3AJJAHUE K 3AUYETY Ne 1
IMPOMEXYTOUYHOM ATTECTAIINN
O JUCUUIIJIMHE «MHOCTPAHHBIN SA3BIK» (anramiickuii)
(ITpoBepsiemasi komnerenuus YK-4)

1. BbINOJHUTE MUCHbMEHHBIN MEPEBO CIEAYIOIUX MPEMIOKEHUN U3 chepsl
JIeJIOBOM KOMMYHUKAIIMK C PYCCKOTO si3blKa Ha aHruiickuit (YK-4.2):

1. MBI y3HaIIH 0 Bac OT HAIIMX JEJIOBBIX NAPTHEPOB.

2. MbI 3aMHTEpECOBaHBI B MOKYIIKE BAIIero 000pyA0BaHUS.

3. IloxanyiicTa, IPUIUINTE HAM Ballld KaTaJOTH U MPaKC-JIUCT.

4. Ecnu Mbl MOJTYyYUM BBITOAHOE MPEIJIOKEHHE, TO CMOXEM pPa3MECTUTh
KpYIHBIN 3aKa3 Ha Ballle 000pyT0BaHHE.

5. 3apanee Omaromapum Bac 3a 00y WH(POPMAIHIO, KOTOPYIO BBl MOXKETE

HaM TPEeJIOCTABUTD.

2. Omnwmpasice Ha 3HaHME OCOOEHHOCTEH  MHCbMEHHOM  JEIOBOM
KOMMYHUKaIIMH, BIOepUTe Hanbosee noaxosauire no cMeiciy ciosa (YK-4.1):

Dear Mr. O’Dennel,

Some time ago we ... purchased/ sold from you JF 72 battery powered pocket
calculators.

As this model was so popular with our ... customers/ manufactures, we would
like to know if it is still ... possible/ available. If so, would you kindly advise us ...
from/ of your terms of payment and any quantity discounts available. Could you
also include details of any new models in the same price ... range/ rank.

Sincerely yours,

Maria Mann

Sales Assistant

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HAAUTE ONPENCIICHUS CIEAYIOIIMNX
JIEKCUYECKUX euHUIl 3 cepbl AenoBoit kommyHukaiuu (YK-4.3):

. an employee

. turnover

. staff

. to contribute to
. a taboo

DN R W =

4. BeIOJIHUTE MUCbMEHHBIN NEPEBOJ] CICAYIONIETO TEKCTa U3 CPEPhI IET0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3bIKa Ha pycckuil (YK-4.2):

Mark Smith i1s working for a computer company during his university
holidays. The company is called Logix. It has 25 employees, and its turnover is
four million pounds a year. For the moment they manufacture two basic



computers: a desktop model and a notebook computer. Mark would like to join the
company as a programmer after graduation from the university, but now he is
working as an office boy.

There are a few rules and traditions in the office. Smoking and personal
telephone talks are forbidden. Staff members do not wear jeans, T-shirts and bright
make-up at work - business suits contribute more to the image of the company.
Office workers call each other by their first names. It is a taboo to raise voice,
gossip and come late to work. The office hours are from 8 a.m. till 5 p.m. with a
lunch break. The employees prefer having lunch in the nearby cafe. In the same
cafe they celebrate corporate events and national holidays.

Mark finds the office relations very friendly and helpful.

5. TocTpoiiTe MUChMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS

Ballle OTHOILIEHHE K BOIpOCaM JI€JOBOM KOMMYHHUKAIlUU, PaCCMATPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. Onupasicb Ha 3HAHUE OCOOCHHOCTEW YCTHOM JET0BOM KOMMYHUKAIIUH,
JIOTIOJIHUTE JTUAJIOTMYECKOe BbICKa3blBaHUE (hpazaMu, MOIXOISIIUMHU IO CMBICITY

(YK-4.1):

Starkov:
Williams: Good afternoon, Mr. Starkov. Have you seen our advertising
materials?

S.:

W.: Does our new electronic equipment interest you?

S.:

W.: Our new machinery corresponds to the highest standard existing in
the world today.

S.

W.: We’ve worked much and achieved some success, Mr. Starkov.
S.

W.: Twenty four months from the start-up of the equipment.

S.:

CocraBui: CT. IpenoiaBaTeilb Kopuuenko A. H.

YTBepaw: 3aBeayromuii kadheapon [Tasnos A. 1O.



3AJJAHUE K 3AUYETY Ne 2
IMPOMEXYTOUYHOM ATTECTAIINN
O JUCUUIIJIMHE «MHOCTPAHHBIN SA3BIK» (anramiickuii)
(ITpoBepsiemasi komnerenuus YK-4)

1. BbINOJHUTE MUCHbMEHHBIN MEPEBO CIEAYIOIUX MPEMIOKEHUN U3 chepsl
JIeJIOBOM KOMMYHUKAIIMK C PYCCKOTO si3blKa Ha aHruiickuit (YK-4.2):

1. 3apasctByiite! ([IpuBeTcTBHE Ha OPUITMATEHOM YPOBHE)

2. Oro r-H [leTpoB — reHepasbHbIN AUPEKTOP HAIIETO MPEITPUITHS.

3. Pag ¢ Bamu mo3HakoMuThCH.

4. CKOIBKO COTPYJIHUKOB TOBOPSIT MO-aHTTUHCKN?

5. DTOT pecTopaH OAHO M3 JYUIIMX MECT, i€ MOKHO IMPOBECTH JCIOBYIO
BCTpEYY.

2.0nupasich Ha 3HaHUE 0COOCHHOCTEN MUCHbMEHHOM JIETOBOM KOMMYHUKAIIUH,
BbIOEpUTE Haubosee noaxoAsaiue no cmeiciy ciosa (YK-4.1):

Mike Gore, the founder of Booksandstuff.com, began his ... career/ job as a
software engineer. In the mid-1990s, he saw that Internet use was ... growing/
falling down at a phenomenal rate each year. He saw in this a great business ...
problem/ opportunity. He moved to Seattle, where there was a large pool of
technical know-how and, since the company began in 1996, it has generated
billions of dollars in ... profits/ losses. His company has changed the way we do ...

business/ things.

3. Mcnone3ys pecypcsl cetu MHTEpHET, HalliuTe ONpeAesieHns CIEIyOIUX
JEKCUYECKUX eqUHUL U3 chepshl 1enoBoil kommyHukanuu (YK-4.3):
1. manager
. to sell
. to employ
. introduction
. discount
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4. BoIMOIHUTE MUCHMEHHBIN MEPEBOJ] CIECTYIONIETO TEKCTA U3 CPEpPhI AEIOBOM
KOMMYHUKAIIMH C aHTJIMICKOTO si3bIKa Ha pycckuit (YK-4.2):

PRESENTATION

The first step is to find out who you’re going to be presenting to. You should
find out how much the audience know about the subject. Are they experts or do
they know very little? Are you presenting to a group from the same or from
different countries? And adjust your language so that everybody can understand.

Now you’re ready to start preparing what you’re going to say. So stage one is
the opening — the first few moments that can make or break the presentation. Then



stage two, a brief introduction about the subject of your talk. Stage three — the
main body of the presentation. And four, the conclusion, which should include a
summary of your talk and your recommendations. Finally, the question and answer
session.

When talking, face the audience at all times. Finally, remember that what you
say is as important as how you say it. A good presentation is very much a
performance.

5. TlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBAHME, (DOpMYIHpPYs
Ballle OTHOIIEHUE K BOIPOCaM JEIIOBOM KOMMYHHUKAIIMH, PAacCMAaTPUBAEMBIM B
tekcte (13 m.4) (YK-4.1).

