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' B 1aHHOM JOKYMEHTE MPEACTABIEHBI TUIIOBbIE OLIEHOUYHBIE CpeACTBA. [10IHBIA KOMIUIEKT
OIICHOYHBIX CPEJICTB, BKIIOYAIOIINI BCE BAPHUAHTHI 33/1aHUH (T€CTOB, KOHTPOJBHBIX padoT U Ip.),
mpeiaraeMbIx 00yJarolemMycs, XpaHUuTcs Ha kKadeape B OyMakHOM H SJIEKTPOHHOM BH/IE.



Ilepedyenn nuIaHNpyeMbIX pPe3yJIbTATOB 00y4YeHHs N0 JUCHUILIHHE (MOAYJII0),

COOTHECEHHBIX € IUIAHUPYEeMBbIMH pe3y/JIbTATAMM 00pa30BaTeIbHOI MPOrpaMMbl

[TactiopT GoHIA OLIEHOYHBIX CPEICTB

KoHnTpoJsmpyemsle HaunmenoBanue
pa3naeJibl (TeMbl) OLICHOYHOI'0 IToxa3zaTeu oneHKH
AU CIMILIMHbBI cpeacTBa
Crucok CocrapneHue CHCTEMaTHU3UPOBAHHOTO
AHTIMHCKHH S3BIK KaK JUTEPATYPHBIX CIIMCKA MCIOJIb30BAHHBIX HMCTOYHUKOB,
CpEICTBO HWCTOYHHUKOB TIO | PEIICHUE TecTa
MEXyHapOIHOTO TeMaTHKe,
o0IeHUS TECTOBBIC
3aaHus
Crernduka yctHoit peun u | Koncrexr, Ecto/Her, pemenue tecra
HOPMBI TECTOBBIC
MPOU3HOIIICHUS; 3aJJaHUs
opdoanmueckas HopMa
aHTJIMICKOTO SI3bIKA.
CeManTHueckas, KoHcnexkr, Ectb/HeT, 00beM 3HAHUM 110 JAHHOW TEME,
CTPYKTYpHas U cobeceoBaHMe, | peIICHUE TeCcTa
KOMMYHHMKATUBHAs TECTOBBIC
IIEJIOCTHOCTh TEKCTa, €ro | 3aJaHus
CIMHULIBI.
Konucmexr, Ectp/Her, 00beM 3HAHUM 110 JAHHOW TEME,
OCHOBHbIC TOHATHUS cobeceoBaHue, | pellIeHUE TeCTa
TEOPHUH TEKCTa TECTOBBIC
3aJ]aHus
Konucmexr, Ecth/HeT, 00BEeM 3HAHUM 10 TAHHOU TEME,
CuHTaKcHYeCKUe €IUHULIBI | coOeceloBaHue, | pelIeHHe TecTa
AQHTJIMHACKOTO S3BIKA; €T0 | TECTOBBIC
CHHTaKCHYECKHUE 3aJJaHUs
KOHCTPYKITUH.
Koncnekr, Ectb/HeT, 00beM 3HAHUM 110 JAHHOW TEME,
[TepeBon kak cpencTBo cobecenoBanue, | pelieHUE TecTa
OCYLIECTBJIECHUS TECTOBBIC
npodecCHOHAIbHON 3a/IaHus
JeSITeIbHOCTH; OCHOBBI
COITOCTaBUTEIILHOTO
aHanmus3a.
[TepeBonueckue Konucmexr, Ecth/HeT, 00BEM 3HAHUM IO TAHHOU TEME,
TpaHcpopMaIiu: co0eceoBaHue, | pelIeHHE TecTa
JIEKCUYECKHUe 1 TECTOBBIC
rpaMMaTHYECKHE. 3aJJaHUs
OK3aMeH Pemenne  Bcex | Pemrenmne BceX TECTOBBIX 3alaHHUM 11O
TECTOBBIX TeMaM
3aaHuN o

TCMaM




TOAUYECKHE MAaTePHAJIbI, ONPelesISIIIHe NPoleIypPhbl OLEHUBAHNS 3HAHU I

1 Mertoauyeckue MaTepuaJbl, ONpeae/soNne npoue OlICHMBA 3HAHUIA,
YMeHH, HABBIKOB U (MJIM) ONBITA AeSITeJIbHOCTH, XapaAKTEePU3YIOLIHe MPoIecc
¢GopmMupoBaHMsI KOMIIETEHIIM I

Meroandeckue Marepuaisl, ONPEACIAIONIME IPOLEeIypbl OLICHUBAHWUS 3HAHUM, YMEHUH,
HaBBIKOB U (WJIM) OIBITAa JESITEIbHOCTH, IMPEICTABICHbI B BHUJE TEXHOJOTHMYECKOM KapThl
JUCLIUATIIIVH.

TexHosnornueckas Kapra

HaunmeHoBaHue Cpoku HIxana Kpurepun
OLIEHOYHOI'0 CPeACTBA BbIIIOJIHECHUSA OLICHHUBAHMSA OLICHUBAHMSA

Ilpomesricymounasn ammecmayus 8 gpopme «IK3amen»

KeiicoBoe 3amanue Bemomaenue B |or 0 mo 10 | Omenka ot 2 10
TEYECHUU 0aJoB m | 5

o0yueHus 10 | KpUTEPHUSIM
NUCLUILUIMHE W
3alluTa

HUTOTI'O: - ____OamioB -

KpuTepuu onieHKH pe3yJabTaTOB 00yUeHUs M0 THCHHILINHE:

0 — 64 % OT MakCUMaJIbHO BO3MOXHOH CYyMMBI OajUIOB — «HEYIOBJIETBOPUTEIHLHOY»
(HEeZOCTaTOYHBIN YPOBEHB ISl IPOMEXKYTOYHON aTTECTAlluH 110 TUCIHUILINHE);

65 — 74 % oOT MakCHUMalbHO BO3MOXKHOH CyMMBbI 0ajlIOB — «YyJIOBJIETBOPUTEIHHOY
(TOporoBbIil (MUHUMAJIBHBINA) YPOBEHb);

75 — 84 % oT MakcCHUMaJbHO BO3MOXHON CyMMBI 0aJlJIOB — «XOPOLIO» (CPEeHUN YPOBEHbD);
85— 100 % oT MakcUMalIbHO BO3MOKHOM CyMMBbI OaJIJIOB — «OTJIMYHO»

(BBICOKMH (MaKCHMaJIbHBIN) YPOBEHB)

2 TunoBble KOHTPOJIbHBIE 32IaHUS] UM NHbIe MAaTEePHUAJIbI, HE0OX0AUMBbIE IJIs
OLICHKHU 3HAHUI, YMeHHM i, HABBIKOB U (MJIH) ONBITA AeSATEJIbHOCTH
XapaKTepu3ywlnue npouecc (popMupoBaHUs KOMIETEHIUI B X0/1¢ 0CBOCHMS
o0pa3oBaTe/IbHON NPOTrPaMMBbI

2.1 3aganus 11 TeKyLero KOHTPOJIsl ycleBaeMOCTH

[MTPUMEP

1. O6pa3elr TEKCUKO-TPAMMATHUYECKOTO TECTa!
Bri6epuTe npaBUiIbHBIN BapUaHT OTBETA:
1. He's the most difficult customer
a) [ never dealt with
b) I never had to deal with
c¢) I've ever had to deal with
d) I've never had to deal with
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



¢) have risen, have fallen

d) rose, have fallen

4. 1 like it here because the company is 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. Obpasen peheprupoBaHUs TEKCTa HA AaHTIIMHCKOM SI3BIKE JIEJTOBOM M MPOodheCCHOHATBHOMN
HaIpaBJICHHOCTH:
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 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. O0Opaszen HeaJanTUPOBAHHOTO TEKCTA JAETOBON M MPO(ECCHOHATBHON HAIIPABICHHOCTH IS
MUCHMEHHOTO NIEPEBOJIA C aHTIMICKOTO S3bIKa HA PYCCKHIA S3BIK 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. Obpazel] MUCHbMEHHOTO TIEPEBO/Ia AaHHOTAIIMY HAYYHOUN CTaThH JACJIIOBOM U MPOodhecCuOHaTbHON
HaNpaBJIEHHOCTHU C PYCCKOTO s13bIKa HAa aHTJIMICKUI CO ClIoBapeM:
OCHOBHBIE BOITPOCHI YIIPABJIEHW S NHHOBAITMOHHOM JIESTEJIbHOCTBIO
[TPOMBIIIJIEHHBIX ITPEAITPUATHIA
OxapakTepr3oBaHa CYIIECTBYIOIIAS CHTyalWds WHHOBAIMOHHOW aKTHUBHOCTH B peabHOM
CEeKTOpE JSKOHOMHUKH. YCTaHOBJEHAa CTPYKTypa HAy4YHO-IPOHM3BOJCTBEHHOIO Ipolecca,
OCYIIECTBIIIEMOTO Ha TMPENNPUATAN B LENAX CO3JAaHUSA, OCBOCHHUS TPOHM3BOJACTBA U
U3TOTOBJICHUS] ~ WHHOBAallMOHHOW  mpoaykuuu.  IlpemyiokeHpl K = HCHOJIb30BAHUIO
HKOHOMETPHYECKAsT MOJIENb M METOJ MOP(OIOTHYECKOro aHaln3a B IENsIX (OPMHPOBAHUS
CTpaTeruy MHHOBALIMOHHOTO Pa3BUTHSI MPEIIPUSATHSL.
IlepeBon.
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.



