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1 OHEHOYHBIE CPEJACTBA JIS TEKYIUEI'O KOHTPOJIA
YCIIEBAEMOCTH

1.1 KOMIIETEHTHOCTHO-OPUEHTHPOBAHHBIE 3A/TA9H

Pa3nen (Tema) nucnuminabl Structure and presentation.
Komnemenmuocmno-opuenmuposannas 3adava Ne 1
JlaitTe pa3BepHyTbIE OTBETHI HAa CIIEAYIOLINAE BOIPOCHI.

1 What styles can be used when writing business letters?

2. What information does the printed letterhead give about the company?
3. Where do you write the date?

4 Should you abbreviate dates?

Pa3nen (tema) nucnumiun: Content and style.
Komnemenmnocmuo-opuenmuposannas 3aoaua Ne 2
JlaiiTe pa3BepHyThIE OTBETHI HAa CIICAYIOIIAE BOIPOCHI.

1. What is the content of each paragraph of a formal letter?
2. Where do you write your name?
3. What abbreviations are widely used in letters?

Paznen (tema) nucunminabi: Business Conespondence
Komnemenmnocmuo-opuenmuposannas 3aoada Ne 3
JlaitTe pa3BepHyTbhIC OTBETHI Ha CICAYIOIIAE BOIPOCHI.

1. What types of business letters do you?
2. What is the content of each paragraph of a letter of complaint?
3. What is the content of each paragraph of e letter of inquiry?

Pa3nen (Tema) nucnuniaunbl: Payment in Foreign Trade

Komnemenmuocmno-opuenmupogannas 3adava Ne 4
JlaiiTe pa3BepHyThIE OTBETHI HA CIEAYIOIINE BOIPOCHI.

1. What is the banker’s transfer?
2. What is the bill of exchange?
3. What is the letter of credit?



IlIkana ouenusanusn. 8-6annbHasl.

Kpumepuu ouyenusanusn’

12 GamioB (WK OIEHKA «OTIUYHOY) BHICTABIISIETCS 00yUYaIOIIEMYCsl, €CTU 3a/1aua
pelIeHa MPaBUIILHO, B YCTAHOBJICHHOE MPENOAaBaTEIEM BPEMsI HITH C
OTIEPEKEHUEM BPEMEHH, TIPU ATOM OO0 yYaIOIIMMCS TPE/ITI0KEHO OPUTHHAIILHOE
(HecTangapTHOE) pelieHue, uin Hanbosee 3¢ PekTuBHOE pelleHne, Wiu Hanbosee
paIMoHAILHOE PEIICHUE, WM ONITUMAILHOE pelieHHE.

8 0aJTOB (MJTH OIICHKA «XOPOIIIOY») BBICTABIISICTCS 00yUYaIOIMIEMYCs, €CITH 3aa4a
pelIeHa MPaBUIILHO, B YCTAHOBJICHHOE MPEIOAaBaTEeIIeM BPEMsl, TUIIOBBIM
CIOCOOOM; JIOMYyCKAETCSl HAJTMYHE HECYIIECTBEHHBIX HEJOUETOB.

6 6ayuToB (WJIH OIICHKA «YIOBJICTBOPUTEIHLHOY) BBICTABIISCTCS O0yYarOIIEMYCS,
€CJIM TP PEIICHUHU 33/1a4y JOIMYIICHBI OIMMOKN HEKPUTHYECKOTO XapakTepa
(W1T1) TIPEBBIIEHO YCTAHOBJICHHOE MPEIO0/1aBaTelieM BpeMs.

0 6ayuToB (WM OIEHKA «HEYIOBJICTBOPHUTEIBHOY ) BEICTABIISETCS 00yJaroniemMycs,
€CJIM 3a/1a4a He PEIICHA WU TIPH €€ PEIICHUH JTOTYIICHBI IPYObIC OIITHOKH.



1.2 BOIIPOCHI U 3A/TAHHUA B TECTOBOH ®OPME

1. According to general rules for formal letter writing you should write the return
address (your address)

a) in the top left hand corner; b) in the bottom right-hand corner; c¢) in the top
right-hand corner

2. If you do not know the name of the person you are writing to, use this:
a) Dear Mr. or Mrs  b) Dear Sir or Madam  ¢) Dear Mr. or Ms

3. If you know the name

a) use the title and the first name only b) use the first name only C) use
the title and the surname only

4. If you do not know the name of the person, end the letter this way:
a) Yours sincerely b)Yours faithfully c)Yours really

5. Match the following abbreviations with their meanings:

1) asap a)enclosure

2) cC b)postscriprum

3) enc c)as soon as possible

4) ps d)please reply

5) RSVP e)carbon copy
6) The first paragraph of the formal letter should be and state the of
the letter- to make an inquiry, , request something, etc.

7) A letter of inquiry is

8) In the opening paragraph of the inquiry letter and
. Let them know of why
and how

9) In paragraph 2 of the inquiry letter show why their company
, mention your along with
that might make them interested in seeing you.

10) In paragraph 3 of the inquiry letter refer to your enclosed and draw their
attention to you would like them to focus on in it.

11) In the closing paragraph of the inquiry letter them, explain
your availability for and restate your enthusiasm for their company
and desire to be considered for posts that might as yet be unavailable.




12) What is a covering letter? a) a letter you write to complain about something;
b) a letter that contains your CV

C) a letter that accompanies your CV.

