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ITACIIOPT ®OHJJA OHEHOYHbLIX CPEJICTB

@®onn oueHouHblx cpeacts (POC) mpenHazHayeH A MPOBEPKU PE3YJIbTATOB OCBOCHUS
yueOnorr  gucuurmimHe  OIL0S.  HMHoctpaHHbIi 361K (MPOQ)ECCHOHAIBHBIMN)  OCHOBHOM
npodeccnoHabHOM 00pa3oBaTeIbHON MporpamMmbl 1Mo crenuanbHocT 46.02.01 JJokyMeHTarmoHHOE
o0ecriedeHre ynpaBieHHUs U apXUBOBE/ICHUE.

®OC mno3BOJSET OIEHUBATh YPOBEHb MPO(ECCHOHANBHBIX M OOMIMX KOMIIETEHIUI IO
MEXIUCUUIUTMHAPHOMY KYpCY.

1.1 KoHTpoJIb ¥ OLIeHKA Pe3y/1bTATOB OCBOEHHUSI MEKIMCIHUIIJIMHAPHOIO Kypca
Ta6muma 1
IIpodeccnonanbHble KOMNETEHIUH IMoka3aTeu oLeHKHU pe3yJbTarTa

[1IK 1.1. KoopauaupoBath pabOTy OpraHU3allMy | BEXKIIUBOE OOIICHHE B COOTBETCTBUU C JICTIOBBIM

(mpueMHOI  PYKOBOIUTENS), BECTU MPHUEM | CTHUIIEM;

MTOCETUTEIICH. pelieHue CUTYallMOHHbBIX 3a7a4.
BrinonHenue ycTHbIX, MUCbMEHHBIX, TECTOBBIX
KOHTPOJIbHBIX 3a7aHuil. [IpoBepka cooTBETCTBUSA
BBITNOJTHEHHSI KOHTPOJIBHBIX 3aJaHUii TpeOOBaHUSIM
K pe3y/bTaTaM OCBOCHHUS JUCIIUTLIMHBI
Brinonnenue CaMOCTOSITEJIbHON paboThL.
[IpoBepka COOTBETCTBHS BBINOJTHEHUS 3aJaHUN
JUISL CAaMOCTOSITENTFHOM PabOThl  TpeOOBaHUSIM K
pe3yJbpTaTaM JaHHOW paboTHhI.
[1K 1.2. OcymiecTBisaTh padoTy MO MOATOTOBKE U | OJATOTOBKA Mpe3eHTanui, coodmenuii. [Iposepka
MPOBEJCHUIO COBEIIAHUM, JIENMOBBIX BCTPEY, | BHIIOJIHEHUS MIPAKTUYECKOIO 3a/1aHMUS.
MIPUEMOB U IIPE3ECHTALIUN. CooTBeTcTBHE PE3yIbTATOB TPAMMATUUECKUM U
JIEKCUYECKUM HOpMaM HM3y4aeMOTO S3bIKa,
TpeOOBaHUSAM K COCTABICHHUIO M O(hOPMIICHUIO

JIOKYMEHTOB
1K 1.3. OcymiecTBiasTh NOATOTOBKY JIEIOBBIX BeJICHUE 3alMCH, IPUEM U Tepeiaya cCOOOIeHnH
N0€3/I0K PYKOBOJIUTEIS U IPYTUX COTPYIHUKOB | BHYTPU OpPTaHU3AI[HH
OpraHu3aluu IIpoBepka BBINOJHEHUS NMPAKTUYECKOTO 3aJaHHUSA.

CooTBeTcTBHE pE3yJIbTATOB T'PAMMATHYECKUM U
JEKCUYECKMM  HOpMaMm  HM3y4aeMoro  s3bIKa,
TpeOOBaHUSIM K COCTAaBJICHHUIO U O(OPMIIEHUIO

JOKYMEHTOB
Tabmumna 2
O0mme KOMIeTeHUMH Iloxa3aTenu OeHKH pe3yJbTaTa
OK 1. IloHuMatp CyIHOCTb U COLUAIBHYIO KayeCTBEHHOE BBIMIOJHEHHE 3a1a4

3HAYUMOCTh  CBoeil  Oyaymei mpodeccun,
IIPOSIBJIATH K HEW YCTOWYMBBIN UHTEPEC.

OK 2. OpraHu3oBbiBaTb ~ COOCTBEHHYIO | IPaBWJIBHOE COCTAaBJICHHE TEKYIIUX IJIAHOB
JesITeIbHOCTh, BBIOMpPATh THUIOBBIE METOMAbI U | pabOTHI

CIIOCOOBI BBIMOJIHEHUS MTPO(ecCHOHATBHBIX
3a1a4, OLEeHMBaThb UX J(P(PEKTUBHOCTh H
KAa4eCTBO.

OK 3. HpI/IHI/IMaTB pelICHUA B CTAHAAPTHBIX U NpaBHIILHOC PCHICHUC CUTYAIUOHHBIX 3a1a4
HECTAHJAPTHBIX CUTyalludX U HECTHU 34 HUX
OTBCTCTBCHHOCTD.




OK 4. Ocy1iecTBiATh MOUCK U UCHOJI30BaHUE HCMOJIb30BAHUE, HOPMATUBHBIX AKTOB, HHTEPHET
nHpopManuu, HeoOoxoaAUMON s 3PHEKTUBHOTO | PECYPCOB
BBITIOJTHEHHUS npodeccnoHaTbHBIX 3ajad,
poecCHOHATBHOTO M IMYHOCTHOTO PAa3BUTHSIL.
OK 5. Hcnons3oBath MH(OPMALIMOHHO- | yMEHHUE  BBINOJHATH  pa3Hble  3aJayd  Ha
KOMMYHHKAITIOHHBIC TEXHOJIOTHH B | KOMIIBIOTEPE,
npoeCCHOHATTLHON IATENIbHOCTH.
OK 6. PaGoTath B KOJUIEKTHBE U KOMaH/IE, yMeHHe paboTaTh B rpyIme
3¢ HeKTHBHO o01aTbes c KOJUIETaMH,
PYKOBOJICTBOM, IOTPEOUTEIISIMHU.
OK 7. Bpatb Ha ce0s1 OTBETCTBEHHOCTH 32 YMEHHE pelllaTh CUTYAIlMOHHBIE 33141
paboTy 4JIeHOB KOMaHAbl  (TIOJYMHEHHBIX),
pE3yNbTaT BBINOJIHEHUS 3a/JaHUM.

