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! B 1aHHOM JIOKYMEHTE MPEACTABICHBI TUIIOBBIE OLIEHOYHBIE CpeacTBa. [10MHBIN KOMIUIEKT
OIICHOYHBIX CPEJICTB, BKIIOYAIOIINI BCE BAPUAHTHI 3a/1aHHH (T€CTOB, KOHTPOJBHBIX padoT U Ip.),
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Ilepedyenn nuIaHNpyeMbIX pe3yJIbTATOB 00y4YeHHS MO0 JUCHUIINHE (MOAYJIIO),

COOTHECEHHBIX € IUIAHUPYEeMBbIMH pe3y/JIbTATAMM 00pa30BaTeIbHOI MPOrpaMMbl

Ta6muma 1 — KomneTeHImu 1 MHANKATOPHI UX TOCTHXKCHHS

KO,I[ N HAUMCHOBAHHEC KOMIICTCHIINN

HHI[I/IKaTOpBI JOCTHIXCHUA

yHI/IBepCEUIBHBIG KOMIICTCHII N

YK-4.

JJI1 aKaAEMHUYECKOI'o u

Crnioco0eH npuMEHATh COBPEMEHHbBIE
KOMMYHHUKATHUBHBIE TEXHOJIOTHH, B TOM
YHUCJIe HA UHOCTPaHHOM(BIX ) S3bIKe(ax),

poecCHOHATLHOTO B3aUMOICHCTBUS

YK-4.1
JleMOHCTpHpYEeT yMEHHE BECTH OOMEH JeIOBOM
nH(popmareld B yCTHOW U MUCbMEHHOUW opMax HE
MEHEee YeM Ha OJTHOM UHOCTPAHHOM SI3bIKE

Tabmuna 2 — [Maciopt ¢oH/Ia OIICHOYHBIX CPEJICTB

3aaHus

KoHnTposmpyembie ®opmupyemas | HammenoBanue
pa3aeJbl (TeMbl) KOMIIeTeHI[HS OLIEHOYHOI'0 IMoka3zaTeid OlleHKH
AUCHUILIHHBI cpeacTBa
VYK-4 Cnucok CocraBieHue
Oobmenune no Tenepony JUTEPAaTYpHBIX | CUCTEMATU3UPOBAHHOIO
HCTOYHHUKOB TIIO | CIIMCKA MCIIOJIb30BaHHBIX
TEMaTHKe, HUCTOYHUKOB, PEIICHHE
TECTOBBIC TecTa
3aJIaHHS
JlermoBoe mMchbMO, BUIbI VK-4 KoHcrexr, Ectp/HeT, pemenue Tecta
JIETIOBBIX TTUCEM TECTOBBIC
3aJaHus
CocraBnenus (hakcoBoro VYK-4 KoHcnexkr, Ecte/HeT, 00beM 3HAHUI
1 DJIEKTPOHHOTO cobece0BaHKEe, | MO JaHHOH TeMe,
COOOIICHUS TECTOBBIC peleHue Tecta
3aJIaHMs
VYK-4 Koncnekr, Ecte/HeT, 00beM 3HAHUI
TpynoycTpoiicTBo cobecenoBanue, | MO JaHHOU TeMe,
TECTOBBIC pelieHue Tecta
3aJIaHMs
VYK-4 Koncnekr, Ecte/HeT, 00beM 3HAHUI
[enoBas BcTpeya cobecenoBanue, | 1o JaHHOM TeMe, pEIICHUE
TECTOBBIC TecTa
3aJIaHHs
VK-4 Koncmnekr, Ecte/HeT, 00beM 3HAHUI
ITeperoBopsl cobecenoBanue, | 1Mo JAaHHOW TeMe, PEIICHUE
TECTOBBIC TecTra
3a/IaHHs
Peknama VK-4 Koncmnekr, Ectb/HeT, 00beM 3HAHUI
coOeceloBaHMe, | IO JAHHOH TeMe, PelIeHue
TECTOBBIC TecTra




VK-4 TecroBble 3agan | EcTh/HeT, 00beM 3HAHMI
JlemoBast aTHKa U STUKET Koncrmexr, 10 JAaHHOM Te€Me€, pEIICHHE
cobeceqoBaHue, | TeCcTa
TECTOBBIC
3a/laHus
3auer (oyHas, 3a04yHas YVK-4 Pemenue Bcex Pemienue Bcex TECTOBBIX
dhopma oOydeHwHs) TECTOBBIX 3aJIaHHI 110 TEMaM
3aJ1aHUM 110
TeMaM

1 Mertoanyeckue MaTepuaJIbl, ONpeaesole NPoueIypbl OLeHUBAHUS 3HAHM,
YMeHH, HABBIKOB U (MJIM) ONBITA AeSITeJIbHOCTH, XapaAKTEePU3YIOLIHe MPoIecc
¢GopmMupoBaHusI KOMIIETEHIM I

Metoanyeckre MaTepualbl, ONPECIISIONIMe MPOIEIyphl OIICHUBAHUS 3HAHUM, YMCHHUH,
HABBIKOB W (WJIM) ONBITA JIEATEIHHOCTH, TPEJICTABICHBI B BHUJIC TEXHOJOTUYCCKOW KapThI
JUCHHIUIMHEI (Tabnuna 3).

Tabmuma 3 — TexHooruueckas Kapra

HaunmeHnoBanue Cpoku IIxana Kpurepun
OLICHOYHOI0 CPEACTBA BBINOJIHCHHU S OLICHMBAHHSA OLICHMBAHHSA
Ilpomesrcymounas ammecmavusn 6 popme «3auemay (0151 04HOU U 3A04HOU POpMbL
o00yuenus)
TecToBbIe 3a1aHus B Teuenuu | oT 0 1o 5 6awroB | 3auer/Hezauer
00yueHus o
JUCLUILINHE
HUTOTI'O: - ____OamioB -
Kpurtepun oneHkH pe3yibTaToB 00y4eHus! 110 M CHHUILIMHE:
[ToporoBelif (MUHUMAaJIbHBII) ypOBEHB AJIsl aTTeCTalluu B opMe
3adera — 75 % OT MaKCHUMaJIbHO BO3MOXKHON CyMMBI 0aJlJIOB
3aueT BBICTABIISETCS MIPU CIaY€ CTYACHTOM BCEX TECTOBBIX 3a/laHUM
HaumeHnoBanue Cpoku Ixana Kpurepun
OLICHOYHOI'0 CPeaCTBA BbIIIOJIHEHH S OlLIeHUBAHMS OlLleHUBAHUS

Ilpomesicymounas ammecmavyun 6 popme «Ik3amen» (014 3a04HOU hopmbl 00yuenu )

KeiticoBoe 3ananue

Brimmonnenue B
TEYESHUH

ot 0 mo 10 6anos

Orenka ot 2 10
5

0 KPUTEPHIM

o0OydeHus o
AUCHUITIINHE n
3aIuTa

HUTOI'O: - ___ Oannos -

Kpurtepuu oneHkn pe3yibTaToB 00y4eHUs 1O AUCUMILINHE:

0 — 64 % OT MakCHMaJbHO BO3MOXKHOW CYMMBI OQNIOB — «HEYJOBJICTBOPUTCIHHO
(HeOCTaTOYHBIN YPOBEHD Il IPOMEXYTOUYHON aTTeCTalluu MO0 AUCHUILINHE);

65 — 74 % OT MaKCUMaJbHO BO3MOXKHOW CyMMBI OaJIJIOB — «Yy/JOBJIETBOPUTEIHHOY
(moporoBblil (MUHMMAJIbHBIN) YPOBEHb);

75 — 84 % OoT MakCHUMaJIbHO BO3MOXHOU CyMMBI 0aJJIOB — «XOPOLIO» (CPEIHUN YPOBEHb);
85— 100 % oT MakcHUManbHO BO3MOXKHOM CYMMBI OaJlIIOB — «OTJIMYHO

(BBICOKMH (MaKCHMAaJIbHBIN) YPOBEHB)
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2 TunoBble KOHTPOJIbLHBIE 32/IaHNUS WJIH HHBbIE MATEPHAJIbI, HEO0X0UMBbIE 1151
OLIEHKHU 3HAHUI, yMEeHH i, HABBIKOB U (MJIH) ONBITA AeSATEeJIbHOCTH
XapakTepu3ymouue npomecc popMupoBaHus KOMIETEHIUH B X0/1e 0CBOCHUS
00pa3oBaTeILHON MPOrPaMMbI

2.1 3aganus ISl TEKYIIEro KOHTPOJIsl YCIeBaeMOCTH

[TPUMEP

1. OGpa3el JEKCUKO-TPaMMaTHYECKOTO TECTa!
BriGepuTe npaBUIbHBIN 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. 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) casualty
b) causally
c) casually

