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Bukons O.II.
JoKkTopaHT KHIBCHKOTO HalliOHAJIBHOTO
JHTBICTUYHOTO YHIBEPCHTETY

CHUCTEMA BIIPAB JIJISI CAMOCTIMHOI'O TMIO3AAYJIUTOPHOI'O HABUAHHS AHTJIOMOBHOT'O
AIJIOBOT'O TOBOPIHHSA TA ITIMCBMA 3ACOBAMM EJIEKTPOHHOI'O TIOCIBHUKA

Y cmammi posensioatomvcs numanns, no6’s3ami 3 GUSHAYEHHAM CUCmeMU 6npag Ons  CAMOCMIUHOT
no3aayoumopnoi pobomu 3 0il080i aHIMIUCLKOI MOBU, NPONOHYEMbCA iX peanizayis y CMEOPEHOMY asmopamu
€eKMPOHHOMY NOCIOHUKY.

Knrouosi cnosa: cucmema eénpas, camocmitina no3aayoumopra poboma, asmoHOMIs, OLI08A AHSNUCbKA MO8d,
eeKmpOHHULL NOCIOHUK, CIYOeHMU eKOHOMIYHUX CReyianibHOCmell.

bukona O. II. Cucmema ynpajxcuenuii 011 camoCmoAmMeaIbHO20 6HEAYOUMOPHOZ0 00YHEeHUA AH2TUIICKOMY
0€1060My 2060PEHUI0 U RUCbMY C UCHONB30GAHUEM €JIeKIMPOHHO20 nocodus. B cmamve paccmampusaromes eonpocul,
CBA3aHHble C OnpeoeleHueM CUCeMbl VAPAJICHeHUll OJisi CAMOCMOSMENbHOU 6HeayOUmopHoU pabomvl CMYyOeHmo8
IKOHOMUYECKUX CNeyianrbHOCmel N0 U3VYEeHUIO UMU O0elo80U AHIIUUCKOU peul, Npedideaemcs uXx pearu3ayus 6
PA3pPAbOMAHHOM A8MOPAMU INEKMPOHHOM NOCOOUU.

Kniouesvie cnosa: cucmema ynpasjicnenuil, camoCmosmenvHas 6HeayoumopHas paboma, asmoHomus, 0en080l
AHRTUTICKULL A3bIK, 2IeKMPOHHOE NOCoOUe, CYOeHmbl IKOHOMUUECKUX CReYUudIbHOCMeEl.

Bykonya O. The system of exercises for self-study work of a class in Business English Speaking and Writing
and their realization in the electronic textbook. This article deals with the determining of the system of exercises for self-
study work of a class in Business English, and proposing to use them in the electronic textbook which the author made.

Key words: system of exercises, self-study work of a class, autonomy, Business English, electronic textbook ,
students of economical specialties

AHani3 HayKOBO-TIEJaroriyHoi JTepaTyp 1 NpakTuka HaB4aHHS IM B €KOHOMIYHOMY BHIIOMY HaBYAJILHOMY
3aKJaJi BKa3yloTh Ha Te, 10 OAHIEI0 3 OCHOBHUX NPUYMH HU3BKOI IHITOMOBHOI KOMIIETEHTHOCTI CTYJeHTIB HeMOBHUX BH3
€ HEJOCTAaTHE MicIle, M0 BiABOAMUTHCS camocTiiiHii po6oTi (CP), 30kpema camocTiiiHill mo3aayauropHiii poboti (CIIP)
CTYZICHTIB, IPU BUBYEHHI AiJIoBOI aHrmiicekoi MoBU (JJAM). OcHOBHHMI HampsM pO3B’SI3aHHSA NMPOOJIEMH IOJIMIIEHHS
MOBHOI HiATOTOBKH CTyAeHTiB HemMoBHOro BH3, maiiOyTHIX (axiBIiB y pi3HHX raily3sX HayKH, eKOHOMIKH, OCBITH — Iie
BHUXOBaHHS i PO3BUTOK CaMOCTIHHOCTI 1 TBOPYOCTi CTYIEHTIB, BIOCKOHaNeHHs opranizamii CIIP cTyneHTiB npu BUBYEHHI
IM, nonimmenHs i METOINYHOTO 3a0e3NeueHHs], BIPOBAKCHHS HOBUX iH(OpMaiHHUX 1 IeJaroriYHuX TEXHOJIOTIH.

Ja opranizamii CIIP cryneHTIB eKOHOMIYHHMX cremiaabHOCTed mpu oBojoxiaHi AK y mimoBoMy roBopiHHI Ta
ITUCHbMI, € eNeKTPOHHUH MOCiOHUK (E1]), OCKITBKH Il KOMITIOTEpHHUH 3aci0 MOKHAa BHKOPHCTOBYBATH NPH OpraHizamii
CaMOHABYAHHS CTYJICHTIB (HAOUHIII YH il KEPIBHUIITBOM BHKIIa1a4ya) y MPOIeci iX caMOCTIHOT HaBYAIILHO-TTI3HABAIEHOL
JUSUTBHOCTI 3 ypaxyBaHHSAM MalOyTHboOro (axy, eramy HaB4YaHHS, poOOuYOi MporpamMH AWUCHUIUTIHM, BH3HA4eHHX (opM,
BU/IiB, METOJIB 1 MiJXO/IB O HAaBYaHHS Ta CTPATETid yNpPaBIiHHI TPAEKTOPI€I0 YUiHHA CTyIeHTIB [1] y Oyap-skuii yac i 3
Oynp-sxoro komm’rorepa. lLleii 3aci6 Oysne HaneXHUM YHHOM CHPHATH (OpMYBaHHIO y MaWOYTHIX EKOHOMICTIB
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AHIJIOMOBHUMH KoMmreTeHTHOCcTsiMH (AK) y ninoBoMy TOBOpiHHI Ta NHMCBMIi, PO3BUTKY aBTOHOMIi, HPOJYKTHBHOCTI Ta
TBOPYOCTI B MPOIIECi CAMOCTIHHOTO M03aayAUTOPHOTO BUBYEHHS JIAM Ta KyJIbTypH AIOBOTO CITUTKYBaHHSI.

