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1. IlepeyeHp KOMNETEHIMII 1 YPOBHH HUX C(POPMHPOBAHHOCTH MO JUCHUIIIMHAM
(MoayJssim), npakTukam B npouecce ocsoenust OITOII BO

B npouecce ocBoeHusi 00pa3oBaTeNbHONM MpOrpaMMbl y OOYy4YaroIIerocsi B XOAe

HU3y4YCHUS JUCHHUIIIIMHBI

«/lenosoe obwenue Ha UHOCMPAHHOM SA3bIKE»  JTOJHKHBI

chopmupoBatbcs kKomrneTeHuu: Y K- 4.

Kputepuu onpenenenusi chopMUpPOBAHHOCTH KOMITETEHIUI HA Pa3IMYHbIX YPOBHSIX

ux (GopMUpOBaHUS

HNunexc koMIeTeHIIMHA

ConepkaHre KOMIETEHIIUT

YK-4

CrocoOeH OCYIIECTBIIATh JI€IOBYI0 KOMMYHHUKAIIMIO B YCTHOH U
NMUCbMEHHOW (QopMax Ha TOCYAapCTBEHHOM  si3bike  Poccuiickoit
Denepanyivi © THOCTPAHHOM (BIX) SI3bIKE(aX)

Kox u HaumenoBanue

HHAUKaTOpa JOCTHXKCHUA

OneHOYHbIE CPENCTBA

Bunsl 3anstuii
JUJIS1 OLIEHKU YPOBHS

Tu1s1 POPMHUPOBAHUS

c(hOpMHUPOBAHHOCTH
KOMIICTCHIINHU KOMIICTCHIIU
KOMIIETEHIINH
N-3 yk-4 3HAET IUTEPATYPHYIO MPAKTUYECKUE 3aHATHUS, VY cTHBINM 0onpoc, BONMPOCHI 1A
(dbopMy rocynapcTBEHHOTO camocTosITeNbHast paboTa MPOBEACHUS 3a4€Ta U TECTOBbBIC
S3bIKa, OCHOBBI YCTHOM U 3aJlaHus

MUCEMECHHOM KOMMYHUKAIIUA HA

HHOCTpPaHHOM SA3BIKEC,

(GyHKIMOHATILHBIE CTUIIN SI3bIKA,

TpeOOBaHUS K JICJTOBOM
KOMMyHI/IKaLII/II/I.

YPpOBHU OCBOCHUSI KOMITETECHIIUH

YpoBeHb OCBOEHHUS
KOMITIETEHINH

Kpurepun onieHnBanus

[TponBuHYTHIHN (OTIUYHO)

3Haer: cnenuduyeckre 0cOOEHHOCTH JIEIOBOTO CTHIIS H3y4aeMOro
SI3bIKA; NHOSA3BIYHBIE JIEKCUKO-TPAMMAaTUYECKHE CTPYKTYPHI,
CBOMCTBEHHBIE JCJIOBOMY CTWJIIO YCTHOM M MMCbMEHHOM peuu; IIpaBUiIa
Y IPUHLMUIIBI KOHCTPYUPOBAHUS JEJIOBOI0 MUChbMA, IPUHLUATIBI
OpraHU3aIMH TEKCTa JIEKTPOHHOTO COOOIICHHUS, CITYKEOHOM 3amucKy,
MyOJIMYHOTO BBICTYIICHUS.

YMeer: npuMeHATh OUIHATBHO-/IETOBYIO TEPMUHOJIOTHIO B
WHOSI3bIYHON YCTHOW M MUCbMEHHOM PEYH; BECTH JCIOBYIO
KOPPECTIOHICHIINIO Ha HHOCTPAHHOM SI3bIKe, IPAaBUIIBHO €€ 0(hOpMIISTH B
SI3bIKOBOM OTHOILEHUU.

Baaaeer: OCHOBHbIMU BHJIAMU YCTHOM M MUCbMEHHOM KOMMYHHUKAIUU B
chepax AenoBOro OOIIEHHS; HABBIKAMHU YTEHHS JINTEPATypbl AEIOBOM
HANpaBICHHOCTH, YCTHOM NYONWYHOM pedd, BOCHPHUATHS HaA CIyX
WHOSI3bIYHOM peuYd; HABBIKAMM pa3TOBOPHOM peYd Ha HHOCTPAHHOM
A3bIKE; HaBBIKAMHU paOOTHI CO CIIOBApSIMU M CIIPaBOYHUKAaMU, ¢ THTepHeT-
pecypcaMy; NEPENUCKN HA HHOCTPAHHOM SI3BIKE.

[ToBbIIeHHBIH (XOPOIIIO)

3HaeT: B JOCTATOYHOE Mepe CrierupuIecKue 0COOCHHOCTH JIEITIOBOTO
CTHJISI U3y4aeMOTO SI3bIKA; HHOSI3BIYHBIC JIEKCHKO-TPAMMATHYECKHUE
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CTPYKTYPBbI, CBOMCTBEHHBIE IJIOBOMY CTHJIIO YCTHOM U MUCHbMEHHOU
peuu; IpaBuiia U MPUHLHKIIBI KOHCTPYUPOBAHUS JEIOBOI0O MHUChMa,
MPUHLIMITB OPTaHU3AIMU TEKCTA 3JIEKTPOHHOTO COOOIIEHUS, CITy>KeOHON
3aIUCKH, MyOJIMYHOTO BBICTYIIJICHHUS.

YMeer: Ha JOCTaTOYHOM YPOBHE IPUMEHSTH O0(UIIUAIBHO-/IEI0BYIO
TEPMUHOJIOTUIO B UHOSA3BIYHON YCTHOM Y MUCBMEHHOU PEYH; BECTH
JIEJIOBYIO KOPPECTIOHICHIINIO HA MHOCTPAHHOM SI3BIKE, IPABUIIBHO €€
0(hopMIIATH B S36IKOBOM OTHOUICHHUHU.

Baaneer: Ha 10CTaTOYHOM YpPOBHE OCHOBHBIMM BUJaMU YCTHOU U
MUCHbMEHHOM KOMMYHHKAIIMH B cepax IeI0OBOI0 OOIIEHH; HABBIKAMH
YTEHUS JTUTEPATYPHI ACIOBON HANIPABICHHOCTH, YCTHOM MyOTMYHON
peuH, BOCTIpUATHS Ha CITyX MHOS3BIYHOM peyu; HaBBIKAMH Pa3TOBOPHOM
pedr Ha THOCTPAHHOM $SI3bIKE; HaBBIKaMH pabOThI CO CIIOBAPSMU U
CIpaBOYHMKaMU, ¢ IHTEpHET- pecypcamMu; NEPENNUCKH Ha THOCTPAaHHOM
SI3BIKE.

