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BCTYII

CydacHuii po3BUTOK €KOHOMIYHHUX 1 COIIaJIbHUX BIJIHOCHUH Y CBITI CIIPUYHUHUB
aKTUBHE 3POCTaHHA KIJIBKOCTI KOMYHIKalld y ninoBid cdepi. bizHec-mucTyBaHH:
CTaJIO OJTHUM 13 TIPOBIIHUX 1HCTPYMEHTIB oprasizailii mpodeciiHoi B3aeMO/Iii, aJKe
caMme 3aBISKH IMHUCBMOBOMY IUCKYpPCY (DIKCYIOTHCSI JOMOBJIEHOCTI, PEryiIOIThHCS
BIJIHOCMHU MIXK OpraHi3alisiMy, BA3Ha4al0ThCsl MpaBa i 000B’s13ku cTopiH. Lle poOuth
JOCITJKEHHS MOT0 JIEKCUYHUX 1 CTPYKTYPHHUX XapaKTEPUCTUK aKTyaTbHUM 3aBJIaHHAM
Cy4aCHOI JIIHTBICTMKH, OCKUIbKH BOHO JIO3BOJISIE 3pO3YMITH, K came MoBa (Ghopmye
npodeciiiHy KOMYHIKAIIO Ta BIUIMBAa€ HAa €EKTUBHICTh ALIIOBOTO MapTHEPCTBA.

AKTYaJIbHICTh T€MH 3yMOBJICHA 1€ ¥ TUM, 1110 O13HEC-TUCKYpC NepedyBae Ha
NEepeTUHI MOBHOI CUCTEMU, KyIbTYPHUX TPAAUILIIA Ta MIXKHAPOAHUX HOPM, TOMY HOTO
BUBUCHHS BIJIKPUBAE TMEPCIEKTUBU SK JJIsI PO3BUTKY TeOpli JUCKYpCY, TaK 1 JJis
BJIOCKOHAJICHHSI TTPAKTUKH JIJIOBOTO CH1JIKYBaHHS.

O06’ekTOM J0CTiIKeHHs1 Y POOOTI BUCTYNAE TUCKYpPC O13HEC-TIMCTYBAHHSA SIK
(dbopMa I1710BOi KOMYHIKAILi.

IIpeaMerom aociigskeHHs1 € JIEKCHUYHI Ta CTPYKTYPHI OCOOJIMBOCTI A1IOBHUX
JIUCTIB, 1[0 3a0€3Me4YyroTh TOYHICTh, OJIHO3HAYHICTh, OMIIIAHICTE 1 BOJHOYAC
KOMYHIKaTUBHY €(DEKTUBHICTH MOB1IOMJIEHb.

Metoro g0ciaiIzKeHHs] € KOMIIJIEKCHE BUBUYCHHSI JIEKCUYHUX 1 KOMITO3UIIIHUX
XapaKTEePUCTUK Oi3HEC-TUCTYBaHHsS, BHU3HAUCHHS I1XHBOI poiii y (opMyBaHHI
CMHCJIOBOI LITICHOCTI W y JOCSTHEHHI KOMYHIKATUBHHUX 3aBJIaHb YYaCHUKIB JI1JIOBOI
B3a€MOII.

BinmoBigHO 10 TOCTaBIEHOT METH, y pOOOTI1 BU3HAYEHO TaKi OCHOBHI 3aBJAaHHS:

1. MpPOaHaTiI3yBaTU MOHATTA JAUCKYPCY B JIHTBICTHUIIl Ta BU3HAYUTH HOTO
OCHOBHI PHUCH;

2. PO3KPUTHU CYTHICThH OQIIIIMHO-A1IIOBOTO CTUITIO SIK 0a3u i (OpMyBaHHS
JIMCKYpCy O13HEC-IUCTYBaHHS,

3. OXapakTepu3yBaTh IUCKYpC O13HEC-TMCTYyBaHHS SK (POpMYy MHCEMHOL

JIJIOBOT KOMYHIKaIlii;



4. TOCIITUTH JIGKCUYHI OCOOJMBOCTI JUJIOBOTO JHUCKYPCYy, 30KpeMa THITH
JICKCUYHUX OJUHUIIb, IXHIO YACTOTHICTh Ta (PYHKIIIOHATIbHE HABAHTAXKEHHS;

