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IlepeyeHb NIAHNPYEMBbIX Pe3yJbTATOB 00YYeHHS M0 TUCUHUILIMHE (MOIYJIIO0),

COOTHECEHHBIX C IVIAHNPYEMBbIMH Pe3y/JIbTATAMH 00pa30BaTeJIbHOM MPOrpaMMBbl

Tabmuua 1 — KomnereHy 1 MHIUKATOPHI UX JTOCTUKECHUS

Kon n HaumeHoBaHue WNHukatopsl [Inanupyemslie pe3ysibTaThl
KOMIIETCHIIMH JOCTHKEHUS 00y4yeHHMsI 10 TUCLUIUIMHE
YHuBepcalbHblE KOMIIETEHIIUU
YK-4. VYK-4.1 Beibupaet npuHIHIIBI TIOCTPOEHUS YCTHOTO U
CriocobeH puMeHsITh IIMCbMEHHOTO BBICKA3bIBaHUS HA PyCCKOM U HHOCTPaHHOM
COBPEMEHHBIE A3BIKAX; IIPaBUJIa U 3aKOHOMEPHOCTHU JEI0BOM YCTHOU U
KOMMYHHUKaTHBHbBIE IIMCbMEHHOW KOMMYHHKALUH.

TEXHOJIOTHH, B TOM YHUCJIC Ha
WHOCTPaHHOM(BIX ) sI3bIKE(ax),
JUTSI aKaJIEMHUYECKOTO U
npodeccuoHaIbHOTO
B3aMMOJICVCTBHUS

VK-5.

CriocobeH aHamM3upoBaTh U
YUYHUTHIBAaTh pa3HOOOpasue
KYJBTYp B IIpOLEcCe
MEKKYJIbTYPHOT'O
B3aMMOJICVCTBHUS

VYK-5.2 M3naraet rpaMOTHO U JOCTYITHO
podecCHOHATEHYIO HHPOPMAITUIO B TIPOIECCE
MEXKYJIBTYPHOTO B3aUMOICHCTBHSI.

Tabmuma 2 — [TacmopT ¢oHIa OIEHOYHBIX CPEICTB

Kountposmpyemsie ®opmupyemass | HammenoBanue
pa3aeibl (TeMbl) KOMIIE€TeHI[US OILIEHOYHOTI0 IMoka3aTeu OleHKH
T CITUATLINHbBI cpecTBa
VK-4.1, YK-5.2 | TecroBeie CocraBnenune
[Tpuém Ha paboTty 3aaHus CUCTEMAaTHU3UPOBAHHOTO
CIINCKA HCIIOJB30BAHHBIX
HMCTOYHUKOB, pelieHue
TecTa
JenoBas nepenucka VK-4.1, YK-5.2 | Koncnexr, Ecte/Her, pemenue Tecta
TECTOBBIC
3aaHus
Busut 3apy0exHbix VK-4.1, YK-5.2 | KoHcmekr, Ecth/HeT, 00beM 3HAHUM
MapTHEPOB cobecenoBanue, | 1O JAaHHOW TeMe, pEIICHUE
TECTOBBIC TecTa
3aaHus
VK-4.1, YK-5.2 | KoHcmekr, Ectp/HeT, 00beM 3HAHUMH
Cogernianusi, IePeroBOPHI coOeceoBaHne, | IO JJAHHOW TeMe, pEIICHUE
TECTOBBIC TecTa
3a1aHus
VK-4.1, YK-5.2 | KoHcnekr, Ectp/HET, 00bEM 3HAHUM
JlenoBoil KOHTPAKT cobecenoBanue, | 1O JAaHHOW TeMe, peIeHUE
TECTOBBIC TecTa
3a1aHus
JlemoBoii ATHKET VK-4.1, YK-5.2 | KoHcnekr, Ectb/HET, 00beM 3HAHUM
coOeceloBaHNe, | O JAHHOW TeMe, pelIeHue




TECTOBBIE TecTa
3aJaHus
3auér ¢ omenkor (1| YK-4.1, YK-5.2 | Urorosoe Pemenue tecra
CEMECT)) TECTUPOBAHUE

1 Mertoanueckue MaTepuaJibl, ONpeaesolue NpoueIypbl OLeHUBAHUS 3HAHM,
YMeHH, HABBIKOB U (MJIM) ONbITA AeSITEJIbHOCTH, XapAKTEPU3YIOLIHME MPOLece
¢GopMupoBaHusI KOMIIETEHIM A

MCTO,Z[I/ILIGCKI/IG MaTC€pHralibl, OMPEACTIAIOMHNE TPOUCAYPbl OLCHUBAHUSA 3HaHPII>i, yMeHHI;'I,
HaBBIKOB H (I/IJII/I) OmbITa ACATCIBHOCTH, MNPCACTABJICHBI B BHUIC TEXHOJIOTHYCCKOM KapThIl

JUCHHIUTHHEI (Tabnuna 3).

Ta6muma 3 — TexHoyornueckas Kapra

HaumenoBanue
OLIEHOYHOI0 CpeACTBA

Cpokn
BBINOJIHEHUSI

Mlxkana
OLICHMBAHUSA

Kpurepun
OLICHUBAHMSA

Ilpomesrcymounaa ammecmavusn 6 popme «3auém c oyenkoi» (011 3a04Hou opmul

00yuenus)
HroroBoe TectupoBaHue 1 or 0 pgo 10 | Ouenka ot 2 o
0aioB mo | 5
KPUTEPUSIM
HUTOTI'O: - ____OamioB -

2 TunoBble KOHTPOJIbHBIE 3aJaHNS U HHbIE MAaTePUAJIbl, HeO0X0IUMBIE JJIs1
OLICHKHU 3HAHMIi, YMeHMii, HABBIKOB U (/1) ONbITA AeATeJIbHOCTH
XapakTepu3youme npouecc popMHPOBaHUS KOMIIETEHIU B X0/1e 0CBOEHHA
o0pa3oBaTeIbHOM MPOrpaMMBbl

2.1 3apanus 1J1s TEKYLero KOHTPOJIS ycIeBaeMOoCTH

1. He's the most difficult customer
a) | never dealt with

b) I never had to deal with

c) I've ever had to deal with

d) I've never had to deal with

TecroBble 3a1aHusA
1. O6pa3eln JeKCUKO-TPaMMaTUYECKOTO TECTA!
BriOepuTe npaBuiIbHBINA BapUaHT OTBETA!

2. a binding contract last year and it is still valid.

a) We have signed
b) We signed

c) We haven't signed
d) We have sign
3. Sales

a) rised, falled

b) rose, fell

in 1995 but then in 1996.




¢) have risen, have fallen

d) rose, have fallen

4. | like it here because the company IS to encourage people to use their initiative.

a) officer

b) managers

c) culture

5. My name is Daniel Bertolino and I’'m a software developer. In our department, we dress

a) casualty
b) causally
c) casually

2. O6pazer pedeprpoBaHUS TEKCTA HA aHTIIMHCKOM SI3bIKE JIETIOBON U MPOPECCHOHATBHON
HaIIpaBJICHHOCTHU!
Texer:
ECONOMIC SYSTEMS
Economic systems are usually defined as either capitalist, socialist or mixed. However it is
possible to classify economic systems according to the method of resource allocation and control
(market economy or command economy) and to the type of property ownership (private
ownership or public ownership).
The ownership of factors of production can be viewed as a continuum from complete private
ownership at one end to complete public ownership at the other. In reality, no country belongs
wholly at one end or the other. For example, the United States of America is considered to be the
prime example of private enterprise, yet the government owns some factors of production and
actively produces in such sectors of the economy as education, the military, the postal service
and certain utilities.
Market Economy
In market economy, two societal units are very important: the individual and the firm.
Individuals own resources and consume products, while firms use resources and produce
products. The market mechanism involves an interaction of price, quantity, supply, and demand
of resources and products.
The key factors that make the market economy work are consumer sovereignty and the freedom
of the enterprise to operate the market. As long as both units are free to make decisions, the
interplay of supply and demand should ensure proper allocation.
The market economy has been highly successful in most industrial countries.
Centrally Planned Economies
In centrally planned economies the government tries to harmonize the activities of the different
economic sectors. In the extreme form of central command, goals are set for every enterprise in
the country and must be followed. The government determines how much is produced, by whom
and for whom.
Mixed Economies
By definition, no economy is purely market determined or centrally planned. In practice,
however, mixed economies generally have a higher degree of government intervention and a
greater degree of reliance on market forces. Government intervention can be regarded in two
ways: actual government ownership of means of production and government influence in
economic decision making.
PedepupoBanue tekcra:
ECONOMIC SYSTEMS
The text under the title "Economic Systems" gives the classification of economic systems
according to the method of resource allocation and control. Thus we can speak of market
economy, centrally planned economy and mixed economies.
Let us characterize each of the given types.



The author emphasizes that in the market economy two societal units are very important: the
individual and the firm. Individuals own resources and consume products and firms use
resources and produce products. It is very important that the market mechanism involves an
interaction of price, quantity, supply, and demand of resources and products.

It is necessary to mention that for the market economy two things are of great importance. These
are consumer sovereignty and the freedom of the enterprise to operate in the market.

The next type of economy which is characterized in the text is centrally planned or command
economy. All the key problems of the country’s economy are determined by the government:
how much is produced, by whom and for whom.

There are also mixed economies, because it is very difficult to find a pure type. The author notes
that in practice mixed economies have a higher degree of government intervention and a greater
degree of reliance on market forces.

In conclusion, we can say that the given classification of the types of economies has proved its
right to existence. We can find examples of such types in practice. And in reality it is possible to
trace features of different types of economies mixed together.

3. OOpa3zel HeaganTHPOBAHHOTO TEKCTA ACIIOBON U PO(ECCHOHATLHON HATPABICHHOCTH JIJIs
IMUCBbMCHHOI'O IICPCBOIA C AHTJIMICKOrO SI3bIKa HA pYCCKI/Iﬁ SA3BIK CO CJIOBApPEM:
KEY TRAITS OF SUCCESSFUL LEADERS

Over the past several years, one of the most important contributions psychology has made to the
field of business has been in determining the key traits of acknowledged leaders. Psychological
tests have been used to determine what characteristics are most commonly noted among
successful leaders. This list of characteristics can be used for developmental purposes to help
managers gain insight and develop their leadership skills.

The increasing rate of change in the business environment is a major factor in this new emphasis
on leadership. Whereas in the past, managers were expected to maintain the status quo in order
to move ahead, new forces in the marketplace have made it necessary to expand this narrow
focus. The new leaders of tomorrow are visionary. They are both learners and teachers. Not only
do they foresee paradigm changes in society, but they also have a strong sense of ethics and
work to build integrity in their organizations.