3HaeT: YaCTUYHO CHEeIUPUIECKHe 0COOEHHOCTH JETOBOTO CTHUIIS
M3y4aeMoro S3bIKa; HHOSI3bIYHBIE JIEKCUKO-TPAMMATHYECKUE CTPYKTYPHI,
CBOMCTBEHHBIE JICJIOBOMY CTWJIIO YCTHOM M MMCbMEHHOM peuu; IIpaBUiIa
Y IPUHLMUIIBI KOHCTPYUPOBAHUS JEJIOBOI0 MUChbMA, IPUHLIUATIBI
OpraHU3aIMH TEKCTa SJIEKTPOHHOTO COOOIICHHUS, CITYKEOHOM 3arucKy,
MyOJIMYHOTO BBICTYILICHUS.

YMeeT: Ha MUHUMAJIHO TPUEMIIEMOM YPOBHE MIPUMEHSATH O(HUIHATIHHO-
JIEJIOBYIO0 TEPMHUHOJIOTHIO B MHOA3BIYHOW YCTHOM M MUCbMEHHOM PEeYH;
BECTH JIEJIOBYIO KOPPECIIOHACHIINIO HA UHOCTPAHHOM $SI3bIKE, IIPABUIIBHO
ee 0(hOpMIISITh B I3IKOBOM OTHOLICHUH.

Bnapeer: Ha MMHUMaIbHO IPUEMIIEMOM YPOBHE OCHOBHBIMM BHJIaMU
YCTHOW U MUCbMEHHON KOMMYHUKAIIUK B chepax JeI0BOro OOILIEHNUS;
HAaBbIKAMU YTEHUS JIUTEPATypPhl A€I0BON HAIIPABIEHHOCTH, YCTHOU
MyOIMYHOM pedr, BOCHPUSITHS Ha CIIyX WHOSI3bIYHOM pedr; HaBbIKaMU
PasroBOPHON pedyH HAa MHOCTPAHHOM S3bIKE; HABBIKAMHU pabOTHI CO
CJIOBApsIMM U CIIPAaBOYHUKAMHU, ¢ VIHTepHET- pecypcamu; NEPENUCKH Ha
MHOCTPAHHOM SI3BIKE.

[ToporoBsrii (6a30BbIi)
(YIOBIETBOPUTEIHLHO)

2. Mertoauyeckue, OI€EHOYHbIE MAaTepHajbl M CpPeACTBa, ONpeaeJsolIne
npoueaypbl  OUeHMBAHUSI  C()OPMHPOBAHHOCTH  KOMIETeHUHH  (3J1eMEeHTOB
KoMmIeTeHuuii) B mpouecce ocsoenusi OIIOII BO

2.1 OueHo4YHbIE CPeCTBA IJIsl TEKYIIEro KOHTPOJIsI
Bonpocs! Aj1s1 yCTHOIO onpoca

Tema 1. TesepoHHBIN pa3roBop

1. HazoBuTe OCHOBHBIE (PYHKITUU JACIOBOTO TEIEPOHHOTO pa3roBopa’?

2. UTo mOHMMAaETCs TOJ CIOBOCOYETAHUEM «COCTABHUTH CIICHApUI» TeIePOHHBIX
MepEroBOpoB?

3. Ha xakme BOIpOCH HYXHO TOATOTOBHTH OTBETHI Tiepen Teae(OHHBIMU
MeperoBopamMu Ha HHOCTPAHHOM SI3BIKE?

4. B yeM 3aKIII04ar0TCs STUKETHBIE TTpaBUiia TeJe(OHHBIX TEPErOBOPOB?

5. B yeM cocTosT 0COOCHHOCTH JIeJI0BOTO TeJIe(OHHOTO pa3roBopa?




6. Kak mpaBuibHO TIOATOTOBHUTHCS K JEIOBOMY pa3roBopy mo TenedoH Ha
MHOCTPAHHOM SI3bIKE?

7.UYto BIMSET Ha YCIEX JeJOBOro Tele(OHHOTO pa3roBopa Ha HMHOCTPAHHOM
SI3bIKE?

8. KTo [nomkeH TmepBbIM TMPEACTaBUThCA TMpU TeIePOHHOM pa3roBope Ha
WHOCTPAHHOM SI3bIKE?

9. Kakue oTBeThI Ha Tele()OHHBIN 3BOHOK HEXEIATCITbHbI?

10. Kakux o6opoTOB peun ciemyeT uzderaTb Bo Bpems TeaehOHHOTO pa3roBopa Ha
MHOCTPAHHOM S3bIKE?

Tema 2. YuacTue B padore KOH(pepeHIHH

1. Ha3zoBuTE OCHOBHBIC 3a]]a4l IIPOBEACHUS KOH(GESPEHIINH ?

2. UTo moHMMaeTcs MoJT CJI0OBOCOYETAHUEMCOCTABUTh CIIeHAPHI» KOH(PEPEHITNN?

3. Ha xakme BOIpOCHl HY)KHO TIOJATOTOBHUTH OTBETHI Iepes] KOoH(epeHImer Ha
WHOCTPAHHOM SI3bIKE?

4. B yeM 3aKITI0YarOTCs MPaBUIIa dTUKETA, IPUMEHIEMbIE Ha KOH(GEPEHITUN ?

5.B dyeM coCTOAT S3BIKOBBIE OCOOCHHOCTH KJIMINIE, WCIIOJB3yeMBIX Ha
KoH(pepeHun?

6. Kak mpaBUIbHO MOATOTOBUTHCS K KOHGEPEHITMN HAa HHOCTPAHHOM SI3bIKE?

7. Yto BruseT Ha ycneX KOH(PEpEeHIIMM Ha MHOCTPAHHOM SI3BIKE?

8. Kakue kiuiiie ucrob3yrTCs B I0KJIa/ie Ha KOH(epeHITN?

9. Kakue cutyaruu Ha KOHGEPEHIUAX HEXKENATEIbHBI?

10. Kakux 060poTOB peun cieayer u3berarb Ha KOH(PEpEeHIIMH Ha WHOCTPAHHOM
A3bIKE?

Tema 3. Jle10BbIe IEPEroBOPbI

1. HazoBuTe OCHOBHBIE 3a]]a4l TPOBEACHUS JICTOBBIX IEPETOBOPOB?

2.YTto TmOHMMAaeTcs TOJ CIOBOCOYETAHHEM«COCTABUTh CIICHAPHUI» JETOBBIX
MIEPETOBOPOB?

3. Ha xakme BOMpOCHl HY)XHO TIOJTOTOBUTH OTBETHl YYaCTHUKAM JEJIOBBIX
MEPETOBOPOB HHOCTPAHHOM SI3bIKE?

4. B deMm 3aki04aroTCsl MpaBHJIa ITHUKETA, MPUMEHSEMbIC YYaCTHUKAMH JEIOBBIX
MEPETOBOPOB?

5. B deMm cocTosIT A3BIKOBBIE OCOOCHHOCTH KIIMINE, UCIOJIb3YeMbIX Ha JEJIOBBIX
neperoBopax?

6. Kak mpaBWJIbHO MOATOTOBUTHCS K JEJIOBBIM IE€pPEroBopaM Ha HMHOCTPAaHHOM
A3BIKE?

7. Yto BNUsET HA ycCIeX JENOBbIX MEPErOBOPOB HA MHOCTPAHHOM SI3bIKE?

8. Kakue kiuiie ucnoJib3yroTcsl yHaCTHUKaMU JIEJIOBBIX MTEPErOBOPOB?

9. Kakue cutyanuu Ha A€OBBIX HEXKENaTeIbHbI?

10.  Kakux 060poTOB peun cienyer u3beraTb BO BpeMsi JeIOBBIX IEPETOBOPOB HA
WHOCTPAHHOM SI3bIKE?

Tema 4. Jle1oBasi KOppeCnOHIeHIMS

1. HazoBuTe OCHOBHBIC Tpe6OBaHI/I$I, NpCaABABILICMBIC K TCKCTAM ACJIOBLIX ITMCCM.
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2. Ha3zoBuTe OCHOBHBIC Pa3HOBUIHOCTH JOKYMEHTOB, OTHOCSIIUXCS K JIEIOBOM
HepenuckKe.

