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no3HaHus». [lomoxxenust o popmupoBannu PoHIA OLIEHOYHBIX cpeACTB 1o aucturnHe (POC),
[TonoxeHus 0 MPOBEACHUH TEKYIIETO KOHTPOJS yCIEBAEMOCTH M MPOMEKYTOUHOM aTTECTalluu
obyuarontuxcs 3I'Y, [TonoxkeHnust o rocynapcTBeHHON utorooii arrectanuu (I'MMA) BBIITyCKHHKOB
1o 00pazoBaTebHBIM IIporpamMmam Beiciiero oopazosanus 3I'Y um. H.M. ®enoposckoro.

TunoBble KOHTPOJILHBIE 32]aHUA WJIN UHbIe MATEPHAJIbI, HEOOXOIMMbIE
AJIs1 OIleHKM 3HAHMH, YMeHHH, HABBIKOB U (MJIM) ONbITA JAeSATEJbHOCTH
Xapakrepu3ymwiue npomecc (popMHUpPoOBaHNsI KOMIIETEHUMA B X0/1€e 0CBOEHMS

00pa3oBaTeIbHOI MPOrPAMMBI
1. O6pa3eu JICKCUKO-TPaAaMMAaTHU4YCCKOT' O TECTAa:

BriOepuTe mpaBUIIbHBINA BApUAHT OTBETA:

1. He's the most difficult customer

a) I 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

¢) We haven't signed

d) We have sign

3. Sales in 1995 butthen  in 1996.

a) rised, falled

b) rose, fell

¢) have risen, have fallen

d) rose, have fallen

4. 1 like it here because the company s to encourage people to use their initiative.
a) officer

b) managers

¢) 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. Obpasern pedeprpoBaHUs TEKCTA HA aHTITUHACKOM S3BIKE JIEITOBOM M IpodheCCHOHATBHOMN
HaNpaBJICHHOCTH:

Tekcr:
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 Texcra:
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. OOpa3zelr HeaAaANTHPOBAHHOTO TEKCTa ACIIOBOM M MPOQPECCHOHATEHON HAPABICHHOCTH IS
MUCHMEHHOTO TIEPEBO/IA C AHTJIMHCKOTO SI3bIKA HA PYCCKHUH SI3BIK CO CIIOBApEM:

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. Obpasen; TUCBMEHHOTO NIE€PEBO/1a AHHOTAIIMK HAYYHON CTAaThH JEJI0BOM 1 MPOodeCCHOHATBHOM
HaIIPaBJIEHHOCTHU C PYCCKOT'O S13bIKA HAa aHIVIMHCKUI CO CIIOBAapeEM:

OCHOBHBIE BOITPOCHI YITPABJIEHUS THHOBALIMOHHOM JIESATEJIBHOCTBIO
[IPOMBIIIJIEHHBIX ITPEJIPUATUIA

OxapaKTepH3OBaHa CYHICCTBYHOIIIAasl CUTYyaALUsA HHHOBaHHOHHOfI AKTUBHOCTU B PCAJIbHOM CEKTOPC
SKOHOMHMKH. Y CTaHOBIICHA CTPYKTypa HAYYHO-IIPOMU3BOACTBCHHOI'O IIpOIECCa, OCYIICCTBIACMOTIO Ha
MMpEAINIPUATHN B LHCJIAX CO3AaHUA, OCBOCHHA ITPOU3BOJACTBA U U3I'OTOBJICHUA I/IHHOB&HI/IOHHOﬁ IMPOAYKIIUH.
HpeZ[JIO)KeHBI K HCIIOJIB30BAHWUIO 3KOHOMCTPHUYCCKAA MOJICIbL U METOJ MOp(i)OJ'IOFI/I‘-IeCKOFO aHaJIu3a B
Oeax q)OpMI/IPOBaHI/IH CTPAaTE€T MHHOBAIIMUOHHOT'O PA3BUTHUA NPCANIPUATHUA.

Ilepeson.

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.

OIIEHOYHOE CPEJICTBO

(mecmuposanue)




1. ConocTaBbTe aHIJIHIiCKHE U PYCCKHME IKBUBAJICHTBI.
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. IIETI0BOE IIMCHMO

. 3aKIIFOUMTENbHAs (pa3a BEKIMBOCTU
. apec OTIPaBUTENS

. TIarnka nucbMa

. IPUBETCTBUE

. UM U aJipec IMoJTydaTesst

. COTIOKMPOBaHHBIN CTHIIb

. yKa3aHue Ha TeMy [TUCbMa

. IOIINUCH

10. yxa3aHue Ha pacChbUIKY KOMHIA

11.
12.
13.

JOJDKHOCTB OTIIPABUTEIIS
MIPUIIOKEHHE

HUMs OTIPAaBUTECIIA

14. cTpyktypa nucbma

15.
16.
17.

OCHOBHOH TEKCT
JPY’KECKOEe TMICHMO

YKa3aHUC Ha KOHKPETHOC NUCbMO

a. informal letter

b. layout

c. writer’s address

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

f. greeting

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

1. subject heading

j- body

k. complimentary close
1. signature

m. writer’s name

n. attention

o. letterhead

p. enclosure

g. writer’s title

2. Kakue yacTy NMChbMa COOTBETCTBYIOT €ro 0J10KaM.

1
2.

NeREe e o)

. Re: Single room reservartion

Enc: 2 pages

. I look forward to hearing from you.

Yours sincerely,

. Sam Brown

Sam Brown

Purchasing Manager

. Clothco Plc.

261 Whitesea Drive
Birmingham, BG 9218 GB

. We are writing to confim ...
. 24 May, 20—
. Dear Sir/Madam,

. Sales Manager

a. reference line
b. reader’s address

c. sender’s address

d. boby of the letter

e. enclosures

f. greeting
g. complimentary close
h. signature block

1. date




Woolhouse Ltd.
209 Oak Road
Oxford, OD 27 18L

3. CooTHecHTE YACTH OHOTO MPeIJIOKEHHUS.

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

3. We regret to inform you that...

4. We look forward to...

a. a copy of our brochure and price list.
b. doing business with you in the near
future.

c.  am writing to apply for the position of

d. your order will be one week late.

4. CooTHeCUTE YACTH OTHOTO NMPeNI0KEeHH.

1. We acknowledge receipt of...

2. Please accept our sincere apologies...
3. I am writing...

4. Should you require any further
information...

a. for the inconvenience you have been
caused.

b. your letter dated 12" January 20---
c. please do not hesitate to contact us.

d. to enquire about your range of
software.

5. CooTHecHuTe 4acTH OJHOTO NPeNJIOKEHUS].

1. We would be grateful if you could...

2. We would be very interested in

a. a visit from your salesman.

b. a double room in the name of Smith.

receiving...
3. I would like to reserve...

4. Should you be interested...

c. in discussing the matter further...

d. send us a quotation for 20 items.

6. CooTHecHTe JIEBYIO M IPABYIO YaCTh MMCHMA, MOAXOASIIHE APYT APYIY IO CMBICTY.

Beginnings

1. I am writing in response to your advertisement in
yesterdays Daily Scope concerning a vacancy in
your sales department.

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

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

Endings

a. We feel confident that you will find something in
our range that meets you requirements and look
forward to receiving your order.

b. I hope that these changes have not caused too
much inconvenience and that you will still attend our
forthcoming seminar.

c. | am available for an interview any weekday
between 9 am and 5 pm, and I look forward to
meeting you in person to discuss the possibility of
my employment.




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

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

d. We trust you will give this matter your urgent
consideration and look forward to receiving any
suggestions you might have to help overcome the
problem.

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

7. BoiOepuTe cooTBeTCTBYIOIIME (Ppa3bl U3 NPABOIi KOJOHKHU, MOAXOAsSIIIHE K ONpeleeHHBIM BHAaM

JeJIOBOTO MHChMA.
1. letter of complaint
2. letter of confirmation
3. letter of offer
4. letter of request
5. letter of apology

6. letter of inquiry

about...

a. Unfortunately, we have not yet received...

b. We will be glad to know...

c. [ 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 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...

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

8. Pacnosioskure quaJior B NpaBuJIbLHOM MOPSIIKeE.

Thanks, that's great. That's a good place to have the stand: lots of people will pass by, and we can

1. Yes, whenever you wish.
2. Thanks. Is there somewhere we can get some coffee?
3. Good morning. Can I help you?
4.
always pop across for a coffee ourselves!
5. Can we set up the stand now?
6.

my colleague, Tony Marshall.

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

7. Ah, yes. Here are your conference badges and this is your information pack.
8. Of course...Now, you're with 'General Electric', so your stand is number 35, over there, right by the

coffee shop. It should be open by now.

9. Pacmosio:knte 1MAJI0T B NPABMJILHOM MOPSIKe.

—

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

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

3. I’dlove to! Anyway, I’'m afraid I have to speak to a few more people before the conference ends, but

I’ll email you sometime next week.

