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1. OHEHOYHBIE CPEJICTBA JUIA TEKYHIEIO KOHTPOJIA
YCIIEBAEMOCTH

1.1 BAHK BOITPOCOB H 3A/TAHHH B TECTOBOH ®OPME
Tema 1: /lenosoe nucoemo.

1. Bonpocwt 6 3akpeimoii ¢hopme:.
Choose the right variant:

1.1 How would you open a letter to a married or unmarried woman, whose marital status is
unknown (her surname is Smith)?

a) Dear Madam b) Dear Miss Smith c¢) Dear Ms Smith d) Dear Mrs. Smith

1.2 How would you close a letter if you didn’t know the name of the addressee?

a) Best wishes b) yours sincerely c¢) Yours faithfully d) Best

1.3 Which word or phrase would you use when you put a heading, e.g. Order No. 239?

a) The order I am writing to you about... 2) That order... ¢) The above order ... d) Order
No. 239...

1.4 What would you write if you wanted to give some good news?

a) We regret to inform you that... b) We are delighted to advise you that ... ¢c) We are sorry
to tell you that... d) We would be very pleased if...

1.5 How would you ask for something usual in the most direct way?

a) Please could you send us... b) We would appreciate if you could send us ... ¢) We would
be grateful if you could send us... d) We hope you will send us...

1.6 What phrase will you use if you want specific information?

a) Could you give us some further details about ... b) In particular, we would like to know...
¢) We would be grateful if you could let us know... d) Please could you inform us about...
1.7 Find the best continuation to the following complaint: Unfortunately, we have not yet
received your payment...

a) Please could you send us your price-list as soon as possible?

b) Please could you send us a bill as soon as possible? ¢) Please could you send us your
cheque before 30 June? d) We would appreciate if you could collect the money as soon as
possible.

1.8 What warning would you give if you didn’t receive your order though you had paid for
it?

a) Unless you send the goods within seven days, we will be forced to take legal action. b)
We would be grateful if you could deliver the goods soon. c) I should like to draw your
attention to the fact that you have not delivered your order. d) I should like to point out that
we have already paid for the order but you haven’t delivered it yet.

1.9 What opening would you write if you met the addressee and he told you that he had
been ill?

a) It was a pleasure to meet you. b) It was a pity that we didn’t have enough time to talk.
c) It was good to meet you. d) | was sorry to hear that you had been ill.

1.10 Choose the best opening for the phrase: “... to hear that you have had so many



problems in your office.”

a) It was interesting ... b) [ was sorry ... ¢) It was good ... d) I was wondering ...

1.11 Choose the best way to introduce some bad news to the person you know.

a) | thought you might be interested to hear ... b) I was wondering if... ¢) It is a pity ... ¢)
| am afraid we have a small problem. d) | am afraid | have some bad news.

1.12 Choose the least formal phrase with a similar meaning

a) If you need more information, please feel free to ask me. b) If you require any further
information, please do not hesitate to contact me. c¢) If you’d like any more details, please
ask me. d) If you would like more information, please contact me.

1.13 Choose the most formal way of expressing a similar meaning.

a) | am in receipt of your letter dated 16 March. b) Thanks for your letter of 16 March. c)
Thank you for your letter dated 16th of March. d) | am grateful to you for your letter dated
16th March.

1.14 We are ... to inquire about agents for our products in Bahrain.

a) asking b) sending c) writing d) planning

1.15 Could you please ... this letter to any companies in Bahrain that might be interested
In representing us?

a) forward b) recommend c) represent d) transfer

1.16 Please could you .... that the prices in your catalogues are still correct?

a) tell b) confirm c) approve d) agree

1.17 Meanwhile, please do not ... to contact me if you have any further questions.

a) afraid b) be frightened c) hesitate d) delay

1.18 Thank you for your letter .... your employment with our company.

a) asking b) enquiring c) concerning d) enclosing

1.19 I would also be ... if in your reply, you could tell me exactly where your offices are
located.

a) grateful b) interested c) interesting d) excited

1.20 We have been ... to increase our prices. This is owing to the fall of the dollar.

a) happy b) able c)unable d) forced

1.21 I am writing ... with the above-mentioned order for office furniture.

a) regard Db) reference c) further d) in connection

1.22 We are able to offer a 12% discount on the ... price. Unfortunately, we are unable to
offer discounts on any of the supplementary charges.

a) booking Db) confirmed c) basic d) special

1.23 We must apologize for ...

a) not sent you b) not to send you ¢) not being sent to you d) not sending you

1.24 ... we hear from you within seven days, we will be forced to cancel your contract.

a) If ... b) Until... ¢) In case ... d) Unless

1.25 I really must ..., therefore, that you refund at least 10% of our money.

a) say b) complain c¢) warn d) insist

1.26 .... that I have not written before now to thank you for the invitation to the conference
last month.

a) [ am afraid... b) I was wondering... c¢) It was bad ... d) [ am sorry...

1.27 We would be very grateful for any comment that you may have from your experience
with this company. Any information that you supply will be kept strictly ....

a) secret b) classified c) detailed d) confidential



1.28 It’s a British letter. Choose the right date.

a) 12 06 2004 b) 12 June 2004 c) 6th December 2004 d) 12/06/04

1.29 May I take this opportunity of enclosing for your attention our new catalogue and...
a) price lists b) money c) cash d) coins

1.30 What an unexpected pleasure ... from you after all this time! We thought you must
have forgotten us since you place your previous order with us two years ago.

a) to answer b) to hear c) to listen d) to receive

2. Bonpocwvt 6 omkpoimoit gpopme.
Fill in the blanks with the correct forms of the verbs in brackets

2.1. The new chemical when it exploded. (TO TEST)

2.2 Acupuncture by the Chinese long before the official medicine appeared. (TO
DISCOVER)

2.3. The championship on 3-D Modelling by the team of our University. (TO WIN)
2.4. Preparations by the time the guests arrived. (TO FINISH)

2.5. Students with best exam results the opportunity of having the industrial training
abroad. (TO OFFER)

2.6. She couldn't answer the phone as she for the job at that moment. (TO
INTERVIEW)

2.7. The trains because of the storm. (TO DELAY)

2.8. The graduate's application twice before he succeeded. (TO REJECT)

2.9. A wi-fi network in some public places of our town. (TO ESTABLISH)

2.10. They asked us to pay but it in advance. (TO PAY)

2.11. The student to speak about his master’s thesis work. (TO ASK)

2.12. Before the workers went on strike, a lot of their workmates . (TO FIRE)
2.13. Millions of mobile phones in Asia this year. (TO SELL)

2.14. As our car we had to rent one. (TO SERVICE)

2.15. Many accidents by careless driving. (TO CAUSE)

2.16. By the next year the students the full course of Thermodynamics. (TO STUDY)
2.17. Where’s John? I want to talk to . (HE)

2.18. Christmas is the holiday in Great Britain. (POPULAR)

2.19. The water . Can you turn it off? (TO BOIL)

2.20 Two hundred people by the company. (TO EMPLOY)

2.21 Where’s Jane? I want to talk to . (SHE)

2.22 The Sahara is the desert in the world. (HOT)

2.23 We in Spain last summer. (TO BE)

2.24 This house is very old. It in 1930. (TO BUILD)

2.25 Who is that woman? Why are you looking at ? (SHE)

226 1It’s to go by car than by train. (CHEAP)

2.27 We Rose in town a few days ago. (TO SEE)

2.28 Many accidents by careless driving every year. (TO CAUSE)
2. 29 We’re going to the cinema. Do you want to come with ? (WE)
2.30 A lot of money in the robbery yesterday. (TO STEAL)



3. BO”pOCbl Ha yCmaHoesJ/ieHue nocneooeameibHOCMU.
3.1Read the parts of the text and put them into logical order

(1) My resume is attached. If I can provide you with any further information on my
background and qualifications, please let me know.

