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Ilepevyenb miIaHMpPyeMbIX pe3yJIbTATOB 00y4YeHHs MO0 JUCHHUILINHE (MOAYJIIO),

COOTHECEHHBIX C IVIAHUPYEMBbIMH pe3yJbTaTaMi 00pa30BaTeIbHOI MPOrpaMMbl

Tabmuua 1 — KomnereHy 1 MHIUKATOPBI UX JTOCTUKECHUS

Ko 1 naumenoBanue

Nuaukatopel JOCTUXEHUSA

[Inanupyemslie pe3ysbTaThl

KOMIIETEHINH 00y4eHHUs MO TUCIUILINHE
YHuBepcallbHblE KOMIIETEHIIUU
YK-4. VYK-4.1. [leMoHCTpUpYET YMEHHE BECTH OOMEH JICIIOBOM
Cnoco0OeH nIpUMEHSATh nHpopmanueit B xoje npodeccuoHalIbHOTO B3aUMOICHCTBUS
COBpPEMEHHBIE YK-4.2. JleMOHCTpUpPYET YMEHUE BECTH OOMEH JIEIIOBOI
KOMMYHHUKATHBHbBIE nHpopmaluel B yCTHOM U MUCbMEHHOM (popMax He MEeHee YeM

TEXHOJIOTUH, B TOM YHCIIE
Ha HHOCTPAHHOM(BIX )
A3bIKe(ax), A
aKaJIeMHYECKOro U

Ha OJHOM MHOCTPAHHOM S3BIKC

YK-4.3.

TCXHOJIOTHHM  JJId IIOMCKAa,
n

nHpopmauu

Hcnone3yer uHDOPMALIMOHHO-KOMMYHHKAI[MOHHBIE
00pabOTKH M  MpeACTaBICHUS
KOPPEKTHBIN

COCTaBJIACT

epeBoO g

poQEeCCHOHAIBHOTO aKaJeMHYeCKHUX U MPO(ECCUOHATBHBIX TEKCTOB C HHOCTPAHHOTO
B3aMOJIEUCTBUS s13bIKa HA TOCYAAPCTBEHHBIN A3bIK PD
YK-5. VK-5.2

CnocoOeH aHanu3upoBaTh
Y YYUTHIBATH
pa3zHooOpasue KyabTyp B
npouecce
MEXKYJIbTYPHOI'O
B3aNMOJICHCTBHSA

BriaBisier ocoOeHHOCTH KOMMYHUKAIIUK HE MCHCC UYCEM Ha
OAHOM HHOCTpPAHHOM A3BIKE B IIPOLHCCCEC MCEKKYJIBTYPHOI'O

B3aHMOﬂeﬁCTBHH

Tabmuma 2 — [TacmopT ¢oHIa OIEHOYHBIX CPEICTB

KonTtpoaunpyembie ®opmupyemass | HammeHnoBanue
pa3aeJibl (TeMbl) KOMIIEeTEHIIU s OLIEHOYHOI 0 IMoka3aTeu oleHKH
AU CIHMILIMHbBI cpeAcTBa
YK-4, YK-5 Crucok CocraBnenne
O6menue no Tenedony JUTEPATYPHBIX CUCTEMAaTU3UPOBAHHOTO
HCTOYHUKOB IO | CIIMCKA  HCIIOJIL30BAHHBIX
TEeMaTHKE, HCTOYHHUKOB, pelieHue
TE€CTOBBIC TecTa
3aJJaHUs
JlenoBoe MUCHEMO, BUIBI YK-4, VK-5 Koncnekr, Ectw/HeT, pemienue Tecta
JIETTOBBIX TTHCEM TE€CTOBBIC
3aJaHUs
CocraBnenust pakcoBOTO 1 VK-4, YK-5 Koncnexr, Ectn/HeT, 00bEM 3HAHUMN
ANEKTPOHHOTO COOOIIECHUS cobeceoBanue, | MO JaHHOU TeMe, pelIeHHe
TECTOBBIC TecTa
3aJJaHus
YK-4, YK-5 Kowncmexr, Ectb/HeT, 00beM 3HaHUI
TpynoycTpoicTso co0ecenoBaHue, | IO IaHHOU TeMe, pelieHHe
TECTOBBIC TecTa
3aJJaHUs
YK-4, YK-5 Kowncmexr, Ectb/HeT, 00beM 3HaHUI
[enoBas BcTpeua co0ecenoBaHue, | MO JAHHOW TeMe, pelIeHre
TECTOBBIC TecTa




3aTaHMsI
VK-4, YK-5 Koncnekr, Ectb/HET, 00bEM 3HAHUM
ITeperoBopsl cobecenoBaHue, 10 JAHHOW T€MeE, PEIICHUE
TECTOBBIE TecTa
3aTaHMsI
VYK-4, YK-5 Koncrexr, Ectr/HET, 00BEM 3HAHUN
JlenoBast 3THKA U 3TUKET cobece0BaHue, | IO TAaHHOW TeMe, peleHUe
TECTOBBIE TecTa
3aJaHMsI
Ox3zamen (1 cemectp), VYK-4, VK-5 Pemenue  Bcex | PemieHue Bcex TeCTOBBIX
3auer (2 cemectp) (ouHas, TECTOBBIX 3a/IaHH 110 TEMaM
3a04Hast popma 0OydeHHS) 3a/laHui o
TeMaM

1 Meroanyeckue MaTepHuaJibl, ONpe/e/siiolIue MPoleIypPbl OlleHUBAHUSA 3HAHMIA,
YMeHH, HABBIKOB U (MJIM) ONBITA AESITEJIbHOCTH, XapAKTePU3YIOLIMeE MPOLecc
¢GopMupoBanusi KOMIeTEeHIM I

Meroauyeckue MaTepuansl, ONPEACIIOIINE MIPOLEAYPhl OLEHUBAHUSA 3HAHUM, YMEHUH,
HaBBIKOB M (WIM) OIbITa JAEATENbHOCTH, NPEACTaBICHbl B BHJE TEXHOJIOIMYECKOH KapThl
JMCIUILTHHEI (Tabmuia 3).

Tabmuna 3 — TexHomormyeckas Kapra

HaumenoBanue Cpokn HIxkana Kpurepun
OlIEHOYHOI0 CpeCcTBa BbINOJIHEHH S OlIeHUBAHMS OlleHHUBAHMS
Ilpomesrcymounas ammecmavus 6 ghopme «3auemay (0151 04HOU U 3A04HOU POpMbL
00yuenusn)
TecToBbie 3anaHus B teuenuu | or 0 mo 5| 3auer/Hezauer
o0y4eHust no | 6ayoB
JTUCIUTLIINHE
HUTOI'O: - ___ Oannos -

Kputepun oneHk# pe3yibTaToB 00y4eHUsI 10 AMCHMILIMHE:
[ToporoBelif (MUHUMAaNBHBIN) YpOBEHB AJIs aTTeCTalluu B (hopme
3ayeta — 75 % OT MakCHMaJbHO BO3MOKHOM CyMMBI OaJllIoB

3aueT BBICTABISIETCS IIPU CIaY€ CTYACHTOM BCEX TECTOBBIX 3a/laHUM

HanmeHnoBanue Cpoku IIkana Kpurepun
OLICHOYHOI0 CPeACTBA BBINOJTHCHH S OLICHUBAHMS OLICHUBAHMS

Ilpomesccymounan ammecmavusn 6 popme «Ik3ameny (011 3a04HOI hopmbl 00yueHU)

KeticoBoe 3amanue Bemomaenne B |or 0 mo 10 | Omenka ot 2 1o
TEUEHUU 0aoB mo | 5

o0y4deHus 10 | KpUTEPUSIM
IUCIAIUINHE |
3aIuTa

NTOI'O: - ___ ©Oamnnos -

Kpurepun onieHkH pe3yibTaTOB 00y4eHUs 1O AMCHMILJIMHE:
0 — 64 % oT MakcCUMaJIbHO BO3MOXHOH CYMMBI OajUIOB — «HEYAOBJIETBOPUTEIHLHO
(HeOCTaTOUHBIHA YPOBEHB JJIsl MPOMEXYTOYHOM aTTECTALMU 110 TUCIMILINHE);
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HaunmeHoBaHue Cpoku HIxana Kpurepun
OLICHOYHOI0 CPe/ICTBA BBIIIOJIHEHUS OLlCHHBaHMH OLICHHBAHHS

65 — 74 % oT MakcUMaJbHO BO3MOXHOH CYMMBI OalllIOB — «YyIOBJIETBOPUTEIHHOY
(mOporoBbIi (MUHUMAIBHBIN) YPOBEHb);

75 — 84 % oT MakCHMMaJIbHO BO3MOXKHON CYMMBI OaJIJIOB — «XOPOIIO» (CPEeIHUI YPOBEHB);
85 — 100 % oT MakCUMaJIbHO BO3MOKHOM CyMMBI OAJIJIOB — «OTIIMYHO

(BBICOKHI (MaKCUMAJIbHBII) YPOBEHB)

2 TunoBble KOHTPOJILHBIE 3aJaHNsl UM HHbIE MATEPUAIbI, HEOOX0TUMBIE JIJIs1
OLIEHKH 3HAHMIi, yMeHHii, HABBIKOB U (MJIN) ONBITA 1eATEILHOCTH
XapakTepu3ylme npomecc GJopMHPOBAHUS KOMIETEHIIU B X0/1€ 0CBOECHHS
o0pa3oBaTeIbHOI MPOrpaMMbI

2.1 3apanus I TeKYIero KOHTPOJIsi yCIeBaeMOCTH

ITPUMEP

1. O6pa3eu JICKCUKO-TPaAaMMATHUYCCKOI'O TCCTA:
Bri6epuTe npaBuUiibHBIN BapUaHT OTBETA:
1. He's the most difficult customer
a) | never dealt with
b) I never had to deal with
c) I've ever had to deal with
d) I've never had to deal with
2. a binding contract last year and it is still valid.
a) We have signed
b) We signed
¢) We haven't signed
d) We have sign
3. Sales in 1995 but then in 1996.
a) rised, falled
b) rose, fell
c) have risen, have fallen
d) rose, have fallen
4. | 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. O6pasern pedepupoBaHuUs TEKCTA HA aHTJIMICKOM SI3BIKE JIETIOBOM M MPOGeCCHOHATHHOM
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. O0paseln HeaaNTHPOBAHHOTO TEKCTA JEIOBOM U TPO(PECCHOHAILHON HANTPaBICHHOCTH IS