4. Obpa3zel] MMCbMEHHOTO NEPEBOIa aHHOTAIIMK HAYYHOM CTaThU AETIOBOM U MpodeccnoHaIbHON
HAMPABJIEHHOCTU C PYCCKOTO SI3bIKA HA AHTJIMHUCKUN CO CIIOBAPEM:
OCHOBHBIE BOITPOCHI YITIPABJIEHWMA I/IHHOBAHI/IOHHOPI AEATEJIBHOCTBIO
[TPOMBIIIJIEHHBIX HPEI[HPHHTI/IPI
OxapaKTepH30BaHa CYLICCTBYIOIIAA CUTYyalUsd HHHOBaHHOHHOﬁ AKTUBHOCTH B pPCaJIbHOM
CCKTOPC OSKOHOMMKH. YcraHoBneHa CTPYKTypa HAYYHO-IIPOHU3BOJACTBCHHOI'0O IIpoLECCCa,
OCYHICCTBIACMOTIO Ha MNpCAlIPpUATHN B HOEJIAX CO3JaHUA, OCBOCHUSA IIPOU3BOACTBA U
U3IroTOBJICHUS I/IHHOBaHI/IOHHOfI MPpOAYKIIHH. HpezmomeHH K HUCIIOJIB30BAHUTO
9KOHOMETpHUYECKAad MOJCIb W MCTOI MOp(i)OJ'IOFI/ILICCKOl“O dHajin3a B ILCIIAX (1)0pMI/IpOBaHI/I}I
CTPATCTUH MHHOBAIMOHHOT'O Pa3sBUTUS NPCAIIPUATHA.
IlepeBog.
The present-day situation concerning the innovative activity in the real economy is characterized
in the article. The author defines the structure of the scientific-production process, realized at an
enterprise with the aim of assimilation and manufacturing innovative production. The
econometric model and the morphological analysis method are proposed to form a strategy of an
enterprises innovative development.

2.2 3apaHus 1J1sl IPOMEAKYTOUYHOI0 KOHTPOJISI 10 JUCHMILIMHE (3a4eT ¢



OIIEHKOI1)
Bomnpocsl Kk 3a4€Ty ¢ OLIEHKOM:

TurnoBast KOHTPOJIbHAS

HOLDING A SUCCESSFUL MEETING

1. IlpounraiiTe 1 nepeBEAUTE TEKCT.

Nowadays business people spend so much time in meetings that turning meeting time into
effective

results is a priority for successful organizations. Actions that make meetings successful require
management

before, during, and after the meeting.

What is done before the meeting is as important as the meeting itself. To ensure the only
necessary

points will be covered it’s necessary to create an agenda. An agenda is a list of items and points
which are

to be discussed during the meeting. When the agenda is ready it is usually distributed among
everyone

concerned. It is important to get feedback from the meeting participants about the proposed
agenda. The

organizers should also check the venue, making sure the room will be free, without interruptions,
until the

end of the meeting.

The person who will chair the meeting must be appointed in advance. The chairperson should be
a

good timekeeper. He should start a meeting on time, without waiting for latecomers. He should
also appoint

somebody to take the minutes, making sure that opinions and action points are noted. He should
make sure that each point on the agenda is allocated the time it deserves and should keep to the
timetable.

When the time allocated to one point is up, the chairperson should make sure that discussion
moves on to

the next point, even if the issue has not been completely covered. The chairperson should make
sure that

each participant has the chance to make the point, and should deal tactfully with disagreements.
He

should also try to avoid digressions, where people get off the point. Finally, he should ensure the
meeting

finishes on time or earlier.

After some meetings it’s necessary for the minutes to be circulated, especially if there are action
points that particular people are responsible for. At the next meeting the chairperson should ask
for the

minutes to be read out and see if everybody agrees that it is an accurate record of what happened,
and see

if there are any matters arising. He should also check what progress has been made on the action
points

from the previous meeting.

Organizing a meeting it’s necessary to remember that running an effective meeting is more than
sending out a notice that your team is to meet at a particular time and place. Effective meetings
need

structure and order. Without these elements they can go on forever and not accomplish their
goals. With a



good agenda and a commitment to involving the meeting participants in the planning,
preparation, and

execution of the meeting, it is possible to hold a great meeting.

2. 3amomnHure MMPOIYCKH IMOAXOAAIIMUMU 110 CMBICITY CJIOBAMHU U3 PAMKH. OHpCI[eJ'II/ITe, KaKHue
¢pa-

361 OOBIYHO IIPOU3HOCHUT MMPEACEAATEIIb, 4 KAKHUE — YUACTHHUKHN COBCIIAHUAA.

1. Steve, will you take the today? 2. Does everybody agree that the minutes are an
accurate
of the last meeting? 3. In the points it says Sam is responsible for

writing
the report. Is that right? 4. Now, we have 30 minutes to the discussion of point 1,
so let’s
get started. 5. | want to make the that we are still two people short in the office. 6.
Let’s

on to the next point or we won’t finish on time. 7. What is the of
this meeting?
What do we hope to achieve? 8. I take your about the new advertisement, but it’s
too
late to change anything. 110 9. | know what you about him, but he is very good with
customers.
10. Sorry to you, but what you’ve said is against the company policy. 11. To go
back
to what | was saying , we still need some money to solve this problem. 12. If |

you correctly, we won’t finish the project on time. Is that right? 13. Are you
that we have to close this parking on our company premises? 14. | know what you
but we have to look at the human factor as well as the numbers. 15. I'm

Ican’t
agree with you here. 16. I think you are . It’s impossible to meet this deadline. 17.
You are
absolutely . We are to reduce prices.

right, mean, understand, interrupt, earlier, move, minutes, afraid, think, purpose, record, wrong,
action, point (2), sure, allocated
3. BeibepuTte noaxoasiiiye mo CMbICTY IJIarojbl U 3all0JIHUTE IPOMYCKH.

1. Can we up a meeting for Monday next week? (arrange/agree/set)

2. Something came up so they had to Monday’s meeting till Friday.
(postpone/cancel/fix)

3. Monica is off sick so Michael will have to the staff meeting.
(charge/chief/chair)

4. He has to the meeting in Berlin because his boss is in Spain. (go/attend/visit)
5. It’s a very important meeting so make sure you don’t it. (miss/lose/avoid)

6. She decided to the meeting because there was nothing to talk about.
(cancel/arrange/fix)

7. | asked Jane to the meeting next week, but there were no rooms available.
(run/cancel/arrange)

8. They the meeting, but they didn’t hear anything interesting.

(postponed/missed/attended)

4. 3amoJHUTE TIPOIYCKHU ClieayromuMu ciioBamu: Waste, find, make, chat, discuss, criticize,
exchange

C xakumu yTBEpkAeHUAMU Bl cormacHb1?

Meetings are...

a. an ideal opportunity to points of view

b. the best place to key decisions




c. a safe environment in which to important issues

d. a rare chance to with other people

e. the only way to out what’s really going on
f. an open invitation to each other

g. the perfect excuse to some time.

5. HquHTaﬁTe " IEPEBEANTE BBICKA3bIBAHUS, KOTOPBIC MOXKHO YCJIBIIIATE BO BPEMA COBCIIAHUS.
3anoHUTE MPOITYCKH MOAXOSIIMMHI IO CMBICTY cioBaMu: right, mean, understand, interrupt,
earlier,

move, minutes, afraid, think, purpose, record, wrong, action, point (2), sure, allocated.
Onpez[eJmT €, KaKuc (1)}’)33})1 00OBIYHO IIPOMU3HOCUT IIPEACENATEIID, & KAKHUEC — YHAaCTHUKHU
COBCIIAaHUA.

1. Steve, will you take the today?

2. Does everybody agree that the minutes are an accurate of the last meeting?
3. Inthe points it says Sam is responsible for writing the report. Is that right?
4. Now, we have 30 minutes to the discussion of point 1, so let’s get started.

5. I want to make the that we are still two people short in the office.

6. Let’s on to the next point or we won’t finish on time.

7. What is the of this meeting? What do we hope to achieve?

8. | take your about the new advertisement, but it’s too late to change anything.
9. I know what you about him, but he is very good with customers.

10. Sorry to you, but what you’ve said is against the company policy.

11. To go back to what | was saying , we still need some money to solve this
problem.

12. If I you correctly, we won’t finish the project on time. Is that right?

13. Are you that we have to close this parking on our company premises?

14. | know what you but we have to look at the human factor as well as the
numbers.

15.'m I can’t agree with you here.

16. I think you are . It’s impossible to meet this deadline.

17. You are absolutely . We are to reduce prices.

6. O3HaKOMbTECH C MIOBECTKOM JIHS U IPOTOKOJIOM coBellanus. OTBETbTE HAa BOIIPOCHI.
1. What information about the meeting can the participants get from the agenda?

2. What issues are to be discussed at the meeting?

3. What information can the participants get from the minutes?

4. What decisions have been made about each issue?

5. Why is it important to take the minutes during the meeting?



HUTorosnIi TEeCT

OIEHOYHOE CPEJACTBO Konrposmpyemasn
(mecmuposanue) KOMIIETEeHLIMS
1. ConocraBbTe aHIJIMIICKHE U PYCCKHE IKBUBAJICHTHI. YK-4.1
1. 1enoBoE MUCHMO a. informal letter
2. 3aKIIIOYUTEIIbHAS ¢paza | b. layout
BEXJIMBOCTH
3. ajpec OTIPaBHUTEIISI c. writer’s address
4. manka nucbma d. reader’s name and address
5. IpUBETCTBHE e. block style
6. ML 1 aJipec moJydaTess f. greeting
7. cOJIOKUPOBAHHBIN CTUIIb g. formal business letter
8. yKazaHue Ha TeMY IMHChMa h. carbon copy (c\c)
9. moamuUch I. subject heading
10. yka3zaHue HA PACCHUIKY KOIHA j. body
11. TOKHOCTD OTIIPABHUTEIIS k. complimentary close
12. mpuoxeHue . signature
13. umst oTIipaBUTEINS m. writer’s name
14. ctpyktypa nucreMa n. attention
15. OCHOBHOIi TEKCT 0. letterhead
16. npyxeckoe NTUCbMO p. enclosure
17. yka3aHue Ha KOHKPETHOE MUCbMO | (. wWriter’s title
2. Kakue yacTi NnUCbMa COOTBETCTBYIOT €ro (JI0KaM. YK-4.1
1. Re: Single room reservartion a. reference line YK-5.2
2. Enc: 2 pages b. reader’s address
3. | look forward to hearing from | c. sender’s address
you.
Yours sincerely,
4. Sam Brown d. boby of the letter
Sam Brown
Purchasing Manager
5. Clothco Plc. e. enclosures
261 Whitesea Drive
Birmingham, BG 9218 GB
6. We are writing to confim ... f. greeting
7. 24 May, 20— g. complimentary close
8. Dear Sir/Madam, h. signature block
9. Sales Manager I. date
Woolhouse Ltd.
209 Oak Road
Oxford, OD 27 18L
3. CooTHecHTe YACTH OJTHOTO MPEAT0KEHUSI. YK-4.1
1. Following your advertisement in | a. a copy of our brochure and price YK-5.2

the “Daily Express”...
2. Please find enclosed...

3. We regret to inform you that...

4. We look forward to...

list.

b. doing business with you in the
near future.

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

d. your order will be one week late.




4. CooTHecHTE YaCTH OTHOTO MPeAJI0KEHHS. YK-4.1

1. We acknowledge receipt of... a. for the inconvenience you have YK-5.2
been caused.

2. Please accept our sincere | b. your letter dated 12" January 20---

apologies...

3. I am writing... c. please do not hesitate to contact
us.

4. Should you require any further | d. to enquire about your range of

information... software.

