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1. Ileab ocBO€HMSI AUCHUILIMHBI

[ens qucuUIIMHBI 110 BEIOOPY «HOCTpaHHBIN SI3BIK JJIs1 IET0BO-
ro o0meHus» - COOPMHUPOBATH CUCTEMHOE TMPEICTaBICHUE 00 MHOS3bIY-
HOM JICJIOBOM OOIIEHUU JJIsl JaTbHEHIIIEro pa3BUTH YMEHUI U HABBIKOB
0OI1IeHUSI HA UHOCTPAHHOM f3bIKE B ITpodhecCuoHaIbHOU cdepe.

Ncxons u3 1enu, B MpoIecce U3y4yeHusl JUCHUILUIMHBI PEeIatoTcs
CJICAYIOIIME OCHOBHBIC 3aJ1aUH:

—  IO3HAKOMHUTHb OOYYAIOUIUXCA C COBPEMEHHBIMU HAy4YHBIMHU
MPEACTaBICHUSIMH O PEYEBOM KOMMYHHUKAIIUK M MEXaHU3MaX, JICKAIIUX
B OCHOBE PEUYEBOU IECATEILHOCTH;

—  paccMOTPETh OCHOBHBIE Pa3HOBHIHOCTH U (POPMBI JI€JI0BOTO
OOIICHUS;

—  paccMoTpeTh cnelupUKy MEXKYJIbTYPHOH KOMMYHUKAIIUU B
nenoBoit cdepe;

— copmupoBaTh MOPEACTABICHHE O PEUEBBIX CTPATETUSAX
YYaCTHUKOB JISJIOBOT'O OOIIEHUS B TUTIOBBIX CUTYyaIlUsX;

—  OBIIAIETh (PYHKIIMOHAIBHO HEOOXOJUMBIMHU  S3bIKOBBIMU
CpeACTBaMHU JJIsi OCYIIECTBJICHUS JCJIOBOTO OOIIEHUs, PaCHIUPUThH
HA0Op KOMMYHUKATHUBHBIX CTpPATETHil, KOTOpPhie OOyUYarONIUNCS TOTOB
MPUMEHSITh B TUIIOBBIX CUTYAIIUSIX JEIOBOTO OOIIEHUS.

OcBoeHuE AUCHUILUIMHBI CIIOCOOCTBYET MOJATOTOBKE BBITYCKHUKA
K PEIICHUIO CISAYIONMX 3adad NMpodeCCHOHAIBHON JesITeIbHOCTH (B
TOM YHCJIE Ha OCHOBE MEPEOBOI0 3apyOEKHOTO OIbITA):

—  MPOBOJIUTH JEJIOBBIE MEPErOBOPHI C MPEICTABUTEIAMU OaH-
KOB M OpraHM3alluil APYTUX CTpaH, padoTaTh ¢ KOHTpAareHTaMmu, KJIUCH-
TaMHU;

—  BECTH JETIOBYIO MEPEIHUCKY;

—  yCTaHaBJIWBaTh U Pa3BUBATh JECIOBBIE CBSI3U, 3(PHEKTUBHBIC
JI€JI0BBI KOMMYHUKAIIUY;

—  MPOBOJIUTH MyOJIMYHBIE BHICTYIUICHUS U TUCKYCCHUU;

—  paboTaTh B KOMaHJIE.



2. [lnanupyemble pe3yJibTaThl 00Y4eHHUS 10 TUCHMUILIIMHE,
COOTHECEHHbIE C Pe3yJIbTATAMHU OCBOCHUS
o0pa3oBaTeIbHOM NPOrPaAMMBI

PesynberaTsl 0OCBOCHUA
OOII: xox u popmymnu-
POBKA KOMIIETECHIIUHY

IImanupyembie pe3yabTaThl 00yUeHHUs: 3HAHMUS,
YMEHHUS, HaBBIKW U (MJIM) OMBIT AEATEILHOCTH

OK-4 - cnocoOHOCTHIO K
KOMMYHHKAIIMHA B YCTHOU
U IMIUCbMEHHOM (hopMax
Ha PYCCKOM M MHOCTpPaH-
HOM SI3bIKaX JIJIs pellie-
HUS 33/1a9 MEKJIMYHOCT-
HOTO U MEXKYJIBTYPHOT'O
B3aMMO/ICMCTBUS

3HaHUS: 3HAET OCHOBBI ATUKH JIEJIOBOT0 O0IIIe-
HUS, OCHOBHBIE peueBbie (POPMYIIBI IETTOBOTO
OOI1IeHUS; IPABUJIa PEYEBOr0 ITUKETA ISl OCY-
IIECTBJICHUS MPO(ECCHOHATILHOM KOMMYHHKA-
MY B UHOSI3BIYHOM CpeEJIie; MpaBuia JeJI0BOU
MEPENUCKHU, BEACHUS JEJIOBBIX EPETOBOPOB,
npodecCUOHATBHYI0 TEPMUHOIOTHIO JJISl Pele-
HUA PO eCCUOHANIBHBIX 337]a4 Ha OCHOBE Tepe-
JIOBOT0 3apyOEKHOTO OIbITa

YMeHus: yMeeT: aHAIM3UPOBaTh PEYEBOE IMTOBE-
JICHUE YYaCTHUKOB MHOSA3BIYHOTO JIEIOBOTO 00-
IIICHUST; UCTIOJIL30BaTh PEUCBBIC CTPATETUH U
TaKTHKH, CPEJCTBA U3yUaeMOoro s3bIKa JJIs Be-
JICHUS JICTIOBBIX TIEPETrOBOPOB, JIEIOBOM Mepe-
MUCKH, MyOJIUIHBIX BBICTYIJICHUN U JUCKYCCHIA;
YCTaHOBJICHUS JISJTOBBIX CBSA3CH JJIS peIIeHUs
npodeccuoHaIbHBIX 3a/1a4 Ha OCHOBE MEePeI0BO-
ro 3apy0eKHOTO OIbITa

HaBbIKU/OMBIT €SI TETLHOCTH: BIACET: MpUe-
MaMHU aHAJIN3a PEYEBOr0 MOBEICHUS YYACTHUKOB
WHOSI3BIYHOTO JIEJI0OBOTO OOIIEHUS; HABBIKAMHU
WHOSI3BIYHOTO JIEJI0BOT0 OOIIEHUS B TUITOBBIX
PEUYEBBIX CUTYALUSX JJIs1 OCYIIECTBICHHUS d(-
(eKTUBHBIX JIETOBBIX KOMMYHUKAIIUN, BEACHUS
JIEIIOBBIX TIEPETOBOPOB, AEJIOBOM MEPEIUCKH,
MyOJIMYHBIX BBICTYIUICHUN U IUCKYCCUM; yCTa-
HOBJIEHUS JIEJIOBBIX CBA3EM JJI pEIICHUS MPO-
(eccroHaIBHBIX 337]a4 HAa OCHOBE MEPEI0BOrO
3apy0eXKHOI0 OMbITA




3. MecTo TUCUUIJIMHBI B CTPYKTYpe
o0pa3oBaTeIbHOM NPOrPaMMBbI

JNuctunmnmHa «VHOCTpaHHBIM SI3BIK IS JIEJIOBOTO  OOIICHHS
BXOJIUT B MEPEUYCHb TUCIHUIUIMH MO BBHIOOPY BApUATUBHOM 4YacTh y4eo-
HOTO TUTaHa MOJATOTOBKU OakanaBpa mo HampasieHuto 38.03.01. DkoHo-
Muka. M3yuyeHne JaHHOW NHCUUIUIMHBI OCHOBBIBAETCS HA MPEEMCTBEH-
HOCTH U B3aMMOCBSI3U C TAKUMU JUCHUIUIMHAMH Y4€OHOTO TIJIaHa, KakK:

 «HMHOCTpaHHBIN S3BIK» - OCHOBHBIE MPAKTUYECKUE HABBIKU
BJIAJICHUSI UTHOCTPAHHBIM SI3bIKOM;

* «KynapTypa peuun u nenoBoe oOlIeHUe» - 00lee mpeacTaBlie-
HUE O (YHKIIMOHHPOBAHUM S3bIKa M PEUYEBOM NESITEIBLHOCTH, 0azoBas
JIMHTBUCTUYECKAs TEPMUHOJIOTHSI.

ConepkaHue JUCHMUIUIMHBI XapaKTepU3yeTcs  MOJU(PyHKIHO-
HaJIbHOCTHIO: MHOCTPAHHBIN SI3BbIK BBICTYIIAET HE TOJBKO Kak IeJb 00Y-
YEHUS, HO U KaK CPEJICTBO MPUOOPETEHHS CBEACHUN B pa3IUYHbIX 00J1a-
CTAX 3HaHUI. B 3TOM peamn3yroTcsa MHPOKUE MEKNPEAMETHBIE CBA3U
TUCHUIUTNHBI « THOCTpaHHBIN S3BIK JJI I€JIOBOTO OOIIEHUS» C APYTUMU
oO0mumMu 1 podheCCUOHATLHBIMU TUCITUTIMHAMM.

®opMHUpPOBAaHHE KOMMYHUKATUBHOW KOMIIETCHIIMM KaK OJIHOM U3
«KJTFOYEBBIX» KOMIICTEHIINH, SIBISETCS WHTETPAIBHOM MEXKIUCIIUILIN-
HapHOM 3amaudeii, KoTopyro «MHOCTpaHHBIN S3BIK JJIS JIETOBOrO OOIIe-
HUS» pEIIaeT TaKKe COBMECTHO C JPYTMMHU YYEOHBIMU JUCHMUILITMHAMH.
N3ydeHue HHOCTPAHHOTO SI3bIKA COJAEUCTBYET OOIIEMY PEUYEBOMY pa3BU-
THUIO YYalllUXCsl, PACIIUPSAET UX JMHTBUCTUYECKHI KPYrozop, CIocoO-
CTBYET (DOPMUPOBAHUIO KYJIbTYPhI OOLIECHUS.

Kpome Toro, siBIIsIsICh HEOTHEMIJIEMBIM AJIEMEHTOM JIMAJIOTra KyJib-
Typ, WHOCTPAHHBIN S3BIK CIIOCOOCTBYET (POPMHUPOBAHMIO y YUAIIUXCS
LEJIOCTHOM KapTUHBI MuUpa. 3ydueHre 3Toil NUCIUILIUHBI CIIOCOOCTBYET
Pa3BUTHIO JINYHOCTHA U €€ COUUAIBHOW aJanTalii K YCJIOBHUSIM MOCTO-
SHHO MEHSIONIEroCd MOJIMKYJIbTYPHOTO, MOJUSI3BIYHOTO COLHATBHOIO
IIPOCTPAHCTBA.



4.  O0béM IMCHUILVIMHBI U BU/bI Y4eOHOH PadoThI
no ¢opMam H cpokaM o0yueHus (4/3e)

3aounasi gpopma o0yuenusi — 4 roga 6 mecsinen
Hanpaenenusa «byxeanmepckutl yyem, aHanius u ayoumpy,
«Qunancol u Kpeoumy, « IKOHOMUKA NPEONPUAMUL U OPSAHUSAYULL»

Bux 3anarus 3 kype
KonrakTHas pabota ¢ npenojiapareaeM 12
IPAKTHYECKUEC 12
CamocTosiTenpHas padboTa 56
B T. 4. KOHTPOJIbHAs paboTa +
[TpomexxyTodHast aTTecTaIus 3a4eT
Obwas mpyodoemxocmo 7212

5. Conep:xxanue TUCHUIIUHBI

KomandecTBO 4acoB 1o BUaaM

yueOHOM paboThI
Camocto- | Konraktnas pabo-
No TeMa TUCIHUNINHBI BCET'O P
ATeNbHAs | Ta C MpernoaaBaTe-
pabora JieM — MpakTuye-
CKHE 3aHATHUS
1 | Ocobennoctu AeI0BOTO OOIIIE- 10 8 2
HUS
2 | MexXKynbTypHBIE ACIIEKTHI JIie- 8 6 2
JIOBOTO OOIICHUS
3 | OcHOBBI TyOJUYHOM peyu B Jie- 14 12 2
JI0BOM chepe
JlenoBbie Oecenbl U eperoBOPbI 8 6
5 | YcrpoiicTBO Ha paboTy: OCHOB- 14 12
HBIC TaITbl
6 | JlenoBas KOppeCOHACHIIUS U 14 12 2
JIOKyMCHTAITUS
[IpomexyTouHas aTTecTanus (3a4eT) 4 4
Hroro 12 60 12




6. MeToan4yeckue yKazaHus
K BBINIOJIHEHUI0 KOHTPOJIbHOI padoThl

KontponbHas pabota mpencraBieHa B 25 BapuaHTaX M BKJIIOYAET
CJIEIYIOLINE TUIBI 3aJJaHUN:

1. PabGoTa ¢ TEKCTOM MO T€MAaTUKE JUCHUIUIMHBI. 31€Ch CTYJCHT
JOJKEH:

a) CaenaTtph MOJHBIN MUCBMEHHBIN MEPEBOJ TEKCTA MO TEMATH-
K€ JTUCIUILIUHBI.

0) CocTtaBUTh cloBapuk K Tekcty. CloBapuk colaepxur 15 —
20 KJIIOYEBBIX CJIOB W BBIPAKECHUN, OTPAXKAKOIIMX TEMATHUKY TEKCTa, C
MIEPEBOJIOM.

B) KpaTko M310XKHUTH COEpKAHUE TEKCTA B HECKOJIBKUX PE/I-
JIO)KEHUAX - COCTaBUTh pe3toMe TekcTa. Pe3roMe cocraBisieTcsi Ha aH-
TJIMMCKOM $I3BIKE; OHO JIOJKHO OBITh TPAMOTHBIM, COOTBETCTBOBATH CO-
JNEPAKAHUIO TEKCTA U OTPAXKaTh €ro CTPYKTYPY.

2. PaboTta ¢ 1e10BbIM MUCHMOM. 37€Ch CTYICHT JOJIKCH:

a) O3HaKOMHTBCS ¢ WHGOPMAIMEH 0 BUAAX JCIIOBBIX ITHCEM,
npaBwiIax U oco0eHHocTsIX ux Hanucanus ([Ipunoxenue 1).

b) [TncbMeHHO TIEpEeBECTH JIETIOBOE MTMCHMO ¥ BBITIOJIHUTH 3a/1a-
Hue k Hemy ([Ipunoxenue 2).

3. IloaroToBKa MUCHMEHHOTO TEKCTa MPE3EHTAIMU C yYEeTOM
KOMMYHUKATUBHBIX OCOOEHHOCTEW MyOJIMYHOTO BBICTYIUICHUS. TeMaru-
Ka TIPE3CHTAIlUM — OMMCAaHUE KOMIMAaHWU, B KOTOPOH pabOTaeT CTYJEHT,
an00 pyrol U3BeCTHOM KommnaHuW. [IpeaBapuTenbHO CTYJIEHT 3HAKO-
MUTCSl C TpPaBWJIAMHU HAMKMCAHUA TEKCTAa W TMOJTOTOBKU MPE3EHTALINH,
MOJIC3HOM JIEKCUKOM JIJIsi COCTABJICHHS MIPE3CHTAIIMU, a TaKXKe 00pas3Iiom
npe3entanuu kommnanuu ([Ipunoxkenns 3-5). YcTHOe BBICTYIUICHUE C
Mpe3eHTAlNEH TIAHUPYETCS BO BpeMsl IPOBEICHUS MPAKTUUECKUX 3aHS-
THH.

4. IToaroToBKa B MUCbMEHHOM BHUJE PE3IOME CTYAEHTa KakK OcC-
HOBHOT'O JIOKyMEHTa MPpHU YCTpOHCTBE Ha padoty. [IpenBapurensHo CTY-
JIEHT 3HAKOMMTCSl C TpaBWIaMU HamucaHusg | O(OpPMIICHHS pe3loMe,
obpasnom pestome (IIpunoxenus 6-7). Pesrome odopmisiercs B meyart-
HOM Bue Ha jJucte A4.

5. JlononHUTEIRHOE 3a7jaHNE K KOHTPOJIBbHOU padoTe:

BBINONMHUTE YCTHBIN MEPEBOJ 5 TEKCTOB MO BBIOOPY CcTyAeHTa. Tek-
CThI BBIOUPAIOTCS U3 3aJaHUM JPYTUX BApUAHTOB KOHTPOJIBHOM pabOTHI.



Homepa 3amanuii KOHTPOJBHON PabOTHI OMPEACISIOTCS COTJIACHO
TabauIle, MO0 BYM MOCJIEIHUM U(paM JuYHOro nena (mmdpa) cTyaeH-
Tta. HoMep 3aganust HeoOXoauMo 0003HauUTh B Hayaje padbotsl. Kon-
TpOJibHAsi paboTa, BBHIMIOJHEHHAS MO HEBEPHO OMpPEACIEHHOMY HOMEPY
3a/IaHUs1, HE PELICH3UPYETCS] U HE BO3BPAILIAETCS.

Tabauya ons onpedenenust Homepa 3a0anusi KOHMPOIbHOU pabombl

[Ipeanocneanss [locnenuss uudpa mudpa

wagpampa |5 | g\ 5 |3 | 4 5 | g | 7| 8 | 9

1 2 3 4 5 6 7 8 9 10

11 |12 | 13 | 14 | 15 | 16 | 17 | 18 | 19 | 20

21 | 22 | 23 | 24 | 25 1 2 3 4 5

6 7 8 9 10 | 11 | 12 | 13 | 14 | 15

16 |17 | 18 | 19 | 20 | 21 | 22 | 23 | 24 | 25

1 2 3 4 5 6 7 8 9 10

11 |12 | 13 | 14 | 15 | 16 | 17 | 18 | 19 | 20

21 | 22 | 23 | 24 | 25 1 2 3 4 S

6 7 8 9 10 | 11 | 12 | 13 | 14 | 15

OO N OTBAWINIF IO

16 |17 | 18 | 19 | 20 | 21 | 22 | 23 | 24 | 25

Tpebosarus k oghopmnenuro pabomeol

KonTtposnbHas paboTa MOXET ObITh BBIMOJHEHA HA TETPATHBIX WM
MaITHHOMUCHBIX JINCTaX pa300pYMBBEIM IMOYEPKOM, JUOO HamedaTaHa.
[Ipudt He menee 14, NoIyTOPHBIIA UHTEpPBAI.

