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Ilepedyenb miIaHMPyeMBbIX pe3yJIbTATOB 00y4eHHs MO0 JTUCHUILINHE (MOAYJIIO),
COOTHECEHHBIX € IJIAHUPYEMbIMHU pe3y/IbTaTaMH 00pa30BaTe/IbHON NPOrpaMMbl

Ta6muma 1 — KomneTeHImu 1 MHANKATOPHI UX TOCTHXKCHHS

KO,I[ N HAUMCHOBAHHEC

I/IHI[I/IKaTopBI JOCTHIXKCHU A

[Inanupyemble pe3yiabTaThl

KOMIETEHIIUU 00yueHHs 110 TUCIUILIMHE
VYHMBepcalbHble KOMIIETEHLIUU
YK-4. VYK-4.1. JleMoHCTpUpYET YMEHHE BECTH OOMEH JIEJIOBOM
CriocobeH puMeHsITh nHpopmanuei B xoj1e NpodhecCHOHAIBHOIO B3aUMOIeHCTBUS
COBPEMEHHBIE YK-4.2. JleMOHCTpUpYET YMEHHE BECTH OOMEH JIEJIOBOM
KOMMYHUKaTHBHbIE nHpopMalnuel B yCTHON U NMCbMEHHON (hopMax He MEHee 4eM

TEXHOJIOTUH, B TOM YHCIIE
Ha UHOCTPAHHOM(BIX)
A3bIKe(ax), A

Ha OJHOM MHOCTPAHHOM S3BIKC

YK-4.3.

TCXHOJIOTHMM JJId IIOMCKAa,

Hcnonp3yer mH(DOpMAIMOHHO-KOMMYHUKAIIMOHHBIE
00pabOTKH M  MpEACTaBICHUS

aKaJeMHYeCKOTo 1 nHpopmauu COCTaBJISIET KOPPEKTHBIN MepeBo1
pOoECCUOHAIBHOTO aKaJeMHYeCKUX U MPO(ECCUOHATBHBIX TEKCTOB C MHOCTPAHHOTO
B3aUMOICUCTBUS sI3bIKA HA TOCYIAPCTBEHHBIN SI3BIK PO

VK-b. VK-5.2

CniocoOeH aHanM3upoBaTh
Y YUUTBIBATh
pa3zHooOpasue KyJabTyp B
npouecce
MEXKYJIbTYPHOIO
B3aNMOICHCTBHSA

BriaBiser ocoOeHHOCTH KOMMYHHKAIIUK HE MCHCC UYCEM Ha
OAHOM HHOCTpPAHHOM A3BIKE B IIPOLCCCC MCEKKYJIBTYPHOI'O

B3aHMOﬂeﬁCTBHH

Tabmuna 2 — [Nacriopt GoH/1a OIIEHOYHBIX CPEJICTB

Kontposnpyemsie ®opmupyemas | HaumeHoBaHue
pa3aeJibl (TeMbl) KOMIIeTeHIIUs OLICHOYHOI0 IHoka3aTeu oneHKHn
AUCHMILINHBI cpeacTBa
VK-4, VK-5 Crucox CocrapneHue
O61enue no tenedony JIUTEePaTypPHBIX CUCTEMATHU3UPOBAHHOTO
HMCTOYHMKOB MO | CIIMCKAa HCIIOJIb30BAaHHBIX
TEMaTHUKe, HWCTOYHHUKOB, perieHne
TECTOBbIE TecTa
3aJIaHusI
JlenoBoe MUCHbMO, BUEI VK-4, VK-5 Koncmnekr, Ectw/HeT, pemienue Tecta
JICTIOBBIX TTUCEM TECTOBBIE
3a/laHusI
CocraBnenus pakcoBoro u VK-4, YK-5 Koncnexkr, Ectn/HeT, 00bEM 3HAHUMN
AIIEKTPOHHOT'O COOOIIEHUS cobecenoBanue, | MO JaHHOW TeMe, pElICHUe
TECTOBBIE TecTa
3a/laHusI
VK-4, YK-5 Koncrexr, Ectn/HeT, 00BEM 3HAHUMN
TpynoycTpoicTBo cobecenoBaHue, | MO JAHHOW TeMe, pelIeHHe
TECTOBBIE TecTa
3a/laHusI
VK-4, YK-5 Koncrexr, Ectn/HeT, 00BEM 3HAHUMN
JlenoBas BcTpeua cobecejoBaHUe, | IO JAHHOM TeMe, peleHne
TECTOBBIE TecTa

3adaHus




VK-4, YK-5 Koncmnekr, Ectb/HeT, 00beM 3HAHUM
[TeperoBopsl cobecenoBanue, | 1O JAaHHOW TeMe, pEIICHUE
TECTOBBIC TecTa
3aJIaHus
YK-4, YK-5 KoHcrexr, Ectr/HET, 00BEM 3HAHUMN
JlenoBast 3THKa M THKET coOeceoBaHue, | IO JAHHOM TeMe, PeIIcHUE
TECTOBBIC TecTa
3aJIaHus
Ox3zamedn (1 cemectp), VK-4, VK-5 Pemenne  Bcex | PemeHue Bcex TECTOBBIX
3auer (2 cemectp) (ouHas, TECTOBBIX 3a/IaHH 110 TEMaM
3a04Hast popma 00yUeHUS) 3a/IaHuI o
TeMaM

1 Meroauyeckue MaTepuaJibl, ONpe/e/siiolue MPoleIypbl OlleHUBAHUSA 3HAHMIA,
YMeHH I, HABBIKOB U (MJIM) ONbITA AeSITEJIbHOCTH, XaPAKTePU3YIOLIMeE MPOoLece
¢dopmMupoBaHusi KOMIETEHIH

MeToanvecKre MaTepHabl, OMPEACIIAIONINE POLCAYPhl OIICHUBAHKS 3HAHUM, YMCHUI,
HaBBIKOB M (MJIM) OMbBITA [EATEIbHOCTH, MPEACTABICHBI B BHAE TEXHOIOTHYECKOW KapThI
JMCIUILTHHEI (Tabmuia 3).

Tabmuna 3 — TexHOJIOTHYECKas KapTa

HaumenoBanue Cpokn HIxkana Kpurtepun
OI[€HOYHOT0 CPeACTBA BBINOJTHEHH S OIleHUBAHMS OIleHUBAHMS
Ilpomesrcymounas ammecmavyusn 6 ghopme «3auemay (014 0YHOU U 3A04HOU oOpMbL
00yuenus)
TecToBbie 3agaHus B teueHuu | or 0 go 5 | 3auer/Heszauer
oOyueHus no | 6ayoB
JTUCIUILIINHE
HUTOI'O: - ___ OGannos -

Kpurtepun oneHkn pe3yibTaToB 00y4eHUs 10 AUCUMILIMHE:
[ToporoBelif (MUHUMAaNBHBIN) YPOBEHB AJIs aTTeCTalluU B (hopme
3ayeta — 75 % OT MakCHMaJIbHO BO3MOXKHOM CyMMBbI 0aJljIoB

3aueT BBICTABISAETCS MPU CAAYE CTYACHTOM BCEX TECTOBBIX 3a/IaHUN

HaunmeHoBanue Cpoku HIxana Kpurepun
OLICHOYHOI0 CPeACTBA BBINOJTHEHH S OLICHUBAHMS OLICHUBAHMS

Ilpomercymounan ammecmayus 6 hopme «Ik3amen» (01 3a04HOU hopmbl 00yueHus)

KeticoBoe 3amanue Bremomaenne B |or 0 mo 10 | Omenka ot 2 1o
TEYECHUHU 0aioB mo | 5
0o0y4eHus 0 | KpUTEPUSIM
NUCLUIUINHE U
3aIuTa
NTOI'O: - ___ ©Oamnnos -

KpuTtepumn oneHKH pe3yibTaToB 00y4eHHs 10 AUCIHUIJINHE:

0 — 64 % oOT MakCUMaJIbHO BO3MOXHOH CyMMBI OajUIOB — «HEYIOBJIETBOPUTEIHLHO»
(HEIOCTaTOYHBIN YPOBEHB IS TPOMEKYTOYHOMN aTTECTAIUH 110 JUCIUTUINHE);

65 — 74 % oT MakCMMaJIbHO BO3MOYKHOH CYMMBI OQIJIOB — «YJIOBJIECTBOPHUTEIHHOY»
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HaumeHoBaHue Cpoxku HIxkana Kpurepun
OLIEHOYHOI0 CPeICTBA BbITNOJIHECHUS OlICHUBAHMS OlLICHUBAHMS

(mOporoBbIi (MUHUMAIBHBIN) YPOBEHb);

75 — 84 % oT MakcHUMaJbHO BO3MOKHON CYMMBI 0aJlJIOB — «XOPOIIO» (CpeIHUN YPOBEHD);
85 — 100 % oT MakCUMaJIbHO BO3MOKHOM CyMMBI OQJIJIOB — «OTJIIMYHOY»

(BBICOKHI (MaKCUMAaJIbHBII) YPOBEHB)

2 TunoBble KOHTPOJILHBIE 3aJaHNs] U HHbIE MATEPHAJIbI, HEO0X0TUMBIE JIJIs1
OLIEHKH 3HAHMI{, yMeHMii, HABBIKOB U (MJIN) ONBITA AeSITEIbHOCTH
XapakTepu3yolie npomecc GopMHPOBAHUS KOMIIETEHIIN B X0/1€ 0CBOECHHS
o0pa3oBaTeIbHOM MPOrpaMMbI

