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IlepeyeHb NIAHNPYEMBIX Pe3yJbTATOB 00y4YeHHS 10 TUCUUIIMHE (MOAYJIIO0),

COOTHECEHHBIX C IVIAHUPYEMBbIMH pe3yJbTaTaMu 00pa30BaTeIbHON MPOrpaMMbl

Tabmuua 1 — KomnereHIIMKM 1 HHAUKATOPHI UX TOCTHKECHUS

KO,I[ N HAUMCHOBAHHNEC KOMIICTCHIIMHN

WuaukaTopsl JOCTHKEHUS
[Tnanupyemble pe3ynbTaThl O0yYEHUS 10
JIMCHUTLIINHE

yHI/IBepCEUIBHBIe KOMIICTCHII N

YK-4.

Crnoco0eH NpUMEeHSTh COBPEMEHHbBIE
KOMMYHUKATUBHBIE TEXHOJIOTHUU, B TOM
YHUCJIe HA MHOCTPAHHOM(BIX ) A3bIKe(ax),

I aKaACMHUYCCKOI'0 U

HpO(beCCHOHaHBHOFO BSaHMOﬂeﬁCTBHH

VK-4.1
JlemoHCTpHpYyET

yMEHHE BECTH OOMEH JeJI0BOU
uHpopManuell B yCTHOM M MUChMEHHOH (hopMax He
MEHEe 4eM Ha OJIHOM WHOCTPAHHOM SI3bIKE

YK-5.

Cnoco0eH aHaM3UpPOBaTh U YUUTHIBATD
paszHooOpas3ue KyJIbTyp B IpoLecce
MEKKYJIbTYPHOTO B3aUMOJICHCTBUSA

YK-5.2
BrisiBnsieT 0COOCHHOCTH KOMMYHUKAIIMM HE MEHee
YeM Ha OJIHOM HWHOCTPAHHOM fA3BIKE B IIPOLECCE
MEKKYJIBbTYPHOTO B3aUMOJICHCTBUSA

Tabmuna 2 — [Mactiopt (oH/1a OIIEHOYHBIX CPEJICTB

KonTtpounpyemsie dopmupyemast HaunmeHnoBanue
pa3neJibl (TeMbl) KOMIIeTE€HIUSA OLIEHOYHOI'0 IMoka3aTeu oleHKH
AU CITUATLINHbBI cpeacTBa
YVK-4.1 Crmcok CocraieHue
OOuienue no Tenegony YK-5.2 JUTEPaTyPHBIX CHCTEMAaTU3HPOBAHHOT
HCTOYHHKOB 0 | O CIHCKa
TEMaTHKE, TCECTOBBIC | UCIOJIB30BAHHBIX
3aaHus MCTOYHUKOB, PEUICHHE
TecTa
JlenoBoe mUChbMO, BUIBI YK-4.1 Koncnekr, tecroBsie | EcTh/HeT, perieHue
JEIIOBBIX ITNCEM VK-5.2 3aJ1aHUSA TecTa
CocraBieHHs VK-4.1 KoHucnexkr, Ecth/HET, 00BEM
(hakcoBoro u VK-5.2 cobeceloBaHUE, 3HAHUH 110 JAaHHOU
ANEKTPOHHOTO TECTOBBIC 3aaHUs TeMe, pelIeHne TecTa
COOOIIIeHN
VK-4.1 Koncrexr, Ectn/HET, 00BEM
TpynoycrpoiictBo YK-5.2 cobece0BaHue, 3HAHUU 110 JaHHOU
TECTOBBIC 3aJaHUs TeMe, pEIICHHE TeCTa
YVK-4.1 Koncmnekr, Ectp/HET, 00BEM
[enoBas BcTpeua YK-5.2 cobece0BaHme, 3HAHUH 10 TaHHOH
TECTOBBIC 3aJaHuUs TEeMe, PEIICHNE TeCTa
YK-4.1 Koncmnekr, Ecte/HET, 00BEM
IIeperoBopsl YK-5.2 cobecenoBaHue, 3HAHUU 110 JTaHHOU
TECTOBBIC 3aJaHuUs TEeMe, PEIICHNE TeCTa
VK-4.1 Koncmnekr, Ecte/HET, 00BEM
JlemoBas oTuka u VK-5.2 cobecenoBanue, 3HAHWUH 110 JaHHOH

OTHKET

TCCTOBBIC 3aJaHUA

TEMC, pCIICHHUC TCCTA




Ok3ameH (1 cemectp), YK-4.1 Pemenue Bcex Pemenue Bcex

3auer (2 cemectp) VYK-5.2 TECTOBBIX 3aJJaHUM MO | TECTOBBIX 3aJaHUM MO
(ounas1, 3a04Has hopma TeMaM TeMaM

oOy4eHus)

1 Mertoanueckue MaTepuaJbl, ONpeaesiiolMe Npoueaypbl OlleHMBAHUS 3HAHUIA,
YMEHUIi, HABBIKOB U (MJIM) ONBITA 1eATEJIbHOCTH, XapAKTEePHU3YIOILHE NMPoIecc
¢dopMupoBaHusi KOMIIETEHIHN I

MeToanueckre MaTepHabl, ONMPEACIIAIOIINE MPOLEAYPhl OIIEHUBAHKS 3HAHUM, YMCHUH,
HAaBBIKOB M (WJIM) OIBITA JEATEILHOCTH, MPEACTABIECHBI B BHIEC TEXHOJOIMYECKOW KapThl
JTUCHUTUTHHBEI (Tabnuna 3).

Ta6muma 3 — TexHoyornueckas Kapra

HaunmeHnoBanue Cpoku IIxana Kpurepun
OLICHOYHOI'0 CPEACTBA BBIIIOJIHEHH S OLICHUBAHUSA OLICHUBAHUSA

Ilpomesrcymounas ammecmavyus 6 popme «3auemarn

TecToBBIC 3aaHU B teuennu ot 0 no 5 6amuos | 3auer/Heszauer
00y4eHus 1o
IUCIATUIHHE
HUTOI'O: - ____ OamnoB -

Kpurtepun oneHnBaHus TeCTOBBIX 3aJaHUH «3aYTEHO», «HE 32aYTEHO»:

- «3auTeHo» BBICTABISIETCA 00Y4YaroLIeMyCsl, €CJIM OH IO0Ka3al J0CTaTOYHO MPOYHbIE

3HAHHUSA OCHOBHBIX IIOJIOKEHUH y4yeOHON IMCLMILIMHBI, YMEHHUE CaMOCTOSITENIbHO pPElIaTh
KOHKpETHbIE  MpaKTUYECKHEe 3a/Jayd, [pelyCMOTpPeHHble pabodeil  mporpamMmon,
OpPUEHTUPOBATHLCS B PEKOMEH0BAHHOM CIIPABOYHOM JINTEPATYPE, YMEET NIPaBUIIBHO OLIEHUTD
MIOJIy4YE€HHBIE PE3YJIbTATHI.
- «He 3auTeHo» BbICTaBIIsI€TCS 00yUaroIIEeMycs, €CIU IPU OTBETE BBIIBUIIMCH CYIIECTBEHHbBIE
npoOesbl B 3HAHUSIX OCHOBHBIX MOJIOKEHUH Y4eOHON TUCIMITIIMHBI, HEYMEHHUE C TIOMOIIbIO
IpernoAaBaress NOJyYUTh NMPABWIBHOE PEIICHHE KOHKPETHOM NPAKTHUYECKOM 3aJauu U3
YHUCIa MPeyCMOTPEHHBIX padoyei MporpaMMoi.

2. TunoBbie KOHTPOJIbHbIE 3aJaHUS UJIH HHbIE MATEPHAJIbI, HEO0XO0AUMBIE /LIS
OLICHKHU 3HAHU I, YMEHM i, HABBIKOB U (MJIM) ONbITA AeATeJbHOCTH
XapakTepusywiiue npouecc (popMUpoBaHUs KOMIIETEHI[UIl B X0/1e 0CBOCHMS
o0pa3oBaTeIbHOM NPOTrPaMMBbI

2.1. 3apanus 1J1sl TEKYIEro KOHTPOJIS yCIeBaeMOCTH

ITPUMEP

1. OGpaseu JICKCUKO-TPAMMAaTHUYCCKOI'O TECTA:
Bribepute 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

¢) have risen, have fallen

d) rose, have fallen

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

b) managers

c) culture

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

a) casualiy
b) causally
c) casually

2. O0pasen pedepupoBaHUS TEKCTA Ha AaHTIIUHCKOM SI3BIKE JISJIOBOM U PO ECCHOHATBHON
HaIIpaBJICHHOCTHU!
Tekcr:
ECONOMIC SYSTEMS
Economic systems are usually defined as either capitalist, socialist or mixed. However it is possible
to classify economic systems according to the method of resource allocation and control (market
economy or command economy) and to the type of property ownership (private ownership or
public ownership).
The ownership of factors of production can be viewed as a continuum from complete private
ownership at one end to complete public ownership at the other. In reality, no country belongs
wholly at one end or the other. For example, the United States of America is considered to be the
prime example of private enterprise, yet the government owns some factors of production and
actively produces in such sectors of the economy as education, the military, the postal service and
certain utilities.
Market Economy
In market economy, two societal units are very important: the individual and the firm. Individuals
own resources and consume products, while firms use resources and produce products. The market
mechanism involves an interaction of price, quantity, supply, and demand of resources and
products.
The key factors that make the market economy work are consumer sovereignty and the freedom
of the enterprise to operate the market. As long as both units are free to make decisions, the
interplay of supply and demand should ensure proper allocation.
The market economy has been highly successful in most industrial countries.
Centrally Planned Economies
In centrally planned economies the government tries to harmonize the activities of the different
economic sectors. In the extreme form of central command, goals are set for every enterprise in
the country and must be followed. The government determines how much is produced, by whom
and for whom.
Mixed Economies
By definition, no economy is purely market determined or centrally planned. In practice, however,
mixed economies generally have a higher degree of government intervention and a greater degree
of reliance on market forces. Government intervention can be regarded in two ways: actual
government ownership of means of production and government influence in economic decision
making.
PedepupoBanue Tekcra:
ECONOMIC SYSTEMS



The text under the title "Economic Systems” gives the classification of economic systems
according to the method of resource allocation and control. Thus we can speak of market economy,
centrally planned economy and mixed economies.

Let us characterize each of the given types.