CtpaHullbl KOHTPOJILHOW pabOThI 00s3aTeIbHO HyMepytoT. s 3a-
MEUYaHWH PEIeH3eHTa HEOOX0UMO OCTABIATE IITUPOKHUE TTOJIS.

DopMyITUPOBKU BCEX 3aJaHUU 0053amesibHO TIEPEHOCITCS B TEKCT
PaboTHI B MOJTHOM 00BEME U C COXPAHEHUEM UCXOTHOW HyMEpaIlHH.

[lepeBoa TekcTa opopMITSIETCS CIIETYIOIITUM 00Pa3OM:

Anenuiickui mexcm Pyccruii mexem llons

[Ipyu 3anmonHEHWHU TUTYJBHOTO JUCTa PabOThI HEOOXOIUMO IMpa-
BHJILHO yKa3aTh JUCIUILINHY, (aKyJabTeT, Kypc, TPyMIy, HalpaBiIcHUE,
dbaMHUIIMIO M MHUITMAJIBI. B KOHIIe paOOThI CTABAT AAaTy M MOITHUCH.

KontponbHas padota, odpopmMiIeHHAsT HEHAJICKAIIUM 00pa3oM, HE
IPOBEPSIETCS.




lIposepxa u 3auwuma KOoHmMpoaLHOU Pabomul

KonTtponbHas paboTa ciaetcst Ha MPOBEPKY; PELICH3EHT MO0 PEeKo-
MEHAYET €€ K coOeceqoBaHHIO, JTUOO BO3BpallaeT CTYJCHTY Ha Jopa-
0ot1ky. K mopaboTtaHHON KOHTPOJIBHOM pabOTe CTYJAEHT AOJKEH MPUIIO-
KUTh MPEABIIYITYIO — C 3aMEUaHUSIMU U PEIICH3UEH TTperojaBaTeis.

Bo BpeMsi 3a4eTHO-3K3aMEHAIIMOHHOW CECCUM MPOUCXOIUT 3allluTa
KOHTPOJIbHOM paboThl. Ha 3ammTe cTyIeHTy npeaiaraeTcs:

- UCIPaBUTh JOMYIICHHbBIC HEIOYETHI;

- 000CHOBAaTh U MPOKOMMEHTHUPOBATH CBOU OTBETHI;

- BBIIIOJHUTHh AHAJIOTMYHBIE 3aJlaHUsl U3 JPYrHUX BapHAHTOB KOH-
TPOJIbHOM pabOTHI.

KoHnTponbHas paboTa cUMTaeTCs 3a4T€HHOW MOCJE €€ YCHEUIHON
3alUThl. 3a4yTEéHHAsE KOHTPOJbHAs paboTa MO3BOJSET AOMYCTUTH CTY-
JIEHTa K 3a4eTy, OHa OCTaéTcsl Ha Kadeape 10 OKOHYAHUS dK3aMEHaIlu-
OHHOM CECCHM, 3aTeM yHUUTOKaeTcs. HezauTéHHass KOHTpoJibHas pado-
Ta BO3BPAIlACTCS CTYCHTY.

Bce Bompochl 1Mo 3alaHUsAM KOHTPOJIBHOM PabOThl CTYJAEHTHI MOTYT
HalpaBJIATh Ha  Kadenpy HWHOCTPAHHBIX  SI3BIKOB IO  aJpecy:
foreign@sibupk.nsk.su. Heooxoaumo ykasath B TeMe cooOmieHust: Kou-
cyIomayuu 3a04YHUKam, TUCIUIUINHA « MHOCmpanHblil 361K 0J151 0eN1060-
20 oowenus (AHenutickuiL)».
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/. 3ajaHUA KOHTPOJLHOH PadoThI

Bapuanr 1.

1. Bvinonnume pabomy ¢ mekcmom.
a). [lpouumaume u nucomeHHo nepeseoume mexcm.
0). Cocmasbme c108apuk K mexcmy.
8). Cohopmynupyiime ocHo8HOe cOOepicanue meKcma 6 HeCKOJbKUX
NPEeONOHCEHUSIX.
Business Communication

Communication is the lifeblood of an organization. The success of
any business to a large extent depends on efficient communication. It
takes place among business entities, within organizations and between
various groups of employees, owners and employees, buyers and sellers,
service providers and customers, sales persons and prospects and also
between people within the organization and the press persons. Business
communication is needed for:

- exchanging information;

- exchanging options;

- making plans and proposals;

- reaching agreement;

- executing decisions;

- sending and fulfilling orders;
conducting sales.

All such communication impacts business. Effective business
communication helps in building goodwill of an organization. Done with
care, such communication can promote business interests. Otherwise, it
will portray the organization in poor light and may adversely affect the
business interest.

Business communication is somewhat different and unique from
other types of communication since the purpose of business is to make
money. Business communication is goal oriented, regulated by certain
rules and norms, marked by formality as against personal and social
communication. It requires formal language which means the use of
proper and standard words (no slang); longer, more complex sentences
and vocabulary. Grammar rules are followed strictly, the tone is polite
and more impersonal.
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Good business communication is simple and easily understood, it
Is important when preparing a document, speech or presentation. Simple
and concise language wins over language that is obtuse and hard to un-
derstand.

2. O3nakomvmecs ¢ uHgopmayueil 0 8U0ax 0elo8vlx nucem, npa-
gunax u ocovennocmsx ux nanucanus (Ilpunoswcenue 1). Ilucomenno ne-
peseoume 0e1080e NUCbMO U 8bINOJIHUME 3a0anue K Hemy (IIpunoscenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o Npasuiax no02omMosKu oe-
JIOBOUL Npe3eHMayull, 0COOEHHOCMAX BbICMYNIEHUS C NYOIUYHOU peubio
neped ayoumopueu (lIIpunodsicenue 3), a makoice ¢ NoJie3HOU JE€KCUKOU,
Mmunosvimu Gpazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmasbme nucbMeHHblll meKcm npeszenmayuu. Temamuxa npe-
3eHmayuu — ONUCaHue KOMNAaHuu, 8 KOmopou pabomaem cmyoeHm, Jiu-
00 Opyeoti uszeecmuou xomnaumuu. Obpasey mexcma npe3eHmayuu o
Komnanuu npeocmasier 6 Ipunosicenuu 5.

4. O3naxomvmecsv ¢ uH@opmayuel 0 npasulax HanucCaHus pe3ro-
Mme, e2o cmpykmype u ocobennocmsx ogopmnenus (Ilpunoscenue 6).
Iloocomosbme 6 nucvmenHOM GuUOe pe3tomMe HA AH2TUNUCKOM 53blKe O
ycempoticmea Ha pabomy. Obpaszey pestome npedcmasier 6 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom ude Ha aucme A4.

Bapuanr 2.

1. Boinonnume pabomy ¢ mekcmom.

a). [Ilpouumatime u nucobMeHHo nepeseoume meKkcm.

0). Cocmasbme c108apuxk K mexcmy.

8). Chopmynupyiime 0CHOB8HOE COOepICAHUE MEKCMA 8 HEeCKOIbKUX
NPeOJIONHCEHUSIX.

Types of Business Communication

Several types of communication are available for individuals work-
ing in the business environment.

When people within the organization communicate with each oth-
er, it is internal communication. They do so to work as a team and real-
ize the common goals. It could be official or unofficial. Modes of inter-

nal communication include face-to-face and written communication.
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Memos, reports, office order, circular, fax, video conferencing, meeting
etc. are the examples of internal communication.

When people in the organization communicate with anyone outside
the organization it is called external communication. These people may
be clients or customers, dealers or distributors, media, government, gen-
eral public etc. are the examples of external communication.

Verbal communication is a type of communication that involves
use of words for communicating. It may be oral, written and electronic.

Oral communication includes meetings, interviews, negotiations,
group discussion, speeches, presentations, etc.

Written communication includes internal business memos, formal
letters, agenda, reports, manuals and other various written communica-
tion forms.

Electronic communication methods include email, web conferenc-
ing, social networking, company websites, online chat and text messag-
es. Business technology has opened up new opportunities for business
communication. Electronic communication allows companies to send
mass messages to several individuals quickly and at a low business cost.
Electronic communication methods are often used to reach outside busi-
ness stakeholders or the general public. Electronic communication is al-
so used to communicate with international organizations or individuals
the time efficient manner.

Non-verbal communication is a mode of communication which us-
es body language and various other physical gestures as a means for
communicating.

2. O3nakomvmecs ¢ uHgopmayueil 0 8UOax 0elo8blX NuUcem, npa-
sunax u ocooennocmsx ux Hanucanus (Ilpunooicenue 1). Ilucomenno ne-
pesedume 0ell08oe NUCbMO U 8biNOIHUMe 3a0anue k Hemy (Ilpunooicenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o NpasuIax no02omMosKu oe-
JI080U npe3eHmayuu, 0COOEHHOCMAX 8bICMYNIEHUS C NYOIUYHOU Deyblo
nepeo ayoumopueil (Ilpunoosicenue 3), a maxoice ¢ noje3Hol NeKCUKOLL,
Munosvimu @pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmasbme nucobmeHHbll mekcm npezenmayuu. 1emamuka npe-
3eHmayuu — OnUcCaHue KOMNAaHuu, 8 Komopou pabomaem cmyoenm, Jiu-
00 Opyeoti uszeecmuou xomnavuu. Obpazey mexcma npe3eHmayuu o
Komnanuu npeocmaener 6 Ilpunoscenuu 5.
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4. O3naxkomvmecs ¢ ungopmayueti 0 NPasULAX HANUCAHUS Pe3io-
Me, e2o cmpykmype u ocoboennocmsax ogopmuenus (Ilpunoscenue 6).
Iloocomosbme 6 nucbMmeHHOM 8UOe pe3loMe HA AHRIUNUCKOM A3blKe Ol
ycmpoticmea wa pabomy. Obpaszey pezome npedcmasner 6 Ilpunooice-
Huu 7. Pe3tome oghopmnsemces 6 neuamnom suoe na aucme A4.

Bapuanr 3.

1. Boinonnume pabomy ¢ mekcmom.

a). [Ilpouumatime u nucoMeHHo nepeseoume meKkcm.

0). Cocmagbme clo8apux Kk mexkcmy.

8). Chopmynupyiime OCHOBHOE COOepIcaHUue MEeKCMA 8 HeCKOJIbKUX
NPEeONOHCEHUSIX.

Oral and Written Communication

Several types of communication are available for individuals work-
ing in the business environment.

Verbal communication is a type of communication that involves
use of words for communicating. It may be oral, written and electronic.

Oral communication includes meetings, interviews, negotiations,
group discussion, speeches, presentations, etc.

Written communication includes internal business memos, formal
letters, agenda, reports, manuals and other various written communica-
tion forms.

The difference between oral and written communication can be enumer-
ated as under:

Ratio: According to a rough estimate, about 75% of total com-
munication is oral whereas the rest is written.

Data Safety: Data and information are safe in written commu-
nication while most of information is forgotten in oral communication.

Nature of message: Written communication is used when the
message is complex and oral communication is used for simple message.

Legal Aspect: From legal point of view, oral communication is
least reliable and written communication is much more reliable. For ex-
ample, an oral promise may not be challenged in a court in general but a
written promise can be challenged.
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Flow of information: Information can be transferred within a
short period of time in oral communication but it takes more time in
written communication.

Non-verbal facilities: Oral communication can be supported by
non-verbal facilities like gestures, postures etc. but such a support is im-
possible in written communication.

Grammar & Accent: Oral communication required considera-
tion for accent and pronunciation whereas written communication needs
correct grammar and spelling.

Business technology has opened up new opportunities for business
communication. Electronic communication methods include email, web
conferencing, social networking, company websites, online chat and text
messages. Electronic communication allows companies to send mass
messages to several individuals quickly and at a low business cost.

2. O3Hakombmecsy ¢ uHgopmayueri 0 8U0Ax 0en08blX NUCEM, NPA-
sunax u ocobennocmsax ux Hanucanus (Ilpunooswcenue 1). Iucomenno ne-
pesedume 0eslogoe NUCLMO U 8bINOAHUME 3a0anue K Hemy (Ilpunoscenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o npasuIax noO02oMosKu oe-
JI0BOUL Npe3eHmayull, 0COOEHHOCMAX BbICMYNIEHUS ¢ NYOIUYHOU peubio
nepeo ayoumopuei (Ilpunosicenue 3), a maxice ¢ noie3HOU NeKCUKOL,
munosvlmMu ppazamu 015 noocomosxku npezenmayuu (Ilpunoocenue 4).

Cocmasbme nucbMeHHblll meKcm npesenmayuu. Temamuxa npe-
3eHmayuy — ONUCaHue KOMNAHUU, 8 KOMopou pabomaem cmyoeum, Jiu-
60 Opyeou uzeecmuou Komnanuu. Obpazey mexcma npe3eHmayuu o
Komnanuu npeocmasier 6 Ipunosicenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NPasULAX HANUCAHUS Pe3Io-
Me, e2o cmpykmype u ocobennocmsax ogopmuenus (llpunoscenue 6).
Iloocomosbme 6 nucbMeHHOM B8UO€ pe3toMe HA AHSAUUCKOM sA3bliKe OJis
ycmpoticmea Ha pabomy. Obpaszey peztome npedcmasner 8 llpunooice-
Huu 7. Pe3ztome oghopmnsemcs 6 neuamnom suoe na aucme A4.

Bapuanr 4.

1. Boinonnume pabomy ¢ meKcmom.
a). [Ilpouumanme u nucoMeHnHo nepegeoume meKkcm.
0). Cocmagbme cnlogapux Kk mexkcmy.
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8). Chopmynupyiime OCHOB8HOE cOOepHCaHue MeKCma 8 HeCKONbKUX
NPEeONOHCEHUSIX.

Nonverbal communication

The way you move, sit, walk, stand up, hold your head and carry
yourself communicates a lot of information.

Gestures. We wave, point, beckon, and use our hands when we’re
arguing or speaking animatedly. The meaning of gestures can be very
different across cultures and regions, so it’s important to be careful to
avoid misinterpretation. Very few gestures are universally understood
and interpreted. What is perfectly acceptable in the United States may be
rude, or even obscene, in other cultures. Facial expressions for happi-
ness, sadness, anger, surprise, fear, and disgust are the same across cul-
tures.

Eye contact. The way you look at someone can communicate
many things, including interest, affection, hostility, or attraction.

In many Western societies, including the United States, a person
who does not maintain 'good eye contact' is regarded as being slightly
suspicious, or a 'shifty' character. Americans unconsciously associate
people who avoid eye contact as unfriendly, insecure, untrustworthy, in-
attentive and impersonal. However, in contrast, Japanese children are
taught in school to direct their gaze at the region of their teacher's Ad-
am's apple or tie knot, and, as adults, Japanese lower their eyes when
speaking to a superior, a gesture of respect.

Latin American cultures, as well as some African cultures, such as
Nigeria, have longer looking time, but prolonged eye contact from an
individual of lower status is considered disrespectful. In the US, it is
considered rude to stare - regardless of who is looking at whom. In con-
trast, the polite Englishman is taught to pay strict attention to a speaker,
to listen carefully, and to blink his eyes to let the speaker know he or she
has been understood as well as heard. Americans signal interest and
comprehension by bobbing their heads or grunting.

A widening of the eyes can also be interpreted differently, depend-
ing on circumstances and culture. Take, for instance, the case of an
American and a Chinese discussing the terms of a proposed contract.
Regardless of the language in which the proposed contract is carried out,
the US negotiator may interpret a Chinese person's widened eyes as an
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expression of astonishment instead of as a danger signal (its true mean-
ing) of politely expressed anger.

2. O3nakomvmecs ¢ uHgopmayueil 0 8U0ax 0elosvlx nucem, npa-
gunax u ocoovennocmsx ux nanucanus (Ilpunoswcenue 1). Ilucomenno ne-
peseoume 0e1080€e NUCbMO U 8bINOJIHUME 3a0anue K Hemy (IIpunoscenue

2).

3. O3naxomvmecwv ¢ ungopmayueti 0 Npasulax NOO20MOBKU Oe-
JI0BOUL Npe3eHmayuil, 0COOEHHOCMAX BbICMYNJICHUS C NYOIUUHOU Peybio
neped ayoumopueu (l[Ipunodsicenue 3), a makoice ¢ NoJI€3HOU JE€KCUKOU,
Mmunosvimu gpazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmasbme nucbMeHHblll meKcm npeszenmayuu. Temamuxa npe-
3eHmayuu — ONUCaHue KOMNAHUuu, 8 KOmopou pabomaem cmyoenm, Jiu-
00 Opyeoti uszeecmuou xomnauvuu. Obpasey mexcma npe3eHmayuu o
Komnanuu npeocmasier 6 Ipunosicenuu 5.

4. O3nakomvmecsv ¢ uH@opmayuel 0 NPpasulax HanuUCaHus pesro-
Mme, e2o cmpykmype u ocobennocmsx ogopmnenus (Ilpunoscenue 6).
lloocomosbme 6 nucvmeHHOM 6uUde pe3toMe HA AHSTUUCKOM 5A3blKe OIS
ycempoticmea Ha pabomy. Obpaszey pestome npedcmasier 8 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom ude Ha nucme A4.

