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INOACHUTEJIbBHAS 3AIINCKA

Peanuzanus mporpamMMbl OCYLIECTBIISETCS 4epe3 CUCTEMY JICKLUH, MPaKTHYECKUX
3aHATHH, B TOM YHMCIIE CEMUHAPOB U CaMOCTOATEJILHOM paboThl 00y4arouXcs.

[Tporpamma pa3paboTaHa ¢ 1€JIbI0 MAaKCUMaJIbHOIO BHEJPEHUS HABBIKOB U 3HAHHH B
HETOCPECTBEHHYIO pa0oTy, TeKyIre OM3HeC 3aqaun Kaxaoro odyuaemoro. Kaxaplii pasnen
IpoTrpaMMbl  3aBepIIacTcsi OOBEMHBIM NPAKTUYECKHM OJOKOM, B KOTOPOM OOydarommecs
TOTOBSI PEaJIbHBIE MPE3EHTALINH, JIEIOBbIE TUChbMA, TOTOBATCS K PEAJIbHBIM IIEPETOBOPAM B UX
MIOBCEHEBHOM paboyeil mpaKkTHKe.

CamocrosiTenbHasi paboTa BKITIOYAET B ceOs paboTy C JICKCHKOW, HAITMCAHKE IHCEM,
CO3/1aHHE IIPE3EHTALMM, BBINOJIHEHUE IPAMMATHYECKUX 3aJaHUi, COCTABIEHHME JMAJIOIOB,
IPOCIIyIIMBAaHUE ayAMOMAaTepuaoB, YTEHHWE HAa AHNIMHCKOM s3bIKE aJalTHPOBAHHOM H
OpUTMHANILHON JuTeparypbl. OOydeHHe OCyImecTBIseTcss mo ydeOHuky — International
Negotiations, Mark Powell, Cambridge Business Skills, 2015; Email English, Paul
Emmerson, Macmillan, 2013; Presentations in English, Erica J. Williams, Macmillan, 2015

@opMbl KOHTpOJIE y4eOHOH paboThl OOyyaromMXcs 0 AHDIMHCKOMY SI3BIKY -
TEKYUIH, MPOMEXYTOUHbI U HTOroBblii. C MOMOIIBIO TEKYILIEro KOHTPOJS MpOoBEpsieTcs
YCBOGHME 3HAHMM, YMEHUN U HAaBBIKOB Ha KaXJ0M 3aHATHU. Dopma pyOeKHOTO KOHTPOJIS —
TECTUPOBAHUE IIOCJIC 3aBEpUICHUS] HECKOJIbKHUX pa3zenaoB YpoBHs. dopma HTOroBoro
KOHTPOJIA - 3a4eT IOCJIE 3aBEPIICHHs Ka)XIOTO TEeMaTHYECKOro Oioka oOydeHHsI W BCETO
Kypca. Cpok peaiu3allMM KaXJIOr0 YPOBHS M IPOrpaMMbl B II€JIOM 3aBUCHUT OT LU
o0y4eHusi, KOTOpYIO TIpecienyeT Uit ceOs 3aHUMAIOIIMICS W ero JIMHTBHCTUYECKOU
MOJrOTOBJIEHHOCTH.

Meronpl 0OyueHus:: OpraHu3alud M OCYLIECTBICHHA  Yy4eOHO-TI03HABATEIbHOMN
JeSITeIbHOCTH (CIOBECHBIE; HaMIAAHbIE (IPOCMOTP (PUIBLMOB, CXeM, TaOULl); MPAKTUYECKUE
(BBIIIOJIHEHUE T'PAaMMAaTHUECKUX YIPaKHEHUI; MIEPEBOJL C PYCCKOTO sA3bIKA HA AaHIJIMHCKUI U C
AQHIJIMHACKOTO Ha PYCCKMM S3bIK; JUAJIOTH; MOHOJIOTH; YTEHHE KHMI, y4eOHBIX IOCOOMIA,
NEpUOJMYECKOM  TMe4YaTH  OpUTMHAJIbHOM M aJanTUpPOBAHHOW;  MPOCIYLIMBAHUE
ayAMOMaTepualioB);  MPOOJEMHO-TIOUCKOBBIE);  METOJbl ~ CTHUMYIMpPOBaHUS  ydeOHOMU
JESTeIbHOCTH B mpouecce oOy4deHHsl (poJjieBble WIpbl, HHCIEHUPOBAHME, IUCKYCCHUH,
CTUMYJIMPOBAaHKE MTOCPEACTBOM aHaJIM3a )KU3HEHHBIX CUTYaIUl, CO3/JaHie CUTYyalluu ycIiexa B
YUEHUN).

®opma mpoBeneHUS Y4YEOHBIX ayAUTOPHBIX 3aHATHH (TpymnmoBas 5-10 uemnosexk,
MUHU-Tpynna - 2-4 yenoBeka U MHAMBHYyaJbHas). 3aHATHS MPOBOISATCS MO PACHMCAHUIO U
rpaduky, coriacoBaHHOMY ¢ 3aka34uKoM. PekoMeHJ0BaHHas MHTEHCUBHOCTD 3aHATHI 2 pa3a
B HeZIENI0 1o 2 akajeMuueckux yaca. Kypc-uHTeHcus - 3-6 pa3 B HeJelo (B 3aBUCUMOCTH OT
nenu oOydeHus) mo 3 akaj. yaca. ['pynmsl GopMHUpPYIOTCS 1O BO3PAaCTHBIM KaTe€ropusM U
ypOBHIO 00yueHHOCTH. OObeM y4eOHOro BpPEMEHH, MPEeIyCMOTPEHHBIH y4eOHBIM IJIaHOM
HOYY O «I3pikoBasg mkona JleHnca bpyceHCkoro» Ha peanus3aluio [porpaMMbl
cocraBisieT 6 mecsueB. Kypc-HHTEHCHB NpEANoNaracT W3y4eHHE OJHOTO YpOBHS 3a 1- 2
MecsIa MecsI PH MaKCUMaJIbHOW Harpyske.

OOydeHre WHBAJIWAOB U JIMI C OFPAaHUYEHHBIMH BO3MOXKHOCTSIMHU 3JI0POBBS MOXKET
OCYUIIECTBIIATHCA KaK B OOIIMX TpyIIax, TaKk W MO0 MHAWBHIyalbHOUM mporpamme. Bo Bpems
npoBeZieHHs] 00ydeHusl B rpymnmnax, rae oOydaroTcsi MHBaNUAbl M JIMIAa C OrPaHUYCHHBIMU
BO3MOXKHOCTSIMH 3/IOPOBBSI, BOBMOXKHO HCIIOJIb30BaHUE 3BYKOYCHJIMBAIOLIEH ammaparypsl U
MHBIX CPEACTB, CIOCOOCTBYIOIUX MOBBIIIEHUIO YPOBHS BOCIIPUSATHUS y4eOHOTr0 Marepuara.
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HEJIb U 3AJJAYU ITPOI'PAMMBbI

Heap nporpammel «/[eI0BOM aHINIMMCKHI» - PAa3BUTHE YCTHOM W IMHUCbMEHHOU

KOMMYHHUKAIIMHA 00y4YarOIUXCsl B ICTOBOM chepe 3a cueT pean3aluy CIeAyoIInX 3a1a4:

pa3BUTHE HABbIKA JCIIOBOM NIEPEIIMCKU HA aHITIMHCKOM S3BIKE;

IIOATrOTOBKA K IIPOBEICHUIO IIEPErOBOPOB HA aHINIUNCKOM SI3BIKE;

pa3BUTHE HaBbIKAa COCTABJICHUE OU3HEC-TIPE3EHTALHH;

pa3BUTHE HaBbIKA YTEHUS TPO(ECCHOHAIBHOM JIUTEPaTyphl U JOKYMEHTALNH;
paclIMpeHue CJI0BapHOIo 3amaca B 00JacTy JeJI0BOM JIEKCUKH Pa3IMUHBIX OTpaciei,
HarpuMep: MEHEIPKMEHT, MeniuHa, ¢puHancel win [T-coepa;

(GbopMHpOBaHHE HKOHOMHYECKOIO Kpyroopa M  3KOHOMHYECKOH  KYIBTYpBI
OOy4JarolINXCsi,  CIOCOOCTBYIOIIMX  INOHMMAHHUIO  CYIIHOCTH  COBPEMEHHBIX
SKOHOMHMYECKHUX SIBICHUM,

pa3BUTHE PEUEMBICIUTENIBHON AESITEIbHOCTH U 3KOHOMUYECKOIO CTHJIS MBIIUIECHUS,
ONUPAIOLIETOCS HAa YMEHHE OIEpUpOBaTh HEOOXOAMMBIMH SKOHOMUYECKHUMHU
MOHATUSIMU U CYXICHUSIMY;

3pPEeKTHBHOE HUCIIONB30BaHHE WHOCTPAHHOTO SI3bIKA B CHUTYAIMSX, TUITHYHBIX IS
JIeJI0BOTO OOLIEHHUS.

[Iporpamma craBut nepea co0oii pemeHne AByX TITaBHBIX 33/1a4:
AdKTHUBHOC U CBO6OIIHOC BJIaACHUC SI3BIKOM B IIPECAJIOKCHHBIX CUTYyallUuAX.
obecrieueHre SI3LIKOBBIM Marcpualiom, H€O6XOI[I/IMI>IM IJI1 OCYIICCTBIICHUA pCaHBHOﬁ
KOMMYHUKallUH

IJIAHUPYEMBIN PE3YJIBTAT OBPA3OBATEJILHOM ITIPOT'PAMMBI

CogeprkaHue MpOrpaMMBbl 3aKJTFOYACTCS B PA3BUTHH Y 00 YUAFOIIMXCSI HUYKETIEPEUNCIICHHBIX
KOMIIETCHIINH.