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

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

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

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

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

3. O06pa3zel HeaJanTUPOBAHHOTO TEKCTa AENOBON U MPO(ECCHOHATLHOM HAIIPABICHHOCTH IS
IMUCBbMCHHOI'O IICPEBOJIA C AHTJIMICKOrO S3bIKa HA pYCCKI/Iﬁ SA3BIK CO CJIOBAPCM:
KEY TRAITS OF SUCCESSFUL LEADERS

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

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

4. O6pazel] NMCbMEHHOTO NIEPEBOIa AaHHOTALIMY HAyYHOU CTaThH JIEJI0BOM M MPOQPeCcCHOHANbHON
HaIIPaBJICHHOCTH C PYCCKOI'O A3bIKa HA aHIVIMACKUM CO CIIOBApEM:
OCHOBHBIE BOITPOCHI YITPABJIEHM A I/IHHOBAL[I/IOHHOI7I JAEATEJIBHOCTBIO
[TPOMBIIIJIEHHBIX HPEI[HPI/IHTI/IPI
OxapaKTepH30BaHa CYIICCTBYIOIIIAs CUTyallus HHHOBaHHOHHOﬁ AKTUBHOCTH B PCAJIbLHOM CCKTOPC
HSKOHOMHKH. Y CTAaHOBJIEHA CTPYKTYpa Hay4YHO-IIPOU3BOACTBEHHOTO ITPOLIECCA, OCYLIECTBISIEMOTO
Ha OpCANIPpUATHN B LCIAX CO3AaHHA, OCBOCHUSA MPOU3BOACTBA U U3IOTOBJICHUSA I/IHHOBH.L[I/IOHHOfI
MMPOAYKIUH. HpellJ'IO}KeHBI K HCIOJB30BAHUIO OKOHOMETPHUYECKasd MOACIHbp U METO/
MOp(bOJ'IOl“ NYCCKOT'0 aHaJiIn3a B LECIAX (I)OpMI/IpOBaHI/I}I CTPATCTUH HWHHOBAIIMOHHOI'O PAa3BUTUA
NpEanpUATHS.
Ilepeson.
The present-day situation concerning the innovative activity in the real economy is characterized
in the article. The author defines the structure of the scientific-production process, realized at an
enterprise with the aim of assimilation and manufacturing innovative production. The econometric
model and the morphological analysis method are proposed to form a strategy of an enterprises
innovative development.
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Ilepeyenb KOMIeTeHIUI, (POPMHUPYEMBIX IHCHUIITHHOM:

Koxa

KOMIICTCHIUHA

Conepma}me KOMIICTCHIIUHU

YK

YHI/IBepcaJIBHLIe KOMIICTCHIIUUA

YK-4

Croco0eH NPUMEHSTh COBPEMEHHbIE KOMMYHUKATHUBHBIE TEXHOJIOIHUH, B TOM
qucie Ha HMHOCTPaHHOM(BIX) s3bIKe(ax) JUIsl  AKaJIeMUYECKOro U
PO(ECCHOHAIIBHOTO B3aUMOJICHCTBUS

YK-5

CIOCOOEH aHaIM3UPOBAaTh M YUUTHIBATh Pa3HOOOpasue KyJIbTyp B IpolEecce
MEXKYJIbTYPHOTO B3aUMOJICUCTBUS

Kontpoaupy
OLHEHOYHOE CPEJICTBO emasi
(mecmupoesanue) KOMIIETEeHIHN
s
1. ConocraBbTe aHIVINICKHE H PYCCKHE 3IKBUBAJICHTBHI. YK-4
1. nenoBoe nrCEMO a. informal letter
2. 3aKIII0YUTEINbHAS (hpa3a BEIKIMBOCTH b. layout
3. azgpec OTIpaBUTENS C. writer’s address
4. mramka nuceMa d. reader’s name and address
5. mpuBeTCcTBHE e. block style
6. M U ajipec moyJaTess f. greeting
7. cOIOKMPOBAHHBIN CTUIb g. formal business letter
8. yka3aHue Ha TeMy MHChMa h. carbon copy (c\c)
9. moamnuch i. subject heading
10. yka3zaHue Ha pacChUIKY KOTHIA J. body
11. AOIKHOCTH OTIPABUTEIS k. complimentary close
12. npunoxenue . signature
13. uMs oTIpaBUTEINIS m. writer’s name
14. cTpyktypa nucbMa n. attention
15. OCHOBHO#M TEKCT 0. letterhead
16. npyxeckoe MUCHEMO p. enclosure
17. yka3zaHue Ha KOHKPETHOE MUChMO g. writer’s title
2. Kakue 4acTH MMCbMa 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 ...
7. 24 May, 20—
8. Dear Sir/Madam,
9. Sales Manager

Woolhouse Ltd.

209 Oak Road

Oxford, OD 27 18L

f. greeting

g. complimentary close
h. signature block

i. date

3. CooTHecHTE YaCTH OTHOTO MPeAI0KEHHSs. 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. | 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 MPeAJI0KEeHHS. YK-4
1. We acknowledge receipt of... a. for the inconvenience you have been YK-5
caused.
2. Please accept our sincere | b. your letter dated 12" January 20---
apologies...
3. I am writing. .. c. please do not hesitate to contact us.
4. Should you require any further | d. to enquire about your range of
information... software.
5. CooTHecUTe YaCTH OTHOTO MPeAJI0KEHHS. YK-4
1. We would be grateful if you could... | a. a visit from your salesman. YK-5
2. We would be very interested in | b.adouble room in the name of Smith.
receiving...
3. I'would like to reserve... c. in discussing the matter further...
4. Should you be interested. .. d. send us a quotation for 20 items.
6. CooTHecuTe JIeBYI0 H MPABYI0 YaCTh MHUCHhMAa, MOAXOAMANIME APYT APYTY MO YK-4
CMBICJTY. YK-5
Beginnings Endings
1. I am writing in response to your|a We feel confident that |you will find
advertisement in yesterdays Daily Scope | something in our range that meets you
concerning a vacancy in your sales department. | requirements and look forward to receiving
your order.

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

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

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

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

b. I hope that these changes hav
much inconvenience and that
attend our forthcoming seminar
c. I 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 this ma
consideration and look forward
suggestions you might have to
the problem.

e. We would be extremely grat
able to allow us to use the f
duration of our meeting.

Thank you

e not caused too
you will still

w any weekday
look forward to
s the possibility

atter your urgent
to receiving any
help overcome

eful if you were
heilities for the
in
ration.

anticipation of your kind coope




7. Bei0epure cooTBeTcTBYIOIIME ()pa3bl U3 NPABOH KOJOHKH, OAXOASIIINE K YK-4

onpeaeJIeHHBIM BHAaM 1eJ10BOr0 MUChHMa. YK-5
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. I 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 dissatisfaction ...
i. Please accept our sincere apologies for...
J- wonder if I might ask you for...

k. I thought it would be useful to confirm in writing. ..

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

8. PacmoJiokuTe AUAJIOT B IPAaBUJIBLHOM MOPSA/IKeE. YK-4
1. Yes, whenever you wish. YK-5
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

9. PacnoJioxkuTe AMAJIOT B MPABUJILHOM MOPS/IKE. YK-4
1. Very good, thanks. It’s nearly finished. Do you still work with Leonardo? YK-5
2. It’s lovely to see you too. How are you?

3. I’dlove to! Anyway, I’m afraid | have to speak to a few more people before
the conference ends, but I’1l email you sometime next week.

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

5. I’m fine, thanks. How about you? How’s your thesis?

6. Of course, no problem. Me too. It was great to see you again. Looking
forward to hearing from you soon.

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

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

10. IIpouTHTE TEKCT U paccTaBbTe pedepupoBaHHe B MPABUIbHOM MOPSI/IKe. YK-4
Mechanic works 75 years to break record

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

Mr Blackman's record has been recognized for his dedication to his job. His
employer dedicated a plane in his honor at a ceremony at JFK. His signature was

8




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

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

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

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

at a ceremony at JFK.

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

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

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

w

11. HpO‘lHTﬂiflTC TEKCT, ONPEACIUTE, KAKHE YTBEPKIACHUSA BEPHbLIC, KAKHE
HEBECPHLIC U 0 Y€M B TEKCTE HE CKa3aHO.
Helen Keller

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

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

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

Miss Sullivan began her first lesson by handing Helen a doll and pressing “d-
o-1-1” into the child's hand. In this way she hoped to teach Helen to connect objects
with letters. Helen quickly learned to form the letters correctly and in the correct
order. In the days that followed, she learned to spell lots of different words.

Helen Keller was a talented pupil and quickly learnt how to read and write.
She enjoyed reading books written for blind children. In 1890, when she was just
10, she decided to learn to speak. Somehow she had found out that a little deaf-
blind girl in Norway managed to do it.

At first Helen had difficulty with speaking, but with the time and help from
Anne she developed a clear voice. Later, she was able to speak in public for large
crowds which came to her whenever she gave her lectures. There was usually a
storm of applause after her every lecture.

After school Helen went to college and graduated it with honours. She got a
Bachelor of Arts degree. Throughout those years and until her own death in 1936,
Anne Sullivan was always by Helen's side. She pressed book after book and lecture
after lecture into her pupil's hand.

One of Helen’s professors was so deeply impressed by her essays in English
that he suggested the girl writing the story of her life. Helen followed the advice

YK-4
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and wrote the book while still at college. It was a cheerful account of how a young
girl was able to live a happy life in spite of her terrible misfortunes. Later she wrote
several books more. In her books and lectures Helen did everything possible to
help and encourage those who were blind. For the rest of her life, Helen Keller
worked for improving education for the blind and deaf.

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

. Helen Keller was born deaf and blind.
. First Miss Sullivan taught Helen to count.

. Helen’s lectures were popular.
. Helen Keller finished college successfully.

. Helen never left her home town.

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

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

. Helen’s book about her life was translated in many languages.
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views from a multitude of cultu
Learning to apply your knowle
solutions fast.

Finding out how to get into the

YK-4
5, speakers and

rent and future
cs and learning
res.

dge and to find

fitting job after

university.

10




b. Yes, provided that only one
by since your graduation (a
Dialogue takes place).

c. There is no deadline for the
However, if you want to get m
formats taking place from
Wednesday, we highly recomm
early as possible. If you do this g
will also have the chance to get
price. We will most likely close
phase in early February.

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

3. Can recent graduates attend the World
Business Dialogue?
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application yet.
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Monday until

end applying as

ccordingly, you

a reduced ticket

the application

14. PacnoJio:KuTe 4YaCTH /1eJI0BOI0 NMChbMa B IPABUJIbLHOM MOPSIIKe. 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. 1 am writing to inform you that yesterday | got my new TV-set, which was
delivered by your delivery service. The package was undamaged so | 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. CooTHecHTE YacTH pe3oMe ¢ UX Ha3BaHHEM. YK-4
1. Office 10, Windows, Internet, AutoCAd, | a. Education YK-5

MATLAB
2. To improve the conservation of our resources
using the skills I have learned and practiced
over the years at the biggest agricultural
improvement company in the United States.
3. Irina Somova from Manpower Inc.
somova_i@mail.ru
+7-962-963-5624
4. Tyler Parkinson
45 Popova Street
Barnaul 656057
Russia
Tel. +7-905-945-6621
E-Mail: parkinson_t@mail.ru
5. 2019-present
Manpower Inc.
Virtual Agricultural Engineer Recruiter
Work on the internet posting job listings for
Agricultural Engineer aspects.

b. Languages

c. Computer Skills

d. References

e. Personal Information

Work with recruiting metrics.
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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. BoiOepuTe O1MH BAapHAHT U3 MPeAJI0KEHHbBIX.
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. BoiOepuTe 0iUH BAPUAHT U3 NPeAJI0KeHHbIX.
Attendant: «Good morning. What can | do for you?»
Customer: « ».