MeTo10 CcTaTTi € IpeACTaBICHHS 1 PO3TJISA] CUCTEMH BIIpaB It oBoJoMiHHS AK y AiToBOMY rOBOpiHHI Ta MHUCHEMi
ManOyTHiX exoHoMicTiB y CIIP 3 Bukopuctanusm EII.

Cucmemy 6npagé MH BH3HAYa€MO SIK CYKYIHICTH B3a€MOIIOB’S3aHMX THUIIB 1 BHIIB BIpaB, sSKka 3a0e3MEUUTH
¢dopmyBanHS Ta ynmockoHaseHHS AK y nigoBoMy ToOBOpiHHI Ta mHChMiI MaHOyTHIX EKOHOMICTIB 3 ypaxyBaHHSIM
KOTHITUBHHX 1 METAaKOTHITHBHUX CTpAaTeTill 3aCBOEHHS BiniOpaHOTO HaBuanbHOro Matepiamy JJAM BimmoBigHO A0 TPHOX
eTamiB HABYAHHS JUUIOBOTO aHTJIOMOBHOrO roopinHs Ta muckMma y CIIP 3 EIl: 1) peyenmusnoco (o3HaiioMieHHs 3i
3pa3sKoM JIOBOTO YCHOTO Ta MHUCEMHOIO TEKCTY (IIOBOI Mpe3eHTalil, AIJI0BOr0 €JIEKTPOHHOTO JINCTYBaHHS, 1HTEpPB’IO
TOIO); 2) penpooyKmueHo-npooykmueHoeo (e€Tal TPEHYBaHHS, TOOTO PEMpPOAYKYBaHHS TCKCTY 3a 3pa3koM, peai3allis
JIOTIKO-KOMIIO3HUIITHOT MOOYMIOBH YCHUX 1 MUCEMHHUX TEKCTIB TOMIO); 3) mEopuo2o (MO SKOTO 6X00ums peyenmueHo-
npodykmueHutl (COPUHHATHHN MOTIEPEJHBO TEKCT HE BIITBOPIOETHCS, a CIIYXKHUTh CTUMYJIOM JUIsSi CTBOPEHHS] HOBOTO TEKCTY) i
npodykmueHuti (CaMOCTiiHEe TPOAYKYBaHHS YCHOTO Ta MMHCEMHOI'O TEKCTY 0e3 3paska).

Cucrema BripaB, pearnizoBana B EIl, Mae 3a0e3medyBaTu OpraHigyHy €IHICTh AyAUTOPHOI 1 M03aayAUTOPHOI poboTH
B ymoBax HemoBHoro BH3, nme mepepma Mixk 3aHATTAMH ckiamae aekinpka mmiB. Came EIl ymMOXIMBIIOE caMOCTiiHY,
BiTHOCHO pETYJSIpHY POOOTY CTYICHTIB 3 HOBHM HaBYaJNbHMM Matepiamom [IAM, camomepeBipKy Ta CaMOKOHTPOIb
BUKOHAHMX BIIPaB 3a IOMOMOTOI0 MPOrpamu, TOOTO aBTOMAaTH30BaHY HEPEBIPKY Ta KOHTPOJb MOBICHHEBHX HABHYOK 1
3HaHb, & TAKOX BiJACTPOYCHUI KOHTPOJP i MEPEeBipKy BHUKJIAJadeM MUITXOM CIUTKYBaHHS 31 CTyAEHTaMH, HaNpHUKIAl, 3a
JIOTIOMOT 010 [HTepHET-pecypciB, 3 000B’I3KOBIMH 3BiTaMH CTYJCHTIB Y ITEBHI YaCOBI MPOMIKKH.

3po3yMijio, 0 BHYTpIlIHIA MeXaHi3M (yHKLIiIOHyBaHHS cucTeMH Bnpas B EIl BH3HauaeThcsl THMamu 1 BHIaMu
BIIPaB.

Tpeba 3a3HaunTH, 1O BaXIUBY poiib Y (opmyBanHi AK y ninoBoMy roBOpiHHI Ta MHChMI BIiIITpalOTh MOBHI
KOMIIETEHTHOCTI, JIHTBOCOINOKY/bTypHa komreTeHTHICTh (JICK) i HaByanmbHo-cTpareriuna kommerentricts (HCK). Otxe, cria
3rajIaTé PO MOXKIIUBI CIIOCOOH X POpMyBaHHS — €KCILTIIMTHI 200 IMIUTIIUTHI, 0 TOTO K CTYIiHb KEPYBaHHS HABYAIHHOIO
IISUTBHICTIO ¥ MekaX 000X crmoco0iB Moke OyTH: MaKCHMalbHUM, CepelHIM a00 MiHIMalbHUAM. IMIDTIIUTHUHA crocio
nependavae iHTErpoBaHe (POPMyBaHHS MOBJICHHEBHX KOMIIETCTHOCTEH Y TOBOPIHHI Ta MUCHMi, MOBHHX KOMIIETETHOCTEH,
JICK i HCK, 3a siKkor0 BUKOpHCTAaHHS HaBUAIBHUX CTPATErii HE aHaNi3yeThcs 1 HOTo YCBIIOMIICHHS CTYACHTaMH HE
iHiIifoeThCS BUKITagadeM. ExcrurinuTauil croci® mepenbadae okpemy TpyIy criemianbHuX BrpaB ais ¢opmyBanas HCK,
pe3ynbTaTH BUKOHAHHS SKUX, Ha BIIMIHY BiJl IMIUTIIUTHOTO CIIOCOOY, aHANI3YIOThCS 1 (PIKCYIOTBCS y HaBYAJIbHOMY
IOACHHUKY, KU € ckiagHukoM EIl, po3mimeHnM y Omomi mast po3BUTKY peduiekcii. OCKiTbKM 3aBIaHHAM HAIIOTO
nocnikenns: € ¢opmyBanHi AK y niioBoMy roBopiHHI Ta NMUCBMI MalWOYTHIX €KOHOMICTIB, MH HpPHUIYCKa€MO, IO
iMTinuTHAR croci6 ¢popmyBannss HCK He € onTumansHuMm BapiantoMm s HemoBHoro BH3. Crmix 3ayBaxkuTH, 1m0 y
CTYJICHTIB CKOHOMIUHHX CIECIIaIbHOCTEH Taki SKOCTI OCOOMCTOCTi, SK MOBHA YCBIIOMIICHICTB, 3MaTHICTH [0
CaMOOIIHIOBaHHS Ta caMOaHaji3y npoluecy oBojoAiHHs IM, MOXyTb OyTH PO3BUHYTI Ha HEOCTATHLO BUCOKOMY PiBHI, IIO
YCKJIaJHIOE 3aCTOCYBaHHS IMILTIIUTHOrO criocoOy B mpoueci ¢popmysanus HCK Ta AK y ninoBomMy roBopiHHI Ta MHCEMI
MalOyTHIX €KOHOMICTIB.