2.1 3apanus 1JIA TeKyIIero KOHTPOJIsl yCeBaeMOCTH

ITPUMEP

1. O6paseu JICKCUKO-TpaMMAaTH4YCCKOIro TCCTa:
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
¢) We haven't signed
d) We have sign
3. Sales in 1995 but then in 1996.
a) rised, falled
b) rose, fell
c) have risen, have fallen
d) rose, have fallen
4. 1 like it here because the company is to encourage people to use their initiative.
a) officer
b) managers
C) culture
5. My name is Daniel Bertolino and I’'m a software developer. In our department, we dress

a) casualiy
b) causally
c) casually

2. Obpasen peeprupoBaHUs TEKCTa HA AHTIMHCKOM SI3BIKE JIETTOBOM M MPOodheCCUOHATBHOM
HaIpaBJICHHOCTHU:
Texcr:
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. O0pa3zen HealanTUPOBAHHOTO TEKCTA JEOBOM U PO eCCHOHATFHON HAITPaBIEHHOCTH IS
MMUCHbMEHHOTO MIEPEBOJIA C AHTJIMHCKOTO S3bIKAa 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
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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. Obpa3zeln MUCbMEHHOTO TIEPEBO/Ia AaHHOTAIIMN HAYYHOH CTaThH ACJIOBOM U POo(deCcCHOHATBLHOM
HAIIPaBJICHHOCTH C PYCCKOTI'O sI3bIKa HA aHTJIMHACKUI CO CI0BapEM:
OCHOBHBIE BOITPOCHI YITPABJIEHUSI MTHHOBALIMOHHOM JIEAATEJILHOCTBIO
[TPOMBIIIJIEHHBIX HPEI[HPHHTHPI
OxapaKTepH30BaHa CyHIeCTBYyOIIasA CUuTryanus I/IHHOBaI_II/IOHHOI‘/'I AKTUBHOCTH B pPCaJIbHOM
CEKTOpE HOKOHOMHMKH. YCTAaHOBJIEHAa CTPYKTypa HAay4YHO-IIPOM3BOACTBEHHOrO Mpoliecca,
OCyHICCTBJIAEMOTIO Ha HNpCAlIpUATHN B HEIAX CO3MaHUA, OCBOCHUS IPOU3BOACTBA U
HU3IroTOBJICHUS I/IHHOB&III/IOHHOfI IMpOAYKIHH. HpeI[JIO)KeHLI K HUCITIOJIB30BAHHUTO
OKOHOMCTpHUYCCKAsd MOZACIb U MCTOJ MOp(i)OJIOFI/I‘{eCKOFO dHajin3a B ILCIIAX (1)OpMI/IpOBaHI/I}I
CTPATCTU NHHOBAIMOHHOT'O Pa3BUTUS NPCAIIPUATHA.
[Tepeso.
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 0K0IKeTHOE 00pa3oBaTe/ibHOE YUpeKAeHHue BbICIIEro
o0pa3oBaHus
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3anoaspHbIH rocyaapcrBeHHbli yHnBepcuteT uMenn H.M. @egoposckoro

Kadenpa «®unocopun, uCTOPUHA ¥ HHOCTPAHHBIX A3BIKOB)»
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Ilepeyenb KOMIIETEHIIUI, (POPMHUPYEMBIX IMCUMILIHHOI:

Koa Conep:xaHue KOMIETEHINH
KOMIIETEeHI[MH
YK YHuBepcajibHble KOMIIETCHIIUU
YK-4 Croco0eH MPUMEHATh COBPEMEHHBIE KOMMYHUKATHUBHBIE TEXHOJIOTHH, B TOM
Yyucjie Ha  HMHOCTPaHHOM(BIX)  si3bIKe(ax) Uil AKaJIeMUYECKOro |
PO eCCHOHAITBHOTO B3aUMOJICHCTBHUS
YK-5 CIOCOOCH aHATM3UPOBATh M YYUTHIBATH pa3sHOOOpa3ue KyJIbTyp B IpoIiecce

MCXKKYJBTYPHOI'O BSaHMOHeﬁCTBI/IH

OLIEHOYHOE CPEJICTBO Konrpompye
(mecmupoesanue) Mast
KOMIIEeTEeHIIUsl
1. ConocraBbTe aHI/IMIiCKHE M PYCCKHE IKBUBAJIEHTHI. YK-4
1. nenoBoe MUCHMO a. informal letter
2. 3aKiI0uKTeNbHas (hpa3a BEKINBOCTH b. layout
3. azpec OTIIPaBHTEIS c. writer’s address
4. manka nucbMa d. reader’s name and addre]
5. mpuBeTCcTBUE e. block style
6. M3 ¥ aJipec ToTyJaTess f. greeting
7. cOIIOKMPOBAHHBIN CTHIIb g. formal business letter
8. ykazaHue Ha TeMy HCbMa h. carbon copy (c\c)
9. moanuch i. subject heading
10. yka3zaHue Ha pacChUIKY KOIHIA J. body
11. TOKHOCTD OTIIPABHUTEIS k. complimentary close
12. nmpunoxxeHue . signature
13. uMms oTIipaBUTEINS m. writer’s name
14. ctpykTypa nucsma n. attention
15. OCHOBHOI TEKCT 0. letterhead
16. npy>xeckoe mMIUCbMO p. enclosure
17. ykazanue Ha KOHKPETHOE MHACHMO g. writer’s title
2. Kakne yacTi nMcbMa COOTBETCTBYIOT €ro 0J10Kam. YK-4
1. Re: Single room reservartion a. reference line YK-5
2. Enc: 2 pages b. reader’s address
3. I look forward to hearing from you. c. sender’s address
Yours sincerely,
4. Sam Brown d. boby of the letter
Sam Brown
Purchasing Manager
5. Clothco Plc. e. enclosures
261 Whitesea Drive
Birmingham, BG 9218 GB
6. We are writing to confim ... f. greeting




7. 24 May, 20—

8. Dear Sir/Madam,

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

g. complimentary close
h. signature block
. date

3. CooTHecHTe YACTH OJTHOTO MPeAJI0KEeHHSI. YK-4
1. Following your advertisement in the | a. a copy of our brochure and price YK-5
“Daily Express”... list.

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

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

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

4, CooTHeCHTe YaCTH OTHOTO MPeAJI0KEeHHSI. YK-4
1. We acknowledge receipt of... a. for the inconvenience you have YK-5

been caused.
2. Please accept our sincere | b. your letter dated 12" January 20---
apologies...
3. I am writing... c. please do not hesitate to contact us.
4. Should you require any further | d. to enquire about your range of
information... software.

5. CooTHecHTe YaCTH OTHOTO MPeAJI0KEeHHSI. YK-4
1. We would be grateful if you | a.a visit from your salesman. YK-5
could...

2. We would be very interested in | b. a double room in the name of

receiving. .. Smith.

3. I would like to reserve... c. in discussing the matter further...

4. Should you be interested... d. send us a quotation for 20 items.

6. CooTHecuTe JIEBYIO M MPABYI0 YaCTh MUCHbMA, MOAXOAsSIIIME APYT APYTY MO YK-4

CMBICJTY. YK-5
Beginnings Endings

1. I am writing in response to your|a. We feel confident that

advertisement in yesterdays Daily Scope | something in our range th

concerning a vacancy in your sales department.

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

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

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

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

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

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




7. BoiOepute cooTBeTcTBYIOIIME (hpa3bl M3 NPABOH KOJIOHKH, MOAXOASIIIAE K
onpeeeHHBIM BHIaM J1eJI0BOT0 MHCHMA.
1. letter of complaint a. Unfortunately, we have not yet received...
2. letter of confirmation b. We will be glad to know...
3. letter of offer c. [ am writing to confirm the details of...
4. letter of request d. In reply we have pleasure in offering you...
5. letter of apology e. We would be grateful if you could arrange...
6. letter of inquiry f. Please inform us by airmail...
g. We must apologise for...
h. I am writing to express my extreme dissatisfa
I. Please accept our sincere apologies for...
j. I wonder if [ might ask you for...
k. I thought it would be useful to confirm in wri
I. I am writing in response to your letter request
about...

YK-4
YK-5

8. PacmoJsioxkuTe a1uajior B IPaBUJILHOM MOPSIIKeE.
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?
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.

oo

YK-4
YK-5

9. PacnoJioxkuTe 1MAJIOT B MPABUJILHOM MOPSIIKe.
1. Very good, thanks. It’s nearly finished. Do you still work with Leonardo?
2. It’s lovely to see you too. How are you?
3. I'd love to! Anyway, I'm afraid I have to speak to a few more people
before the conference ends, but I’ll email you sometime next week.
4. Excuse me, Javier? It’s John. We met at this conference two years ago.
I’'m fine, thanks. How about you? How’s your thesis?
6. Of course, no problem. Me too. It was great to see you again. Looking
forward to hearing from you soon.
7. Yes, | do. You must come for dinner with us next time you come to
Belgium.
8. Wow, John! Long time no see. Great to see you again!

o

YK-4
YK-5

10. TIpoutuTe TeKCT M PpaccraBbTe pedepupoBaHue B NPABWIHLHOM
nopsiake.
Mechanic works 75 years to break record

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

overnight.

YK-4
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Mr Blackman's record has been recognized for his dedication to his job. His
employer dedicated a plane in his honor at a ceremony at JFK. His signature was
painted in giant letters on the front of one of the airline's Boeing 777 aircraft.
Blackman said: "I'm just honored to be here. I'm proud to be a mechanic.” The
91-year-old received a standing ovation from his fellow colleagues and managers
at the ceremony. Reporters asked him about the secret behind his record. He
said: "When you like what you do, it's not work." When asked about retirement,
he said: "That's not up to me. That's up to the man upstairs. The first thing | do
when | get up in the morning is | say 'thank you for another day"."

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

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

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

honor at a ceremony at JFK.

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

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.

Hw

11. IpouuTaiiTe TEKCT, oNpeaenTe, KAKHe YTBEpP:KIeHUS BepHble, KaKHe
HEBEPHLIC U 0 Y€EM B TECKCTE HE CKa3aHO.
Helen Keller

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

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

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

Miss Sullivan began her first lesson by handing Helen a doll and pressing
“d-0-1-1” 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

YK-4
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1936, Anne Sullivan was always by Helen's side. She pressed book after book
and lecture after lecture into her pupil's hand.

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

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

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

12. CooTHecure BOIIPOCHI U OTBETHI HA HUX.
1. What are the requirements? Who can apply | a. Full sponsorships are avai

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

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

World Business Dialogue? to apply for the World Busi

There are no special requirem
being enrolled as a student in
institution. You will need your
thoughtful answers to oul
questions. If you are a young a|
and have already been betweel
on the job you are eligible to
young professional tickets, whij
on right here.
3. Are there any scholarships for tickets/ plane | c. Applicants will receive an el
tickets/ accommodation? their successful application.
applicants will also receive an
them of their unsuccessful appli
4. How do | know if I was accepted to the | d. Students from any field of g
World Business Dialogue? The conference is not excl

economics students.

