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Ilepedyenn nuIaHNpyeMBbIX pe3yJIbTATOB 00y4eHHs 10 JUCHUILIHHE (MOAYJII0),
COOTHECEHHBIX € IIJIAHUPYEMBbIMH pe3y/abTaTaMHi 00pa30BaTeIbHON NPOrpaMMbl

Tabnuna 1 — KoMneTeHImu 1 HHAMKATOPHI UX JOCTHXKCHHS

KO[[ 1 HAMMCHOBAHUEC KOMIICTCHIIN

Nunukaropel
NOCTHIKEHUS

[Inanupyemblie pe3ynbTaThl
00y4eHHS IO TUCIIUILINHE

YHI/IBCpCB,J'IBHBIe KOMIICTCHIIU

VK-4.

CrniocobeH npUMeHSTh COBPEMEHHBIE
KOMMYHHUKATHUBHBIE TEXHOJIOTHH, B TOM YHCIIE
Ha MHOCTPAHHOM(BIX) sI3bIKe(ax), IJIs1
aKaJeMHYeCKOro U NpoecCHOHaTbHOIO

B3aUMOIENUCTBUS

YK-4.2
JleMOHCTpHpYEeT yYMEHHE BECTH OOMEH J1eJIOBOM
nH(popMmalueld B yCTHOW W MHChbMEHHOH (opMax He
MEHEee YeM Ha OJTHOM MHOCTPAHHOM SI3bIKE

VK-5.

CriocobeH aHanmM3upoBaTh U yUYUTHIBATH
pa3HooOpa3ue KyJabTyp B Iporecce
MEXKKYJIBTYPHOI'O B3aUMOAECUCTBUS

YK-5.2
BrisBiasieT 0COOGHHOCTH KOMMYHHMKAIIUM HE MEHee
YeM Ha OJHOM MHOCTPAHHOM $3BIKE B IIpoLEcCce
MEKKYJIbTYPHOTO B3aUMOJICHCTBUSA

Tabmuma 2 — [NacopT ¢oH1a OLIEHOYHBIX CPEIICTB

KouTtposmpyemsie dopmupyemast HaumeHoBaHue
pa3aebl (TeMbl) KOMIIeTEeHIUsA OI[€HOYHOT0 IMoka3aTeiu OLIEHKHU
AUCIHILIMHBI cpeacTBa
YK-4, VK-5 Cnucok CocrapieHue
[Ipuem nHa pabGoty. OOeHne JUTEePaTypPHBIX CUCTEMATHU3UPOBAHHOTO
o Teaeony HMCTOYHUKOB 10 | CIHKCKa UCIOJIb30BaHHbBIX
TeMaTHKe, HWCTOYHHUKOB, PEIICHUE
TECTOBBIC 3aJlaHUsI | TecTa
[Tpuem na paboty. [enosoe YK-4, VK-5 Koncrmexr, Ecte/Her, pemenue Tecta
MMUCHMO, BUJIBI IETTOBBIX TECTOBBIC 3aJITaHUS
HCEeM
ITpuem Ha padory. YK-4, YK-5 KoHcnexr, Ectb/Het, 06beM 3HaHUH 1O
Cocranenus pakcoBoro u cobecegoBanue, JAHHOM TeMe, pelieHne
ANEKTPOHHOTO COOOIIECHUS TECTOBBIC 3aJlaHUsI | TecTa
VK-4, YK-5 Koncnexr, EcTtb/HeT, 00bEM 3HAHUI 110
TpynoycTpoicTBo cobecenoBaHue, JTAaHHOW TeMe, pelleHue
TECTOBBIC 3aJIlaHHUS | TecTa
YK-4, YK-5 Koncnexr, Ectb/HET, 00bEM 3HAHUI 110
HenoBas nepenucka. JlenoBas cobecenoBanue, JTAaHHOW Teme, pelieHue
BCTpeya TECTOBBIC 3aJ]JaHUs | TecTa
YK-4, YK-5 Koncnexr, Ectb/HET, 00bEM 3HAHUI 110
enoBas nepenucka. cobecenoBanue, JTAaHHOW Teme, pelieHue
IleperoBopsl TECTOBBIC 3aJ]JaHUs | TeCTa
VK-4, YK-5 Koncrexr, EcTh/HeT, 00BEeM 3HAHUH 1O
Henosas nepenucka. Jlenosas cobeceoBaHue, JTAHHOM TeMe, peleHue
9THKA U STUKET TECTOBBIC 3aJ]aHUs | TecTa
3auer (1 cemectp) (ouHas, YK-4, YK-5 Pemenne Bcex | PemeHue Bcex TECTOBBIX

3aouyHas (hopma oOydeHHS)

TECTOBLIX 3aJaHUN
10 TEMaM

3aJJaHUH 110 TEMaM




1. Meronnueckue MaTepuaJibl, onpeae/siionme Npoueaypbl OleHUBAHUS 3HAHUH, YMEHU,
HABBIKOB U (MJIN) ONBITA 1eATEJILHOCTH, XapaKTepu3yilue npouecc (popMupoBaHus
KOMIIeTEeHLM i

Metoauueckue MaTepuaisl, OIPEIEISIIOIINE IPOLEAYPhl OLICHUBAHUS 3HAHWM, YMEHUN, HABBIKOB
U (WJIN) OTIBITA JICSITEITBHOCTH, TIPE/ICTABICHBI B BUJIC TEXHOJIOTHYECKOM KapThl AUCHHUILIMHBI (Tabauna 3).

Tabmuua 3 — TexHonoruyeckast KapTa

HaumeHoBaHue Cpoxku HIkana Kpurepun
OLIEHOYHOI0 CpecTBa BbINOJTHEHH S OlIeHUBAHMS OlleHHUBAHUS
Ilpomesccymounan ammecmayusn 6 hopme «3auemay (011 04HOU U 3A04YHOU PopMbl
00yuenus)
TecToBbIE 3aMaHMs B Teuenue or0 o5 3ayer/Heszauer
0o0y4eHus 1o OaioB
JTUCITUILTAHE
HUTOI'O: - __ Oaynos -

2. TunoBbie KOHTPOJIbHbIE 32JaHUS UJIH HHbIE MATEPHAJIbI, HEOOXOANUMBIE JIJIs OLEHKH 3HAHMIA,
YMEHHIi, HABBIKOB M (MJ1H) ONBITA AeATEJILHOCTH, XapaKTepu3ywiiye npouecc popMupoBaHusi
KOMIIeTEHIHI1 B X0/1e 0CBOeHHSI 00pa30BaTeIbLHOI MPOrpaMMbl

2.1 3apanus 1JIsl TEKYIIEro KOHTPOJISI yCIeBaeMOCTH

ITPUMEP

1. 06pa3eu JICKCUKO-TPAMMAaTHUYCCKOI'0O TECTA:
Bri6epute npaBuibHBIA BapUaHT OTBETA:
1. He's the most difficult customer
a) | never dealt with
b) I never had to deal with
¢) I've ever had to deal with
d) I've never had to deal with
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 in 1995 but then in 1996.
a) rised, falled
b) rose, fell
c) 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 AHTIUHCKOM SI3bIKE JIEJIOBOM U MPOQPECCHOHATBHON
HaIpaBJICHHOCTHU:
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. O0pazen HeaanTHPOBAHHOTO TEKCTA JAEOBOM U MPO(pECCHOHATBFHON HAIPABICHHOCTH IS
MUCHbMEHHOTO TIEPEBOIA C AHTJIMHCKOTO S3bIKa Ha PYCCKHUH SI3BIK CO CIOBapeEM:
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. O6pazel] MMCbMEHHOTO MEePeBO/ia aHHOTALMK HAYYHOU CTaThH JIEI0BOM U MpodeccruoHalIbHON
HaIIPaBJICHHOCTH C PYCCKOI'O A3bIKa HA aHIVIMKHCKUHI CO CI0BApEM:
OCHOBHBIE BOITPOCHI YIIPABJIEHMA I/IHHOBAU,I/IOHHOPI AEATEJIBHOCTBIO
[TPOMBIIIIJIEHHBIX HPEI[HPHHTHPI
OxapaKTepH30BaHa CYHICCTBYIOIIAA CUTYyalUA I/IHHOB&LII/IOHHOﬁ AdKTHBHOCTH B PCAJIBHOM CCKTOPC
SKOHOMUKH. YCTaHOBJICHA CTPYKTypa HAYYHO-IIPOU3BOACTBCHHOI'O IIpOLECCa, OCYLICCTBIIICMOIO Ha
OpCAIIpusATUN B HCIIAX CO3JaHUsA, OCBOCHHA ITPOU3BOACTBA U U3TOTOBJICHUA I/IHHOBaI_[I/IOHHOI‘/'I MNpOAYKIHH.
HpezmonceHm K HCIIOJIB30BAHHUIO 3KOHOMCTPUUYCCKAsA MOACIIb U MCTOI MOpCpOJIOFI/I‘-IeCKOFO aHaJin3a B
esx (bOpMI/IpOBaHI/I}I CTPATCTUH MHHOBAIIMOHHOI'O PAa3BUTHA IIPCAIIPUATHA.
[TepeBon.
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 3aganus 1J1s1 IPOMEKYTOYHOM aTTecTaluu (3a4eT)

OIEHOYHOE CPEJACTBO Kourpounpyemas
(mecmuposanue) KOMIIeTCHIUA
1. ConocraBbTe aHIJIMIICKHE M PYCCKHE IKBHBAJICHTHI. YK-4.2
1. nenoBoe MUCHEMO a. informal letter
2. 3aKJII0YHTENbHAS (pa3a BEKIUBOCTH b. layout
3. azmpec oTIpaBUTENA c. writer’s address
4. mamnka machbMa d. reader’s name and addre
5. mpuBeTCTBUE e. block style
6. M ¥ aJIpec TOTyJdaTes f. greeting
7. COMOKUPOBAHHBIN CTUITH g. formal business letter
8. yKa3aHue Ha TeMy MHChMa h. carbon copy (c\c)
9. moamnuck i. subject heading
10. yka3aH#e Ha paCCBUIKY KOMUI j. body
11. mOMKHOCTH OTIIPABUTENS k. complimentary close
12. npunoxxeHue . signature
13. umst oTpaBuUTENS m. writer’s name
14. ctpykTypa nucsma n. attention
15. OCHOBHOM TEKCT 0. letterhead
16. npykecKoe MUChMO p. enclosure
17. yka3aHue Ha KOHKPETHOE MHChMO g. writer’s title




2. Kakue yacTH muMCcbMa COOTBETCTBYIOT €ro 0JI0KaM.

YK-4.2

1. Re: Single room reservartion a. reference line YK-5.2
2. Enc: 2 pages b. reader’s address
3. I'look forward to hearing from you. c. sender’s address
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 MPeAT0KEeHHS. YK-4.2
1. Following your advertisement in the | a. a copy of our brochure and price YK-5.2
“Daily Express”... list.