Kpim Toro, 3Bakaroum Ha BEJHWKY pOJb HABYAJbHHX CTpPATErid Ta MPUHOMIB I B EKCIDIIHTHOMY CHOCOO1
¢dopmysanus HCK, BBakaeMO HEOOXiTHUM JOMOBHUTH 3alPOMIOHOBAHY CHCTEMY TpyIoro BrpaB aist ¢opmyBanas HCK,
ski OyJl0 BKIIFOYEHO /O HABYAIBFHOTO MIOACHHUKA. 3a3HAYMMO, IO Tporec i KOoHTpoiub piBHA cdopmoBanocti HCK
IIPOBOINTBCSL  OMOCEPENIKOBAHO y  MpoLeci KOHTPOJIO  piBHI  CHOPMOBAHOCTI MOBHMX, MOBJCHHEBHX 1
JIHTBOCOIIOKYJIbTYPHOT KOMIETEHTHOCTEH. Y 3B’SI3KY 3 BIZICYTHICTIO MOXJIMBOCTI JJIs1 aBTOMaTH30BaHOTO KOMII IOTEPHOTO
KOHTPOJII0 0()OPMJIICHHSI IIJIOBOTO aHIJIOMOBHOT'O YCHOT'O Ta MHUCEMHOTO CHIJIKYBaHHs ITPY BUKOHAHHI TBOPYHMX ITUCHMOBHX
3aBJanb 1 BripaB B EII i koHTpoIto 3 60Ky BuKiIanaya y mnporeci CIIP npornoHyeMo TUIM BIIpaBU 3a KPUTEPIEM HAsBHOCTI
camoananizy / peduekcii — pegrexcusno-ananimuynuil TAT, BUJ BIPABH — 3alIOBHEHHS TaOJHIlI CAMOOLIHIOBAHHS, METOIO
SIKOTO € 3a0e31eYeHHs MOMIIMBOCTI [l CAMOKOHTPOJIIO Ta CaMOOLiHKU chopmoBaHocTi BiacHoi AK y 1ijl0BOMY TOBOpiHHI
Ta nucbMi. OKpIM TOrO, OCKIJIBKH CTYJIEHTH MOXYTh MaTH pi3HUH piBeHb AK y 1iJOBOMY TOBOpiHHI Ta IMUCHMI, CIiJ
CTBOPUTH CIIelliaibHI BIIPaBU, MeTa SKUX MoJsiraia 0 y MOXJIMBOCTI nepeBiputu cBoi 3HaHHS 3 JIAM i oaHouacHo
MTOBTOPUTH a00 HAOYTH HOBUX 3HAHb, IO JAJIO IiJCTABH BUIUINTH KPUTEPill TOBTOPEHHS Ta NOTJIMOJICHHS 3HaHb IiJIOBOTO
crinkyBaHHSI AM.

Ha ocHOBI mporo kpurepito OyJo 3ampoNOHOBAHO OideHOCMUYHO-IH@OPMYIOUUL TAI BIIPAaBH, BUJ BIPaBH —
3alOBHEHHS MIOJICHHUKA (HABYAIBHOI aHKETH), O3HaHoMIleHHs cTyiaeHTtiB 3 moxyiem (Information about Module),
PEKOMEHALISIMA Ta TpaBWJIAMHU BEICHHs Oi3HECY 3 OKpPEeMHX CHTyalliil IIIOBOrO YCHOTO Ta MHCEMHOTO CITUIKYBaHHS
(Golden Rules for Businessmen), meperssii i BUBYSHHS HOBUX CIIiB i clioBocnoiyueHb y cioBHuKY (Glossary English-
Ukrainian) i Buxkopucranux jokepen y moayii (Sources). s popmysanns HCK inTerpoBaHo y IiJIOBOMY TOBOpPiHHI Ta
IMUCBMI MU MIPONOHY€EMO (3TiJHO 3 BU3HAYCHUMH Y 1. 2.1. BMiHHAME) Tpymy BipaB (b) ams o3HaiiomneHHs 3 HaBYaIbHUM
MarepialioM, aHaji3y BIacHOro O(OPMIIEHHS IiJIOBOTO aHTJIOMOBHOTO YCHOTO Ta IMHUCEMHOTO MOBIIEHHS, OpraHizarlii
CaMOKOHTPOJTIO Ta pedreKcii, mepeBipku, MOBTOPESHHS 1 MOTIUOIEHHS 3HaHb 3 JTAM.

Takox, oxpim Brpas ans ¢opmyBanHs HCK, y cuctemy Bmpas anst ooioxinas AK y aminoBomy roBopiHHI Ta
MTUCHMi, HEOOX1HO BKIIFOUNTH (IHTETpOBaHO) BIpaBH 1t popmyBanHA 1 po3BuTKy JICK y nizoBoMy TrOBOpiHHI Ta MHCHEMI,
a came: (Al) ona opmysannus i po36umKy Ha8UYKYU aJEKBaTHOTO BUKOPUCTAHHSA Y CBOEMY MOBJIEHHI MOBHHMX OJMHUIIb 3
HaliOHAIBEHO-KYJIbTYPHOIO CEMAaHTHKOIO, iX MapaJurMaTHYHi Ta CHHTarMaTH4HI 3B SI3KH; PO3YMIHHS W BXKHBAaHHS (OPMYJT
MOBJIEHHEBOTO JIJIOBOTO €THUKETY Toulo; (A2) aist (opMyBaHHS BMIHHS IHTEpPIPETYBaTH KyJIbTYpo3HaBUy iH(opmamiio y
IIPOLIEC] JIJIOBOTO YCHOTO Ta MHCEMHOIO CIUIKYBAaHHS; BECTH COLIOKYJIbTYpHE CIOCTEPEXKEHHs Ul BH3HAYEHHS HOPM
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MOBE/IIHKM, OJATY TOLIO IPEACTaBHUKIB MAiJIOBOi AHIVIOMOBHOI KYJIBTYpH; BPaxOBYBaTH COLUOKYJIBTYPHI acIleKTH
MOBJICHHEBOI TOBEIIHKHA y MPOIECi TiIOBOrO yCHOTO Ta NMHCEMHOTO CIIJIKYBAaHHS; 3MIMCHIOBATH MIDKKYIBTYpPHE AIJIOBE
CHUIKYBaHHS 3 ypaXxyBaHHAM JiHI'BOCOLIOKYJIBTYPHOTO KOHTEKCTY 3TiTHO i3 CUTYAIlI€I0 TiIOBOTO CIITKYBaHHS.