DenepajbHOE TOCYIAPCTBEHHOE OK0IXKeTHOE 00pa30BaTe/ibHOE YUpeKAeHUe BbICIIEro
o0pa3oBaHus
3anmoJsisipHbIil rocyrapcTBeHHbIH yHUBepcuTeT nMeHd H.M. ®@enopoBcKoro
Kadenpa «®ustocopun, HCTOPHHU M HHOCTPAHHBIX A3BIKOB»

Jucuunnnna « AHOCTPaHHBINA A3BIK»

Hanpasnenue noaroroku: 2.1 CTpOUTENIbCTBO U apXUTEKTYpa, 2.1
HanpasinenHocTs CTpOUTEIEHEIC MAaTEPHAJIBI M U3JICIIHS

[Tpodwis noaroroBku: Cmpoumenbcmeo

OIIEHOYHOE CPEJACTBO
(mecmuposanue)

1. ConocTraBbTe AaHIVIMHCKHE U PYCCKHE JKBUBAJIECHTDI.

. IeIOBOE MTUCHMO

. 3aKJIIOUUTENNbHAS (Ppaza BeXKIUBOCTU
. aJipec OTIIpaBUTENs

. [Ianka nuchbma

. IPUBETCTBUE

. UMS ¥ aJIpec Moxyvarens

. COJIOKUPOBAHHBIN CTUITH

. yKa3aHue Ha TeMy MHCbMa

. IOJIIIUCH

10. ykazaHue Ha pacChUIKY KOIHUMA
11. 7OMKHOCTH OTIIPABUTEIS

12. npunoxeHue

13. ums oTnpaBuTENs

14. ctpykTypa nucsma

15. OCHOBHOM TEKCT

16. npyxeckoe nucbMo

17. yka3aHue Ha KOHKPETHOE MHCbMO

03N LN kAW~

Ne)

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 muCbMa COOTBETCTBYIOT €ro 0JI0KaM.

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

NeleoJBEN lo))

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




3. CooTHecHTe YACTH OTHOTO MPeIJI0KeHHUsI.
1. Following your advertisement in the | a. a copy of our brochure and price

“Daily Express”... list.
2. Please find enclosed... b. doing business with you in the
near future.

c. I am writing to apply for the
position of .
4. We look forward to... d. your order will be one week late.

3. We regret to inform you that...

4. CooTHecUTe YaCTH OJHOTO MPeEAT0KEHHS.

1. We acknowledge receipt of... a. for the inconvenience you have
been caused.
2. Please sincere | b. your letter dated 12 January 20---
apologies...

3. I am writing...

accept  our
c. please do not hesitate to contact us.
4. Should you require any further | d. to enquire about your range of
information... software.

5. CooTHecuTe YaCTH OJHOTO NMPEAT0KEHH.
1. We would be grateful if you
could...

2. We would be very interested in
receiving...

3. I would like to reserve...

4. Should you be interested...

Smith.

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

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

6. CooTHecuTe JIeBYI0 M IPABYIO YaCTh NUCbMA, OAXOAsIIME APYT APYrY MO CMBICTY.

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

2. 1 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.

4. T am writing to request permission to use the
company premises for a meeting which will be

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. I 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.
d. We trust you will give this matter your
urgent consideration and look forward to

held during the holidays. 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.

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

7. BoiOepuTte cooTBeTcTBYIOIIME (pa3bl U3 MPABOIl KOJTOHKH, MOAXOAALIME K ONpPeaeJJeHHbIM
BH/IaM /IeJIOBOT0 MHCHhMA.
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...
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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...

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

8. PacnosiokuTe AMAJIOT B IPAaBUJILHOM MOPSIIKE.

1. Yes, whenever you wish.

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

3. Good morning. Can I help you?

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

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

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

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

9. PacnoJiokuTe AMAJIOT B NPABUJILHOM NOPS/IKe.

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

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

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

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. ITpouTnTe TEKCT U paccTaBbTe pedepupoBaHHe B MPABHILHOM MOPSIAKe.
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 [ 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.

8




(98]

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. IlpounTaiiTe TeKCT, ONMpeaeINTe, KAKHE YTBEPKIEHUSI BepPHbIE, KAKHEe HEBEPHbIE H 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 +
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languages.
&. Helen never left her home town.

12. CooTHecuTe BONPOCHI M OTBETHI HA HUX.
1. What are the requirements? Who can apply
for the conference?

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

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

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

a. Full sponsorships are available in a few
Creation Labs. How to be eligible depends on
the Lab.

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

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

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

3. Can recent graduates attend the World
Business Dialogue?

4. A company needs sufficient funds
to obtain necessary assets, such as property,
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.
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14. PacnoJio:kuTe 4YacTH 1€JI0BOr0 MUCHMa B IPABWJILHOM 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. 1 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. CooTHecHuTe YacTH pe3lOMe ¢ UX Ha3BaAHHEM.
1. Office 10, Windows, Internet, AutoCAd, | a. Education
MATLAB
2. To improve the conservation of our |b. Languages
resources using the skills I have learned and
practiced over the years at the biggest
agricultural improvement company in the
United States.
3. Irina Somova from Manpower Inc. c. Computer Skills
somova_i@mail.ru
+7-962-963-5624
4. Tyler Parkinson d. References
45 Popova Street
Barnaul 656057
Russia
Tel. +7-905-945-6621
E-Mail: parkinson t@mail.ru
5.2019-present e. Personal Information
Manpower Inc.
Virtual Agricultural Engineer Recruiter

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

Work with recruiting metrics.

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

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

Present information to managers and
executives in the company.

Work with a team to collaboratively create
a project.

2014-2019
BP America Inc
Agricultural Irrigation Engineer
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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. Bei0epuTe 0AH BAPDHAHT 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. BoiOepuTe OTUH BAPMAHT U3 NPENJI0KEHHbIX.
Attendant: «Good morning. What can I do for you?»
Customer: « ».

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

2. Fill itup. 'm in a hurry.

3. Don’t you see I need petrol?

4. Do you have cars here?

18. BbiOepuTte 0MH BAPUAHT U3 NMPeEIT0KEHHBIX.
Customer: «A table for two, please».
Receptionist: « ».

1. No way.

2. No free tables here.

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

4. Ican’tdo that.

19. K kakoMy By /1€710BOI0 JOKYMEHTA OTHOCHTCS CJIeIYHIIHHA 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 xakomy BHY /1€JIOBOT0 JOKYMEHTA OTHOCHTCS CJIeAyIOLIUii 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

12




21. BoiOGepuTe 01MH BAPMAHT U3 MPeEAJI0KEeHHbIX.
Receptionist: «Just a moment, please, while I check. You have a reservation for a three-room suite
for tonight»
Guest: « I
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.

22. BoiOepuTe 01MH BAPMAHT U3 NPeEAJI0KeHHbIX.
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. Idon’t know.

23. BbiOepuTe OAMH BAPUAHT M3 NPeI0KEHHbIX.
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 xakomy BHY /1€JIOBOT0 JOKYMEHTA OTHOCHTCS CJIeAYIOLIUii OTPbIBOK?
We are enclosing our September Statement totaling $820. The opening balance brought forward is
the amount left uncovered by the check received from you against our August statement which
totaled $560.

1. Statement

2. Memo

3. Advertising Letter

4. Inquiry Letter

25. K xakomy BHY /1€JI0BOT0 JOKYMEHTA OTHOCHTCS CJIeYIOLIUii OTPbHIBOK?
All the containers are to be marked on three (3) sides. Each container should bear the following
markings made in indelible paint (in Russian and English).

1. Memo

2. Contract

3. Inquiry Letter

4. Cover Letter

26. K xakomy BHY 1€JIOBOT0 JOKYMEHTA OTHOCHTCS CJICAYIOIIHI OTPBIBOK?
This is to call your attention to an oversight in your spring advertisement on overseas travel. You
have totally overlooked the entire Mediterranean region. We hope to receive a corrected brochure
at your earliest convenience.

1. Cover Letter

2. Inquiry Letter

3. Memo

4. Letter of Complaint

27. K kakomMy BHIY 1€JIOBOT0 JOKYMEHTA OTHOCHTCS CJIeAYIOIIHI 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
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4. Inquiry Letter

28. BbiOepuTe 0AMH BAPUAHT U3 MPeII0KEHHbIX.
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. BbiOepuTe OAMH BAPUAHT U3 MPeII0KEeHHbIX.
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 I buy two tickets to this performance?

30. BoiOepuTe 0lMH BAPUAHT U3 NPeEAJI0KEHHbIX.
Business partner 1: «Items 2.5 and 2.6 lacked in the consignment of the equipment».
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 kakomMy BH]Y /1€JI0BOI0 JOKYMEHTA OTHOCHTCS CJIeyIOLIUii OTPbIBOK?
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 xakomy BHAY /1€JI0BOT0 TOKYMEHTA OTHOCUTCS CJIeAYIOIIH OTPLIBOK?
We are interested in buying your equipment for producing pet food. Would you kindly send us
more information about this equipment such as price, dates of delivery, terms of payment,
guarantees?

