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1. IlepeyeHb KOMIETEHIIHII 1 YPOBHHM UX C()OPMHPOBAHHOCTH 0 AUCHUIIHHAM
(MoayJssim), npakTukam B npouecce ocsoenusi OITIOITI BO

B mnponecce ocBoeHusi 00pa3oBaTeNbHOM MpOrpaMMbl y OOy4YaroIIerocss B XOje

N3y4CHUSA OUCHHUIIINHBI

«/lenosoe obwenue Ha UHOCMPAHHOM 53bIKE»  JTOJKHBI

chopmupoBatbest komneTeHmu: YK- 4,

Kputepuu onpeneneHust cpopMUpOBaHHOCTH KOMIETSHIIMNA HA PAa3IMYHBIX YPOBHAX

ux (OpMUPOBaHUS

I/IH,I[GKC KOMIICTCHI N

ConeprxaHne KOMIIETCHITUN

YK-4

CriocobeH  OCYIIECTBIIATH JCNOBYI0 KOMMYHHUKAIIMIO B YCTHOH U
MMCbMEHHOW  (opMax Ha TOCYAapCTBEHHOM  s3blke  Poccuiickoit
denepaliii 1 HHOCTPAHHOM (BIX) sA3bIKE(aX)

Ko 1 HaumenoBanue

HHAWKAaTOpa JOCTUKCHUA

OneHoYHbBIC CPEACTBA

Bune! 3anstui
JUISl OLEHKH YPOBHS

s hopMupoBaHUS

c(hOPMUPOBAHHOCTH
KOMIICTCHIINU KOMIICTCHIINU
KOMITCTECHIHH
N-4 yk.4 3HaeT uTepaTypHYyIO NPaKTUYCCKHUE 3aHATHS, Y CTHBIN OIPOC, BOMPOCHI JIJIsI
(bopMy rocyaapcTBEHHOTO CaMOCTOsITeNIbHAsL paboTa IPOBE/ICHUS 3aUeTa U TECTOBBIC
SI3bIKa, OCHOBBI YCTHOM 1 3aaHus

MHACHEMECHHOMN KOMMYHUKallUM HA

HHOCTPAHHOM A3BIKC,

(GyHKIMOHATIBHBIE CTUIIN SI3bIKA,

TpeOOBaHUS K JICJTOBOM
KOMMYHUKAITUH.

YPpOBHU OCBOCHUSI KOMIIETEHIIUT

YpoBeHb OCBOEHHUS
KOMIIETEHIINHT

Kpurepun onenuBanus

IIpoaBuHYTHIH (OTINYHO)

3HaeT: cnenu@puueckrie 0COOEHHOCTH JE€I0BOI0 CTUIISI U3y4aeMOro
SI3bIKa; MHOS3BIYHBIE JIEKCUKO-TPAMMaTHYECKHE CTPYKTYPHI,
CBOMCTBEHHBIE JICJIOBOMY CTHJIIO YCTHOM M MMCBbMEHHOM peuu; IIpaBuia
Y IPUHLIUIIBI KOHCTPYUPOBAHUS JE€JI0OBOTO MUChMA, IIPUHIUIIBI
OpraHMU3aIMK TEKCTA AIEKTPOHHOTO COOOIIEHNUS, CITy)KEOHOM 3alMCKH,
yOJIMYHOTO BBICTYIUICHHUS.

YMmeer: npuMeHsATh OPUIIMATIEHO-EIOBYI0 TEPMUHOJIOTHIO B
MHOSI3bIYHOM YCTHOM M MMCbMEHHOM pe4M; BECTH JEJIOBYIO
KOPPECIOHIEHIIMIO HA HHOCTPAHHOM SI3bIKE, PAaBUILHO €€ 0(hOopMIISATh B
SI3bIKOBOM OTHOIIIEHHH.

Bnapgeer: oCHOBHBIMU BUJaMH YCTHOM M MHCbMEHHOW KOMMYHHUKAIIH B
cdepax JenoBOro OOIIEHHUS; HAaBBIKAMU UYTEHHS JIUTEPATyphbl IEIOBOU
HalpaBJICHHOCTH, YCTHOM MYyOJIMYHON peuyu, BOCIPHUATHUS Ha CIyX
MHOSI3bIYHOM pEYM; HABBIKAMHU pa3rOBOPHOM pEUYM HAa HMHOCTPAHHOM
A3bIKE; HaBbIKaMU PabOTHI CO CIOBAPSIMU U CIIpaBOYHUKaMHU, ¢ IHTepHeT-
pecypcamu; IEPENUCKN Ha HHOCTPAHHOM SI3BIKE.