4. Excuse me, Javier? It’s John. We met at this conference two years ago.
5. I’m fine, thanks. How about you? How’s your thesis?
6. Of course, no problem. Me too. It was great to see you again. Looking forward to hearing from you

soon.




7. Yes, I do. You must come for dinner with us next time you come to Belgium.
8. Wow, John! Long time no see. Great to see you again!

10. IIpouTHTE TEKCT U paccTaBbTe pepepupoBaHHEe B NPABUJILHOM MOPSIIKE.
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
Sam 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 I do when I get
up in the morning is I 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.

3. 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.

11. IIpounTaiiTe TEKCT, ONMpeie/IUTe, KAKUE YTBEP:KICHUsI BepHbIe, KAKHE HEBePHbIE 1 0 YeM B TeKCTe
He CKa3aHo.

Helen Keller

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

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

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




Miss Sullivan began her first lesson by handing Helen a doll and pressing “d-o-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 Not stated
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. CooTHecHuTe BONPOCHI M OTBETHI HA HUX.

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

2. What do I need to study to apply for the World | b. Students from all over the world are eligible to
Business Dialogue? 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




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

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

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. CooTHecuTe BONPOCHI U OTBETHI HA HUX.

1. When is the closing date for applications?

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

3. Can recent graduates attend the World Business
Dialogue?

funds
property,

sufficient
such as

4. A company needs
to obtain necessary assets,
buildings, and inventories ?

a. Networking with companies, 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.

b. Yes, provided that only one year has passed by
since your graduation (at the time the Dialogue takes
place).

c. There is no deadline for the 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. Pacnosio:kuTe 4acTH AeJ10BOr0 MIUCbMAa B PAaBUJIbHOM MOPSIKE.

1. I would like you to replace the item or give me a refund. Please let me know your decision within 3 days,

otherwise, I will be forced to take the matter further.
2. Eldorado Ltd

4 Krasnoarmeisky Avenue

Barnaul 658048

Russia
3. Sincerely yours,

Sergey Lupin




4. I am writing to inform you that yesterday I 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 I 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. CooTHecHTe YACTH pe3loMe ¢ UX HA3BAHHEM.

1. Office
MATLAB

10, Windows, Internet, AutoCAd,

2. To improve the conservation of our resources
using the skills I have learned and practiced over the
years at the biggest agricultural improvement
company in the United States.

3. Irina Somova from Manpower Inc.
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
representatives) to create projects.

company

Present information to managers and executives
in the company.

a. Education

b. Languages

c¢. Computer Skills

d. References

e. Personal Information




Work with a team to collaboratively create a
project.

2014-2019
BP America Inc
Agricultural Irrigation Engineer

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

designed and installed systems.

supervised installation of irrigation and drainage
systems.

coordinated equipment and supplies for
installation.

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

7. English, German g. Objective

16. BriOepuTe O1MH BAPUAHT U3 NPeIJI0KEHHbIX.
Hostess: «Your bag is 3 kilos overweight. You have to pay excess luggage charge».

Passenger: « ».

1. What? It’s only three kilos!

2. Oh? It’s only three kilos. All right then.
3. You have no right to charge me!

4. d) No, I can’t lift this bag.

17. Boi0epuTe 01MH BAPHAHT U3 NMPeAI0KEeHHbIX.

Attendant: «Good morning. What can I do for you?»

Customer: « ».
1. Fill it up, please. I’'m nearly out of petrol.
2. Fill itup. I’'m in a hurry.
3. Don’t you see I need petrol?

4. Do you have cars here?

18. BriOepuTe O1MH BAPUAHT U3 NPeIJI0KEHHbIX.
Customer: «A table for two, please».

Receptionist: « ».

No way.

No free tables here.

I’m afraid that’s not possible, sir.
I can’t do that.

halb o e




19. K kakoMy BHAY J€J10BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOIINii OTPHIBOK?

On 12 August I ordered 12 copies of Background Music by H. Lowery under my order number FT 567. On
opening the parcel I 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

20. K kakoMy BU/AY /1€JIOBOTO TOKYMEHTA OTHOCUTCS CJIeIYIOIIU OTPHIBOK?

EDUCATION: August 2007 — present: Baltimore Community College, Baltimore, MD A.A.S. — X-Ray
Technologist Program.

Resume

Memo
Advertising letter
4. Inquiry Letter

w =

21. BoiOepuTe 0AMH BAPHAHT U3 NPEAI0KEeHHbIX.

Receptionist: «Just a moment, please, while I check. You have a reservation for a three-room suite for tonight»

Guest: « 0

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. [ don’t need a suite.
4. 1 will book a room here.
22. BoiOepuTe OIMH BAPHAHT U3 MpPeNJI0KeHHBIX.

Customer: «This soup is cold».

Waiter: « ».
1. I’'m very sorry. I’ll get you another one.
2. Is this my problem?
3. So what?

4. Tdon’t know.

23. BoiOepuTe 01MH BAPHAHT U3 MPEAI0KEeHHbIX.
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?

24. K KaKoOMYy BHAY A€JOBOIo 10KyYMEHTA OTHOCHUTCHA C.]'le)]lel[Il/lﬁ OprIBOR?

We are enclosing our September Statement totaling $820. The opening balance brought forward is the amount
left uncovered by the check received from you against our August statement which totaled $560.

1. Statement

2. Memo

3. Advertising Letter

4. Inquiry Letter




25. K xakomy BHIy 1€JI0BOTO JOKYMEHTA OTHOCUTCSI CJIeYIOIINI OTPHIBOK?

All the containers are to be marked on three (3) sides. Each container should bear the following markings
made in indelible paint (in Russian and English).

1. Memo

2. Contract

3. Inquiry Letter
4. Cover Letter

26. K kakoMy BU/Y /1€JIOBOTO TOKYMEHTA OTHOCUTCS CJIeIYIOIIUA OTPHIBOK?

This is to call your attention to an oversight in your spring advertisement on overseas travel. You have totally
overlooked the entire Mediterranean region. We hope to receive a corrected brochure at your earliest
convenience.

1. Cover Letter

2. Inquiry Letter

3. Memo

4. Letter of Complaint

27. K kakoMy BH]Y [1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOLIUi OTPHIBOK?

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%.

Advertising Letter
Offer Letter
Cover Letter

4. Inquiry Letter
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28. BoiOepuTe 01MH BAPHAHT U3 NPEAJI0KEeHHbIX.
Agent: «South-West Airways. Myra Davis speakingy.

Customer: « ».

1. Hi. Would you like to fly to Hong-Kong with me?

2. Look! I want to know how much it costs to fly from Los Angeles to Hong-Kong.

3. Hi, I need some info about the price of the flight from Los Angeles to Hong-Kong.

4. Good afternoon. Can you please tell me how much it costs to fly from Los Angeles to Hong-Kong?

29. BoiOepuTe OIMH BAPHAHT U3 MpPeNJI0KeHHBIX.
Agent: «British Railways. Can I help you?»

Customer: « ».

Good afternoon. Can you give me the times of fast trains to Edinburgh, please?
Look! I want to know the times of fast trains to Edinburgh.

Hi, I need some info about the times of fast trains to Edinburgh.

4. Hi. Can I buy two tickets to this performance?

wN =

30. BoiOepuTe O1MTH BAPHAHT U3 NPeIJI0KEeHHBIX.

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. Is this our problem?
4. 1don’t understand your problem.




31. K kakoMy By /1eJIOBOT0 IOKYMEHTA OTHOCHTCSI CJIeYIOLIUI 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

32. K kakoMy BU/Y /1€JIOBOTO TOKYMEHTA OTHOCUTCS CJIeIYIOIIUA OTPHIBOK?

We are interested in buying your equipment for producing pet food. Would you kindly send us more
information about this equipment such as price, dates of delivery, terms of payment, guarantees?

1. Offer Letter

2. Inquiry Letter

3. Cover Letter

4. Advertising Letter

33. BoiOepuTe 01MH BAPHAHT U3 NPEAJI0KEeHHbIX.
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. 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 0AMH BAPHAHT U3 NPeAI0KEeHHbIX.
Director General: «The results of your department are not so good as it was expected».

Manager: « ».

1. Is this a joke?

2. Sorry to hear that. We will do our best to improve the situation.
3. Don’t say that!

4. 1It’s your fault!

35. K kakomy BUY 1€JI0BOT0 TOKYMEHTA OTHOCUTCSI CJIeAYIONIUI OTPHIBOK?

You will be surprised at how little it costs. For 52 weeks a year your Stenogram works hard for you, and you
can never give it too much to do — all for less than an average month’s salary for a secretary!