1. Offer Letter

2. Inquiry Letter

3. Cover Letter

4. Advertising Letter

33. BoiOepuTe 01MH BADHAHT M3 NPeIJI0KEHHBIX.
Receptionist: «Yes, Mr Brown. A single room with a bath for two nights, is that right?»
Guest: « ».

1. CanlI give you a call?

2. 1It’s three nights! Remember that!

3. DI’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. BeiOepuTe OAUH BAPHUAHT U3 NPeIJIOKEHHBbIX.
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. It’s your fault!
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35. K kakomy BHY /1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOUIUIl 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 kakomy BHY /1€JIOBOTO IOKYMEHTA OTHOCUTCS CJIeAYIOIIHIi 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. YoepuTe U3 HeNOYKH OJTHO HEMOAXOAsIIIee 0 CMbICJIY CJI0BO.
1. manager — office worker — factory worker — executive officer
2. ambitious — inventive — passive — creative
3. increase — boost — rise — fall
4. climb — decrease — fall — drop

38. Y0epuTe U3 1eNOYKHU OHO HEMOAXO/sIIEe MO 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 EeNOYKH OHO HEMOAXO0AsIIIee MO CMBICIIY CJIOBO.
1. businessman — employee — entrepreneur — owner
2. profit — initial capital — equity capital — assets
3. firm — enterprise — company — market
4. profit — loan — income — revenue

40. CoBMecTHTE TJIATOJI C CYHI€CTBUTEC/IILHBIM, YTOObI MOJIYYHJIOCH CJI0BOCOYETAHUE. Kaxnoe
CJIOBO MOKHO HCIIOJB30BaTh TOJBKO OIUH pa3.

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

4. to welcome d. a problem

41. CoBMmecTHTE TIJaroja c¢ CYII€CTBUTECJIbHBIM, 9TOObI MNOJYYHJI0Ch CJI0BOCOYETAHUE.
Kaxaoe cJ1I0BO MOKHO HCIIOJIB30BATH TOJbKO OJMH pas3.

1. to sign a. a lawyer

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

4. to consult d. costs

42. Ciaenyomue OTPBIBKH B3SIThl U3 Pa3JIMYHBIX JIeJOBBIX muceM. Onpeneante, K KaKOMYy
THUILY OTHOCUTCS KaK/AbIil 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. T am extremely sorry about the incident last week during the visit of your representative to
our offices.

43. O0pa3yiiTe cylmecTBUTE/IbHbIE M NPUJIAraTebHbIe U3 JAHHBIX IJ1ar0J0B.
Verbs ‘ Nouns (activity) ‘ Nouns (person) ‘ Adjective
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. to work

. to apply
. to create
. to export

B W N —

44. Oopa3syiiTe cylecTBUTEIbHbIE U MPUJIATaTeIbHbIE U3 JAHHBIX IJ1aroJ0B.

Verbs Nouns (activity) Nouns (person) Adjective
. to educate
. to forecast

. to supply
. to instruct

B W N —

45. Oopa3syiiTe cylecTBUTEIbHBIE U MPUJIAraTebHbIE U3 JAHHBIX IJ1aroJo0B.
Verbs Nouns (activity) Nouns (person) Adjective
. to use
. to produce
. to interview
. to manufacture

B W N —

46. HanuumuTe TEPMHUH K Ka:KI0MY M3 ONpeeIeHHI.
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 . HanmuumuTe TEPMHUH K KaKAOMY U3 ONpe/ieIeHH .
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. Hanmumure TEPMHUH K KAXKAOMY U3 ONpeAeIeHUMH.
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. HanumuTe TEPMHUH K KAajKI0MY M3 ONpeeIeHH.
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.
4. The money that you pay for borrowing from a bank or the money that you earn when you
keep money in a bank.

50. BoioepuTe HauboJiee moaxoasiiiee cJ0BO.

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 cKOOKH, HCIIO/Ib3YSl MOAXOAANIYI0 (hOpMYy 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
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in (own_). Shares can be sold and bought at any time, they are (transfer ).

52. PackpoiiTe cKOOKH, HCIOJIL3YSI NOAXOASAINYI0 opmy ciioBa.

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 NMpeAJoOKeHHbIE CJI0BA.
Words to choose from: agreement; choice; contribution; money; profits; risks; liable; specialized.
Partnership is good for people who feel that they can trust each other to share
the(1)____as well as the advantages of running a business. Because all the members of a
partnership are personally(2)  for its debts, the(3) of partners requires very
careful the thought. A partner should be able to make an important(4)  to running the
business in an area which you are unable to take care of. He may have some(5)  expertise or
have important business contacts to bring in work. He may even be a "sleeping partner" who is
doing little apart from putting some(6)  in return for a share in the future. To avoid
potential disputes it is advisable to compose a formal partnership(7)

54. BbiOGepuTe Hanbos1ee moaxoasiniee cJ0BO.

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. BoioepuTe HanboJiee moaxoasimee cJaoBO.

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 HauboJiee moaxojasiiee 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 cKOOKH M MOCTaBbTeE IJIAr0J B HY)KHYIO (hopMmy.
1. Service industries (play) a dominant role in Britain's economy.
2. All kinds of equipment and heavy machinery (produce) by machine-building plants.
3. Britain's chemical enterprises (produce) organic and inorganic chemicals, plastics and
fertilizers.
4. At the present time, high-technology industries (grow) rapidly.

58. PackpoiiTe cKOOKHM M MOCTaBbTE IJIAr0J B HY)KHYI0O (hopMmy.

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 Tele-
com, 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 cKkOOKHM U MOCTaBbTeE IJIAr0J B HY)KHYI0O (hopmy.

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
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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 ckOOKH M MOCTABbTE IJ1aroJ B HY:KHYI0 popmy.

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

61. BcraBbTe npaBuiabHy0 popmy riaarosaos "be'" uam "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. BctaBbTe npaBuibHYI0 (popMy rJiarosios ""be' uiau "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. BbiOepuTte npaBuwibHYI0 (opmy i Kaxaoro npemio:xkenusa. Kaxagaa dopma moxer
HCMOJIb30BATHCS TOJBKO OJWH pa3.
production/produced/productive/product
1. In 1992, China 500 thousand metric tons of rice.
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. BriOepure nmpaBmiabHYy0 (opmy Aasi Kaxaoro npepioxenus. Kaxnasa dgopma moxer
HCI0/Ib30BATHCS TOJbKO OJMH pa3.
distribution/ distributor/ distribute/distributing

1. Factory representatives products to wholesalers and retailers.

2. Moving a truckload of apples from the orchard to the supermarket is an example of
3. c. British Leyland is an importer and by trade distribution of goods

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

65. BbiOepute mpaBuwibHYI0 Gopmy I Kaxkaoro mpenioxenus. Kaxaas ¢opma moxer
HCNOJIb30BATHCS TOJBKO OMH pa3s.
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
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66. BpbiOepuTe npaBuiIbHYI GopMy A Kaxkaoro npennaoxenusi. Kaxnasa ¢gopma moxer
HCIO0JIb30BAaTHCS TOJbKO OTHH 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. BoioepuTe npaBHiIbHYI0 GOPMY IS KaXKIAOT0 NMPeII0KeHHs.
information/ informative/ fulfillment/ fulfill
1. Getting Acquainted with Accounting, by John L. Carey, isa very _ book.
2. Many interested parties require specific financial .

3. Before the accountant could become the Financial Director she had to  a number of
requirements.
4. People there find in working for a common goal.
68. CooTHecuTe aHIIMICKHME BHIPAsKEHHSI C PYyCCKMMHU 3KBHUBAJIEHTaAMMU.
1. business proposal (offer) a. MO3IPaBUTEIHLHOE MTUCHMO
2. cover letter b. nemoBoe npeoKeHne
3. letter of congratulation C. pEKOMEHIATeILHOE MTUCHMO
4. letter of introduction d. conpoBOIUTEILHOE TUCHMO

69. Boi0epuTe npaBWiIbHYI0 GOPMY ISl KAXKIAOTO MPeaT0KEeHUs.
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 npaBuIbHYI0 GOPMY JUIS KAXKAOT0 NMPeII0KeHHs.
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 BbIJIEJEHHbIE TEPMHHBI CJIOBAMH, YKA3aHHbIMU HUIKE:
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. 3aMeHHTE BbIIeJIEHHbIE€ TEPMUHBI CJI0BAMH, YKA3aHHBIMHU HUKe:
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 MPONYCKH BbII€JICHHBIMU CJI0BAMM:
money, value, purchase, investments, evaluated, priced
Comparing international , like comparing apples and oranges, can be a difficult task.

19




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 npaBUIbHYI0 (JOPMY IJIS1 KAXKIOT0 NPeII0KeHHS.
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. BoiOepuTe npaBUIbHYI0 (OPMY IJIS1 KAXKIOT0 NPeII0KeHHS.
utilizes/ utilization/ utilizing

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

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. Bbi0epuTe NpaBWiIbHYI0 GOPMY ISl KAXKIAOTO MPeT0KEeHUs.
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. One of the  elements in financial planning is achieving the correct balance between
long-term and short-term capital.

