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Ilepeyens muIaHUpyeMbIX pe3yJIbTATOB 00y4YeHHs M0 JMCHUILINHE (MOAYJIIO),

COOTHECCHHBLIX C INIAHUPYEMBIMH pPE3yJIbTaTaMU 06pa30BaTeJ’[LHOﬁ NnmporpaMmmbl

Tabmuua 1 — KomnereHuy u MHIUKATOPBI UX TOCTHKCHUS

KOI[ 1 HAMMCHOBAHUE KOMIICTCHIIUU

NHaukaTopsl TOCTHKEHUS

VYHuBepcanbHble KOMIIETEHIIUU
YK-4. YK-4.1
CrniocobeH IpUMEHSITh COBPEMEHHBIC JleMoHCTpHUpYyeT yMeHUE BECTH OOMEH J1el0BOM

KOMMYHUKATUBHBIEC TEXHOJIOTHUH, B TOM | HH(POpMAIIUEH B YCTHOM U MUChbMEHHOU (opmax HE
YHUCJIe Ha THOCTPAHHOM(BIX) sI3bIKe(aX), | MEHEE YeM Ha OJTHOM WHOCTPAHHOM SI3BIKE

IUTSL aKaJIEMUYECKOTO U
1poheCCUOHAIBHOTO B3aUMOICHCTBUS

Tabmura 2 — [Mactopt (oH/1a OIIEHOYHBIX CPEICTB

Kontposmpyemsie ®opmupyemasi | HaumenoBanue
pasaeJibl (TeMbl) KOMIIETEHIIM A OI[CHOYHOI'0 IMoxa3zaTenu oeHKH
AUCHMILINHBI cpeacTBa

VK-4 TecroBbie Pemenue tecra

O6menne no tenedoHy 3aJIaHus
JlemoBoe MUCbMO, BHIbI YK-4 TecToBBIE Penrenue Tecta

JIEJIOBBIX MTUCEM 3a1aHus
CocraBnienust pakcoBOTO U YK-4 TecToBbie Pemenue tecra

AJIEKTPOHHOTO COOOIICHUSI 3a1aHus
YK-4 TecToBbie Pemenue tecra

TpynoycTpoiicTBO 3a1aHus
YK-4 TecroBbie Pemenue tecra

JlenoBas BcTpeya 3a1aHus
YK-4 TecroBbie Pemienue tecra

[TeperoBopsl 3a1aHus
Pexnama YK-4 TecroBbie Pemenue tecra

3a1aHus
YK-4 TecToBbIE Pemenue Tecta

JlenoBasi TUKA U STUKET 3a1aHus
3auer (ouyHas, 3a04yHas YK-4 TecroBbie Pemenue Tecta

dbopma 0OyueHus) 3alaHus

1 Mertoanyeckue MaTepHaJbl, ONpeaAesole NPpouelypbl OLeHUBAHUS 3HAHMIA,

YMEHHUIi, HABBIKOB M (MJIH) ONBITA /1€
(¢opmupoBaHus KOMIIETEHUMH

Metoauueckue MaTepuaibl, OMIPCACIIIIOINE TPOUCAYPhl OLICHUBAHUA 3HaHPII>i, YMeHHﬁ,
HaBBIKOB U (I/IJ'II/I) OIIbITa OCATCIBHOCTH, MPCACTABIICHBI B BHJIC TEXHOJIOTUYECKOM KapThI

JUCIMILINHBI (Tabauna 3).

Tabnuua 3 — TexHoNMOrMUeCcKas KapTa

SITEJILHOCTH, XapaKTePU3YOIIHe MPoIece




HaumeHoBaHue Cpoku IIkana Kpurepun
OLIECHOYHOI'0 CPe/ICTBA BBINOJTHEHH S OlleHUBAHUS OlleHUBAHMS
Ilpomesccymounana ammecmayus 6 popme «3auema» (011 04HOU U 3A04UHOU POPMbL
o0yuenus)
TecToBbie 3agaHus B teuernnn | or 0 mo 5 | 3auer/Hesauer
00y4eHust no | 6ayIoB
JICITUTUINHE
HUTOT'O: - ____ OamioB -

Kputepuu oneHkn pe3yjbTaToB 00y4eHHs 110 M CHMILJIMHE:
[ToporoBelii (MUHIMAIBHBIN) YPOBEHB JIJIsI aTTECTAIlH B (hopme
3aueta — 75 % OT MakCHUMaJIbHO BO3MOHON CyMMBbI 0ajljioB

3aueT BBICTABJISETCS IIPU cAaue CTYACHTOM BCEX TECTOBBIX 3a/laHUM

HaunmeHoBaHue Cpoknu IIkana Kpurepun
OLIEHOYHOI'0 CpeicTBa BbIIIOJIHEHUS OLICHUBAHUSA OLICHHUBAHMSA

Ilpomesccymounan ammecmauus 6 popme «Ik3amen» (011 3a04HOI hopmbl 00yueHU)

HTtorosriii Tect Brmomaenne B|or 0 pmo 10 | Ouenka ot 2 1o
TEYECHHUU oasioB mo | 5

o0yueHus 10 | KpUTEPHSIM
IUCHMUIUINHE U
3aluTa

HUTOTIO: - ____bamios -

Kputepuu oneHku pe3yibTaToB 00y4eHHs 110 AMCHMILJIMHE:

0 — 64 % oOT MakCUMaJbHO BO3MOXKHOW CYMMBI OalsIoOB — «HEYIOBJIETBOPUTEIHHO
(HeIOCTaTOYHBIN YPOBEHD ISl IPOMEXKYTOUHOM aTTecTally M0 AUCHHUILIINHE);

65 — 74 % OT MakCUMallbHO BO3MOXXHOW CYMMBbI OallJIoOB — «YyIOBJIETBOPUTEIILHO)
(moporoBbIf (MUHUMAJIbHBIN) YPOBEHB);

75 — 84 % OT MakCHUMaJIbHO BO3MOXHOW CYyMMBI 0aJlJIOB — «XOPOLIO» (CPEAHUN YPOBEHB);
85 — 100 % ot MakcuMaJIbHO BO3MOKHON CYMMBI OQJIJIOB — «OTIUYHOY

(BbICOKHUH (MaKCHUMAaJIbHBIN) YPOBEHb)

2 TunoBble KOHTPOJIbHbIE 32JaHUA HUJIM HHbIE MAaTepHaJbl, He00X0IUMbIE J1JIs1
OLIEHKHU 3HAHUI, YMEHN I, HABBIKOB U (MJIM) ONbITA 1eATEILHOCTH
XapakTepusymouue npouecc ¢GopMuUpoBaHUs KOMIIETEHUHI B X0/1e 0CBOEHUSI
00pa3oBaTeJIbHOM MPOrPaMMBbI

2.1 3apanus 11 TeKyLIero KOHTPOJIsl yCleBaeMOCTH

OIEHOYHOE CPEJACTBO
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(mecmupoeanue)

1. ConocTraBbTe aHITIMHCKHE H PYCCKHE IKBUBAJICHTHI.

. IEJIOBOE MHUCHMO

. 3aKITIOYMTENbHAs (hpa3a BEKIUBOCTU
. aJJpec OTIIPaBUTEIIA

. [Ianka nucbma

. IPUBETCTBUE

. IMS U aJIpec MoJrydaTesst

. COJIOKHPOBAHHBIN CTHIIh

. yKa3aHUe Ha TEMY NMHCbMa

. IO/ITIUCH

10. ykazaHue Ha pacChUIKY KOTIHIA

11. 1OMKHOCTH OTIIPABUTEIS

12. npunoxeHue

13. ums otnpaBuUTENs

14. cTpykTypa nucbma

15. OCHOBHOM TEKCT

16. npyxxeckoe mucpMo

17. ykazaHne Ha KOHKPETHOE MHChbMO

O 0 JN DN W~

a. informal letter

b. layout

C. writer’s address

d. reader’s name and addre
e. block style

f. greeting

g. formal business letter
h. carbon copy (c\c)

I. subject heading

J. body

k. complimentary close
. signature

m. writer’s name

n. attention

0. letterhead

p. enclosure

g. writer’s title

2. Kakue yacTu nmucbMa COOTBETCTBYIOT €ro 0JI0KaMm.

1. Re: Single room reservartion
2. Enc: 2 pages
3. I look forward to hearing from you.
Yours sincerely,
Sam Brown
Sam Brown
Purchasing Manager
5. Clothco Plc.
261 Whitesea Drive
Birmingham, BG 9218 GB
. We are writing to confim ...
. 24 May, 20—
. Dear Sir/Madam,
. Sales Manager
Woolhouse Ltd.
209 Oak Road
Oxford, OD 27 18L

4.

©O© 00 ~ND

a. reference line
b. reader’s address
. sender’s address

d. boby of the letter

e. enclosures

f. greeting

g. complimentary close
h. signature block

. date

3. CooTHecHTE YaCTH OTHOTO MPeAT0KEHHS.

1. Following your advertisement in the
“Daily Express”...
2. Please find enclosed...

3. We regret to inform you that...

4. We look forward to...

a. a copy of our brochure and price
list.

b. doing business with you in the
near future.

c. I am writing to apply for the
position of .

d. your order will be one week late.

4. CooTHeCHTe YacTH OHOTO0 NMPeT0KeHHUS.

1. We acknowledge receipt of...
2. Please sincere
apologies...

3. I am writing...

4. Should you require any further
information...

accept our

a. for the inconvenience you have
been caused.
b. your letter dated 12" January 20---

c. please do not hesitate to contact us.
d. to enquire about your range of
software.
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5. CooTHecUTE YaCTH OJTHOTO MPeEAT0KEHHS.
1. We would be grateful if you
could...
2. We would be very interested in
receiving...
3. I would like to reserve...
4. Should you be interested...