2. Please find enclosed... b. doing business with you in the
near future.

3. We regret to inform you that... c. | am writing to apply for the
position of :

4. We look forward to... d. your order will be one week late.

4. CooTHecHTe YaCTH OJHOIO NPeAT0KeHHUS. YK-4.2

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. CooTHecHTe YaCTH OJHOIO MPEAI0KEeHHUS. YK-4.2
1. We would be grateful if you | a.a visit from your salesman. YK-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 JIEBYIO U IIPABYIO YACTh MHCbMA, OAXOASAIIME APYT APYIY IO YK-4.2
CMBICITY. YK-5.2
Beginnings Endings

1. | am writing in response to your|a. We feel confident that
advertisement in yesterdays Daily Scope | something in our range th
concerning a vacancy in your sales department. | requirements and look forwa

your order.

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

3. I am writing in my capacity as chairman of

b. 1 hope that these changes h
too much inconvenience and th
attend our forthcoming seminar

c. | am available for an intervie

6




the residents association to draw your attention
to the problem of excessive noise levels in our
neighborhood.

4. 1 am writing to request permission to use the
company premises for a meeting which will be
held during the holidays.

between 9 am and 5 pm, and |
meeting you in person to discus
of my employment.
d. We trust you will give th

look forward to
s the possibility

IS matter your

urgent consideration and lopk forward to

receiving any suggestions you

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

help overcome the problem.

duration of our meeting.

might have to

e. We would be extremely grateful if you were
able to allow us to use the facilities for the
Thank you
anticipation of your kind cooperation.

in

7. Boi0epure cooTBeTcTBYIOIIME pa3bl U3 NPABOH KOJOHKH, MOAXOASIIIME K
ONpeacJeHHbIM BUIaM J1€JI0BOI0 IIHCbMaA.

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

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

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

YK-4.2
YK-5.2

8. Pacmos1o:xuTe AUAJIOT B IPABUJILHOM MOpPAIKeE.
1.
2. Thanks. Is there somewhere we can get some coffee?
3.
4. Thanks, that's great. That's a good place to have the stand: lots of people

oo

8.

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

Yes, whenever you wish.
Good morning. Can | help you?

will pass by, and we can always pop across for a coffee ourselves!

Can we set up the stand now?

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

pack.
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-4.2
YK-5.2

9. PacnoJiokuTe THAJIOT B MPABUJILHOM MOPSIKeE.
1.
2.
3.

4. Excuse me, Javier? It’s John. We met at this conference two years ago.
5.
6

Very good, thanks. It’s nearly finished. Do you still work with Leonardo?
It’s lovely to see you too. How are you?

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.

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.

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

YK-4.2
YK-5.2

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

7




10. TIpoutuTe TEeKCT H paccraBbTe pedepupoBaHHEe B MNPABHJILHOM
nopsake.
Mechanic works 75 years to break record

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

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

when | get up in the morning is | say ‘thank you for another day'.

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

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

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

honor at a ceremony at JFK.

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

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

5. We can read in the text that an airline worker in the USA has broken the
world record for the world's longest-serving airline mechanic as he
started work in 1942 at the age of 16 and now he been working for 75
years.

w

YK-4.2

11. HquHTaﬁTe TEKCT, ONPEACTIUTE, KAKUEC YTBEPKICHUA BEPHbIC, KaAaKHE
HEBEPHBIC H 0 YE€EM B TEKCTEC HE CKa3aHO.
Helen Keller

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

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

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

Miss Sullivan began her first lesson by handing Helen a doll and pressing

YK-4.2

8




“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.

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.

Statement True False
1. Helen Keller was born deaf and blind. +
2. Helen’s parents found a young teacher for their +
daughter.
3. First Miss Sullivan taught Helen to count. +
4. Helen’s favourite books were about animals and
nature.
5. Helen’s lectures were popular. +
6. Helen Keller finished college successfully. +
7. Helen’s book about her life was translated in many
languages.
8. Helen never left her home town. +

12. CooTHecuTe BONMPOCHI M OTBETHI HA HUX.
1. What are the requirements? Who can apply | a. Full sponsorships are avai

for the conference? Creation Labs. How to be elig
the Lab.

2. What do | need to study to apply for the | b. Students from all over the w

World Business Dialogue? to apply for the World Bus

There are no special requirem
being enrolled as a student in
institution. You will need your
thoughtful answers to ou
questions. If you are a young a

and have already been betweet

YK-4.2
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3. Are there any scholarships for tickets/ plane
tickets/ accommodation?

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

on the job you are eligible to|get one of our
young professional tickets, which can be found
on right here.
c. Applicants will receive an email confirming
their successful application| Unsuccessful
applicants will also receive an email to inform
them of their unsuccessful application.

d. Students from any field of study can apply.
The conference is not exclusive to only
economics students.

13. CooTHecHuTE BONPOCHI U OTBETHI HA HUX. YK-4.2
1. When is the closing date for applications? a. Networking with companie
other top students.
Gaining new insights into cur
topics.
Sharing ideas on different topi
views from a multitude of cultu
Learning to apply your knowle
solutions fast.
Finding out how to get into the
university.
2. What are possible benefits of attending the | b. Yes, provided that only one
World Business Dialogue? by since your graduation (a
Dialogue takes place).
3. Can recent graduates attend the World | c. There is no deadline for the
Business Dialogue? However, if you want to get n
formats taking place from
4. A company needs sufficient funds | Wednesday, we highly recomm
to obtain necessary assets, such as property, | early as possible. If you do ti
buildings, and inventories ? you will also have the chance {
ticket price. We will most |
application phase in early Febru
14. PacnoJio:kuTe YACTH 1€J10BOr0 MUCHMa B NPABUJILHOM MOPSIIKe. YK-4.2

1. I would like you to replace the item or give me a refund. Please let me know
your decision within 3 days, otherwise, | will be forced to take the matter further.

2. Eldorado Ltd
4 Krasnoarmeisky Avenue
Barnaul 658048
Russia

3. Sincerely yours,

Sergey Lupin

4. | am writing to inform you that yesterday | got my new TV-set, which was
delivered by your delivery service. The package was undamaged so | signed all
the documents and paid the rest of the sum. However, when | unpacked it 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,

10




15. CooTHecHTE YaCcTH pe3roMe ¢ UX Ha3BaHHEM. YK-4.2
1. Office 10, Windows, Internet, AutoCAd, | a. Education YK-5.2
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. c. Computer Skills
somova_i@mail.ru
+7-962-963-5624
4. Tyler Parkinson d. References
45 Popova Street

Barnaul 656057

Russia

Tel. +7-905-945-6621
E-Mail: parkinson_t@mail.ru
5. 2019-present e. Personal Information
Manpower Inc.

Virtual Agricultural Engineer Recruiter

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

Work with recruiting metrics.

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

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

Present information to managers and
executives in the company.

Work with a team to collaboratively create
a project.

2014-2019
BP America Inc
Agricultural Irrigation Engineer

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

designed and installed systems.

supervised installation of irrigation and
drainage systems.

coordinated equipment and supplies for
installation.

analyzed soil and water conservation.
6.2010-2014 f. Professional Experience
University of Georgia, GA
Masters in Agricultural Sciences
7. English, German g. Objective

11




16. BoiOepuTe 01UH BApMAHT U3 NMPeEIJI0KEHHbIX.
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-4.2
YK-5.2

17. BoiOepuTe 0AUH BAPMAHT U3 MPeIJ0KEHHbIX.
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-4.2
YK-5.2

18. BoiOepuTe 011H BAPUAHT U3 NPeIJ10KEeHHBIX.
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. Tcan’t do that.

YK-4.2
YK-5.2

19. K kakoMy BHY /1€J10BOI'0 IOKYMEHTA OTHOCHTCS CJIEAYIOIIUI OTPHIBOK?
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. | 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-4.2
YK-5.2

20. K kakomy BHY [1€JIOBOT0 JOKYMEHTA OTHOCHTCS CJIECAYIOIIHI 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-4.2
YK-5.2

21. BoiOepuTe OIMH BAPMAHT U3 NPEAJI0KEHHbIX.
Receptionist: «Just a moment, please, while | check. You have a reservation for a
three-room suite for tonight»
Guest: « I8
1. What?! I didn’t ask for a suite.
2. I'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-4.2
YK-5.2
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22. BpiOepuTe OAMH BAPUAHT U3 MPeEIJI0KEHHbIX.
Customer: «This soup is cold».
Waiter: « ».

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

2. Is this my problem?

3. So what?

4. Tdon’t know.

YK-4.2
YK-5.2

23. BoiOepuTe 01MH BAPMAHT U3 NMPeAJI0KeHHbIX.
A: «Excuse me. Can I talk to Mr Nolan?»
B: « ».

1. We don’t have such a person.

2. I’'m afraid, Mr Nolan is out.

3. Who’s asking?

4. What?

YK-4.2
YK-5.2

24. K xakomy BHAY [1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOUIU OTPLIBOK?
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

YK-4.2
YK-5.2

25. K kakomy BHAY [1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOIIHI OTPHIBOK?
All the containers are to be marked on three (3) sides. Each container should bear
the following markings made in indelible paint (in Russian and English).

