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OCHOBHA ITH®OPMALIA PO AUCHUILJITIHY

1. Onuc HaBYAJbHOI JUCHUILIIHA

HanimenyBanns
MOKa3HUKIB

lNany3b 3HaHb, HanpsIM
IMJITOTOBKH, OCBITHBO-
KBaTi(piKaliiHUl piBEHb
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HaBYaJIbHOI TUCHUILTIHU
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HABYaHHA HABYAHHSA
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2. Mera Ta 3aBIaHHA HABYAJBLHOI JUCIHUILTIHI

MeTo0 HaBYaJbHOI JUCHMILUIIHM €  HaBYaHHS 3700yBayiB BHUIIOI OCBITH
YCHOMY W THCEMHOMY JiJIOBOMY CIUIKYBAaHHIO aHTJIIHCHKOI0 MOBOIO Ta OCOOJHUBOCTSIM
nepeKiafy aHriiichbKOro JUIOBOTO MOBJEHHA y cdepl ayauTy, OyXraaTepChbKOro
00J1iKy, OTOJATKyBaHHS 1 KOHTPOJIO, (DOpMYBaHHS 3JaTHOCTI CIIJIKYBaTHUCA SIK YCHO,
TaK 1 MMCbMOBO; (POPMYBaHHS HaBUYOK IMPE3CHTYBAaTHU Ta 0OTOBOpPIOBATH 3 (PaxiBIFIMU 1
HedaxiBUAMU  pe3yJAbTaTU JOCHIIKEHb JIEP)KaBHOK Ta 1HO3EMHOK MOBaMH,
KBaJTi(hiKOBAHO BiOOpaXKaTH pe3yJIbTaTH JOCIIKEHb Y HAYKOBHX ITyOJTiKAIIisX.

OTpumaHi 3HaHHS Ta HAaBHUYKHM BUKOPUCTAHHS 1HO3EMHOI MOBH TIiJIBHIIATH
3aTHICTh PO3B’A3yBaTH CKJIAAHI 3aBlaHHsi 1 mpobiemu y cdepi npodeciiHoi
TISJIBHOCTI 3 OOJIIKY, aHajizy, KOHTPOJI, ayAauTy, ONOJaTKyBaHHS abo y Tpolieci
HaBYaHHSI, MO Tepeadadae MPOBEACHHS AOCTIIKEHb Ta/a0o0 31MCHEHHS 1HHOBAIIA Ta

XaApaAKTCPU3YETHCA HEBU3HAYEHICTIO YMOB 1 BUMOT.

3aBiaHHs JMCHMILUIIHM: O3HaWOMJEHHS 3700yBadiB BHUINOI OCBITH 13
3arajJibHO-TEOPETUYHUMHU MUTAHHSAMH JIJ0BOTO CIHIJKYBaHHS Ta TMepeKIany;
dbopMyBaHHS NPAaKTUYHUX HABUYOK 1 BMIiHb, HEOOXITHMX Yy CIIJIKYBaHHI 3
NpeACTaBHUKAMHU 1HIIUX KyJIbTYyp; HaBUaHHS HAMHWCAHHIO JAUIOBUX JIUCTIB 1
pe3oMe aHTIIIMChKOI MOBOIO; GOPMYBAaHHS HAaBUYOK JIITEPATypPHOTO MEpEKIany
3 yKpaiHCbKOT MOBM Ha aHIJIIAChKY 1 3 aHIJIIHChKOiI Ha YKpaiHChKY 3
JOTPUMAHHSAM JIEKCUKO-TpaMaTHUYHUX 1 CTWIICTHYHUX HOPM; (popMyBaHHSA
BUCOKOTO PpIiBHS KYJbTypH JIJOBOTO CHUIKYBaHHS y cdepi ayaurty,
OyXraiTepcbkoro 00JIiKy, OMOJAAaTKyBaHHS 1 KOHTPOJI0; GOpMYyBaHHS 31aTHOCTI
npaioBaTu y M1XHapOIHOMY KOHTEKCTI, dbopmyBaHHS MOBHUX
KOMTIETEHTHOCTEH, MOCTATHIX IJsi MpPEACTaBICHHS pPe3yJbTaTiB CBOE€l HAYKOBOI

poOOTH IHO3EMHOI MOBOIO Ta 3JIMCHEHHS HAyKOBOI KOMYHIKaIIii.

IlepenymMoBH [1Ji1 BHBYEHHS JAMCHMIUIIHM (CTPYKTYPHO-JOTIYHA cXeMa

niaroroBkn  ¢axiBusg). BpaxoByiouum MOCHIIOBHICTh HAKOMWYEHHS 3HAHb Ta



iHdopMmaIli, IUCIMIUIIHA BHUBYAETHCS MMCIAS BUKJIQJAaHHA HACTYNHUX JUCITUILTIH:

aHTJIMChKOI MOBH, ayAUTY, PIHAHCOBOTO OOJIIKY, MOJATKOBOI cUCTeMHU, (PiHAHCIB.

Y pe3yabTaTi BUBYEHHSI HABYAJBHOI JMCUMILUIIHM 3700yBa4 BMILNOI OCBITH

NMOBHHEH OTPUMATH:
3arajibHi KOMIIETEHTHOCTI

3K02. 31aTHICTh CIUIKYBaTUCS 1HO3EMHOIO MOBOIO.

3K06. 3natHicTh 10 mMOHIyKy, OOpoOJieHHs Ta aHamizy iHdopmamii 3 pi3HUX
JOKEpe.

3K07. 31aTHICTh MpaIfoBaTH B MDXHAPOJHOMY KOHTEKCTI.

3KO09. IlinyBanHs Ta moBara pi3HOMAaHITHOCTI Ta MYJbTHKYJIbTYPHOCTI.

3K13. 3paTHicTh MMIaHyBaTh 1 MPOBOJUTH HAYKOBI JOCIHIJI)KEHHS, TOTYyBaTH
pe3yJbTaTh HAYKOBUX POOIT O OTPUITIOTHEHHS.

CK11. 3parHicTh 3acTOCOBYBAaTHM 3arajJbHOHAyKOBI Ta CHEI[laibHI METOIU
JTOCHIKEHb, CIIPSIMOBAaHI Ha TMI3HAHHSI €KOHOMIYHHUX SIBHIII 1 TIPOIIECIB.

CK15. 3paTHicTh 3AlMCHIOBAaTH IMEAaroTidyHy MISJABHICT, B 3aKiaagax BHUIO1

OCBITH.

IIporpamHi pe3yJibTaTH HABYAHHS

I[TPO1. Bwmitu po3BUBAaTHM Ta MIABUILYBaTH CBI 3aralbHOKYJIBTYPHHUM 1
npodeciiiHuil piBeHb, CaMOCTIHO OCBOIOBAaTH HOBI METOJAM pOOOTH Ta 3HAHHS ILIOJO
KOMILJIEKCHOTO OayeHHsI Cy4acHUX MpoOJieM eKOHOMIKHU Ta YTPaBIIiHHA.

[TPO3. BurbHO cCHUIKYBaTHCS 1HO3EMHOIO MOBOIO YCHO 1 NHCbMOBO TIpH
00TOBOpEHHI pe3yJIbTaTIB JOCIHIIKEHb Ta IHHOBAITIH.

[TP16. 3nxiticHroBaTH IMyOaidHI JTiI0BI 1 HAyKOBI KOMYHIKAIi 3ay1sl BUPIICHHS
KOMYHIKaTUBHUX 3aBJaHb JE€pP’KaBHOIO Ta IHO3€MHUMH MOBaMH.

I[IP17. TortyBatm ¥ OOIpYHTOBYBAaTM BHCHOBKH 3aJJiS KOHCYJbTYBaHHSA
BJIACHUKIB, MEHEIH)KMEHTY Cy0’€KTa TOCIOJApIOBaHHS Ta IHIIUX KOPHUCTyBadiB

iHbopMarii y chepi 00Ky, aHATI3y, KOHTPOJIIO, ayAUTY, OMOJATKYBaHHS.



[1P18. JJorpumyBatucst HOpM NpoQeciiiHOl Ta akaJeMI4YHOT €TUKH, TIATPUMYBATH
BPIBHOB@)XKEHI CTOCYHKM 3 UJIGHAMH KOJIEKTUBY (KOMaHIM), CHOXMBayamu,
KOHTpareHTaMu, KOHTAKTHUMH ayJAUTOPIIMHU.

[1P22. AmnanmizyBaTH i OILIHIOBATH 3aKOHOMIPHOCTI 1 TEHAEHIIT PO3BUTKY OOIIKY,
aHaJizy Ta ayJauTy, OTIOJaTKyBaHHS.

[1P25. BusnauaTu akTyalibHI MPOOJIEMH Ta BHUSBISATH HAyKOB1 QakTu y cdepi
Teopii, METOJUKH, OpraHi3allii Ta MPakKTUKU OOJIKY, ayJAUTy, JepKaBHOTO (HIHAHCOBOTO
KOHTPOJIIO Ta EKCIEePTU3H, POOUTH HAYKOBO-OOTPYHTOBAaHI BHCHOBKH, PO3POOISATU
OpOMO3UIl IOA0 IX BHUPIMIEHHS Ta BIPOBAKYBATH 3axXOAH, CIPSMOBaHI Ha
BJIOCKOHAJICHHSI CHCTEM ayJuTYy, IePKABHOTO (HiHAHCOBOTO KOHTPOJIO Ta EKCIIEPTHU3H.

[1P26. 3niiicHioBaTH TMEAAroriyHy MJISJBHICTE B 3aKjagax BHIOI OCBITH 3
BUKOPHUCTAHHSIM HOBITHIX METOJWK HAaBUaHHS Ta CYy4YaCHUX OCBITHIX TEXHOJIOTIH,

PO3pOo0IIATH HAaBYATbHO-METOIMYHI MaTepiay.

KomMnieTeHTHOCTI, HAMPaBJIeHi HA TOCATHEHHS IJ100aJbLHUX LJIeH CTAJ0ro
po3Butky a0 2030 poky:

Huctumnina «IHo3zemMHa MoBa B mpodeciiiHiii Ta HAyKOBIA AISTIBHOCTI)
Oe3nocepennbo crpusie nocsaraeHHio Linel cranoro po3sutky (LICP), ockinbku 3HaHHS
MOB BIIKPHBAa€ JOCTYN [0 T100aJbHUX 3HaHb, COPHUS€ MDKHAPOMHIN CHIBIpall Ta
dbopMye BIANOBIAAIBHE CTaBJICHHS [0 TJIOOAIBHUX BHUKIMKIB. BoHa momomarae
CTyJ€HTaM CIUTKYBATHUCS 3 MIPEJACTABHUKAMHU 1HIITUX KpaiH Ta KyJbTYP.