B pe3ynbrare n3yueHus MEXIMCIUTUTHHAPHOTO Kypca 00yJaroIIuiics JTOKCH:
Tabmuma 3

Pe3yabTaTsl 00yuyeHusi (0CBOCHHbIE YMEHUS,

Iloka3aTeu OLeHKH pe3yJbTara
YCBOCHHbIE 3HAHUS)

1 2
yMeThb:
— paboTath ¢ mpoheCCHOHATTLHBIMU TEKCTAMH | YMEHHUE TIEPEBOIUTH MTPOPECCHOHATLHBIE TEKCTHI C
Ha UHOCTPAHHOM S3BIKE; AHTJIMICKOTO SI3bIKA HA PYCCKUU SA3BIK, YMEHHE

COCTaBJIATb COO6H.I€HI/I$I

— COCTaBJIAATh U OOPMIIATh OPraHU3ALMOHHO- | YMEHHE BECTH KOPPECIIOHACHIUIO HA NHOCTPAHHOM
pacrops,ANTEIbHYIO JOKYMEHTAIUIO Ha | A3BIKE, YMEHHS COCTABIICHHS TTHCEM, 3AMIOJTHECHUS
WHOCTPAHHOM SI3BIKE; ¢dbopM u aHKeT

— BCCTHU IIEPETrOBOPLI HA NHOCTPAHHOM SA3BIKC; YMCHHC y4aCTBOBATH B 6ece,z[e Ha
HpO(I)eCCI/IOHaJ'IBHBIe TEMBI, COCTABJIATb JHUAJIOTH,

3HATb:

— MNPAKTHYCCKYIO I'paMMaTuKy, HGO6XOZ[I/IMYIO 3HAHUC U IPUMCHCHUC (I)OHCTI/I"ICCKI/IX,
JJIA HpO(bGCCHOHaHBHOFO O6IJ_ICHI/I$I Ha | JICKCUYCCKUX, T paMMAaTHYCCKUX, CTUIIMCTUICCKUX

WHOCTPAHHOM SI3BIKE; IpaBWJI B Ipo(hecCHOHaIbHOM OOIEHUN
—0COOEHHOCTH nepeBoja CIIY>)KEOHBIX | 3HaHHME U MPUMEHEHHUE MPABUII TIEPEBOIA
JIOKYMEHTOB C HHOCTPAHHOTO SI3bIKa. CIIy’)keOHBIX JJOKYMEHTOB C MHOCTPAHHOTO SI3bIKa

1.2 Opranu3anusi KOHTPOJISI MO0 MEKIUCHUIUIHHAPHOMY KYpCY
CnuCcOK MCNO0JIb3yeMbIX OIIEHOUYHBIX CPEACTB:
1) koHTposbHAs paboTa
2) Tect
3) pelIeHUE CUTYallMOHHBIX 33134
4) CIOBapHBIN TUKTAHT

[IpomexyTouHbIil (pyOeKHBIN) KOHTPOJIb OCBOEHUS Y4eOHOM NMCIUIUIMHBI OCYIIECTBISAETCS B popme
TQepeHIIMPOBAHHOTO 3a4€eTa MO0 TEKYIIEMY KOHTPOIIO.



DoH/1 OLIEHOYHBIX CPECTB JIf TEKYIEero KOHTPOJISA M MPOMEKYTOYHOM
arrecTaluy 00y4arOIUXCs

TEKYIIAH KOHTPOJIb

Paspnen 1. PaGora ¢ TekcTaMu npoghecCHOHATBHOM HANIPABJIEHHOCTH

KomiuiekT 3aianuii 1Jisi KOHTPOJILHOM PadoThI

Bapuanr 1
1. COGI[I/IHI/ITI) OIIPEACICHUA U3 KOJIOHKH A co cioBamMu H BBIpAXKXCHUSAMHN M3 KOJOHKHU B.
(5 6am1oB)
Match the phrases from the column A with words and phrases in the column B
A B

1) someone who knows a lot about a a) to show around

particular subject, and gives advice to b) to grab

other people C) to be responsible

2) to be in charge of or to look after d) to be on the first names

someone or something e) guru

3) to call someone by their first name
4) to get some food quickly because
you are busy

5) to go around a place with someone to
show them what is interesting, useful

2. OT™MeTHUTh BBICKA3bIBaHUS KaK BEpHbIC WK HeBepHBIE. (5 0amion)

Mark the statements as true or false.

The title “Mrs.” is used before a married woman’s first name.

The title “Miss” is used before an unmarried woman’s family name.

The title “Ms.” is used before a woman’s family name when you don’t draw attention to her
marital status.

The title “Mr.” is used before a man’s family name.

The title “Dr.” is used if you want to keep the relationship very formal.

3. PemmuTh TecT BEIOpaTh, IPAaBMIIBHEIN OTBET (5 OaiioB)
Choose the right answer.

3.1. When you meet a person you should greet him saying
a) Hello!

b) Have a nice day!

c) Nice to meet you!

d) Goodbye!

3.2. Americans usually add at greeting a person
a) Nice to meet you!

b) How do you do?

c) Take care!

d) How are you?

3.3. If you want to introduce a friend to someone you use the phrase
a) Glad to see you!

b) May I introduce to you my friend......