Bapuanr 5.

1.Bvinonnume pabomy ¢ mekcmom.
a). [Ilpouumatime u nucoMeHHo nepeseoume meKkcm.
0). Cocmasbme c108apuKk K mexcmy.
8). Chopmynupyiime OoCHOBHOE COOepIHcaHue MeKCma 8 HeCKONbKUX
NPeOJIONHCEHUSX.
Introductions

According to some authorities, the most important thing about in-
troductions is that they be done. Almost any error you make will be for-
given; what may not be forgiven is failing to introduce someone at all.

Introductions in business are based on rank. The lower ranking
person is introduced to the higher-ranking person. Perhaps easier to re-
member is that you say the name of the higher-ranking person first. Cli-
ents, senior executives or distinguished guests would be in this category.
You introduce people to them. “Ms. Wilson (senior executive) I would
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like you to meet our new associate engineer, Tom Hill. Tom this is Ms.
Wilson, our CEO.”

Everyone in the organization is introduced to a client or custom-
er—the name of the customer is said first. “Robert Jones (your client)
this is John Douglas, (your boss), senior vice president of Systems In-
dustries. John, this is Robert Jones, Purchasing Agent, Silverstone Com-
pany.”

The name of an official or dignitary is said first, as, “Mayor Lee
Brown I would like you to meet Mary McKinney”. A peer in your com-
pany is introduced to a peer from another company. Say the name of the
person from outside your company first. A younger person is typically
introduced to an older person. Say the older person’s name first. Intro-
duce your spouse to your boss. The bosses name is said first. “Mr. Bro-
derick, | would like to you to meet my husband, Martin Hammond. Mar-
tin, this is Mr. Broderick, my boss.” All guests, unless they are dignitar-
ies or elderly, are introduced to the guest of honor.

Once again, the basis of business introductions is rank and then
age, not gender.

Always stand when being introduced. It shows respect. Only if you
are elderly, ill or physically unable to stand is it acceptable for you to
remain seated while being introduced.

When introducing two people, include some information about
each of them. Including extra information, such as their occupation, who
their family is, mutual interests or how you know each other provides a
base from which two people can start a conversation. If the gathering is
a business function, the information you include usually something you
know the other two will have in common, an occupational title, or some-
thing else that is work related.

2. O3naxkombmecsv ¢ uH@opmayuel o udax 0elosbix nucem, npa-
sunax u ocovennocmsax ux nanucanus (Ilpunoscenue 1). Iucomenno ne-
pesedume 0ell08oe NUCbMO U 8biNOIHUMe 3a0anue k Hemy (Ilpunooicenue

2).

3. O3nakombmecv ¢ uH@opmayuel o npasuilax noo02o0mosKu oe-
JI0BOU Npe3eHmayu, 0COOEHHOCMAX BbICIMYNIEHUS C NYOJIUYHOU Peyblo
nepeo ayoumopueil (Ilpunoosicenue 3), a makoice ¢ noje3Hol NeKCUKOLL,
munosvimu ppazamu 0131 noocomosxu npezenmavyuu (Ilpunooscenue 4).

Cocmasbme nucbMeHHbIN meKcm npezenmayuu. Temamuka npe-
3eHmayuy — ONUCAHUe KOMNAHUU, 8 KOMOPOU pabomaem cmyoeHm, Jil-

18



00 Opyeou useecmuou xomnauvuu. Obpasey mexcma npe3eHmMayuu o
Komnanuu npedcmasier 6 llpunoscenuu 5.

4. O3nakomvmecsv ¢ uH@opmayuell 0 Npasulax HanUCaHus pe3ro-
Mme, eco cmpykmype u ocobennocmsax ogopmnenus (Ilpunoscenue 6).
lloocomosbme 6 nucvmenHom 6ude pesrome HA AHSAUNUCKOM 53blKe OJis
yempoticmea Ha pabomy. Obpaszey pesiome npedcmasien 6 llpunosice-
Huu 7. Pestome oghopmnsemces 6 neuamnom sude Ha nucme A4.

BapuaHnr 6.

1. Boinonnume pabomy ¢ mexcmom.

a). [Ilpouumatime u nucoMeHHo nepeseoume meKkcm.

0). Cocmasbme cl108apuK K meKcmy.

8). Chopmynupyiime OCHOBHOE COOepHCAHUe MEKCMA 8 HEeCKONbKUX
NPEeONOHCEHUSIX.

Tips for social etiquette

Social etiquette is important to use because it shows you are an ed-
ucated individual concerned about your appearance and treatment of
other people. Also, when you are in society it is frequently because of a
particular event, so using etiquette will show your respect for those who
invited you as well and will allow continued invitations to arrive in your
mailbox.

There are some general rules to follow in order to engage in social et-
iquette conversation and be socially accepted.

- Be Polite

Remember when you are in a social situation it is important to al-
ways be polite and respectful of other guests even if you disapprove of
certain comments or other individuals are not being polite.

Make sure you follow the rules of social etiquette conversation and
remember your manners, always saying thank you, you are welcome,
please, and listening to others when they speak.

- Ask Appropriate Questions

When you are socializing it is important to realize you are not at a
debate and should steer away from questions that might cause one.

You do not want to cause a scene, so ask appropriate questions for the
situation at hand, comment on the décor, and other surface topics that
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will keep the conversation going but will not cause any tension or anger
to flare up.

- Keep it Short

In social situations it is always important to understand the nature of
social etiquette conversation and keep conversations short and socialize
with everyone present. Remember, social etiquette conversation is
pleasant and short. Exchange pleasantries with everyone in attendance.

- Eye Contact and Personal Space
Making eye contact and allowing individuals their personal space is im-
portant in social etiquette conversation. This allows you to seem inter-
ested, polite and respectful of the other individual which are all social
requirements.

2. O3nakombmecs ¢ ungopmayueli 0 8UOax 0enr08vlX NUcem, npa-
gunax u ocobvennocmsax ux nanucanus (Ilpunooswcenue 1). Ilucomenno ne-
pesedume 0eslo8oe NUCLMO U 8bINOAHUME 3a0anue K Hemy (Ilpunoscernue

2).

3. O3nakomvmecs ¢ uHgopmayuel o npasuIax noO02oMosKu oe-
JI0BOU Npe3eHmayuu, 0COOEHHOCMAX BbICMYNIEHUS C NYOIUYHOU peubio
nepeo ayoumopuei (Ilpunosicenue 3), a maxdice ¢ noie3HOU JNeKCUKOL,
munosvimMu ppazamu 011 noocomosxku npezenmayuu (Ilpunoocenue 4).

Cocmasbme nucbMeHHblll meKkcm npesenmayuu. Temamuxa npe-
3eHmayuy — ONUCaHue KOMNAHUU, 8 KOMopou pabomaem cmyoeum, Jiu-
00 Opyeoti uszeecmuou xomnaumuu. Obpasey mexcma npe3eHmMayuu o
Komnanuu npeocmasier 6 Ipunosicenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NpasULAX HANUCAHUS Pe3Io-
Me, e2o cmpykmype u ocoboennocmsax ogopmaenus (Ilpunoscenue 6).
lloocomosbme 6 nucbMeHHOM B8UO€ pe3toMe HA AHSAUUCKOM sA3bliKe OJis
ycmpoticmea na pabomy. Obpaszey peztome npedcmasner 8 llpunooice-
Huu 7. Pe3ztome oghopmnsemcs 6 neuamnom suoe na aucme A4.

Bapuaur 7.

1. Boinonnume pabomy ¢ meKcmom.

a). [Ilpouumanme u nucoMeHnHo nepegeoume meKkcm.

0). Cocmagbme cnlogapux K mexkcmy.

8). Chopmynupyiime OCHOB8HOE COOepHCaHue MeKCma 8 HeCKONbKUX
NPEeONONCEHUSIX.
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Understanding cultural differences

We live in a culturally diverse world. People encounter individuals
from different races, religions, and nationalities. Communicating across
language and cultural barriers at home and abroad may be rather chal-
lenging.

Here are some guidelines to help you in cross cultural communica-
tion and understanding.

- Be aware of differing communication styles: do you favour di-
rect or indirect communication? Being able to say ‘no' in your culture
means you have a direct way of communicating. Some cultures have
many ways to say ‘yes,' most of them meaning ‘no'!

- Be aware of differing social values, status symbols and how to
demonstrate them. In hierarchical cultures every degree of ‘superiority’
needs to be recognised and respected.

- Be aware of decision making customs: not all people like to
make decisions quickly and efficiently.

- Be aware of concepts of time: not all people see time as money
or as a commodity.

- Be aware of silences, body language and personal space: people
from different cultures have different ‘comfort zones'. Learn the basic
differences in the way people supplement their words with body move-
ment.

- Be aware of acceptance (or not) of strangers: different cultures
have differing attitudes towards outsiders, some are openly hostile, some
maintain a detached aloofness, and others are friendly and cooperative
toward strangers.

- Be aware of cultural ‘contexts': people from cultures called
‘high-context cultures' (Far Eastern, Arab) rely far less on verbal com-
munication and more on the context of nonverbal actions to convey
meaning. People from ‘low-context cultures' such as the USA and
Northern European cultures rely more on direct, verbal communication:
they say is what they mean.

- Be aware of different etiquette rules or manners: what is polite
in one culture may be considered rude in another; watch and learn. If in
doubt, ask.

- Be aware that political correctness, morality and ethical behav-
iour differ around the world.
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2. O3nakombmecs ¢ ungopmayueli 0 8u0ax 0en08blX NUcem, npa-
gunax u ocobennocmsax ux nanucanus (Ilpunooswcenue 1). Ilucomenno ne-
pesedume 0esogoe NUCbMO U 8bINOJHUMe 3a0anue K Hemy (Ilpunoocenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o NpasuIax no02omosKu oe-
JI0BOU Npe3eHmayuu, 0COOEHHOCMAX BbICMYNIEHU ¢ NYOIUYHOU peublo
neped ayoumopuetl (IIpunosicenue 3), a makoice ¢ Noie3HOU JeKCUKOL,
Mmunosvimu @pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmasbme nucbMeHHbIl meKcm npezenmayuu. Temamuka npe-
3eHmayuy — ONUCAHUe KOMNAHUU, 8 KOMOPOU pabomaem cmyoeHm, Jiu-
00 Opyeoti uszeecmuou xomnavuu. Obpasey mexcma npe3eHmayuu o
Komnanuu npedcmasien 6 llpunooscenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NPasULAxX HANUCAHUS Pe3io-
Me, e2o0 cmpykmype u ocobennocmsax ogopmuenus (Ilpunoscenue 6).
lloocomosbme 6 nucvmenHOM GuOe pe3tomMe HA AH2TUUCKOM s3blKe OJisl
ycmpoticmea Ha pabomy. Obpaszey pestome npedcmasien 6 llpunosice-
Huu 7. Pe3tome oghopmnsemcs 6 neuamnom euoe na aucme A4.

Bapuanr 8.

1. Bvinonnume pabomy ¢ mexkcmom.

a). [lpouumatime u nucomeHHo nepegeoume meKkcm.

0). Cocmasbme cl108apux K mexcmy.

8). Cihopmynupytime 0CHOBHOe coOepicaHue mekcma 6 HeCKONbKUX
NPEeONOHCEHUSIX.

Business Small Talk

Even if you're meeting to discuss business, ease into the conversa-
tion with small talk, which helps you establish rapport with your com-
panions. Some people also consider it rude to launch immediately into
"shop talk." Start with icebreaker topics like the weather, books, movies
and sports.

The topics of small talk conversations are generally less important
than their social function. The selected topic usually depends on any pre-
existing relationship between the two people, and the circumstances of
the conversation. In either case, someone initiating small talk will tend
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http://en.wikipedia.org/wiki/Interpersonal_relationship

to choose a topic for which they can assume a shared background
knowledge, to prevent the conversation being too one-sided.

Topics can be summarised as being either direct or indirect. Direct
topics include personal observations such as health or looks. Indirect
topics refer to a situational context such as the latest news, or the condi-
tions of the communicative situation. Some topics are considered to be
"safe” in most circumstances: the weather, recent shared experiences
(for example "Good weather last night, wasn't it?""), television and films,
sports.

The level of detail offered should not overstep the bounds of inter-
personal space. When asked, "How are you?" by an acquaintance they
do not know well, a person is likely to choose a simple, generalised re-
ply such as, "Fine, thank you." In this circumstance it would probably
not be appropriate for them to reply with a list of symptoms of any med-
ical conditions they were suffering from. To do so would assume a
greater degree of familiarity between the two people than is actually the
case, and this may create an uncomfortable situation.

Small talk rules and topics can differ widely between cultures.
Weather is a common topic in regions where the climate has great varia-
tion and can be unpredictable. Questions about the family are usual in
some Asian and Arab countries. In cultures or contexts that are status-
oriented, such as China and Japan, small talk between new acquaintanc-
es may feature questions that enable social categorization of each other.
In many European cultures it is common to discuss the weather, politics
or the economy, although in some countries personal finance issues such
as salary are considered taboo.

Keep your conversation professional and stay away from gossip and
from topics with the potential to be controversial or offensive. Whether
you are with clients or coworkers, don't discuss politics or religion,
which can lead to a heated debate instead of a friendly exchange, and
don't tell jokes that could be interpreted as racist, sexist or otherwise off-
color. You’d better stay away from personal topics such as someone's fi-
nancial situation. Height, weight, clothing size, age, mental and physical
health and marital situations are other topics to avoid.

2. O3nakomvmecs ¢ uHgopmayueil 0 8U0ax 0elosvlx nucem, npa-
gunax u ocoovennocmsx ux nanucanus (Ilpunosxcenue 1). Ilucomenno ne-
pesedume 0e1080e NUCbMO U 8bINOJHUMEe 3a0anue K Hemy (I[Ipunoowcenue

2).
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http://en.wikipedia.org/wiki/Personal_finance
http://en.wikipedia.org/wiki/Salary
http://en.wikipedia.org/wiki/Taboo

3. O3nakomvmecs ¢ uHgopmayuel o NpasuIax no02omMosKu oe-
JI0BOU Npe3eHmayuu, 0COOEHHOCMAX 8bICMYNJIEHUS C NYOIUYHOU Deyblo
neped ayoumopuet (IIpunosicenue 3), a makoice ¢ NoOJe3HOU JIEKCUKOL,
Munosvimu @pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmasbme nucbMeHHblll meKcm npesenmayuu. Temamuxa npe-
3eHmayuy — ONUCAHUe KOMNAHUU, 8 KOMopou pabomaem cmyoeHm, Jiu-
00 Opyeou useecmuou xomnaumuu. Obpasey mexcma npe3eHmMayuu o
Komnanuu npedcmasier 6 llpunoscenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NPasULAX HANUCAHUS Pe3io-
Me, e2o0 cmpykmype u ocooennocmsax ogopmuenus (Ilpunoscenue 6).
lloocomosbme 6 nucvmenHOM 6ude pe3tome HA AHSTUUCKOM sA3blKe OJisl
ycmpoticmea Ha pabomy. Obpaszey pestome npedcmasien 6 llpunooice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude na nucme A4.

Bapuant 9.

1. Bvinonnume pabomy ¢ mexkcmom.

a). [lpouumatime u nucomeHHo nepegeoume meKkcm.

0). Cocmasbme cl08apuK K meKcmy.

8). Cihopmynupytime ocHOBHOe coOdepiicaHue mekcma 6 HeCKONbKUX
NPEeONONCEHUSIX.

Business Letters

A letter of enquiry is a formal letter that makes an approach to an
individual or organization either speculatively or in response to printed
public domain material whereby you are requesting some information.

It is a general term used for a number of different kinds of business
letters addressed to a company. An enquiry is sent when a businessman
wants some information. The letter is drafted to get some more infor-
mation which is not available on website, brochures, literature of the
product.

The letter is written by a customer to the company seeking some
information about a new product or service, especially about supply of
goods, leaflets or catalogues, quotation or prices, samples, terms and
discounts, availability of goods, delivery terms and deadlines, method of

transportation, insurance.
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Offers are sent in reply to an enquiry or without a preceding en-
quiry. They state the nature and description of the goods offered, the
quantity, the price, the terms of payment, and the time and place of de-
livery. The sales-conscious businessman wants to draw the attention of
customers and new customers to a special product or range of goods.

He will take the opportunity to stimulate his correspondent’s inter-
est in his goods or services by including sales messages and the assur-
ance that the customer will receive personal attention.

Offers may be firm (binding) or without engagement. A firm offer
IS subject to certain conditions, a deadline for the receipt of orders, or a
special price for certain quantities. If the Buyer accepts the offer in full
within the stipulated time, the goods are considered to have been sold to
him at the price and on the terms stated in the offer. According to the
British and American law, a person/company making a firm offer has
the right to revoke it at any time before it has been accepted. According
to the Russian law, a person/company making an offer is bound by it un-
til the expiration of the time stated in the offer.

An order letter, also known as a PO or purchase order letter, is
written to provide the vendor with detailed instructions for fulfilling an
order. Letters dealing with orders and payments for merchandise form a
bulk of business activity.

Proper care should be taken in drafting of the order to eliminate all
doubts resulting in loss of time and possibly of the market. The letter
usually includes the following: details about what you are ordering or
reserving; directions for shipment; manner of payments. In the letter of
order, the main idea in the first paragraph is what it is that we are reserv-
ing or ordering. The explanatory paragraphs give whatever details the
order requires — about quantity, colour, style, size, price, payment, loca-
tion, shipment data, place, plus any specific instructions your reader
might need. The last paragraph invites prompt shipment and dated ac-
tion, if desired.