5. CooTHecUTe YaCTH OJHOTO MPeII0KEHHS. YK-4.1
1. We would be grateful if you | a. a visit from your salesman. VYK-5.2
could...

2. We would be very interested in | b. a double room in the name of
receiving... Smith.
3. I would like to reserve... c. in discussing the matter further...
4. Should you be interested. .. d. send us a quotation for 20 items.
6. CooTHecuTe JIEBYI0 H NIPABYI0 YACTh MUCbMA, MOAXOASIIINE APYT APYry YK-4.1
1o CMBICJY. YK-5.2
Beginnings Endings
1. I am writing in response to your | a. We feel confident that you will
advertisement in yesterdays Daily | find something in our range that
Scope concerning a vacancy in your | meets you requirements and look
sales department. forward to receiving your order.
2. | am writing in reply to your letter | b. | hope that these changes have not
requesting information about our | caused too much inconvenience and
products. that you will still attend our
forthcoming seminar.
3. | am writing in my capacity as | c. | am available for an interview any
chairman of the residents association | weekday between 9 am and 5 pm,
to draw your attention to the problem | and I look forward to meeting you in
of excessive noise levels in our | person to discuss the possibility of
neighborhood. my employment.
4. 1 am writing to request permission | d. We trust you will give this matter
to use the company premises for a | your urgent consideration and look
meeting which will be held during | forward to receiving any suggestions
the holidays. you might have to help overcome the
problem.
5. |1 am writing to apologise for the | e. We would be extremely grateful if
changes in the schedule for the | you were able to allow us to use the
seminar on direct selling. facilities for the duration of our
meeting. Thank you in anticipation
of your kind cooperation.
7. BoiOepuTe cooTBeTcTBYIOIME (pa3bl U3 NPABOI KOJTOHKH, MOAXOAsIIHE YK-4.1
K OIpeAeICHHBIM BHIAM J1€JI0BOI0 MUCbMa. YK-5.2

1. letter of complaint

2. letter of confirmation
3. letter of offer

4. letter of request

5. letter of apology

6. letter of inquiry

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...

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

g. We must apologise for...

h. 1 am writing to express my extreme




dissatisfaction ...

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
writing. ..

I. I am writing in response to your letter
requesting information about...

8. PacmoJiokure ANAJOT B IIPABUJIBHOM MOPSIKE.

1. Yes, whenever you wish.

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

3. Good morning. Can I 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!

5. Can we set up the stand now?

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

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.

YK-4.1
YK-5.2

9. PacnoJiokuTe 1UAJIOT B TPABUJILHOM MOPSIIKE.
1. Very good, thanks. It’s nearly finished. Do you still work with
Leonardo?

2. It’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.
Excuse me, Javier? It’s John. We met at this conference two years ago.
I’m fine, thanks. How about you? How’s your thesis?

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!

o gk
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10. IpoutuTe TEKCT W PpaccTaBbTe pedepUpPOBaHMEe B NPABHILHOM
nopsiake.
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
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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 hishonor at a ceremony at JFK.

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

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

How

11. HquHTaﬁTe TEKCT, OIIPEAC/INTE, KAKUEC YTBEPKICHUA BEPHbLIC, KAKHUE
HEBEPHBIC U 0 Y€M B TEKCTEC HEC 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-0-1-1” 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.
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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.

. Helen Keller was born deaf and blind.

. Helen’s parents found a young teacher for their daughter.

. First Miss Sullivan taught Helen to count.

. Helen’s favourite books were about animals and nature.

. Helen’s lectures were popular.

. Helen Keller finished college successfully.

. Helen’s book about her life was translated in many languages.
. Helen never left her home town.

OO Wnhsh WM

12. CooTHecure BOIIPOCHI U OTBETHI HA HUX.

1. What are the requirements? Who | a. Full sponsorships are available in
can apply for the conference? a few Creation Labs. How to be
eligible depends on the Lab.

2. What do | need to study to apply | b. Students from all over the world
for the World Business Dialogue? are eligible to apply for the World
Business Dialogue. There are no
special requirements apart from
being enrolled as a student in an
educational institution. You will
need your CV as well as thoughtful
answers to our  motivational
questions. If you are a young
ambitious person and have already
been between 1 and 5 years on the
job you are eligible to get one of our
young professional tickets, which
can be found on right here.

3. Are there any scholarships for | c. Applicants will receive an email
tickets/ plane tickets/ | confirming their successful
accommodation? application. Unsuccessful applicants
will also receive an email to inform
them  of  their  unsuccessful

application.
4. How do | know if | was accepted | d. Students from any field of study
to the World Business Dialogue? can apply. The conference is not

exclusive to only economics
students.

YK-4.1




13. CooTHecHuTe BONPOCHI U OTBETHI HA HUX. YK-4.1
1. When is the closing date for | a. Networking with companies,
applications? speakers and other top students.

Gaining new insights into current
and future topics.
Sharing ideas on different topics and
learning views from a multitude of
cultures.
Learning to apply your knowledge
and to find solutions fast.
Finding out how to get into the
fitting job after university.
2. What are possible benefits of | b. Yes, provided that only one year
attending the World Business | has passed by since your graduation
Dialogue? (at the time the Dialogue takes
place).
3. Can recent graduates attend the | c. There is no deadline for the
World Business Dialogue? application yet. However, if you
want to get matched into the formats
taking place from Monday until
Wednesday, we highly recommend
applying as early as possible. If you
do this accordingly, you will also
have the chance to get a reduced
ticket price. We will most likely
close the application phase in early
February.

14. PacnoJio:kuTe 4acTH JeJI0BOr0 MUCHhMA B MPABUJILHOM MOPS/IKeE. YK-4.1

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. 1 am writing to inform you that yesterday | got my new TV-set, which was

delivered by your delivery service. The package was undamaged so I signed all

the documents and paid the rest of the sum. However, when | unpacked it I

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 HA3BAHUEM. YK-4.1
1. Office 10, Windows, Internet, | a. Education YK-5.2

AutoCAd, MATLAB
2. To improve the conservation of our | b. Languages
resources using the skills 1 have




learned and practiced over the years at
the biggest agricultural improvement
company in the United States.

3. Irina Somova from Manpower Inc.
somova_i@mail.ru

+7-962-963-5624

4. Tyler Parkinson

45 Popova Street

Barnaul 656057

Russia

Tel. +7-905-945-6621

E-Mail: parkinson_t@mail.ru

5. 2019-present

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

University of Georgia, GA
Masters in Agricultural Sciences
7. English, German

c. Computer Skills

d. References

e. Personal Information

f. Professional Experience

g. Objective




16. BoiOepuTe 01UH BAPUAHT U3 NPENJI0KEHHbIX.
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.

YK-4.1
YK-5.2

17. BoiOepuTe 01UH BAPMAHT U3 NPeIJI0KEHHbIX.
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?

YK-4.1
YK-5.2

18. BeiOepuTe 0AH BAPHAHT U3 NPeIJI0OKEHHBIX.
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. 1can’tdo that.

YK-4.1
YK-5.2

19. K kakoMy BH1Y /1€710BOI0 JOKYMEHTA OTHOCHTCS CJIeYHOIIH

OTPBIBOK?
On 12 August | 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. I 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

YK-4.1
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20. K kakomy By [1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOIIUii
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

YK-4.1
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21. BoiOGepuTe 01MH BAPUAHT U3 MPEAI0KEHHBIX.
Receptionist: «Just a moment, please, while I check. You have a reservation
for a three-room suite for tonight»
Guest: « 7
1. What?! I didn’t ask for a suite.
2. DI’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.

YK-4.1
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22. BoiOepuTe OJMH BAPUAHT U3 MpPeI10KEeHHbIX.

YK-4.1

Customer: «This soup is cold». YK-5.2
Waiter: « ».
1. DI’m very sorry. I’ll get you another one.
2. s this my problem?
3. So what?
4. Idon’t know.
23. BoiOepuTe 0MH BAPMAHT U3 NMpPeAJI0KeHHbIX. YK-4.1
A: «Excuse me. Can I talk to Mr Nolan?» YK-5.2
B: « ».
1. We don’t have such a person.
2. I’m afraid, Mr Nolan is out.
3. Who’s asking?
4. What?
24. K kakomMy BHY /1€JIOBOT0 JOKYMEHTA OTHOCUTCSI CJIeAYIOIIUii YK-4.1
OTPBHIBOK? YK-5.2
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 kakomy BUY 1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeTyIOIIUii YK-4.1
OTPBHIBOK? YK-5.2
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 kakomy BUIY 1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOIIUii YK-4.1
OTPBIBOK? YK-5.2
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 kakomMy BHIY 1€JIOBOT0 JOKYMEHTA OTHOCHTCS CJICAYIOIIHI YK-4.1
OTPBHIBOK? YK-5.2

| 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

2. Offer Letter

3. Cover Letter

4. Inquiry Letter




28. BbiOepuTe 0JMH BAPUAHT U3 MPeII10KEeHHbIX.

YK-4.1

Agent: «South-West Airways. Myra Davis speaking». YK-5.2
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 OIMH BAPUAHT U3 MPeIJI0KeHHBIX. YK-4.1
Agent: «British Railways. Can I help you?» YK-5.2
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. BriGepuTe 01UH BAPUAHT U3 MPe/IJI0KEeHHBIX. YK-4.1
Business partner 1: «Items 2.5 and 2.6 lacked in the consignment of the YK-5.2
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. Tdon’t understand your problem.
31. K xakomy Bu/y /1€JI0BOT0 IOKYMEHTAa OTHOCUTCS CJIeqyI0Iuii YK-4.1
OTPBHIBOK? YK-5.2
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 kakomMy BH]Y /1€JI0BOT'0 IOKYMEHTA OTHOCHTCS CJIeYHOIIHii YK-4.1
OTPBIBOK? YK-5.2
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 NMPEAJI0KeHHbIX. YK-4.1
Receptionist: «Yes, Mr Brown. A single room with a bath for two nights, is YK-5.2

that right?»
Guest: « ».
1. Can | give you a call?
2. It’s three nights! Remember that!
3. D'm afraid, not. It’s three nights, from the 11th to the 14th of March.
4. What?! It’s three nights! Cannot you be more attentive?