¢) Have a good day!

d) Enjoy yourself!

3.4. If somebody is introduced to you, you should reply




a) Good afternoon!
b) Take care!



c) Pleased to meet you!
d) Not at all!

3.5. When you take leave of somebody you can say
a) Good morning!

b) May I introduce myself?

c) This is my friend ....

d) Have a good day!

4. TlepeBoj ¢ pycCKOro si3bIka Ha pycckuit s3bIK. (10 6amios)

Translate into English.

- 3npasctByiite! A Ilonb bactbeH.

- 3apascTByiite, muctep bactben! Pag nosznakomuthest ¢ Bamu! Menst 30ByT @enop Konbuios.
- 5 Toxe pazn ¢ Bamu no3HakoMuThesi Muctep Konbutos! Pazpemmre npencraBuT BaM MOETro
Kosutery muctepa Muiens, Kan Muiiens. OH Halll IJ1aBHBIA MH)KEHED.

- Pan noznakomutcst Mucrtep Murens.

- 51 Toxxe paj mo3HaKOMUTHCS !

5. CocraBnenue quanora mo cutryauud. (10 6anioB)

Miss Ledford is from Britain. She came to Russia for the first time on business. Mr. Kachalov
and his wife met her at the airport. Mr. Kachalov is the general manager of the company
“WorldPartnership”. Mrs. Kachalova is his assistant. Write down a dialog between them at the
first meeting.

Wroro: 35 6amios

Kpurepun oneHku:

OIICHKA «OTJIMYHO» BBICTABIISIETCA CTYNIEHTY, eciu HaOpain 30-35 Gamnos;

OIICHKA «XOPOIIIO» BBICTABIISETCS CTYACHTY, eCii HaOpan 24-29 6amios;

OIIEHKA «yJIOBJIIETBOPUTEIHHO» BBICTABIISIETCS CTYACHTY, eciii HaOpain 18-23 Oarna;
OLIEHKAa «HEYJOBJIETBOPUTEIBHOY BBICTABIIAETCS CTYIEHTY, €M Habpas MmeHee 18 Gaios.

Bapmuanr 2

1) Hanumure cieaymonime cJi0Ba Ha AHIJINHCKOM si3bIKe. (4 6ania)
Write the English equivalents for the following words.

yCrex, 3aCIyKUBaTh, OCHOBA, 3JIETaHTHO. (4 points)

2) Jonosnute nponycku (3 6asia)

Fill in the gaps following words (3 pomts)

1. Professionals don’t make

a) decisions, b) job, ¢) excuses.

2. Professionals are successful in their

a) matters, b) careers, ) promises.

3. Professionals show for the people around them.

a) respect, b) skills, ¢) success.

3) Hanummure cj10Ba B IPaBUJILHOM NOPSIKE, YTOOBI CO31aTh Npeniokenus. (36amma)
Put the words and word combinations in right order in the sentence (3 points).
a) specialized are, knowns, for, Professionals, their, known.

b) don’t, Professionals, dressed, to, untidily, come, work.

c) advanced, It, have, means, to, certifications, degrees, and.

4. BcraBbTe apTHKJIH, I7Ie Heo0xoaumo (5 6aJi10B)

Insert the articles where is necessary. (5 points)




1. She is drinking___ tea and eating___ jam. __ jam is sweet. Connor is at___ work. He is
drinking___ tea and eating____ sandwich. __ sandwich is tasty. 2. Mr. Green is at____ school.
She is___ teacher. 3. My cousin has____ big__ black___ cat. My cousin's____ cat has two __ _
kittens. cat likes milk.

5. lonotHUTE NIPeNIOKeHHs] HY:KHBIMH nipenyioramMu. (5 6aj1/10B)

Insert the missing preposition where necessary. (5 points)

1. They returned from the work__ sunset. 2. | began writing my composition___ seven o'clock
and finished only __ midnight. 3. My birthday is __ the ninth of July. 4. The school year
begins_ the first of September. 5._ the twenty-fifth of December people celebrate
Christmas. 6. The accountant is responsible finances.

6. CocTaBbTe NpeIJI0KeHUsl €O CieaymuMu cioBamu. (5 6a/10B)

Make sentences with the following words and word combinations. (5 points)

solution, skills, knowledge, earn, promote

Wroro: 25 6amioB

Kpurepun oneHku:

OLICHKA «OTJIMYHO» BBICTABIISCTCS CTYICHTY, etk Habpai 23-25 6asuios;

OIICHKA «XOPOIIIO» BBICTABIISETCS CTYACHTY, eciu Haopan 20-22 6amios;

OLICHKA «YIOBJICTBOPUTEIHHOY BBICTABIISIETCS CTYCHTY, eciii Habpai 12-19 6aios;
OLICHKA «HEY/IOBJICTBOPHUTEIILHOY» BBICTABIISICTCS CTYIICHTY, ecii Habpai MeHee 12 6asuioB.

Bapuant 3

1. Hanumure cjieayoime cJioBa Ha aHIJIMIICKOM si3bIke. (5 6a/1710B)

Write the English equivalents for the following words.

MpaBUJIa MPHINYKS, IPUBOJIUTH B TIOPSIOK, BOCIIUTAHUE, OTHOCUTHLCS, BHUMATEIbHBIN

2. COGI[I/IHI/ITG HaydaJio NpCIOKCHHA U3 KOJIOHKHU A cero IMPOAOJIDKCHUEM M3 KOJIOHKH B.

(6 6ans0B)
A B
1.Even if someone is rude a) do not do it in a mixed company.
2. If you tent to always run late b) do not smack it or blow bubbles.
3. If you must chew gum for a legitimate C) it is better to be polite to them.
reason d) never discuss money, religion or
4.1f you need to groom yourself politics.
5.When entering a public establishment e) set your clocks ahead 10 or 15 minutes.
6. When engaging a conversation f) set your telephone to vibrate.