3. ITo kakuM OCHOBaHUSM MOKHO KJIACCU(DUIIMPOBATH JIEJIOBYIO MEPENUCKY?

4. YUem paznuyaroTcs MeXay coO0l pa3HOBUAHOCTHU JEIOBBIX MUCEM?

5. Kakue pekBU3UTHI UCIONB3YIOTCS MPU 0OPMIICHUHU JETOBBIX MHCEM?

6. OOBsACHUTE MOHATHUS KIIPOCTOE MUCHBMOY» U «CI0KHOE MUCHMOY.

7. Ha3oBuTE OCHOBHBIE TIOJIOKCHUS JICIOBOTO THKETA.

8. Kakue stukeTHble (hpa3bl UCTIOIB3YIOTCS B JACJIOBBIX MUChMax?

9. BcnomHMTE, Kakue BHUIBI MHCEM CYIIECTBYIOT B 3aBUCUMOCTH OT MX COJEPIKAHUS
U 4TO TaKOE CITYKeOHOE MUCHMO.

10. Kakux 060poTOB peun cieayer uzderaTh MpU HAMKMCAHUU JIEJIOBOTO MHMChMa Ha
MHOCTPAHHOM S3bIKE?

IpakTnyeckue 3aganus AJsl TEKYIEro KOHTPOJISA
Tema 1. TesedoHHbI pa3rosop

3amanue 1

Form strong partnerships with the following words: to make to end to place
.................. to answer to talk on ................. to envision to greet ................... &
voice mail a computerized message ................ to leave to take to provide ..................
................... interruptions calls manners.

3agaHue 2

Insert prepositions or particles: 1. I’'m talking ... the phone. 2. Will you jot ... the
notes? 3. After waiting for a long time he hung ... . 4. Don’t wander ... the business. 5. Is

he ... now? 6. Now | can’t talk on the phone, I’ll call ... . 7. He always rambles ... . He
never tries to enunciate ... clearly. 8. You should smile ... the clients.
3aganue 3

Match the endings with the question starters. (More than one combination is
sometimes possible.) 1. ... leave a message? 2. ... take a message? 3. ... transfer me to his
voice mail? 4. ... have your phone number? 5. ... know what this regarding? 6. ... help you?
7. ... ask what this is regarding? 8. ...speak to Stuart Tipps, please? 9. ... 555-7434? 10....
ask who's calling? 11.... repeat that please? 12.... ask him to call John Donson? 13.... speak
up a little, please? 14.... a good time? 15.... ask when he'll be back? 16.... call back later?
17.....something I could help you with?

a. Would you liketo ... b. May I ... ? ¢. Could you ... ? d. Does s/he ... ? e. Is this ... ?

3anauue 4

Use these cues, roles, and scenarios to create practice role-plays on your own to
further your telephoning skills to help with workplace communication.

Role-Play

John

You'd like to speak to Kevin at FunStuff Brothers, a toy-making company. You're
returning his sales call because you're interested in the company's products.

Kate

You're the receptionist at FunStuff Brothers, try to transfer the call to Kevin, but
take a message when you find out Kevin can't take the call.
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3agaHue 5

Use these cues, roles, and scenarios to create practice role-plays on your own to
further your telephoning skills to help with workplace communication

Role-Play

Estelle

You're calling to schedule a meeting with the head of the personnel department.
You'd like to meet on Tuesday morning but can come in on Thursday and Friday as well.

Bob

You're able to schedule a meeting at the end of next week, but you will be out of the
office until Thursday morning.

Tema 2. Yuactue B padore KOH(pepeHINH

3amanue 1

Look at this sentence from the presentation: "I'm here to talk about the growing
‘tweens' market." It is important to put the right verb + preposition together. Fill in the
blanks with the correct verbs:

talk look go (x2) begin finish start

1. I'm unprepared. | don't know what I'm going to ... about. 2. Let's ... at some
examples, shall we? 3. | think it's best not to ... into that matter just yet. 4. Before | begin,
I'd like to ... over some figures with you. 39 5. To ... off, let's analyze this chart. 6. I'll ... by
examining the market potential, and then talk about specific opportunities. 7. I'll
summarize and then ... by inviting questions and comments.

3agaHue 2

Complete the presentation extract below by matching the two halves of each
sentence. 1. First of all, let me say that we look forward to facing ... 2. But first we have to
firmly establish ... 3. However, as you know, in global terms Britain is little more than a
niche ... 4. So the question really is: how are we going to make sure we appeal to ... 5.
Well, | think what the whole campaign requires is ... 6. We need to be running ... 7. What
I'm saying is that we have to get... 8. In other words, the commercial itself should be
reinforcing ... 9. Remember, image outsells ... 10.Now, obviously, this will mean bringing
in...

a. the consumer in our home market without making the product too British for
European tastes? b. our brand in the minds of the British consumer. c. product every time.
d. our brand-image with strong visuals and background music and the minimum of product
information. e. a global marketing strategy. f. our message across directly and simply and
in a way that will cross cultural boundaries. g. the challenge of breaking into foreign
markets with this product. h. market for our kind of product and demand is always going
to be much greater overseas. i. creative talent from outside, but in the long term creating a
Euro-ad will actually save us money. j. commercials that will work well in 40 Britain but
which we can use again at a later stage in Europe.

3aganue 3

As an expert in your field, you have been called in to explain some aspect of a topic
of your choice to an interested audience. Since your time is limited, prepare a concise yet
forceful presentation with effective visual aids. Your Task. Select a topic from the list

below. Develop a five- to ten-minute oral presentation.
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1. What time-management techniques can managers use to improve efficiency and
reduce stress?

2. Should job candidates post their resumes at job sites on the Web?

3. What is the employment outlook in three career areas of interest to you?

3ananue 4

As an expert in your field, you have been called in to explain some aspect of a topic
of your choice to an interested audience. Since your time is limited, prepare a concise yet
forceful presentation with effective visual aids. Your Task. Select a topic from the list
below. Develop a five- to ten-minute oral presentation.

1. What is telecommuting, and for what kind of workers is it an appropriate work
alternative?

2. How much choice should parents have in selecting schools for their young
children (private, and public)?

3. What travel location would you recommend for college students at New Year (or
another holiday or in summer)?

3amanue 5

As an expert in your field, you have been called in to explain some aspect of a topic
of your choice to an interested audience. Since your time is limited, prepare a concise yet
forceful presentation with effective visual aids. Your Task. Select a topic from the list
below. Develop a five- to ten-minute oral presentation.