1. Memo

2. Contract

3. Inquiry Letter

4. Cover Letter

YK-4.2
YK-5.2

26. K KaKOMY BUIAY A€JIOBOT0 JOKYMEHTA OTHOCHUTCH Cﬂe)]yl()lll]/lﬁ OprIBOK?
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

YK-4.2
YK-5.2

27. K xakomy BHY A€JI0BOT0 JOKYMEHTA OTHOCUTCSH CJIEAYIOIINH OTPbIBOK?
I 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

YK-4.2
YK-5.2
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28. BbiOepuTe 0AMH BAPUAHT U3 MPeEIJI0KEHHbIX.
Agent: «South-West Airways. Myra Davis speaking.
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?

YK-4.2
YK-5.2

29. BoiOepuTe 0JMH BAPUAHT U3 MPeI0KEHHbIX.
Agent: «British Railways. Can I help you?»
Customer: « ».
1. Good afternoon. Can you give me the times of fast trains to Edinburgh,
please?
2. Look! I want to know the times of fast trains to Edinburgh.
3. Hi, I need some info about the times of fast trains to Edinburgh.
4. Hi. Can | buy two tickets to this performance?

YK-4.2
YK-5.2

30. BoiOepuTe 0lMH BAPDUAHT U3 NPeEII0KEHHbBIX.
Business partner 1: «Items 2.5 and 2.6 lacked in the consignment of the
equipmenty.
Business partner 2: « ».
1. We apologize for the oversight. It won’t happen again.
2. It’s not our problem.
3. s this our problem?
4. 1don’t understand your problem.

YK-4.2
YK-5.2

31. K kakomy BHY /1€JIOBOT0 IOKYMEHTAa OTHOCHTCS CJIECAYIOIHI OTPHIBOK?
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

YK-4.2
YK-5.2

32. K kakomMy BHY [1€JIOBOT0 JOKYMEHTA OTHOCHTCS CJIEeAYIOIIHI OTPBIBOK?
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

YK-4.2
YK-5.2

33. BoiOepuTe 01MH BAPMAHT U3 NPEAJI0KeHHbIX.
Receptionist: «Yes, Mr Brown. A single room with a bath for two nights, is that
right?»
Guest: « ».
1. Can I give you a call?
2. It’s three nights! Remember that!
3. I'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?

YK-4.2
YK-5.2

34. BoiOepuTe 01MH BAPMAHT U3 NMPEAJI0KeHHbIX.
Director General: «The results of your department are not so good as it was

YK-4.2
YK-5.2
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expected».
Manager: « ».
1. Isthis a joke?
2. Sorry to hear that. We will do our best to improve the situation.
3. Don’t say that!
4. 1t’s your fault!

35. K kakomy BHY /1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeYIOIIUl 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-4.2
YK-5.2

36. K xakoMy BHY 1€J10BOr0 JOKYMEHTA OTHOCHTCS CJIe1YHOUIU
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-4.2
YK-5.2

37. YﬁepnTe U3 HEMOYKHU OHO HeNMoAXOoas1Iee Mo CMbICJTY CJI0BO.
1. manager — office worker — factory worker — executive officer
2. ambitious — inventive — passive — creative
3. increase — boost — rise — fall
4. climb — decrease — fall — drop

YK-4.2
YK-5.2

38. YOepuTe u3 Lieno4YKH OTHO HENoAXo/AsI1Iee 10 CMbICJIY CJI0BO.
1. produce — design — calculate — manufacture
2. personnel — employees — staff — applicants
3. division — department — bank — section
4. recruit — hire — headhunt — fire

YK-4.2
YK-5.2

39. YﬁepnTe U3 HEMOYKHU OHO HEMMOAXOAsAIECE 10 CMBICJIY CJI0BO.
1. businessman — employee — entrepreneur — owner
2. profit —initial capital — equity capital — assets
3. firm — enterprise — company — market
4. profit — loan — income — revenue

YK-4.2
YK-5.2

40. CoBMecTHTE TIJAroJg ¢ CYIIECTBUTEIAbHBIM, YTOOLI MoJIyInJI10Ch
CJIOBOCOYECTAHHUC. Ka)KJIOC CJIOBO MO’KHO UCII0JIB30BAaTh TOJILKO O/IMH pas3.
1.torun a. a partner
2. to charge b. a company
3. to solve c. aprice
4. to welcome d. a problem

YK-4.2

41. CoBMecTHTE TJAroj ¢ CYIneCTBUTEC/IbHBIM, YTOOLI MOJIYy1HJIOCHh
CJIOBOCOUYECTAHUEC. Kamnoe CJIOBO MO’KHO UCII0JIB30BAaTh TOJILKO O/IMH pas3.

1. to sign a. a lawyer

2. to reduce b. a document

3. to depend on c. suppliers

4. to consult d. costs

YK-4.2

42. Cuaeaywomme OTPbIBKM B3SITbl W3 Pa3HYHbIX [1eJOBBIX IHCEM.

YK-4.2
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Onpenennre, K KAKOMY THITY OTHOCUTCS KasKIblii U3 OTPHIBKOB. YK-5.2
1. Cooper Communications would be pleased to welcome you to the
opening of its new premises.
2. Please, would you send to the above address 37 units of product reference
number 37/LK/45006 (brown) and dispatch the invoice to our West
Central office in the usual way.
3. Please, find enclosed my CV and a recent photograph.
4. | am extremely sorry about the incident last week during the visit of your
representative to our offices.
43. OOpa3syiite cyumecTBuUTe/lbHble M NpWJararejbHble W3 JAaHHBIX YK-4.2
rjaroJjosB.
Verbs Nouns (activity) Nouns (person)
1. to work
2. to apply
3. to create
4. to export
44. QOOpa3syiiTe cyuiecTBUTeJIbHbIe W MNpWIararejbHble W3 JaHHBIX YK-4.2
rjaaroJjiosB.
Verbs Nouns (activity) Nouns (person)
1. to educate
2. to forecast
3. to supply
4. to instruct
45. OoOpa3syiiTe cyumiecTBHUTeJlbHbIE U MNpWIaratejbHble W3 JaHHBIX YK-4.2
rjaroJjiosB.
Verbs Nouns (activity) Nouns (person)
1.to use
2. to produce
3. to interview
4. to manufacture
46. HanuuuuTe TEPMHUH K KaXKI0MY U3 oINpeesIeHuil. YK-4.2
1. Someone who pays some of the cost of a concert or sports events.
2. An organization that designs and manages advertising campaigns.
3. A person who doesn’t have a job.
4. A market where goods are sold in large quantities.
47 . HanumuTe TEPMHUH K Ka’KA0MY M3 OnpeaeIeHMIl. YK-4.2
1. Someone, who starts a company, arranges business deals and takes
financial risks in order to make a profit.
2. An amount of money that you borrow from a bank.
3. A person who provides raw materials for the production.
4. Money that you gain by selling things or doing business.
48. HanuuuTe TEPMHUH K KAXKIOMY U3 ONpeaes eHuil. YK-4.2
1. Knowledge or skill gained while doing a job.
2. The state of having a paid job.
3. The person who owns a lot of stock in a company.
4. A large board on the outside of a building or at the side of the road, used
for putting advertisements on.
49. HanuuuTe TEPMHUH K KAXKIOMY U3 ONpeaes eHuii. YK-4.2

1. A person or an organization that is selling or producing the same things
as you.

2. Product or service that is brought into one country from another.

3. The particular group of people that a product is aimed at.
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4. The money that you pay for borrowing from a bank or the money that
you earn when you keep money in a bank.

50. BbiOepuTe HanboJ€ee MOAXOAsIIIIEE CIAOBO.

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-4.2

51. PackpoiiTe cKOOKH, HCIOJIb3YS MOAXOASIIYI0 (POPMY 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-4.2

52. PackpoiiTe cKOOKH, HCIOJIb3YS MOAXOASIIYI0 (hOPMY CJIOBA.

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

YK-4.2

53. BcTaBbTe B TEKCT NMpeaJ0KeHHbIEe 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-4.2

54. BriOepuTte Haubosee moaxoasilee CJI0BO.

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-4.2

55. BoiOepuTte Haubosee moaxoasilee CI0BO.

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

YK-4.2
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56. BbioepuTe Hanboee MOAX0ASIIIEE CIAOBO.

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-4.2

57. PackpoiiTe CKOOKH M MOCTaBbTE IJ1aroJ B HY:KHYI0 gopmy.
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-4.2

58. PackpoiiTe CKOOKHM U MOCTaBbTE IJ1aroJ B HYXKHYI0O (popmy.

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

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

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

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

YK-4.2

59. PackpoiiTe cKOOKHM M MOCTaBbTE IJ1aroJ B HYKHYI0 ¢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-4.2

60. PackpoiiTe cCKOOKHM U MOCTaBbTE IJ1aroJ B HY:XKHYI0O 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-4.2

61. BcraBbTe npaBHJIbHYIO (popMy riaarosos "'be’ mwam "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-4.2

62. BcraBbTe npaBHIbHYIO opmy raarosos "be' mam "have'.

1. There three steps in an effective disciplinary program.

2. Penalties to be imposed fairly.

3. All penalties been imposed fairly.

4. Top, or administrative, management complete responsibility for
the whole organization and also the authority to run it. Middle

YK-4.2
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management to do with a lower level of the firm, such as a
department within a division.

63. BoiGepuTe npaBubHYI0 GopMy IS KaXKIA0Oro mpeaio:kenus. Kaxnas YK-4.2
(1)0pMa MOZKET UCIMOJIb30BaATHC TOJIBKO OAUH pas.
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.
4. A company needs sufficient funds to necessary assets, such as
property, buildings, and inventories.
64. Bpi0epuTe MpaBUJbHYI0 (popMy /UIsi KaxKA0ro mpeajoxenus. Kaxnas YK-4.2
(¢opma MoKeT MCIOJIB30BATHCH TOJBKO OJMH pPa3.
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
4. When a company wants to expand, one ___ that always affects this
decision is cost.
65. Boi0epuTe nmpaBubHYH (GopMYy AJs8 KaXKIA0ro npenioxenus. Kaxnas YK-4.2
¢dopma MoOKeT HCIOJIB30BATHCHA TOJBKO OJIUH 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.
4. Before the accountant could become the Financial Director she had to
a number of requirements
66. BbiOepuTe mpaBWiIbHYH (opmy MiIs Kaxkaoro mpemno:xkenus. Kaxnas YK-4.2
(l)OpMa MOKET UCIOJIb30BAaTLCHA 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.
d. When a company wants to expand, one __ that always affects this
decision is cost.
67. BoioepuTe npaBHIbHYI0 GOPMY IUISI KAXKI0T0 NPeAT0KeHHs. YK-4.2

information/ informative/ fulfillment/ fulfill

1. Getting Acquainted with Accounting, by John L. Carey, is a very

book.