SI3bIkOBasi KOMIIECTEHIUSA ITPECAYCMATPUBACT OBJIAACHHNEC O6y‘-IaIOHII/IMI/IC$I CJICOAYIOINMHA
SI3BIKOBBIMHU I[CI\/’ICTBI/ISIMI/II

HPUHATH Y4acTHE B AUCKYCCUU B PA3JIMUHBIX CUTYaLUsAX JIEI0OBOTrO O0IeHus (0ouee
0J151 6cex memMamu4eckux O10K08 S3bIK080oe Oelicmaue),

MOJIrOTOBUTCS K IEPETOBOPAM C BHEIIHUMH TTAPTHEPAMHU/TIOTEHITUATEHBIMU
KJIMEHTaMH/KOJUIeTaMU U T. 1.

YMEHUE MPEJICTABIATH CBOU JIOBOJIBI, apTYMEHTHPOBATH MO3UIIHIO, OTCTAaUBATh CBOE
MHEHHUE;

KOHCTPYKTHUBHO BECTH JUCKYCCHIO TT0 CIIOPHBIM BOTIPOCAM M Pa3HOTJIACHSIM;
HalnMcaTh peKIaMaliio Ha TOBap/yCIIyry.

BCTYITUTH B KOHTAKT C TIOTCHIIMATBHBIM JIEJIOBBIM TTAPTHEPOM;

HOJIEP)KUBATh JI€IOBbIE KOHTAKTHI;

BECTH JICJIOBYIO H/VJTH SJICKTPOHHYIO ITEPETNCKY;

001a1aTh 3HAHUSIMH O CTPYKTYpE JIEJIOBOI'O THUChMA;

3HATh CIIEU(PHUECKYIO JEKCHKY JIeTI0BOTO MHUChMA,

BJIAJIETh CTHJISIMU JIEJIOBOTO MUCHMa;

3aKa3aTh M0 Tese(OHy TOCTUHUIY/OMIIET Ha CaMOJIET, 0OrOBOPUTH YCIIOBUS y4acTHs B
BBICTaBKE.

KOMMEHTHUPOBATh IpadUKH, TAOIUIIH M CTATHCTUYECKUE TAHHBIE,

3aI0JIHUTH YK Ha OIJIaTy ToBapa/yciayrH;

coctaBuTh Mind-Map 1o 3a7anHOi# TEMe;

MOJArOTOBUTH NMPE3EHTALIUIO CBOEH (PMPMBI/CBOETO MPEANPUATHS/TOBAPA;
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e  BBICTYIUICHHE C MPE3CHTALMEN HA AHTJIMMCKOM SI3bIKE MEPE] Ay IUTOPUEH;

e ydacTue B 0OCYKJIEHUH MPE3CHTAIIUHU, OTBETHI HA BOIPOCHI ayTUTOPHH;

e TOArOTOBUTH MAKET JOKYMEHTOB JJISI TPYAOYCTPOUCTBA;

e TMPEACTABUTHCA B KAUECTBE COMCKATENS pab0Yero Mecra;

e I[IOArOTOBUTCS B KAYECTBE COMCKATEISI K UHTEPBBIO C NOTEHUUAIBHBIM
paboToaaTenem.

COIII/Ia.]'IbHaﬂ KOMIICTCHIIUA BKJIOYACT:

e YMCHHUC O6H_[aTbCH B 3aHaHHOﬁ CUTyalluu, T.C. OIIPCACIIATL CTPATCTHUIO O6H_I€HI/I$I u
BBI6paTB aJIcKBaTHBIE METObI €€ BOIIJIOIICHMA,

e OCO3HAHHC U YMCHUC YUUTBIBATH B IIPOLICCCC O6HI€HI/I$I HallMOHAJIbHBIC
MCXKKYJBbTYPHBIC pa3/IndKA B [IOBCACHUN U KOMMYHUKAIIUH.

OPTAHU3AIIUOHHO-IIEJATOI'HMYECKHUE YCJIOBUA

Kanposoe obecnieuenue

CorlacHO ITaTHOMY PaclUCaHUIO 00Pa30BaTEIbHOE YUPEKICHNE YKOMIUIEKTOBAHO
KaJ[paMy, UMEIOIIMMHU HEOOXOJUMYIO KBAIN(UKALIMIO JJIs BBIIOJIHEHHUS 33/1a4 B paMKax
JAHHOH IPOIPAMMBI.

MarepuanbHO — TEXHUYECKOe oOecrieueHue:

MarepuanbHO-TeXHHUYECKas 0a3a 00pa30BaTEIbHOTO YUPEKICHHS MTO3BOJISET PEaIn30BaTh
[eJI 1 33]]a91 JAaHHOW TIPOTPaMMBI B TIOJTHOM 00beMe, UMEET He0OX0IUMOe yIeOHO-
MaTepHalibHOE OCHAIllEHHEe 00Pa30BaTEILHOTO MPOIIECcca, CO3JAaCT COOTBETCTBYOIYIO
00pa30BaTeNbHYIO U COIUATIBHYIO CPEy.

B o0Opa3zoBarenbHOM yUpeKICHUN:
- 000py/TOBaHBI MOMEIICHHUS /ISl TPOBEICHNUS 3aHATHIA;
- UMCIOTCA MCCTa AJId OTAbIXA U IpHEMa IMUIIH.

VY4eOHble nomenieHns 000pyA0BaHbl HEOOX0AUMOI MeOeNbIO (CTOJIBI U CTYJIbA), OQUCHBIM
OCHAIlIEHUEM, HE00XO0IMMBIM UHBEHTApPEM U 000py10BaHHEM

NudopmannonHoe odbecnieueHme
HH(popMalilnoHHO-METOJUUECKHE YCIOBUS peaIn3alluy IporpaMMbl 00ecedrBaOTCs
COBPEMEHHOM NH(POPMAIIMOHHO-00pa30BaTEIbHOMN CPEION.

[TpenycMoTpeHo perynasipHOe UCIOIb30BaHKE ayanoanmnaparypsl (MaruutodponoB 1 CD/DVD
NPOUTPHIBATENIEH ), a TAKXKE UCTIOIH30BAHNE BUICOATITIAPATYPHI (TEIEBU30pa U
BUIEOMAarHUTO(OHA), HOYyTOyKa U IPOEKTOpa /Uil AEMOHCTPALUHU YU€OHBIX (PUIBMOB U
NIPOBE/ICHUS TPE3EHTANH, a TAKKe yU4eOHOM TOCKH.

Metoanyeckoe obecrieueHne nporpaMMsbl OCYILECTBIIAETCS 3a CUET:

- Pa3IMYHOI MeyaTHON MpoAyKIMH (Y4eOHUKH, CJIOBApH, XYI0’KECTBEHHAs! U HAyYHO-
MO03HaBaTeNIbHAA JIUTEepaTypa, NepUOJNUECKHE U3/1aHus, )KYPHAJIbL, Ta3€Thl U T.I1.);

- "H(POPMAIMOHHBIX pecypcoB ceTu MHTepHeT;

- uHbIX HHMopManmoHHbX Hocuteneit (CD/DVD, MoOMIIbHBIE TPUITOKEHHS U T.11.)

dunancoBoe obdecrieueHmne
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Peanuzanus mporpaMMbl OCYILIECTBIISICTCS 38 CUET CPEACTB (PM3NUYECKUX JIUI], OTUIATHBILINX
o0yuyeHue, a TaKXkKe 3a CUET CPEACTB IOPUINUECKUX JIUIL B Cilydae, eciii paboToaTelb
OIJIauMBaeT 00yueHHe CBOMX COTPYIHUKOB («KOPIOPATUBHOE O0yUCHHEY).

KonnyecTBo yenoBek B rpymie u Gopmbl paboThl

rpymnmoBas 5-10 4enoBek, MUHH-TPYMIA - 2-4 4eloBeKa U WHAUBUyaIbHAs

Pexum u nponomkutensHocTh 3ausaTuil (Kanennapuslil yueOHbli rpaduk)
3aHATHs IPOBOJATCS 2 pa3a B HEJIENIO, 110 2 aKaJeMUYECKHUX Yaca B BEUEPHEE WM YTPEHHEE
BpeMs

@DopMBI U METOJIbI pabOTHI B paMKax MPOTrpaMMBbI:

[Ipemyiaraemble HIKE POPMBI M METOIBI TIPOBEICHUS Kypca CIIOCOOCTBYIOT YIIIYOJICHUIO U
paCIIMPEHHIO 3HAHUH YJaIUXCsl 10 aHTITMHCKOMY SI3bIKY, (HOPMHUPOBAHHIO
KOMMYHUKATUBHOM U SI3bIKOBOM KOMIIETEHIIMIA.

1. O3HaKOMJICHHE C HOBOM TEMOM U MpoOeMaMHu, ¢ Hell CBI3aHHBIMH, C HOBBIMHU
JICKCHYECKUMU CAMHUIIAMU

-00BsICHEHHE;

-POCITYIIMBAHUE U 3aITUCh MaTepHalia 3aHATHH;

-CaMOCTOSITEIIbHOE YTCHHE MaTepHajla U ero U3y4eHue;

-paboTa ¢ JTEKCUKOil.