2. Obpasen pedeprupoBaHus TEKCTa HA aHTIIMIICKOM SI3BIKE JIETTOBOM M MPOodheCcCHOHATBHOM
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
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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. OOpa3zel HeaJanTHPOBAHHOTO TEKCTA JACJIIOBOM U TPO(ECCHOHALHON HATPABICHHOCTH JIJIs
NMUCBbMCHHOT'O II€PEBOAA C AHTJIMICKOrO SI3bIKa HA pyCCKI/Iﬁ SA3BIK CO CJIOBApPEM:
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. Obpa3zel MICHbMEHHOTO TIEPEBO/Ia AaHHOTAIIMN HAYYHOH CTaThH JACJIOBOM M MPOo(ecCHOHATBLHOM
HAIIPaBJICHHOCTH C PYCCKOTI'O sI3bIKa HA aHTJIMHACKUI CO CI0BApEM:
OCHOBHBIE BOITPOCHI YITIPABJIEHUS THHOBAITMOHHOM JESATEJIBHOCTBIO
[TPOMBIIIJIEHHBIX HPEI[HPHHTHPI
OX&paKTepI/I3OBaHa CylIeCTByromasa CuTyauuns I/IHHOBaHHOHHOﬁ AKTUBHOCTH B p€aJIbHOM CEKTOPE
DKOHOMUKH. Y CTaHOBJIEHA CTPYKTypa HAy4YHO-IIPOU3BOACTBEHHOI'O IIPOLECCA, OCYLIECTBIAEMOTO
Ha OpCANpUATHN B LCIAX CO3JaHHsI, OCBOCHUS IIPOU3BOACTBA U U3IOTOBJICHHUA I/IHHOB&HI/IOHHOﬁ
MMPOAYKIHH. HpC,Z[J'IO)KeHBI K HCIIOJB30BAaHHWIO OKOHOMETpHYECKad MOACIb MW  MECTOJ
MOP(}OJIOTHYECKOTO aHanu3a B LEIsIX (OPMUPOBAHUS CTPATETMH WHHOBAIIMOHHOTO PAa3BUTHUS
IPEANPUATHS.
ITepeBo.
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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IlepeyeHb KOMIIETEHIUI, (POPMHUPYEMBIX IMCUHMIIHHOM:

Kon Conep:xanue KOMIETEHIIHU
KOMIIeTeHIIUH
YK YHuBepcajibHble KOMIIETEHIIUN
YK-4 CIIOCOOEH MPUMEHSATh COBPEMEHHbIE KOMMYHHUKATUBHbBIE TEXHOJIOIMH, B TOM

Yucjae Ha HMHOCTpAaHHOM(BIX) s3bIKe(ax) s
POEeCCHOHAIBHOTO B3aUMOJICHCTBUS

aKaICMHUYCCKOIro H

OLIEHOYHOE CPEJICTBO Konrpoampyem
(mecmuposanue) an
KOMIEeTEeHIHsI
1. ConocraBbTe aHIIMIiCKHE M PYCCKHE IKBUBAJICHTHI. YK-4
1. nenoBoe MUCHMO a. informal letter
2. 3aKimounTeNbHas (paza BEKINBOCTH b. layout
3. azpec OTIPaBHUTEINS c. writer’s address
4. manka muchbMa d. reader’s name and addre|
5. IpUBETCTBUE e. block style
6. UM U aJIpec TOTydaTes f. greeting
7. cOMMOKMPOBAHHBIH CTUIIb g. formal business letter
8. yKkazaHue Ha TeMy MHChMa h. carbon copy (c\c)
9. moamnuck i. subject heading
10. yka3aHue Ha pacChUIKY KO J. body
11. MOKHOCTH OTIPABUTEIIS k. complimentary close
12. npunoxxeHne . signature
13. ums oTpaBuTENs m. writer’s name
14. ctpykTypa nuchma n. attention
15. OCHOBHOU TEKCT 0. letterhead
16. npy*x)eckoe mUCbMO p. enclosure
17. yka3aHue Ha KOHKPETHOE MTUCHMO q. writer’s title
2. Kakue 4yacTi nMcbMa COOTBETCTBYIOT €ro 0JI0Kam. YK-4
1. Re: Single room reservartion a. reference line
2. Enc: 2 pages b. reader’s address
3. I look forward to hearing from you. c. sender’s address
Yours sincerely,
4. Sam Brown d. boby of the letter
Sam Brown
Purchasing Manager
5. Clothco Plc. e. enclosures
261 Whitesea Drive
Birmingham, BG 9218 GB
6. We are writing to confim ... f. greeting
7. 24 May, 20— g. complimentary close




8. Dear Sir/Madam,

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

h. signature block
i. date

3. CooTHecHTE YACTH OTHOTO MPeAT0KEHHS. YK-4
1. Following your advertisement in the | a. a copy of our brochure and price
“Daily Express”... list.
2. Please find enclosed... b. doing business with you in the near
future.
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 OJTHOTO MPeAJI0KEeHHS. YK-4
1. We acknowledge receipt of... a. for the inconvenience you have 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 OJTHOTO MPeAT0KEHHS. YK-4
1. We would be grateful if you could... | a. a visit from your salesman.
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 J1eBYI0 M IPABYI0 YacTh MUCbMA, MOAXOASIIINE APYT APYTY 10 YK-4

CMBICJTY.
Beginnings

1. | am writing in response to your

advertisement in yesterdays Daily Scope

concerning a vacancy in your sales department.

2. 1 am writing in reply to your letter requesting
information about our products.

3. | 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. 1 am writing to apologise for the changes in
the schedule for the seminar on direct selling.

Endings

a. We feel confident that
something in our range th
requirements and look forwa
your order.

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 mg
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.

anticipation of your kind coope




7. Bei0epure cooTBeTcTBYIOIIHE (pa3bl U3 NPABOH KOJOHKH, NOAXOASIIHNE K
onpeaeJeHHBIM BHIaM 1€J10BOT0 MUCHMA.
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 ¢. 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
1. Please accept our sincere apologies for...
j. I wonder if I might ask you for...
k. I thought it would be useful to confirm in wri
I. I am writing in response to your letter request
about...

YK-4

8. PacmoJiokuTe AUAJIOT B IPAaBUJIBLHOM MOPSIKeE.
1. Yes, whenever you wish.
2. Thanks. Is there somewhere we can get some coffee?
3. Good morning. Can | 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

9. Pacmosio:xure AUAJIOr B IPABUJIBHOM IIOPHAIAKE.
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’dlove to! Anyway, I’'m afraid | 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!

o1

YK-4

10. IIpouTHTe TEKCT U paccTaBbTe pedepupoBaHue B NPABUILHOM MOPSI/IKe.
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

YK-4
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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 I say 'thank you for another day"."

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

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

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

at a ceremony at JFK.

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

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

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

w

11. HpoanaiflTe TEKCT, ONPEACIUTE, KAKUEC YTBEPKICHUA BEPHbIC, KaKHUE
HEBECPHBIC U 0 Y€M B TEKCTEC HEC 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 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.

1. Helen Keller was born deaf and blind.

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

3. First Miss Sullivan taught Helen to count.

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

5. Helen’s lectures were popular.

6. Helen Keller finished college successfully.

7. Helen’s book about her life was translated in many languages.
8. Helen never left her home town.

12. CooTHecuTe BONPOCHI M OTBETHI HA HUX. YK-4
1. What are the requirements? Who can apply | a. Full sponsorships are avai
for the conference? Creation Labs. How to be elig
the Lab.

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

World Business Dialogue? to apply for the World Bus
There are no special requirem
being enrolled as a student in
institution. You will need your
thoughtful answers to ou
questions. If you are a young a
and have already been between
the job you are eligible to get o
professional tickets, which ca
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 appl

4. How do | know if | was accepted to the World | d. Students from any field of g

Business Dialogue? The conference is not exc
economics students.

13. CooTHecuTe BONMPOCHI 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.
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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

phase in early February.

Wednesday, we highly recomm
early as possible. If you do this
will also have the chance to get
price. We will most likely close the application

year has passed
[ the time the

application yet.
natched into the
Monday until
end applying as
iccordingly, you
a reduced ticket

14. PacnoJio:KuTe 4YaCTH J1eJI0BOT0 MMChbMAa B MPaBUJILHOM 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. | am writing to inform you that yesterday | got my new TV-set, which was
delivered by your delivery service. The package was undamaged so | signed all
the documents and paid the rest of the sum. However, when | unpacked it I found
several scratches on the front panel.
5. May 12, 2019
6. Sergey Lupin
48 Anatolia Street, Apt.5
Barnaul 658000
Russia
7. Dear Sirs,
15. CooTHecHTE YaCTH pe3oMe ¢ UX Ha3BaAHHEM. YK-4

1. Office 10, Windows, Internet, AutoCAd, | a. Education
MATLAB
2. To improve the conservation of our resources | b. Languages
using the skills | have learned and practiced
over the years at the biggest agricultural
improvement company in the United States.
3. Irina Somova from Manpower Inc. c. Computer Skills
somova_i@mail.ru
+7-962-963-5624
4. Tyler Parkinson d. References
45 Popova Street
Barnaul 656057
Russia
Tel. +7-905-945-6621
E-Mail: parkinson_t@mail.ru
5. 2019-present e. Personal Information
Manpower Inc.
Virtual Agricultural Engineer Recruiter

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

Work with recruiting metrics.
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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 01MH BAPUAHT U3 NPEIJI0KEHHbIX.
Hostess: «Your bag is 3 kilos overweight. You have to pay excess luggage
charge».
Passenger: « ».
1. What? It’s only three kilos!
2. Oh? It’s only three kilos. All right then.
3. You have no right to charge me!
4. d) No, I can’t lift this bag.