[ToBbIIeHHBIH (XOPOIIIO)

3HaeT: B JIOCTaTOYHOE Mepe creupuIecKrne 0COOCHHOCTH JET0BOTO
CTHJIS U3Y4aeMOTO SI3bIKA; HHOSI3BIYHBIC JICKCUKO-TPAMMATHUECKHE
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CTPYKTYPbI, CBOMCTBEHHBIE JIEIOBOMY CTHJIIO YCTHON U MUCHbMEHHOU
peun; paBuIa U IPUHLIKIIBI KOHCTPYUPOBAHUS JEJI0OBOTO MUCHhMA,
MIPUHIIMITBI OPTaHU3AlMK TEKCTa JIEKTPOHHOTO COOOLIEHHUS, CITYKEOHOMN
3aIUCKH, MyOJIMYHOTO BBICTYIIICHUS.

YMeer: Ha JOCTaTOYHOM YPOBHE IPUMEHSTH O(GUIIUAIBHO-/IEJIOBYIO
TEPMUHOJIOTHIO B HHOS3BIYHOM YCTHOM U IUCBMEHHOM PEYH; BECTH
JIEJIOBYIO KOPPECTIOHICHIINIO HA MHOCTPAHHOM $I3bIKE, IPABUIIBHO €€
0(opMIIATH B S3BIKOBOM OTHOLICHHUHU.

Baaneer: Ha 10CTaTOYHOM YPOBHE OCHOBHBIMM BHUJAaMHU YCTHOU U
MUCHbMEHHOW KOMMYHHKAIIMK B cepax JAeT0BOro OOLICHHS; HAaBBIKAMU
YTEHUSI TUTEPATYPhI JEI0BOM HAIIPABICHHOCTH, YCTHON MyOJINYHON
peuu, BOCIPUATHUS Ha CIIyX MHOSA3BIYHON PEUH; HaBbIKaMH pa3roBOPHON
pedr Ha THOCTPAHHOM $SI3bIKE; HaBBIKAMH pa0OThI CO CIOBApSIMHU U
cIpaBoYHMKaMu, ¢ IHTepHET- pecypcaMu; NEPENUCKH Ha UHOCTPAaHHOM
SI3BIKE.

3HaeT: YaCTUYHO CHEIUPUICCKIE OCOOSHHOCTH JICTIOBOTO CTHIIS
M3Y4aeMOTO0 S3bIKa; HHOSI3bIUHBIE JIEKCUKO-TPAMMaTHYECKHUE CTPYKTYPBI,
CBOMCTBEHHBIE JICJIOBOMY CTHJIIO YCTHOM M MMCBbMEHHOM peuu; IIpaBuia
Y IPUHLIMIIBI KOHCTPYUPOBAHHUS J€JI0BOTO MUChMA, ITPUHIIHAIIBI
OpTraHU3aIlH TEKCTa SIEKTPOHHOTO COOOICHHUS, CITYKEOHO 3aInCKH,
yOJIMYHOTO BBICTYIUICHHUS.

YMeeT: Ha MUHUMAJIBHO IPUEMIIEMOM YPOBHE MPUMEHSTH O(UIHATIHHO-
JIEJIOBYIO TEPMUHOJIOTHIO B NHOSI3bIYHOM YCTHOM M MMCbMEHHOH peyy;
BECTH JIEJIOBYIO KOPPECIIOHICHLIMIO HA MHOCTPAHHOM $SI3bIKE, IIPABUIILHO
ee 0(OpMIIATh B SI3bIKOBOM OTHOILIECHHH.

Bnapeer: Ha MMHUMaJIBHO IPUEMIIEMOM YPOBHE OCHOBHBIMU BHUJIaMU
YCTHOW U MMCbMEHHON KOMMYHUKAILUU B chepax J1eI0BOro oOIIeHus;
HaBbIKaMU YTEHUS JIUTEPATYpPhl A€TOBON HAIIPABIEHHOCTH, YCTHOU
yOJIMYHON pedn, BOCHPUATHUS Ha CIIyX UHOSA3BIYHOM peuu; HaBbIKaMH
Pa3roBOPHOM peyu Ha UHOCTPAHHOM SI3bIKE; HaBBIKAMU PabOTHI CO
CJIOBapsIMM U CIIpaBOYHUKaMU, ¢ VIHTepHET- pecypcaMu; MEPENUCKU Ha
MHOCTPAHHOM SI3bIKE.

IToporosbrii (0a30BbIi1)
(YZ1OBIETBOPUTEIHHO)

2. Metoauyeckue, OI€HOYHbIE MATEPUAJBI M CPEACTBA, OMNpeeAonIue
npoueaypbl  OUEHUBAHUS  C(POPMMPOBAHHOCTH  KOMIETEeHIHI  (31eMEHTOB
KoMIeTeHuuii) B npouecce ocsoenusi OITOII BO

