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1. Field of study Eastern Slavonic Studies
2. Faculty Faculty of Humanities
3. Academic year of entry 2023/2024 (winter term)
4. Level of qualifications/degree first-cycle studies
5. Degree profile general academic
6. Mode of study full-time

7. General information about the module
Module name Business correspondence II
Module code W1-MSP1OS-14-BKB-04
Number of the ECTS credits 2
Language of instruction Polish
Purpose and description of the 
content of education

Moduł ma na celu zapoznanie osoby studiującej z wiedzą o oficjalnej pisanej odmianie języka narodowego, ze szczególnym uwzględnieniem 
języka biznesu. Osoba studiująca poznaje właściwości komunikacji instytucjonalnej, zaznajamia się z genologicznym spektrum dyskursu 
biznesowego i pism oficjalnych, poznaje właściwości gramatyczne i tekstologiczne tekstu biznesowego o określonych parametrach 
pragmatycznych i genologicznych, np. pisma, listu, podania, wyjaśnienia itp. oraz zyskuje kompetencję i umiejętności w zakresie tworzenia 
tekstów biznesowych.

List of modules that must be 
completed before starting this 
module (if necessary)

not applicable

8. Learning outcomes of the module

Code Description Learning outcomes of the 
programme

Level of 
competence 
(scale 1-5)

MSP1OS-14-
BK-04_10

posiada znajomość języka obcego pozwalającą mu na globalne rozumienie pism biznesowych K_U04 4

MSP1OS-14-
BK-04_9

potrafi przygotować pracę pisemną związaną z korespondencją biznesową o konkretnej tematyce wskazanej przez 
prowadzącego z uwzględnieniem stanu badań

K_U03
K_U06

3
3

MSP1OS-14-
BKB-04_1

posiada wiedzę o zróżnicowanej strukturze kultury polskiej i innych obszarów związanej z tekstami epistolarnymi i 
korespondencyjnymi

K_W02 2

MSP1OS-14-
BKB-04_11

odpowiedzialnie planuje swoją pracę i samodzielnie wykonuje zadania związane z przygotowaniem korespondencji 
biznesowej

K_U07 4

MSP1OS-14-
BKB-04_2

posiada podstawową wiedzę na temat struktury i dziejów języka polskiego, jego zróżnicowania funkcjonalnego oraz w 
zakresie kodu przekazu – mowy i pisma w porównaniu z innymi językami z rodziny językowej

K_W01 2

MSP1OS-14-
BKB-04_3

posiada wiedzę z zakresu zagadnień związanych z pisemnym dyskursem biznesowym K_W02 2

MSP1OS-14-
BKB-04_4

potrafi wykorzystać nabytą wiedzę o języku i kulturze w działaniach związanych z pisemną komunikacją biznesową K_U01 2
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MSP1OS-14-
BKB-04_5

ma wiedzę o tekstach kultury funkcjonujących w obiegu biznesowym, w tym tekstach języka, zwłaszcza w obrębie 
języka specjalistycznego

K_W02 1

MSP1OS-14-
BKB-04_6

potrafi wyszukiwać, analizować i użytkować informację źródłową i naukową w zakresie studiów nad językiem; potrafi na 
tej podstawie formułować krytyczne wnioski dotyczące języka oficjalnego

K_U02
K_U05

3
3

MSP1OS-14-
BKB-04_7

posiada umiejętność odpowiedzialnego przygotowywania się do swoich zadań, zważając na istotne normy w 
korespondencji biznesowej

K_U03 4

MSP1OS-14-
BKB-04_8

potrafi zredagować teksty pisemne przeznaczone do obiegu w dyskursie biznesowym skierowane do różnych grup 
odbiorczych, zredagowane w języku polskim lub obcym z wykorzystaniem różnych środków językowych, stylowych i 
technik komunikacyjnych

K_U06 3

9. Methods of conducting classes
Code Category Name (description)

a05 Lecture methods / expository methods Explanation/clarification
explication involving the derivation of a predetermined theorem from other, already known ones, in the number of steps 
specified by the person teaching the course

b07 Problem-solving methods Activating methods: a case study
a comprehensive description of a phenomenon connected with the selected discipline; reflecting the reality, presenting the 
‘what’, ‘where’ and ‘how’ of the phenomenon, i.e., all of its key aspects to be discussed in class; used as a reproduction, 
presentation, discussion or diagnosis of factors that shape the phenomenon or interact with it; an in-depth qualitative 
analysis and evaluation of a selected phenomenon

c06 Demonstration methods Demonstration-imitation
a presentation of a model way of performing specific activities accompanied by a commentary; it aims at triggering imitation 
activities in an individual or in a group of participants observing the activities of the person teaching the course until the right 
habit is formed through regular exercise; the demonstration-imitation method is combined with a physical practice of 
activities/behaviours

d03 Programmed learning methods Working with another teaching tool
e.g. using websites in any way or according to the rules set by the teacher; or making use of other subject-specific tools

d04 Programmed learning methods Reconstruction / reproduction
proceeding according to the indicated/displayed pattern/model; e.g., the reconstruction of a structure, model, image, etc.