Huctumnina «IHo3zemMHa MoBa B mnpodeciiiHidi Ta HAyKOBIM AISUTBHOCTI»
ninrpumye okpemi L{CP:

[{ine 4. 3abes3nedeHHs BCEOXOIUIIOKYOI 1 CHpaBeTUBOI SKICHOI OCBITH Ta
3a0XOUYCHHS MOXJIMBOCTI HAaBUaHHS BIPOJOBX YCbOTO >KUTTS sl BCIX (TI00aibHe
Bu3HadeHHs1) [u1s 4. 3a0e3neueHHss BCEOXOIUIIOI0YOI 1 CIIPaBEIJIMBOI SIKICHOI OCBITH Ta
3a0XOUYCHHS MOXJIMBOCTI HAaBUYAaHHS BIPOJOBXK YChOTO JKUTTA JJIS BCIX (HAI[lOHAJIbHE
Bu3HaueHHA) — 3aBnanHHs 4.4. Jlo 2030 poky iCTOTHO 30UIBIIMTH YHUCIO MOJIOAMX 1

JIOpOCHUX JOJIEeH, sIKI BOJIOJIIOTH 3aTpeOyBaHMMHU HAaBHUUKaMH, y T. 4. MpodeciiiHo-
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TEXHIYHUMM HABUYKAMU, ISl MIpaleBIalITyBaHHSA, OTPUMaHHs TiAHOI poOOTH Ta 3aHATH
HATPUEMHUALIBKOIO JTISUTHHICTIO.

BuBueHHs iHO3eMHOT MOBH PO3IIMPIOE MOXKIMBOCTI aKaJeMIqHOI MOOUIHHOCTI Ta
JOCTYITy J10 SIKICHHMX OCBITHIX pecypciB (HAayKOBi CTarTi, OHJIAWH-KYpPCH, MDKHApPOIHI
koHpepenti). [lokparnrye npodeciiiny KOMYHIKAIO Ta Crpuse 0OMIHY JOCBIIOM MIiX
HayKOBIIIMH Ta (axiBISIMU 3 PI3HUX KpaiH.

[ine 9. CtBOpeHHs CTiiKo1 IHQPACTPYKTYpH, CIIPUSHHS BCEOXOTIUTIOIOUIH 1 cTalii
iHaycTpianizamii Ta iHHOBaIisAM (TimobansHe BuzHadeHHs) Lline 9. CTBOpeHHS CTiKOi
IHPPACTPYKTYpH, CIPUSHHS BCEOXOIUTIOIOUIN 1 CTalii iHIycTpiani3amii Ta 1HHOBAISIM
(HarioHaIbHE BUW3HAYCHHSA) — 3aBaaHHd 9.5. AKTUBI3yBaTH HAyKOBI JOCIIJKCHHS,
HApOIyBaTH TEXHOJOTIYHUN TIOTEHIladl MPOMUCIOBUX CEKTOPIB Yy BCIX KpaiHax,
0CcoOJIMBO KpaiHax, M0 PO3BUBAIOTHCA, Y T. 4. NUIIXOM ctumymtoBaHHs 10 2030 poky
IHHOBAIIITHOT AISTBHOCTI Ta 3HAYHOTO 30UIBIIEHHS KUTBKOCTI MpaliBHUKIB y chepi [HiP
y pO3paxyHKy Ha 1 MJIH 0Ci0, a TaKOX JIep>KaBHUX 1 MpuBaTHUX BUTpatT Ha [[iP.

3HaHHS 1HO3EMHHX MOB [JI1a€ MOXKJIMBICTh O3HAHOMIIIOBATHCA 3 TIEPEIOBUMU
TEXHOJIOTISIMM, HAayKOBHUMH JOCATHEHHSMHM Ta BIPOBAXKYBaTH IHHOBAIl y CBOii
npodeciitHiii  gisnbpHOCTL.  J[03BONsle Oparu ydacTb y MDKHApOJAHMX MPOEKTax,
IPAHTOBUX MpOrpamax Ta MapTHEPCTBaX.

Hine 10. CxopodeHHS HEPIBHOCTI BCEpEeAMHI KpaiH 1 MDK HUMH (IJoOabHE
Bu3HadyeHHs1) [{up 10. CkopodeHHS HEPIBHOCTI (HAI[lOHAJILHE BU3HAYCHHS) - 3aBJIaHHS
10.7. Chopusta BHOPSIKOBaHIM, Oe3lMeuHid, 3aKOHHIA 1 BIIMOBIMAIbHIA Mirparii Ta
MOOUIBHOCTI JIIOAEH, y T. 4. 3a JOMOMOTOI TPOBEACHHS CIUIAaHOBAaHOi 1 Jo0pe
pOJyMaHOi MIirpariifHoi MOJIITHKH.

BonoainHs 1HO3eMHOIO MOBOIO CIIPHUSIE€ COINIBHIA MOOUIBHOCTI Ta PO3IIUPIOE
TOCTYyN 110 TpodecitHOro PO3BUTKY, OCOOJHMBO IS Majio3abe3MeueHUX BEPCTB
HAaCeJICHHS.

Hine 17. 3MinHeHHs 3aco0iB 3A1MCHEHHS W aKTUBI3AIls pPOOOTH B paMKax
r100aJbHOrO0 TApTHEPCTBA B 1HTEpECax CTAJOr0 PO3BUTKY (TI100aibHE BU3HAYCHHS )
ine 17. 3minHeHHs 3aco0iB 3IHCHEHHS M aKTUBI3allisg poOOTH B paMKax riio0albHOTO

NapTHEPCTBA B IHTEpEcax CTAJIOT0 PO3BUTKY ( HaIllOHAJILHE BU3HAYEHHS) — 3aBJIAHHS
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17.16. 3wminuioBatn [noOanbHe mNApTHEPCTBO B IHTEpECAax CTAJOrO PO3BUTKY,
JOTIOBHIOBaHE TMMapTHEPCTBAMU 3a YyYacTO 0OaraTbOX 3alllKaBJIEHUX CTOPIH, SKI
MOOLTI3YIOTh 1 MOMIMUPIOIOTh 3HAHHSA, JTOCBiJ, TEXHOJIOTII Ta (DiHAHCOBI pecypcH, s
JIOCSITHEHHS TIUJIeH y cdepl CTAIOro po3BUTKY B YCIiX KpaiHaxX, 0COOJMBO y KpaiHax, 110
po3BuBaroThCs [lapTHEPCTBO 3apaau CTIHKOTO PO3BUTKY.

BononiHHS 1HO36MHOI0O MOBOIO CIIPHUSI€ HaaroKEHHI0O MDKHApOJHOI CIIBMpari,
0oOMIHY HIOCBiIOM y cdepl HayKH, €KOJIOTii, eKOHOMIKA Ta COILIaJbHOTO PO3BUTKY.
Jlo3Bonsie OpaTu y4yacTh y MDKHApOJHUX KOH(EpeHLIsX, IUCKYCISIX Ta IMporpamax
PO3BHTKY.

Hucuurutina «IHo3eMHa MOBa B mpodeciiiHiii Ta HAyKOBIH MISJIBHOCT) € HE JIMIIE
ITHCTPYMEHTOM OCOOMCTICHOTO PO3BUTKY, a ¥ BaXKJIMUBUM UYHHHUKOM JIOCSATHEHHS
r00aIbHUX 1UJIEH CTAJIOr0 PO3BUTKY Y€pe3 OCBITY, EKOHOMIKY, HAYKy Ta MDKHAPOIHY

CHIBIpAIIO.

3. [Iporpama HaBYAJIbHOI IMCUMILIIHU

Unit 1: Organizational structure and communication (Opranizamiiina

CTPYKTYpa Ta KOMYHiKallii)

Main sectors of the economy. Diverse, interconnected and interdependent sectors
of economic activity. Types of organizations by form of ownership. Functional scope
and characteristics of organizations.

Organizational structure and communication. Two-dimensional model of the
organization. Organizational charts as an attempt to illustrate the formal relationships in
an organization, the main lines of communication, and the flow of authority and
responsibility at all levels of the management hierarchy.

Relationships in business organizations: types of relationships, span of control,

informal relationships.
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OCHOBHI CEKTOpU €KOHOMIKH. Pi3HOMaHITHI, B3a€MOIIOB’s13aH]1 Ta B3a€MO3AJICKHI
CEeKTOPU EKOHOMIYHOi JisibHOCTL. Tumm opranizamii 3a ¢GOpMOI  BIACHOCTI.
OdyHkIioHaIbHA cepa Ta XapaKTepUCTUKA OpTaHi3aiii.

OpranizariifHa CTpyKTypa Ta KOMYHIKaIis. J[BoBuMipHa MOJenb oOprasizaii.
OpranizamiifHi - giarpamMu sk = crnpoba mnpoutrocTpyBatd  (GopMaibHI  BIJHOCHHU B
opraHizaiiii, OCHOBHI JIIHIT 3B’513Ky, @ TaKOXX MOTIK MOBHOBAYXEHb 1 BIAMOBIIAIILHOCTI Ha
BCIX PIBHAX i€papXii ympaBiIiHHS.

B3aemoBimHOCMHM B Oi3Hec-opraHizailii: BUIW 3B’SI3KiB, [iama3oH KOHTPOJIIO,

HeOopMalbHI CTOCYHKH.

Unit 2: Business correspondence (JlijioBe JincTyBaHHS)

Types of business correspondence. Classification of business correspondence
according to the composition of the letter and its functions, classification based on the
nature and tone of the message. Types of business correspondence depending on the
object (purpose).

Layouts (style) of business correspondence. Corresponding in English with
colleagues and partners: taboos and rules. Formal communication and its main
characteristics. General rules of business correspondence in English. Grammar for
correspondence.

Considering cultural characteristics when writing. Etiquette for responses to

business letters. How to write positive and negative letters. Forming a letter.

Bunu ninmoBoro nuctyBanHs. Knacudikariis AUIOBOT KOPECTIOHACHITIT 32 CKIIa oM
naucTa Ta oro QyHkKuisMH, kiacudikailis Ha OCHOBI XapaKTepy Ta TOHY MOBIIOMJIICHHS.
Bunu ni;10B01 KOpecnoHAEHIIlT B 3aJIEKHOCTI Bil 00’ €KTYy (METH).

Maketu (CTWIb) AUJIOBOTO JUCTyBaHHsS. JIMCTyBaTUCS aHMIIHCHKOIO 3 KOJEraMu
Ta mnapTHepamu: Ta0y Ta mnpaBwia. DdopmanbHe CHUIKYBaHHS Ta HWOTO TOJIOBHI
XapaKTepUCTUKHU. 3arajibHl MpaBuUja JUIOBOTO JIMCTYBaHHS aHrJiichbKoro. ['pamartuka

IJIsL JINCTYBAHHA.
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BpaxyBaHHa KyJnbTypHUX ocoOnuBocTed. ETHKeT BilNmoBineW HAa AUIOBI JIUCTH.

Sk mucaTy MO3WUTUBHI Ta HETaTUBHI JUCTH. OQOopMIIECHHS JTUCTA.

Unit 3: Pragmatic aspects of the modern business correspondence

(ITparMaTU4HI aCNIEKTH CYy4YaCHOT0 ALIOBOIO JMCTYBAHHS)

Features of modern business language. Sub-styles in an official business style.
The structure of business texts. The main features of business correspondence. Using
active language and positive language. Aspects that have a certain emotional impact on
the reader.

The main clichés and their impact on the reader. Modern tips for creating a
friendly, human and "natural” business letter. The influence of "old-fashioned" words
and expressions on the style and perception of business correspondence.

Etiquette of business correspondence. Opening sentences are important. Respect
for the respondent. Time limits for a polite response. Cliché substitutes. The volume of

a business letter and the volume of sentences.