Ha ocHOBI BuIIIe3a3HaYEHOTO POIOHYEMO PO3po0IIeHy HAMH CHCTEMY BIIpaB Uil GOPMyBaHHS Ta YIOCKOHAJICHHS
AK y nminoBomy roBopiHHI Ta muchMi MaitOyTHiX exkoHowmictiB y CIIP, sika Bimtoyae Tpu etannd. Ha KOXHOMY 3 eTariB
¢opmyBanHs AK y mimoBoMy TrOBOpiHHI Ta MUCHMi BUKOHYIOTHCS TI€BHI THITM Ta BUAW BIIPAaB, KOMIT FOTEpHA peaiallis
SIKHX M€ TIEBHI 0COOIMBOCTI.

I eTan BiIIOYAE TpynH BIIpaB Juisl O3HAHOMIICHHS 3 HABYAJIbHUM MaTepiajloM AiJIOBOIO TOBOPIHHS Ta miuckMa AM
3TiJIHO 13 CUTYyaUisMU JioBoro crinkyBaHHs (Puc. 1).

Jlo 1uporo eramy BXOAATb Taki munu 6npae: HEKOMYHIKATHBHI, YMOBHO-KOMYHIKaTHBHI, KOMYHIKaTHBHI;
PEIENTUBHI, PEIENTHBHO-PEIPOYKTHBHI, 3 OMIOPOIO HA ayJio-, BiICOPs, MOBHICTIO KEPOBaHi; pedieKCUBHO-aHAITHYHI;
niarHocTuuHo-iH(OpMytoui; sudu enpas: meperisin B®I' i mepeBipka i po3yMiHHS; KOMOiHaliiHi, MiJICTaHOBYI,
TpaHcdopMariiiHi, BOpaBH Ha PEKOHCTPYKIIiIO, BIPaBH Ha BH3HAYEHHS CEMaHTHKO-CHHTaKCHYHUX 3B’S3KiB, BIIPaBU Ha
BIIOPSAAKYBAaHHS, YHTAHHS ToOpan (peKOMEHJamii) 1 MpaBWJ BEICHHS UIOBOTO YCHOTO Ta MHCEMHOTO CIIIJIKyBaHHS,
BpPaxOBYIOUH COWIOKYJIBTYPHI aCIEKTH MOBJICHHEBOI MOBEIIHKH MiJIOBHX IMAPTHEPIB Yy MpOIECi CIIKYBaHHS 3 METOIO
KpaIoro 3amam’STOBYBaHHS;, 3aIIOBHEHHS Ta0OJINIli CAMOOIIHIOBAaHHS Ta HABYAJIHLHOTO IOICHHUKA.
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Puc. 1. I'pymnu Ta miarpynu Juis 03HaiOMIICHHS 3 HABYAJIbHUM MaTepiajioMm

JIJIOBOTO TOBOPIHHS Ta HChMa

[{omo ocobauBOCTI KoMn tomeproi peanizayii énpas, 10 B EIl HagaeThcs HeoOMEKeHa KIIBKICTh MEPErySIIiB 1
cnpo0 BHKOHAHHs BIIPaB; CaMOKOPEKIis J0 MOMEHTY 30€pexeHHs BIiJIOBiai; 30epeKeHHs BapiaHTIB BiAINOBINI;
ABTOMATH30BaHA MEPEBipKa; BUKOPUCTAHHS 3BYKOBHX KIIOUiB; aBTOMAaTH30BaHA CaMOIICPEBipKa 3a JOIOMOTOI0 KIHOYiB
MIpOTpaMH; MOBITOMIICHHS PE3yJbTATy YCIIITHOCTI BUKOHAHHS BIpaB Ha JOMAIIHIH CTOpPIHII; OaraTopa3oBe MOBEPHEHHS
IO TIpaBWJI, y pa3i HEOOXiTHOCTI, 32 JOMOMOTOI0 aKTUBHOI KHOIIKH Ta IMEPEXOIIB 10 «IiHKaX».

Hpuxaanx 1. [fizi: 03HaAHOMHTH CTYZACHTIB, SK INPH3HAYaTH 3yCTpid TeNe(POHOM 3 [IiJIOBUM HapTHEPOM;
NPOJEMOHCTPYBATH BXKHUBAHHS LIJIbOBHX MOBJICHHEBUX SBHUIL Y KOHTEKCTI.

Tun eénpasu: peuenTHBHA, KOMyHIKaTHBHA.

3asoanns: Learn the following in a video. Watching this video you can learn how to make appointment on phone.
At the end of this video you will see the phrases which you should pronounce and learn.

Mpuxnan 2. [fizi: nepeBiputH po3yMiHHA nepersisinytoi BOI'; akruBi3yBaTm nepBHHHY peduiekcito
MOBJICHHEBOTO O(OPMIICHHS J[IaJIOTYHOTO MOBIIEHHS (J1iaJIor-IOMOBIICHICTD 13 HalliOHAJILHO-KYJIBTYPHOIO CEMaHTHKOIO).
Tun énpasu: perienTrBHA, YMOBHO-KOMYHIKaTHBHA.