34. BoiOepuTe 0IMH BAPUAHT U3 NPeAJI0KEHHbIX.
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!

YK-4.1
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35. K kakomMy BHAY /1eJIOBOI0 JOKYMEHTa OTHOCUTCS CJIeqYyIOmuii
OTPBIBOK?
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

YK-4.1
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36. K xakomy BUy /1€JI0BOT0 IOKYMEHTAa OTHOCHTCS CJIeXY0Immii
OTPBIBOK?
I 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

YK-4.1
YK-5.2

37. YoepuTe U3 HeNMOYKH 0JHO HEMOAXO/si1IIee M0 CMBIC/IY CJI0BO.
1. manager — office worker — factory worker — executive officer
2. ambitious — inventive — passive — creative
3. increase — boost — rise — fall
4. climb — decrease — fall — drop

YK-4.1
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38. YGepnTe H3 HEMOYKHA OAHO HEeMMoAXOoAsIlIee 1mo CMbICJIY CJI0BO.
1. produce — design — calculate — manufacture
2. personnel —employees — staff — applicants
3. division — department — bank — section
4. recruit — hire — headhunt — fire

YK-4.1
YK-5.2

39. Y0epuTe U3 eNO4YKH OAHO HEMOAXO/As1Iee 10 CMBICJIY CJIOBO.
1. businessman — employee — entrepreneur — owner
2. profit — initial capital — equity capital — assets
3. firm — enterprise — company — market
4. profit —loan — income — revenue

YK-4.1
YK-5.2

40. CoBMecTHTE TIJIaroJa c¢ CYII€CTBUTEC/IbHBIM, YTOObI MOJIYYHJI0Ch
CJI0OBOCOYCTAHHE. Kamoe CJJ0BO MOKHO UCITOJB30BATDb TOJbKO OAHH pa3.
1.torun a. a partner
2. to charge b. a company
3. to solve C. aprice
4. to welcome d. a problem

YK-4.1

4]. CoBMecTHTE TJAaroga ¢ CYmIeCTBUTEC/IbHBIM, YTOObI MOJIY1HJ10Ch
CJIOBOCOYCTAHHE. Kamoe CJ0BO MOKHO UCITOJB30BATDH TOJbKO OAHH pas3.
1. to sign a. a lawyer
2. to reduce b. a document
3. to depend on c. suppliers

YK-4.1




4. to consult | d. costs

42. Caenywmme OTPBIBKH B3SIThl H3 Pa3iHYHBIX /I€JOBBIX IMHCEM.
Olee}le.]'lHTe, K KaKOMY THIIY OTHOCHTCSH Ka)l(}lblﬁ U3 OTPLIBKOB.
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.

YK-4.1
YK-5.2

43. OoOpa3yiiTe cymecTBUTeJbHbIe W MNpUHIaratejbHble M3 JaHHBIX
rJjaroJjioB.

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

YK-4.1

44. OOpa3yiiTe cymecTBUTelbHble M NpWIararejbHble W3 JaHHBIX
rjaaroJjioB.

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

YK-4.1

45. QOoOpa3yiiTe cymecTBUTeJbHbIe W MNpWIaratejbHble M3 JAHHBIX
rjaaroJjioB.
Verbs Nouns (activity) | Nouns (person) Adjective
1. to use
2. to produce
3. to interview
4. to manufacture

YK-4.1

46. HanuiuuTe TEPMUH K KAXKIOMY U3 ONpeaesIeHul.
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.

YK-4.1

47 . HanmuumuTe TEPMHUH K KaKIOMY U3 ONpe/ieTeHH .
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.

YK-4.1

48. HanuuTe TEPMUH K KAKIOMY U3 ONpeaeTeHuid.
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.

YK-4.1

49, HanuuTe TEPMUH K KAKIOMY U3 onpe/esIeHHuii.
1. A person or an organization that is selling or producing the same things

YK-4.1




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.

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. BoiOepuTe Hauboee MoaAX0/asilee CJA0BO.

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).

YK-4.1

51. PackpoiiTe cKOOKH, HCIOJIb3YS MOAXOASILYI0 (hOpMY 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 ).

YK-4.1

52. PackpoiiTe ckoOKH, HCNIOIb3YH MOAXOAAIIYI0 opMmy cii0oBa.

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.

YK-4.1

53. BcTaBbTe B TEKCT NMpeaJI0KeHHbIE 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)

YK-4.1

54. BoioepuTe Hauboee MoaAXo0asiliee CJAOBO.

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.

YK-4.1

55. BbiOepuTe Hanbo€ee MOAXO0AMAIIEE CIAOBO.
As a sole trader, you (decide / decision / decisive) on hiring and firing
(employ / employees / employment), on better ways of (invest / investor /

YK-4.1




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. BoioepuTe Hauboee mMoaXo/asiliee CJA0BO.

There are disadvantages to this form of business, however. A sole
(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.

YK-4.1

57. PackpoiiTe CKOOKHM U 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.

YK-4.1

58. PackpoiiTe CKOOKHM U MOCTaBbTE IJ1aroJ B HYKHYIO (popMmy.

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.

YK-4.1

59. PackpoiiTe CKOOKHM U MOCTaBbTE IJ1aroJ B HY:KHYI0 ¢gopmy.

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.

YK-4.1

60. PackpoiiTe CKOOKHM U MOCTaBbTE IJ1aroJ B HYKHYIO (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.

YK-4.1

61. BcraBbTe npaBHJIbHYI0 (popMy riarosios "be’ uim ""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.

YK-4.1

62. BcraBpTe mpaBUIbHYI0 (popMmy raarosios ""be’ nuam ""have'.
1. There three steps in an effective disciplinary program.

YK-4.1




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.

63. BoiOepuTe npaBWJIbHYI0 GopMy AJsl KaKI0ro npenaoxkenus. Kaxmgan
(l)opMa MOKET UCNIOJIB30BATHLCHA TOJBKO OAUH pas3.
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.

YK-4.1

64. BoiGepuTe npaBHIbHYI0 (hopMY /ISl KaKI0T0 npenioxkeHus. Kaxnas
(opMa MokKeT HCIO0JIB30BATHCS TOJBKO OJAMH pa3.
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

YK-4.1

65. BoiGepuTe NpaBWIbLHYIO (hOPMY IS KAKI0T0 mpeno:xkenns. Kaxmaan
¢dopma MoKeT UCI0JIB30BATHCH TOJBKO OJMH Pa3.
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. c.Samgota with one of the top manufacturers.

YK-4.1

66. BbpiOepuTe nmpaBUIbLHYIO GopMy AJs Ka:Ka0oro npeanoxenus. Kaxnas
(l)OpMa MOKET UCNTOJIb30BATHLCHA TOJBKO OAUH pas.
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.

YK-4.1

67. BoiGepuTe NpaBHIBHYIO (hOPMY 1JIsl KAXKIOT0 NMPEII0KEHHUS.
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
____anumber of requirements.

4. People there find in working for a common goal.

YK-4.1

68. CooTHecuTe aHIIHIiCKME BHIPAKEHHsI C PYCCKHMH YKBHBAaJIEHTaAMU.
1. business proposal (offer) a. O3/IPaBUTEIBHOE THCHMO

. cover letter b. nenoBoe npeIoKeHHE

. letter of congratulation C. PeKOMEH IaTeIIbHOE MUCHMO

4. letter of introduction d. conmpoBOIUTENEHOE TTHCHMO

w N

YK-4.1

69. BeiGepuTe NpaBHIIBHYIO (hOPMY 1JIsl KAXKIOT0 NMPEII0KEHHUS.
record/ records/ research/researcher
1. Bookkeepers business transactions and periodically do a trial to
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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.

70. BoiGepuTe NpaBHIBHYIO (hOopMY /ISl KAKIOT0 NMPEII0KEHUS.
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. ¢. The North Sea oil contributed in of living in Britain.

YK-4.1

71. 3ameHHUTE BBIACJICHHBIC TCPMHUHBI CJIOBAMU, YKA3AHHBIMHA 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.

YK-4.1

72. 3amenure BBIACJICHHBIC TCPMHWHBI CJIOBAMU, YKA3AHHBIMH HHZKE:
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.

YK-4.1

73. 3amoaHuTe NMPONMYCKH BbIACJICHHBIMHU CJIOBAMMU.:
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
yield: 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.

YK-4.1

74. BoiGepuTe NpaBHIIBHYIO (hOPMY 1JIsl KAXKI0T0 NMPEAI0KEHHUS.
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.

YK-4.1

75. BoiGepuTe NpaBHIIBHYIO (hOpMY 1JIsl KAXKIOT0 NMPEAI0KEeHUS.
utilizes/ utilization/ utilizing
1. Finance is securing and capital to start up, operate, and expand a
company
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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

76. BoiGepuTe NpaBHIBHYIO (hOpMY JIsl KAKIOT0 NMPEII0KEHUS.
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.

YK-4.1

77. BoiOepuTe NPaBWIBHYIO (OPMY VI KAKI0T0 MPeJI0KEeHHS.
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.

YK-4.1

78. BoiOepuTe NpaBWJIbHYIO GopMYy AJIs1 KasKI0r0 NMpeIIosKeHUsl.
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

YK-4.1

79. CooTHecHTe AHIJIMIICKHE BbIPAKEHHS ¢ PYCCKHMHU 3KBHBAJIEHTAMM.
1. permanent staff a. BpEMEHHBIN MITAT

. temporary staff b. paboToaarens, HaHUMATEIH

. employer C. IOCTOSIHHBIH IITAT

4. employee d. HaeMHBII PaOOTHUK

w N

YK-4.1

80. BriOepuTe NpaBWIBLHYIO (hOPMY IS KAKIOTO MPeEII0KEeHHS.
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.

YK-4.1

81. CooTHecHTe aHIJIMIICKHE BHIPAKEHHSI ¢ PYCCKHMU JKBHBAJIEHTAMM.
1. a jobseeker a. HAaHUMaTh Ha PaboTy
2. to hire b. yBONBHATH ¢ pabOTHI
3. to fire C. yUTu/0pocuth paboTy
4. to quit d. mmymwmit pabory

YK-4.1

82. HexoTopsble TeMbl HelpueMJIeMbl 15 00CyKIeHHsI B CBETCKOI Oecefe.
OTMeThTE BapuaHT «True», ecau Bel cuurTaere YTBEPKACHUE BEPHLIM, U
BapuaHT «False», eciin yrBep:xienue 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.

YK-4.1
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83. HexoTopsbie TeMbI HeMpHeMJIEMbI IIs1 00CYKIeHHsI B CBETCKOM Oecere.
OtMmerbTe BapuanT «Truey», ecim Bol cunTaere yreepskaeHue BepHbIM, H
BapuaHT «False», eciin yrBep:ki1eHue HeBepHO.

1. Politics is a controversial subject according to society.

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

3. ltisrude to interrupt a conversation in order to make small talk.

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

YK-4.1
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silence.

84. lonornuTe quajor ¢ppazamu (a-f).
a) What’s your job?
b) How do you do?
¢) 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)

Mr. F.: (5)

?

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

?

Ms. B.: Yes, | do.

Mr. F.: (6)

I)

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

YK-4.1

85. CoBmecTHTe 4YacTH NpeNIOKeHMIl M y3HalTe, KaAKUX HNPHHIUIIOB
JeJI0BOM 3THKH NPHIEPKUBAIOTCH OM3HECMEHbI B PA3HBIX CTPaHAaX.