Smith.

a. a visit from your salesman.
b. a double room in the name of

c. in discussing the matter further...
d. send us a quotation for 20 items.

6. CooTHecuTe JIEBYIO U MIPABYI0 YaCTh NUCbMa, MOAXOAsIIMeE APYT APYryY MO

CMBICJTY.
Beginnings

1. | am writing in response to your

advertisement in yesterdays Daily Scope

concerning a vacancy in your sales department.

2. I am writing in reply to your letter
requesting information about our products.

3. 1 am writing in my capacity as chairman of
the residents association to draw your attention
to the problem of excessive noise levels in our
neighborhood.

4. | am writing to request permission to use the
company premises for a meeting which will be
held during the holidays.

5. 1 am writing to apologise for the changes in
the schedule for the seminar on direct selling.

Endings
a. We feel confident that
something in our range th

requirements and look forwa
your order.

b. I hope that these changes H
too much inconvenience and th
attend our forthcoming seminar
c. | am available for an intervie
between 9 am and 5 pm, and |
meeting you in person to discus
of my employment.
d. We trust you will give th
urgent consideration and lo
receiving any suggestions you
help overcome the problem.

e. We would be extremely grat
able to allow us to use the f
duration of our meeting.
anticipation of your kind coope

7. BbiOepure cooTBeTcTBYIOIINME (hpa3bl U3 MPABOii KOJOHKH, MOAXOAsIIINE K

onpeacJeHHbIM BUAaM /1€JI0BOIo mucbma.
1. letter of complaint
2. letter of confirmation
3. letter of offer
4. letter of request

a. Unfortunately, we have not yet received...
b. We will be glad to know...

c. I am writing to confirm the details of...

d. In reply we have pleasure in offering you...

5. letter of apology
6. letter of inquiry

e. We would be grateful if you could arrange...
f. Please inform us by airmail...

g. We must apologise for...

h. I am writing to express my extreme dissatisfa
1. Please accept our sincere apologies for...

j- I wonder if I might ask you for...

k. I thought it would be useful to confirm in wri
l. I am writing in response to your letter request
about...

8. PacmoJio:kure AUAJIOT B MIPAaBUWJIBHOM IMOPsAIKeE.

1. Yes, whenever you wish.

2. Thanks. Is there somewhere we can get some coffee?

3. Good morning. Can | help you?

4. Thanks, that's great. That's a good place to have the stand: lots of people
will pass by, and we can always pop across for a coffee ourselves!

Can we set up the stand now?

Yes, good morning. Er, well, we've come to register for the conference.
I'm Ann Hunter and this is my colleague, Tony Marshall.

oo
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7. Ah, yes. Here are your conference badges and this is your information
pack.

8. Of course...Now, you're with 'General Electric', so your stand is number
35, over there, right by the coffee shop. It should be open by now.

9. PacnosioxkuTe AMAJIOT B MPABUJIBLHOM MOPSI/IKe.

1. Very good, thanks. It’s nearly finished. Do you still work with Leonardo?

2. 1It’s lovely to see you too. How are you?

3. I’d love to! Anyway, I’'m afraid I have to speak to a few more people
before the conference ends, but I’ll email you sometime next week.

4. Excuse me, Javier? It’s John. We met at this conference two years ago.

5. I’m fine, thanks. How about you? How’s your thesis?

6. Of course, no problem. Me too. It was great to see you again. Looking
forward to hearing from you soon.

7. Yes, | do. You must come for dinner with us next time you come to
Belgium.

8. Wow, John! Long time no see. Great to see you again!

10. TIlpouTuTe TEKCT W paccraBbTe pedepupoBaHHe B NPABHJIBHOM
nopsake.
Mechanic works 75 years to break record

An airline worker in the USA has broken the world record for the world's
longest-serving airline mechanic. Azriel Blackman, 91, started work in 1942 at
the age of 16. He has now been working for 75 years. His starting salary was 50
cents an hour. The nonagenarian still works five days a week. He clocks on
before 5am at an American Airlines hangar at JFK International Airport in New
York. His age means his employers prevent him from doing certain tasks for
safety reasons. He is not allowed to scale ladders, drive on the runways and
surrounding areas, or use certain tools. He is responsible for assessing the
maintenance needs of the airplanes that have been parked in the hangars
overnight.

Mr Blackman's record has been recognized for his dedication to his job. His
employer dedicated a plane in his honor at a ceremony at JFK. His signature was
painted in giant letters on the front of one of the airline's Boeing 777 aircraft.
Blackman said: "I'm just honored to be here. I'm proud to be a mechanic." The
91-year-old received a standing ovation from his fellow colleagues and managers
at the ceremony. Reporters asked him about the secret behind his record. He
said: "When you like what you do, it's not work." When asked about retirement,
he said: "That's not up to me. That's up to the man upstairs. The first thing | do
when | get up in the morning is | say 'thank you for another day"."

1. In my opinion, people should respect such old workers. It is very rare
nowadays that people dedicated their lives to one job. We could learn a
lot from such workers, they are very useful.

2. After that, it is reported that Mr. Blackman's record has been recognized

for his dedication to his job and his employer dedicated a plane in his

honor at a ceremony at JFK.

The headline of the text is Mechanic works 75 years to break record.

4. In conclusion, it is pointed out Mr. Blackman doesn’t want to stop
working and thinks that when you love what you do it is not work.

5. We can read in the text that an airline worker in the USA has broken the
world record for the world's longest-serving airline mechanic as he

w
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started work in 1942 at the age of 16 and now he been working for 75
years.

11. IlpoumTaiiTe TeKcT, onpeaejiMTe, KAKHe YTBep:KIeHUS BepHble, KaKkue
HEBCPHLIC U 0 Y€M B TEKCTE HE CKa3aHO.
Helen Keller

Life is not always easy. Sometimes it presents us with serious problems that
make us sad and even depressed. When it comes to this, you may remember the
example of Helen Keller, born in a small American town in 1880.

The illness struck Helen Keller when she was a baby and left her deaf and
blind before she learned to speak. As a child Helen was wild and disobedient.
She seemed not to understand what was going on in the world around her. In
spite of Helen’s illness her parents decided that she should have some education
and started looking for a teacher.

Helen Keller's new life began on a March day in 1887 when she was seven
years old. On that day Anne Mansfield Sullivan, a 20-year-old graduate of the
Perkins School, came to the town to be her teacher. From that day, the two of
them — teacher and pupil — were inseparable.

Miss Sullivan began her first lesson by handing Helen a doll and pressing
“d-0-I-1” into the child's hand. In this way she hoped to teach Helen to connect
objects with letters. Helen quickly learned to form the letters correctly and in the
correct order. In the days that followed, she learned to spell lots of different
words.

Helen Keller was a talented pupil and quickly learnt how to read and write.
She enjoyed reading books written for blind children. In 1890, when she was just
10, she decided to learn to speak. Somehow she had found out that a little deaf-
blind girl in Norway managed to do it.

At first Helen had difficulty with speaking, but with the time and help from
Anne she developed a clear voice. Later, she was able to speak in public for large
crowds which came to her whenever she gave her lectures. There was usually a
storm of applause after her every lecture.

After school Helen went to college and graduated it with honours. She got a
Bachelor of Arts degree. Throughout those years and until her own death in
1936, Anne Sullivan was always by Helen's side. She pressed book after book
and lecture after lecture into her pupil's hand.

One of Helen’s professors was so deeply impressed by her essays in English
that he suggested the girl writing the story of her life. Helen followed the advice
and wrote the book while still at college. It was a cheerful account of how a
young girl was able to live a happy life in spite of her terrible misfortunes. Later
she wrote several books more. In her books and lectures Helen did everything
possible to help and encourage those who were blind. For the rest of her life,
Helen Keller worked for improving education for the blind and deaf.

Helen Keller lived in many different places — Alabama; Cambridge and
Wrentham, Massachusetts; Forest Hills, New York, but perhaps her favorite
residence was the house in Easton, which she called “Arcan Ridge”. She moved
to that white house in 1936, after her beloved teacher's death. And it was “Arcan
Ridge” she called home for the rest of her life. She died in 1968.

1. Helen Keller was born deaf and blind.

2. Helen’s parents found a young teacher for their daughter.
3. First Miss Sullivan taught Helen to count.

4. Helen’s favourite books were about animals and nature.
5. Helen’s lectures were popular.

6. Helen Keller finished college successfully.




7. Helen’s book about her life was translated in many languages.

8. Helen never left her home town.

12. CooTHecure BOIIPOCHI U OTBETHI HA HUX.
1. What are the requirements? Who can apply
for the conference?

2. What do | need to study to apply for the
World Business Dialogue?

3. Are there any scholarships for tickets/ plane
tickets/ accommodation?

4. How do | know if I was accepted to the
World Business Dialogue?

a. Full sponsorships are avai
Creation Labs. How to be elig
the Lab.

b. Students from all over the w
to apply for the World Bus
There are no special requirem
being enrolled as a student in
institution. You will need your
thoughtful answers to ou
questions. If you are a young a
and have already been betweel
on the job you are eligible to
young professional tickets, whi
on right here.

c. Applicants will receive an el
their successful application.
applicants will also receive an
them of their unsuccessful appl
d. Students from any field of s
The conference is not exc
economics students.

13. CooTHecuTe BONPOCHI M OTBETHI HA HUX.
1. When is the closing date for applications?

2. What are possible benefits of attending the
World Business Dialogue?

3. Can recent graduates attend the World
Business Dialogue?

a. Networking with companie
other top students.