1. Cover Letter

2. Inquiry Letter

3. Advertising Letter
4. Memo

36. K xakoMy BHIY 1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOIINA OTPHIBOK?

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

37. Y6epnTe U3 HECMOYKH OAHO HEMOAXO0AAIEE MO CMBICTY CJI0OBO.

1. manager — office worker — factory worker — executive officer
2. ambitious — inventive — passive — creative
3. increase — boost — rise — fall




4. climb — decrease — fall — drop

38. YoepuTe 13 eno4YKd OJHO HEMOAXOAsIIee M0 CMBICTY CJI0BO.

1. produce — design — calculate — manufacture
2. personnel — employees — staff — applicants
3. division — department — bank — section

4. recruit — hire — headhunt — fire

39. YoepuTe U3 enO4YKH OJHO HEMOAXOAsIIEe M0 CMBICTY CJI0BO.

1. businessman — employee — entrepreneur — owner
2. profit — initial capital — equity capital — assets
3. firm — enterprise — company — market

4. profit — loan — income — revenue

40. CoBMecTHTE IJ1aroj ¢ CyliecCTBUTEIbHBIM, YTO0OBI MOJYYHIOCH ciloBocoyeTanue. Kaxnoe cioBo
MO’KHO UCI0JIB30BATH TOJBKO OIMH Pa3.

1. to run a. a partner
2. to charge b. a company
3. to solve c. aprice

4. to welcome d. a problem

41. CoBMecTHTE IJ1Aar0JI € CYLIECTBUTENbHBIM, YTOObI MOJYYHIOCH cJI0BocoueTaHue. Kaxnoe cjioBo
MOKHO HCII0JIb30BAaTh TOJBKO OIHMH pa3.

1. to sign a. a lawyer

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

4. to consult d. costs

42. Cuenyomme OTPBIBKH B3SIThl M3 Pa3JIM4YHBIX AEJOBBIX nmuceM. Omnpenennre, K KAKOMY THILY
OTHOCHUTCSI KQXKbIH U3 OTPBHIBKOB.

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

43. Oopa3zyiiTe cylmecTBUTENbHbIE U MPUIAraTeJbHble U3 JAHHBIX IJ1ar0J0B.
Verbs Nouns (activity) Nouns (person) Adjective
1. to work
2. to apply
3. to create

4. to export

44. O0pa3syiiTe cylecTBUTEIbHbIC H IPHIaraTeJbHble U3 JAHHBIX [V1aroJa0B.
Verbs Nouns (activity) Nouns (person) Adjective

1. to educate




2. to forecast
3. to supply

4. to instruct

45. Oopa3zyiiTe cylecTBUTENbHbIE U MPUWIAraTeJbHble U3 JAHHBIX IJ1ar0J0B.
Verbs Nouns (activity) Nouns (person) Adjective

1. to use
. to produce

. to interview

FYS N S

. to manufacture

46. Hanuumure TePMUH K Ka:KA0MY U3 onpe/eseHHii.

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 . Hanumure TEPMUH K KAXKAOMY M3 OIpe/e/IeHUil.

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. Hanumure TEPMUH K KaKA0MY U3 Onpe/ieseHHil.

Knowledge or skill gained while doing a job.

The state of having a paid job.

The person who owns a lot of stock in a company.

A large board on the outside of a building or at the side of the road, used for putting advertisements
on.

el

49. HanmumuTe TePMHUH K Ka:KIAOMY U3 onpe/esieHMil.

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

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

The particular group of people that a product is aimed at.

The money that you pay for borrowing from a bank or the money that you earn when you keep money
in a bank.

bl .

50. BbioepuTe HauboJee moaxoaflee cJaoBo.

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

51. PackpoiiTe cko0OKH, HCIIOJIB3YS MOAXOASNIYIO (hOPMY CII0BA.




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

52. PackpoiiTe cko0OKH, HCIOJIB3YS MOAXOAANIYI0 (pOPMY CII0BA.

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

53. BctaBbTe B TEKCT NMpeaJiOKeHHbIE CJI0OBA.

Words to choose from: agreement; choice; contribution; money; profits; risks; liable; specialized.

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

54. BbiOepuTte HauboJee moaxoasiuiee cJaI0BO.

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

55. BoiOepuTte HauboJee moaxoAsiuiee CJIA0BO.

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

56. BbioepuTe HauboJee moaxoafilee cjaoBo.

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.

57. PackpoiiTe CKOOKHN U NOCTaBbTeE IJ1aroJ B HY:KHYIO 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.

58. PackpoiiTe ckOOKHN U MOCTaBbTeE IJ1aroJ B HY:KHYIO ¢opmy.

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

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

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




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

59. PackpoiiTe cKOOKH M OCTaBbTE IJaroJ B Hy;kHYI0 ¢opmy.

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

60. PackpoiiTe cCKOOKHM U mocTaBbTe IJ1aroJ B Hy:KHYI0 ¢opmy.

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

61. BctaBbTe npaBubHYIO Gopmy raarosos "be'" uiau "have'.

1. All managers  responsible for managing human resources.

2. Many firms a personnel department.

3. The goal of this program___ to ensure employee competence.

4. He  performed his task perfectly

62. BcraBbTe npaBuabHYI0 opMmy riaarosaos "be'" uam "have".

1. There three steps in an effective disciplinary program.

2. Penalties  to be imposed fairly.

3. All penalties  been imposed fairly.

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

the firm, such as a department within a division.

63. BroiOepure mnpaBwibHy dopMy Adasi Kaxkaoro npegiaoxenus. Kaxnmas d¢opma moxer
HCII0JIB30BaThCS TOJLKO OJHH 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. c¢.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. BroiOepuTe mnpaBWwiIbHYI0 dopMy Ads Kaxkaoro mnpeniaoxenus. Kaxnas d¢opma moxer
HCI0JI30BaThCH TOJBKO OAUH pas3.

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. BpiOepuTe mnpaBWiIbHYI0 dopMy AJdsi Kaxkaoro mnpemioxkenus. Kaxaas ¢dopma Moxer
HCIO0JIb30BAThCS 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.

4. Before the accountant could become the Financial Director she had to a number of requirements

66. BrpiOepute npaBuiIbHYI0O (opMy MIA Kaxkaoro mnpeano:xkenus. Kaxmas ¢opma moxer
HCI0JIb30BaThCH TOJBKO OUH pa3.

profits/profit/profitability/profitable

a. The farm is a highly  business.

b. The company explores natural resources to its own

c. ___ have only slightly increased; therefore we have had to cut further investment.

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

67. Boi0epure npaBuIbHYI0 GopMY ISl KAMKAOT0 NPeIJI0KEeHHS.
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 hadto  a number of requirements.
4. People there find in working for a common goal.

68. CooTHecuTe aHTIHIiCKHE BBIPAKECHUSA ¢ PYCCKUMHU IKBUBAJICHTAMMU.

1. business proposal (offer) a. MO3JIPaBUTEIBHOE TTHCHMO
2. cover letter b. nenoBoe mpemokeHne

3. letter of congratulation C. pEeKOMEH/IaTeIbHOE MTUCHMO
4. letter of introduction d. compoBoaUTENEHOE THCEMO

69. Bui0epuTte npaBUIbHYI0 GopMY U1l KAMKAOT0 NpPeIJI0KeHusl.

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 npaBUIbHYIO GopMYy Uil KAMKAOT0 NpPeaJi0KeHusl.

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. 3ameHnTe BblIeJIeHHbIE TEPMUHBI CJIOBAMH, YKA3aHHBIMU HUKE:
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. 3amennTe BblAeJIeHHbIC TEPMUHBI CI0BAMH, YKa3aHHBIMH HHUKe:
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.

When a company wants to expand, one (factor) that always affects this decision is cost.

When an individual borrows money from a bank, this money must be (paid back) by a specific date.
In general, a business that is able to manage its finances successfully will (continue) to exist.

L

73. 3an0mmTe NPOIYCKHU BbIICICHHBIMH CJ10BAMU:
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.

74. BoiOepuTe NpaBUIbHYIO GopMY VISl KAMKAOT0 NPeaJI0KeHu .

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 that always affects this decision is cost.

75. BbiOepuTe NpaBUIbHYIO GopMY Ml KAMKAOT0 NPeNI0KeHUsl.

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.

76. Boi0epuTte npaBuIbHYIO GopMY ISl KAXKIAOT0 NPeaJI0KeHHS.

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.

4. Oneofthe  elements in financial planning is achieving the correct balance between long-term and

short-term capital.

77. BoiOepuTte nNpaBMIBHYIO GOPMY IJIsl KAXKIO0T0 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. Oneofthe  elements in financial planning is achieving the correct balance between long-term and

short-term capital.