1. Fillitup, please. I’'m nearly out of petrol.

2. Fillitup. 'min a hurry.

3. Don’t you see | need petrol?

4. Do you have cars here?

YK-4
YK-5

18. BoiGepuTe 01MH BapUaHT U3 MpPeIJI0KeHHbIX.
Customer: «A table for two, please».
Receptionist: « ».

1. No way.

2. No free tables here.

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

4. |can’tdo that.

YK-4
YK-5

19. K kakoMy BHAY /1€JI0BOT0 IOKYMEHTA OTHOCUTCS CJIeTYIOIIHIT OTPHIBOK?
On 12 August | ordered 12 copies of Background Music by H. Lowery under my
order number FT 567. On opening the parcel | found that it contained 12 copies of
History of Music by the same author. | trust you will credit my account with the
invoiced value of the returned copies including reimbursement for the postage cost
of $17.90.

1. Inquiry Letter

2. Cover Letter

YK-4
YK-5
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3. Memo
4. Letter of Complaint

20. K kakomy BH/1Y /1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOIHA OTPbIBOK? YK-4
EDUCATION: August 2007 — present: Baltimore Community College, Baltimore, YK-5
MD A.A.S. — X-Ray Technologist Program.

1. Resume

2. Memo

3. Advertising letter

4. Inquiry Letter
21. BoiGepuTe 01MH BAPHAHT U3 NMPeIJI0KEHHbIX. YK-4
Receptionist: «Just a moment, please, while | 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. | only asked for a single room, not a

suite.

3. You must be kidding me. | don’t need a suite.

4. 1 will book a room here.
22. BoiOGepuTe OAUH BAPMAHT U3 MpPeAI0KEeHHbIX. 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. 1don’t know.
23. BoiOepuTe 01MH BAPHAHT U3 MPeIJI0KEHHbIX. YK-4
A: «Excuse me. Can | talk to Mr Nolan?» YK-5
B: « »,

1. We don’t have such a person.

2. I’'m afraid, Mr Nolan is out.

3. Who’s asking?

4. What?
24. K kakoMy BH]1Y /1€JI0BOT0 TOKYMEHTA OTHOCHTCSI CJIeAYIOLIUI OTPHIBOK? YK-4
We are enclosing our September Statement totaling $820. The opening balance YK-5
brought forward is the amount left uncovered by the check received from you
against our August statement which totaled $560.

1. Statement

2. Memo

3. Advertising Letter

4. Inquiry Letter
25. K kakomy BH]Y /1€JI0BOI0 JOKYMEHTA OTHOCHTCSI CJIeYIOIIUI OTPHIBOK? YK-4
All the containers are to be marked on three (3) sides. Each container should bear YK-5
the following markings made in indelible paint (in Russian and English).

1. Memo

2. Contract

3. Inquiry Letter

4. Cover Letter
26. K kakomy BHY /1€JI0BOI0 JOKYMEHTA OTHOCHTCSI CJIeAYIOLIUI OTPBIBOK? YK-4
This is to call your attention to an oversight in your spring advertisement on YK-5

overseas travel. You have totally overlooked the entire Mediterranean region. We
hope to receive a corrected brochure at your earliest convenience.
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1. Cover Letter
2. Inquiry Letter
3. Memo

4. Letter of Complaint

27. K xakomy BUY /1€JI0BOT0 IOKYMEHTA OTHOCHTCS CJIeAYIOUIMii 0TPbIBOK?
| 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 01MH BAPHAHT U3 NMPeIJI0KEHHbIX.
Agent: «South-West Airways. Myra Davis speaking».
Customer: « ».
1. Hi. Would you like to fly to Hong-Kong with me?
2. Look! I want to know how much it costs to fly from Los Angeles to Hong-
Kong.
3. Hi, I need some info about the price of the flight from Los Angeles to
Hong-Kong.
4. Good afternoon. Can you please tell me how much it costs to fly from Los
Angeles to Hong-Kong?

YK-4
YK-5

29. BoiOepuTe 01MH BAPHAHT U3 MPeIJI0KEHHbIX.
Agent: «British Railways. Can | 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 0iMH BAPHAHT U3 MPeIJI0KEHHbIX.
Business partner 1. «ltems 2.5 and 2.6 lacked in the consignment of the
equipment».
Business partner 2: « ».
1. We apologize for the oversight. It won’t happen again.
2. 1It’s not our problem.
3. s this our problem?
4. 1don’t understand your problem.

YK-4
YK-5

31. K xakomy BHAY /1€JI0BOT0 JOKYMEHTAa OTHOCHTCS CJIeAYIOUIMii 0TPbIBOK?
We are honored to invite you to participate in our forthcoming conference on old
Gaelic philology to be held October 7-1 — in New York City College’s School of
Linguistics.

1. Contract

2. Letter of Complaint

3. Contract

4. Invitation Letter

YK-4
YK-5

32. K xakomy BHY /1€JI0BOT0 JIOKYMEHTA OTHOCHTCS CJIeAYIOUIMii OTPbIBOK?
We are interested in buying your equipment for producing pet food. Would you
kindly send us more information about this equipment such as price, dates of
delivery, terms of payment, guarantees?

1. Offer Letter

YK-4
YK-5

14




2. Inquiry Letter
3. Cover Letter
4. Advertising Letter

33. BoiOepuTe OIMH BAPHAHT U3 NMPe/IJI0KeHHBIX.
Receptionist: «Yes, Mr Brown. A single room with a bath for two nights, is that
right?»
Guest: « ».
1. Can I give you acall?
2. It’s three nights! Remember that!
3. DI’'m afraid, not. It’s three nights, from the 11th to the 14th of March.
4. What?! It’s three nights! Cannot you be more attentive?

YK-4
YK-5

34. BoiOepuTe OIMH BAPUAHT U3 MPeIJI0KeHHbIX.
Director General: «The results of your department are not so good as it was
expected».
Manager: « ».
1. Isthis a joke?
2. Sorry to hear that. We will do our best to improve the situation.
3. Don’t say that!
4. 1It’s your fault!

YK-4
YK-5

35. K kakomy Bu]1y /1€JI0BOT0 TOKYMEHTA OTHOCUTCSI CJIeAYIOLIHI OTPHIBOK?
You will be surprised at how little it costs. For 52 weeks a year your Stenogram
works hard for you, and you can never give it too much to do — all for less than an
average month’s salary for a secretary!

1. Cover Letter

2. Inquiry Letter

3. Advertising Letter

4. Memo

YK-4
YK-5

36. K kakomy BH/Y 1€JI0BOT0 JOKYMEHTA OTHOCHTCS CJIeTYHOIIUI
OTPBIBOK?
| have seen your ad in the Boston Globe of Sunday, February 12, and would like
to order the following weather vane: Model EPC — 18 eagle with arrow, copper,
$34.95.
1. Order Letter
2. Cover Letter
3. Letter of Complaint
4. Contract

YK-4
YK-5

37. YoepuTe U3 eNO4YKH OIHO HEMOAXo/s1Iee 10 CMBbICTY 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. Y0epuTe U3 enO4YKH OAHO HEMOAXO/AsIIee 0 CMBbICTY 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. Y0epuTe U3 eNO4YKH OHO HEMOAXO/sIIIIee 0 CMbICILY CJI0BO.
1. Dbusinessman — 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 TIJaroJi ¢ CyHIECTBUTEJIbHBIM, YTOObI MOJYYHJIOCH
cjaoBocoveTanune. Kaxmoe ¢jJil0BO MOJKHO MCII0JIB30BATh TOJbKO OJJHH pa3.

YK-4
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1.torun

2. to charge
3.to solve
4. to welcome d. a problem

a. a partner
b. a company
c. aprice

4]. CoBMecTHTE TIJ1aroJ ¢ CYHIeCTBHTEIbHBIM, YTOObI TMOJY4YHJIOCH
cjoBocoueTanue. Kaxmoe cJil0BO MOKHO MCII0JIB30BATh TOJBKO OJHH pa3.

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. CJ'Ie)IleIIIHe OTPBIBKH B3(ITbl M3 Pa3JUYHbLIX [JI€JIOBbLIX I[MHCEM.
Onpenennrte, K KAKOMY THILY OTHOCUTCH KaKIbIil U3 OTPbHIBKOB.

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

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

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

4. 1 am extremely sorry about the incident last week during the visit of your
representative to our offices.

YK-4
YK-5

43. Oﬁpa3yﬁTe CYIICCTBUTEC/IbHBIC U NIPUJIATraTCJIbHBIC U3 TaHHBIX IVIAroJ0B.
Verbs Nouns (activity) Nouns (person)

. to work

. to apply

. to create

. to export

A WDN B

YK-4
Adjective

4

SN

. Oﬁpa3yﬁTe CYIICCTBUTEC/IbHBIC U NIPUJIATraTCJIbHBLIC U3 TaHHBIX IVIAroJ0B.

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

. to supply
. to instruct

A WDN PR

YK-4
Adjective

45. Obpa3syiiTe cylmecTBUTeIbHbIEe U MPUJIATaTe/IbHbIE U3 JAHHBIX IJ1ar0J10B.
Verbs Nouns (activity) Nouns (person)

.to use

. to produce

. to interview

. to manufacture

A WDN B

YK-4
Adjective

46. HanuuTe TEPMHH K Ka3KI0OMY U3 onpe/ieseHHii.
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 . HanumuTe TEPMHUH K KAXKIAOMY U3 onpeaesIeHui.

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 TEPMHH K KAXKIOMY U3 onpe/es eHuii.
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.

YK-4
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4. A large board on the outside of a building or at the side of the road, used
for putting advertisements on.

49. HanuuuTe TEPMHUH K KAXKI0MY U3 olnpe/esIeHuii.
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 HauboJee MOAX0/AsiNIEee CIA0BO.

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 ckOOKH, MCIIOJIb3YSl OAXOAAILYI0 (hopmy ciioBa.

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, HCII0JIB3Ysl MOAXOAAILLYI0 (POPMY CJIOBA.

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

YK-4

53. BcTaBbTe B TEKCT NMpeaJio:KeHHbIE 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 Haubo1ee MoAXOAsAIEE CIAOBO.

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
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55. BbiOepuTte HanboJee moaxoasimee CJa0BO.

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. BoiOepuTe Hauboee mMoaAX0/asillee CIA0BO.

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 CKOOKHU M MOCTaBbTE IJIAr0J B HY:KHYI0 dopmy.
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 cKOOKHN U MOCTAaBbTeE IJIaroJ B HYKHYI0 opmy.