3asoanns: a) Try to determine who says the following remarks in the video. On completing the task press Check at
the bottom of the page. If you have some mistakes press Key opposite to every question and correct.

| =

1. What can I do for you? I_ I_ N C=  Jane
2. When is it convenient to meet you then? [ [ [ ©=  Sam

. . . @
3. You can visit me after college in my office. [ [ [ ?z Professo
4. | want you meet you about the requirement - - - ©=  Sam
of an air-conditioning in your office. )
5. Professor, | want you to talk you about my - - - C=  Jane
project. | need some help with it. ;

b) What are the reasons of your mistakes: unknown words, unclear pronunciations ...?

II eTran BKIIOYae rpynu BIpas Uit (GOPMYBaHHS Ta BIOCKOHAICHHS MOBHHMX 1 MOBJICHHEBHX HaBHYOK JAiJIOBOTO
roBopinHs Ta nuceMma (Puc. 2) 1 rpynum BupaB aus (GOpMyBaHHS M PO3BUTKY BMiHb JIJOBOrO MUCbMa Ta TOBOPIHHA
(Puc.4.2.-4.4).

Jlo mporo eramy BXOIATH TaKi munu 6npag: yMOBHO-KOMYHIKAaTHBHI, KOMYHIKaTHBHI;, pereNTUBHO-IIPOTYyKTHBHI,
MIPOAYKTUBHI; 3 POJIBOBUM IrpOBUM KOMIIOHEHTOM; 0O€3 OIop, i3 CIerialbHO CTBOPEHHMH OIIOpaMH, i3 MPHPOIHUMH
OTOpaMH; YacTKOBO KepOBaHi; pe(IeKCHUBHO-aHATMITHYHI, MiarHOCTUYHO-IHQOPMYIOUi; 6uou 6npag. BIpPaBH Ha
penaryBaHHS 1 TieperpymnyBaHHS OJOKiB ab0 CTPYKTypHUX KOMIIOHEHTIB BHUIIPABJICHHA JEKCUYHHX, TpaMaTHIHUX,
CTHJIICTHYHHUX 1 CHHTaKCMYHUX ITOMWIOK, IiJICTAHOBYI, TpaHC(OpMamiliHi, BIpaBM Ha PEKOHCTPYKIiIO, HA 3aBEpPIICHHS
3pa3ka MOBJICHHS, Bi/IMTOBi/Ii Ha 3aIMTaHHS Ta HABIAK{, 00 €THAHHS BUCIOBIIOBAHD y MMOHAA(DPA30BY €IHICTH, POIIHPEHHS
MOBJICHHEBOTO 3pa3Ka, BHOPAIOKYBaHHS (hakTosoriyHOi iHQopmanii y JIOTIYHINA IIOCIIIOBHOCTI; YHTaHHS MOpaj
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(pexoMeHpaliit) i paBui BEJCHHS JIUIOBOTO YCHOT'O Ta IMUCEMHOIO CIIUIKYBaHHS, BPaXOBYIOUH COLIIOKYJIBTYPHI acIeKTH
MOBIICHHEBOI MOBEIIHKM AUJIOBUX MApTHEPIB y MPOIECi CHUIKYBaHHS 3 METOIO KPamloro 3amaM sSTOBYBAaHHS, 3aITOBHEHHS
Tabmui camoouiHoBaHHA (mofeHHuKa). Illomo ocobmmBOCTI koMM tomepuoi peanizayii eénpas, To B EIl HamaeThcs
aBTOMATH30BaHA CAMOIIEPEBIPKa 3a JOMOMOTOI0 KIIFOUiB IPOrpaMu; BHUKOPUCTAHHS 3BYKOBHUX KIIOUIB,

Fp}HI/I BIIpaB AT (1)OpI\-I:\;'B£lHH$[ Ta BJOCKOHAJICHHA
MOBHHUX Ta MOBJICHHEBUX HABTYOK ,[[iJIOBOFO
l"OBOpiHHH Ta [IHCBEMa

I'pym Bupas m1st popMyBaHH: Ta T'pymm Bopas 1st popMyBaHHI Ta

BIOCKOHAJIEHHA MOBHHIX Ta BIOCKOHAJIEHHSI MOBHHIX Ta

MOBJICHHEBHX HABHIYOK I‘OBOpiHH}I MOBJICHHEBIIX HABHYOK IINCbMa

+(I'la) epyna snpas dna popmysarHa * (N1a) 2pyna enpas dna popmysarna
hoHeMUYHUX HABUHOK Gi108020 2060PIHHA AEKCUMHUX HaBUYOK 0i106020 MUCLMA

* (r'16) epyna snpae dna opmysarHa * (N16) 2pyna enpas dna hopmyearHa
AEKCUYHUX HABUYOK 0in08020 2080PiHHA 2PamMamu4HUX HaBUYOK 0inoso2o nucsMa

* (r1s) epyna enpas daa hopmysaHHs * (N1.) epyna snpae daa (hopmMysaHHA HABUYOK
2pPaMamu4HUX HaBUYOK 0inI08020 2060PIHHA PO3YMIHHA | BHUBAHHA 30Cc0bi8

MIX(hpa3060e0 36°A3Ky

Puc. 2. I'pynu Brpas ais popMyBaHHS Ta BIOCKOHAJICHHS MOBHUX Ta MOBJICHHEBHX HABUYOK JLJIOBOTO TOBOPIHHS
ta muchMa, JICK i HCK

v Bpas s possrey Bvces J]M , Tyt bupas 14 possney i MM

(I3a) 2pynaenpas y 3'edkarAi pesers  noraddipazosy edricms (AnA piskix THiB
| MOHOA0Y 3riHO 13 CuTyaLen Ain0BOro CninKyBaHHs)

3 T

v (pemisyeastA»  CHTYALIER AT0BOT0

(136 2pyna anpae 04 080A0diHHS CHAOMOSHUMY MINIHOHOT02GMU 3TiBHO 13
CHTYALLIAMM 1U10BOTO CAIAKYBaHHA

- (38 ) 2pyna 8pas 04 080n00iHHA THENOMOBHUMY MURGMU MOHONOZIE 3rigHO 3
CHTYaLIAMM Li70BOTO CNiAKYBaHKS:

1pa8 038 0saT0GikKR i diatogy seidwo i cumyaiaaiu ditossas

([28)ay

CHITRYBaHAA

[13s8) o 57
* (T281) idegyiaenpas s osanodiws diaroac entienmsozo Xapanepy (£ ¥
(T2 IOz RETENpaE OTR OBTO0AAA OiCITOZ0NI-POsMUmTel [r385] pyma npos socdoHi
* (T283) nidzpyna mpa dos oaorodivws daroeonr-daogaesiomo e
+ (284 nidapymaenmpas dn osanodin dianoeont-oGuinon epascesasm /Gy - : : :
' i 0diadi G i |
(T288) ridepymaenpag i p N

Puc. 3. I'pynu BripaB 1t popMyBaHHs i pO3BHTKY BMiHB ainoBoro muceMa, JICK i HCK

CaMOKOPEKIIisl O MOMEHTY 30epeKeHHS BiJIOBiI, 30epe)KeHHS BapiaHTIB BIAMOBI/Ii; MOXIHMBICTh 3BYKO3AIHCY BIACHOTO
MOBJICHHS Ta 30epiraHHs CBOIX pe3yJbTaTiB y APYKOBAaHOMY BHIJISII; ITOBIIOMIICHHS PE3yJbTaTy YCIIIHOCTI BUKOHAHHS
BIIPaB Ha JIOMAIIHIM cTOpiHLi; Oaratopa3oBe MOBEPHEHHs [0 IPaBWI, y pa3i HEOOXiZHOCTI, 3a JIOMIOMOTOI AaKTHBHOL
KHOIIKH Ta NIEPEXOiB IO «TIHKaX).

Mpuxaan 3. Lfizi: GopMyBaTH HABUYKH KOPEKTHOI'O BHUKOPUCTAHHS CTPYKTYPHO-KOMIIO3MIIHHHMX —€JIEMEHTIB
QHITIOMOBHOT'O JLTOBOrO (hakcy; NPOAEMOHCTPYBATH BXKMBAHHS LITHOBUX MOBICHHEBHUX SBHIL Y KOHTEKCTi; OTPHMAaTd
MOBJICHHEBUH MaTepian Uil camoaHanisy. Tun énpasu: yMOBHO-KOMYHIKaTHBHA, PELIEIITUBHO-TIPOYyKTHBHA.

3asoanns: So, you are working at the ABC Company and you received the following message about the fax. You
should fill in the blank after the message. On completing the task press Check at the bottom of the page.

Da Thu 3/1/2007 12:24 PM Urgent ¥/ Please
te reply
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\ Nu
mb
er From Microsoft
of Exchange

pa
ges
To | John Smith Fax No.---------
Att
n.
Fa
X
No

Su
bje | Fax from 2004
ct
I e ——

Comments
Microsoft Exchange on behalf of 2004

Mpuxnan 4. [fini: po3BUBaTH BMIHHS IOYMHATH MOHOJIOT; 0O0’€HYBaTM MOHOJIOTIYHI BHCJIOBIIIOBaHHS IS
CTBOPEHHSI MOHOJIOTY TOJIOBYIOUOTO Ha TMOYaTKy [IIOBHX II€PEroBOPIB; BPaxXOBYIOUM MOJENb IOBEIIHKH JIOBHX
MapTHEPIiB MPOTIATOM BEICHHS IUIOBHX IMEPEroBOPIiB, PO3BUBATH 3IATHICTH CTYICHTIB 0 peduiekciii BIacHOI HaBYAIBHOL
IismbHOCTI. Tun énpasu: yMOBHO-KOMYHIKaTHBHA, PELENITHBHO-PENIPOIYKTHBHA.

3asoanns: Put the following sentences in logical order for a negotiation (1=first, 5=last) and present this
monoloque.

a. Everything sounds great! So | think we're ready to draw up a contract.

b. Good afternoon, ladies and gentlemen. Welcome to Big Corp.
l70. | think we're ready to move on to hearing your opening proposal.
l7d. Let's go over the agenda before we do anything else.

e. That's a very interesting offer you've made.

Check ... Score (5)
©= Key:lb 2.d 3.c 4e 5.a

Mpukaan 5. [izi: po3mi3HABATH JKUCT AUIOBOTO XapaKTepy M0 TOHY, M0 BUKOPHCTAHHIO MOBJICHHEBHX 3aC00iB i
PO3BMBaTH HaBUYKU Ta BMIiHHS KOPEKTHO B)XXMBATH Y PI3HMX BHJAaxX JIMCTIB CJIOBa NPHBITaHHS, BuOadeHHs Tollo (y
NPUKJIaAl HaBEJICHO YPHMBKM PI3HUX BHIIB JIMCTIB); PO3BHBATH 3/aTHICTH CTYICHTIB 10 peduiekciii BiacHOI HaBYalIbHOT
IisTbHOCTI. Tun énpasu: yMOBHO-KOMYHIKATHBHA, PEICTITHBHO-PEIPOTyKTHBHA.

3asoanns: You should know that from the letter you make an impression by the tone of letter, and by correct,
tactful, and polite language. We use standard greetings in letters in conformity with tradition, and it is essential to follow
these. Whatever creativity you wish to express, do so in the body of the letter. Standard greetings of a formal business letter
are accepted and expected. What follows is a simplified approach to writing standard business letters: sales, introduction,
follow-up, complaint, rejection, and prospecting.

a) Use these word combinations to complete the gaps in the following sentences.

my sincere apologies fully satisfied
with the situation a computer error
1. Let me offer | for the delay and assure you that it @=  Key: 1. my sincere apologies.
will not happen again.
2. | am very sorry to learn that you were not | withour = Key: 2. fully satisfied.
Super Business Class service.
3. Thank you for your letter of April 17. 1 am your = Key: 3. sorry to hear that.
order has not been delivered.
= Key: 4. a computer error.

4. The mistake in our invoice was caused by .
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5. | am very unhappy ‘ and would like an explanation = Key: 5. with the situation.
from you.

6. lam about four ALS Transformers which | ordered = Key: 6. writing to complain.
recently from your company.