YK-4
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13. CooTHecuTe BONPOCHI M OTBETHI HA HUX. YK-4
1. When is the closing date for applications? a. Networking with companie!
other top students.
Gaining new insights into cur
topics.
Sharing ideas on different topi
views from a multitude of cultu
Learning to apply your knowle
solutions fast.
Finding out how to get into the
university.
2. What are possible benefits of attending the | b. Yes, provided that only one
World Business Dialogue? by since your graduation (a
Dialogue takes place).
3. Can recent graduates attend the World | c. There is no deadline for the
Business Dialogue? However, if you want to get n|
formats taking place from
4. A company needs sufficient funds | Wednesday, we highly recomm|
to obtain necessary assets, such as property, | early as possible. If you do th
buildings, and inventories ? you will also have the chance t
ticket price. We will most |
application phase in early Febru
14. PacnoJio:kuTe 4acTH J1€JI0BOI0 MUChbMA B MPABUJILHOM MOPSIKeE. YK-4
1. I would like you to replace the item or give me a refund. Please let me know
your decision within 3 days, otherwise, | will be forced to take the matter further.
2. Eldorado Ltd
4 Krasnoarmeisky Avenue
Barnaul 658048
Russia
3. Sincerely yours,
Sergey Lupin
4. | am writing to inform you that yesterday | got my new TV-set, which was
delivered by your delivery service. The package was undamaged so | signed all
the documents and paid the rest of the sum. However, when | unpacked it | found
several scratches on the front panel.
5. May 12, 2019
6. Sergey Lupin
48 Anatolia Street, Apt.5
Barnaul 658000
Russia
7. Dear Sirs,
15. CooTHecuTe YacTH pe3loMe ¢ HX Ha3BAHHEM. YK-4
1. Office 10, Windows, Internet, AutoCAd, | a. Education YK-5

MATLAB
2. To improve the conservation of our |b.Languages
resources using the skills 1 have learned and
practiced over the years at the biggest
agricultural improvement company in the
United States.

3. Irina Somova from Manpower Inc. c. Computer Skills
somova_i@mail.ru
+7-962-963-5624

4. Tyler Parkinson d. References

12




45 Popova Street

Barnaul 656057

Russia

Tel. +7-905-945-6621
E-Mail: parkinson_t@mail.ru

5. 2019-present e. Personal Information

Manpower Inc.
Virtual Agricultural Engineer Recruiter

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

Work with recruiting metrics.

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

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

Present information to managers and
executives in the company.

Work with a team to collaboratively create
a project.

2014-2019
BP America Inc
Agricultural Irrigation Engineer

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

designed and installed systems.

supervised installation of irrigation and
drainage systems.

coordinated equipment and supplies for
installation.

analyzed soil and water conservation.

6. 2010-2014 f. Professional Experience

University of Georgia, GA
Masters in Agricultural Sciences

7. English, German g. Objective

16. BoiOGepuTe 01MH BAPpHAHT U3 NpPelJ0KeHHbIX.

Hostess: «Your bag is 3 kilos overweight. You have to pay excess luggage

charge».
Passenger: « ».
1. What? It’s only three kilos!
2. Oh? It’s only three kilos. All right then.
3. You have no right to charge me!
4. d) No, I can’t lift this bag.

YK-4
YK-5

17. Bei0epuTe 0AH BAPDHAHT U3 NMPeIJI0KEHHBIX.
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?

YK-4
YK-5
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18. Bei0epuTe 0AMH BAPDHAHT U3 NPeIJI0KEHHBIX.

YK-4

Customer: «A table for two, please». YK-5
Receptionist: « ».

1. No way.

2. No free tables here.

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

4. Tcan’tdo that.
19. K xakoMy BHY /1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOIIHNA OTPHIBOK? YK-4
On 12 August I ordered 12 copies of Background Music by H. Lowery under my YK-5
order number FT 567. On opening the parcel | found that it contained 12 copies
of History of Music by the same author. I trust you will credit my account with
the invoiced value of the returned copies including reimbursement for the
postage cost of $17.90.

1. Inquiry Letter

2. Cover Letter

3. Memo

4. Letter of Complaint
20. K xakomy BUAy 1€JIOBOr0 JOKYMEHTA OTHOCUTCS CJIeAYIOUIUI OTPBIBOK? YK-4
EDUCATION: August 2007 — present: Baltimore Community College, YK-5
Baltimore, MD A.A.S. — X-Ray Technologist Program.

1. Resume

2. Memo

3. Advertising letter

4. Inquiry Letter
21. BoiOepuTe 01MH BAPMAHT U3 NPeEAJI0KEeHHbIX. YK-4
Receptionist: «Just a moment, please, while I check. You have a reservation for a YK-5
three-room suite for tonight»
Guest: « ™

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 0MH BAPMAHT U3 NMPEAJI0KeHHbIX. YK-4
Customer: «This soup is cold». YK-5
Waiter: « ».

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

2. Is this my problem?

3. So what?

4. | don’t know.
23. BoiOepuTe OIMH BAPHAHT U3 NPEIJI0OKEHHBbIX. YK-4
A: «Excuse me. Can I talk to Mr Nolan?» YK-5

B: « ».

We don’t have such a person.
I’m afraid, Mr Nolan is out.
Who’s asking?

What?

b

14




24. K kakomMy BHIY 1€JIOBOI0 IOKYMEHTA OTHOCHTCS CJIeAYIOIIHIl 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

YK-4
YK-5

25. K KaKOMY BHAY J€JI0BOI0 JOKYMEHTA OTHOCUTCH C.]Ie)IyIOHII/Iﬁ OprIBOK?
All the containers are to be marked on three (3) sides. Each container should bear
the following markings made in indelible paint (in Russian and English).

1. Memo

2. Contract

3. Inquiry Letter

4. Cover Letter

YK-4
YK-5

26. K xakomy BuAy 1€JI0BOr0 JOKYMEHTA OTHOCUTCS CJIeAYIOUIUI 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

YK-4
YK-5

27. K kakomy BUAY 1€JIOBOI0 JOKYMEHTA OTHOCUTCS CJIeAYIOUIUI 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%.

1. Advertising Letter

2. Offer Letter

3. Cover Letter

4. Inquiry Letter

YK-4
YK-5

28. BoiOepuTe 0MH BAPHAHT U3 NMPEAJI0KeHHbIX.
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?

YK-4
YK-5

29. BoiOepuTe 01MH BAPMAHT U3 NMPEAJI0KeHHbIX.
Agent: «British Railways. Can I help you?»
Customer: « ».
1. Good afternoon. Can you give me the times of fast trains to Edinburgh,
please?
2. Look! I want to know the times of fast trains to Edinburgh.
3. Hi, I need some info about the times of fast trains to Edinburgh.
4. Hi. Can | buy two tickets to this performance?

YK-4
YK-5

30. BoiOepuTe 01MH BAPHAHT U3 NPeEAJI0KeHHbIX.
Business partner 1: «Items 2.5 and 2.6 lacked in the consignment of the

YK-4
YK-5
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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 xakomy BHy /1€JI0BOT0 IOKYMEHTAa OTHOCUTCS CJIeAYIOIIHN OTPbIBOK? YK-4
We are honored to invite you to participate in our forthcoming conference on old YK-5
Gaelic philology to be held October 7-1 — in New York City College’s School of
Linguistics.
1. Contract
2. Letter of Complaint
3. Contract
4. Invitation Letter
32. K kakomMy BHJY /1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeYIOUIUIl OTPLIBOK? YK-4
We are interested in buying your equipment for producing pet food. Would you YK-5
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 NPeAJI0KeHHbIX. YK-4
Receptionist: «Yes, Mr Brown. A single room with a bath for two nights, is that YK-5
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 01MH BAPHAHT U3 NPeAJI0KeHHbIX. YK-4
Director General: «The results of your department are not so good as it was YK-5
expected».
Manager: « ».
1. Isthis a joke?
2. Sorry to hear that. We will do our best to improve the situation.
3. Don’t say that!
4. 1t’s your fault!
35. K kakoMy BHY [1€J10BOT0 JOKYMEHTA OTHOCUTCSH CJIeXYIOUUil OTPbIBOK? YK-4
You will be surprised at how little it costs. For 52 weeks a year your Stenogram YK-5
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 BHIY 1€JIOBOT0 JOKYMEHTA OTHOCHTCS CJI€XYHOIIHI YK-4
OTPBHIBOK? YK-5

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

16




3. Letter of Complaint
4. Contract

37. YﬁepnTe U3 NEMOYKHU OAHO HemoAXOoAs1Iee Imo 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

YK-4
YK-5

38. YOoepuTe U3 HeMOYKH OTHO HENMOAXO/AsIIIee M0 CMbICJIY CJI0BO.
1. produce — design — calculate — manufacture
2. personnel —employees — staff — applicants
3. division — department — bank — section
4. recruit — hire — headhunt — fire

YK-4
YK-5

39. YﬁepnTe U3 NEMOYKHU OAHO HemoAXOoAs1Iee 1o CMbICJIY CJI0BO.
1. businessman — employee — entrepreneur — owner
2. profit —initial capital — equity capital — assets
3. firm — enterprise — company — market
4. profit — loan — income — revenue

YK-4
YK-5

40. CoBmecTHTe TIJ1aroJl ¢ CyIeCTBUTEIbHbIM, 4YTO0BI MOJYYHJI0CH
CJI0BOCOYECTAHHC. KEDK}]O(‘, CJIOBO MOKHO HCIIOJbB30BaTh TOJILKO OJMH pas3.
1.torun a. a partner
2. to charge b. a company
3. to solve c. aprice
4. to welcome d. a problem

YK-4

41. CoBMecTHTEe TIJ1arol ¢ CyIeCTBUTEIbHbIM, 4YTOObI MOJYYH/I0CH
CJI0BOCOYECTAHHC. Kamoe CJIOBO MOKHO HCIIOJbB30BaTh TOJILKO 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

YK-4

42. Caeaywoumue OTPbIBKH B3SIThI H3 Pa3JIHYHBIX [JeJOBBIX IHCEM.
Onpe}le.m/lTe, K KaKOMY THIIY OTHOCHUTCSH Ka)l()lblﬁ U3 OTPLIBKOB.

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

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

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

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

YK-4
YK-5

43. QOOpa3syiiTe cymecTBUTeIbHbIe W MNpWJIararejbHble W3 JaHHBIX
rjiaroJjioB.

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

YK-4

44, Oopa3syiiTe cymecTBUTelbHble M NpUJaratejbHble M3 JAaHHBIX
rjaaroJioB.

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

YK-4
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45. OOpa3yiiTe cCymecTBUTeJbHble M MNpWIAratejbHble W3 JAHHBIX
IJ1aroJioB.
Verbs Nouns (activity) Nouns (person)
to use
to produce

to manufacture

YK-4

1.

2.