77. BbiOepuTe NpaBWIbHYI0 GOPMY ISl KAXKIAOTO MPeT0KEeHUs.
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.

78. Boi0epuTe NpaBHIBbHYIO (POPMY A1 KAKI0T0 MPeEIJI0KEeHHS.
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.
79. CooTHecHuTe aHT/IMIiCKHeE BHIPAKEHHS C PYCCKUMH IKBHBAJICHTAMM.
1. permanent staff a. BpPEMEHHBI 1ITaT
2. temporary staff b. paboTonaTens, HAHUMATEIb
3. employer C. MOCTOSIHHBIH 1ITaT
4. employee d. HaeMHBII PaOOTHHUK

80. Boi0epuTe npaBHIIbHYI0 (POPMY AJISI KAXKIAOTO MPEAT0KeHHUS.
communicated/ communication/ analyzes/ analysis

1. Insects such as ants have a highly effective system of

2. Through signs Mary that she wanted to drink.

3. George carefully  asituation and suggests solutions.
4. He offers a calm of the situation.
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81. CooTHecuTe aHIIMHCKHE BBIPAKCHUSA C PYCCKUMHU 3KBUBAJICHTAMMU.

1. a jobseeker a. HaHUMAaTh Ha paboTy
2. to hire b. yBOJBHATH € pabOTHI
3. to fire C. yUTH/O6pocuth paboTy
4. to quit d. umynmii paborty

82. Hekoropble TemMbl HenmpuemJyieMbl ISl 00CYyXJAeHUSI B cBeTckoii Oecexme. OTmerbTe
BapuaHTt «True», eciim Bbl cuuTaere yTBep:KaeHHe BepHbIM, U BapuaHT «False», ecam
yTBep:KIeHHe 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. It is rude for both children and adults not to make small talk with strangers.

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

83. Hexotropble TeMbl HempuemileMbl I 00CYxJAeHHS B CBeTCKOW Oecexe. OTmerbTe
BapuaHT «True», ecaim Bbl cuuTaere yrBep:kaeHue BepHbIM, U BapuaHT «False», eciu
yTBep:KJIeHHe HEBEPHO.

1. Politics is a controversial subject according to society.

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

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

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

84. lomostnute auasnor ¢ppazamu (a-f).
a) What’s your job?
b) How do you do?
¢) Where are you from?
d) Have we met before?

e) When did you start?
f) Do you work here full time?
Mr. F.: Hello! (1) ? My name’s John Ferry.
Ms. B.: (2) ? Pleased to meet you. I’'m Julia Bell. (3) ?
Mr. F.: I 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. CoBmMecTnTe 4YacTM NpeNJOKeHMH M y3HaliTe, KAKMX NPUHIMIOB JeJIOBOH ITHKH
NpHUIEPKUBAIOTCA OU3HECMeHbI B Pa3HbIX CTPaHAaXx.
1. Germany 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
2. The United | b. - receive a general education;
States - delegate authority;
- take a practical approach to management;
- have relatively formal relationships at work;
- encourage their employees to work individually;
- believe it is important to continue education and training at work.
3. Sweden c. - consider social qualities to be as important as education;
- encourage their employees to take an interest in their work;
- pay close attention to the quality of working life;
- do not use much authority as in other countries;
- appreciate low-level decision-making;
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- are often women.
4. The United | d. - generally attend business schools;
Kingdom - communicate easily and informally at work;
- admire the qualities of a leader;
- expect everyone to work hard. Individual performance is 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 aHIIMICKHE BHIPAKEHHSI C PYyCCKMMHU SKBUBAaJIEHTAMM.
1. order-letter a. MUCbMO-pEeKIIaMalus
2. inquiry letter b. MUCHMO-TIOATBEPIKICHHE
3. claim letter C. MUCHMO-3aIPOC
4. letter of acceptance d. nucepmo-3aka3
87. CooTHecuTe aHIIMIiCKUE BHIPAKEHNsI ¢ PYCCKUMH YKBHBAJEHTAMU.
1. addressee a. aJipec MmoJryJyaTelis
2. salutation b. momyuarens
3. inside address C. IPUBETCTBHUE
4. body of the letter d. Texct nmucrma
88. CooTHecuTe aHIIMiiCKMEe BHIPAsKEHHsI C PYyCCKMMHU YKBUBAJIEHTAMM.
1. recruitment a. KaHJUJIaT Ha JTOJDKHOCTD
2. a job interview b. paboTa ¢ UCIBITaTEIBHBIM CPOKOM
3. an applicant . HabOp HOBBIX COTPYAHHUKOB
4. work trials d. cobecenoBanue
89. CooTHecuTe aHT/IMIicKHMe BBIPAKEHHS C PYCCKUMHU IKBMBAJICHTAMM.
1. to establish a business a. OTKPBITH JIEJI0, KOMITaHUI0, OM3HEC
2. to run a business b. 3amecturens
3. to set up a company C. CO3J1aTh, YUPEIUTh KOMITAHHIO
4. deputy d. BecTu zeno, ynpasisiTh OU3HECOM
90. Boi0epuTe HECKOJIbKO BADHAHTOB M3 NPEIJI0KECHHBIX.

Kak M0oxkHO 00paTUTHCSI K HECKOJIBKUM aJpecaTaM MYXCKOTO moJja?

1. Dear Sirs,

2. Men,

3. Dear Mr Keenly, Mr Chu, and Mr Tell,
4. Professors,

91.

Bblﬁepl/lTe OIUH BAPHAHT U3 NMPEAJI0KCHHDbIX.

Kaxk nepeBonutcs kiuuie I shall be grateful to you?

Hckpenne Bam

Kny Bamero orBera
Cnacu6o 3apanee
byay Bam OsarogapeH

el e
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92. BoiOepuTe 0MH BAPMAHT U3 MPeEAI0KeHHbIX.
Kakas ¢popmyna nporranus moaxoaut K npuerctBuro Dear Mr White?
1. Yours faithfully,
2. Faithfully yours,
3. Warm wishes,
4. Sincerely,

93. BbiOepuTe OAMH BAPUAHT U3 MpPeII0KEeHHbIX.
Kak 00patuThCsi B IEIOBOM MHICHME K TPYIITIE KEHIMWHE 0€3 TIePEUnCIICHUs] X UMEH?
1. Dear Mesdames,
2. Dear Ms and Ms,
3. Dear women,
4. Ladies,

94. BbiOepuTe OAMH BAPUAHT U3 MPeII0KEeHHbIX.
Kakoe cnoBo mporrymeHo B kiwmie [ am looking to hearing from you soon?

1. forward
2. font

3. forever
4. for

95. BbiOepuTe HECKOJIbKO BAPUAHTOB U3 NMPeEAJI0KEHHbIX.
Kakwue u3 nepednciieHHbIX KOHCTPYKITHIA HE SIBIISTFOTCS TPAMMATHYECKH BEPHBIMU ?
1. Speaking at the situation...
2. She might to extend...
3. In order to conduct...
4. Assuming that...

96. BbiOepuTe HECKOJIbKO BAPUAHTOB U3 NMPeEIAJI0KEHHbIX.
Kakwue ke HarucaHbl MPaBUIIbHO?

1. He would be a tremendous asset...

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

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

4. Ibelieve she will be a positive addition...

97. BoiOepuTe 0AMH BAPMAHT U3 NPeEAJI0KEeHHbIX.

K kaxoii rpynmne otHocstes cokpamienust HR, CFO, a/c?
1. cokparmieHus U3 pa3auuHbIX chep OuzHeca
2. abOpeBHaTyphl Ha3BaHUI OpraHu3aLui
3. COKpAIlleHUS] Ha3BAHUUN MECSIIEB U THEW HEAEIN
4. rpamMMaTHYECKHE COKpAIlEHUs

98. BoiOepuTe 0IMH BAPHAHT U3 NpPeIJI0KEHHBIX.

B xaxom BHe Ae10BOro MucbMa MOXKeT OBITh Hconb3oBaHo kiuiile I would like to order. . .7

l. B nuceMme-3akase

2. B OHCHhbME-01aroIapHOCTH

3. B pEKJIaMHOM MHCbME

4. B CONPOBOJIUTEIHLHOM NTUChME

r)

99. BoiOepuTe 0OIMH BAPUAHT U3 NpPeIJI0KEeHHBIX.
Kakoii BapuaHT 1aThl SBISETCS aMEPUKAHCKIM?

1. 6 October, 2022

2. 6 October 2022

3. 6, October, 2022

4. October 6, 2022

100. Bei0epuTe HECKOJIbKO BAPHAHTOB U3 NMPEIJI0KeHHbIX.

['ne MoxeT pacroniaraTbes aTa B TPaJUIIMOHHOM JEJI0BOM IMHUChMe Ha Oymare?
l. cneBa mox ampecoM OTIPaBUTENS
2. cpazy nocie ooparieHus
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3. 104 HOIIMHUCHIO
4. chopaBa oJ «IIarnoyKoin

101. BoiGepuTe 01MH BAPHAHT U3 NMPeJI0KeHHbIX.
Kak obparuthcs k koyuiere Andrew B 1e710BoM mucbMe?

1. Andrew,

2. Dear Andrew,
3. Andrew!

4. Hi,

102. BoiOepuTe 0MH BAPUAHT U3 NPeEAJI0KEHHbIX.
Kakyto ¢pasy MOKHO HCIIOJIb30BaTh IS TOTO, YTOOBI COOOIIUTH TUIOXHUE HOBOCTH?
1. I am happy to inform you...
2. Tam writing to express my thanks...
3. Iregret to inform you..
4. 1am writing to express my gratitude...