Ocob6nuBocTi cydacHoi autoBoi MoBu. [ligctumi (sub-styles) B odiriiiHo-
nutoBoMy ctuwii.  CTpykTypa aAuioBuX TekcTiB. OCHOBHI OCOOJMBOCTI JLJIOBOi
nepenucku. BukopucTaHHs akTHBHOI MOBHM Ta MO3UTUBHOI MOBH. ACIEKTH, SIKI MAalOTh
TIEBHUM €MOIIMHNN BIUIMB HA YUTaYa.

OcHoBHI Kiimie Ta iXx BmIMB Ha yurtaya. CywacHi nopaau 10 (popmyBaHHS
IPY>XKHbOTO, JIOJSHOTO Ta «IPUPOAHBOTO» ILIOBOrO JHUCTA. BIUIMB «CTapOMOJIHUX
CJIIB Ta BUPA3iB HA CTHJIb Ta CIPUHHATTA JLJI0BOT KOPECTOHISHIIIT.

Etuker nimoBoro mnuctyBaHHsA. BaxknuBi mouatkoBi peuenHs. IloBara mo
pecnionenTta. YacoBi Mexi s BBIYWIMBOI BIANOBiAl. 3amiHHukM Kiimie. OOcar

JIJIOBOTO JIUCTA Ta OOCST pEUCHb.
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Unit 4: Business telephoning (lisioBuii Tenedonnmii 38'130K)

The structure of business telephone communication, its main stages. How to talk
professionally on the phone. Tips for learning business English phone phrases.

Business telephone conversation etiquette. Communication skills. Introduction /
establishing a contact. Provision of additional information. Accepting/receiving a call.
Request for additional information. The subscriber's request to wait / Call transfer.
Providing negative information. Problems with telephone communication. Leaving /
receiving a message. General phrasal verbs. Useful phrases to be polite. Useful phrasal

verbs. 40 English phrases you need to know for business phone calls.

......

po3moBisiTh 1o Tenedony. Ilopagu momo BuBYeHHS TenedOHHMX Qpa3 IUTIOBOI
aHTJIHACHKOT.

Etuxer nautoBoi TenedonHoi po3moBu. KomyHikatuBHi HaBuuku. Berym /
BceranoBnennss kontakty. Hanmannsa ponatkoBoi iHdopmarii. [lpuiiHaTTs/oTpuMaHHS
J3BiHKA. 3alHUT Ha OTPUMAaHHA J0AaTKOBOI iHPopmalii. [Ipoxanus aboHeHTa nmoyekaru /
[lepeBenenns Bukiauky. Hamanus neratuBHoi iHdopmarii. [IpoGraemu 3 tenedhoHHUM
3B’A3KOM. 3ajuIleHHs / OTpHMaHHSA TMOBIAOMJICHHS. 3arajibHi (¢pa3oBi JiecioBa.
Kopucni ¢pazu, mo Oytu BBiunuBuM. Kopuchi ¢dpazosi giecnoBa. 40 aHTIIMCHKUX

dpa3, skl NoTpiOHO 3HATH IS ALTOBUX TeIEPOHHUX JI3BIHKIB.

Unit 5: The major principles of accounting (OcHoBHi NpUHIMIH

0yXrajarepcbKoro o00.iiky)

Accounting is the language of business. Accounting process. "The art of
recording, classifying, and summarizing in substantial form and in terms of money
transactions and events, and interpreting their results." Purposes and scope of
accounting.

Accounting concepts (principles). Classification of accounts. Accounting

systems. Simple and double accounting systems. Collection and analysis of accounting
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documents. Golden rules of accounts. Display of information on accounting accounts.
Preparation of trial balance. The main balance equation. Adjusted trial balance.

Preparation of financial statements.

Byxrantepcekuit 0011k — MoBa 0Oi3Hecy. OOmikoBuii mpouec. «Mucreuro
dikcyBaty, KiacudikyBaTH Ta IMIJCYMOBYBAaTH B CYTTEBIH QopMmi Ta 3 TOUYKH 30Dy
rpomieil TpaH3akiii Ta MOMli, Ta IHTepHperyBaTh ix pesyabtatu». Llimi Ta cdepa
OyXrajaTepcbKoro o0JIiKy.

Konnermmiii  (mpunHmmmu) Oyxrantepcbkoro o0Oumiky. Kiacudikaiis paxyHKIB.
Cucremu Oyxranrepcbkoro o0miky. IIpocta Ta mojBiiiHa cuUCTEeMU OYyXTaJITepCHKOTO
00uiky. 30upaHHs 1 aHali3 OyXraaTepchbKkux NokKymeHTiB. KontupoBka. BimoOpaxkeHHs
iHbopMallli Ha OyXxraaTepchbkux paxyHkax. lligroroBka mpo6Horo Oanancy. ['oimoBHe
OamancoBe piBHsAHHA. CkopuroBanuii npoOHuil OGamanc. IliarotoBka QiHaHCOBOT

3BITHOCTI.

Unit 6: Principles of state financial control of Ukraine in the conditions of
European integration (IlpuHuumm nep:kaBHOro (iHAHCOBOT0 KOHTPOJIIO YKpaiHH

B YMOBAaX €BPONEichbKOI iHTerpamii)

Theoretical and applied content of financial control. The control function of
finance. The essence of the control. Financial control as a special sphere of state control
related to the activities of financial institutions to detect violations of law, financial
discipline and expediency in the formation, distribution and use of state and municipal
monetary funds. Financial control as an element of the financial management system, a
special sphere of cost control over the financial activities of all economic subjects.

Principles of financial control of Ukraine. Three main forms of financial control:
preventive control, operational control, retrospective control. The main directions of
state financial control.

Comparative analysis of the principles of financial control of Ukraine and the

guidelines of financial control of the European Union.
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Teoperuko-npukiaguuii 3Mict (iHaHcoBoro koHTpoJito. KoHTponbHa QyHKIIS
¢inanciB. CyTb KoHTpoit0. DIHAHCOBUN KOHTPOJIb SIK 0co0dMBa cdepa Aep>KaBHOTO
KOHTPOJIIO, MOB'SI3aHa 3 NISVIBHICTIO (PIHAHCOBUX YCTAaHOB IIOJ0 BHUSBICHHS MOPYIIECHBb
3aKOHHOCTI, (PIHAHCOBOT AMCIMIUIIHA Ta JOIUIBHOCTI Y (OpMyBaHHI, pO3MOALT Ta
BUKOPUCTAHHI JAEPKAaBHUX 1 MYHIIUMNAIbHUX TpouioBux ¢oHaiB. DiHAHCOBUN KOHTPOJIb
SK €JIeMEHT CUCTeMH yIpaBiiHHA ¢iHaHCaMH, 0co0MBa cepa BUTPATHOTO KOHTPOJIIO
3a (hIHAHCOBOIO AISUTHHICTIO BCIX CYy0'€KTIB TOCIOJapIOBAHHS.

[Ipunmnu ¢inaHncoBoro KOHTpoJt0 Ykpainu. Tpu ocHOBHI ¢popMH (PiHAHCOBOTO
KOHTPOJIKO: IIPEBEHTUBHUM KOHTPOJIb, OIIEPATUBHHUM KOHTPOJIb, PETPOCIEKTUBHUN
KOHTPOJIb. OCHOBHI HANPSIMU JIEPKABHOTO (HIHAHCOBOTO KOHTPOJIIO.

[TopiBHsUTEHUI aHaNI3 NPUHIUIIB (IHAHCOBOTO KOHTPOJIIO YKpaiHW Ta KEpPIBHUX

MIPUHIIMIIB (DPIHAHCOBOTO KOHTPOI0 €Bporeiicbkoro Coro3y.

Unit 7: Financial statements as the basis of information for analysis

(DiHaHCcOBA 3BITHICTH SIK 0CHOBA iHGoOpMaii /sl aHAJII3Y)

The role of financial reporting in financial analysis and the principles of its
preparation. Purpose of financial reporting. Basic principles of financial reporting.

Characteristics of the main balance sheet items. Assets and their classification.
Composition of liability items of the balance sheet. Analysis of the activity and
financial condition of the enterprise. Horizontal balance equation. The equation of the
vertical arrangement of the balance.

Description of the main articles of the report on financial results.

The role of financial analysis in financial planning. Financial planning
techniques. Purpose of preparation of financing plan. The main objectives of the
financing plan. Current financial estimates. Medium-term financial planning. Long-term
financial planning. Five main goals of financial planning. The most significant ratios of

the main factors that must be reflected in the budget.

Ponb ¢inancoBoi 3BITHOCTI y (piHaHCOBOMY aHami3l Ta MPUHIMIM ii CKIAIaHHS.

Mera ¢inancoBoi 3BiTHOCTI. OCHOBHI MPUHIMIHU (HIHAHCOBOI 3BITHOCTI.
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XapakTepucTUKa OCHOBHHUX cTaTeil Oaancy. AKTuUBM Ta iX kiacudikamis. Cknana
cratrel macuBy OanaHcy. AHami3 JIIBHOCTI Ta (PIHAHCOBOTO CTaHy MIAIMPUEMCTBA.
PiBHsiHHA rOpu3oHTaNbHOTO Oamancy. PIiBHSHHS BEPTUKAIBHOTO PO3TAIlyBaHHS
OanaHcy.

Omnuc OCHOBHUX CTaTel 3BITY Mpo (PIHAHCOBI pe3ybTaTH.

Ponp ¢inancoBoro ananizy y (iHaHCOBOMY IulaHyBaHHI. TexHIKA (PIHAHCOBOTO
iaHyBaHHsI. Mera mATOTOBKM 1wiaHy (iHaHcyBaHHS. OCHOBHI 1Tl IUIAHY
¢inancyBanns.  [lotouni  ¢inancoBi  ominku. CepenHbOCTpoKoBE  (piHAHCOBE
wianyBaHHs. JloBroctpokoBe (iHaHcoBe IUIaHyBaHHS. [I'ITh OCHOBHHX IIUICH
¢inancoBoro IuianyBaHHs. HalcyTTeBimnl CHiBBIIHOIIEHHS OCHOBHHMX (DaKkTOpiB, IIO

MOBUHHI OYTH BiJ0Opa)KeH1 B OIOKETI.

Unit 8: Journal articles - the basis of scientific communication (Kypuaabhi

CTATTi - 0CHOBA HAYKOBOI KOMYHiKAaii)

General points of advice to coordinate search and research work, followed by tips
specific to conducting computer-based searches.

Different types of arguments made by scientists and the conventions that have
been adopted for those modes of communication are directly related to the goal of the
argument. Two most ubiquitous types of arguments: (1) dissemination of results and (2)
solicitation of funds.

What to avoid in scientific writing? Best practices in scientific writing. Common
grammar mistakes in scientific writing. Order for approaching writing a paper. Format

and style.

3aranbHl TOpaAu MO0 KOOPJMHALII TMONIYKOBOI Ta HAyKOBO-IOCTITHULIBKOI
po060TH, a TAKOK MOPATH 100 MPOBEACHHS KOMIT IOTEPHUX TMONIYKIB.

Pi3H1 TWUmM aprymeHTiB, BUCYHYTHUX BUCHHMH, 1 KOHBEHIIli, MPUUHATI IJIS X
Cnoco0iB  CHUIKyBaHHS, Oe3mocepenHbO TOB’si3aHI 3 METOK aprymMeHTy. JIBa

HAUMOIIMPEHIII TUIK apryMeHTiB: (1) momupeHHs pe3yabTaTiB 1 (2) MOnIyK KOIITIB.
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Yoro ciif yHUKAaTU B HayKoBoMYy mucbMi. [lepenoBuii 10CBig HAyKOBOTO MUChMA.
[Tomupeni rpaMaTyHi NOMWIKKA B HayKOBOMY MuchbMi. [Topsiiok HamucaHHS HAyKOBOi

po6oTu. dopmar i CTUIIb.