2. O3nakomvmecs ¢ uHgopmayuel o 8U0ax 0elo8blx nucem, npa-
sunax u ocooennocmsx ux Hanucanus (Ilpunooicenue 1). Ilucomenno ne-
pesedume 0e1080e NUCbMO U 8blNOJHUMEe 3a0anue K Hemy (lIpunoocenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o NpasuIax no02omosKu oe-
JI080U npe3eHmayuu, 0COOEHHOCMAX 8bICMYNIEHUS C NYOIUYHOU Deyblo
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nepeo ayoumopueil (Ilpunosicenue 3), a maxice ¢ noje3HOU JNeKCUKOL,
Mmunosvimu pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmagbme nucobmeHHbll meKkcm npezenmayuu. 1emamuka npe-
3eHmayuy — ONUcCaHue KOMNAaHuu, 8 KOmopou pabomaem cmyoenm, Jiu-
00 Opyeoui uszeecmuou xomnaumuu. Obpasey mexcma npe3eHmMayuu o
Komnanuu npeocmaener 6 llpunoscenuu 5.

4. O3nakomvmecsv ¢ uH@opmayuel 0 npasulax HanuCaHus pesro-
Me, e2o cmpykmype u ocooennocmsx ogopmaenus (Ilpunoscenue 6).
lloocomosbme 6 nucvmenHOM 6ude pe3tomMe HA AHSTUUCKOM sA3blKe OJisl
ycmpoticmea Ha pabomy. Obpaszey pestome npedcmasier 6 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude Ha aucme A4.

Bapuanr 10.
1. Boinonnume pabomy ¢ mekcmom.
a). [Ipouumatime u nucoMeHHo nepeseoume meKkcm.
0). Cocmasbme c108apuKk K mexcmy.
8). Chopmynupyiime 0CHOB8HOE COOepICAHUE MEKCMA 8 HEeCKOJbKUX
NPEeONOHCEHUSIX.

Types of Business Letters

A letter of enquiry is a formal letter that makes an approach to an
individual or organization when a businessman or a customer is seeking
some information about a new product or service, especially about sup-
ply of goods, leaflets or catalogues, quotation or prices, samples, terms
and discounts, availability of goods, delivery terms and deadlines, meth-
od of transportation, insurance.

Offers are sent in reply to an enquiry or without a preceding en-
quiry. They state the nature and description of the goods offered, the
quantity, the price, the terms of payment, and the time and place of de-
livery. The sales-conscious businessman wants to draw the attention of
customers and new customers to a special product or range of goods.

An order letter is written to provide the vendor with detailed in-
structions for fulfilling an order. Letters dealing with orders and pay-
ments for merchandise form a bulk of business activity.

Proper care should be taken in drafting of the order to eliminate all
doubts resulting in loss of time and possibly of the market. The letter
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usually includes the following: details about what you are ordering or
reserving; directions for shipment; manner of payments. In the letter of
order, the main idea in the first paragraph is what it is that we are reserv-
ing or ordering. The explanatory paragraphs give whatever details the
order requires — about quantity, colour, style, size, price, payment, loca-
tion, shipment data, place, plus any specific instructions your reader
might need. The last paragraph invites prompt shipment and dated ac-
tion, if desired.

A complaint letter is written to show one that an error has occurred
and that needs to be corrected as soon as possible. The letter can be
drafted as a document used for warning the reader. An effective com-
plaint letter is brief and to the point and includes documentation.  Sev-
eral things should be kept in mind when writing this kind of letter.

Sufficient detail should be included to back up your claim and to
show that you have thoroughly researched the subject. However, omit
irrelevant details. Maintain a firm but respectful tone, and avoid aggres-
sive, accusing language. Send only photocopies of receipts and other
documents, and retain all originals. Keep a copy of the complaint letter
for your records. If a company has repeatedly given you bad service and
refuses to correct the situation and you feel that your only recourse is to
pursue legal action, voice your feelings in a tactful but firm way. Include
your contact information (your name, address, phone number, and e-
mail address, if desired, so that the other party can reach you to discuss
any questions or concerns).

2. O3nakomvmecs ¢ uHGopmayuell o 8Udax 0elo8vlX nucem, npa-
sunax u ocooennocmsx ux Hanucanus (Ilpunooicenue 1). Ilucomenno ne-
pesedume 0ell080oe NUCbMO U 8bINOJHUMe 3a0anue k Hemy (Ilpunooicenue

2).

3. O3naxomvmecs ¢ ungopmayueii 0 nPABUIAX NOO20MOBKU Oe-
JI060U npe3eHmayuu, 0COOeHHOCMAX GbICMYNJIEeHUSL C NYOIUYHOU peublo
nepeo ayoumopueil (Ilpunosicenue 3), a maxdice ¢ noe3HOU NeKCUKOL,
munosvimu gpazamu 0nisi noocomosxu npezenmayuu (Ilpunosicenue 4).

Cocmasvme nucvMeHHbl meKcm npeseumayuu. Temamuxa npe-
3eHmayuu — ONUCAHUe KOMNAHUU, 8 KOMOpOoU pabomaem cmyoeHm, Ju-
00 Opyeou useecmuou xomnaumuu. Obpasey mexcma npe3eHmMayuu o
Komnanuu npedcmaeiner 8 Ilpunosicenuu 5.

4. O3nakomvmecsv ¢ uH@oOpmayuel 0 npasulax HanUCaHus pe3ro-

Me, e2o cmpykmype u ocobennocmsax oghopmnenus (llpunoscenue 6).
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lloocomosbme 6 nucomenHom ude pesrome HA AHSAUUCKOM 53blKe OJis
yempoticmea Ha pabomy. Obpaszey pesiome npedcmasien 6 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude na nucme A4.

Bapuanr 11.

1. Bvinonnume pabomy ¢ mekcmonm.

a). [Ipouumavme u nucoMeHnHo nepegeoume meKkcm.

0). Cocmagbme clo8apux K mexkcmy.

8). Ciopmynupytime ocHO8HOe coOdepicaHue mekcma 6 HeCKONbKUX
NPEeONONCEHUSIX.

Making business calls

The telephone is often the first point of contact a customer or client
will have with a company so it is very important that you make a good
impression when you’re answering the phone.

Unless you are working in a busy call centre or on a switchboard,
be as prompt as possible in answering the phone. Potential clients and
many customers lead busy lives and if you let the phone ring too long
before answering, they might have already hung up and taken their busi-
ness elsewhere.

Always greet the caller according to the time of day and identify
yourself with either a first name or first name and surname and the com-
pany name followed by establishing the reason for the call.

You never know how simple or complex the nature of call might
be so it’s important that you’re prepared and know how to handle the
call.

If you’re working on a busy switchboard, you’ll need to understand
how to transfer calls internally and you should also keep a pen and pad
handy so you can jot down details of the call.

Speak slightly more slowly on the phone than you would if you
were having a general face-to-face conversation. Important details can
get overlooked if you speak too quickly and it also saves you from hav-
ing to repeat yourself. This is especially true if you have a very pro-
nounced regional accent

People hate being put on hold although most of them do under-
stand that it is sometimes inevitable. If you need to place a caller on hold

28



for any reason, firstly tell them why and ask them if they object to being
placed on hold.

Before ending the call, you should always try to recap what you’ve
discussed, if appropriate, and ask the caller if there is anything else you
can help them with before saying ‘goodbye’ and hanging up. It’s also
good practice to let the caller hang up before you do.

If you’ve been asked to pass a message on to a work colleague, al-
ways do so as soon as possible. The longer you leave it, the more likely
you will either forget to do so or you’ll pass on incorrect details of the
call.

In general, however, if you’re friendly, courteous and helpful, an-
swering the phone should not present you with too many problems.

2. O3nakomvmecs ¢ uHgopmayuell 0 8U0ax 0elo8blX nucem, npa-
gunax u ocobvennocmsax ux nanucanus (Ilpunooswcenue 1). Ilucomenno ne-
pesedume 0eslo8oe NUCLMO U 8bINOAHUME 3a0anue K Hemy (Ilpunoscernue

2).

3. O3nakomvmecs ¢ uHgopmayuel o Npasuiax nOO20Mo8KU Oe-
JI0BOU Npe3eHmayuu, 0COOEHHOCMAX BbICMYNJIEHUS C NYOIUUHOU Deyblo
nepeo ayoumopuei (Ilpunosicenue 3), a maxdice ¢ noie3HOU JNeKCUKOL,
munosvimMu ppazamu 011 noocomosxku npezenmayuu (Ilpunoocenue 4).

Cocmasbme nucbMeHHblll meKcm npesenmayuu. Temamuxa npe-
3eHmayuy — ONUCaHue KOMNAHUU, 8 KOMOpou pabomaem cmyoenm, Jiu-
00 Opyeoti uszeecmuou xomnaumuu. Obpasey mexcma npe3eHmMayuu o
Komnanuu npeocmasier 6 Ipunosicenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NpasULAX HANUCAHUS Pe3Io-
Me, e2o cmpykmype u ocobennocmsax ogopmaenus (lIlpunoscenue 6).
Iloocomosbme 6 nucbMeHHOM BUOe pe3toMe HA AHSTULUCKOM s3blKe OIS
ycmpoticmea na pabomy. Obpaszey peztome npedcmasner 8 llpunooice-
Huu 7. Pe3ztome oghopmnsemcs 6 neuamnom suoe na aucme A4.

Bapuanr 12.

1. Bvinonnume pabomy ¢ mexcmom.
a). llpouumatime u nucomenHo nepegeoume mexkcm.
0). Cocmasbme c108apuk K mexcnmy.
8). Cohopmynupyiime ocHo8HOe cOOepiCanue meKcma 8 HeCKOJbKUX
NPeONOHCEeHUSIX.
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E-mail

E-mail is an informal way to send messages as long as you retain the
same boundaries of propriety you would use if dealing with the person
face-to-face. For example, if you address the CEO of the company by
surname in person, do not switch to the first name when sending e-mail.
There are a few general guidelines to keep in mind when communicating
online:

1. All messages should be as short and concise as possible. If the
message is more than a few lines long, divide the text into paragraph-
sized “chunks” so it is easier to read.

2. Use a meaningful subject line. If a busy professional cannot fig-
ure out what an e-mail is about from the subject line, the message usual-
ly gets ignored or deleted.

3. Keep messages relevant. Make sure all messages posted are rele-
vant to the subject at hand. When replying to someone quote the parts of
the original message that pertain to your reply.

4. Stick to plain text. It is great to send out beautifully formatted
messages with special italics, bold type, but, unfortunately, some mail
systems will not deliver the message in the same format as it was sent. A
plain text message may not look as pretty as you want, but it will not
look worse than it did when you sent it.

5. Pay attention to grammar, spelling, and punctuation. Proper
grammar, spelling, and punctuation make the message more easily un-
derstood, not to mention professional. Virtually every e-mail program
today has a spelling and grammar check feature, so there is no reason
not to use it. Another option would be to type your message in Microsoft
Word, check for any spelling, punctuation, or grammar errors, then cut
and paste the message into the body of the e-maill.

6. Avoid jokes and punctuation faces. In a business setting, it is best
to avoid sending jokes and punctuation faces.

7. Remember you are communicating with other people. Sending e-
mail does not give you the benefit of facial expressions and gestures that
normally give additional meaning to a conversation. Without these non-
verbal cues, you have to take care in what you are saying so the meaning
IS not misconstrued. Do not post your entire message in all capitals. This
can be interpreted as screaming or shouting on the Internet.

9. Taking too long to respond. Everyone knows how busy some
people can get. That is not an excuse to ignore e-mail or not respond in a
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timely manner. It is disrespectful not to reply quickly to potential em-
ployer. Not responding quickly implies a lack of interest on your part.
Check your e-mail a minimum of once a day if you are actively search-
ing for employment.

2. O3nakomvmecs ¢ uHgopmayueil 0 8U0ax 0elo8blX nucem, npa-
gunax u ocobvennocmsax ux nanucanus (Ilpunoswcenue 1). Ilucomenno ne-
pesedume 0eogoe NUCbMO U 8bINOJHUMe 3a0anue K Hemy (Ilpunoocenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o npasuLax no02omMosKu oe-
JIOBOU Npe3eHMayul, 0COOEHHOCMAX BbICMYNIEHUS C NYOIUYHOU peUubio
nepeo ayoumopuei (Ilpunoosicenue 3), a maxdice ¢ noNe3HOU NEKCUKOL,
Mmunosvimu pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmasbme nucbMeHHblll meKcm npesenmayuu. Temamuxa npe-
3eHmayuy — ONUCaHue KOMNAHUU, 8 KOMopou pabomaem cmyoewm, Jiu-
00 Opyeoti uszeecmuou xomnaumuu. Obpasey mexcma npe3eHmayuu o
Komnanuu npedcmasier 6 llpunosicenuu 5.

4. O3naxkomvmecs ¢ ungopmayueri 0 NpasULAX HANUCAHUS Pe3io-
Mme, e2o cmpykmype u ocobennocmsax ogopmaenus (Ilpunoscenue 6).
Iloocomosbme 6 nucbMeHHOM 8UOe pe3lomMe HA AHRTUUCKOM A3blKe Ol
yempoucmea Ha pabomy. Obpaszey peszome npedcmasner 8 Ilpunooice-
Huu 7. Pe3ztome oghopmnsemcs 6 neuamnom euoe na aucme A4.

Bapmuant 13.

1. Boinonnume pabomy ¢ mexcmom.

a). I[lpouumaiime u nucomMeHHoO nepeseoumne mexkcm.

0). Cocmasbme ci108apux Kk mexcmy.

8). Chopmynupyiime OoCHOBHOE cOOepIHcanue MmeKcma 8 HeCKONbKUX
NPeOJIONHCEHUSIX.

Some Hints for a Successful Presentation
Preparation

e Planning. Plan your presentation carefully. Thorough prepara-
tion will make you more confident and help you to overcome your nerv-
ousness.
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e Objectives. Think about what you want to achieve. Are you
aiming to inform, persuade, train or entertain your audience?

e Audience. Who exactly will you be addressing? How many
people will be attending? What do they need to know? What do they al-
ready know? What will they expect in terms of content and approach?

e Content. Brainstorm your ideas first. Then decide which are
most relevant and appropriate to your audience and to your objectives
and carry out any research that is necessary. Be selective! Don't try to
cram too much into your presentation.

e Approach. A good rule of thumb is to tell your audience what
you're going to say, say it, then tell the audience what you've said. Try to
develop your key points in an interesting and varied way, drawing on
relevant examples, figures etc. for support as appropriate. You might al-
so like to include one or two anecdotes for additional variety and hu-
mour.

e Organization. Think about how you will organize your con-
tent. Your presentation should have a clear, coherent structure and cover
the points you wish to make in a logical order. Most presentations start
with a brief introduction and end with a brief conclusion. Use the intro-
duction to welcome your audience, introduce your topic/subject, outline
the structure of your talk, and provide guidelines on questions. Use the
conclusion to summarize the main points of your presentation, thank the
audience for their attention, and invite questions.

If you have a lot of complex information to explain, think about
using some charts, diagrams, graphs etc., on an overhead projector or
flipchart. Visual aids can make a presentation more interesting and easi-
er to understand, but make sure they are appropriate and clear - don't try
to put too much information on each one.

o Rehearsal. Allow time to practice your presentation — this will
give you a chance to identify any weak points or gaps. You will also be
able to check the timing, and make sure you can pronounce any figures
and proper names correctly and confidently.

2. O3naxkombmecsv ¢ uHgopmayuel o udax 0elosbix nucem, npa-
sunax u ocovennocmsx ux nanucanus (Ilpunoscenue 1). Iucomenno ne-
pesedume 0ellogoe NUCbMO U 8bINOJHUMeE 3a0arnue Kk Hemy (Ilpunooicenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o NpasuIax no02omosKu oe-

JI0BOUL Npe3eHmayuu, 0COOEHHOCMAX 8bICMYNJIEHUS C NYOJIUYHOU Peybio
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nepeo ayoumopueil (Ilpunosicenue 3), a maxice ¢ noje3HOU JNeKCUKOL,
Mmunosvimu pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmagbme nucobmeHHbll meKkcm npezenmayuu. 1emamuka npe-
3eHmayuy — ONUcCaHue KOMNAaHuu, 8 KOmopou pabomaem cmyoewm, Jjiu-
00 Opyeoui uszeecmuou xomnaumuu. Obpasey mexcma npe3eHmMayuu o
Komnanuu npeocmaener 6 llpunoscenuu 5.

4. O3nakomvmecsv ¢ uH@opmayuel 0 npasulax HanucaHus pe3ro-
Me, e2o cmpykmype u ocooennocmsx ogopmaenus (Ilpunoscenue 6).
lloocomosbme 6 nucvmeHHOM 6uUOe pe3toMe HA AHSTUUCKOM sA3blKe OJisl
ycmpoticmea Ha pabomy. Obpaszey pestome npedcmasier 6 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude Ha aucme A4.

Bapuanr 14.

1. Boinonnume pabomy ¢ mexcmom.
a). [Ipouumatime u nucoMeHHoO nepeseoume meKkcm.
0). Cocmasbme c108apuK K meKcmy.
8). Chopmynupyiime OCHOBHOE COOepHCAHUE MEKCMA 8 HEeCKONbKUX
NPeOIONHCEHUSIX.
Business Presentations

Business is all about selling — a product, topic or concept. When
making a business presentation, the most important thing is to know
your material. If you do not know everything about what you are selling,
it is not likely that the audience will be buying.

It is expected today that you will use PowerPoint in business
presentations. It can be used to add visuals to the message and is an easy
way to create a leave-behind handout or e-mail the presentation to others
later. But too often business presenters aren’t as effective as they could
be when delivering a PowerPoint presentation. Here are some tips for
making your next PowerPoint business presentation more effective.