103. BoiOepuTe 0MH BAPUAHT U3 NPeEAJI0KEHHbIX.
Uro 0603Ha4YaeT aKpOHHUM a/c?

1. Oyxrantep

2. TeKyLu# cuer

3. 0OaHK

4. OaHKOBCKH cueT

104. BoiGepyuTe 01MH BAPHAHT U3 NPe/1J10KeHHbIX.
B xakom obOpatiieHuu omnyuieHa ommoka?

1. Dear,

2. Sirs,

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

10S. BbiOepuTte HECKOJIbKO BADHAHTOB M3 MPeIJI0KEeHHbIX.
Kaxwue npormanmst MOYKHO UCTIONB30BaTh B OQUIMAIBHBIX MMCbMaX K JOJHKHOCTHBIM JIHLIAM?
1. Cordially,
2. Yours truly,
3. Faithfully yours,
4. Warms wishes,

106. BbiGepuTe HeCKOJbKO BADUAHTOB M3 NPeIJI0KEeHHbIX.
Kakumu cHMHOHMMaMu MOXKHO 3aMEHMTh BblIesieHHoe cioBo: I am grateful to you and your
colleagues for the significant rise in sales?

1. outstanding

2. focus
3. prominent
4. present

107. BbiOepuTe HECKOJIbKO BADHAHTOB M3 MPEIJI0KECHHBIX.
B kakux nrcbMax yMeCTHbI COKpAILEHUs], IPUHATHIE B ONPEACIEHHON KOMITAHUU?
1. B mepenucke Mexay KoJuleraMu
2. B JCJIOBBIX ITMChbMAax Ha 6YM21)KHI>IX HOCHUTECIIAIX
3. B oUIMATBHBIX JETOBBIX MHCbMaX
4. B MEPCIIMCKE, npenHasHaquHoﬁ JJI1 BHYTPCHHECTO IMOJIBb30BAHUA

108. BoiGepuTe 01MH BAPHAHT U3 NMPeJI0KeHHbIX.
Kakoii BapuaHT Aatel siBIsieTCS OpUTAaHCKUM/E€BPOIIEHCKUM?
1. 2010, 8 June
2. June 8, 2010
3. 2010 June 8
4. 8June 2010

109. BoiGepuTe 01MH BAPHAHT U3 NMPEIJI0KeHHbIX.
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Yem resume otnudaercs or CV?
1. CV kopoue
2. resume JIMHHEE
3. OIHO U TO XK€
4. resume KOpoye

110. BoiOepuTe 01¥H BAPUAHT U3 NPeEAJI0KEHHbIX.
Kakum nmyHkTaM Ha0 yJIeIuTh 0c000€ BHUMaHuUE?

1. objective and profile

2. education and work experience

3. skills and references

4. personal information and hobbies

111. BoiOepuTe 0MH BAPUAHT U3 NPeEAJI0KEHHbIX.

B xakom nopsiake numercs aapec?
1. HOMep JoMa, Ha3BaHUE YIIHUIIbI, HOMEP KBapTUPHI, FOPOJI, TOYTOBBIN UHAEKC, CTpaHa
2. cTpaHa, ropoji, Ha3BaHueE YJUIbl, HOMEpP 10Ma, HOMEP KBapTUPbI
3. crpaHa, MOYTOBBIA UHIEKC, TOPOJI, HA3BaHUE YIUIbI, HOMEP JI0Ma, HOMEP KBapTUPbI
4. 1OYTOBBIH MHJAEKC, CTPAHA, TOPOJ, Ha3BAaHUE YJIMIIbI, HOMEP JOMa, HOMEP KBAPTHPHI

112. BoiOepuTte 01MH BAPUAHT U3 NMPeEAJI0KEHHbIX.
['ne pacckaszaTh 0 cBOEl MOTHBALIMH?

1. xak B CV, tak u B Cover Letter

2. Bresume

3. BCV

4. B Cover Letter

113. BoiOepuTe 0¥H BAPUAHT U3 NPeEAJI0KEHHbIX.
B kxakom nopsiike ykas3biBaroTcsl cBeJieHus1 00 oOpa3oBaHUU?
1. HaumHAas C MEPBOro MecTa MOMyueHUs: 00pa30BaHUsI B XPOHOJIOTUYECKOM IMOPSIIKE
2. HauuHAas C CaMOro MPECTUHKHOIO MECTa MOITyYeHHsI 00pa30BaHus
3. HauyuHas C MepBOro MecTa MOMyueHUs: 00pa30BaHUs B IPSIMOM XPOHOJIOTUYECKOM MOPSIJIKE
4. HayMHASA C TMOCIEIHEro MecTa IMOJNyYeHHs OOpa3oBaHHA B OOPAaTHOM XPOHOJIOTHYECKOM
MOPsIKE

114. BoiGepuTe 01MH BAPHAHT U3 NpPeJI0KeHHbIX.
Kak noctynuts, eciiu 00pa3oBaHUs Majo, a ONbITa MHOTO?
1. cHadana yka3aTb 0Opa3oBaHUE, a 3aTEM OIBIT
2. cHayaia yka3aTb OIBIT, a 3aTeM 00pa30BaHUe
3. yka3aTb TOJIbKO 00pa3oBaHUE
4. yKa3aTb TOJIBKO OIBIT

115. BoiGepuTe 01MH BAPUAHT U3 NPeIJI0KEHHBIX.
Kakas rnmaBHast ommOka B ONMMCAaHUHM CBOMX MHTEPECOB?
1. mompoOHO pacckazaTh TOJIBKO 00 OJHOM YBICUCHUH
2. He YIOMSIHYTb HU OJJHOTO CBOEro X000u
3. pacckazath 000 BCeX CBOUX X000H
4. BBIKMHYTb 3TOT MYHKT MOJIHOCTBIO

116. BoiGepuTe 01MH BAPHAHT U3 NpPe/JI0KeHHbIX.
Commercial offer murmercs ms:
1. nHampaBisiercst pupMam C PeaAsIOKEHUEM O COTPYIHUYECTBE
2. COIEpXKUT OTKa3 B MPEAOCTABICHUN HHPOPMALIUU
3. ucnonb3yercs B Mepenucke o paboTe, KOrjAa Bbl IpeajaraeTe CBOK KaHIWJATypy Ha
OTKPBITYIO BaKaHCHIO
4. numercs paboTojaTesieM sl IPUBJICYEHHsI HOBBIX KJIMEHTOB

117. BeiOepuTe OAUH BAPHAHT U3 MPEIJI0KEHHBbIX.
Enquiry letter numercs as:
1. mokasaTb, YTO BbI TOTOBbI IPUHSATH MpPEIaraeMyro BaM JOKHOCTh
2. 4TOOBI Y3HATH O TOBApe, YCIyre Wid, HapuUMep, TOMHTEPECOBATHCS HAIMYMEM BaKaHCHUI B
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KOMIIaHUU
3. otmpaBiseTcs B 6J1arogapHOCTh
4. npurnameHusi Ha TOPKECTBO

118. BoiOepuTe 01H BAPUAHT U3 NPeEAJI0KEHHbIX.
I'ne pacnonaraercst aapec oTnpaBuTeNs?

1. He nmumercs coBcem

2. B BEpPXHEM JIEBOM YTy

3. 1O UEHTpYy

4. B BEpXHEM IIPaBOM YTy

119. BoiOepuTte 0lMH BAPUAHT U3 NMPeEAJI0KEHHbIX.
I'e pacnonaraercs ajgpec nojrydaresns?

1. cmpaBa, moa aapecoM OTIpPaBUTENS

2. cueBa, HWXKE ajpeca OTIPABUTENSA

3. Ha OHOH CTPOKE C aAPEeCOM OTIIPABUTEIIS

4. cieBa, Ha/l AAPECOM OTIPABUTENS

120. BoiOepuTe 0MH BAPUAHT U3 NPeEAJI0KEHHbIX.
Kak pacumdposars AIDA?

1. Action, Interest, Desire, Attention

2. Attitude, Interest, Development, Attention

3. Attention, Interest, Desire, Action

4. Attention, Inquiry, Delight, Action

121. BoiOepuTe 0MH BAPUAHT U3 NPeEAJI0KEHHbIX.
Kakoli s3Ik HaJ|0 UCIIOJIL30BATH JJIsI HATUCAHUS OOBSIBIICHUS O padboTe?
1. CcnoXHBIH, ¢ OOIBIIUM KOJTHYECTBOM TEPMUHOB
2. CIIOKHBIH, ¢ OOJBIIMM KOJHMYECTBOM KPACHUBBIX PEUEBBIX 000POTOB
3. mpocToil U MOHATHBIN, 6€3 3ayMHBIX (h)pa3 U TEPMUHOB
4. Bce paBHO

122. BoiOepuTe 01MH BAPUAHT U3 NPeEAJI0KEHHbIX.
Kak oOpamarbcsi K MOTEHITHAILHOMY PaOOTHHKY?

1. B 1-M aune

2. BO 2-M JuIe

3. B 3-M nuue

4. B eIUHCTBEHHOM YHCIE

123. BoiOepuTe HECKOJIBLKO BADHAHTOB U3 MPEAI0KeHHbIX.
Kakasn aO0peBmarypa ucnosb3yercss T@pPH BJIO)KEHHMHM B MHCbMO /ONOJHUTEJbHBIX

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

124. BoiOGepuTe 01MH BADHAHT U3 NPeIJI0KEHHBIX.
Kakoe oOpaiiieHue K jK€HIIMHE MPUHATO UCIOIb30BaTh B JIEJIOBOM MHCHbME, €CJIM HE U3BECTHO €€
cemeitHoe noJokeHue?