Unit 9: Writing strategies (Ctparerii nucbma)

Writing is really more about revising than about writing. Few basic guidelines to
keep in mind as revise own papers.

Evaluation of Student Writing. Criteria for five elements of evaluation of student
writing. Common mistakes in scientific writing. Scientific usage rules and conventions.

Finding and using references.

[Tucatu Hacmpapai OUIbIlEe MPO MEperis, HiXK Mmpo HanmucaHHs. Kibka OCHOBHHMX
BKAa31BOK, PO SIKI CJIIJ TaM’ITaTH M1 4ac Meperssy BJIaCHUX JOKYMEHTIB.

OuiHioBaHHS NHUCbMOBUX poOIT cryAeHTiB. Kpurepii 1m’sSTH eleMeHTIB
OI[IHIOBaHHS MUCHBMOBOT poOOTH cCTyAeHTiB. llommpeHi MNOMUIKHM B HAyKOBOMY
HanucanHi. [IpaBuna Ta YMOBHOCTI HAYKOBOTO BHUKOPHUCTAHHA. 3HAXOJKEHHS 1

BUKOPHUCTaHHA IMOCHUJIAHB.

Unit 10: Visual support for the spoken word (BizyanbHa npe3eHTanmis)

Media choices for oral presentations. Simple choices still work well. The choice
to use computer-driven presentation software. Developing a traditional text-based oral
presentation. Creating an effective electronic presentation. Visual elements of text,
tables, and figures.

Speaking in public: the human factor. Control nervousness. Slide presentation
format. Delivering the speech or presentation. Handling questions.

Poster presentations: a happy hybrid.

Bubip menia ans ycHux nomosigei. IIpocti BapianT Bce mie 1006pe mpamooTh.
Bubip BUKOPHUCTOBYBAHOTO MPOTPAMHOIO 3a0€3MEUCHHs IS MPE3CHTallild, KePOBAHHUX

KoMIT' FoTepoM. Po3poOka TpaauIliifHOTO yCHOTO BHCJIOBIIFOBAHHS Ha OCHOBI TEKCTY.



17

CrBopeHHs1 e(peKTUBHOI €IEeKTPOHHOI Mpe3eHTtanii. HaouHi enemMeHTH TekcTy, Tabiui,

MAaJITOHKH.

Buctymatu nyOniuHo: nroacbkuii ¢akrop. Kontpons HepBo3HocTi. dopmar

claimoBoi mpe3eHTarnii. BuromomeHHs npomMoBH YW mpe3eHTamii. OnparroBaHHS
nmutadb. CTEHI0B1 JTOMOBI/I.
4. CamocTiiiHa pofoTa
Ne HasBa niutanHs 1 TeMu KinpkicTh
3/n TOJIMH
JlenHa 3aouHa
1 | Organizational structure and communication 7 11
Ne 1. The modern approach to relationships withinan organization. 3 5
Ne 2. It is one of the tasks of managementto link the various sub- 4 6
systems together, to ensure integration and co-operation, and to act as
boundary agent between the organizationand the environment.
2 | Business correspondence 7 11
Ne 3. Business communication, its types and forms. 2 3
Ne 4. Ways to overcome barriers to effective business 2 3
communication.
Ne 5. Business correspondence. 2 3
Ne 6. Business letter structure in English and Ukrainian. 1 2
3 | Pragmatic aspects of the modern business correspondence 7 11
Ne 7. Lexico-grammatical peculiarities of English business lettersin 2 3
original and translation.
Ne 8. Differences between British and American Business 2 3
Terminology.
Ne 9. Types of business letters. Resume. 2 3
Ne 10. Structural and semantic peculiarities of e-mail. 1 2
4 | Business telephoning 7 11
Ne 11. Business telephoning. Negotiations. 3 5
Ne 12. The main features of Ukrainian business telephoning and 4 6
negotiations.
5 | The major principles of accounting 7 11
Ne 13. Accounting is a business language. 2 3
Ne 14. Accounting i1s a comprehensive system to collect, 2 3
analyze, and communicate financial information.
Ne 15. Collecting and analyzing accounting documents. 2 3
Ne 16. Posting in Journal. Preparation of Trial Balance. 1 2
6 | Principles of state financial control of Ukraine in the conditions 7 11
of European integration
Ne 17. Theoretical and applied content of financial control. 2 3
Ne 18. Principles of financial control of Ukraine. 2 3
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Ne 19. Comparative analysis of the principles of financial control of 3 5
Ukraine and the guidelines of financial control of the European
Union.

7 | Financial statements as the basis of information for analysis 7 11
Ne 20. Underlying assumptions (basic principles): The accruals 2 3
principle, Going concern principle, Understandability.

Ne 21. Underlying assumptions (basic principles): Relevance, 2 3
Reliability, Comparability, Timeliness, Balance between benefitsand
costs
Ne 22. Financial analysis helps to plan, to understand the areas of 2 3
development and what should be improved in the operations of an
enterprise.
Ne 23. Financial planning is a process during which the basis for 1 2
mutually interrelated investing and financing decisions is being
prepared.
8 | Journal articles - the basis of scientific communication 9 13
Ne 24. Choose a communication venue. Plan to succeed. 4 6
Ne 25. Conventions of Scientific Writing. 5 7
9 | Writing strategies 7 11
Ne 26. Revising and editing. 3 5
Ne 27. Common mistakes in scientific writing. 4 6

10 | Visual support for the spoken word 7 13
Ne 28. Speaking in public: the human factor. 4 7
Ne 29. Visual elements of text, tables, and figures. 3 6
Bceworo 72 114

BukoHanHs caMOCTifHOT poOOTH 32 KOYKHOI TEMOIK Tependavyae HACTYMHI BUIU
poOIT:
- BUBYEHHS JICKI[ITHOTO Marepiany;
- TIepEeKiIa] HABEJEHOT0 HUMKYe TEKCTY YKPaiHChKOI MOBOIO;
- (dopmymoBaHHs BUCHOBKIB (Te3uciB) obOcsrom 500-1000 3HaKIB aHTIIMCHKOIO
MOBOIO 32 IIUM TE€KCTOM;
- TOIIYK Yy BIAKPUTHUX JiKepenax iHdopMalii 010 TUTaHb CaMOCTIHHOT poOOTH,

HE BUCBITJICHUX Yy HaBEJIEHOMY TEKCTI.

3aBaannsa CPC 1. Organizational structure and communication
Modern Theory of Organization
The Modern Organization Theory describes organizations as an open social

system that interacts with the environments to survive, known as the Systems Theory
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Approach. The System Theory of Management approach is an external factor that
measures the effectiveness based on long-term sustainability or growth.

A significant application of Systems Theory is in Business Organizations to
elucidate a particular approach to management. The Modern Organization Theory was
not originally a business theory but was proposed during the 1940s.

Modern Organizational Theories is divided into two major types — Systems
Theory and Contingency Theory. In this article, you will comprehend Systems Theory
and its contributions and criticisms in a detailed manner.

System Theory of Management

The Systems Theory was proposed during the early 1960s. The Theory holds a
conceptual and analytical base, and thus the system presents a great significance on the
empirical research data.

In simple words, Systems Theory considers organizations as a network of
systems. A system can be either an organized or a complex whole, that is, it can be
referred to as a combination or an assemblage of things or parts that comprise a
complex unitary whole.

A system comprises different parts known as the subsystems, which are
interrelated to one another. Further, the various subsystems are arrayed based on a
particular scheme so that the complete system is more than a summation of the various
parts. This ensures the system's efficient functioning and secures every system with a
boundary that separates it from its environment.

Organizational Systems and Its Environment

There are two types of organizational systems:-

Open Systems: Open Systems interact with their environment, and all living
systems fall under this category.

Closed Systems: Closed Systems hold no interaction with their environment, and
all non-living systems fall under this category.

An organization is said to be an Open System if it incessantly interacts with its
environment. Therefore, to understand the working of an organization, one must

identify its boundary and through the organization's interaction with its environment as
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an input-output model. An organization's inputs are information, energy, and materials
that an organization takes from its environment. The input consumed is then
transformed with machines and people's help and then supplies the output to the
environment.

An organization comprises multiple subsystems like Social subsystem, Technical
subsystem, and more. A few of these subsystems are independent and do not rely on the
interlinking through any other processes.

Hence, the Systems Theory involves the study of an organization and identifies
four major factors-

« The nature of Interdependence between the parts of the system

« The strategic parts

« The lists of the goals that the system is trying to approach

« The list of any systems or processes which link the parts of the systems
together

Contributions of the System Theory of Management

1. Systems Theory offers an open-view of an organization and presents the
recognition of its environmental interface.

2. Systems Theory of Management is adaptive and dynamic

3. Systems Theory adopts a multi-dimensional and multilevel approach, and
therefore, it considers both the micro and macro aspects of the environment.

4. Cybernetics is another significant contribution to Systems Theory as it is the
science of communication and controls the man-machine system.

5. The Theory is drawn from several disciplines like Economics, Sociology,
Engineering, Psychology, etc.

6. The Systems Theory is descriptive, not normative or prescriptive, and the
Theory is also probabilistic and not deterministic and significantly emphasizes the
lateral relationships over vertical relationships.

Criticism of the Systems Theory

1. The Systems Theory does not present any framework, which does not apply to

all the organizations.
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2. The Theory is not modern but is a synthesis of all the research contributions of
previous theories.

3. The Systems Theory is too abstract to be practical and does not specify any
precise and specific relationships between the social systems and the organization.

4. The Theory is an amalgamation of multiple Theories like Contingency Theory,
Decision Theory, and more and not a unified theory.

Modern Organization Theory — Systems Theory

Understanding the Modern Organization Theory- Systems Theory seemed to be a
difficult task before you could put your hands on the above content.

However, understanding and comprehending something are two entirely different
things. Students might have got the required knowledge related to the topic.

But, to test that, you need to attempt some papers so that you get to know
whatever you've learnt.

Let us dive into some easy steps that can be followed to prepare for the topics of
the subject.

« Be Consistent: One of the most important steps that the students shall keep in
mind while preparing for anything is being consistent. To start with, you have to create
specific and realistic goals, make a schedule for yourself, set reminders for yourself and
make sure to reward yourself whenever you complete something. The benefits of being
consistent are many and the ones who try to maintain it surely scale heights. Students
shall remember that it is important to keep going even when you make mistakes and
also, it is very important to take breaks so that you’re able to improve your productivity
levels when you start again. The game doesn’t change overnight and that is why it is
important for you to give it some time to see appropriate changes.

« Be Passionate: Once you follow a passionate approach, you get what you
want. You just need to be crazy about your dreams, your goals, and be very focused.
Students shall understand that to convert dreams into reality, you don't just need to have
goals but you need to have that hunger for it. Having a passion doesn't only mean to

have a wish or a desire but also, real targets. While preparing, you need to set a goal for
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yourself and try your level best to achieve it. You should keep cheering yourself up and
make your hunger for your dreams evident.