3. BoiOepuTe npaBuJibHbIN MOJATbHBII 1i1aroeJ (5 6a/1/10B)
Choose the right modal verb.

1. The train arrive in five minutes.

a) has to b) must c)isto d) should

2. 1 forget to post the letter mother gave me.
a) shouldn’t b) mustn’t ¢) don’t have to d) cannot

3. If you want to be fit, you eat SO many sweets.
a)don’t haveto  Db) shouldn’t C) mustn’t d) cannot

4. The bus we took didn’t go up the hill and we walk.
a) were to b) had to ¢) could d) should

5. The fire spread through the building very quickly but everyone escape.
a) could b) had to ) was able to d) must



4. BecraBbTe HykHbII npeasor. (10 6anioB)
Put in the correct preposition.

1. Why is he always laughing me?

2. | want to watch TV. Can you turn it ?



3. Why aren’t you listening me?

4. Would you like to pay cash or credit card?
5. We came home late night.

6. When we arrived the airport, our friends met us.

7. Sunday evening we’re going to the theatre.

8. Let’s meet the weekend.

9. You are just time?

5. CocraBbTe quagor no curyanuu. (10 6anoB)

Make a dialogue on the situation.

Mr. Black calls Mr. Bradly to arrange a meeting. He suggest him to have a lunch together at the
restaurant Sirius. He asks for the convenient time and date to have a meeting. Mr. Bradly agrees
to meet Mr. Black on Friday at 1 pm.

Hroro: 36 6amnos

Kpurepum ouenku:
- OIIEHKA «OTJIMYHO» BBICTABIISICTCS CTYICHTY, €Clii OH HaOpain 33-36 Oaios;
- OILIEHKA «XOPOIII0» BBICTABIISICTCS CTYICHTY, €CJii OH HaOpai 28-34 6aios;
- OIIEHKA «YJOBJICTBOPHUTEIBHOY BBICTABIIICTCS CTYICHTY, €Cii OH HaOpau 20-27 6asuios;
- OIIEHKA «HEYIOBJIECTBOPUTEIILHOY» BBICTABISIETCS CTYJCHTY, €Clii OH Habpan menee 20 6aos.

Pa3znea 2. IleperoBopsl

KomiuiekT 3aianuii 1Jisi TECTUPOBAHUSA
Bapuanr 1
2) BoiOepute MpaBUIIbHBINA BAPHAHT, YTOOBI JIOMOIHUTE TpeioxkeHue. (10 6amion)
Choose the right word.
1. To try to reach an agreement or compromise by discussion is ...
a) to realize
b) to negotiate
C)to preserve
d)to accept
2. A large amount is ...
a) a great deal
b)an issue
C) an approach
d)an outcome
3. The way in which they feel and behave towards each other is ...
a) an approach
b)an issue
¢) a relationship
d)a company
4. The way a thing turns out; a consequence is...
a) outcome
b)issue
C) agreement
d)clarification
5. To have a strong effect on someone or something is...
a) to bargain
b)to impact
C) to secure
d)to avoid
6. To keep away from or stop oneself from doing is ...
a) to realize
b)to preserve
c) to secure
d) to avoid



7. To negotiate the terms and conditions of a transaction is ...
a) to bargain
b) to impact
¢) to avoid
d)to accept
8. Tosay yes to it or agree to take it is ...
a) to realize
b)to discuss
c) to accept
d) to avoid
9. The action of making a statement or situation less confused and more comprehensible is...
a) clarification
b)outcome
c) approach
d)issue
10. To make it safe from harm or attack is ...
a) to impact
b) to accept
¢) to avoid
d)to secure
2) Beibepu npaBuiibHy0 GopMy Iiiarosia.
Use the verb in the required tense
1. Negotiation a type of discussion used to settle disputes and reach agreements between two or more
parties.
a) is
b) are
) am
d) is being
2. A negotiation in acompromise where each party a concession for the benefitof
everyone involved.
a) results, make

b) result, makes
c) result, make
d) results, makes

3. Negotiations frequently within the workplace between coworkers, departments or between
an employee and employer.

a) occur

b)occurs

¢) occurred

d)are occurring
4. Professionals may contract terms, project timelines, compensation and more.

a) negotiates

b)negotiate

C) negotiated

d)negotiating
5. Negotiation skills abilities such as communication, persuasion, planning, strategizing and
cooperating.

a) including

b)included

c) includes

d)include
6. Integrative negotiation occurs when everyone from the agreement.



a) benefit
b)benefits
c) benefited
d)benefiting

7. Because of the weather conditions one of the parties the possibility to come to the

meeting.
a) don’t have
b)doesn’t have
c) is having
d) are having
8. What types of services you

a) does offer
b)is offering

c) do offer

d) doesn’t offer

0. to ask about the terms and conditions!

a) Doesn’t forget
b) Isn’t forgetting
c) Aren’t forgetting
d) Don’t forget

10. Successful negotiation you to effectively communicate not only your own goals, but
also to understand the other party’s wants and needs as well.

a) requires
b)required
C) requiring
d)require

Kpurepun onenku:

3a KaXkJpli MPaBUIIbHBIN OTBET CTYAEHT IoJiydaeT 1 Gai.
- OIIEHKA «OTJIMYHOY» BBICTABIIAETCS CTYJIEHTY, eciii OH Habpau 19- 20 6amios;
- OIICHKA «XOpPOIIO0Y BHICTABIIICTCS CTYJICHTY, €ClIi OH HaOpain 15-18 Gamos;
- OIICHKA «yJIOBJIETBOPUTEIHLHO» BBICTABISETCA CTYJCHTY, eclii oH HaOpan 10-14 Ganos;
- OIICHKA «HEYJIOBJIETBOPUTEIHHO» BBICTABISIETCS CTYACHTY, €ClI OH HaOpai MeHee 10 Oamos.