3. to interview
4,

46. HamumuTe TEPMHUH K KAXKAOMY U3 onpeaeeHuid.

1. Someone who pays some of the cost of a concert or sports events.
2. An organization that designs and manages advertising campaigns.
3. A person who doesn’t have a job.

4. A market where goods are sold in large quantities.

YK-4

47 . HanummuTe TEPMHUH K KasKA0MY M3 Olpe/aeseHuil.
1. Someone, who starts a company, arranges business deals and takes
financial risks in order to make a profit.
2. An amount of money that you borrow from a bank.
3. A person who provides raw materials for the production.
4. Money that you gain by selling things or doing business.

YK-4

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

YK-4

49. HanuuTe TEPMUH K KAXKIOMY U3 oNpeaeeHuii.
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.

YK-4

50. BbioepuTe Haubosee moaxoasee CJI0BO.

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

YK-4

51. PackpoiiTe ckOOKHU, HCIOJIB3YS MOAXOASIIIYI0 (POPMY CJIOBA.

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

YK-4

52. PackpoiiTe ckoOKH, HCTIOIb3YH MOAXOASAIYI0 opMy ci10Ba.

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

YK-4
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(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 NMpPeAJoKeHHbIE CJI0BA.
Words to choose from: agreement; choice; contribution; money; profits; risks;
liable; specialized.

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

YK-4

54. BbiOepuTe HanboJee MOAXOAMAIIEE CTOBO.

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

YK-4

55. BeiOepuTe HanboJee MoAX0AMAIIEE CTOBO.

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

YK-4

56. BbiOepuTe Hauboee moaxoasiuee CJI0BO.

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

YK-4

57. PackpoiiTe CKOOKHM M MOCTaBbTe IJ1aroJ B HykHY1I0 ¢popmy.
1. Service industries (play) a dominant role in Britain's economy.
2. All kinds of equipment and heavy machinery (produce) by machine-
building plants.
3. Britain's chemical enterprises (produce) organic and inorganic chemicals,
plastics and fertilizers.
4. At the present time, high-technology industries (grow) rapidly.

YK-4

58. PackpoiiTe CKOOKH U MOCTaBbTeE IJ1aroJ B HY:KHYI0 (popmy.

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

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

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

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

YK-4

59. PackpoiiTe CKOOKHM M MOCTaBbTE IJ1aroJ B HY:KHYI0 popmy.

YK-4
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A foreman (be) directly responsive for the shop floor workers. Holders of
this position (may, call) the first level of management in an
organization. The person who (become) the foreman usually (promote)
from within the group of workers. He (receive) increased pay for his extra
responsibilities and (have) greater opportunities for training and promotion.
Through foremen, decisions of management (pass) to the workforce, while ideas
and suggestions from the workforce (transmit) up to the management.

60. PackpoiiTe CKOOKHM U MOCTaBbTe IJ1aroJ B HY:KHYI0 popmy.

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

YK-4

61. BcraBbTe npaBuiabuyio ¢gopmy raarojos "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.

YK-4

62. BcraBbTe NpaBHIbHYI0 (popMy riarojios "be’ uam ""have'.

There three steps in an effective disciplinary program.

Penalties to be imposed fairly.

All penalties been imposed fairly.

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.

AP

YK-4

63. BoiOepuTe nmpaBujbHYH GopMy AJs KANKIAOro npenjoxenus. Kaxmas
(l)OpMa MOKET HCNOJb30BATHCH TOJLKO OAUH pas.
production/produced/productive/product
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.

=

YK-4

64. Bpi0epuTe NpaBUJIbHYI0 (pOPMY /UISI KaxI0ro mnpeajoxenus. Kaxnas
(popMa MokKeT HCIIOJIB30BATHCS TOJABKO OMH 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 __ thatalways affects this
decision is cost.

YK-4

65. Bpi0epuTe NpaBUJIbHYI0 (pOPMY /UISI KaxI0ro mnpeaioxenus. Kaxnas
(popMma MokKeT HCIIOJIB30BATHCS TOJABKO OMH 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

YK-4
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fiscal year.
3. c.Samgot a with one of the top manufacturers.
4. Before the accountant could become the Financial Director she had to
a number of requirements

66. BbiOepuTe nMpaBuJbHYI0 GopMy IJIsl KaxKaoro npeasioxxenus. Kaxnas YK-4
(opMma MoKeT HCIIO0JIB30BATHCS TOJBKO OJMH pPa3.
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 NpaBUJIbHYI0 opMYy IJIs1 KasKI0T0 MpeII0KeHUsl. YK-4
information/ informative/ fulfillment/ fulfill
1. Getting Acquainted with Accounting, by John L. Carey, is a very
book.
2. Many interested parties require specific financial .
3. Before the accountant could become the Financial Director she had to
____anumber of requirements.
4. People there find in working for a common goal.
68. CooTHecHTe aHIIHIICKHE BbIPAKEHUS ¢ PYCCKUMHU IKBHBAJIEHTAMM. YK-4
1. business proposal (offer) a. O3JIPaBUTEIHHOE THCHMO
2. cover letter b. menoBoe npeIoKEHHE
3. letter of congratulation C. PEKOMEH/IaTeIIbHOE MTUCHMO
4. letter of introduction d. conpoBOIUTENBHOE ITHCEMO
69. BeiGepuTe NpaBHIBHYIO (POPMY ISl KAXKI0T0 NPEAI0KEHHUS. YK-4
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. BoiGepuTe mpaBHIBHYIO (hOpMY UIsI KAXKIOTO NMPEAT0KEHUS. YK-4
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 __ thatalways affects this
decision is cost.
71. 3ameHuTe Bbl/IeIeHHbIE TEPMUHBI CJIOBAMHU, YKA3aHHBIMU HMKe: YK-4
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. 3ameHNTe BblJeJIeHHbIE TEPMUHBI CJI0BAMH, YKA3aHHBIMH HUIKeE: YK-4
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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. 3anoJIHMTE MPONYCKH BblIeJIEHHBIMH CJIOBAMM: YK-4
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. BriOepuTe NPaBWIBHYIO (POPMY /LIS KAKI0T0 NPeIJI0KEeHHS. YK-4
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 NpaBWIBbHYI0 (POPMY VIS KAKI0T0 MPeIJI0KEeHHS. YK-4
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 __ thatalways affects this
decision is cost.
76. BoiGepuTe npaBMIIBbHYIO (hOpMY IUISI KAXKI0T0 NPeA10KeH . YK-4
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. BoiOepuTe NpaBUWIbHYIO (POPMY VIl KAKI0T0 MPeIJI0KeH . YK-4

acquisition/ to acquire/ acquired
There are numerous ways for a business capital.
The _ of funds is an important aspect of financial management.
c. The ability to operate the computer is an skill.
One of the ___ elements in financial planning is achieving the correct
balance between long-term and short-term capital.

PN E
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78. BoiOepuTe NpaBUJIbHYI0 GopMy /IJIs1 KasKI0T0 NMpeII0sKeHUsl.
finance/ is financed/ financial

1. The management decisions affect the success of a company.

2. Most students' education by their parents.

3. c¢. There are many job opportunities for individuals who major in the field
of .

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

YK-4

79. CooTHecHTe aAHTJIMIICKHE BHIPAKEHHS ¢ PYCCKHMHU 3KBHBAJIEHTAMM.
1. permanent staff a. BpEMEHHBIH mTatT

. temporary staff b. paboTtoaarens, HaHUMATEIb

. employer C. IOCTOSIHHBIH IITAT

4. employee d. HaeMHBII PaOOTHHUK

w N

YK-4

80. BriOepuTe NpaBWIBLHYIO (hOPMY /IS KAKIOTO MPeEII0KEeHHS.
communicated/ communication/ analyzes/ analysis
1. Insects such as ants have a highly effective system of :
2. Through signs Mary that she wanted to drink.
3. George carefully__asituation and suggests solutions.
4. He offers a calm of the situation.

YK-4

81. CooTHecuTe aHIIMiICKHE BBIPAKEHHSI C PYCCKMMH YKBHBAJIEHTAMHU.
1. a jobseeker a. HAaHUMATh Ha paboTy
2. to hire b. yBONBHATH ¢ pabOTHI
3. to fire C. yiTu/6pocuts paboTy
4. to quit d. mmynuit padoty

YK-4

82. HexoTopsble TeMbl HempueMJieMbl J1Jisl 00Cy:K1eHUsI B CBETCKOM Oecee.
OTMeThTE BapuaHT «True», ecau Bbl cuurtaerte YTBEPKACHUE BECPHBLIM, U
BapuaHT «False», eciin yrBep:xienue HeBepHO.

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

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

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

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

YK-4
YK-5

83. HexoTopsble TeMbl HempueMJieMbl Jisl 00CYy:K1eHUsI B CBETCKOM Oecee.
OrmersTe BapuanT «True», ecaim Bbl cuuTaere yrBep:kaeHHe BEPHBIM, H
BapuaHT «False», eciin yrBep:xienue HeBepHO.

1. Politics is a controversial subject according to society.

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

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

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

silence.

YK-4
YK-5

84. lonoanute anajor ¢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?

YK-4
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Mr. F.: Hello! (1) ? My name’s John Ferry.

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

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

Mr. F.: (5) ?

Ms. B.: Yes, | do.

Mr. F.: (6) ?

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

85. CoBmecTuTe YacTH NpeNJIOKEHHMH W Yy3HalTe, KAKUX NPHUHIMIIOB YK-4
JAeJI0BOM ITHKHM NPUAEPKUBAKOTCA OM3HECMEHbI B Pa3HbIX CTPaHaXx. YK-5
1. Germany a. - consider professional and technical skills to be very importa|
- have a strong sense of authority;
- respect the different positions in the hierarchy of their compg
- clearly define how jobs should be done;
- are very loyal to their companies and expect their subordinate
- are often older than in other countries
2. The United | b. - receive a general education;
States - delegate authority;
- take a practical approach to management;
- have relatively formal relationships at work;
- encourage their employees to work individually;
- believe it is important to continue education and training at \
3. Sweden c. - consider social qualities to be as important as education;
- encourage their employees to take an interest in their work;
- pay close attention to the quality of working life;
- do not use much authority as in other countries;
- appreciate low-level decision-making;
- are often women,
4. The United | d. - generally attend business schools;
Kingdom - communicate easily and informally at work;
- admire the qualities of a leader;
- expect everyone to work hard. Individual performance i
initiative is rewarded;
- have competitive and aggressive attitudes to work;
- often accept innovation and change
e. - have either gained their experience in state-owned enf
competitive self-starters;
- older managers hold technical degrees rather than business ¢
- work very long hours and expect their subordinates to do so|
- are extremely innovative, optimistic and determined;
- are quick to invest in the development of new products, mg
and methods of production and distribution
86. CooTHecHTe aHTJIMIICKUE BbIPAKEHHsI C PYCCKMMH IKBHBAJTEHTAMM. YK-4
1. order-letter a. TUChMO-pEKIaMaIus
2. inquiry letter b. muceMo-moITBEPK ICHUE
3. claim letter C. MUCHMO-3aTIPOC
4. letter of acceptance d. nuceMo-3aka3
87. CooTHecHTe aHTJIMIICKUE BBIPAKEHH Sl C PYCCKMMH IKBHBAJEHTAMM. YK-4
1. addressee a. azipec moJryyaress
2. salutation b. monyuarens
3. inside address C. IPUBETCTBUE
4. body of the letter d. TekcT mucema
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88. CooTHecHuTe aHIIHIICKHE BBIPAKCHUSA C PYCCKUMHU IKBUBAJICHTAMMU.