(2) I read your job posting on Craigslist for an Assistant Director with interest.

In my position as an Assistant Communications Director for ABC Company, | wrote
articles for the company website, managed contributing articles, and wrote and sent a
weekly email newsletter to subscribers.

(3) Dear Hiring Manager,

(4) I look forward to hearing from you.

Thank you for your consideration.

John Doe

(5) While Assistant Communications Director for Assemblyperson Janet Brown, |
researched, drafted and amended legislation, wrote press releases, and was responsible for
office communications and correspondence.

3.2 Read the parts of the text and put them into logical order

(1) I look forward to having the opportunity to meeting you in person and hope to hear from
you soon,

Again, thank you very much for your time and for your consideration.

(2) Dear Ms. Jones,

| appreciate having the opportunity to speak with you today about the marketing assistant
position at the ABCD company. The job seems to be a perfect match for my abilities and
interests.

(3) Best Regards,

(4) 1 appreciate the time you took to interview me.

(5) In addition to my enthusiasm, | will bring to the position strong communication skills,
flexibility, and the ability to encourage others to work cooperatively with the department.

3.3 Read the parts of the text and put them into logical order

(1) As | mentioned in our conversation, I've developed similar apps for Companies X and
Z. I'm skilled in several programming languages, and comfortable working as part of a team
to ship products on time and as bug-free as possible. While at Company X, one of the apps
that | helped develop won a prize. More importantly, the app achieved a top 20 position in
the iTunes store. My proven track record developing successful apps would be an asset to
Tech Company, and | am very enthusiastic about this opportunity.

(2) Dear Mr. Martins,

(3) Sincerely,

Martha White

(4) Please don't hesitate to get in touch if you have any additional questions for me. Thank
you again for the opportunity to speak today, and | hope to hear from you soon.

(5) Thank you so much for meeting with me today to discuss the Senior Developer position



at Tech Company. | really enjoyed our conversation, and believe my background in
developing apps makes me a strong match for this position.

3.4 Read the parts of the text and put them into logical order

(1) you for your time. 1 am looking forward to hearing from you.

(2) I attached my CV so that you can learn more information about me. You may invite me
for an interview at any time convenient for you.

(3) Dear Sirs,

| have just completed my final year at the University of Chicago and would like to apply
for a position of Marketing Specialist in your company. | do not have any work experience
but | have a great wish to become the part of your company and do my best for its success.
| am a reliable person and would be a good worker for you.

(4) With respect,

Andrew Roll

(5) I can be reached anytime via email at john.donaldson@emailexample.com or my cell
phone, 909-555-5555.

3.5 Read the parts of the text and put them into logical order

(1) The cabinet doors do not open and shut properly and the stain on the cabinet is uneven,
with one half darker than the other. The cabinet was delivered on 30 December and | noticed
this problem as soon as | unpacked it from the box.

The cabinet is not of acceptable quality and does not match the sample cabinet | was shown
in store. I would like you to replace it with one of the same quality and finish as the sample
and arrange for return of the faulty cabinet at no cost.

(2) You can contact me on 1234 5678 during working hours or after hours on 123 456 789
to discuss this matter further.

(3) Dear Manager
| am unhappy with the quality of a television cabinet | bought at 5 Street on 15 December
and | am writing to seek a replacement.

(4) I have attached a photocopy of my receipt as proof of purchase.
| would like to have this problem fixed quickly please. If | do not hear from you within 10
days, | will lodge a formal complaint with Consumer Affairs in my state.

(5) Yours sincerely,

Jane Brown

3.6 Read the parts of the text and put them into logical order

(1) Thank you for your time and consideration. I look forward to speaking with you about
this employment opportunity.

(2) Dear Mr. Gilhooley,

| am writing to apply for the programmer position advertised in the Times Union. As
requested, | am enclosing a completed job application, my certification, my resume, and
three references.

(3) Please see my resume for additional information on my experience.



| can be reached anytime via email at john.smith@yahoo.com or my cell phone, 907-575-
625.

(4) Sincerely,

John Smith

(5) The opportunity presented in this listing is very interesting, and | believe that my strong
technical experience and education will make me a very competitive candidate for this
position. The key strengths that | possess for success in this position include:

. | have successfully designed, developed, and supported live use applications
. | strive for continued excellence
. | provide exceptional contributions to customer service for all customers

With a BS degree in Computer Programming, | have a full understanding of the full
lifecycle of a software development project. | also have experience in learning and excelling
at new technologies as needed.

3.7 Read the parts of the text and put them into logical order

(1) Our company specializes in distributing cameras in Italy. For your information we may
add that our company was established five years ago. If your goods meet our requirements,
and we receive a favourable offer, we will be able to represent your cameras in Eastern
Europe.

(2) We have seen your advertisement in the Business Weekly Journal, and we shall
appreciate it if you will send us more detailed description of your cameras. We should also
like to know the discounts that you provide.

(3) Dear Sir,

(4) faithfully,

R. Stenley

Export-Import Manager

(5) We are looking forward to your reply.

3.8 Read the parts of the text and put them into logical order

(1) Sincerely yours,

John Smith

(2) Although my associate degree in accounting was acquired more than 20 years ago, |
have built extensively on the skills I learned at school, including taking formal classes,
several of them related to computer literacy. These are described in more detail in the
attached resume.

(3) Dear Sirs,

In response to your advertisement in the Springfield Herald, | wish to apply for the post of
Office Manager. Prior to the death of my husband last year, we ran a successful carpet
cleaning business for 22 years. | ran the office, supervising two office workers and a
cleaning staff of 12.

(4) You can reach me at 555-5555.

(5) I can offer your company a strong work ethic, a wealth of experience, and a willingness



to learn. I would be pleased to discuss the position and my qualifications further when you
have had a chance to review my resume.

3.9 Read the parts of the text and put them into logical order

(1) You were recommended to me by some friends of mine so | would be interested in
booking a double room at your hotel from 20 July to 2 August 2010. Could | possibly have
a quiet room with a private bathroom with a shower, a fridge, a double bed, air-conditioning
(and a safety box if it is available)?

(2) Dear Sir or Madam,

(3) If you have no vacancies, could you please inform me as soon as possible and provide
me with the address of a suitable hotel in Santa Marinella area?