2. Tpenunr

-OTBETHI Ha BOMPOCHI;

-MIOUCK OTBETOB Ha BOIPOCHI B TEKCTE;

-4YTEHHUE U MEePEBOJ] TEKCTOB;

-BBINOJTHEHUE YIIPAXHEHUN HA 3aKPETUICHHE TPAaMMaTUKH;
-paboTa B MUHUTPYIITAX, Mapax, TpoiKax u T.I..

3. IIpakTHueckoe NpUMEHEHNE
-00CyX/1IeHHEe TeMbI/TIPO0JIEMbI B IIapax, FPYIIIE; -BbIIIOJIHEHUE TECTOB (YCTHO, TUCBMEHHO);

-pedepaTbl
-IIPOEKTHI

®OPMbBI ATTECTALIUN

JI1st oTcnexXuBaHUs PE3yIbTaTUBHOCTH JAHHOU MTPOTPaMMBbl HCTIONIB3YIOTCS CIICTYIOITHE
CIocoObI POBEPKHU U (POPMBI TTO/IBEICHUSI UTOTOB:

OrneHka KayecTBa OCBOCHUS AUCIUIUIMHBI BKIIOYAET TEKYIIU KOHTPOJIb YCIIEBAEMOCTH
(3amaHus B TeCTOBOM (hopMe, KOHTPOJIbHBIE PAOOTHI, TUIIOBBIE 3aJaHUS JISI IPAKTHYECKUX
3aHSTHIA) U UTOTOBBIE TECThI B KOHIIE TIOTYTOTUH.

TeKYH_[I/Iﬁ KOHTPOJIb NPCANOJIaract OCHKY pa6OTBI 06yqa10m1/1xc;1 Ha IMPAKTUYCCKUX
3aHATHUAX BO BCEX BUaAX HHOS3BIIHON KOMMYHHKaTHBHOﬁ JACATCIIBHOCTH (aYJII/IPOBaHI/II/I,
TOBOpPCHUH, YTCHUHU, U MMHUCbMEHHOM pqu/I).

CamocrodrenbHas paboTa 00yJarolerocs oleHnBaeTcs 100 Ha 3aHATHH (3TO KacaeTcs
YCTHOM peuM) B BUJIE IPOCIYIIUBAHUS TOATOTOBIEHHBIX MOHOJIOTOB U IMAJIOr0B, TUOO BO
BHEYy4YeOHOe BpeMs (IMCbMEHHBbIE paboThI).
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I[HSI HWHBAJIMAOB U JIMII C OrpaHUYCHHBIMH BO3MOKHOCTSAMU 3JO0POBbA BO3MOXKHO
NpEaOCTaBJICHUEC JOIIOJIHUTCIBHOI'O BpEMCHH Ha IIOATOTOBKY U BBIITIOJIHECHUE TECTOBOI'O
3aJaHusd.

Onenka npoBoautcs o 10-Tu 6ayuTbHON mIKase

Jlo Havana y4acTus B MpOrpaMMe MPOBOISTCS TUATHOCTHYECKHE 3aHATHA B popme
co0ece0BaHUs U aHKETUPOBAHUS, TBOPUECKHUX 3aJIlaHUH, B pE3yJIbTaTe KOTOPBIX
ONPEAENSAETCA YPOBEHb MOTUBALIMY CIYIIATENICH K 3aHATHUAM, UX KYJIbTYPHBII KPyrosop,
YPOBEHb UX PEYEBOr0 UHOA3BIYHOI'O PA3BUTHS, HAIIPABJIEHHOCTb HHTEPECOB.

B Tedenue ydactusi B mporpaMme OCyIIECTBISETCS NPOMEKYTOUYHBIH U KOHTPOJIb B popme
TECTOBBIX 3a/IaHUH, ayJTUPOBAHUHN, YTO TO3BOJISIET UCCIIEIOBATh YPOBEHb MPHUOOPETEHHBIX
3HAHUU, YMEHUH U HaBBIKOB B 00JIaCTHU Pa3BUTHUS S3bIKOBBIX KOMIETEHIINM 00y4atOIIMXCS.

HToroBblii KOHTPOJIb IPOBOASATCS B TECTOBOH (opMe, a Take B (hOpMe OTBETOB Ha BOIPOCHI
U TPYIIIOBOH padboTe

I[JI?I BCCX BUJIOB KOHTPOJIA BO3BMOXKHO MCIIOJIB30BAHUC (1)OpMI)I OLICHKH B BUJC OTBCTOB Ha
BOIIPOCHI B BUAC DK3aMCHaA.

KAJIEHJIAPHBIA YYEBHBIN I'PA®UK

Kon-Bo 3ansTuii B HEnEm0 2
poIOJDKU-Th 1 3amsaTus, 2 ak. Yaca 2
| rox 0Oy4eHust

| mosmyroame
Mecsir CEHT OKT HOSI0 TIEK STHB ¢beB
Koi-Bo Henenb 4 4 4 2 2 3
Koi-Bo yacos 16 16 16 8 8 12
Uroro 3a nonyronue 76
Il momyronme
Mecsn Map arp Mai HIOH 5100 aBr
Kox-Bo HEnenn 4 4 2,5 0 0 0
Kos-Bo yacos 16 16 10 0 0 0
Uroro 3a monmyronue 42

HWroro 3a y4eOHbIi rof, gac 118
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YYEBHO-METOJUYECKHH ILTAH

Makc.
# | HaumenoBanus paznena, TeMbl | yueOHas Teoper. Hpaxr. Camocr.
Harpyska 3aHATHS 3aHATHS pabota
aKkaJacM. 4aCcoB
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PABOYASA ITPOI'PAMMA

NEGOTIATIONS
Powers of persuasion. Part 1.
1. Read: What | want to share with you are seven words that change minds. There's a lot of
words we say every day that don't mean a whole lot, but there are seven words that you can
use that have been shown to actually impact on other people's minds to get them to say yes
when they otherwise would have said no. (Dr Kevin Hogan, internet marketing expert)
2. Answer the following questions:
1 Do you think some words really do have a special persuasive power?
2 Can you guess some of the words Kevin Hogan is going to talk about? Explain your
guesses.
Then turn to page 73 to check your answers.
3. Listening ¢ 2.11
Make the negotiation extracts below more persuasive by using one or more of Hogan's 'mind-
changers'. Then listen and compare your answers with those on the CD. lan is buying a
security system from Sonia. a lan: We really need to finalise the terms of this deal today.
b Sonia: Understand that we don't normally offer free maintenance.
¢ lan: Could you extend the credit period to ninety days? That would really help our cash
flow. d Sonia: You can have whichever option you prefer.
e lan: OK, so you're giving us the ninety days' credit. Can we look at installation?
f Sonia: What you'll be getting with this system is complete peace of mind.
4. Vocabulary.
When it comes to persuasion, there are really just four basic approaches. Match each to what

they

really mean!

1 Threat a Please do it - just think how good it will make you look!

2 Flattery b Please do it - I'd do the same for you if you were in my

3 Pressure position.

4 Motivation c Please do it - I'm going to make your life so miserable if you
don't!
d Please do it - you're so much better at this than anyone else!

5. Which approach(es) do you think would work best on:

the boss? a peer?
a subordinate? a key customer?
you?

6. What's the power-balance in the negotiations you take part in? Compare with a
partner.

Individual practical task.

Each student should prepare to his/her own negotiation related to his /her current job tasks
and with the use of vocabular and theoretical information of Part 1.

Each student conduct negotiation with other participants of the group in role game. Then the
students work in mini-groups by 2 or 3 people, give each other feedback on the negotiation
process and make corrections. The teacher gives the general feedback and recommendations
to the group.

The deliverables of this task: each student is ready to his/her own real negotiation in their
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real work-life

Powers of persuasion. Part 2.
7. Read. There's a great advantage to be gotten for both sides in creating an environment in
which both sides feel powerful. (Professor Kathleen McGinn, Harvard Business School)
Do you agree with Harvard professor Kathleen McGinn? How can you increase your power in
a negotiation?

8. Grammar. Remember, you can add extra force to what you say:

by stressing auxiliary verbs | by adding intensifying adjectives | by adding intensifying
adverbs

Make the statements below more forceful by adding the intensifiers in brackets and adding
and/or stressing the auxiliaries. You may need to make some grammatical changes. The first
two have been done for you.
a |think this is going to be difficult to agree to. (extremely)
I do think this is going to be extremely difficult to agree to.
b We've made some progress this morning. (real)
We have made some real progress this morning.
¢ It's crucial that we reach some kind of agreement on this today. (absolutely)
d I have some concerns about meeting these deadlines. (serious)
e We can't afford to have any more delays. (simply)
f We're hoping for some movement on price. (significant)
g I'mina position to make you a better offer. (substantially)
h We expected more flexibility on this. (really, much)
| just wanted to give you a breakdown of the figures. (thorough, key)
9. Listening. «2.12
Now listen and check your answers in 8. Which words are emphasised? Practise delivering

each statement in the same forceful, persuasive way.

10. Listening. 2.13 Another way to make suggestions and concerns sound less direct but
more persuasive is to phrase them as negative questions. Phrase the following in this way. The
first one has been done for you as an example. Then listen and check your answers.

a We should try to agree on a basic price first.

Shouldn't we try to agree on a basic price first?

b It'd be a good idea to come back to this later.

