analytics and reporting).
Sustainability in business travel (reducing carbon footprint, choosing eco-friendly travel options, supporting
sustainable travel practices).

Tema 4. Business relationships
Networking and its importance in business.
The value of strategic partnerships.



Effective networking strategies (attending industry events, online networking, building a professional network,
following up and maintaining connections).

Identifying and evaluating potential partners (complementary strengths, shared values, financial stability,
reputation).

Managing partnerships (regular communication, performance tracking, conflict resolution).

4. CTpyKTYypa BUBYEHHS HABYAJIbHOI JUCHHUILTIHUA

4.1. TeMaTHYHUH IJIAaH HABYAJILHOI AMCIUILTIHA

No Hassa temu Kinbkicts rogus

Te Jlenna popma 3aouyHa (hopMa HaBUAHHS

M ycbor y TOMY YHCII yChOr y TOMY YHCII

" 0 J n/c | mab | iHA c.p. 0 1 w/c | mab. | iHg | c.p.

1 2 3 4 6 7 8 9 10 11 12 13 14

1 | Company profiles 22 4 4 - - 14 22 2 - - - 20

2 | Production and selling 22 4 2 - - 16 22 2 - - - 20

3 | Business travel 22 2 4 - - 16 22 - 2 - - 20

4 | Business relationships 24 4 4 - - 16 24 2 2 - - 20
Ycboro roaun 90 14 14 - - 62 90 6 4 - - 80

4.2. AynuTopHi 3aHATTH

4.2.1. AyautopHi 3aHATTS (MIPAKTHYHI 3aHSTTS) TPOBOSTHCS 3TIHO 3 TEMaMH Ta 00CATOM TOJHH,
nependayeHuX TEMaTUYHUM I1JIaHOM.

4.2.2. TlnaHu MpakTUYHUX 3aHATH 3 NepeA0aYeHnX TEMAaTHIHUM TUIAHOM TeM, 3aCO0M TTOTOYHOTO
KOHTPOJIIO 3HaHb Ta METOAWYHI PEKOMEHJAI] A MiATOTOBKU JI0 3aHATh BU3HAYAIOTHCA B HaBUAIbHO-
METOJIMYHUX MaTepiajax 3 JUCLUILIIHU.

4.3. CamocTiiiHa po6oTa cTy1eHTiB
4.3.1. CamocrTiitHa poOOTa CTYJIEHTIB BKJIIOYA€E 3aBIAHHS JO OKPEMHX TEM.
4.3.2. 3aBmaHHS IS CAMOCTIHHOI pOOOTH CTYACHTIB Ta METOJUYHI PEKOMEHIAIIIT /10 X BUKOHAHHS
BU3HAUYAIOTHCS B HABYATbHO-METOIMYHUX MaTepianax 3 JUCIUILIIHY.
4.3.3. BukoHaHHsA I1HAMBIOyalbHUX 3aBJaHb BCiMa CTYyAEGHTaMH He € OOOB’SI3KOBMM 1 MOXKe
3MIIHCHIOBATUCS OKPEMHUMH CTYJICHTaMU 3 BJIACHOI 1HIIIaTUBY ab0 3a MPOMO3HIIEI0 BUKIa1a4a.
43.4. Temaruka IHIWBIIyallbHUX 3aBJaHb Ta METOAMYHI PEKOMEHJAIil A0 1X BHUKOHAHHS
BH3HAYAIOTHCS B HABYAIBHO-METOIUYHUAX MaTepiaiax 3 JUCIHILIIHY.
4.3.5. TaauBigyanbHi 3aBIaHHS BHKOHYIOTHCS B MEXKax dYacy, BH3HAYEHOTO IS CAMOCTIHHOL
pOOOTH CTYAEHTIB, Ta OLIIHIOIOTHCS YAaCTHHOIO BH3HAUEHHUX B PO3.ili 6 Iii€l mporpamu KuTbKocTi Oais,
BHJIUICHUX JJISI CAMOCTIHHOT POOOTH.



5. MeToau HABYaHHS Ta KOHTPOJIIO

I1ix yac NeKiMHUX 3aHATH 3aCTOCOBYIOTHCS: 1) TpaauIiiiHUI yCHUI BUKIIA]l 3MICTY TEMU; 2) clai1oBa
MPE3CHTAIliS.

Ha ceMinapchKHX Ta MPaKTUYHUX 3aHATTIX 3aCTOCOBYIOTHCS:

- JUCKYCIifHE 0OrOBOPEHHS MPOOJIEMHUX MMUTAHb;

- BUPIIICHHS CUTYallIHUX 3aB/aHb;

- MIOB1IOMJICHHS TTPO BUKOHAHHSI 1HIMBIIyaJIbHUX 3aB/IaHb.

- CKJIaJJaHHS OKPEMHUX BUIB IOKYMEHTIB.

