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%FDG>FGD4 < EB89D:4A<9 GK95AB= 8<EJ<C?<AO 

 

1. &9?< < ;484K< GK95AB= 8<EJ<C?<AO 

&9?P <;GK9A<S 8<EJ<C?<AO 3 HBD@<DB64A<9 C9D96B8K9E>B= 

>B@C9F9AJ<<, B6?489A<9 S;O>B6B= < >B@@GA<>4F<6AB= >B@C9F9AJ<9=, 

A9B5IB8<@B= 8?S BEGM9EF6?9A<S 89?B6OI >BAF4>FB6; EB;84A<9 < 

D984>F<DB64A<9, C9D96B8 D4;?<KAOI F<CB6 89?B6B= 8B>G@9AF4J<<, 4 F4>:9 

6989A<9 89?B6B= C9D9C<E>< A4 <;GK49@B@ <ABEFD4AAB@ S;O>9. 

�484K<: B6?489FP F9IA<>B= GEFAB7B C9D96B84 6 EH9D9 89?B6B7B B5M9A<S, 

4 F4>:9 F9IA<>B= C<EP@9AAB7B C9D96B84 89?B6OI 5G@47 E <;GK49@B7B 

<ABEFD4AAB7B S;O>4 A4 DGEE><= < A4B5BDBF; <;GK<FP BEB59AABEF< 

<ECB?P;B64A<S S;O>B6B7B QF<>9F4 89?B6B= >B@@GA<>4J<<; D4EL<D<FP 

?9>E<K9E><= ;4C4E EFG89AFB6; 6OD45BF4FP A46O>< 6989A<S 89?B6B= C9D9C<E><. 

 

2.  9EFB 8<EJ<C?<AO 6 EFDG>FGD9 "#"#  
#K95A4S 8<EJ<C?<A4 «�9@9J><= S;O> 6 EH9D9 CDBH9EE<BA4?PAB7B 

8<E>GDE4» BFABE<FES > K4EF<, HBD@<DG9@B= GK4EFA<>4@< B5D4;B64F9?PAOI 

BFABL9A<= �?B>4 1. 

�9B5IB8<@O@< GE?B6<S@< 8?S BE6B9A<S 8<EJ<C?<AO S6?SRFES:  

�A4A<S B5M<I CD<AJ<CB6 89?B6B= D9K<, B5M9GCBFD95<F9?PAB=, 
CDBH9EE<BA4?PAB-FDG8B6B=, EBJ<4?PAB->G?PFGDAB= < B5M9EF69AAB-

CB?<F<K9E>B= ?9>E<><;  

'@9A<S K<F4FP < CBA<@4FP EBJ<4?PAB-Q>BAB@<K9E><9 < EC9J<4?PAO9 

F9>EFO A4 <;GK49@B@ <ABEFD4AAB@ S;O>9, G@9FP C9D98464FP <I 

EB89D:4A<9 A4 <;GK49@B@ <ABEFD4AAB@ S;O>9; F6BDK9E>< CD<@9ASFP 

;A4A<S CD< A4C<E4A<< 8B>?48B6, EBEF46?9A<< 8B>G@9AFB6 

<AHBD@4J<BAAB7B C?4A4, 6989A<< CG5?<KAOI 8<4?B7B6;  

!46O>< C<EP@4, A9B5IB8<@O9 8?S 6989A<S 89?B6B= C9D9C<E><, 

6?489A<S BEAB6AB= F9D@<AB?B7<9= E6B9= EC9J<4?<;4J<<. 
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!B89D:4A<9 8<EJ<C?<AO S6?S9FES ?B7<K9E><@ CDB8B?:9A<9@ 

EB89D:4A<S 8<EJ<C?<A «�D4>F<>4 GEFAB= < C<EP@9AAB= D9K< A9@9J>B7B 

S;O>4», «�D4>F<K9E>4S 7D4@@4F<>4 A9@9J>B7B S;O>4» < E?G:<F BEAB6B= 8?S 

BE6B9A<S 8<EJ<C?<A «�B@@GA<>4F<6AO9 EFD4F97<< (A9@9J><= S;O>)», 

«�>FG4?PAO9 CDB5?9@O 5<?<A764?PAB= >B@@GA<>4J<<». 