(4) Yours

faithfully, Marina Okenglish

(5) I would be grateful if you could answer the following questions:

1. could you provide me with your rates per night?

2. what is your total charge for 13 nights?

3. does it include breakfast?

4. do you need a deposit or a credit card number?

3.10 Read the parts of the text and put them into logical order

(1) In addition to a Holiday celebration filled with food, drinks and music there will be a
fashion show, a disco night, karaoke, as well as a door prize for a $3000. The company is
fully funding the occasion. So, don't miss out on the fun and a tremendous opportunity!
For entry and to be eligible for the lottery you will be required to produce this original
invitation with your ticket number printed on it.

(2) Dear Sir / Madam

The chairman and directors of OKENGLISH Company are honored to invite you to attend
the Company New Year Party to be held at the President Hotel (+ address), Moscow, on
Tuesday, 29th December, at 8 o’clock. Limited free parking will be available.

(3) Yours faithfully JB Administrator

(4) RSVP by 20th December to Christina Cane (+7 499 908 74 35). If Christina doesn't hear
from you by Friday, 20th December we will assume that you are not attending the party
and we will issue your ticket number to someone else.

(5) Everyone looks forward to meeting you and sharing holiday spirit with you at our
Annual New Year Party.

3.11. Read the parts of the text and put them into logical order

(1) We may use the information we obtain from the cookie in the administration of this
website, to improve the website’s usability and for marketing purposes. We may also use
that information to recognize your computer when you visit our website, and to
personalize our website for you.



(2) We may send a cookie which may be stored on by your browser on your computer's
hard drive.

(3) Our advertisers may also send you cookies.

(4) We may collect information about your computer and your visits to this website such
as your IP address, geographical location, browser type, referral source, length of visit
and number of page views. We may use this information in the administration of this
website, to improve the website's usability, and for marketing purposes.

(5) We use cookies on this website. A cookie is a text file sent by a web server to a web
browser, and stored by the browser. The text file is then sent back to the server each time
the browser requests a page from the server. This enables the web server to identify and
track the web browser.

3.12. Read the parts of the text and put them into logical order

Dear

Mr.Stanley,

October, 02 will be a remarkable day of your 10th anniversary as a member of Hoverny
Ltd. During these years of work, you proved to be a loyal and qualified worker with great
potential. We recognize the contribution you make in our company success and wish to
congratulate you upon your 10th anniversary.

o Mr John Lewis
General Manager

Hoverny Ltd

4567 Snake street

Oakland, California

o October 01, 2015
o Howard Stanley
9034 Canyon Street

San Francisco, California
USA, 90345

o With respect,
John Lewis,

General Manager

3.13. Read the parts of the text and put them into logical order
(1) I would like to invite you to a seminar that I'm confident will interest you.



(2) Dear Charles Milton,

(3) 'am enclosing 3 tickets for you. | hope that you decide to attend and I am looking
forward to seeing you there.

(4) The 3D Technologies Seminar held at the Moscow Crocus Congress Centre on June
13 will feature lectures by several key programmers and designers in the field of 3D
modeling, with topics including trilinear filtering, anti-aliasing and mipmapping.

(5) Best regards,

Igor Petrov

Managing Director Ltd. The company "Center"

Tel: +7 912 XXXXXXX

3.14. Read the parts of the text and put them into logical order

(1) In addition to a Holiday celebration filled with food, drinks and music there will be a
fashion show, a disco night, karaoke, as well as a door prize for a $3000. The company is
fully funding the occasion. So, don't miss out on the fun and a tremendous opportunity!
For entry and to be eligible for the lottery you will be required to produce this original
invitation with your ticket number printed on it.

(2) Dear Sir / Madam

The chairman and directors of OKENGLISH Company are honored to invite you to attend
the Company New Year Party to be held at the President Hotel (+ address), Moscow, on
Tuesday, 29th December, at 8 o’clock. Limited free parking will be available.

(3) Yours faithfully JB Administrator

(4) RSVP by 20th December to Christina Cane (+7 499 908 74 35). If Christina doesn't hear
from you by Friday, 20th December we will assume that you are not attending the party
and we will issue your ticket number to someone else.

(5) Everyone looks forward to meeting you and sharing holiday spirit with you at our
Annual New Year Party.

3.15 Read the parts of the text and put them into logical order

(1) With respect,
Kira Stan

(2) Kira Stan
7834 East street
Chicago, Illinois

(3) July 12, 2017

(4) Dear Sirs

With reference to your vacancy for Office Manager | am sending you my CV attached to
this letter. | have an experience of working as a secretary for 2 years in a small company
where | had no career prospects. | am the Bachelor of Business Administration and so |
think my education would allow me to make a significant contribution to your company. |
would be very grateful if you consider my application.



(5) Trend &Fashion
9034 Groom Street
Chicago, Illinois
USA, 90345

3.16 Read the parts of the text and put them into logical order

(1)Yours sincerely,
Mr. Dean Hipp
General Director

(2) March 10, 2016

(3) Mrs. Olga Linnet

Perfect Wedding

9034 South Street

San Diego, CA

USA, 90345

(4) Dear Mrs. Linnet

Your wedding agency is becoming more and more popular in our city. | would like to
help you make it more attractive to the customers. | am the owner of rose gardens; we
grow fine roses all the year round. Roses would become a very good decoration for all

wedding ceremonies. The prices are reasonable and include the designer service. More
information you may find in the brochure attached.

(5) Mr. Dean Hipp
General Director
Roses For You
4567 Camino Street
San Diego, CA

3.17. Read the parts of the text and put them into logical order

(1) Dear Sirs,

| am writing to inform you that yesterday | got my new TV set which was delivered by
your delivery service. The package was undamaged so | signed all documents and paid
the rest of the sum. But when | unpacked it | found several scratches on the front panel. |
would like you to replace the item or give me back my money. Please let me know your
decision within 2 days.

(2) April 25, 2017

(3) Mr. Jack Lupin
7834 17th Street
Detroit, Michigan



(4) Electronics Ltd
9034 Commerce Street
Detroit, Michigan
USA, 90345

(5) ours faithfully,
Jack Lupin

3.18. Read the parts of the text and put them into logical order

(1) Dear Mr. Lupin,

It was distressing to learn that the TV set that we delivered to you on April 24 was
scratched. We do not have any idea how it may have happened that is why we are very
sorry that this unfortunate incident occurred and ready to exchange your scratched TV for
another one.

(2) Yours sincerely,
Mr. Derek Smith
General Manager

(3) April 28, 2017

(4) Mr. Jack Lupin
7834 17th Street
Detroit, Michigan

(5) Mr. Dereck Smith
General Manager
Electronics Ltd

9034 Commerce Street
Detroit, Michigan
USA, 90345

3.19. Read the parts of the text and put them into logical order
(1) Dear Sir

(2) Yours faithfully,
Ann Rudova

(3) am writing in connection with an advertisement for your English course. | am 19
years-old student from Russia. | am interested in English and have been looking for a
course in English at higher level.

(4) 1 look forward to your answer.



