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МОДУЛЬ «TOURISM»

Travelling and tourism

Reasons for travelling

Statistical information about travel and tourism 

Class passenger survey

Types of Travelling

Air travel

Travel by sea and river

Travel by road and rail

A disastrous tour

International etiquette

Tourism and economy

Going on a Holiday

Planning a holiday

Booking a holiday

Types of travelers and tourists

Places to stay on holiday

Developments in Tourism

The changing face of tourism

Dream holidays

Predicting future trends in tourism

Welcome to my country

Introduction into tourism sector

History of tourism

The tourist industry

Regulation, research and development in tourism

Government policy in relation to tourism 

National tourism policy and planning

Working in tourism

Careers in tourism

Creative career search

How to write a successful CV

Tourism and its impact

World Destinations

Famous Attractions

Favourite Destinations

Tour Operators

Package holidays

The role of tour operators

An Inclusive tour

Travel Agencies

The sales process

Investigating client’s needs

Marketing and promotion

Marketing process in travel and tourism

Reservations and sales

Holidays with a Difference

Types of tourism

Specialized Tourism

Business travel

Tourism in Belarus

МОДУЛЬ «CATERING» 
Hotel and Catering Industry 

Catering Industry: aims and objectives

Catering Segments

Types of Catering: On-Premise Catering and Off-Premise Catering

Types of Catering Establishments

Relationship Between Catering and All Other Industries

People in Hospitality

Personnel structure in the Foodservice Industry 

Duties and Responsibilities of Restaurant Staff

Waiter

Classification and Types of Restaurants 

Cafeterias

Fast-food Restaurants

Casual Restaurants

Fast Casual-dining Restaurants

Other Restaurants

The profile of a restaurant 

Restaurant Operating Equipments

Service Equipments

Glassware.  

Chinaware 

Tableware

Tables and Chairs

Side Station / Dummy Waiter

Trolleys

Linen

Equipment Handling

Forms and Techniques of  Service (6h) 

Styles of Service

1 French Service

2 American Service

3 English Service

4 Russian Service

5 Buffet Service

“The layout of a restaurant” (commercial business project)

Menu planning

A La Carte Menu

 Table D'hote

 Difference Between A La Carte and Table D'hote

Menu Format

 Basic Principles of Organizing a Menu

French Classical Menu

Breakfast

Types of Breakfast

Beverage service

Classification of beverages

Preparation of non alcoholic beverages

Rules of beverage service in the restaurant 

Order Taking Procedures in a Restaurant

Consumer behavior in Hospitality

Handling complaints

The Dining Room

The Kitchen

Sanitation, cleanliness and safety norms

Purchasing and Storage

Regular inventories

Categories of food stuff

Модуль «Hospitality and resorts» 
History of Hospitality Industry

Introduction into Hospitality Industry: aim and integral parts 

History of Hospitality Industry

Sectors of Hospitality Industry

Welcoming of Guests from Different Countries
Types of accommodation 

Classification According to the Ownership and Management System 

Types of Rooms 

Classification According to the Guest

Types of Hotel Rating Systems

Professions in Hospitality Industry

Hotel Departments and their Professions

Duties and Responsibilities of Butler

Duties and Responsibilities of Concierge

Facilities of a hotel

Types of Facilities, Amenities and Services in a Hotel

Facilities for Families with Kids

Facilities for Disabled People

Reserving accommodation

Avenues of Reservation

History of Resort Industry

Introduction into Resort Industry

The History of Resort Industry

Types of resorts

Classification According to the Vacationer

Classification According to the Vacation Ownership

Facilities of the Resort

Facilities for Families with Kids

Facilities for Disabled People

Safety Norms and Requirements to the Resorts and Hotels

Requirements to Cleanliness

Medical Assistance

Duties of the Personnel

Equipment
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МОДУЛЬ «Professional Communication»

Public Finance

Financial Issues

Role of Government in Economy 

Purposes of Public Finance

Public Finance in Political Systems

State and Local Government Expenditures

Budgeting

Expenditure Growth

Government Securities

Financial Regulation and Supervision

Public Finance in Transition Economies

Privatisation as Revenue Source

User Charges

Pricing Policies

Retail Pricing Strategies

Public Finance in a Globalizing World

Aid Instruments: Grants and Loans

Public Finance in the European Union

МОДУЛЬ «Professional Reading»
Financial Regulation
Money and Income

Personal Finance. Currency

Business Finance. Capital. Revenue. Financial Statements

Personal Banking

Current Accounts 
Banking Products and Services

E-banking
Commercial and Retail Banking

Credits. Loans and Risks

Investment Banking. Raising Capital. 
Mergers and Acquisitions

Money Markets

Common Money Market Instruments

Repos

Money Supply and Control

Measuring Money

Changing the Money Supply. Monetarism
Corporate Finance

Venture Capital

Mergers and Takeovers.
Hedge Funds and Structured Products

Hedge Funds. Mergers and Takeovers 

Leveraged Buyouts
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Customs: Tax, tariff and trade 