Obuienue no menegony, npunamue cooouieHuIl.

Bapmuanr 1

1. CoenuHuTe MPaBUIO U3 KOJOHKH A ¢ €ro 3HaueHueM u3 koloHku B (106ammoB)
Match the rule in the column A with its meaning in the column B

A

B

1) Actively listen, and take notes.
2) Answer a call within three rings.

3) Ask before putting someone on hold
or transferring a call.

4) Be honest if you don't know the
answer.

a)
b)
c)
d)

e)

A strong, confident voice can make a customer trust
you and your support more.

Always be mindful and respectful when on the
phone, so it's better to use formal language.

Give your customers your full attention, and avoid
speakerphone.

If you must put a customer on hold or transfer their
call, always ask for their permission first.

It's helpful to take notes during the calls. If you have
to file a record post-conversation, notes will be




5) Be mindful of your volume. immensely helpful.
f) Practice answer the phone with, "Hi, this is [Your first

6) Immediately introduce yourself. name] from [Your company]. How can | help you?"
g) Tell them that you're going to do everything you can
7)Only use speakerphone  when to find an answer and get back to them momentarily,
necessary. or find a co-worker who does know the answer.
h) That means staying focused and answering calls

8) Remain cheerful. immediately.

i) The point is to always remain positive and friendly,
especially in the face of negativity.

j) You should always be mindful of your volume and
ensure that you're not disrupting the ability of your
co-workers to speak to customers and get their work
done.

9) Speak clearly.

10) Use proper language.

2. BanummTe MpeyIoKEeHUs TUaiora B mpaBuibHoOM mopsiake . (10 6amios)
Write the sentences below in right order to make a dialogue.
Hello, this is Bloomingdales Department Stores. Nancy speaking. How can | help you?
| see. I will connect you to Mr. Dodge's secretary, Linda. May | put you on hold for a second?
Mr. Brown, Linda is on the phone.
Mr. Dodge just left for the day. Would you like to leave a message, Mr. Brown?
Oh! I missed him. This is an emergency call. Is it possible to speak to somebody else in his office?
Regarding what?
Sure. Go ahead.
Thank you, Nancy.
This is George Brown from Ladies Garments Wholesale. | need to speak to Roger Dodge.
We cannot deliver the order tomorrow.
You welcome, Mr. Brown. Thank you for your business with Bloomingdales.

3. CocraBbTe jquanor no curyaruu. (20 6amios)

Steve Collins from Round Travel Agency calls the Sunny Beach Hotel to get information about special
offer. He asks to connect to the Sales Manager. But the sales manager is at a meeting at the moment.
The receptionist Nora asks the call reason and suggests calling back later or leaving a message. Mr
Collins agrees to call back later.

Uroro: 40 Gasuios.

Kpurtepuu oneHku:
- OIIEHKA «OTIIMYHO» BBICTABIISIETCS CTYACHTY, eciii HaOpan 35-40 Oamos;
- OIICHKA «XOPOIII0Y BBHICTABIISAETCSA CTYACHTY, eciu Habpai 30-34 6aios;
- OLIEHKA «YJOBJIETBOPUTEIBHO» BBICTABIIAETCS CTYAEHTY, eciau Habpai 20-29 6amios;
- OIIEHKA «HEYIOBJICTBOPUTEIILHOY BBHICTABIISIETCS CTYCHTY, eciii Habpan meHee 20 6ayuios.

Ilpuem nocemumenei.

Bapmuanr 1
1. COCI[I/IHI/ITC BOIIPOCHI U NPCIIOKCHHNA U3 KOJIOHKU A ¢ oTBeTaMU Ha HHUX B KOJIOHKe B (6 GaJIJ'IOB)
Match the phrases.
A B
1) Maybe I can help you? a) Thank you. | need to speak to him.

2)I'll let Mr. Klein know you're here. b) It was comfortable.




3)Have you been to Germany c) Yes thank you.

before?
d) Sure. Can you tell me where Mrs. Clarke‘s
4)Do you have an appointment? office is?
5)Would you like a drink? e) No, never.

6)How was the train ride? f)  Yesat 3:30 in the afternoon

2. JIOTIOJIHUTE TPEJUIOKESHHUS ITOIXOISIIUM 110 CMBICTY CIOBOM. (6 0aion)
Complete the phrases.

- Hello David. Nice office!

- Hi Brenda, please (take / bring) a seat.

- (how / who) are you?

- A lot of (work / works) and busy, but fine.

- (Would / Do) you like some coffee or water?

- No, thank you. How (‘s / is it) the design going?

- Very (goods / well).

3. [lepedpazupyiite npemnoxkeHus: (8 6amma)
Rewrite the sentences:

- Can | help you? May

- Would you like to take a seat? Please,

- May | have your name? Could you

- How was the weather? What

4. OnpeznenuTe o COACPKAHMIO UaIora rjie Iporucxoaut obmienue. (5 6aios)
Match the dialogues and situation:

- Hello. Excuse me, where is
Mrs. Davis office?

- Do you have an appointment?
- Yes in 15 minutes.

- Take a seat. I’ll let Mrs. Davis

- Thank you.

- Would you like some coffee or
water?

- No, I’m fine. How’s the
project going?

Dialogue 1 Dialogue 2 Dialogue 3
- Good afternoon. Can | help - Hello Mark. Nice office! -Good morning. How are you?
you? - Hi Steve, please take a seat. - I’'m fine thank you.

- Did you have a good flight? -
Yes and on time!

- What was the weather like in
Sydney?

- Nice and sunny.

you are here. - Very well.

- Thank you.
Dialogue . at the airport with a foreign associate
Dialogue : at the company with a colleague
Dialogue : at the office with a business partner
Dialogues are formal.
Dialogue is informal.