The success of your presentation is mostly determined before you
ever get up to speak. Plan your presentation on paper before they sit
down at the computer. Start by defining the goal of the presentation —
what you want the audience to do, feel, understand or act on when you
are done. Once you have the starting point and destination, you can de-
cide where visuals will add to your message and what those visuals
should be.
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Decide on a simple standard look for your slides so that the audi-
ence has visual consistency throughout the presentation. Select back-
ground, text colors and fonts so that the text will be easy to read.

Seasoned presenters use key phrases and include only essential in-
formation. Choose only the top three or four points about your topic and
make them consistently throughout the delivery. Simplify and limit the
number of words on each screen. Make your slides easy to follow. Put
the title at the top of the slide where your audience expects to find it.
Keep important information near the top of the slide. Often the bottom
portions of slides cannot be seen from the back rows.

Audiences don’t want you to read slides full of text to them — sur-
veys show it is the most annoying thing presenters can do. So use visuals
instead of paragraphs of text. Use graphs to illustrate numeric data. Use
diagrams to show processes or flows of information or goods. Use pic-
tures to show a person, place or object.

Creating your presentation at the last minute is not a good idea be-
cause it does not allow you to practice and rehearse. Practice is when
you sit with your presentation and mentally review what you are going
to say and how you want the flow to work. Practice is not enough, alt-
hough many presenters think it is sufficient. You must also rehearse
your presentation by standing and delivering it as if it was for real. This
Is the only way to check your words, your visuals and whether the mes-
sage is as clear as you want it to be. It is also the only way to truly check
your timing to make sure you don’t run over the allotted time.

2. O3nakomvmecs ¢ uHGopmayuell o 8Udax 0elo8vlX nucem, npa-
sunax u ocooennocmsx ux Hanucanus (Ilpunooicenue 1). Ilucomenno ne-
pesedume 0ell08oe NUCbMO U 8bINOIHUMe 3a0anue k Hemy (Ilpunooicenue

2).

3. O3naxomvmecs ¢ ungopmayueli 0 NPABUIAX NOO2OMOBKU Oe-
JI060U npe3eHmayuu, 0COOeHHOCMAX GbICMYNJIEeHUSL C NYOIUYHOU peublo
nepeo ayoumopueil (Ilpunosicenue 3), a maxdice ¢ noe3HOU NeKCUKOL,
munosvimu gpazamu 0nisi noocomosxu npezenmayuu (Ilpunosicenue 4).

Cocmasbme nucbmeHHbl mekcm npesenmayuu. Temamuxa npe-
3eHmayuu — ONUCAHUe KOMNAHUU, 8 KOMOpOoU pabomaem cmyoeHm, Ju-
00 Opyeou useecmuou xomnaumuu. Obpasey mexcma npe3eHmMayuu o
Komnanuu npedcmaeiner 8 Ilpunosicenuu 5.

4. O3nakomvmecsv ¢ uH@oOpmayuel 0 npasulax HanUCaHus pe3ro-

Me, e2o cmpykmype u ocobennocmsax ogopmienus (Ilpunoscenue 6).
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lloocomosbme 6 nucomenHom ude pesrome HA AHSAUUCKOM 53blKe OJis
yempoticmea Ha pabomy. Obpaszey pesiome npedcmasien 6 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude na nucme A4.

Bapwmanr 15.

1. Bvinonnume pabomy ¢ mekcmom.

a). Ilpouumatime u nucomenHo nepegeoume meKcm.

0). Cocmasbme c108apuk K mexcnty.

8). Chopmynupyiime OCHOB8HOE COOepHCAHUe MEKCMA 8 HEeCKONbKUX
NPeONOHCEHUSIX.

Job hunting

Looking for a position that is well suited to your own personal in-
terests and talents is a time-consuming process that requires much
thought and research. A job search can feel more like a marathon than a
sprint, and the best way to approach it is to have a clearly defined plan.

Self-assessment needs to be the first step you take in looking for a
job. It is important to know what kind of person you are and which work
environments are most suited to your own unique combination of skills,
goals and areas of interest.

There are many sources available for finding a job. Published
openings might be found in the newspaper, on-line, in company job
posting lists. In today’s fast-paced world, Internet is an excellent place
to find employment information.

Some openings are not advertised to the general public. They can
be communicated by word of mouth or through networking. These can
often be the best jobs. Connect with everyone you know, because you
never know which contact may be able to help you with your job search
or put you in touch with someone who can.

There are numerous employment agencies. However, it is im-
portant to remember that it is not their aim to help you figure out what it
IS you want to do. To get the largest benefit of working with a recruiting
firm, you must go to them with a clear picture of the type of position you
are looking for.

It's important to take the time to write targeted resumes and cover
letters that specifically link your qualifications to the hiring criteria for
the jobs you are applying for. The hiring manager will be able to see, at
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a glance, why, and how, you are qualified for the job. You'll have a
much better chance of getting an interview than if you send a generic
letter and resume.

A resume is a key marketing tool that will help you land an inter-
view. If written well, a resume should generate enough interest to make
an employer want to meet you. Make sure you highlight your most rele-
vant experience to the job you are applying for and tailor it each time
you apply to a different company. You can post your CV online and help
employers find you.

Once you’ve got a date and time confirmed you can research the
company in more depth and start preparing for an interview.

2. O3nakombmecs ¢ uHgopmayueil 0 8U0ax 0elo8blX nucem, npa-
sunax u ocobennocmsx ux nanucarus (Ilpunoscenue 1). Iucomenno ne-
pesedume 0e1080e NUCbMO U 8blNOJHUMEe 3a0anue K Hemy (lIpunoocenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o NpasuLax noO02omMosKu oe-
JI0BOUL Npe3eHmayul, 0COOEHHOCMAX BbICMYNJICHUSL C NYOIUYHOU Peybio
neped ayoumopuet (IIpunosicenue 3), a makoice ¢ NoJIe3HOU JTE€KCUKOLU,
munosvimu (pazamu 01 noocomosku npezenmayuu (Ipunoscenue 4).

Cocmasbme nucbMeHHblll meKcm npesenmayuu. Temamuxa npe-
3eHmayuu — ONUcaHue KOMNAHuu, 8 KOmopou pabomaem cmyoenm, Jiu-
00 Opyeoti uszeecmuou xomnavuu. Obpasey mexcma npe3eHmayuu o
Komnanuu npeocmasier 6 lIlpunosicenuu 5.

4. O3naxkomvmecsb ¢ ungopmayueli 0 NPAsULAX HANUCAHUSL Pe3io-
Mme, e2o cmpykmype u ocobennocmsx ogopmnenus (Ilpunoscerue 6).
Iloocomosvme 6 nucbMmeHHOM 8UOe pe3tomMe HA AHSTUNUCKOM S3blKe Oisl
yempoticmea Ha pabomy. Obpaszey pesztome npeocmasiern 6 Ilpunoogice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude Ha nucme A4.

Bapuanr 16.

1. Boinonnume pabomy ¢ meKcmom.

a). [Ilpouumatime u nucoMeHHo nepeseoume meKkcm.

0). Cocmagbme co8apux K mexkcmy.

8). Chopmynupytime ocHogHoe coOoepicanue mexkcma 6 HeCKONbKUX
NPeONOHCEeHUSIX.
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How to Write a Resume

A resume - sometimes called a 'Curriculum Vitae' or 'CV' - is a
summary of your skills, education and work experience. A good resume
demonstrates how your skills and abilities match up with the require-
ments of a job.

Resumes give you the opportunity to sell yourself to a potential
employer. A resume is not an exhaustive list - if it's too long it probably
won't get read at all. The best resumes are usually no longer than one or
two pages.

You should change your resume with every job application so that
it lists the skills and experiences you have that are most relevant to the
job you're applying for. A tailored resume will be much more successful
than a generic one, even though it means more preparation.

The structure of your resume will vary depending on your work
experience and education and training background.

A resume usually sets out information in a reverse order. Your
most recent work experience and study details should be first on the list.
Here's a brief rundown on the essential things to include on your resume.

Personal details. Full name and contact details including address,
telephone number(s) and email address.

Education and training. A summary of your education and training
history, starting with your most recent studies, making sure you include
all training that's relevant to the job you're applying for.

Employment history. Start with your most recent work history and
work backwards chronologically, listing the name of the employer, your
job title, the dates you worked there, and your responsibilities, tasks and
achievements. Make sure you include everything that's relevant to the
job.

Skills and abilities. A list of the things you're good at. These can be
general skills or skills specific to a particular job. List them under broad
headings such as "Communication™ and "Teamwork".

Career objective (optional). Tell the employer what type of job
you want end up with; this shows that you've given thought to your fu-
ture career.

Interests (optional). A list of your hobbies and interests; this gives
employers more information about you and also shows other areas of
your life where you've gained experiences such as teamwork and com-
mitment.
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Referees. List people who can talk about how good a worker you
are. Make sure you get their permission before including them on your
resume. List their name, company name occupation, and contact details.

2. O3nakomvmecs ¢ uHgopmayueil 0 8U0ax 0elo8blX nucem, npa-
gunax u ocobennocmsax ux nanucanus (Ilpunoswcenue 1). Ilucomenno ne-
pesedume 0e1080e NUCbMO U 8blNOJHUMEe 3a0anue K Hemy (I[Ipunoocenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o npasuIax noO2oMosKu oe-
JIOBOU Npe3eHMayul, 0COOEHHOCMAX BbICMYNIEHUS C NYOIUYHOU peubio
neped ayoumopueu (l[Ipunodsicenue 3), a makoice ¢ NoJie3HOU J€KCUKOLU,
munosvimu ppazamu 0131 noocomosxu npezenmavyuu (Ilpunoscenue 4).

Cocmasbme nucbMeHHblll meKcm npeszenmayuu. Temamuxa npe-
3eHmayuu — ONUCaHue KOMNAaHuu, 8 Komopou pabomaem cmyoeHm, Jiu-
00 Opyeoti uszeecmuou xomnaunuu. Obpazey mexcma npe3eHMayuu o
Komnanuu npedcmasier 6 llpunoscenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NPasULAX HANUCAHUS Pe3io-
Mme, e2o cmpykmype u ocobennocmsx ogopmnenus (Ilpunoscenue 6).
Iloocomosbme 6 nucvmeHHOM GuUOe pe3tomMe HA AH2TUNUCKOM 53blKe Ol
ycmpoticmea Ha pabomy. Obpaszey pestome npedcmasien 8 llpunodice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude Ha aucme A4.

Bapuanr 17.

1. Boinonnume pabomy ¢ mexcmom.
a). [Ilpouumatime u nucobMeHHoO nepeseoume meKkcm.
0). Cocmasbme c108apux K mexcmy.
8). Chopmynupyiime oCHOBHOE CcOOepIHcanue MeKCcma 8 HeCKONbKUX
NPeOJIONHCEHUSIX.
Types of Résumés

Depending on your work experience, the job you’re applying for,
or your personal preference, you may want to use a particular type of ré-
sumé. Here are three types of résumés to choose from.

A functional résumé focuses on your skills. If you haven’t had a
lot of work experience, a functional résume that focuses on your skills is
a good way to market yourself to potential employers.
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Instead of focusing on your previous work experience, a skills-
focused résumé highlights the transferable skills you gained from previ-
ous jobs, activities, experiences, or volunteer work.

It’s most commonly used when you’ve had a large gap in your
employment history, or if you have never worked before.

A chronological résumé focuses on your experience. Focusing on
your work history is one of the more popular ways to structure a résumé.
It shows employers all your work experience, focusing on positions
you’ve held and your past responsibilities and accomplishments.

The chronological résumé is organized with your most recent in-
formation first. The goal is to give a comprehensive work history, orga-
nized by each job you’ve held. You give your position title, place of
employment, how long you worked there, and a breakdown of your re-
sponsibilities or accomplishments.

This is a great multi-purpose résumé that works for most job ap-
plications, including retail.

A hybrid résumé is a combination of the two. A hybrid résumé is
also known as a combination résumé. It combines the elements of a
functional and chronological résumé to create a résumé that focuses
heavily on skills, but also includes dates, titles of previous jobs, along
with essential information about the position.

This is a good résumé to use when you want to prioritize your
skills but also demonstrate how your career has evolved.

A targeted resume is a resume that is customized so that it specif-
ically highlights the experience and skills you have that are relevant to
the job you are applying for. It definitely takes more work to write a tar-
geted resume than to just click to apply with your existing resume.
However, it's well worth the effort, especially when applying for jobs
that are a perfect match for your qualifications and experience.

2. O3nakomvmecs ¢ uHgopmayueil o 8U0ax 0eio8vblX nucem, npa-
sunax u ocobvennocmsx ux nanucanus (Ilpunoscenue 1). Iucomenno ne-
pesedume 0ey1080e NUCbMO U 8bINOJHUME 3a0anue Kk Hemy (IIpunoosicenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o NpasuIax no02omosKu oe-
JI0BOU Npe3eHmayuu, 0COOEHHOCMAX 8bICMYNJIEHUS C NYOIUYHOU Deyblo
neped ayoumopuet (IIpunosicenue 3), a makoice ¢ NoJ1e3HOU JIEKCUKOL,
Munosvimu @pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).
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Cocmasbme nucoMeHHblll mekcm npeseumayuu. Temamuka npe-
3eHmayuyu — ONUCAHue KOMNAHUU, 8 KOMopou pabomaem cmyoeHm, Jil-
060 Opyeou useecmuol komnaunuu. Obpasey mekcma npe3eHmayuu o
Komnanuu npeocmaenen 8 Ilpunoscenuu 3.

4. O3nakomvmecsv ¢ uH@opmayueil 0 Npasulax HanUCaHus pe3ro-
Me, e2o cmpykmype u ocooennocmsx ogopmaenus (Ilpunoscenue 6).
Iloocomosbme 6 nucomeHHOM 6ude pe3tome HA AHSTUUCKOM A3blKe OIS
yempoticmea Ha pabomy. Obpaszey pesiome npedcmasier 6 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude Ha aucme A4.

Bapmuanr 18.

1. Boinonnume pabomy ¢ mekcmom.

a). [Ilpouumatime u nucoMeHHo nepeseoume meKkcm.

0). Cocmagbme co8apux Kk mexkcmy.

8). Chopmynupyiime OCHOBHOE COOepIHCAHUE MEKCMA 8 HeCKONbKUX
NPEeONOHCEHUSIX.

Get Ready to Interview

Once you’ve got a date and time confirmed for an interview you
can research the company in more depth and make a plan for the actual
day — including what you’re taking with you and what you are going to
wear.

Carefully read the job description, focusing on the responsibilities
and requirements. Be prepared to explain, with tangible examples, how
you fit the requirements and how you can fulfill the responsibilities.

Research the company, including their mission statement and any
recent or notable achievements, or changes in strategy or positioning.

Practice answering interview questions specific to your desired
position and industry.

You may have several rounds of interviews, usually starting with
a phone interview, then followed by in-person interviews.

Employers use phone interviews to identify and recruit candidates
for employment. Phone interviews are often used to narrow the pool of
applicants who will be invited for in-person interviews. For remote jobs,
interviewing by phone, Skype or video may be how you get hired.

For a phone interview, set aside at least 45 minutes of quiet, unin-
terrupted time. Have your resume and cover letter printed or open on

40



your computer for reference. Be sure to take the call somewhere with
excellent cell service. If you have one, a landline is preferable for opti-
mal audio quality.

The first in-person job interview is typically a one-on-one inter-
view between the applicant and a hiring manager. The interviewer will
ask questions about the applicant's experience and skills, work history,
availability, and the qualifications the company is seeking in the optimal
candidate for the job.

For an in-person interview, arrive 10 minutes early with a printed
cover letter and resume. Be sure to dress to impress, and express polite
and professional enthusiasm about the position and the company.

A second interview can be a more in-depth interview with man-
agement, staff members, executives, and other company employees.
Once you're scheduled for a second interview, you're most likely in seri-
ous contention for the job.

When you have made it through the interview process, the final
step will be a job offer. Be sure to consider practical factors, such as the
salary, benefits, vacation time, corporate culture, your commute, and the
attitude and personalities of the people you would be working with.

2. O3naxomvmecs ¢ uHgopmayuel 0 6uUOax 0en08blx NUceM, npa-
gunax u ocobennocmsax ux Hanucanus (Ilpunoscenue 1). Iucomenno ne-
pesedume 0eslogoe NUCLMO U 8bINOAHUME 3a0anue K Hemy (Ilpunoscenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o npasuIax noO02oMosKUu oOe-
JIOBOU Npe3eHmayuu, 0COOEHHOCMAX BbICMYNJIEHUS C NYOIUUHOU Deybio
nepeo ayoumopueil (Ilpunoosicenue 3), a makoice ¢ nojae3HOU JNeKCUKOL,
munosvimu ppazamu 0131 noocomosxu npezenmavyuu (Ilpunooscenue 4).

Cocmasbme nucbMenHblll mekcm npesenmayuu. Temamuxa npe-
3eHmayuy — ONUCAHue KOMNAHUY, 8 KOMopou pabomaem cmyoenm, Jiu-
60 Opyeou uzeecmrnou kKomnanuu. Obpazey mexkcma npe3eHmayuu o
Komnanuu npeocmasier 6 Ipunosicenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NPasULAX HANUCAHUS Pe3Io-
Me, e2o cmpykmype u ocobennocmsax ogopmnenus (llpunoscenue 6).
Iloocomosbme 6 nucbMeHHOM 8UOe pe3loMe HA AH2IUUCKOM A3blKe Ol
ycmpoticmea Ha pabomy. Obpaszey pesrome npedcmasier 6 llpunoorce-
Huu 7. Pe3tome oghopmnsemces 6 neuamnom euoe na aucme A4.
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Bapuanr 19.