YK-4

17. Bei0epuTe 011H BADHAHT U3 NPeIJI0KEHHBIX.
Attendant: «Good morning. What can | do for you?»
Customer: « ».

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

2. Fill itup. I’'m in a hurry.

3. Don’t you see I need petrol?

4. Do you have cars here?

YK-4

18. BoiOepuTe 0o111H BapUAHT U3 NpPeIJI0KEeHHBIX.
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. Ican’tdo that.

YK-4

19. K xakoMy Buy 1€710BOr0 JOKYMEHTA OTHOCHTCS CJIeYIOIIUH OTPBIBOK?
On 12 August | ordered 12 copies of Background Music by H. Lowery under my
order number FT 567. On opening the parcel I found that it contained 12 copies of
History of Music by the same author. | 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
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3. Memo
4. Letter of Complaint

20. K kakomy BHY J1€JIOBOI0 JOKYMEHTA OTHOCUTCH CJIeYIOIINH OTPHIBOK?
EDUCATION: August 2007 — present: Baltimore Community College, Baltimore,
MD A.A.S. — X-Ray Technologist Program.

1. Resume

2. Memo

3. Advertising letter

4. Inquiry Letter

YK-4

21. BoiOepuTe 01MH BAPMAHT U3 NPeEAJI0KEeHHbIX.
Receptionist: «Just a moment, please, while | check. You have a reservation for a
three-room suite for tonight»
Guest: « 7
1. What?! I didn’t ask for a suite.
2. I'm afraid there’s been a mistake. I only asked for a single room, not a
suite.
3. You must be kidding me. I don’t need a suite.
4. 1 will book a room here.

YK-4

22. BoiOepuTe 0JMH BAPUAHT U3 NMPeII0KeHHbIX.
Customer: «This soup is cold».
Waiter: « ».

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

2. s this my problem?

3. So what?

4. 1don’t know.

YK-4

23. BoiOepuTe 01MH BAPMAHT U3 NPeAJI0KeHHbIX.
A: «Excuse me. Can | talk to Mr Nolan?»

B: « »,

We don’t have such a person.

I’m afraid, Mr Nolan is out.

Who’s asking?

4. What?

wn e

YK-4

24. K kakomy BHAY [1€JIOBOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOUIUIl OTPHIBOK?
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

25. K kakomy BHY /1€JIOBOT0 IOKYMEHTA OTHOCUTCS CJIeAyIOIHii OTPbIBOK?
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

26. K xakomy BHy 1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJICAYIOLIUA OTPbIBOK?
This is to call your attention to an oversight in your spring advertisement on
overseas travel. You have totally overlooked the entire Mediterranean region. We
hope to receive a corrected brochure at your earliest convenience.

YK-4
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1. Cover Letter
2. Inquiry Letter
3. Memo

4. Letter of Complaint

27.K KaKoOMYy BUIY A€JIOBOTI'0 JOKYMEHTA OTHOCUTCH c.]IeI[leIIII/Iﬁ OTpLIBOK?
| 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

28. BoiOepuTe 01MH BAPMAHT U3 NPeEAJI0KEeHHbIX.
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

29. BoiOepuTe 01MH BAPMAHT U3 NPeEAJI0KEeHHbIX.
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

30. BoiOepuTe 0IMH BAPHAHT U3 NpPeENJI0KEHHBbIX.
Business partner 1: «Iltems 2.5 and 2.6 lacked in the consignment of the
equipment».
Business partner 2: « ».
1. We apologize for the oversight. It won’t happen again.
2. It’s not our problem.
3. Is this our problem?
4. 1don’t understand your problem.

YK-4

31.K KaKoOMY BUIY A€JIOBOT0 JOKYMEHTA OTHOCUTCH c.11e}1y10umi71 OprIBOK?
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

32. K kakomMy BHY [1€JI0BOT0 JOKYMEHTA OTHOCHUTCS CJIeYIOIUil 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
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2. Inquiry Letter
3. Cover Letter
4. Advertising Letter

33. BoiOepuTe 0JMH BAPDUAHT U3 NMPeII0KEHHbIX.
Receptionist: «Yes, Mr Brown. A single room with a bath for two nights, is that
right?»
Guest: « ».
1. Canlgive 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

34. BoiOepuTe 0MH BAPDUAHT U3 NMPeII0KEHHbIX.
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. 1t’s your fault!

YK-4

35. K kakomy BHAY [1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeAYIOUIU 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

36. K xakoMy BHY 1€J10BOT0 JOKYMEHTA OTHOCHTCS CJIeTYHOIIU
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

37. YﬁepnTe H3 HEMOYKHU OAHO Henmoaxoadauee mo CMbICTY 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

38. Y0epuTe u3 HenoYKH OTHO HENMOAXo/As1Iee 10 CMbICJIY CJIOBO.
1. produce — design — calculate — manufacture
2. personnel —employees — staff — applicants
3. division — department — bank — section
4. recruit — hire — headhunt — fire

YK-4

39. Y0epuTe u3 nenoYKH OHO HEMOAXO/AsIIee 0 CMBICIY CJIOBO.
1. businessman —employee — entrepreneur — owner
2. profit — initial capital — equity capital — assets
3. firm — enterprise — company — market
4. profit — loan — income — revenue

YK-4

40. CoBMecTHTE TIJaroj ¢ CymeCTBHUTEIbHBIM, 4YTOObI MOJYYHJIOCH
ciaoBocoderanue. Kaxaoe c10B0O MOKHO HCII0JIH30BATh TOJbKO OJUH Pa3.

YK-4
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1l.torun a. a partner
2. to charge b. a company
3. to solve C. aprice

4. to welcome d. a problem

41. CoBmecTuTe T1JaroJ ¢ CYHIeCTBUTEIbHbIM, YTOObI MOJYYWJIOCH
cjoBocoueTanmne. Kaxxaoe ¢jioBO MOKHO MCII0JIL30BaTh TOJBKO OJUH 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. C.]'Ie)lleIIll/le OTPBIBKH B3(ATbI HU3 Pa3sjIMYHbLIX [J€J0BBIX ITHCEM.
Onpenennrte, K KAKOMY THILY OTHOCUTCS KaKIblil U3 OTPbIBKOB.

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

43, Oﬁpa3yﬁTe CYIICCTBUTEC/IbHBIC U TIPUJIATATCJIbHBLIC U3 TAHHBIX IJIAr0J0B.
Verbs Nouns (activity) Nouns (person)

. to work

. to apply

. to create

. to export

A WDN B

YK-4
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. Oﬁpa3yﬁTe CYIICCTBUTEC/IbHBIC U TIPUJIATATECJIBbHBLIC U3 TAHHBIX IJIAr0J0B.

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

. to supply
. to instruct

A WDN B

YK-4

4

(62}

. OﬁpasyﬁTe CYIIECTBUTEC/IbHBIC U IPUJIATATECJIBbHBLIC U3 TaHHBIX IJIAr0J0B.
Verbs Nouns (activity) Nouns (person)

.to use

. to produce

. to interview

. to manufacture

A WDN B

YK-4

46. HanuuuTe TEPMHUH K KAXKIOMY U3 onpe/eIeHuii.
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 . HanuimuTe TEPMUH K KAXKI0OMY U3 onpeeIeHuii.
1. Someone, who starts a company, arranges business deals and takes
financial risks in order to make a profit.
An amount of money that you borrow from a bank.
A person who provides raw materials for the production.
4. Money that you gain by selling things or doing business.

2.
3.

YK-4

48. HanuuuTe TEPMHUH K KAXKIOMY U3 oNpe/esIeHuii.
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. HanuuuuTe TEPMHUH K KAXK/I0MY U3 onpe/eIeHHii.
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 HanboIee MOAXOASIIIEE CIAOBO.

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

YK-4

51. PackpoiiTe ckOOKH, HCIOJIB3YS MOAXOASNIYI0 (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, HCIOJIL3Ys MOAX0AsIILYI0 GopMy 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:KEeHHBIE 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. BriOepuTte Haubosee moaxoasimee cJI0BO.

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

YK-4
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55. BbiOepuTte HanGoaee moaxoasnee cao0Bo.

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 HauboIee MOAXO/AsIlEe CJIAOBO.

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 HY:KHYI0 dopmy.
1. Service industries (play) a dominant role in Britain's economy.
2. Allkinds 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 CKOOKHM M MOCTaBbTE IJ1aroJ B HY:KHYI0 ¢popmy.

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 cKOOKHM 1 MOCTaBbTE IJ1aroJ B HYKHYI0O ¢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 ckoOKHM U MOCTaBbTe IJ1aroJ B HY:XKHYIO 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 npaBHJIAbHYIO (popMy riaroJios "be’ uwiam "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. BcraBpTe npaBHJIbHYIO (popMy riaroJios "be' uwam "have'.
1. There three steps in an effective disciplinary program.

YK-4
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2. Penalties to be imposed fairly.

3. All penalties been imposed fairly.

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

department within a division.

63. Bri0epuTe MpaBubHYI0 (popMy /Ui KaxKA0ro mpeajioxenus. Kaxnas
¢dopma MoKeT MCII0JIb30BATHCS TOJLKO 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.
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64. BpiGepuTe npaBuJbHYI0 GopMy IS KAXKIAOT0 mpeaio:keHus. Kaxnas
(l)OpMa MOKET UCII0Jb30BaThCA TOJILKO OJMH pa3.
distribution/ distributor/ distribute/distributing
1. Factory representatives products to wholesalers and retailers.
2. Moving a truckload of apples from the orchard to the supermarket is an
example of
3. c. British Leyland is an importer and by trade distribution of goods

YK-4

65. Bri0epuTe MpaBWIbHYI0 (popMy Ui KaxKA0ro mpeajioxenus. Kaxnas
¢dopma MoOKeT HCI0JIB30BATHCS TOJBKO OJMH Pa3.
selling/sales/ sells/ sale
1. How efficiently a company___ its products will in large measure
determine its success.
2. A company's annual report includes the figures for the current fiscal
year.
3. c.Samgota with one of the top manufacturers.