6. IlocTpoiiTe yCTHOE AUATOTHYECKOE BBICKA3bIBAHUE HA OJIHY U3 CJIEAYIOIINX
TEM, UMEIOIIUX OTHOIICHHE K cdepe nenoBoit kommynukaiuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocrtaBui: CT. IpernojaBaTeib Kopnuenko A. H.
YTBepawi: 3aBeayromnuii kadeapoun [TaBnos A. 1O.
3AJJAHUE K 3AUYETY Ne 3

MNPOMEXYTOUYHOM ATTECTALIUU
o IMCHUIIVIMHE «MHOCTPAHHBIU A3BIK» (aHrauickuii)

(ITpoBepsiemast komnerenuus YK-4)

1. BbImosHUTE MUCHbMEHHBIN MEPEeBO CIEAYIOMUX MPEMIOKEHUN U3 chepsl
JIEIIOBOM KOMMYHHUKAIIUH ¢ PYCCKOTO si3blka Ha aHrymickuit (YK- 4.2):

1. Pax c Bamu nno3HakoMuThcs, T-H bpayH.

2. Cagurech, MOXKayncTa.

3. HazoBute mue Bamry gpamumnuto.

4. Bel paboTtanu korga-ido cekperapem?

5. Bbl MOKeTe PUCTYNIUTH K PAOOTE B CIECAYIOMINI MOHEASTIbHUK?

2.0nupasich Ha 3HaHUE 0COOCHHOCTEH MUCHhbMEHHOM JIETOBOM KOMMYHUKAIIUH,
BbIOEpUTE Haubosee noaxoAsiue mno cmeiciy ciosa (YK-4.1):



Importers and exporters do not use the same ... currency/ coins. When they
buy and sell ... things/ goods they change money from one currency to another.
There are two ways of doing this. First, the importer can ... pay/ invest in his own
currency and the exporter changes the money on the international currency market.
Second, the importer ... sells/ buys his own currency and ... purchases/ sells the
exporter’s. Then the importer pays. Usually, banks buy and sell currency for their
clients.

3. Hcnone3ys pecypcsl cetd MHTEpHET, HalliuTe ONpEAENIEHNs CIIEIYOIUX
JICKCUYECKUX eANHUIL U3 chepsl AenoBoit komMmyHHKauu (YK-4.3):

1. to hire

2. job seekers

3. interview

4. employer

5. references

4. BBITIOTHUTE MUCHMEHHBIH IEPEBOJT CIIEIYIOIETO TeKCTa U3 chephl JeIOBOM
KOMMYHUKAIIMH C aHTJIMICKOTO si3bIKa Ha pycckuit (YK-4.2):

GETTING A JOB

Getting a job is a very hard period in the life of most people. Companies
choose an employee from hundreds of candidates according to special rules, that’s
why there are special ‘typical’ factors, influencing employer’s choice. Among such
factors are: age, sex, experience, family background and marital status, personality
and references.

If you’re to go to an interview tomorrow, sleep well before it and don’t forget
your CV at home. Moreover, there are some recommendations, which can help
you, for example, to read an annual report, or the company newspaper to show
your understanding of the corporate strategy on the interview. What’s more, you
should choose a corresponding dress code for the interview.

Even such advice may help you make a good impression; some companies
don’t want to hire a man who follows every advice.

5. IlocTpoiiTe MUCHMEHHOE MOHOJIOTHYECKOE BBICKa3bIBaHUE, (HOPMYIHPYS
Ballle¢ OTHOIIEHHE K BOIpOCaM JEJIO0BOM KOMMYHHUKAIIUM, pacCcMaTpUBacMbIM B
tekcte (u3 m.4) (YK-4.1).

6. Onupasch Ha 3HaAHHME OCOOEHHOCTEM YCTHOM J€J10BOM KOMMYHHKAIWH,
JOTIOJHUTE JUAJIOTMYECKOE BbICKa3bIBaHUE (pa3zaMu, NOAXOMASIIMMHU IO CMBICITY
(YK-4.1):

(Olga Bodrova is interviewed by Mr. Vlad Koshelev, the Personnel
Manager of Wood Export Company)



O.B.: I read an advertisement of your firm in yesterday’s Morning Express.
You need a secretary, so [ sent my application and now I’m here.

O.B.: ’'m sorry to say that I haven’t, but in spring I finished secondary school
with the speciality of secretarial work. So it means that theoretically I should know
something.

O.B.: Oh, to a certain extent, yes. I know fairly well Spanish and English, a
little German and French.

O.B.: Oh, I can continue my studies in French. I’ll go to some evening
classes.

CocraBui: CT. IpenoiaBaTeib Kopuuenko A. H.
YTBepaun: 3aBeaytomuii kadenpoit [Tanos A. 1O.

3AZJAHME K 3AYETY Ne 4
MNPOMEXYTOUHOM ATTECTALIUU
O JUCHUIJIMHE «AHOCTPAHHBIN SI3bIK» (anraumiickuii)
(ITpoBepsiemast komnerenuus YK-4)

1. BpINoOIHUTE MUCHMEHHBIN MEPEBOJI CICAYIOMINX MPEIIOKEHUN U3 chepbl
JICJIOBOM KOMMYHUKAIIUU C PYCCKOTO si3bika Ha aHTuickuid (YK-4.2):

1. S cobupatoch ycTpoUThCs Ha PabOTy B MEXIYHAPOJHYIO KOMIIAHUIO, TaK
KaK XOpOUIO BIaJACH aHTJTUHCKUM.

2. 51 yke oTmpaBuiia UM CBOE PE3IOME.

3. HazoBute mae Bam Homep Tenedona.

4. OHa TOJIBKO YTO HalllJla HOBYIO padoTy.

5. B nocnennee Bpemsi Bbl HE MPUCHUTAIM MHE 3JIEKTPOHHBIX COOOIIICHUIA.

2. Onwupasich Ha 3HaHUE OCOOCHHOCTEM  MHCHBMEHHOW  JEJIOBOM
KOMMYHUKAIIMH, BEIOEpUTE HanboJIee MOoaXoadIue mo cMmbiciy cioa (YK-4.1):

Our company changes all the time, and every month some ... employees/
employers lose their jobs. We are very ... happy/ worried about losing our jobs?
It’s very ... stressful/ delightful. We love our company but sometimes we lose
motivation. We don’t come ... home/ to work on time, or we leave early. We are




not happy at work, and we are not happy at home. It’s a ... difficult/ wonderful
situation for our families, too.

3. Ucnonb3ysa pecypcol cetu MIHTEpHET, HAAUTE ONPENEIICHUS CIENYIOIINX
JEKCUYECKHUX eqUHUL U3 chepsl 1ernoBoil kommyHukanuu (YK-4.3):
1. experience
. to participate
. exhibition
. proposal
. agreement
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4. BoIMoTHUTE MUCHMEHHBIN MEPEBOJ] CICTYIONIETO TEKCTA U3 CPEphl AEIOBOM
KOMMYHUKAIIMU C aHTJIMICKOTO si3bIka Ha pycckuil (YK-4.2):

INTERNATIONAL BUSINESS RELATIONSHIPS

Problems in international business relationships are not always caused by
language difficulties. The areas which we need to be aware of include body
language, gesture, social customs, attitudes to punctuality, dress code, and business
practice.

It is useful to know, for example, that the British shake hands less often than
other European people, that the Americans use first names more often than other
nationalities, and that the Japanese think that harmony and consensus are very
important.