1. Boinonnume pabomy ¢ meKcmom.
a). [Ilpouumatime u nucoMeHHo nepeseoume meKkcm.
0). Cocmagbme co8apux K mexkcmy.
8). Chopmynupytime ocHoHOe coOepicanue meKcma 8 HeCKOJIbKUX
NPEeONOHCEHUSIX.
Interview Questions

Although there is no set format that every job interview will fol-
low, there are some questions that you can almost guarantee will crop
up. Here’s a list of the most common questions and a guide to the kind
of answers your interviewer wants to hear.

Tell me about yourself.

This is usually the opening question and, as first impressions are
key, one of the most important. Keep your answer to under five minutes,
beginning with an overview of your highest qualification then running
through the jobs you’ve held so far in your career. You can follow the
same structure of your CV, giving examples of achievements and the
skills you’ve picked up along the way. Don’t go into too much detail —
your interviewer will probably take notes and ask for you to expand on
any areas where they’d like more information. If you’re interviewing for
your first job since leaving education, focus on the areas of your studies
you most enjoyed and how that has led to you wanting this particular
role.

What are your strengths?

Pick the three biggest attributes that you think will get you the job
and give examples of how you have used these strengths in a work situa-
tion. They could be tangible skills, such as proficiency in a particular
computer language, or intangible skills such as good man-management.
If you’re not sure where to start, take a look at the job description. There
is usually a section listing candidate requirements, which should give
you an idea of what they are looking for.

What are your weaknesses?

The dreaded question, which is best handled by picking some-
thing that you have made positive steps to redress. For example, if your
IT ability is not at the level it could be, state it as a weakness but tell the
interviewer about training courses or time spent outside work hours you
have used to improve your skills. Your initiative could actually be per-
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ceived as a strength. On no accounts say “I don’t have any weaknesses”,
your interviewer won’t believe you, or “I have a tendency to work too
hard”, which is seen as avoiding the question.

Why should we hire you?

What can you do for us that other candidates can't? - What makes
you special and where do your major strengths lie? You should be able
to find out what they are looking for from the job description. “I have a
unique combination of strong technical skills and the ability to build
long-term customer relationships™ is a good opening sentence, which
can then lead onto a more specific example of something you have done
so far in your career. State your biggest achievement and the benefit it
made to the business, then finish with “Given the opportunity, I could
bring this success to your company.”

2. O3nakombmecs ¢ ungopmayueli 0 8UOax 0en08viX NUcem, npa-
gunax u ocobvennocmsax ux nanucanus (Ilpunoscenue 1). Ilucomenno ne-
peseoume 0eslogoe NUCLMO U 8bINOAHUME 3a0anue K Hemy (Ilpunoscernue

2).

3. O3naxombmecsv ¢ ungopmayuel 0 npasuiax nOO20MOBKU Oe-
JI08OU Npe3eHmayuu, 0COOEHHOCMAX BbICMYNACHUSL C NYOIUYHOU Deyblo
nepeo ayoumopuei (Ilpunosicenue 3), a maxdice ¢ noNe3HOU NEKCUKOL,
munosvimMu ppazamu 011 noocomosxku npezenmayuu (Ilpunoocenue 4).

Cocmasbme nucbMeHHblll meKcm npezeHmayuu. Temamuxa npe-
3eHmayuyu — ONUCAHUe KOMNAHUU, 8 KOMOPOU pabomaem cmyoeHm, Jiu-
00 Opyeou useecmuou komnauuu. Obpasey mekcma npe3eHmayuu o
Komnanuu npeocmaeinen 8 Ilpunosicenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NPasULAX HANUCAHUS Pe3Io-
Me, e2o cmpykmype u ocoboennocmsax ogopmnenus (llpunoscenue 6).
lloocomosbme 6 nucbMeHHOM B8UO€ pe3toMe HA AHSAUUCKOM sA3bliKe OJis
ycmpoticmea Ha pabomy. Obpaszey peztome npedcmasner 8 llpunooice-
Huu 7. Pe3ztome oghopmnsemcs 6 neuamnom suoe na aucme A4.

Bapuanr 20.

1. Boinonnume pabomy ¢ meKcmom.

a). [Ipouumatime u nucoMeHHo nepeseoume meKkcm.

0). Cocmagbme clogapux Kk mexkcmy.

8). Chopmynupytime ocHogHoe cooepicanue mexkcma 6 HeCKONbKUX
NPEeONOHCEHUSIX.
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Departments in a company

There is a difference between the departments a new business
needs and the departments it can afford, at least during the start-up
phase. A typical business should only have the number of departments it
can support financially.

Almost every business needs an accounting department and an
administrative department to handle paperwork and the legal matters
surrounding the business' formation. However, other departments such
as R&D (research and development) or public relations may be consid-
ered unnecessary or optional.

The evolution of departments in a business closely parallels the
evolution of the business itself. As a business grows, the number of de-
partments often grows along with it. Such departments as production,
sales, accounting and administration would be immediately beneficial to
a new business. If company owners decide to hire staff to handle these
departments, then a need for a human resources department may arise. A
human resources department would oversee the hiring, retention and
performance of future employees.

Meanwhile, the sales department of a growing company often
branches into several different departments, such as inside sales, outside
sales or retail sales. Promotion of the company may involve creating ad-
vertising and public relations departments. The original production de-
partment could expand into different departments to become more effi-
cient. A shipping and receiving department would keep track of invento-
ry or deliveries, while a quality control department could insure that the
quality of products remains high.

There is no definitive answer concerning the total number of de-
partments any business needs to be considered viable. Every new addi-
tion to a business brings with it some benefits and some liabilities. A
new advertising department may create significant name recognition for
the business, but the salaries of skilled artists and copywriters could be
significant as well. As long as the existing departments can handle the
company's needs, a growing business should be careful not to expand
too quickly.

2. O3nakomvmecw ¢ uHgopmayueli 0 8U0ax 0elo8vlx nucem, npa-
sunax u ocovennocmsax ux nanucanus (Ilpunoscenue 1). Iucomenno ne-
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http://www.wisegeek.com/what-is-a-promotion.htm
http://www.wisegeek.com/what-is-inventory.htm
http://www.wisegeek.com/what-is-inventory.htm
http://www.wisegeek.com/what-is-quality-control.htm

pesedume 0e1080e NUCbMO U 8bINOJHUMEe 3a0anue K Hemy (I[Ipunoocenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o NpasuIax no02omMosKu oe-
JI080U npe3eHmayuu, 0COOEHHOCMAX BbICMYNIEHUS ¢ NYOIUYHOU peublo
neped ayoumopueu (l[Ipunodcenue 3), a makoce ¢ Noie3HOU JE€KCUKOU,
Mmunosvimu pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmagbme nucbMennblli mekcm npesenmayuu. Temamuka npe-
3eHmayuu — ONUCaHue KOMNAaHuu, 8 Komopou pabomaem cmyoeHm, Jjiu-
00 Opyeoii uszeecmuoti komnaunuu. Obpazey mexkcma npeseHmayuu o
Komnanuu npedcmaener 6 llpunoscenuu 5.

4. O3nakomvmecsv ¢ uH@opmayuel 0 npasulax HanucCaHus pe3ro-
Me, e2o cmpykmype u ocobennocmsax ogopmuenus (Ilpunosicenue 6).
lloocomosbme 6 nucvmenHOM GuUOe pe3tomMe HA AH2TUUCKOM s3blKe OJisl
ycmpoticmea Ha pabomy. Obpaszey pestome npedcmasier 6 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude Ha aucme A4.

Bapmuanr 21.

1. Boinonnume pabomy ¢ mekcmom.

a). [Ipouumatime u nucoMeHHo nepeseoume meKkcm.

0). Cocmasbme c108apux K mexcmy.

8). Chopmynupyiime 0CHOB8HOE COOepIHCAHUE MEKCMA 8 HEeCKONIbKUX
NPEeONOHCEHUSIX.

Starting a business

Here are some steps that are required to start a business success-
fully.

Do market research. Most likely you have already identified a
business idea. As you explore the market, some of the questions you
should answer include: Is there a need for your anticipated prod-
ucts/services? Who needs it? Are there other companies offering similar
products/services now? What is the competition like? How will your
business fit into the market?

There are a number of ways you can answer these questions, in-
cluding research, focus groups, and even trial and error.
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Starting a small business involves some initial investment as well
as the ability to cover ongoing expenses before you are making a profit.

If you intend to seek financial support from an investor or finan-
cial institution, a traditional business plan is a must.

Put together a spreadsheet that estimates the one-time startup
costs for your business (licenses and permits, equipment, legal fees, in-
surance, branding, market research, inventory, etc.), as well as what you
anticipate you will need to keep your business running for at least 12
months (rent, utilities, marketing and advertising, production, supplies,
travel expenses, employee salaries, your own salary, etc.). Those num-
bers combined is the initial investment you will need.

Choose a business structure. Your small business can be a sole
proprietorship, a partnership, a limited liability company (LLC) or a
corporation. Paperwork is a part of the process when you start your own
business. There are a variety of small business licenses and permits that
may apply to your situation, depending on the type of business you are
starting and where you are located.

You will need to think about your location, equipment, and over-
all setup, and make sure your business location works for the type of
business you will be doing. You will also need to consider if it makes
more sense to buy or lease your commercial space.

If you will be hiring employees, make sure you take the time to
outline the positions you need to fill, and the job responsibilities that are
part of each position.

Once your business is up and running, you need to start attracting
clients and customers. Create a marketing plan to promote your business
most effectively.

2. O3nakomvmecs ¢ uHgopmayueil o 8U0ax 0eio8vblX nucem, npa-
sunax u ocooennocmsx ux Hanucanus (Ilpunooicenue 1). Ilucomenno ne-
pesedume 0ell08oe NUCbMO U 8biNoIHUMe 3a0anue k Hemy (Ilpunooicenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o NpasuIax no02omMosKu oe-
JI080U npe3eHmayuu, 0COOEHHOCMAX 8bICMYNIEHUS C NYOIUYHOU Peyblo
nepeo ayoumopueil (Ilpunosicenue 3), a maxice ¢ noje3HOU JNeKCUKOL,
Munosvimu @pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmasbme nucomeHHbll mekcm npezenmayuu. 1emamuka npe-
3eHmayuy — OnucaHue KOMNAaHuu, 8 Komopou pabomaem cmyoenm, Jiu-
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00 Opyeou useecmuou xomnauvuu. Obpasey mexcma npe3eHmMayuu o
Komnanuu npedcmasier 6 llpunoosxcenuu 5.

4. O3nakomvmecsv ¢ uH@opmayuell 0 Npasulax HanUCaHus pe3ro-
Mme, eco cmpykmype u ocobennocmsax ogopmienus (Ilpunosicerue 6).
lloocomosbme 6 nucvmenHom 6ude pesrome HA AHSAUNUCKOM 53blKe OJis
yempoticmea Ha pabomy. Obpaszey pesiome npedcmasien 6 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom ude na nucme A4.

Bapuanr 22.

1. Boinonnume pabomy ¢ mekcmom.

a). [Ipouumatime u nucoMeHHo nepeseoume meKkcm.

0). Cocmagbme clo8apux Kk mexkcmy.

8). Chopmynupyiime OCHOBHOE COOepICAHUE MEKCMA 8 HEeCKOJbKUX
NPEeONOHCEHUSIX.

Writing a business plan

A business plan is an easy way to communicate the business idea
to the prospective audience. If you need to raise funds, attract investors
for your venture, you should write a business plan. They want to be sure
that you have a sound business idea, an effective marketing strategy, that
you understand the market and have a chance of making a good profit

The business plan should tell a story about your business, explain-
ing who, what, when, where, how and why. It should be concise, but
complete, professional, enthusiastic and convincing. It usually contains
the following sections.

Market analysis is an examination of the primary target market
for your product or service, including geographic location, de-
mographics, your target market's needs and how these needs are being
met currently.

Competitive Analysis as an investigation of your direct and indi-
rect competitors, with an assessment of their competitive advantages and
an analysis of how you will overcome any entry barriers to your chosen
market. In this section of the business plan, you need to distinguish your
business from the competition, persuading the reader(s) of your plan that
your business will be able to compete successfully.

Marketing Plan is a detailed explanation of your sales strategy,
pricing plan, proposed advertising and promotion activities, and product
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or service's benefits. This is where you present the reader with your new
business's Unique Selling Proposition (USP), describe how you're going
to get your goods and/or services to market and how you're going to per-
suade people to buy them.

Management Plan is an outline of your business's legal structure
and management resources, including your internal management team,
external management resources, and human resources needs.

Operating Plan is a description of your business's physical loca-
tion, facilities and equipment, kinds of employees needed, inventory re-
quirements and suppliers, and any other applicable operating details,
such as a description of the manufacturing process.

Financial Plan is a description of your funding requirements, your
detailed financial statements, and a financial statement analysis.

2. O3nakomvmecs ¢ uHgopmayuell 0 8U0ax 0elo8blX nucem, npa-
gunax u ocobvennocmsax ux nanucanus (Ilpunoscenue 1). Ilucomenno ne-
peseoume 0eslogoe NUCLMO U 8bINOAHUME 3a0anue K Hemy (Ilpunoscernue

2).

3. O3naxombmecsv ¢ ungopmayuer 0 npasuiax nOO20MosKU oe-
JI08OU Npe3eHmayuu, 0COOEHHOCMAX GbICHYNIEHUSL C NYOJIUYHOU Peublo
nepeo ayoumopuei (Ilpunosicenue 3), a maxdice ¢ noNe3HOU NEKCUKOL,
munosvimMu ppazamu 011 noocomosxku npezenmayuu (Ilpunoocenue 4).

Cocmasbme nucbMeHHbwlll mekcm npeszewmayuu. Temamuxa npe-
3eHmayuy — ONUCAHUe KOMNAHUU, 8 KOMOPoU pabomaem cmyoeHm, Jiu-
00 Opyeou useecmuou komnauuu. Obpasey mekcma npe3eHmayuu o
Komnanuu npeocmaeinen 8 Ilpunosicenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NPasULAX HANUCAHUS Pe3Io-
Me, e2o cmpykmype u ocobennocmsax ogopmaenus (Ilpunoscenue 6).
lloocomosbme 6 nucbMeHHOM 8UOe pe3roMe HA AHSTULUCKOM s3blKe OIS
ycmpoticmea Ha pabomy. Obpaszey peztome npedcmasner 8 llpunooice-
Huu 7. Pe3ztome oghopmnsemcs 6 neuamnom suoe na aucme A4.

Bapuanr 23.

1. Boinonnume pabomy ¢ mexKcmom.

a). [Ilpouumanme u nucoMeHnHo nepegeoume meKkcm.

0). Cocmagbme co8apux Kk mexkcmy.

8). Chopmynupyiime OCHOB8HOE COOepHCaHue MeKCma 8 HeCKONbKUX
NPEeONONCEHUSIX.
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How to hire the right people

Companies often need to recruit new people.

To begin the recruitment process, the company should develop a
job description that tells potential employees the exact requirements of
the position. First, notify current employees of the opening, your internal
applicants may surprise you with their talent and skills.

Then job advertisements (job ads) are placed in newspapers and
posted online. Most jobs will require an online campaign through post-
ing the job on job sites and in social media. Your own website is signifi-
cant for recruiting employees who seek out your company in particular.
Companies create an employment section on the company’s website
which describes available positions and contains information about the
company.

People who are interested apply for a job. Companies ask appli-
cants to send their CVs (resumes) and select the most suitable candidates
to make a short list. If you have advertised the position effectively, you
will have a large pool of applicants.

Job applicants who respond to the recruitment efforts of the com-
pany are then screened to determine if they are qualified for the job. The
applications are reviewed and the most qualified applicants receive a
phone interview. The purpose of the screening is to save staff time and
energy by eliminating candidates.

Selected candidates are invited to interviews and other methods of
assessment. Employers may check the background of prospective em-
ployees, as well as check references prior to making a job offer and hir-
ing the top candidate for the position. After an interview they make a fi-
nal selection and offer the job to the best applicant.

In some cases, employers passively recruit by simply posting jobs
on their company website and waiting for applicants to find the job post-
ing and apply. They don't need to do anything else because of the vol-
ume of applications they receive.

Other companies are actively recruiting candidates using many
different ways to connect with and engage potential employees. Even if
they do get many applications they want to be sure they are reaching the
best candidates.

Companies can also use the services of recruitment (employment)
agencies or headhunters. Recruiters have an already-developed pool of
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candidates. They provide a second pair of experienced eyes to help you
with your search and save your time.

2. O3naxomvmecs ¢ uHgopmayuel 0 6u0ax 0el08blX Nucem, npa-
suax u ocooennocmsax ux nanucauus (Ilpunooscenue 1). Iucomenrno ne-
peseoume 0es1080e NUCLMO U 8bINOJIHUmMe 3a0anue K Hemy (IIpunoscenue

2).

3. O3naxomvmecwv ¢ ungopmayueti 0 npasulax NOO20MOBKU Oe-
JIOBOLL Npe3eHmayul, 0COOEHHOCMAX SbICMYNICHUS C NYOIUUHOU Peubio
nepeo ayoumopuei (Ilpunoosicenue 3), a maxdice ¢ noie3HOU NEKCUKOL,
Mmunosvimu gpazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmasbme nucbMeHHblll meKcm npesenmayuu. Temamuxa npe-
3eHmayuy — ONUCaHue KOMNAHUU, 8 KOmopou pabomaem cmyoenm, Jiu-
00 Opyeoti uszeecmuou xomnaunuu. Obpazey mexcma npe3eHmayuu o
Komnanuu npedcmasier 6 llpunoscenuu 5.

4. O3naxkomvmecs ¢ ungopmayueti 0 NPasULAX HANUCAHUS Pe3io-
Me, e2o0 cmpykmype u ocobennocmsax ogopmuenus (Ilpunoscenue 6).
lloocomosbme 6 nucvmeHHOM 6ude pe3toMe HA AHSTUUCKOM 5A3blKe OIS
ycmpoticmea Ha pabomy. Obpaszey pestome npedcmasien 6 llpunodice-
Huu 7. Pe3ztome oghopmnsemcs 6 neuamnom euoe na aucme A4.