1. Germany

2. The
United States

3. Sweden

4. The
United
Kingdom

a. - consider professional and technical skills to be very
important;
- have a strong sense of authority;
- respect the different positions in the hierarchy of their
companies;
- clearly define how jobs should be done;
- are very loyal to their companies and expect their
subordinates to obey them;
- are often older than in other countries
b. - receive a general education;
- 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 work.
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.
d. - generally attend business schools;
- communicate easily and informally at work;
- admire the qualities of a leader;
- expect everyone to work hard. Individual performance is
measured and initiative is rewarded;
- have competitive and aggressive attitudes to work;
- often accept innovation and change
e. - have either gained their experience in state-owned
enterprises or are competitive self-starters;
- older managers hold technical degrees rather than

YK-4.1
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business qualifications;

- 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,
market techniques and methods of production and

distribution
86. CooTHecHTe aHIJIMIICKUE BbIPA:KeHHsl C PYCCKMMH IKBHBAJEHTAMM. YK-4.1
1. order-letter a. MUCHMO-peKIaMarus
2. inquiry letter b. muceMo-moaATBEPIKACHUE
3. claim letter C. IUCHMO-3aIIPOC
4. letter of acceptance d. nmucpmo-3akas
87. CooTHecHTe aHIJIHIICKHE BHIPAKEHHSI ¢ PYCCKMMH YKBHBAJIEHTAMMU. YK-4.1
1. addressee a. ajipec moyyaTess
2. salutation b. monyuarens
3. inside address C. IPUBETCTBUE
4. body of the letter d. Texct mucema
88. CooTHecHTe aHIJIMIICKUE BbIPA:KEeHHsI C PYCCKMMH IKBHUBAJIEeHTAMM. YK-4.1
1. recruitment a. KaHaIuaaT Ha JOJKHOCTh
2. ajob interview b. pabota ¢ ucHBITATEIBHBIM CPOKOM
3. an applicant C. HabOp HOBBIX COTPYAHHUKOB
4. work trials d. cobeceoBanme
89. CooTHecHuTe aHT/IMIiCKHE BHIPAKEHUS ¢ PYCCKUMHU IKBHBAJIEHTAMM. YK-4.1
1. to establish a business a. OTKPBITH JI€JI0, KOMITAHUIO, OHU3HEC
2. to run a business b. 3amectutenn
3. to set up a company C. CO311aTh, YYPEAUTH KOMITAHUIO
4. deputy d. BecTH 1110, yIpaBIsATh OM3HECOM
90. BoiGepuTe HECKOJIbKO BADUAHTOB U3 MPeIJI0KeHHBIX. YK-4.1
Kak Mo>kHO 00paTUTHCS K HECKOJIBKUM aJipecaTaM MY>KCKOTO 1mosia? YK-5.2
1. Dear Sirs,
2. Men,
3. Dear Mr Keenly, Mr Chu, and Mr Tell,
4. Professors,
91. BoiOepuTe 01MH BAPHAHT U3 NMPEAJI0KEeHHbIX. YK-4.1
Kaxk nepeBoautcs ke | shall be grateful to you?
1. Hckpenne Bam
2. Xny Bamero oTera
3. Cmnacubo 3apaHee
4. byny Bam OnarogapeH
92. BoiOepuTe 01MH BAPMAHT U3 MPEAJI0KeHHbIX. YK-4.1
Kakas ¢popmyna npoutanus noaxoaut K npuserctsuto Dear Mr White? YK-5.2
1. Yours faithfully,
2. Faithfully yours,
3. Warm wishes,
4. Sincerely,
93. BoiOepuTe OAMH BAPUAHT U3 MpPeII0KEeHHbIX. YK-4.1
Kak oOpatuThcs B 1eI0BOM MUCBME K TPYIIIE KEHIIMHE 0e3 MepeuncieHns ux VYK-5.2

UMEH?
1. Dear Mesdames,
2. Dear Ms and Ms,
3. Dear women,
4. Ladies,




94. BoiOepuTe 0JMH BAPUAHT U3 MpPeII0KEeHHbIX.
Kaxkoe croBo mpomyieHo B kiuiie | am looking to hearing from you soon?
1. forward

YK-4.1

2. font

3. forever

4. for
95. BoiOepuTe HECKOJIbKO BAPHAHTOB M3 NMPe/IJI0KeHHbIX. YK-4.1
Kakue u3 mepeyrciaeHHBIX KOHCTPYKIMHA HE SBISIOTCS TPaMMaTHYECKU
BEpHBIMU?

1. Speaking at the situation...

2. She might to extend...

3. In order to conduct...

4, Assuming that...
96. BoiOepuTe HECKOIbKO BADUAHTOB U3 NPe1JI0KeHHBIX. YK-4.1
Kakue ke Harmucanbl MpaBUIIbHO?

1. He would be a tremendous asset...

2. Iwould 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 OIMH BAPUAHT U3 MpPeIJI0KeHHBbIX. YK-4.1
K kakoii rpymme otHocsites cokpamienust HR, CFO, a/c?

1. coxpaiieHus u3 pa3MuHbIX cep Ou3Heca

2. ab0peBHMATyphl HA3BaHUN OpraHU3aIUH

3. COKpallleHHUs Ha3BaHWI MECSIIEB U JIHSH HeIeTn

4. rpamMmaTHyecKue COKpaICHUS
98. BoiOepuTe 01MH BAPUAHT U3 NpPeIJI0KeHHBbIX. YK-4.1
B kakom Buje JenoBOro muchMa MOXKET OBITh HCIONB30BaHO kiuiie | would
like to order...?

1. B nuceMe-3akaze

2. B MHCHbME-0JIATOJAPHOCTH

3. B peKIIaMHOM IHCbME

4. B CONPOBOAMTEIHHOM ITHUCHME
99. BoiGepuTe 01MH BAPUAHT M3 MpPelJ0KeHHbIX. YK-4.1
Kakoli BapuaHT AatThl SBISETCS aMEPUKAHCKUM? YK-5.2

1. 6 October, 2022

2. 6 October 2022

3. 6, October, 2022

4. October 6, 2022
100. BoiGepuTe HeCKOJIbKO BAPHAHTOB U3 NMPeEAJI0KEeHHbIX. YK-4.1
['e MoXeT pacrionaraTbes 1aTa B TPAIUIIMOHHOM JIETIOBOM IHChMe Ha Oymare?

1. crneBa mop agpecoM OTIPaBUTEINS

2. cpa3sy rmocie ooparieHus

3. 1o DOAMUCHIO

4. cnpaBa o]l «IIaOYKON»
101. BoiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4.1
Kak oOparuthcs k komiere Andrew B J1€710BOM ITUChbMe? YK-5.2

1. Andrew,

2. Dear Andrew,

3. Andrew!

4. Hi,
102. BoiGepuTe 01MH BAPHAHT U3 MPeIJI0KEeHHbIX. YK-4.1

Kakyro ¢pa3zy MOXHO HCHOIB30BaTh JJII TOTO, YTOOBI COOOIIMTH TUIOXUE




HOBOCTH?
1. Tam happy to inform you...
2. I am writing to express my thanks...
3. | regret to inform you..
4. T am writing to express my gratitude...

103. BoiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4.1
Yro o603Ha"aeT akpoHUM a/c?

1. Oyxrantep

2. TEKYIIHHA cueT

3. OaHkK

4. OaHKOBCKHI cyeT
104. BoiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4.1
B kakom oOparienun gomyIieHa ommoka? YK-5.2

1. Dear,

2. Sirs,

3. Dear Ms and Doctor Welt,

4. Dr Liss,
105. BbiGepuTe HECKOJIbKO BAPUAHTOB U3 MPEAJI0KEHHBIX. YK-4.1
Kakue mnpomanuss MOXKHO HCIOJb30BaTh B O(QUIMAIBHBIX IHCbMax K YK-5.2
JIOJDKHOCTHBIM JIMLIaM?

1. Cordially,

2. Yours truly,

3. Faithfully yours,

4. Warms wishes,
106. BbiGepuTe HECKOJIbKO BADUAHTOB U3 NPEIJI0KeHHBIX. YK-4.1
Kakumy cHHOHMMamM#u MOKHO 3aMEHHTh BblaelieHHOe ciioBo: | am grateful to
you and your colleagues for the significant rise in sales?

1. outstanding

2. focus

3. prominent

4, present
107. BbiGepuTe HECKOJIbKO BAPUAHTOB U3 NMPEIJI0KEHHBIX. YK-4.1
B kakux mnUCbMax YMECTHBI COKpAllleHHs, HpPUHATbIE B OIpeAeIEHHON YK-5.2
KOMITaHUU?

1. B mepenucke MeXIy KOJJIEraMH

2. B JIETIOBBIX MUChbMax Ha OyMa)KHBIX HOCHTEIISX

3. B OQHMIMAIBHBIX JEJIOBBIX MHCbMaX

4. B mepenucke, NpeHa3HaYeHHOM /JIsl BHYTPEHHETO MOJIb30BaHU
108. BeiOepuTe 0AMH BAPMAHT U3 MPEAI0KEHHBIX. YK-4.1
Kakoii BapuaHT Aatel siBIsieTCS OpUTaHCKUM/E€BPOIIEHCKUM? YK-5.2

1. 2010, 8 June

2. June 8, 2010

3. 2010 June 8

4. 8June 2010
109. BoiOepuTe 0AMH BAPMAHT U3 NMPEAI0KEHHBIX. YK-4.1

Yewm resume otiauvaercsa ot CV?
CV xopoue

resume mIMHHEE

OJIHO M TO XK€

resume kopoue

el oA




110. BriGepuTe OAUH BAPUAHT U3 MPeIJI0KEHHBIX.
Kakum nyHKTam Haj0 yaenuTh 0co0oe BHUMaHue?
1. objective and profile
2. education and work experience
3. skills and references
4. personal information and hobbies

YK-4.1

111. BriGepuTe OUH BAPUAHT U3 MPe/IJI0KEHHBIX. YK-4.1
B xakom nopsiike nuiercs agpec? YK-5.2
1. HOMep noma, Ha3BaHWE YJMIIBI, HOMEpP KBapTHPbI, TOpPOJ, MOYTOBBIN
MHJEKC, CTpaHa
2. cTpaHa, FOpoJ, Ha3BaHHUE YJUI[bl, HOMEp J10Ma, HOMEpP KBAPTHUPHI
3. cTpaHa, MOYTOBBIA HHIEKC, TOpPOJ, Ha3BaHHE YIHUIbI, HOMEp JA0Ma,
HOMEp KBapTHPHI
4. TOYTOBBI WHIEKC, CTpaHa, ropoj], Ha3BaHHE YJHUIbI, HOMEp J0Ma,
HOMEp KBapTHPHI
112. BoiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4.1
I'ne pacckaszaTh 0 cBOE MOTHBALIMU? YK-5.2
1. xax B CV, tak u B Cover Letter
2. Bresume
3. BCV
4. B Cover Letter
113. BoiOepuTe 0AMH BAPUAHT U3 NMPEAI0KEHHBIX. YK-4.1
B kakom mopsike ykasbIBaloTCs CBeAeHHs 00 oOpa3soBaHuu? YK-5.2
1. maumHas Cc TepBOro Mecra TOJy4YeHUss  oOpa3oBaHus B
XPOHOJIOTUYECKOM MOPSIIKE
2. HAYMHAs C CaMOT0 MPECTIKHOTO MECTa MOJTYYEeHHUSI 00pa30BaHHUS
3. HauMHas C IEepPBOrO MecTa IOJy4eHus oOpa3oBaHHs B MPSIMOM
XPOHOJIOTUYECKOM TTOPSIIKE
4. HayMHas C IOCIEJHEro MecTa IMOJy4eHus oOpa3oBaHUS B OOpaTHOM
XPOHOJIOTUYECKOM TTOPSIIKE
114. BeiOepuTe 0AMH BAPMAHT U3 MPEAI0KEHHBIX. YK-4.1
Kak noctynuts, eciu oOpa3zoBaHus Majlo, a OIbITa MHOTO?
1. cnavana yka3aTtb 0Opa3oBaHHE, a 3aTEM OIIBIT
2. CcHauaya yKas3aTb OIIBIT, a 3aTeM 00pa30BaHUe
3. yKa3aTh TOJIbKO 00pa3oBaHUE
4. yka3aTb TOJBKO OIBIT
115. BeiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHbIX. YK-4.1
Kakast rmaBHast ommOKa B OIIMCAaHUH CBOMX HHTEPECOB?
1. moapoOHO pacckas3aTh TOJIBKO 00 OJTHOM YBJIEUEHHUH
2. HE YIOMSHYTH HH OJIHOTO CBOETO X000n
3. pacckaszarb 000 BceX CBOMX X000u
4. BBIKMHYTH 3TOT MyHKT NOJHOCTHIO
116. BeiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHbIX. YK-4.1
Commercial offer mumercs ms:
1. nanpaBnsgercs pupmam ¢ IPeAIOKEHHEM O COTPYIHUYECTBE
2. CONEpPXHT OTKa3 B MPEIOCTABICHUN HHPOPMAITUT
3. HCHOJB3yeTcs B Iepemnucke o pabdoTe, KOrja Bbl MpPelaraeTe CBOIO
KaHIUJIATYPy Ha OTKPBITYIO BAKAHCHIO
4. mnuniercs paboTojaresaeM AJisl IPUBJICYSHHs HOBBIX KJIMEHTOB
117. BoiGepuTe 01MH BAPHUAHT U3 NpPeAJI0KEeHHbIX. YK-4.1