YK-4

66. BbiOepuTe npaBWIbLHYI0 GopMy IJIsI Ka:KA0ro npeaio:xenus. Kaxnas
(l)OpMa MOZKET UCIMOJb30BATHCH TOJbKO OAMH pa3s.
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.

YK-4

67. BoioepuTe npaBHIbHYI0 GOPMY VIS KAXK/I0I0 NPeA10KeHHs.
information/ informative/ fulfillment/ fulfill

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

2. Many interested parties require specific financial .

3. Before the accountant could become the Financial Director she hadto
a number of requirements.

4. People there find in working for a common goal.

YK-4

68. CooTHecHTe aHIINIiCKIE BBIPAKEHHSI C PYCCKMMU 3KBHBAJIEHTAMH.
1. business proposal (offer) a. O3IPaBUTEIBHOE THCHMO
2. cover letter b. nenoBoe npeIoKEHNE
3. letter of congratulation C. PeKOMEH IaTeIIbHOE MUCHMO
4. letter of introduction d. conpoBoIUTENHEHOE TTHCEMO

YK-4

69. BoiOepuTe npaBHIbHYIO GOPMY VIS KAXK/I0T0 NPeA10KeHHs.
record/ records/ research/researcher
1. Bookkeepers business transactions and periodically do a trial to
sec if both sides of an account match.

YK-4

20




2. Accountants analyze financial and decide how to present them.
3. Defining the problem is often the hardest step in the process.
4. When the problem has been carefully defined, the sets objectives.

70. BoioepuTe NpaBUWIbHYI0 GOPMY JIs1 KAXKIO0T0 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. ¢. The North Sea oil contributed in of living in Britain.

YK-4

71. 3amenure BBIJICJICHHBIC TCPMHUHBI CJI0BAMHU, YKA3AHHBIMHA HUKE:
acquire, utilizes, expect, capital
1. The management is still searching for the (money) necessary to purchase
equipment.
2. The managers (anticipate) that the company will grow in the nearest
future.
3. In making investments, a financial manager (uses) a wide variety of
information provided by all departments of the company.
4. A company needs sufficient funds to (obtain) necessary assets, such as
property, buildings, and inventories.

YK-4

72. 3ameHnure BBIJICJICHHBIC TCPMHUHBI CJI0BAMHU, YKA3AHHBIMHA HUKE:
primary, arrangement, last, repaid
1. One of the (chief) elements in financial planning is achieving the correct
balance between long-term and short-term capital.
2. When a company wants to expand, one (factor) that always affects this
decision is cost.
3. When an individual borrows money from a bank, this money must be (paid
back) by a specific date.
4. In general, a business that is able to manage its finances successfully
will (continue) to exist.

YK-4

73. 3anoJIHNTE NPONYCKH Bbl/1eJICHHBIMHU CJ10BAMU
money, value, purchase, investments, evaluated, priced

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

YK-4

74. BoiOepuTe NpaBUWIBbHYIO (POPMY /IS KA2KI0T0 NPeIJI0KEeHHS.
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 NpaBUWIbHYIO (POPMY ISl KA:KI0T0 MpPeIJI0KeH .
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

21




76. BoioepuTe NpaBHIbHYIO GOPMY VIS KAXKI0T0 NPeAT0KeHHs.
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 NpaBUWIBHYIO (POPMY /ISl KA:KI0T0 NPeIJI0KEeHHS.
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 NpaBUWIbHYI0 GOPMY 1JIs1 KAXKI0T0 NMPeII0KeHusl.
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 aHTJINIICKNE BHIPAKEHHSI ¢ PyCCKMMH YKBHBAJEHTAMHU.
1. permanent staff a. BpEMEHHBIN MITAT
2. temporary staff b. paboToaarens, HaHUMATEIH
3. employer C. MOCTOSIHHBIM IITAT
4. employee d. HaeMHBII PaOOTHUK

YK-4

80. BoiGepuTe NpaBWIBLHYIO (hOPMY IS KAXKIAOTO MPEII0KEHHS.
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 aAHIJIMIICKHE BHIPAKEHHS ¢ PYCCKMMHU 3KBHBAJIEHTAMM.
1. a jobseeker a. HAaHUMaTh Ha paboTy
2. to hire b. yBOJBHATH ¢ pabOTHI
3. to fire C. yiTu/0pocutsb paboty
4. to quit d. nmynmit padory

YK-4

82. HexoTopble TeMbl HelmpueMJieMbl ISl 00CY:KIeHUsI B CBETCKOM Oecefe.
OTMeTbTE BapuaHT «True», ecau Bbl cuuTaere YTBEPKACHUE BEPHLIM, M
BapuaHT «False», eciin yrBep:kieHue 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. Itis rude for both children and adults not to make small talk with strangers.

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

YK-4

83. HekoTopble TeMbl HempueMJIeMbl [IJIsl 00CY:K1eHUsI B CBETCKOM Oecee.
OrMmerbTe BapuaHT «True», ecim Bbl cuMTaere yrBepikaeHHe BEPHBIM, M
BapuaHnT «False», eciin yrBep:k1eHue HeBepHO.

1. Politics is a controversial subject according to society.

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

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

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

YK-4

84. Nomoanute quajor ¢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?

Mr. F.: Hello! (1) ? My name’s John Ferry.
Ms. B.: (2) ? Pleased to meet you. I’'m Julia Bell. (3) ?
Mr. F.: I represent Powers Group. I’m the Marketing Assistant. (4) ?
Ms. B.: I work in the office. I’'m an accountant.
Mr. F.: (5) ?
Ms. B.: Yes, | do.
Mr. F.: (6) ?
Ms. B.: Three years ago, after graduating from the college.
85. CoBmecTHTE YacTH NPeJI0KEeHUI M y3HANTe, KAKMX IPHUHLMIIOB 1eJ10BOM YK-4
3THKH NPUAEPKUBAIOTCH OM3HECMEHbI B Pa3HbIX CTPAHAaX.
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 ent
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, md
and methods of production and distribution
86. CooTHecHTe aHTJIMIICKHE BBIPAKeHHsl C PYCCKMMH YKBHBAJIEHTAMM. YK-4
1. order-letter a. MUCbMO-peKIIaMaIus
2. inquiry letter b. muceMO-TIOATBEPK ICHHE
3. claim letter C. MUCbMO-3a1pocC
4. letter of acceptance d. mucpmo-3aKas
87. CooTHecHTe aHIJIMIICKHE BBIPAKeHHUsl C PYCCKHMH SKBHBAJEHTAMM. YK-4
1. addressee a. ajJipec MmoyryyaTens
2. salutation b. momy4arens
3. inside address C. IPUBETCTBHUE
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4. body of the letter | d. Texcr mEcEMa

88. CooTHecHuTe aHI/IHIiCKHE BHIPAKEHHS C PYCCKUMHU IKBHBAJIEHTAMM. YK-4
1. recruitment a. KaHIU/IaT Ha JOJDKHOCTh
2. a job interview b. paboTa ¢ HCIBITATEIILHBIM CPOKOM
3. an applicant C. HaOOp HOBBIX COTPYHHUKOB
4. work trials d. cobecenoBanue
89. CooTHecHTe aHTJIMIICKHE BBIPAKeHHUsl C PYCCKUMH SKBHBAJIEeHTAMM. YK-4
1. to establish a business a. OTKPBITH J€JI0, KOMITAHUIO, OU3HEC
2. to run a business b. 3amecturens
3. to set up a company C. CO31aTh, YUPEIUTh KOMITAHUIO
4. deputy d. BecTH J1e110, yIpaBJisiTh OM3HECOM
90. BiOepuTe HECKOJIbKO BAPUAHTOB U3 MPeIJ10KEeHHbIX. YK-4
Kak M0kHO 00paTUThCS K HECKOJIBKUM a/IpecaTtaM MY>KCKOro mnosa?
1. Dear Sirs,
2. Men,
3. Dear Mr Keenly, Mr Chu, and Mr Tell,
4. Professors,
91. BoiOepuTe 0AMH BAPMAHT U3 NPeEAJI0KeHHbIX. YK-4
Kak nepeBoautcs kmmie | shall be grateful to you?
1. Hckpenne Bam
2. Kny Bamiero otBeta
3. Cnacubo 3apanee
4. byny Bam OmaronapeH
92. BpiOepuTe 0OAUH BAPMAHT U3 MpPeEAJI0KEeHHbIX. YK-4
Kakas ¢hopmyna nporuianus noaxoaut K npuBetctuto Dear Mr White?
1. Yours faithfully,
2. Faithfully yours,
3. Warm wishes,
4. Sincerely,
93. BoiOepuTe OAMH BAPMAHT U3 NMPEAJI0KEeHHbIX. YK-4
Kak oOpatuThcs B JI€TOBOM NMHChME K TPYIIE JKEHIMHE O€3 MepedncIIeHUs] UX
UMEH?
1. Dear Mesdames,
2. Dear Ms and Ms,
3. Dear women,
4. Ladies,
94. BoiOepuTe 0OAUH BAPMAHT U3 NPeEAJI0KeHHbIX. YK-4
Kaxkoe ciioBo npomymiero B kiumie | am looking _ to hearing from you soon?
1. forward
2. font
3. forever
4. for
95. BbiOepuTe HeCKOJIbKO BAPUAHTOB U3 MPeIJ10KeHHbIX. YK-4
Kakne 13 nmepeuncieHHbIX KOHCTPYKITHIA HE SBISTIOTCS TPAaMMAaTHYECKH BEPHBIMU?
1. Speaking at the situation...
2. She might to extend...
3. In order to conduct...
4. Assuming that...
96. BriOepuTe HECKOJIbKO BAPUAHTOB U3 MPeJ10KeHHbIX. YK-4

Kaxkue xnuire Hanmvcanbl TPaBUIILHO?
1. He would be a tremendous asset...
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2. Twould like to state an order with...
3. We cordially regret you to join us...
4. Tbelieve she will be a positive addition...