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.

N
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68. CooTHecuTe aHT/IMiicKHe BHIPAKEHHUS C PYCCKUMHU IKBHBAJIEHTAMM. YK-4.2
1. business proposal (offer) a. MO3PaBUTEIHLHOE MTHCHMO
2. cover letter b. menoBoe npeToKeHHE
3. letter of congratulation C. PeKOMEHIaTeIIbHOE MTUCHMO
4. letter of introduction d. conpoBOIUTENHHOE ITHCHMO
69. BoioepuTe npaBWIbHYI0 GOpMY IJIs1 KAKI0T0 MPeII0KeHUs. YK-4.2
record/ records/ research/researcher
1. Bookkeepers business transactions and periodically do a trial to
sec if both sides of an account match.
2. Accountants analyze financial and decide how to present them.
3. Defining the problem is often the hardest step in the process.
4. When the problem has been carefully defined, the sets objectives.
70. BoiOepuTe npaBHIbHYI0 GOPMY IUISI KAXKI0T0 NPeAT0KeHH. YK-4.2
standards/ has standardized/ standard
1. There are some procedures for recording financial data.
2. The computer department its procedures for storing and
retrieving data.
3. c¢. The North Sea oil contributed in of living in Britain.
4. When a company wants to expand, one ___ that always affects this
decision is cost.
71. 3ameHuTe BbIieIeHHbIE TEPMHHBI CJIOBAMM, YKA3aHHBIMHU HUKeE: YK-4.2
acquire, utilizes, expect, capital
1. The management is still searching for the (money) necessary to purchase
equipment.
2. The managers (anticipate) that the company will grow in the nearest
future.
3. In making investments, a financial manager (uses)a wide variety of
information provided by all departments of the company.
4. A company needs sufficient funds to (obtain) necessary assets, such as
property, buildings, and inventories.
72. 3ameHuUTe BblJeJ€HHbIE TEPMHHBI CJI0BAMH, YKA3aHHBIMH HUKE: YK-4.2
primary, arrangement, last, repaid
1. One of the (chief) elements in financial planning is achieving the correct
balance between long-term and short-term capital.
2. When a company wants to expand, one (factor) that always affects this
decision is cost.
3. When an individual borrows money from a bank, this money must
be (paid back) by a specific date.
4. In general, a business that is able to manage its finances successfully
will (continue) to exist.
73. 3anoJHUTE NMPONYCKH BbIIeJTEHHBIMH CJIOBAMU: YK-4.2

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.
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74,

Bbi0epuTe npaBuiIbHYI0 (popMy 11 KAKIOTO0 MPEIJI0KEHHSI.
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.

4. When a company wants to expand, one __ thatalways affects this
decision is cost.

YK-4.2

75.

Bbi0epuTe npaBuibHYI0 (popMYy IJIS KAKIOTO MPEIJI0KEHMSI.
utilizes/ utilization/ utilizing

1. Finance is securing and capital to start up, operate, and expand a
company

2. A company short-term capital to pay for items that last a relatively
short period of time.

3. c. Every company needs proper funds___ .

4. When a company wants to expand, one ___ that always affects this
decision is cost.

YK-4.2

76.

Boi0epuTte npaBuiibHYI0 GopMy /ISl KasKAOT0 NMpeI0KeHHUsl.
investment/ to invest/ invested

Management decided $ 10,000 in research & development.
2. Although he had researched the market carefully, he took a loss on his

=

c. A stockholder's funds are usually not tax-deductible.
4. One of the _ elements in financial planning is achieving the correct
balance between long-term and short-term capital.

w

YK-4.2

77,

Bei0epuTte npaBnibHYI0 GopMy 1JIsi KasKAOTO NMPeAI0KeHUs.
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.
4. One of the __ elements in financial planning is achieving the correct
balance between long-term and short-term capital.

YK-4.2

78.

Bei0epuTte npaBribHYI0 GopMy 1JIsi KasKAOTO NMPeAI0KeHUs.
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

4. A company short-term capital to pay for items that last a relatively
short period of time.

YK-4.2

. CooTHecHTe AHTJIMICKIE BHIPAKEHHUS ¢ PYCCKUMH YKBUBAJIEHTAMH.
. permanent staff a. BpEMEHHBIH 1ITaT

. temporary staff b. paGoTonarenb, HAHUMATEIh

. employer C. IIOCTOSTHHBIH IITaT

. employee d. HaeMHBIN PabOTHUK

YK-4.2

80.

Bri0epuTe npaBuIbHYIO (OPMY IJISI KAXKIOT0 NPEIJI0KEHH.
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 a situation and suggests solutions.

YK-4.2
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4. He offers a calm of the situation.

81. CooTHecHTe aHIJIMIICKHE BHIPAXKEHHS ¢ PYCCKMMHU IKBHBAJEHTAMM.
1. a jobseeker a. HaHUMaTh Ha paboTy
2. to hire b. yBOJNBHSATH ¢ pabOTHI
3. to fire C. yiTH/OpocuTh paboTy
4. to quit d. umymwmii padory

YK-4.2

82. HekoTopble TeMbl HenmpueMJIeMbl IJIA 00CYKIeHHsI B CBeTCKOM Oecene.
OTMeThLTE BapuaHT «True», ecu Bbl cumTaere YTBEPKACHUE BEPHLIM, U
BapuaHt «False», eciin yrBep:kaeHue HeBepHO.

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

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

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

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

YK-4.2
YK-5.2

83. HekoTropbie TeMbl HelpueMJieMbl /I 00Cy:KIeHHsI B CBeTCKOii Oecese.
OTMeTbTE BapuaHT «True», ecan Bbl cumraere YTBEP/KACHUE BEPHBIM, U
BapuaHT «False», eciim yrBep:kaenue 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

silence.

YK-4.2
YK-5.2

84. Nomoanute quajor ¢ppazamu (a-f).
a) What’s your job?
b) How do you do?
c) Where are you from?
d) Have we met before?
e) When did you start?
f) Do you work here full time?
Mr. F.: Hello! (1) ? My name’s John Ferry.
Ms. B.: (2) ? Pleased to meet you. I’'m Julia Bell. (3) ?
Mr. F.. 1 represent Powers Group. I'm the Marketing Assistant.
4) ?
Ms. B.: I work in the office. I’m an accountant.
Mr. F.: (5) ?
Ms. B.: Yes, | do.
Mr. F.: (6) ?
Ms. B.: Three years ago, after graduating from the college.

YK-4.2

85. CoBmecTuTe 4YacTM NpeNJIOKEHUH M Yy3HAWTe, KAKMX IPUHUMIIOB
L[eJIOBOﬁ ITHKH NPUACPKUBAIOTCHA Om3HecMeHbI B Pa3HBIX CTpaHaXx.
1. Germany a. - consider professional and technical skills to be very importa
- have a strong sense of authority;
- respect the different positions in the hierarchy of their compg
- clearly define how jobs should be done;
- are very loyal to their companies and expect their subordinate
- are often older than in other countries
2. The United | b. - receive a general education;
States - delegate authority;
- take a practical approach to management;
- have relatively formal relationships at work;

- encourage their employees to work individually;

YK-4.2
YK-5.2
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3. Sweden

- believe it is important to continue education and training at
c. - consider social qualities to be as important as education;
- encourage their employees to take an interest in their work;

vork.

- pay close attention to the quality of working life;
- do not use much authority as in other countries;
- appreciate low-level decision-making;

- are often women.

4. The United | d. - generally attend business schools;

Kingdom - communicate easily and informally at work;

- admire the qualities of a leader;

initiative is rewarded,
- have competitive and aggressive attitudes to work;
- often accept innovation and change

competitive self-starters;

- are extremely innovative, optimistic and determined;

and methods of production and distribution

- expect everyone to work hard. Individual performance is

e. - have either gained their experience in state-owned ent

- older managers hold technical degrees rather than business g
- work very long hours and expect their subordinates to do so

- are quick to invest in the development of new products, ma

5 measured and

erprises or are

ualifications;

arket techniques

86. CooTHecHTe aHT/INIiICKHE BbIPAKEHUSI ¢ PYCCKMMHU 3KBHBAJIEHTAMM. YK-4.2
1. order-letter a. MUChbMO-peKIaMaIus
2. inquiry letter b. mucpMo-moaTBEPIKICHUE
3. claim letter C. MUCHMO-3AIIPOC
4. letter of acceptance d. mucemo-3akas3
87. CooTHecuTe aHT/IMiicKHeE BHIPAKEHHS C PYCCKUMHU IKBHBAJIEHTAMM. YK-4.2
1. addressee a. ajipec moyyaTens
2. salutation b. monyuarens
3. inside address C. IPUBETCTBHE
4. body of the letter d. TekcT mucpMa
88. CooTHecuTe aHI/IMiiCKHE BBIPAKeHHsl C PYCCKHMH YKBHBAJIEHTAMM. YK-4.2
1. recruitment a. KaHIuIaT Ha JOKHOCTh
2. a job interview b. pabora ¢ ucHbITaTEIBHBIM CPOKOM
3. an applicant C. HabOp HOBBIX COTPYJHHKOB
4. work trials d. cobecenoBanne
89. CooTHecHuTe aHT/IMiicCKHE BHIPAKEHUS C PYCCKUMHU IKBHBAJIEHTAMM. YK-4.2
1. to establish a business a. OTKPBITh 110, KOMITAHUIO, OU3HEC
2. to run a business b. 3amectuTens
3. to set up a company C. CO3/1aTh, YUPEIAUTH KOMITAHHIO
4. deputy d. BecTH €710, ypaBIsiTh OM3HECOM
90. Bri0epuTe HECKOJIBbKO BAPUAHTOB U3 MPEIJIOKEHHBIX. YK-4.2
Kak M0XHO 00paTHTHCS K HECKOJIBKUM aJipecaraM MY>KCKOTo 1osia? YK-5.2
1. Dear Sirs,
2. Men,
3. Dear Mr Keenly, Mr Chu, and Mr Tell,
4. Professors,
91. BoiOepuTe 0OMH BAPMAHT U3 NPEAJI0KeHHbIX. YK-4.2