Gaining new insights into cur
topics.

Sharing ideas on different topi
views from a multitude of cultu
Learning to apply your knowle
solutions fast.

Finding out how to get into the
university.

b. Yes, provided that only one
by since your graduation (a
Dialogue takes place).

c. There is no deadline for the
However, if you want to get n
formats taking place from

Wednesday, we highly recomm
early as possible. If you do tl
you will also have the chance t
ticket price. We will most |
application phase in early Febry




14. PacnoJso:xuTe 4acTH A€J0BOIo NnuCcbMa B iIpaBUJIbHOM IIOPAAKE.
1. I would like you to replace the item or give me a refund. Please let me know
your decision within 3 days, otherwise, | will be forced to take the matter further.
2. Eldorado Ltd

4 Krasnoarmeisky Avenue

Barnaul 658048

Russia
3. Sincerely yours,
Sergey Lupin
4. | am writing to inform you that yesterday | got my new TV-set, which was
delivered by your delivery service. The package was undamaged so | signed all
the documents and paid the rest of the sum. However, when | unpacked it | found
several scratches on the front panel.
5. May 12, 2019
6. Sergey Lupin

48 Anatolia Street, Apt.5

Barnaul 658000

Russia
7. Dear Sirs,

15. CooTHecHuTe YacTH pe3oMe ¢ UX HA3BAHHEM.
1. Office 10, Windows, Internet, AutoCAd, | a. Education
MATLAB
2. To improve the conservation of our | b. Languages
resources using the skills I have learned and
practiced over the years at the biggest
agricultural improvement company in the
United States.
3. Irina Somova from Manpower Inc. c. Computer Skills
somova_i@mail.ru
+7-962-963-5624
4. Tyler Parkinson d. References
45 Popova Street
Barnaul 656057
Russia
Tel. +7-905-945-6621
E-Mail: parkinson_t@mail.ru
5. 2019-present e. Personal Information
Manpower Inc.
Virtual Agricultural Engineer Recruiter

Work on the internet posting job listings for
Agricultural Engineer aspects.

Work with recruiting metrics.

Use Microsoft office tools in both the
recruitment and agricultural aspect of my
work.

Work with customers (other company
representatives) to create projects.

Present information to managers and
executives in the company.

Work with a team to collaboratively create
a project.

2014-2019
BP America Inc




Agricultural Irrigation Engineer

calculated the soil and water levels required
for the adequate design of irrigation systems.

designed and installed systems.

supervised installation of irrigation and
drainage systems.

coordinated equipment and supplies for
installation.

analyzed soil and water conservation.
6. 2010-2014 f. Professional Experience
University of Georgia, GA
Masters in Agricultural Sciences
7. English, German g. Objective

16. BbiOGepuTe 01MH BapUAHT U3 NMPeIT0KeHHBIX.
Hostess: «Your bag is 3 kilos overweight. You have to pay excess luggage
charge».
Passenger: « ».
1. What? It’s only three kilos!
2. Oh? It’s only three kilos. All right then.
3. You have no right to charge me!
4. d) No, I can’t lift this bag.

17. BoiOepuTe OIMH BAPUAHT U3 NMPEAJI0KeHHbIX.
Attendant: «Good morning. What can I do for you?»
Customer: « ».

1. Fill it up, please. I’'m nearly out of petrol.

2. Fill it up. I’'m in a hurry.

3. Don’t you see I need petrol?

4. Do you have cars here?

18. BoiOepuTe 0IMH BAPUAHT U3 NMPeEAJI0KeHHbIX.
Customer: «A table for two, please».
Receptionist: « ».

1. No way.

2. No free tables here.

3. I’m afraid that’s not possible, sir.

4. 1 can’t do that.

19. K xakoMy By /1€J10BOI0 JOKYMEHTA OTHOCHTCS CJIeIYHOIIUI OTPHIBOK?
On 12 August I ordered 12 copies of Background Music by H. Lowery under my
order number FT 567. On opening the parcel | found that it contained 12 copies
of History of Music by the same author. | trust you will credit my account with
the invoiced value of the returned copies including reimbursement for the
postage cost of $17.90.

1. Inquiry Letter

2. Cover Letter

3. Memo

4. Letter of Complaint

20. K xakomy BHuAy 1€JI0BOT0 JOKYMEHTAa OTHOCHTCS CJICAYIOIMHA OTPBIBOK?
EDUCATION: August 2007 - present: Baltimore Community College,
Baltimore, MD A.A.S. — X-Ray Technologist Program.

1. Resume

2. Memo

3. Advertising letter

4. Inquiry Letter
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21. BoiOepuTe 01MH BAPHAHT U3 NPeII0KeHHbIX.
Receptionist: «Just a moment, please, while | check. You have a reservation for a
three-room suite for tonight»
Guest: « ™
1. What?! I didn’t ask for a suite.
2. D'm afraid there’s been a mistake. I only asked for a single room, not a
suite.
3. You must be kidding me. I don’t need a suite.
4. 1 will book a room here.

22. BoiOepuTe 01MH BAPHAHT U3 NPeJI0KeHHbIX.
Customer: «This soup is cold».
Waiter: « ».

1. I’'m very sorry. I’ll get you another one.

2. Is this my problem?

3. So what?

4. 1don’t know.

23. BoiOepuTe 0AUH BAPMAHT U3 NPeAI0KeHHbIX.
A: «Excuse me. Can I talk to Mr Nolan?»
B: « ».

1. We don’t have such a person.

2. I’mafraid, Mr Nolan is out.

3. Who’s asking?

4. What?

24. K kakomMy BHIY J€JIOBOI0 JOKYMEHTA OTHOCUTCS CJIeAYHIIHA OTPHIBOK?
We are enclosing our September Statement totaling $820. The opening balance
brought forward is the amount left uncovered by the check received from you
against our August statement which totaled $560.

1. Statement

2. Memo

3. Advertising Letter

4. Inquiry Letter

25. K xakomy BHY J1€JI0BOI0 JOKYMEHTA OTHOCUTCS CJIEYIOIMH OTPHIBOK?
All the containers are to be marked on three (3) sides. Each container should bear
the following markings made in indelible paint (in Russian and English).

1. Memo

2. Contract

3. Inquiry Letter

4. Cover Letter

26. K xakomy BHIY 1€JIOBOI0 IOKYMEHTA OTHOCUTCS CJIeAYIOUUH OTPHIBOK?
This is to call your attention to an oversight in your spring advertisement on
overseas travel. You have totally overlooked the entire Mediterranean region.
We hope to receive a corrected brochure at your earliest convenience.

1. Cover Letter

2. Inquiry Letter

3. Memo

4. Letter of Complaint

27. K xakomy BHAY 1€JIOBOT0 JOKYMEHTA OTHOCHTCS CJIeAYIOIIUI OTPbIBOK?
| was very pleased to receive your enquiry of 15 January and enclose our
illustrated catalogue and price list giving the details requested. A full range of
samples has also been sent by separate post.
On regular purchases of quantities of not less than 500 individual items, we
would allow a trade discount of 33%.

1. Advertising Letter
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2. Offer Letter
3. Cover Letter
4. Inquiry Letter

28. BoiOepuTe 01MH BAPHAHT M3 NMpPelJI0KEHHbIX.
Agent: «South-West Airways. Myra Davis speakingy.
Customer: « ».
1. Hi. Would you like to fly to Hong-Kong with me?
2. Look! I want to know how much it costs to fly from Los Angeles to
Hong-Kong.
3. Hi, I need some info about the price of the flight from Los Angeles to
Hong-Kong.
4. Good afternoon. Can you please tell me how much it costs to fly from
Los Angeles to Hong-Kong?

29. BoiOepuTe 0AUH BApMAHT U3 MPeEAI0KeHHbIX.
Agent: «British Railways. Can I help you?»

Customer: « ».
1. Good afternoon. Can you give me the times of fast trains to Edinburgh,
please?

2. Look! I want to know the times of fast trains to Edinburgh.
3. Hi, I need some info about the times of fast trains to Edinburgh.
4. Hi. Can | buy two tickets to this performance?

30. BoiOepuTe 0JMH BAPHAHT U3 MPeIJ10KEHHbIX.
Business partner 1: «tems 2.5 and 2.6 lacked in the consignment of the
equipmenty.
Business partner 2: « ».
1. We apologize for the oversight. It won’t happen again.
2. It’s not our problem.
3. s this our problem?
4. 1 don’t understand your problem.

31. K kakomy BHJY J1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeYIOIIMH OTPIBOK?
We are honored to invite you to participate in our forthcoming conference on old
Gaelic philology to be held October 7-1 — in New York City College’s School of
Linguistics.

1. Contract

2. Letter of Complaint

3. Contract

4. Invitation Letter

32. K kakomy BHIY 1€JIOBOT'0 IOKYMEHTA OTHOCUTCS CJIEAYIOUIUH OTPHIBOK?
We are interested in buying your equipment for producing pet food. Would you
kindly send us more information about this equipment such as price, dates of
delivery, terms of payment, guarantees?

1. Offer Letter

2. Inquiry Letter

3. Cover Letter

4. Advertising Letter

33. BoiOepuTe 01MH BADHAHT U3 NMPeII0KeHHbIX.
Receptionist: «Yes, Mr Brown. A single room with a bath for two nights, is that
right?»
Guest: « ».
1. Can | give you a call?
2. It’s three nights! Remember that!
3. I’'mafraid, not. It’s three nights, from the 11th to the 14th of March.
4. What?! It’s three nights! Cannot you be more attentive?
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34. BoiOepuTe 01MH BAPDHAHT U3 NPeIJI0KeHHbIX.
Director General: «The results of your department are not so good as it was
expected».
Manager: « ».
1. Isthis a joke?
2. Sorry to hear that. We will do our best to improve the situation.
3. Don’t say that!
4. 1t’s your fault!