97. BbiOepuTe OAMH BAPUAHT U3 MPeIJI0KEeHHbIX. YK-4
K kaxkoii rpynmne otHocsitest cokparienust HR, CFO, a/c?

1. cokpameHus U3 pa3IuuHbIX cep OuzHeca

2. abOpeBuaTypbl HA3BaHUI OpraHU3aALUI

3. COKpallleHUsl Ha3BaHUH MECSILIEB U IHEH HeJelnu

4. rpaMMaTH4YeCcKHe COKpPAIICHHUs
98. BbiOepuTe OAMH BAPUAHT U3 MPeIJI0KEeHHbIX. YK-4
B xakoM BuJIe 1€7I0BOT0O MMChbMa MOKET ObITh Mcnob3oBano kiumie [ would like to
order...?

1. B nuceMme-3akase

2. B NHCbMe-0J1aroJapHOCTH

3. B pPEKJIIaMHOM MHCHME

4. B CONPOBOAMTEIHHOM IUChME
99. BoiOepuTe 01MH BAPHAHT U3 MPeIJI0KEHHbIX. YK-4
Kakoii BapuaHT J1aThl SBISETCS aMEPUKAHCKUM?

1. 6 October, 2022

2. 6 October 2022

3. 6, October, 2022

4. October 6, 2022
100. BoioepuTe HECKOJIbKO BAPHAHTOB U3 NMPeEIJI0KEeHHbIX. YK-4
I'ne MoeT pacrosiaratbes Aata B TpaJAULMOHHOM JIEJIOBOM IMCbMeE Ha Oymare?

1. cneBa noa agpecom OTIpaBUTENS

2. cpa3y nocie oOparieHus

3. MO HMOJIHCHIO

4. crmpaBa moJl «LIAIIOYKON»
101. BriOepuTe 0OAMH BAPHAHT U3 NPeAT0KEHHBIX. YK-4
Kak obparuthcs k kosutere Andrew B 1e10BOM nucbme?

1. Andrew,

2. Dear Andrew,

3. Andrew!

4. Hi,
102. BoiOGepuTe 0AMH BAPMAHT U3 NPeEAJI0KEeHHbIX. YK-4
Kakyto hpazy MO’KHO MCIIOIB30BATh AJIsl TOTO, YTOOBI COOOLIUTH MJIOXHE HOBOCTU?

1. Tam happy to inform you...

2. Tam writing to express my thanks...

3. I regret to inform you..

4. T am writing to express my gratitude...
103. Bri0epuTe 0AUH BAPHAHT U3 NPeEAI0KeHHBIX. YK-4
Uro 0603Ha"aeT akpoHUM a/c?

1. Oyxrantep

2. TeKyUIHi cyer

3. OaHK

4. OaHKOBCKMHU cueT
104. Bri0epuTe 0AMH BAPHAHT U3 NPEAT0KeHHBIX. YK-4

B xakom oOpateHnu jomyieHa ommoka?

1. Dear,

2. Sirs,

3. Dear Ms and Doctor Welt,
4. Dr Liss,
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105. BoiGepuTe HeCKOJIbKO BAPHMAHTOB M3 NMPeAI0KeHHbIX.
Kakue mnpomanuss MOXKHO UCMHOIb30BaTh B OQUIMATIBHBIX MHCbMax K
MOJDKHOCTHBIM JIUIiaM?

1. Cordially,

2. Yours truly,

3. Faithfully yours,

4. Warms wishes,

YK-4

106. BriOepuTe HECKOJIbKO BAPUAHTOB U3 MPeI10sKeHHbIX. YK-4
Kakumu ciHOHMMaMK MOKHO 3aMEHUTD BbIeeHHOe 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 xakux nuceMax yMeCTHbBI COKpAIlleHHs], IPUHATHIE B ONIPEAeIEHHON KOMITaHUN?
1. B mepenucke MeXIy KoJleraMu
2. B JIJIOBBIX MUCbMAaX Ha OyMa)KHBIX HOCUTEISIX
3. B OUIHATBHBIX JETOBBIX MHCbMaX
4. B Imepemnucke, npejHa3HaueHHOMN JJIsl BHYTPEHHEr0 N0JIb30BaHUs
108. Bri0epuTe 0OAUH BAPUAHT U3 NPeAI0KeHHBIX. YK-4
Kakoii BapuaHT 1aThl SBJIsI€TCS OpUTAHCKUM/€BpONIEHCKUM?
1. 2010, 8 June
2. June 8, 2010
3. 2010 June 8
4. 8June 2010
109. Bri0epuTe 0AUH BAPUAHT U3 NPeAT0KeHHBIX. YK-4
UYem resume ornuvaercs ot CV?
1. CV kopoue
2. resume miInHHEE
3. OJIHO W TO ke
4. resume xopoue
110. Bpi0epuTe 0OAUH BAPHAHT U3 NMPeAI0KeHHBIX. YK-4
KakuM nmyHKTaMm HaJ10 yienuTh oco0oe BHUMaHue?
1. objective and profile
2. education and work experience
3. skills and references
4. personal information and hobbies
111. BoiOGepuTe 01MH BAPUAHT U3 NPeIJI0KEHHBIX. YK-4
B kxakom nopsiike numercs agpec?
1. Homep smoMa, Ha3BaHHWE YIJHWIIBI, HOMEpP KBapTHPbI, TOPOJ, MOYTOBBIN
UHJEKC, CTpaHa
2. cTpaHa, TOpOJ, Ha3BaHUE YJIUIBI, HOMEp J0Ma, HOMEP KBapTHPHI
3. cTpaHa, MOYTOBBIN MHJIEKC, TOPOJI, Ha3BaHHUE YIHUIIbI, HOMEP J0Ma, HOMEp
KBapTHPHI
4. TOYTOBBIN MHJEKC, CTpaHa, TOPO/I, Ha3BaHHUE YJIUIbI, HOMEpP IoMa, HOMEP
KBapTHPHI
112. BeiOepuTe OAMH BAPHAHT U3 NPeAI0KeHHBbIX. YK-4

I'ne pacckaszath 0 cBO€ MOTUBALIMU?
kak B CV, tak u B Cover Letter
B resume

B CV

B Cover Letter

el A
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113. Bei0epuTe OAMH BAPUAHT U3 NPeAT0KeHHBbIX. YK-4
B xakoM mopsike yka3pIBarOTCsl CBEJICHUS 00 0Opa3oBaHUM?
1. naumHas ¢ MepBOro MecTa MOJY4YEeHHUs: 00pa30BaHUS B XPOHOJIOTHYECKOM
nopsiake
2. Ha4MHAs C CaMOT0 MPECTHKHOTO MECTa MOIY4YEeHUsI 00pa30BaHHSA
3. HayMHas C IEepBOro MecTa TMOJy4eHus oOoOpa3oBaHUS B HPIMOM
XPOHOJIOTUYECKOM TTOPSIKE
4. HauyMHasg C NOCJEIHEro MecTa IOJyd4eHUs 00pa3oBaHUsS B OOpaTHOM
XPOHOJIOTHYECKOM TOPSIKE
114. BoiGepuTe 0JUH BAPHAHT U3 NMPeII0KeHHBIX. YK-4
Kak nmoctynuts, ecin 00pa3oBaHus Majo, a OIbITa MHOTO?
1. chHauasa yka3ate 0Opa3oBaHHe€, a 3aTEM OIIBIT
2. cHauaia ykas3aTb OIBIT, a 3aTeM 00pa30BaHue
3. yKasarh TOJbKO 00pa3oBaHHE
4. yka3aTh TOJbKO OIBIT
115. BoiGepuTe 01MH BAPUAHT U3 NPe/IJI0KEeHHBIX. YK-4
Kakas rmaBHast ommoOKa B OIIMCAaHUN CBOMX MHTEPECOB?
1. moapoOHO paccka3aTh TOIBKO 00 OJHOM YBICUEHHH
2. He YNOMSHYTb HU OHOTO CBOETO X000u
3. pacckasarh 000 BCEX CBOMX X000
4. BBIKMHYTB 3TOT ITYHKT MTOJHOCTHIO
116. BoiOGepuTe 01MH BAPUAHT U3 NPe/IJI0KEHHBIX. YK-4
Commercial offer mumercst most:
1. nanpamisercs pupmam ¢ IPeASIOKEHUEM O COTPYIHUYECTBE
2. COJIEPXKHUT OTKa3 B MPEJIOCTABICHUN HHPOPMALIUU
3. ucHojb3yercs B Iepenucke o paboTe, KOrja Bbl Ipejiaraere CBOIO
KaHIUIATYPy Ha OTKPHITYIO BAKAHCHIO
4. numercs paboTojaTeneM /Ui OIPUBJIeUSHHsI HOBBIX KIMEHTOB
117. BoiOepuTe O1MH BAPUAHT U3 NPeIJI0KEHHBIX. YK-4
Enquiry letter mumercs ms:
1. mokasarp, 4TO BBl TOTOBBI MPUHSATH MPEIAraeMyr0 BaM JODKHOCTh
2. 4TOoOBI y3HaThb O TOBape, yCIyre WM, HalpuMep, MOMHTEPECcOBATbCS
HAJIMYHEM BaKaHCHH B KOMITAHUHT
3. oTmpasisercs B 0J1aroapHOCTh
4. npuriameHusi Ha TOPKECTBO
118. Bei0epuTe 0OAMH BAPHAHT U3 NPeA10KeHHBbIX. YK-4
['ne pacnonaraercst aapec OTpaBuTENs?
1. He numercs coBcem
2. B BEpPXHEM JICBOM YTIIy
3. MO0 LEHTpY
4. B BepXHEM NPaBOM YTy
119. BeiOepuTe 0OAUH BAPHAHT U3 NPeAI0KeHHBbIX. YK-4
I'ne pacnonaraercs agpec noyryyarens?
1. cnpaBa, noa agpecom OTHpPaBUTENS
2. cIeBa, HIDKE aJpeca OTIPABUTEIS
3. Ha OJHOM CTPOKE C aJpecOM OTIIPABUTEI
4. cnesa, HAJI aJ[PECOM OTITPABUTEIIS
120. Bri0epuTe 0AMH BAPHAHT U3 NPeAI0KeHHBbIX. YK-4