Kak nepeBoautcs kimmie | shall be grateful to you?
1. Hckpenne Bam
2. Kny Bamero otBera
3. Cnacubo 3apanee
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4. byny Bam OmaromapeH

92. BriOepuTe 0OMH BAPMAHT U3 NpPeAJI0KeHHbIX. YK-4.2
Kakas dhopmyna npouranus noaxoaut k npuserctsuto Dear Mr White? YK-5.2

1. Yours faithfully,

2. Faithfully yours,

3. Warm wishes,

4. Sincerely,
93. BoiOepuTe OIMH BAPHAHT U3 MPeEIJI0KeHHbIX. YK-4.2
Kak oOpatuThbcs B J€TIOBOM MHChME K TPYIIIE JKEHIMHE Oe3 MEepedrclIeHHs MX YK-5.2
UMEH?

1. Dear Mesdames,

2. Dear Ms and Ms,

3. Dear women,

4. Ladies,
94. BriOepuTe 0OAUH BAPMAHT U3 NpPeAJI0KeHHbIX. YK-4.2
Kaxoe ciioBo npomymieno B kiuiie | am looking _ to hearing from you soon?

1. forward

2. font

3. forever

4. for
95. BoiOepuTe HECKOJIbKO BAPUAHTOB U3 NMPEII0KEHHBIX. YK-4.2
Kakue u3 nepeurcieHHbIX KOHCTPYKIIUI HE SIBIISIOTCS TPAMMAaTHYECKU BEPHBIMU?

1. Speaking at the situation...

2. She might to extend...

3. In order to conduct...

4. Assuming that...
96. BriOepuTe HECKOJIbKO BADHAHTOB U3 NMPeEIJI0KEHHBIX. YK-4.2
Kakue ke Harmucanbl MpaBUILHO?

1. He would be a tremendous asset...

2. Twould 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 MPEAJI0KEHHbIX. YK-4.2
K kakoii rpymme otHocsiTes cokpatenust HR, CFO, a/c?

1. coxpaieHus u3 pa3nuyHbIX cep Ou3Heca

2. ab0peBHUATypbl HA3BAaHUI OpraHu3alun

3. COKpallIeHHs Ha3BaHWI MECSIEB U JHEH Helen

4. TpamMMaTHuYeCKHE COKpAIleHUs
98. BoiOepuTe OIH BAPUAHT U3 MPEAJI0KEHHbIX. YK-4.2
B xakom Bue 1eI0BOro MuUchMa MOXKET OBITH McHoib30BaHo knuire [ would like
to order...?

1. B nuceMme-3akase

2. B TIHMCHbME-01arogapHOCTH

3. B pEeKJIIaMHOM MHCbME

4. B CONPOBOAMTEIHHOM IHCHME
99. BoiOepuTe 01MH BAPHAHT U3 MPeIJI0KEHHbIX. YK-4.2
Kakoli BapuaHT AaThl SBISETCS aMEPUKAHCKUM? YK-5.2

1. 6 October, 2022
2. 6 October 2022
3. 6, October, 2022
4. October 6, 2022
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100. BriOepuTe HECKOJIbKO BAPUAHTOB U3 MPEAI0KEeHHbIX.
I'ie MokeT pacnonaraTbest JaTta B TPAJAUIIMOHHOM JIEJIOBOM IMHChME Ha Oymare?
1. cneBa mox agpecom OTIPaBUTENs
2. cpasy nocie o0pamnieHus
3. T0J MOAMHUCHIO
4. crpaBa noJ «I1anoyKkomn»

YK-4.2

101. BoiGepuTe 0JUH BAPHAHT M3 NMPeIT0KeHHBIX. YK-4.2
Kak oOparuthcs k koyutere Andrew B 1e10BoM nucbme? YK-5.2

1. Andrew,

2. Dear Andrew,

3. Andrew!

4. Hi,
102. BeiOGepuTe 01MH BAPHAHT U3 NPeEAJI0KEeHHbIX. YK-4.2
Kakyio ¢pa3zy MOXKHO HCHONB30BATH UIi TOTO, YTOOBI COOOLIUTH IUIOXUE
HOBOCTH?

1. Tam happy to inform you...

2. Tam writing to express my thanks...

3. I regretto inform you..

4. I am writing to express my gratitude...
103. BoiOepuTe 01MH BAPUAHT U3 NPe/IJI0KEHHBIX. YK-4.2
Uro 0603HaYaeT aKpOHUM a/c?

1. Oyxranrep

2. TeKyUIWi cUeT

3. OaHk

4. OaHKOBCKHH CUET
104. Bpi0epuTe 0OAMH BAPUAHT U3 NPeAI0KeHHBIX. YK-4.2
B kakom oOparienuu fomyiieHa onmoka? YK-5.2

1. Dear,

2. Sirs,

3. Dear Ms and Doctor Welt,

4. Dr Liss,
105. BoioepuTe HECKOJIbKO BAPHAHTOB M3 MPeEAT0KeHHbIX. YK-4.2
Kakue mpomaHuss MOXKHO UCHOIB30BaTh B OQHUIMATIBHBIX MUCbMax K YK-5.2
JOJKHOCTHBIM JIUIIaM?

1. Cordially,

2. Yours truly,

3. Faithfully yours,

4. Warms wishes,
106. BoiGepuTe HECKOJIbKO BAPHMAHTOB M3 MPeAI0KeHHbIX. YK-4.2
Kakumu cMiHOHMMaMy MOKHO 3aMEHHTH BbiieneHHoe cioBo: | am grateful to you
and your colleagues for the significant rise in sales?

1. outstanding

2. focus

3. prominent

4. present
107. BoioepuTe HECKOJIbKO BAPHAHTOB M3 MPEII0KeHHbIX. YK-4.2
B xakux nuceMax yMeCTHBI COKpAIlleHHs, IPHUHATHIE B ONIPEIeIEHHON KOMITaHUH? YK-5.2

1. B mepenucke MEXAy KOJIeraMH

2. B JICJIOBBIX MUCHhMaxX Ha OYMaXHBIX HOCHUTEISIX

3. B o(HIHATBHBIX JICTOBBIX MUChMaX

4. B mepenucke, NpeIHa3HAYCHHON JJI1 BHYTPEHHETO MOJIh30BaAHUS

25




108. BoiGepuTe 0JUH BAPUAHT U3 NMPeIT0KeHHbIX.

YK-4.2

Kakoii BapuaHT 1aThI ABISETCS OpUTAHCKUM/€BPONIEHCKUAM? YK-5.2
1. 2010, 8 June
2. June 8, 2010
3. 2010 June 8
4. 8June 2010
109. BoiGepuTe 0JUH BAPHAHT W3 NMPeII0KeHHBIX. YK-4.2
Yewm resume otiuuaercs or CV?
1. CV kopoue
2. resume JuIMHHEE
3. OIIHO U TO XK€
4. resume xopoye
110. BoiGepuTe 0JUH BAPHAHT M3 NMPeII0KeHHBIX. YK-4.2
Kakum nyHkraMm Haso yaenutb ocoboe BHUMaHuE?
1. objective and profile
2. education and work experience
3. skills and references
4. personal information and hobbies
111. BoiGepuTe 0O1MH BAPUAHT U3 NPe/IJI0KEHHBIX. YK-4.2
B kaxom nopsiike nuuiercs aapec? YK-5.2
1. HOoMep smoMa, Ha3BaHME YJMIBIL, HOMEP KBapTHUPBI, IOPOJ, MOYTOBBIH
WHJIEKC, CTpaHa
2. cTpaHa, ropoji, Ha3BaHHUE YJIUIbl, HOMEP A0Ma, HOMEP KBapTHPHI
3. cTpaHa, MOYTOBBIN HHJIEKC, TOPOJI, HA3BaHHUE YIHUIIBI, HOMEP J0Ma, HOMEp
KBapTUPBI
4. TIOYTOBBIN MHIEKC, CTPaHa, TOPOJI, HA3BaHHE YIIUIBI, HOMEpP IOMa, HOMEP
KBapTHPHI
112. BriOepuTe 0OAUH BAPUAHT U3 NPeEAI0KeHHBIX. YK-4
I'ne pacckaszaTh 0 cBO€W MOTHUBALIMU? YK-5
1. xak B CV, tak u B Cover Letter
2. Bresume
3. BCV
4. B Cover Letter
113. BriOepuTe 0OAUH BAPUAHT U3 NPeEAI0KeHHBIX. YK-4.2
B kakom nopsike yka3blBaloTCs cBeJIeHHUsI 00 00pa3oBaHUM? YK-5.2
1. HaumHas c MEPBOTrO MECTa MOJIYYCHHUsT 0Opa30BAHUS B XPOHOJIOTHIECKOM
nopsiaKe
2. HaYMHAs C CaMOTO MPECTIKHOTO MECTa TOITYICHHUST 00pa30BaHHS
3. HauMHas C TEpBOr0 MecTa TMOJy4eHUS OOpa3oBaHUS B MPSIMOM
XPOHOJIOTUIECKOM TTOPSIIKE
4. HauMHas C TOCJEIHEro MecTa IOJy4eHHs o0pa3oBaHUsS B OOpaTHOM
XPOHOJIOTUYECKOM TTOPSIIIKE
114. BeiOepuTe OAUH BAPUAHT U3 NPeAI0KeHHBIX. YK-4.2
Kak moctynuts, eciim 00pa3oBaHUs Majo, a OIBITa MHOTO?
1. chHauana yka3aTtb 0Opa3oBaHHe, a 3aT€M OIIBIT
2. cHayaia yKas3arhb OIIBIT, a 3aTeM 00pa3oBaHHE
3. yKa3aTb TOJIBKO 00pa3oBaHUE
4. yKa3aTh TOJBKO ONBIT
115. Bei0epuTe 0OAUH BAPUAHT U3 NPeAI10KeHHBbIX. YK-4.2

Kaxkas rimaBHas ommOka B OMMMCAaHUM CBOMX UHTEPECOB?