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

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

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

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

YK-4

59. PackpoiiTe cKOOKHN U MOCTaBbTE IJ1aroJ B HY:KHYIO (popmy.

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

YK-4

60. PackpoiiTe ckOOKH M MOCTaBbTE IJ1aroJ B HY’KHYI0 (popMy.

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

YK-4

61. BcraBpTe npaBHIAbHYIO (popmy raarosos 'be' mam "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 npaBHJIAbHYIO (popmy riaarosos ''be' mam "have™.
1. There three steps in an effective disciplinary program.

YK-4
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2. Penalties to be imposed fairly.

All penalties been imposed fairly.

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

w

63. Bri0epuTe npaBubLHYI0 (popMy UIsI Kaxka0ro npeaio:xkenus. Kaxngas YK-4
¢opma MoKeT HMCII0JIB30BATHCS TOJBKO OJIMH Pa3.
production/produced/productive/product
1. In 1992, China 500 thousand metric tons of rice.
2. The phase encompasses product research and development, purchase
of materials, and manufacturing.
3. ¢.Our is so successful that we are rapidly running out of stock.
64. BbiOepuTe npaBuibHYI0 (opMy A Kaxka0ro npeaioxenus. Kaxnas YK-4
(l)OpMa MOKET UCIOJbB30BaATHCA TOJBKO OAUH pas.
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
65. Bri0epuTe npaBubLHYI0 (popMy UIsI Kaxa0oro npeaio:xxenus. Kaxnpas YK-4
¢dopma MoKeT UCII0JIB30BATHCSH TOJBKO OJIMH Pa3.
selling/sales/ sells/ sale
1. How efficiently a company __ its products will in large measure
determine its success.
2. A company's annual report includes the figures for the current fiscal
year.
3. ¢.Sam got a with one of the top manufacturers.
66. BbiOepuTe npaBUILHYI0 GopMy ISl KaxKA0ro npeaioxenus. Kaxnas YK-4
(l)OpMa MOKET UCIOJIb30BATLCH TOJBKO OUH pas.
profits/profit/profitability/profitable
a. The farm is a highly business.
b. The company explores natural resources to its own
C. have only slightly increased; therefore we have had to cut further
investment.
67. BoiGepuTe NnpaBHIBHYIO (OopMY 1JIsI KAXKIOT0 MPeIJI0KEeHUs. YK-4
information/ informative/ fulfillment/ fulfill
1. Getting Acquainted with Accounting, by John L. Carey, isavery ___ book.
2. Many interested parties require specific financial .
3. Before the accountant could become the Financial Director she hadto
a number of requirements.
4. People there find in working for a common goal.
68. CooTHecHuTe aHI/IMiiCKHE BBIPAKEHUs ¢ PYCCKUMH JKBHBAJIEHTAMM. YK-4
1. business proposal (offer) a. MO3/IpaBUTENHLHOE MUCHEMO
2. cover letter b. nenoBoe npeIoKeHNE
3. letter of congratulation C. PeKOMEH IaTeIIbHOE MUCHMO
4. letter of introduction d. conpoBoIUTENHHOE TTHCHMO
69. BeiGepuTe npaBHIbHYIO (hOpMY 1JIsI KAXKIOT0 MPeII0KEHUs. 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.
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3. Defining the problem is often the hardest step in the process.
4. When the problem has been carefully defined, the sets objectives.

70. Boi6epuTe npaBHIIBLHYIO (OpMY JIsI KAKI0T0 MPeII0KEHUS.
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.

YK-4

71. 3ameHuTE BBIACJICHHBIC TCPMHUHDbI CJIOBAMH, YKa3aHHBIMUA HUZKE:
acquire, utilizes, expect, capital
1. The management is still searching for the (money) necessary to purchase
equipment.
2. The managers (anticipate) that the company will grow in the nearest
future.
3. In making investments, a financial manager (uses) a wide variety of
information provided by all departments of the company.
4. A company needs sufficient funds to (obtain) necessary assets, such as
property, buildings, and inventories.

YK-4

72. 3ameHnure BBIACJICHHBIC TCPMHUHBI CJIOBAMH, YKa3aHHBIMUA HUZKE:
primary, arrangement, last, repaid
1. One of the (chief) elements in financial planning is achieving the correct
balance between long-term and short-term capital.
2. When a company wants to expand, one (factor) that always affects this
decision is cost.
3. When an individual borrows money from a bank, this money must be (paid
back) by a specific date.
4. In general, a business that is able to manage its finances successfully
will (continue) to exist.

YK-4

73. 3anmoaHuTe NMPONMYCKHU BbIICJICHHBIMU CJIOBAMMU.:
money, value, purchase, investments, evaluated, priced

Comparing international , like comparing apples and oranges, can be
a difficult task. How can an investment in Japanese stocks be compared to the
of impressionist pictures? Just as an apple or an orange can be ___ according to its
weight, an international investment can be according to its total return, the
total increase in value plus and dividends or other payments. In this way, all
investment instruments can be compared and evaluated by yield: their percentage
increase in over a given period of time. Inflation also has to be considered.
Money is worth only what it will buy in goods and services. If prices rise,
loses its value.

YK-4

74. BoiOepuTe NpaBUWIBbHYIO (POPMY IS KA2KI0I0 NPeIJI0KeHH.
considerations/ considered/ considerable
1. Acompany must raise a amount of capital in order to purchase these
assets.
2. One of the primary when going into business is money.
3. c. Before buying his new video, David every factor.

YK-4

75. BoiOepuTe NpaBWIbHYI0 (hOPMY I KA2KI0I0 MPeIJI0KeHH.
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

YK-4
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76. BoiOepuTe NpaBHIBHYIO (opMY 1JIsI KAKI0T0 MPeII0KEHUs.
investment/ to invest/ invested
1. Management decided $ 10,000 in research & development.
2. Although he had researched the market carefully, he took a loss on his

3. c¢. A stockholder's funds are usually not tax-deductible.

YK-4

77. BoiOepuTe NpaBWIBHYIO (POPMY VIS KA2KI0I0 NPeIJI0KeHH.
acquisition/ to acquire/ acquired
1. There are numerous ways for a business capital.
2. The ___ of funds is an important aspect of financial management.
3. c. The ability to operate the computer is an skill.

YK-4

78. BoioepuTe NpaBUJIbHYIO GopMy AJIsl KAasKI0T0 MPeaJioKeHus].
finance/ is financed/ financial
1. The management decisions affect the success of a company.
2. Most students' education by their parents.
3. c. There are many job opportunities for individuals who major in the field
of

YK-4

79. CooTHeCHTe aHIJINHCKHE BHIPAKEHHSI ¢ PyCCKHMHU 3KBHBAJEHTAMH.
1. permanent staff a. BpeMEHHBIN ITAT

. temporary staff b. paboTonaresnb, HaHUMATEITb

. employer C. TIOCTOSIHHBII IITAT

. employee d. HaeMHBII PaOOTHHK

AW

YK-4

80. BoiGepuTe NpaBWIbLHYIO (hOPMY IS KAKIOTO MPeTI0KEHH.
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. CooTHecHTe aHIJINHCKHE BHIPAKEHHS C PYCCKHMHU IKBUBAJEHTAMH.
1. a jobseeker a. HAaHUMaTh Ha PaboTy
2. to hire b. yBonbHSATH ¢ pabOTHI
3. to fire C. yiTH/OpOoCcHuTh paboTy
4. to quit d. mirymuii pabory

YK-4

82. HexoTopble TeMbl HelmpueMJIeMbl [JIsl 00CY:KIeHUs] B CBeTCKOI Oecese.
OTMeTbTE BapuaHT «True», ecau Bbl cumrtaerte YTBEPKACHUE BEPHLIM, M
BapuaHT «False», €CJIM YTBEPIKIACHUEC 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. ltis 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. HekoTopbie TeMbl HempueMJIeMbl IJIsl 00CY:KIeHUsI B CBETCKOIl Oecefe.
OtmerbTe BapuaHT «True», ecaiu Bbl cunTaere yrBep:kieHHe BepHbIM, H
BapuanT «False», eciin yrBepikaeHue HeBEpHO.

1. Politics is a controversial subject according to society.

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

3. ltis rude 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 auajor ¢ppazamu (a-f).
a) What’s your job?
b) How do you do?
¢) Where are you from?
d) Have we met before?

YK-4
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e) When did you start?
f) Do you work here full time?

? My name’s John Ferry.
? Pleased to meet you. I’'m Julia Bell. (3) ?

.. I represent Powers Group. I’'m the Marketing Assistant. (4) ?

?

Mr. F.: Hello! (1)
Ms. B.: (2)

Mr.

Mr. F.: (5)

Ms. B.: Yes, | do.

Mr. F.: (6)

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

?

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

85. CoBMecTHTE YACTH NMPeIOKEeHUI U y3HalTe, KAKUX NPUHIUIIOB 1€eJ10BOii
3THKH NPUAEPKHUBAIOTCA OU3HECMEHb] B Pa3HbIX CTPaHAaX.

1. Germany

2. The United
States

3. Sweden

4. The United
Kingdom

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 subordinatg
- are often older than in other countries
b. - receive a general education;
- delegate authority;
- take a practical approach to management;
- have relatively formal relationships at work;
- encourage their employees to work individually;
- believe it is important to continue education and training at
c. - consider social qualities to be as important as education;
- encourage their employees to take an interest in their work;
- pay close attention to the quality of working life;
- do not use much authority as in other countries;
- appreciate low-level decision-making;
- are often women.
d. - generally attend business schools;
- communicate easily and informally at work;
- admire the qualities of a leader;
- expect everyone to work hard. Individual performance 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 g
- 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, m3
and methods of production and distribution

YK-4
YK-5
nt;

nies;

s to obey them;
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86. CooTHecHuTe aHI/IMiiCKHE BIPAKEHUsI ¢ PYCCKUMH IKBHBAJIEHTAMM. YK-4
1. order-letter a. MUChMO-pEKIaMaItus
2. inquiry letter b. muceMo-TIOATBEPK IEHHE
3. claim letter C. MUCbMO-3a1pocC
4. letter of acceptance d. mruceMo-3aKa3
87. CooTHecHuTe aHI/IMiiCKHE BBIPAKEHUS C PYCCKUMH IKBHBAJIEHTAMU. YK-4
1. addressee a. azipec noJryyaTens
2. salutation b. monyuatens
3