YK-4

1. recruitment a. KaHIuIaT Ha JOJKHOCTD
2. ajob interview b. pabora ¢ ucIbITaTEIBHBIM CPOKOM
3. an applicant C. HabOp HOBBIX COTPYAHHKOB
4. work trials d. cobecenoBanme
89. CooTHecHnTe aHIVIMIICKHE BHIPAKEHHUSI C PYCCKHMHU IKBUBAJIEHTAMHU. YK-4
1. to establish a business a. OTKPBITh €10, KOMITAHHUIO, OU3HEC
2. to run a business b. 3amectuTenn
3. to set up a company C. CO3/1aTh, YYPEAUTH KOMITAHUIO
4. deputy d. BecTu €10, yupaBiasTh OU3HECOM
90. Bri0epuTe HECKOJIbKO BAPHAHTOB U3 NMPe/IJI0KEHHbIX. YK-4
Kak M0xHO 00paTUTHCSI K HECKOJIBKUM apecaTaM MY»KCKOTO moJja? YK-5
1. Dear Sirs,
2. Men,
3. Dear Mr Keenly, Mr Chu, and Mr Tell,
4. Professors,
91. BoiOepuTe OIMH BAPUAHT U3 MpPeIJI0OKEHHBbIX. YK-4
Kaxk nepeBoautcs ke | shall be grateful to you?
1. Hckpenne Bam
2. Xny Bamero orsera
3. Cmnacubo 3apanee
4. byny Bam OnarojgapeH
92. BoiOepuTe OIMH BAPMAHT U3 NPEAJI0KEHHBbIX. YK-4
Kaxkas popmyna npomanus moaxoauT K npuserctBuio Dear Mr White? YK-5
1. Yours faithfully,
2. Faithfully yours,
3. Warm wishes,
4. Sincerely,
93. BoiOepuTe 0AMH BAPMAHT U3 NpPeEAJI0KEeHHbIX. YK-4
Kak oOpatuThcsi B 1€7I0BOM MUCHME K TPYIINE KEHIIMHE 0e3 MepeuucieHus ux YK-5
UMEH?
1. Dear Mesdames,
2. Dear Ms and Ms,
3. Dear women,
4. Ladies,
94. BoiOepuTe 0MH BAPHAHT U3 MPEAJI0KeHHbIX. YK-4
Kaxoe cnoBo mpomnymieHo B kiuiie | am looking _ to hearing from you soon?
1. forward
2. font
3. forever
4. for
95. BbiGepuTe HECKOIbKO BADUAHTOB U3 MpPeIJI0KeHHbIX. YK-4
Kakwue u3 nepeunciieHHbIX KOHCTPYKITHHA He SBIISIOTCS TPAMMATHUECKH BEPHBIMU?
1. Speaking at the situation...
2. She might to extend...
3. In order to conduct...
4. Assuming that...
96. BoiGepuTe HECKOIbKO BADUAHTOB U3 MpPeIJ10KeHHbIX. YK-4

Kaxkue ke Hanucanbl TPaBUIbHO?
1. He would be a tremendous asset...
2. I would like to state an order with...
3. We cordially regret you to join us...
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4. Tbelieve she will be a positive addition...

97. BbiOepuTe OAMH BAPUAHT U3 MPeII0KEeHHbIX. YK-4
K kaxoii rpynme otHocstest cokpamienust HR, CFO, a/c?

1. cokpameHus U3 pa3IudHbIX cep OnzHeca

2. ab0peBHaTyphl HA3BAaHUH OpraHU3ALUI

3. COKpalleHHs Ha3BaHUM MecsLeB U AHEH HeJenu

4. rpaMMaTHYeCKHE COKPALICHHUS
98. BbiOepuTe OAMH BAPUAHT U3 MPeII0KEHHbIX. YK-4
B kakom Buje Aem0BOro nmuchMa MOKET ObITh McHob30BaHo Kiuiie [ would like
to order...?

1. B nuceMe-3akase

2. B NHCbMe-0JIaroJapHOCTH

3. B pEKJIaMHOM MHUChbME

4. B CONMPOBOAMTENHLHOM MHUCHEME
99. BriGepuTe 0JUH BAPHAHT U3 MPeII0KeHHbIX. YK-4
Kakoli BapuaHT 1aThl SIBISETCS aMEPUKAHCKUM? YK-5

1. 6 October, 2022

2. 6 October 2022

3. 6, October, 2022

4. October 6, 2022
100. BbiGepuTe HECKOJIbKO BADUAHTOB U3 MPeIJI0KeHHBIX. YK-4
["ne MoxeT pacronaraTbcs aTa B TPAIUIIMOHHOM JEJIOBOM IHChMe Ha Oymare?

1. crneBa mop agpecoM OTIPaBUTEINS

2. cpa3sy mocie ooparieHus

3. [1OJ DOAMUCHIO

4. crmpaBa oJ1 «IIAOYKOM)
101. BeiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4
Kak oOparuthcs k komiere Andrew B J1€710BOM ITUCbME? YK-5

1. Andrew,

2. Dear Andrew,

3. Andrew!

4. Hi,
102. BoiGepuTe 0MH BAPHAHT U3 NPeJI0KeHHbIX. YK-4
Kakyio ¢pa3sy MOXKHO HCIONB30BaTh JUIS TOTO, YTOOBI COOOIIUTH IJIOXHE
HOBOCTH?

1. Tam happy to inform you...

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

3. | regret to inform you..

4. T am writing to express my gratitude...
103. BoiOepuTe 0AMH BAPMAHT U3 NMPEAI0KEHHBIX. YK-4
Uro o6o3Ha"aeT akpoHUM a/c?

1. Oyxrantep

2. TEKyUIHi cueT

3. OaHkK

4. OaHKOBCKHH cUeT
104. BoiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4
B kakom obpaiiienun omyiieHa omuoka? YK-5

1. Dear,

2. Sirs,

3. Dear Ms and Doctor Welt,
4. Dr Liss,
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105. BbiGepuTe HeCKOJIbKO BAPHAHTOB U3 NMPeEII0KEHHbIX. YK-4
Kakue mpomanus MOXXHO WCMOJIB30BaTh B O(DUIMATBHBIX TMHChMAaX K YK-5
IOJDKHOCTHBIM JIALIaM?
1. Cordially,
2. Yours truly,
3. Faithfully yours,
4. Warms wishes,
106. BridepuTe HeCKOJIbKO BAPHAHTOB U3 MPeIJI0KEHHbIX. YK-4
Kakumu ciHOHMMaMy MOKHO 3aMEHHTH BbiiesieHHoe cioBo: | am grateful to you
and your colleagues for the significant rise in sales?
1. outstanding
2. focus
3. prominent
4. present
107. BbiGepuTe HECKOJbKO BAPUAHTOB U3 NMPEIJI0KEeHHBIX. YK-4
B kakux nuceMax yMeCTHbBI COKPAILECHHS, IPUHATHIC B ONPEAeIEHHON KOMIaHUH? YK-5
1. B mepenucke MeXIy KOJUIEraMH
2. B JICJIOBBIX MMMChMaX Ha OYMa)KHBIX HOCUTEIAX
3. B O(pHMIMATBHBIX JICTOBBIX MMHCbMaX
4. B mepenucke, NpeJHa3HAYCHHOM JJisi BHYTPEHHETO MOJIb30BaHUS
108. BoiOepuTe 0AMH BAPUAHT U3 MPEAI0KEHHBIX. YK-4
Kakoii BapuaHT Aatel SIBIsETCS OPUTAHCKUM/E€BPOIIEHCKUM? YK-5
1. 2010, 8 June
2. June 8, 2010
3. 2010 June 8
4. 8June 2010
109. BoiOepuTe 0AMH BAPHAHT U3 NMPEAT0KEHHBIX. YK-4
Yem resume ornuvaercs ot CV?
1. CV kopoue
2. resume JIMHHEE
3. OJHO U TO Xe€
4. resume kopoue
110. BeiOepuTe 0AMH BAPHAHT U3 NPEAT0KEHHBIX. YK-4
KakuM nyHkTam HaJo yJIeauTh 0co00oe BHUMaHue?
1. objective and profile
2. education and work experience
3. skills and references
4. personal information and hobbies
111. BoiGepuTe 01MH BAPHUAHT U3 NpPeAJI0KEeHHbIX. YK-4
B xakom nopsiake nuiercs aapec? YK-5
1. HOomep noMma, Ha3BaHHME YIJHWIbI, HOMEpP KBapTHUPBI, TOPOJ, MOYTOBBIN
MHJEKC, CTpaHa
2. cTpaHa, TOpPOJ, Ha3BaHHUE YIIUIIBI, HOMEP J0Ma, HOMEP KBapTHPHI
3. cTpaHa, MOYTOBBIN MHJIEKC, TOPOJI, HA3BAaHHUE YJIUIBI, HOMEP JOMa, HOMEP
KBapTUPBI
4. TOYTOBBIN MHJEKC, CTpaHa, TOPO/I, Ha3BaHHUE YJIUIIbI, HOMEp IoMa, HOMEP
KBapTUPBI
112. BeiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4
I'ne pacckaszaTh 0 cBOE MOTHBALIMK? YK-5