(5) I would like to ask for more details about this English course. | would be very grateful
if you could inform me about payment forms and enrolment requirements

3.20. Read the parts of the text and put them into logical order

(1) I am writing in response to your job offer concerning the post of computer operator

which I found in the latest issue of «Daily News».
(2) Dear Sir

(3) would be happy to attend the interview at any time that is convenient to you. | am
enclosing the names of two referees from Gray Service Company, whom you can
contact for more details. | look forward to hearing from you.

(4) ours faithfully,

Jane Morrison

(5) I believe this position fits my expectations of a perfect job for a young person. As far
as my qualifications are concerned | have been working for about two years as a computer
operator in Gray Service Company, where I have had the chance to get «hands-on»
experience with computers in a real working office and coming into contact with the public
for the first time. There I have gained a lot of valuable professional experience. In addition
to this, I consider myself to be hard-working and a very sociable person.

3.21. Read the parts of the text and put them into logical order
(1) Best regards,

(2) Andrey Petrov,

Managing Director

(3) I would like to invite you to a seminar that, I'm confident, will interest you.

(4)The seminar “IT in Business” held at the Moscow Crocus Congress Centre on June 12
will feature lectures by several key programmers and developers.

| am enclosing 4 tickets for you and your colleagues. | hope that you decide to attend and
looking forward to seeing you there.

(5) Dear Henry Mills,

3.22. Read the parts of the text and put them into logical order

(1) With respect,

John Lewis,

General Manager

(2) Dear Mr. Stanley,

October, 02 will be a remarkable day of your 10th anniversary as a member of Hoverny
Ltd. During these years of work, you proved to be a loyal and qualified worker with great
potential. We recognize the contribution you make in our company success and wish to
congratulate you upon your 10th anniversary.

(3) October 01, 2015



(4) Howard Stanley
9034 Canyon Street

San Francisco, California
USA, 90345

(5) Mr. John Lewis
General Manager
Hoverny Ltd

4567 Snake street
Oakland, California

3.23. Read the parts of the text and put them into logical order

(1) Dear Mrs. Way,

(2) | 'm writing to ask for your help. I know you work with Mr. Green. | also know that
he is an excellent journalist, that’s why I would like to ask him to help me with my
current project. Would you be so kind as to introduce me to Mr. Green? | would be very
grateful to you.

(3) Respectfully yours,
Richard Smith
DC College Professor

(4) Please let me know if you can schedule an appointment with me and Mr. Green. | look
forward to your response.

(5) Mrs. Amanda Way
Bridge-company

Office 708, Entrance 1D
Alley Street

Bristol
Great Britain

30 June 2021

3.24 Read the parts of the text and put them into logical order

(1) I'look forward to having the opportunity to meeting you in person and hope to hear from
you soon.

Again, thank you very much for your time and for your consideration.

(2) Dear Ms. Jones,

| appreciate having the opportunity to speak with you today about the marketing assistant
position at the ABCD company. The job seems to be a perfect match for my abilities and
interests.



(3) Best Regards,

(4) I appreciate the time you took to interview me.

(5) In addition to my enthusiasm, | will bring to the position strong communication skills,
flexibility, and the ability to encourage others to work cooperatively with the department.

3.25 Read the parts of the text and put them into logical order

(1) As | mentioned in our conversation, I've developed similar apps for Companies X and
Z. I'm skilled in several programming languages, and comfortable working as part of a team
to ship products on time and as bug-free as possible. While at Company X, one of the apps
that | helped develop won a prize. More importantly, the app achieved a top 20 position in
the iTunes store. My proven track record developing successful apps would be an asset to
Tech Company, and | am very enthusiastic about this opportunity.

(2) Dear Mr. Martins,

(3) Sincerely,

3.26 Read the parts of the text and put them into logical order

(1) My resume is attached. If | can provide you with any further information on my
background and qualifications, please let me know.

(2) I read your job posting on Craigslist for an Assistant Director with interest.

In my position as an Assistant Communications Director for ABC Company, | wrote
articles for the company website, managed contributing articles, and wrote and sent a
weekly email newsletter to subscribers.

(3) Dear Hiring Manager

Martha White

(4) Please don't hesitate to get in touch if you have any additional questions for me. Thank
you again for the opportunity to speak today, and | hope to hear from you soon.

(5) Thank you so much for meeting with me today to discuss the Senior Developer position
at Tech Company. | really enjoyed our conversation, and believe my background in
developing apps makes me a strong match for this position.

3.27 Read the parts of the text and put them into logical order

(1) Thank you for your time. | am looking forward to hearing from you.

(2) I attached my CV so that you can learn more information about me. You may invite me
for an interview at any time convenient for you.

(3) Dear Sirs,

| have just completed my final year at the University of Chicago and would like to apply
for a position of Marketing Specialist in your company. | do not have any work experience
but | have a great wish to become the part of your company and do my best for its success.
| am a reliable person and would be a good worker for you.

(4) With respect,

Andrew Roll

(5) I can be reached anytime via email at john.donaldson@emailexample.com or my cell
phone, 909-555-5555.



3.28 Read the parts of the text and put them into logical order.

(1) The cabinet doors do not open and shut properly and the stain on the cabinet is uneven,
with one half darker than the other. The cabinet was delivered on 30 December and I noticed
this problem as soon as | unpacked it from the box.

The cabinet is not of acceptable quality and does not match the sample cabinet | was shown
in store. I would like you to replace it with one of the same quality and finish as the sample
and arrange for return of the faulty cabinet at no cost.

(2) You can contact me on 1234 5678 during working hours or after hours on 123 456 789
to discuss this matter further.

(3) Dear Manager

| am unhappy with the quality of a television cabinet | bought at 5 Street on 15 December
and | am writing to seek a replacement.

(4) I have attached a photocopy of my receipt as proof of purchase.

I would like to have this problem fixed quickly please. If I do not hear from you within 10
days, | will lodge a formal complaint with Consumer Affairs in my state.
(5) Yours sincerely,

Jane Brown

3.29 Read the parts of the text and put them into logical order

(1) Thank you for your time and consideration. | look forward to speaking with you about
this employment opportunity.

(2) Dear Mr. Gilhooley,

| am writing to apply for the programmer position advertised in the Times Union. As
requested, 1 am enclosing a completed job application, my certification, my resume, and
three references.

(3) Please see my resume for additional information on my experience.

| can be reached anytime via email at john.smith@yahoo.com or my cell phone, 907-575-
625.

(4) Sincerely,

John Smith

(5) The opportunity presented in this listing is very interesting, and | believe that my strong
technical experience and education will make me a very competitive candidate for this
position. The key strengths that | possess for success in this position include:

. | have successfully designed, developed, and supported live use applications
. | strive for continued excellence
. | provide exceptional contributions to customer service for all customers

With a BS degree in Computer Programming, | have a full understanding of the full
lifecycle of a software development project. | also have experience in learning and excelling
at new technologies as needed.

3.30 Read the parts of the text and put them into logical order



(1) Our company specializes in distributing cameras in Italy. For your information we may
add that our company was established five years ago. If your goods meet our requirements,
and we receive a favourable offer, we will be able to represent your cameras in Eastern
Europe.