78. BoiGepuTe npaBuiIbHYI0 (JOPMY IS KAKIOT0 MPeII0KEeHUS.

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 per period of time.
79. CooTHecuTe aHIJIMIiCKUE BHIPAKEHHUsI C PYCCKMMHU IKBHBAJEHTAMH.
1. permanent staff a. BpeMEHHBIH IITaT
2. temporary staff b. paGoTonaTens, HAHUMATEIb
3. employer C. IOCTOSIHHBIN IITAT
4. employee d. HaeMHBIH PabOTHHK

80. Bri0epuTe npaBHIIBHYI0 GOPMY /ISl KAXKIOT0 NMPeaI0KeHUsl.
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.
4. He offers a calm of the situation.

81. CooTHecuTe aHTIHIiCKHE BBIPAKCHUSA ¢ PYCCKUMHU IKBUBAJICHTAMU.

1. a jobseeker a. HAaHUMAaTh Ha paboTy
2. to hire b. yBONBHATE C pabOTHI
3. to fire c. yiTH/OpocuTh paboTy
4. to quit d. umymmii padorty

82. HeKOTOpBIe TEMbI HCIIPUEMJIEMBI 1JIS1 06cy>wle}mﬂ B CBETCKOIl 6ece11e. OTtMeTbTE BapuaHT «True»,
ecau Bol cuuTaere YTBEPKACHUEC BEPHBIM, U BaAPpUAHT «False», €CJIM YTBEPIKACHUE HEBEPHO.

1. It is 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. Itis rude for both children and adults not to make small talk with strangers.
4. Sport is not a safe topic when making small talk.

83. HexoTopsble TeMbI HeMpUEMJIEMbI /1JIs1 00CY:KIeHUsl B cBeTcKO# Oecene. OTMeThTe BapuaHT «Truey,
ecjin Bbl cuuTaere yTBep:kaeHne BepHbIM, U BapuaHT «False», eciin yTBep:kaeHue HeBEpHO.

1. Politics is a controversial subject according to society.

2. It is common to discuss the weather in an elevator.

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

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

84. Jlonoanute nuanor ¢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)

Ms. B.: (2)

? My name’s John Ferry.

? Pleased to meet you. I’m Julia Bell. (3) ?

Mr. F.: [ 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, I do.

Mr. F.: (6)

?

?

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

85. CoBMecTHTE YaCTH NPe/IJI0KEHUI U Y3HAlNTe, KAKUX IPUHIMIOB JeJI0BOH 3THKH NPHUIEPKUBAIOTCSA

OM3HeCcMeHBbI 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 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. CooTHecuTe aHTJIMIICKUE BHIPAKEHHSI C PYCCKUMHU IKBHBAJIEHTAMU.

1. order-letter
2. inquiry letter
3. claim letter

4. letter of acceptance

a. MHChbMO-PEeKJIaMaIus
b. MUCHEMO-TTOATBEPIKICHHUE
C. MHCHhMO-3a1poC

d. muceMo-3aKas

87. CooTHecHuTe aHT/IHIiCKHE BBIPAKCHUSA ¢ PYCCKUMHU IKBUBAJICHTAMU.

1. addressee
2. salutation
3. inside address

4. body of the letter

a. aJIpec MoyvaTes
b. monyu4arens
C. IPUBETCTBUE

d. TexcT nucema

88. CooTHecuTe aHT/IMIiCKHE BBIPAKECHUSA ¢ PYCCKUMHU IKBUBAJICHTAMU.

1. recruitment
2. a job interview
3. an applicant

4. work trials

a. KaHAWJaT Ha I0JDKHOCTD
b. paboTa ¢ uCTIBITATENEHBIM CPOKOM
C. Ha0Op HOBBIX COTPYIHHUKOB

d. cobecenoBaHue

89. CooTHecuTe aHrIMiicKHe BHIPAsKEHHS C PYCCKUMM 3KBUBaJIeHTAMH.

1. to establish a business
2. to run a business
3. to set up a company

4. deputy

a. OTKPBITh JIEJI0, KOMITAaHUIO, OHU3HEC
b. 3amecTurenn
C. CO3/1aTh, YUPEAUTH KOMITAHUIO

d. Bectu neno, ynpapisth OM3HECOM

90. Bri0epuTe HECKOJIbKO BAPHMAHTOB U3 Mpe/J0KeHHBIX.

Kak moxxHO 06paTI/ITBC}I K HECKOJIBKUM aJipecaTaM MYKCKOIo rmoja?

Dear Sirs,
Men,

b .

Professors,

Dear Mr Keenly, Mr Chu, and Mr Tell,




91. BoiOepuTe 0JUH BAPUAHT U3 MPeEAI0KEHHbIX.
Kak nepesomurcs xmmre I shall be grateful to you?

Hckpenne Bam

Kny Bamero oreera
Cmacubo 3apanee

4. byny BaMm OiaromapeH

wN =

92. BoiOepuTe OJUH BAPHAHT U3 MPeAI0KEeHHbIX.
Kakas ¢ropmyia npoianust moaxoauT K npuBeTcTBUi0 Dear Mr White?

Yours faithfully,
Faithfully yours,
Warm wishes,
4. Sincerely,

W=

93. Bri0epuTe ONMH BAPHAHT U3 NMPeAI0KeHHbIX.
Kak oOpatutbcs B 1€I0BOM MHCHME K TPYIIIE XKESHIIMHE 0€3 MepeuncIICHUs UX UMEH?

1. Dear Mesdames,
2. Dear Ms and Ms,
3. Dear women,

4. Ladies,

94. Boi0epuTe OAUH BAPUAHT U3 NPeEAJI0KEeHHbIX.

Kakoe cioBo npomymieHo B kimrie [ am looking to hearing from you soon?

1. forward
2. font

3. forever
4. for

95. BoiOepuTe HECKOJIbKO BADUAHTOB U3 NPeIJI0KEeHHBbIX.
Kakue u3 nepedncieHHbIX KOHCTPYKIUM He ABIISIOTCS TPaMMaTHYECKH BEPHBIMU?

1. Speaking at the situation...
2. She might to extend...

3. Inorder to conduct...

4. Assuming that...

96. Bri0epuTe HECKOJIbKO BAPHMAHTOB U3 MPe/JI0KeHHBIX.
Kaxue ke Harmucanbl IpaBUIHHO?

1. He would be a tremendous asset...

2. Twould like to state an order with...

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

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

97. BoiGepuTe 01MH BAPUAHT U3 NMPET0KEHHbIX.
K kaxoii rpynme otHocsitest cokpamenust HR, CFO, a/c?

COKpAIIeHNA U3 PA3INIHBIX chep On3Heca
a00peBHaTypHl HA3BAHUI OpPTraHU3AITII
COKpaIlIeHHs] Ha3BaHUH MECSILIEB U JTHEH HeJeIH
4. rpamMMaTHYeCKHE COKpAIICHHs

W=

98. Bri0epuTe 01MH BAPHAHT U3 NPeAT0KeHHbIX.

1. B nmcbMe-3aKase

B kakoMm BHJIE AET0BOr0 NMChbMa MOXKET ObITh UCITIONb30BaHo Kkiuie | would like to order.. .7




2. B IUChME-0JIaroJJapHOCTH
3. B peKJIIaMHOM ITUCHME
4. B COIMPOBOAUTCIIbHOM ITMCbMEC

99. BoiOepuTe OJUH BAPHAHT U3 MPeEAI0KEeHHbIX.
Kaxoii BapriaHT IaThI SBJISCTCS aMEPUKAHCKUM?

1. 6 October, 2022
2. 6 October 2022

3. 6, October, 2022
4. October 6, 2022

100. Boi0epnTe HeCKOJbKO BAPHMAHTOB M3 MpPe/J0KeHHBIX.
I'me moxeT pacnonaratbest 1aTa B TPAAULIMOHHOM JIEIOBOM MHChbME Ha Oymare?

CJIeBa IOJT AIPECOM OTIIPABUTEIIS
cpasy mocje o0pameHus

O MOAIUCHIO

CIpaBa Mo/ «IIAMOYKON)

bl

101. BblﬁepnTe OMH BAPUAHT U3 NPEAT0KEHHBIX.

Kak oOparutbcs k kostere Andrew B 1€710BOM IHACHEMe?

1. Andrew,

2. Dear Andrew,
3. Andrew!

4. Hi,

102. Boi0epuTe 0AMH BAPUAHT U3 NPeAJI0KEeHHbIX.
Kakyto ¢pazy MOKHO HCTIONB30BATH IS TOTO, YTOOBI COOOIIUTH TTOXHE HOBOCTH?

1. Tam happy to inform you...

2. I am writing to express my thanks...
3. Iregret to inform you..

4. 1am writing to express my gratitude...

103. BoiOepuTe 0MH BAPHAHT U3 MpeIJ0KeHHBIX.
Uro 0003HaYaeT akpOHUM a/c?

1. Oyxranrep

2. TEeKyluH cuer

3. OaHk

4. OaHKOBCKHH CUET

104. BoiOepuTe 0MH BAPHAHT U3 MpeIJ0KeHHBIX.

B xakom oOpamiernn ormymieHa ommoka?