1. xak B CV, tak u B Cover Letter
2. Bresume
3. sCV

4. B Cover Letter
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113. BoiOepuTe 0AMH BAPMAHT U3 NPeAI0KeHHBbIX.

YK-4

B xakoM mopsiike yKa3pIBatOTCs CBEAeHUsT 00 00pa3oBaHun? YK-5
1. naumHas c MEPBOTO MECTa MOJIYYEHHUSI 0Opa30BaHUS B XPOHOJIOTHIECKOM
HopsijIKe
2. HA4MHAs C CaMOro MPECTHKHOTO MECTa MOJTYYECHUsI 00pa30BaHHS
3. HauMHas C IepBOr0 MecTa IOJIy4eHUs oOpa3oBaHUs B IMPIMOM
XPOHOJIOTUYECKOM TTOPSIIKE
4. HayMHasg C IOCJIEJHEro MecTa IOJydeHUs 00pa3oBaHUs B OOpaTHOM
XPOHOJIOTUYECKOM MOPSIIKE
114. BriGepuTe OIUH BAPUAHT U3 MPe/IJI0KEeHHBIX. YK-4
Kak moctynuts, eciiu 00pa3oBaHUs Majo, a ONbITa MHOTO?
1. cnauana yka3ate oOpa3oBaHH€, a 3aTEM OIIBIT
2. CcHauaia ykas3aTb OIIBIT, a 3aTeM 00pa30BaHUe
3. yKazaTh TOJBKO 00pa3oBaHHE
4. yKa3aTh TOJBKO ONIBIT
115. BoiGepuTe 0AMH BAPHAHT U3 MpPeAJI0KEeHHBIX. YK-4
Kakas riaBHas ommOka B OMUCAaHUH CBOUX HHTEPECOB?
1. nmoapoOHO pacckas3aTh TOIBKO 00 OJJTHOM YBJICUEHUH
2. HE yHOMSHYTb HU OJHOTO CBOETO X000u
3. pacckazaTh 000 BCEX CBOMX X000H
4. BBIKMHYTB 3TOT ITYHKT MOJHOCTHIO
116. BoiGepuTe 0MH BAPHAHT U3 MPeAJI0KEHHBIX. YK-4
Commercial offer mumercs ms:
1. nanpaBnsgercs pupmaMm ¢ IPeASIOKEHHUEM O COTPYIHUUYECTBE
2. COJIEPXHT OTKa3 B MPEIOCTABICHUN HHPOPMALIUT
3. HCHOJB3yeTCs B Iepenucke o palore, Korja Bbl INpeaaraere CBOIO
KaHIUJIATYPy Ha OTKPHITYIO BAKAHCHIO
4. nuniercs paboTojarenaeM JJisl IPUBJICYSHHs HOBBIX KJIMEHTOB
117. BoiGepyuTe 0MH BAPHAHT U3 NpPeJI0KeHHbIX. YK-4
Enquiry letter mumercs mist:
1. moka3artp, 4TO BBl TOTOBBI PUHSATH MPEIAraeéMy0 BaM JOKHOCTh
2. 4TOoOBI y3HaTh O TOBape, yciayre WIH, HalmpuMmep, MOMHTEPEeCOBATHCS
HAJIMYMEM BaKaHCHI B KOMITAaHUHU
3. oTnpaisercs B 0J1arogapHOCTh
4. npuriameHusi Ha TOPKECTBO
118. BeiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4
I'ne pacnonaraercst aapec OTpaBUTENs? YK-5
1. He numercs coBcem
2. B BEPXHEM JICBOM YTy
3. M0 LEHTpY
4. B BEepXHEM MPaBOM YLy
119. BoiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4
I'ne pacnonaraercs aapec nosyvyarens? YK-5
1. cnpaga, mox azpecom OTIpPaBUTENSA
2. cieBa, HIKE ajjpeca OTIPaBUTEN
3. Ha OJJHOHM CTPOKE C aIpecoM OTIIPABUTEI
4. cneBa, HaJl aAPECOM OTIPABUTENS
120. BoiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4

Kak pacmmdposats AIDA?

Action, Interest, Desire, Attention
Attitude, Interest, Development, Attention
Attention, Interest, Desire, Action
Attention, Inquiry, Delight, Action

NS
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121. BoiOepuTe OAMH BAPMAHT U3 NMPEAI0KEHHBIX.
Kaxoit s13b1k HaJ10 MCTIOJIL30BaTh JIJIsI HAITMCAHUsI OOBSIBICHUS O paboTe?
1. crnoxHBIH, C GOIBIIUM KOJTHMYECTBOM TEPMHUHOB
2. CIIOXHBIH, ¢ OOJIBIIUM KOJIMYECTBOM KPACHUBBIX PeUYEBBIX 000POTOB
3. TMpOCTOH M MOHSATHBIN, 6€3 3ayMHBIX ()pa3 U TEPMUHOB
4. Bce paBHO

YK-4

122. BoiOepuTe 0AMH BAPMAHT U3 NPEAJI0KEHHBIX. YK-4
Kak oOparmiarbcest kK HOTeHIIHAIbHOMY PaOOTHHUKY?
1. B 1-M nuie
2. BO 2-M Juile
3. B3-mmme
4. B eIMHCTBEHHOM YHCIIE
123. BoiOepuTe HECKOJIBLKO BADHAHTOB U3 NPeAI0KeHHbIX. YK-4
Kakas a0OpeBmaTrypa HCHOJIb3yeTCsl TIPH  BJIO)KEHHM B  INHCHMO YK-5
JOTIOJTHUTEIbHBIX TOKYMEHTOB?
1. End.
2. Inc.
3. Enc.
4. Encl.
124. BoiGepuTe 0MH BAPHAHT U3 MPeAJI0KEeHHBIX. YK-4
Kaxoe oOparienue K >KeHIIMHE MPUHITO UCIOJIB30BaTh B JIEIOBOM MUCHME, €CITU YK-5
HE M3BECTHO €€ CeMEHOe MOJI0KeHUe?
1. Miss
2. Mr
3. Ms
4. Mrs
125. BcraBbTe npaBUiIbHYI0 (popMmy rJarosios ""be’ uwam "have'. YK-4
1. You to compensate your workers adequately.
2. Sometimes firing can avoided by transfer to another job.
3. As one person cannot do all jobs, some work and authority to be
delegated from this person to subordinates who lower down the chain
of command. We seen that delegation helps to give people more
experience and makes their work more interesting. However, the person
delegating authority  to keep overall responsibility for the
deciding.
4. They been hired after detailed interviews.
126. CooTHecuTe aHT/IMiiCKHE BBIPAKEHHUS C PYCCKMMH YKBHBAJEHTAMH. YK-4
1. joint stock company a. KOMIIaHMs, YbH aKI[UH KOTHUPYIOTCS Ha OUpH
2. unlisted company b. coBMecTHOE TipeAnpUsTHE
3. listed company C. KOMITaHHUs, YbHM aKIIMK HE KOTHUPYIOTCS Ha 01
4. joint venture d. aknMoHepHasi KOMITaHHsI
127. TlpouuTaiiTe TeKCT W cAejaliTe ero AaHHOTALUIO MO-PYCCKU MJIH TIO- YK-4

aHIJIMICKH.

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

formal language.
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128. IIpouuTaiiTe TeKCT W cAejaliTe ero aHHOTALMIO MO-PYCCKHM WJIH IIO-
AHIJIHICKH.

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

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

YK-4

129. IlpoyuTaiiTe TEKCT U cAeJalTe €ero AHHOTAIUIO MO-PYCCKM WJIM TIO-
AHTJINICKH.

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.

YK-4

130. IIpouuTaiiTe TeKCT W COeJAlTe €ro aHHOTALMIO NMO-PYCCKHM WJIHM IIO-
AHIJINICKH.

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

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

YK-4

131. IIpouuTaiiTe TeKCT W caeJalTe ero aHHOTALMIO NMO-PYCCKHM WJIH IIO-
aHIJIMICKH.

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

YK-4
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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. IIpouuTaiiTe TeKCT U clejaliTe ero aHHOTALMIO MO-PYCCKHM WJIM IIO-
AHIJIHICKH.

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

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

YK-4

133. IlpouuTraiiTe TEeKCT M CAeJAWTEe €ro AHHOTAIUIO MO-PYCCKH MJIH IO-
AHTJIMHCKH.

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

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

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

YK-4

134. IlpouuTaiiTe TeKCcT U clejaliTe ero aHHOTALMIO MO-PYCCKHM WJIHM II0O-
AHTJIHHUCKH.

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

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

YK-4

135. IlpouuTaiiTe TekCcT U clejaliTe ero aHHOTALMIO MO-PYCCKHM WJIHM II0O-
AHTJIHHUCKH.

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

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

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

YK-4

136. IIpouuTaiiTe TeKCT W cAeJalTe ero aHHOTALMIO NMO-PYCCKHM WJIHM IIO-
aHIJIMICKH.

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

YK-4
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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 clejaliTe ero aHHOTALMIO MO-PYCCKHM WJIHM IIO-
AHIJIHICKH.

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

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

YK-4

138. IlpouyuTaiiTe TEKCT U cAeJaAlTEe €ro AaHHOTAUIO MO-PYCCKM WJIM IIO-
AHTJIHHCKH.

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

YK-4

139. IlpoyuTraiiTe TEeKCT M CAeJAWTEe er0 AHHOTALUIO MO-PYCCKH MJIH IO-
AHTJINICKH.

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

YK-4

140. IIpouuTaiiTe TeKCcT U clejailiTe ero aHHOTALMIO MO-PYCCKHM WJIHM II0O-
AHTJIHHUCKH.

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

YK-4
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KJIIOY

K Tectam o gucuuminze «/{es10B0i HHOCTPAHHBIN SA3BIK»

Hanpasnenue noarorosku 08.04.01 «CTpouTteibcTBO»

[Ipodunu noarotroBku: «/Ipouzeo0cmeo cmpoumenbHuvlx MAmMepuaios, U30eautl u

KOHCIMPYKYULLY
1. |29, 2k, 3c, 4o, 5f, 6d, 7e, 8i, 9l, 10n, | 64. | 1. distribute 2. distribution 3.
11q, 12p, 13m, 14b, 15j, 163, 17h distributor