(2) We have seen your advertisement in the Business Weekly Journal, and we shall
appreciate it if you will send us more detailed description of your cameras. We should also
like to know the discounts that you provide.

(3) Dear Sir,

(4) Yours faithfully, R. Stenley

Export-Import Manager

(6) We are looking forward to your reply.

4 BOI’lpOCbl Ha ycmarnoe/1eHue coomeemcmeui.

4.1Business etiquette is fundamentally concerned with building ... founded upon courtesy
and politeness between business personnel. ..., and especially business etiquette, is a ...
of maximizing your potential by presenting yourself positively.

a) personnel ... b) etiquette... ¢c) means ... d) relationships

4.2Writing a ... is not simply a matter of expressing your ideas clearly. The way you write
a letter and the etiquette you employ ... have a significant impact on your ... in business.
a) business letter b) may  c¢) ideas d) success or failure

4.3 Failure to ... correct business letter etiquette ...result in your adopting an
inappropriate tone, causing offense or ..., lack of clarity or purpose and hostility or soured
relations.

a) business letter b) observe ¢) misunderstandings  d) can

4.4 The foundation of good business letter etiquette is 'Think before you write'. You ...
considering to whom the letter ... addressed, how and why? This ... then influence style,
... and structure.

a) will b)should be c)is d) content

4.5 Always make sure you have spelt the recipient's name correctly. It... sound simple, but
... would be surprised at ... people fail to do ... The recipient's name should include titles,
honors or qualifications if deemed necessary.

a)so b)howmany c)you d)may



4.6 Many people use the 'Dear Sir/Yours Faithfully' formula ... addressing the receiver. ...
this is acceptable for ... matters it is impersonal and should not be ... when dealing with
those you know, queries or complaints.

a) routine b) Although c) used d) when

4.7 If the content of the letter is ..., personal or confidential it must be marked appropriately.
Marking the letter 'confidential’ will suffice in highlighting this fact. If you ...want the letter
read by the receiver without the interception of a secretary or PA, mark ../ as 'Private’,
'Personal’ or 'Strictly Confidential’. If you have received such a business letter it is good
etiquette to reciprocate and ensure that all future correspondence is kept at ...level of
confidentiality.

a) that b)only c)it d)sensitive

4.8 Proper business letter etiquette requires that a consistent and clear approach, combined
with courtesy, be employed. As ...rule of thumb, aim to keep all business letters formal ...
style. Even when the receiver is familiar .. you, it is advisable maintain a certain level of
business etiquette as the letter may be seen by others or referred to by a third party in the
future.

a) in b)a c)to d)requires

4.9 Letters should be signed personally. It looks unprofessional, ... and somewhat lazy if a
letter is left unsigned. However, having a secretary or PA sign on your behalf is not
considered a breach of business etiquette.

a) in b)a c)to d)cold

4.10 Humour can be ... in business letters but only when ... writer is completely positive
the recipient will understand the joke or ... From a business etiquette perspective, it may
be ... to avoid humour.

a) the b)punc)wise d)used

4.11 Good business letter etiquette calls for letters to be responded to promptly or within
certain guidelines. This may normally be considered ... 5 working days. If this is... possible
then some sort of acknowledgement should be ... either by letter, ... phone or e-mail.

a) sent b)notc) fax d)as

4.12 Always use reference numbers or clearly ... the purpose of the letter at the top, ..
example, 'Re: Business Letter Etiquette Enquiry'. This allows... receiver to trace
correspondence and immediately set ... letter within a context. When replying to points or
questions the proper etiquette is to respond in the same order as they were asked.

a) your b)thec)for d)state

4.13 Letters are often an arena for ... or disputes. Even in these circumstances there ...rules
of business letter etiquette that should be adhered to.



If you initiate the dispute then,

e Explain and ... your case simply and clearly to .. person,
e Offer information that may be required by the other party to help answer questions,
¢ Indicate a time scale by which you expect a reply or the matter to be resolved.

a) are D) conflicts c) the most appropriate d) set out

4.14 Using business etiquette in all matters and ... in business letters will ensure you
communicate effectively, avoid misunderstandings and maximize your business potential.

a) are D) conflicts c) the most appropriate d) especially
4.15 The format of the letter should follow certain order and style.

Letterhead is the name and ... of a person or an organization printed at top of personal or
office stationery. There ... no one accepted way of displaying letterheads; whatever style
you chose; your letterheads should be very distinctive. They should give your
correspondents all the information they ... need if they want to contact you: your company
name and address, telephone and fax numbers, email address.

a) is b) might c) address d) the
4.16 The format of the letter should follow certain order and style.

Your reference. A reference is not essential, but it can ... you retrieve a letter from your
filing system. If you do have one, it will ... be the initials of the person who dictated the
letter and those of the person who typed it, as in KMG/BZG. It can also include a file or
account number, for example KMG/BZG/78/5.

a) usually b) might c) address d) help

4.17 The inside address. Make sure you ... the name and ... of your correspondent right. If
you ... to a letter, address the person in the form .. which he or she has signed.

a) are replying b) in c) job title d) get

4.18 Addressing a woman can ... be tricky. It used to be common for women to indicate
their ... with their signature, as in Yours sincerely, Philippa Cooper (Mrs). But many
businesswomen nowadays simply .. their names, ... indicating their marital status. In that
case, you should address them as Ms (Ms Philippa Cooper). However, if your
correspondent signs herself Mrs or Miss, then use the same form of address in your reply.

a) without b) sign n c¢) marital status d) sometimes

4.19 If you are writing to a company or ..., wherever possible, address it to a .. in the
company, by job title if you do not know his or her name. So, ..., if you had export query,
you would address your letter to the Export Manager. If it were a complaint ... an unpaid



invoice, you would write to the Accountant. If you do not know who in the organization
might deal with your letter, address your letter to the Manager or the Managing Director.

a) about b) for instance c) specific person d) organization

4.20 The salutation is a part with which a letter starts: the part which begins ‘Dear...”. If
you know your correspondent, it will be simple deciding on the best salutation. If you know
him or her well, you could begin ‘Dear John’ or ‘Dear Mary’. If you do not want to be
quite so informal, you should use their title: ‘Dear Mr Smith’ or ‘Dear Miss Green’. One
thing you should not do is address someone whose name you know as ‘Dear Sir’ or ‘Dear
Madam’. This is so formal and ... as to be impolite. If you do not know your
correspondent’s name, the correct salutation is ‘Dear Sir or Madam’ (or Dear Sir/Madam). So
in all ... where you are addressing someone by their job title only, you should use this form of
salutation.

a) best salutation b) unfriendly c) cases d) organization

4.21 Subject heading. Some firms open their letters with a subject heading (beneath the
salutation). This provides a ..., saves introducing ... subject in the first paragraph,
immediately ... to the topic of the letter and allows the writer to refer to it throughout the
letter. It is ... introduced by Re: and underlined, e.g. Re: Application for the post of typist.