« Work Hard: The biggest truth of life is that you don't get anything without
hard work. It is the master key to success. Nothing is easy, everything has its own
consequences. Some people would like some subject, some would like the other. You
cannot be good at everything. Make a schedule for yourself but keep in mind that the
schedule made by you should be realistic and according to your habits. There would be
many times that your limiting beliefs would pull you behind but to be successful, you
have to convince yourself to keep moving ahead despite the hurdles that come along the
way.

« Be Persistent: You can skyrocket your productivity by being persistent and
that can be done when you plan things. The best way to do it is by planning tasks for
each day in advance. With this, you shall also focus on achieving your daily targets. Of
course, there will be many obstacles on your way but with proper discipline, you can
sail through them. Apart from this, it is also important to maintain a positive and
motivated mindset so that you’re able to take control of your actions. After you define
your goals and wants, you shall be able to outline and develop your action steps.

« Push your Limits: Another important step that you should include while
preparing is pushing your limits up. Keeping a healthy competition with yourself is a
great way to do so. This would help you to beat the targets and observe your study

patterns. Thereafter, you can use these observations to improve your next plan of action.

3asmannss CPC 2. Business correspondence

4 Types of Business Communication

Business communication involves the exchange of information within members
of an organization and from the organization to outside parties. The four main types
include  upward communication, downward communication, lateral
communication, and external communication.

The upward, downward, and lateral communication types refer to internal

business communication or information exchanged within an organization. This is
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distinct from external business communication, which refers to interactions that

happen between the organization and an outside party.

We’ve outlined the strengths and weaknesses for each business communication
type and tips for successful communication in each scenario.

1. Upward communication

Like the name suggests, upward communication deals with any interaction that
travels up the hierarchy of your business. The most common example is when a direct
report communicates to a supervisor or manager. Another instance is when a manager
reaches out to directors or high-level executives.

This type of business communication allows upper management to stay informed
about what is happening with the company. It also provides employees with the
opportunity to ask questions, raise concerns, or make suggestions.

Examples of upward communication:

« Direct report to manager

« Manager to high-level executive

Strengths of upward communication:

«Allows for the exchange of information from direct reports to upper
management

« Helps management respond to employee needs and identify problems before
they escalate

« Promotes interaction across different levels in a company

« Cultivates an open and friendly company culture

Weaknesses of upward communication:

« Communication is hindered by existing power dynamics because employees
may feel uncomfortable sharing information or being fully open and honest with
superiors

« Employees are often limited by their level of access to management, and they
need a clear channel of communication to successfully communicate up the
organizational hierarchy

2. Downward communication


https://smith.ai/blog/client-communication
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Downward communication refers to the exchange of information from the top of
an organization down to lower levels of the organizational hierarchy. Although the
direction is the opposite of upward communication, these two types often work hand in
hand.

Examples of downward communication include when a manager relays
instructions to a direct report in an email or an executive communicates business goals
to a manager. This type of communication allows management to distribute
information, delegate responsibilities, and enforce standards.

Examples of downward communication:

« Executive to manager

« Manager to direct report

Strengths of downward communication:

« Shares and disseminates information among the wider team

« Helps management delegate responsibilities and company priorities

« Communicates about the big picture (e.g., business goals, mission, etc.)

« Enforces regulations that must be followed

« Addresses disciplinary action or promotions

Weaknesses of downward communication:

« Organizational hierarchy may stifle efficient communication because
communicating messages from the top down is slow

« Messages may get distorted traveling down the organizational hierarchy

« Downward communication without upward communication may leave
employees feeling frustrated or undervalued

3. Lateral communication

When employees communicate across departments or with peers of equal rank in
the organization, this is considered lateral or horizontal communication. Lateral
communication examples include a coworker calling another coworker or a team of

managers deliberating a potential new hire.
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The purpose of lateral communication is to foster collaboration and coordination
in an organization. Without productive lateral communication, an organization may fail
to reach their business goals.

Examples of lateral communication:

« Coworker to coworker

« Manager to manager

Strengths of lateral communication:

« Allows for knowledge sharing and problem solving

« Promotes team and interdepartmental cohesion and coordination

« Occurs quickly and without the need for top-level approval

« Supports employee productivity and morale

« Helps avoid conflict within and across teams

« Prevents team silos and increases collaboration

« Lacks formality and lets workers speak openly

Weaknesses of lateral communication:

« There’s potential to foster an “us vs. them” mindset among separate teams

« Competition may hinder team cohesion and collaboration

« Lack of lateral communication may result in barriers that decrease productivity

« Less formality in communication can result in misunderstandings

4. External communication

External communication deals with the exchange of information from within the
organization to parties outside of the organization. For example, a team within your

company may send over a proposal for an outreach campaign to a client or your

organization may issue a press release to promote a new product or service.

This also includes any electronic communication that occurs through a website,
email, or social media from your organization to consumers, clients, or other parties.
Your organization’s external communication should be a top priority because it
manages your business’s reputation and outside relationships.

Examples of external communication:

« Organization A to Organization B


https://smith.ai/blog/business-productivity-software
https://smith.ai/outreach-campaigns
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« Website to consumer

Strengths of external communication:

« Builds a positive reputation for your organization

« Fosters beneficial customer/client relationships

« Helps promote company growth and success

Weaknesses of external communication:

e There’s potential to harm your company’s reputation using poor external
communication

« When communicating externally, there’s less room for mistakes

o If internal communication needs work, external communication may be a

challenge

3apannsa CPC 3. Pragmatic aspects of the modern business correspondence

Differences between British and American Business English

Communication and dialogue are key elements for successful business
presentation, negotiation and agreement. Being crystal clear on the requirements and
perspectives of the other party are essential for reaching that win-win arrangement that
we are looking for. So, one would think that long as we are all doing business in
English, we should not have any problems with communication?

Well not quite — it is important to distinguish between the many variations of
English found in different countries, most notably British and American English.
Although both are the “English language”, there are very subtle differences between
them that reflect the deep differences in history, cultural values and the present reality.
The differences becomes more significant when you are designing your written
promotion strategy, for example, when answering the question “which style of English
should I use for my website which is intended for the American market?”.

There is an old saying that Britain and America are “two nations divided by a
common language” and this couldn’t be more true. Just because the two nations share a
common language, it does not necessarily mean that they share the same business

culture and practices. Very often you may think that doing international business with a
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counterpart in English language will ease the complexity of the process, but in reality, it
may only mask some significant underlying differences that may determine whether you
succeed or fail in your mission.

To minimize the impact of the values and cultural differences in doing business in
American and British English (and there too many to list in just one article), it is
important to at least understand the basic differences in the language itself. Having a
good understanding of the main idiomatic differences will help bridge the cultural gap
and improve the clarity of communication, which are key ingredients to a successful
business transaction.

Vocabulary

There are some key fundamental differences when it comes to vocabulary, “Do
you have a fag to spare?” — | was quite surprised the first time | was asked this
question. To me, “fag” means a homosexual person, but in Britain, it means a
cigarette. Like this example, there are many such as “Vacation (American) / Holiday
(British)”, “Scarf / Muffler”, “Sneakers / Trainers”, etc...

Spelling

Although British and American spelling are very similar and should not be a
challenge to be understood, using the proper spelling for the specific audience is
important to show your professionalism and education level. In general, the key

differences are:

Description British vs. American
British words that end in —re often end in —er in American English Centre vs. Center
British words that end in —our often end in —or in American English Colour vs. Color
British words ending with —ise often end with —ize in American English Organise vs. Organize

British words ending in —ence often end with —ense in American English Defence vs. Defense


https://www.hicom-asia.com/wp-content/uploads/2017/08/01.png
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Grammar

There are no significant grammar differences between British and American
English that can lead to misunderstandings. However, when dealing professionally in
business situations, it is always to show your attention to detail and knowledge of the
language. One main grammatical difference is the choice of prepositions. For example,
in British we would say “Monday to Friday” whereas in America it would be “Monday
through Friday”. There are some additional subtle differences such as the use of
collective nouns (ie. My team “is” winning vs. My team “are” winning) and the use of
past tense vs. present perfect (ie. | “ate” too much vs. I've “eaten” t00 much)

Colloquialism

Every group of people, small or large, will always have its differences and
colloquialisms (colloquialism is a word or phrase that is not formal or literary, typically
one that is used in ordinary or familiar conversation) are no exception. However, this
will be more important to keep in mind for verbal interactions since normally,
colloquialisms would not be used in written format. | will never forget the time when |
was not able to find my colleague because he was on the “first floor”. “First floor” in
London it referred to the floor above street level and for me it was the street level.

Don'’t let this happen to you too!

Some other typical daily collogquialisms are:

British English American English

“Go to the petrol station” “Go to the gas station”

“I want to post this letter” “I want to mail this letter”

“Please put your rubbish in the waste “Please put your garbage in the trash
bin” can”

“The tyre is in the boot” “The tire is in the trunk”

In summary, although both nations, Britain and America, have English as their
national languages, there are many differences that can create confusion and
misunderstandings. The wuse of different vocabulary, spelling, grammar, and

colloquialisms are daily and real challenges one person has when interacting with
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somebody who speaks the “other English”. Knowing the basic differences between the
two will help minimize the gaps and bring more clarity to communication when dealing
with British and American English. Your future business discussions in English will be

much clearer if you keep these differences in mind.

3aBaanns CPC 4. Business telephoning
Negotiating by Telephone

Any time you are talking with someone, whether you’re chatting about what you
did at the weekend or negotiating an important deal, you and the other person are
receiving a lot of non-verbal information or “contextual cues”. These cues give the
words that are spoken appropriate meaning. Research shows that words make up 30%
or less of communication — the other 70% consists of non-verbal cues.

We rely heavily on body language such as gestures, posture, facial expressions
and tone of voice to give context to the words that we hear.

Face-to-face communication 1s a “rich” medium as all of the contextual cues,
from which a significant proportion of the meaning of a particular communication is
derived are present.

If we are communicating (or in this case negotiating) over the telephone then we
have lost all of the visual context cues, and in the case of email the verbal context cues
are absent also.

Therefore as negotiators we have to be very careful when negotiating in a
“leaner” medium such as over the telephone and particularly careful when negotiating
with the “leanest” medium of all —email.

Telephone Negotiation

Research has identified a collection of challenges to negotiating via telephone and
email:

« Parties communicating via telephone were found to be prone to more distrust,
competition, and contentious behavior than those in comparable face-to-face

interactions
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« Email negotiators rely more heavily on logical argumentation and the
presentation of facts, rather than emotional or personal appeals

« Email communicators are more task-orientated and depersonalized than those
engaged in face-to-face interactions.

« Information exchanged in email tends to be less nuanced than information
exchanged face-to-face and the elimination of important back-channel and clarifying
information such as speech acknowledgements (“OK”, “Uh-Huh” or Huh?’) compound
this.

« E-communication tends to be less inhibited than face-to-face communication
due to physical distance, reduced social presence, reduced accountability and a sense of
anonymity

«The lack of social cues in e-communication causes people to act more
contentiously than they do in face-to-face encounters, resulting in more frequent
occurrences of swearing, name calling, insults and hostile behaviour.

« Email communicators trust their counterparts less than negotiators in similar
face-to-face interactions — at all stages of the process.

« E-negotiators are more likely to suspect their opposite of lying, even when no
deception has taken place.

As if negotiating in a demanding modern commercial world wasn’t already
challenging enough the research shows that negotiating via email and telephone makes
it even tougher!