1.
2.

MOoAPOOHO paccKasarh TOIBKO 00 OJHOM YBICUECHUHN
HE YIIOMSIHYTh HH OJTHOTO CBOETO X000
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3. pacckazath 000 BCEX CBOMX X000
4. BBIKUHYTb ATOT IYHKT MOJIHOCTBIO

116. BoiGepuTe 0JUH BAPHAHT U3 NMPeIT0KeHHBIX. YK-4.2
Commercial offer mumercs mst:

1. Hampasnsiercs upmam C MPEeAIoKEHUEM O COTPYIHUYECTBE

2. COJIEPXKHUT OTKa3 B MPEAOCTABICHUN UHPOPMALIUU

3. HCmonb3yercs B Iepenucke o paboTe, KOrjaa Bbl Ipeajiaraere CBOIO

KaHIUIAaTypy Ha OTKPHITYIO BAKaHCHIO

4. nuuercs paboTtofareneM /sl NPUBICUCHHS HOBBIX KIHEHTOB
117. BoiOepuTe 01MH BAPUAHT U3 NPeIJI0KEeHHBIX. YK-4.2
Enquiry letter mumrercst mist:

1. mokasarb, 4TO BBl TOTOBBI IPUHSATH MPEIAraeMyI0 BaM JOJDKHOCTh

2. utoObl y3HaThb O TOBape, yciayre WIU, HalpUMep, MMOMHTEPECcCOBATHCS

HAJIMYHEM BaKaHCHI B KOMITAHUU

3. ormpaBinsercs B 0JaroapHOCTh

4. npurnameHus: Ha TOPKECTBO
118. BoiOepuTe 01MH BAPUAHT U3 NPe/IJI0KEHHBIX. YK-4.2
['ne pacnosiaraercst agpec oTmpaBuTess? YK-5.2

1. He numieTcs coBceMm

2. B BEpPXHEM JICBOM YTy

3. MO LEeHTpYy

4. B BEpXHEM MPaBOM YTy
119. BoiGepuTe 01MH BAPUAHT U3 NPe/IJI0KEHHBIX. YK-4.2
I'ne pacnonaraercst agpec nmoayyarens? YK-5.2

1. cmpaBa, moja agpecom OTIpaBUTENs

2. creBa, HIDKE aJpeca OTIPaBUTENS

3. Ha OJJHOM CTPOKE C a[pecoM OTIIPaBUTEI

4. cnesa, HaJ a[PECOM OTITPABUTEIS
120. Bei0epuTe 0AMH BAPHAHT U3 NPeAI10KeHHBIX. YK-4.2
Kak pacumdposats AIDA?

1. Action, Interest, Desire, Attention

2. Attitude, Interest, Development, Attention

3. Attention, Interest, Desire, Action

4. Attention, Inquiry, Delight, Action
121. BeiOepuTe OAUH BAPUAHT U3 NPeAI0KeHHBIX. YK-4.2
Kaxoit s13pIk Ha/10 MCTIOJIB30BATh VIS HAIUCAHUS OOBSBICHUS O paboTe?

1. crnoxHBIH, ¢ GOIBIINM KOJTUYECTBOM TEPMHHOB

2. CIOXHBIH, ¢ OOJBIIMM KOJIMYECTBOM KPACHBBIX PEYEBBIX 000POTOB

3. TMpOCTOM M MOHATHBIN, 0€3 3ayMHBIX (pa3 U TEPMHUHOB

4. Bce paBHO
122. BriOepuTe 0OAUH BAPUAHT U3 NPeAI0KeHHBbIX. YK-4.2
Kaxk obpamaTbscsi K MOTEHIIUATLHOMY PAOOTHHKY?

1. B 1-maume

2. BO 2-M Jjure

3. B 3-m nuie

4, B eIMHCTBEHHOM 4YMCIIE
123. BeiOepuTe HECKOJIbKO BAPHAHTOB U3 NPeIJI0KeHHBbIX. YK-4.2
Kakasa aOOpeBmarypa wucnosab3yerc 1P BJIOKEHHM B  IHCBMO YK-5.2

JAOMOJHUTEC/IBbHBIX JIOKyMeHTOB?
1. End.
2. Inc.
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3. Enc.
4. Encl.

124, BoiGepuTe 0JUH BAPHAHT U3 NMPeIT0KeHHBIX.
KaKOC 06paH_[eHI/IC K JXCHIIIUHC HpI/IHSITO HCIIOJB30BaTh B ACIIOBOM IIMCBMC, €CIIN
HE U3BECTHO €€ CeMEHHOE MOI0KEHUE?

1. Miss

2. Mr

3. Ms

4. Mrs

YK-4.2
YK-5.2

125. BeraBbTe NpaBHIbHYIO (popmy riarosios ""be’ uam ""have'.

1. You to compensate your workers adequately.

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

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

4. They been hired after detailed interviews.

YK-4.2

126. CooTHecuTe aHIIHiICKHE BBIPAKEHHSI ¢ PYCCKHMH IKBHBAJIEHTAMH.
1. joint stock company a. KOMITaHWsI, YbH aKIUH KOTUPYIOTCS Ha OUp
2. unlisted company b. coBMecTHOE npeanpusTHEe
3. listed company C. KOMITAHHUs, YbH aKI[HH HE KOTUPYIOTCS Ha O
4. joint venture d. akMoHepHasi KOMITaHHsI

YK-4.2

127. TlpouuTaiiTe TeKCT M clejialiTe ero AaHHOTAUMIO MO-PYCCKH MU IO-
AHTJINICKH.

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-4.2

128. IIpouuTaiiTe TeKCT W CAeJAlTe €ro aHHOTAIMIO NMO-PYCCKH WM IO-
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-4.2

129. IIpoyuTaiiTe TEKCT M CAeJAHTEe €ro AHHOTALMIO MO-PYCCKH HMJIM II0-
AHTJIHHCKH.

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

YK-4.2
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being recommended in terms of that individual's ability to perform a particular
task or function. Letters of recommendation are typically related
to employment (such a letter may also be called an employment reference or job
reference), admission to institutions of higher education,
or scholarship eligibility. They are usually written by someone who worked with
or taught the person, such as a supervisor, colleague, or teacher.

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

130. IIpouuTaiiTe TekcT U cAejaliTe ero AaHHOTALUIO MO-PYCCKH WM IO-
AHIVIHICKH.

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-4.2

131. IIpouuTaiiTe TekcT U cAejaliTe ero AaHHOTALUIO MO-PYCCKH WJIM IO-
AHTJIMHCKH.

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-4.2

132. IIpoyuTaiiTe TEKCT M CAeJalTe €ro AHHOTALMIO MO-PYCCKH WJIM II0-
AHTJIHHCKH.

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-4.2
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133. IIpouuTaiiTe TEKCT U cAeJailiTe ero AHHOTANUIO MO-PYCCKH WJIH TO-
AHTJIHHCKH.

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

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

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

YK-4.2

134. IIpouuTaiiTe TeKCcT U cAejaliTe ero aHHOTAIUIO NO-PYCCKH WM I0-
AHIVIHICKH.

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-4.2

135. IIpouuTaiiTe TekcT U cAejaliTe ero aHHOTALUIO MO-PYCCKH WM I0-
AHIIHICKH.

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-4.2

136. IlpouuTaiiTe TeKCT M CAeJAlTe ero aHHOTAIUIO MO-PYCCKH MJIH TO-
AHTJINICKH.

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-4.2

137. IlpouuTaiiTe TeKCT W cOeJalTe ero aHHOTALMIO MO-PYCCKH WM IIO-
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-4.2

138. IIpouuTaiiTe TeKCT U cAeJaiiTe ero AHHOTANUIO MO-PYCCKH WJIH TO-
AHTJINICKH.
A professional thank you letter is an important way to let colleagues,

YK-4.2
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employers, vendors or other business contacts know you value their time or
efforts. Sending a professional thank you letter will build rapport with the
recipient and communicate your intentions for the future. It might be appropriate
to send a thank you letter after someone helps you with a job search, when a
customer makes a purchase, or if a business awards you a contract. You can also
send a formal thank you letter to simply state your general appreciation for
someone.

139. IIpouuTaiiTe TekcT W cAejaliTe ero aHHOTAIUIO NO-PYCCKH WM I0- YK-4.2
AHIVIHICKH.

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

140. IlpouuraiiTe TeKCT M cAeJAlTe ero AaHHOTALUIO MO-PYCCKH MJIH IO- YK-4.2
AHTJINICKH.

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.