1. What is the economic outlook for a given product (such as domestic cars, laptop
computers, digital cameras, fitness equipment, or a product of your choice)?

2. How can your organization or institution improve its image?

3. Why should people invest in a company or scheme of your choice?

Tema 3. [le10BbI€e MEPEroBOPbI

3amanue 1

Insert prepositions where necessary: 1. It’s important to adhere ... the agenda. 2.
Who is responsible ... selecting participants? 3. They benefit ... the decision. 4. Start
meetings ... time. 5. We are getting ... track. 6. It’s up ... the leader to start the meeting.
7. We are going to attend ... the meeting.

3anganue 2

Complete the following phrases with suitable words.

If in doubt, listen again to the last two responses in Exercise 1 above.

a) Thank you for your proposals, but............... VEIY . i, :

b) Wedonot..................oeie atthisstageto.............cceevvenn .. your offer.

C) Obviously, we have.........ccoooiii i, it very carefully.

d) We are not entirely ................ooiiii that the technical advantages
................... the high cost.

e) Wehopeyou'll.........coooiii i, us again with future offers.

f) | think we are .......cociiiiiiiiiin.. to give you a formal
................................ today, but we will ............................. t0 you and tell you
(0] 0 | inadayortwo. Thenwe'll ...,

what the next step should be. So, thank you very much.
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3aganue 3

Translate the following sentences into Russian:

1. You must learn about the characteristics and attitudes of your projected receivers
If you are to communicate effectively and purcussively. 2. The PR writer may write for
numerous and radically different audiences — employees, customers, farmers, bankers and
many others. 3. The PR writer, with many specific audiences to reach, will probably use
many channels. 4. Gobbledygook or jargon are often seen in news releases about high-tech
products, giving the uninitiated reader baffling information. 5. Many words sound alike
and are similar in spelling but have different meanings.

3ananue 4

Translate the sentences from Russian into English:

1. OkoJ0 mATHAECITH MPOIIEHTOB KoMIIaHu# B EBporie o0maroTest Apyr ¢ Ipyrom Ha
AQHTJIMACKOM.

2. JlIonsioH — cTonuia AHIJIAM.

3. 51 X041y yCTPOUTHCS HA MPECTHKHYIO padoTy.

4. Ecnu 3apruiata OyieT BeicoKasi, paboune OyayT JOBOJIBHBI.

5. Korna Bbl OyjieTe TOTOBBI, 3aiiIUTE KO MHE B KAOWHET.

3amanue 5
Write down the natives of the following countries and continents: America, Japan,
Australia, Brazil, Spain, England, Europe.

Tema 4. JlenoBasi koppecnoHIeHUMs

3amanue 1

Translate the letter into Russian

Dear Sirs,

We learn from the Russian Trade Delegation in London that you produce for export
cotton and other natural fabrics. There is a steady demand here for good and medium
quality goods of this type, especially in pale colours.

Will you please send us your catalogues and full details of your export prices and
terms of payment together with any samples you can let us have.

We look forward to hearing from you.

Yours faithfully

William Mackenzie.

3anmanue 2

Translate the letter into English

YBaxkaeMmble rocrnojal

[Tocne pasroBopa ¢ Bammm npeacraButesieM B JOHAOHCKOM BBICTABOYHOM 3ajie, 5
Oyny oueHb mnpus3HaTesieH Bam, ecnmu Bwr BemmmiuTe MHEe Bamr HOBBEIN  Kataior
MOPTATUBHBIX HOYTOYKOB. Ecmu Bwl cMoxkeTe rapaHTUpoBaTh OBICTPYIO JOCTaBKY U
MPEIOCTaBUTh KOHKYPEHTOCTIOCOOHBIE II€HBI, BO3MOXKHO, MBI cienaeM 3aka3. K 3aka3y
OyIyT MPUIIOKEHBI OT3BIBBI O Haleh pupme.

C yBaxxeHueM,



3ananue 3

Match the words 1-7 with the words a-g.

1 letterhead a) 3aro10Bok «BHUMaHHUECH

2 inside address b) mo4ToBbIit HHIEKC

3 zip code C) 3akmrounTenbHas Gpa3a MUCbMa

4 complimentary close d) BHyTpeHHuii aapec, aapec morydaresis
5 attention line e) coBeT quUpeKkTOpOB

6 Board of directors f) orpanndyeHHast OTBETCTBEHHOCTb

7 Ltd g) 3aroyioBoK, «Iamnka Jej0BOro nuchbma

3ananue 4

Give the English equivalents.

CocTaBnaTh MHUCHMO, ONArONpPHUATHOE BIEYATIEHUE, aAKKYypaTHOCTH/TOUHOCTD,
IMPHUIIOKCHUEC, IIPUBCTCTBUEC, BCIKIIMBOC 06paIHCHI/Ie, BbI3bIBATH IIyTaHHIY, IIOJYy4aTCJIb,
aJIpeC OTHPAaBUTECIIA, IIOANINCHIBATL OT UMCHH, B HIAIIKC ITMCbMa

3amanue 5

Letter writing.

Write a letter from a potential new customer to your company requesting
information about some products you sell.

2.2 OnleHOYHBIE CPeCTBA AJISl MPOMEKYTOYHOT0 KOHTPOJISA

Bomnpocsl k 3auery

Business English as a special language aspect.
The visit of a foreign partner.

Guests, clients and customers.

Job hunting. Recruiting. Talking about your job.
Resume and Curriculum vitae.

What should one do while job seeking.
Interview.

Making arrangements for a business trip. Travel.
9. Business meetings.

10.Trade. Wholesaling.

11.Trade. Retailing. Market research. Direct sales. Home shopping.
12.Telephone conversations.

13.Business letters. Enquiry-letters.

14.Business letters. Letters of offer.

15.Business letters. Letters of orders.

16.Business letters. Claims and Adjustments.
17.Business Letters. Social Letters.

18.Negotiating.

19. What is the purpose of negotiation?

20. What is the priority part in negotiation process?
21. How many variations of negotiation model structure are there?
22. What is BATNA?

LNk wdE
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23. What is a win-win agreement?

24. What is Bidding and Bargaining?

25. What does Closing Part consist of?

26.Name some examples of Summarizing.

27. Why is non-verbal communication important in negotiation?
28.Name some examples of diplomatic language expressions.
29.What is the best ending for a letter starting with “Dear Mr. Smith”?
30.What is the best ending for a letter starting with “Dear sirs”?

HpaKanecmle 3alaHUA JJI IPOBCACHUA 3a9€TaA
3amanue 1
[Tpoxgymaiite pe3tome, yUUTHIBas CIEAYIOMINE 003aTeIbHbIE TyHKTHI:
Objective summary;
Experience;
Education (Background);
Personal,
References.

3ananue 2
Hanummre cooctBennyo ouorpaduto (CV).

3amanue 3.