¢ We could be missing a real opportunity here.

d You'd be better opting for deferred payment.

e There's an enormous amount of risk involved.

f We have to meet each other halfway on this.
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g It'd be a shame if we couldn't find a compromise.

11. Speaking. How many of your meetings at work are informal? Do you ever find yourself
negotiating in the corridor, by the coffee machine or at the water-cooler? Turn to page 97 to
practise influencing bosses and colleagues in the office. You can use the online feedback form

to evaluate each other's skills.

Individual practical task.

Each student should prepare to his/her own negotiation related to his /her current job tasks
and with the use of vocabular and theoretical information of Part 2.

Each student conduct negotiation with other participants of the group in role game. Then the
students work in mini-groups by 2 or 3 people, give each other feedback on the negotiation
process and make corrections. The teacher gives the general feedback and recommendations
to the group.

The deliverables of this task: each student is ready to his/her own real negotiation in their
real work-life

Powers of persuasion. Part 3.

12. Read. What is it that causes people to say 'Yes' to the requests of some and at the same
time say 'No' to the same request made by others? Do the successful influencers have some
invisible power that makes it possible for them to get what they want? And do those of us who
are less successful at convincing and persuading others have to resign ourselves to the fact
that it will always be the case? (Steve Martin. Managing Director. INFLUENCE AT WORK
UK LTD)

13. Answer the following questions:

a Do you think powerful persuaders are born or made? How much do you know about the

psychology of influence?

b Robert Cialdini is the author of Influence: Science and Practice, and the world's leading

expert on persuasion. Look at his list of the six Principles of Persuasion below. How do you

think they might operate? Compare ideas with a partner.

1Reciprocity 2 3 Authority 4 Consistency 5 Consensus 6 Liking

Scarcity

14. Listening. » 2.14 Work with a partner. Listen to a sales coach talking about Cialdini's six
Principles of Persuasion. One of you should take notes on Principles 1, 3 and 5 and the other

on Principles 2, 4 and 6.
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15. Answer the following questions:
Compare notes with your partner. Have you used any of these persuasive tactics yourself or
had them used on you? Share a few examples. Is there one master principle which is even

more effective than the others?

16. Number the statements below according to which of Cialdini's Principles of
Persuasion you

think is being applied.

a OK, look, the thing is this. I'm really sorry, but | can only hold the offer open until the end
of the month.

b 1 see you've already been using our gold service for some years now. Have you considered
the benefits of upgrading to platinum?

¢ Perhaps you'd like a copy of this independent industry report in which we actually came out
top in all three product categories?

d Oh, by the way, here's that contact list you asked me for the other day. Hope it's some use.
Now, where were we? Oh, yes. It would be really helpful if you could extend our credit
period a little. Would that be possible?

e OK, this is how the offer works: basically, the first three clients who sign up get the extra
ten percent discount. So it's sort of first come, first served.

f Actually, this particular model you're considering at the moment is a very popular choice. In
fact, it's already outsold just about every other model we make.

g OK, well, I'm not really supposed to do this, but how about I give you a three-month trial
period - with no obligation?

h Well now, when | spoke to the rest of your team, they all seemed very keen to go ahead
with this. So | guess it's up to you to make the final decision.

I Yes, this is our most comprehensive insurance policy. But let me be honest with you. I've
been in this business over twenty-five years and, in my professional opinion, you really don't
need this much cover. How about this policy instead?

j How long have we been doing business together now? Six years, is it? | like to look after my
best customers. So you know I'm always going to offer you my very best rates. Have another
look at what's on the table and I think you'll agree these are very favourable terms.

17. Go back and underline any phrases and expressions in 6 you might like to use

yourself.
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18. Listening. ¢ 2.15-2.24 Work in groups and turn to page 98. You are going to hear ten
different
negotiation scenarios. For each scenario, decide in your group what your most persuasive

course of action would be.

Individual practical task.

Each student should prepare to his/her own negotiation related to his /her current job tasks
and with the use of vocabular and theoretical information of Part 3.

Each student conduct negotiation with other participants of the group in role game. Then the
students work in mini-groups by 2 or 3 people, give each other feedback on the negotiation
process and make corrections. The teacher gives the general feedback and recommendations
to the group.

The deliverables of this task: each student is ready to his/her own real negotiation in their
real work-life

Powers of persuasion. Part 4.

19. Read. Is it unethical to lie during contract negotiations? How about deceptive negotiating
tactics? Are they unethical? Business people do it all the time - they hide their true intentions
or stretch the truth in order to win. For example, the seller might impose some form of
deadline in order to attempt to pressure the buyer into signing an agreement. Or the buyer
might deceptively communicate she will not budge on an issue, in essence lying about her true
intentions. Many would question the ethics of these business practices. (Thomas Kennedy,

project management specialist)

20. Answer the questions: How familiar are you with the deceptive negotiation tactics
Thomas Kennedy mentions?

Can you give a personal example of someone you've negotiated with who:

refused to budge? pressured you by imposing hid their true intentions?
deadlines?
stretched the truth? actually lied?

21. Answer the following questions:

Is there a difference between lying and the other questionable behaviours? Are such tactics
really unethical or are they 'all just part of the game'?

22. Work with the pictures. Pictured below and opposite are some of the most common
negotiation tactics used to manipulate, pressure and persuade. Discuss with a partner what you

think they might involve.
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23. Listening. ¢ 2.25-2.33 Now listen to extracts from different negotiations and check your

ideas

in 3. Make brief notes on how each tactic works. How would you respond if these tactics

were used on you?

* 2.34 The negotiators below are using and responding to different pressure tactics, including

some of the ones you've been looking at. Match each tactic on the left to a response on the

right. Then listen and check.

1. So, basically, that's our offer - take it or

leave it.

2. Now, I'll just have to get this OK'd by my

boss.

3. Now, | certainly don't remember agreeing to
that.

4. To be honest, we've had a much lower quote
from your competitors.

5. I must have an immediate decision - can't
hold the offer, I'm afraid.

6. OK, let's see if we can agree on the
specifications first, before we move on.

7. To be frank, your maintenance charges are
simply unrealistic!

8. Reduce the price and I'll give you more
business in the future.

9. Now, you're not going to blow this deal over
three thousand euros!

10. It's an interesting proposal. We'll give it

some consideration and get back to you.

a Yes, | have it all written down here in my
notes: 'volume discount agreed'.

b If you look at what they include, I think you'll
find them very reasonable.

¢ I'm sorry, | thought you were the decision-
maker in this negotiation.

d I'm sorry, but if my answer must be now, then
my

answer must be no.

e OK, when you make a repeat order, we'll look
again at the price.

f Of course not. And neither are you, I'm sure.
We'll meet you halfway.

g Well then, I'm sorry, it looks like we'll have to
leave it.

h Certainly. What are the issues you'd like to
consider, if I may ask?

I Really? You surprise me. I'd be very interested
to see a copy of that.

j If you don't mind, I'd rather have everything on
the table first.

25. Now turn to page 99 to practise resisting pressure tactics.

Individual practical task.
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Each student should prepare his/her own presentation related to his /her current job tasks and
with Each student should prepare to his/her own negotiation related to his /her current job
tasks and with the use of vocabular and theoretical information of Part 4.

Each student conduct negotiation with other participants of the group in role game. Then the
students work in mini-groups by 2 or 3 people, give each other feedback on the negotiation
process and make corrections. The teacher gives the general feedback and recommendations
to the group.

The deliverables of this task: each student is ready to his/her own real negotiation in their
real work-life

BUSINESS PRESENTATIONS
Business Presentations. Part 1.
1. Analysis. The start. Attention curve.
Look at this graph. The vertical axis represents the attention of the audience and the
horizontal axis shows time during an average presentation.

Answer the question. How would you draw a curve in this graph? Now, look at the graph!

2. Check. The chart below shows what the curve looks like for an average presentation.
Answer the question. At which points in a presentation can the audience most easily

remember what the presenter says?

3. Read. Most listeners tend to remember most easily information given at the 'start’ and
finish' and these are two important sections of a presentation. The first items are referred to
as 'primacy’ and the last items as 'recency’ and these are easier to recall than items in the
middle of a presentation.

This is called the 'serial position effect’ which occurs in all kinds of learning and presentation.
The graph below demonstrates the serial position effect. There is a parallel between the

audience attention listening curve and the serial position effect graph.

4. Vocabulary. Who, why, what, how
Look at the audience's questions (1-8) and match the numbers with the type of information.
Who is the presenter?......  ........
Why are we all here? .........
What is he going to talk about?...... .......

How is he going to organise the presentation? ....... .......... .........

5. Read the text and check your answers.
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The presentation journey .Giving a presentation is like taking your audience from start to
finish on a journey. At the start, your audience require some basic information before they can
accompany you on this journey. Once they have the information, they're on your side,
attentive and ready to listen to every step of the journey along to your final message.

Who. Introduce yourself. Clearly, the amount of information you give about yourself and
your work and the level of formality you use, depends on the presentation you're giving. For
example, for a presentation to a group of your colleagues, you probably don't need to give
your name and background and you can use informal language. A presentation to a new client
can require more detailed information about your background and experience and a more
formal approach. Make sure that you're comfortable talking about your past and present
experience in such cases.

Why. Tell your audience your destination - the reason they're there to listen to you and the
purpose of your presentation. If the audience don't know why they should listen, they won't
have any reason to accompany you along your journey. The ‘why" is linked to the conclusion,
your final message - probably, the most important part of your presentation.