5. PO3IJISTHYTH CTPYKTYPHY OpraHizailito 0i13HeC-TMCTa — BCTYI, OCHOBHY
YaCTHHY Ta 3aBEPILEHHS — Ta iIXHE KOMYHIKaTUBHE 3HAUEHHS;

6. NOPIBHATH  CTPYKTYpy TpaJMIINAHOTO Ta E€JIEeKTPOHHOro Ol3Hec-
JMCTYBaHHS.

HaykoBa HOBU3HA POOOTH MOJSTa€E B KOMIUIGKCHOMY aHaii3l Cy4acHOTO
aHTJIOMOBHOTO  Ol13HEC-IUCKypCy fAK crnenudiyHoi QopMU MHUCEMHOI  J1JIOBOI
KOMYHIKalii, [0 TO€JHYE TPaAMULIiHI KaHOHM OQIUIHHO-AUIOBOIO CTHIIO 3
ejeMeHTaMu HeopMaJIbHOT B3a€EMO/III.

IIpakTuyHe 3HAYEHHS TOCII/KEHHS TMOJSATa€ y MOXIMBOCTI 3aCTOCYBaHHS
Horo pesynpTaTiB y mporieci mpodeciiHoi mAroToBku ¢axiBiiB y cdepi aiinoBoi
KOMYHIKaIlii, mepekyiagy Ta MDKHApOJHOro Oi3HeCy, a TaKOX Yy BIOCKOHAJCHHI
IPAKTUKHU BEJCHHS aHIJIOMOBHOT'O O13HEC-JIMCTYBaHHS.

Metoam gocaigxenHsi. MeTo10J10r14Hy OCHOBY POOOTH CTAHOBUTD MOETHAHHS
3araJIbHOHAYKOBHUX 1 JIIHTBICTUYHUX METOJ1B. BUKOpHCTOBYBaJIMCA METOAU OMUCY U
Kiacudikaiii Juisi cUcTeMaru3allli JEKCUYHUX OJWHUIL 1 CTPYKTYPHUX MoJenei
JIUCTIB, KOHTEKCTYyaJbHUW 1 TMparMaTUYHUN aHami3 i BU3HAYEHHS I1XHBOTO
(GYHKIIOHATBHOTO HAaBaHTAXXEHHS, a TaKOX 3ICTABHUI METOH ISl TOPIBHSHHS
TPaJULIIITHOTO Ta €JIEKTPOHOI0 O13HEC-JIMCTYBAHHS.

Crpykrypa pobotu. HaykoBe MOCTIIKEHHS CKJIAMAETHCA 31 BCTYIY, TPhOX
PO3/1J1iB, BUCHOBKIB JI0 PO3/JILIIB Ta CIUCKY BUKOPUCTAHUX JHKEPEIL.

VY BeTyni oOrpyHTOBaHO BHOIp TEMH JOCIIHKEHHS, i1 aKTyalbHICTh, BU3HAYEHO
MeTy, 3aBJaHHS, O0'€KT 1 MpEeIMET, OMUCAHO METOIU AOCTIIKEHHS Ta PO3KPUTE
NPaKTUYHE 3HAYCHHS.

Y mnepmiomy posaim «TeopernuHi 3acaau JUCKYpCY O13HEC-JIMCTYBaHHS»
MPOAHAII3yBAHO MOHATTA AUCKYPCY B JIIHTBICTHII T4 BU3HAYUTU MOTO OCHOBHI PUCH;
PO3KPUTO CYTHICTh OQIIIHHO-IIJIOBOTO CTIIIIO K 0a3u miis GOpMYBaHHS JUCKYPCY
O13HEC-IMCTYBAHHS; OXapaKTepU30BaHO JUCKYpC OI13HEC-TUCTYyBaHHS SK (opmy

MUCEMHOI JA1JI0BOT KOMYHIKAIIii;



Y  apyromy posmimi  «JlekcmuHi  0COOIMBOCTI  Oi3HEC-TUCTYBaHHS»
MPOAHATI30BAHO JIEKCHUYHI XapaKTEpUCTUKH JIJIOBOrO JIMCTYBAHHS Ta aKTyallbHI
TEHJEH1i JEKCUYHOT0 OQOPMIICHHS O13HEC-THCTYBAHHS.