Kak pacnmmdposats AIDA?
1. Action, Interest, Desire, Attention
2. Attitude, Interest, Development, Attention
3. Attention, Interest, Desire, Action
4. Attention, Inquiry, Delight, Action
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121. BriOepuTe OAMH BAPUAHT U3 NPeAI0KeHHBbIX.
Kaxoit s3Ik HaJ10 MCTIOJIB30BATh JJIs HAITUCAHUS OOBSIBIECHUS O paboTe?
1. cnoxHBIHA, C GOIBIINM KOJTHUYECTBOM TEPMHHOB
2. CIOXHBIH, ¢ OOJIBIIMM KOJIMYECTBOM KPACHUBBIX PEUEBBIX 000POTOB
3. TMpOCTOH M MOHATHBIN, 0€3 3ayMHBIX (pa3 U TEPMHUHOB
4. Bce paBHO

YK-4

122. BriOepuTe OAUH BAPUAHT U3 NPeAT0KEHHBbIX. YK-4
Kaxk obpamaTbcs K MOTEHIIMATLHOMY PAOOTHUKY?
1. B 1-m nume
2. BO 2-M jHle
3. B 3-M juue
4, B CANHCTBCHHOM 4YUCJIC
123. BoiOepuTe HeCKOJBLKO BADHAHTOB U3 MpPeA10KeHHbIX. YK-4
Kakass aOOpeBumaTtypa HcCHoJib3yercsi TMPH BJOXKEHHHM B IHCbMO
JOINOJJHUTEJIBbHBIX lIOKyMeHTOB?
1. End.
2. Inc.
3. Enc.
4. Encl.
124. BoiGepuTe O1MH BAPUAHT U3 NPe/IJI0KEeHHBIX. YK-4
Kakoe 06pameHHe K )KCHIIUHC NPHUHATO UCIIOJB30BATh B ACJIOBOM IMHUCBbMEC, CCIIN
HE U3BECTHO €€ CEMEHHOE MMOI0KeHue?
1. Miss
2. Mr
3. Ms
4. Mrs
125. BcraBbTe npaBuiabHYI0 ¢opmy riaarojos ""be’ uam "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 aHTIMiiCKHEe BHIPAKEHHS C PYCCKUMH IKBHBAJTeHTAMM. YK-4
1. joint stock company a. KOMITaHHsl, YbH aKIIUU KOTHPYIOTCS Ha OHUp3y
2. unlisted company b. coBMecTHOE TIpeAnpUsTHE
3. listed company C. KOMITAQHHUs, YbH aKI[UH HE KOTUPYIOTCS Ha O
4. joint venture d. aknmoHepHast KOMITaHHsI
127. TlepeBenuTe TeKCT M CAeJaiiTe €r0o AHHOTANMI) MO-PYCCKH WJIH TO- YK-4
AHTJINICKH.
A business letteris a letter from one company to another, or such
organizations and their customers, clients, or other external parties. The overall
style of letter depends on the relationship between the parties concerned. Business
letters can have many types of content, for example to request direct information
or action from another party, to order supplies from a supplier, to point out a
mistake by the letter's recipient, to reply directly to a request, to apologize for a
wrong, or to convey goodwill. A business letter is sometimes useful because it
produces a permanent written record, and may be taken more seriously by the
recipient than other forms of communication. It is written in formal language.
128. IlepeBeanTe TEKCT M cAeJalTe €ro aHHOTALMIO MO-PYCCKH HWJH IIO- YK-4

AHTJINMCKH.
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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 résumé or a curriculum vitae.

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

129. IlepeBeauTe TEKCT W CAeJaiiTe €ro AaHHOTAUIO MO-PYCCKH MJIM I0-
AHTJIMHCKH.

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. IlepeBegure TEKCT M claesaiiTe ero aHHOTAIUIO NMO-PYCCKH WJIH IO-
AHTJINICKH.

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. IlepeBeanTe TEKCT M CcAeJalTe ero aHHOTALMIO MO-PYCCKH HJH II0-
AHTJIUICKH.

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. HepeBeunTe TEKCT U CJIeJIaﬁTe €ro aHHOTAllUI0 IO-PYCCKH WMJIA 1I0-
AHIVIHICKH.

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 CAeJaliTe €ro AHHOTAUIO MO-PYCCKH MJIM II0-
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. IlepeBeanTe TeKCT W c/AeJaiiTe ero aHHOTALMIO MO-PYCCKH HWJIH II0-
AHIJIHICKH.

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. TlepeBeauTe TeKCT WU c/esaiiTe ero aHHOTALMIO MO-PYCCKH HWJIM I0O-
AHTJIMHCKH.

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 TEKCT M cAeJalTe ero aHHOTALMIO MO-PYCCKH HJH II0-
AHTJIUICKH.

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. IlepeBeauTe TEKCT M CcAeJalTe ero aHHOTALMIO MO-PYCCKH HWJH IIO-
AHIIHICKH.

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. IlepeBeanTe TEKCT W cAeJaiiTe €ro AHHOTAUIO MO-PYCCKH MJIM II0-
AHTJIMHCKH.

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. IlepeBeauTe TeKCT W c/AeJaiiTe ero aHHOTALMIO MO-PYCCKH HWJH II0-
AHIIHICKH.

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 U CAeJaiiTe €ro AHHOTANUIO MO-PYCCKH MJIHM TI0-
AHTJINICKH.

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

YK-4

Karoum k 3a1anusaM no gucuuiinie «/{eJioBoil HHOCTPAHHBINA 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, 3q, 4h, 5b, 6d, 7i, 8f, 9c 65. | 1.sells 2. sales 3. sale

3. | 1c, 23, 3d,4b 66. | 1. profitable 2. profit 3. profitability

4. | 1b, 23, 3c, 4c 67. | 1. informative 2. information 3. fulfill
4. fulfillment

5. |1d, 23, 3b, 4c 68. | 1b, 2d, 34, 4c

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

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

8. 136728451 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. [3,5.24,1 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, 2a, 3b 76. | 1.toinvest 2. investment 3. invested
14. 16,5,2,7,4,13 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, 23, 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, 51, 6e
22. |1 85. | 1a, 2b, 3c, 4d
23. |2 86. | 1d, 2c, 33, 4b
24. |1 87. | 1b, 2c, 3a, 4d
25. |2 88. | 1c, 2d, 33, 4b
26. | 4 89. |14, 2d, 3c, 4b
27. |2 90. 11,3
28. | 4 91. |4
29. |1 92. |4
30. |1 93. |1
31. |4 94. |1
32. |2 95. 11,2
33. |3 96. | 1,4
34. |2 97. |1
35. |2 98. |1
36. |1 99. |4
37. | 1. factory worker 2. passive 3. fall 4. | 100. | 1,4
climb
38. | 1. calculate 2. applicants 3. bank 4. fire | 101. | 2
39. | 1. employee 2. initial capital 3. market | 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. JlemoBoe MUCHMO - 3TO TTUCHMO OT | 128. CormpoBoauTENHEHOE MACHMO,
OJIHOM KOMIIAHWM JIpyTOH, Mepenucka MOTHBAIlMOHHOE  IMMCbMO, -  3TO
MCKIAY OpraHru3alusaMu u nux PCKOMCHAATCIBHOC nucpMoO,
KIINEHTaMH, 3aKa34YuKaMH 1502071 npuiaraeMoe K JIpPyroMy IOKYMEHTY,
ApyruMu BHCIIHUMHN CTOPOHAMHU. TaKOMY KaK PE3HOMC.
OOmmMi CTWIHF IHUCbMA 3aBUCHUT OT Couckarend 4acTo MNPUCHUIAIOT
OTHOIIIEHUU MCKIOY CONMPOBOAUTCIILHOC ITMCbMO BMECTE CO
3aNMHTCPCCOBAHHBIMU CTOPOHAMH. CBOMMHU aHKETAMU HJIA 3asIBJIICHUAMHU O
JlenoBble  mHCbMa  MOTYT  OBIThb npueme Ha padory, YTOOBI
HarmmucCaHbl C pa3JIdYHbIMU LKIISIMU, IpeaACTaBUTHCA IIOTCHIUAJIBHBIM
HalpuMmep, I HOpsAMOro  3arpoca p8.60TOI[aTeJ'IHM u 06’L$ICHI/ITB,
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nHOpMAaLIUY WU IEHCTBUIA OT APYron
CTOPOHBI, JJIs 3aKa3a PacXOAHBIX
MaTepuajioB Yy TMOCTaBIIMKA, IS
yKa3aHUs Ha OIIMOKY MHOoJydarelis
NUChbMa, [UIA TPSMOrO OTBETa Ha
3aIpoc, AJ1s U3BUHEHUS 32 OIIUOKY WIIn
Ui BBIpAXEHHS  J0OpOW  BOJM.
JlenoBoe MUChbMO MOJIE3HO, IOTOMY UTO
MOKET OBITh BOCIIPHHATO MOTydaTeIeM
OoJiee cepbe3HO, YeM Jpyrue (Hopmbl