CocraBbTe (pakc-cooOIIeHNE CBOCH KoJiere u3 ABCTpajIly ¢ MPOCKOOi MOMOYb BaM
B INIAHUPOBAHHWH BAlICTO BU3HUTA, UCITIOJb3Y: CIICAYIOIIYTO I/IH(I)OpMaLIPIIOZ

You are going on a business trip to Australia. Send a fax to your Australian
colleague, Sally Jones, to tell her about the arrangements. Ask her to make hotel bookings,
hire a car for you and do all the necessary preparations. Use the note below:

Trip to Melbourne — November 7" 2006

Arrangements:

*flight — BA 135T heathrow, London 1300; arrive Melbourne 0800 November 8"

*Hotel Ramada Inn — November 8" — 11"

*\/isit regional offices — November 9"

*\/isit Head office in Victoria — November 12"

*Flight BA 136F Victoria — November 13"

To book:

*Transport from airport — Ramada Inn

*Hire car to go to regional offices — November 9"

*Hotel for night of November 12" — Victoria

3ananue 4.

IIpencraBere, uYto Bbl B Hbm—ﬁopKe XOTUTE OCTAaHOBUTHLCS B  OTEIIC.
ChopmynupyiiTe CBOM OTBETHl Ha PEIUIMKUA CIyXKamero (IMOMHUTE O aMepUKaHO-
OpUTaHCKUX COOTBETCTBUSAX):

Clerk: Good morning, sir. Can I help you?
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You:

Clerk: I’'m sorry, sir. I’m afraid we have no single rooms available at the moment.
You:

Clerk: Let me see... Yes, there are some double rooms.
You:

Clerk: 20 dollars a night.
You:

Clerk: I’m afraid not. It’s the cheapest available.
You:

Clerk: You may try Europe Hotel. It’s two blocks down this street.
You:

3amanue 5.

CocraBbTe CICAYIOMUC ITNCbMa-3aIIPpOCHI:

1. A letter to Professor K.J. Hackett, a lecturer of Columbia University and a well-
known specialist on American economy asking him to speak before a group of students.
Describe the kind of group you have, how many students are in it and how long you wish
him to speak. Be sure to give the exact time and place.

2. A short letter to Information Service, Post Office Department, Washington D.C.
for one of these pamphlets: “Natural Economy in the United States stamps” or “Postal
Service for Businessmen”.

3aganue 6.

BrimonHuts TecT

1. Answer the question: “How do you do?”
a. I’m fine. Thanks.

b. Not too bad.

c. How do you do?

d. Pleased to meet you.

2 much last year?
a. Have you travelled

b. Did you travel

c. Are you travelling

d. Do you travel

3. Inrecent years The North Face ..........cooovviiiiiiiiiiiinnn, problems with
people making illegal copies of its products.

a. had

b. is having

c. are having
11



d. has had

4. Read the text and find the best title. “Dennis Tito was the son of Italian parents
who left Italy to live in the USA. His interest in space travel began in 1961 when he
saw a satellite in the sky. He studied aerospace engineering at university then he got a
job with NASA. But he didn’t stay in that job. He started his own company and at the
age of 40 he became a millionaire. After a Japanese journalist and a British scientist
went into space with the Russians, he decided to offer $20 million to do the same. The
Russians needed the money for their space programme and said “yes’.”

a. Best Investment

b. Dream Comes True

c. The Best Way to Travel

d. Tito’s Biography

5.LetmegivVeyou ....c.cvviviiiiiiiiiiiie e :

a. some advice

b. a piece of advice

c.a lot of advice

d. Everything is correct

6. Over the years, the telecommunications industry has experienced a lot of changes,
butitisnowoneof ..............ccceevevinnn in the world.

a. the importantest

b. more important

c. importanter 5

d. the most important

7. When someone gives you their business card in Japan, you ......................... it
carefully.

a.can’t

b. may

c. should

d. shouldn’t

8. Yuriisresponsible ................... the company website and the computer
system. He’sgot ..........c.eeevnnnen. computers in his office.

a.to; a lot of

b. for; many

c. for; lots of

d. to; much

9. What do you like to spend your money ..................... ?

a. for

b. on

c. at

d.to

10. The company has recruited a lot of people .......................

a. this year

b. last month

c. the other day

d. not long ago
12



3ananue /.

Read the three parts of the text choosing correct forms of the words. Summarize the
contents of the text.

a. 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.

b. 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.

c. 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.

3aganue 8.

Read the text using appropriate words from the list below. Summarize the ideas
about the role of partners in a partnership.

Partnership is good for people who feel that they can trust each other to share
the  as well as the advantages of running a business. Because all the members of a
partnership are personally  for its debts, the  of partners requires very careful the
thought. A partner should be able to make an important ___ to running the business in an
area which you are unable to take care of. He may have some ___ 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____in return for a share in the future. To avoid
potential disputes it is advisable to compose a formal partnership :

Words to choose from: agreement; choice; contribution; money; profits; risks;
liable; specialized.

3amanue 9.

Choose the correct forms. Give a summary of the text.

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).

13



3amanue 10.
BcraBbTe HY)KHYIO (hopMy riiarosia to be:

1 you a student?

2 Ali a student. He's an accountant.

3 Leo and Elena from Russia.

41 Chinese.

5 Mr Amery the head of the company?

6 We from the USA We're British.

7 Dominique an engineer. 8 SMGP an Indian bank?
3amanue 11.

3anoJIHUTE MNPOIMYCKU JAaHHBIMU HUXE cioBaMu. MCronb3ylTe HeEoInpeesIeHHbIN
apTUKJIb a / an Tam, Tae HeoOX0UMO:
Accountant, designer, architect, teacher, mechanic, salesperson, lawyer, receptionist

1 Laurais - she helps people with legal problems.

2 Marco is - he builds offices.

3 Stellais - she's good with cars.

4 1'm - | work with money.

5 Gregor and Sam are - they give lessons at the college.
6 Philo is - she's good at art.

7 Ronaldo and | work at Walmart - we're :

8 Helen is - she welcomes visitors to the company.
3aganue 12.

PackpoiiTe ckoOKH, UCTIOJIB3Ys IPaBUIbHYIO hopMmy Tiarosa B Present Simple:
a At midnight, I (write) a report and send it to the team.

b We (have) a video conference every Monday.

¢ My company (be) in London but I (work) with an international team.

d She (work) in Dubai.

e The team (have) a meeting every week.

3aganue 13.

Haiinute u wucnpaBpTe OWMOKM B CIEOyIOIIUX nOpenjoxeHusix. He Bce
MMPpCAJIOKCHUA COACPKAT OILINOKH.

1 Francis has a meeting on Friday always.

2 We usually have lunch in a cafe.

3 Kelly often is late for work.

4 | leave the office never at six o'clock.

5 The CEO is always in his office at 830.

6 They have sometimes a video conference in the morning.

7 We go to often team meetings.

8 Josh and Mia listen to other people's opinions never.
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3ananue 14.

CocraBbTe NpCAIOKCHHUA.

1 speaking / Sam / Hello, / Reynolds

2 Lorco /say / you / Sorry, / did ?

3 right/ that's / Yes,

4 please / spell / you / Can / that, ?