What. Outline the road map - the main points that you're going to develop and the order in
which you would like to develop these. When your audience have a clear view of the road
map you want to navigate, they can follow you more easily and can also see you're planned,
prepared and effectively managing the presentation. There are good reasons for giving the
road maps, as research shows your audience listen better and remember better and more when
they know the structure and shape of your presentation. The technique we use to give the road
map is called 'sequencing'’. This is a very simple technique as it just involves using language
such as one, two, three or firstly, secondly, thirdly. Nevertheless, it is also highly effective as
'sequencing’ or ‘ordering’, as it is sometimes called, is a principle of memory by which we
recall information.

How

Put yourself into your audience’s shoes: address your audience's needs. Your audience won't
listen to you as you go into the main part of your presentation if they have other concerns.
They may be thinking: How long do | have to sit here? Do | have to take notes? When can |
ask questions? Is there any coffee here? It can therefore be useful to answer such questions in
your 'start’ so that your audience are ready to listen.

Your 'start’ should include these points but at the same time not be too long. Ninety seconds is
a good guideline as there's evidence that you begin to lose listeners after this amount of time.

Your audience tend to listen to your every word and form an impression of you in these ninety
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seconds. An accurate 'start’ helps to create a good impression and you should aim to be

grammatically accurate at this stage .

6. Read through these phrases. Write ‘who’, ‘why*, ‘what' or *how" next to each phrase.

1 On behalf of Mr Keane, may | welcome you to Jackson Inc. My name's Jo Black and I'm

responsible
for........
2 My purpose today is to..........
3 I'm going to develop three main points. First, ....... Second..... Third.......
4 Let me introduce myself. [ am........ lTama..........

5 I'll pass round copies of my slides so you can make notes as | go through the
presentation........

6 Before I continue, let me tell you something about myself.........

7 Today I would like to give you a general overview of...........

8 I've divided my presentation into three main points. | would like to begin with........

9 So, I'll be addressing three main points and the first one is going to be..... The second point
will be.... And finally the last point is....

10 I'm going to outline three proposals. Firstly, I'll ... Then, I'd like to ....... and finally ...
11 Today, I'm going to bring you up to date with......

12 The presentation should last about five minutes ........

13 We'll take a short coffee break at about 10.30 .........

14 My objective today is to........

15 Morning everyone. Thanks for coming. My name is Luca and I'm in charge of .........
16 If you have any questions, I'd be grateful if you could leave them until the end.......
17 I'm happy to take any questions after that......

18 For those who don't know me, my name is Carlos Lopez and I'm the managing
director........

19 We can take two or three questions at the end of each point .

20 You don't need to take notes as we'll be handing our presentation booklets.....

21 I would like to start with.... And then..... Lastly ....

22 Today, I'm going to tell you ......

23 What | am going to do today is review..... . .

24 Please feel free to interrupt me at any time if you have a question.....

25 The reason we are here today is to..... .. .

26 Morning everyone. I'm.... I'ma...... at .......
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7. Grammar. VIDEO 1.03, 1.04 .

Watch Dan and Svetlana's 'starts' to their Step 1 presentations. Complete the phrases they used
to give the 'whats' of their presentations.

Dan

LFirstly, ..o some general info...........ccccceveenen.

2Then, ..o to the

AToday L. .o, tell you why

O by telling you

B L e to giving you a few
examples.
8. Answer the following questions. 1 What forms do they use?

2 Why do you think it's a good idea to use a variety

of forms?
9. Grammar. "Will‘.
Form: will/shall + infinitive (without to)
Ex: Firstly, I'll go through the background to the project.
Ex: I'will finish by outlining the changes we made to the original schedule.
. Shall is much less common than will in British English and hardly ever used in

American English.

. Will is a modal auxiliary verb and doesn't add -s in the third person singular.
. We usually use the contracted form in speaking:
. Firstly I'll look at ...

10. Grammar. ‘to be going to'

Form: be going to + infinitive

Ex: Today I'm going to tell you why I chose this topic and how you will benefit from my
research.

Ex: I'm going to tell you a little bit about my research.
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Note It is advisable not to overuse one form at the start of a presentation.

* We can use both will and be going to to give the ‘why" and / or ‘what' of a

presentation.

* Will is used here to give future information and be going to is used to indicate a plan.
Note that we don't normally use will to talk about future events which are already decided or
planned.

» Going to can be pronounced as gonna in informal speech. This is much more common in

American English. In British English, it can sound informal.

11. Grammar. ‘'would ('d) like to’

Form: would like (*d like) to + infinitive

Ex: I'd like to move on to a comparison of last and this year.

Ex: I would like to give you an overview of trademark law.

» We use would like to at the beginning of a presentation to politely state what we want to
do.

* Avoid using more direct forms, e.g. | want at this stage of a presentation. Use these at

later stages.

12. Grammar. Here are the ‘'whats' from three presentations. Change the overuse of will
to create more varied and interesting ‘whats’.
1 Firstly, I'll give the background to the project. Then, I'll tell you about the present situation
and then I'll show the future changes.
2 My first point will be to show you the structure of the department, my second point will be
our
work procedures and my third point will be suggestions for greater efficiency.
3 I'll develop three main points. Firstly, I'll give a general overview. Second, I'll move on to

specifics and third, I'll describe the overall changes.

13. Find Your Voice. Now look again at the 'start' you presented. Have you used a good
variety of forms in the 'what' section? Revise your 'start'. If you want, present your 'start’
again.

Individual practical task.

Each student should prepare his/her own presentation related to his /her current job tasks and
with the use of vocabular and theoretical information of Part 1.

Each student presents his/her presentation to the group. After that the students work in mini-
groups by 2 or 3 people, give each other feedback on the presentations and make corrections.
The teacher gives the general feedback and recommendations to the group.
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The deliverables of this task: the correct actual presentations of each students are ready to
be presented in their real work-life

Business Presentations. Part 2.

14. The finish. Signal, summary, conclusion, closing remarks.

14.1. Read the text about the ‘finish' of a presentation and answer the questions below.

Make your final message clear . Stay in control until the very last second and follow these
steps at the 'finish’ of your presentation.

Firstly, pause briefly and signal clearly that you are now ready to finish the presentation. The
audience will start to listen again closely at this point.

Then, make your summary, giving a brief overview of what has already been said. The
summary is a reflection of your ‘what' and looks back. It should not be too long as you will
lose your audience's attention again, but detailed enough to cover your points. This can be a
difficult balance to achieve! A good summary gives your listeners time to reflect on the
content and builds up to your conclusion, making your conclusion stronger, more powerful
and more effective. A conclusion without a summary can sound incomplete as your audience
may not have listened to every point during the main part of the presentation and the purpose
can be lost. Avoid giving any conclusions while you are making your summary.

After this, give your conclusion. This is a reflection of your 'why' and looks forward to what
you want

people to do or think after your presentation. It should follow logically from your summary.
There are different kinds of conclusions: you can make a call for action, make a
recommendation or assure your audience that they're better informed. This is the destination
of your journey and the most importantpart of your presentation.

Finally, make your closing remarks by thanking your audience, asking for questions or

passing round your presentation handouts.

15. Answer the following questions:
1 Why don't some people finish their presentations effectively in your opinion?
2 Do you agree that every presentation has some kind of conclusion?

3 Have you ever thought "What was the point?' after listening to a presentation?
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16. Write Sig (Signal), Sum (Summary), Cone (Conclusion) or CR (Closing Remarks)
next to the phrases below.

1 So, that brings me to the end of my presentation............

2 Let me summarise what we've looked at.........

3 Thank you for your attention ...............

4 T'll briefly summarise the main issues............

5 I'll now hand out........

6 I suggest Johannes............ and Michel ............

7 I'd like to summarise................

8 I'd like to conclude by strongly recommending................

9 So, that completes our presentation..............

10 Let me just go over the key points again.............

11 To sumup..........

12 I trust you gained an insight into ........

13 To conclude, I'd like to leave you with the following thought ........
14 Well, that covers everything I want to say............

15 If you have any questions, I'd be happy to answer them..........
16 At this stage, I'd like to go over......

17 In my opinion, the only way forward is to .........

18 Thank you for listening.......

19 To summarise, I'll run through my three topics........

20 In conclusion, I'd like to leave you with the following idea.........

17. Find your voice

Highlight the phrases that you really like or think are useful for you, keeping in mind the
kinds of conclusion that you often have to make in your presentations.

Do you .....

*make recommendations? *motivate? egive a call to action?

sgive information? sinspire? spersuade?

18. Grammar

VIDEO 1.05. Watch the summary from the ‘finish' to Cesar's Step 1 presentation. Answer the
questions.

1 What tense did Cesar use in his summary?

2 Do you think this tense is effective when giving a summary? Why?



22

OO0pa3oBarenbHas porpaMMma JOMOJIHUTEIBHOT0 00pa3oBanus. JlenoBoi aHTIHICKHUI

3 Did Cesar follow the recommended procedure in his ‘finish'?
4 Was this effective?

19. Grammar. Present perfect
Form have / has + past participle
Ex: I've told you about the current situation, the problems and the solutions.
. In general we use the present perfect to connect the past with the present. The action
may
be complete, but the time period is either not finished or definite.
Ex: So, as we have seen today, there are very good reasons to.....
. Compare with the past simple where the time period is finished and definite.

Ex: So, as we saw last week, there are very good reasons to ...

Complete this presentation extract with the present perfect or simple past form of the
verbs.