. inside address

C. IPUBCTCTBUEC
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4. body of the letter ‘ d. TekcT nuchMa

88. CooTHecHuTe aHT/IMiicKHe BbIPAKEHHUSI C PYCCKUMH IKBHBAJIEHTAMM. YK-4
1. recruitment a. KaHJHUJIaT Ha JTOJDKHOCTh
2. a job interview b. pabota ¢ ucIBITaTEIBHBIM CPOKOM
3. an applicant C. HaOOp HOBBIX COTPYIAHHUKOB
4. work trials d. cobecejoBanme
89. CooTHecuTe aHI/IMiicKHE BBIPAKEHHUS C PYCCKUMH 3KBHBaJIEHTAMM. YK-4
1. to establish a business a. OTKPBITH J€J10, KOMITAHUIO, OU3HEC
2. to run a business b. 3amecturens
3. to set up a company C. cO311aTh, YYPEAUTH KOMITAHUIO
4. deputy d. BecTu mem0, ynpaBisTh OU3HECOM
90. BoiGepuTe HECKOIbKO BADUAHTOB U3 MPeIJ10KEeHHBIX. YK-4
Kak M03xHO 00paTUTHCS K HECKOJIBKUM a/IpecaTtaM MY>KCKOro mosa’? YK-5
1. Dear Sirs,
2. Men,
3. Dear Mr Keenly, Mr Chu, and Mr Tell,
4. Professors,
91. BoiGepuTe 0iMH BAPHAHT U3 MPeIJI0KEHHbIX. YK-4
Kak nepeBoautcs kaumie | shall be grateful to you?
1. Hckpenne Bam
2. Kny Bamero otBeta
3. Cmacubo 3apanee
4. byny Bam OnarogapeH
92. BoiOepuTe 0iMH BAPHAHT U3 MPeIJI0KEHHbIX. YK-4
Kakast popmysia mpoinanus moaxoaut K npusercrsuto Dear Mr White? YK-5
1. Yours faithfully,
2. Faithfully yours,
3. Warm wishes,
4. Sincerely,
93. BoiOGepuTe 01MH BAPHAHT M3 MPeIJI0KEHHbIX. YK-4
Kak oOpatuThcs B J€TIOBOM MHCHME K TPYIIIE JKEHIIMHE 0€3 MEepeurclIeHUsT UX YK-5
UMEH?
1. Dear Mesdames,
2. Dear Ms and Ms,
3. Dear women,
4. Ladies,
94. BoiOepuTe 01MH BAPUAHT U3 MPeIJI0KEHHbIX. YK-4
Kaxoe cioBo npomymieno B kiumie | am looking _ to hearing from you soon?
1. forward
2. font
3. forever
4. for
95. BbiOepuTe HECKOJIbKO BAPUAHTOB U3 NPeIJI0KEHHbIX. YK-4
Kakue 13 nepeuncieHHbIX KOHCTPYKIMIA HE SBJISIOTCS TPaMMaTHUECKH BEPHBIMU?
1. Speaking at the situation...
2. She might to extend...
3. Inorder to conduct...
4. Assuming that...
96. BriGepuTe HECKOJIbKO BADHAHTOB U3 NMPeIJI0KEHHBIX. YK-4

KaKI/Ie KIINIIIC HAaIIMCAHbI HpaBI/IJ'IBHO?
1. He would be a tremendous asset...
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2. l'would like to state an order with...
3. We cordially regret you to join us...
4. 1 believe she will be a positive addition...

97. BoiOepuTe OIMH BAPHAHT U3 MPeEIJI0KeHHbIX. YK-4
K kaxkoii rpymme otHocsitest cokparienust HR, CFO, a/c?

1. cokpameHus U3 pa3IuuHbIX cdep OuzHeca

2. ab0peBHMaTyphl Ha3BaHUW OpraHU3AIUI

3. COKpalleHUs Ha3BaHWI MECAIICB U JHECH HEJeNn

4. TpamMMaTHuYeCKHE COKpallleHUs
98. BoiGepuTe 0OAMH BAPMAHT U3 NPEAI0KEeHHbIX. YK-4
B kakoM Bujie 1eJI0OBOT0 MUChMa MOYKET ObITh Mcrosib3oBano kiuiie | would like to
order...?

1. B nuceMme-3akase

2. B IHCbMe-0J1arolapHOCTH

3. B peKJIIaMHOM IHCbME

4. B CONPOBOJIUTEILHOM ITHCHME
99. BoiOepuTe 0iMH BAPHAHT U3 MPeIJI0KEHHbIX. YK-4
Kakoit BapuaHT AaThl SBISETCS aMEPUKAHCKUM? YK-5

1. 6 October, 2022

2. 6 October 2022

3. 6, October, 2022

4. October 6, 2022
100. BoioepuTe HeCKO0JIbKO BAPHAHTOB U3 MPEAI0KEHHBIX. YK-4
I'ie MmoxkeT pacrnionaratbes Aata B TPAIUIIMOHHOM JEJI0BOM MUChMe Ha Oymare?

1. cneBa mox agpecom OTIIpaBUTENS

2. cpa3y rocie oopamieHus

3. 0O HOINUCHIO

4. cmpaBa MoJl «IIArOYKOM»
101. BriOepuTe 0OAUH BAPHAHT U3 NPeEAI0KeHHBIX. YK-4
Kak obparutscst k kosuiere Andrew B 1eoBoM muchme? YK-5

1. Andrew,

2. Dear Andrew,

3. Andrew!

4. Hi,
102. Bei0epuTe 0OAMH BAPHAHT U3 NPeAI0KeHHBIX. YK-4
Kakyto ¢pa3y MOKHO HCTIONB30BATh ISl TOTO, YTOOBI COOOITUTH MIIOXHE HOBOCTH?

1. lam happy to inform you...

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

3. I regret to inform you..

4. | am writing to express my gratitude...
103. Bri0epuTe OAMH BAPHAHT U3 NPeEAI0KeHHBIX. YK-4
Yro ob03HaUaeT akpoHUM a/C?

1. Oyxrantep

2. TEeKyIIHUH cYeT

3. OaHk

4. OaHKOBCKHI CUET
104. Bri0epuTe 0OAMH BAPHAHT U3 NPeAI0KeHHBbIX. YK-4
B kxaxom obGparmiennn gormyiieHa ommuoka’? YK-5

1. Dear,

2. Sirs,

3. Dear Ms and Doctor Welt,
4. Dr Liss,
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105. BoiGepuTe HeCKOJIbKO BAPHAHTOB U3 NMPEAI0KEHHbIX.

YK-4

Kakue mpomanus MOXHO UCHOIB30BaTh B OQPHUITMAIBHBIX IMHChMaxXx K YK-5
JOJKHOCTHBIM JIULIAM?
1. Cordially,
2. Yours truly,
3. Faithfully yours,
4. Warms wishes,
106. BriOepuTe HECKOJIbKO BAPHAHTOB U3 MPeII0KeHHbIX. YK-4
Kakumu ciHOHMMaMy MO>KHO 3aMEHHUTH BbljieieHHOe ciioBo: | am grateful to you
and your colleagues for the significant rise in sales?
1. outstanding
2. focus
3. prominent
4. present
107. BoiGepuTe HECKOJIbKO BAPHAHTOB U3 NMPEAJI0KEHHBIX. YK-4
B kakux nucbMax yMeCTHbI COKpALIEHUS, IPUHSATHIE B ONPEAEIEHHON KOMITAaHUN? YK-5
1. B mepenucke MEXIy KOJIEraMu
2. B JICTIOBBIX MMMChMax Ha OYMa)KHBIX HOCHUTEIISX
3. B o(dUIHATBHBIX JAETOBBIX MUCbMaX
4. B mepenucke, NpeaHa3HAYCHHON AJI1 BHYTPEHHETO MOJIb30BaHUS
108. Bri0epuTe 0OAUH BAPHAHT U3 NPeAI0KeHHBIX. YK-4
Kakoii BapuaHT J1aThI SBISETCS OpUTAHCKHUM/EBPOIICHCKIM? YK-5
1. 2010, 8 June
2. June 8, 2010
3. 2010 June 8
4. 8June 2010
109. Bri0epuTe 0OAUH BAPHAHT U3 NPeAI0KeHHBbIX. YK-4
UYem resume ornuvaercs ot CV?
1. CV kopoue
2. resume miInHHEE
3. OJIHO U TO Xe
4. resume xopoye
110. Bei0epuTe 0OAMH BAPHAHT U3 NPeA10KeHHBIX. YK-4
Kakum nyHkTaMm Hazo yaenutb ocodoe BHUMaHue?
1. objective and profile
2. education and work experience
3. skills and references
4. personal information and hobbies
111. BoiOGepuTe O1MH BAPUAHT U3 NPeIJI0KEeHHBIX. YK-4
B kaxom nopske numercs agpec? YK-5
1. Homep AoMa, Ha3BaHUE YIHUIIBI, HOMEpP KBapTHUPBI, TOPOJ, MOYTOBBIN
UHJEKC, CTpaHa
2. cTpaHa, TOpPOJ, Ha3BaHUE YIIUIIBI, HOMEP A0Ma, HOMEP KBapTHPHI
3. cTpaHa, MOYTOBBIN MHIIEKC, TOPOJI, Ha3BaHHUE YIUIIBI, HOMEp J0Ma, HOMEp
KBapTUPBI
4. TOYTOBBIM MHAEKC, CTpaHa, FOPo/I, Ha3BaHUE YJIHIIbI, HOMEp A0Ma, HOMEP
KBapTHUPHI
112. BribepuTe OAUH BAPHAHT U3 NPeEAI0KeHHBIX. YK-4
I'ne pacckaszaTh 0 cBO€i MOTUBAIIUU? YK-5

kak B CV, tak u B Cover Letter
B resume

B CV

B Cover Letter

N =
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113. Bei0epuTe 0OAUH BAPHAHT U3 NPeAI0KeHHBbIX.