35. K kakomy BH]Y [1€JI0BOT0 IOKYMEHTA OTHOCUTCS CJIeYIOUIUi OTPBLIBOK?
You will be surprised at how little it costs. For 52 weeks a year your Stenogram
works hard for you, and you can never give it too much to do — all for less than
an average month’s salary for a secretary!

1. Cover Letter

2. Inquiry Letter

3. Advertising Letter

4. Memo

36. K xakomy Buay /1€JI0BOr0 JOKYMEHTAa OTHOCUTCS CJIeTYIOIHii

OTPBIBOK?
| have seen your ad in the Boston Globe of Sunday, February 12, and would like
to order the following weather vane: Model EPC — 18” eagle with arrow, copper,
$34.95.

1. Order Letter

2. Cover Letter

3. Letter of Complaint

4. Contract

37. YoepuTe U3 eNMOYKHU OTHO HEMOAXOAMAIIEe M0 CMbICJTY CJI0BO.
1. manager — office worker — factory worker — executive officer
2. ambitious — inventive — passive — creative
3. increase — boost — rise — fall
4. climb — decrease — fall — drop

38. YoepuTe U3 eMOYKH OTHO HEMOAXOAMAIEee M0 CMbICJTY CJI0BO.
1. produce — design — calculate — manufacture
2. personnel — employees — staff — applicants
3. division — department — bank — section
4. recruit — hire — headhunt — fire

39. YoepuTe U3 HEeNOYKHU OJHO HEMOAXO/sIIIee 0 CMBICIY CJI0BO.
1. businessman — employee — entrepreneur — owner
2. profit — initial capital — equity capital — assets
3. firm — enterprise — company — market
4. profit — loan — income — revenue

40. CoBMecTHTEe TIJAroJ ¢ CyHeCTBHUTEJIbHbIM, YTOObI MOJYy4YHJI0CH
ciaoBocoderanue. Kaxmoe cJ10BO MOKHO HCIIO0JIb30BATh TOJIbKO OJUH pa3.

1.torun a. a partner
2. to charge b. a company
3. to solve C. a price

4. to welcome d. a problem

41. CoBMecTHTE TIJaroj ¢ CYIECTBUTEIbHbIM, YTOObI MOJYYHJIOCH
ciaoBocoderanue. Kaxmoe cJ10BO MOKHO HCIIOJIb30BATh TOJIbKO OJUH pa3.

1. to sign a. a lawyer

2. to reduce b. a document
3. to depend on c. suppliers

4. to consult d. costs
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42. Cnez[ylomne OTPBIBKH B3(ATbBI U3 Pas3jIMYHbBIX [A€JOBBIX IIHCEM.
Onpeue.JmTe, K KaKOMY THUITY OTHOCHUTCH Ka)l(I[blffl U3 OTPBLIBKOB.

1. Cooper Communications would be pleased to welcome you to the
opening of its new premises.

2. Please, would you send to the above address 37 units of product reference
number 37/LK/45006 (brown) and dispatch the invoice to our West
Central office in the usual way.

3. Please, find enclosed my CV and a recent photograph.

4. | am extremely sorry about the incident last week during the visit of your
representative to our offices.

43. O0pa3syiiTe cymecTBUTeIbHbIe W MNpWIaraTejbHble M3 JaHHBIX
rjaroJjos.

Verbs Nouns (activity) Nouns (person)
1. to work
2. to apply
3. to create
4. to export

44. Oo0pa3yiite cyumiecTBUTe/bHble W MNpWIararejbHble M3 JaHHBIX
rJjaaroJjioB.

Verbs Nouns (activity) Nouns (person)
1. to educate
2. to forecast
3. to supply
4. to instruct

45. QOOpa3syiiTe cymecTBUTeJIbHbIE W NpUjiaratejbHble M3 JaHHBIX

rjaroJjos.
Verbs Nouns (activity) Nouns (person)

1.to use

2. to produce

3. to interview

4. to manufacture

46. HanuiuTe TEPMHUH K KasKI0MY U3 oNpe/eseHuii.
1. Someone who pays some of the cost of a concert or sports events.
2. An organization that designs and manages advertising campaigns.
3. A person who doesn’t have a job.
4. A market where goods are sold in large quantities.

47 . HanuiuTe TEPMUH K KAa:KIOMY U3 ONpeae eHHii.
1. Someone, who starts a company, arranges business deals and takes
financial risks in order to make a profit.
2. An amount of money that you borrow from a bank.
3. A person who provides raw materials for the production.
4. Money that you gain by selling things or doing business.

48. HanuuuTe TEPMHH K KasKI0MY U3 onpe/ie/eHHid.
1. Knowledge or skill gained while doing a job.
2. The state of having a paid job.
3. The person who owns a lot of stock in a company.
4. A large board on the outside of a building or at the side of the road, used
for putting advertisements on.

49. HanuuTe TePMHH K Ka:KI0MY U3 onpe/ie/eHHid.
1. A person or an organization that is selling or producing the same things
as you.
2. Product or service that is brought into one country from another.
3. The particular group of people that a product is aimed at.
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4. The money that you pay for borrowing from a bank or the money that
you earn when you keep money in a bank.

50. BoiGepuTe Hauboee moaxoasee CIA0BO.

White Consolidated Industries is one of the three largest appliance
(manufacture / manufacturers / manufacturer) in the United States. Its sales
of $2 billion in 1983 was surpassed only by General Electric and Whirlpool. It
was founded in 1876 to (produce / producer / production) and sell
sewing machines. But its real (expand / expansion / expansive) began
about twenty years ago. It bought 8 dying appliance (divide / division /divisions)
from such big firms as Westinghouse, Ford, GM, and American Motors. The
trouble with these divisions was that they were not efficient enough to meet the
price (compete / competitor / competition). Within a year White has nursed the
patients to (finance / financial / financier) health and transformed them into
money (make / maker / makers). As a result, White has become known as a
strong (compete / competitor / competition).

51. PackpoiiTe cko0OKH, HCNOJIL3YS NOAXOASAILYI0 opMy cJioBa.

A corporation (differ_) from sole (propriet_) and (partner.) in that it has
an (exist_) separate from its (own_). Thus, for instance, a corporation is not
liquidated with every change in (own_). Shares can be sold and bought at any
time, they are (transfer ).

52. PackpoiiTe CKOOKH, HCTIOJIb3YH MOAXOASIY 0 (GOpPMY CJIOBA.

Limited companies have to show their (regist_) number and the address of the
(regist_) office on their stationery. If a company's (finac_) state is good and
it (require_) additional funds, the stockholders may be asked to vote for the
(issu_) of additional shares of common stock. The (decide/s ), however,
must be carefully thought out. If too many shares are (issu_), the basic value of
each share is reduced.

53. BctaBbTe B TeKCT NpeaJoKeHHbIE CJI0BA.
Words to choose from: agreement; choice; contribution; money; profits; risks;
liable; specialized.

Partnership is good for people who feel that they can trust each other to
share the(1)__as well as the advantages of running a business. Because all
the members of a partnership are personally(2) _ for its debts, the(3)__ of
partners requires very careful the thought. A partner should be able to make an
important(4) ___ to running the business in an area which you are unable to
take care of. He may have some(5)  expertise or have important business
contacts to bring in work. He may even be a "sleeping partner" who is doing
little apart from putting some(6) ___in return for a share in the future. To
avoid potential disputes it is advisable to compose a formal partnership(7)

54. BoioepuTe HanbGoee MOAXOASAIIEE CIAOBO.

One of the advantages of a sole (property / proprietor / proprietorship) is
that an (own / owner / ownership) can make (decide / decisions / decisive) quickly
and (decision / decisive / decisively) without having to consult others. And an
individual (property / proprietor / proprietorship), by law, pays fewer taxes than
does a corporation.

55. BbiGepuTe HaubGoee nmoaxoasIee CIA0BO.

As a sole trader, you (decide / decision / decisive) on hiring and firing
(employ / employees / employment), on better ways of (invest / investor /
investment); in fact, you take full (responsible / responsibly / responsibility)
for your business. If the business is (profit / profitable / profitably), you
can enjoy all the advantages of being self-employed.

56. BbiGepuTe Hauboee moaxoasee CJA0BO.
There are disadvantages to this form of business, however. A sole
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(property / proprietor / proprietorship) is (responsible / responsibly
[ responsibility) for all business debts or legal judgments against the
business. If the debts exceed the assets of the business, your (own / owner
/ ownership) (person / personal / personally) assets — home, automobile, savings,
(invests / investors /investments) — can be claimed by (credits
/ creditors). In other words your financial (liable / liability) is unlimited.

57. PackpoiiTe CcKOOKHM H MOCTaBbTE IJ1aroJ B HY:KHYI0 ¢popmy.
1. Service industries (play) a dominant role in Britain's economy.
2. All kinds of equipment and heavy machinery (produce) by machine-
building plants.
3. Britain's chemical enterprises (produce) organic and inorganic chemicals,
plastics and fertilizers.
4. At the present time, high-technology industries (grow) rapidly.

58. PackpoiiTe ckOOKHM U MOCTaBbTE IJIAroJ B HYKHYI0 (popmy.

1. Rich coal and iron deposits (influence) the growth of Britain's economy in
the 19th century.

2. In the early 1990s the British Government (privatise) such major
businesses as British Telecom, British Gas, the non-nuclear electricity
companies, etc.

3. In 1994, over 1.5 million cars (manufacture) in Great Britain, though most
of the automobile plants (belong) to foreign investors.