3. &D95B64A<S > D9;G?PF4F4@ BE6B9A<S EB89D:4A<S 8<EJ<C?<AO 

!FG89AFO, ;469DL<6L<9 <;GK9A<9 8<EJ<C?<AO «�EB59AABEF< C9D96B84 

89?B6B7B A9@9J>BS;OKAB7B F9>EF4», 8B?:AO  

;A4FP: 

 CD46<?4 BHBD@?9A<S 89?B6B= >BDD9ECBA89AJ<< < 8B>G@9AF4J<<; 

  BEAB6O 89?B6OI F9?9HBAAOI C9D97B6BDB6, CD<AJ<CO EB;84A<S 

CD9;9AF4J<=; 

     – B5M9GCBFD95<F9?PAGR, CDBH9EE<BA4?PAB-FDG8B6GR, EBJ<4?PAB-

>G?PFGDAGR < B5M9EF69AAB-CB?<F<K9E>GR ?9>E<>G; 

G@9FP:  

 GCBFD95?SFP <ABEFD4AAO= S;O> 8?S BD74A<;4J<< QHH9>F<6AB= 

@9:>G?PFGDAB= >B@@GA<>4J<<; 

– CBA<@4FP EBB5M9A<S CDBH9EE<BA4?PAB7B I4D4>F9D4 (6 @BAB?B7<K9E>B= 

HBD@9 < 6 HBD@9 8<4?B74); 

     – D9H9D<DB64FP BD<7<A4?PAO9 EBJ<4?PAB-Q>BAB@<K9E><9 F9>EFO; 

6?489FP: 
 – A46O>4@< 89?B6B7B C<EP@4 (GEF4AB6?9A<9 89?B6OI >BAF4>FB6, 

A4CB@<A4A<S, :4?B5O); 

 A46O>4@< C9D96B84 89?B6B= 8B>G@9AF4J<< 

 A46O>4@< 6989A<S 89?B6OI C9D97B6BDB6;  

 BEAB6AB= F9D@<AB?B7<9=. 

�9D9K<E?9AAO9 D9;G?PF4FO B5D4;B64A<S S6?SRFES BEAB6B= 8?S 

HBD@<DB64A<S E?98GRM<I >B@C9F9AJ<=:  

'A<69DE4?PAOI: 
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 ECBEB5ABEFP CD<@9ASFP EB6D9@9AAO9 >B@@GA<>4F<6AO9 F9IAB?B7<<, 6 

FB@ K<E?9 A4 <ABEFD4AAB@(OI) S;O>9(4I), 8?S 4>489@<K9E>B7B < 

CDBH9EE<BA4?PAB7B 6;4<@B89=EF6<S (#�-4); 

"5M9CDBH9EE<BA4?PAOI: 

 6?489A<9 L<DB><@ EC9>FDB@ @9FB8B6 < CD<9@B6 H<?B?B7<K9E>B= 

D45BFO E D4;?<KAO@< F<C4@< F9>EFB6 (���-3). 
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�<8 GK95AB= D45BFO 

"5N9@ K4EB6 (;4K. 98.) 
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HBD@4 
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(5 ;4K. 98.) 
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"5S;4F9?PA4S 4G8<FBDA4S GK95A4S A47DG;>4 
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80 - 

�9>J<< - - 

!9@<A4DE><9 ;4ASF<S - - 

�D4>F<K9E><9 ;4ASF<S  80 - 

�45BD4FBDAO9 D45BFO - - 

�BAFDB?PAO9 D45BFO 4 - 

�GDEB64S D45BF4 / >GDEB6B= CDB9>F - - 
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"9@4 5. �BCB?A<F9?PAB9 D4;NSEASRM99 C<EP@B. 

"9@4 6. �484A<9 (CBDGK9A<9)/ �4>4; 3 BF@9A4 (;4>4;4). 