HACKOJIBKO  OHHU  IOIXOISAT
JKeJIaeMBIX JOJDKHOCTEH.
PaboTtonaremnu MOTYT
HCIIOJb30BaTh TIATEILHO HAITMCAHHBIE
COITPOBOIUTEIILHBIC [UChbMa B
KauecTBE  OJHOIO M3  METOJIOB
OTCEHBAHMS KAHAWIATOB, KOTOPBIC
HEJOCTAaTOYHO  3aMHTEPECOBaHbI B
CBOEH JOJDKHOCTH /WM HE 00JIaaroT
HEO0OXOIMMBIMHU 0a30BBIMH HABBIKAMH.

hilag:|

obmenus. Ilumercs  ¢dopmanbHBIM
SA3BIKOM.

129. Pexomennarensnoe mucemo wiu | 130. ITuceMo-nipeicTaBiIeHNE, HAPSLY
IIPOCTO CCBUIKA, MPEJICTABIsAET COOOM C BU3UTHOM KapTOYKOH, OBLIO Ba)KHOU
JIOKYMEHT, B KOTOPOM aBTOP OLICHUBAET yacTbto 3THKeTa B 18 1 19 Bekax. OHO
KayecTBna, XapaKTePUCTUKU u HO-TIPEKHEMY Ba)KHO B O(UIMATIBHBIX
BO3MO>KHOCTH PEKOMEH/1yEMOT0 JINLIA C CUTyalllsiX, TaKUX KaK BpYyUYCHHE
TOYKHM 3pEHHs] CIIOCOOHOCTH 3TOTrO IIOCJIOM CBOUX BEPHUTEJIbHBIX I'PAMOT, a
YeJIOBEKa BBIMOJIHATH OIPEIEICHHYIO TaKKE€ B ONPEACICHHBIX JEJIOBBIX
3agaqy WIH (GyHKIHIO. Kpyrax.

PexoMenparenbHple  mUCbMA, — Kak Kax npaBuio, uenoBek He Oynaer
IIPaBUJIO, CBSI3aHbI c B3aUMOJICIICTBOBaTh  C  JPYTHMMHU
TPYJAOYCTPOHCTBOM (TaKO€ IHUCHMO JIOJbMH, €CJIU OHU HE OBLIIN JOJKHBIM
MOJKET TaKxKe Ha3bIBAThCS o0pa3oM IMpeJcTaBleHbl, OyIb TO
pexoMeHaanueil o mpueme Ha padoTy), JUYHO WIM MO MNucbMy. YenoBek c
MOCTYIJICHWEM B BbICHIME Yy4yeOHbIE 0osiee HU3KUM COLIMAIBbHBIM CTaTyCOM
3aBe/ICHUs] WIM MPABOM Ha IOJTy4YEeHHE nonpocusl Obl HOKpOBUTEN C Oojee
cruneHaud. OOBIYHO OHM HAaNKCaHbI BBICOKUM  COLIMAJIBHBIM  CTaTyCOM
KEM-TO, KTO paboTaJ C ’TUM YEJIOBEKOM Hamucarb MUCHMO-TIPE/ICTABICHHE
WIN yuuI ero, Harpumep, TpPeThbEMY JIUIy, TaKXe HMEIOIEMY
PYKOBOJUTEIIEM, KOJUIETOM WU 0ojiee BBICOKUI COLMANbHBINA CTaTycC,
YUUTEIEM. 4yeM T[epBO€ JIMIO, HO HHUXKE, YeM

PexomeHmanmm  Takke =~ MOTYT BTOpoe Jo. BaxHo coOmonars
notpeOoBaTbcs KOMITaHUsM, TOHKOCTM 3THKETa IIpU  3arpoce,
CTPEMSIIIUMCSI BBIMTPATh KOHTPAKTHI, HalMCaHUN W TIPEICTABICHUH TaKUX
0cOOEHHO B 00JaCTH WH)XWHUPUHTA, HHUCEM, Harpumep, Ka4eCTBO
KOHCYJIbTUPOBAHMS, TPOHU3BOJCTBA W HCII0JIb3yeMoM Oymaru u OyJIeT i OHO
CTPOUTENBCTBA, & TAKXKE B OTHOLICHUU JIOCTAaBJIEHO He3aleyaTaHHbIM, YTOOBI
rOCyJJapCTBEHHBIX 3aKyTIOK u 3aMpalnBarIlas CTOPOHA MOIJIA €ro
TeH/1epoB. PekoMeH1aTenpHbIe uchMa npountath. Jlydme Bcero Obu1o OBl
JUI OpraHW3aluil MCIIOJIBb3YIOTCS JUIS JIOCTaBUTh MUCHMO-TIPE/ICTABICHHE
OLICHKHU ux CMOCOOHOCTH IpeanogaraeMomMy MOJTyYaTeto
MPEJOCTaBIATh TpeOyeMblil ypOBEHb BMECTE C BU3UTHON KapTOUKOM, YTOOBI
00CITyKUBaHUSI. MoJTyJaTesb Mor MTO3BOHUTH

OTIPABUTEINIO HA CIEAYIOMINN IEHb.

131. [Tucemo-TpeboBanue, (Hampumep, | 132. IluceMo, oTmpaBieHHOE  JUIS

OIJIATHI ) WJIH TIUCHEMO IO TIPETBSIBICHUS MTOJITBEPKICHUS (HampuMmep,

OpeTeH3uu — 3TO  MHUCBMO €
W3JI0KEHUEM FOPUAMYECKOTO 3arpoca
(0OBIYHO COCTABIEHHOT'O 3IBOKATOM), B
KOTOPOM COJICPXKHTCS TpeOOBaHUE O
BO3MEUICHUH yiepoa I
BBITIOJTHEHUH KaKoro-imoo

MOJyYeHHUs] Marepuana), Ha3bIBaeTCs
MMCbMOM-TIOATBEPKACHUEM.
[lonyyenne  ToBapoB M YCHYT,
MOJIyYeHHE JH00ro ApPYroro Mnuchbma
WM OOIIUX 3aIpOCOB SIBJISETCS LIENbIO
JAHHOT'O BH/JIA JIEJIOBOTO MUChMA.
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00s13aTeNIbCTBA B CBSI3U c
MpeAnoaracMbIM HapyIlIeHueM
JI0TOBOpa MOJTy4aTeIISIMUA 1580051
IOPUANYECKON OILIMOKOM. XoTda
MUChMa-TPEOOBAHUS HE  SBISIOTCA
00s13aTeILHBIMH 110 3aKOHY, OHH YacTO
WCIONIL3YIOTCS, OCOOEHHO B Jelax
JIOTOBOPHOTO  TIpaBa,  JICIUKTHOTO
mpaBa ¥ KOMMEpYECKOro Impama. B
HEKOTOPBIX  Ciydasx  TpeOyrTcs
JI0Ka3aTelIbCTBA IIOIIBITOK
yYperyaupoBaHus, IPeKIe yeM
cynebHoe N1eno OyeT MPUHSATO CYJIOM,
W JIUISL BBITTOJTHEHHUS ATOTO TPeOOBaHMS
OOBIYHO  HCIIOJIB3YIOTCS ~ THUCBMO-
TpeboBanue. Hampumep, eciam KTO-TO
MOJIO3PEBACT HApPYIICHHWE, BBITOIHO
OTMPaBUTh IUCHBMO-TpeOOBaHUE, B
KOTOPOM YTBEP)KIAeTCs, 4YTO Apyras
CTOpPOHA, MO-BHJIMMOMY, Hapyllaer, u
3ampanmBacT TapaHTUU HUCTIOTHCHHUS.
[Tucbmo-TpeObOBaHME YACTO MPUBOIUT

K  IUCBMYy-OTKazy, B  KOTOpOM
YKa3bIBacTCs OCHOBaHHUE JUIS
OTKJIOHEHMSI MPETEH3UU C  Balleu

CTOPOHBLI, U UHOTAA ABJIACTCS XOPOIIUM
MokaszaTrejeM TOro, Kakue Mepbl
3alUThl OyQyT HIPUHATBHI, €CJIU HCK
OyJeT MoJaH MOo3XKe.