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

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

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

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

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

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

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

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

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

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

true 6. true 7. not stated 8. false considered

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

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

14. | 6,5,2,7,4,1,3 77. | 1.toacquire 2. acquisition 3. acquired

15. | 1c, 2g, 3d, 4e, 5f, 6a, 7b 78. | 1. financial 2. is financed 3. finance

16. |2 79. | 1c, 2a, 3b, 4d

17. |1 80. | 1. communication 2. communicated 3.
analyzes 4. analysis

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

19. |4 82. | 1.true 2. false 3. false 4. false

20. |1 83. | 1. true 2. false 3. true 4. true

21. |2 84. | 1b, 2d, 3c, 4a, 5f, 6e

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

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

24. |1 87. | 1b, 2c, 3a, 4d

25. |2 88. | 1c, 2d, 33, 4b

26. | 4 89. | 1a, 2d, 3c, 4b

27. | 2 90. [1,3

28. | 4 91. |4

29. |1 92. |4

30. |1 93. |1

31. |4 9. |1

32. |2 95. [1,2

33. |3 9. [ 1,4

34. |2 97. |1
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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, 3c, 4a 104. | 3

42. | 1. letter of invitation 2. inquiry letter 3. | 105. | 1, 3
cover letter 4. letter of apology

43. | 1. work, worker, workable 106. | 1,3
2. application, applier, applicable
3. creation, creator, creative
4. export, exporter, exportable

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

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

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

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

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

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

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

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

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

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

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

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

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

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

58. | 1. influenced 2. privatized 3. were | 121. | 3

manufactured, belonged 4. include
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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 MMCHbMO - 3TO mMUCHBMO OT | 128. ConpoBoIUTEIHEHOE MMUCEMO,
OJIHOM KOMIIAHMM JpYyTOH, IEpenucKa MOTHBallUOHHOE  IIHUCBMO, -  9TO
MCKIY OpraHu3anusaAMu u nux PEKOMECHAATCIBHOEC IIMCBMO,
KIMEHTaMH, 3aKa3uMKaMH WIH JPyTrUMU pujaracMoe K APyromMy JIOKYMEHTY,
BHCIIIHUMHU CTOpPOHAMMU. O6HII/II71 CTUJIb TaKOMY KaK PE3IOMCE.
HUCHbMa 3aBUCHT OT OTHOIIEHUU MCKOY Counckarenu 4acto IMPUCHLIAKOT
3aMHTCPCCOBAHHBIMU CTOpOHaMU. COIIPOBOJUTCIILHOC IMHCbMO BMECTC CO
I[CJIOBI)IC nucbMa MOTYT 6BITL CBOMMMH aHKE€TaMU HJINA 3asBJICHUAMHU O
HallMCaHbl C  pPa3JIMYHbBIMK  LOKJISAMH, 1110)5(S (& Ha pa60Ty, qTOOBI
Harpumcep, JJISL mpsAMOro 3arpoca MpeaACTaBUTHCA IIOTCHUOUAJIBHBIM
uH(pOpMallUK WK JEUCTBUN OT APYroi paboroaaTensm " O0BACHUTS,
CTOPOHBI, JJIA 3aKasa pacxoaHbIX HACKOJIBKO OHU IoaxoasaT JJIA
MaTCpHraiIoB y IIOCTaBIIMKaA, IS KEJIaCMbIX I[OJ'I)KHOCTGI‘/'I.
yKa3aHus Ha OMmMOKY ToJIydaTess PaGoTtonarenu MOTYT
MMUCbMa, IJId IMPAMOIro OTBETa Ha 3alipocC, HUCIIOJIB30BAaTh THIATCJIbHO HAIIMCAHHBIC
JJIs1 U3BUHCHHUSA 3a OHH/I6Ky Wi Jia COIMPOBOAUTCIIbHBIC TMCbMa B KaUCCTBEC
BbIPAXKCHUA I[O6p0171 BOJINA. HGJ'IOBOC OOJHOT'O n3 METOA0B OTCECHBAaHUA
IMUCbMO IIOJIC3HO, IMOTOMY YTO MOXKCT KaHAUuaAaToB, KOTOPBIC HEAOCTATOYHO
OBITH BOCIIPUHATO IIOJIy4aTCJIEM Ooee 3aUHTCPCCOBAHBI B cBOEH JOJIZKHOCTHU
CEPhE3HO, YeM JIpyrue GopMbl OOIICHUSI. W/unmm He 00J1aaloT HEe0OXOAMMBIMU
ITumercsa q)OpMaJ'IBHBIM SA3BIKOM. 0a30BLEIMH HABBLIKAMMU.

129. PexomennmarensHoe mmcemo wim | 130. [TuceMo-nipeicTaBiIeHUE, HAPSAIY

MMpoOCTO CCBbUIKA, IMPEACTABIIAACT coboit
JOKYMCHT, B KOTOPOM aBTOpP OLCHHBACT
KadcCTBa, XapaKTCPUCTUKHU u
BO3MOXHOCTH PCKOMCHIAYEMOT'O Jinna C
TOYKH  3PCHUA CIIOCOOHOCTH  JTOTO
YCJIOBCKA BBIIIOJHATL OINPCACICHHYIO

3a/1auy W GbyHKIHIO.
PexomenmarensHbIe MMChMa, KaK
MpaBUJIO, CBSI3aHbI C TPYI0YyCTPOHCTBOM
(Takoe MHCHMO MOKET TaKkKe

HA3bIBaThCS PEKOMEHAAIMEN O TMpHeMe
Ha paboTy), MOCTYIJICHUEM B BBICIIHE
yueOHbIC 3aBEACHHUS WJIM TMPABOM Ha
nonydeHue ctuneHaud. OOBIYHO OHU
HAIUCaHbl KEM-TO, KTO paboTal ¢ 3TUM
YEIIOBEKOM WJIM YYWJI €ro, Halpumep,

PYKOBOAMTEIIEM, KOJUIETOM U
YUUTEIIEM.

Pexomenpanuun TaKXKe MOLYT
noTpedoBaThCs KOMITIaHUSM,

CTPCMAIIUMCA  BBIMI'PATh  KOHTPAKTEHI,
0COOEGHHO B 00JIACTH WHXWHUPHUHTA,

C BU3UTHOU KapTOYKOW, OBUIO BaKHOMH
yacTbto 3THKeTa B 18 1 19 Bekax. OHO
HO-TIPEKHEMY BaXKHO B O(HIMATBHBIX
CUTyallusX, TaKMX Kak BpYy4YCHHE
IIOCJIOM CBOMX BEPUTEIBHBIX T'PAMOT, a
TaK)kK€ B  OINPEACIICHHBIX JEJIOBBIX

KpyTax.
Kax mpaBuio, genoBek He OyneT
B3aUMOJIEIICTBOBATH c JIPYTUMH

JIOIBMU, €CIIH OHH HE OBLIH JTOJKHBIM
o0pa3oM TmpencTaBieHbl, Oyab TO
JUYHO WM 10 TNHUCbMY. YenoBek ¢
0oJiee HU3KUM COIMAIBHBIM CTaTyCOM
MOTIPOCHJT OBl TTOKPOBHUTENSI C OoJiee
BBICOKMM  COLIMATBHBIM  CTaTycOM
HammucaTh MMUCHMO-TIPE/ICTABIICHUE
TpeTbeMy JUIly, TaKXKe HUMEIOIIeMY
0oJiee BBICOKHH COIMAIBHBIA CTaTyC,
4eM TepBOE€ JIMIO, HO HIKE, YeM
BTOpOoe JuIo. BaxHo cobmonarh
TOHKOCTH OTHUKETa TpHU  3ampoce,
HalMCAaHWM ¥ TPEJICTABICHUM TaKUX
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KOHCYJIbTUPOBAaHMs, IIPOM3BOJACTBA U
CTPOUTEIBCTBA, @ TAKKE B OTHOLICHUU
rOCyJapCTBEHHBIX 3aKYIIOK U TEHIEPOB.
PexomennarenbHble [UCbMa JUTS
OopraHu3anuin HCIIONIB3YIOTCSA JUTS
OLIEHKU UX CIIOCOOHOCTH NPEOCTaBISATh
TpeOyeMbIii yPOBEHBb O0CTY>KUBAHHSL.

HCEM, Harpumep, KaueCTBO
HCIIONB3yeMOM Oymaru v OyJeT U OHO
JIOCTABJICHO HE3aleyaTaHHBIM, YTOOBI
3ampanmBaollas CTOPOHA MOrJja €ro
npountaTh. Jlydme Bcero Obulo OBl
JIOCTaBUTH MUCHMO-TIPE/ICTABIICHUE
MpeAnoaracMomMy I10JIy4aTeto
BMECTE C BU3UTHOW KapTOYKOH, YTOOBI
110JIy4aTeib MOT MTO3BOHUTH
OTIIPABUTEJIO HA CIEIYIOIINNA JICHb.

131.

[Tucemo-TpeboBanue, (Hampumep,
OIIaThl) WJIM MHUCHMO A0 MPEIbSBICHUS
IIPETEH3UH — 3TO IUCHMO C U3JI0KEHUEM
opuaudeckoro  3ampoca  (0OBIYHO
COCTaBJIEHHOTO aJBOKaTOM), B KOTOPOM
COJIEPKUTCSL TpEOOBaHNE O BO3MEIICHUHU
yiep0a WM BBIIOJHEHHH KaKOTO-TH00
00s3aTenbCTBA B CBSI3U c
IIPEII0JIaraéMbIM HapylIeHueM
JIOTOBOpa MOJTy4aTeNsIMU WIn
IOPUINYECKON OImMOKOM. XOTs muchMa-
TpeOoBaHUS HE SIBIISTIOTCS
00s3aTeNbHBIMU 10 3aKOHY, OHHM 4acTo
UCIONB3YIOTCS, OCOOGHHO B  Jenax
JIOTOBOPHOTO IIpaBa, ACIUKTHOIO IpaBa
U KOMMEpUYECKOro mnpasa. B HEKOTOpBIX
cilydasix TpeOylTcs JI0Ka3aTeabCTBa
MONBITOK YPETYJIUPOBAHUS, MIPEXKIE YEM
cyneOHoe 1eso OyIeT MPUHATO CYA0M, U
JUISL  BBITIOJIHEHUSI O3TOr0 TpeOOoBaHUs
00BbIYHO UCIOJIb3YIOTCS MACHMO-
TpeboBanue. Hampumep, ecnu KTO-TO
MOJI03PEBAET  HApyILIEHUE,  BBITOJIHO
OTNPaBUTh  MHCHMO-TpEOOBaHUE, B
KOTOPOM yTBEp)KJIaeTcs, 4YTO Jpyras
CTOpOHA, MO-BUJIMMOMY, HapyllaeT, Hu
3alpamivBaeT TapaHTHU UCIOJIHEHHUS.
[TuceMo-TpeboBaHUE YACTO MPUBOAUT K
MACbMY-0TKa3y, B KOTOPOM YKa3bIBAETCS
OCHOBAaHHUE JJIs1 OTKJIOHEHUS! MPETeH3UU
C Ballled CTOPOHBI, ¥ WHOTZIA SIBIISETCS
XOpOIIMM TOKa3aTeleM TOro, Kakue
MEpbl 3allUThl OYAYT MPUHATHL, €CIU
UCK OYJIeT MoJaH Mo3xke.