MIMCBMEHHOTO NIEPEBOJIA C AHIVIMMCKOTO A3bIKa Ha PYCCKUM S3BIK CO CIOBApEM:
KEY TRAITS OF SUCCESSFUL LEADERS
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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. Obpa3zer MMCbMEHHOTO MEPEBOIa AaHHOTAIIMK HAYYHOU CTaThU AETIOBOM U MpodeCcCOHATBHON
HAITpaBJICHHOCTHU C PYCCKOI'O A3bIKa HAa aHTJINICKUH CO CJIOBapEM:
OCHOBHBIE BOITPOCHI YIIPABJIEHWA I/IHHOBAL[I/IOHHOIZ AEATEJIBHOCTBIO
[IPOMBIIIIEHHBIX ITPEAITPUATUIN
OxapakTepu3oBaHa CyLIECTBYIOIIAs CUTYyallusi MHHOBALIMOHHON aKTUBHOCTU B PEAJIbHOM CEKTOpE
3KOHOMHUKH. Y CTaHOBJICHA CTPYKTYpa HaAYYHO-IIPOU3BOACTBCHHOI'O IIPOLECCCA, OCYIICCTBIISIEMOI'O
Ha OpCArnpusaTU B LECIAX CO3JaHHA, OCBOCHUA NMPOU3BOJACTBA U M3TOTOBJICHUA HHHOBaHHOHHOfI
MMPOAYKIIUH. Hpe,ZLHO)KeHLI K HCITOJIB30BaHUIO OKOHOMCTpHUUICCKaA MOJCJIb u METO[
MOP(}OJIOTHYECKOTO aHann3a B LEIIX (OPMUPOBAHUS CTPATETHH WHHOBAIIMOHHOTO Pa3BUTHS
PEANPUATHS.
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.



DenepajbHOE TOCYIAPCTBEHHOE OK0KeTHOE 00pa3oBaTe/ibHOE YUpeKIeHue BbICIIero

o0pa3oBaHus

3anousipHbIi rocynapcrBeHHblid yHuBepcuter iMenu H.M. @enopoBckoro

Kadenpa «Pustocopun, HCTOPHH M HHOCTPAHHBIX A3BIKOB»

JTACLHUIUIMHA «/[eJI0BO HHOCTPAHHBIN A3BIK)

Hamnpasnenue noarorosku: 08.04.01 «CTpouTebCTBOY
[Tpodwis noaroroBku: Cmpoumenbcmeo

IlepeyeHb KOMIIETEHIUI, (POPMUPYEMbIX M CUHIIHHOM:

Kon Conep:kanue KOMIeTEHIIUN
KOMIIEeTeHIHH
YK YHuBepcajbHbIe KOMIIETEHIIUN
YK-4 CIOCOOCH MPUMEHSITh COBPEMECHHBIE KOMMYHUKATHBHBIC TEXHOJIOTHH, B TOM
Yyucjie Ha  HMHOCTpaHHOM(BIX)  f3bIKe(ax) IS aKaJIeMHUYeCKOro |
po(hecCHOHATLHOTO B3aUMOICHCTBUS
YK-5 CIOCOOCH aHAJIM3UPOBATh W YYUTHIBATH Pa3sHOOOpa3ue KyJIbTyp B HIpoliecce

MEKKYJIBTYPHOTO B3aUMOJICHCTBUS

OLIEHOYHOE CPEJICTBO K““Tﬁgﬁ“pye
(mecmuposanue)
KOMIIeTEeHIUsI
1. ConocraBbTe aHIVIMIiCKHE H PYCCKHE IKBUBAJIEHTHI. YK-4

. ICJIOBOE TTHCHMO

. 3aKJIIOUUTENbHAS (Ppaza BeXKIUBOCTU
. aJIpec OTIPaBUTENISA

. IIIanka nuchma

. IPUBETCTBHUE

. UM U aJipec Moaydyarens

. COJIOKMPOBAHHBIN CTUITH

. YKa3aHue Ha TeMy IUCbMa

9. moanuce

. YKa3aHHE Ha PacChUIKY KOIHI

11. DOMKHOCTH OTIPABUTENS

. TIPUJIOXKEHHUE

13. ums otnpaBuTeNs

14. ctpykTypa nucbma

15. OCHOBHO# TEKCT

16. npyx)eckoe MUCbMO

17. ykazaHue Ha KOHKPETHOE MUChbMO

03N LN kW~

a. informal letter
b. layout

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

f. greeting

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

i. subject heading

j. body

k. complimentary close
. signature

m. writer’s name

n. attention

0. letterhead

p. enclosure

g. writer’s title

2. Kakue 4acTu NucbMa COOTBETCTBYIOT ero 0J10KaM.

1. Re: Single room reservartion

2. Enc: 2 pages

3. I look forward to hearing from you.
Yours sincerely,

4. Sam Brown
Sam Brown
Purchasing Manager

5. Clothco Plc.

261 Whitesea Drive

YK-4
a. reference line YK-5
b. reader’s address

c. sender’s address

d. boby of the letter

e. enclosures




Birmingham, BG 9218 GB
. We are writing to confim ...
. 24 May, 20—
. Dear Sir/Madam,
. Sales Manager

Woolhouse Ltd.

209 Oak Road

Oxford, OD 27 18L

©O© 00 ~N

f. greeting

g. complimentary close
h. signature block

i. date

3. CooTHecHTEe YaCTH OTHOTO MPeAJI0KEHHS. YK-4
1. Following your advertisement in the | a. a copy of our brochure and price YK-5
“Daily Express”... list.
2. Please find enclosed... b. doing business with you in the
near future.
3. We regret to inform you that... c. I am writing to apply for the
position of .
4. We look forward to... d. your order will be one week late.
4, CooTHeCcHTE YaCTH OTHOTO MpPeAJI0KEeHHS. YK-4
1. We acknowledge receipt of... a. for the inconvenience you have YK-5
been caused.
2. Please accept our sincere | b. your letter dated 12" January 20---
apologies...
3. I am writing... c. please do not hesitate to contact us.
4. Should you require any further | d. to enquire about your range of
information... software.
5. CooTHecHTE YaCTH OTHOTO MPeAJI0KEHHS. YK-4
1. We would be grateful if you | a.a visit from your salesman. YK-5
could...
2. We would be very interested in | b. a double room in the name of
receiving. .. Smith.
3. I would like to reserve... c. in discussing the matter further...
4. Should you be interested. .. d. send us a quotation for 20 items.
6. CooTHecuTe JIEBYIO H IPABYI0 4YaCTh MUCbMA, MOAXOAsSIIMeE APYT APYTY 10 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

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

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

4. 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.

your order.
b. 1 hope that these changes h
too much inconvenience and th
attend our forthcoming seminar
c. | am available for an intervie
between 9 am and 5 pm, and |
meeting you in person to discus
of my employment.
d. We trust you will give th
urgent consideration and lo
receiving any suggestions you
help overcome the problem.

e. We would be extremely grat¢
able to allow us to use the f
duration of our meeting. 7

ave not caused
at you will still

W any weekday
look forward to
s the possibility

IS matter your
ok forward to
might have to

>ful if you were
acilities for the
[hank you in

anticipation of your kind coope

ration.
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7. BoiGepuTe cooTBeTcTBYIOIIME (pa3bl U3 MPABOii KOJOHKH, MOAXOASIIIUE K YK-4

onpeaeJeHHBIM BHAaM JeJI0BOI0 MUCbMA. 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 ...
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 wrifing...

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

8. PacnoJioxkuTe 1MAJIOT B MPABUJILHOM MOPSIKe. 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?

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

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

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

o

9. PacnoJjioxkuTe AUAJIOT B MPABUJILHOM MOPsS/IKeE. 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'd love to! Anyway, I’'m afraid I have to speak to a few more people
before the conference ends, but I’'ll email you sometime next week.

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

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

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

7. Yes, | 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. TIpoutuTe TekcT M PpaccTaBbTe pedepupoBaHue B NPaBUILHOM YK-4
nopsiaKe.
Mechanic works 75 years to break record

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

9




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

when | get up in the morning is | say 'thank you for another day'.

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

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

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

honor at a ceremony at JFK.

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

In conclusion, it is pointed out Mr. Blackman doesn’t want to stop

working and thinks that when you love what you do it is not work.

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

~ow

11. HpoanaﬁTe TEKCT, OMPEACTIUTE, KAKHE YTBEPKIACHUSI BCPHLIC, KAKHE
HEBEPHBIC 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

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

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

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

Statement True False Not stated

1. Helen Keller was born deaf and blind. +

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

daughter.

3. First Miss Sullivan taught Helen to count. +

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

5. Helen’s lectures were popular. +

6. Helen Keller finished college successfully. +

7. Helen’s book about her life was translated in many +
languages.

8. Helen never left her home town. +
12. CooTHecuTe BONPOCHI M OTBETHI HA HUX. YK-4

1. What are the requirements? Who can apply
for the conference?

a. Full sponsorships are avai
Creation Labs. How to be elig
the Lab.

b. Students from all over the w.
to apply for the World Bus
There are no special requirem
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The conference is not excl
economics students.

2. What do | need to study to apply for the
World Business Dialogue?
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World Business Dialogue?
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13. CooTHecHuTe BONPOCHI U OTBETHI HA HUX.
1. When is the closing date for applications?

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

3. Can recent graduates attend the World
Business Dialogue?

4. A company needs sufficient funds
to obtain necessary assets, such as property,
buildings, and inventories ?

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.

b. Yes, provided that only one

by since your graduation (af

Dialogue takes place).

c. There is no deadline for the
However, if you want to get
formats taking place from
Wednesday, we highly recomm
early as possible. If you do tf

VK-4
5, speakers and

rent and future

cs and learning
res.
dge and to find

fitting job after

year has passed
the time the

application yet.
latched into the
Monday until
end applying as
nis accordingly,

you will also have the chance to get a reduced

ticket price. We will most |
application phase in early Febry

kely close the
ary.

14. PacnoJio:kuTe 4YacTH J1eJI0BOr0 MUChbMA 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 | found

several scratches on the front panel.

5. May 12, 2019

6. Sergey Lupin

48 Anatolia Street, Apt.5
Barnaul 658000
Russia

7. Dear Sirs,

15. CooTHecHuTe YacTH pe3roMe ¢ UX HA3BAHUEM. YK-4
1. Office 10, Windows, Internet, AutoCAd, | a. Education YK-5
MATLAB
2. To improve the conservation of our |b. Languages

resources using the skills 1 have learned and
practiced over the vyears 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

c. Computer Skills

d. References
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45 Popova Street

Barnaul 656057

Russia

Tel. +7-905-945-6621
E-Mail: parkinson_t@mail.ru
5. 2019-present e. Personal Information
Manpower Inc.