Enquiry letter mumercs ms:
1. mokazartb, 4TO BBl TOTOBBI IIPUHSATH MTPEIAraeMyr0 BaM JIODKHOCTh




2. 4ToOBl y3HAaTh O TOBape, YCIyre WM, HallpuMep, MOMHTEPECOBATHCA
HATMYUEM BaKaHCUU B KOMITAHUH

3. oTtmpasisieTcs B 6J1arolapHOCTh

4. npurianmeHus Ha TOPKECTBO

118. BriGepuTe 0UH BAPUAHT U3 MPe/IJI0KEHHBIX. YK-4.1
['ne pacnonaraercst agpec oTnpaBuTeNs? YK-5.2

1. He numercs coBceM

2. B BEPXHEM JIEBOM YTIIy

3. 10 IEeHTpY

4. B BEpXHEM IPaBOM YIIIy
119. BriGepuTe OJUH BAPUAHT U3 MPe/IJI0KEHHBIX. YK-4.1
['ne pacnonaraercst aapec mnoixyyaTesns? YK-5.2

1. cmpaBa, moa agpecoM OTIpPaBUTENs

2. cIeBa, HIDKE aJipeca OTIPABUTEIS

3. Ha OJIHOM CTPOKE C a[pecoM OTIIPaBUTEs

4. cneBa, HaJl aAPECOM OTIPABUTENS
120. BriGepuTe OHH BAPUAHT U3 MPe/IJI0KEeHHBIX. YK-4.1
Kak pacumdposars AIDA?

1. Action, Interest, Desire, Attention

2. Attitude, Interest, Development, Attention

3. Attention, Interest, Desire, Action

4. Attention, Inquiry, Delight, Action
121. BriGepuTe OHH BAPUAHT U3 MPe/II0KEeHHBIX. YK-4.1
Kakoli s3Ik HaJI0 UCTIOJIL30BATh JIJIsl HAITMCAHUsI 00BsBIICHUS 0 paboTe?

1. caoxHBIA, ¢ OONBIIUM KOJIUYECTBOM TEPMUHOB

2. CIIOXKHBIH, C OONBIINM KOJIMYECTBOM KPACUBBIX PEUEBBIX 000POTOB

3. TOPOCTOH U MOHATHBIN, 63 3ayMHBIX (Ppa3 U TEPMHUHOB

4. Bce paBHO
122. BriGepuTe OHH BAPUAHT U3 MPe/IJI0KEeHHBIX. YK-4.1
Kak oOpamarbcsi K MOTEHITHAILHOMY PaOOTHHKY?

1. B 1-mmune

2. BO 2-M JHIIe

3. B 3-MmimuIe

4, B eIMHCTBEHHOM YHCIE
123. BpiOepuTe HECKOJIBLKO BADHAHTOB U3 NMPEAT0KeHHbIX. YK-4.1
Kakass a0OpeBumarypa mucHoJib3yercsi TMNpPH BJIOKEHHUHM B MNHCHMO YK-5.2
JAOMOJIHUTEIbHBIX JOKYMEHTOB?

1. End.

2. Inc.

3. Enc.

4. Encl.
124. BoiOepuTe 0AMH BAPUAHT U3 NMPEAI0KEHHBIX. YK-4.1
Kakoe oOparienue K >KEHIIUHE MPUHATO HCMOJIb30BaTh B JEIOBOM IHCHME, YK-5.2
€CJIM HE U3BECTHO €€ CEMEWHOE MOJI0KeHNE?

1. Miss

2. Mr

3. Ms

4. Mrs
125. BecraBbTe npaBuibHyio ¢gopmy raarojos "be™ nam "have™. YK-4.1

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 aHTJIMCKHE BbIPAKEHHUS C PYCCKUMHU IKBUBAJIEHTAMU.
1. joint stock company a. KOMIIaHHS, YbH aKIUK KOTUPYIOTCS Ha OUpIKe
2. unlisted company b. coBMecTHOE ITpeanpusaTHe
3. listed company C. KOMIIaHHS, YbH aKLIUH HE KOTHPYIOTCS Ha

oupike
4. joint venture d. akumoHepHasi KOMITaHHsI

YK-4.1

127. IlepeBeauTe TEKCT M clejaiiTe ero aHHOTAIUIO MO-PYCCKU WJIM TO-
AHTJIHHCKH.

A business letteris 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
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.

YK-4.1

128. IlepeBennTe TEKCT U clesiaiiTe €ero AHHOTANUIO MO-PYCCKU MJIM TO-
AHTJINICKH.

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.

YK-4.1

129. IlepeBeauTe TeKCT M cAesaiiTe ero AHHOTALMIO MO-PYCCKU WJIM MO-
AHTJIHHUCKH.

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 anemployment
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.

YK-4.1




130. IlepeBennTe TEKCT U caesaiiTe ero AHHOTAIUIO MO-PYCCKU MJIM TO-
AHTJIHHCKH.

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.

YK-4.1

131. IlepeBennTe TEKCT U clesaiiTe €ero AHHOTANUIO MO-PYCCKU MJIM T0-
AHIJIHHCKH.

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 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.

YK-4.1

132. IlepeBeauTe TeKCT M cAesaiiTe ero AaHHOTALMIO NMO-PYCCKU WJIM MO-
AHTJIHHUCKH.

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.

YK-4.1

133. IlepeBeauTe TeKCT M CAeIaliTe €ro AHHOTALMIO NMO-PYCCKH WJIHM MO-
aHIJIMICKH.

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

YK-4.1




may not be included in with the Order letter.

134. IlepeBeauTe TeKCT M cAesaiiTe ero AaHHOTALMIO NMO-PYCCKH WJIH MO-
AHIJIHICKH.

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.

YK-4.1

135. IlepeBennTe TEKCT U clejaiiTe ero AHHOTANUIO MO-PYCCKU MJIM T0-
AHTJINICKH.

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.

YK-4.1

136. IlepeBenuTte TeKcT M cAesaiiTe ero AaHHOTALMIO NMO-PYCCKH WJIM MO-
AHTJIHICKH.

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.

YK-4.1

137. IlepeBeauTe TeKCT M cAesaiiTe ero AHHOTALMIO NMO-PYCCKU WJIM MO-
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.

YK-4.1

138. IlepeBeauTte TeKcT M cAesaiiTe ero AaHHOTALMIO NMO-PYCCKU WJIM MO-
AHTJIHHUCKH.

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.

YK-4.1




139. IlepeBennTe TEKCT U caesaiiTe ero AHHOTANUIO MO-PYCCKU MJIM TO-
AHTJIHHCKH.

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.

YK-4.1

140. HepeBezmTe TEKCT U cneﬂaﬁTe €ro aHHOTAIUK MO-PYCCKHU HUJIH II0-
AHIJIHICKH.

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.

YK-4.1

Kuaroum k 3aanusiM 1o Jucuuivinie «/{eioBoii HHOCTPAHHBINA S3BIK)»

1. |29, 2k, 3c, 4o, 5f, 6d, 7e, 8i, 9l, 10n, | 64. | 1. distribute 2.

distribution 3.

11q, 12p, 13m, 14b, 15j, 16a, 17h Distributor

2. | 1a, 2e, 3g, 4h, 5b, 6d, 7i, 8f, 9c 65. | 1. sells 2. sales 3. sale

3. | 1c, 2a, 3d, 4b 66. | 1. profitable 2. profit 3. profitability

4. | 1b, 23, 3c, 4c 67. | 1. informative 2. information 3. fulfill
4. fulfillment

5. | 1d, 23, 3b, 4c 68. | 1b, 2d, 3a, 4c

6. | 1c, 2a, 3d, 4e, 5b 69. | 1. record 2. records 3. research 4.
researcher

7. | 1a, h; 2c, k; 3d, I; 4e, f; 5g, i; 6b, j 70. | 1. standard 2. has standardized 3.
standards

8. 13,6,72845,1 71. | 1. capital 2. expect 3. utilizes 4. acquire

9. 148,251,736 72. | 1. primary 2. arrangement 3. repaid 4.
last

10. [ 3,5,24,1 73. | investments, purchase, priced,

evaluated, value, money

11. | 1. false 2. true 3. false 4. not stated 5. | 74. | 1. considerable 2. considerations 3.

true 6. true 7. not stated 8. false considered
12. | 1b, 2d, 3a, 4c 75. | 1. utilizing 2. utilizes 3. utilization
13. | 1c, 2a, 3b 76. | 1.to invest 2. investment 3. invested
14. |16,5,2,7,4,1,3 77. | 1.to acquire 2. acquisition 3. acquired
15. | 1c, 2g, 3d, 4e, 5f, 6a, 7b 78. | 1. financial 2. is financed 3. finance
16. | 2 79. | 1c, 2a, 3b, 4d
17. |1 80. | 1. communication 2. communicated 3.

analyzes 4. analysis

18. | 3 81. | 1d, 2a, 3b, 4c

19. |4 82. | 1.true 2. false 3. false 4. false
20. |1 83. | 1. true 2. false 3. true 4. true
21. |2 84. | 1b, 2d, 3c, 4a, 5f, 6e