VY tperbomy po3ain « CTpyKTypHI OCOOIMBOCTI JUCKYPCY O13HEC-TTUCTYBAHHS»
ONMKUCAHO CTPYKTYPHI OCOOJMBOCTI O13HEC-THUCTA Ta OXapaKTEPU30BAHO BIIMIHHOCTI Y
CTPYKTYpI TPAIUIIIHHOTO Ta SJICKTPOHHOTO JTUCTYBaHHS.

VY 3arajJibHUX BHCHOBKAX BHUKJIQJCHO PE3YJIbTATH 3IHCHEHOTO JOCIIHKCHHS,
chOpMyIbOBAaHO OCHOBHI BHCHOBKH #W OKPECICHO TIEPCIICKTUBH ITOAIBIIOTO

OTIPAITIOBAHHS 3a3HAYEHOI TPOOIIEMH.



3AT'AJIbHI BUCHOBKH

J{1710BU# JTUCT aHTTIHCHKOI0 MOBOIO € OJHUM 13 OCHOBHHUX 3ac001B MpodeciiHOl
KOMYHIKaIlli, aKuii 3a0e3neuye nepeaavy iHpopmaiii, KoopauHaliro 613HeC-IpoIIeciB,
HAJAaroPKEHHS TMAPTHEPCHKUX BIAHOCHH 1 MIATPUMKY KOPIIOPATUBHOTO IMIIKY.
AHaJli3 JEKCUYHUX 1 CTPYKTYpPHHX OCOOJUBOCTEM AUCKYpCY Oi3HEC-JIMCTYBaHHS
JTO3BOJISIE BUAUTUTH HU3KY KIIFOUOBUX XapaKTEPUCTHUK, 1110 BU3HAYAIOTh €(DEKTUBHICTD
Cy4acHOI UJIOBOT KOMYHIKaIIii.

JlekcnyHuii  CKJIQJ AUTOBOTO JIMCTYBaHHS  XapaKTEPU3YETHCS  BHUCOKOIO
MParMaTUyHOI CIPSMOBAHICTIO, TOYHICTIO, BBIUJIMBICTIO 1 CTPYKTYPOBAHICTIO.
OCHOBHUMU JIEKCUYHUMU PUCAMU €:

1.BukopucTanHsl craHmAapTHUX Kiimre Ta moBHUX mrammiB We would like to
inform you that...Please find attached... Kindly note that, mo 3a0e3neuyroTh
CTaOlIBHICTh 1 3pO3yMiNicTh KOMyHiKamii. Kimime cayxars ans (GopMyntoBaHHS
BBIWJIMBOTO TOHY Ta MIAKPECIEHHA MpoQecioHali3My Ta JI03BOJISIIOTh YHUKHYTH
HEMOPO3yMIHb Ta HIBUJKO OPIEHTYBATHUCS Y 3MICTI JIUCTA.

2. ITom’sikiyBambHI KOHCTPYKIIIT Ta MoaainbHi mieciosa (could, would, might),
10 JTO3BOJISIFOTH MOEAHYBATH TOYHICTh 3 BBIUJIMBICTIO. BOHM 4acTO 3aCTOCOBYIOThCS
i hopMyIFOBAaHHS 3alMTIB, Mpono3uiii abo kputuku: Could you please review the
attached document? We would appreciate your feedback on the proposal. It appears
that there might be a minor discrepancy in the report.

3. Jlekcuka, opieHTOBaHA Ha MO3WTHUBHY OIIHKY Ta MAPTHEPCTBO, KA CIPHUSIE
3MIIIHEHHIO J1JI0OBUX BIJIHOCHH 1 MIATPUMIII KOHCTPYKTHBHOIO Aianory: \We appreciate
your continued support. Your contribution to the project is highly valued. We look
forward to collaborating with you.