Virtual Agricultural Engineer Recruiter

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

Work with recruiting metrics.

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

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

Present information to managers and
executives in the company.

Work with a team to collaboratively create
a project.

2014-2019
BP America Inc
Agricultural Irrigation Engineer

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

designed and installed systems.

supervised installation of irrigation and
drainage systems.

coordinated equipment and supplies for
installation.

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

16. BbiOGepuTe 01MH BapUAHT U3 MpPeIJI0KeHHbIX.
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 0AMH BAPHAHT U3 NMPEII0KEHHBIX.
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
YK-5
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18. BoiOepuTe 01UH BAPUAHT U3 NPeEAJI0KEHHbIX.
Customer: «A table for two, please».
Receptionist: « ».

1. No way.

2. No free tables here.

3. D'm afraid that’s not possible, sir.

4. T can’t do that.

YK-4
YK-5

19. K KaKOMY BHAY J€JI0BOI0 JOKYMEHTA OTHOCUTCH CJ'[e}IleIIII/Iﬁ OprIBOK?
On 12 August I 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. I trust you will credit my account with
the invoiced value of the returned copies including reimbursement for the
postage cost of $17.90.

1. Inquiry Letter

2. Cover Letter

3. Memo

4. Letter of Complaint

YK-4
YK-5

20. K KaKOMY BHAY 1€JI0BOIo JOKYMEHTA OTHOCUTCH CJIeJIlelIII/Iﬁ OTpI)IBOK?
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
YK-5

21. BoiOepuTe 0JMH BAPUAHT U3 MPeII0KEHHbIX.
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
YK-5

22. BoiOepuTe 01MH BAPMAHT U3 NPeEAJI0KEeHHbIX.
Customer: «This soup is cold».
Waiter: « ».

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

2. Is this my problem?

3. So what?

4. Tdon’t know.

YK-4
YK-5

23. BoiOepuTe 01MH BAPMAHT U3 NMPEAJI0KeHHbIX.
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?

What?

AN

YK-4
YK-5
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24. K kakomy BHY 1€JI0BOI0 JOKYMEHTA OTHOCUTCSH CJIeYIOIINI 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
YK-5

25. K kakomy By 1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeYIOIINi OTPHIBOK?
All the containers are to be marked on three (3) sides. Each container should bear
the following markings made in indelible paint (in Russian and English).

1. Memo

2. Contract

3. Inquiry Letter

4, Cover Letter

YK-4
YK-5

26. K KaKOMY BHAY 1€JI0BOIo JOKYMEHTA OTHOCUTCH CJIeJIlelIII/Iﬁ OTpI)IBOK?
This is to call your attention to an oversight in your spring advertisement on
overseas travel. You have totally overlooked the entire Mediterranean region.
We hope to receive a corrected brochure at your earliest convenience.

1. Cover Letter

2. Inquiry Letter

3. Memo

4. Letter of Complaint

YK-4
YK-5

27.K KaKOMY BHAY 1€JI0BOIo JOKYMEHTA OTHOCUTCH CJIe]IlelIII/[ﬁ OTpI)IBOK?
I was very pleased to receive your enquiry of 15 January and enclose our
illustrated catalogue and price list giving the details requested. A full range of
samples has also been sent by separate post.
On regular purchases of quantities of not less than 500 individual items, we
would allow a trade discount of 33%.

1. Advertising Letter

2. Offer Letter

3. Cover Letter

4. Inquiry Letter

YK-4
YK-5

28. BoiOepuTe 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
YK-5

29. BoiOepuTe OAMH BAPHAHT U3 NPEIJIOKEHHBIX.
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 01MH BAPUAHT U3 NPeEAJI0KEHHBIX.
Business partner 1. «ltems 2.5 and 2.6 lacked in the consignment of the

YK-4
YK-5
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equipment».
Business partner 2: « ».
1. We apologize for the oversight. It won’t happen again.
2. It’s not our problem.
3. s this our problem?
4. Tdon’t understand your problem.

31. K kakoMy By /1€J10BOT0 JOKYMEHTA OTHOCUTCS CJIeXYIOUUil OTPbIBOK? YK-4
We are honored to invite you to participate in our forthcoming conference on old YK-5
Gaelic philology to be held October 7-1 — in New York City College’s School of
Linguistics.
1. Contract
2. Letter of Complaint
3. Contract
4. Invitation Letter
32. K kakoMy BHY /1€JI0BOT0 JOKYMEHTA OTHOCUTCS CJIeXYIOIIU OTPHIBOK? YK-4
We are interested in buying your equipment for producing pet food. Would you YK-5
kindly send us more information about this equipment such as price, dates of
delivery, terms of payment, guarantees?
1. Offer Letter
2. Inquiry Letter
3. Cover Letter
4. Advertising Letter
33. BriOepuTe OAUH BAPUAHT U3 NPeIJIOKEHHBbIX. YK-4
Receptionist: «Yes, Mr Brown. A single room with a bath for two nights, is that YK-5
right?»
Guest: « »,
1. Can I give you a call?
2. It’s three nights! Remember that!
3. D'm afraid, not. It’s three nights, from the 11th to the 14th of March.
4. What?! It’s three nights! Cannot you be more attentive?
34. BoiOepuTe 01MH BADHAHT U3 NMPEAJI0KeHHbIX. YK-4
Director General: «The results of your department are not so good as it was YK-5
expected».
Manager: « ».
1. Isthis a joke?
2. Sorry to hear that. We will do our best to improve the situation.
3. Don’t say that!
4. 1t’s your fault!
35. K kakomMy BHAY /1€JI0BOT0 JOKYMEHTAa OTHOCUTCS CJICAYIOIIHI OTPLIBOK? YK-4
You will be surprised at how little it costs. For 52 weeks a year your Stenogram YK-5
works hard for you, and you can never give it too much to do — all for less than
an average month’s salary for a secretary!
1. Cover Letter
2. Inquiry Letter
3. Advertising Letter
4. Memo
36. K xakomy Buay /1€JI0BOr0 IOKYMEHTAa OTHOCHTCS CJIeYHOImii YK-4
OTPBIBOK? YK-5

I have seen your ad in the Boston Globe of Sunday, February 12, and would like
to order the following weather vane: Model EPC — 18” eagle with arrow, copper,
$34.95.

1. Order Letter

2. Cover Letter
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3. Letter of Complaint
4. Contract

37. YOepuTe U3 HEeNMOYKHU OTHO HENMOAXOAsIIIee M0 CMbICJIY CJI0BO.
1. manager — office worker — factory worker — executive officer
2. ambitious — inventive — passive — creative
3. increase — boost — rise — fall
4. climb — decrease — fall — drop

YK-4
YK-5

38. YﬁepnTe U3 HEMOYKHA OAHO HEMMoAXOoAs1Iee M0 CMbICJIY CJI0BO.
1. produce — design — calculate — manufacture
2. personnel —employees — staff — applicants
3. division — department — bank — section
4. recruit — hire — headhunt — fire

YK-4
YK-5

39. YoepuTe U3 HeNMOYKH OTHO HENMOAXO0/sIIIee M0 CMbICJIY CJI0BO.
1. businessman — employee — entrepreneur — owner
2. profit — initial capital — equity capital — assets
3. firm — enterprise — company — market
4. profit — loan — income — revenue

YK-4
YK-5

40. CoBMecTHTE TIJaroj ¢ CymIeCTBUTEC/IIbHBIM, YTOOLI MOJIY1InJ10Ch
CJI0OBOCOYECTAHUC. Kaﬁmoe CJIOBO MOKHO HCII0JIb30BAaTh TOJIbKO OJMH pas3.
1.torun a. a partner
2. to charge b. a company
3. to solve c. aprice
4. to welcome d. a problem

YK-4

41. CoBmecTUTE TIJIAroJi ¢ CYHIECTBUTEIbHBIM, YTOObI MOJYYWJIOCH
cjoBocoveranue. Kaxmoe cJil0BO MOKHO MCII0JIL30BaTh TOJBKO OJHH pa3s.

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. Cne)lylomne OTPBIBKH B3ATbBI M3 Pa3jU4YHbLIX [J€JIOBLIX ITHCEM.
Onpenennre, K KAKOMY THILY OTHOCHTCSI KasKAbIi 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
YK-5

43. Oo0pa3syiiTte cymecTBuTeJ]bHble M NpWJIararejbHble W3 JAaHHBIX
rjiaroJioB.

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

YK-4

Adjective

44. QOOpa3zyiite cymiecTBUTeIbHble W MNpWJIararejbHble M3 JaHHBIX
rjiaroJjioB.

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

YK-4

Adjective
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45. OOpa3zyiiTe cymecTBUTeJbHbIe M TNpWIaratejbHble W3 JaHHBIX
rJ1aroJioB.
Verbs Nouns (activity) Nouns (person)
to use
to produce
to interview

YK-4

Adjective

1.

2.

3.

4. to manufacture
46. HanuuuTe TEPMUH K KAXKIOMY U3 ONpeaeTeHuii.
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 . HanmumuTe TEPMHUH K KaXKIOMY U3 ONpeieIeHH .
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. HanuiuTe TEPMUH K KAa:KA0MY U3 Onpe/aes eHHii.
1. Knowledge or skill gained while doing a job.
2. The state of having a paid job.
3. The person who owns a lot of stock in a company.
4. A large board on the outside of a building or at the side of the road, used
for putting advertisements on.

YK-4

49. HanuiuuTe TEPMUH K KAa:KA0MY U3 Onpeaes eHHii.
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 Hauboee moaxoasiuee cJa0BO.

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, HCNIOIb3YA MOAXOASAIIYI0 hopMy ci10Ba.

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, HCTIOJIb3YH MOAXOAAIIYI0 popmy ciioBa.

Limited companies have to show their (regist_) number and the address of the
(regist_) office on their stationery. If a company's (finac_) state is good and
it (require_) additional funds, the stockholders may be asked to vote for the

YK-4
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(issu_) of additional shares of common stock. The (decide/s_), however,
must be carefully thought out. If too many shares are (issu_), the basic value of
each share is reduced.

53. BcTaBbTe B TEKCT npeajosKeHHbIC CJIOBA.
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. BoiOepuTe Hauboee MoaAXoAsilIee CJAOBO.

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

YK-4

55. BeiOepuTe Hauboee moaAXoasilIee 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. BbioepuTe Hauboee moaxoasiuee cJa0BO.