1. Miss

2. Mr

3. Ms

4. Mrs

125. BeraBbTe npaBuiabHYI0 (popmy ruaarosaos "be'" uiaum "have'.

1. You  tocompensate 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
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interesting. However, the person delegating authority to keep overall responsibility
for the deciding.

4. They been hired after detailed interviews.
126. CooTHecuTe AHIJIMHCKNE BHIPAKEHUS C PYCCKUMH IKBUBAJIEHTAMU.
1. joint stock company a. KOMITaHHUs, YbH aKIIUM KOTUPYIOTCA Ha OUpxKe
2. unlisted company b. coBMecTHOE MpeanpusITHE
3. listed company C. KOMIIaHMS, YbH aKI[UH HE KOTUPYIOTCS Ha Oupike
4. joint venture d. akuMoHepHas KOMIaHUs

127. IlpounTaiiTe TeKCT U CAeIaliTe €r0 AHHOTAIUIO MO-PYCCKH MJIH IO-aHTIHICKH.

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. IIpounTaiiTe TEKCT U cleJaiiTe €r0 AHHOTAIUIO MO-PYCCKU UJIM MO-aHTIMHACKH.

A cover letter, covering letter, motivation letter, motivational letter, or aletter 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. lIpounTaiiTe TEKCT U c/AeJIaliTe €r0 AHHOTAINIO MO-PYCCKH HIIM MO-aHTJIHHCKH.

A letter of recommendation or recommendation letter, also known as aletter 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. IIpounTaiiTe TEKCT U CAeIANTEe €r0 AHHOTALUIO MO-PYCCKH HJIH NO-aHTIHICKH.

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.
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131. IlpounTaiiTe TeKCT U cAeIaliTe €r0 AHHOTAIUIO MO-PYCCKH WJIH IO-AHTJIHICKH.

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 cAeJaiiTe €r0 AHHOTAIHUIO MO-PYCCKU UJIM MO-aHTIMHACKH.

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. [IpounTaiiTe TEKCT U c/AeJIaliTe €r0 AHHOTAINIO MO-PYCCKH WIIM MO-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.

134. IIpounTaiiTe TEKCT U c/AeJIaliTe €r0 AHHOTAINIO MO-PYCCKH WIIM MO-aHTJIHHCKH.

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.

13S. IlpounTaiiTe TEKCT U CAeIAMTE €r0 AHHOTALMIO MO-PYCCKH HJIH IO-AHTJIHICKH.

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. IlpounTaiiTe TeKCT U cAeIaliTe €r0 AHHOTALUIO MO-PYCCKH HJIH IO-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.
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137. IlpounTaiiTe TeKCT U cAeIaliTe €r0 AHHOTAIUIO MO-PYCCKH WJIM IO-AHTJIHICKH.

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. IIpounTaiiTe TeKCT U cejIaliTe €ro AHHOTAIUIO MO-PYCCKH WJIH MO-AHTJIHIiCKH.

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. IIpounTaiiTe TEKCT U cAeJIaiiTe €r0 AHHOTAUIO MO-PYCCKU UJIM NMO-aHTIMHCKH.

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. IIpounTaiiTe TEKCT U c/AeJIaliTe €r0 AHHOTAINIO MO-PYCCKH WJIM MO-aHTJIHHCKH.

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.

KJIIO4
K Tecram o qucunruinze «/le10BOM HHOCTPAHHBIN A3BIK»
Hanpagsnenue noarorosku 08.04.01 «CtpourenbcTBo»
[Tpodunu noarotoBku: «IIpouszeoocmeo cmpoumenbHbvlX Mamepuailos, u30eiutl u

KOHCMPYKYULL»

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

2. | la,2e, 3g, 4h, 5b, 6d, 7i, 8f, 9c 65. | 1. sells 2. sales 3. sale
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3. | lc,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, 4¢
6. | 1c,2a,3d, 4e, 5b 69. | 1. record 2. records 3. research 4.
researcher
7. | la, h; 2¢, k; 3d, [; 4e, f; 5g, 1; 6b, | 70. | 1. standard 2. has standardized 3.
standards
8. 13,6,7,2,8,4,51 71. | 1. capital 2. expect 3. utilizes 4. acquire
9. 1438,2,51,7,3,6 72. | 1. primary 2. arrangement 3. repaid 4.
last
10. | 3,524,1 73. | investments, purchase,  priced,
evaluated, value, money
11. | 1. false 2. true 3. false 4. not stated 5. | 74. | 1. considerable 2. considerations 3.
true 6. true 7. not stated 8. false considered
12. | 1b, 2d, 3a, 4c 75. | 1. utilizing 2. utilizes 3. utilization
13. | 1c, 2a, 3b 76. | 1.to invest 2. investment 3. invested
14. | 6,5,2,7,4,1,3 77. | 1. to acquire 2. acquisition 3. acquired
15. | lc, 2g, 3d, 4e, 51, 6a, 7b 78. | 1. financial 2. is financed 3. finance
16. |2 79. | 1c, 2a, 3b, 4d
17. |1 80. | 1. communication 2. communicated 3.
analyzes 4. analysis
18. |3 81. | 1d, 2a, 3b, 4c
19. | 4 82. | 1. true 2. false 3. false 4. false
20. |1 83. | 1. true 2. false 3. true 4. true
21. |2 84. | 1b, 2d, 3c, 4a, 5f, 6¢
22. |1 85. | 1a, 2b, 3¢, 4d
23. |2 86. | 1d, 2c, 3a, 4b
24, |1 87. | 1b, 2c, 3a, 4d
25. |2 88. | Ic, 2d, 3a, 4b
26. | 4 89. | 1a, 2d, 3¢, 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. | 100. | 1,4
climb
38. | 1. calculate 2. applicants 3. bank 4. fire 101. | 2
39. | 1. employee 2. initial capital 3. market 4. | 102. | 3
loan
40. | 1b, 2¢, 3d, 4a 103. | 2
41. | 1b, 2d, 3¢, 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
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2. application, applier, applicable
3. creation, creator, creative
4. export, exporter, exportable

44. | 1. education, educator, educational 107. | 1,4
2. forecast, forecaster, forecasting
3. supply, supplier, supplying
4. instruction, instructor, instructive

45. | 1. usage, user, usable 108. | 4
2. production, producer, productive
3. interviewing, interviewer, interviewed
4. manufacture, manufacturer,
manufacturing

46. | 1. sponsor 2. advertising agency 3. the | 109. | 3
unemployed 4. wholesale market

47. | 1. businessman/entrepreneur 2. loan 3. | 110. | 1
supplier 4. profit

48. | 1. experience 2. employment 3. | 111. |1
stockholder 4. billboard

49. | 1. competitor 2. import 3. target| 112. |4
audience 4. interest

50. | manufacturer, produce, expansion, | 113. | 4
divisions, competition, financial,
makers, competitor

51. | differs, proprietorship, partnership, | 114. | 2
existence, owner, ownership,
transferrable

52. | register, registration, financial, requires, | 115. | 3
issuing, decisions, issued

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

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

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

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

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

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

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

60. | be dismissed, violates, is not renewed, 1s | 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. Jlenopoe mucbmMo - 3TO NMHUCbMO OT | 128. ConpoBoUTENBHOE MMUCHMO,
OJTHOW KOMITAHWUHM JPYroi, mepernrcka MOTHBAIlAOHHOE  THCBMO, -  3TO
MEKTY OpraHu3aIUsIMH " uX PEKOMEHIATEIbHOE MTHUCHMO,
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KJIIMEHTaMH, 3aKa34uKaMy WA OPyTUMHA
BHEIIHUMH CTOpoHamMu. OOmmili CTHIIb
IIMcbMa 3aBUCUT OT OTHOI_HCHI/Iﬁ MG)KI[y

3aUHTEPECOBAHHBIMU CTOPOHAMHU.
JenoBble  muchMa  MOTYT  OBIThH
HAlMCaHbl C Pa3JIMYHBIMU  IKISIMH,
HanpuMmep, s [OpsAMOro  3ampoca
uH(pOpMaIUK WM IEUCTBHN OT APYrou
CTOPOHBI, JUIsl  3aKa3a  pPacXOIHBIX
MaTepuajoB y  IOCTaBUIMKA,  JUIS
yKa3aHUs Ha OIIMOKY IOJydyaTems

MUChbMa, 71l IPSIMOTO OTBETA Ha 3ampoc,
JUTSET. U3BUHECHHSI 33 OIIMOKY WM st
BBIpOKEHHUS J100pod Bosmm. JlemoBoe
MUCHMO TIOJIE3HO, MOTOMY YTO MOXET
OBITh BOCHPUHATO MOJy4arenem Oosee
CEPbE3HO, YeM Ipyrue GopMbI OOIICHUS.
[Tumiercs GopMaTbHBIM S3BIKOM.

mpujiaraeMoe K JIpyroMy JTOKYMEHTY,
TaKOMY KaK pe3roMe.