We can find out about other cultures by reading and talking to people with
experience. When we visit countries, it is important to be good observers and
listeners. We should avoid criticizing other cultures and realize that we all have
similar problems, but different ways of dealing with them.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKa3bIBaHUE, (HOPMYIUPYS

Ballle OTHOIIEHHE K BOIpOCaM J€JOBON KOMMYHHUKAIIUH, pacCMaTpPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. [TocTpoiiTe yCTHOE TMATOTHYECKOE BHICKA3bIBAHUE HA OHY U3 CIICIYIOIIX
TeM, UMEIOIIIUX OTHOIIeHHE K cdepe nenoBoit kommynukaiuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocraBui: CT. mpernojaBaTeib Kopuuenko A. H.

YTBepaui: 3aBeaytomuii kadenapoi [TasiosB A. 1O.



3AZJAHME K 3AYETY Ne §
MMPOMEXYTOUYHOMN ATTECTAILIUA
O JUCHUIJIMHE «AHOCTPAHHBIN SI3bIK» (anraumiickuii)
(IIpoBepsiemast komnerenuus YK-4)

1. BbINOJHUTE MUCHbMEHHBIN MEPEBO CIEAYIOIUX MPEMIOKEHUN U3 chepsl
JIeJIOBOM KOMMYHUKAIIMK C PYCCKOTO si3blKa Ha aHruiickuit (YK-4.2):

1. ITo3BONBTE IPEACTABUTH BAM MOUX COTPYIHUKOB.

2. YUeMm 3anumaeTcs rocrnoaud MIsanos?

3. Bol korma-uuOyap ObiBanu B Mockse, r-H bpayn?

4. Haperoch, BaM ITOHPABUTCS Balll BU3UT.

5. M1 HanpaBiisieMcs B Hatll 0UC, KOTOPBIM HAXOAUTCS B IICHTPE
ropoja.

2. Omnwmpasice Ha 3HaHME OCOOEHHOCTEH  MHUCBMEHHOW  JEJIOBOM
KOMMYHUKAIIMH, BbIOEpUTE Hanboee noaxoasuire no cMeiciy ciosa (YK-4.1):

Dear Sirs,

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

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

We look forward to ... seeing/ hearing from you.

Yours faithfully,

William Mackenzie

Purchase Department Manager

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HAAUTE ONPENCIICHUS CIEAYIOIIMNX
JIEKCUYECKUX eUHUI U3 chephl nenoBoit kommyHukauu (YK-4.3):

1. to found

2. headquarters
3. chairman

4. retail segment
5. to operate

4. BeINOJIHUTE MUCbMEHHBIN NIEPEBOJ] CICAYIONIETO TEKCTa U3 CPephl IeT0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3blKa Ha pycckuil (YK-4.2):



Virgin is a leading international company based in London. It was founded in
1970 by Richard Branson, the present chairman.

The group has seven main divisions: cinema, communication, financial
services, hotels, investments, retail and travel. Its retail segment is led by Virgin
Megastores, a network of music and entertainment stores.

Virgin operates in 23 countries, including the United States, the United
Kingdom, Continental Europe, Australia and Japan. In 1999, the combined sales

of the different Virgin holding companies exceeded £3 bn.

5. Onmpasce Ha WHPOPMAIHIO, TPEJCTABICHHYI0 B BHU3WTHOW KapTOYKE,
COCTaBbTE MHCHMEHHOE MOHOJIOTHMUYECKOE BBICKA3bIBAHWE Ha TeMy U3 chepsl
nenoBoit koMMmyHukanuu (npodaiin komnanuun) (YK-4.1):

Name of company: TESCO

Established: 1924

Headquarters: Chestnut, near London, UK

Chairman: John Gardiner

Business activities: 1)Superstores and hypermarkets — food, toys, clothes.

2)Personal finance — banking, credit cards, loans, insurance.
3) E-commerce — home shopping, books online, Internet service provider.

Main markets: UK, Ireland, France, Hungary, Poland, Slovakia,
South Korea, Thailand (plans for Malaysia and Taiwan)
Sales in 1999: £ 18.5 bn

6. JlomoiaHuTe  YCTHOE JMAJOTMYECKOE  BbICKa3blBaHWE  (pazamu,

MOAXOASIIMMH O CMBICTY K JAaHHOW CUTyallMu W3 c(epbl IeI0BOro OOIIEHUS
(VK-4.1):

(Lorna Wright is leaving for Liberia.)

Lorna: ... ... ...

Ground stewardess: Good morning. Could I have your ticket and
passport, please?

Lorna: ... ... ...

Ground stewardess: And where is your luggage?

Lorna: ... ... ...

Ground stewardess: I see, thank you. Now, would you like a smoking or
non-smoking seat?

Lorna: ... ... ...

Ground stewardess: Fine. Here’s your ticket, passport and boarding
card. The flight is boarding through gate six at nine



thirty.
Loma: ... ... ...
Ground stewardess: You’re welcome.

CocraBui: CT. IpenoiaBaTenb Kopuuenko A. H.
YTBepaui: 3aBeaytomuii kadeapoi ITaBnoB A. 1O.
3AJJAHME K 3AUETY Ne 6

IMPOMEXYTOUYHOM ATTECTAIINN
o IMCHUIIVIMHE «MHOCTPAHHBIU A3BIK» (anriamiickuii)
(ITpoBepsiemasi komnerenuus YK-4)

1. BbINOSHUTE MUCHbMEHHBIN MEPEBO CIEAYIOIUX MPEMIOKEHUN U3 chepsl
JIeJIOBOM KOMMYHUKAIIMK C PYCCKOTO si3blKa Ha aHruiickuit (YK-4.2):

1. Jo6po moxanoBaTh B HaIlly KOMIIaHHUIO!

2. Bo1 obenaere B oduce unu B kade?

3. CkoJIbKO JTHEW B HEJENIO BbI paboTaere?

4. Iocne yHuBepcuteTa s Xouy paboTarh B OOJIBIION MEXTYHAPOTHON
KOMITaHUH.

5. Kaxioe yTpo OH IpOBOJAUT COBELIAHUS.

2.0nupasch Ha 3HaHHE OCOOCHHOCTEN MUCbMEHHOW JIEJI0BOM KOMMYHHKAIUH,
BbIOEpUTE Haubosee noaxoAsiue no cmeiciy ciosa (YK-4.1):

In my company, junior employees often ... work/ relax more than 60 hours a
week. If the ... secretary/ boss is in the office, we feel we have to stay until he
leaves. Very often we are not paid for working/ studying overtime, we work for
free. And for many of us, the summer holiday is only a one-week vacation. We
work a lot of overtime, but we aren’t more productive/ unproductive. We just have
... less/ more health problems.

3. Hcnone3ys pecypcsl cetd MHTEpHET, HalliuTe ONpEAENIEHNs CIIEIYOIUX
JIEKCUYECKUX eANHUII U3 chepsl AenoBoit koMMmyHHKamn (YK-4.3):

1. to hold talks

2. industry

3. demand

4. target

5. a subject of discussion



4. BbImogHUTE MUCbMEHHBIHN MEPEBOJI CIETYIOIETO TeKCTa U3 c(heprl JeI0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3bIKa Ha pycckuid (YK-4.2):

MAKING CONTACTS

If you want to find clients or improve your career prospects at networking
(ycTaHOBJIEHHE JISJTOBBIX KOHTAKTOB) events, preparation is essential. Find out who
will be there - list the most important people you’d like to meet.

Arrive at the event early and walk around so you feel at home there. Take
one drink but never eat — keep one hand free to shake hands and give business
cards. One of the best ways of making contacts with your ‘targets’ is to stay near
the registration area so that you meet them ‘accidentally’ as they arrive.

Begin by asking your ‘target’ at least three questions. Don’t keep your arms
folded in front of you — this is negative body language. Never look over the
shoulder of the person you’re talking to for someone more interesting. The worst
mistake 1s spending too long with one person, so keep moving around. It’s easier to
join a group than to join two people, who may be having a private discussion.
Have your business cards ready but only hand them out when people ask you for
one.