5 say / again, / please / you / Could / that ?
6 your / help / Thanks / for

3aganue 15.
Crenaiite crneayroumuye MpeaioKeHNs] OTPULIATEIbHBIMU (-) WM BOIPOCHUTEIbHBIMU

1 Luxottica makes glasses. (?)

2 The CEO lives in Germany. (-)

3 They have offices in Tokyo. (?)

4 We manufacture Porsche cars in India. (-)
5 You work in the USA. (?)

6 Fiat employ 12,000 people. (-)

7 | have Hani's address. (?)

8 Mr and Mrs Sanz live in Berlin. (-)

3aganue 16.
OHpGIIGJ'II/ITC IIOCJICAOBATCIIBHOCTD IIAr'OB ITPH ITIOUCKE pa6OTbI 1-6.
a Phone or email the company and ask for an application form.

: b Go for a job interview.

____cRead ajob advertisement on a website or in a newspaper.
____d Start work.

____e Apply for the job - send the application form and a CV to the company.
____TReceive and accept a job offer.

3amanue 17.

3anoiHUTE MPOITYCKH, UCIIONB3YS ever, never, for wim since.

1 Laura has eaten salmon because she doesn't like fish.
2 Maurice and Joel have worked here 1998.

3 Have you sent a text message?

4 We have visited Morocco. Is it nice?

5 Kenway have been the market leader twenty years.
6 You haven't spoken to your clients March.

7 Has Julian met the CEO?

8 They've been in the meeting two hours.

9 Have Alan's investments made a profit?

10 The sales team have been in a presentation three o'clock.
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3aganue 18.

[TonuepkHUTE TPAaBUIIbHBIN BAPUAHT:

MDH Properties is sell / selling an unusual place to live. It is a house in a tree. The
CEO, Karl Howard says, 'lt's our most / more interesting property.' House prices are more
/ most expensive today than they move been / were in 2005. More and more people are / is
buying property as an investment. The tree house is a good / best idea for people who want
a small holiday home. It is cheaper / cheapest than MDH's other properties. Karl Howard
says, '"We have ever / never sold a tree house. But a lot of people want to see it - and it has
/ is only been on the market for / since last Tuesday.

3aganue 19.

CootHecute Borpock! 1-6 ¢ orBetamu a-f:

1 What do you do in your free time?

2 Can you tell me about your present job?

3 Why do you want this job?

4 Do you enjoy working with people?

5 How long have you been in the sales department?
6 Have you ever worked in finance?

a Two years.

b Yes, I like working in a team.

¢ At the moment, I'm working on a project to export products to Asia.
d Yes, after university | worked for a finance company for six months.
e Because | think finance is very interesting.

f | play tennis and football.

3aganue 20.

Packpoiite ckoOku, ucrionb3ys Future Simple:

a In 20 years' time people (use) their thoughts to communicate.
b We (not need) phones at all.

¢ What they (look) like ten or fifteen years from now?

d Perhaps they (be) so small that we (not be) able to see them.
e Maybe we (have) phones in jewellery and fashion items.

f They probably (be) smaller.

3amanue 21.
3anoHATe IPONYCKH, uemob3ys to+infinitive ram, rae HeoOX0AUMO:
1 We could go to the cinema tonight.

2 They shouldn’t work at the weekend .

3 Do you want visit the factory?

4 Do you think you should ask for a new office?
5 We arranged meet our new supplier.

6 Carla and Wei plan arrive at 9:30.

16



3aganue 22.

CocraBpTe mnpemioxkeHus, ucnoias3ys Present Continuous (3amiaHupoBaHHOE
NercTBUE B Oy IyIIEM):

1 Jane / meet / the design team / next week.

2 We / fly / Athens / next Thursday.

3 Polly and Tom / leave / in a moment.

4 Douglas / move / Prague / next year?

51/do/ a presentation / the day after tomorrow.

6 you / see / the HR manager / later today?

7 they / sell / the company / in six months' time?

8 The finance director / not come / to the meeting / tomorrow

3anganue 23.

[ToguepkHUTE JIUIIHEE CII0BO:

1fly plane sail airport
2 newspaper TV radio mug

3 drive station car park

4 brand logo Volvo half price
5 merchandise pen key ring internet
3ananue 24.

Havinure n ucnpasbTe OIIMOKH B CICAYIOIINX MPEIJIOKCHUAX .
1 Frank can't to drive a car.

2 Can do you finish the report today?

3 Moira cans get a taxi to the airport.

4 Can | to use your pen, please?

5 We can no go to the meeting.

6 No, I'm sorry, we cann’t.

3aganue 25.

Choose the correct word and put it into the sentence.

considerations/ considered/ considerable

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

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

c. Before buying his new video, David ... every factor.

utilizes/ utilization/ utilizing

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

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

c. Every company needs proper funds ....

investment/ to invest/ invested

a. Management decided ... $ 10,000 in research & development.

b. Although he had researched the market carefully, he took a loss on his ....

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

acquisition/ to acquire/ acquired
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a. There are numerous ways for a business ... capital.

b. The ... of funds is an important aspect of financial management.
c. The ability to operate the computer is an ... skill.

finance/ is financed/ financial

a.The management decisions affect the ... success of a company.
b. Most students' education ... by their parents.

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

3aganue 26.

Choose the correct word and put it into the sentence.
research/researcher

a. Defining the problem is often the hardest step in the ... process.
b. When the problem has been carefully defined, the ... sets objectives.
communicated/ communication

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

b. Through signs Mary ... that she wanted to drink.

analyzes/ analysis

a. George carefully ... a situation and suggests solutions.

b. He offers a calm ... of the situation.

3aganue 27.
BrinonHuTe TECTOBOE 3aaHUE
1. lam

a. accountant

b. an accountant

C. a accountant

2. | work

a. from Intel

b. for Intel

c. to Intel

d. by Intel
3.lamin

a. the energy

b. the energy sector
c. energy field

4. 1 work on

a. farm

b. afarm

c. farming

5. What ?
a. does you do

b. do you doing

c. are you do

d. do you do

6. Jeremy: What do you do? Andrew: Me? I'm
18




a. in the printing business
b. in printing business
C. into printing business
d. in print the business
7.1'm

a. a student

b. student

c. the student

d. neither student
8

a

b

C

d

9

a

A :

. am working engVid

. work at engVid 17

. am have to working on the engVid sector
. have working to engVid

. I work an office.

.on

10. I work home.

3aganue 28.

3aMeHuTe BBIACJICHHBIC TCPMUHBI CJIOBAMHU, YKAa3dHHBIMHU HUXKC.

acquire, utilizes, primary, arrangement, last, repaid, expect, capital

a. The management is still searching for the money necessary to purchase
equipment.

b. The managers anticipate that the company will grow in the nearest future.

c. In making investments, a financial manager uses a wide variety of information
provided by all departments of the company.

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

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

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

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

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

3aganue 29.
Use correct forms of the verbs "be" and "have". Mind different meanings of these

verbs depending on the context.
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All manager ... responsible for managing human resources.

Many firms ... a personnel department.

The goal of this program ... to ensure employee competence.

He ... performed his task perfectly.