10. Forms of teaching

Code Name Number of 
hours

Assessment of the learning 
outcomes of the module

Learning outcomes of the 
module Methods of conducting classes

MSP1OS-14-
BKB-04_l

laboratory classes 15 course work MSP1OS-14-BK-04_10, 
MSP1OS-14-BK-04_9, 
MSP1OS-14-BKB-04_1, 
MSP1OS-14-BKB-04_11, 
MSP1OS-14-BKB-04_2, 
MSP1OS-14-BKB-04_3, 
MSP1OS-14-BKB-04_4, 
MSP1OS-14-BKB-04_5, 
MSP1OS-14-BKB-04_6, 
MSP1OS-14-BKB-04_7, 

a05, b07, c06, d03, d04
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MSP1OS-14-BKB-04_8

11. The student's work, apart from participation in classes, includes in particular:

Code Category Name (description) Is it part of the 
BUNA?

a03 Preparation for classes Developing practical skills
activities involving the repetition, refinement and consolidation of practical skills, including those 
developed during previous classes or new skills necessary for the implementation of subsequent 
elements of the curriculum (as preparation for class participation)

No

a04 Preparation for classes Consulting materials complementary to those indicated in the syllabus
agreeing on materials complementary to those indicated in the syllabus, supporting the implementation 
of tasks resulting from or necessary for class participation

Yes

a05 Preparation for classes Production/preparation of tools, materials or documentation necessary for class participation
developing, preparing and assessing the usefulness of tools and materials (e.g. aids, scenarios, 
research tools, equipment, etc.) to be employed in class or as an aid when preparing for classes

No

b01 Consulting the curriculum and the organization 
of classes

Getting acquainted with the syllabus content
reading through the syllabus and getting acquainted with its content

Yes

b02 Consulting the curriculum and the organization 
of classes

Verification / adjustment / discussion of syllabus provisions
consulting the content of the syllabus, possibly in the presence of the year tutor or members of the 
class group, and, if necessary, reassessing the provisions concerning special conditions for class 
participation, e.g., space and time requirements, technical and other requirements, including conditions 
for participation in classes outside the walls of the university, classes organized in blocks, organized 
online, etc.

Yes

c01 Preparation for verification of learning outcomes Determining the stages of task implementation contributing to the verification of learning 
outcomes
devising a task implementation strategy embracing the division of content, the range of activities, 
implementation time and/or the method(s) of obtaining the necessary materials and tools, etc.

Yes

c02 Preparation for verification of learning outcomes Studying the literature used in and the materials produced in class
exploring the studied content, inquiring, considering, assimilating, interpreting it, or organizing 
knowledge obtained from the literature, documentation, instructions, scenarios, etc., used in class as 
well as from the notes or other materials/artifacts made in class

No

c03 Preparation for verification of learning outcomes Implementation of an individual or group assignment necessary for course/phase/
examination completion
a set of activities aimed at performing an assigned task, to be executed out of class, as an obligatory 
phase/element of the verification of the learning outcomes assigned to the course

No

d01 Consulting the results of the verification of 
learning outcomes

Analysis of the corrective feedback provided by the academic teacher on the results of the 
verification of learning outcomes
reading through the academic teacher’s comments, assessments and opinions on the implementation 
of the task aimed at checking the level of the achieved learning outcomes

Yes

d02 Consulting the results of the verification of 
learning outcomes

Development of a corrective action plan as well as supplementary/corrective tasks
reviewing and selecting tasks and activities enabling the elimination of errors indicated by the academic 
teacher, their verification or correction resulting in completing the task with at least the minimum 
passing grade

Yes

Information on the details of the module implementation in a given academic year can be found in the syllabus available in the USOS system: https://usosweb.us.edu.pl.

https://usosweb.us.edu.pl
https://usosweb.us.edu.pl