5. CocraBwTe nuanor no curyaruu. (20 6amios)
Steve Collins from Round Travel Agency comes to the Sunny Beach Hotel at 11 am. He has an
appointment with the Sales Manager at 11.20 am. The receptionist Nora asks to take a seat and
reminds the Sales Manager about the appointment. Then she confirms the appointment and offers a

cup of tea or coffee.
Hroro: 45 Gamnos.

Kpurepun onenkmn:

- OIIEHKA «OTJIMYHO» BBICTABIIAECTCS CTYACHTY, eciu HaOpan 40-45 Gamios;




- OIIEHKA «XOPOIII0» BBICTABIISIETCS CTYIEHTY, eciii HaOpan 30-39 Gamios;
- OIICHKA «Y/IOBJICTBOPUTEIHLHOY» BBICTABIISIETCS CTYACHTY, eciii Habpan 20-29 6amios;
- OIICHKA «HEYIOBJIETBOPUTEIHHO» BBICTABIISIETCS CTYACHTY, eciii HaOpan meHee 20 OaioB.

Pazoen 3. Paboma c opzanu3zayuoHHO-pacnopaoumeibHoi 0OKymeHmayueil.
bnanku u nucoma, 3anpocowt.
Bapuanr 1
1. CoenunuTe 4acTh MUChMa U3 KOJIOHKH A ¢ MTPaBUJIOM ero HanucaHnus B (6 6ayioB)
Match the phrases.

A B
1.Body @) Include your mailing address, the full date and the
recipient’s name, company, and address
2.Closing b) Address the recipient using “Dear,” along with their title
and last name.
3. Enclosures ¢) Be careful to remember that conciseness is very important.

In the first paragraph, consider a friendly opening and then

4.Opening a statement of the main point.

5 Salutation d) Recommended formal closings include “Sincerely” or
“Yours truly.”

6. Signature e) Skip four lines after the closing and type your name. Skip

another line and type your job title and company name.
f) If you have enclosed any documents along with the letter,
such as a resume, you indicate this below the closing.

2. OnpenenuTe MOPSIOK YaCTe MUChMa, HAITMCAB B sUEHKE C JIeBa COOTBETCTBYIOIINN HOMED 110
nopsAnKy. (8 6annoB)
Write the number of letter parts according to the right order.

Order Part of the letter
number

Re: Updated Billing Frequency

May 21, 2018

Dear Ms. Geenie,

Recipient:

Sarah Geenie

XYZ Company Inc.
6789 — 789 Street
New York, NY 04851

I am writing to inform you of our new pricing model effective February 1, 2019. On the
first of February, we will be switching from an annual billing cycle to a quarterly billing
cycle and this letter contains important information that may impact your organization.

After conducting extensive research and receiving feedback from our customers, we have
determined that most customers strongly prefer a quarterly billing cycle rather than an
annual one. In order to best suit your needs, we have decided to offer this benefit, which
will take effect on February 1, 20109.

This letter is simply to notify you of the upcoming changes, and no immediate action is
required from you at this time. We thank you for your continued business.

Sender:

John Bravo

ABC Education Inc.
1234 — 123 Street
New York, NY 01218




Sincerely,

John Bravo

3. Hammummmre otBeT Ha muchMo. (20 6anion)
Write a sending information letter in reply to the following:

Dreamtime Movies Ltd

54 Oxford Road, Skagnes SK3 4RG
Tel: 0223 123 4567

Email: info@dtmovies.co.uk

November 05, 2019

Lingua Services Galactic Ltd
69 Milk Street
LONDON SW7 6AW

Dear Sirs
Translation Brochure
I should be grateful if you would send us your brochure and price list about your translation services.

We are currently developing our sales literature and web sites and are interested in translating these
into five languages apart from English.

| look forward to hearing from you.
Yours faithfully
Andrea Philips

Andrea Philips
Marketing Manager

Uroro: 34 Oannos.

Kputepun onenkn:
- OLIEHKA «OTJIMYHO» BBICTABIISIETCS CTYACHTY, eciii Habpan 30-34 Oanos;
- OLIEHKA «XOPOILI0» BBICTABIISAETCS CTYJEHTY, eciy Habpan 23-29 6amios;
- OIICHKA «yJIOBJIETBOPHUTEIBHO)» BBICTABIISCTCS CTYICHTY, eciii HaOpan 17-22 6anos;
- OLIEHKA «HEYO0BJIETBOPUTEIILHO)» BBICTABISETCS CTYJCHTY, €clii HaOpai MeHee 17 6aios.

Ilpuem u ogpopmnenue 3axazoe.

Bapmuanr 1

1. JlomoyiHUTE MPEUIOKEHUs CO cleayromuMu cioBamu . (10 OantoB)
Complete these sentences using the following expressions.

require, stock, quote, for your letter, are sending, we look forward to, we are pleased, in reply,
discount, sold out

1) Weare immediate delivery within two weeks of order.

2)  Thank you dated December 10, 2019.

3) to supply suitcases at the price of $15.
4) to receiving your letter.

5) Please your best prices.



mailto:info@dtmovies.co.uk

6) Do you offer a for a large quantity.

7) to your inquire of November 12, we quote our lowest prices.
8) Asrequested we catalogues and a price list.
9) We cansend ZD 123 from but ZD 789 is

2. CoeIMHMTE CJIOBA B KOJIOHKAX, 4TOOBI COCTaBUTH ciaoBocoueTanust. (5 0amios)
Match the words from each column.

A B
1.immediate a) export terms
2. most convenient b) samples
3. out of stock c) payment
4.a 30 days d) goods
5.Please enclose e) delivery

3. Hammmmure CHHOHUMBI K CJICAYIOIIUM CJIOBAM
Write the words with the same meaning
cheapest
provide
answer
request
sold out

3. Hanumwmre 37eKTpOHHOE MUCHMO B OTBET Ha 3amnpoc. (20 6ayios)
Write a quotation letter in reply to the following:

From: MShoes

To: Leather Inc.