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 U MOCTaBbTe IJ1aroJ B HY:KHYI0 popmy.
1. Service industries (play) a dominant role in Britain's economy.
2. All kinds of equipment and heavy machinery (produce) by machine-
building plants.
3. Britain's chemical enterprises (produce) organic and inorganic chemicals,
plastics and fertilizers.
4. At the present time, high-technology industries (grow) rapidly.

YK-4

58. PackpoiiTe cCKOOKHM U MOCTaBbTE IJ1aroJ B HYKHYIO (popMmy.

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

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

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

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

YK-4

59. PackpoiiTe CKOOKHM M OCTaBbTe IJ1aroJ B HY’KHYI0 ¢popmy.

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

60. PackpoiiTe CKOOKH U MOCTaBbTE IJ1aroJ B HYKHYIO (popMmy.

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 mpaBHJIbHYI0 (popMy riarosios "be’ uiam ""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 NpaBUJIbHYI0 (popMy riaroJios "be’ uim ""have'.

1. There three steps in an effective disciplinary program.
Penalties to be imposed fairly.
All penalties been imposed fairly.
Top, or administrative, management complete responsibility for
the whole organization and also the authority to run it. Middle
management to do with a lower level of the firm, such as a
department within a division.

o

YK-4

63. Bpi0epuTe NpaBUJIbHYI0 (pOPMY VISl KaxI0ro mnpeajoxenus. Kaxnas
(l)OpMa MOKET UCIIOJIB30BATHLCA TOJBKO OAUH pas3.
production/produced/productive/product
In 1992, China 500 thousand metric tons of rice.
The phase encompasses product research and development,
purchase of materials, and manufacturing.
3. ¢.Our is so successful that we are rapidly running out of stock.
4. A company needs sufficient funds to necessary assets, such as
property, buildings, and inventories.

™

YK-4

64. Bri0epuTe npaBUJIbHYI0 (opMy ISl Kaxkaoro mpenso:xkenus. Kaxnas
(l)OpMa MOKET UCITOJIb30BATHLCHA 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
4. When a company wants to expand, one __ thatalways affects this
decision is cost.

YK-4

65. BoiOepuTe nmpaBubHYH (GopMYy A KaXKIAOro npenjoxenusi. Kaxmas
(popmMa MOKeT UCII0JIB30BATHLCH TOJIBKO OJHH pas.
selling/sales/ sells/ sale

1. How efficiently a company its products will in large measure
determine its success.
2. A company's annual report includes the figures for the current

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

66. BrpiOepuTe npaBuJILHYI0 (pOpMY JJIsI KaXKA0ro npemioxenus. Kaxgan YK-4
(l)opMa MOYKET UCNIOJIbB30BATHCHA TOJBKO OAUH pas3.
profits/profit/profitability/profitable
a. The farm is a highly business.
b. The company explores natural resources to its own :
C. have only slightly increased; therefore we have had to cut further
investment.
d. When a company wants to expand, one ___ that always affects this
decision is cost.
67. BoiGepuTe NpaBHIBHYIO (hOpMY /ISl KAKIOT0 NMPEII0KEHUS. YK-4
information/ informative/ fulfillment/ fulfill
1. Getting Acquainted with Accounting, by John L. Carey, is a very
book.
2. Many interested parties require specific financial ___.
3. Before the accountant could become the Financial Director she had to
___anumber of requirements.
4. People there find in working for a common goal.
68. CooTHecHTe aHIJIMIICKUE BbIPA:KeHHsl C PYCCKMMH IKBHBAJIeHTAMM. YK-4
1. business proposal (offer) a. MO3APaBUTEILHOE ITHCHMO
2. cover letter b. nmenoBoe npeIoKeHHE
3. letter of congratulation C. PEKOMEH/IATEIILHOE ITUCHMO
4. letter of introduction d. conpoBOIUTENHLHOE TTHCHMO
69. BriGepuTe NpaBWIBLHYIO (hOPMY IS KAKIOTO MPeEII0KEeHHS. YK-4
record/ records/ research/researcher
1. Bookkeepers business transactions and periodically do a trial to
sec if both sides of an account match.
2. Accountants analyze financial and decide how to present them.
3. Defining the problem is often the hardest step in the process.
4. When the problem has been carefully defined, the sets objectives.
70. BoiGepuTe npaBHIIBHYIO (hOPMY 1JIsl KAXKI0T0 NMPEI0KEHHUS. YK-4
standards/ has standardized/ standard
1. There are some procedures for recording financial data.
2. The computer department its procedures for storing and
retrieving data.
3. c. The North Sea oil contributed in of living in Britain.
4. When a company wants to expand, one __ that always affects this
decision is cost.
71. 3ameHuUTe BblIeJEeHHbIE TEPMHHBI CJI0BAMH, YKA3aHHBIMH HUKE: YK-4
acquire, utilizes, expect, capital
1. The management is still searching for the (money) necessary to purchase
equipment.
2. The managers (anticipate) that the company will grow in the nearest
future.
3. In making investments, a financial manager (uses) a wide variety of
information provided by all departments of the company.
4. A company needs sufficient funds to (obtain) necessary assets, such as
property, buildings, and inventories.
72. 3amMeHuUTe BblIeJeHHbIE TEPMHHBI CJI0BAMM, YKA3aHHBIMH HUIKE: YK-4
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primary, arrangement, last, repaid

1. One of the (chief) elements in financial planning is achieving the correct
balance between long-term and short-term capital.

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

3. When an individual borrows money from a bank, this money must
be (paid back) by a specific date.

4. In general, a business that is able to manage its finances successfully
will (continue) to exist.

73. 3anmoaHuTe NMPONMYCKH BbIACJICHHBIMHU 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 vyield: 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. BriOepuTe NPaBUWIBHYIO (OPMY ISl KAKI0T0 MPeIJI0KEHHS.
considerations/ considered/ considerable

1. A company must raise a amount of capital in order to purchase
these assets.

2. One of the primary when going into business is money.

3. c. Before buying his new video, David _____every factor.

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

YK-4

75. BoiGepuTe NpaBHIIBHYIO (hOpMY 1JIsI KAXKI0T0 NMPEI0KEHHUS.
utilizes/ utilization/ utilizing

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

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

3. c. Every company needs proper funds____ .

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

YK-4

76. BoiGepuTe npaBMIIBbHYIO (OPMY IUISI KAXKIOT0 NMPEAT0KEeHH.
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

c. A stockholder's funds are usually not tax-deductible.
One of the __elements in financial planning is achieving the correct
balance between long-term and short-term capital.

~ow

YK-4

77. BbiGepuTe NpaBHIBHYIO (hOPMY 1JIs1 KAXKI0T0 NMPeEII0KEeHUS.
acquisition/ to acquire/ acquired
There are numerous ways for a business capital.
The __ of funds is an important aspect of financial management.
c. The ability to operate the computer is an skill.
One of the ___ elements in financial planning is achieving the correct
balance between long-term and short-term capital.

el N

YK-4
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78. BbiGepuTe NpaBHIBHYIO (hOopMY /ISl KAXKIOT0 NMPEII0KEHUS.
finance/ is financed/ financial

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

2. Most students' education by their parents.

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

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

YK-4

79. CooTHecHTe AHIJIMIICKHE BHIPAKEHHS ¢ PYCCKMMHU 3KBHBAJIEHTAMH.
1. permanent staff a. BpEMEHHBIH IITaT

. temporary staff b. paboTonarenb, HAHUMATEIb

. employer C. TIOCTOSHHBIMN IITAT

4. employee d. HaeMHBIN PaOOTHUK

w N

YK-4

80. BriOepuTe NpaBWIbHYIO (POPMY /LIS KAKI0T0 MPeII0KEeHHS.
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. CooTHecHuTe aHIJIHIICKHE BHIPAXKEHHUS ¢ PYCCKHMH YKBHBAJTEHTAMM.
1. a jobseeker a. HaHUMaTh Ha paboTy
2. to hire b. yBONBHATH ¢ pabOTHI
3. to fire C. yiiTu/0pocuTh padboTy
4. to quit d. niymuit padbory

YK-4

82. HexoTopsble TeMbl HempueMJieMbl JIJIsl 00Cy:KIeHUsI B CBETCKOW Oecese.
OrMmerbTe BapuanT «True», ecim Bbl cuMTaere yrBepikaeHHe BEPHBIM, M
BapuaHT «False», eciin yrBep:kI1eHue HeBEpHO.

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

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

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

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

YK-4
YK-5

83. HexoTopsble TeMbl HempueMJIeMbl [IJIsl 00CYy:KIeHUsI B CBETCKOW Oecese.
OrMmerbTe Bapuant «True», eciim Bbl cuMTaere yrBepikaeHHe BEPHBIM, W
BapuaHT «False», eciin yrBep:kI1eHue HeBEpHO.

1. Politics is a controversial subject according to society.

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

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

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

silence.

YK-4
YK-5

84. Nonmoanute quajor ¢ppazamu (a-f).
a) What’s your job?
b) How do you do?
¢) Where are you from?
d) Have we met before?
e) When did you start?
f) Do you work here full time?

YK-4
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Mr
Ms

Mr.

4)
Ms
Mr
Ms
Mr
Ms

. F.: Hello! (1) ? My name’s John Ferry.
.B.2(2) ? Pleased to meet you. I’'m Julia Bell. (3) ?
F.: 1 represent Powers Group. I'm the Marketing Assistant.

?

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

.F.. (5) ?

. B.: Yes, I do.

.F.: (6) ?

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

85. CoBMmecTHTe 4YacTM NpeJIOKEHMI M Y3HaiiTe, KAKHX INPUHIUIOB YK-4
JeJIOBOI dTUKH NMPHUAEPKUBAIOTCH OU3HECMEHbI B Pa3HbIX CTPaHaX. YK-5
1. Germany a. - consider professional and technical skills to be very important;
- have a strong sense of authority;
- respect the different positions in the hierarchy of their companies;
- clearly define how jobs should be done;
- are very loyal to their companies and expect their subordinates to obey them;
- are often older than in other countries
2. The United | b. - receive a general education;
States - delegate authority;
- take a practical approach to management;
- have relatively formal relationships at work;
- encourage their employees to work individually;
- believe it is important to continue education and training at work.
3. Sweden c. - consider social qualities to be as important as education;
- encourage their employees to take an interest in their work;
- pay close attention to the quality of working life;
- do not use much authority as in other countries;
- appreciate low-level decision-making;
- are often women.
4. The United | d. - generally attend business schools;
Kingdom - communicate easily and informally at work;
- admire the qualities of a leader;
- expect everyone to work hard. Individual performance is measured and
initiative is rewarded;
- have competitive and aggressive attitudes to work;
- often accept innovation and change
e. - have either gained their experience in state-owned enterprises or are
competitive self-starters;
- older managers hold technical degrees rather than business qualifications;
- work very long hours and expect their subordinates to do so
- are extremely innovative, optimistic and determined,;
- are quick to invest in the development of new products, market techniques
and methods of production and distribution
86. CooTHecHTe aHIJIMIICKUE BBIPAKeHHsl ¢ PYCCKMMH IKBHBAJIEHTAMM. YK-4
1. order-letter a. MUCbMO-peKIIaMaIlus
2. inquiry letter b. muceMo-TIoATBEPK IEHUE
3. claim letter C. MUCHMO-3aMpPOC
4. letter of acceptance d. mucpmo-3akas
87. CooTHecHTe aHIJIMIICKUE BbIPA’KEHH sl C PYCCKHMM SKBHBAJEHTAMM. YK-4
1. addressee a. ajJipec moyyaTens
2. salutation b. momywarens
3. inside address C. IPUBETCTBUE
4. body of the letter d. Tekct nmucrma
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88. CooTHecHuTe aHT/IMiicCKHE BbIPAKEHUS] C PYCCKUMHU IKBHBAJIEHTAMM.