After the event, study the cards you’ve collected and, before you forget,
write when and where you met that person on the back of each one. Call important
contacts a day or two after the event, or write a short note to say how much you
enjoyed meeting them and suggest another meeting. A typed email is fine but isn’t
as personal as something through the post. A handwritten note can seem much
warmer.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHHE, (HOPMYIUPYS
Ballle OTHOILIEHHWE K BOIIPOCAM JEJIOBOM KOMMYHHUKAILIMHM, PacCMAaTpUBAEMbIM B
tekcte (3 m.4) (YK-4.1).

6. ITocTpoiiTe yCTHOE AUATOTHUYECKOE BBICKa3bIBAHUE HA OJIHY U3 CJICAYIOIINX
TEM, UMEIOIIIUX OTHOIIeHHE K cdepe aenoBoit kommynukanuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocraBui: CT. IpenoiaBaTenb Kopuuenko A. H.



YTBepaui: 3aBeayromuii kadeapoit [TaBnos A. 1O.
3AZJAHME K 3AYETY Ne 7
MNPOMEXYTOUYHOM ATTECTALIUU
O JUCHUIJIMHE «AHOCTPAHHBIN SI3bIK» (anraumiickuii)
(ITposepsiemast komnerenuus YK-4)

1. BbINOJHUTE MUCHMEHHBIN MEPEBO CIEAYIOIUX MPEMIOKEHUN 13 chepsl
JIeJIOBOM KOMMYHUKAIIMK C PYCCKOTO si3blKa Ha aHruiickuit (YK-4.2):

l. S Hameroch, BaM TIOHPABUTCA HAIllE HOBOE MPOU3BOIACTBEHHOE
o0opyI0BaHUE.

2. D10 BaIia mocieaHssa pa3padorka?

3. Hame o6opynoBaHHe COOTBETCTBYET HAHMBBICHIEMY TEXHUYECKOMY
YPOBHIO.

4. Kak pmonro OyaeT nelcTBOBATH rapaHTHs Ha Bame oOOpyJoBaHHUE, I'-H
®octep (Mr. Foster)?

5. JIBeHaanaTh MeCAIeB ¢ MOMEHTA 3aIlycka 000py/I0BaHMUS.

2. Omnwupasice Ha 3HaHUE OCOOCHHOCTEM  MHCHBMEHHOW  JIECJIOBOM
KOMMYHHKaIINH, BEIOEpUTE Hanbojee moaxosiye mo cMoiciay cioBa (YK-4.1):

Dear Sirs,

Your name has been ... given/ taken us by our business associate Mr. J.
Miller, who informed us that they have been ... doing/ making business with you
for some years.

We are retailers in the leather goods trade, and would like to get in touch with
suppliers of good quality leather articles. As ... retailers/ manufactures we have a
network of boutiques all over the country.

Will you please send us your current catalogues and price ... list/ terms. We
are also interested in discounts offered for regular ... rebates/ purchases.

Thank you in advance for any information you can give us.

Yours faithfully,

Bruno Schmidt

Export Manager

3. Ucnonb3ys pecypchl cetu MIHTEpHET, HAMAUTE ONPENeIICHUs CIEAYIOIMMNX
JEKCUYECKUX eUHUI] U3 chephl nenoBoit kommyHnukaiuu (YK-4.3):

. to launch

. an order

. a trade fair

. to promote

. a transaction

DN B~ W =



4. BbImogHUTE MUCbMEHHBIHN MEPEBOJI CIETYIOIETO TeKCTa U3 c(heprl JeI0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO s3bIKa Ha pycckuil (YK-4.2):

TRADE EXHIBITIONS AND FAIRS

Trade fairs and exhibitions usually attract thousands of visitors and many
potential buyers among them. So, trade associations of our country never lose a
chance to exhibit their products at international fairs and exhibitions both abroad
and at home. They help to promote goods to new markets and launch new products
in the markets already developed.

A great deal of profitable business is done at commercial centres at the
exhibitions: new contacts are made, new transactions are concluded, new orders
are placed and new markets are established. This work goes on after the
exhibitions as well: enquiries are sent out for the goods our national economy
requires and offers are made for new products.

There are traditional fairs and exhibitions that are held annually or twice a
year. Some fairs and exhibitions are organized on and off and they are devoted to
scientific achievements in this or that field of national economy.

5. IlocTpoiiTe MUCbMEHHOE MOHOJOTMYECKOE BBICKA3bIBAHME, (DOpPMYIUPYS
Ballle OTHOLIEHHWE K BOMIPOCAM JEIOBOM KOMMYHHMKALIMH, PAaCCMaTpUBAEMbIM B

tekcte (3 m.4) (YK-4.1).

6. Onupasch Ha 3HaHME OCOOCHHOCTEW YCTHOW JEJIOBOW KOMMYHHKAIIUH,
JIOTIOJIHUTE NHUAJIOTMYECKOe BbICKa3biBaHUE (paszaMu, MOIXONSIIMMU IO CMBICITY
(VK-4.1):

(Svetlana Petrova from “Insider” is meeting their business partner Mr. J.
Brown at the airport)

Svetlana Petrova: ... ... ...

John Brown: Yes. I’'m John Brown from “Continental Equipment.
SP.... ...

J.B.: How do you do?

SP.:... ...

J.B.: Yes, thank you. Thank you for coming to meet me.

SP.:.... ... ..

J.B.: Thank you.

CocraBui: CT. IpenoiaBaTeib Kopuuenko A. H.

YTBepaui: 3aBeayromuii kadeapoit [TaBnos A. 1O.



3AZJAHME K 3AYETY Ne 8
MNPOMEXKYTOUYHOM ATTECTALIUU
O JUCHUIJIMHE «AHOCTPAHHBIN SI3bIK» (anraumiickuii)
(ITposepsiemast komnerenuus YK-4)

1. BbINoaHUTE MUCHMEHHBIN MEPEeBOJT CICAYIOMIMX MPEIIOKEHUN U3 chepbl
JICTIOBOM KOMMYHUKAIIUU C PYCCKOTO si3bika Ha aHTuickuid (YK-4.2):

1. Bam HpaButcs ux pabora?

2. Tom erie He OTBETUII HA MO€ COOOIIEHUE TIO AJICKTPOHHOMU TMOYTE.
3. Ha mporioii Henene Mbl MHOTO paboTatH.

4. Dta ¢pupma 3aHUMACTCS MTPOIaXKeH OPUCHOTO 00OPYIOBAHUS.
5.OH NpOBOJUT JIMYHBIN IPHUEM I10 CPelaM BO BTOPOM MTOJIOBUHE JTHS.

2.0nupasich Ha 3HaHUE 0COOCHHOCTEN MUCHbMEHHOM JIETIOBOM KOMMYHUKAIIUH,
BbIOEpUTE Haubosee noaxoAsmue no cmeiciy ciosa (YK-4.1):

Miguel Perez studied business at Santiago de Compostela University in Spain
... In/ from 1999 to 2002. During his summer holidays he ... worked/ studied part-
time as a salesman for Levi’s. After graduating in June 2002, he wanted to
continue in sales, so he worked ... in/ for a year in the ... sales/ production
department of his family’s company. Then he decided to ... improve/ spoil his
business English. In September 2003, he went to ... Paris/ London to study for a
Diploma in Business with English.

3. Ucnonb3ysa pecypcol cetu MIHTEpHET, HAAUTE ONPENEIICHUS CIENYIOIINX
JIEKCUYECKHUX equHUL U3 chepsl nenoBoil kommyHukanuu (YK-4.3):
l.ajob
. independent
. to interview
. advertising
. gain

N W

4. BoIMoTHUTE MUCHMEHHBIN MEPEBOJ] CIECTYIONIETO TEKCTA U3 CPEpPhI AEIOBOM
KOMMYHUKAIIMU C aHTJIMICKOTO si3bIka Ha pycckuil (YK-4.2):

DO YOU NEED A JOB?