4. Agriculture-related exports (include) specialised products such as fresh
salmon, Scotch whisky, jams and conserves, tea, beef and lamb.

59. PackpoiiTe ckoOKHM U MOCTaBbTE IJ1aroJ B HY:KHYI0 popmy.

A foreman (be) directly responsive for the shop floor workers. Holders of
this position (may, call) the first level of management in an
organization. The person who (become) the foreman usually (promote)
from within the group of workers. He (receive) increased pay for his extra
responsibilities and (have) greater opportunities for training and promotion.
Through foremen, decisions of management (pass) to the workforce, while ideas
and suggestions from the workforce (transmit) up to the management.

60. PackpoiiTe ckoOKHM U MOCTaBbTE IJ1aroJ B HY:KHYI0 ¢popmy.

An employee may (dismiss) either because he / she (violate) the contract
of employment in some way, or when a fixed term contract (not, renew). If an
employee (dismiss) for no good reason, this might (consider) an unfair dismissal
and the employee can (appeal) to an industrial tribunal. A situation that (result)
when an employee's contract of employment (end) because that job (not,
exist) or (not, need), (call) redundancy. Workers who (make) redundant (have)
a right to receive compensation.

61. BctaBbTe NpaBujbHYI0 (popmy riarosios "be™ uaum "have”.
1. All managers____ responsible for managing human resources.
2. Many firms a personnel department.
3. The goal of this program_ to ensure employee competence.
4. He__ performed his task perfectly.

62. BcraBbTe npaBuJbHYI0 ¢opmy riaarojos "be” nam "have'.

1. There___ three steps in an effective disciplinary program.

2. Penalties to be imposed fairly.

3. All penalties been imposed fairly.

4. Top, or administrative, management complete responsibility for
the whole organization and also the authority to run it. Middle
management__ to do with a lower level of the firm, such as a

department within a division.
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63. Boi0epuTe nmpaBuwibHYI0 (OpMY IJIsl KaKAOro npenioxenus. Kaxnas
(])opMa MOKET UCII0JIB30BaATHCH TOJBLKO OIUH pa3s.
production/produced/productive/product

1. In 1992, China 500 thousand metric tons of rice.

2. The phase encompasses product research and development,
purchase of materials, and manufacturing.

3. ¢. Our is so successful that we are rapidly running out of stock.

64. BoiOepuTe npaBuibHYI0 (popMy M Kaxkaoro mpeaio:xkenus. Kaxnas
(l)OpMa MOKET UCII0JIB30BaTHCH TOJILKO OIUH pas.
distribution/ distributor/ distribute/distributing
1. Factory representatives products to wholesalers and retailers.
2. Moving a truckload of apples from the orchard to the supermarket is an
example of .
3. c. British Leyland is an importer and by trade distribution of
goods

65. BoiOepuTe mpaBWibHYI0 (OpMY IJIsl Ka:KAOro mpenoxenusi. Kaxnas
(l)OpMa MOKET UCII0JIB30BaATHCHA TOJILKO OIUH pas.
selling/sales/ sells/ sale

1. How efficiently a company____ its products will in large measure
determine its success.

2. A company's annual report includes the figures for the current
fiscal year.

3. ¢.Samgot a with one of the top manufacturers.

66. BpiOepuTe mMpaBWIBLHYIO (popMy IJIs1 KaxKI0ro mpeaioxenus. Kaxkias
¢dopma MoKeT MCI0JIb30BATHCH TOJBKO OJIMH Pa3.
profits/profit/profitability/profitable
a. The farm is a highly business.
b. The company explores natural resources to its own .
C. have only slightly increased; therefore we have had to cut further
investment.

67. BoiOepuTe npaBUILHYI0 GOPMY /IJIsl KAJKI0TO MPeII0KeHUsl.
information/ informative/ fulfillment/ fulfill
1. Getting Acquainted with Accounting, by John L. Carey, is a very
book.
2. Many interested parties require specific financial .
3. Before the accountant could become the Financial Director she had to
a number of requirements.

4. People there find in working for a common goal.
68. CooTHecHTe AHIJINICKIE BHIPAMKEHHSI ¢ PyCCKMMH KBHBAJEHTAMHU.
1. business proposal (offer) a. MO3paBUTEIHLHOE MHCHMO
2. cover letter b. nenoBoe mpeoKeHUE
3. letter of congratulation C. PEKOMEH/IATEIbHOE MUCHMO
4. letter of introduction d. conpoBoOANTENHHOE MTHCHMO

69. Bei0epuTe npaBUIbHYIO0 (OopMY IS KAXKIOTO NPEAT0KeHUsI.
record/ records/ research/researcher
1. Bookkeepers business transactions and periodically do a trial to
sec if both sides of an account match.
2. Accountants analyze financial and decide how to present them.
3. Defining the problem is often the hardest step in the process.
4. When the problem has been carefully defined, the sets objectives.
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70. Boi0epuTe npaBUIbLHYIO opMY IS KAXKIOT0 NPeAT0KeHUsl.
standards/ has standardized/ standard

1. There are some procedures for recording financial data.

2. The computer department its procedures for storing and
retrieving data.

3. c. The North Sea oil contributed in of living in Britain.

71. 3ameHuTe BBIJACJICHHBIC TCPMHUHBI CJIOBAMU, YKA3AaHHBIMHA HHUZKE:
acquire, utilizes, expect, capital
1. The management is still searching for the (money) necessary to purchase
equipment.
2. The managers (anticipate) that the company will grow in the nearest
future.
3. In making investments, a financial manager (uses) a wide variety of
information provided by all departments of the company.
4. A company needs sufficient funds to (obtain) necessary assets, such as
property, buildings, and inventories.

72. 3ameHnure BBIJACJICHHBIC TEPMUHBI CJIOBAMH, YKA3AHHBIMHA HHUZKE:
primary, arrangement, last, repaid
1. One of the (chief) elements in financial planning is achieving the correct
balance between long-term and short-term capital.
2. When a company wants to expand, one (factor) that always affects this
decision is cost.
3. When an individual borrows money from a bank, this money must
be (paid back) by a specific date.
4. In general, a business that is able to manage its finances successfully
will (continue) to exist.

73. 3anoJIHUTE NMPONMYCKHU BbIAeJeHHBIMHU CJI0OBAMMU
money, value, purchase, investments, evaluated, priced

Comparing international , like comparing apples and oranges, can
be a difficult task. How can an investment in Japanese stocks be compared to the
____of impressionist pictures? Just as an apple or an orange can be __ according
to its weight, an international investment can be according to its total
return, the total increase in value plus and dividends or other payments. In this
way, all investment instruments can be compared and evaluated by vyield: their
percentage increase in over a given period of time. Inflation also has to
be considered. Money is worth only what it will buy in goods and services. If
prices rise, loses its value.

74. BoiOepuTe NpaBUIbLHYIO (POPMY AJIl KAKI0T0 MPeIJI0KeHHs.
considerations/ considered/ considerable
1. A company must raise a amount of capital in order to purchase
these assets.
2. One of the primary when going into business is money.
3. c¢. Before buying his new video, David every factor.

75. Boi0epuTe npaBHIbHYIO0 (opMYy IS KAXKIOTO NPeAT0KeHUs].
utilizes/ utilization/ utilizing

1. Finance is securing and capital to start up, operate, and expand a
company
2. A company short-term capital to pay for items that last a relatively

short period of time.
3. c. Every company needs proper funds
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76. Boi0epuTe NnpaBUIbLHYIO GopMY IS KAXKIOT0 NPeAT0KeHUsl.
investment/ to invest/ invested
1. Management decided $ 10,000 in research & development.
2. Although he had researched the market carefully, he took a loss on his

3. c¢. A stockholder's funds are usually not tax-deductible.

77. BbiOepyuTe NpaBMIILHYIO (POPMY A/l KAKIOT0 MPeIJI0KeHH.
acquisition/ to acquire/ acquired

1. There are numerous ways for a business capital.
2. The of funds is an important aspect of financial management.
3. c¢. The ability to operate the computer is an skill.

78. Boi0epuTe NpaBUIBLHYIO GOpMY IS KAKIOTO MPeII0KeHHs.
finance/ is financed/ financial

1. The management decisions affect the success of a company.
2. Most students' education by their parents.
3. c¢. There are many job opportunities for individuals who major in the field
of :
79. CooTHecuTe aHI/IMiicKHE BHIPAKEHHsI C PYCCKUMH YKBHBAJEHTAMM.
1. permanent staff a. BpEMEHHBIH mTaT
2. temporary staff b. paboTonaresns, HaHMMATEND
3. employer C. MMOCTOSTHHBIH MITAT
4. employee d. HaeMHBIH PabOTHHK

80. BriOepuTe npaBUIbHYI0 GOPMY U1 KAXKIOT0 MPeAT0KeHUs.
communicated/ communication/ analyzes/ analysis
1. Insects such as ants have a highly effective system of

2. Through signs Mary that she wanted to drink.
3. George carefully___ asituation and suggests solutions.
4. He offers a calm of the situation.
81. CooTHecHTe aHIJIMICKHE BHIPAYKEHHSI ¢ PYCCKMMHU IKBUBAJEHTAMU.
1. a jobseeker a. HaHUMaTh Ha paboTy
2. to hire b. yBosIBbHATE ¢ pabOTHI
3. to fire C. yiiTH/OpoCuTh paboTy
4. to quit d. umymmii pabory

82. HexkoTopble TeMbl HempHeMJIeMbI IJI1 00CY:KIeHHsI B CBEeTCKOM Oeceje.
Ormerbre BapuanT «True», ecim Bbl cuuTaere yrBep:KieHHe BEPHbIM, M
BapuaHT «False», eciin yrBep:kaeHue HeBepHO.