2.1 OueHo4YHbIE CPEACTBA VISl TEKYIero KOHTPOJIsI
Bonpocsl 17151 yCTHOT0 onpoca

Tema 1. TeseponHbI pa3rosop

1. HazoBute OCHOBHBIC (DYHKIIUM JIETTOBOTO Teae()OHHOTO pa3roBopa?

2. UTo moHUMAaeTCcs MOJ CIOBOCOYETAHHUEM «COCTABUTH CIIEHApUl» TeleOHHBIX
IEPErOBOPOB?

3. Ha xakume BOmMpOCH HYXHO TIOJTOTOBUTH OTBETHl TMepes TeaehOHHBIMH
MeperoBOpamMu Ha HHOCTPAHHOM SI3bIKE?

4. B yem 3aKIII0Yar0TCs ATUKETHBIC MPaBUIa TEIEPOHHBIX TIEPETOBOPOB?

5. B uem cocTosIT 0cOGEHHOCTH 1€TI0BOTO TeNe(OHHOTO pazroBopa?




6. Kak mnpaBUIbHO MOATOTOBUTHCS K JEIOBOMY pa3roBopy Mo TenedoH Ha
MHOCTPAHHOM SI3bIKE?

7.4Yto BnMseT Ha ycmex JeIOBOro Tene(OHHOrO pa3roBopa Ha HHOCTPAHHOM
A3BIKE?

8. KTo momkeH mnepBbIM NPEICTaBUTHCS MpU  Tele(OHHOM pas3roBope Ha
MHOCTPAHHOM SI3bIKE?

9. Kakue oTBeThl Ha Tesle()OHHBIN 3BOHOK HEKEIATENIbHBI?

10. Kakux 060poTOB peuu cieayeT u3derarb Bo BpeMst Tele(OHHOro pa3roBopa Ha
MHOCTPAHHOM SI3bIKE?

Tema 2. YuacTue B padore KoHpepeHIHN

1. HazoBuTe OCHOBHBIC 337241 MPOBEACHUS KOH(DEPEHITNN?

2. UTo MOHUMAETCsI MO CIOBOCOUYETAHUEM«COCTABUTh CIICHAPHI» KOH(pEpeHIINN?

3. Ha kakue BOMNpOCH HYKHO MOJATOTOBUTH OTBETHI Iepe]l KoHpepeHIuell Ha
MHOCTPAHHOM SI3bIKE?

4. B yeM 3aKJII04arOTCs IPaBUJIa ATUKETA, IPUMEHsIEMble Ha KOH(pepeHIn?

5.B dyem cocTOSAT A3BIKOBBIE OCOOEHHOCTH  KJIMILE, HCIOJIBb3YyEeMbIX Ha
KoH(pepeHu?

6. Kak npaBUiIbHO MOATOTOBUTHCS K KOH(EPEHIIMY HA THOCTPAHHOM SI3bIKE?

7. Yrto BiuseT Ha ycnex KOH(EepeHIIMN Ha HHOCTPAHHOM SI3bIKE?

8. Kakue ke uConp3yroTcs B TOKJIa1e Ha KOHPEPEHIINN?

9. Kakue cutyanun Ha KOH(GEPEHIUIX HEKeTaTeIbHbI?

10. Kakux 06opoToB peun cienyer n3beraTb Ha KOH(EPEHIMH HA MHOCTPAHHOM
A3bIKE?

Tema 3. /lesioBbIC IEPErOBOPbLI

1. Ha3zoBuTe OCHOBHBIE 3a]Ja4l ITPOBEICHUS JI€TIOBBIX IEPETOBOPOB?

2.YUT0 mOHMMAETCS TOJl CJIOBOCOYETAHMEM«COCTABUTH CIIEHAPUI»  JIEJOBBIX
IEPErOBOPOB?

3. Ha kakue BONpoChl HYXHO TMOATOTOBUTh OTBETHl YYACTHUKAM JEJIOBBIX
IIEPErOBOPOB HHOCTPAHHOM SI3bIKE?

4. B yeMm 3akimroyaroTcs TMpaBWIa ITHKETA, TPUMEHSEMbIE yYaCTHUKAMU JEIOBBIX
IEPErOBOPOB?

5.B uem cocTOST SA3BIKOBBIE OCOOCHHOCTH KIIHUINE, MCIOJB3YEMBIX Ha JEIOBBIX
neperoBopax?

6. Kak mpaBWIbHO TOATOTOBHUTHCS K JEJIOBBIM TIEPEroBOpaM Ha HHOCTPAHHOM
SI3bIKE?

7. Yto BIHSAET HA YCIEX JEIOBBIX IEPETOBOPOB HA MHOCTPAHHOM SI3BIKE?

8. Kakue xnmiie HCmonb3yrTCsl Y9aCTHUKAMH JIEOBBIX IEPETOBOPOB?

9. Kakue cutyaruu Ha I€TOBBIX HEXEIATCIbHbI?

10.  Kakux 000pOTOB peuu cienyeT u30eratb BO BpeMs JACJIOBBIX MIEPErOBOPOB HA
MHOCTPAHHOM S3bIKE?

Tema 4. /lenoBasi KOppecnoH/IeHIIUA

1. HazoBute ocHOBHEBIE Tpe6OBaHI/I$I, IpeaAbABIACMBIC K TCKCTAM OCJIOBBIX ITMCCM.
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2. HazoBuTe OCHOBHBIE Pa3HOBUAHOCTH JOKYMEHTOB, OTHOCSIIMXCS K J€JIOBOM
HepenrCKe.