The disciplinary actions ... performed in three stages.

You ... to compensate your workers adequately.

Sometimes firing can ... avoided by transfer to another job.

We ... hired several new sales representatives.

They ... been hired after detailed interviews.

There ... three steps in an effective disciplinary program.

Penalties ... imposed fairly.

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.

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.

3anganue 30.

Read the texts using correct forms of the verbs (active or passive voice).

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)
Iincreased 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.

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.

OueHuBanue pe3yJabTaToB oOOydYeHuss B (opMe ypoBHS CPOPMHUPOBAHHOCTH
AJIEMEHTOB KOMIETCHIIMN TMPOBOAUTCS ITyTEM KOHTPOJS BO BPEMS TPOMEKYTOUHOU
aTTecTanuu B (hopMe 3a4eTa:

a) OIEHKA «3auTEeHO» — KOMMETeHIWsA(M) Win ee 4YacTh(u) chHOpMHpPOBAHBI HA
0a30BOM YpOBHE;

0) OlIEHKA «HE 3aUTEHO» — KOMIIETCHIIUS(1) I €€ 4acTh(1) He CHOPMUPOBAHBI.
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Ikana oneHKu

OrneHKa

Kputepuii BbICTaBIeHUS OLICHKU

JIByxOanmbHast
IIKanza

3aureHo

OOyuarommiicss OTBETHII HAa TEOPETUUYECKHE BOIIPOCHI.
Iloka3an 3HaHMA B paMKax y4dyeOHOro Marepuaia.
Bemmonaun  npaktudeckue  3aganusa.  [lokasan
YIOBJIETBOPUTEIIBHBIC YMEHHUS U BIIAJICHUS HaBBIKAMU
IIPUMEHEHHUs] TOJYyYEHHBIX 3HAHMM W YMEHHUU IIpH
pelIeHNH 33]1a4 B paMKax y4eOHOro Marepuana

He 3aureno

OOyvaromuecss TpH OTBETE HA TEOPETUUYECCKUE
BOIPOCHI ¥ TIPU BBIMOTHEHUH MPAKTUUECKUX 3aJlaHUN
MIPOAESMOHCTPUPOBAI HEJOCTATOYHBIN YPOBEHD
3HAaHUM W yYMEHUW TpHU PEIICHUH 3aJad B paMKax
yueOHOro Marepuana. [Ipu OTBETax Ha
JOTIOJIHUTEIbHBIE ~ BOMPOCHl  OBLJIO  JIOMYIIEHO
MHOXKCCTBO HCIIPABUJILHBIX OTBCTOB
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2.3. UToroBasi fuarHocTu4veckasi paéora mo JIucuuininHe

3ATAHUSA I JUATHOCTUYECKOM PABOTHI IO JTUCIUTIINHE

Kommnerenuu:
(D]
S
= c% <
w
= E8=E
2 = $28E
(]
cE [IpaBunbHBI OTBET * Conepxanue Bompoca S § % § %
. : 222 s
o > = =2 Q
) ~ = 2
= S
= <
an)
1. Money owed by one person or organization to NJI-3 yk-4 3HaeT nurepaTypHyio Gopmy
another person or organization rOCYJJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOH U
1. a) shares YK-4 MUCHbMEHHOM KOMMYHHUKAI[HH HA HHOCTPAHHOM
b) debt sI3bIKE, (DYHKIIMOHAIBHBIC CTHIIH S3bIKa, TPEOOBAHUS
¢) investment K JICIOBOM KOMMYHHUKAIIUU
. . . N-3 yk-4 3HACT IUTEpATypH opM
| think David should do the presentation. Database A3 vics paTypuyio gopmy
: o rOCY/IapCTBEHHOTO 53bIKa, OCHOBBI YCTHOM U
architecture is his o
2. - - YK-4 MMACbMEHHOM KOMMYHHKAIUA HA UHOCTPAHHOM
a. topic of expertise
. s13bIKe, QYHKIIMOHATBHBIC CTHIIH A3bIKa, TPSOOBAHUSI
b) area of expertise @
K JCJIOBOM KOMMYHUKAIIUN
Celebrity is a technique that is very NJI-3 yk-4 3HaeT nurepaTypHyio Gopmy
popular in advertizing at the moment. TOCYJJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOM U
3. a) exhibition YK-4 MUCHbMEHHOM KOMMYHHUKAI[HH HA HHOCTPAHHOM
b) research sSI3bIKE, (DYHKIIMOHAIBHBIC CTHIIH S3bIKa, TPEOOBAHUS
c) endorsement K JICIOBOM KOMMYHHUKAIIUU
If news about a product comes to you by U -3 yk-4 3HaeT nurepatypHyto popmy
4. someone tells you about it. YK-4 TOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOH H