YK-4

1. recruitment a. KaHAUJAT Ha JOJKHOCTh
2. a job interview b. paboTa ¢ UCHIBITATEILHBIM CPOKOM
3. an applicant C. HaOOp HOBBIX COTPYIHHKOB
4. work trials d. cobecenoBanue
89. CooTHecuTe aHIIMiicCKHE BBIPAKEHUS ¢ PYCCKUMH 3KBHBAJIEHTAMMU. YK-4
1. to establish a business a. OTKPBITh J€JI0, KOMITAHUIO, OU3HEC
2. to run a business b. 3amectuTens
3. to set up a company C. CO3/1aTh, YUPEIUTH KOMITAHUEO
4. deputy d. BecTH /€710, YIIpaBIIsiTh OM3HECOM
90. Boi0epuTe HECKOJIbKO BAPHUAHTOB M3 NMPe/IJI0KeHHbIX. YK-4
Kak M0>kHO 0OpaTHTHCS K HECKOJIBKUM aJpecaraM MY>KCKOTO 1moJia? YK-5
1. Dear Sirs,
2. Men,
3. Dear Mr Keenly, Mr Chu, and Mr Tell,
4. Professors,
91. BoiOepuTe 01MH BAPMAHT U3 NPeEAJI0KEeHHbIX. YK-4
Kaxk nepeBoautcs kiuie | shall be grateful to you?
1. HUckpenne Bam
2. Kny Bamero orera
3. Cnacubo 3apanee
4. byny Bam OnarogapeH
92. BoiOepuTe 0MH BAPMAHT U3 NPeEAJI0KEeHHbIX. YK-4
Kakas dhopmyna nporanus noaxoaut K npuBetctButo Dear Mr White? YK-5
1. Yours faithfully,
2. Faithfully yours,
3. Warm wishes,
4. Sincerely,
93. BoiOepuTe 01MH BAPMAHT U3 NMPEAJI0KeHHbIX. YK-4
Kak oOpatuThcst B 1€710BOM MUCbME K TPYIIE JKEHIMHE 0€3 MepeurciaeHus ux YK-5
UMEH?
1. Dear Mesdames,
2. Dear Ms and Ms,
3. Dear women,
4. Ladies,
94. BoiOepuTe 01MH BAPMAHT U3 NpPeEAJI0KEeHHbIX. YK-4
Kaxoe cioBo mpomyiieno B kiauiie | am looking _ to hearing from you soon?
1. forward
2. font
3. forever
4. for
95. BoiGepuTe HECKOJIbKO BADUAHTOB U3 MPeIJI0KEHHBIX. YK-4
Kakue 13 nepeuncieHHbIX KOHCTPYKIMNA HE SBISIOTCS TPaMMaTHYECKH BEPHBIMU?
1. Speaking at the situation...
2. She might to extend...
3. In order to conduct...
4. Assuming that...
96. BiGepuTe HECKOJIbKO BADHAHTOB U3 MPeIJI0KEHHBIX. YK-4

Kakue ke HamucaHbl MPaBUIIbHO?
1. He would be a tremendous asset...
2. Iwould like to state an order with...
3. We cordially regret you to join us...

25




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

97. BoiOepuTe 01MH BAPMAHT U3 MPEAI0KeHHbIX. YK-4
K kaxoii rpynme otHocsaTes cokpamenust HR, CFO, a/c?

1. cokpaieHus U3 pa3M4HbIX cep OuzHeca

2. ab0peBHMATyphl HA3BAaHUN OpraHU3aIUN

3. COKpallleHHUs HA3BaHWI MECSIIEB U IHSH HEeIeTn

4. rpaMMaTH4YeCcKHe COKpPALICHUs
98. BoiOepuTe 01MH BAPMAHT U3 NPeAJI0KeHHbIX. YK-4
B xakoM Bue Ae10BOro ImmchbMa MOXKET ObITh ucrosb3oBano kiuine | would like
to order...?

1. B nmcbMe-3akaze

2. B MHCHbME-0JIATOJAPHOCTH

3. B pEKJIAMHOM IHCbME

4. B COIIPOBOAUTEIBLHOM NHUCHME
99. BoiGepuTe 01MH BAPUAHT U3 MpPeIJ0KEeHHbIX. YK-4
Kaxkoit BapyaHT 1aThl SIBJISETCA aMEPUKAHCKUM? YK-5

1. 6 October, 2022

2. 6 October 2022

3. 6, October, 2022

4. October 6, 2022
100. BoiGepuTe HECKOJbKO BAPUAHTOB U3 MPEIJI0KEHHBIX. YK-4
I'ne Moxer pacroniaraTbes 1aTa B TpaJULIMOHHOM JIE€JI0BOM NUChbMe Ha Oymare?

1. cneBa mox agpecoM OTIpaBUTEINS

2. cpasy nocjie oopalieHus

3. TOJ MOMHCKHIO

4. crpaBa moJ «IIAIIOYKON»
101. BoiOepuTe 0AMH BAPHAHT U3 NMPEAI0KEHHBIX. YK-4
Kak obparuthes k koiutere Andrew B 1€10BOM nucbme? YK-5

1. Andrew,

2. Dear Andrew,

3. Andrew!

4. Hi,
102. BoiGepuTe 01MH BAPHAHT U3 MPeIJI0KeHHbIX. YK-4
Kakyro ¢pa3y MOXKHO HCIONB30BaTh [JII TOTO, YTOOBI COOOIIUTH TIJIOXUE
HOBOCTH?

1. Tam happy to inform you...

2. Tam writing to express my thanks...

3. [l regret to inform you..

4. T am writing to express my gratitude...
103. BoiOepuTe 0AMH BAPHAHT U3 NMPEAT0KEHHBIX. YK-4
Yro 0o603HaUaeT akpoHUM a/c?

1. Oyxranrep

2. TeKyLuH cyer

3. OaHK

4. 0GaHKOBCKHI CUeT
104. BoiOepuTe 0AMH BAPHAHT U3 NMPEAI0KEHHBIX. YK-4
B xakom oOparienuu gomyiieHa ommoka? YK-5

1. Dear,

2. Sirs,

3. Dear Ms and Doctor Welt,
4. Dr Liss,
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105. Bri0epuTe HeCKOJIbKO BAPHAHTOB U3 MpPeI10KeHHbIX. YK-4
Kakue mpomanusi MOXKHO HCHONb30BaTh B O(UIMAIBHBIX MUCbMaxX K YK-5
JOJKHOCTHBIM JIHLIaM?
1. Cordially,
2. Yours truly,
3. Faithfully yours,
4. Warms wishes,
106. BbiGepuTe HECKOJIbKO BAPHAHTOB U3 MPEIJI0KEHHbIX. YK-4
KakiMu CHHOHUMaMK MOKHO 3aMEHHTh BblJeeHHOe ciaoBo: | am grateful to you
and your colleagues for the significant rise in sales?
1. outstanding
2. focus
3. prominent
4, present
107. BridepuTe HeCKOJIbKO BAPHAHTOB U3 MPeII0KeHHbIX. YK-4
B kakux nrcbMax yMeCTHbI COKpAILEHUs], IPUHATHIE B ONIPEACIEHHON KOMITAHUU? YK-5
1. B mepenucke MEXIY KOJUIEraMH
2. B JICTIOBBIX MUCbMAaxX Ha OYMa)KHBIX HOCHTEJISIX
3. B o(UIMATBHBIX IEJOBBIX MUCHMAX
4. B mepenucke, MpeaHa3HaueHHOHN /715l BHYTPEHHETO NOJIb30BAHHUS
108. BoiGepuTe 01MH BAPHAHT U3 MpPeAJI0KEeHHBIX. YK-4
Kaxkoii BapuaHT aThl SBISETCS OpUTAHCKUM/€BPOIICHCKUAM? YK-5
1. 2010, 8 June
2. June 8, 2010
3. 2010 June 8
4. 8June 2010
109. BoiGepuTe 01MH BAPHAHT U3 MpPeAJI0KEeHHBIX. YK-4
Uewm resume otinmgaercs ot CV?
1. CV kopoue
2. resume uiMHHEE
3. OJIHO U TO XKe
4. resume xopoue
110. BeiOepuTe 0AMH BAPMAHT M3 NPEAI0KEHHbIX. YK-4
Kakum nmyHkTaMm Hazio yaenauTbs 0co0oe BHUMaHue?
1. objective and profile
2. education and work experience
3. skills and references
4. personal information and hobbies
111. BeiOepuTe 0AMH BAPMAHT U3 NMPEAI0KEHHBIX. YK-4
B xakom nopsinke nuiercs agpec? YK-5
1. HOMep noMa, Ha3BaHME YIMIBI, HOMEpP KBapTUPbI, T'OPOJ, MOYTOBBII
WHJIEKC, CTpaHa
2. cTpaHa, TOpOJ, Ha3BaHHUE YJIHUIbl, HOMEpP J0Ma, HOMEP KBapTHPHI
3. cTpaHa, MOYTOBBIN MHIIEKC, TOPOJI, HA3BAaHHE YIIHUIIBI, HOMEP OMa, HOMEP
KBapTUPBI
4. TIOYTOBBIN MHJEKC, CTpaHa, TOPOJI, Ha3BaHHE YIIHUIIBI, HOMEP J0OMa, HOMEP
KBapTUPBI
112. BeiOepuTe 0AMH BAPHAHT U3 NMPEAI0KEHHBIX. YK-4
I'ne pacckaszaTh 0 cBOEl MOTUBALIMU? YK-5