"9@4 7. �BEFGC?9A<9 ;4>4;4, 97B CD<9@ (CD<ASF<9), BF>?BA9A<9 (BF>4;). 
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- 

5 
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- 

6 

"DG8ABEF< E BC?4FB=. 
�BCOF>4 8BEF<KP 
EB7?4L9A<S. 

6OCB?A9A<9 7D4@@4F<K9E><I 
GCD4:A9A<=; A4C<E4A<9 C<EP@4 8 

- 
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!CD46>4 B 
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- 
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- <ECB?P;B64A<9 4>F<6AOI < <AF9D4>F<6AOI HBD@ B5GK9A<S (89?B6O9 

DB?96O9 <7DO, 6989A<9 8<E>GEE<=, D4;D45BF>4 CDB9>FB6 < F.8.); 

- CBFBKAB9 < >BAFDB?PAB9 F9EF<DB64A<9; 
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 6OCB?A9A<9 C<EP@9AAOI 8B@4LA<I ;484A<=; 

 >BAFDB?PAO9 D45BFO. 

�FB7B6O= >BAFDB?P CB D9;G?PF4F4@ 8<EJ<C?<AO CDBIB8<F 6 HBD@9 

;4K9F4. 

!<EF9@4 A4>BC?9A<S 54??B6 CB 6<84@ D45BF BFD4:49FES 6 F45?<J9: 
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!4@BEFBSF9?PA4S D45BF4 20 
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!4>BC<F9?PA4S E<EF9@4 BJ9A<64A<S CB 100-54??PAB= L>4?9  
'9FOD9I54?- 
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BJ9A<64A<S 
Q>;4@9A4 

100- 

54??PA4S 
L>4?4 
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100-54??PAB= L>4?9 

%<EF9@4 
BJ9A<- 

64A<S 
;4K9F4 

�F?<KAB 90–100 � 3 BF?<KAB 3 F9BD9F<K9E>B9 EB89D:4A<9 
>GDE4 BE6B9AB CB?ABEFPR, 59; CDB59?B6; 
A9B5IB8<@O9 CD4>F<K9E><9 A46O>< D45BFO E 
BE6B9AAO@ @4F9D<4?B@ EHBD@<DB64AO; 6E9 
CD98GE@BFD9AAO9 CDB7D4@@B= B5GK9A<S 
GK95AO9 ;484A<S 6OCB?A9AO, >4K9EF6B <I 

6OCB?A9A<S BJ9A9AB K<E?B@ 54??B6, 5?<;><@ > 
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A9B5IB8<@O9 CD4>F<K9E><9 A46O>< D45BFO E 
BE6B9AAO@ @4F9D<4?B@ 6 BEAB6AB@ 

EHBD@<DB64AO; 6E9 CD98GE@BFD9AAO9 
CDB7D4@@B= B5GK9A<S GK95AO9 ;484A<S 
6OCB?A9AO, >4K9EF6B 6OCB?A9A<S 

5B?PL<AEF64 <; A<I BJ9A9AB K<E?B@ 54??B6, 
5?<;><@ > @4>E<@4?PAB@G 

%BDBLB 75–82 % 3 IBDBLB 3 F9BD9F<K9E>B9 EB89D:4A<9 >GDE4 
BE6B9AB CB?ABEFPR; A9>BFBDO9 CD4>F<K9E><9 
A46O>< D45BFO E BE6B9AAO@ @4F9D<4?B@ 
EHBD@<DB64AO A98BEF4FBKAB; 6E9 
CD98GE@BFD9AAO9 CDB7D4@@B= B5GK9A<S 
GK95AO9 ;484A<S 6OCB?A9AO, >4K9EF6B 
6OCB?A9A<S A< B8AB7B <; A<I A9 BJ9A9AB 

@<A<@4?PAO@ K<E?B@ 54??B6, A9>BFBDO9 
6<8O ;484A<= 6OCB?A9AO E BL<5>4@< 
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D<F9?PAB 

63–74 D 3 G8B6?9F6BD<F9?PAB 3 F9BD9F<K9E>B9 
EB89D:4A<9 8<EJ<C?<AO BE6B9AB K4EF<KAB, 
AB CDB59?O A9 ABESF EGM9EF69AAB7B 
I4D4>F9D4; A9B5IB8<@O9 CD4>F<K9E><9 
A46O>< D45BFO E BE6B9AAO@ @4F9D<4?B@ 