13)What is a resume?

a) a document used by a person to present their backgrounds and skills.

b) short contents of the covering letter; c) short contents of the inquiry letter/

14. The job title in the job advertisement

a) has to be the same as the job title the candidate will actually possess;

b) doesn’t have to be the same as the job title the candidate will actually possess;
c) has to be the same as the title in the potential candidate’s diploma.

15. What are “hard” candidate requirements?

a) traits that are desired, but not necessarily a prerequisite for employment;

b) traits and qualifications for getting which the candidate worked hard;

¢) basic qualifications that candidates must possess in order to be considered for
the position.

16.What’s the first step in writing your autobiography?

a) doing some research and taking notes;

b) writing your CV;, C) writing the resume.

17. The rules of a traditional academic essay are as follows: begin with

follow this with that support the argument, and

by stating what the essay has shown.

18. Enumerate at least three creative structures of the essay.

19. Enumerate at least 3 cases in which you will be asked to fill in a form.

20. What are acronyms? Give a definition or explain in your own words. Illustrate
it with some examples.

21. What abbreviations are used in informal style?

22. Is the following statement true or false? “Informal English, abbreviations, and
absence of standard salutations are common when you write an email.”

23. Write a notice outside a phone box telling people that it is not working



24. What are the disadvantages of formal communication?
IlIkana ouenuganusn. 12-6annpHasl.
Kpumepuu OUCHUBAHUA.

9-12 6anioB BeICTaBIsIETCS O0YYAIOIIEMYCs, €CJIU J0JIs IPAaBUIILHBIX OTBETOB
cocrasisietr 70-100 %.

5-8 0aI0B BBHICTABIIAETCA 00YUYaIOLIEMYCS, €CIIH J10JIsl IPABUIIbHBIX OTBETOB
cocrasisiet 40-69 %.

1-4 GasuIoB BBICTABJISAETCS 00YJAIOIIEMYCsI, €CTh JIOJIS MPABUILHBIN OTBETOB
cocrasiseT 5-39%.



2 OLIEHOYHBIE CPEJICTBA JUTA IPOMEXYTOYHOH ATTECTAIIHH
OBYYAIOILIHXCA

2.1 KOMIIETEHCTHOCTHO-OPUEHTHPOBAHHBIE 34/IA49U

ROMI’lemeHcmHOCWIHO'0pM€Hmup06aHHCZ}Z 3a0avya 1

Make up a CV of yours and write a short covering letter where you apply for a job. Use active
words and word combinations.

Komnemenmnocmno-opuenmuposanuas 3adaua Ne 2

Your company is preparing to conduct a symposium. You have been asked to find a possible place
by your chief executive. Write a report to your chief executive on your findings, recommending
the most suitable option.

You should use the following words: large hall, comfortable chairs, technical facilities, a business
lunch, coffee breaks, underground station, screen, tea with sandwiches, parking, a few buses.

Komnemenmnocmuo-opuenmuposannas 3aoava Ne 3

Write one of the following letters of inquiry:
1) Booking seats in an aeroplane.

The United Airlines Ticket Office, 35 East Monroe Street, Chicago 3, Illinois.

Ask for a copy of the time-table of flights between Chicago and Los Angeles.

2) Reserving accommodation in London Hotel "Commaodore™ for a fortnight, August 16th-August
29th. Inquire about the price of a single room.

Komnemenmnocmno-opuenmuposannas 3aoauwa No 4

a) Brainstorm the basic rules of composing a formal letter.

IlIkana ouenusanus. 8-6apbHas.
Kpumepuu ouenusanusn:

12 GannoB (MU OLIEHKA «OTJIMYHO») BBICTABISETCA OOydYaromemycs, ecliv
3ajlaya pelieHa TMPaBWIBHO, B YCTAaHOBJICHHOE MPEMoJaBaTejeM BpEeMs WA C
OTIEPEKEHUEM BPEMEHHU, MPU ITOM OOYUAIOIMIMMCS MPEAJIOKEHO OPHUTHHAIBLHOE
(HectanmapTHOE) pelieHue, uiu Hanbosnee 3 PeKTUBHOE pelIeHUE, UK Hauboee
paIMoHaIbHOE PEIICHNE, WU ONTUMAILHOE PEIICHNUE.

8 Oa;moB (WM OIIEHKA «XOPOII0») BBICTABISACTCA OOYYaIOIMEMYCs, €CIH
3a7]a4a pelleHa NPaBUIIbHO, B YCTAHOBIICHHOE MPENOAABATENIEM BPEMSI, TUIIOBBIM
croco0OM; JIOMYCKAaeTCsl HAJTUYME HECYIIECTBEHHBIX HEJIOUETOB.

6 OammoB (MIM  OIEHKA  «YyIOBIETBOPHUTEIBHO»)  BBICTABISETCS
oOyyarolemycsi, €Clid Mpyu PEIICHUH 3aJa4M JIOMYIIEHbI OIMOKU HEKPUTUUYECKOTO
XapakTepa u (WIK) MPEeBBIIIEHO YCTAHOBJIECHHOE MPENnoAaBaTeIeM BpeMs.



0 OammoB (MaAM  OIEHKA  «HEYAOBJIETBOPUTENIBHO»)  BBICTABISIETCS
oOyyaroliemMycs, eciu 3a/1aya He pelIieHa WU IpU €€ PEeIICHUH JTOMYIIeHbI TpyOble
OLLINOKH.