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

4. B Cover Letter
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113. BriGepuTe OUH BAPUAHT U3 MPeIJI0KEHHBIX.

YK-4

B kakom nopsizike yka3bIBaloTCs cBeeHHs 00 00pa3oBaHUM? YK-5
1. HauumHas ¢ mepBOro MecTa MOJIy4eHUs: 0Opa30BaHUSA B XPOHOJIOIHMUYECKOM
HOpsJIKE
2. Ha4MHAas C CaMOro MPECTHKHOIO MecTa MOJIy4YeHUs: 00pa3oBaHMs
3. HauMHas C TEPBOrO MeCTa TIOJy4eHHs OOpa3oBaHHs B IMPSIMOM
XPOHOJIOTUYECKOM MOPSIIKE
4. HauMHAas C TOCJIETHEr0 MecTa IOJydeHHs o0pa3oBaHUs B 0OpaTHOM
XPOHOJIOTHYECKOM MOPSIIKE
114. BoiGepuTe 01MH BAPHAHT U3 NPeJI0KeHHbIX. YK-4
Kak nocrynuts, ecinu 00pa3oBaHuUs Majo, a ONbITa MHOTO?
1. cnauana yka3atb 0Opa3oBaHHe, a 3aTE€M OIIBIT
2. CcHauasa ykas3aTb OIIbIT, a 3aTeM 00pa30BaHue
3. yKa3aTh TOJILKO 00pa3oBaHUE
4. yxa3aTh TOJIBKO OIBIT
115. BoiGepuTe 01MH BAPUAHT U3 NPeIJI0KEeHHBIX. YK-4
Kakas rnaBHast ommOka B ONMCAaHUM CBOMX UHTEPECOB?
1. moapoOHO pacckaszarh TOIBKO 00 OJTHOM YBJICUCHUU
2. HE yIOMSHYTb HU OJIHOTO CBOETO X000
3. pacckasarb 000 BCceX CBOMX X000
4. BBIKMHYTb 3TOT IYHKT HOJHOCTHIO
116. BoiOepuTe 0AH BAPMAHT U3 NPeAI0KeHHBIX. YK-4
Commercial offer numercs ms:
1. HampaBnsgercs ¢pupmam ¢ MPeIIOKEHUEM O COTPYTHUUECTBE
2. COJEpPXHT OTKa3 B IPEI0CTAaBICHUN UH(POPMALIUU
3. HCHoJB3yeTcss B MEpenucke o pabore, KOrja BBl IMpEAjaraere CBOIO
KaHIUJIaTypy Ha OTKPBITYIO BAKaHCHUIO
4. mnuuercs paboToaaTenaeM /sl NPUBJIEUYEHNS HOBBIX KIHMEHTOB
117. BeiOepuTe 0AMH BAPMAHT U3 NPEAI0KEHHBIX. YK-4
Enquiry letter mumercs mst:
1. nokasatb, 4TO BbI TOTOBBI IPUHSATH MPEIaraéMyto BaM JOJKHOCTh
2. 4TOOBI y3HATh O TOBape, yCIyre WIH, HampuMep, MOMHTEPECOBATHCS
HAJINYMEM BaKaHCHH B KOMITAHUU
3. oTmpagnsercs B 0J1arogapHOCTh
4. mpuriameHus Ha TOPKECTBO
118. BoiOepuTe 0MH BAPHAHT U3 NMPEAI0KEHHBIX. YK-4
I'ne pacnionaraercst aapec OTIpaBUTeNs? YK-5
1. He numercs coBceMm
2. B BEpXHEM JIEBOM YTy
3. 10 meHTpy
4. B BEpXHEM IPaBOM YTy
119. BeiOepuTe 0AMH BAPUAHT U3 NPEAT0KeHHBIX. YK-4
I'ie pacnonaraercs agpec noyrydarens? YK-5
1. cmpaBa, moa agpecom OTIpaBUTENs
2. creBa, HWXKe ajjpeca OTIpaBUTENSA
3. Ha OJJHOHM CTPOKE C aIpecoM OTIIPABHUTEIIS
4. creBa, HaJl aJpecOM OTIIPABUTEIS
120. BeiOepuTe 0AMH BAPHAHT U3 NMPEAI0KEHHBIX. YK-4

Kak paCI_HI/I(I)pOBaTB AIDA?

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

rwnpe
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121. BriGepuTe OUH BAPUAHT U3 MPeIJI0KEHHBIX.
Kakoli s3Ik HaJI0 MUCTIONIBL30BATH JJIsI HATUCAHUS OOBSIBIICHUS O paboTe?
1. crnoxHBIHA, ¢ OOJBITUM KOJTUISCTBOM TEPMUHOB
2. CIIOXHBIH, C OONBIINM KOJIMYECTBOM KPACUBBIX PEUEBBIX 000POTOB
3. TpOCTOH M MOHATHBIN, 0€3 3ayMHBIX (pa3 U TEPMUHOB
4. Bce paBHO

YK-4

122. BriGepuTe OJUH BAPUAHT U3 MPe/IJI0KEeHHBIX. YK-4
Kak oOparmarbcsi K TOTEHITHATLHOMY PaOOTHHKY?
1. B 1-M nume
2. BO 2-M JHIIe
3. B 3-mimue
4. B €IMHCTBEHHOM YHCJIC
123. BoiOepuTre HECKOJIbKO BAPUAHTOB U3 NPeIJI0KEHHbIX. YK-4
Kakasn a00peBumarypa wucHoJib3yercss TMpH BJIOKEHHHM B MHCHBMO YK-5
JAOMOJIHUTEIbHBIX JOKYMEHTOB?
1. End.
2. Inc.
3. Enc.
4. Encl.
124. BoiOepuTe 0AMH BAPUAHT U3 NPEAI0KEHHBIX. YK-4
Kakoe obpariienue k KeHIUHE TPUHITO UCIOJIB30BaTh B JIEJIOBOM MUCHME, €CIIU YK-5
HE M3BECTHO €€ ceMeifHOe mooxeHue?
1. Miss
2. Mr
3. Ms
4. Mrs
125. BcraBbTe npaBUjIbHYI0 (popMy rJiaroJsios "be’ uum "have™. YK-4
1. You to compensate your workers adequately.
2. Sometimes firing can avoided by transfer to another job.
3. As one person cannot do all jobs, some work and authority to be
delegated from this person to subordinates who lower down the chain
of command. We seen that delegation helps to give people more
experience and makes their work more interesting. However, the person
delegating authority  to keep overall responsibility for the
deciding.
4. They been hired after detailed interviews.
126. CooTHecuTe aHT/IMiiCKHe BBIPAKEHHS C PYCCKUMH SKBHBAJTEeHTAMU. YK-4
1. joint stock company a. KOMITaHHsI, Yb1 aKIIUU KOTHPYIOTCS Ha OHuprke
2. unlisted company b. coBmMecTHOE mpeanpusTHe
3. listed company C. KOMITAQHHUSI, YbH aKI[MH HE KOTUPYIOTCS Ha OpIKe
4. joint venture d. aknmoHepHast KOMITaHHsI
127. MpouuTaiiTe TeKCT W ceJaliTe €ro aHHOTALUMIO MO-PYCCKH WJIM TO- YK-4

AHTJIHHCKH.

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

formal language.
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128. IlpoyuTaiiTe TEKCT U cAeJaAlTe ero AaHHOTANUIO MO-PYCCKHM WJIM IO-
AHTJIHHCKH.

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

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

YK-4

129. IIpouuTaiiTe TeKCT U coejaliTe ero aHHOTALMIO MO-PYCCKHM WJIHM IIO-
AHIJIHICKH.

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

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

YK-4

130. IIpouuTaiiTe TekCT U clejaliTe ero aHHOTALMIO MO-PYCCKH WJIHM II0O-
AHTJIHHUCKH.

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. IlpoyuTaiiTe TEKCT M CAeJAWTE €ro AaHHOTALUIO MO-PYCCKHM MJIH IO-
AHTJIHHCKH.

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

YK-4
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breach, it is advantageous to send a demand letter asserting that the other side
appears to be in breach and requesting assurances of performances. Demand
letters that are not responded to may constitute admissions by silence. Also, a
demand letter will often generate a denial letter stating the basis for rejecting
your side's claim (such as when the incorrect entity is sued), and is sometimes a
good indication of what defenses will be raised if a suit is brought later.

132. IIpoyuTaiiTe TEKCT U cAeJAlTE €ro AHHOTANUIO MO-PYCCKM WJIM IIO-
AHTJINICKH.

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. IIpouuTaiiTe TeKCT U clejaliTe ero aHHOTALMIO MO-PYCCKH WJIHM II0O-
AHIJIMICKH.

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. IlpouuraiiTe TEKCT M CAeJAHTEe €ro AHHOTALUIO MO-PYCCKH MJIH I0-
AHIJINICKH.

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. IIpouuTaiiTe TeKCT W COeJaldTe €ro aHHOTALMIO MO-PYCCKHM WJIH I10-
AHIJINICKH.

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
iIs wrong with the product or to highlight a deficiency in services leading to
dissatisfaction. The complaint letters are short and usually direct in nature,
addressed to the company or person or department in charge.

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

YK-4

136. IIpouuTaiiTe TekcT U clejaliTe ero aHHOTALMIO MO-PYCCKH WJIHM II0-
AHTJINICKH.

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

These are generally considered a positive letter displaying a gesture of

YK-4
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goodwill which motivates the staff for their work. The appreciation letter is also
followed by an appreciation mail and sometimes, with a reward.

137. IlpouuTaiiTe TeKCT M cAejaliTe ero aHHOTAIUIO MO-PYCCKM MJIH TO-
AHTJINICKH.

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. IIpouuTaiiTe TekCT U caejaiTe ero aHHOTALMIO MO-PYCCKHM WJIM IIO-
AHIJIHICKH.

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. IIpouuTaiiTe TekCT U clejaliTe ero aHHOTALMIO MO-PYCCKHM WJIHM II0O-
AHTJIHICKH.