3. Ilo kakMM OCHOBaHMSIM MOKHO KJIaCCU(PUIIMPOBATH JICIOBYIO MEPETUCKY?

4. YeM paznuyaroTCcss MEXAY cOO0 pa3HOBHIHOCTH JIETOBBIX MHCEM?

5. Kakue pekBU3UTHI HCIIOIB3YIOTCS MTPH O(POPMIICHUH JIEJIOBBIX MTUCEM?

6. OOBsACHUTE MOHATHUS IIPOCTOE MUCHEMOY» M «CIIOKHOE TUCHMOY.

7. Ha3oBHTE OCHOBHBIE MOJIOKEHUS JI€JI0BOTO STHKETA.

8. Kakue 3TukeTHbie (ppa3bl HCTIONB3YIOTCS B JIETOBBIX MUChMaX?

9. BcnomuuTe, Kakue BUABI MCEM CYIIECTBYIOT B 3aBUCHUMOCTH OT MX COJACPKAHUS
U 4TO TaKoe CIIy’>keOHOE MHCHMO.

10. Kakux 000poTOB peun cieayeT uzderatb Ipu HAMCAaHUM JEJIOBOTO MHUChMa Ha
MHOCTPAHHOM SI3bIKE?

IIpakTnyeckne 3agaHus AJs1 TEKYIIEr0 KOHTPOJIS
Tema 1. Tesieponnblii pasroBop

3aganue |

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

3amanue 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 I 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.

3amanne 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 padoTe KoH(pepeHUHH

3aganue 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. I 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.

3aganue 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.

3anganue 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?

3anganue 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)?

3agaHue 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. [le10BbIe eperoBopbI

3aganue 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.

3aganue 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 . ititiiieeaiieeanaee, :

b)Wedonot.............ceeennn.. at this stage to...............coeevenns your offer.

c) Obviously, wehave.............coooiiiiiiiiiii it very carefully.

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

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

f) I think we are ..........cocoiiiiiiiini.n, to give you a formal
................................ today, but we will ............................. to you and tell you
ofour ......ooooiiii inaday ortwo. Thenwe'll ...................oiiiil.

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
iIf 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. Okono nsaTHAECATH MPOIICHTOB KoMNaHuil B EBporne obmiatorcest Apyr ¢ APyrom Ha
AQHTJIMHCKOM.

2. JIoni0H — cTonuia AHIJIAM.

3. 51 xo4y yCTpOUTHCS Ha MPECTUKHYIO paboTy.

4. Ecnu 3apruiata OyeT BbicOKas, pabouue OyayT JOBOJIBHBI.

5. Korza BbI Oyziete roToBbl, 3aiIUTE KO MHE B KaOUHET.

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

Tema 4. /leioBasi KOppecnoHIeHIIUSA

3aganue 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.

3amanue 2

Translate the letter into English

YBakaemsble rocrioaa!

[Tocne pasroBopa ¢ Bammm npeactaBuTeneM B JOHIOHCKOM BBICTABOYHOM 3all€, s
Oyny oueHb mnpusHaTeneH Bam, ecnu Bwl BemmuTe MHe Bam HOBBIA KaTajor
MOPTAaTUBHBIX HOYTOYKOB. Ecmu Bwl cMoxkeTe rapaHTupoBath OBICTPYIO TOCTaBKY U
MPEIOCTaBUTh KOHKYPEHTOCTIOCOOHBIC IIEHBI, BO3MOXKHO, MBI cienaeM 3aka3. K 3aka3y
OyIyT MPUJIOKEHBI OT3BIBBI O Haleh hupme.

C yBaxxeHueM,



3ananue 3

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

1 letterhead a) 3aro10BOK «BHUMaHHECH

2 inside address b) mo4ToBbIit HHIEKC

3 zip code C) 3akmrounTenbHas Gpas3a MUCbMa

4 complimentary close d) BuyTpenHuii aapec, aapec morydaresis
5 attention line e) coBeT AUPEKTOPOB

6 Board of directors f) orpannuenHas OTBETCTBEHHOCTD

7 Ltd g) 3aroyioBok, «Iamnka JeJI0BOro muchMa

3ananue 4

Give the English equivalents.

CocTaBidTh IIUCBMO, 6J'IaFOHpI/I5[THO€ BIICHATJICHUC, aKKypaTHOCTB/TOLIHOCTB,
IMPUIOKCHUC, IIPUBCTCTBUC, BCIKIIMBOC O6paIHGHI/I€, BBI3bIBATh IIYTAHHUIY, II0JIYy4aTcllb,
aJIpcC OTIIPABUTCIIA, IIOAIIUCBIBATE OT KMCHH, B IIAIIKC 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 OHeHO‘lHLIe cpeacrea AJs NMPOMEKYTOYHOT0 KOHTPOJISA

BOHpOCLI K 3a4€Ty

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.
. 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?