Couckarenu 4acTto MNPUCHLIAIOT
COIIPOBOJIUTENILHOE MMHUCHMO BMECTE CO
CBOWIMH aHKETAMH WJIU 3asBICHUSIMH O
npuemMe Ha pabory, 4TOOBI
MPEICTaBUTHCS MOTECHIIUATHHBIM
paboTonaTesnsim u OOBSCHHTB,
HAaCKOJIBKO  OHU  TOIXOIAT  JJIA
KEJAeMbIX JOJDKHOCTEH.

PaboTtonarenu MOTYT
UCIIOJIB30BaTh TIIATEIBHO HAITMCAHHBIC
COIIPOBOIUTEIIbHBIE TIHChMA B KAUECTBE
OTHOTO W3  METOJIOB  OTCCHBAaHUS
KaHJIUJATOB, KOTOpPBIE HEIOCTATOYHO
3aWHTEPECOBAaHbI B CBOCH TOJHKHOCTH
u/unm He O00JagaroT HEOOXOIUMBIMU
0a30BbIMH HAaBBIKAMU.

129. PexomennarenbHoe mnuceMo wiau | 130. IIncemo-nipeacTaBieHue, Hapsay
IPOCTO CCHUIKA, MPEACTaBIsAeT Cco00ii C BU3UTHOU KapTOYKOW, OBLIO BaXKHOH
JIOKYMEHT, B KOTOPOM aBTOpP OLICHUBACT yacTbio 3THKeTa B 18 u 19 Bekax. OHO
KayecTBa, XapaKTEPUCTUKU u HO-IPEXKHEMY BaXKHO B O(HIMAIBHBIX
BO3MO>XHOCTH PEKOMEHAYEMOTro JIMIa C CUTyalUsX, TaKUX Kak BpYyYEHHUE
TOYKH 3PEHUS CIIOCOOHOCTH  3TOTO IIOCJIOM CBOMX BEPUTEJIbHBIX I'PAMOT, &
YeJIOBEKAa BBINOJHATH OMNPEICIICHHYIO TaKK€ B  ONPEIEIECHHBIX JIEIOBbIX
3ajaqy WIH (GyHKIHIO. Kpyrax.

PexomennarensHbie MHUChMa, KaK Kax npaBuio, yenoBek He Oyner
IIPABUJIO, CBSI3aHBI C TPYIOYCTPOHCTBOM B3aMMOJICMCTBOBATH c JpYTUMH
(Takoe IIUCBMO MOXKET  TaKxe JIOJbMH, €CJIM OHU HE OBLIU JIOJIKHBIM
Ha3bIBaTbCSl PEKOMEHAALMEH O IpHUEME o0pa3oM mpeACTaBlIeHbl, Oyab TO
Ha paboTy), MOCTYIJICHUEM B BBICIIHE JUYHO MM MO nuchbMy. Yenosek c¢
yueOHble 3aBeIeHUS WJIM IIPaBOM Ha 0osiee HU3KUM COLMAIBHBIM CTAaTyCOM
noysydyeHue crurneHauu. OOBIYHO OHU nonpocusi Obl TOKpOBUTENSL ¢ Ooiee
HalMCcaHbl KEM-TO, KTO paboTaj ¢ 3THUM BBICOKMM  COLMAJbHBIM  CTaTyCOM
YEeJIOBEKOM WJIM YYWJI €ro, Harpumep, Hamnucarb MUCHMO-TIPE/ICTABICHUE
PYKOBOJUTEIIEM, KOJUIEron WIH TPETbEMY JIMIy, TAaKXE HMEIOLIEMY
YUYUTEIIEM. 0ojiee BBICOKHMI COIMAJIbHBIN cTaTyc,
PekoMenganuu  Takke  MOTYT 4eM IEepBOE JIMLO, HO HHXKE, YeM
noTpedoBaThCs KOMITaHMSIM, BTOpo€ JuI0. BaxHOo cobmonars
CTPEMAIUMCS  BBIMTPaThb KOHTPAKTHI, TOHKOCTH OJTHUKETa IIpH  3ampoce,
0COOEHHO B 00JIacTH WH)XMHUPHUHTA, HallMCaHUM M TIPEACTABIECHUU TaKUX
KOHCYJIbTUPOBaHUS, IIPOU3BOJACTBA U IIICEM, HaIpumep, Ka4eCTBO
CTPOUTENIBCTBA, & TAKXKE B OTHOIIECHUU UCTIONb3yeMoi OyMaru u OyJieT I OHO
rOCy/apCTBEHHBIX 3aKYNOK U TEHIEPOB. JIOCTaBJICHO He3aleyaTaHHbIM, YTOOBI
PexoMeHaTenbHbIe 1chbMa JUIS 3ampaimBaollas CTOPOHA MoIja €ro
OpraHu3anuit HCIOJIB3YIOTCS JUISt npounTarb. Jlyumie Bcero ObUIO OBl
OLIEHKU UX CIIOCOOHOCTH INPEIOCTaBISATh JIOCTaBUTh MIMCBMO-TIPEICTABIEHUE
TpeOyeMblil ypOBEHb 00CITYKUBAHHUS. MPEATIONAraeMOMY MTOJTYYaTEeIIro
BMECTE C BU3UTHOU KapTOUKOH, YTOOBI
MoJIy4aresib Mor MTO3BOHUTH

OTIIPABUTEIIO HA CIEIYIOIINN JEHb.

131. [Tucemo-tpeboBanue, (Hanpumep, | 132. IIucemo,  ormpasieHHOE — iIA
OIJIaThl) WJIM MHUCHMO A0 MPEbsBICHUS MIOATBEPKICHUS (manpumep,
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IPETEH3UH — 3TO MUCHMO C U3JI0KEHHEM
Iopuaudeckoro  3ampoca  (0OBIYHO
COCTaBJIEHHOTO aJIBOKAaTOM), B KOTOPOM
COJIEP)KUTCSL TpeOOBaHUE O BO3MEILICHUHI
yiiep0a WM BBIMOJHEHHH KaKoOTO-TH00
00s3aTensCTBa B CBSI3U c
IperoIaraeMbIM HapyleHueM
JIOTOBOpa MOJTy4aTeNsIMU Win
IOPUIMYECKON OomuoOKoi. XOTs MUchMa-
TpeOoBaHUS HE SBIISIOTCS
00s3aTEIbHBIMU 110 3aKOHY, OHU YacCTO
UCIONIB3YIOTCS, OCOOEHHO B  Jenax
JIOTOBOPHOTO TIpaBa, JCTUKTHOTO IpaBa
U KOMMEpUYECKOro npasa. B HEKOTOpBIX
ciydasix TpeOyroTcs — JI0Ka3aTelbCTBa
MOMBITOK YPEryJINPOBAaHUSA, IPEKIE YEM
cynebHoe 1enno OyAeT MPUHATO CYAOM, U
JUISL  BBITIOJIHEHUS 3TOro TpeOoBaHUs
00BIYHO UCTIONIB3YIOTCS UCHMO-
TpeboBanue. Hampumep, ecnu KTO-TO
MOJI03PEBACT  HApyIIEHHE, BBITOJHO
OTNPaBUTh  MHCHMO-TpEOOBaHUE, B
KOTOPOM YTBEp)KIACTCSA, YTO Jpyras
CTOpPOHA, TMO-BUIMMOMY, Hapyllaer, H
3arpamuBaeT TapaHTUU HWCIOJIHEHUSI.
[TuceMo-TpeOoBaHUE YaCTO NMPUBOAUT K
MUCHMY-0TKa3y, B KOTOPOM yKa3bIBaeTCs
OCHOBAHHE /ISl OTKJIOHEHHS TPETCH3UH
C Balleil CTOPOHBI, 1 WUHOTAA SBISETCS
XOpOIIMM IIOKa3aTelieM TOro, Kakue
Mepbl 3allUThl OyIyT NPHUHSATBHI, €CIH
UCK OyJIeT MojaH Mo3xKe.

MOJIyYCHUsT MaTepuana), Ha3bIBaeTCs
MTUCHMOM-TIOATBEPKICHUEM.
[lomyyeHne  TOBapoB W YCIHYT,
NOJy4YeHHue JI000ro Ipyroro muchMa
WK OOIIMX 3aIPOCOB SBJISIETCS IIEITBIO
JTAHHOTO BHJIA JICJIOBOTO MTUCHMA.

OOBIYHO €ro OTIPABJISIOT IO
noure. [IMCBMO TakXKe HCHOIB3yeTCs
JUIs OTBETAa Ha 3alpochl M KaJOOBI,
OTIPABJICHHBIC  KIIMEHTaMH, YTOOBI
NpouH()OPMHUPOBATH ¥ TOATBEPIUTH,
YTO COOOIICHUE MOTYUCHO.

133.