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

YK-4

140. IIpouuTaiiTe TeKCT W COeJAalTe €ro aHHOTALMIO MO-PYCCKHM WJIHM IIO-
aHIJINICKH.

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

YK-4
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KJIIOY

K rectam o gucrunimze «Jlej10B0M HHOCTPAHHBIN A3BIK»

Hamnpasnenue noarorosku 08.04.01 «CtpourteabcTBO»

[Tpodunu moaroToBKu: «/Ipouzeo0cmeo cmpoumenbHvlx Mamepuanlos, U30eaul u

KOHCIMPYKYULY
1. | 209, 2k, 3c, 4o, 5f, 6d, 7e, 8i, 9l, 10n, 11q, | 64. | 1. distribute 2. distribution 3. distributor
12p, 13m, 14b, 15j, 16a, 17h

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

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

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

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

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.to invest 2. investment 3. invested

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

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

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

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

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

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

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

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

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

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

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

25. | 2 88. | 1c, 2d, 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
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35. |2 98. |1

36. |1 99. (4

37. | 1. factory worker 2. passive 3. fall 4. | 100. | 1,4
climb

38. | 1. calculate 2. applicants 3. bank 4. fire 101. | 2

39. | 1. employee 2. initial capital 3. market 4. | 102. | 3
loan

40. | 1b, 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
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 audience | 112. | 4
4. interest

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

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

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

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

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

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

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

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

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

manufactured, belonged 4. include
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59. | is, may be called, becomes, is promoted, | 122. | 2
receives, has, are passed, are transmitted

60. | be dismissed, violates, is not renewed, is | 123. | 3, 4
dismissed, be considered, appeal, results,
ends, does not exist, is not needed, is
called, are made, have

61. | 1. are 2. have 3. is 4. has 124. | 3

62. | 1. are 2. are 3. have 4. has, has, has 125. | 1. have 2. be 3. have, have, is 4. have

63. | 1. produced 2. productive 3. product 126. | 1d, 2c, 3a, 4b

127. JlenoBoe muceMo - 3T0 mucbMmo oT | 128. ConpoBoautenbHOE IIUCHMO,
OJIHOIl KOMIIAaHWU JAPYroM, mepenucka MOTHUBAIlMOHHOE  MHCBMO, -  3TO
MCKAY OpraHn3aluiaMi U UX KJIMCHTAMH, PCKOMEHAATCIILHOC I1uCcbMO,
3aKa34MKaMy WU JIPYTUMH BHEUTHUMU npujiaraeMoe K JpyromMy JIOKYMEHTY,
ctoponamu. OOmuUi CcTUIL THCHMA TaKOMY KaK pe3loMe.
3aBUCUT  OT  OTHOUICHMM  MEXIy Couckarenu 4dYacTto MPHUCHUIAIOT
3aMHTEPECOBAHHBIMU CTOpOHAMH. COTNIPOBOJUTEIHHOE MHUCHbMO BMECTE CO
JlenoBeie mUChbMa MOTYT OBITh HAIMCAHBI CBOMMH aHKETaMH WJIM 3asBICHUSMU O
C pasIUYHBIMU LKJISIMH, HalpuMep, It rnpueMe Ha pabory, 4TOOBI
npsIMOro  3ampoca HH(pOpMaMKM WU MPEJICTaBUTHCS MOTEHIIUATIBHBIM
JIEUCTBUA OT JPYrol CTOPOHBI, IS paboTonaTensim 51 OOBSICHUT,
3aKka3a  PacXOJHBIX  MaTepHaloB Yy HACKOJIBKO ~ OHHU  MOAXONAT  JUIs
MOCTABIINKA, JIJI yKa3aHUs Ha OIIHUOKY JKEJTaeMbIX JOJLKHOCTEM.
noiyyaTesns MOUChbMa, I MPSMOTO PaGoronarenu MOTYT
OTBETAa Ha 3ampoc, IJs WU3BUHEHUS 3a WCIIOJIH30BaTh TINATEIHFHO HAIMKMCAHHbBIC
OIMOKY WIIM JUIsl BBIPAXKEHHS JOOpOii COIMPOBOJIUTENbHBIE MHChMa B KayecTBE
BOJIM. J{e7T0BO€ MUCHMO MOJIE3HO, TIOTOMY OJIHOTO W3  METOJIOB  OTCEUBAHUS
4TO MOKET OBITh BOCTIPUHSTO KaHJIUJATOB, KOTOpBHIE HEIO0CTATOYHO
nojiyyatesieM 0Oojiee  CEpbe3HO, YEM 3aMHTEPECOBAHbl B CBOEH JIOJDKHOCTH
npyrue ¢opmbl  oOmenus. [lumercs W/Ua He 00JagaloT HEoOXOJAUMBIMU
(hOpMaITbHBIM SI3BIKOM. 0a30BbIMU HaBBIKAMH.

129. PexomenparenpHoe mmcemo uiu | 130. IIucemo-tipeacTaBieHue, Hapsaxy

IPOCTO CCHUIKA, TPEACTaBIgeT Cco0OoMH
JIOKYMEHT, B KOTOPOM aBTOpP OLIEHUBAET
Ka4ecTBa, XapaKTEePUCTUKU 1
BO3MOXKHOCTH PEKOMEHAYeMOro Jiuia ¢
TOYKM 3pEHUS CIHOCOOHOCTH  3TOTO
YeJOBEKa BBIMOJHATh  OIpPEICIICHHYIO
3a1a49y WIN ($yHKIUIO.
PexomeHnarenbHbIe nUChMa, Kak
IIPaBUJIO, CBS3aHBI C TPYJIOYCTPONCTBOM
(Takoe MUCHbMO MOYXKET TaKXe Ha3bIBaThCs
peKoMeHalel o npuemMe Ha padoTy),
NOCTYIUICHHEM B  BBICIIME y4yeOHbIE
3aBCACHUA HJIM IPAaBOM Ha IOJIYYCHHUC
cruneHaAud. OOBIYHO OHU HalMCaHBI
KEM-TO, KTO paboTasl ¢ THM YEIOBEKOM
WIN YU ero, HanpumMmep,
PYKOBOJIUTEIIEM, KOJIJIErOr WU
YUUTENEM.
PeKOMeH)IaIII/II/I TaK¥XKeE MOT'YyT
noTpedoBaThCs KOMITaHHUSM,
CTPEMSAIIUMCH BBIUTPATH KOHTPAKThI,
0cOOEHHO B 00JacTW MHXUHHUPHHTA,

C BU3UTHOM KapTOUYKOM, ObLIO Ba)KHOM
qacTelo dTHKETa B 18 1 19 Bekax. OHO
MO-TIPEXKHEMY Ba)XHO B O(UIIMATIBHBIX
CUTyallUsiX, TaKUX KaKk BpYy4YECHHE
MIOCJIOM CBOMX BEPUTEIbHBIX I'PAMOT, a
TAaKK€ B  OINPEAEIEHHBIX JEJIOBBIX
Kpyrax.

Kak npaBuio, yenoBek He Oyzer
B3aUMO/IEVICTBOBATh c ApYyTrUMU
JIOABMH, €CIIM OHM HE OBbLIM JIOJIKHBIM
00pa3oM mpecTaBiIeHbl, OyIb TO JTUIHO
wii 1o mnucbMy. YenoBek ¢ Ooiee

HU3KAM COLIMAJIbHBIM CTaTycoM
nornpocwsi  Obl TOKpOBUTENsE C Oojee
BBICOKMM  COLHUAJIbHBIM  CTaTyCOM
HanucaTh MUCbMO-TIPE/ICTABICHHE

TpETbEMy JIMIy, TaKKe€ HMEIIIEMY
Ooree BBICOKHI COIMANBHBIN CTaTyC,
YeM MEPBOE JIMI0, HO HUKE, YEM BTOPOE
muno. BaxHo coOmonaTe TOHKOCTH
ATUKETa MpPH 3ampoce, HAMUCAHUU U
MIPEJCTAaBICHUU TAKUX IIACEM,
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KOHCYJIbTUPOBAHHS, TPOHM3BOJICTBA U
CTPOUTENIbCTBA, 4 TAKXKE B OTHOILICHUU
TOCYJapCTBEHHBIX 3aKyMOK U TCHIEPOB.
PexomennatenbHbIC nuchbMa Uit
OpraHu3aIfil UCTIOJIB3YIOTCS JIJISl OILICHKU
ux CIIOCOOHOCTH MPEIOCTaBIAT
TpeOyeMbIii ypOBEHb 0OCITYKUBaHUS.

HaTpuMep, KadecTBO  HCIOJIb3yeMOM
Oymaru u OylIeT JM OHO JOCTaBIICHO
He3areyaTaHHbIM, 9TOOBI
3alpalIfBaoIIas CTOPOHA MOTIJIA €ro
npountarh. Jlyume Bcero ObuIO OBI
JOCTaBUTh NHCHMO-TIPE/ICTaBIICHUE
NPE/IoIaraeMoMy MOJy4YaTeIr0 BMECTEe

C  BHU3UTHOH  KapTOYKOW,  4YTOOBI
MOJTy4aTelb Mor MO3BOHUTD
OTIPABUTEIIO HA CIICAYIOIIHIA JICHb.
131. [Tucemo-TpeOoBanue,  (Hampumep, | 132. [Iucemo,  oTmpaBieHHOE — JUIA
OIUIAThI) VI TMUCHMO JO TPEIbSBICHUS MOATBEPKICHUS (Hammpumep,
MPETEH3UH — 3TO MUCHMO C U3JI0KEHUEM MOJIyUYEHUs MaTepualia), Ha3bIBAeTCs
IOPUINYECKOTO 3amnpoca (0OBr9HO MUCbMOM-TIOATBEPKICHUEM.
COCTaBJIEHHOTO aJ[BOKaTOM), B KOTOPOM [lonmyyenue  TOBapoB W YCHYT,
COJICPIKUTCS TPeOOBaHHE O BO3MEIICHUU MOJIy4eHUEe JF00Oro JPYyroro mMUChMa
yiiepba WM BBINOJHEHUHM KaKOro-THOO WIH OOIIMX 3alpPOCOB SIBIIETCS IENbIO
00s13aTeNbCTBA B CBSI3H c JTAHHOTO BH/IA JITIOBOTO MTUChMA.
MpeInoiaraeMbIM HapylIeHuEM OOBIYHO ero OTHPAaBISAIOT IO
JIOTOBOpA MOJTy4aTeISIMH WA nmoure. [IMCHbMO TakKe HCHOIB3YyeTCS
IOPUANYECKON omuOKoi. XOTs muchbma- JUIsl OTBETa Ha 3alpochl M KaIOOBbI,
TpeOOBaHUS HE SIBJISTFOTCSI OTMPABJICHHBIE  KJIMCHTAMH,  YTOOBI
00s3aTeNbHBIMA 10 3aKOHY, OHH 4YacTo npouH(GOpMUPOBATh W TOJATBEPIUTH,
UCIIOJIB3YIOTCS, OCOOGHHO B  Jenax YTO COOOIIEHHUE MOTYUEHO.
JIOTOBOPHOTO TpaBa, ACIUKTHOTO IpaBa
U KOMMEpPUYECKOTO TpaBa. B HEKOTOPHIX
ciaydasx TpeOyroTcs  JI0Ka3aTelabCTBa
MOTIBITOK YPETyJIUPOBAHUS, TIPEKAC YeM
cynebHoe eso OyJeT MPUHATO CYIAOM, H
JUTSL  BBITIOJIHEHUST DTOTO  TpeOOBaHUS
00OBIYHO UCTIONB3YIOTCS MUCHMO-
TpeOoBanue. Hampumep, eciaum Kro-To
MOJ0O3PEBACT  HAPYIIEHHWE,  BBITOJIHO
OTIPaBUTh  THUCHBMO-TpeOOBaHWE, B
KOTOPOM  YTBEpPXAAETCSA, YTO Jpyras
CTOpPOHA, TIO-BUIUMOMY, HapyIiaer, u
3ampaniMBaeT TapaHTUU — HCIIOJHEHUS.
[TuceMo-TpeOoBaHME YAacTO MPHUBOIUT K
MUCHMY-0TKa3y, B KOTOPOM yKa3bIBaeTCsI
OCHOBaHUE IS OTKJIOHCHUS TPETCH3UH C
Balllel CTOPOHBI, W WHOT/A SIBISETCS
XOpOIIUM  TTOKa3arejleM TOro, Kakue
MEpBI 3aIUTHI OYIyT IPUHSTHI, €CIIU UCK
OyJIeT MoJaH Mo3xKe.
133. Kak cnenyer u3 HazBaHus, 310 Tumsl | 134, ITnceMO-U3BUHEHNE TUIIETCA OIS