a) further reference b) draws attention c) often d) the

4.22 The beginning of the letter is important. Set the tone for the rest of the letter early, and
think what it is going to be about. You can use a heading if you think it ... to make the
subject clear immediately. In order to get a ... from your readers, you need to make them
want to read your letters. It is important to ... and interest early in the letter, and this is ...
your opening should be eye-catching, e.g.:

o We have received your letter of...
o We thank you for your letter of...
o Your letter enclosing / stating that / asking us to / requesting us to...
o In reply / response to your letter of...
o In confirmation of our telephone conversation we wish to inform you that...
e  With reference to our letter of ___ we wish to inform you that..
a) positive reaction b) will help c) why d) get their attention

4.23. The body of ... should follow logically on from your opening, and there should be
logical flow through the letter to the end. ... flowing logically, it should follow the three rules
of business communication and ...

a) positive reaction b) Apart from c) be brief, clear and direct d) the letter

4.24 The ending of the letter. Your closing paragraph is as ... as your opening. This is the
last thing your ... will read, and the last impression he or she will have .. you. You should



use it for ...: 1) to summarize your position, 2) to indicate any action that needs to be taken,
and by whom.

a) correspondent b) two purposes c) of d) important

4.25 One of ... skills anyone can hold in daily life is the ... to negotiate. In general terms,
a negotiation is a resolution of conflict. We enter negotiations in order to start or continue
a relationship and resolve an issue. Even before we accept our first jobs, or begin our
careers, we all learn how to negotiate. For one person it begins ... the negotiation of an
allowance with a parent.

a) with b) the most important c) to start or continue a relationship d) ability

4.26 Some people are naturally stronger negotiators, and are capable of getting ... needs
met more easily than others. Without the... to negotiate, people ... relationships, quit jobs,
or deliberately avoid conflict and uncomfortable ...

a) ability b) their c) break off d) situations

4. 27 In ... world of business, negotiating skills are... for a variety of reasons, ... as to
negotiate a salary or a promotion, to secure a sale, or to forma ....

a) such b) the c) used d) new partnership

4.28 Whether you are holding a meeting or attending a meeting, it is important that you
understand key English phrases ... expressions related to meetings. A successful meeting
... no surprises. With proper preparation and ... organization, a meeting .. run smoothly.

a) and b) careful c) has d) can

4.29 The most typical complaint about meetings is that they run ...long. Meetings that run
longer than necessary can be ... to a company or business. As the ... business expression
says: Time is money. ... and time limits, keeping to the agenda, and knowing how to refocus,
are key components of an effective meeting.

a) too b) Setting goals c) famous d) very costly

4.30 There are a number of ways that you may call or be called to a meeting. Some meetings
are ... by e-mail, and others are posted on bulletin boards. If a meeting is announced at the
end of another meeting, it is important to ... A reminder can also come in the form of an e-
mail or notice. Verbal announcements or reminders should always be backed up ..
documented ones. The date, location, time, length, and purpose of the meeting should be
included.

a) by b) to issue a reminder ¢) famous d) announced

Tema 3. lIpogheccuonanvno-opuenmuposannvlii nepeeoo



1. Bonpocut 6 3akpuimoit popme:

1.1 My uncle is a carpenter.

a) She b) I ¢) He d) His

1.2 His daughter is a musician.

a) She b) He c) Hers d) It

1.3 Their aunt is a manager.

a) He b) She c) They d) Her

1.4 Our parents are physicians.

a) He b) We c) They d) Our

1.5 My grandfather and grandmother are pensioners.
a) My b) They c) She d) He

1.6 His uncle (to be) a fitter.

a) are b) is c) am d) to be

1.7 My aunt (to have) those books.
a) have b) to have c) has

1.8 | (to be) his cousin.

a) is b) are ¢) am d) to be

1.9 Their friends (to be) students.

a) is b) are ¢) to be d) am

1.10 His son (to have) this article.

a) has b) have c) to have

1.11 My friends have ... discs.

a) this b) theirs c) these d) me

1.12 ... were students.

a) We b) I ¢) This d) That

1.13 This is my notebook, and that is ...
a) hers b) your c) you d) me

1.14 ... grandparents are pensioners.
a) Me b) Mine c) My d) Hers

1.15 ... are my pencils.



a) That b) These c) This d) We

1.16 When we were discussing educational systems of different countries we

used ....

a) skills b) Scheme C. the ways d) types

1.17 It is not difficult to use good. ... when you are eating.

a) manners b) children c). schemes d) speed

1.18 People ... knowledge about the world.

a) pass b) gain c) expect d) support

1.19 To transmit A. common cultural heritage is ... of general education.

a) made b) received c) the aim d) the design

1.20 The children are taught skills they will use ... their life.

a) above b) throughout c) though d) thought

1.21 Scientists solve a ... of complicated mathematical problems.

a) origin b) variety c) universe d) cell

1.22 The researchers always try to ... the facts.

a) refer b) measure c) satisfy d) unify

1.23 When people speak of technology they usually mean ... technology.
a) medical b) nuclear c) educational d) industrial

1.24 ... make our life and work easier.

a) Principles b). Laws ¢) Tools d) Facts

1.25 People had to get food, clothes and ....

a). shelter b) machines c) cars d) technologies

1.26 1. It is a good question ....

a) to be discussed b) was discussed c) discuss d) discusses

1.27 It must ... a very serious problem.

a) to be b) be c) been d) to being

1.28 We will continue ... the tools.

a). to test b) test c) to be test d) have tested

1.29 We need ... productivity.

a). increase b) are increasing c) to increase d) have increased

1.30 They have ... mechanical systems.



a) maintain b) to be maintained c).to maintain d) maintaining

2. Bonpocwt 6 omkpeimoii ghopme:
2.1 When you telephone a company the person answering the phonemay ~ youa
question. (ASK) Which is the correct question?
A. Who’s calling please?
B. Who calls?
C. Who it is?
D. Who called?
2.2 Which phrase the same as ‘hang on a moment?’(MEAN)
A. Just a second
B. I’ll put you on
C. Go ahead
D. I’m ready
2.3 Choose the correct word: “Please ....... and’ll_ you through.”(PUT)
A. stop
B. stay
C. talk
D. hold
2.4 What is the expression to connect two people on the telephone? (USE)
A. I’'m sending you through
B. ’m putting you through
C. I’m calling you through
D. I’'m talking you through
2.5 His number  998922. (BE)
A. straight
B. direct
C. certain
D. sure
2.6 I'm tohave _ you. (TROUBLE)
A. upset



B. apologize

C. sorry

D. sad

2.7. I'm sorry, you've the wrong number. (GET)

2.8 I'dlike to you about flights. (QUESTION)

2.9 Which sentence mightyou  at the beginning of a presentation? (HEAR)

2.10 lam to enquire about your prices. (WRITE)