Kak ciemyer u3 Ha3BaHMsl, 3TO THUIIBI
JIEIOBBIX MIHACEM, KOTOpbIE
OTIPABJISIIOTCS UCKIIOYUTEIBHO C LENbIO
pa3MeIlleHHs] 3aKa3oB, M OHU MOTYT

OBITE OTIIPAaBJICHBI OIITOBHUKaM,
PO3HHUYHBIM TOproBuam Ui
MMPONU3BOJUTCIIIO.

[TncpMO-3aKa3 BKIIIOYAET B CEOS BCE
COOTBCTCTBYIOIIME ACTAaJIU, CBA3AHHBIC C
3daKa30M, TaKHC€ KaK HOMCp CYCTa UJIHU
KBUTAHOWH, CBCACHHUA O TIPOAYKTC

BMECTE co cnenuduKanusaMu,
KOJJMYECTBO 3aKa3a, HOMEp Hajora ¢
IIPOJax u Apyrue CBEJICHMS,

OTHOCAIIMECS K TPOU3BOAMTENIO, a
TaKke HUPPY, YKa3bIBAIOUIYI0 OOIIyIO
CyMMYy 3aKasa.

B 3aBHCHMOCTH OT COTJIACOBaHHBIX
YCIIOBHH OIIATHI CyMMa IjIaTexa MOKeT
OBITh BKIIOYEHA WM HE BKJIIOYEHA B
UChMO-3aKa3.

134.

ITnceMo-u3BUHEHNE MMUIIETCA
JUIS TOTO, YTOOBI BBIPA3UTh COXKAJICHHUE
[0 OIpe/eNeHHOMY Bompocy. B Hem
TOBOPUTCSI O TMpPHU3HAHUU OLIMOKH,
poOJIeMbl WK 30Ty K/I€HUS, a TaKkxKe
HNPUHOCATCS WM3BUHEHHUsA. ODTO CIOCOO
BBIPA3UTh HCKPEHHEE COXKaJCHHE TI0
NOBOJAY OHIMOKM, a TaKXke HaMeTUTh
HeﬁCTBHﬂ 10 HCITPABJICHUIO NN
BHECTH HEOOXOJMMBbIE HW3MEHEHus,
YTOOBI MOMNBITATHCS YCTPAHUTD YILEPO.

ITuceMoO-u3BUHEHNE MOXKET OBITH
OTIPABICHO  KOMIIAHUEH  KIIMEHTY,
IMOCTaBIIUKY HIIM JAXXE€ BHYTPCHHCMY
3aWHTEPECOBAHHOMY JIHILY.
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135. [Tucemo-xanobda (mucemo- | 136. [Tucpma-6maronapHoCT OOBIYHO
peKiaManus) — 3T0 BUJ JI€JIOBbIX MHCEM, MUUIYTCS  BBICHIMM  PYKOBOJCTBOM
HAalMCaHHbIX OJHOW CTOPOHOM ApPYrou CBOUM IOJYUHEHHBIM IS BBIPAXKEHUS
CTOPOHE WJIM IOPUAMYECKOMY JIUILY, 0J1aroJapHOCTH, YTOOBI MO3/APaBUTh UX
9TOOBl  BBIPA3UTh OECHOKOWCTBO IIO C XOpOIIIO BBIMOJIHEHHON paboTOM WiH
MOBOJTy OIPEIEICHHOI MPOOIEMBI. JUISL TOTO, YTOOBI MOTUBUPOBATH UX.

KineHtT mMoxeT HanmpaBUTh MHUCbMO- OO0bIYHO 3TO MHUCHbMO
peKiaMaluio  Ha  MPOAYKT, 4YTOOBI JEMOHCTPHUPYET >KecT J00poi BOIH,
YCTpaHUTh KaKoOW-THMOO HEJOCTaTOK B KOTOPBIA MOTHUBUPYET COTPYAHUKOB Ha
OpPOAYKTe WM YyKa3aThb Ha ILUIOXO JalbHedyo paboTty. 3a HUCBMOM-
OKa3aHHYIO ycnyry.  Ilucema- OJIaroJapHOCThI0  OOBIYHO  CIIEAYET
pekiamManuu 0ObIYHO KOPOTKHE U OYEHBb JICHE)KHOE BO3HArpaKJIcHHE.
KOHKPETHBIE TI0 CBOEMY COJIEpKAHUIO,
aJipecoOBaHHbIC KOMIIaHUH,

OTBETCTBEHHOMY JIUILY WJIH OTIEINY.

Wuorga muchMa-KanoObl MOTYT
TaK)Xe COJIepKaTh LIArk M0 YCTPAaHEHUIO
poOsIeMbI WIH OKUJAeMYIO
KOMIIEHCAlMI0. 3a MNHCbMOM-Xano0oi
CleyeT MUCHhMO-TIOATBEPXKACHHUE, a
3aTeM MUChMO-U3BUHEHHUE.

137. Ot TuUnbl  JenoBeIX  nuceMm | 138. ITpodeccuonanpHOE
OTHPABJISIFOTCS TUTST 3amnpoca 0JIaroIapCTBEHHOE MUCBMO —  3TO
onpezaeneHHo nnpopmanuu. OcHOBHAs BaXHBIA CIOCOO COOOLIUTH KOJJIEraM,
1eJdb — Y3HaTh O YEM-TO WJIM BBISICHUTH pabotonaTensiM, TOCTaBIIMKAM  WJIU
eCTh JIM KakoW-1ubo Bompoc, Ha JIPYTUM JI€JIOBBIM MapTHEpPaMm, YTO BbI
KOTOPBIN HE00XO0AMMO OTBETUTH. [IEHUTEe WX BpEeMs WJU TMpUiaracMbie
[Tucemo-3anpoc AOMHKHO OBITH KPaTKUM UMU YCHITHUSL. OtnpaBka
U 10 CYIIECTBY, C YETKO 3a/JlaHHBIMU 0J1aroIapCTBEHHOTO TMHUCHbMa YKPEIUT
BOIIPOCAMH. B3aMMOINOHMMAHHUE C TOJdy4yaTelleM U

Jluto, oOparmarornieecst ¢ 3arpocoM, COOOIIMT O BalIMX HAMEPEHHUSIX Ha
Ha3bIBAETCS 3anpallrvBaOIINM, u Oynymee. Bo3amoxHO, OyneT yMecTHO
3aMpaNIuBarOIIIN JTIOJDKEH 00s3aTEbHO OTMPAaBUTH 0JIATOAAPCTBEHHOE MHCHMO
yKa3aTb CBOM aJpec U KOHTaKTHBIE MIOCJIE TOT'O, KaK KTO-TO TTIOMOYET BaM C
JaHHBIE, YTOOBI C HHUM MOXHO OBLIO MOMCKOM  paboThl, KOTJa  KJIHEHT
CBSI3aThCA. COBEPIIUT  MOKYNKY WM  €CIH

KOMITaHUS 3aKJIOYUT C BaMU KOHTPAKT.
Bel  Takke  Moxere  OTIPaBUTH
oduaIbHOE 0J1aro1apCTBEHHOE
NUCHbMO, YTOOBI TPOCTO BBIPA3UTH
CBOIO MPU3HATEIBHOCTh KOMY-TO.

139. CnyxeOHas niu aenoBas 3anucka — | 140. IIpuBeTCTBEHHOE MUCBMO — 3TO

3TO  KOpPOTKHHM, HO  (opMalbHbII
JOKYMEHT, UCTIOJIb3YEMbIH AJIs1 OOIEeHUs
MeXIy PYKOBOJUTENSIMH u
coTpyAHUKaMU. D(PdeKTUBHBIE 3aNHCKH
KpaTKh M yJIOOHBI i1  YTEHUS.
JIOKyMEHT TmpelHa3HaueH B IEPBYIO
ouepeib TUISE BHYTPEHHETO
MCIIOJIb30BaHUS, Harpumep, JUTSt
00BsBIEHUST 00 W3MEHEHUSIX BHYTPHU
OpraHu3aluu WIH OOHOBJICHUS
nH(popMaIu 0 COOpaHUsTX KOMIAHUH.

oQUIMaNBHBIA CIIOCO0 MpeACTaBIECHUs
KOMIIAHUM  WMJIM  COTPYJHHKA, C
MIOMOIIBIO KOTOPOTO IPEN0CTaBISAETCS
ocHOBHasg uH(popmanus. Hanpumep,
MPUBETCTBEHHOE  THCEMO  HOBOMY
COTPYAHHMKY  BKJIIO4YaeT B  ce0s
nHPOpPMAIIHIO, KOTOpask TOMOXET WM
Jqydlle TOATOTOBUTBCA K HEPBOMY
paboueMmy JHIO, a TPUBETCTBEHHOE
MUCHbMO HOBOMY KJIMEHTY OJjarojaput
4eJI0BEKa 3a 3aMHTEPECOBAHHOCTb M
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MIPEIOCTABIISICT UM OCHOBHEBIE
CBEJCHHMS O KOMITaHMH. B 1eiom, B
ITHX MHChMax UCTIONTB3YETCS
MPUBETCTBEHHBI TOH, MOMOTAOIIUN
yCTaHOBHUTH Ooyiee TecHble paboune
OTHOILIEHUS.

Pa3paboTunk H.A. KocTtpuubina
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