When I first came to Gainesville, I realized that it is a relatively inexpensive
place to live, but I still needed to find a job so as not to worry about spending
money, when going out. Even though my parents helped support me, it was never
enough. I felt that a job would give me spending money and allow me to be



independent. I have worked throughout college, both on the territory of the
university and in town, and have found that there are a lot of jobs in Gainesville for
students who may be interested in finding a job that relates to their field of study.
As I specialize in advertising, [ wanted to find a job that relates to the field, so I
looked around and got a job at one of the campus radio stations. I thought that if |
had to work while going to university, it might as well be interesting.

One of my friends, who was going to be a doctor went to work at Shands
Hospital while at university. He realized then that he had no wish to go into any
aspect of the medical field and he decided to try something else. Another friend of
mine was interested in theatre and got a job at the Hippodrome State Theatre. She
said she wasn’t sure if theatre was a good field to study. While working, she
realized she loved the theatrical field and would like to become an actress.

All of us have gained valuable experience from our jobs. A job can help you
find out if you want to go into the field, or if you’ll absolutely hate it.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHHE, (HOPMYIUPYS

Ballle OTHOIIIEHWE K BOIPOCAaM JIEJIOBOM KOMMYHUKAIIMH, PacCMaTpUBACMbIM B
tekcre (u3 m.4) (YK-4.1) .

6. ITocTpoiiTe yCTHOE AUATOTHUYECKOE BBICKA3bIBAHUE HA OJIHY U3 CJICAYIOIINX
TEM, UMEIOIIIUX OTHOIIEHUE K cdepe aenoBoit kommyHnukanuu (YK-4.1) :

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocraBui: CT. IpenoiaBaTeib Kopuuenko A. H.
YTBepaui: 3aBeaytomuii kadeapoi [Tanos A. 1O.
3AJJAHME K 3AYETY Ne 9

MPOMEXYTOYHOM ATTECTALIUHU
MO ANCHUIIVIMHE <MHOCTPAHHBIU A3bIK» (anramiickmii)
(ITpoBepsiemasi komnereHuus YK-4)

1. BeimonHuTe MUCHMEHHBIM NEPEBO CIEAYIOMINX MPEATOKEHUN U3 cdepbl
JIEJI0BOM KOMMYHHUKAIIUU C PYCCKOTO si3bika Ha aHruickuii (YK-4.2):

1. [To3BonbTE MHE pacckaszaTh BaM O Hallel upme.
2. Hama ¢upma cocTOUT U3 MIECTH OTAEIIOB.



3. Ha dupme 3ansTo okono 1600 genoexk.
4. EcTb 11 y KOMIIAHUU JOUYEPHUE NPEATIPUITHS?
5. C kakuM oT/€e5I0M MBI OyieM padoTath?

2. Omnwmpasice Ha 3HaHME OCOOEHHOCTEH  MHCbMEHHOW  JEeIOBOM
KOMMYHUKAIIMH, BIOepUTe Hanboee noaxoasauire no cMeiciy ciosa (YK-4.1):

Our firm consists of 6 ... departments/ branches: Production, Sales, Export,
Financial, Personnel and Research & Development. The last one is the newest at
the company. It was ... created/ made five years ago. We are ... managed/
examined by the Meeting of Shareholders and the ... Board/ Department of
Directors. Earlier the Chairman of the Company was one of the senior partners, but
now it is Mr. Rogers, as you know. Currently we employ about 1,600 people. Our
... turnover/ employee turnover is more than £300 million.

3. Ucnonb3ysa pecypcol cetu MIHTEpHET, HAAUTE ONPENEIICHUS CIENYIOINX
JEKCUYECKHUX eqUHUL U3 chepsl 1enoBoil kommyHukanuu (YK-4.3):

1. department

2. goods

3. to make a decision
4. middle manager

5. to specialize in

4. BbImoMHUTE MUCbMEHHBIHN MEPEBOJI CIEYIOIET0 TeKCTa U3 c(heprl JeI0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO s3bIKa Ha pycckuid (YK-4.2).

BUSINESS COMPANY STRUCTURE

Each company has its business structure. Many companies have much in
common in their structures. The number of departments in a company depends on
the size of the company and on the nature of the goods and services it provides.

In most companies the activity of a manager depends on the level at which
he/she 1s working. Top managers are involved in long range planning, policy
making, and the relations of the company with the outside world. Middle
management and supervisors make day-to-day decisions. Managers at this level
spend a great deal of time communicating, coordinating and making decisions
affecting the daily operation of their organization. Managers perform various
functions, but one of the most important aspects of their job is proper utilization of
people.

A good manager should be aware of the type of organization culture his/her
corporation adheres to. There are now five broad fields of business that offer
exciting careers: management, marketing, accounting, finance, and data
processing. Within each of these fields there are specific jobs in which one can
specialize.



5. TlocTpoiiTe MUChMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS
Ballle OTHOIIEHHE K BOIpOcCaM JI€JOBOM KOMMYHHUKAIlMU, PAacCMATPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. Onupasch Ha 3HAHME OCOOEHHOCTEW YCTHOM JE€JIO0BOM KOMMYHMKAIUH,

JOIIOJITHUTE AUAJIOTHMYECKOE BBICKA3bIBAHUC (bpaBaMI/I, MOAXOAAIIMMHU I1I0 CMBICITY
(VK-4.1):

(Imagine you’re the managing director of GLC Electronics and have just
arrived in Lincoln. You have come here on business with Olga Bodrova, your
secretary. John Wiley from Lincoln Freight Services is meeting you at the airport)

John Wiley: Excuse me! Are you ... (he says your full name)?

You: ... ... ...

John Wiley: How do you do, Mr. ... (he says your full name)? I am John
Wiley from Lincoln Freight Services.

You: ... ... ...

John Wiley: And you call me John.

You: ... ... ...

John Wiley: I want you to meet Diana Eustace from our Sales department.
Diana, this is ... (he says your name).

You: ... ... ...

Diana: Glad to meet you too!

You: ... ... ..

John and Diana: Hello, Olga. Welcome to Lincoln!

CocraBui: CT. IpenoiaBaTeb Kopuuenko A. H.

YTBepawi: 3aBeayromuil kadeapoi [TaBnos A. 1O.

3AJTAHUE K 3AYETY Ne 10
IMPOMEXYTOUYHOM ATTECTAIIUU
O JUCHUIIJIMHE «<MHOCTPAHHBIN SI3bIK» (anramiickuii)
(ITpoBepsiemasi komnerenuus YK-4)

1. BeimonHuTe MUCHMEHHBIM NEPEBO CIEAYIOMINX MPEATOKEHUN U3 cepbl
JIEJI0BOM KOMMYHUKAIIUU C PYCCKOTO si3blka Ha aHruiickuil (YK-4.2):

1. Bo ckonbko Brel 3akanunBaere padoty?

2. 51 uHorma 3aBTpaKaro B oduce.

3. I'-1 bpayH npocHT MOBBIMICHUS IO CIIY>KOE B CBOSH KOMITAHUH.
4. On otnpaBun CMC cBoeMy HOBOMY HAYaJIbHUKY.



5. MBI npuexanu Ha BCTPEYY BOBPEMSL.

2. Onwupasicb Ha 3HaHUE OCOOCHHOCTEM  MHCHBMEHHOW  JIEJIOBOIl
KOMMYHUKAIINH, BbIOEpUTE Hanboee noaxoasauiie no cMeiciy ciosa (YK-4.1):

Dear Max,

Can you please book me a hotel in Brussels for two nights, Sunday, 23™-
Monda, 24" June? I want a large ... conference room/ single room with an Internet
... connection/ location — that’s very important. If possible, I would like to be near
the airport because my return flight is on 7 a.m. on Tuesday. Please check that
there is a fitness centre or a swimming pool in the hotel.