Let's now turn to training. Many other international companies (1).............. (envy) our
development programme five years ago. But, the internal situation (2)............ (be) actually
far from satisfactory. Then, each department (3)................. (make) its own decisions,

(€ O (set) its own budget and (5).......... (appoint) its own trainers. This often

QN ) WE..itiiieannnn. (change) things since then? Well, all training measures

(12)eeiiiii, (be) centralised. This year, we (13)................. (make) HR responsible for

(15)cciiiiiin, (introduce) one integrated system. Training (16) ............... (become) much
more effective and targeted. We (17)................. (start) to build modem training facilities

and you are sitting today in our brand new purpose built Academy. I'm sure that you must

agree that today we (18)........... (find) a much better, more effective and targeted solution
than the one we (19).......... (have) before. I'll ust quickly summarise what we
(10) R (see) so far.

20. Find Your Voice
Now prepare and present the ‘finish’ of a presentation, typical of your work or study situation.

- Include any phrases you want to learn.
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- Use the present perfect in your summary.
- Make sure you give a clear logical conclusion

Individual practical task.

Each student should prepare his/her own presentation related to his /her current job tasks and
with the use of vocabular and theoretical information of Part 2.

Each student presents his/her presentation to the group. After that the students work in mini-
groups by 2 or 3 people, give each other feedback on the presentations and make corrections.
The teacher gives the general feedback and recommendations to the group.

The deliverables of this task: the correct actual presentations of each students are ready to
be presented in their real work-life

Business Presentations. Part 3.

21. Video 1.06. Watch an extract from an interview with Dan after his Step 1
presentation.

1 How does structuring a presentation help Dan?

2 Do you agree with his comments?

22. Video 1.07, 1.08. Phrases 1-22 below are examples of signposts. Read them and
check any vocabulary you don't know. Now, watch the main content of Svitlana and

Zhan's Step 1 presentations and tick the signposts they use.

1 Moving on now to ..... 12 So, we’ve looked at....

2 1 would like to begin by..... 13 That completes my overview
3 Let'snowturnto..... of......

4 Let's start with my presentation.... 14 Let’s just recap.....

5 So, first of all .... 15 So, that’s pretty much.....

6 Now, turning to... . 16 and this is...

7 Now, what about...?.... 17 Next we come to ......

8 Let me move onto .... 18 So, that was ......

9 So, that's the general picture for ... 19 My next point is .....

10 I'd like to conclude this point by 20 That's all I want to say about.....
saying ... 21 So, that covers this point......
11 This leads me to a point... .. 22 And finally ...

23. Look at the graph and read the text below. Why are signposts important?
How do signposts work?
Signposting helps you structure and shape the main content of your presentation. Signposts

create 'verbal paragraphs' or ‘verbal signals' and raise the attention curve at the beginning and
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end of each point of your presentation. The technique allows you to guide the audience
through

the structure of your presentation linking one point to the next. The audience can't see your
notes

and can't look forward to see what is coming. You know where you're going on your journey
and

you need to guide your audience by telling them exactly where you are on the road map of
your

presentation. This is a simple but highly effective technique that adds clarity to your

presentations.

24. Delivery. Pausing.
24.1. Video 1.09 Watch an extract from an interview with Svitlana after her Step 1
presentation.

How does pausing help the audience?

25. Video 1.10 Watch an extract from an interview with Cesar after his Step 1
presentation.

1 Which additional techniques did Cesar mention?

2 What are the benefits of these techniques for a non-native speaker?

3 Can you think of any additional advantages?

4 Why do you think pausing sometimes feels uncomfortable for a presenter?

26. Read the text about pausing and then practise saying Svitlana's text below with

pauses.

Pause before using the signpost to turn to a new point. Count up to ten in your head
and breathe deeply. This helps your audience to assimilate your information and

gives you the chance to control your nerves.

That is why identifying the kinds of deviations and studying them is a necessary step in
building a more just and successful society. //To summarise, // 1 will run through my three
main points. //Firstly, | would like to emphasise one more time the importance of studying a
deviant behaviour of economic agents as a separate subject. // Secondly, 1 would like to bring

your attention to the importance of researching the origins of economic crimes // and thirdly,
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we need to be aware of different kinds of deviations and to try to convert negative deviations
into positive ones whenever possible. // In conclusion, I'd like to leave you with the idea that
it is up to you to improve the quality of your lives and societies you live in by realising that
you can deal with a deviant behaviour efficiently by simply avoiding participating in
economic crimes. // Thank you very much for your attention. And, if you have any questions,
I will be happy to answer them now.

Individual practical task.

Each student should prepare his/her own presentation related to his /her current job tasks and
with the use of vocabular and theoretical information of Part 3.

Each student presents his/her presentation to the group. After that the students work in mini-
groups by 2 or 3 people, give each other feedback on the presentations and make corrections.
The teacher gives the general feedback and recommendations to the group.

The deliverables of this task: the correct actual presentations of each students are ready to
be presented in their real work-life

BUSINESS LETTERS
Business Letters. Part 1.

1. Standard business letter.

Salutation
Dear Sirs
Dear Sir/Madam

Dear (name)

if you are writing to a company or
organization
if you know the position, but not the name

if you know the person's name

Common titles
Mr

Mrs

Miss

Ms

for men

for married women

for unmarried women

for women, if you don’t know or prefer not to

specify marital status

Common abbreviations
Re.

Pp.
encs.

regarding
per procurationem (on behalf of), when you

sign a letter for someone else
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documents are enclosed with the letter

Endings
Yours sincerely

Yours faithfully

if you know the person's name

if you do not know the person's name

Individual practical task.

Each student should prepare his/her own business letter related to his /her current job tasks

and with the use of vocabular and theoretical information of Part 1. The size of the letter
should be not less than 1 page of A4 but not more than 2 pages&.

Each student presents his/her business letter to other participants of the group. Then the
students work in mini-groups by 2 or 3 people, give each other feedback on the letters and
make corrections. The teacher gives the general feedback and recommendations to the group.

The deliverables of this task: each student has the correct business letter directly relating to

their real work-life

Business Letters. Part 2.

2. Email letter. Be careful to type in all e-mail addresses accurately!

Body. This style of e-mail is similar to a standard business letter.

Common abbreviations

Re. regarding
Att. attached
Cc. carbon copy
Bcc. blind carbon copy. A copy will be sent to
this
person but other people will not see this.
Greeting

To Whom it May Concern,
Dear Sirs, Sir/Madam,
Good morning,

Hello/ Hi,

very formal
formal
less formal but polite

very casual

Endings

Yours sincerely,

Best regards/Best wishes,
Best, Regards, Tank you,

as formal as you will need
less formal and polite
informal but polite
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3. Practice. Match the more informal phrases (1-16) with the more formal phrases (a-p)

Informal

1

O 00 3 N W»n B~ W N

—_
=)

—_ —_ —_ —_ —
)] [98) \S] —
[¢]

[S—
N

. What do you need? .. d. ..
. Thanks for your email. ........
. Sorry, I can't make it.
.Couldyou...? ........

. I promise ...........

. You haven't ...........

. I'm sorry to tell you that ...
. I'll deal with this. . .......

. Don't forget that ...
.Ineed to...........

.Shall T...7........

.But .../ Also .../ So ...

. Please ...........

N
—
8
-
[¢]
=N
<
7]
o
=
<
o
o
o
c
-t

. See you next week. . .......

Formal
a) Unfortunately I will not be able to attend the meeting.
b) I can assure you that ...
e) I will take the necessary action to solve this issue.
d) Please let us know your requirements.
e) I was wondering if you could ... ?
f) We regret to advise you that ...
g) Thank you for your email of 12 February.
h) We note from our records that you have not ...
1) Ilook forward to meeting you next week.
j) With reference to ... (or Regarding ... )
k) Would you like me to ... ?
1) I would be grateful if you could ...
m) Please accept my apologies for ...
n) It is necessary for me to ...
0) We would like to remind you that ...

p) However .../ In addition ... / Therefore ...

4. Practice. Match the more informal phrases (1-16) with the more formal phrases (a-p)

A.

1 assistanse 5 inform 9 possess

2 dueto 6 information 10 provide

3 in the near future 7 receive 11request

4 further 8 occupation 12 requirement
B.

a) soon e) job i) give

b) facts ) because of J) needs

c) help g) get k) have

d) ask for h) more ) tell
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5. Practice. Match the more formal words in box A with the more informal words in box
B

lc 2.... 3., 4.. 5.. 5., 6.... 7.... 8... 9. 10.... 11.... 12....
6. Practice. Rewrite the formal emails below by replacing the phrases in italics with
more informal phrases. Sections A and B will help you. Use contractions (e.g. I'll for I
will) where appropriate.
Email 1
Unfortunately I will not be able to attend the meeting on Friday. As I will miss the meeting, |
was wondering if you could send me a copy of the minutes? | will write to Rina as well, to
inform her that I will not be there. Once again, please accept my apologies for this.

Example: Sorry I can’t make it on Friday. As I ‘Il miss the meeting

Email 2

Thank you for your email of 25 January where you_requested assistance on how to receive an
online discount. It is necessary for me to know your a/c number before | can take action to
solve his issue. | would be grateful If you could also let me know which browser you are

using.

Email 3

I am writing with reference to your order number 8916. We received the order this morning
via our website, but you have not filled in the section about size. Please let us know your
requirements. These products are selling very well, and we regret to devise you that the
medium size is temporarily out of stock. However, we are expecting more to arrive in the

near future. Would you like me to email you when they are back in stock?