Trade facilitation

Common customs tariffs/ online customs tariffs

Trade management

Export Procedures

Outward processing

Customs warehouses

Customs controls
Import Procedures

Inward processing 

Import requirements

Imported goods value

Customs controls
Customs Warehousing

Customs Warehousing: purpose and functions

Goods value

Customs warehousing in Belarus
Shipping

Terms of shipment 

Types of shipment

Transportation
The Community Customs Code

The Community Customs Code, provisions and guidelines 

Customs Debt 

Temporary storage 
Customs Conventions

The International Convention

The Kyoto Convention

The Harmonized System Convention
Customs in the 21st century

Changing priorities

Technological innovations

Customs professionals

Customs of the future
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МОДУЛЬ «PROFESSIONAL COMMUNICATION»

International Marketing

Going Global

The Right International Mix

Towards a global brand

Cultural problems in international marketing

Business Reading / Video
Serving a Customer

Superior Service

Handling Customer Complaints

Earning customer loyalty

Difficult customers

Business Reading / Video

Business Risks

Types of Risks

Managing Risk

Computer crime

Fraud and corruption

Business Reading / Video

E-commerce

Trading on the Internet: Advantages and Disadvantages

Creating E-business

Difficulties of distribution 

Business Reading / Video

Crisis management

Мanaging crisis

Keeping relationships

Poor and good management

Business Reading / Video

Management styles

 The role of a manager today

  Key qualities for a successful manager today

Types of management  styles      

Takeovers and mergers

Reasons for takeovers and mergers

Process of acquiring companies

Successful integration

Business Reading / Video

Selling more

Viral Marketing

Mail shots and sales letters

Dealing with objections
МОДУЛЬ «COMMERCIAL CORRESPONDENCE

Letters and Forms 

Structure and Presentation
Personal letters

Business letters

Correspondence relating to letters

Types of Business letters

Enquiries and replies

Making enquiries

Replaying to enquiries

Correspondence relating to enquiries and replies

Quotations and offers

Giving quotations

Prices

Methods of payment

Offers

Correspondence relating to quotations and offers

Orders

Placing an order

Acknowledging an order

Refusing an order

Correspondence relating to orders

The letter of Application

Composing a letter of application

Correspondence relating to orders

Payment in trade

Invoices and statements

Settlement of accounts

Delayed payment

Request for payment

Correspondence relating to payment in foreign trade

Claims

Unjustified complaints

Making general complaints

Replying to letters of complaint

Accounting errors and adjustments

Correspondence relating to claims

Agents and agencies

Types of agency

Finding an agent

Offering an agency

Asking for an agency

Correspondence relating to agents and agencies
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МОДУЛЬ «PROFESSIONAL COMMUNICATION»

Serving a Customer

Superior Service

Handling Customer Complaints

Earning customer loyalty

Difficult customers

Business Reading / Video

Raising finance

Sources of Finance

Start-up Businesses in Different Countries

Business incubators

Venture capital in Europe

Business Reading / Video

Crisis management

Мanaging crisis

Keeping relationships

Poor and good management

Business Reading / Video

Management styles

The role of a manager 

 Key qualities for a successful manager today

Types of management  styles

Takeovers and mergers

Reasons for takeovers and mergers

Process of acquiring companies

Successful integration

Business Reading / Video

Supply chain

Outsourcing

Logistics

Corporate Guidelines

Selling more

Viral Marketing

Mail shots and sales letters

Dealing with objections 

Free Trade

Leading the team

Formal invitations

Business Reading / Video

МОДУЛЬ «COMMERCIAL CORRESPONDENCE

Letters and Forms 

Structure and Presentation
Personal letters

Business letters

Correspondence relating to letters

Types of Business letters

Enquiries and replies

Making enquiries

Replaying to enquiries

Correspondence relating to enquiries and replies

Quotations and offers

Giving quotations

Prices

Methods of payment

Offers

Correspondence relating to quotations and offers

Orders

Placing an order

Acknowledging an order

Refusing an order

Correspondence relating to orders

The letter of Application

Composing a letter of application

Correspondence relating to orders

Payment in trade

Invoices and statements

Settlement of accounts

Delayed payment

Request for payment

Correspondence relating to payment in foreign trade

Claims

Unjustified complaints

Making general complaints

Replying to letters of complaint

Accounting errors and adjustments

Correspondence relating to claims

Agents and agencies

Types of agency

Finding an agent

Offering an agency

Asking for an agency

Correspondence relating to agents and agencies
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МОДУЛЬ «PROFESSIONAL COMMUNICATION»

Immovable Property

What is Immovable Property

Real Estate or Real Property

Real and Personal Property

Immovable Property in the Civil Law System
Types of Dwellings

Types of Houses

Types of Flats 

Types of Multi-Family Housing

Houses in Rural and Urban Areas

Commercial Property

What is Commercial Property

Types of Commercial Property

Classification of Buildings

Who is Who in Real Estate

Jobs in Real Estate 

The Functions of Real Estate Brokers

The Functions of Real Estate Agents

How to Run a Real Estate Brokerage  
Real Estate Selling

Anatomy of a Sale

Building Inspection

Home Inspection
МОДУЛЬ «PROFESSIONAL READING»

Immovable Property.

Texts and newspaper articles corresponding to the topic

Types of Dwellings

Texts and newspaper articles corresponding to the topic

Commercial Property

Texts and newspaper articles corresponding to the topic

Who is Who in Real Estate

Texts and newspaper articles corresponding to the topic

Real Estate Selling

Texts and newspaper articles corresponding to the topic