Monday is very busy. The first... meeting/ party is at 9.30 a.m., so we need a
meeting room for that. Then there is our big workshop in the afternoon. Could you
arrange a large room for a multimedia presentation at 3 p.m.? I ... expect/ suspect
to finish at about 4.30.

Finally, can you ... book/ buy a table for 20 people in the hotel restaurant for
7.30 p.m.?

Many thanks.

Rob

3. Hcnonbe3yst pecypchl ceth MHTepHET, HaWAUTE ONpPEACICHUS CIICITyONTUX
JIEKCHYECKHX eIUHUI] U3 chephl neaoBoit kommyHukaimu (YK-4.3):
1. to establish
. enthusiastic
. cooperation
. valuable
. complain

|V I SN VS I )

4. BeINOJIHUTE MUCbMEHHBIN NIEPEBOJ] CICAYIONIETO TEKCTa U3 CPephl IeT0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3blKa Ha pycckuil (YK-4.2):

STARTING A NEW JOB

The first week of any job is to settle in and to get on with your boss and
colleagues. Arrive on time, especially on your first day, and don’t leave early. Be
visible but don’t try too hard to make a good impression. Watch how others
behave, and listen more than you speak. Your boss will judge you by the company
you keep so avoid staff, who complain or gossip. Make friends with colleagues
who are dynamic and enthusiastic. Never try to make yourself popular through
silly jokes or bad behavior — people have long memories.

Don’t make comparisons with other companies — especially your old ones.
Keep a positive attitude. Don’t criticize your colleagues or get involved in their



arguments. If you’re sharing an office, respect your colleagues’ working space.
Don’t move the furniture or be untidy in the office.

Finally, new recruits sometimes expect to have important tasks straight
away. The reality is different: whatever your experience and qualifications, expect
to begin with basic jobs like photocopying or making the coffee. Stay busy, do
every job well and keep smiling.

5. TlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHME, (DOpMYIHpPYs
Ballle OTHOILIEHWE K BOIPOCAM JEJIO0BOM KOMMYHHUKAIIMHM, PacCMAaTpUBAEMBIM B
tekcre (u3 m.4) (YK-4.1).

6. IlocTpoiiTe yCTHOE AUATOTHYECKOE BBICKA3bIBAHUE HA OJIHY U3 CJIEAYIOIINX
TEM, UMEIOIIUX OTHOIICHHE K cdepe nenoBoit kommynukaiuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocrtaBui: CT. IpernojaBaTeib Kopnuenko A. H.

YTBepaw: 3aBeayromui kadeapou [TaBnos A. 1O.

3AJIAHME K 3AUETY Ne 11
MMPOMEKXYTOUYHOMN ATTECTALIUA
O JUCHUIIJIMHE «AHOCTPAHHBIN SI3BIK» (anraumiickuii)
(IIpoBepsemas komnerenuus Y K-4)

1. BrimonHUTEe MUCHBMEHHBIN MEepeBOJ CIEOYIOIIMNX MpemIoXeHN 13 chephl
IeJIOBOM KOMMYHMKALIMU C PYCCKOTO sI3bIKa Ha aHTniickuii (YK-4.2):

1. ITo3BOHHTE MHE IIOCJIE IBYX YaCOB.

2. Mory s IOrOBOPUTH C YIIPABISIOIUM JUPEKTOPOM?

3. 51 Ob1 XOTEN OCTaBUTH cOOOIIeHHEe MUCTEPY JImoiiny.

4. He mornu Obl Bl MOBTOPUTH CBOM HOMED TenedoHa, moxanyhcra?
5. MBI MOXkeM 00CYAUTh 3TO MO3XKE, MOCTIE JIaHYa.

2. Ommpasich Ha 3HaHME OCOOEHHOCTEM  IMMCHMEHHOW  JeJIOBOM
KOMMYHUKAaIINH, BIOepuTe Hanbosee Ioaxoasine no cMeicay ciaona (YK-4.1):



If you work, you will probably get a savings bank ... account/ record. You
can keep the money you ... get/ earn in a box under your bed. Or you can keep it in
the cupboard. You can ... lend/ borrow it to your friend, but don’t lose your friend
in this case. Some people hide their money in their refrigerator. But these ways
aren’t very clever. On the one hand it isn’t very ... simply/ safe. If your house is
robbed, you will lose everything you've saved. On the other hand your money will
lose its ... volume/ value.

3. Ucnionb3ysa pecypchl cetn MIHTepHeT, HaliguTe onpeneaeHusT CaemyIOIInX
JIEKCUYECKUX eIUHUIL U3 chepnl geoBoii KomMmyHukauuu (YK-4.3):

1. commodities
2. durable

3. to possess

4. legal tender
5. to issue

4. BpINOJTHUTE NMCbMEHHBIN TTepeBO I CeayIOIIero TeKeTa U3 chephl J1eJI0BOM
KOMMYHUKAIIUM ¢ aHTJIUICKOro si3biKa Ha pycckuii (YK-4.2):

GLIMPSES OF HISTORY OF MONEY

At different periods of time and in different parts of the world many different
commodities have served as money. These commodities were: cattle, sheep, furs,
leather, fish, tobacco, tea, salt, shells etc. The experts underline that to serve
effectively as money; the commodity should be fairly durable, easily divisible, and
portable. None of the above-mentioned commodities possessed all these qualities,
and in time they were superseded by precious metals.

First they were superseded by silver and later by gold.

When a payment was made the metal was first weighed out. The next stage
was the cutting of the metal into pieces of definite weight and so coins came into
use.

Paper money first came into use in the form of receipts given by goldsmiths in
exchange for deposits of silver and gold coins. After goldsmiths became bankers
their receipts became banknotes. That's how the first banknotes came into
existence. At first coins were worth their face value as metal. But later token coins
of limited value as legal tender were issued. Now smaller denomination coins are
made from bronze and are often referred to as coppers. Bigger denomination coins
are made from cupronickel and are usually called silver.

5. TloctpoiiTe MUCbMEHHOE MOHOJOIMYECKOe BbICKa3blBaHMUE, (POPMYIUPYS
Ballle OTHOIIIEHHE K BOIIpocaM JeJIOBOM KOMMYHHUKAIIUM, pacCMaTpPUBaeMBIM B
tekcte (U3 1m.4) (YK-4.1).



6. IlocTpoiiTe ycTHOE MMajJOrM4ecKoe BhICKa3biBaHUE HA ONHY U3 CIEIYIOIIMX
TeM, UIMEIOIINX OTHOIIIeHNE K cdhepe nenoBoil KommyHukanuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment
3. Discussing problems in the company
4. Discussing travelling on business
5. A good place for a business lunch

CocraBui: CT. IpenoiaBaTeib Kopuuenko A. H.

YTBepaui: 3aBeayromui kadeapoit [TaBnos A. 1O.

3AJIAHUME K 3AUETY Ne 12
IMMPOMEXKYTOUYHOM ATTECTAIIUU
IO JUCHUIIJIMHE «AHOCTPAHHBIA SI3BbIK» (anramiickuii)
(IlpoBepsiemasi Komnetrenuusi Y K-4)

1. BBIMOJIHUTE MUCbMEHHBIN TIEpPEeBOJ CAENYIOIINX MPeIIoXKEeHN 13 Chephl
NeJIOBOM KOMMYHMKALIMU C PYCCKOTO sI3bIKa Ha aHruickuii (YK-4.2):

. MeHemKMEHT OCHOBAaH Ha HAy4YHBIX TEOPUSAX U CErOAHS 3TO
Pa3BUBAIOIIASACS HAYKA.