1. Dear,

2. Sirs,

3. Dear Ms and Doctor Welt,
4. Dr Liss,

105. Bei0epuTe HECKOJbKO BAPHMAHTOB M3 MPeIJI0KeHHBIX.

Kakue npouraHus MOXXHO HCIIOJIB30BAaTh B O(i)I/IL[I/IaJ'ILHLIX INHUCbMax K JOJDKHOCTHBIM J'II/IL[aM?

1. Cordially,

2. Yours truly,

3. Faithfully yours,
4. Warms wishes,

106. Boi0epuTe HeCKOJbKO BAPUAHTOB M3 MpPe/J0KeHHBbIX.




KakyMu CHHOHMMaMU MOYKHO 3aMEHHTH BblelieHHOe ciioBo: I am grateful to you and your colleagues for
the significant rise in sales?

1. outstanding

2. focus
3. prominent
4. present

107. BoidepuTe HECKOJBKO BAPHAHTOB U3 MPeAI0KeHHbIX.
B kakux nmucbMax yMECTHbI COKPAICHUsI, PUHSTHIC B ONPEICIEHHON KOMITAaHUU?

B IIEPCHHCKE MCXKIAY KOJUICTaMU

B ACJIOBBIX MIMCbMax Ha 6}/Ma)KHle HOCHUTECIIAX

B OCI)I/II_II/IaJIBHBIX JCJIOBBIX ITHUChbMaX

B ICPCIMCKE, Hpe,Z[HEBHa‘{eHHOI/I JJI1 BHYTPEHHETO I10JIB30BaHUA

il

108. BuﬁepnTe OIMH BAPUAHT U3 MPeI0KEeHHbIX.
Kakoii BapraHT nathl SBIseTCS OpUTAaHCKUM/€BPOIICHCKIM?

1. 2010, 8 June
2. June 8, 2010
3. 2010 June 8
4. 8 June 2010

109. BoiOepuTe 01MH BAPHAHT U3 MpeIJ0KeHHBIX.
UYem resume omingaercs or CV?

CV kopoue
resume JJIMHHEE
OJTHO  TO XK€
resume Kopoue

B

110. BuﬁepnTe OMH BAPUAHT U3 NPeAI0KEeHHbIX.
Kaxuwm myHKTam Hajo ynenuts ocoboe BHUMaHUE?

objective and profile

education and work experience
skills and references

personal information and hobbies

B

111. BuﬁepnTe OMH BAPUAHT U3 NPeAI0KEeHHbIX.
B kaxom nopsiake numeTcst agpec?

HOMEp JI0Ma, Ha3BaHNE YJIUIIBI, HOMEP KBAPTHPHI, TOPOA, MOYTOBBIN HHIEKC, CTpaHa
CTpaHa, ropoJi, Ha3BaHUE YJIMIIBI, HOMEP AOMa, HOMEP KBapTHUPHI

CTpaHa, OYTOBBIN UHJEKC, TOPOJ, HA3BAaHUE YJIUIIbl, HOMEDP OMa, HOMEP KBAPTUPHI
MTOYTOBBIN MHJIEKC, CTPaHa, TOPOA, Ha3BaHUE YJIMIIBI, HOMEp I0Ma, HOMEp KBAPTHPBI

B

112. BblﬁepnTe OMH BAPUAHT U3 NPEAT0KEHHBIX.

I'me pacckasath 0 cBoeit MoTuBaUN?

1. xak B CV, Tak u B Cover Letter
2. Bresume

3. BCV

4,

B Cover Letter




113. BriGepuTe O1MH BAPUAHT U3 NMPeIJI0KeHHbIX.

B kxaxom mopsizike yKa3pIBatOTCS CBEACHUS 00 00pa3oBaHUH?

B

Ha4YHMHAS C TIEPBOTO MECTA MOIYICHHST 00pa30BaHUS B XPOHOJIOTHYECKOM MOPSIIKE

Ha4YMHAs C CAMOT'O TPECTIKHOTO MECTA IMOYYCHUS 00pa30BaHuUs

Ha4YMHAS C TIEPBOTO MECTA MOYIeHUS 00pa30BaHUS B IPIMOM XPOHOJIOTHIECKOM IOPSIIKE
HaYMHAS C TIOCJIETHEr0 MECTa MOoIydeHHns 00pa3oBaHus B 00PaTHOM XPOHOJIOTHIECKOM TOPSJIKE

114. BuﬁepnTe OIMH BAPUAHT U3 MPeI0KEeHHbIX.

Kak MNOCTYIUTD, €CIIN o6pa301aaHI/1;1 Majo, a OIIbITa MHOT0?

B

CHavajlla yKa3aTb 06paSOBaHI/IC, a 3aTCM OIIBIT
CHavalla yKa3aTb OIbIT, a 3aTEM 06pa30BaHI/IC
YKa3aTb TOJIbBKO 06p330BaHI/IC

YKas3aThb TOJBKO OIIBIT

115. BblﬁepnTe OJMH BAPUAHT U3 NPEAT0KEHHBIX.

Kakas rimaBHast ommoOKa B ONTMCAHUHA CBOMX UHTEPECOB?

B

MoAPOOHO paccka3aTh TOJLKO 00 OHOM YBJICUCHUHU
HE YIIOMSHYTh HH OJTHOTO CBOETO X000HU
pacckazats 000 BceX CBOMX X000

BBIKMHYTbH 3TOT IYHKT ITOJIHOCTBIO

116. BuﬁepnTe OMH BAPUAHT U3 NPeAI0KEeHHbIX.

Commercial offer mumercs ms:

1.
2.
3.

4.

HarnpasiseTcst GupMaM ¢ IPEATIOKEHUEM O COTPYAHUIECTBE

COJICP)KUT OTKa3 B Mpe0CTaBlIeHHN HHPOpMaIn

UCTONb3yeTcsa B IMEpenucKke o paboTe, Korna Bbl NPEAiaracTe CBOK KaHIUIATYPy Ha OTKPBITYIO
BaKaHCHIO

MUIIETCs pad0TOaTENeM JUIsl TPUBJICUCHHS] HOBBIX KIIMCHTOB

117. BoiOepuTe 0AMH BAPUAHT U3 NPeAJI0KEeHHbIX.

Enquiry letter mumeTcst mis:

1.
2.

3.

4.

M0Ka3aTh, YTO Bbl TOTOBBI IPUHATH MPEIJIaraeMyt0 BaM JOJKHOCTb

4YTOOBl Y3HATH O TOBape, yCIyre WJIH, HampuMep, MOWHTEPECOBAThCS HAIMYMEM BaKaHCUU B
KOMIIaHUH

OTIIPaBIIETCS B OJIAr01apHOCTh

MpUIJIalIeHUsl Ha TOPXKECTBO

118. Boi0epuTe 0AMH BAPUAHT U3 NPeAJI0KEeHHbIX.

I'ne pacrionaraercs agpec oTupaBuTess?

B

HE MHUIIETCS] COBCEM
B BEPXHEM JIEBOM YTy
0 LEHTPY

B BEPXHEM IIPaBOM YTy

119. BblﬁepnTe OIMH BAPUAHT U3 NPEAT0KEHHBIX.

I'ne pacmonaraercst aapec moayvaresns?

B

crpaga, moJ| aJPECOM OTIPABUTEIIS
CJIeBa, HWKE aJIpeca OTIPABUTEIIS
Ha OJTHO# CTPOKE C a[peCoM OTIIPABUTEIIS
CJICBa, HAJT aIPECOM OTITPABUTEIS

120. BblﬁepuTe OIMH BAPUAHT U3 NPEAJI0KEHHBIX.




Kak pacmmdposats AIDA?

1. Action, Interest, Desire, Attention

2. Attitude, Interest, Development, Attention
3. Attention, Interest, Desire, Action

4. Attention, Inquiry, Delight, Action

121. BriGepuTe OIMH BAPHAHT U3 MPeIJI0KeHHbIX.
Kaxkoit 361K HaJ0 HCIIONIB30BATh IS HAITMCAHUS 00BSBICHUS O paboTe?

CJIOKHBIH, ¢ OOJIBIINM KOJIMYECTBOM TEPMUHOB

CJIOKHBIH, ¢ OOJBIINM KOJIMYECTBOM KPACHUBBIX PEUEBBIX 000POTOB
MPOCTOH U MOHATHBIN, O3 3ayMHBIX ()pa3 U TEPMUHOB

.__BCE paBHO

B

122. BoiOepuTe OIMH BAPHAHT U3 NpPelJI0KeHHbIX.

Kak oOpaniarbcs kK MOTEHIIUAIEHOMY Pa0OTHUKY?