Pa3zpaboTunk cr.npenogasareab H.A. KocTpunbina
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KJIIOY
K T€CTaM MO AUCHUIUIUHE «/]e;10BO HHOCTPAHHBIN A3BIK)
Hanpasnenue noarorosku 08.04.01 «CTpouTteibcTBO»
npouIb OATOTOBKU: [Ipou3e00cmeo cmpoumenbHblX Mamepuailos, u30eiull u

KOHCMPYKYUl
1. | 29, 2k, 3c, 4o, 5f, 6d, 7e, 8i, 91, 10n, 11q, | 64. | 1. distribute 2. distribution 3. distributor
12p, 13m, 14b, 15j, 16a, 17h

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

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

8. 136,7,28451 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. true 6. | 74. | 1. considerable 2. considerations 3.

true 7. not stated 8. false considered

12. | 1b, 2d, 3a, 4c 75. | 1. utilizing 2. utilizes 3. utilization

13. | 1c, 23, 3b 76. | 1.to invest 2. investment 3. invested

14. |6,5,2,74,1,3 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, 44, 5f, 6e

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

23. |2 86. | 1d, 2c, 33, 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 9. |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. climb 100. [ 1,4

38. | 1. calculate 2. applicants 3. bank 4. fire 101. | 2

39. | 1. employee 2. initial capital 3. market 4. | 102. | 3
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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. stockholder | 111. | 1
4. billboard

49. | 1. competitor 2. import 3. target audience 4. | 112. | 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 5. | 116. | 1
specialized 6. money 7. agreement

54. | proprietorship, owner, decisions, decisively, | 117. | 2
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. grow 120. | 3

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
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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. JemoBoe mHCBMO - 3TO mOHCbMO OT | 128. ConpoBoIUTENbHOE IMMCHMO,

OJHOM KOMIIAaHMM JPYroM, IepenuckKa MOTHUBALUOHHOE IIACHMO, - 3TO
MEXIYy OpraHu3alMusIMH U HMX KIMEHTaMH, pEeKOMeH1aTeIbHOE TUCHMO, MTPHIaraeMoe K
3aKa34yMKaMy WM JAPYTMMHU  BHELIHUMU JIPYroMy TOKYMEHTY, TAKOMY KaK PE3IOME.
ctopoHaMu. OOIIUNA CTUIIb MHCbMA 3aBUCUT Couckarenu  4YacTo  HPUCHUIAIOT
OT OTHOLIEHUN MEX]y 3aMHTEPECOBAHHBIMU COIPOBOJUTENIBHOE IHCBMO BMECTE CO
cTopoHamu. [lenoBbie mUchbMa MOTYT OBITh CBOMMH AaHKETaMH WJIH 3asBICHHUSIMH O
HalmucaHbl  C  pa3IUYHBIMM  LKJIMH, npueMe Ha paboTy, YTOOBI MPEICTABUTHCS
Harnpumep, JUTSE OpsIMOrO  3ampoca MOTEHLUATbHBIM paboTonarensm u
uHbOpMAllUKM WM JICHCTBHHA OT ApYyrou OOBSICHUTh, HACKOJBKO OHH TMOAXOIAT JJIS
CTOPOHBI, TUIs 3aKasza PacxXoaHbIX KEJIAeMBbIX JOKHOCTEH.
MaTEepUajoB y IMOCTABIIMKA, JJIS YyKa3aHUs PaGoromarenun Moryr wucnonb3oBathb
Ha omMOKy TModyd4arens MHCbMa, IS THIATENBHO HarucaHHbIe
IIPSIMOTO OTBETa Ha 3arpoc, /Ul U3BUHEHUS COMPOBOJUTENIbHBIE THCbMAa B KadecTBE
3a OmMUOKY WM IS BBIpAXKEHHUs A00poi OJIHOTO u3 METOJIOB OTCEeUBaHUs
BOJM. Jle1oBOe MHUCHMO TMOJIE3HO, MOTOMY KaHIUJATOB,  KOTOpbIE  HEJAOCTAaTOYHO
YTO MOKET OBITh BOCHPUHATO MOJy4aTeIeM 3aMHTEPECOBaHbI B CBOECH JOHKHOCTH W/WIH
0onee ceppe3HO, dYeM Apyrue  (HOpMbI He 001amaT HEOOXOIUMBIMH 0a30BBIMH
obmenus. [Tumercst popmManbHBIM SA3BIKOM. HaBbIKaMHU.

129. Pexomenparensnoe nucbmo uian npocrto | 130. [Tucemo-tipeAcTaBieHUe, HApPAIy C
CCBUIKA, MPEJCTaBIsIeT CO0OW TOKYMEHT, B BU3UTHOM  KapTOYKOW, OBUIO  BaKHOU
KOTOPDOM  aBTOp  OLICHMBAeT KadecTsa, yacTpio 3TUKeTa B 18 1 19 Bekax. OHO 10-
XapaKTePUCTHKU u BO3MOXKHOCTH Ope)KHEMY  BaXHO B OQUIIUMAIBHBIX
PEKOMEH/IyeMOro JHlla C TOYKH 3pEHUus CUTyallUsX, TaKUX KaK BpPyYEHHE IMOCIOM
CMOCOOHOCTH 3TOTO 4YEJOBEKa BBINOIHSTD CBOMX BEpPUTENBHBIX T'PaMOT, a TakKkXke B
ONpeeNeHHYI0 3aJadyy WU  (QYHKIHIO. OIpe/IeNIEHHBIX JEJOBBIX KpyTrax.
PekoMennarenpHple NMCbMA, KaK IPaBUIIO, Kak mnpaBuno, uenoBek He Oyner
CBA3aHBl C TPYAOYCTPOMCTBOM  (Takoe B3alMOJICICTBOBATh C JPYTMMH JIIOAbMH,
IIUCBMO  MOJXET  TaKXe  Ha3bIBaTbCs €cii OHUM He OBUIM JIOJDKHBIM 00pa3oM
peKoMeHaauuel o mpuemMe Ha padory), [peJICTaBleHbl, OyAb TO JHMYHO MIU TIO
NOCTYIUIGHHEM B BbIcIIME  y4yeOHBbIE nucbMy. UYenoBek ¢ Oonee  HHU3KUM
3aBe/ICHUs WM TPaBOM Ha IOJy4yeHHUe COLIMATIBHBIM ~ CTaTyCOM  IOMNPOCHJI OBl
cruneHaud. OOBIYHO OHM HANHUCAHBI KeM- MTOKPOBUTES C Oonee BBICOKMM
TO, KTO paboTal ¢ 3TUM YEJIOBEKOM WIIU COLIMAJIBHBIM CTaTyCOM HamucaTh MHUCHhMO-
y4ul1 €ro, HamnpuMep, pyKOBOJIUTEIIEM, IIPEJICTABICHUE TPETbEMY JIMLY, TaKKe
KOJUIETON WM YYUTEJIEM. uMmeroieMy 0Ooiiee BBICOKHUH COIHANIbHBIN

Pexomennanuu TaKke MOTYT CTaTyC, YeM IEpBOE JIMI0, HO HUXKE, YEM
MOTpebOBaThCS KOMITAHUSM, CTPEMSLIUMCS BTOpOE JINL0. BaxkHo co0nroaaTh TOHKOCTH
BBIMIPaTh KOHTPAKThl, 0COOEHHO B 00JacTu THUKETa IpU 3alpoce, HAIHUCAaHUU U
WHXUHUPUHTA, KOHCYJIbTUPOBAHUS, MPEJICTaBICHUH TaKUX IHUCEM, HAIpUMeEp,
IIPOU3BOJICTBA U CTPOMTEILCTBA, & TAK)KE B Ka4yecTBO MCIIONIb3yeMON Oymaru u Oyner
OTHOIIEHUU TOCYAApCTBEHHBIX 3aKyNOK U JU OHO JOCTaBJICHO He3alleyaTaHHbIM,
TEHAEPOB. PexoMeH1aTeNbHbIE THChbMaA IS 4TOOBI 3aMpalirBaroias CTOPOHa MOTIJIA €ro
OpraHM3alyil UCHOJIB3YIOTCS AJI OUEHKU UX npountarb. Jlyume Bcero Obulo OBl
CMOCOOHOCTH TPENOCTaBIATh TpeOyeMbli JIOCTaBUTh MUCHMO-TIPE/ICTABICHHE
YpOBEHb 00CTYKHUBaHUSI. MIpeIoJiaraeMoOMy TOJIy4yaTesllo BMECTE ¢

BU3UTHOW KapTOUYKOM, 4TOOBI MOJy4areib
Mor MTO3BOHUTD OTIIPaBUTEITIO Ha
CIEAYIOLIUN JICHb.

131. | [luceMo-TpeboBanue, (HampuMep, OraThl) 132. | Ilucemo, oTpaBiIeHHOE AJIs
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WJIM IUCHMO 10 TIPEAbSIBICHUS TPETEH3UU —
3TO MHUCHMO C U3JI0)KEHUEM IOPUINIECKOTO
3anpoca (0OBIYHO COCTABJICHHOTO
aJIBOKaTOM), B KOTOPOM COAEPIKUTCS
TpebOBaHUE O BO3MEIICHHUH YIlepOa UiIu
BBITTOJIHEHUH KaKOT0-I100 0053aTeNIbCTBA B
CBSI3M C IIPEJIIOJIaraéMbIM HapylIeHuEM
JI0TOBOpA MOJIYYaTeNISIMU HITH FOPUANMYECKON
omuOKoM. XOTs MUChbMa-TpeOOBaHMS HE
SBIISIIOTCS 0013aTEIBHBIMH 10 3aKOHY, OHU
4acTo UCIOIb3YIOTCSI, 0OCOOEHHO B JieNIax
JOTOBOPHOTO MPaBa, JICIUKTHOTO MPaBa U
KOMMEpPUEeCKOro npasa. B HeKoTophIix
cirydasix TpeOyIOTCs T0Ka3aTebCTBA
MIOTIBITOK YPETYJINPOBAHMUS, IPEKE UEM
cynebHoe 1eno OyAeT MPUHSTO CYJIOM, U
JUISL BBITIOJTHEHUS 3TOTO TPeOOBaHUS OOBIYHO
UCTIOJIB3YIOTCS TUCbMO-TPeOOBaHNE.
Hanpuwmep, eciau KTo-TO Mog03peBaeT
HapylIeHHUE, BHITOIHO OTIPABUTH MUCHMO-
TpeOOBaHKE, B KOTOPOM YTBEPIKAAETCS, UYTO
Jpyras CTOpOHa, O-BUIMMOMY, HapyIlIaerT,
Y 3apalInBaeT rapaHTHH UCTIOTHEHUSI.
[TuceMo-TpeboBaHuE YacTO MPUBOAUT K
MUCHMY-0TKa3y, B KOTOPOM YKa3bIBaeTCs
OCHOBAHHUE JIJIs1 OTKJIOHEHUS TPETEH3UH C
BallIell CTOPOHBI, U MHOT/IA SIBJISIETCS
XOPOIIMM TOKa3aTeNIeM TOro, Kakue Mepbl
3alUThl OyAyT NIPUHSTHI, €CIIU UCK OyneT
M0JIaH MO3XKe.