2. M-p biak - yripaBisitolnii MIporu3BOACTBOM B HaIllell KOMITAHWM.

3. KpynHas opranuzanys MOXKET HAHUMAaTh MHOTO MEHEIKEPOB.

4. DTO KpyHHBIN MPOMBILIJIEHHBIN [IEHTP B CEBEPHOUN 4acCTHU AHTJINH.

5. Me1 MmoxeM o0cyauTs 310 3aBTpa B 10.00.

2. Onupasicb Ha 3HaHUMe OCOOEHHOCTENM  IMChbMEHHON  HeJIOBOM
KOMMYHUKAIIMN, BbIOepUTEe Hanbosiee nogxoasiiue 1mo cMmbicay ciaona (YK-4.1):

Our Chief Buyer, Mr. Norman Lyman, would like you to ... contact/ link us
with a view to discussing the ... probability/ possibility of setting up a ... contract/
letter with your company to supply us with steel over the next year. He will be in
his office all next week, and if you could write or ... phone/ speak him on 083-573
6621 he would be glad to ... organize/ arrange a meeting with you.

3. Ucnonb3ysa pecypchl cetu MHTepHeT, HallguTe omnpeneaeHusT CJIeayIoImX
JIEKCUYeCKUX eIUHUI 13 cephl AesioBoit KomMmyHuKanuu (YK-4.3):

1. consumer
2. benefit
3. to experience



4. accessible
5. customer

4. BoInoiHUTe IMChbMEHHBIN MepeBO I, CIEAYIONIeTo TeKcTa U3 cephl JeJ10BOM
KOMMYHUKAIIUM C aHIVIMICKOTO s13bIKa Ha pycckuii (YK-4.2):

ONLINE SHOPPING

A lot of people nowadays prefer to shop online because it is so convenient
and easy. Every consumer who has experienced it will have his/her own views
about it. It is very important to have a clear picture about the positives and
negatives of online shopping so that you can easily analyze its risks and benefits.
With increased use of the Internet, more and more people are drawn towards online
shopping. This means of buying products has gained immense popularity in today's
times. Earlier, the Internet was only accessible to people of developed countries,
but recent revolution has made it accessible to almost all parts of the world. With
increased awareness, people now flock towards the Internet for shopping.
The concept of shopping goods through online services has been highly recognized
and accepted, as it provides several benefits to the customer. However, every good

aspect had a bad side to it and this is true to online shopping as well.

5. TIlocTpoiiTe MMCbMEHHOE MOHOJOTMYECKOe BbICKa3bIBaHUE, POpMYyIUPys
Ballle OTHOILIEHME K BOIIpOcaM JeJ0BOM KOMMYHHMKAIIMM, paccMaTpuBaeMbIM B
tekcte (13 11.4) (YK-4.1).

6. ITocTpoiiTe yCTHOE NUATOrMYeCcKoe BbICKa3bIBAHWE HA OJHY U3 CJIEAYIOIINX
TeM, UMEIOIX OTHOIIIeHUE K chepe aenoBoil KoMmmyHukanuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocraBui: CT. IpenoiaBaTeib Kopuuenko A. H.

YTBepaui: 3aBeaytomuii kadeapoi ITaBnoB A. 1O.



3AJJAHUE K 3AYETY Ne 13
MNPOMEXKYTOUYHOM ATTECTALIUU
O JUCHUIJIMHE «AHOCTPAHHBIN SI3bIK» (anraumiickuii)
(ITposepsiemast komnerenuus YK-4)

1. BbINoaHUTE MUCHMEHHBIN MEPEeBOJT CICAYIOMIMX MPEIIOKEHUN U3 chepbl
JICTIOBOM KOMMYHUKAIIUU C PYCCKOTO si3bika Ha aHTuickuid (YK-4.2):

1. Pa3zpemure npeacTaBUThCS.

2. M-p JI>KOHCOH — Ipe3uACHT OO0JIBIIIONH TOPTOBOW KOMITAHHH.

3. HazoBute muae Bamy dhammunuro.

4. CkonbKO TpoumuTest Kode-openk?

5. DTOT pecTopaH OAHO W3 JYYIINX MECT, TJ€ MOXKHO IMPOBECTH JCIOBYIO
BCTpEUYy.

2. Onwupasich Ha 3HaHUE OCOOCHHOCTEM  MHCHBMEHHOW  JEJIOBOM
KOMMYHUKAIIMH, BEIOEpUTE HanboJIee MOoaXoadIue mo cMmbiciy cioa (YK-4.1):

Mike Gore, the founder of Booksandstuff.com, began his ... career/job as a
software engineer. In the mid-1990s, he saw that Internet use was ... growing/
falling down at a phenomenal rate each year. He saw in this a great business ...
problem/ opportunity. He moved to Seattle, where there was a large pool of
technical know-how and, since the company began in 1996, it has generated
billions of dollars in ... profits/ losses. His company has changed the way we do ...

business/ things.

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HAAUTE ONPENEIICHUS CIEAYIOINX
JEKCUYECKUX eqUHUL U3 chephl nenoBoil kommyHukanuu (YK-4.3):

. audience

. to present

. to adjust

. introduction
. summary

DN B~ W =

4. BbImomHUTE MMCHbMEHHBIHN NEPEBOJI CIEIYIONIETO TeKCTa U3 c(hephl JeI0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO s3bIKa Ha pycckuil (YK-4.2):

PRESENTATION

The first step is to find out who you’re going to be presenting to. You should
find out how much the audience know about the subject. Are they experts or do



they know very little? Are you presenting to a group from the same or from
different countries? And adjust your language so that everybody can understand.

Now you’re ready to start preparing what you’re going to say. So stage one is
the opening — the first few moments that can make or break the presentation. Then
stage two, a brief introduction about the subject of your talk. Stage three — the
main body of the presentation. And four, the conclusion, which should include a
summary of your talk and your recommendations. Finally, the question and answer
session.

When talking, face the audience at all times. Finally, remember that what you
say is as important as how you say it. A good presentation is very much a
performance.

5. TocTpoiiTe MUChMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS

Ballle OTHOILIEHHE K BOIpOCaM JI€JOBOM KOMMYHHUKAIlUU, PaCCMATPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IlocTpoiiTe yCTHOE AUATOTHYECKOE BBICKA3bIBAHUE HA OJIHY U3 CIEAYIOIINX
TEM, UMEIOILIKUX OTHOIIEHHE K cdepe aenoBoit kommynukanuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocraBui: CT. mpenoaaBaTeb Kopnuenko A. H.

VYTBepawi: 3aBeayromuii kadeapou [TaBnos A. 1O.