1. Itis common to use small talk when you are waiting in a long line-up.

2. Religion is a "safe" topic when making small talk.

3. It is rude for both children and adults not to make small talk with

strangers.
4. Sport is not a safe topic when making small talk.

83. HekoTopble TeMbl HellpHeMJeMbl /sl 00CY:KIeHHUsI B CBETCKOM Oecefe.
OrMmerbTe BapuaHT «True», ecim Bbl cunTaere yrBeps;KaeHHe BepHbIM, H
BapuaHnT «False», eciin yrBep:kieHue HeBepHO.

1. Politics is a controversial subject according to society.

2. Itis common to discuss the weather in an elevator.

3. Itis rude to interrupt a conversation in order to make small talk.

4. One reason people use small talk is to eliminate an uncomfortable

silence.

84. lomoanute quajor ¢ppazamu (a-f).
a) What’s your job?
b) How do you do?
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c) Where are you from?

d) Have we met before?

e) When did you start?

f) Do you work here full time?

Mr. F.: Hello! (1) ? My name’s John Ferry.

Ms. B.: (2) ? Pleased to meet you. I’'m Julia Bell. (3) ?
Mr. F.: 1 represent Powers Group. I'm the Marketing Assistant.
4) ?

Ms. B.: I work in the office. I’'m an accountant.

Mr. F.: (5) ?

Ms. B.: Yes, | do.

Mr. F.: (6) ?

Ms. B.: Three years ago, after graduating from the college.

85. CoBMmecTHTe 4YacTM NpeNJIOKeHHl M Yy3HaHTe, KaKHX IPHHIUIOB
IleJIOBOﬁ ITUKHU NNPUACPKUBAIOTCH Ou3HeCMeHbI B PAa3HBIX CTpaHaXx.
1. Germany a. - consider professional and technical skills to be very importa
- have a strong sense of authority;
- respect the different positions in the hierarchy of their compg
- clearly define how jobs should be done;
- are very loyal to their companies and expect their subordinate
- are often older than in other countries
2. The United | b. - receive a general education;
States - delegate authority;
- take a practical approach to management;
- have relatively formal relationships at work;
- encourage their employees to work individually;
- believe it is important to continue education and training at
3. Sweden c. - consider social qualities to be as important as education;
- encourage their employees to take an interest in their work;
- pay close attention to the quality of working life;
- do not use much authority as in other countries;
- appreciate low-level decision-making;
- are often women.
4. The United | d. - generally attend business schools;
Kingdom - communicate easily and informally at work;
- admire the qualities of a leader;
- expect everyone to work hard. Individual performance is
initiative is rewarded,;
- have competitive and aggressive attitudes to work;
- often accept innovation and change
e. - have either gained their experience in state-owned ent
competitive self-starters;
- older managers hold technical degrees rather than business @
- work very long hours and expect their subordinates to do so
- are extremely innovative, optimistic and determined;
- are quick to invest in the development of new products, ma
and methods of production and distribution

86. CooTHecuTe aHI/IMiicCKHe BHIPAKEHHsI C PYCCKHMM KBHBAJEHTAMM.

1. order-letter a. MIChMO-pEeKIIaMaIus

2. inquiry letter b. nmuceMo-moaATBEpIK ACHNE
3. claim letter C. MUCHMO-3aITPOC

4. letter of acceptance d. muceMo-3akas
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. CooTHecHuTe aHIIMHCKHE BBIPAKCHUSA C PYCCKUMH 3KBUBAaJCHTAMMU.

1. addressee a. ajpec TmoJryyarens
2. salutation b. mony4arens
3. inside address C. IPUBETCTBUE
4. body of the letter d. TekcT nucrma
88. CooTHecHTe aHIJINICKIE BHIPAMKEHHSI C PYCCKMMHU 3KBHBAJIEHTAMU.
1. recruitment a. KaHauaaT Ha JJ0JDKHOCTH
2. a job interview b. pabora ¢ ucnbITaTeILHBIM CPOKOM
3. an applicant C. HaOOp HOBBIX COTPYIHUKOB
4. work trials d. cobecenoBanue
89. CooTHecHTe AHIJINICKIE BHIPAKEHHSI C PYCCKMMHU 3KBHBAJIEHTAMHU.
1. to establish a business a. OTKPBITH JI€JI0, KOMITAHUI0, OU3HEC
2. to run a business b. 3amecturens
3. to set up a company C. CO3/1aTh, YIPEAUTH KOMITAHUIO
4. deputy d. BecTu neno, ynpasiisTh OM3HECOM

90 Bblﬁepl/lTe HECKOJIbKO BAPDHAHTOB U3 NMPEAJI0KCHHbIX.
Kax M0xHO 00paTuThCs K HECKOJIBKHM aJipecaraM MY>KCKOTo mosia?
1. Dear Sirs,
2. Men,
3. Dear Mr Keenly, Mr Chu, and Mr Tell,
4. Professors,

91. BeiOepuTe OIMH BAPHAHT U3 NPEAJI0KEHHbIX.
Kak nepeoaurcs kmumie | shall be grateful to you?
1. Uckpenne Bam
2. Kny Bamero otBeta
3. Cmacubo 3apanee
4. byny Bam OiarogapeH

92. BbiOepuTe OJMH BAPUAHT U3 MPeII0KEHHbIX.
Kaxkast hopmyna mporaaust moaxoaut K mpueTctBuio Dear Mr White?
1. Yours faithfully,
2. Faithfully yours,
3. Warm wishes,
4. Sincerely,

93. BoiOepuTe 0AMH BAPHAHT U3 MPeII0KEHHbIX.
Kak O6paTI/ITbC}I B JCJIIOBOM IIMCBMEC K T'PYIIIIC KCHIIUHC 663 NEpCUUCIICHUA HUX
UMEH?

1. Dear Mesdames,

2. Dear Ms and Ms,

3. Dear women,

4. Ladies,

94. BpiOepuTe 01MH BAPMAHT U3 MPEAT0KEHHbIX.
Kaxkoe cioBo nponymiero B kimmie | am looking to hearing from you soon?
1. forward

2. font
3. forever
4. for

95. BriGepuTe HeCKOJbKO BAPUAHTOB U3 NMPeEAI0KeHHbIX.
Kaxkue u3 nepeurciieHHbIX KOHCTPYKIIHIA He SIBISIFOTCSI TPAMMaTHYECKU BEPHBIME?
1. Speaking at the situation...
2. She might to extend...
3. Inorder to conduct...
4. Assuming that...
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96. BriOoepuTe HECKOJbKO BAPHAHTOB U3 NPeIJI0KEHHBIX.
Kakue xiuiiie HanucaHbl PaBUIbHO?

1. He would be a tremendous asset...

2. I would like to state an order with...

3. We cordially regret you to join us...

4. 1 believe she will be a positive addition...

97. BoiOepuTe 0IMH BAPHAHT U3 MPeIJI0KEHHbIX.

K kakoii rpynme otHocsitest cokparienust HR, CFO, a/c?
1. coxpaiienus u3 pa3nuuHbIX cep OU3HECA
2. ab0OpeBHAaTyphl HA3BAaHWH OpraHu3auN
3. COKpaIlIcHHs Ha3BaHU MECSIIEB U JHEU HEeIeTn
4. TpaMMaTHYECKHE COKPAIICHHUS

98. BoiOepuTe 0JUH BAPUAHT U3 MPEAT0KeHHbBIX.
B xakom BH€e AeN0BOr0 MUchMa MOKET OBITHL McHoyib3oBaHo kiuire I would like
to order...?

1. B mmceMe-3aKase

2. B IHUCHhME-0JIaroTapHOCTH

3. B pEKJIIaMHOM IHCbME

4. B CONPOBOJUTEIIHEHOM ITHCHME

99. BoiOepuTe 0IMH BAPHAHT U3 MPeIJI0KEHHbIX.
Kaxoii BapuaHT 1aThl SBIISIETCS aMEPUKAHCKUM ?

1. 6 October, 2022

2. 6 October 2022

3. 6, October, 2022

4. October 6, 2022

100. BbiGepuTe HECKOJIbLKO BAPUAHTOB U3 MPeEAI0KeHHbIX.
I'me MoskeT pacrosaratbes ata B TpaJAUIIMOHHOM JIeJIOBOM MHChMeE Ha Oymare?
1. creBa moj axpecoM OTIPaBUTEIS
2. cpa3y nocie oOparieHus
3. [OOJ HOIITHUCKHIO
4. crpaBa IMoJI «IIaroYKOn)

101. BbiOGepuTe 0IUH BAPHAHT U3 MPeII0KeHHBIX.
Kaxk oOparutbcs k kosutere Andrew B JICJIOBOM MUCbME?

1. Andrew,

2. Dear Andrew,
3. Andrew!

4. Hi,

102. BoiOepuTte 011H BAPHAHT U3 NPeEAI0KEHHbIX.
Kakyto ¢pa3zy MOKHO HCNOJIB30BATH sl TOTO, 4YTOOBI COOOIIUTH IJIOXUE
HOBOCTHU?

1. T am happy to inform you...

2. 1 am writing to express my thanks...

3. | regretto inform you..