a) word of mouth

MUCHEMECHHOM KOMMYHUKAIINUU Ha UHOCTPAHHOM
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b) press s3bIKe, (DYHKIIMOHAIILHBIE CTUIIH SI3bIKA, TPEOOBAHUS
c) internet K JI€JIOBOM KOMMYHHKAIIUN
If you have something to sell, you can an N -3 yk-4 3HaeT nurepatypHyto popmy
advert in the local newspaper. rOCYJapCTBCHHOT'O SI3bIKA, OCHOBBI YCTHOM M
S. a) target YK-4 MIACbMEHHOM KOMMYHHKAIUA HA UHOCTPAHHOM
b) place sI3bIKEe, QYHKIIMOHATIBHBIC CTHIIN SI3bIKa, TPEOOBAHUS
b) launch K JICIOBON KOMMYHUKAIIUU
In which country would be a great insult to touch N/I-3 yk.4 3HaeT nutepaTypHyto popmy
somebody on the head? rOCYJapCTBCHHOTI'O SI3bIKA, OCHOBBI YCTHOM M
6. c) Thailand YK-4 MUCHbMEHHOM KOMMYHHUKAIIMH HA HHOCTPAHHOM
d) Pakistan sI3bIKEe, YHKIIMOHATIBHBIC CTHIIN S3bIKa, TPEOOBAHUS
e) Iraq K JICIOBOM KOMMYHUKAIIUU
These days many applicants submit their NJI-3 yk-4 3HaeT nurepaTypHyio Gopmy
speculatively to companies they would like to work for. TOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOM U
7. a) covering letter YK-4 MUCHbMEHHOM KOMMYHHUKAI[HH HA HHOCTPAHHOM
b) application form A3bIKEe, QYHKIIMOHATIBHBIE CTHIIN S3bIKa, TPEOOBAHUS
b) resume K JICIOBOM KOMMYHHUKAIIUU
. . N-3 yk-4 3HaeT nuTepaTypH opM
The person in charge of the meeting is the A3 vics paTypuyio opmy
- rOCY/IapCTBEHHOTO 53bIKa, OCHOBBI YCTHOM U
a) participant N
8. b) agenda VK-4 MUCbMEHHOM KOMMYHHUKALIMU HA UHOCTPAHHOM
get s13bIKe, QYHKIIMOHAIBHBIC CTHIIH A3bIKA, TPEOOBAHUSI
C) chairperson )
K JIeJIOBOM KOMMYHHKAIIUH
0. A list of topics to be discussed in the YK-4 N/-3 yk-4 3HaeT nuTepaTypHyIo Gopmy
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a) minutes TOCY/IapCTBEHHOTO S13bIKa, OCHOBBI YCTHOM U
b) agenda MUCHbMEHHOM KOMMYHHUKAI[UH HA HHOCTPAHHOM
C) items. A3bIKEe, QYHKIIMOHATIBHBIE CTHIIN S3bIKa, TPEOOBAHUS
K JICIOBOM KOMMYHUKAIIUU
My manager is very happy the work | have N-3 yk-4 3HaeT autepaTypHyto Gopmy
done. TOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOH H
10. a) by YK-4 MUCHbMEHHOM KOMMYHHUKAIIMH HA HHOCTPAHHOM
b) with sI3bIKEe, QYHKIIMOHATIBHBIC CTHIIN SI3bIKa, TPEOOBAHUS
c) for K JICIOBOM KOMMYHUKAIIUU
. N-3 yk-4 3HaeT nuTepaTypH opM
[lepeBeanTe MpeaIoKEHUE HA PYCCKUHN S3BIK: A3 vica PATYPHYIO GopMy .
. . TOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOH H
We have received your letter and want to discuss the N
11. 7 ) YK-4 MMACbMEHHOW KOMMYHHKAIUA HA UHOCTPAHHOM
date of our meeting in more details
sI3bIKE, QYHKIIMOHATBHBIC CTHIIN SI3bIKA, TPEOOBAHUS
K JIJIOBOM KOMMYHUKALIMHU
N /-3 yk-4 3HaeT murepatypHyto Gopmy
IlepeBenure npennoKeHUe Ha PyCCKUM SA3BIK: rOCYJIapCTBEHHOIO SI3bIKA, OCHOBBI YCTHOU U
12. Could you speak more slowly please? YK-4 MUCHbMEHHOM KOMMYHHUKAI[UH HA HHOCTPAHHOM
s3bIKe, (DYHKIIMOHAIILHBIE CTUIIH SI3bIKA, TPEOOBAHUS
K JICIOBOM KOMMYHUKAIIUU
. N-3 yk-4 3HaeT nuTepaTypH opM
[lepeBeanTe MpeaIoKEHUE HA PYCCKUHN S3BIK: roil ;ch‘rBeHHoro ﬂsrﬁxaygcz:agi pCTioﬁ "
13. If you’ve got any questions, don’t hesitate to ask YK-4 yAap ’ y

MUCbMEHHOM KOMMYHHKAIIMA Ha UHOCTPAHHOM
s3bIKe, PYHKIMOHAIbHBIE CTUIIH SI3bIKa, TPEOOBaHUS
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Howmep 3ananus

[IpaBunbHBII OTBET *

Coneprxanue Borpoca

Kommerennus

Kox u HaumenoBanue
HHAUKATOpa
JIOCTHKEHUS

KOMIICTCHIINN

K JI€JIOBOM KOMMYHHUKALIMHU

14.

IlepeBeauTe npeaIoKEeHUE HA PYCCKUH SA3BIK:
What do you think about promoting to a general
manager?

YK-4

N/I-3 yk.4 3HaeT nutepaTypHyto popmy
rOCYJIapCTBEHHOTO SI3bIKa, OCHOBBI YCTHOM U
MUCbMEHHOM KOMMYHHUKAIIMA Ha MHOCTPAHHOM
s13bIKe, (DYHKIIMOHAJILHBIE CTHIIM S3bIKa, TPEOOBaHUS
K JIJIOBOM KOMMYHUKALIMHU

15.

IIepeBenure npemyioKEHUE HA PYCCKUM SI3BIK:
Is it suitable to you to sign the contract on the 25th of
November?

YK-4

N -3 yk-4 3HaeT murepatypHyto Gopmy
rOCYIapCTBEHHOTO sI3bIKA, OCHOBHI YCTHOU U
MUCHbMEHHOW KOMMYHHUKAIIMH HA HHOCTPAaHHOM
s3bIKe, (DYHKIIMOHAIILHBIE CTUIIH SI3bIKA, TPEOOBAHUS
K JICIOBOM KOMMYHUKAIIUU

16.

IlepeBeauTe npeaIoKEeHUE HA PYCCKUH SA3BIK:
Hold on a moment, I’ll put you through.

YK-4

N/I-3 yk.4 3HaeT nutepaTypHyto popmy
rOCYJIapCTBEHHOTO SI3bIKa, OCHOBBI YCTHOM 1
MUCbMEHHOM KOMMYHHKAIIMA Ha UHOCTPAHHOM
s13bIKe, (DYHKIIMOHAJILHBIE CTHIIN S3bIKa, TPEOOBaHUS
K JIJIOBOM KOMMYHUKALIMHU

17.

IIepeBenure npemyioKEHUE HA PYCCKUM SI3BIK:
Would you mind spelling your name?

YK-4

N/I-3 yk.4 3HaeT nutepaTypHyto Gopmy
rOCYJIapCTBEHHOTO SI3bIKa, OCHOBBI YCTHOM 1
MUCbMEHHOM KOMMYHHUKAIIMA Ha UHOCTPAHHOM
s13bIKe, (DYHKIIMOHAJILHBIE CTHIIM S3bIKa, TPEOOBaHUS
K JIEJIOBOM KOMMYHHUKALIMHU
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IlepeBeauTe npeaIoKEeHUE HA PYCCKUH SA3BIK:

When can we sign the contract?

YK-4

N/I-3 yk.4 3HaeT nutepaTypHylo Gopmy
rOCYJIapCTBEHHOTIO SI3bIKa, OCHOBBI YCTHOM 1
MUCbMEHHOM KOMMYHHKAIIMA Ha UHOCTPAHHOM
s13bIKe, (DYHKIIMOHAJILHBIE CTHIIM S3bIKa, TPEOOBaHUS
K JIJIOBOM KOMMYHUKALIMHU

19.

[lepeBenute npenoKeHNE Ha PYCCKUM A3BIK:

Good talking to you!

YK-4

N -3 yk-4 3HaeT murepatypHyto Gopmy
TOCYIapCTBEHHOTO sI3bIKA, OCHOBHI YCTHOM U
MUCHbMEHHOW KOMMYHHUKAITMH HA HHOCTPAaHHOM
s3bIKe, (DYHKIIMOHAIILHBIE CTUIIH SI3bIKa, TPEOOBAHUS
K JICIOBOM KOMMYHUKAIIUU

20.

IlepeBeauTe npeaIoKEeHUE HA PYCCKUH SA3BIK:

Hello, how can I help you?

YK-4

N -3 yk-4 3HaeT murepatypHyto Gopmy
TOCYIapCTBEHHOTO sI3bIKA, OCHOBHI YCTHOM U
MUCHbMEHHOW KOMMYHHUKAIIMH HA HHOCTPAHHOM
s3bIKe, (DYHKIIMOHAIIBHBIE CTUIIH SI3bIKA, TPEOOBAHUS
K JICJIOBOM KOMMYHUKAIIUU
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