7. Practice. Key phrases. Write a subject line from the box for each email. One is not

used.
Action re contract Your order #8694: out of stock Meeting 14/5
Re your advertisement items Special deals for January!
Shipping confirmation
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Email 1
Subject:
Re your last email, we are in the process of arranging the meeting scheduled for 14 May, but

there are still a few details I need from you. Do you want me to book hotel accommodation

for you — or will you sort it out at your end? Also, can you send us something about the

Barcelona project you were involved in last year? It would be helpful to have something to
circulate before the meeting. Please send a copy of any relevant reports. Regards, Monica.
Email 2
Subject:

Sorry for the delay in replying — I've been out of the country on business. Unfortunately, the
items you ordered are not in stock, but we're expecting delivery by the end of the week. I'll get
back to you as soon as they arrive. If you need any more information, please feel free to
contact me.

Email 3
Subject:
Luisa, I've emailed Michelle and Roberto about the changes to the contract. If you like, | can

have a word with Michelle to make sure she understands what's going on. And, as you work

with Roberto, can you talk to him? Thanks for your help.
Email 4
Subject:

Good news! Subscribers to this email newsletter can take advantage of fantastic price savings

in our January sale. I've attached a pdf file that gives full details, or alternatively just click on
the link below. You can order online or by phone — our customer service staff are always
available to answer questions. Looking forward to hearing from you soon.

Email 5
Subject:
Just a short note to let you know that we received your order. I can confirm that the items

were sent by courier today. To track your order, click on the link below. If there's anything

else, just let me know. Best wishes, Pierre.

8. Practice. Complete the table by matching an underlined phrase in section A with a

similar phrase below. Look carefully at the headings in bold.

Previous contact

With reference to your email sent (date), ... 1. Re your last emaill....
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Reason for email

We are writing to inform you that ... 2
Good news

You will be pleased to hear that 3
We are able to confirm that ... 4

Bad news/Apologizing

| apologize for ... 5

We regret to inform you that ... 6

Requests

I'd be grateful if you could ... 7 Can you....
I would appreciate it if you could ... 8

Offering help

Would you like me to ... ? 9
If you wish, | would be happy to ... 10
Promising action

I will contact you again. 11
Attachments

Please find attached ... 12
Final comments

Thank you for your assistance. 13
Do not hesitate to contact us again if you 14

need any further information.

Closing
We are looking forward to ... 15
Yours/Sincerely 16

9. Practice. Opening and closing. Match the email beginnings (1-8) with the endings (a-
h)

Beginnings... ...Endings
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1 1 am writing with regard to your recent email.

We regret to inform you that there are no double

rooms available for the nights you require .... C.. ..

a) Anyway, really looking forward to
it. Do you want me to bring anything?

2 Thank you so much for the wonderful present.
It's exactly the book that | wanted - how did you
know? I'm really looking forward to reading it

b) You know you can count on me if
you need any support. I'll call you at
the weekend to see how things are.

3 Patricia, I've just read your email. I'm so sorry
to hear about what happened .........

c) Should you need any further
information about room availability,

we will be happy to assist you.

4 Aarrgghh! Can't make it. Really sorry. But I'm

sure you'll all have a great time .........

d) I look forward to receiving this

information as soon as possible.

5 I am mailing this via the '‘Contact Us' link on
your website. I'd like to know a few more details

about the anti-virus software that's listed on the

e) It really is great news, and I'm sure
that it's only the beginning of our

work in the French market.

6 1 am writing with reference to our order
number GH674. The goods arrived this
morning, but you only sent 200 pieces
instead of the 300 that we ordered .........

f) Please deal with this matter
urgently. |
expect a reply from you by 5 pm

tomorrow at the latest.

7 Wow! Great! I'd love to come! ........

g) Thanks again for the gift, and give
my very best wishes to your family.

8 I've just heard from Antonio about the Paris
contract. It's fantastic news - you worked
really hard on this and you deserve the

SUCCESS .........

h) Sorry again | can't come. But let's
meet up soon anyway. What about
going to see that new Ang Lee

movie?

10. Match the beginning and ending pairs in section A with the descriptions (1-8) below.

1 An email asking for information. Neutral style 5..d. ...

2 An email giving information. Formal style. .....

3 An email saying 'yes' to an invitation. Informal style. .........
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4 An email saying 'no' to an invitation. Informal style. .........
5 An email of congratulations. Neutral style. ..........

6 An email of complaint. Neutral style. .........

7 An email of thanks. Neutral style. ...........

8 An email of sympathy. Informal style. ..........

11. Read the following sentences. Decide whether they are beginnings or endings. Then

decide whether they are most formal or more informal.

1. I hope that everything is clear now, but do not hesitate to contact
me if you need any clarification.

2. Btw, I'll be back late. Can you do the shopping and buy
something nice for dinner? Thx. Cu later.

3. This email is to inform all staff that the computer network will
be shut down for maintenance over the weekend.

4. Meg! What a surprise! How nice to hear from you! How are
things?

5. I look forward to receiving your comments on this matter.

6. | think that's all for now. Will keep you updated. Am on ext 391
if you have any Qs. Cheers, Lukas.

7. Dear colleagues - | thought it was a very useful meeting on
Friday. Please find attached my report, as promised.

8. Anyway, I'm so happy for you! You really deserve this. Write
again soon and tell me how it's going.

9. Hey Lara. Been talking about hols with S. Looks like we won't
b able to join u. Really sorry.
10. We are writing to advise you of some changes in our price list.
11. If you would like any more details, please let me know. | am
away next week but Andrea is dealing with this in my absence.

12. Just a quick note to say | really enjoyed last night.

beg/end

beg/end

beg/end

beg/end

beg/end

beg/end

beg/end

beg/end

beg/end

beg/end
beg/end

beg/end

form/inf

form/inf

form/inf

form/inf

form/inf

form/inf

form/inf

form/inf

form/inf

form/inf

form/inf

form/inf

12. Practice. Look back at the examples in section C. Find:

a) two written to a long list of people who are unknown or little known

b) five written to known colleagues at work .1... /....... [eiiiin. [eviinnn [oiin. .

¢) four written to friends....... [ovivian [ociiiiiinan. [ociuen. .

d) one written to a very close family member........ .

3./
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Individual practical task.

Each student should prepare his/her own business letter related to his /her current job tasks
and with the use of vocabular and theoretical information of Part 2. The size of the letter
should be not less than 1 page of A4 but not more than 2 pages&.

Each student presents his/her business letter to other participants of the group. Then the
students work in mini-groups by 2 or 3 people, give each other feedback on the letters and
make corrections. The teacher gives the general feedback and recommendations to the group.

The deliverables of this task: each student has the correct business letter directly relating to
their real work-life
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OIEHOYHBIE MATEPHAJIBI

Tema «NEGOTIATIONS

IMPOMEXYTOYHBIN TECT
1. Work in groups of four. You are each going to take part in two short conversations at the
water-cooler. There are favours to be asked, obligations to fulfil and you may have more or
less power than the other speakers. Begin by deciding who is going to be Speaker 1, 2, 3 and
4 and write your first names next to the numbers below. Then read your role information and
prepare your strategy. What's your ideal outcome? What are your alternatives if you fail to
reach agreement? How are you going to open?
2 Have the four conversations. You have a maximum of five minutes for each. Remember to

use the persuasive language and tactics you have practised.
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Speaker 1, go and

You've only been in the job three months.

Speaker 3, go and You urgently need to speak to .................(4), Speaker 2, go and

talk to Speaker 4. . talk to Speaker 3.
who's in charge of the department, about your

very heavy workload. As a trainee, you are
entitled to 150 hours of training, but so far your
immediate boss, ..........(2), has kept you too

busy to take any courses.

UTOT'OBBIN TECT
WHAT’S YOUR PERSUATIVE INTELLIGENCE?

1+ THE NETWORK CLUSTER

a Break the ice by mentioning these two surprising coincidences.

b Stick to the business at hand, but maybe refer to the diploma before you go.

¢ Mention the business school connection straight away and leave the tennis till you
leave.
2 « THE EXTENDED GUARANTEE

a Point out just how much it could cost them if they have problems after the first year.

b List all the benefits of the extended guarantee and all the things it covers.