YK-4

B xaxoMm mopsiike yKa3pIBalOTCs CBEJIeHUs 00 oOpa3zoBaHun? YK-5
1. HaumHas ¢ MEpPBOro MecCTa MOIY4YEHHUsI 00pa30BaHUs B XPOHOJIOTUYECKOM
MOPSKE
2. Ha4MHAas C CaMOT0 MPECTHKHOTO MECTa MOIy4eHHUsI 00pa30BaHUS
3. HauMHAs C TEpBOrO MeCTa TMOJy4eHUs OOpa3oBaHUS B MPIMOM
XPOHOJIOTHYECKOM TOPSIKE
4. HayMHas C IOCJEIHEro MecTa IOJydeHUs oOpa3oBaHUs B OOpaTHOM
XPOHOJIOTHYECKOM OPSIKE
114. BoiGepuTe 0JUH BAPHAHT U3 NMPeIT0KEeHHBIX. YK-4
Kak nmoctynuts, eciu 00pa3oBaHUs Majo, a OIBITa MHOTO?
1. chauasa yka3aTrb 0Opa3oBaHU€, a 3aTEM OIIBIT
2. CcHauana yka3aTb OIIbIT, a 3aTeM 00pa30BaHHe
3. yKa3aThb TOJIKO 00pa3oBaHHE
4. yKa3aTh TOJBKO OIIBIT
115. BoiGepuTe 01MH BAPUAHT U3 NPeIJI0KEHHBIX. YK-4
Kakas rmaBHast ommoOKa B ONMCAaHUU CBOUX HHTEPECOB?
1. moapoOHO pacckazaTh TOJNBKO 00 OAHOM YBICUEHHH
2. He yIOMSHYTb HH OJHOTO CBOETO X000
3. pacckasarb 000 BCEX CBOMX X000
4. BBIKMHYTH ATOT IYHKT MOJIHOCTHIO
116. BoiGepuTe O1MH BAPHAHT U3 NMPe/IJI0KEeHHBIX. YK-4
Commercial offer mumercst st
1. nanpamisiercs pupMam ¢ IpeyIoKEHUEM O COTPYJHUUYECTBE
2. COJEPXKUT OTKa3 B MPEIOCTAaBICHUN HHPOPMALIUU
3. HCHoJB3yeTcss B MEpenmucke o paboTe, KOTr/a BBl INPEAJIaracTe CBOIO
KaHIUJIaTypy Ha OTKPBITYIO BAKaHCUIO
4. mnumercs paboToaaTeneM JUis NPUBJIEUEHHs] HOBBIX KIIMEHTOB
117. BoiOepuTe O1MH BAPUAHT U3 NPeIJI0KEeHHBIX. YK-4
Enquiry letter mumercs ms:
1. mokasarb, 4TO BBl TOTOBBI PUHSATH MPEIaraeMyr0 BaM JOKHOCTh
2. 4TOOBI y3HaTb O TOBape, yCIyre WIH, HallpUMEp, TOMHTEPECOBATHCS
HAJIMYHEM BaKaHCHI B KOMITAHUU
3. oTmpaBinseTcs B 6J1aroJapHOCTb
4. mpuriameHus Ha TOPKECTBO
118. Bri0epuTe 0OAUH BAPHAHT U3 NPeEAT0KeHHBIX. YK-4
I'ne pacnionaraercs ajgpec oTpaBUTENs? YK-5
1. He numiercs coBceM
2. B BEpPXHEM JIEBOM YTy
3. 10 UeHTpy
4. B BepXHEM NPaBOM YTy
119. BeiOepuTe 0AMH BAPHAHT U3 NPeAT0KeHHBIX. YK-4
I'ne pacnonaraercs agpec nosryyarens? YK-5
1. cnpaBa, noa agpecom OTHpPaBUTENS
2. cieBa, HIXKE ajjpeca OTIpaBUTENA
3. Ha OJHOH CTPOKE C aApecOM OTIIPABUTEI
4. cnesa, HaJI a[PECOM OTITPABUTES
120. Bri0epuTe 0OAMH BAPHAHT U3 NPEAI0KeHHBIX. YK-4

Kax pacmn(prBaTL AIDA?

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

Eall el
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121. BriOepuTe OAUH BAPHAHT U3 NPeAI0KeHHBbIX.
Kaxoit s13p1k HaJ10 MCTIOJIB30BATH JJISI HAMMCAHUS OOBSBICHUS O paboTe?
1. cnoxHBIHA, ¢ 6ONBIIUM KOJIUYECTBOM TEPMHHOB
2. CIIOKHBIH, ¢ OOJBIIMM KOJIMYECTBOM KPACHUBBIX PEUEBBIX 000POTOB
3. TpOCTOH W MOHATHBIN, 0€3 3ayMHBIX (pa3 U TEPMUHOB
4. Bce paBHO

YK-4

122. BriOepuTe 0OAUH BAPHAHT U3 NPeAI0KeHHBbIX. YK-4
Kaxk obpamaTbcsi K MOTEHIIMAILHOMY PAOOTHHUKY?
1. B 1-m nune
2. BO 2-M JHIIC
3. B 3-m juie
4. B eIUHCTBEHHOM YHCIIE
123. Bri0epuTe HECKOJIBKO BAPMAHTOB U3 MPeII0KeHHBIX. YK-4
Kakas aOOpeBuaTrypa HCHOJB3YyeTC NPU BJIOKEHMH B MNHCbMO YK-5
JAOIOJIHUTEJbHBIX IOKYMEHTOB?
1. End.
2. Inc.
3. Enc.
4. Encl.
124. BoiGepuTe O1MH BAPUAHT U3 NMPe/JI0KEHHBIX. YK-4
Kakoe oOparnieHre K )KEHIIWHE TPUHSITO UCIOJIL30BaTh B JICTIOBOM IMHUCHME, ECITH YK-5
He U3BECTHO €€ CEMENHOE MOI0KEHNE?
1. Miss
2. Mr
3. Ms
4. Mrs
125. BeraBbTe NpaBUJIbHYIO (popmy raaroJios ""be™ mam "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. CooTHecHuTe aHI/IMiiCKHE BbIPAKEHUSI ¢ PYCCKUMH JKBHBAJIEHTAMU. YK-4
1. joint stock company a. KOMITaHWsI, Y61 aKIIUH KOTUPYIOTCS Ha OHUprke
2. unlisted company b. coBMecTHOE TpeanpUsTHE
3. listed company C. KOMITaHHMSI, YbH aKI[MH HE KOTUPYIOTCS Ha OHpiKe
4. joint venture d. akmoHepHasi KOMITaHHSI
127. TlepeBeauTe TeKCT M c/AejaiiTe €r0 AHHOTANMIO MO-PYCCKU WM TO- YK-4
AHTJIMICKH.
A business letter is a letter from one company to another, or such
organizations and their customers, clients, or other external parties. The overall
style of letter depends on the relationship between the parties concerned. Business
letters can have many types of content, for example to request direct information
or action from another party, to order supplies from a supplier, to point out a
mistake by the letter's recipient, to reply directly to a request, to apologize for a
wrong, or to convey goodwill. A business letter is sometimes useful because it
produces a permanent written record, and may be taken more seriously by the
recipient than other forms of communication. It is written in formal language.
128. TlepeBeauTe TEKCT W clejialiTe ero aHHOTALMIO MO-PYCCKH HJIH TO- YK-4

AHTJIHNCKH.
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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 resumé or a curriculum vitae.

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

129. IlepeBeauTe TeKCT W clejaiiTe ero aAaHHOTAIMIO MO-PYCCKU WU T0-
AHIIHICKH.

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. IlepeBeauTe TeKCT M c/AejaiiTe ero AHHOTALMIO MO-PYCCKU WJIM TO-
AHIJIHICKH.

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. TlepeBeauTe TeKCT M c/AejaiiTe €ro AHHOTALMIO MO-PYCCKU WM MO-
AHTJIMHCKH.

A demand letter, letter of demand, (of payment), or letter before claim, is a
letter stating a legal claim (usually drafted by a lawyer) which makes a demand
for restitution or performance of some obligation, owing to the recipients'
alleged breach of contract, or for a legal wrong. Although demand letters are not
legally required they are frequently used, especially in contract law, tort law,
and commercial law cases. In some cases, evidence of attempts to settle are
required before a court case will be accepted by the court, and demand letters are
commonly used to fulfill this requirement. For example, if one anticipates a
breach, it is advantageous to send a demand letter asserting that the other side
appears to be in breach and requesting assurances of performances. Demand letters

YK-4
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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. l'[epeBe):mTe TEKCT U cz[e.nai’lTe €ro aHHOTAUK IO-PYCCKHU WJIMA 1I0-
AHTJIMHCKH.

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. IlepeBeauTe TeKCT W clejaiiTe ero aHHOTAIMIO MO-PYCCKU WU TO-
AHIJINICKH.

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. TlepeBeauTe TeKCT M c/AejaiiTe €ro AHHOTANMIO MO-PYCCKU WM TO-
AHTJINICKH.

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. TlepeBeanTe TeKCT W cledaiiTe ero aHHOTAIUI) MO-PYCCKH WM TO-
AHTJINICKH.

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

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

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

YK-4

136. IlepeBeanTe TEeKCT W cOeIaiiTe ero aHHOTAIUI) MO-PYCCKH WM MO-
AHTJIMHCKH.

These types of communication letters are written by senior management to
the junior management for the conveyance of gratitude in order to congratulate
them on a job well done or in order to motivate them.

These are generally considered a positive letter displaying a gesture of
goodwill which motivates the staff for their work. The appreciation letter is also
followed by an appreciation mail and sometimes, with a reward.

YK-4
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137. TlepeBenuTe TeKCT U cAejaiiTe ero aHHOTAIMIO MO-PYCCKH WM MO-
AHTJIMHCKH.

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. IlepeBeauTe TeKCT M c/lejiaiiTe ero aHHOTAIUIO MO-PYCCKM WJIH TO-
AHIIHICKH.

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. IlepeBennTe TeKCT U cAejaiiTe ero aHHOTAIMIO MO-PYCCKH WM MO-
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. IlepeBeauTe TEKCT M cleJiaiiTe ero aHHOTAIUIO MO-PYCCKH WJIH TO-
AHIIHICKH.

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

Kawoum k 3axanusam no gucuuiinHe «/(eioBoii HHOCTPAHHBIH A3BIK»

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

2. | 1a, 2e, 39, 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. | lc, 2a, 3d, 4e, 5b 69. | 1. record 2. records 3. research 4.
researcher