Bapuant 24.

1. Boinonnume pabomy ¢ mexcmom.

a). [Ipouumatime u nucoMeHHo nepeseoume meKkcm.

0). Cocmasbme cl08apuK K mexKcmy.

8). Chopmynupyiime oCHOBHOE cOOepIcanue mekcma 8 HeCKONbKUX
NPeONOHCEHUSIX.

How to advertise

Advertising is important for any successful business. It persuades
people to buy your product, fosters product awareness and brand loyalty,
increases sales and your company’s profits. You might provide the
greatest product or service in the world, but if nobody knows about it
you'll never make any money.

For effective advertising you should remember about the following
steps.
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1. Know your target market. Consider gender, age, income of your
target consumers. The ad that appeals to retired men is very different
from an ad designed for teenage girls.

2. Decide on a target location. The next step is to place your ad-
vertisements in the right advertising media to reach your target consum-
ers. You can’t advertise everywhere, so think where your target audience
Is most likely to see the ad. Don't make decisions based on your own
personal preference. Don't advertise on the radio just because you listen
to the radio. Do some research and make your decision based on your
customers.

3. Draw up a budget. Of course, your budget will play a big role in
the quality and distribution of your ad. Very few businesses will have an
unlimited budget for their advertising campaigns, so it is important that
you think strategically about your ads and plan carefully. Nothing will
help your business grow like a well-designed, well-targeted ad, so spend
as much money as you can afford on your advertising campaign.

Think of it like an investment; the initial cost may be high, but the
returns (in terms of new customers and potential sales) will more than
make up for it. When it comes to advertising, you have to spend money
to make money.

4. Produce a great ad. Creating an advertisement for your busi-
ness, product or service, you should try to come up with a simple yet
eye-catching image which customers will recognize instantly. Depend-
ing on the type of ad, this includes things like the colors used, the font,
the photographs, the music or the spokespeople/celebrities used to repre-
sent them. Part of creating a great image is coming up with a recogniza-
ble logo, slogan or jingle which customers associate with your brand.

The message your ad sends can make or break the campaign. High-
light your competitive advantage: benefits of buying your product or
service over those of your competitors (USP).

Avoid advertising clichés. You need your ad to be unique -- if it
looks or sounds exactly like a hundred other ads, you'll lose potential
customers.

Your ad should be well-targeted, eye-catching, convincing, hu-
morous or clever, different from competition.

2. O3nakomvmecw ¢ uHgopmayueli 0 8U0ax 0elo8vix nucem, npa-
sunax u ocovennocmsax ux nanucanus (Ilpunoscenue 1). Iucomenno ne-
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pesedume 0e1080e NUCbMO U 8bINOJHUMEe 3a0anue K Hemy (I[Ipunoocenue

2).

3. O3nakomvmecs ¢ uHgopmayuel o NpasuIax no02omMosKu oe-
JI080U npe3eHmayuu, 0COOEHHOCMAX BbICMYNIEHUS ¢ NYOIUYHOU peublo
neped ayoumopueu (l[Ipunodcenue 3), a makoce ¢ Noie3HOU JE€KCUKOU,
Mmunosvimu pazamu 0 noocomosku npezenmayuu (Ilpunoscenue 4).

Cocmagbme nucbMennblli mekcm npesenmayuu. Temamuka npe-
3eHmayuu — ONUCaHue KOMNAaHuu, 8 Komopou pabomaem cmyoeHm, Jjiu-
00 Opyeoii uszeecmuoti komnaunuu. Obpazey mexkcma npeseHmayuu o
Komnanuu npedcmaener 6 llpunoscenuu 5.

4. O3nakomvmecsv ¢ uH@opmayuel 0 npasulax HanucCaHus pe3ro-
Me, e2o cmpykmype u ocobennocmsax ogopmuenus (Ilpunosicenue 6).
lloocomosbme 6 nucvmenHOM GuUOe pe3tomMe HA AH2TUUCKOM s3blKe OJisl
ycmpoticmea Ha pabomy. Obpaszey pestome npedcmasier 6 llpunosice-
Huu 7. Pestome oghopmnsemcs 6 neuamnom sude Ha aucme A4.

Bapuanr 25.

1. Boinonnume pabomy ¢ mexcmom.

a). [Ilpouumatime u nucoMeHHoO nepeseoume meKkcm.

0). Cocmasbme c108apux K mexcmy.

8). Chopmynupyiime OCHOBHOE COOEpPHCAHUE MEKCMA 8 HEeCKONbKUX
NPeOIONHCEHUSIX.

Business travel. Staying at a hotel

With the increase in the number of hotels and hotel chains, con-
sumers now have a greater choice of where to stay when they travel. In
order to beat the competition, hotels are now improving and enhancing
the services that they provide.

The following is a list of the types of hotel services that hotel
guests prioritize:

1. Hotel guests expect clean rooms that contain all of the essential
conveniences. This includes comfortable beds with clean sheets, high
speed internet access in the room, access to movies, full bathroom facili-
ties, free local calls, continental breakfasts, newspaper in the morning
outside the door, wake-up call service, alarm clock, hair dryer, coffee
maker or complimentary coffee, iron and ironing board, and air-
conditioning.
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2. Easy accessibility to local transportation such as a taxi service
and car rental is an important priority. They also want hotel staff to be
able to arrange for their transportation. The hotel should have conven-
ient parking where vehicles will be safe.

3. Hotel guests would like hotel staff to be able to arrange for en-
tertainment services such as theater tickets, movie tickets, dinner reser-
vations, spa and hair salon reservations.

4. Hotel guests would like a member of the staff to be available
for assistance 24 hours a day. It is important that there is concierge
available at all times to cater to the needs of the guests.

5. The hotel should have a quality dining room that serves deli-
cious food at affordable prices. A hotel lounge is also important. The
lounge should be a nice place to relax and have a drink.

6. The hotel should have recreational services such as a swim-
ming pool, sauna, gymnasium, or tennis court. Most customers enjoy
taking advantage of hotel recreational services.

7. Most hotel guests enjoy their privacy. Hotels should have
rooms for those who want extra privacy.

8. Most people look for ways to save money when they travel.
Customers enjoy taking advantage of special discounts on certain ser-
vices offered by hotels.

2. O3nHaxkombmecs ¢ uHgopmayuei 0 UOAx 0el08blX NUcCem, npa-
gunax u ocobennocmsax ux Hanucanus (Ilpunoscenue 1). Iucomenno ne-

pesedume 0es1080e NUCbMO U 8bINOJHUME 3a0aHue K Hemy (I[Ipunoocenue
2).

3. O3naxomvmecs ¢ ungopmayueii 0 nPAGUIAX NOO20MOBKU Oe-
JI060U npe3eHmayuu, 0COOeHHOCMAX 8blICMYNIEHUs C NYOIUYHOL Peyblo
nepeo ayoumopueil (Ilpunoosicenue 3), a maxice ¢ noe3HOU NEKCUKOL,
munosvimu gpazamu 0nisi noocomosxu npezenmayuu (Ilpunosicenue 4).

Cocmasbme nucbmeHHbl mekcm npesenmayuu. Temamuka npe-
3eHmayuu — ONUCAHUue KOMNAHUU, 8 KOMOpoUu pabomaem cmyoenm, Jiu-
00 Opyeoii uzeecmuoli komnauwuu. Obpazey mexkcma npe3eHmayuu o
Komnanuu npeocmaeinen 8 Ilpunosicenuu 3.

4. O3nakomvmecsv ¢ uH@oOpmayuel 0 NPpasuIax HanuUCaHus pe3ro-
Me, e2o0 cmpykmype u ocooennocmsx ogopmaenus (Ilpunoscenue 6).
lloocomosbme 6 NUCbMEHHOM 8UOE pe3toMe HA AHSAUUCKOM sA3blKe OJis
ycmpoticmea Ha pabomy. Obpaszey pestome npedcmasier 8 llpunosice-

Huu 7. Pe3ztome oghopmnsemces 6 neuamnom euoe na aucme A4.
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8. Ilpujio:kenus
Ilpunoscenue 1

Os3naxombmecv ¢ uH@opmayuei 0 8UOAX 0eN08bIX NUCEM, NPABULAX U
0COOEHHOCMAX UX HANUCAHUSL

Business Letters

A letter of enquiry is a formal letter that makes an approach to an
individual or organization either speculatively or in response to printed
public domain material whereby you are requesting some information.

It is a general term used for a number of different kinds of business
letters addressed to a company. An enquiry is sent when a businessman
wants some information. The letter is drafted to get some more infor-
mation which is not available on website, brochures, literature of the
product.

The letter is written by a customer to the company seeking some
information about a new product or service, especially about supply of
goods, leaflets or catalogues, quotation or prices, samples, terms and
discounts, availability of goods, delivery terms and deadlines, method of
transportation, insurance.

Offers are sent in reply to an enquiry or without a preceding en-
quiry. They state the nature and description of the goods offered, the
quantity, the price, the terms of payment, and the time and place of de-
livery. The sales-conscious businessman wants to draw the attention of
customers and new customers to a special product or range of goods.

He will take the opportunity to stimulate his correspondent’s inter-
est in his goods or services by including sales messages and the assur-
ance that the customer will receive personal attention.

Offers may be firm (binding) or without engagement. A firm offer
IS subject to certain conditions, a deadline for the receipt of orders, or a
special price for certain quantities. If the Buyer accepts the offer in full
within the stipulated time, the goods are considered to have been sold to
him at the price and on the terms stated in the offer. According to the
British and American law, a person/company making a firm offer has
the right to revoke it at any time before it has been accepted. According
to the Russian law, a person/company making an offer is bound by it un-
til the expiration of the time stated in the offer.

An order letter, also known as a PO or purchase order letter, is
written to provide the vendor with detailed instructions for fulfilling an
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order. Letters dealing with orders and payments for merchandise form a
bulk of business activity.

Proper care should be taken in drafting of the order to eliminate all
doubts resulting in loss of time and possibly of the market. The letter
usually includes the following: details about what you are ordering or
reserving; directions for shipment; manner of payments. In the letter of
order, the main idea in the first paragraph is what it is that we are reserv-
ing or ordering. The explanatory paragraphs give whatever details the
order requires — about quantity, colour, style, size, price, payment, loca-
tion, shipment data, place, plus any specific instructions your reader
might need. The last paragraph invites prompt shipment and dated ac-
tion, if desired.

Types of Business Letters

A letter of enquiry is a formal letter that makes an approach to an
individual or organization when a businessman or a customer is seeking
some information about a new product or service, especially about sup-
ply of goods, leaflets or catalogues, quotation or prices, samples, terms
and discounts, availability of goods, delivery terms and deadlines, meth-
od of transportation, insurance.

Offers are sent in reply to an enquiry or without a preceding en-
quiry. They state the nature and description of the goods offered, the
quantity, the price, the terms of payment, and the time and place of de-
livery. The sales-conscious businessman wants to draw the attention of
customers and new customers to a special product or range of goods.

An order letter is written to provide the vendor with detailed in-
structions for fulfilling an order. Letters dealing with orders and pay-
ments for merchandise form a bulk of business activity.

Proper care should be taken in drafting of the order to eliminate all
doubts resulting in loss of time and possibly of the market. The letter
usually includes the following: details about what you are ordering or
reserving; directions for shipment; manner of payments. In the letter of
order, the main idea in the first paragraph is what it is that we are reserv-
ing or ordering. The explanatory paragraphs give whatever details the
order requires — about quantity, colour, style, size, price, payment, loca-
tion, shipment data, place, plus any specific instructions your reader
might need. The last paragraph invites prompt shipment and dated ac-
tion, if desired.
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A complaint letter is written to show one that an error has occurred
and that needs to be corrected as soon as possible. The letter can be
drafted as a document used for warning the reader. An effective com-
plaint letter is brief and to the point and includes documentation.  Sev-
eral things should be kept in mind when writing this kind of letter.

Sufficient detail should be included to back up your claim and to
show that you have thoroughly researched the subject. However, omit
irrelevant details. Maintain a firm but respectful tone, and avoid aggres-
sive, accusing language. Send only photocopies of receipts and other
documents, and retain all originals. Keep a copy of the complaint letter
for your records. If a company has repeatedly given you bad service and
refuses to correct the situation and you feel that your only recourse is to
pursue legal action, voice your feelings in a tactful but firm way. Include
your contact information (your name, address, phone number, and e-
mail address, if desired, so that the other party can reach you to discuss
any questions or concerns).

Essentials of Effective Business Correspondence

Business correspondence or business letter is a written communi-
cation 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.

A letter should serve the purpose for which it is written. If a busi-
nessman writes a letter to the supplier for purchase of goods, the letter
should contain all the relevant information relating to the product, mode
of payment, packaging, transportation of goods, etc. clearly and specifi-
cally. Otherwise, there will be confusion that may cause delay in getting
the goods. Again the quality of paper used in the letter, its size, colour
also need special attention, because they create a positive impression in
the mind of the receiver.

Let us now learn about the different parts of a business letter.

The essential parts of a business letter are as follows:

1. Heading -The heading of a business letter usually contains the
name and postal address of the business, e-mail address, web-site ad-
dress, telephone number, fax number, trade mark or logo of the business.

2. 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.
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3. 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 number as AB/FADept./2003/27.

4. 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.

Example:

M/S Bharat Fans The Chief Manager,
Bharat Complex State Bank of India
Hyderabad Industrial | Utkal University Campus
Complex Bhubaneswar,
Hyderabad Orissa- 751007

Andhra Pradesh — 500032

5. Subject - It is a statement in brief, that indicates the matter to
which the letter relates. It attracts the attention of the receiver immedi-
ately and helps him to know quickly what the letter is about. For exam-
ple,

Subject: Your order No. C317/8 dated 12th March 20083.
Subject: Enquiry about Samsung television
Subject: Fire Insurance policy

6. 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.

7. 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 di-
vided 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 correspond-
ence, if any.

For example.
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With reference to your letter no. 326 dated. 12th March 2003, |
would like to draw your attention towards the new brand of televi-
sion.

(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 inten-
tions, hopes or expectations concerning the next step to be taken. Fur-
ther, the sender should always look forward to getting a positive re-
sponse. At the end, terms like Thanking you, With regards, With warm
regards may be used.

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

For example: Salutation - Complementary close

o Dear Sir/Dear Madam - Yours faithfully

o Dear Mr. Raj - Yours sincerely

o My Dear Akbar - Yours very sincerely (express
very informal relations).

9. Signature - It is written in ink, immediately below the compli-
mentary 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 desig-
nation of the writer.

For example: Yours faithfully

For M/S Acron Electricals
(Signature)

SUNIL KUMAR

Partner

10. Enclosures - This is required when some documents like
cheque, draft, bills, receipts, lists, invoices etc. are attached with the let-
ter. These enclosures are listed one by one in serial numbers.

For example: Encl: (i) The list of goods received

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

11. 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. i. The Chairman, Electric Supply Corporation

Ii. The Director, Electric Supply Corporation
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Ii. The Secretary, Electric Supply Corporation
12. 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.
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Ilpunooscenue 2

Iucomenno nepeeedume meKcm NucbMa U 8bINOJHUME 3a0aHuUe Nocie
mekecma.

Manor House Hotel
Farnham Green, Warnside, Upminster, UB23.
Tel: 091 8976. Fax: 091 9008. E-mail: manhot@xx.itl www.man.itx

15 January 20..
The Sales Manager,
Melody Modes Ltd.,
Carrham, Upminster UE12.

Your Ref: KPS/C3, Our Ref: Con/13/1

Dear Sir,

Thank you for your letter of 12 January regarding our conference facilities for your
sales convention in July this year.

| have pleasure in enclosing our current conference brochure and tariff. You will
note that we offer a variety of venues inside the hotel itself, for groups of between
20 and 150 people, with a choice of catering facilities and with or without accom-
modation. This year we are also able to arrange functions in marquees in the hotel
grounds, with a more limited range of catering, but again with or without hotel ac-
commodation.

We have two lecture rooms, with audiovisual equipment - overhead projectors and
video and DVD facilities - which might be of interest to you. There are also prod-
uct display facilities within the hotel.

If you require all or some of your delegates to be accommodated in the hotel, I rec-
ommend early booking, as July is one of our peak months. We offer 4-star accom-
modation, every room with en suite facilities, minibar, television, personal safe,
trouser press. We have two restaurants, four bars, a fully equipped gymnasium, and
an indoor/outdoor swimming pool.

| look forward to hearing from you further, and | shall be happy to supply any ad-
ditional information you might require; you will be very welcome to visit the hotel
to see for yourself the facilities we offer.

Yours faithfully,

Hector Manning
General Manager
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3aoanue k mexcmy

. Onpedenume, Kk KAKOMy 8U0y NUCLMA OMHOCUMCSL OAHHOE NUCLMO!
a) ITucvmo-3anpoc ungopmayuu

b) ITucomo-omeem na 3anpoc ungopmayuu

C) Iucvmo-3akas

d) ITucemo-scanoba

e) Ilucomo-npocvba

. B mexcme nucbma na aneiuiicCKom si3blke NOOYEPKHUME 8bIPaXiCe-
Hus-Kauue 0l Hanucanust 0enoswvix nucem. C munosvimu @pasa-
MU OJis1 HANUCAHUSL NUCEM MOJICHO O3HAKOMUMbCS 6 madiuye Hu-

ance.