MOATBEPKIeHUS (Hampumep, IoTydeHus
Marepuaa), Ha3bIBaeTCs MUCbMOM-
noareepxkeHueM. [lonydyenue ToBapoB u
yCIIyT, MOJy4eHHe JTI000ro Ipyroro nuchma
WM OOIIUX 3aPOCOB SBIISIETCS 1EIBIO
JTAHHOTO BH/JIA JIEJIOBOIO MTUCHMA.
OOBIYHO €ro OTIPABISAIOT 110 TOYTE.
[TucbMO Takke UCTONb3YETCs JJIsl OTBETA
HAa 3aMPOCHI U KajloObl, OTIpaBICHHbIE
KITMEHTaMHU, YTOOBI TPOUH(OPMUPOBATH U
MOJATBEPAUTD, YTO COOOIICHHE MOIY4EHO.

133. Kak cnenyer u3 HaszBanus, 3T0 Tunbl | 134, IInceMo-u3BUHEHUE OUIIETCA  JJIs
JICTIOBBIX TIHUCEM, KOTOPBIE OTIPABISIOTCS TOrO, 4YTOOBI BBIPA3UTh COXKAJEHUE IO
HCKIIIOYUTENIBHO C LEJbI0  pa3MEelIeHHs onpeieIEHHOMY Borpocy. B Hem roBopurcs
3aKa30B, U OHU MOTYT OBITH OTIIPABJIEHbI 0 TpHU3HAHUM OLIMOKH, NPOOJIEMBbl WIH
ONTOBUKAaM, PO3HUYHBIM TOPIOBLAM WM 3a0MyXJAE€HUA, a TaKkkKe MPUHOCITCS
MIPOU3BOIUTENIO. U3BHHEHHS. OJTO  CHoco®  BBIPA3UTh

[Tucemo-3aka3 BkiIOYaeT B ce0s Bce HCKPEHHEE COKAJICHHUE T10 TIOBOJIY OIITHUOKH,

COOTBETCTBYIOIIME JETAlld, CBSI3AHHBIE C a TakkKe  HaMETUThb  JIEUCTBUS  TIO
3aKa30M, TakKWe Kak HOMEp cueTa W WCIIPABJICHUIO WM BHECTH HEOOXOIUMBIS
KBUTAHIIUU, CBEJIEHUS O MPOJYKTE BMECTE W3MEHEHUs, YTOOBI MOMBITAThCS YCTPAHUTH
co crnenuduKausIMi, KOJIHMYECTBO 3aKasa, yiepO.
HOMEp Hajora C TMpoJaxX U Jpyrue [MuceMo-U3BUHEHNE  MOXET  OBIThH
CBEJIEHUS, OTHOCSIINUECS K TTPOU3BOAUTEIIO, OTIPABJICHO KOMITAaHHEH KJIUEHTY,
a Takke MOUPPY, YKa3bIBAOIIYIO OOIIYIO MOCTaBUIMKY WM Jla)kK€ BHYTPEHHEMY
CYMMY 3aKasa. 3aMHTEPECOBAHHOMY JIUILY.

B 3aBucuMocTH OT COTJIACOBAHHBIX
YCJIOBHH OIUTaTBl CyMMa IUIaTeXa MOXKET
ObITh BKJIIOYEHA WM HE BKJIIOYCHA B
MMACHhMO-3aKas3.

135. [TuceMmo-x)anoba (mucemo-pexiamanus) | 136. [Mucema-6narogapHoctu 0OBIYHO

— 3TO BHJ JACJIIOBBIX IIHCEM, HAIIMCAHHBIX
OJIHOM CTOPOHOM JPYrod CTOPOHE W

MUIIYTCA BBICIHMM PYKOBOACTBOM CBOUM
HNOAYHNHCHHBIM JJIA BBIPpaKCHUA
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IOpUANYECKOMY JIMIly, 4YTOOBI BBIPa3UTh
OECIOKOHCTBO MO TMOBOJY OIpeIeIeHHON
poOJIEMBI.

KimeHT MoOXeT HanpaBUTh IHCHMO-
peKJIamMalnuio Ha IPOAYKT, YTOOBl YCTPAHUTh
KaKoW-1100 HEIOCTaTOK B IPOIYKTE HIHU
yKa3aTb Ha IUIOXO OKa3aHHYI0  YCIYTY.
[Tucema-peknamanuyu OOBIYHO KOPOTKHE H
OUYeHb KOHKpETHbBIE 1o CBOEMY
COJIEP’KAHUIO, aJPECOBAaHHbIE KOMIIAHUH,
OTBETCTBEHHOMY JIMILY WJIH OTHAETY.

WHorna nuchMa-xanoObl MOTYT TakKKe
colepkaTh  WIArM [0  yCTPaHEHHIO
POOJIEMBI HITH OXKHIAEMYI0 KOMIICHCAIIHIO.
3a TUCHMOM-XaJIO00H cleyeT MHChbMO-

0JIaroTapHOCTH, YTOOBI TO3JPABUTh HX C
XOpOIIO BHITIOJTHEHHONW paboTOW WM IS
TOTO, YTOOBI MOTHBHPOBATH UX.

OOBIYHO ATO MHUCHMO JAEMOHCTPUPYET
XKECT MOoOpOil BOJH, KOTOPHIH MOTHBUPYET
COTPYIHUKOB Ha JanbHEHIIyro paboty. 3a
MMACbMOM-0J1aroJapHOCTHIO 00BIYHO
cleayeT ACHEKHOE BO3ZHArpaxacHHeE.

MOJTBEPXKICHUE, a  3aTeM  IHCHMO-
U3BHHEHHE.
137. Otn TUIIBI JIEJIOBBIX nucem | 138. [IpodeccnonansHOE
OTIPABJISIOTCS JUIsl 3apoca OIpeleIeHHON 0J1arolapcTBEHHOE MUCbMO — 3TO BaXKHBII
nHpopmanuu. OCHOBHasl 1EJIb — Y3HATh O croco6 COOOIIUTH KOJIJIEraMm,
YeM-TO WIM BBIACHUTH €CTh JIM KaKOH-1100 paboTozaTesnsiM, MOCTAaBIIMKAM HIIN IPYTUM
BOIIPOC, HA KOTOPBI HEOOXOIUMO OTBETHUT. JIENIOBBIM TIAapTHEpaM, 4YTO BBl LIEHUTE HX
[Tucemo-3anpoc JOHKHO OBITH KpaTKUM U BpeMs WM T[pUJaraéMble UMM YCHJIUS.
II0 CYHWECTBY, C 4YETKO 3aJaHHBIMHU OtnpaBka  OJIarogapCcTBEHHOrO0  MHChMa
BOIPOCaMHU. YKPEMUT B3aUMOIIOHMMAaHHUE C MOIydaTesieM
Jluto, oOpamaroreecss ¢ 3amMpocom, U COOOIIMT O BallMX HAMEPEHUSX Ha
Ha3bIBAETCs 3aIpalIBaroInM, u Oynymee. Bo3moxHO, OyaeT yMecTHO
3aMpalfBaOIIUN  JTOJDKEH — 00s3aTeNbHO OTIIPaBUTh  OJArOJJAPCTBEHHOE  IHCHMO
yKa3aTh CBOM a/ipec U KOHTaKTHbIE aHHbIE, 1ocjae TOro, Kak KTO-TO TOMOXET BaM C
YTOOBI C HUIM MOXHO OBLIO CBA3ATHCS. MIOMCKOM padOThl, KOTJa KJIUEHT COBEPIIUT
MOKYIKY WM €CJIM KOMIIaHUS 3aKJIIOYUT C
BaMH KOHTPaKT. BBl Takke MOXKeTe
OTIIPaBUTH ounmansHoe
OnaroapcTBEHHOE TMHCHMO, YTOOBI TPOCTO
BBIPa3UTh CBOIO MPU3HATEILHOCTh KOMY-TO.
139. CnyxebHast uiu JienoBas 3anucka — 3to | 140. [IpuBeTcTBEHHOE MUCBMO —  3TO
KOPOTKHHM, HO (OpManbHbIl JIOKyMEHT, opuuMaNbHBIA  crOcOO  MpeicTaBIEHUsS
UCTIOJNB3YyeMBId Ui OOIICHUS  MEXITY KOMITAHUU WJIM COTPYIHHUKA, C TOMOUIBIO
PYKOBOIUTEISIMU U COTPY/IHUKAMHU. KOTOPOTO  NPEAOCTaBIsETCS  OCHOBHAs

O¢ddexTuBHbIE 3aMUCKU KPATKU U yTOOHBI
uig uyTeHus. JIOKyMeHT mpelHa3HauyeH B

IIEPBYI0  ouepeAab [ BHYTPEHHETO
HCIIOJIb30BaHNUs, Harpumep, JUIS
oOBbsiBIEHUSI 00 U3MEHEHUSX  BHYTPHU
OpraHu3anuu UIIN OOHOBIIECHHS

nH(popMaLuK 0 COOpaHUSIX KOMITAaHUH.

nHpopmanus. Hampumep, NpHUBETCTBEHHOE
MUCbMO HOBOMY COTPYIHHKY BKIIIOUaeT B
ce0s1 mHPOpPMAIIHIO, KOTOpasi MOMOXKET UM
JAy4lie  MOATOTOBUTHCA K  TIEPBOMY
pabodeMy JHIO, a IPUBETCTBEHHOE MUCHMO
HOBOMY KIIMEHTY OJIarolaput 4YejoBeKa 3a
3aMHTEPECOBAHHOCTh W TIPEJOCTABISAET UM
OCHOBHBIE CBEJICHUS O KOMITaHUU. B 11emom,

B ITUX IIMcbMax HCIIOJIB3YCTCA
MPUBETCTBEHHBIH  TOH,  MOMOTAIOIIMA
YCTAaHOBUTH  Ooyiee  TECHBIE  paboune
OTHOILIICHUA.
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