OOBIYHO €ro OTHPAaBIAIOT 10
noure. [IncbMO Takke HCIOIB3YyeTCs
JUIE OTBETa Ha 3alpoChl U JKaIoOBbI,
OTHpABJIICHHBIC KJIWEHTAMH, YTOOBI
MpOUH(POPMHUPOBATE MU TOATBEPAUTH,
9TO COOOIIEHHE MOTy4EHO.

133. Kak cnemyer u3 HazBanus, 510 | 134. ITuceMo-u3BUHEHNE MMUIIETCS
TUTIBI  JISNIOBBIX ~ TIHCEM, KOTOpHIC JUISL TOTO, YTOOBI BRIPA3UTh COXKAJICHHE
OTIPABISAIOTCS  UCKIIOYUTEIBHO € IO OIpeNelIeHHOMY Bompocy. B Hem
[ENBI0 Pa3MENICHNsT 3aKa30B, U OHHU TOBOPUTCS O TPU3HAHUM OMIMOKH,
MOTYT OBITh OTIIPABJIEHBI ONTOBHKAM, npoOIeMbl WK 3a0JIyKICHHS, a TaKXKe
PO3HUYHBIM TOProBIIAM WIH MPUHOCATCS M3BHUHEHMS. DTO CHOCOO
IIPOU3BOIUTEITIO. BBIPa3UTh HCKPEHHEE COXaJeHHE IO

[TuceMo-3aKa3 BK/IOYAaeT B ceOst MOBOJly OLIMOKH, a TaKXe HaMETHUTb
BCE COOTBETCTBYIOLIHE JeTaiu, JeUCTBUS MO  HCHPABICHUIO  WJIH
CBSI3aHHBIE C 3aKa30M, TAKHE KaK HOMEp BHECTH HEOOXOIWMBIE H3MEHEHUS,
cueTa WIM KBHUTAHIUM, CBEIEHHUS O YTOOBI MOMNBITATHCS YCTPAHUTD YIEPO.
MIPOIYKTE BMECTE co [TuceMo-u3BUHEHNE MOXKET OBITH
crienu(pUKaIUsIMH, KOJTUYECTBO 3aKa3a, OTIPABICHO KOMIIAHHUEH  KIHUEHTY,
HOMEp Hajora C MPOJaX M Jpyrue MOCTABIIMKY WIH JJa)Ke BHYTPECHHEMY
CBEIICHMUS, OTHOCSIIITHECS K 3aWHTEPECOBAHHOMY JIHILY.
MPOU3BOIUTENO, a Takke Ludpy,

YKa3bIBAIOIIYIO OOIIYI0 CyMMY 3aKa3a.

B 3aBUCHMOCTH OT COTJIACOBaHHBIX
YCIOBUHM OIUIaThl CymMMa ILUIaTexa
MOXET OBbITh BKJIIOYEHA WM HE
BKJIIOYCHA B IIMCHMO-3aKa3.

135. [TuceMmo-x)anoba (mucemo- | 136. [Tucema-0narogapHoCTH OOBIUHO

pekjamanusi) — OTO BHJ JEJIOBBIX
MHCEM, HAITMCAHHBIX OAHON CTOPOHOM

MMUITYTCA BbICIIIUM PYKOBOACTBOM
CBOMM INOAYMHCHHBIM IJIA BBIPAXKCHHA
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JIPYrol CTOPOHE WIIH IOPUIUYECKOMY
JIUITY, YTOOBI BBIPA3UTh OECIOKOHCTBO
IO TIOBOJIY OIPEACTICHHON TPOOIIEMBI.

Kmuent MOJKET HaIlpaBHUTh
MUCHBMO-PEKJIAMAIIMI0  HA  MPOIYKT,
YTOOBI YCTPaHUTh KaKoi-1mbo

HCAOCTATOK B ITPOAYKTC WJIM YKAa3aTh HA

65aro1apHOCTH, YTOOBI O3/IPABUTh UX
C XOPOIIO BHITIOJIHEHHOW pabOTOM MIIH
IUISL TOTO, YTOOBI MOTUBUPOBATH HX.
OOBIYHO 3TO MUCHMO
JEMOHCTPHPYET >KecT I00poii BOIH,
KOTOPBI MOTUBUPYET COTPYAHUKOB Ha
JMaIBHEUITYI0 padboTy. 3a MHCHMOM-

IJI0X0 OKa3aHHywo ycuyry. Ilucema- 0J1aroJapHOCTbI0  OOBIYHO  CJIEIyeT
peKiaMan  OOBIYHO KOPOTKHE H JICHEKHOE BO3HArPAXKICHHE.
OYeHb  KOHKPETHBIE 10  CBOEMY
COJIEpKaHUIO, aJipecoBaHHbBIC
KOMIIAaHUH, OTBETCTBEHHOMY JIUILY WJIH
OTIeINy.
WNuornpa mnuceMa-xanoObl MOTYT
TaKxKe coaepxarb 1aru 1o
YCTpaHEHUIO po0OJIeMBI Wi
OKUAEMYIO KOMIIEHCAIIHIO. 3a
MUCBMOM-XKANI000H cleAyeT MUChMO-
MOJTBEPXKICHUE, a 3aTeM IHCHMO-
W3BUHCHHE.

137. Oti TUOBl  AeNoBBIX  mwcem | 138. [TpodeccuonansHoE
OTIIPABIISIFOTCS TUIS 3armpoca OnmaroJapcTBEHHOE MUCBMO — 3TO
OTpeIeIeHHON UHPOpPMALIUH. B)XHBIA CITOCOO COOOIIUTH KOJUIETaM,
OcHoBHas 11€7b — Y3HATh O YEM-TO WU paboTonaTensM, TMOCTaBIIMKAM WU
BBISICHUTB €CTh JIM KaKOK-THO0 BOIIPOC, JPYTUM JIeJIOBBIM MApTHEPaM, YTO BEI
Ha KOTOPBIH HEOOXOAUMO OTBETHUTD. HEHUTEe UX BpeMsl WU MpuUiaraeMele
[TuceMo-3anpoc JOJKHO OBITh UMH YCUJIHUAL. OtmpaBka
KpaTKUM H IO CYUIECTBY, C YETKO 051aroJapCTBEHHOT0 IMUChMa YKPEMUT
3aJJaHHBIMH BOTIPOCAMHU. B3aMMOIIOHMMAHUE C TOJydaTesieM H

JIuno, oOpararoneecs c COOOHIMT O BaIlUX HAMEPEHMSX Ha
3arpocom, Ha3bIBAETCS Oynyuee. Bo3moxHo, OyaeT ymMecTHO
3aIpalIBalOIUM, U 3alpaliBatoIni OTIIPaBUTH OJAroapCTBEHHOE MUCHMO
JOJDKEH 00s3aTeNbHO yKa3aTh CBOMU MOCJIe TOTO, KaK KTO-TO MIOMOYKET BaM C
aZipec 1 KOHTAKTHbIE JJaHHbIE, YTOOBI C IIOUCKOM  paloThl, KOrJa KIUEHT
HUM MO>XHO OBIJIO CBSI3aThCS. COBEPIIUT  TOKYNKY W  €CJH

KOMITaHUS 3aKJIIOUUT C BAMU KOHTPAKT.
Ber  Takke  MOXeTe  OTIpaBUTH
oduIHansHOe OmaroapCcTBEHHOE
MTUCHMO, YTOOBI POCTO BBIPA3UTH CBOIO
IPU3HATENIBHOCTh KOMY-TO.

139. CayxeOHast mimu nienoBast 3anucka | 140. [TpuBeTCTBEHHOE THCHMO — 3TO

— 9TO KOPOTKMH, HO (hopManbHbIHA
JIOKYMEHT, UCIOJIb3YEMBIi JUISt
OOIIEHUS MEXIY PYKOBOAMUTEISAMU WU
COTPYAHUKAMH. OddexTuBHbIE
3aMUCKU KPAaTKU U YIAOOHBI JUIS UTECHHUS.
JIOKYMEHT mpefHa3Ha4eH B IIEPBYIO
ouepeb I BHYTPEHHETO
UCIIOJIb30BaHUs,  Hampumep,  JUid
OOBsIBIIEHUSI 00 H3MEHEHMSX BHYTpPU
OpraHu3ayu WIH O0OHOBJICHUS
uH(pOpMaIUU 0 COOpaHUSIX KOMITAHUH.

ouLMaNbHBIA CIOCO0 MpeaCTaBICHUS
KOMIIAHUM  WIM  COTPYAHHMKA, C
MIOMOIIBI0 KOTOPOTO MPEAOCTaBISAETCS

ocHOBHas wH(popmarmsa. Hampumep,
MPUBETCTBEHHOE  IMHUCHMO  HOBOMY
COTPYAHUKY  BKIIOYaeT B  ceOs

nHpOpMaIIHIO, KOTOpas MOMOXET UM
JAy4llle TOATOTOBUTHCS K MEPBOMY
pabouemMy JHIO, a MPHUBETCTBEHHOE
MMCbMO HOBOMY KJIMEHTY OJjarogaput
YeJl0oBEKa 3a 3aMHTEPECOBAHHOCTb U
IPEJOCTaBIISAET UM OCHOBHBIE
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CBEICHHMS O KOMIIaHWU. B 1enom, B
3TUX MUChMax UCIIOJIB3YETCS
MPUBETCTBEHHBI TOH, NOMOTAKLIUN
YCTaHOBUTH 0o0Jiee TECHbIE padouune
OTHOIIICHHUSI.

Pa3zpaboTunk
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