Sent: December 05, 2019
Subject: Quotation Inquiry

Our company is interested in the following goods:

Item Quantity Colour
a Boots 12 pairs black
b Low heel shoes 12 pairs white
c High heel shoes 12 pairs beige, black
d Hiking boots 12 pairs brown

Please provide us full details of your prices, indicate quantity, colours and early delivery dates.
| look forward to hearing from you.

Yours faithfully
Andrea Philips

Andrea Philips
Marketing Manager

Uroro: 40 6anios.

Kpurepun onenkn:
- OIICHKa «OTINYHO» BBICTABISETCS CTYACHTY, eciau HaOpan 35-40 6amios;
- OIICHKA «XOPOIIIO» BHICTABJISAETCS CTY/ICHTY, eclii HaOpau 28-34 6anios;
- OIICHKa «yIOBIETBOPUTEIILHOY» BBICTABIISACTCS CTYEHTY, eciii Habpan 20-27 6aios;



- OIICHKA «HEYI0BJIETBOPUTEIILHO» BBICTABIIAETCS CTYAEHTY, eciii Habpan MeHee 20 0aios.

Oo0pa3sen rpaMMaTHY€CKOI0 TeCTa:
Hanuwume cnedyrowue cywecmeumenbHvle 60 MHONCECMBEHHOM YUCTE:
Place, library, language, dress, fly, watch, clock, country, eye, bus, bush, party, ray, thief, company,
Negro, mass, leaf, wolf, glass, key, fox, half, life, day, play, factory, city, colony, roof, month,
opportunity, journey, shelf, hero, man, woman, tooth, foot, goose, child, mouse,postman, son-in-law,
editor-in-chief, fisherman, schoolgirl, sister-in-law, text-book, pocket-knife, passer-by, statesman.
Ilepeseoume na anenutickuil sA3vix.
JletoM MBI enmuM o4eHb MHOTO (ppykTOB. 2. Ero BonOCHI coBceM TemHBIC. 3. S Kymui 3TH 4achl B
Jlenunrpane. Ouu odeHb xopomue. 4. 51 He MOT BONTH B Cajl, TaK Kak BOPOTa ObUIA 3aKPBITHL. 5. OTH
HOBOCTH OY€Hb MHTEpecHBIC. 6. Bamm coBeTbl MHE OueHb MOMOriau cerofus. 7. KoMy npunannexar
oty nenbpru? 8. OH caenan OOJIBIION YCIeX B aHTIMHCKOM si3bIke. 9. B aToM romy ¢pykThl OYeHb
nemieBsie. 10. Canu crosuin y Bopot. 11. Ero ogexna coBcem HoBas. 12. Ero 3apaboTHas ruiata o4eHb
BbIcOKa. 13. Hemaneko oTCrojia HaXOAWTCS CTEKOJbHBIN 3aBoiA. 14. ToBap ToysbKO 4TO MpHOBLL. 15.
DKCHopT 3TOro ToOBapa 3HAa4YMTENbHO yBenuuwica. 16. CoaepkaHue ero nucbMa OBUIO COBCEM
HEOKUJaHHBIM
Bcmaebme 8 NPONYCKU ApMUKIU, eciu 3mo HeobXoo0umo.
Ben’s mother sent him to ... shop to buy ... rice, ... fish and ... bread. She also told him to get ... salt.
... sugar and ... vegetables. When he got back home with ... purchases, his mother was dissatisfied.
Look at ... products, Ben, she said. ... fish isn’t fresh, ... rice is old and full of weevils and ... bread
is stale. There are ... lumps in ... salt, ... vegetables are not fresh and ... sugar is dirty. ... food is
expensive and now I’ll have to throw away some of... things you’ve bought. Nexttimebemorecareful,
Ben!
Ilepeseoume na anenutickuil sa3vix.
1. Bol Bugenmu srotr GmieM? [la, st Bugen ero Buepa. 2. Y HuUX HE OyJIeT ypoKa aHTIHMICKOTO S3bIKa
CEero/iHs, Tak Kak WX mpernojaaBarenb 6oseH. 3. Bel Buaenu npodeccopa Buepa? [la, s BUaEN €ro u ero
xkeny. S ux Bugen B kiyOe. S BUmen TaM Takke UX cbiHa. 4. DTO OYEHb MHTEPECHBIN *KypHai. JlaiiTe
MHE ero, noxanyicra. 5. Tema nekuun — «Paguo W €ro HUCMIoONb30BaHHME B Halledl crpaHey». 6.
[Tonmpocute ux mpuATH croja mocie ypoka. S xouy oOBSICHUTh UM UX OIMIMOKH B TPaMMaTHYECKUX
ynpaxkHeHusX. 7. OH gajl HaM 3TH KHUTU U TIOTIPOCUJI HAC BEPHYTh UX €My Ha CIEAYIOIINM JIEHb.




Kpurepun onieHKH yCTHBIX OTBETOB

Ilo
OaJUIbHON

CHCTEME OT
0 o3

4-OannpHas 1IKajga
(YpOBEHB OCBOCHHS)

Kpurepun

3

OT1ianyHo

CcOoOII0eH 00BeM BBICKAQ3bIBAHMS,
BBICKa3bIBAaHHE COOTBETCTBYET TE€ME; OTPaKEHbI BCE ACHEKTHI,
yKa3aHHbIE B 33JaHUM; CTHWICBOE O(GOpPMICHHE pedn
COOTBETCTBYET  THIy  3a/JaHus;  JIGKCMKAa  aJIeKBaTHA
HIOCTABJICHHOU 3amadye; UCIIOJIb30BAHBI pasHbIe
rpaMMaTU4yecKie KOHCTPYKLUH; pEAKHE TIpaMMaTHYeCKue
OmMOKM HE MENIaloT KOMMYHHKAlMH; pedb 3BYYHT B
€CTECTBEHHOM TEMIIe, HET IPyObIX (POHETHUECKUX OMINOOK