[ToTouHuUit KOHTPOJIb 3HAHB CTYJICHTIB 3 HABYAIBHOI JUCIUILIIHU IPOBOJAUTHCS Y POpMax:

1) YCHE ONMUTYBAHHS HA CEMIHAPCHKUX 3aHATTSX;

2) BUKOHAHHS TOTOYHUX KOHTPOJIBHUX POOIT y OpMi TECTyBaHHSI;

3) 3axHUCT miArorosyieHoro 3Bity 3 IH/I3;

4) CKJIAJJaHHA OKPEMHMX BHJIIB JOKYMEHTIB 3a CHTYalllHHUMH 3aBJaHHIMH; 5) 3axHUCT

MiTOTOBIIEHOTO ITyOJIIYHOTO BUCTYITY.

[lincymMKoBHII ceMecTpOBUM KOHTPOJb MPOBOJUTHCA Yy (opMi YCHO-IMCHBMOBOTO 3aJliKy 3
BUKOPHUCTAHHSM TECTOBHX TEXHOJIOT1H, y TOMY YHCI KOMII FOTCPHUX.

CtpykTypa 3alikoBOro Oi1eTy BKIIOYa€ BHKOHAHHS JIEKCUKO-TPAMaTUYHOTO TECTYy Ta YCHE
BUCJIOBJIFOBAHHS TI0 TEMI.

6. Cxema HapaxyBaHHs 0a1iB
6.1. HapaxyBanHus 6amniB CTyJeHTaM 3 HAaBYAJIbHOT TUCIUILTIHYU 31HCHIOETHCS BIAMOBIIHO 0 TaKOi CXEMH

BuBuenus
HAaBYaJILHOI JUCIUIIIIHA

| Jlo 100 Ganiz |
OuHa (eHHa, BEYipHS) 3aouHa (mucraHIiitHa) popma
(dhopma HaBYAHHSI HABYAHHS
o 10 6aiB — Jo 5 6amniB —
3a pe3yJbTaTaMi HaBYaHHSI 3a pe3yabTaTaMi HaBYaHHSI
i yac JIEKIi i yac JIEKIn
o 40 GaiB — Jo 256amnis —
3a pe3yJabTaTaMd HaBYaHHS 3a pe3yJbTaTaMi HaBYaHHs
i1 9ac CeMiHAPChKHUX i1 9ac CeMiHAPChKHUX
(mpakTHYHUX, Ta00PATOPHUX) (mpakTHYHUX, Ta00PATOPHUX)
3aHSTh 3aHSTh
o 20 6aiB — o 40 6aiiB —
3a pe3yJbTaTaMH CaMOCTiIHHOL 3a pe3yJbTaTaMH CaMOCTIHHOT
pobotu pobotu
Jo 30 GaiiB —

34 pe3yJibTaTaM1 CKJIaJJaHHS
CEMECTPOBOI'0 KOHTPOJIHO

6.2. OOcsar OamiB, 3700yTHX CTYAEHTOM I Yac TMPAKTHYHUX 3aHATh, CAMOCTIHHOI POOOTH
CTY/EHTIB Ta BUKOHAHHS 1HJMBIyaJIbHUX 3aBJaHb BU3HAUAIOTHCS B HABUYAIbHO-METOJUYHUX MaTepiaiax 3
Li€1 TUCIUILTIHH.
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7. PexoMeHJ0BaHi JKepesia

7.1. Ocnoeni 0xncepena
E€pmonenko C. ., €pmonenko B. . Anrmo-ykpaincekuil 0i3Hec-crnoBHUK. Business Dictionary English-
Ukrainian. Kuis: IlIkosa, 2002. 720 c.
Clare A., Wilson J. J. Total English. Workbook. Pearson, 2012. 94 p.
Dooley J., Evans V. Grammarway 4. Newbury, Express Publishing, 2014. 278 p.
McCarthy M., O’Dell F. English Vocabulary in Use: Advanced. Cambridge, University Press, 2008. 310 p.
Whitby N. Business Benchmark. Cambridge University Press, 2013. 208 p.

7.2. lonomisxcui 0xcepena

. Duckworht M. Essential Business Grammar and Practice. Oxford University Press, 2006. 200 p.
.Emmerson P. Business Vocabulary Builder: Intermediate to Upper-intermediate. Macmillan Education, 2009.

176 p.

. Emmerson P. Essential Business Vocabulary Builder: Pre-intermediate to Intermediate. Macmillan Education,

2011. 176 p.

8. Indgopmaniiini pecypcu B Intepueri

Communications Concepts, Theories, Models and Processes. URL.:
http://www.slideshare.net/suchi9/communication-concepts-theories-andmodels1-presentation

Effective Body Language for Public Speaking. URL: https://www.youtube.com/watch?v=m7SSj5Z5kTo.
Fundamentals of effective public speaking. URL.:
http://www.slideshare.net/clintonliederman/fundamentals-of-effective-public-speaking12941278

Types of Speeches. URL.: http://www.slideshare.net/monibafatima/types-of-speeches
Writing Emails URL.: https://www.linguahouse.com/esl- lesson-plans/business-english/writing-emai
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