The content of this post so far has been included with the intent of making
negotiators pay very close attention to the problems, pitfalls and challenges of
negotiating via the “leaner” medium of the telephone and email.

So let us now look at what we can do to maximise our chances of success when
negotiating via the telephone and email.

Telephone

« Build rapport by matching the voice pace and tone of the other party.
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« Consider sending an agenda for the telephone by email in advance, put a frame
around the negotiation and detail the areas for discussion (pay careful attention to the
order of the agenda as many people have a tendency to address issues sequentially).

« Take the time at the beginning of a negotiation and during it for light
conversation and “small talk™.

o Listen to any voicemail message twice before responding. Then pause and
consider an appropriate response.

« Clarify more often than you would do in face-to-face negotiations.

« Summarise more regularly than you would do in face-to-face negotiations.

« Minimise distractions — turn off your computer monitor, move to a quiet office if
possible.

« Concentrate fully on listening carefully to the other person — you are missing the
visual input and only have the auditory input so you must focus 100% of your attention
on the other person.

« Whenever possible initiate the telephone call to the other person. If they call you
unexpectedly ask if you can call them back. This allows you to be fully prepared and in
control.

« Do not skimp on your planning and preparation just because you are negotiating
over the telephone. Use a negotiation planning template that captures your objectives,
limits, needs, possible concessions, walk away points in etc in writing.

« Promptly transcribe your notes after each call. In telephone negotiations, you
have one less sense for your memory to depend upon. As you speak on the telephone
you will probably make some notes. Type or write them up as soon as you can after the
call into a structured format. Otherwise they may not make sense tomorrow!

«Send a summary of what you have agreed over the phone to the other party by
email. Ask the other party to confirm that they are in agreement with what is contained
within the summary e.g. “This is my understanding of what we have agreed to. If this is

incorrect or incomplete, please let me know within 24 hours.”
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3aspannsa CPC 5. The major principles of accounting

Accounting is a business language.

Financial records and accounting reports tell the story of how a company is doing
financially, so it's no wonder that accounting is often referred to as the language of
business. When executives and decision makers talk about their companies' health, they
typically refer to financial statements. Income, expenses, debt and liabilities are all
components of financial documents and must be understood by anyone wanting to
communicate clearly in the business world.

The Coining of a Phrase

The phrase "accounting is the language of business" is attributed to Warren
Buffet, the chairman and CEO of Berkshire Hathaway, as he gave advice to a 17-year-
old investment intern during a CNBC interview and phone call. Buffet counseled the
young man to study accounting language because it was the best way to learn how to
read financial statements. As with any foreign language, Buffet suggested it takes time
to get all the basics down and integrated into one's understanding and usage, but is
ultimately a main factor toward success in the business world.

Accounting 101 Terms

Like any language, accounting has its own set of terminology. Those in key
financial positions within a business must learn accounting language and, specifically,
learn the meaning behind unique terms to properly and effectively use them on a daily
basis. For example, accrual basis, diversification, a balance sheet, a trial balance and a
general ledger are all common accounting terms, but not everyone knows what these
terms mean. Anyone responsible for making decisions concerning a company's financial
direction must not only know what a balance sheet looks like, but understand its
individual components and how to read it.

Accounting Functions Create the Language

The functions performed by accounting departments serve as the basis for all
financial business communication within any company. Accountants and bookkeepers
follow daily, weekly and monthly procedures for recording and tracking important

financial data. The input of these routine business transactions into a company's books
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and the subsequent monitoring that takes place in the form of reports communicates
important financial information that assists executives in their decision making. For
example, they might choose to make additional expenditures to spur growth or curtail
spending due to a lack of income.

Speaking the Language of Finance

Closely associated with accounting is the language of finance. Finance takes the
data and information presented in accounting documents and interprets it to make
business decisions. While accounting takes historical information from a company's
operations and puts it into an organized format, finance, as a discipline, takes the
gathered data, looks to the future and makes suggestions and decisions based on what
appears to be a wise and profitable course of action. Those in finance careers must not
only know how to interpret accounting language but to also ask the right questions. For
example, what do specific numbers actually mean? Overhead is a large expense for
most companies, but is that expense allocated or distributed across each product that is
manufactured by the company, or is it presented as a single large cost? Understanding
the meaning behind the numbers is an important component of speaking the language of
business fluently.

A Global Language

Along with love and music, accounting too should be considered a universal
language. Numbers work the same way anywhere on the globe, and the understanding
of a company's bottom line on a balance sheet does not need interpretation across
borders. When global mergers or business deals take place, the parties involved can
easily understand the financial aspects of any deal by looking at financial reports. This
Is true for any business deal, even across industries locally or with individuals seeking
to invest in a new business opportunity. For example, an investor may not be familiar
with the particulars of a specific industry, but by investigating a company's financial
statements, they should be able to tell whether or not the business shows potential to be

a sound investment.
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Zananusa CPC 6. Principles of state financial control of Ukraine in the
conditions of European integration

Theoretical and applied content of financial control.

The introduction of controlling at enterprises and organizations showed that types
of controlling can be classified not only on the principle of coverage (strategic and
operational), but also in the areas of activity — financial controlling, controlling of
marketing, logistics, investments, innovative processes, controlling of personnel, etc.
One of its central areas in the overall controlling system organized at the enterprise is
financial control. Financial controlling is an effective coordinating system for ensuring
the relationship between the formation of information base, financial analysis, financial
planning and internal financial control, which ensures concentration of control actions
on the most priority areas of financial activity of the enterprise, timely detection of
deviations of its actual results from the envisaged and adoption of operational
management solutions that ensure its normalization. At the same time, financial
controlling can be interpreted as a system of information support for the coordination of
all management subsystems, which involves the use of methods and procedures for
budgeting, strategic planning, management accounting, financial diagnostics, investor
relations, risk management and internal control, which are collectively focused on
improving financial efficiency, economic solutions and increasing the value of the
company. Financial control is at least also oriented to the current activity of the
enterprise, as it provides for the improvement of the efficiency of making prompt
management decisions. In this case, financial controlling is becoming increasingly
important for the current management of the enterprise, which is caused by the rapid
changes in the conditions of activity of both the enterprise and their clients. In such
circumstances, it is advisable to speak about the introduction of financial control, which
will allow you to make typical management decisions as quickly as possible. This
involves the availability of appropriate software and the development of specific scoring

control techniques.
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Principles of financial control of Ukraine.

The mission of the Ministry of Finance of Ukraine is to provide financial basis for
the proper delivery of public functions supported by a well-balanced budgetary policy
as well as to create favorable conditions for a stable economic development by
managing public funds in line with the principles of balance, effectiveness, unbiased
approach, integrity, sustainability and transparency.

Principles of work:

« responsibility;

o transparency;

« openness to dialogue;

« ensuring budget fiscal needs along with creation of the favorable business
environment.

Comparative analysis of the principles of financial control of Ukraine and

the guidelines of financial control of the European Union.

Zaaanua CPC 7. Financial statements as the basis of information for
analysis

What Is Financial Planning?

Financial planning is the process of taking a comprehensive look at your financial
situation and building a specific financial plan to reach your goals. As a result, financial
planning often delves into multiple areas of finance, including investing, taxes,
savings, retirement, your estate, insurance and more. As you might expect, a financial
planner typically offers financial planning services, though financial advisors often
double as planners themselves. To find an advisor who can help you build a financial

plan, try SmartAsset’s free financial advisor matching tool.

What Is Financial Planning?
Financial planning is the practice of putting together a plan for your future,
specifically around how you will manage your finances and prepare for all of the

potential costs and issues that may arise. The process involves evaluating your current


https://smartasset.com/retirement/retirement-calculator
https://smartasset.com/retirement/find-a-financial-planner?utm_source=smartasset&utm_medium=referral&utm_campaign=sma__falc_relevant&utm_content=financialplanning&utm_term=topintext
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financial situation, identifying your goals and then developing and implementing
relevant recommendations.

Financial planning is holistic and broad, and it can encompass a variety of
services, which we detail below. Rather than focusing on a single aspect of your
finances, it views clients as real people with a variety of goals and responsibilities. It
then addresses a number of financial realities to figure out how to best enable people to
make the most of their lives.

Financial planning is not the same as asset management. Asset management

generally refers to managing investments for a client. This includes choosing the stocks,

bonds, mutual funds and other investments in which a client should invest their money.

However, the same professionals who offer asset management services can also
offer financial planning. A financial planner is effectively one type of financial advisor.
Advisors can earn certifications focused on financial planning, the most notable of

which is certified financial planner.

Understanding the Different Types of Financial Planning

A financial planner may offer a variety of services to you. These services will
often be considered in concert with one another. This helps the planner put together an
overall plan that considers all aspects of your current situation and future aspirations.

Here are eight common services that are generally offered as part of financial
planning:

— Tax planning: Financial planners often help clients address certain tax issues.
They can also figure out how to maximize your tax refunds and minimize your tax
liability. Certain advisors may also be able to actually help you with preparing
your taxes and filing your annual taxes.

— Estate planning: Estate planning seeks to make things a bit easier for your

loved ones after you die. Preparing a will may be part of a financial planner’s services.

Estate planning also helps prepare for any estate tax you may be subject to.


https://smartasset.com/retirement/investment-management-what-it-means
https://smartasset.com/investing/investment-calculator
https://smartasset.com/investing/what-is-a-mutual-fund
https://smartasset.com/financial-advisor/what-is-a-certified-financial-planner-cfp
https://smartasset.com/taxes/income-taxes
https://smartasset.com/retirement/estate-planning
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— Retirement planning: You presumably want to stop working someday.
Retirement planning services help you prepare for that day. They ensure that you’ve
saved enough money to live the lifestyle you want in retirement.

— Philanthropic planning: It’s always nice to give something to people who
need it or help a cause close to your heart. Financial planning can help you ensure
you’re doing it efficiently and getting all the tax benefits you’re eligible for.

— Education funding planning: If you have children or other dependents who
wish to pursue a college degree, you may want to help them to pay for it. Financial
planning can help make sure you are able to do so.

— Investment planning: Though financial planning doesn’t have to include the
actual management of your assets — but most often does — it can still help with
your investment portfolio by mapping out how much you should be investing and in
which types of investments.

— Insurance planning: A financial planner can help you evaluate your insurance
needs. Some financial planners are also licensed insurance agents and can sell you
insurance themselves. However, they’ll likely earn a commission, which would create a
conflict of interest.

— Budgeting: This is perhaps the cornerstone of financial planning. A planner
can make sure you are spending the right amount given your income and can also make
sure that you aren’t going into debt.

The exact services offered by a financial planner will vary based on the
individual. Make sure the financial planner you choose offers the services you need.

What’s Part of a Comprehensive Financial Plan?

The most important thing your financial planner will do for you is right their

name: putting together a financial plan for you and your family.

A financial plan is a complete overview of the steps you’ll have to take to achieve
the goals you lay out for yourself. These objectives could include paying for your
children to go to college, giving to charity, paying for a comfortable retirement or

maximizing the amount of money you pass down to your children.


https://smartasset.com/investing/investment-calculator
https://smartasset.com/financial-advisor/what-is-a-financial-plan
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Your financial planner will help you create a financial plan after talking to you
about your goals and needs. Then they’ll engage in a variety of services, described in

the section above, to help you achieve your goals.