6 BEAB6AB@ EHBD@<DB64AO; 5B?PL<AEF6B 
CD98GE@BFD9AAOI CDB7D4@@B= B5GK9A<S 
GK95AOI ;484A<= 6OCB?A9AB, A9>BFBDO9 
<; 6OCB?A9AAOI ;484A<=, EB89D:4F BL<5>< 

 

#8B6?9F6B- 

D<F9?PAB 

50–62 E 3 CBED98EF69AAB 3 F9BD9F<K9E>B9 
EB89D:4A<9 >GDE4 BE6B9AB K4EF<KAB; 
A9>BFBDO9 CD4>F<K9E><9 A46O>< D45BFO 

A9 EHBD@<DB64AO, @AB7<9 CD98GE@BFD9AAO9 
CDB7D4@@B= B5GK9A<S GK95AO9 ;484A<S 

A9 6OCB?A9AO ?<5B >4K9EF6B 6OCB?A9A<S 
A9>BFBDOI <; A<I BJ9A9AB K<E?B@ 54??B6, 
5?<;><@ > @<A<@4?PAB@G 

 

�9G8B6?9F6B- 

D<F9?PAB 

21–49 FX 3 A9G8B6?9F6BD<F9?PAB 3 F9BD9F<K9E>B9 
EB89D:4A<9 >GDE4 BE6B9AB K4EF<KAB; 
A9B5IB8<@O9 CD4>F<K9E><9 A46O>< D45BFO 
A9 EHBD@<DB64AO; 5B?PL<AEF6B 
CD98GE@BFD9AAOI CDB7D4@@B= B5GK9A<S 
GK95AOI ;484A<= A9 6OCB?A9AB ?<5B 
>4K9EF6B <I 6OCB?A9A<S BJ9A9AB K<E?B@ 

54??B6, 5?<;><@ > @<A<@4?PAB@G; CD< 

8BCB?A<F9?PAB= E4@BEFBSF9?PAB= D45BF9 A48 
@4F9D<4?B@ >GDE4 6B;@B:AB CB6OL9A<9 
>4K9EF64 6OCB?A9A<S GK95AOI ;484A<= 

 

�9 ;4KF9AB 

�9G8B6?9F6B- 

D<F9?PAB 

0–20 F 3 A9G8B6?9F6BD<F9?PAB 3 F9BD9F<K9E>B9 
EB89D:4A<9 >GDE4 A9 BE6B9AB; A9B5IB8<@O9 
CD4>F<K9E><9 A46O>< D45BFO 

A9 EHBD@<DB64AO; 6E9 6OCB?A9AAO9 GK95AO9 
;484A<S EB89D:4F 7DG5O9 BL<5><, 
8BCB?A<F9?PA4S E4@BEFBSF9?PA4S D45BF4 A48 
@4F9D<4?B@ >GDE4 A9 CD<6989F > >4>B@G-?<5B 
;A4K<@B@G CB6OL9A<R >4K9EF64 6OCB?A9A<S 
GK95AOI ;484A<= 

 

 

7. 'K95AB-@9FB8<K9E>B9 < CDB7D4@@AB-<AHBD@4J<BAAB9 

B59EC9K9A<9 8<EJ<C?<AO 

4) BEAB6A4S ?<F9D4FGD4:  

1. %9D<A7 �. �9?B64S C9D9C<E>4 < C9D97B6BDO CB F9?9HBAG ["9>EF] : 

5<;A9E->GDE A9@9J>B7B S;O>4 = Geschafts Kommunikation / %9D<A7 �. ; 

�. �4FGEE9>. 3 �. : �9FB8<>4, 2000. 3 240 E. 
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2. �BD<E>B �.$. �<;A9E->GDE A9@9J>B7B S;O>4 ["9>EF] : E?B64DP-

ECD46BKA<> / �.$. �BD<E>B 3 5-9 <;8., EF9D9BF<C.. 3 �. : ��� "�B7BE", 

2002. 3 352 E.  