©CoNoOkWNE
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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™?

HpaKTI/I‘le(!KI/Ie 3alaHUs TJIsl MPOBCACHUSA 3a9€Ta
3ananue 1
[Ipoaymaiite pe3tome, yUuThIBasi CIAEAYIONINE 00s13aTeIbHBIC TYHKTHI:
Objective summary;
Experience;
Education (Background);
Personal;
References.

3aganue 2
Hanwumure cobctBennyto ouorpaduro (CV).

3amanue 3.

CocraBbTe (pakc-cooOIIeHNE CBOEH KOoJIIere u3 ABCTpaIMK ¢ MPOChOON MOMOYb BaM
B IJTAHUPOBAHUM BaIIET0 BU3UTA, UCIOJIb3Ys CICAYIOIIYI0 HH(POpMAITHIO:

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"

*Visit regional offices — November 9"

*V/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.

[IpencraBpre, uyro Bbel B Hbm-flopKe XOTUTE OCTAaHOBUTBCSI B  OTEJIE.
CdopmynupyiiTe cBOM OTBETHI Ha PEIJIUKH CIyKamero (MOMHHUTE O aMEpHUKaHO-
OpUTAHCKUX COOTBETCTBUSX):

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

10



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 CICAYIomucC 1nMMcbMa-3aIipoChl:

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.

BeinonHuTh 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 s much last year?
a. Have you travelled

b. Did you travel

c. Are you travelling

d. Do you travel

3. In recent years The North Face .....................ooooii 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

S.Letme gIVe YOU .ovvvviiiiiii 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 ....................ool 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. Yuri is responsible ................... the company website and the computer
system. He’s got ...................... 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.

3aganne 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.
BcraBpTe HY)KHYIO (hopMy riarosa 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.

3anoJHUTE MPONYCKU JAaHHBIMH HUXKE clIoBaMH. Mcronb3yiiTe HeOoIpeaesIeHHbIN
apTHUKIb a / an taMm, riae He0OXOaUMO:
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.

41'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, UCTIONB3Ys IPAaBUIbHYIO (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.

Haiimute w wucnpaBpTe OmMMOKKM B CleAylOmUX mpemioxkenusx. He Bce
MMpCIJIOKCHHA COACPIKAT OIIINOKU:

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.

14
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3ananue 14.

CocraBbTe NPCAIOKCHUA.

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 crneayrouye npeayioxKeHUs] OTPULATEIbHBIMU (-) UM BOIMPOCUTEIHHBIMU

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. (-)

3ananue 16.
Omnpenenurte NOCIEAOBATEIBHOCTH IIIaTOB MPH MOUCKE PabOTHI 1-6.

____aPhone or email the company and ask for an application form.
b Go for ajob interview.

____c Read a job 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.
T Receive and accept a job offer.

3aganue 17.

3anogHUTE IPOITYCKHU, UCTIONIB3YS ever, never, for umu 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.

[ToguepkHUTE TPABUIIbHBIN BAPUAHT:

MDH Properties is sell / selling an unusual place to live. It is a house in a tree. The
CEO, Karl Howard says, 'It'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.

CootnecuTte Borpockl 1-6 ¢ orBeramu 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.

3anganue 20.

PackpoiiTe ckoOkH, ucronb3ys 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 IPOIYCKH, uermob3ys to+infinitive Tam, rie HeoOXoaUMO:
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.
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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

3aganue 23.

HOII‘{epKHI/ITC JIMIIHEE CJI0BO.

1 fly 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
3aganue 24.

HailinguTe u ucnpaBbTe OIIMOKU B CAEAYIOMIMX MPEATOKECHUSIX |
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.

3anganue 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 ....

3amanne 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.

3amanne 27.
BrimmonauTe TECTOBOE 3a/1aHUE
1.1am

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
. energy field

4. | work on

a. farm

b. a farm

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. 1 :

a. am working engVid

b. work at engVid 17

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

9. I work an office.
a. on

b.in

c. by

10. I work home.
a. in

b.on

c. at

3aganue 28.

3ameHure BBIJICJICHHBIC TCPMHHBI CJIOBAMHU, YKa3aHHBIMU HUXE:

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.

3aganue 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)
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.

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.