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

8. 136,7,2845,1 71. | 1. capital 2. expect 3. utilizes 4. acquire

9. 148,251,736 72. | 1. primary 2. arrangement 3. repaid 4.
last
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10. [3,524,1 73. | investments, purchase, priced,
evaluated, value, money
11. | 1. false 2. true 3. false 4. not stated 5. | 74. | 1. considerable 2. considerations 3.
true 6. true 7. not stated 8. false considered
12. | 1b, 2d, 3a, 4c 75. | 1. utilizing 2. utilizes 3. utilization
13. | 1c, 2a, 3b 76. | 1.to invest 2. investment 3. invested
14. 1 6,5,2,7,4,1,3 77. | 1. to acquire 2. acquisition 3. acquired
15. | 1c, 29, 3d, 4e, 5f, 6a, 7b 78. | 1. financial 2. is financed 3. finance
16. |2 79. | 1c, 2a, 3b, 4d
17. |1 80. | 1. communication 2. communicated 3.
analyzes 4. analysis
18. |3 81. | 1d, 2a, 3b, 4c
19. |4 82. | 1. true 2. false 3. false 4. false
20. |1 83. | 1. true 2. false 3. true 4. true
21. |2 84. | 1b, 2d, 3c, 44, 5f, 6e
22. |1 85. | 1a, 2b, 3c, 4d
23. |2 86. | 1d, 2c, 3a, 4b
24. |1 87. | 1b, 2c, 3a, 4d
25. |2 88. | 1c, 2d, 3a, 4b
26. |4 89. | 1a, 2d, 3c, 4b
27. |2 90. 1,3
28. | 4 91. |4
29. |1 92. |4
30. |1 93. |1
31. |4 94. |1
32. |2 95. 1,2
33. |3 9. | 1,4
34. |2 97. |1
35. |2 98. |1
36. |1 99. |4
37. | 1. factory worker 2. passive 3. fall 4. | 100. | 1, 4
climb
38. | 1. calculate 2. applicants 3. bank 4. fire | 101. | 2
39. | 1. employee 2. initial capital 3. market | 102. | 3
4. loan
40. | 1b, 2c, 3d, 4a 103. | 2
41. | 1b, 2d, 3c, 4a 104. | 3
42. | 1. letter of invitation 2. inquiry letter 3. | 105. | 1,3
cover letter 4. letter of apology
43. | 1. work, worker, workable 106. | 1,3
2. application, applier, applicable
3. creation, creator, creative
4. export, exporter, exportable
44. | 1. education, educator, educational 107. | 1,4
2. forecast, forecaster, forecasting
3. supply, supplier, supplying
4. instruction, instructor, instructive
45. | 1. usage, user, usable 108. | 4
2. production, producer, productive
3. interviewing, interviewer,
interviewed
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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, | 115. | 3
requires, issuing, decisions, issued
53. | 1. risks 2. liable 3. choice 4. cont- | 116. | 1
ribution 5. specialized 6. money 7.
agreement
54. | proprietorship,  owner,  decisions, | 117. | 2
decisively, proprietor
55. | decide, employees, investment, | 118. | 4
responsibility, profitable
56. | proprietor, responsible, own, personal, | 119. | 2
investments, creditors, liability
57. | 1. play 2. are produced 3. produce 4. | 120. | 3
grow
58. | 1. influenced 2. privatized 3. were | 121. | 3
manufactured, belonged 4. include
59. |is, may be called, becomes, is| 122. |2
promoted, receives, has, are passed, are
transmitted
60. | be dismissed, violates, is not renewed, | 123. | 3,4
is dismissed, be considered, appeal,
results, ends, does not exist, is not
needed, is called, are made, have
61. | 1.are 2. have 3.is 4. has 124. | 3
62. | 1. are 2. are 3. have 4. has, has, has 125. | 1. have 2. be 3. have, have, is 4. have
63. | 1. produced 2. productive 3. product 126. | 1d, 2c, 3a, 4b
127. JlenoBoe MUCBMO - 3TO MUCHMO OT | 128. ConpoBouTeIbHOE MTHCHBMO,
O,Z[HOI71 KOMITaHNH ,Z[perfI, nepenurcka MOTHUBAITMOHHOC IIMCBMO, - 9TO
MCKIAY OopraHu3alusIMu u nux PEKOMEHAATCIBHOC IUCBbMO,
KIIMCHTaMU, 3aKa34yuKaMu Ui npujiaracMoc K ApyromMy HOOKYMCHTY,
IpYyrUMHU  BHEHIHUMHU  CTOPOHAMH. TaKOMY KaK pe3IoMe.
OOmMi CTWIHF IIUCbMA 3aBUCHUT OT Couckarend 4acTto MNPUCBUIAIOT
OTHOIIIEHUN MCKIAY COIMPOBOAUTCIILHOC ITUCBMO BMECTC CO
3aUHTCPCCOBAHHBIMU CTOPOHAMHU. CBOMMMU aHKETAMHU WU 3asABJICHUAMU O
JlenoBele  mHCbMa  MOTYT  OBITh rnpueMe Ha paborty, YTOOBI
HalmuMcCaHbl C pas3jJuYHbIMHU LOKJISIMU, IpeaACTaBUTHCA IIOTCHIIUAJIbHBIM
HAIIpuMep, [Oad [IpsAMOro  3ampoca paboTtoparensm 5 OOBSICHUTD,
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uH(OpMAIUY WK ACHCTBHIA OT Jpyron
CTOPOHBI, JJs 3aKa3a pPACXOIHBIX
MaTepUajoB y MOCTaBUIMKA, JJId
yKa3aHUs Ha OIIMOKY THoJydaTelis
IIUCbMa, JUIsl MpsIMOro OTBETa Ha
3a1poc, 115 U3BUHEHUS 32 OLUMOKY WJIN
Ui BBIpOKEHMsT  J00Opoi  BOJM.
JlenoBoe NUCbMO MOJIE3HO, IIOTOMY YTO
MOJKET ObITh BOCIIPHHSTO IOJyYaTeleM
Oosee cepbe3HO, YeM JApyrue (Gpopmbl

HACKOJIBKO  OHH  IIOOXOISIT
JKeJTaeMBIX JOIKHOCTEH.
PaboTtonaremnu MOTYT
KCIIOJIB30BATh THIATEILHO HAIIMCAHHBIE
COIPOBOTUTEIILHBIC MHChMa B
KayecTBE  OJHOIO M3  METOJIOB
OTCEHMBAaHUs KaHIUJATOB, KOTOPBIC
HEJOCTAaTOYHO  3aMHTEPECOBAHHI B
CBOEH JOJDKHOCTH /WM HE 00J1aaroT
HEOOXOIUMBIMH 0a30BLIMHM HAaBLIKAMHU.

IS

obmenus. Ilumercs ¢dopmMalbHBIM
SI3BIKOM.

129. PexomennarensbHoe mnucemo wim | 130. ITuceMo-nipeicTaBIeHUE, HAPSILY
IIPOCTO CCBUIKA, IMPEJCTaBIsAeT CcOOO0M C BU3UTHOW KapTOYKOH, OBUIO BayKHOU
JOKYMEHT, B KOTOPOM aBTOP OLICHUBAET yacThio dTHKeTa B 18 u 19 Bekax. OHO
KayecTBna, XapaKTepUCTUKH U HO-TIPEKHEMY BaKHO B O(UIIMAITBHBIX
BO3MOYKHOCTH PEKOMEH/IyEMOTO JIUIIA C CUTyallUsX, TaKUX Kak BpYy4YCHHE
TOYKH 3pPEHHUS] CIIOCOOHOCTH 3TOTO TIOCJIOM CBOMX BEPHUTEIBHBIX IPaMOT, a
YeJIOBEKA BBINOJIHATE OIPEICIICHHYIO TaKXKe B OINpPEJENCHHbIX JIEIOBBIX
3amauy WIn GyHKLHIO. Kpyrax.

PexomeHnmatenbHble  MUCHMa,  Kak Kak npaBuio, genoBek He Oyzaer
MIPaBUJIO, CBSI3aHBI c B3aUMOJICIiCTBOBaTh  C  JAPYIMMH
TPYAOYCTPOMCTBOM (Takoe MHCHMO JFO/IBMU, €CTI OHU HE OBUTH JJOJKHBIM
MOKET TaKKe Ha3bIBATHCS o0pa3oM TmpencTaBieHbl, Oydab TO
pexoMeHaanueit o mpuemMe Ha padboTy), JUYHO WIM 1O NHcbMy. YenoBek c
MOCTYIUICHHEM B BBICIIHE Yy4yeOHBIC 0oyiee HU3KUM COLMAIBHBIM CTaTyCOM
3aBEJICHNUs WM MIPABOM Ha MOJy4YCHHE nornpocws Obl MOKpoBUTENsE ¢ Oojee
crurieHaud. OOBIYHO OHM HAIHMCaHBI BBICOKAUM  COIMAJIBHBIM  CTaTyCOM
KEeM-TO, KTO paboTall ¢ STUM YEJIOBEKOM HaIucaTh MUCHMO-TIPE/ICTABICHUE
WIn YU ero, Hanpumep, TpPEeThEMY JIHMIly, TaKXe HMEIOIEMyY
PYKOBOJIUTEIIEM, KOJIJIETOM 170171 Oosiee BBICOKHMH COLIMANBHBIM CTaTyc,
YUUTEIEM. 4eM TepBO€ JUI0, HO HIKE, YeM

PexomeHmanmm  Takke ~— MOTYT BTOpoe ImMIo. BaxuHo cobmronath
notrpedoBaTbcs KOMIIaHHUSM, TOHKOCTM 3THKeTa IIpU  3arpoce,
CTPEMSIIIUMCST BBIMIPAaTh KOHTPAKTHI, HaNMCaHUN W TIPEICTABICHUH TaKUX
0c00EHHO B 00JIaCTH WH)XMHUPUHTA, HHUCEM, Harpumep, Ka4ecTBO
KOHCYJIbTUPOBAHMsI, MPOM3BOJCTBA MU UCTIOIB3yeMOol Oymaru u OyeT JIi OHO
CTPOWTENBCTBA, & TAK)KE B OTHOIICHUU JIOCTaBIICHO He3aleyaTaHHbIM, YTOOBI
rOCyJapCTBEHHBIX 3aKyTIOK u 3arpalmBarolas CTOpoHa MOIJa €ro
TeH/1epoB. PekoMeHaTenpHbIe THChMa npountaTh. Jlydme Bcero ObuTO OB
JUIL OpraHu3alMid MCTIONB3YIOTCS IS JOCTaBHUTh MTUCHMO-TIPE/ICTABICHUE
OLIEHKHU ux CIIOCOOHOCTH MPEIoIaracMoMy MOJTyYaTeto
MPEIOCTaBIATh TpeOyeMblil ypOBEHb BMECTE C BU3UTHOH KapTOUKOH, 4TOOBI
00CITy>)KUBAHHUSL. noJryyareib Mor MO3BOHUTh

OTITPABHUTEIIO Ha CIEAYIONINN JICHb.

131. [Tucemo-TpedoBanme, (Hampumep, | 132. [TuceMo, oTmpaBieHHOE IS

OIJIAThI) WM MUCHMO JI0 TIPEIbSBICHUS TIOJITBEPKICHUS (Hampumep,

MpeTeH3uu  — 3TO  THUCBMO €
U3JI0KEHUEM FOPUAMYECKOT0 3ampoca
(0OBIYHO COCTABIIEHHOT'O aJIBOKATOM), B
KOTOPOM COJEPXKHTCS TpeOOBaHUE O
BO3MEUICHUH yiiep6a NI
BBITNIOJTHEHUH KaKoro-inoo

TOJTyYeHUsT MaTepuayia), Ha3bIBaeTCs
MHACBMOM-TIOATBEPKACHUEM.
[lonyuenme  TOBapoB H  YCHYT,
MOJIy4eHHe JH000ro Apyroro muchbma
WK OOLIUX 3alpOCOB SIBJISIETCS LENbBIO
JaHHOT'O B4 ACJIIOBOI'O IMKUChMaA.
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00s13aTehCTBA B
MPEIoIaracMbIM

J0TOBOpa MOJTy4aTEeISIMH WIH
FOPUANYECKOU OIIUOKOM. Xots
MUChMa-TpeOOBAaHUA HE  SIBISIOTCSA
00s13aTeTbHBIMH TI0 3aKOHY, OHH 4acTO
UCIOJIb3YIOTCS, OCOOEHHO B Jenax
JOTOBOPHOTO  TIpaBa,  JICIMKTHOTO
mpaBa U KOMMepdYeckoro Impasa. B
HEKOTOpBIX  clydasx  TpeOyroTcs
JI0Ka3aTeNIbCTBA MIOTIBITOK
yperyanupoBaHus, pexe 4em
cyneOHoe J1eJ0 OYJeT MPUHSTO CYJI0M,
W JUTSI BBITIOJIHEHUSI 3TOTO TPeOOBAHHUS
OOBIYHO  HCIIOJIB3YIOTCS ~ MHUCHMO-
TpeboBanue. Hampumep, eciu KTo-TO
MO/I03PEBACT HApPYIICHHUE, BBITOJHO
OTIIPaBUTh NHCHMO-TpeOOBaHHE, B
KOTOPOM yTBEPIKIAETCs, 4TO Apyras
CTOpPOHA, MO-BHAWMOMY, HapyIlaeT, W
3ampamnmBaeT TapaHTUU HCIOJIHEHUS.
[TuceMo-TpeboBaHME YaCTO TPUBOIUT

CBA3U c
HapylIEeHUEM

K  IIMCBMY-OTKa3zy, B  KOTOpOM
YKa3bIBACTCs OCHOBaHUE JUTS
OTKJIOHEHMSI IPETEH3UM C  Balleu

CTOPOHBI, U HHOT/IA SIBJISCTCS XOPOIIUM
MOKa3zarejleM TOTOo, Kakhe Mepbl
3alUThl OYAYT NPHUHATHI, €CIH UCK
OyJIeT MoJIaH Mo3Ke.