Useful phrases and vocabulary for writing business letters

Functions

Useful language

Salutation - Comple-
mentary close

When the recipient’s name is unknown to you:
Dear Sir ... Yours faithfully

Dear Madam ... Yours faithfully

Dear Sir or Madam ... Yours faithfully

When you know the
recipient’s name:

Dear Mr Hanson ... Yours sincerely
Dear Mrs Hanson ... Yours sincerely
Dear Miss Hanson ... Yours sincerely
Dear Ms Hanson ... Yours sincerely

When addressing a
good friend or col-
league:

Dear Jack ... Best wishes/Best regards

Addressing whole de-
partments:

Dear Sirs ... Yours faithfully

Starting

We are writing to inform you that ..., to confirm ..., to
request..., to enquire about ...

| am contacting you for the following reason.

| recently read/heard about ..... and would like to know ....
Having seen your advertisement in ..., | would like to ...

| would be interested in (obtaining / receiving) ...

| received your address from ... and would like to ...

I am writing to tell you about ...

Referring to previous
contact

Thank you for your letter of March 15.

Thank you for contacting us.

In reply to your request, ...

Thank you for your letter regarding ...

With reference to our telephone conversation yesterday...




Making a request

We would appreciate it if you would ...

| would be grateful if you could ...
Could you please send me ...

Could you possibly tell us / let us have ...

Orders

Thank you for your quotation of ...

We are pleased to place an order with your company
for...

We would like to cancel our order #° ...

Please confirm receipt of our order.

| am pleased to acknowledge receipt of your order # ...

Prices

Please send us your price list.

You will find enclosed our most recent catalogue and
price list.

Please note that our prices are subject to change without
notice.

We have pleasure in enclosing a detailed quotation.

We can make you a firm offer of ...

Our terms of payment are as follows ...

Our records show that we have not yet received payment
of ...

According to our records ...

Please send payment as soon as possible.

You will receive a credit note for the sum of ...

Enclosing documents

| am enclosing ...
Please find enclosed ...
You will find enclosed ...

Closing remarks

If we can be of any further assistance, please let us know.
If you require more information ...

For further details ...

Thank you for taking this into consideration.

Thank you for your help.

We hope you are happy with this arrangement.

I look forward to seeing you next week.

Looking forward to hearing from you, ...

An early reply would be appreciated.

Ending business letters

¢ Sincerely, }

¢ Yours sincerely, } for all customers / clients
¢ Sincerely yours,}
¢ Yours faithfully,} in more formal letters

O Regards, for those you already know and/or with
whom you have a working relationship
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Some Hints for a Successful Presentation

Preparation

e Planning. Plan your presentation carefully. Thorough prepara-
tion will make you more confident and help you to overcome your
Nervousness.

e Objectives. Think about what you want to achieve. Are you
aiming to inform, persuade, train or entertain your audience?

e Audience. Whom exactly will you be addressing? How many
people will be attending? What do they need to know? What do they al-
ready know? What will they expect in terms of content and approach?

e Content. Brainstorm your ideas first. Then decide which are
most relevant and appropriate to your audience and to your objectives
and carry out any research that is necessary. Be selective! Don't try to
cram too much into your presentation.

e Approach. A good rule of thumb is to tell your audience what
you're going to say, say it, then tell the audience what you've said. Try
to develop your key points in an interesting and varied way, drawing on
relevant examples, figures etc. for support as appropriate. You might al-
so like to include one or two anecdotes for additional variety and hu-
mour.

e Organization. Think about how you will organize your con-
tent. Your presentation should have a clear, coherent structure and cover
the points you wish to make in a logical order. Most presentations start
with a brief introduction and end with a brief conclusion. Use the intro-
duction to welcome your audience, introduce your topic/subject, outline
the structure of your talk, and provide guidelines on questions. Use the
conclusion to summarize the main points of your presentation, thank the
audience for their attention, and invite questions.

If you have a lot of complex information to explain, think about
using some charts, diagrams, graphs etc., on an overhead projector or
flipchart. Visual aids can make a presentation more interesting and easi-
er to understand, but make sure they are appropriate and clear - don't try
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to put too much information on each one.

e Rehearsal. Allow time to practice your presentation — this will
give you a chance to identify any weak points or gaps. You will also be
able to check the timing, and make sure you can pronounce any figures
and proper names correctly and confidently.

Language

o Simplicity. Use short words and sentences that you are com-
fortable with. There is no benefit in using difficult language.

e Clarity. Active verbs and concrete words are much clearer
and easier to understand than passive verbs and abstract concepts.
Avoid jargon unless you are sure all your audience will understand
it.

e Signalling. Indicate when you've completed one point or sec-
tion in your presentation and are moving on to the next. Give your audi-
ence clear signals as to the direction your presentation is taking.

Delivery

e Nerves. You will probably be nervous at the beginning of your
presentation. Don't worry — most people are nervous in this situation.
Try not to speak too fast during the first couple of minutes — this is the
time you establish your rapport with the audience and first impressions
are very important. You may find it helpful to memorize your introduc-
tion.

e Audience rapport. Try to be enthusiastic — your interest in the
subject matter will carry your audience along. Look around your audi-
ence as you speak — eye contact is essential for maintaining a good rap-
port. You will also be able to pick up signals of boredom or disinterest,
In which case you can cut your presentation short.

e Body language. Stand rather than sit when you are delivering
your presentation and try to be aware of any repetitive hand gestures or
awkward mannerisms that might irritate your audience.

e Voice quality. You must be clearly audible at all times - don't
let your voice drop at the end of sentences. If you vary your intonation,
your voice will be more interesting to listen to and you will be able to
make your points more effectively.

e Visual aids. Use your visual aids confidently, making sure you
allow your audience time to absorb information from flipcharts and
transparencies.
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e Audience reaction. Be ready to deal with any hostile questions.
Polite, diplomatic answers are a good disarming tactic, but if you should
find yourself 'under fire', suggest that the audience keeps any further
questions until the end of the presentation and continue with your next
point.

Business Presentations (PowerPoint)

Business is all about selling — a product, topic or concept. When
making a business presentation, the most important thing is to know
your material. If you do not know everything about what you are sell-
ing, it is not likely that the audience will be buying.

It is expected today that you will use PowerPoint in business
presentations. It can be used to add visuals to the message and is an easy
way to create a leave-behind handout or e-mail the presentation to oth-
ers later. But too often business presenters aren’t as effective as they
could be when delivering a PowerPoint presentation. Here are some tips
for making your next PowerPoint business presentation more effective.

The success of your presentation is mostly determined before you
ever get up to speak. Plan your presentation on paper before they sit
down at the computer. Start by defining the goal of the presentation —
what you want the audience to do, feel, understand or act on when you
are done. Once you have the starting point and destination, you can de-
cide where visuals will add to your message and what those visuals
should be.

Decide on a simple standard look for your slides so that the audi-
ence has visual consistency throughout the presentation. Select back-
ground, text colors and fonts so that the text will be easy to read.

Seasoned presenters use key phrases and include only essential in-
formation. Choose only the top three or four points about your topic and
make them consistently throughout the delivery. Simplify and limit the
number of words on each screen. Make your slides easy to follow. Put
the title at the top of the slide where your audience expects to find it.
Keep important information near the top of the slide. Often the bottom
portions of slides cannot be seen from the back rows.

Audiences don’t want you to read slides full of text to them — sur-
veys show it is the most annoying thing presenters can do. So use visu-
als instead of paragraphs of text. Use graphs to illustrate numeric data.
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Use diagrams to show processes or flows of information or goods. Use
pictures to show a person, place or object.

Creating your presentation at the last minute is not a good idea be-
cause it does not allow you to practice and rehearse. Practice is when
you sit with your presentation and mentally review what you are going
to say and how you want the flow to work. Practice is not enough, alt-
hough many presenters think it is sufficient. You must also rehearse
your presentation by standing and delivering it as if it was for real. This
is the only way to check your words, your visuals and whether the mes-
sage is as clear as you want it to be. It is also the only way to truly
check your timing to make sure you don’t run over the allotted time.
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Useful language for making presentations

Functions Useful language
Welcoming your | Good morning, ladies and gentlemen
audience Good morning, gentlemen

Good afternoon, ladies and gentleman
Good afternoon, everybody

Outlining your
structure

To start with I'll describe the progress made this year. Then I'll
mention some of the problems we've encountered and how we
overcame them. After that I'll consider the possibilities for fur-
ther growth next year. Finally, I'll summarize my presentation
(before concluding with some recommendations).

Introducing your
subject

| am going to talk today about...
The purpose of my presentation is to introduce our new range
of...

Giving instruc-
tions about ques-
tions

Do feel free to interrupt me if you have any questions.
I'll try to answer all of your questions after the presentation.
| plan to keep some time for questions after the presentation.

Starting

I'd like to start by...
Let's begin by...
First of all, I'll...
Starting with...

I'll begin by...

...and starting
another

Now we'll move on to...
Let me turn now to...
Next...

Turning to...

I'd like now to discuss...
Let's look now at...

Finishing one
subject...

Well, I've told you about...
That's all | have to say about...
We've looked at...

So much for...

Ordering

Firstly...secondly...thirdly...lastly...
First of all...then...next...after that...finally...
To start with...later...to finish up...
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Analysing a point
and giving rec-
ommendations

Where does that lead us?

Let's consider this in more detail...
What does this mean for ABC?
Translated into real terms..

Giving an exam-
ple

For example,...

A good example of this is...
As an illustration,...

To give you an example,...
To illustrate this point...

Dealing with
questions

Now I'll try to answer any questions you may have.
Can | answer any questions?

Are there any questions?

Do you have any questions?

Are there any final questions?

We'll be examining this point in more detail later on...
I'd like to deal with this question later, if | may...

I'll come back to this question later in my talk...
Perhaps you'd like to raise this point at the end...

| won't comment on this now...

Summarising and
concluding

To conclude,...

Now, to sum up...

Right, let's sum up, shall we?

So let me summarise/recap what I've said.

Finally, may I remind you of some of the main points we've
considered.

In conclusion,...

I'd like now to recap...

Let's summarise briefly what we've looked at...

Finally, let me remind you of some of the issues we've cov-
ered...

If I can just sum up the main points...

Many thanks for your attention.

May | thank you all for being such an attentive audience.
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COMPANY PROFILE

Good morning, ladies and gentlemen, thank you for coming. My name
is Sarah James, and I’m here to give a brief presentation on the compa-
ny. My talk is very short so please keep your questions to the end.

The first part of my presentation is about the company structure of Pizza
Hut (UK). The second part looks at the present activity of the company
in the UK, and in the last part | want to talk about our future plans.

First, the structure. Let’s start with the parent company. As you know,
Pizza Hut (UK) is a subsidiary of Tricon Global Restaurants. There are
other brands in the group, such as KFC and Taco Bell. The President of
Pizza Hut (UK) is Jon Prinsell.

Now, let’s look at our present activity. Business is very good. People in
Britain like pizzas! We have sales of over £ 300 million from 400 out-
lets. We employ about 16,000 people. In Britain our brand is very well-
known. 80% of the population eat at Pizza Hut at least once a year. On
top of that, we deliver 75,000,000 pizzas to people’s homes. Pizzas are
our main product, but we also sell a lot of pastas, salads, desserts, and
drinks.

Finally, the future. In the next ten years we plan to open at least another
hundred restaurants. At the moment our market share of all meals in res-
taurants in Britain is 6 %. We would like to increase that number to 10
% in the next ten years. With our customers and our staff, that aim is
possible.

Thank you for listening. Do you have any questions?
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How to Write a Resume

A resume - sometimes called a 'Curriculum Vitae' or 'CV' - is a
summary of your skills, education and work experience. A good resume
demonstrates how your skills and abilities match up with the require-
ments of a job.

Resumes give you the opportunity to sell yourself to a potential
employer. A resume is not an exhaustive list - if it's too long it probably
won't get read at all. The best resumes are usually no longer than one or
two pages.

You should change your resume with every job application so that
it lists the skills and experiences you have that are most relevant to the
job you're applying for. A tailored resume will be much more successful
than a generic one, even though it means more preparation.

The structure of your resume will vary depending on your work
experience and education and training background.

A resume usually sets out information in a reverse order. Your
most recent work experience and study details should be first on the list.
Here's a brief rundown on the essential things to include on your re-
sume.

Personal details. Full name and contact details including address,
telephone number(s) and email address.

Education and training. A summary of your education and train-
ing history, starting with your most recent studies, making sure you in-
clude all training that's relevant to the job you're applying for.

Employment history/ Work experience. Start with your most recent
work history and work backwards chronologically, listing the name of
the employer, your job title, the dates you worked there, and your re-
sponsibilities, tasks and achievements. Make sure you include every-
thing that's relevant to the job.

Skills and abilities. A list of the things you're good at. These can
be general skills or skills specific to a particular job. List them under
broad headings such as "Communication™ and "Teamwork".
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Career objective (optional). Tell the employer what type of job
you want end up with; this shows that you've given thought to your fu-
ture career.

Interests (optional). A list of your hobbies and interests; this gives
employers more information about you and also shows other areas of
your life where you've gained experiences such as teamwork and com-
mitment.

Referees. List people who can talk about how good a worker you
are. Make sure you get their permission before including them on your
resume. List their name, company name occupation, and contact details.

General Do’s and Don’ts of Resume Writing
Content Do’s

* Present yourself accurately and positively

* Include only enough information to encourage an employer to
find out more. List your most recent positions or areas of expertise first,
and then work backwards.

* Include brief descriptions (where appropriate) of the companies
where you worked: size, sales, volume, products, etc.

* Stress accomplishments. Include figures and brief examples to
substantiate claims.

» Leave out data that might result in discrimination (i.e. race,
marital status, religion).

* Put education near the end unless there is a special reason to put
it up front (i.e. teaching position).

 Use strong, succinct action words (i.e. “designed vs. worked on
formulation of).

» Make the resume attractive to the eye, and make sure it has ab-
solutely NO errors. Wherever possible, avoid underlining and using
more than one font.

» Use the language of your future work. Make sure your resume
Is related to an employers need.

» Have several others proofread and critique your resume for ac-
curacy and impact.
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Content Don'’ts

* Don’t have someone else write your resume (ask for advice and
input, but you know yourself best and will have to defend the content).

» Make sure you do not come across as arrogant or overly confi-
dent.

» Don’t exaggerate your strengths and talents.

» Don’t use pronouns, abbreviations, jargon or buzzwords unless
the terms are widely known and accepted or are industry/company spe-
cific.

* Don’t crowd the margins or use excessively small type.

* Don’t include references. Reference requests are made when
there is an actual hiring interest, not before. At the end of your resume
you may state, “references available upon request,” or since this is nor-
mally assumed, the phrase may be omitted. As a matter of courtesy and
to ensure that potential employers receive favorable references, always
contact your references in advance.

» Avoid humor and vagueness.

* Don’t include personal information (weight, height, marital sta-
tus, children, etc.)

Format Considerations

The appearance of your resume should invite further reading and
ultimately assist in getting you in the door for an interview. Other things
to consider include:

* Using a laser printer on good quality bond paper.

* Keep it between one and two pages in length.

» Make it easy to read. The size of the print should be comforta-
ble (no smaller than 10-11) and the amount of information that is bold
or underlines should enhance rather than overwhelm the reader. Allow
plenty of white space on the page.

 Provide at least a one-inch margin on the left and right for the
body of the document.

* Your resume must be flawless- no spelling errors, typos or
grammatically incorrect phrases, incorrect dates of employment, correct
phone numbers, etc.

* No two-sided resumes
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* Print in black ink on plain white paper- even a light off-white
can reduce scannability.

» Format your resume as simply as possible:

Avoid columns

No fancy fonts, small fonts, underlining (avoid where possible)
or italics

Use boldface for headings

Replace bullets with characters like dashes (-), carrots (>) or as-
terisks (*)

No graphics or symbols

Use a font between 10 and 14 points and don’t crowd the letters

* When you mail your resume, do not use staples and do not fold
(when possible). Be sure to send an original rather than a copy. Scan-
ning equipment often has difficulty with copies (the same goes with
faxed versions, so try mailing the original, unless you have the capabil-
ity of faxing directly from your computer.

* When sending your resume as an email, protocol differs by
company. Sometimes hiring managers want the resume in the body of
the email, others as an attachment. Unless instructed otherwise, send
your resume as a Word attachment.
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CATE JONES
6 Pine Street
Arlington, VA 12333
555.555.5555 (home)
566.486.2222 (cell)
phjones@vacapp.com

OBJECTIVE
Bilingual, customer service employee with strong written and oral communication skills is look-
ing for a challenging position in the hospitality industry.

EDUCATION

ABC University, Philadelphia, USA
Bachelor of Arts, May 20XX
Major: Hotel Administration

WORK EXPERIENCE

Waitress, Austin's Restaurant, Philadelphia, PA February 20XX - January 20XX
» Took orders, served meals, set and cleared tables
Cashier, ABC Convenient Store, Philadelphia, PA Summer 20XX

= Managed cash register, restocked shelves, and assisted customers with locating items

= Received award for best customer service two months in a row

Sales Assistant, DEF Departments, Philadelphia, PA July 20XX - April 20XX
» Provided convenient service to customers
= Maintained and restocked inventory

Host, L’ Amour Restaurant, Philadelphia, PA September 20XX-August 20XX
= Welcomed and seated guests, ensuring each guest’s comfort and satisfaction
= Spoke on the phone to book reservations and answer questions, always maintaining clear
and positive communication
= Scheduled dining reservations and arranged parties and special services for diners.
LANGUAGES, CERTIFICATIONS, AND SKILLS:

Spanish — Intermediate level

Mediation and conflict resolution certification, October 20XX

Good computer skills: experience in Adobe Photoshop, Adobe InDesign, and Excel
Clean driving license

PERSONAL TRAITS

Result-oriented, motivated to succeed, energetic, independent worker, highly adaptable to ever-
changing circumstances. Excellent communication skills. Trained and experienced in resolving
customer complaints and promoting conflict resolution.

References available upon request.
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