OueHuBaHue pe3yiabTaToB oOOydeHHss B (opme YpoBHSA C(HOPMUPOBAHHOCTU
AJIEMEHTOB KOMIIETEHIIMII MPOBOAMTCS IIyTEM KOHTPOJS BO BpPEMsS NPOMEKYTOUHOU
aTTecTanu B opMe 3a4era:

a) OIEHKA «3a4TE€HO» — KOMMETeHIUs(M) uiu ee 4YacTb(u) cPOpMUpPOBAHBI Ha
0a30BOM YPOBHE;

0) OlIEHKA «HE 3aYTEHO» — KOMIETEHIUA(1) UK €€ YacTh(1) HE CHOPMHUPOBAHBI.
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Ikana oneHKu

OrneHKa

Kputepuii BoicTaBI€HUS OLIEHKH

JIByxOannbHast
IIKaja

3aureHo

OOyuaronuiicss OTBETHJI HAa TEOPETUYECKHE BOIIPOCHI.
Ilokazan 3HaHMA B paMKax y4yeOHOro Mmarepuaia.
Bemonaun — npaktudeckue — 3aganusa.  Ilokasan
YIOBJICTBOPUTEIbHBIE YMEHUS U BJIaJICHUS HaBbIKAMU
IIPUMEHEHHUs] TOJYyYEHHBIX 3HAHUW M YMEHUH IIpU
pelIeHNH 33]1a4 B paMKax yueOHOro Marepuaa

He 3aureno

OOyyaromiecss HpU OTBETE Ha TEOPETHUYCCKUE
BOITPOCHI U TIPU BBIMTOJHEHUH MPAKTUICCKUX 3aaHUI
MIPOJEMOHCTPUPOBAT  HEIOCTATOYHBIH  YPOBEHB
3HAHUW W yYMCHHMH OpU pEIICHHH 33]ad B paMKax
y4eOHOro MaTepuana. [Tpu OTBETax Ha
JOTIOJTHUTEbHBIE ~ BONPOCHI  OBLJIO  JOMYIIEHO
MHOXXCCTBO HCIIPABUJILHBIX OTBCTOB
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Komnerenmu: YK-4

2.3. UToroBasi AuarHocTuyeckasi padora mno JUCUMILIUHE

3ATAHUSA 1A JUATHOCTUYECKOM PABOTHI O JUCITUTIINHE

= o =
S E oo %
. 5 2 eES
= e N A e o &
5 i * = 29 8 ¥ 2
S | IIpaBHJIbHBII OTBET Cozeprxanue Bompoca 3) S EEEG
8 = 2 £ B EE
= S SESE
S
s
1. Money owed by one person or organization to N -4 yx-4 3HaeT nutepatypHyto popmy
) shares another person or organization TOCY/IapCTBEHHOTO 53bIKa, OCHOBBI YCTHOM U
1. a) shares VK-4 MHChMEHHOH KOMMYHHKAIIMU HA HHOCTPAHHOM
b) debt si3bIKe, (QYHKIIMOHATBHBIC CTHIIH S3bIKa, TPEOOBAHHSI
¢) investment K JICJIOBOH KOMMYHUKAIIUU
. i . HN-4 yk-4 3HAET IUTEpATYpH opM
| think David should do the presentation. Database A4 vica PaTypHyio opmy
: _ rOCYIapCTBEHHOT'O SI3bIKa, OCHOBBI YCTHOW U
. architecture is his o
2. | b) area of expertise 2. topic of expertise YK-4 MUCbMEHHOW KOMMYHHUKAIIMHA Ha HHOCTPAHHOM
. op per sI3bIKe, (PYHKIIMOHAIBHBIC CTUIIH SI3bIKA, TPEOOBAHUSI
b) area of expertise @
K JIEJIOBOM KOMMYHHKAIIMU
Celebrity iIs a technique that is very N-4 yk.4 3HaeT nutepaTypHyto Gopmy
popular in advertizing at the moment. TOCY/IapCTBEHHOTO 53bIKa, OCHOBBI YCTHOM U
3. | ¢) endorsement a) exhibition YK-4 MUCHbMEHHOM KOMMYHHUKAIIMM HA UHOCTPAHHOM
b) research A3bIKe, YHKIIHOHATBHBIC CTUIIH SA3bIKa, TPEOOBAHHSI
c) endorsement K JIEJIOBOM KOMMYHUKAIIUU
If news about a product comes to you by N/I-4 yk-4 3HaeT aurepaTypHyto hopmy
4 a) word of mouth someone tells you about it. VK-4 rOCYJapCTBEHHOTO SI3bIKa, OCHOBBI YCTHOH M