OOBIYHO €ro OTHPABIAIOT IO
noute. [IucbMoO Takke HCHONB3yeTCs
IUIT OTBETa Ha 3alpochl M JKaJIOOHI,
OTHpABJICHHBIC KJIMEHTAMH, YTOOBI
npouH(GOPMUPOBATE M TOATBEPAUTH,
YTO COOOIIEHUE TIOTYICHO.

133. Kak cnemyer u3 HazBanus, o510 | 134. [lucbMO-U3BUHEHHE  MHILETCA
TUOIBI  JIENIOBBIX ~ TIHCEM, KOTOpHIE IUISL TOTO, 9YTOOBI BRIPA3UTh COXKAJICHHUE
OTIPABISAIOTCS  UCKIIOYUTEIBHO € M0 OTpeeTICHHOMY Bompocy. B Hem
[ENBI0 Pa3MENIeHus 3aKa30B, W OHH TOBOPUTCS O TIPU3HAHUH OMIMOKH,
MOTYT OBITH OTIIPABIICHBI ONTOBHKAM, npoOJIeMBbl WK 320y KICHHS, a TAKKE
PO3HUYHBIM TOPTOBIAM 170131 MPUHOCSTCS W3BHHEHHS. DTO CIIOCO0
IIPOU3BOIUTEITIO. BBIPa3UTh MCKPEHHEE COXaJeHHE IO

[Tucpmo-3aKa3 BKIIOYaeT B ceOst MOBOJIy OIIMOKH, a TaKkKe HAMETHUTh
BCE COOTBETCTBYIOIINE JeTa, JNCUCTBHS 1O  HCIPABICHUIO  HIIH
CBSI3aHHBIE C 3aKa30M, TAKHE KaK HOMEP BHECTH HEOOXOJWMBIE H3MEHEHUS,
cueTa WM KBHUTAHIMH, CBEICHHS O YTOOBI MOMNBITATHCSA YCTPAHUTH YIIEPO.
MPOAYKTE BMECTE co [TuceMo-u3BUHEHNE MOXKET OBITH
crienn(pUKaIUsIMH, KOJTUYECTBO 3aKa3a, OTHPABJIEHO KOMIIAHUEHW  KIIMEHTY,
HOMEp Hajiora C TMpOJaX M JApyrue MOCTABIIMKY WJIHM JJa)Ke€ BHYTPECHHEMY
CBEIICHMUS, OTHOCSIIITUECS K 3aWHTEPECOBAHHOMY JIMILY.
MPOU3BOJUTEN0, a Takke wnudpy,

YKa3bIBAIOIIYIO OOIIYI0 CYMMY 3aKa3a.

B 3aBHCHMOCTH OT COTJIaCOBaHHBIX
YCIIOBHI OIUTaTBI CyMMa IUIaTeXa
MOXeT OBITh BKJIIOYEHA WJIH HE
BKJIIOYCHA B IIMCHMO-3aKa3.

135. [Mucemo-xanobda (rmcemo- | 136. [Tucema-6marogapHOCTH OOBIYHO

pekiaManusi) — OTO BHJ JIEJTOBBIX
MHCEM, HAIIMCAHHBIX OJHOM CTOPOHOM

MUAIIYTCS  BBICHIMM  PYKOBOJCTBOM
CBOUM IIOJUYMHEHHBIM Il BBIPAKECHUS
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JIPYro CTOPOHE WIH IOPUIUYECKOMY
JIMILY, YTOOBI BBIPA3UTh OECIIOKONUCTBO
10 TIOBOJTY ONIPEAEICHHON MPOOIEMBI.

Kiment  MOXeT  HamnpaBHTh
NHCHMO-PEKIAMAlMI0  Ha  HPOIYKT,
9TOOBI YCTPaHUTh KaKoH-mu6o

HCIOCTATOK B ITPOAYKTC UJIK YKA34Thb HA

65aro1apHOCTH, YTOOBI MO3/IPABUTh X
C XOPOIIIO BHIMOJIHEHHON paboToil nim
JUISL TOTO, YTOOBI MOTUBUPOBATH UX.
OO6b14HO 3TO MUCHMO
JIEMOHCTPHPYET JKECT J0Opoil BOJIH,
KOTOPBII MOTUBUPYET COTPYHUKOB Ha
nanpHEHyr0 paboTty. 3a MHUCHhMOM-

IUI0XO OKa3aHHylo yciyry. [lucema- OaroapHoOCTbI0  OOBIYHO  CIIEAYeT
peknaManu  OOBIYHO KOPOTKHE MU JICHEXKHOE BO3HArPaXKICHUE.
OYCHb  KOHKPETHBIE 10  CBOEMY
COJIEpKaHUIO, aJipecoBaHHbIC
KOMIIAHWHU, OTBETCTBEHHOMY JIMILY WJIU
OTHEeNy.
WNHnorpa mnucema-xano0Obl MOTYT
TaKxKe coJepxarb 1aru 1o
YCTPaHEHHIO pOOJIEMBI W
OKUJAEMYIO KOMIIEHCAIHIO. 3a
UCbMOM-KaJI000# clleAyeT MNHCbMO-
MOJTBEPXKIECHUE, a 3areM IHCbMO-
W3BHHEHHE.

137. Ot Tunbel  JenoBeix  mucem | 138. [Tpodeccnonanproe
OTIIPABJISIOTCS Ui 3ampoca 051arolapcTBEHHOE MMHUCBMO —  3TO
oIpeJieIeHHON uHbopMaluu. B)XHBIM €c110COO COOOIIUTH KOJIeram,
OcHOBHasl 1IeJIb — Y3HATH O YEM-TO WU paboTomarensM, MOCTaBIIMKAM HIIH
BBISICHUTB €CTh JIM KaKOH-TM00 BOIIPOC, JPYTUM JEJOBBIM HapTHEpaM, 4TO BBl
Ha KOTOPBI HEOOXOAMMO OTBETHUTD. [ICHUTE WX BpPEMsS WM IpHaracMble
[TuceMmo-3anpoc JIOJ>KHO OBITh UMH YCUIIUAL. OtmpaBka
KpaTKUM M IO CYLIECTBY, C YETKO 051aro1apCcTBEHHOI0 MHUChMa YKPEIUT
3aJJaHHBIMH BOIIPOCAMHU. B3aMMOIIOHMMAaHHUE C MoJy4aTeieM U

JInno, oOpararomeecs c COOOIIMT O BalIMX HAMEPEHHUsAX Ha
3a1pocom, Ha3bIBACTCS Oynymee. Bo3zmoxkHo, OyneT ymMecTHO
3aIpalIBalOIUM, U 3alpalluBaroIni OTIIPAaBHUTH OJIAr0IapPCTBEHHOE IMHCHMO
JOJDKEH 00s3aTeNnbHO yKas3aTb CBOM MOCJIe TOTO, KaK KTO-TO IIOMOYKET BaM C
aJipec ¥ KOHTAaKTHBIC JTAHHBIE, YTOOBI C IOUCKOM  paloThl, KOTJa KIUEHT
HUM MOKHO OBLIO CBSI3aThCSL. COBEPIIUT  TOKYNKY  WJIH  €CJH

KOMITaHUS 3aKJIIOUUT C BAMU KOHTPAKT.
Bel  Takke  MoXere — OTHPaBUTH
oduIHansHOe 65aroapcTBEHHOE
MTUCHMO, YTOOBI POCTO BBIPA3UTH CBOIO
MPHU3HATEIBHOCTH KOMY-TO.

139. CayxeOHast mimu enoBast 3amucka | 140. [IpuBeTCTBEHHOE MUCHBMO — 3TO

— 9TO KOPOTKMH, HO (opManbHBIHA
JOKYMEHT, UCTIOJIb3yeMbIH ISt
OOIIEHUST MEXIY PYKOBOIUTEISIMH M
COTPYJHUKaMHU. D¢ dexTuBHBIE
3aMUCKU KPATKU U yIO0OHBI [T YTEHUS.
JIoKyMeHT mnpeaHa3Ha4eH B MEPBYIO
ouepenp TUTS BHYTPECHHETO
WCTIOJNB30BAaHUS,  HAmpuMmep, iAo
00BsIBIIEHUS] 00 W3MEHEHMAX BHYTPHU
OpTaHu3aIH 17001 OOHOBIICHHS
uH(pOpMaIU 0 COOpaHUSIX KOMIIAHUH.

oQUIMaNBHBINA CIIOCOO MpeICcTaBICHUS
KOMIIAHUM  WIM  COTPYAHHMKA, C
MIOMOIIBI0 KOTOPOTO IPENOCTABISAETCS

ocHOBHasg wuH(popmarusa. Hanpumep,
MIPUBETCTBEHHOE  I[HUCBMO  HOBOMY
COTPYAHUKY  BKJIIOYaeT B  cels

nH(pOpMaIIHIO, KOTOpas MOMOXKET UM
JydYllle TOATOTOBUTHCA K IEPBOMY
pabouemy [HIO, a MPHUBETCTBEHHOE
MMCbMO HOBOMY KJIMEHTY OJlaroJjapur
YeJloBEKa 3a 3aMHTEPECOBAaHHOCTb U
IPEIOCTABIISAET UM OCHOBHBIE
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CBC€ACHUA O KOMIIAHUMU. B noejaoM, B
9TUX IIUChbMax I/ICHOJII:3yeTC5I
MPUBETCTBEHHBI TOH, MOMOTANOLINN
YCTAaHOBUTH OoJiee TeCHble paboune
OTHOILLIEHUS.

Pa3zpaboTunk H.A. KocTpuubina
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