4. Tmrerparmiss nudpoBOi JIEKCUKH Ta aKpOHIMIB, IO CTajla aKTYaJlbHOIO 3
PO3BUTKOM €JICKTPOHHOI IMOIITH, KOPIOPATUBHUX YaTiB Ta MeceHmkepiB: FYI — for
your information, ASAP — as soon as possible, PFA — please find attached
Taxi CKOpOUEHHS J103BOJISIFOTH 36KOHOMHTH Yac Ha KOMYHIKaIlil0, OCOOJIMBO B YMOBax
IIBUJIKOTO OOMiHY 1H(GOpPMAITI€IO.

5. MiXKynbTypHa ajanTallisi JIEKCUKH, IO MPOSBISAETHCS Y BHKOPUCTAHHI

HEUTpabHUX  (OPMYJIIOBAHb  3aMICTh  KYJAbTYpPHO cHEHU(IYHUX 1JI0OM 4YH



dpazeonorizmib: 3amicTh Cutting corners — completing tasks efficiently; 3amicts get
the ball rolling — start the project promptly

[le 3abe3neuye 3pO3yMUTICTh 1 NPUUHITHICTH JIUCTA MJII MDKHAPOAHOL
ayJuTopii.

Ji10BUl JUCT Mae TpUBANY ICTOpi0 (POPMYBaHHS CTPYKTYPHUX HOPM, SIKl
3a0e3MeuyIoTh JIOTTYHICTh, 3PO3YMUTIICTh 1 €(QEeKTHUBHICTh KOMYHiKallii. Tumona
CTPYKTYpPa BKJIOYA€ TPU OCHOBHi CJICMCHTHU: BCTYII, OCHOBHY YaCTHUHY Ta 3aBCPUICHHA.

Beryn BUKOHYe (YHKIIFO KOHTEKCTY Ta BCTAHOBJIOE TOH CIUIKYBaHHS. Y
TPaIUIIMHUX JIMCTAaX BIH 3a3BUYail po3ioruii i GopMaibHUA, a B €IEKTPOHHUX —
JIAKOHIYHMH, 9acTO 3 U(DPOBUMH aKPOHIMAMH.

[Tpuknag TpaaAuLitHOTO BCTYIY:

I am writing to inform you of the recent developments in our ongoing project
and to request your review of the attached documentation. Your attention to this matter
will be greatly appreciated.

[Ipukiiag e1eKTPOHHOTO BCTYILY:

FYI, the latest project report has been uploaded to SharePoint. PFA the updated
schedule for your review.

OcHOBHa YaCTHMHA MICTUTh KJIFOYOBY 1H(POPMAIlIIO Ta MOXE MaTH Pi3HY hopMy
3aJIeKHO BiJ METHU JiMcTa — 1H(GOpPMAIliiHOI, 3aMUTyBaJIbHOI, MPOMO3UIIIITHOI abo
KPUTUYHOI. Y TpaJuLIHHUX JUCTaX BOHA PO3TOpHYTA 1 PopManbHa, y €NEKTPOHHUX —
CTPYKTYpOBaHa, 3 KOPOTKUMHU a03aliaMy Ta MPSIMUM TOPSIAKOM CIiB, IO MiABHUIILYE
3pYYHICTh CIIPUUHSTTSI.

[Ipuknian OCHOBHOI YaCTMHU TPAIULIIHHOTO JTUCTA:

We would like to bring to your attention the recent updates regarding the ongoing
project. According to the latest reports, there have been several adjustments to the
project timeline, which require your review and approval. We kindly request that you
examine the attached documentation and provide your comments at your earliest
convenience. Your expertise and guidance in this matter will be greatly appreciated to
ensure the successful completion of the project.

[Tpukiia OCHOBHOI YaCTUHH €JIEKTPOHHOIO JIUCTA:



The project timeline has been adjusted to accommodate the new client
requirements. We suggest a short meeting on Thursday to discuss workflow
improvements. Could you please confirm your availability?

3aBepieHHs MiACYMOBYE 1H(oOpMaIllito, BU3HAYa€ OYIKyBaHI Mii, MICTHUTh
(GbopMyiM BBIYWIMBOCTI Ta MIJMNKC aBTOpA. Y TPaJAMILINAHUX JTUCTaX BOHO opMasbHE Ta
po3Jiore, a B €JNEKTPOHHUX — KOPOTKE, 3 BUKOPUCTAHHSAM aKPOHIMIB Ta KOHTaKTHUX
JAHUX.