Zasaannsa CPC 8. Journal articles - the basis of scientific communication

Now, we delve into the very cornerstone of scientific progress and knowledge
dissemination: journal articles. In the vast and ever-expanding universe of scientific
inquiry, effective communication is not merely a courtesy; it is an absolute necessity.
Without it, groundbreaking discoveries would remain isolated curiosities, research
efforts would be duplicated, and the collective body of human knowledge would
stagnate. And at the heart of this intricate web of information exchange lies the
scientific journal article.

From the earliest days, when scientists exchanged letters to share their findings,
to the sophisticated digital platforms of today, the fundamental drive to communicate
research has remained constant. However, it is the peer-reviewed journal article that has
emerged as the most authoritative, reliable, and widely accepted medium for formal
scientific communication. It serves as the primary mechanism through which new
knowledge is introduced, critically evaluated, preserved, and subsequently built upon by
the global scientific community.

What is a Scientific Journal Article?

So, what exactly defines a scientific journal article? At its core, it is a concise,
written report describing original research, a review of existing literature, or a
theoretical discussion, published in a specialized academic journal. Several key
characteristics distinguish it:

Firstly, and most crucially, it is peer-reviewed. This means that before an article
Is published, it undergoes a rigorous evaluation by independent experts in the same field
(the "peers™). This process is the bedrock of scientific credibility, ensuring the
methodological soundness, validity of results, originality, and significance of the
reported research. It acts as a crucial filter, upholding quality and integrity within the

scientific record.
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Secondly, journal articles adhere to a highly structured format, typically
following the IMRAD model (Introduction, Methods, Results, and Discussion). This
standardization allows readers to quickly locate specific information, compare studies,
and critically assess the research presented.

Thirdly, the language used is formal, precise, and objective. Personal opinions
are minimized, and findings are presented with clarity, supported by empirical evidence
and logical argumentation. The focus is on reproducible methods, verifiable data, and
conclusions drawn directly from the research.

The primary purpose of a scientific journal article is multifaceted:

« Dissemination of New Knowledge: To share novel findings, theories, or
methodologies that advance understanding in a particular field.

« Establishing Priority: To formally document when and by whom a discovery
or innovation was made, preventing disputes over intellectual ownership.

« Building on Existing Research: By citing previous work, articles connect new
findings to the established body of knowledge, illustrating how they confirm, contradict,
or expand upon prior research.

« Facilitating Reproducibility: Detailed methodology sections allow other
researchers to replicate experiments, verify results, and ensure the robustness of the
findings.

« Critical Scrutiny: By making research public, it becomes open to scrutiny,
validation, or refutation by the wider scientific community, fostering a self-correcting
system.

It's also important to distinguish journal articles from other forms of scientific
communication, such as books, conference proceedings, theses, or popular science
articles. While all play a role, journal articles are unique in their primary focus on
original, peer-reviewed research intended for a specialized academic audience. Books
might offer broader overviews, conference papers are often preliminary, and popular

science aims for a general audience.
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ZaBnanus CPC 9. Writing Strategies: A Blueprint for Effective
Communication

Effective writing is rarely a spontaneous act; it's a deliberate process guided by a
range of strategies designed to transform initial ideas into polished, impactful text. From
academic essays to business reports, mastering these approaches can significantly
enhance clarity, coherence, and conciseness, making the writing journey more efficient
and the final product more compelling. Writing strategies essentially provide a
blueprint, helping writers to navigate the complexities of articulating their thoughts for a
specific audience and purpose.

The writing process typically unfolds in stages, each benefiting from specific
strategies. Pre-writing strategies are the initial scaffolding, where ideas are generated
and organized before a single sentence of the main text is committed. Brainstorming, for
instance, allows for a free flow of thoughts without judgment, helping to uncover
connections and identify potential angles. This can take many forms: listing, freewriting
(writing continuously for a set time without stopping), or mind mapping (visually
connecting concepts). Equally crucial is outlining, which provides a logical structure,
ensuring that arguments develop progressively and cohesively. Before drafting, writers
should also critically analyze their audience (who are they writing for, what do they
already know?) and their purpose (to inform, persuade, entertain?), as these insights
will shape tone, content, and vocabulary. Finally, thorough research is foundational,
ensuring all necessary information and evidence are gathered to support the narrative.

Once a solid foundation is laid, drafting strategies come into play. Many writers
find it beneficial to adopt a "get it all down" approach first, focusing on generating
content without obsessing over perfection. This freewriting technique can overcome
writer's block by deferring editing to a later stage. Others prefer a more structured
approach, starting with main topic sentences and then filling in supporting details, or
conversely, building up from individual points to broader arguments. Employing active
voice (e.g., "The team achieved the goal" instead of "The goal was achieved by the
team") enhances clarity and directness. Effective paragraphing is also key; each

paragraph should typically start with a clear topic sentence, followed by supporting
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evidence and analysis, and often conclude with a transitional sentence to guide the
reader to the next point. To combat procrastination, breaking the writing task into
smaller, manageable chunks can make the process less daunting.

The final, yet equally vital, stage involves revising and editing strategies. After
drafting, stepping away from the text for a period, even a few hours, allows for a fresh
perspective. Reading the text aloud can help identify awkward phrasing, repetitive
sentences, or unclear arguments that might be missed during silent reading. Seeking
peer feedback or input from colleagues offers an invaluable external perspective,
highlighting areas of confusion or opportunities for improvement. During revision, the
focus should be on big-picture issues: clarity, coherence, logical flow, and argument
strength. Editing then refines the text at the sentence level, checking for conciseness,
word choice, and grammatical accuracy. Finally, meticulous proofreading is essential
to catch any remaining typos, spelling errors, or punctuation mistakes.

In conclusion, writing strategies are not rigid rules but flexible tools that
empower writers to navigate the complexities of communication. By consciously
employing pre-writing techniques, adopting effective drafting approaches, and
diligently revising and editing, writers can transform their ideas into articulate,
impactful, and professional prose. Ultimately, mastering these strategies is a continuous
journey, fostering a deeper understanding of both the craft of writing and the power of

clear expression.

Zamanua CPC 10. Visual Support for the Spoken Word: Enhancing
Communication and Engagement

In an increasingly visual world, the art of public speaking has evolved far beyond
mere rhetoric. Today, delivering a compelling presentation often hinges on the effective
integration of visual support for the spoken word. This synergy between what is seen
and what is heard amplifies messages, enhances understanding, and significantly boosts
audience engagement. Far from being a mere decorative element, visual aids serve as

powerful tools that can transform a good speech into an unforgettable experience.
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The primary role of visual support is to clarify and simplify complex
information. Imagine trying to explain intricate data trends or a complicated process
without charts, graphs, or diagrams. Audiences, especially in technical or academic
contexts, can quickly become overwhelmed by pure auditory input. Visuals provide a
digestible summary, allowing listeners to grasp information more easily and retain it
longer. A well-designed infographic can convey statistics more powerfully than a string
of numbers, and a clear flow chart can illustrate a process far better than a lengthy
verbal description. By offloading some of the cognitive burden from the auditory
channel, visuals enable the audience to focus on the speaker's deeper insights and
arguments.

Beyond clarity, visual aids are instrumental in capturing and maintaining
audience attention. In an age of information overload, maintaining focus is a constant
challenge. Static speeches, even with excellent content, risk monotony. Dynamic
visuals—whether they are compelling images, short video clips, or animated
transitions—inject energy and variety into a presentation. They act as visual anchors, re-
engaging listeners who might otherwise drift off. This visual stimulation caters to
different learning styles, benefiting those who process information best visually,
ensuring a broader appeal across the audience.

Furthermore, visual support serves to reinforce and emphasize key messages.
When a speaker articulates a crucial point, a corresponding visual can underscore its
significance. A powerful quote displayed prominently, a statistic highlighted in bold, or
a photograph evoking a strong emotion can etch the message into the audience's
memory. This redundancy, in the best sense of the word, ensures that critical
information is received and processed through multiple sensory channels, leading to
deeper encoding and better recall. Visuals also help in structuring the presentation,
providing a clear roadmap for the audience. Slide titles, agenda outlines, and consistent
branding guide listeners through the narrative, helping them follow the logical
progression of ideas.

However, the effectiveness of visual support lies in its strategic application, not

its mere presence. Poorly designed or excessively cluttered visuals can detract from the
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message, rather than enhance it. Common pitfalls include slides overloaded with text,
illegible fonts, irrelevant images, or overly complex animations. The best visuals are
minimalist, relevant, and high-quality. They should complement, not compete with,
the spoken word. Each visual element should have a clear purpose, directly supporting
the point being made, and should be introduced and explained by the speaker. The
visual should rarely be the sole source of information; rather, it acts as a visual cue or a
powerful illustration that the speaker then expands upon.

In conclusion, visual support for the spoken word is an indispensable component
of modern communication. By enhancing clarity, boosting engagement, reinforcing key
messages, and providing structural guidance, well-crafted visuals empower speakers to
deliver more impactful and memorable presentations. It transforms the act of speaking
into a multi-sensory experience, ensuring that the speaker's message not only reaches
the ears but also resonates deeply with the minds and emotions of the audience.
Embracing this synergy is no longer an option, but a necessity for anyone aiming to

communicate effectively in today's visually-driven world.

5. InguBinyanabHi 3aBI1aHHSA

[nauBinyanbHl 3aBAaHHSA € OJHIEIO 3 GOpM oOpranizalii HaBYaJIbHOTO MPOIIECY,
sgKa Tepeadavyae CTBOPEHHS YMOB JUIs peaiizailii TBOPYUX MOKIMBOCTEH CTYICHTIB
yepe3 1HJMBIIYyaJbHO-CIIPSIMOBAHUN PO3BUTOK iX 3110HOCTEH, HAYKOBO-IOCIIIHY
poOOTy Ta TBOpYY MisUIbHICTb. BoHa Mae Ha MeTi MOTIMOJIEHHS, y3araJbHEHHS Ta
3aKpIIUICHHS 3HaHb, $KI CTYJAGHTH OJIEPKYIOThb B TIpOIleCi HAaBYAHHA a TaKOX
3aCTOCYBaHHS IIMX 3HAaHb Ha TPAKTHULI. [HAUBIAyalbHI 3aBIaHHS BUKOHYIOTHCS
CTyJE€HTaMH CaMOCTIMHO MiJl KEPIBHUIITBOM BHKJIajaya.

[nauBinyanbHl 3aBAaHHSA 3 AUCHUIUIIHM «IHO3eMHa MoBa B mpodeciiiHiii Ta
HayKOBIH MISTIBHOCTD) CHPAMOBaHI Ha MOTJMOJIEHE OMpaIfOBaHHS TECOPETUUYHUX OCHOB,
NPOCIYyXaHOTO JIEKI[IHHOTO Marepialy; BHUBUCHHS OKpPEMHX TeM ab0o0 NHUTaHb, IO
nepen0OayeHi Il CaMOCTIHHOTO OTIPAIFOBAHHS; MIJTOTOBKY KOHCIIEKTIB HaBYAJIBHOI Ta

HAYKOBOi JIiTeparypu; Tiabip, CHUCTEMaTH3allll0 Ta ONPAIIOBAHHS HOPMATHBHHUX
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JOKYMEHTIB. [[71 OKpeMux CTyIeHTIB IHIMBIIyajdbHI 3aBJIaHHS MaloTh HAyKOBO-
JOCIITHUNA XapaKTep Ta CHOPSIMOBAaHI HA MPOBEICHHS BJIACHUX HAyKOBUX JOCIIKEHb,
HIATOTOBKY N0 ojdiMImiaa, KOH(EpeHiid Ta HAyKOBUX MyOmikaiiil. Y 1bOMYy BHIAIKY
IHAMBIAyaJIbHI 3aBJIaHHS TIepen0adaroTh MPOOIEeMHY TEMATHKY.