a) word of mouth
b) press

MUCHhbMEHHOW KOMMYHHKAIIMH HA HHOCTPAHHOM
sI3bIKE, (PYHKIIMOHAILHBIC CTUIIH SI3bIKa, TPEOOBAHMS
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c) internet K JICJIOBOM KOMMYHUKALIMHU
If you have something to sell, you can an N-4 yk.4 3HaeT nutepaTypHyto Gopmy
b) place advert in the local newspaper. TOCY/IapCTBEHHOTO 53bIKa, OCHOBBI YCTHOM U
5. a) target YK-4 MUCbMEHHOM KOMMYHUKAIIMU HA UHOCTPAHHOM
b) place s13bIKe, QYHKIIMOHABHBIC CTHIIH SI3bIKa, TPEOOBAHUS
c) launch K JICJIOBOH KOMMYHUKAIIUU
In which country would be a great insult to touch N-4 yk.4 3HaeT nutepaTypHyio Gopmy
: somebody on the head? TOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOM H
b) Pakistan ) .
6. a) Thailand YK-4 MUCHMEHHOW KOMMYHUKAIIMH HA HHOCTPAaHHOM
b) Pakistan S3bIKE, (DYHKIIMOHAIBHBIC CTHIIH S3bIKa, TPEOOBAHUS
c) Iraq K JICJIOBOM KOMMYHHUKAIIMHU
These days many applicants submit their N -4 yx-4 3HaeT nutepatypHyo popmy
a) covering letter speculatively to companies they would like to work for. rOCYJIapCTBEHHOT'O SI3bIKa, OCHOBBI YCTHOM M
7. g a) covering letter YK-4 MUCHbMEHHOM KOMMYHHUKAIIMM HA UHOCTPAHHOM
b) application form sI3bIKE, (PYHKIIMOHAIBHBIE CTHIIH SI3bIKA, TPEOOBAHHUS
C) resume K JeJI0BOW KOMMYHHKAIIUU
. L HN-4 yk-4 3HAET IUTEpATYPH opM
The person in charge of the meeting is the A4 vica PaTypHyio opmy
. e TOCY/IapCTBEHHOTO 513bIKa, OCHOBBI YCTHOM U
C) chairperson a) participant N
8. b) agenda YK-4 MMMCbMEHHON KOMMYHHUKAIIUA HA WHOCTPAHHOM
get s13bIKE, (DYHKIIMOHAIBHBIC CTHIIH S3bIKa, TPEOOBAHHUS
C) chairperson @
K JIJIOBOW KOMMYHHKAIIUU
b) agenda A list of topics to be discussed in the NJ-4 yk.4 3HaeT muTepaTypHyto Gopmy
9. a) minutes YK-4 TOCYJapCTBECHHOTI'O SI3bIKA, OCHOBBI YCTHOMN M
b) agenda MYCbMEHHOW KOMMYHUKAIIMH HA HHOCTPAHHOM
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C) items. S3bIKE, QYHKIMOHAIBHBIE CTHIIN SI3bIKa, TPEOOBAHUS
K JICJIOBOM KOMMYHUKaIIUU
My manager is very happy the work | have N-4 yk.4 3HaeT nurepaTypHyto Gopmy
b) with done. rOCy/IapCTBEHHOTO s13bIKa, OCHOBHI YCTHOW U
10. a) by YK-4 MUCHbMEHHOW KOMMYHUKAIIMH HA HHOCTPAHHOM
b) with S3bIKE, (DYHKIIMOHABHBIC CTHIIH S3bIKa, TPEOOBAHUS
c) for K JICIOBOH KOMMYHHUKAITUU
. HN-4 yk-4 3HAET MUTEpATYpH opM
Msl monmyywsin Bare [TepeBeaute npeanoxkeHUe Ha PYCCKUH SI3BIK: rojcl ;'i: 4TBeHH0ro ;133Kay}()) CIZ}(?BE; pCTgoﬁ "
nucbMo U xotenu Ob1 | We have received your letter and want to discuss the YAapeTBe ’ Y
11. 7 : YK-4 MACBMEHHOW KOMMYHHKAIIMM Ha UHOCTPaHHOM
00CcyuThH neramu | date of our meeting in more details
N SI3bIKE, YHKIIMOHAIBHBIE CTHIIN S3bIKA, TPEOOBAHUS
HaIei BCTpeun .
K JIeIOBOM KOMMYHUKAILIUU
N/-4 yk.4 3HaeT nutepaTypH opM
He w~mormu 6m1 Bol . A-4 vica PR (eygay .
[lepeBenuTe nMpeIoKEHUE HA PYCCKUH S3bIK: TOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOU H
TOBOPUTh o
12, HOMeLTCHHEE? Could you speak more slowly please? YK-4 MMCEMEHHOM KOMMYHHKAITUN Ha HHOCTPAaHHOM
’ s3bIKe, YHKIIMOHAIBHBIE CTUIIN SI3bIKA, TPEOOBAHUS
K JIeIOBOM KOMMYHUKAIIUU
N-4 yg.4 3Haet autepaTypHyto Gopmy
Ecnru 'y Bac ectb | I[lepeBenure mpeioskeHHe HA PyCCKUN S3bIK: TOCYJJapCTBEHHOTO SI3bIKa, OCHOBBI YCTHOH 1
13. | Bonpoce, BEI Moxerte | If you’ve got any questions, don’t hesitate to ask YK-4 MUCHbMEHHOM KOMMYHUKAITX HA HHOCTPAHHOM
UX 33]aTh. A3bIKe, QYHKIMOHAIbHBIE CTHIIN SI3bIKa, TPEOOBAHUS
K JIEJIOBOM KOMMYHUKaIIUU
14 Uro BBl aymaere mo | IlepeBemuTe mpemiokeHHE HA PYCCKUM S3BIK: VK-4 N/I-4 yg.4 3HaeT nutepaTypHyto Gopmy

