Обучение деловой корреспонденции
СТРУКТУРА, ОБЪЕМ И СОДЕРЖАНИЕ ДИСЦИПЛИНЫ

	Не

деля
	Дисциплина - «Обучение деловой корреспонденции» 3 кредита

	
	Название темы
	Час.
	Задания на СРСП
	Час.

	1
	Семинарское  занятие File 1 

Reading Company names

Speaking Choosing the right name


	3
	Language development

1.True/False/Not given

2.Forming questions

3. Dependent prepositions

4.Multiple choice

Skills development

Reading

Skimming

Prediction

Diagrams
	 1

	
	Presenting and defending an argument, negotiating and reaching agreement


	
	
	

	2
	Семинарское занятие File 1

Vocabulary Abbreviations
Communication A question of business 

 
	3


	Language development

1.Subject-verb agreement

2.Sentence completion

3.Quantifiers

Skills development

Reading

Prediction

Guessing meaning from context


	  1

	
	Practice of direct and indirect questions, exchanging personal information, responding to new information
	
	
	

	3


	Семинарское занятие File 2

Reading Age discrimination
Speaking Youth and experience
	3


	Language development

Articles

Skills development

Reading

Skimming and scanning

Guessing meaning from context

Prediction

Reading for gist

Listening

Listening for gist


	 1

	
	Scanning for specific information reading for detailed information, language to talk about ages
	
	
	

	4
	Семинарское занятие File 2 

Vocabulary The language of change
Communication Healthy work habits
	  3
	Language development

-ing form and infinitive

Lexical links

Skills development
Listening

Listening and writing simultaneously

Pronunciation

Connected speech
	  1

	
	Agreeing and disagreeing, giving an opinion, dealing with interruptions
	  
	
	

	5
	Семинарское занятие File 3 

Reading Why organizations fail
Speaking Avoiding a company disaster
	 3

	Language development

Future plans and arrangements

Suffixes

Contrast linkers/markers

Skills development

Reading

Scanning

Guessing meaning from context

Understanding information in tables 
	  1

	
	Skimming for gist, reading for detailed understanding, idiomatic expressions in context
	  
	
	

	6
	Семинарское занятие File 3 

Vocabulary Confusing words

Communication What`s the competition doing?
	 3


	Language development

Defining relative clauses( p.69-70)

Evaluating and challenging ideas

Reason/result clauses 

Skills development

Reading

Skimming

Understanding verbs in essay titles

Listening and writing simultaneously
	   1

	
	Presenting and defending an argument, negotiating and reaching agreement
	  
	
	

	7
	РК 1    Vocabulary-Grammar Test


	 3

  
	Do you remember?
	   1

	8
	Семинарское занятие File 4 

Reading A perfect working environment?
Speaking Design your own workplace
	3


	Language development

Non-defining relative clauses

Financial vocabulary, The passive

Skills development

Reading

Scanning

Skimming

Guessing meaning from context


	   1

	
	Scanning for specific information, reading for detailed understanding, literal and metaphorical vocabulary
	
	
	

	9
	Семинарское занятие File 4 

Vocabulary Loan words in business
Communication Who does what?
	3


	Language development

Real conditionals

Avoiding repetition

Unreal conditionals

Skills development
Reading

Jigsaw reading

Writing

Using adverbs
	  1

	
	Foreign words used in Business English
	
	
	

	10


	Семинарское  занятие  File 5 

Reading Save the planet … stay on the ground

Speaking Green business
	3


	Language development

Present perfect vs. past simple

Countable and uncountable nouns

Skills development

Reading

Scanning and Skimming

Listening for main ideas


	   1



	
	Scanning for specific information, reading for detailed understanding, vocabulary do describe figures
	
	
	

	11
	Семинарское  занятие  File 5

Vocabulary Selling our memories

Communication So much to do!
	  3


	 Language development

Expressing the future: predictions & intensions

Prefixes 

Skills development
Reading

Prediction

Pronunciation

Stress pattern
	  1

	
	Suffixes to form abstract nouns and nouns to describe people
	  
	
	

	12
	Семинарское  занятие  File 6
Reading Whistle-blowing

Speaking Moral dilemmas
	3
	Language development

Modals of obligation & prohibition

Skills development

Finding useful language in reading texts
	

	13
	Семинарское занятие  File 6 

Vocabulary Under and over

Communication Reporting verbs
	
	Language development

Modals of obligation & prohibition

Skills development

Finding useful language in reading texts
	  1

	
	Skimming for gist, reading for detailed understanding, idiomatic expressions in context
	  
	
	

	14
	Семинарское  занятие  File 7 

Reading Global brands, local marketing
Speaking Local marketing

Vocabulary Marketing and noun groups

Communication International food
	3


	Language development

Collocations- make & do

Top tips for recoding, remembering & using new vocabulary

Skills development

Pronunciation


	  1

	
	 Scanning for specific information, reading for detailed understanding, marketing vocabulary
	  
	
	

	  15
	Семинарское  занятие  15

Unit Review lesson РК 2    Vocabulary-Grammar Test
	3

 
	Language development

Skills development Do you remember?
	    1

	
EXAMINATION