3AJJAHUE K 3AUETY Ne 14
MMPOMEXYTOUYHOM ATTECTAIIUN
O JUCHUIIJIMHE «<MHOCTPAHHBIN SA3BIK» (anramiickuii)
(ITpoBepsiemast komnerenuusa YK-4)

1. BeImosHUTE MUCHbMEHHBIN TEPEBOJ CIEAYIOMUX MPEMIOKEHUN 13 chepsl
JIEJI0OBOM KOMMYHHUKAIIUU C PYCCKOrO si3blka Ha aHruiickuid (YK-4.2):

1. On paboTaeTr B U3BECTHOU KOMITAHUH.

2. Moii paGounii nenp HaunHaetcs B 8.00.

3. Ham oduc otkpeiBaerca B 8.00 u 3akpoiBaercs B 18.00.

4. OH 4acTo paboTaeT CBEPXypOUHO?

5. S1 vacto paboTato B oHJIaliH (popMare, KOT/1a HaX0KyCh B KOMaHIUPOBKE.



2.0nupasich Ha 3HAaHUE 0COOCHHOCTEH MUChbMEHHOM JISTTIOBON KOMMYHHUKAITUH,
BBIOCpUTE HanboJiee MOAXOAsIIHeE 1Mo cMbIciTy ciioBa (YK-4.1):

Renate Langer studied economics and marketing in Stuttgart from 2011 ... to/
until 2015. During the summer holidays, she worked in the sales department of a
pharmaceutical company. After graduating, she wanted to improve her_German/
English so she went to Canada. She liked Vancouver a lot and started looking for a
part-time_job/schedule. She had a ... job interview/ celebrity in a large company
where they needed a German speaker with good qualifications. Renate got the job
immediately. It was very interesting and she worked very hard. Three months ago,
the Manager offered her a part-time job/ a full-time job. Now she does not know
what to do: she loves Canada, but she wants to be with her family and friends in
Stuttgart too.

3. Ucnonb3ys pecypcel cetu MHTepHET, HaliquTe ONpeAeTCHUs CIETYIOIMINX
JICKCUYECKUX eANHUIL U3 chepsl AenoBoil komMmyHHKauu (YK-4.3):

. rude

. etiquette

. survey

. recruitment
. manner

N B~ W =

4. BBINOJIHUTE TUCHMEHHBIN TIEPEBOJ] CIICAYIONIETO TEKCTa U3 cPephl IeT0BOM
KOMMYHUKAIIMH C aHTJIMICKOTO si3bIKa Ha pycckuit (YK-4.2):

BAD MANNERS AT WORK

Most office workers say they are rude or bad-tempered at work. Two out of
three workers regularly arrive late for meetings, most ignore emails and three out
of four use bad language. In a survey of 1,000 workers, two-thirds admitted that
pressure of work is the reason for their bad manners.

Other common examples of bad office etiquette include ignoring colleagues
and answering mobile phone calls during meetings. Using mobile phones in
meetings is impolite and distracts others, research by the University of Surrey
shows. If you respond to a call when speaking to somebody, it means that the
phone call is more important than the person, the survey said. If you answer a call
during a meeting, it could mean that you think the meeting is not important.

Mr. Jacobs, managing director of Office Angels, a recruitment firm, says it is
easy for people to forget their manners in the working environment, which is often
very informal and very busy. Workers can forget proper etiquette such as
introducing people at meetings, and this is very bad for working relationships.

Psychologist Dr. Colin Gill believes that people are not as polite as they were
twenty years ago. He said: *Courtesy is no longer respected in our society. People
think it is old- fashioned to be polite or formal.’



Now some organizations are investing money in training their junior
managers to be polite. They are encouraging people to arrive on time for meetings,
turn off mobile phones and avoid bad language. ‘Avoiding bad manners at work is
such a simple thing to do,” Mr. Jacobs says,” and it can improve your working
environment and your relationships with others.’

5. TlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBAHME, (DOpPMYIUpPYS
Ballle OTHOLIEHHWE K BOMIPOCAM JEIOBOM KOMMYHHMKALIMH, PACCMaTpHUBAEMbIM B

tekcte (3 m.4) (YK-4.1).

6. [TocTpoiiTe yCTHOE AMATOTUYECKOE BBICKa3bIBAHUE HA OJIHY U3 CIEAYIOIINX
TEeM, UMCIOIIUX OTHOIICHHUE K cepe nenoBoit kommyHukaruu (YK-4.2):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocraBui: CT. IpernojaBaTeib Kopnuenko A. H.

YTBepaun: 3aBeayromuii kadeapoi [TaBiosB A. 1O.

3AJJAHUE K 3AYETY Ne 15
MMPOMEXYTOUYHOM ATTECTAILIUA
O JUCHUIJIMHE «<AHOCTPAHHBIN SI3bIK» (anraumiickuii)
(ITposepsiemast komnerenuus YK-4)

1. BbINOJSHUTE MUCHMEHHBIN MEPEBO CIEAYIOIUX MPEMIOKEHUI 13 chepsl
JIeJIOBOM KOMMYHUKALIMH C PYCCKOTO si3blKa Ha aHruiickuit (YK-4.2):

1. Yem BbI 3aHUMaeTech? — S MeHexKED.

2. Bb1 Ob1 X0TENMH TaKyro paboTy, Kak y HEro?

3. M1 4acTo BCTpeuaeMcs C BaKHBIMU JE€JIOBBIMU KJIMEHTaAMH.
4. ITOT YEJIOBEK — MPE3UICHT OOJIBIIION KOMIIAHUH.

5. I1o yTpam OH JenaeT 3BOHKHA U YUTAET OTYETHI O MPOIAKaX.

2.0nmpasch Ha 3HaHWE OCOOCHHOCTEH MUCHbMEHHOU JIEJI0OBOM KOMMYHHKAITUH,
BbIOEpUTE Haubosee noaxoAsaiue no cmeiciy ciosa (YK-4.1):

Maria Karlsson is good in a team and she gets on very ... well/ badly with her
colleagues. She is extremely sociable. She is never late for meetings and she
always meets deadlines — she is very ..._relaxed/ punctual. She is in the office at
8.00 a.m. every day and often stays late — she is very ... unreliable/ hard-working.




And she is also a very ... creative/ dull person with a lot of ideas for the future of
the company/ family.

3. Ucnonb3ysa pecypcol cetu MIHTEpHET, HAAUTE ONPENEIICHUS CIENYIOIINX
JEKCUYECKHUX eqUHUL U3 chepsl 1ernoBoil kommyHukanuu (YK-4.3):

1. success
2. failure

3. profit

4. customer
5. market

4. BbImogHUTE MUCbMEHHBIHN MEPEBOJI CIEIYIOIETO TeKCTa U3 c(hephl JeI0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO s3bIKa Ha pycckuil (YK-4.2):

SUCCESS AND FAILURE

Jake Golden, a manager of a cosmetics company, explains what makes a
company successful.

To begin with a successful company has to make a profit. That means that it
has to keep costs as low as possible — the cost of manufacturing, for example.
Secondly you need to make big sales so there has to be a demand for your
products. And of course, you want to be competitive. If your competitor brings out
a better product, you can lose customers. They start to order products from your
competitor, and you start having problems with distribution. You lose money and,
finally, you can go bankrupt.

The most successful companies control the market. That means they have a
bigger percentage of sales and a bigger market share than their competitors. Their
product is market leader. It sells more than any other product in that sector.

Another factor for success is growth. No company wants to stand still.
Successful companies are always finding new markets and new opportunities to
grow.

But you can never be sure of success. I will always remember the trouble we
had with our face cream. We launched it and it was selling very well. Then
suddenly people started phoning and complaining it was burning their skin. The
newspapers heard about it and wanted to know what we were doing about it. We
really didn’t know what to do. We had tested the cream for over six months, and
there had been no bad reaction to it. Besides, we had invested a lot in the product
and the launch. Then the number of complaints doubled in a week. So, we recalled
the product and lost a lot of money.

5. IocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHHE, (HOPMYIUPYS
BAallle OTHOILIECHHE K BOIIPOCaM JEJOBOM KOMMYHHUKAIlMU, PacCMATpPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).



6. IlocTpoiiTe yCTHOE AUATOTHYECKOE BBICKA3bIBAHUE HA OJIHY U3 CJIEAYIOIINX
TeM, UMEIOIIUX OTHOIIEHHE K cdepe nenoBoit kommynukaiuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocraBui: CT. IpenoiaBaTeib Kopuuenko A. H.

YTBepaui: 3aBeayromui kadeapoit [TaBnoB A. 1O.