Xopomo

HETIOJTHBIN o0beM BBICKA3bIBaHMS,;
BBICKA3bIBAHHE COOTBETCTBYET TEME, HO HE OTpPa)KEeHBI
HEKOTOpbIE aCIeKThl, yKa3aHHbIE B 3aJaHUH; CTHIICBOE
odopmIIeHHE pedr COOTBETCTBYET TUIY 3a/JaHUS; JIEKCHIECKHE
U TpaMMaTHYECKHE OLIMOKM HE3HAYUTEIbHO BIHSIOT Ha
BOCIIPHSITHE peun 00ydyaeMoro; peyb WHOT/Ia HEOIpaBIaHHO
nay3supoBaHa; B OT/AGNBHBIX  CJIOBaX  JOIMYCKAarOTCS
¢doneTnueckne omMOKK (HAMp. 3aMeHa aHTIMKUCKUX (OHEM
CXOIHBIMH PYCCKMMH); 0OLIasgs WHTOHAUUS OOYCIOBJICHA
BJIIMSTHUEM POJIHOTO SI3bIKA.

y,[[OBJ'I@TBOpI/ITeJ'IBHO

HE3HAYNTEILHBLIA 00beM BBICKAa3bIBaHHA, KOTOPOC HE B TTOTHOM
MEpe COOTBETCTBYET TEME; HE OTPaKEHbl HEKOTOPHIE ACIEKTHI,
VKa3aHHbIE B 3aJaHUM; CTHJIEBOC O(OpPMIICHHE pedd HE B
MOJTHOM Mepe COOTBETCTBYET THIY 3aJaHus; OO0ydaeMbli
Jenaer  OoJbpIIOe  KOJIMYECTBO TPYOBIX JIEKCHYECKHX H
rpaMMaTHYeCKHX OIMOOK; pedb BOCIPUHUMAETCS C TPYAOM U3-
3a OOJIBIIIOTO KOJWYECTBA (POHETUUECKUX OIIMOOK; WHTOHAIIMS
00yCIIOBJIEHA BIUSHUEM POJIHOTO S3bIKA

HeynosnerBoputensH
0
(YpoBeHb He
chopMUpPOBaH)

MaJblii M HEJIOCTaTOYHBIH 00BEM  BBICKAa3bIBAHMS, HE
HOSBOJ’I?IIOHII/Iﬁ PEIINTL KOMMYHUKATUBHYIO 3ajady; CTHUJICBOC
opopmieHHe peud HE  COOTBETCTBYET THIIY 3aJaHUS;
o0Oy4JaeMblii fenaer 60JIbII0e KOJINYECTBO ITPYOBIX JTEKCHUECKUX
U TpaMMaTHYECKUX OIIMOOK, YTO 3aTpydHSET WIM Jejaer
HCBO3MOXHBIM aJICKBATHOC BOCIIPHUATUC PCUU




MMPOMEXYTOUYHASA ATTECTALIUA

JK3aMeH

Pemenue CUTYyallMOHHBbIX 3a14a4.
CryneHtaM 1mpeqaraercsi I€HCTBOBaTb B KaueCcTBe oucHoro paboTHHKa U

PEUINTDH TPU CUTYallUOHHBIC 3aJa4u:
1. OO61eHne ¢ KIMEHTaMU 110 TeJae(oHy;
2. Bcerpeua kueHTOB M OOIIIEHUE C KJIMEHTaMU B oduce;
3. Hanucartp nucemo.
[Ipumep cUTyalIMOHHBIX 3a]a4:
1. Steve Collins from Round Travel Agency calls Live Studio Ltd. to make an appointment with the
Production Manager. The secretary Sarah asks the call reason, convenient date and time. Then make a
booking.
2. Steve Collins from Round Travel Agency comes to the Live Studio Ltd. at 10 am. He has an
appointment with the Production Manager at 10:10 am. The receptionist Nora asks to take a seat and
reminds the Production Manager about the appointment. Then she confirms the appointment and offers a
cup of tea or coffee.
3. Your company needs some office supplies. Make a list of needed supplies and write a require letter
for goods, prices and special offers to the shop “TEMP”.

Kpurepuu oneHku:

- OLICHKA «OTIUYHO» BBICTABIISIETCA CTYJIEHTY, €CJIM PEIINUI MPaBUIBLHO BCE CUTYallMOHHBIE 3a]]a4H,
aJICKBATHO PearupoBajl Ha 3apOChl KIIMEHTOB, IPOSBUII AMITATHIO, TIOMOT B PEIICHUH BOTIPOCOB,
MIPaBUJILHO M TPAMOTHO COCTaBHJI MTUCHMO;

- OIICHKA «XOPOIIO» BBICTABISIETCS CTYACHTY, PEIIMI MPABUILHO 33a/1a4y, HO JCHCTBOBAI HE
YBEPEHHO, HE MPOSBUII IMIIATHIO, TIPH COCTABIIEHUH MTUCHbMEHHOTO 33aJJaHus TOMYCTUI He Oonee 4
omuooK;

- OIICHKA «yJTOBIETBOPUTEIHHOY BBICTABISAETCS CTYACHTY, €CITH OH MIPABHIBLHO TOJBKO OJIHY 33/1a4y
00 CTIPABUIICS YaCTUYHO C pEIIeHneM 00enX 3a/1a4, He ObLI YBEPECH U HE TIPOSBUI SMITATHIO, JOITYCTHI
He 0oJiee 8 OMMOOK B MUCHbMEHHOM 3aaHHUU;

- OIICHKA «HEYJIOBJICTBOPUTEIHLHOY» BBICTABIISETCS CTYACHTY, €CTM OH HEMPABUIBLHO PEIINI YCTHBIC
Y IMCbMEHHBIE 3aJa4H.