22. |1 85. | 1a, 2b, 3c, 4d

23. |2 86. | 1d, 2c, 3a, 4b




24. |1 87. | 1b, 2c, 3a, 4d
25. |2 88. | 1c, 2d, 3a, 4b
26. | 4 89. | 1a, 2d, 3c, 4b
27. | 2 90. |1,3
28. | 4 91. |4
29. |1 92. |4
30. |1 93. |1
31. |4 94. |1
32. |2 95. | 1,2
33. |3 96. | 1,4
34. |2 97. |1
35. |2 98. |1
36. |1 99. |4
37. | 1. factory worker 2. passive 3. fall 4.| 100. | 1,4
climb
38. | 1. calculate 2. applicants 3. bank 4. fire 101. | 2
39. | 1. employee 2. initial capital 3. market 4. | 102. | 3
loan
40. | 1b, 2c, 3d, 4a 103. | 2
41. | 1b, 2d, 3c, 4a 104. | 3
42. | 1. letter of invitation 2. inquiry letter 3. | 105. | 1, 3
cover letter 4. letter of apology
43. | 1. work, worker, workable 106. | 1,3
2. application, applier, applicable
3. creation, creator, creative
4. export, exporter, exportable
44. | 1. education, educator, educational 107. | 1,4
2. forecast, forecaster, forecasting
3. supply, supplier, supplying
4. instruction, instructor, instructive
45. | 1. usage, user, usable 108. | 4
2. production, producer, productive
3. interviewing, interviewer, interviewed
4. manufacture, manufacturer,
manufacturing
46. | 1. sponsor 2. advertising agency 3. the | 109. | 3
unemployed 4. wholesale market
47. | 1. businessman/entrepreneur 2. loan 3. | 110. |1
supplier 4. profit
48. | 1. experience 2. employment 3.| 111. |1
stockholder 4. billboard
49. | 1. competitor 2. import 3. target | 112. |4
audience 4. interest
50. | manufacturer, produce, expansion, | 113. |4
divisions, competition, financial,
makers, competitor
51. | differs, proprietorship, partnership, | 114. | 2
existence, owner, ownership,
transferrable
52. | register, registration, financial, requires, | 115. | 3

issuing, decisions, issued




53. | 1. risks 2. liable 3. choice 4. contribution | 116. | 1
5. specialized 6. money 7. agreement

54. | proprietorship, owner, decisions, | 117. | 2
decisively, proprietor

55. | decide, employees, investment, | 118. | 4
responsibility, profitable

56. | proprietor, responsible, own, personal, | 119. | 2
investments, creditors, liability

57. | 1. play 2. are produced 3. produce 4. | 120. | 3
grow

58. | 1. influenced 2. privatized 3. were | 121. | 3
manufactured, belonged 4. include

59. | is, may be called, becomes, is promoted, | 122. | 2
receives, has, are passed, are transmitted

60. | be dismissed, violates, is not renewed, is | 123. | 3, 4
dismissed, be considered, appeal, results,
ends, does not exist, is not needed, is
called, are made, have

61. | 1.are 2. have 3. is 4. has 124. | 3

62. | 1. are 2. are 3. have 4. has, has, has 125. | 1. have 2. be 3. have, have, is 4. have

63. | 1. produced 2. productive 3. product 126. | 1d, 2c, 3a, 4b

127. JlenoBoe muchbMO - 3TO IHCbMO OT | 128. ConpoBoIUTENIbHOE MHCHMO,
OJIHOM KOMIIAHMM JpYroM, NEepenucKa MOTHBAallMOHHOEC  NIHUCBMO, -  3TO
MCKOAY OopraHu3anusaMu u nux PEKOMCHAATCIIbHOC II1MCBMO,
KJINEHTaMH, 3aKa3uuKaMUu WA JIPYTUMHU npujiaraeMoe K JIpyroMy JIOKYMEHTY,
BHCIIHUMHU CTOpPOHAMMU. O6IJ_II/II‘/'I CTUJIb TaKOMY KaK pE3roMe.
HUCHbMa 3aBUCHT OT OTHOIIECHUU MCKOY Counckarenu dYacto IMPUCHBLIIAIOT
3aNHTCPCCOBAHHBIMU CTOpOHaMHU. COIIPOBOJAUTCIILHOC IMMCbMO BMECTC CO
I[CJIOBI)IC nmucbMa MOT'YyT 6LITB CBOMMMH aHKE€TaMU HJIN 3asBJICHUAMHU O
HalmMCaHbl C  Ppa3JIMYHBIMHU  [KIIKIMHU, Impueme Ha pa60Ty, YTOOBI
Harmpumep, JJISL mpsMOro 3arpoca IpeaACTaBUTHCA IIOTCHIOUAJIBHBIM
UHPOpPMALUU UM JeUCTBUI OT Apyroi paboTonarensim 3 OOBSICHUTB,
CTOPOHBI, JJIA 3aKasa pacxoaHbIX HACKOJIBKO OHU IIoaxXoOsiaT JJIA
MaTcpHraJioB y IIOCTaBIIHMKaA, JJIsA KEIaCMbIX ,Z[OJ'I)KHOCTCIZ.
yKa3aHusi Ha OmMOKY TmMoJjydarens PaGoTonarenu MOTYT
mrucbMa, U1 IpaMoro OTBETa Ha 3aI1poc, HUCIIOJIB30BaTh TIIATCIIPHO HAIIMCAHHBIC
JJIs1 U3BUHCHHUSA 3a OHII/I6Ky nim ajis COIMPOBOAUTCIILHBIC TMCbMa B KaUCCTBEC
BBIPpAXKCHUA )106p0171 BOJIH. I[eJ'IOBOC OOAHOT'O nu3 METOOOB OTCCHBAaHUA
IMUCbMO IIOJIC3HO, IMOTOMY YTO MOXKCT KaHAUuaAaToB, KOTOPBIC HEAOCTATOYHO
OBITH BOCIIPUHATO IIOJIYy4YaTCIICM Ooitee 3aUHTCPCCOBAHBI B cBOEH JOJIZKHOCTHU
CEPBE3HO, YeM JIpyrue GopMbl OOIIICHUSI. u/unmm He 00J1aaloT HEeO0OXOIUMBIMHU
ITumercsa q)OpMaJ'IBHBIM A3BIKOM. 0a30BLEIMHY HABBIKAMMU.

129. PexomennarensHoe mnucemo wium | 130. [TuceMo-nipeicTaBiIeHUE, HAPSAAY

MPOCTO CCHUIKA, MPEACTaBIseT co00it
JIOKYMEHT, B KOTOPOM aBTOp OIIEHHWBAET
KayecTBa, XapaKTePUCTHKU u
BO3MO)XHOCTH PEKOMEHAYeMOTro JIuIa C
TOYKH 3PEHUS CIOCOOHOCTH 3TOTO
YEJIOBEKa BBHIMIOJHATH  OIPEACIICHHYIO
3aaqy U (byHKIHIO.
PexomenmarensHbie MHChMa, KaK
MPaBUJIO, CBSI3aHbI C TPYAOYCTPOHCTBOM

C BU3UTHOU KapTOYKOW, OBUIO BaXKHOH
yacThio THKeTa B 18 u 19 Bekax. OHO
MO-TIPEKHEMY Ba)KHO B O(HIIMATBHBIX
CUTyallUsiX, TaKUX Kak BpYUYCHHE
IIOCJIOM CBOUX BEPUTEIIBHBIX I'PaMoOT, a
TaK)kK€ B  OIPEACIICHHBIX JEJIOBBIX

Kpyrax.
Kax mpaBuio, yenoBek He OyneT
B3aUMOJIEIICTBOBATH c JIPYTHUMH




(Takoe MUCHMO MOMKET TaKxKe
Ha3bIBAThCSl PEKOMEHJAlMEH O MpHeme
Ha paboTy), MOCTYIUICHUEM B BBICIIHE
yueOHbIE 3aBEICHMSI WIM IPaBOM Ha
noiaydeHue cruneHaud. OObIYHO OHH
HaMMCaHbl KEM-TO, KTO paboTaj ¢ 3THUM
YeJIOBEKOM HIIM YYWJI €ro, Harmpumep,

PYKOBOIUTEIEM, KOJIJIErOi 1581051
YUHUTEIIEM.

Pexomenpanun TaKXKe MOLyT
noTpedoBaThCs KOMITaHHMSIM,

CTPEeMSAIIUMCS BBIUTPaTh KOHTPAKTEHI,
0COOEGHHO B 00JaCTH WHXUHUPHUHTA,
KOHCYJIbTUPOBAHUS, TMPOU3BOJICTBA U
CTPOHUTEIIbCTBA, & TAKXKE B OTHOIICHUH
TOCY/IapCTBEHHBIX 3aKYyMOK W TEHIEPOB.
PexomeHaTenbHbBIC UCbMa JUTS
OpraHu3anui UCTIOJTB3YIOTCS JUTS
OIICHKHU UX CIIOCOOHOCTH MPEAOCTABIISTH
TpeOyeMblil ypOBEHb OOCITYKUBAHHUS.

JIOABMH, €CJIM OHU HE OBLIU JTOJKHBIM
o0pa3oM TpeACTaBlIeHbI, Oyab TO
JUYHO WM N0 nHuchMy. YenoBek ¢
0osiee HU3KUM COLMAIIBHBIM CTaTyCOM
MONpPOCK OBl MOKPOBUTENS ¢ Ooiee
BBICOKHM  COLMAIBHBIM  CTaTyCOM
HaIucaTh MUCHMO-TIPE/ICTABIICHUE
TPEeThEMY JIMILY, TaKXe HMEIOLIeMYy
OoJiee BBICOKMH COIMAIIbHBIA CTaTyC,
4YeM I[epBOE€ JIMIO, HO HHUXKE, YeM
BTOpoe Juio. BaxhHo cobmonars
TOHKOCTH J3THKETa TIpU  3ampoce,
HalMCaHUM U TMPEACTaBICHUH TaKHX
HCEM, Hanpumep, Ka4eCTBO
UCITOJIb3yeMOM OyMaru u OyJeT Ju OHO
JIOCTABJICHO HE3aleyaTaHHBIM, YTOOBI
3ampanmBaollas CTOPOHA MOTJa €ro
npountath. Jlydme Bcero ObLIO OB
JIOCTaBUTh MUCHMO-TIPE/ICTABICHUE
penoiaraeMomMy MOJTy4aTeNIo
BMECTE C BU3UTHOM KapTOUKOMH, YTOOBI
noJryyaTelb MOT MO3BOHUTH
OTITPABHUTEIIO HA CIEAYIOIINHN JICHb.

131.

[Tucemo-TpeOoBanue, (Hampumep,
OILJIAThl) WJIM MHUCHMO JO MPEIbSBICHUS
NPETEH3UH — 3TO MHUCHMO C U3JIOKEHHEM
opuaudeckoro  3ampoca  (0OBIYHO
COCTaBJIEHHOTO aJIBOKAaTOM), B KOTOPOM
COJIEPKUTCSL TpeOOBaHUE O BO3MEIICHUHI
yiep0a WM BBIIOJHEHHH KaKOTO-TH00
00s13aTeNIbCTBA B CBSI3U c
IpeIIoIaraeMbIM HapymeHneM
JI0roBOpa HOJy4aTessIMU WIH
IOPUINYECKON OIMMOKOM. XOTs muchMa-
TpeOoBaHUS HE SIBIISIFOTCS
00s13aTeNIbHBIMU 110 3aKOHY, OHH 4YacTO
UCIIONIB3YIOTCSI, OCOOEHHO B  Jenax
JIOTOBOPHOTO TIpaBa, JETUKTHOIO IpaBa
¥ KOMMEpYECKOT0 IpaBa. B HEKOTOPHIX
cilydasix TpeOyroTcs Jl0Ka3aTelbCTBa
MOTIBITOK YPETYJIHPOBAHUS, TPEKIEC YEM
cyneOHoe fieno OyaeT NPUHSTO CYA0M, U
JUI  BBITIOJIHEHHUSI 3TOTO TpeOOBaHUS
0OBIYHO UCTIONB3YIOTCS MUCHMO-
TpeboBanue. Hampumep, ecnm KTO-TO
MOJO3PEBACT  HApyIIEHHE, BBITOJHO
OTIIPaBHTh  IHUCHMO-TpeOOBaHHWE, B
KOTOPOM YTBEp)KIAaeTcs, 4YTO Jpyras
CTOpOHa, TO-BHANMOMY, Hapyllaer, H
3arpamdBaeT TapaHTUU HUCIOJIHEHUS.
[TuceMo-TpeOoBaHUE YACTO NMPUBOAUT K
NUCbMY-O0TKa3y, B KOTOPOM YKa3bIBaeTcs

132.