132.

IIucemo,  oTmpaBieHHOE A
IOATBEPKICHUS (Hampumep,
MIOJIy4EHHs MaTepuana), Ha3bIBaeTCs
UCbMOM-IIOATBEPKICHUEM.
[lomyuenue  TOBapoB W YCIHYT,
HOJy4YeHue Jo00ro Jpyroro mnucbMa
WM OOIIMX 3aIPOCOB SIBIISIETCS LIENbIO
JAaHHOTO BHJIA I€JI0OBOTO ITUCHMA.

OOBIYHO €ro OTIPABJISIOT T10
noure. [IuceMo Taxke HCIONIB3yeTcs
JUIsL OTBETAa Ha 3alpochl U KajoObl,
OTIIPABJICHHbIE  KIMEHTAMH, YTOObI
npouH(pOpPMUPOBATh U MOATBEPAUTD,
YTO COOOIIEHHUE MOJTyUEHO.

133.

Kak cnenyer u3 Ha3BaHMsl, 3TO THUIIBI
JIETOBBIX MIHACEM, KOTOpbIE
OTIIPABJISIOTCS UCKIIOUUTEIBHO C LENbIO
pa3MeIlleHUs] 3aKa3oB, M OHU MOTYT

OBITH OTIIPAaBJICHEI OIITOBHKaM,
PO3HHUYHBIM TOproBuam HIIN
IMPOU3BOJUTCIIIO.

IIuceMo-3aKa3 BKIIIOYACT B ceOs BCe
COOTBECTCTBYIOIIMEC ACTAaJIM, CBA3AHHBIC C

134.

ITnceMo-u3BUHEHNE MUIIETCA
IUISL TOTO, YTOOBI BBIPA3UTh COYKAJICHUE
[0 ONIpe/eNeHHOMY Bompocy. B Hem
TOBOPUTCS O TPU3HAHUU OIINOKH,
MpoOJIeMbl WK 3a0ITyK/IE€HUs, a TaKxKe
MPUHOCATCS W3BUHEHHA. DTO CHOCO0
BBIPa3UTh MCKPEHHEE COXKaJICHUE II0
nosBony OH_II/I6KI/I, a TaKKC HaMCTUTb
JOCUCTBHS 1O  WMCHPABICHHUIO WU
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3aKa30M, TakHe Kak HOMep cueTa WIIH
KBUTAHIIMHM, CBEICHHS O IMPOAYKTE
BMECTE co crenupuKanusIMHu,
KOJIMYECTBO 3aKa3a, HOMEp Hajora c
[poaax " Ipyrue CBCIICHUSI,
OTHOCSIIIMECS K TPOU3BOAUTENIO, a
TaKke MUPPYy, YKa3bIBAIOUIYIO OOIIYyIO
CyMMY 3aKasa.

B 3aBuUCHMOCTH OT COTJIAaCOBAHHBIX
YCJIOBHI1 OIIaTHl CyMMa IUIaTeKa MOKET
OBITh BK/IIOYEHA MM HE BKJIIOYEHA B
IHCHhMO-3aKa3.

BHECTHU HCOGXOI[I/IMBIC HU3MCHCHUA,
YTOOBI MOTMBITATHCS YCTPAHUTH YIIEPO.
ITnceMoO-u3BHHEHNE MOXKET 6LITL
OTIPABICHO  KOMITAHUECH  KIIMEHTY,
IIOCTABIIUKY WA JaX€ BHYTPEHHEMY
3aWHTEPECOBAHHOMY JIHILY.

135. [Tucemo-xanoba (mucemo- | 136. [Tucema-6maronapHoCT OOBIYHO
peKIaManus) — 3T0 BUJ JICTOBBIX MTHCEM, NUIIYTCS ~ BBICHIUM  PYKOBOJICTBOM
HAITMCAHHBIX OJIHOH CTOPOHOW ApPYyTOit CBOWIM TIOJTYMHCHHBIM ISl BBIPAKEHUS
CTOPOHE WJIH IOPUAMYECKOMY JIHILY, 051aroJapHOCTH, YTOOBI MO3/IPABUThH UX
yTOOBI  BBIPA3UTh OECIIOKOMCTBO IO C XOpOIIIO BBIMOJIHEHHON paboTON WM
MOBOJTy ONIPEIEIICHHOI MPOOIEMBI. JUISL TOTO, YTOOBI MOTUBUPOBATH UX.

KitneHT MOXeT HampaBUTh MTUCHMO- OO0bIYHO 3TO MUCHMO
peKiIaMalui  Ha  MPOAYKT, YTOOBI JEMOHCTPHUPYET >KecT a00poi BOMH,
YCTPaHUTh KaKOH-THMOO HEZOCTaTOK B KOTOPBIA MOTUBHPYET COTPYIHUKOB Ha
OpPOAYKTe WU YyKa3aTh Ha ILUIOXO JanbHeWnyo paboTty. 3a HUCBMOM-
OKa3aHHYIO ycayry.  Ilucbma- ONarolapHOCThI0  OOBIYHO  CIEIYyeT
pekamManuu 0ObIYHO KOPOTKHE U OUEHBb JICHE)KHOE BO3HATpaKICHHE.
KOHKPETHBIE TI0 CBOEMY COJIEP)KAHHMIO,
aJipecOBaHHbIE KOMIIaHWH,

OTBETCTBEHHOMY JIUITY WJIH OTJEIY.

Nuorga muchMa-KamoObl MOTYT
TaKXe COAEP)KATh IIard Mo yCTPaHSHHIO
poOIeMbI WIH OKUJJAEMYIO
KOMIIEHCAIMI0. 3a MHCbMOM-Xano0oit
CleyeT MUCHMO-TIOATBEPXKACHHUE, a
3aTeM MHChMO-U3BHHEHHE.

137. Oth  TUmbl  JenoBeIX  muceMm | 138. [TpodeccuonansHoe
OTITPABIISIOTCS TUTst 3arpoca OnmarosapcTBEHHOE IMUCHBMO —  3TO

omnpeneneHHol nHpopmanuu. OCHOBHAs
1eNb — y3HaTh O YE€M-TO WJIM BBISICHUTh
ecTb JM Kakoi-mubo Bompoc, Ha
KOTOPBIi HE00X0MMO OTBETUTb.
[Tucemo-3anpoc TOMKHO OBITH KPaTKUM
U 10 CYIIECTBY, C YETKO 3aJaHHBIMHU

BOTIPOCAMH.
Jlumo, oOpararomeecs ¢ 3apoCcCoM,
Ha3bIBACTCS 3aIpalinBaroIIUM, u

3aMpanuBarOIINN TOJDKEH 00s3aTEIHHO
yKa3aTb CBOM aJpec U KOHTaKTHBIE
JIaHHBbIe, YTOOBI C HHM MOJXKHO OBLIO
CBSI3aThCA.

BaXHBIH CIOCOO COOOILIUTH KOJJIETraM,
pabotonaTensiM, TIOCTAaBIIMKAM  WJIU
JIPYTUM JI€JIOBBIM TapTHEpaM, 4YTO BBI
IIEHUTE WX BpEMs WM IpHUIaracMbie
MU YCHITHUSL. OtnpaBka
0JIaroJapCTBEHHOTO IMHCHhMa YKPEIUT
B3aMMOIIOHUMAHHE C TMOJydaTeleM U
COOOIIMT O BalIMX HAMEPEHHUSIX Ha
Oynyiee. Bo3amoxHO, OyneT yMecTHO
OTIIPaBUTH 0JIATOJIAPCTBEHHOE MHCHMO
MOCIIe TOTO, KaK KTO-TO TIOMOXKET BaM C
MMOMCKOM  paboOThl, KOTJA  KJIMCHT
COBEpIINT  TMOKYNKy  WIH  €CIU
KOMITaHUS 3aKJIFOYHUT ¢ BAMH KOHTPAKT.
Bel  Takke  MoxeTe  OTIIPaBUTH
oduaILHOE 0J1aro1apCTBEHHOE
MUACBMO, YTOOBI TIPOCTO BBIPA3UTH
CBOIO MIPU3HATEIHLHOCTh KOMY-TO.
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139. CnyxeOHnas nim aenosas 3anucka — | 140. IIpuBETCTBEHHOE NHUCBMO — 3TO
9TO  KOPOTKHH, HO  (HopManbHBIHA opUIIMATBHBIN CIIOCO0 TPEICTaBICHUS
JOKYMEHT, UCTIOJIb3YEMBIN 151 OOIEeHUS KOMIIAHUM  WJIM  COTPYyJIHHUKA, C
MEXKTy PYKOBOAUTEIISIMH U HIOMOIIBIO KOTOPOTO TPEIOCTABISETCS
coTpyaHukamu. D(PQeKTuBHbIC 3aNHCKH ocHoBHasg wuH(popmanus. Hanpuwmep,
KpaTkh ¥ yAOOHBI  JUIS  YTEHHS. NPUBETCTBEHHOE  IHCBMO  HOBOMY
JIOKyMeHT TmpeqHa3HaueH B TEPBYIO COTPYAHHMKY  BKJIIO4aeT B  ce0s
ouepenb ISt BHYTPEHHETO nH(pOpMaNNIO, KOTOpask MOMOXXET UM
UCTIOJIb30BaHUS, Harpumep, ISt Jqydlle TOATOTOBUTBCA K TEPBOMY
00bsABICHUS 00 W3MEHEHUSX BHYTPHU paboyeMy MHIO, a NPUBETCTBEHHOE
OpraHu3aIu WIn OOHOBIICHHS MUCHbMO HOBOMY KJIMEHTY OJjaromaput
nH(pOpMaKu 0 COOpPaHUSIX KOMITAHUH. YeJoBeKa 3a 3aMHTEPECOBAHHOCTH U

MPEIOCTaBIISACT UM OCHOBHBIE
CBECHHUS O KOMIIaHMU. B memom, B
ITHX MUChbMax UCTIOJB3YEeTCS
NPUBETCTBEHHBI TOH, ITOMOTAIOIINI
yCTaHOBHUTH Ooyiee TecHbIe paboune
OTHOIICHHUSL.

Pa3paGorunk H.A. KocTtpunpbina
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