1. B 1-M nuie

2. BO 2-M nuIe

3. B 3-M nuue

4. B eIUHCTBECHHOM YHCIIE

123. Boi0epuTe HeCKOJIBKO BADHAHTOB M3 NMPeAI0KeHHbIX.

Kaxkas a60peBuaTypa ncnoJib3yercsi P BJI0KEHHH B NMCbMO A0NOJHUTEIbHbIX 10KYMEHTOB?

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

124. Boi0epuTe 0AMH BAPUAHT U3 NPeAJI0KEeHHbIX.

Kaxoe obparieHne K »KeHIIMHE MPUHATO HCIIONB30BaTh B JIEIOBOM MHCHME, €CITM HE M3BECTHO €€ CeMeitHoe
HoJ0XeHue?

1. Miss

2. Mr

3. Ms

4. Mrs

125. BecraBbTe npaBujbHYI0 ¢popmy riaarosios "be" nau "have'.

I. You  tocompensate your workers adequately.

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

3. Asone 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 aHIVINIiCKHe BHIPAsKeHUs ¢ PYCCKHUMHU IKBHBAJEHTaAMM.

1. joint stock company a. KOMTIaHUs, YbH aKI[UA KOTUPYIOTCS Ha OUpKe

2. unlisted company b. coBMecTHOE MpeanpusiTHE

3. listed company C. KOMITaHUS, YbU aKIIUH HE KOTUPYIOTCS Ha OHpIKe
4. joint venture d. akimoHepHast KOMIIaHUs

127. llpounTaiiTe TEKCT U cAeNaiiTe €ro AaHHOTANNIO MO-PYCCKHU WU MO-aHTJIMHACKH.




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

128. IlpounTaiiTe TEKCT U CAeIaliTe €r0 AHHOTAIUIO MO-PYCCKU WM MO-aHTVIHICKH.

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

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

129. [IpouuTaiiTe TEKCT U c/AeNaliTe €ro AHHOTANMUIO MO-PYCCKU WU MO-AHTJIMHACKH.

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

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

130. ITpouuTaiiTe TeKCT U cleJIaiiTe €ro AHHOTAUMIO MO-PYCCKH WM MO-AHTJIHICKH.

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

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

131. [IpounTaiiTe TEKCT U cAeNaliTe €ro AHHOTANMUIO MO-PYCCKU WJIU MO-aHTJIMHACKH.

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.

132. IlpounTaiiTe TEKCT U CAeIaliTe €r0 AHHOTAIUIO MO-PYCCKU WM MO-aHTVIHICKH.

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

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

133. IlpouuTaiiTe TEKCT U cAejaiiTe €r0o AHHOTAIUIO MO-PYCCKU WM MO-aHTIHIICKU.

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

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

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

134. IIpouuTaiiTe TEKCT U CAeIaliTe €r0 AHHOTAIUIO MO-PYCCKU WM MO-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.

135. IlpouuTaiiTe TEKCT U cAeIaliTe €r0 AHHOTAIUIO MO-PYCCKU WM MO-aHIVIHICKH.

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

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

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

136. IIpouuTaiiTe TeKCT U clesiaiiTe €ro AHHOTALMIO NO-PYCCKH WM 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.

137. IlpouuTaiiTe TEKCT U cAeaiiTe €r0 AHHOTAIUIO MO-PYCCKU WM MO-aHIVIHIICKU.




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

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

138. IlpouuTaiiTe TEKCT U cAejaiiTe €r0o AHHOTAIUIO MO-PYCCKU WM MO-aHIVIHIICKU.

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

139. IIpouuTaiiTe TEKCT U cAejaiiTe €r0o AHHOTAIUIO MO-PYCCKU WM MO-aHTIHIICKU.

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. ITpoyuTaiiTe TeKCT U cleJIaiiTe €ro AHHOTALMIO N0-PYCCKH UM MO-AHTJIHICKH.

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.

KJIIOY
K Tecram o gucunminne «/{e10BOM HHOCTPAHHBIN SA3BIK»

Hanpagnenune noaroroku 2.8.8 «I'eoTexHo10rust, ropHbie MAallIMHBD)

1. | 2g, 2k, 3c, 4o, 51, 6d, 7e, 8i, 91, 10n, 11q, | 64. | l.distribute 2. distribution 3. distributor
12p, 13m, 14b, 15j, 16a, 17h

2. | la,2e, 3g, 4h, 5b, 6d, 71, 8f, 9¢ 65. | 1.sells 2. sales 3. sale

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

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

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

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

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

8. 3,6,7,2,8,4,5,1 71. | 1. capital 2. expect 3. utilizes 4. acquire




9. |4.8,2,5,1,73,6 72. | 1. primary 2. arrangement 3. repaid 4. last

10. | 3,5,2,4,1 73. | investments, purchase, priced, evaluated,
value, money

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

6. true 7. not stated 8. false considered

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

13. | 1c, 2a, 3b 76. | 1.toinvest 2. investment 3. invested

14. | 6,5,2,7,4,13 77. | 1.to acquire 2. acquisition 3. acquired

15. | 1c, 2g, 3d, 4e, 51, 6a, 7b 78. | 1. financial 2. is financed 3. finance

16. |2 79. | lc,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. | L. true 2. false 3. true 4. true

21. |2 84. | 1b, 2d, 3c, 4a, 51, 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. | lc, 2d, 3a,4b

26. |4 89. | la, 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 9. | 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.
loan

102.

40.

1b, 2c, 3d, 4a

103.

41.

1b, 2d, 3¢, 4a

104.

42.

1. letter of invitation 2. inquiry letter 3.
cover letter 4. letter of apology

10S.

1,3

43.

—

. work, worker, workable
. application, applier, applicable

. creation, creator, creative

F S B V]

. export, exporter, exportable

106.

1,3

44.

—_—

. education, educator, educational

. forecast, forecaster, forecasting

. supply, supplier, supplying

S B S

. instruction, instructor, instructive

107.

1,4

45.

1. usage, user, usable
2. production, producer, productive
3. interviewing, interviewer, interviewed

4. manufacture, manufacturer,

manufacturing

108.

46.

1. sponsor 2. advertising agency 3. the
unemployed 4. wholesale market

109.

47.

1. businessman/entrepreneur 2. loan 3.
supplier 4. profit

110.

48.

1. experience 2. employment 3. stockholder
4. billboard

111.

49.

1. competitor 2. import 3. target audience 4.
interest

112.

50.

manufacturer, produce, expansion,
divisions, competition, financial, makers,
competitor

113.

51.

differs, proprietorship, partnership,
existence, owner, ownership, transferrable

114.

52.

register, registration, financial, requires,
issuing, decisions, issued

115.

53.

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

116.

54.

proprietorship, owner, decisions,
decisively, proprietor

117.




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
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. JlemoBoe muceMo - 3T0 muchMo ot | 128. ComnpoBoIUTEIHHOE MMHCHMO,
OJIHOM KOMIIAHUM JApPYTOH, Iepenucka MOTHUBAI[UOHHOE IHICHMO, - 3TO
MEXIy OpraHH3alMsIMH U UX KIHUCHTaMH, PEKOMEHIATENIbHOE MUChMO, MPUIIaracMoe
3aKa3uMKaMd MU JPYTMMH BHEIIHUMH K JpyroMy JOKYMEHTY, TaKOMy Kak
ctopoHamMu. OOmUWHA CTWIH  THUCHMaA pe3toMe.
3aBHCUT oT OTHOIICHHUIN MEXTY
Couckatenu 4YacTo IPHCHUIAIOT
3aWHTEePECOBAHHBIMU CTOPOHAMMU.
COIMPOBOJUTEIBHOE IMUCBMO BMECTE CO
,Z[GJ'IOBBIC Im1ucbMa MOT'yT 6LITL HaITMCaHBbI C
CBOMMH AaHKETAMH WU 3aSBJICHUSIMU O
pa3jnM4YHbIMMU  OKJIAMH, HAIpUMEp, I
mpuemMe Ha paboTy, YTOObI TPEJACTABUTHCS
npsIMOrO  3ampoca  HUHGOPMAIUK WM
N . N MOTEHIMATBHBIM  paboTojaTeNssM U
JICHCTBUI OT JIPyrod CTOPOHBI, JIJIs 3aKa3a
O0OBSICHUTH, HACKOJILKO OHU MOAXOIAT IS
pacXxoAHBIX MaTEPUAJIOB Yy IIOCTABIIHUKA, .
JKEJIAEMBIX JIOJKHOCTEH.
JUIS yKa3aHWs Ha ONIMOKY MOMyJaTels
IACbMA, JUIA MPAMOTO OTBETA Ha 3aIpoc, PaGoromarenn MOTyT NCTIOIH30BATH
JUIS W3BHHECHUS 32 OWMOKY WM JUIs TIIATEIBHO HATMCAHHEIE
BBIpOXKCHHSL  100poii  Bomu.  JlenoBoe COINPOBOJIUTENbHBIE MUChMAa B KayecTBE
MUCHMO TOJIE3HO, TIOTOMY YTO MOXKET OBITh OIHOrO W3  METOJOB  OTCEHMBAHUS
BOCIIpUHATO HoJIyqaTeiieMm bonee KaHJIUJaTOB, KOTOpPbIE  HEIOCTATOYHO
CepbEe3HO, YeM Apyrue (HopMbl OOLICHHSL. 3aMHTEPECOBAHbl B CBOEH JOJKHOCTH
ITumercs GopMabHBIM A3BIKOM. wuna He 00JamaroT  HeoOXOOUMBIMUA
0a30BbIMH HAaBBIKAMU.
129. PexomenparensHoe  muceMo  uium | 130. [MuceMo-nipenicTaBieHue, HapAIy C