5) 8BCB?A<F9?PA4S ?<F9D4FGD4:  

1. �9D79A �. �GDE 89?B6B7B A9@9J>B7B S;O>4 / �. �9D79A, �. �9DA9D; 

[C9D. E A9@. �. �4;B6B=]. 3 �.  ���� �?4EE<>, 2010. 3 200 E. 

2. Hering A., Matussek M. Geschäftskommunikation. Schreiben und 

Telefonieren. Max Hueber Verlag, 1997. 3 240 S. 

3. Hering A., Matussek M. Geschäftskommunikation. Besser Schreiben. 

Hueber Verlag, 2008. 3 206 S. 

4. �GD46?ё64 �.�. Deutsch Businesskursus. I K4EFP. Management: #K95AB9 

CBEB5<9: �9@9J><= S;O> → �?S EC9J<4?<EFB6 �: �;84F9?PEF6B 

�BE>B6E>4S H<A4AEB6B-CDB@OL?9AA4S 4>489@<S. 2005 3 45 E. 

5. �GD46?ё64 �.�. Deutsch Businesskursus. II K4EFP. Geschäftsdeutsch: 

#K95AB9 CBEB5<9. �: �;84F9?PEF6B �BE>B6E>4S H<A4AEB6B-

CDB@OL?9AA4S 4>489@<S. 2005 3 195 E. 

6. Rudolf Sachs. Deutsche Handelskorrespondenz. 4 Max Hueber Verlag, 

1994. 

7. Günter Rüther. Soziale Marktwirtschaft: Entstehung, Grundlagen, 

Instrumente: Arbeitsbuch. 4 Bd. 1. 4 Bonn: Köllen Druck + Verlag 

GmbH, 1994. 

6) �AF9DA9F-D9EGDEO:  

1. http://www.brigitte.de/gesellschaft/politik-gesellschaft/dicksein-1075385/  

2. http://www.brigitte.de/gesellschaft/wissen/langeweile-sieben-fakten-

1072001/  

3. http://www.elle.de/Artikel/elle-Menschen-Ohne-Maske-bitte_1388743.html  

4. http://www.spiegel.de/kultur/tv/0,1518,733010,00.html  

5. http://www.tagesspiegel.de/wissen/schulleiter-unter-druck/3595418.html  

 

8.  4F9D<4?PAB-F9IA<K9E>B9 B59EC9K9A<9 8<EJ<C?<AO 

http://www.brigitte.de/gesellschaft/politik-gesellschaft/dicksein-1075385/
http://www.brigitte.de/gesellschaft/wissen/langeweile-sieben-fakten-1072001/
http://www.brigitte.de/gesellschaft/wissen/langeweile-sieben-fakten-1072001/
http://www.elle.de/Artikel/elle-Menschen-Ohne-Maske-bitte_1388743.html
http://www.spiegel.de/kultur/tv/0,1518,733010,00.html
http://www.tagesspiegel.de/wissen/schulleiter-unter-druck/3595418.html


12 

 

�D4>F<K9E><9 ;4ASF<S: >B@CPRF9D <?< @47A<FBHBA 8?S 

6BECDB<;6989A<S 4G8<B;4C<E9=; >B@CPRF9D/CDB9>FBD 8?S 89@BAEFD4J<< 

CD9;9AF4J<=. 
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 9. �<EF 8BCB?A9A<= < <;@9A9A<= 

№ 
C/C 

Д4F4 
6A9E9A<S 
<;@9A9A<S / 
8BCB?A9A<S 

"EAB64A<9 %B89D:4A<9 <;@9A9A<S / 
8BCB?A9A<S 

�<J4, CB8F69D:84RM<9 
<;@9A9A<9 / 8BCB?A9A<9 
�4698GRM<= 
>4H98DB= 
(Фа@и?ия, 
иAициа?O, 
CBдCисP) 

�<D9>FBD / 
89>4A 

(Фа@и?ия, 
иAициа?O, 
CBдCисP) 

      

      

 

 