JIETIOBBIX ITUCEM, KOTOPBIE OTIPABIISIOTCA
UCKIIIOUUTEIIBHO C LEJIBI0 pa3sMELICHUS
3aKa30B, U OHU MOTYT OBITH OTIIPABJICHbI
ONTOBUKAM, PO3HUYHBIM TOProBLAM HIIU
IIPOU3BOTUTEIIO.

[Tucbmo-3aKka3 BKIIIOYaeT B ceOs Bce
COOTBETCTBYIOIIME JI€TAJIH, CBSI3aHHBIE C
3aKa30M, TaKMe€ KakK HOMEp cYeTa WU

TOTO, YTOOBI BHIPA3UTh COKAICHHUE IO
onpeneleHHOMY Bompocy. B Hem
TOBOPUTCA (¢} MMPpU3HAHUHU OH_II/I6KI/I,
npoOJIeMbl WM 3a0JIyKICHHS, a TaKxKe
MPUHOCATCS HW3BHUHEHUS. DJTO CHOCO0
BBIpa3uUTh HCKPEHHEE COXAaJeHHE IIO0
IMoBOAY OIHI/I6KI/I, a TaKXX€ HaMCTHUTh
JICMCTBHUS 110 MCHPABICHUIO WM BHECTH
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KBUTAHIIMW, CBEJIEHUS O TPOIYKTE
BMECTE co cnenupuKausIMHu,
KOJMYECTBO 3aKa3a, HOMEp Hajora ¢
npoaax u Apyruc CBEJICHUS,

OTHOCSIIHUECS K TPOU3BOAMTENIO, a
Takke MNUQPPY, YKA3BIBAIOIIYIO OOIIYIO
CyMMYy 3aKasa.

B 3aBHcHMOCTH OT COIJ1aCOBaHHBIX
YCJIOBHH OIIaThl CyMMa TUIaTEKa MOXKET
OBITh BKJIIOYEHA HJM HE BKJIIOYECHA B
MUCHEMO-3aKa3.

HEOOXONMMEIE  HM3MCHEHHS,  YTOOBI
MOTBITATHCS YCTPAHUTH yIIepO.
ITnceMO-U3BUHEHNE MOJKET OBITh
OTIPABJIICHO  KOMIIAHUEH  KJIMEHTY,
MOCTABIIUKY WM JaK€ BHYTPEHHEMY

3aUHTEPECOBAHHOMY JIUILY.

135. [Tucemo-xanoba (mucemo- | 136. [Mucpma-6marogapHocT  OOBIYHO
pexsiamalysi) — 3T0 BUJ AEJIOBbIX IHCEM, HUIIYTCS  BBICIIMM  PYKOBOJCTBOM
HAIlUCAaHHBIX OJHOW CTOPOHOM ApPYrou CBOMM IIOJAYMHEHHBIM JUISl BBIPAXXECHUS
CTOPOHE WM HOPUAUYECKOMY JIULLY, 0JarolapHOCTH, 4TOOBI MO3JIPABUTH UX
9TOOBl  BBIPA3UTh OECIOKOWCTBO IO C XOpOIIO BBITIOJHEHHOW PaboTON WU
HIOBOJY OIPEIEICHHON MPOOIIEMBI. JUI TOTO, YTOOBI MOTUBUPOBATh UX.

KiimeHT MOkeT HanpaBuUTh MHCbMO- OO6b1YHO 3TO IIACBMO
peKiiamMalMio  Ha  [POAYKT, YTOOBI JIEMOHCTPUpPYET ecT Jo0poi Bouy,
YCTPaHUTh KaKOW-TMOO HEIOCTaTOK B KOTOpBI MOTHBHUPYET COTPYIHUKOB Ha
OpOAYKTe WJIM YyKa3aTb Ha IIJIOXO JanpHeimyo pabory. 3a HUCBMOM-
OKa3aHHYIO YCIIyTY. [Mucbma- 0JIaroIapHOCTBI0O  OOBIYHO  CJEAYeT
pexyiaMalii OOBIYHO KOPOTKHE M OYEHb JICHE)KHOE BO3HArPaX</ICHUE.
KOHKpETHBIE 110 CBOEMY COJEP)KAHMUIO,
a/lpecCOBaHHbIE KOMITaHHUH,

OTBETCTBEHHOMY JIMILY WJIH OTAEIY.

WNHorna  mnuceMa-xkajnoObl  MOTYT
TaK)K€ COJIEPKaTh LIArU MO YCTPAaHEHUIO
poOIeMbl WIH 0KUJAEMYIO
KOMIIEHCAIMI0. 3a MHCbMOM-Xano0oil
clelyeT  NHCbMO-TIOATBEPKICHHUE, a
3aTeM MMCbMO-U3BUHEHHE.

137. Otm  Tunmel  AenoBeIX  nucem | 138. IIpodeccuonanbHoe
OTIIPABJISIIOTCS IS 3ampoca OmarogapCcTBEHHOE MUCBMO —  3TO
omnpeneneHHod nHpopmanuu. OcHOBHas Ba)XXHBIM CIOCOO COOOIINUTH KOJIJIeram,
1eJlb — Y3HAaTh O YeM-TO WM BBIICHUTh paboTonaTensaM, TOCTaBUIMKAaM MU
€CTb JIM KaKOH-JINOO0 BOIIPOC, HA KOTOPBIN JPYTUM JI€JIOBBIM MapTHEPaM, YTO BbI
HeoOxoauMo OoTBeTUTh. [lncbMo-3ampoc LEHUTE WX BpeMs WM MpuiiaraeMble
JIOJDKHO OBITh KPaTKMM U O CYIIECTBY, C UMHU YCUITHSL. OtnpaBka
YETKO 3a/IaHHBIMH BOIIPOCaMH. O5aroapCTBEHHOr0 MHUChMa YKPENHT

JIuno, obpararomieecss ¢ 3arpocoM, B3aMMOIIOHMMAHHUE C IIOJIy4aTeleM M
Ha3bIBACTCS 3anpaniuBaroMm, u COOOIIUT O BallUX HAMEpPEeHUsX Ha
3arpamuBaromnil  T0JKEH 00513aTeNIbHO Oynymee. Bo3moxHO, Oyner ymecTHO
yKazaTb CBOM aJpec U KOHTAaKTHbIE OTNPaBUTH OJIArOJAPCTBEHHOE IMHUCHMO
JaHHble, YTOOBl C HHUM MOXHO OBLJIO II0CJIE TOTO, KaK KTO-TO ITOMOXET BaM C
CBSA3aThCH. MOMCKOM  paboThl, KOIrJa  KIHUEHT

COBEPUINUT MOKYIKY WM €CJIM KOMIIaHUS
3aKJIIOYUT C BaMU KOHTpakT. Bbl Takxke
MOXETe€  OTHpPaBUTh  OQHIMATbHOE
0JIaroOTapCTBEHHOE  MHUCHMO,  YTOOBI
IIPOCTO BBIPA3UTh CBOIO
MPU3HATENLHOCTh KOMY-TO.

139. CayxeOHast miu nenosas 3anucka — | 140. IIpuBETCTBEHHOE NHUCBMO — O3TO
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9TO  KOpPOTKHMH, HO  (HOpMaTbHBINA
JOKYMEHT, MCTOIb3YeMbIH I OOLICHUS
MEXTY PYKOBOJIUTEISIMU "
COTpyAHUKaMHU. DQPQPEKTHBHBIC 3aIUCKU
KpaTkh W yJOOOHBI IS YTCHHSL.
JIOKyMEHT TIpelHa3HaueH B MEPBYIO
ouepeb TUIst BHYTPECHHETO
UCTIOJTb30BaHUS, HaTpumep, TUTST
OOBSIBIICHUSI 00 W3MEHEHUSX BHYTPHU
OpraHu3aIuu WA OOHOBJICHUS
UHPOPMAIIUU O COOPaHUSIX KOMITAHUH.

obUIIMATBHBIN CIOCO0 TMpeACTaBICHUS
KOMIIAHUW  WJIH  COTPYIHHUKA, C
MOMOIIIEI0  KOTOPOTO TPEAOCTABIISAETCS
ocHOBHast wuH(popmanusa. Hampumep,
NPUBETCTBEHHOE  IMHUCHMO  HOBOMY
COTPYIHUKY  BKJIOYaeT B  ce0s
UHPOPMAIIHIO, KOTOpas TIOMOXKET WM
Jy4llle TOATOTOBHTBCS K TEPBOMY
pabouemMy JHIO, a MPHBETCTBEHHOE
MUCBMO HOBOMY KJIHMEHTY OJaromaput
YeJIoBeKa 3a 3aMHTEPECOBAHHOCTH W
MPEIOCTABIISIET UM OCHOBHBIC CBEICHHS
0 KOMITaHWH. B 11e10M, B 3TUX MHCbMax
UCIIONIB3YETCSl MPUBETCTBEHHBIA TOH,
MOMOTAIONIMIA  YCTaHOBHTH  OoJjiee
TECHBbIC Pab0Yre OTHOIICHHSI.

Pa3zpaGorunk
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