IPOCTO CCBUIKA, TIPEACTAaBIsET COOOH
JOKYMEHT, B KOTOPOM aBTOP OLICHHUBAET
Ka4yecTBa, XapaKTePUCTUKU u
BO3MOYKHOCTH PEKOMEHIYEeMOTo JIMIa ¢
TOYKH  3pEHHS  CIHOCOOHOCTH  3TOTO
YCJIOBCKA BBIIIOJIHATH OIpPEACIICHHYIO
3ajaqy Wi GyHKIUI0. PekoMeHiaTenpHbIe
NUCbMa, Kak TMPaBHJIO, CBSI3aHBI C

BU3UTHOH KapTOYKOH, OBUIO BasKHOU
yacThio 3TUKeTa B 18 1 19 Bekax. OHO mo-
MPSKHEMY BaXHO B  OPHUIMAIBHBIX
CUTyaIusIX, TAKUX KaK BPYYCHHE ITOCIOM
CBOMX BEPHUTEIHHBIX T'PaMOT, a TaKXe B
OTIPE/ICIICHHBIX ICTIOBBIX KPYyTaxX.

Kax mpaBmio, uenoBek He Oyzer
B3aUMOJICHCTBOBATh C JAPYTHMH JIOJIBMU,




TPYAOYCTPONCTBOM (TaKoe MUCHbMO MOXKET
TAaK)K€ HAa3bIBaThCA pEKOMEHIaluel o
npueMe Ha paboTy), MOCTYIUICHHEM B
BhICIIME yYeOHBIC 3aBEJICHUS WM MPaBOM
Ha mojdydeHue ctuneHaur. OOBIYHO OHHU
HallMCaHbl KEM-TO, KTO padoTan ¢ 3TUM
YEeJI0OBEKOM WIM YYWJ €ro, Hampumep,
PYKOBOJUTENEM, KOJJIETON MU YUUTEIIEM.

Pexomennaunu
OTPeOOBATHLCS
CTPEMANINMCS  BBIUTPAaTh  KOHTPAKTEHI,
0COOCHHO B 00JIaCTH HWHXKHHHPHUHTA,
KOHCYJIFTUPOBaHUs, TPOU3BOJACTBA U
CTPOUTENILCTBA, @ TaKXKe B OTHOLICHUU
TFOCYJapCTBEHHBIX 3aKYMOK W TEHICPOB.
PCKOMCHI[aTCHI)HI)Ie II1ucbMa JIsL
OpTaHM3aIHNNA HCIIONB3YIOTCS IS OICHKH
170:¢ crocoOHOCTH MPEIOCTABIISATh
TpeOyeMbIil YpOBEHb 0OCITYKHBaHUSI.

TaKXC MOTyT
KOMIIaHUAM,

eCaM OHW He OBUIM JOJDKHBIM 00pazom
MpeaCTaBieHbl, OyOb TO JUYHO WIH IIO
nuceMy. YenoBek ¢ OoJee HU3KUM
COLMAIBHBIM CTaTyCOM TONPOCHI OBl
MOKpOBHUTENI ¢  Oojlee  BBICOKUM
COLMAJIbHBIM CTAaTYCOM HalucaTh MUChMO-
[IPEICTABICHUE TPETbEMY JIUILY, TAKKe
nMeronieMy 0osiee BBICOKHN COIMATBHBIN
CTaTyc, 4eM IEPBOE JIUILO, HO HWXKE, YeM
BTOpOE JHI0. BaxkHO COOMI0OAaTh TOHKOCTH
STHKETa TMIpU 3alpoce, HANMCAHUU W
MPeJCTaBICHUHN TaKUX IMHCEM, HaIlpuMep,
Ka4yecTBO HCIIONb3yeMoi Oymaru u Oyzaer
A OHO JIOCTaBJIECHO HE3alleuyaTaHHBIM,
4yTOOBI 3alpallyBaroIlas CTOPOHA MOIJIA
ero mpountath. Jlydimme Bcero ObLTO OBI
JIOCTaBUTh MUCbMO-TIPEICTABICHUE
MIPENoaraéMoMy IOJIy4aTelio BMECTE C
BU3UTHOM KapTOYKOW, YTOOBI MOJTydaTesb
Mor IIO3BOHUTH OTIIPABUTECIIIO Ha
CIEYIOLIUN JEHD.

131.

[Mucemo-TpeboBanue, (manpumep,
OIJIaThl) WJIM THCBMO JO TPEIbSBICHUS
NPETeH3UH — JTO MHCHMO C HM3JI0KEHHEM
IOPHITYECKOTO 3arpoca (00BI4HO
COCTaBJICHHOTO aJBOKaTOM), B KOTOPOM
CoIepKUTCsl TpeOOBaHHWE O BO3MELICHUU
ymiepba WM BBITIOJTHEHHH KaKOTO-THOO
00513aTeNBCTBA B CBSI3U C IPEAIIOIAraeMbIM
HapyIIeHHEM JIOTOBOpa  IONyYaTelnsiMu
WM IOpUAMYECKOW  omuOKod. XoTd
nUcbMa-TpeOOBaHUs HE SIBIISIFOTCS
00s3aTeNPHBIMU 110 3aKOHY, OHHM YacTO
UCIIOJIB3YIOTCS, OCOOEHHO B jAefax
JOTOBOPHOT'O IpaBa, JEIMKTHOTO MpaBa U
KOMMEPUYECKOro IpaBa. B  HEKOTOpBIX
ciIydasix — TpeOyIoTcsl  JI0Ka3aTelbCTBa
MOIBITOK  yPETyJIUPOBAHUS, TPEKIC YeM
cyneOHoe nieno OyaeT MPUHATO CYIOM, U
JUIS  BBINIOJIHEHUS 3TOTO  TpeboBaHHS
00BIYHO UCTIOJIB3YIOTCS MUCHMO-
TpeboBanue. Hampumep, ecaum Kro-To
[OJO3pEBaeT  HapyLIEHHE,  BHITOJHO
OTIIPaBUTh NUCBMO-TpeOOBaHKE, B
KOTOPOM  YTBEpXKIAeTcsi, YTO Jpyras
CTOpOHA, MO-BWJIMMOMY, HapyllaeT, u
3alpamBaeT TapaHTHU  WCIIOJIHEHHS.
IIuceMo-TpeboBaHME YacCTO MPHUBOAUT K
MUCbMY-0TKa3y, B KOTOPOM YKa3bIBaeTCS
OCHOBaHHUE IJIsl OTKJIOHEHHS NPETEH3UHU C
Ballle CTOPOHBI, M HHOTJA SIBJISIETCS
XOPOIIMM TIOKa3aTeleM TOro, KaKue Mephbl

132.

ITucemo, OTIIPABJIEHHOE s
MOATBEPXKACHUS (HampuMep, MOTyYeHUs
Marepuaia),  Ha3bpIBACTCA  MHCHMOM-
noareepxkAcHUeM. [lonydeHne ToBapoB u
yCIIyT, TMONlydeHHe JFo00ro  APYyroro
MMChMa WM OOIIHUX 3allPOCOB SIBISETCA
[ICJIBIO JAHHOT'O BHIA JCJIOBOTO MUCHMA.

OOBIUHO €ro OTHPABIISIOT 110 MOYTE.
[TuceMo Tarke MCHONb3yeTcs JUIs OTBETa
Ha 3a0pochl M >KaJOOBI, OTHpPABJICHHBIE
KJIMEHTaMH, 4T0O0bI MPOUH(POPMHUPOBATH U
MIOJITBEP/IUTH, YTO COOOIICHHUE MOTyUESHO.




3aIUTH OYIIyT TPHUHATHI, €CJIH UCK OyIeT
MOJIaH TIO3KE.