IIucemo,  ormpaBieHHOE A
IIOITBEPKICHUS (Hampumep,
NOJly4YeHUsl MaTepuayia), Ha3bIBaeTCs
UCbMOM-IIOATBEPKICHUEM.
[lonmyyenue  TOBapoB M YyCIyT,
HoJy4YeHue Jo00ro JIpyroro mnucbMa
WIHM OOIIUX 3aIIPOCOB SIBIISIETCS LIENbIO
JAHHOTO BHJIA JIEJIOBOTO MTUCHMA.

OOBIYHO €ro OTHPABIISIIOT IO
noure. [IuceMo Taxke HCIONb3yeTcs
JUIs. OTBETa Ha 3alpochl M >KajoObl,
OTIIPABJICHHbIE  KIMEHTaMH, YTOObI
nporH(pOPMUPOBAaTh M HOATBEPAMTS,
YTO COOOIIEHUE TTOTYICHO.




OCHOBaHUWE JJIsl OTKJIOHCHMS NPETCH3UU
C Ball€il CTOPOHBI, U MHOTAA SIBJISETCS
XOpOLIMM IIOKa3aTejaeM TOoro, Kakue
Mepbl 3aIIUTHl OyayT NPHUHSTHI, €CIH
UCK OyJleT Oo/1aH MO3Ke.

133.

Kak cienyer u3 Ha3BaHuUsl, 3TO THUIIBI
JIEJIOBBIX MUCEM, KOTOpBIE
OTIIPABJISIIOTCS UCKIFOYUTEIBHO C LENIBIO
pa3MelieHusi 3aKa3oB, M OHHU MOTYT

OBITh OTIIPAaBJICHBI OIITOBHKAaM,
PO3HUYHBIM TOproBuamMm NI
IMPOU3BOJUTCIIIO.

[Tucemo-3aKa3 BKJIIOYAET B ceOs Bce
COOTBETCTBYIOILLUE JETAJIHU, CBA3aHHbBIC C
3aKa30M, TaKM€ KaK HOMEp cueTa WM
KBUTAHI[MM, CBEAEHUS O IPOJYKTE

BMCCTC Cco CHGI.II/I(I)I/IKB.L[I/IHMI/I,
KOJMYCCTBO 3aKa3a, HOMCp Hajora ¢
mpoagax nu Apyrue CBCACHMUA,

OTHOCSIIIMECS K IIPOU3BOAUTENIO, a
Takke HUQPPY, YKA3bIBAIOLIYI0 OOIIYyIO
CyMMY 3aKasa.

B 3aBHCHMOCTH OT COTJIaCOBaHHBIX
YCJIOBHI1 OIIAThl CyMMa ILIaTekKa MOXKET
OBITH BKJIIOYCHA MJIM HE BKIIOYEHA B
HHCBMO-3aKa3.

134.

[TuceMo-n3BUHEHME nueTcs
JUIS TOTO, YTOOBI BBIPA3UTh COXKAJICHUE
[0 ONpEeNelIEeHHOMY Bompocy. B Hem
TOBOPUTCSI O IPHU3HAHUU OLIMOKH,
poOJIeMBbl WU 320y KIEHUS, a TaKKe
IPUHOCATCS WM3BUHEHUA. ODTO CIOCOO
BBIPA3UTh MCKPEHHEE COXAJICHUE II0
IIOBOAY OIIMOKM, a TaKXXe HaMeTUTh
JNEHCTBUSL 10O  WCIPABICHUIO WU
BHECTH HEOOXOAMMBIE HU3MEHEHHS,
YTOOBI MONBITATHCS YCTPAHUTH YIEPO.

[TucbMO-U3BUHEHNE MOXKET OBITH
OTIIPaBJICHO  KOMIIAaHUEH  KIIMEHTY,
IIOCTAaBIIUKY WIH [aXe BHYTPEHHEMY
3aMHTEPECOBAHHOMY JIMILY.

135.

[Tucbemo-xanoda (muceMo-
peKJIaManysi) — 3TO BUJI JCJIOBBIX IHCEM,
HaIlUCAaHHBIX OJHOM CTOPOHOM Apyrou
CTOpPOHE WJIM HOPUAMYECKOMY JIMILY,
4yTOObl  BBIPa3UTh OECMOKOIHCTBO IO
MOBO/TY OTPEICICHHON MPOOIEMBI.

KnueHT MOXeT HampaBUTh MTUCHMO-
pexjIamalio Ha  MPOAYKT, YTOOBI
YCTPAaHUTh KaKOW-THOO HEJOCTaTOK B
MpPOJYKTe WM YyKa3aTh Ha IUIOXO
OKa3aHHYIO YCIYTYy. [Tucema-
peKJiaMani OOBIYHO KOPOTKHE W OYCHB
KOHKPETHBIE TI0 CBOEMY COJIEpPKaHUIO,
aJpeCOBaHHbBIC KOMTIaHWH,
OTBETCTBEHHOMY JIMITY WJIH OTAETY.

NHorna mnmceMa-xanoObl  MOTYT
Tak)Ke COJIepPKaTh IIard M0 YCTPaAaHEHHUIO
POOJIEMBI WA 0KUJAEMYIO
KOMIIEHCAINIO. 3a MHChbMOM-Xano0oit
clemnyeT THUCHMO-TIOATBEPXKIEHUE, a
3aT€M MUCbMO-U3BUHEHUE.

136.

ITucema-061arogapHoCT OOBIYHO
NUIIYTCS  BBICIIMM  PYKOBOJACTBOM
CBOUM IOJYMHEHHBIM JJIs1 BBIPQXKECHUS
0J1aroJapHOCTH, YTOOBI MO3/IPaBUTh UX
C XOpOILO BBIIOJHEHHOM paboToi mim
JUISL TOTO, YTOOBI MOTUBUPOBATH UX.

OObIuHO 3TO IIMCBMO
JIEMOHCTPUPYET >KeCT J00poi BOJIH,
KOTOPBII MOTUBUPYET COTPYIHUKOB Ha
nanpHEHyto paboty. 3a MHCHMOM-
051arolapHOCTbI0  OOBIYHO  CJEIyeT
JICHE)KHOE BO3HarpakJIeHHe.

137.

Ot TUIIbI JCJITIOBBIX IINCEM
OTIIPABJISIIOTCS TUTST 3ampoca
onpeneneHHON nHbopmaru. OCHOBHAsS
[eJIb — y3HATh O YE€M-TO HIIU BBISICHUTH
€CTh JW Kakou-imbo BOMpoC, Ha

138.

[TpodeccuonansHoe
OaroJapCcTBEHHOE MUCBMO —  3TO
Ba)KHBIA CIIOCOO COOOIIUTEL KOJIIETaM,
paboTonmaTensiM, TOCTABIIMKAM  WJIH
JPYIUM JEJIOBBIM IapTHEpPaM, YTO BEI




KOTOPBIT HEO0O0X0IMMO OTBETHT.
[TuceMmo-3ammpoc AOMHKHO OBITH KPaTKUM
U 10 CYIIECTBY, C YETKO 3aJlaHHBIMHU

BOIIPOCAMH.
JIuno, oOpartnaroieecs: ¢ 3apoOCOM,
Ha3bIBACTCS 3anpaniuBarOIIuM, u

3alpalluBaOIINANA JTOJDKEH 00s3aTelIbHO
yKazaTh CBOW aJpec U KOHTAKTHBIC
IaHHBle, YTOOBI C HHMM MOYKHO OBLIO
CBSI3aThHCSL.

LIEHUTE WX BpeMs WU TpujiaracMmbie
MU YCUIIHSL. OtnpaBka
0J1aroJapCTBEHHOT0 IMHChMa YKPEMUT
B3aMMOIIOHMMAHUE C MOJy4yaTreiaeM |
COOOIIMT O BallUX HAMEpPEHUsX Ha
Oynymiee. Bo3aMoxxHO, OyneT yMEcTHO
OTIIPaBUTH 0JIArOJJAPCTBEHHOE MHCHMO
MOCJIe TOT0, KaK KTO-TO IOMOKET BaM ¢
NOMCKOM  palboThl, KOrJga  KIHUEHT
COBEPIIUT  MOKYNKY WM  €CIU
KOMIIaHUS 3aKJIIOYUT C BAMH KOHTPAKT.
Bel  Takxke  MoxeTe  OTIIPaBUTH
oduIaIbLHOE 0J1aro1apCTBEHHOE
MUCHMO, YTOOBI MPOCTO BBIPA3HUTH
CBOIO MPU3HATEIHLHOCTh KOMY-TO.

139.

Cry>xeOHast WM JeJToBasi 3aIiCcKa —
9TO  KOPOTKHM, HO  (opManbHBIHA
JIOKYMEHT, UCTIOJb3YEMbIN JUISI OOIECHUS
MEXTY PYKOBOJIUTEISIMH u
corpyaHukaMu. D¢ddeKkTuBHbIE 3anHCKH
KpaTKh H  yOOOHBI  JJi1  YTCHUS.
JIOKyMEHT TIpelHa3HauYeH B IEPBYIO
odepeb TS BHYTPEHHETO
HCIIOJIb30BaHMS, HanpuMep, JUISt
00BsiBICHUST 00 W3MEHEHHSIX BHYTPH
OpTraHu3aIuu WIN OOHOBJICHHUS
nHpopMaIuu 0 COOpaHUAX KOMIIAaHUH.

140.

IIpuBeTCTBEHHOE MUCBMO — 3TO
oUIMANBHBIA CIIOCOO MpeaCcTaBlIeHUs
KOMITAaHUU WM COTPYIOHHKA, C
MOMOIIBIO KOTOPOTO MPEIOCTABIISACTCS
ocHoBHas wuH(popmanus. Hampumep,
NPUBETCTBEHHOE  I[HUCHMO  HOBOMY
COTPpYAHUKY  BKJIIOYaeT B  celd
uH(pOpMaIMIO, KOTOpash TMOMOXET UM
JAydIle TOATOTOBUTHCA K MEPBOMY
paboueMy J[HIO, a TPUBETCTBEHHOE
NMCHbMO HOBOMY KJIMEHTY Oiaromaput
YeloBeKa 3a 3aMHTEPECOBAHHOCTh U

mpeaoCTaBJIsICT num OCHOBHBIC
CBCACHHA O KOMIIaHHUH. B ocjioM, B
9TUX nucbMax HCIIOJIB3YCTCA

NPUBETCTBEHHBIH TOH, MOMOTArOIIUI
YCTaHOBUTH Oosiee TecHble paboune
OTHOIIECHMSI.

Pa3zpaboTunku

A.T. CmupHoBa
H.A. KocTpuubina