2.11 If you require any further information, please do not to contact me.
(HESITATE)
2.12 This is due to the fact that our costs have . (RISE)
2.13 1 am with reference to your advertisement in The News. (WRITE)
2.14 | regret to advise you that the delivery will be . (DELAY)
2.15. We have been _ to increase our prices. (FORCE)
2.16 | am a brochure under separate cover. (SEND)
2.17 1 am pleased to that your application for a post as secretary was successful.
(INFORM)
2.18 Unfortunately | have to inform you that I will not be able to _ the meeting.
(ATTEND)
2. 19 First of all, 1 would like to begin by saying that the company profits _ up on
last year's figures. (BE)
2.20 Can | you about the plans for next month's meeting? (ASK)
2.21 Much of our business communications place on the phone: in the office, at
home, in the car, virtually anywhere. (TAKE)
2.22 Proper phone technique can make or _ deals or relationships. (BREAK)
2.23 All of the staff members should _ an opportunity to give their opinion about the
company review. (HAVE)
2.24 Atelephonecall _ apurposeful activity. (BE)
2.25 | suppose | good progress. (MAKE)
2. 26 Which sentence might you hear at the beginning of a presentation? (HEAR)
2.27 The purpose of today’s presentation __ to discuss my findings. (BE)

2.28 From text messaging to and scanning files to Skyping, high-tech practices



are common in companies. (EMAIL)

2.29 He prepared and a neat and comprehensive CV, highlighting his
educational background, work and volunteer experiences. (PRINTE)

2.30 Henry from college with a degree in Elementary Education, and began
searching for jobs. (GRADUATE)

3. BO”pOCbl Ha yCmaHoes/ieHue noc/1e006ameibHOCHU.

1) A) to focus his job B) a segment about his interests C) Elementary Education D)
children in a regular classroom setting

Henry graduated from college with a degree in , and began searching for jobs.
While doing an internship previously as a university student, he discovered his greatest
strength and interest was teaching . He also had previous volunteer experience as
a camp and youth counselor.

He therefore decided hunt on elementary schools in his state. First, he prepared
and printed a neat and comprehensive CV, highlighting his educational background, work
and volunteer experiences. He then added a section pointing out his other skills in such
areas as foreign languages and computer programming. Finally, he added :
and listed some personal references.

2) A) lasts 30 to 60 minutes B) that we spend meetings C) per person per week D)
revealed that workers

Since 2000, the amount of time has increased by an estimated 10% per
year. An average meeting , and we attend up to 10 meetings a week.

A recent study in the USA spend an average of two hours a week in pointless
meetings. Two hours has been estimated at $400 billion per year of lost
productivity.

3) A) with a happy customer B) the most efficient production line C) watch the
whole line D) moved through the factory

Henry Ford hated waste. His ambition was to produce for making his Model T
cars. He thought about the process flow; beginning with raw materials and finishing
driving a new car.

In Michigan, USA in 1913, Henry Ford created a moving, assembly line to produce cars.
Every worker had a different job and the cars past each workstation. Mr. Ford
had an office on the second floor so he could . If he saw that a part of the line
was too slow or workers had to move too quickly, he would change the system until it was
more efficient.




4) A) convenient, reliable, and efficient B) appreciated by coworkers C) as much as
possible D) a major role

Besides playing in most individuals' personal lives, technology plays a major
role in most businesspersons' professional lives, as it's . From text messaging
to emailing and scanning files to Skyping, high-tech practices are common in companies.
To benefit from these practices, businesspersons must craft and send
professional business emails, or emails that serve an official, company-related purpose and
are appropriately written. Professional business emails are , customers, and
potential clients alike.

5) A) understand one another B) deals, agreements, and any other information C)
inhibit a business phone call's effects D) should be considered

Even with today's overall focus on technology, business phone calls, or phone calls intended
to discuss of professional significance are important and often-utilized, as they
allow experts from a number of different companies and organizations to
completely . Like many other aspects of business, phone calls feature quite a few
variables and elements that by those involved. Failing to consider these
variables and elements can and negatively impact business relationships.

6) A) to guide the conversation B) a common business phone call practice C) is
unable to talk at a given moment D) mutually beneficial

Receiving a business phone call is similarly straightforward. If one , the
generally accepted practice is to answer a call and request that the caller phone back at a
later time. Other than that, one simply answers, remains courteous and attentive, and allows
the caller . It's recommended that one take notes during business phone calls.
Exchanging information, or providing contact details, pertinent figures or statistics, or other
requested data is that can be started by the caller or the receiver. To
exchange information, one simply asks the individual on the other end of the phone if he or
she believes it would be to swap specified information. If an agreement is
made, the received information should be taken note of.

7) A) rise to fame B) the world’s largest computer C) Seattle, Washington D)
January 2000

Bill Gates was born in . He has accomplished a lot in the business world, but his
came when he developed Microsoft. He co-founded the company in 1975 with

business partner and childhood friend, Paul Allen. Microsoft became software

company.

Bill Gates was chairman of the company and Chief Executive Officer (CEO). He stepped

down from his CEOQ position in , but continued as chairman and chief software

architect.




8) A) or non-official talk B) the business world C) take short breaks D) use the term

The term "small talk™ is frequently used in and outside of . However, if asked,

few of the individuals who would be able to clearly explain what it means. And
to enjoy and take full advantage of small talk, one must truly understand it.
Small talk, that's intended to provide a break from official conversation, is
often used by business professionals. Most people during the work day to
converse with others, and business employees aren't exceptions—even if they're taking a
break from a conversation with another conversation.

9) A) as quickly as possible B) that the individual responsible C) for cancelled
appointments D) will be forced to cancel

Occasionally, because of business professionals' ultra-busy workdays, one a
scheduled appointment to fulfill another obligation. Common reasons include,
but are not limited to: scheduling conflicts, illness, social obligations, and work mandates
(or company-instituted guidelines that impact workers’ schedules and are designed to meet
a certain goal).

Whatever the reason an appointment is cancelled, it’s important for the
cancellation call the person(s) expected to attend the meeting , to inform them
of the change and provide them with the maximum amount of time to restructure their own
schedule.

10) A) commonly contact clients B) combine to make C) mutually beneficial
agreements D) are utilized

Even with the prominence of text messages, emails, and live video chats in today’s fast-
paced professional and social landscapes, business experts , or individuals
representing companies with which official contracts or agreements have been made, with
business phone calls. Business phone calls by experts regularly because they
allow for the maximum professional dialogue to be had, the mood and feelings of others to
be better understood, and are inherently personal; all these things business
phone calls ideal for individuals who wish to develop and maintain profitable and

11) A) business experts B) to see a number of C) typically issued in response D)
find themselves

Today, it’s common different professionals in a number of different fields of
employment engaged and rather busy with their work. However, have an
especially minimal amount of free time available in the office, and as such, they often
returning phone calls—or calling back fellow industry specialists who’ve
contacted them regarding a matter of professional significance. Return phone calls are
to business call messages, or short summaries left when a professional isn’t



able to take a phone call, for the purpose of highlighting the reason that contact is being
initiated.

12) A)to meet and discuss a matter B) have been important parts C) a face-to-face
meeting D) developing professional relationships

As many quick-learning students of business, business phone calls are great for
and making agreements, for a number of different reasons. With that said,
when a lot of time, money, and respect are on the line, it’s not unusual for two or more

individuals of significance face-to-face.
Face-to-face meetings of the business process for years, and all signs indicate
that they will remain so for many years to come. However, arranging IS a

process most often completed through a business phone call; thus, it’s imperative that this
call be as precise as possible.