133. Kak cnenyer n3 HasBanwms, 310 Tumnsl | 134. [InceMoO-N3BHHEHNE THINETCS IS
JEJIOBBIX IIMCEM, KOTOPbIE OTIIPABISIOTCS TOrO, 4TOOBI BBIPA3UTh COXKAIECHUE IIO
UCKIIIOYUTENBHO C LEJIbI0 Pa3MELICHUs ONpelesiecHHOMY ~ Bompocy. B Hem
3aKa30B, © OHU MOTYT OBITh OTHPAaBJICHBI TOBOPUTCS O  TNPHU3HAHUM  OIIMOKH,
ONTOBHUKAaM, PO3HHYHBIM TOPTOBIAM WU mpobneMbl WM 3a0dyXKISHHS, a TaKKe
MIPOU3BOAUTENIO. MPUHOCATCS M3BHUHEHHUS. OTO  CHocod

BBIPA3UTh HCKPEHHEE COXAJICHUE IIO0

[TuceMo-3aka3 BKIIIOYAaeT B cedsi Bce

[I0OBOAY OWIMOKH, a TakXe HaMETHTh
COOTBETCTBYIOILIME JETalH, CBA3AHHBIE C HCHCTBAA MO MCTPABICHHIO HUIH BHECTH
3aKa3o0M, TakuWe Kak HOMEp CcyYeTa WU R —— 3MeHEHMUS, .
KBUTAHLIUH, CBEACHUS O MPOLYKTE BMECTE e —
co cneunuKanuiIMHU, KOJINIECTBO 3aKa3a,
HOMEp Hajora ¢ MpoJaX U Jpyrue ITucbMoO-U3BUHEHHE MOXKET OBITh
CBEZICHUS, OTHOCSIINECS K OTIIPABJICHO KOMIIaHUEH KJIUEHTY,
NPOM3BOAMTENIO, a  Takke  1udpy, MOCTaBIIUKY MM JaXe BHYTPEHHEMY
YKa3bIBAIOLIYIO OOIIYI0 CYMMy 3aKasa. 3aMHTEPECOBAHHOMY JIHILY.

B 3aBucuMOCTH OT COIIACOBaHHBIX
YCIIOBUI OIUIaThl CyMMa IUIaTeXa MOXKET
OBITh BKJIOUEHA WM HE BKJIIOYEHA B
MUChMO-3aKa3.

135. [MuceMo-xanoba (mucemo- | 136. [Mucema-0narogapHoCTH  OOBIYHO
peKiaManus) — 3TO BUJ JIEJIOBBIX IHCEM, IUIIYTCS BBICHIUM PYKOBOACTBOM CBOUM
HAaIlUCAaHHBIX OJHOH CTOPOHOH Jpyrowu IIOJYUHEHHBIM U1 BBIPAXKECHUS
CTOPOHE WU IOPUIANICCKOMY JIUILY, YTOOBI 0JIaroJapHOCTH, 4TOOBI MO3JPAaBUTh UX C
BBIPAa3UTh OECIIOKOWCTBO II0  IOBOIY XOPOIIIO BBIIOTHEHHOW PabOTON WM IS
OTIpeIeIEHHOH MPOOIeMBI. TOT0, YTOOBI MOTHUBHPOBAThH UX.

KnueHt Moxer HampaBUTh MHUCHMO- O0bI19HO 3TO MIACBMO
pexiiamManyio  Ha  OPOLYKT,  4TOOBI JEMOHCTPUPYET JKecT J00pod  BouH,
YCTPaHUTh KaKOM-TMOO HEIOCTaTOK B KOTOPBIII MOTHMBUpPYET COTPYAHUKOB Ha
OPOAYKTe WJIM YyKa3aTh Ha  IIJIOXO JanpHeWIyo paboTy. 3a  IHCBMOM-
oKazaHHyl ycuyry. Ilucema-pexnamanuun 0J1aro1apHOCTHIO OOBIYHO clenyeT
00BIYHO KOPOTKHE U OY€Hb KOHKPETHBIE TI0 JIEHEe)KHOE BO3HATpak/IEHUE.

CBOEMY  COJEpPXaHHIO, aJpeCcOBAHHBIC
KOMITaHUH, OTBETCTBEHHOMY JIHILy WIJIN
OTIeNy.

WHorma  mucbMa-xKamoObl  MOTYT
TaK)Ke COJAEp)KaTh IIArd MO YCTPaHEHHUIO
poOIIeMBI 17031 0KUAEMYIO
KOMIIEHCAIIMIO. 3a MHUCHBMOM-KaJI000M
cleyeT MUCbMO-TIOATBEP)KICHHE, a 3aTEM
MUCbMO-U3BUHEHHE.

137. OTH  TUIBI  JIETIOBBIX nucem | 138. [Ipodeccnonansroe
OTIIPABIISIFOTCSA IS 3aIIpOca ONpeAEIeHHON 0J1aro1apCTBEHHOE MHCHMO — 3TO BayKHBIN
nHpopmaruu. OCHOBHAS LeNb — Y3HATh O croco6 CO00MINTH KOJIJIEraM,
YEeM-TO WJIH BBISICHUTD €CTh JI KaKOH-1100 paboromatensiM,  NOCTaBIIMKaM WX

BOIIPOC, HA  KOTOPBIA  HEOOXOIWMO
oTBeTUTh. [lMChpMO-3ampoc ITOMKHO OBITH

ApyruM JO€JOBBIM IIapTHEpPaM, 4YTO BbI
OEHUTE MX BPEMS WM IIpWiIara€MbIC UMU
yeumusa. OtmpaBka  6JarogapCTBEHHOTO




KpaTKUM W TI0 CYIIECTBY, C HYETKO

3aJaHHBbIMH BOIIPOCAMMU.

Jlumo, oOparmaromeecss ¢ 3ampocoM,
Ha3bIBACTCS 3aIpanIuBaloIIM, u
3aMpanuBaONi  JTOHKEH 0053aTeIbHO

yKa3aTb CBOM aapeCc U KOHTAKTHBIC
IaHHble, 4YTOOBI C HHM MOXHO OBLIO
CBS3aThCA.

nucbMa YKPEIUT B3aUMOIIOHMMAHUE C

MoJlydaTeJieM UM COOOHIMT O  Ballux
HaMepeHHsX Ha Oynymee. BosMoxkHO,
Oyzer YMECTHO OTIIPaBUTH

OnarolapCTBEHHOE MUCHMO TIOCHIE TOTO,
KaKk KTO-TO TIOMOXXET BaM C TIOMCKOM
paboTHl, KOT/1a KIIMEHT COBEPIIUT MOKYIKY
WM eCM KOMIAaHWS 3aKIOYUT C BaMH
KOHTpPakKT. BeI Takke MOXKeTe OTIPaBUTH
oduIHMaTbEHOE 0JIaroJapCTBEHHOE MUCHMO,

4ToOBI  TPOCTO BBIPa3UTh CBOIO
MIPU3HATENBHOCTH KOMY-TO.
139. Crmyxxebuas winu genoast 3ammcka — | 140. [IpuBeTcTBEHHOE MMMCHMO — 3TO

3TO KOPOTKHA, HO ()OPMAaJIbHBIN JOKYMEHT,
UCTIONIB3YEMBI  JUIS  OOLICHUS MEXAY
PYKOBOJUTEISAMU U COTPYAHUKAMH.
D¢ dexTuBHBIE 3aNIMCKH KPATKH U yI0OHBI
st yreHus. JIoOKyMeHT NpeaHa3Ha4yeH B

NEepBYI0  OdYepeab Ul BHYTPEHHETO
UCIIOJIH30BaHNS, Harpumep, it v}
0o0BsiBICHHS 00 W3MEHEHUSAX BHYTPH
OpraHu3alyu WIN OOHOBJICHUS

MHQOPMAIUK 0 COOPaHUSIX KOMITAHHH.

opuumaneHeii  cHOCO0 TpeAcTaBICHUS
KOMIIaHUM WA COTPYJIHHKA, C TOMOIIBIO
KOTOPOrO  NPEJOCTaBIACTCS  OCHOBHAs
uHQOpMAITHSL. Hanpuwmep,
MIPUBETCTBEHHOE MTHUCHMO HOBOMY
COTPYZIHUKY BKJIFOYAET B cels
nHPOPMALIMIO, KOTOpas IOMOXET UM
Jdydlle TOATOTOBUTHCS K  IMEPBOMY
pabouemy JHIO, @ TPUBETCTBEHHOE TUCHMO
HOBOMY KJIMEHTY OJarofiaputT ueioBeka 3a
3aMHTEPECOBAHHOCTh U MPEAOCTABISET UM
OCHOBHBIEC CBCICHUA O KOMIIaHHMH. B
LEJIOM, B 3THX IHCbMax HCIIOJIb3YETCs
NPUBETCTBEHHBIA  TOH, IOMOTAIOIIHIA
YCTaHOBUTH 0Oo0jee TecHble paboune
OTHOLICHUSI.