Check ... Score (6)

III eram Bkmowae epynu ma nidepynu enpas: 1) nnst (GopMyBaHHS BMiHb HAIlMCaHHS TEKCTIB JiJIOBOTO
(TpagMuUifiHOTO ¥ €NEeKTPOHHOIO) JIMCTYBaHHA Ta AOKYMEHTAIli 3TiHO 3 CUTYyalisIMH JIIOBOTO CIUIKYBaHHS; 2) AJs
(opMyBaHHsS BMiHb CaMOCTIHHOTO MPOJYKYBaHHs Pi3HMX THIIIB Aiajiory 3TiJHO 13 CUTYyalisIMH JIJIOBOTO CIIJIKYBaHHS; 3)
rpyma BOpas A GOopMyBaHHS BMiHb CAaMOCTIHHOTO POIYKYBAaHHS Pi3HUX THITIB MOHOJIOTY.

Jlo mporo erarmy BXOIATH TaKi munu 6npag: KOMYHIKaTHBHI, YMOBHO-KOMYHIKAaTHBHI; PEIICITUBHO-TIPOTYKTHBHI,
MPOAYKTUBHI 13 TPHUPOIHHMH OIOpaMH; 3 MIHIMATPHIM KEpPyBAaHHAM; pPe(ICKCHBHO-aHATITHYHI, iarHOCTUYIHO-
iHpOpPMYIOUi; 6uOuU 6npas: CTBOPEHHS NEBHOTO THUIY Aiajiory / MOHOIIOTY, THCBMOBOTO TEKCTy IIJIOBOTO XapakTepy;
BHCJIOBITIOBAHHS BJIACHOI TyMKH IIIOJI0 IIOOAYEHOTO; apryMEHTAIlisl BIIaCHOI TOYKH 30pPY; BiANOBIIl Ha MUTaHHS, CTBOPEHHS
3alMTaHb; YUTAHHS MOpaj (PEKOMEHAllii) i MpaBuIi BeJCHHS JIJIOBOTO YCHOTO Ta MUCEMHOTO CHIUJIKYBaHHS, BPaXOBYIOUYH
COLIIOKYJIBTYPHI acleKTH MOBIICHHEBOI IMOBEAIHKM IIJIOBUX MAapTHEPIB y MpOLECi CIHUIKYBaHHS 3 METOI Kpamioro
3araM’sITOBYBaHHS; 3aIlIOBHEHHS Ta0JIUIII CAMOOIIHIOBaHHS / IIOICHHUKA.

[lomo o0coOMMBOCTI Komn romepHoi peanizayii eénpaé TPeThOro eramy, To B EIl HamaeTbcs MOXKIHUBICTH
3BYKO3aIIMCy BJIACHOTO MOBJIEHHS Ta 30€piraHHs CBOIX pe3yJbTaTiB y JPYKOBaHOMY BHUIJISII, TOOTO CTBOPEHHS 3BYKOBHX
¢aiiniB (mianoriB, MOHOJOTIB) 1 aiiiB s 30epiraHHsi CTBOPEHUX CAMUM CTYAEHTOM TEKCTIiB JIUCTIB, ITOBIIOMIICHb, €Ce
TOIO); CAaMOKOPEKINisl O MOMEHTY 30epekeHHsS BimmoBinmi; 30epekeHHS BapiaHTIB BHOOpPY BiamoBimi. baratopaszose
MOBEPHEHHS OO0 TNpaBWiI, Yy pa3l HEOOXITHOCTI, 3a [OMOMOIOI0 AaKTHBHOI KHONKH Ta MEpPEXOMiB IO (JIHKaxX»,
aBTOMATH30BaHAa IepeBipKa BIIpaB / 3aBAaHb, 30epe)KEHHS BapiaHTIB BUOOPY BiqIOBIII.

Mpuxaan 6. Lfizi: GopMmyBaTH BMIiHHS CaMOCTIITHOTO HAITMCAaHHS TEKCTy (hakCy, pO3BUBATH 3[JaTHICTh CTYICHTIB
mo pedruekciii BmacHOI HaBYANBHOI MiSTIBHOCTI, CAaMOOLIHIOBAHHA.  Tun 6npasu: KOMYHIKAaTHBHA, PEUCHITHBHO-
MIPOIYKTHUBHA (3 BUKOPHCTAHHSIM APYKOBAHOTO TEKCTY).

3asoanns: a) Now you should make up your fax which contains the statements above and send them to your vice-
president to show him that you have managed with this task. On completing the task press Check. If you have some
mistakes, correct them.

To: Vice-president, Victor Serb from Vegas Company

Subject: faxing (statements) Dialing rule: 0207 271271

Dear Victor Serb,

I have done my work. | have got the following instruction of faxing:

When you send a fax you must use the company's standard cover sheet. You must be very careful when you send a
fax containing confidential information. If you are not the intended recipient of this fax, please phone 0207 271271. If you
do not receive all the pages, please advise the sender .

Yours truly, Kate Harris

Mpuxnan 7. Lfini: GopMyBaTH BMIiHHS CaMOCTIHHOIO MpPOJYKYBaHHS 3allMTaHb y HaB4aHHI aijgoBoro JIM;
PO3BHBATH 3MaTHICTh CTYIEHTIB 10 peduiekciii BIacHOT HABYAIBHOI [ISUTLHOCTI, CaMOOIIHIOBaHHS. Tun enpasu:
KOMYHIKaTHUBHA, PELENTHBHO-TIPOAYKTUBHA (3 BUKOpHCTAaHHIM PI).

3asoanns: a) You should phone the secretary of Vice-president, Victor Serb from Vegas Company and say that
you have send your fax and you should ask if they have received it. Write your replies and pronounce. On completing the
task press Check. If you have some mistakes, correct them.

Secretary: Vegas Company. Vice-president’s office. How can I help you?

¢) Have you had any difficulties? What are they? Self-evaluate and assign yourself scores of 10.
I think my Score is ...(10)

@=  Key: Your possible replies

Hello. This is Kate Harris from Vegas Company. Victor Serb wanted to check me how | was competent of faxing. | have
managed with his work and sent to him my fax. Have you received it? Will you give it to him?