MMOoBOAY HAa3HAUCHUA Ha

What do you think about promoting to a general

rOCy/IapCTBEHHOTO S3bIKa, OCHOBBI YCTHOW U
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Howmep 3ananus

[IpaBunbHBII OTBET *

Copepxanue Borpoca

Komnerenims

Kox u
HaMEHOBaHHE
WHMKATOpa
JIOCTHKEHUS
KOMIIETEHI[UHA

JIOJKHOCTD
YIPABJISIIOLIET0?

manager?

NIACbMEHHOW KOMMYHHKAIIMN HA UHOCTPAHHOM
S3bIKe, PYHKLMOHAIbHbBIE CTHIIN SI3bIKa, TPEOOBAHUS
K JI€JIOBOM KOMMYHHMKALUH

15.

Y no6uo nmu Bam
MOAMHUCATh KOHTPAKT 25
HOSIOps?

[lepeBenuTe NpeI0KEHUE HA PYCCKUM S3bIK:

Is it suitable to you to sign the contract on the 25th of

November?

VK-4

N-4 yk-4 3HaeT nurepaTypHyto Gopmy
rOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOH H
MUCHbMEHHOM KOMMYHHUKAIIMM HA HHOCTPAHHOM
SI3bIKE, PYHKIIMOHAIBHBIE CTHIIN S3bIKa, TPEOOBAHUS
K JIeIOBOM KOMMYHUKALIUU

16.

[Tonoxxaure MuHyTY, 5
Bac coegunto.

HepeBe,I[I/ITC MMPEIJIOKCHUC HA pYCCKI/Iﬁ SA3BIK:

Hold on a moment, I’ll put you through.

YK-4

N-4 yk.4 3HaeT nutepaTypHyto Gopmy
rOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOHM U
MUCHMEHHOW KOMMYHHKAIIMHA HA HHOCTPAHHOM
S3bIKe, QYHKIMOHAIbHBIE CTHIIN SI3bIKa, TPEOOBAHUS
K JICJIOBOM KOMMYHHUKAIIMH

17.

He moriu Obl BEI
MIPOU3CHCTH CBOC HMS
o 6ykBam?

[TepeBenuTe MpeayiokKeHNE HA PYCCKUN S3BIK:

Would you mind spelling your name?

YK-4

N-4 yk.4 3naet nutepaTypHyto Gopmy
rOCyJapCTBEHHOTO SI3bIKa, OCHOBBI YCTHOM U
MUCHbMEHHOM KOMMYHUKAITMX HA WHOCTPAHHOM
sI3bIKe, (PYHKIIMOHAIBHBIE CTUIIH S3bIKa, TPEOOBAHUS
K JICJIOBOM KOMMYHUKAIIMHU

18.

Korga Ml MOXXeM
MOJIUCATh KOHTPAKT?

[TepeBenuTe MpeayiokeHNE HA PYCCKUN S3BIK:

When can we sign the contract?

YK-4

N-4 yk.4 3HaeT nutepaTypHyto Gopmy
TOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOU H
MUCHbMEHHOM KOMMYHHUKAIIMM HA UHOCTPAHHOM
A3bIKE, (DYHKIIMOHAJIbHBIE CTHIIH SI3bIKA, TPEOOBAHMS
K JICJIOBOM KOMMYHHUKALIMHU
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N/-4 yk.4 3HaeT nmurepaTypHyto Gopmy
[TpusitHO OBLITO [lepeBenute npemIoKeHHE Ha PYCCKUMN SI3BIK: TOCY/IapCTBEHHOTO S13bIKa, OCHOBBI YCTHOM U
19. | mooOmarkcs! Good talking to you! YK-4 MUCbMEHHOW KOMMYHHUKAIIMHA HA HHOCTPAHHOM
S3bIKE, (DYHKIIMOHAIBHBIC CTHIIH S3bIKa, TPEOOBAHUS
K JI€JIOBOM KOMMYHHMKALUH
N-4 yk.4 3HaeT nutepaTypHyto Gopmy
3npaBcTBYyiiTE, YeM . TOCYJapCTBEHHOTO SI3bIKA, OCHOBBI YCTHOU H
[lepeBeauTe mpeanoKeHne Ha PYCCKUH SI3BIK: o
20. MOT'Y TIOMOYb? YK-4 MYCbMEHHOW KOMMYHUKAIIMU Ha THOCTPAHHOM

Hello, how can I help you?

SA3BIKE, (bYHKIII/IOHaJII)HBIe CTHUJIN A3bIKA, Tpe6OBaHI/IH
K ):[CJ'IOBOI71 KOMMYHUKAIIUH
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