4. T am writing to express my gratitude...

103. Bri0epuTe 0OAMH BAPUAHT U3 NPEAT0KeHHBIX.
Yro 0003HaYaeT akpoHUM a/c?

1. Oyxrantep
2. TeKyluil cuer
3. 0GaHK

4. 0aHKOBCKHUI cYyeT

104. BriOepuTe 0OAMH BAPUAHT U3 NPEAT0KEHHBIX.
B kakom oOpaiiennu gomyuieHa ommoka?
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Dear,

Sirs,

Dear Ms and Doctor Welt,
. Dr Liss,

PopnpE

105. Bri0epuTe HECKOJIbKO BAPHAHTOB U3 NMPeAI0KeHHbIX.
KaKI/Ie HpOIIIaHI/Iﬂ MO>XKHO HNCIIOJIB30BATh B 0(1)I/ILII/IaJII)HI)IX IIMCbMaxX K
IOJDKHOCTHBIM JIAL[aM?

1. Cordially,

2. Yourstruly,

3. Faithfully yours,

4. Warms wishes,

106. BrioepuTe HECKOJIHLKO BAPHAHTOB U3 MPe/IJI0KeHHBIX.
Kakumu cHHOHMMaMK MOKHO 3aMEHHUTH BhIjeTeHHOe cioBo: | am grateful to you
and your colleagues for the significant rise in sales?

1. outstanding

2. focus
3. prominent
4. present

107. BriOepuTe HECKOJIbKO BAPHAHTOB M3 NMPEAI0KEeHHbIX.
B kakux nuceMax yMeCTHBI COKpAILlEHUs], IPUHATHIE B ONPEAEIEHHON KOMITAHUN?
1. B mepenucke MEXIy KOJIEraMH
2. B JICJIOBBIX MUChMaX Ha OyMa)KHBIX HOCHTEIISIX
3. B 0(UIHATBHBIX JETOBBIX MTUCHMaX
4. B mepenucke, NpeJIHa3HAYeHHOM /JIs1 BHYTPEHHETO MOJIb30BaHU

108. BbiOGepuTe 01UH BAPHAHT U3 NMPeII0KeHHBIX.
Kaxoii BapuaHT aThl SBIISIETCS OpUTAHCKUM/EBPOTICHCKIM?
1. 2010, 8 June
2. June 8, 2010
3. 2010 June 8
4. 8 June 2010

109. BbiGepuTe 01UH BAPHAHT U3 MPeII0KeHHBIX.
Yem resume otiuvaercst ot CV?

1. CV kopoue

2. resume [uIMHHEE

3. OIHO H TO Xe€

4. resume kopoue

110. BbiOGepuTe 0IUH BAPHAHT U3 NMPeEAT0KEHHbIX.
Kakum IIYHKTaM HaJ10 YACIIUTb oco0o0e BHUMaHue?
1. objective and profile
2. education and work experience
3. skills and references
4. personal information and hobbies

111. BriOepuTe OAMH BAPUAHT U3 NPEAT0KEHHBIX.
B kakom nopske nuimercs aapec?
1. HOMep moma, Ha3BaHHME YIUIBI, HOMEpP KBapTUPbI, TOPOJ, MOYTOBBII
UHJIEKC, CTpaHa
2. cTpaHa, ropo/Ji, Ha3BaHUE YIUIIbI, HOMEP J0Ma, HOMEP KBapTHPHI
3. cTpaHa, MOYTOBBIN MHJIEKC, TOPOJI, HA3BAaHHUE YIHUIIBI, HOMEpP JOMa, HOMEP
KBapTUPBI
4. TOYTOBBIN MHJIEKC, CTpaHa, TOPOJ, Ha3BaHUE YIIUIIbI, HOMEp JIOMa, HOMep
KBapTUPBI

112. BriOepuTe 0OAUH BAPUAHT U3 NPEAT0KEHHBIX.
I'ne pacckaszaTh 0 cBOeil MOTUBAIIU?
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kak B CV, Tak u B Cover Letter
B resume

B CV

B Cover Letter

»wne

113. BblﬁepnTe OMH BAPHAHT M3 MPENAI0KEeHHBIX.
B kaxom nopsiike yka3pIBaroTCsl CBEJEHUs 00 00pa3oBaHUN?
1. HayuHas ¢ mepBOro Mecra MoIy4eHUs 00pa30BaHUS B XPOHOJOTHYECKOM
MOPsIZIKE
2. HAYWHAS C CAMOTO MPECTHKHOTO MECTa MOTy4CHUs 00pa30BaHUs
3. HauMHAs C TIEPBOTO MeECTa TOJydeHHs OOpa3oBaHHS B MPSMOM
XPOHOJIOTUYECKOM TOPSIJIKE
4. HauymHasg C TOCIIEHErO0 MeCTa TMOJIydeHHs oOpa3oBaHHs B OOpaTHOM
XPOHOJIOTHYECKOM TOPSIJIKE

114. BoiOepuTe 01MH BAPpUAHT U3 NPeAJI0KEeHHbIX.
Kak moctynuTs, eciin 00pa3oBaHus Majio, a OTbITa MHOTO?
1. cnauana yka3zatb 0Opa3oBaHHE, a 3aTE€M OTIBIT
2. cHayaia yKas3aTh OIIBIT, a 3aTeM 00pa3oBaHue
3. yKa3zaTh TOJILKO 00pa3oBaHHE
4. yKa3aTb TOJBKO OIBIT

115. BoiOepuTe 01MH BApUAHT U3 NpPeJI0KEeHHbIX.
Kaxkas rmaBuas ommOka B OTICAaHUM CBOMX UHTEPECOB?
1. monmpoOHO paccka3arh TOJIBKO 00 OJTHOM YBJICUCHUH
2. He YIOMSHYTb HU OJJHOTO CBOEro X000u
3. pacckazarh 000 BCEX CBOMX X000H
4. BBIKUHYTH 3TOT NYHKT MOJHOCTHIO

116. BbiOGepuTe 0JUH BAPHAHT U3 MPeII0KeHHBIX.
Commercial offer mumercs mst:
1. nanpasisieTcst hpupmMaM ¢ IPEATIOKEHUEM O COTPYIHUIECTBE
2. COJEpXUT OTKa3 B MPEOCTABICHUN HHPOPMAIUH
3. ucnoib3yeTcss B TEpEenHucKe O padoTe, KOorna Bl Ipelyiaraerte CBOIO
KaHIUJATYPy Ha OTKPBITYIO BAaKAHCHIO
4. mwmmercs paboTonaTeseM Ui PUBJICUSHSI HOBBIX KIMEHTOB

117. BoiGepuTe 0JUH BAPHAHT U3 MPeII0KeHHBIX.
Enquiry letter mummercs ms:
1. moka3arb, 4TO BbI TOTOBBI IIPUHSITH MPEJIAaraeMy0 BaM J0DKHOCTh
2. 4TOOBI y3HATh O TOBape, yciayre WM, HalpuUMep, MOUHTEPECOBATHCS
HAJIMYMEM BAaKaHCHI B KOMITAHUU
3. oTmpaBiseTcs B 6Jaro1apHOCTb
4. mnpuriameHus Ha TOPKECTBO

118. BbiOepuTe 0IUH BAPHAHT U3 NMPeII0KeHHBIX.
I'e pacmomnaraercs agpec OTHpaBUTENS?

1. He muIercs coBceM

2. B BEpXHEM JICBOM YTy

3. MO LEHTPY

4. B BepXHEM IPABOM YTy

119. BriOepuTe 0OAMH BAPHAHT U3 NPeAT0KeHHBIX.
I'ne pacnionaraercst aapec noixydaresns?

1. cnpaBa, moja agpecom OTIpaBUTENS

2. creBa, HIDKE aJipeca OTIPaBUTEIS

3. Ha OJJHOHM CTPOKE C aJI[pecoM OTIIPABUTEIS

4. cneBa, HaJl AAPECOM OTIPABUTENS

120. BriOepuTe 0AMH BAPHAHT U3 NPEAT0KEHHBIX.
Kak pacmmgposars AIDA?
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Action, Interest, Desire, Attention
Attitude, Interest, Development, Attention
Attention, Interest, Desire, Action
Attention, Inquiry, Delight, Action

»wne

121. BblﬁepnTe OMH BAPHAHT M3 MPENAI0KEeHHBIX.

Kakoii s3pIK HaJI0 UCIOJIL30BATH JJIsi HATUCAHUS OOBSBIICHUS O paboTe?
1. croXHBIH, C GOJBIINM KOJTHYECTBOM TEPMHUHOB
2. CIIOKHBIH, ¢ OOJBIIIMM KOJTHYECTBOM KPACHUBBIX PEUEBBIX 000POTOB
3. TMpOCTOM M MOHSTHBIN, 0€3 3ayMHBIX (pa3 U TEPMHUHOB
4. Bce paBHO

122. BbiOepuTe 01MH BAPUAHT U3 NPeIJI0KeHHbIX.
Kax oOpamatecs kK MOTEHIIUMATEHOMY PAOOTHHUKY?

1. B 1-m nume

2. BO 2-M JIHIIE

3. B 3-M imie

4. B eIMHCTBEHHOM YHCJIE

123. BriGepuTe HeCKOJIHLKO BAPUAHTOB U3 MPENI0KEHHbIX.
Kakas aOOpeBmaTrypa wMcCHoJib3yercsi IMpPH BJIOXKEHMH B IMHCbMO
JOMOJTHHUTEC/IbHBIX )IOKyMeHTOB?

1. End.
2. Inc.
3. Enc.
4. Encl.

124. BbiGepuTe 0JUH BAPUAHT U3 NMPeII0KeHHBIX.
Kakoe oGparmienue K »eHIIUHE MPUHATO UCIIOJIb30BATh B JIEJIOBOM MHCHME, €CIH
HE MU3BECTHO €€ CEMEITHOE MOJIOKEHUE?

