TIEPEIIMOBA ...ttt 4
TTPAKTHUYHI BAHSATTS ... 5
[Mpaktuune 3amstrss 1. Polysemantic Nature of the Concept of Business
CommuUNICATION CUITUIE ..o 5
[Tpaktuune 3anatts 2. Rules of Etiquette in Communication...........ccccceveevvennenn 14
[TpakTuune 3aHATTA 3. Etiquette in BUSINESS ....ocvvvviiiiiii e 21
[Tpaktuune 3ausarts 4. Telephone Conversation. Writing an Invitation Letter...... 29
[IpaxkTruHe 3aHATTS 5. JOb HUNTING. .oovvviiiiiiiee e 41
[Tpaktuune 3ausarts 6. Filling in an Application Form and Writing a Resume ..... 49
[Ipaktrune 3aHATTS 7. Reference Letter........oooviiieiiiiiiiiic e 59
[Tpaktuune 3anatts 8. Types of Negotiations and Mediation...........cccccceveeviennenn 69
[Tpaktuune 3anarts 9. Theory and Practice of Diplomatic Negotiations............... 79
[TpakTuane 3aHATTA 10. BUSINESS COITESPONUENCE ...ocvveeeveeieeciiecie e 86
[TpakTuane 3aHATTA 11. Types of Letters.....ccoviiiiiiiiiiiie i 98
[Tpaktuune 3anarts 12. Presentation of a Commercial Letter ............cceevvevieneen. 109
[Tpaktrune 3aHATTS 13. On a Business TTiP .....cvovvveiieiiiiiie e 119
[MpakTuane 3aHATT 14. HOLEIS ...oocvieiie e 133
[Ipaktuune 3anaTTs 15. At @ Restaurant / Café .......oooovevivviiii 154
POJIBOBI II'OPU TA CUTYATHUBHI BABIHAHHS ..., 177
CAMOCTIMHA POBOTA ....ocvomiiiiriiiieiissiisssesssssse s ssessssssssessens 184
THIAVBIAYAJIBHA POBOTA .....ooiiiiiiie ettt 189
3ABJAHHA JUTA THACYMKOBUX KOHTPOJIBHUX POBIT ... 190
BIIITOBIAI 4O ITPAKTUYHUNX SBAHATD .....ooiiiiiiiiiiiecie e 208
D (@ 1 72N 1 N SRR PP 244
TITOCAPIH ..ot 269
CITMCOK BUKOPUCTAHUX JIKEPEIL .......coiiiiiiiieiiie i 307