Mpuxnan 8. [fini: ynocKoOHATIOBATH BMiHHS TOTYBaTH Ta MPOJIYKYBAaTH TEKCT MOHOJIOTY-TIpe3eHTalil 0e3 3pa3ka;
MOMiYaTH, aHaNi3yBaTH il MOPIBHIOBATH MTOBEIHKY JIIJIOBUX MapTHEPIB MPOTATOM BEJICHHS 3aCiJJaHb B SIKOCTI FOJIOBYIOYOT0
Ta y4YacHHKIB; pPO3BHMBATH 3JIaTHICTb CTYACHTIB 0 peduiekciii BIacHOi HaBYAIBHOI AisJIBHOCTI, CaMOOLiIHIOBaHHS. Tun
6npasu: KOMyHIKaTHBHA, MPOIYKTUBHA 3 MiHIMaJIbHUM KEPYBaHHSIM 3 POJILOBHUM irpOBHM KOMITOHEHTOM 0e3 orop.

3asoanns: Prepare a presentation on the following topic: «Golden rules for business meeting as Chairing and
Participating». Your role may vary. You may use some information in |Golden Rules for businessmen |in this Module. Speak
your prepared presentation and Record.

Npuxnan 9. [ini: po3BHBaTH Ta YAOCKOHAJIOBATH BMIHHS HAIMCaHHS 3BITY (IOMOBiJi) MIiCHS IPOBENEHOTO
3acilaHHs; PO3BUBATH 31aTHICTH CTYJEHTIB 10 pedJiekciii BIacHOT HaBYaIbHOI iSUIbHOCTI, CAMOOIIHIOBAHHS. TuUn enpasu:
KOMYHIKaTHBHA, IIPOIyKTUBHA

3asoanns: Pretend you are asked to write a report about the business meeting between two companies: Dallas Itd
and Greg Itd which was in Milan, New Street, house 4, on May 16, 2014. It was about some investigation in drugs’ sales in
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Greece, Scotland and Ukraine. In protocol of the meeting you can see the following Regulations address procedures in an
order that could suggest a generic order of business — on that basis a generic agenda could look like this:

a) Opening of the meeting

b) Apologies

¢) Confirmation of the minutes of previous meeting(s)

d) Business adjourned

e) Reports by members

) Questions - with and without notice

g) Petitions

h) Deputations

i) Motions on notice

j) Recommendations from Committees

k) Reports from Officers

I) Closure of the meeting

OxapakTepu3yBaBIIN mincucreMu Bipas ans ¢opmyBanHs AK y mimoomy M, MM Tta mucemi 3 rpymamu Ta
miarpynamu Brpas B EII, mokaxemo 11 Mmicuie B 3arajipHiil CHCTeMi BIIpaB ISl HABYAHHS IIOBOTO TOBOPIHHSA Ta MHCHMa
(Cxema 1).

3ayBakumo, 0 y MoIu(iKoBaHId HAMH CXeMi, y KOXHIH 3 MiCHCTeM BIpPaB U HABYaHHS TOBOPIHHS 1 MHCHMA,
Iie fmeTbes mpo oBONIOAIHHS BMiHHsAMH B JIM, MM Ta nmrceMHOMY MOBIICHHi, MOKJIMBE OBOJOMIHHS COIIOKYJIBTYPHUMH
BMIHHSIMH Ta SKCILTIIMTHUM criocobom opmyBanus HCK Ha ocHOBI po3BHUTKY peduieKcii CTYACHTIB.

Komruieke BIipaB, CTBOPEHHIA Ha OCHOBI 3aMPOIOHOBAHOI cucteMu, Oyno peanizoBano B EIT «Cool Businessmany
st CIIP maitOyTHiX exoHOMICTIB Haj ¢opmyBaHHsM AK y nioBoMy TOBOpDiHHI Ta NHCBMIi, CTPYKTYpY 1 3MICT SIKOTO
PO3TJISIHEMO Y HACTYIIHIN CTATTI.

TTincucTe™MH 3 TpyOaMu BIIpap

roBopiHHA nucbMa

ANA HaB4YaHHRA \ LNA HABMAHHA

ans ans Ans Aansa ans
dopmy- po3BU- po3BU- > . _ opmy-| | possu-
BaHHSA TKY TKY rze:r2si BAHHA THY
MoBne- BMiHbL BMiHb rz2se5; wmoene- | | emike
HHEBWMX Aia- MOHO- *rSB: r3Bl_ HHEBMX nKucbMma
HaBu- norid- noriy- r3eo Hasu-
YOK HOro HOro B HoK
roso- mMoBne- MoBne- B - enpaewv ana nucsMa
PiHHA HHSA HHA dopmyBaHHA
HCK
J J A — Bnpaewu ona TI' T-l—]'
dopmyBarHHA JICK
ra r2a r3a
Mila n2-
r1eo r2e r3e nis -
M2a-rn2x
rMe e r3e Nis
A-B I
| A-b

Cxema 1. 3aranbHa cuctemMa BIpaB JUlsl HABYAHHSI A1JIOBOTO TOBOPIHHA Ta mruchkMa AM

JITEPATYPA
Kosame T. 1. IlinroroBka BHKJIAAa4iB BHIIOT ITKOJH: iH(OpPMAaLiifHI TEXHOJOTIl y MeAaroriyHii MisIIBHOCTI : [HaBYAIbHUI
moci6ruk] / T. 1. Kosans, C. O. Cucoesa, JI. I1. Cymenko. — K. : Bug. neatp KHJIY, 2009. — 380 c.

YK 378.139
Axmapn 1. M.
CT. BUKJa1a4 HarioHaIbHOTO TEXHIYHOTO
yHuBepcuteTy Ykpainu «KIII»

3ACTOCYBAHHS PI3BHUX METO/IIB I TEXHOJIOT'TIA Y HABYAHHI
I'OBOPIHHIO IHO3EMHOIO MOBOIO

Y cmammi ob6rpynmosyemucsi 0OCHOBHI NPUHYUNU HAGYAHHS 2080PIHHIO CHLYOEHMI8 HEMOBHUX CREeYIaIbHOCTelL.

Knrouosi cnoea: mpenine, HaguauHs, 2080PIHHAL.

Axmao H. M. IIpumenenue pasnuuHplx Memoo08 U MexHO202Ull 8 00yueHUU 2060PEeHUI0 HA UHOCMPAHHOM
A3viKe. B cmamve 060CHO8b18AI0MCA NPUHYUNBL 00YUEHUS 2080PEHUI0 CMYOEHMO08 HEeA3bIKOBbIX CheYalbHOCMel.
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