Buknanad npoBOAuTh 1HAWBIYaTbHO-KOHCYJIBTaTUBHY POOOTY BIAMOBIIHO 0
rpadika 3 HaJaHHS TPYIMOBUX Ta IHAWBIAYAIbHUX KOHCYJIbTAIIA 3 METOIO MOTIUOICHHS
BUBYEHHS CTYJIEHTAaMHU TEOPETHMYHOTO JIEKIIHHOTO MaTepiany IUCUMIUIIHM «lHO3eMHa
MOBa B npo(eciiiHiii Ta HAyKOBIH MisJIBHOCTI» Ta MPAKTUYHOTO HOTO 3aCTOCYBAHHS.

3a TEeMaTUKOI0 HaBYalbHOI AMCUMILTIHM «IHO3eMHa MoBa B mpodeciiiHiii Ta
HAYKOBIH AISTBHOCT1» OCHOBHUMHU € KOHCYJBTAIIT 3:

— pO3'ICHEHHSI Ta YTOYHEHHS MaTepially JeKIIii;

— JeTtaiizaiii Ta YTOYHEHHsS MHWTaHb MO TEMax, 110 BHUHOCSATHCS Ha CaMOCTIHE
BUBYCHHS.

Y  mpoiueci  BHUKOHaHHS ~ CaMOCTIMHOTO  3aBJAHHS ~ CTYJEHT  OTPUMYE
IHAMBIyaNbHUM ITHCTPYKTaX. [HAMBINYaTbHO-KOHCYJIBTaTUBHA POOOTA JIEKTOpa WI0J0
BUKOHAHHS CTYIEHTOM IHAMBIAYaIbHOTO 3aBJAaHHS BKIIIOYAE:

— TMOTOJKEHHS TEMU IHAMBIAYaIbHOTO 3aBAAHHS Ta YTOYHEHHS HOTO CTPYKTYPH;

— BHU3HAQYEHHS TIOBHOTH  PO3KPUTTA 3MICTYy IHAWMBIAYaJIbHOTO  3aBJaHHS
CTYZIEHTOM;

— HaJaHHS JOMOMOTH y A000pi CTYAEHTOM J0JAaTKOBUX METOJUYHHUX, HAYKOBUX
Ta CTATUCTUUHMX MaTepialliB, a TaKOX CHEeLIaJbHOI JITepaTypu 3 AUCLMILIIHHY,
HEOOX1THUX JIJIsl IHIMBITyaIbHOTO 3aBJIaHHS B IPOLIECI CaMOCTiiHOT poOoTH;

— MATOTOBKY CTYJEHTa 10 3aXHUCTY IHAUBITYyaTBLHOTO 3aBAaHHS 3 JUCIUILIIHU
«IHo3emMHa MoBa B npodeciiiHiii Ta HAyKOBIN AISUTBHOCTI».

Koncynpraiii npoBOaATbHCS OAWH pa3 HA THKICHb.

JUisi  BUKOHAHHA  IHAWBIAyalbHUX  3aBIaHb  CTYJACHTaM  MPOIMOHYETHCS
HIDKYEHABEeHa TeMaTHKa:

1. What are the main peculiar features of business communication?

2. What barriers to effective business communication can you distinguish?

3. How can a notion “business letter” be defined?
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How should your letters sound?

What are stylistic peculiarities of business letters?

What are linguistic peculiarities of business letters?
What are communicative peculiarities of business letters?

How should a business letter be structurally organized?

© o N o g B~

What are the peculiar features of patterns of punctuations used in business
letters?

10. What are the peculiar features of business letter styles?

11. What is the message as one of the important element of the business letter?

12. What is the method for writing any letter?

13. How can you organize the information of your letter?

14. What is the form of a complimentary close if the letter starts with the
salutation “Dear Mr Brown™?

15. Point out the difference between business letter layout in English and
Ukrainian.

16. What are the components of the semantic structure of a business letter?

17. What role do abbreviations play in business letter writing?

18. What are the ways of translating English syntactic constructions used in
business letters?

19. What are common and different features used in business letter writing in
English and Ukrainian?

20. What purpose does a resume serve?

21. If you had little or no experience, which resume would probably be better:
chronological or functional?

22. What is the communicative aim of business letters within the trade?

23. What is the difference between business and informal telephone talk?

24. How to make a business call to people you do not know?

25. What are the most frequent techniques of negotiations?

26. What skills does an accountant require in respect of external reports?

27. What skills does an accountant require in respect of internal reports?
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28. What would financial reports look like if they were prepared on a cash flow
basis?

29. What are the characteristics of the data that make them relevant?

30. What are the characteristics of the data that make them reliable?

31. How useful is cash flow accounting for making management accountable?

32. How useful is cash flow accounting for reporting to external users?

33. What are taxes even for?

34. How is the decision made as to how much someone has to give in taxes?

35. What are the principles of taxation in economics?

36. What is income tax? How is it calculated?

37. How do taxes impact the economy?

38. What constitutes “good” tax policy?

39. How competitive is my country’s tax code?

40. What is “double taxation*?

6. MeToau HaBYaAHHSA

[lix yac BUKIamaHHS HAaBUAJIbHOI JUCHUILUTIHU «HO3eMHa MoBa B mpodeciitHiil Ta
HayKOBIN MiSITIBHOCTI» 3aCTOCOBYIOTHCS HACTYTHI METOIU:

- CJOBeCHI (Jiekiii, 6ecian);

- HAOYHI, MiA dYac Jekmid (iHpopmamiiHUX, aHAJITUYHUX, MNPOOJEMHHX) Ta
NPaKTUYHUX 3aHATh, B TOMY YHMCI1 3 BUKOPUCTAHHSAM MYJIbTUMEIIMHOTO 3a0€3MeYeHHS;

- MPAaKTUYHI, 1] Yac BUKOHAHHS MPAKTUYHUX pOOIT, 3a/1a4, BIPaB;

- IHTepaKTHBHI METOJM HABUaHHS IIiJ] 4ac MNPOBEJCHHS OINUTYBaHHS, aHaIi3y
MPaKTUYHUX CHUTYyaIllid, AUCKYCii, MO3KOBOTO WITYpMY, AUIOBUX ITOp, PO3MISIY Kewc-
CTalH;

- 1HHOBAIIiIHI, 30KpeMa MPOEKTHO-TOCTITHUIILKANA METOJ; 1HTErpOBaHI METOMM;
3aHaTTsE 13 BukopucranHsMm IKT. 3acrocoByroTbesi HacTymHi  iHGOpMAIHHO-
KOMYHIKAI[IifHI TEXHOJOTil Ta AUKUTAI-IHTpyMeHTH: uudposi iHcTpymeHTn (Google,

nporpaMHi TpOoAyKTH Bia Microsoft, mporpamHe 3a0e3meueHHs i1 NPOBEIACHHS
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onutyBaHb Mentimeter;

- METOIM JUCTAHIIWHOTO HaBYaHHA 3a JomnoMorow tiatdpopm: Moodle Ta

Zoom.

7. Kputepii Ta 3aco0u olliHIO BAHHA

Bunu KOHTpOJII0: MOTOYHMM, MiICYMKOBUH.

dopMma miICyMKOBOTO KOHTpOIIO: 3amik. OIHKY MiICyMKOBOTO CEMECTPOBOTO
KOHTpPOJIIO Yy ¢opMi 3alliky CTaHOBHTH cyma OalliB 3a pe3yJbTaTaMUd IOTOYHOTO
KOHTPOJIIO, PYODKHUX KOHTPOJIIB Ta 0ajiB, HaOpaHUX 3400yBadyeM BHUIIO1 OCBITH IPHU
CKJIaJIaHHI CEMECTPOBOIO 3aITIKY.

[IpoTsirom cemecTpy 3100yBad MOXke OTpuMaTru Mmakcumym 60 OaiiB, B TOMY
quCIi 3a nepiuii pyOiKHUN KOHTpoab — 30 6aiiB, 3a Apyruil pyOixkHUN KOHTposb — 30
6aniB, 40 6aniB BUHOCATHCS Ha 3aiik. KiapkicTe OaniB, ojep:kaHa 3100yBaueM BHUIIOL
OCBITH Ha 3Ky, JOJAEThCS O PE3yIbTaTIiB PyOLKHUX KOHTPOJIB, 1[0 Pa30M CKJIAIa€
OIIIHKY 3HaHb 3/100yBauya BWINOi OCBITM 3 HaBuainbHOi auciumuiiau 3a 100-6ampHOIO
HIKaJI0I0 Ta NEepeBOAUTHCS B OLIHKY 3a mKkanow €KTC i1 HamioHadbHOI0O NIKAIOIO
(«3apaxoBaHO», «HE3APAXOBAHOY).

[Io moTOYHOMY KOHTPOJIO 3700yBay Ma€ MOJKJIMBICTH OTpUMaTH Oaiu 3a
AKTUBHICTh Ha JEKIIWHUX Ta MPAKTUYHUX 3aHATTAX, BUSBICHHS PIBHS MIATOTOBKU
3100yBaviB 13 3a3HAYEHOI TEMM M 4Yac ONUTYBaHHsS, TECTYyBaHHS, Mpe3eHTalll
IHAVBIAYaIbHUX 3aBJaHb, BHUPIIIECHHS KEWMCIB, CUTyallHUX 3aBlaHb, PO3PaXyHKOBUX
3a/lay, y4acTi B HAyKOBO-TIPAKTUYHUX KOH(MEPEHIIsX, MIrOTOBKYU MMyOIiKalii.

MeTonu KOHTPOJIIO: CIIOCTEPEKEHHS 32 HABYAIBHOIO JISUTBHICTIO CTYJICHTIB, YCHE

OIIUTYBAHHSI, TECTOBUH KOHTPOJIb.
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IlIxana oniHoBaHHA: HanioHaabHa 1a ECTS

Cyma Ganis 3a OrniHKa 3a HalllOHAJIHLH OO IIKAJI010
BCl BHAH Owinka ;
HABYAIBHO ECTS | V1% eK3aMeHy, KypCOBOTO TIPOEKTY AL 33Ky
TSTBHOCTI (po6oTH), MPaKTUKHU
90 -100 A BIIMIHHO
82-89 B
74-81 C Aobpe 3apaxoBaHO
64-73 D 3aJI0BUILHO
60-63 E
35.59 EX HE3aI0BIJIBHO 3 MOKJIMBICTIO HE 3apax0oBaHO 3 MOXKJIUBICTIO
) MOBTOPHOTO CKJIA/IaHHS MMOBTOPHOTO CKJIAJIAHHS
HE3a/I0BUIBHO 3 000B’ I3KOBUM HE 3apaxoBaHO 3 000B’ I3KOBUM
0-34 F IIOBTOPHUM BUBUEHHSIM IIOBTOPHUM BHBUYEHHSM
TUACIHAIIIIHA IACHMILIIHA
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