[Ipuknan 3aBepieHHs TPAAUIIHHOTO JIUCTA:

Thank you for your attention to this matter. We look forward to receiving your feedback
and are confident that your guidance will help ensure the timely and successful
completion of the project. Please do not hesitate to contact us should you require any
additional information.

Yours faithfully,

John Smith

Project Manager

ABC Corporation

[Ipuknan 3aBepileHHS €IEKTPOHHOTO JIUCTA:

Thank you for your attention. We look forward to your feedback ASAP. PFA
supporting documents. Best regards, Mark Johnson, Project Coordinator, XYZ
Solutions Ltd.

JlekcuuHi Ta CTPYKTYpPHI eleMeHTH O13HeC-TMCTYBaHHS TICHO B3a€MOIIOB’ S3aHi.
CtpykTypa BH3HAuae JIOTIKYy BHUKJIQay, a JIEKCMKa — TOYHICTh, BBIWIMBICTH 1
epexTuBHICTh mepenayi iHpopmarii. Hanpuknan, npsMuil HOpsIIOK CIIiB 1 CTUCIHMA
BUKJIAJ] Y €JIEKTPOHHUX JIUCTAX MOETHYIOTHCS 3 MOM’ SIKIITYBaJIbHUMH KOHCTPYKIIISIMU
Ta KJIiIIe AJis MiATPUMKH BBIWIMBOrO TOHY. [l03UTHBHA OlliHKA, BKJIIOYEHA B OCHOBHY
YaCTHHY, MiJICHIIOE MAPTHEPChKUN XapaKTep KOMYHIKallli, a 3aBEpIICHHS 3 YITKUM
BHU3HAUYEHHSIM OYIKYBAHMX A1 CHpHUSIE ONEPATUBHOCTI 1 MpodeCcioHaTIZMY.

Takum 4yuHOM, TUCKYpC O13HEC-TUCTYBaHHS XapaKTEPU3YETHCS TMOETHAHHSIM
(dbopManbHOI BBIWIMBOCTI, CTPYKTYPHOI JIOTIKM Ta JEKCUYHOI aJanTamli 10 Cy4acCHUX
KOMYHIKaliianx miatdopm. Jlekcuka nucta 3abes3rnedye TOUYHICTh, BBIYIHMBICTH 1

MapTHEPChKY CIPSMOBAHICTb, TOAl K CTPYKTypa BHU3HA4ya€e JIOTIKY BHKIAaay 1



niaTpuMye npodeciiHuii ToH. EnekTpoHHE TUCTYBaHHS aJanToBaHE 10 HU(POBOTrO
CepeIoBHUIIA Ta TJI00aIBbHOI ayIUTOPIi, TIOETHYIOUH CTUCIICTD, IPAMUN MOPAIOK CIIIB
1 Cy4acH1 akpOHIMU 3 TpaJAULIITHUMU (HOPMYJIAMHU BBIWIMBOCTI.

3aranbHi BUCHOBKHM CBi/YaTh, 110 JIEKCUYHI Ta CTPYKTYpPHI XapaKTEPUCTHKU
JUCKYpCy O13HEeC-JIMCTYBaHHS B3a€MONOB’s13aH1 1 GOpMYIOTh €()EKTUBHY, 3pO3yMLIY 1
KyJIbTYpPHO aJalTOBAaHY KOMYHIKallil0, 3/1aTHY 3aJ0OBOJbHUTH BHMOI'M Cy4acHOIO
rJ100ampHOTO O13HEC-cepeIoBHINA. TpaauIliiiHI Ta eIeKTPOHHI (popMaTH JIUCTYBaHHS
BIJIDI3HAIOTBCS CTHJIEM 1 ONEpPAaTUBHICTIO, aje 30epiratoTb OCHOBHI MPUHIUIIN
npodeciifHOi KOMYHIKaIlli: YiTKICTh, JIOTIYHICTh, BBIWIMBICTH Ta MapTHEPCHKY

CIPSIMOBaHICTh.
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