ТЕМАТИКА 
практических занятий по дисциплине
«деловые коммуникации на  иностранном языке» 
по специальности  1-25 01 10 «Коммерческая деятельность»  
Дневная форма обучения
III-IV семестры
МОДУЛЬ “Business Communication”
Lesson 1. Business Risks

1.Types of Risks

2.Managing Risk

3.Computer crime

4.Fraud and corruption

Lesson 2. E-commerce

1.Trading on the Internet: Advantages and Disadvantages

2.Creating E-business

3.Difficulties of distribution 1
4.Difficulties of distribution 2
Lesson 3. Team Building

1.Working in Teams

2.Building a Team

3.Team-building techniques l
4.Team-building techniques 2
Lesson 4. Customer Service

1.Superior Service

2.Handling Customer Complaints

3.Earning customer loyalty

4.Difficult customers

Lesson 5. Information 

1.Talking about IT solutions. Smart dust

2.Information systems and communication

3.Writing memos, telephoning

Lesson 6 Fair Trade 

1.Trading on the Internet: Creating E-business

2.Making contracts and talking about corporate ethics
Lesson 7 Supply chain 

1.Talking about outsourcing

2.Logistics in the supply chain

3.Corporate guidelines

Lesson 8. Investment 

1.Investing responsibly 

2.Investment choices 

3.Decision making while investing
МОДУЛЬ “ Commercial Correspondence ”
Lesson 1. Letters and Forms 

1.Structure and Presentation
2.Personal letters

3.Business letters

Correspondence relating to letters 

Lesson 2. Types of Business letters

Enquiries and replies

1.Making enquiries

2.Replaying to enquiries

3.Correspondence relating to enquiries
Lesson 3.   Quotations and offers

1.Giving quotations

2.Prices

3.Methods of payment

4.Offers

5.Correspondence relating to quotations and offers
Lesson 4.  Orders

1.Placing an order

2.Acknowledging an order

3.Refusing an order

4.Correspondence relating to orders
Lesson 5.  The letter of Application

1.Composing a letter of application

2.Correspondence relating to orders
Lesson 6. Payment in trade

Invoices and statements

Settlement of accounts

Delayed payment

Request for payment

Correspondence relating to payment in foreign trade

Lesson 7.  Claims

1.Unjustified complaints

2.Making general complaints

3.Replying to letters of complaint

4.Accounting errors and adjustments

5.Correspondence relating to claims

Lesson 8. Agents and agencies

1.Types of agency

2.Finding an agent

3.Offering an agency

4.Asking for an agency

5.Correspondence relating to agents and agencies.