1. Miss

2. Mr

3. Ms

4. Mrs

125. BcraBbTe npaBuiabHyio ¢popmy riaarogos "be™ uaum "have™.

1. You to compensate your workers adequately.

2. Sometimes firing can avoided by transfer to another job.

3. As one person cannot do all jobs, some work and authority to be
delegated from this person to subordinates who lower down the chain
of command. We____ seen that delegation helps to give people more
experience and makes their work more interesting. However, the person
delegating authority to keep overall responsibility for the
deciding.

4. They been hired after detailed interviews.

126. CooTHecuTe aHTJINICKHE BBIPAKEHHN C PYCCKHUMH 3KBHBAJIEHTAMM.
1. joint stock company a. KOMITaHWsI, Y aKIUH KOTUPYIOTCS Ha OUpA
2. unlisted company b. coBmecTHOE npeanpusiTHe
3. listed company C. KOMITaHUsl, Y aKIIUH HE KOTHPYIOTCS Ha 01
4. joint venture d. akiMoHepHas KOMITaHHUS

127. TlepeBeauTe TeKCT M c/AejaiiTe €ro aHHOTAUMIO MO-PYCCKH WJIH MO-
AHTJIMHCKN.

A business letter is a letter from one company to another, or such
organizations and their customers, clients, or other external parties. The overall
style of letter depends on the relationship between the parties concerned.
Business letters can have many types of content, for example to request direct
information or action from another party, to order supplies from a supplier, to
point out a mistake by the letter's recipient, to reply directly to a request, to
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apologize for a wrong, or to convey goodwill. A business letter is sometimes
useful because it produces a permanent written record, and may be taken more
seriously by the recipient than other forms of communication. It is written in
formal language.

128. HepeBeLmTe TEKCT U clle.ﬂaﬁTe €ro AaHHOTAIUK IMO-PYCCKHU W/IA I10-
AHIJIMHCKH.

A cover letter, covering letter, motivation letter, motivational letter, or
a letter of motivation is a letter of introduction attached to or accompanying
another document such as a résumé or a curriculum vitae.

Job seekers frequently send a cover letter along with their curriculum
vitae or applications for employment as a way of introducing themselves to
potential employers and explaining their suitability for the desired
positions. Employers may look for individualized and thoughtfully written cover
letters as one method of screening out applicants who are not sufficiently
interested in their positions and/or lack the necessary basic skills.

129. IlepeBeanTe TEKCT U claejaiiTe ero AHHOTALMIO MO-PYCCKH HWJIM IO-
AHTJIUI CKH.

A letter of recommendation or recommendation letter, also known as
a letter of reference, reference letter, or simply reference, is a document in which
the writer assesses the qualities, characteristics, and capabilities of the person
being recommended in terms of that individual's ability to perform a particular
task or function. Letters of recommendation are typically related
to employment (such a letter may also be called an employment reference or job
reference), admission to institutions of higher education,
or scholarship eligibility. They are usually written by someone who worked with
or taught the person, such as a supervisor, colleague, or teacher.

References may also be required of companies seeking to win contracts,
particularly in the fields of engineering, consultancy, manufacturing, and
construction, and with regard to public procurement and tenders. Reference
letters for organizations are used to assess its ability to deliver the required level
of service.

130. IlepeBeauTe TEKCT W cAeJaAlTEe €r0o AHHOTALUIO MO-PYCCKU MJIM TIO-
AHTJIMHACKH.

The letter of introduction, along with the visiting card, was an important
part of polite social interaction in the 18th and 19th centuries. It remains
important in formal situations, such as an ambassador presenting his or
her credentials (a letter of credence), and in certain business circles.

In general, a person would not interact socially with others unless they had
been properly introduced, whether in person or by letter. A person of lower
social status would request a patron of higher social status to write a letter of
introduction to a third party, also of higher social status than the first person, but
lower than the second person. It was important to observe the niceties
of etiquette in requesting, writing and presenting such letters, in such matters as
the quality of the paper used, and whether it would be delivered unsealed to
allow the requesting party to read it. For example, it was best practice to deliver
a letter of introduction to the intended recipient with a visiting card, to allow the
recipient to reciprocate by calling upon the sender the next day.

131. IlepeBeanTe TEKCT M caeJalTe ero AHHOTAIMIO MO-PYCCKH HWJIM IIO-
AHTJINICKH.

A demand letter, letter of demand, (of payment), or letter before claim, is a
letter stating a legal claim (usually drafted by a lawyer) which makes a demand
for restitution or performance of some obligation, owing to the recipients'
alleged breach of contract, or for a legal wrong. Although demand letters are not
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legally required they are frequently used, especially in contract law, tort law,
and commercial law cases. In some cases, evidence of attempts to settle are
required before a court case will be accepted by the court, and demand letters are
commonly used to fulfill this requirement. For example, if one anticipates a
breach, it is advantageous to send a demand letter asserting that the other side
appears to be in breach and requesting assurances of performances. Demand
letters that are not responded to may constitute admissions by silence. Also, a
demand letter will often generate a denial letter stating the basis for rejecting
your side's claim (such as when the incorrect entity is sued), and is sometimes a
good indication of what defenses will be raised if a suit is brought later.

132. IlepeBeanTe TEKCT W cleJialiTe ero AHHOTALMIO MO-PYCCKH HWJIM II0O-
AHTJIUI CKH.

A letter sent for acknowledgment or recognition or receipt of material or
letter from the other party is called an acknowledgment letter. The
acknowledgment can be of receipt of goods and services, receipt of any other
letter or of general inquiries.

It is usually sent by post or by mail. The letter is also used for replying to
the queries and complaints sent by customers or clients to state and acknowledge
that we have received the communication.

133. IlepeBeaure TEKCT M CAeJAWTE €ro AHHOTALMIO MO-PYCCKH WJIH IO-
AHTJIMHCKH.

As the name suggests, these are types of Business letters that are sent
solely for the purpose of placing orders and they may be sent to wholesalers,
retailers, or a manufacturer.

The order letter includes all the relevant details related to the order such as
invoice or receipt number, product details along with specifications, quantity of
the order, Sales tax number and other details related to the manufacturer and a
figure indicating the total amount of the order.

Depending on the agreed payment terms the payment amount may or may
not be included in with the Order letter.

134. IlepeBeauTe TEKCT W cAeJalTe €ro AHHOTALMUIO MO-PYCCKU MJIM TIO-
AHTJIMHCKMH.

An apology letter is written in order to express regret regarding a certain
matter, which says the acknowledgment of mistake or issue or error along with
an apology. It is a way of showing sincere regret towards the mistake along with
the steps to rectify it or make necessary changes to try and undo the damage.

Apology letter may be issued by the company for the customer or to the
dealer or even to an internal stakeholder.

135. IlepeBegure TEKCT M CAeJAWTEe €ro AHHOTAIMIO MO-PYCCKH WJIH IO-
AHTJIMHCKM.

Complaint letters are the types of Business letters written by one party to
another party or entity to convey dismay about a certain issue. Complaints are
indicators that something has went wrong and that has been indicated by a
formal business letter.

A customer may issue a product complaint letter to address something that
is wrong with the product or to highlight a deficiency in services leading to
dissatisfaction. The complaint letters are short and usually direct in nature,
addressed to the company or person or department in charge.

Sometimes complaint letters may also contain steps to rectify the problem
or expected compensation. A complaint letter is followed by an acknowledgment
letter and then an apology letter, if applicable.

136. IlepeBeanTe TEKCT M CaeJaldTe ero AHHOTALMIO MO-PYCCKH HWJIM II0-
AHIJIMHCKM.
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These types of communication letters are written by senior management to
the junior management for the conveyance of gratitude in order to congratulate
them on a job well done or in order to motivate them.

These are generally considered a positive letter displaying a gesture of
goodwill which motivates the staff for their work. The appreciation letter is also
followed by an appreciation mail and sometimes, with a reward.

137. IlepeBeanTe TEKCT W caeJalTe ero AHHOTALMIO MO-PYCCKH HWJIM II0O-
AHTJINICKH.

These types of business letters are sent for inquiry about certain
information. The primary purpose is to know about something or if someone has
any query which needs to be answered. The inquiry letter is to be kept short and
to the point with directly addressing the inquiry.

The person who asks query is called an inquirer and the inquirer should
make sure to include his address and contact details for the authorities to get
back to them.

138. IlepeBeanTe TeKCT W clejaiiTe ero AHHOTALMIO MO-PYCCKH HWJIM I10-
AHTJIUI CKH.

A professional thank you letter is an important way to let colleagues,
employers, vendors or other business contacts know you value their time or
efforts. Sending a professional thank you letter will build rapport with the
recipient and communicate your intentions for the future. It might be appropriate
to send a thank you letter after someone helps you with a job search, when a
customer makes a purchase, or if a business awards you a contract. You can also
send a formal thank you letter to simply state your general appreciation for
someone.

139. IlepeBeauTe TEKCT W cAeJalTe €ro AHHOTAUUIO MO-PYCCKU MJIM TIO-
AHIJIMHACKM.

An office memorandum or business memo is a short yet formal document
used for communication between the business and its employees. Effective
memos are brief and easy to navigate. The document is primarily for internal use,
such as an announcement regarding changes to personnel within an organization
or updates on company gatherings.

140. IlepeBeauTe TEKCT W cAeJaAHTEe €ro AHHOTANUIO MO-PYCCKU MJIM TI0-
AHTJIMHCKM.

A welcome letter is a formal way of introducing a company or employee
and provides basic information to the recipient. For example, while a new
employee welcome letter provides employees with the information to help them
better prepare for their first day of work, a new customer welcome letter thanks
the customer for their business and provides them with an overview of the
company. Overall, these letters use a welcoming tone to help establish a greater
working relationship.
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