Speaker 4, go and Speaker Li....ciiciceviniee e talk to Speaker 2.
talk to Speaker I. You are a middle manager who
works alongside......... (2) and reports
directly to............... (4)
Speaker 4:......cciieevi i
You urgently need to speak to Speaker 2:. . e
You are the director in charge of .
(2) about standlng in for you You are a middle manager who
the department. You're very busy, . .
at a conference in Munich next works alongside................... (n
but your motto is 'My door is . )
week - your grandmother is and reports directly to................ (4).
always open'. . . . .
seriously ill........ (2) will need to give You urgently need to speak to
You urgently need to speak to .
a short team presentation and work your new trainee assistant,.........
............................. (1) about the o
on the exhibition stand. (3), about doing some overtime
talk you're giving with them at the
this week. There's a mountain of
Munich conference next week.
paperwork to get through and
Last year's talk was a disaster, so ) )
you simply can't do it alone.
this year you want everything
Now, where are they?
organised down to the last detail.
Speaker 3:.. . ie i e s e vnevenae
You are the assistant to.....................(2).
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¢ Remind them that what they've saved on the computers will easily offset the cost.
3 « THE INSURANCE PLAN
a Start with the cheapest standard plan to get their interest.
b Start with the most expensive premium plan as it offers the best cover.
c Start with the mid-range standard-plus plan as it's your most popular.
4 « THE COFFEE MACHINES
a Instruct your reps to directly compare your products with inferior competitors.
b launch a new line of cheaper, more basic machines for the low end of the market.
¢ launch a new line of more technically advanced machines at a higher price.
5+« THE PAY PACKAGE
a Just present your preferred payment model and keep the others in reserve.
b Narrow the list down to three.
¢ Make sure you include all seven options in your proposal.
6 * THE CORPORATE WEBSITE
a Insist they quote you a price before you go any further with the negotiations.
b Accept a rough estimate for now, but say you'll need a full cost breakdown later.
¢ Ask them to tell you about the technical options they're referring to.
7+ THE LOYALTY PROGRAMME
a Offer them 1 point for every $100 they spend - 10 points gets them a free room.
b Same deal, but 4 points for the first $100 - 14 points gets the free room.
c Offer 3 points for every $1 00 spent - 30 points gets the free room.
8 « THE CONSTRUCTION PROJECT
a Present them with a print-out of the extra costs.
b Pass them a hand-written estimate on headed notepaper.
¢ Hand them a copy of the original figures with amendments.
9« THE CONTRACT NEGOTIATION
a Schedule the negotiation as soon as possible!
b Put off the negotiation, but remind them of the favour.
¢ You don't want to seem manipulative - wait a few weeks.
10 e THE RESEARCH BUDGET
a Adjourn the meeting and schedule another.
b Press on for another 3 hours to wear them out!

¢ Order espressos all round and plan to finish in 45 minutes.

9K3AMEH
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Play in groups of four if you can, with a different counter each. Throw a die to move around
the board. If you land on a grey or white square, follow the instructions, i.e. move forwards or
backwards or miss a turn. If you land on a red square, you have five seconds to respond to the
pressure tactic, e.g. red square: Can we settle these issues one at a time?" Well, let's just see
what all our options are first, shall we? The other players will judge your response. If two out
of three don't like it. miss a turn. If they like-what you say, throw the die for your turn.

The first player to reach the final square is the winner!

Open Can we Good BTGB Too quick It’s Ask a good

negotiations settle these rapport EETRTY Y to company guestion

ISSUES ONne at [ A within a dmeerrupt policy to 1
fixed budget 1 insist on 90 l
days’credit

a time

I’ll have to
clear this with
the boss

Generate Oh, I’m Call head | just got a Miss Much too
options sorry — | office Miss message opportunity pushy
thought you 1turn from head Romali 5
— 5 said 50, not office —they I

15! want free

delivery

Let you and me So it’s take We’ve already
been offered a

better deal

sort this out it or leave it
before my
partner gets
back
Lose Clinch the . Takeatime |
concentration deal out Miss 1
3 turn

!

Close Rush to sign EENELLEAER I can’t believe

I can’t believe

after-sales negotiations | thing — can you’re turning

service is not you cover this down
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included installations
costs?
Reach a Gaina
deadlock commitment
Miss 2 turns 3
Double the Mislay You’re not Force a EVCROE Give into [IE musbe my
discount and I’ll figures going to concession QEVERYOIN @ pressure English — 1
make you our blow this 5 answer il thought we
regular supplier [EES=—— deal over today were sharing

14 % surely transport cost

Tema «BUSINESS PRESENTATIONS»

IMPOMEXYTOYHBIN TECT
Get into groups of five. If your group has fewer than five people, one person can take two or

more roles. Role play a presentation using the structure below.

Person 1 Person 2 Person 3 Person 4 Person 5
Start Signpost Signpost Signpost Finish
Point 1 Point 2 Point 3
Signpost Signpost Signpost

Keep it short and simple (KISS). Concentrate on using the language and techniques you have

learned so far in this step for starting, finishing and signposting. Change roles for different

presentations.

Suggestions for presentation topics:

three countries for a good holiday three great films or books

three cars three restaurants in your city

HUTOI'OBbIA TECT
Read the brief and prepare your own presentation. Don't forget to KISS (Keep it Short
and
Simple)!
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Full presentation practice: Giving information
Subject and structure
Choose from the following list or think of your own subject.
. My department and / or my company
. My industry
. My university
. My research
. My country
Take any direction you wish with your chosen subject, but divide your presentation into
three
clear parts using the structure below.
START POINT 1 POINT 2 POINT 3 FINISH

Your audience

You are making this presentation to a group of people who are very important for your
future

career. This could be your board of directors, a group of external professors, an
assessment

centre panel or an audience at an international conference, for example. Describe your
audience before you start your presentation.

Your targets

. To have a fluent ‘who', ‘why', ‘what', 'how" start

. To have a well-structured and signposted presentation

. To finish well with a summary and clear conclusion

. To leave a good impression by giving a well-prepared presentatio

Feedback and targets for both interim and conclusive tests.
A If you're working in a group, analyse each other’s presentations, using the Feedback form
below.
If you're working alone, record yourself and analyse your own performance.
Poo |O |Ye | Wo | Comments

r K S w

Start
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Who
Why
What
How

Variety

Signposting

Pausing

Organisation

Finish

Signal
Summary
Present perfect
Conclusion
Closing

remarks

Tema «BUSINESS LETTERS»

IMPOMEKYTOYHBINA TECT
Task 1: Make a formal business letter according to the structure below by keeping the style of

writing.

Task 2: Make an email letter according to the structure below by keeping the style of writing.

The structure

Sender
Company
Address of the
Company
Date

Name of the Receiver

Name of the
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Compan
Address of the
Company

Salutation + Common
title

Common

abbreviation

Open

Information

Final Comments

Close

Signature

Name

Position

Ending

UTOT'OBBIN TECT
TASK 1. Rewrite the informal emails below by replacing the underlined phrases with more
formal
phrases.
Email 1
Subject:

Re your last email, we are in the process of arranging the meeting scheduled for 14 May, but

there are still a few details I need from you. Do you want me to book hotel accommodation

for you — or will you sort it out at your end? Also, can you send us something about the



42

OO0pa3oBarenbHas porpaMMma JOMOJIHUTEIBHOT0 00pa3oBanus. JlenoBoi aHTIHICKHUI

Barcelona project you were involved in last year? It would be helpful to have something to
circulate before the meeting. Please send a copy of any relevant reports. Regards, Monica.
Email 2
Subject:
Sorry for the delay in replying — I've been out of the country on business. Unfortunately, the

items you ordered are not in stock, but we're expecting delivery by the end of the week. I'll get
back to you as soon as they arrive. If you need any more information, please feel free to
contact me.

Email 3
Subject:
Luisa, I've emailed Michelle and Roberto about the changes to the contract. If you like, | can

have a word with Michelle to make sure she understands what's going on. And, as you work
with Roberto, can you talk to him? Thanks for your help.

Email 4
Subject:
Good news! Subscribers to this email newsletter can take advantage of fantastic price savings

in our January sale. I've attached a pdf file that gives full details, or alternatively just click on
the link below. You can order online or by phone — our customer service staff are always
available to answer questions. Looking forward to hearing from you soon.

Email 5
Subject:

Just a short note to let you know that we received your order. I can confirm that the items

were sent by courier today. To track your order, click on the link below. If there's anything

else, just let me know. Best wishes, Pierre.

TASK 2. Complete the table by changing the phrases on the left column into more informal

phrases on the right column.

With reference to your email sent (date), | 1.

We are writing to inform you that ...
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You will be pleased to hear that

4
We are able to confirm that ...

5
| apologize for ...

6
We regret to inform you that ...

7
I'd be grateful if you could ...

8
I would appreciate it if you could ...

9
Would you like me to ... ?

10
If you wish, | would be happy to ...

11
I will contact you again.

12
Please find attached ...

13
Thank you for your assistance.

14
Do not hesitate to contact us again if you
need any further information. 15
We are looking forward to ...
Yours/Sincerely 16

METOANYECKHUE MATEPUAJIBI, IUTEPATYPA U CPEJACTBA OBYYEHUSA

o New Market Leader, David Cotton, David Falvey, Simon Kent, John Rogers, Iwonna
Dubicka, Margaret O’Keeffe , Pearson Longman (BenukooOpuranus), 2012

o Business Result, David Grant, Jane Hudson, Robert McLarty, John Hughes, Jon
Naunton, Michael Duckworth, Rebecca Turner, Oxford University Press
(BenukoOpuranwust), 2013
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Intelligent Business, Christine Johnson, Irene Barrall, Nikolas Barrall, Tonya Trappe,
Graham Tullis, Louise Pile, Pearson Longman (Benuko6puranus), 2011

Cotton, David, Falvey, David, Kent, Simon (2008). Language leader (Intermediate).
Coursebook and CD-ROM. Pearson Education Limited, 3

Hughes, John (2008). Language leader (Intermediate). Workbook with Key and Audio
CD. Pearson Education Limited, 1st impr.

Evans, David. Women in business (2001). Pearson Education limited. 1st ed.
Evans, Virginia (1994). Round-Up 5. Pearson Education Limited, 2003.

Gleeson, Janet (1999). The Moneymaker, Reader. — Essex: Pearson Education
Limited.

Market Leader Upper Intermediate Practice File & Practice File CD Pack

Business Result, Practice file and CD

Intelligent Business, CD and work Book

UK national daily newspapers

“The Economist”
“The Express”
“The Guardian”
“The Mail”

“The Times”


http://www.express.co.uk/
http://www.guardian.co.uk/uklatest/
https://inews.co.uk/
http://www.dailymail.co.uk/news/index.html
http://www.timesonline.co.uk/