13)  A)of phone calls B) naturally unpredictable C) using a phone call D) responds
to unexpected

As any industry specialist will attest to, the business world is ; unforeseen
obstacles and dilemmas are common, and can affect even the best-prepared individuals.
Accordingly, it’s how one business setbacks that defines his or her career.
The importance and prevalence in business has been detailed in previous
lessons, but the process of to inform a client of an order mishap has not.

14) A) a fantastic company B) does everything correctly C) the nature of the
industry D) with dissatisfied and potentially angry customers

The greatest business professional in the world, employed at _ and completely

focused on performing his or her work-related tasks, will undoubtedly be faced
at some point; these customers will speak of complaints that they believe to be

entirely valid and pressing.

Because, as seasoned financial experts can attest to, even if one in business,

unforeseen dilemmas will appear; that’s simply

15) A) to customer complaints B) are addressed C) demanding, exhausting D) a
business specialist

It must be emphasized that how reacts to these issues will define his or her
reputation, as well as that of his or her company. Furthermore, responding , Or
specific issues voiced by clients with regard to a transaction, can be , and

aggravating, but it’s once again imperative that the process be completed to the highest

possible degree of quality.

Typically, customer complaints over the phone, as the communication form is a
favorite of business experts, given its personal and direct general nature.



16) A) may offer a service B) the periods of various success C) D) is actually the direct
result

It might seem somewhat random when the economy encounters a downturn, companies

struggle, and prices rise, but the process of a number of specific factors, including
business cycles. Business cycles refer to , struggle, and medium-quality profits
encountered by companies in the normal course of the economy; these periods affect every
individual. In other words, businesses at an affordable price at one point in time

and fail to become profitable, but may then see this same service bring in tons of cash at a
later point; the difference isn’t the business, but rather, is the economy.

17) A) encountered by companies B) may offer a service C) the direct result D) the
economy encounters

It might seem somewhat random when a downturn, companies struggle, and
prices rise, but the process is actually of a number of specific factors, including
business cycles. Business cycles refer to the periods of various success, struggle, and
medium-quality profits in the normal course of the economy; these periods affect
every individual. In other words, businesses at an affordable price at one point in
time and fail to become profitable, but may then see this same service bring in tons of cash
at a later point; the difference isn’t the business, but rather, is the economy.

18) A to try and get ahead) B) through the grocery store C) the cumulative force of
actions D) the free economy

Customers might not think about competition when they’re walking or making

an online purchase, but it happens to be a cornerstone of business and that

impacts every single thing that’s bought and sold. Technically, competition consists of
taken by companies that’re designed to improve their market standing, sales,

and ultimately, profits. But really, competition is simply what allows businesses
of each other, and consumers to get the best possible value.

19) A) respond by lowering B) a profitable retail location C) much cheaper bread
D) open a store of their own

Like many business ideas, competition is best explained through an example. Imagine that
a company opens and sells bread at an enormous profit. After another company
notices all the profits that’re being made through bread sales in this neighborhood, they
may and undercut the competition, or sell similar items or services for lower
prices. The first company may their own prices (so they sell more bread to their
former customers, who’re presumably buying the cheaper bread), and the end result
IS for consumers. In this way, businesses going head-to-head benefits
customers.




20) A) the tendency of some businesses B that’s worth five dollars) C) recognize
the discrepancy D) a business practice

Reverse competition, or to purchase items that’re being sold below market value
(or the price that an item can reasonably be expected to sell for) and reprice them, is also

that’s worth considering. Imagine that a bread company, to limit the success of
other businesses, sells their bread per loaf elsewhere for one dollar per loaf.
Instead of being pushed out of the market, a competing business could between
the bread’s value and its sale price, and then proceed to purchase all the first company’s
bread for one dollar and resell it for two dollars with their own label.

21) A) no other companies B) to charge whatever high prices C) a particular
professional sphere D) over an industry

The effects of not having competition, in or entire economies, are devastating
to consumers and the wellbeing of citizens generally. Consider the example of railroad
companies in Europe and America a couple centuries back that owned a multitude of tracks
and land; essentially existed to create competition (because the major railroad
companies bought all the land and kept others from doing so), and they were able

they wanted. This described scenario is an example of a monopoly, or a situation
when one company has complete control and its prices due to a lack of
competition.

22) A) a calculation of the business B) all the products made C) free market and
large population D) business terms

Gross Domestic Product (GDP), or the measure of , services offered, and business
conducted in a country over a set period of time, is another one of those that’s
frequently referenced but seldom understood. Once again, GDP is simply that’s
taken place in a country annually. The United States, for example, has the largest GDP in
the world, thanks to its ; other nations have solid GDPs as well, and the exact
number usually corresponds to its country’s economic system, development, natural
resources, education, and more.

23) A) over a period of time B) on private consumption C) the value of exports D)
gross domestic product

Similarly, the process of calculating GDP is simple and straightforward. GDP is comprised
of “private consumption + total investments + government investments + government

spending + the value of exports minus imports.” In other words, , which is once
again the measure of all the business that’s taken place in a country , 1S
determined by adding together money spent , personal investments,
government investments, government spending, and (minus imports, so that

the total reflects the trade agreements that give money to the country at-hand).



24)  A) high demand results B) wide-ranging impact C) supply and demand D) to
hear and see references

In the business world, it’s common to supply and demand. With that
said, few individuals possess a thorough understanding of the idea and its on
markets, prices, and consumers. In short, refers to the force of consumers (or
how much customers want or need to buy something) in relation to the available supply (or
how much of something companies are able to sell). Generally speaking, in
limited supply and increased prices, and low demand results in an ample supply and
decreased prices.

25) A)enough of something available B) that produce a product or products C) are
willing to pay more D) between supply and demand

This latter phenomenon - the correlation and prices -might sound confusing at
first, but it’s actually rather simple. When there isn’t for sale to satisfy demand
(or so that everyone who wants this “something” can simply purchase it), manufacturers,
or businesses , charge more; they are able to do so because they aren’t faced
with competition (as whatever they’re selling is in demand and presumably not offered by
many other businesses), and customers to secure said product. Inversely, if
something is available in abundance, companies will have to contend with competition, or
actions taken by a company that’re designed to improve its market standing, sales, and
ultimately, profits.

26) A)to purchase something B) will build both naturally C) of supply and demand
D) have no other way

An example will make the concept entirely clear. Imagine that a company creates
a fantastic video game system that many customers want to buy. Demand and
as the product isn’t available to buy (this marketing technique is utilized by many
companies today; not being able seems to create consumer buzz), and if the
supply doesn’t increase to give every willing customer a system, prices will rise. In other
words, if customers to buy the system than through its manufacturer, and are
having a hard time finding the system to buy, they’ll be willing to pay more to buy it.

27) A) sell a box of pasta B) for four dollars C) will be plenty of the product D)
that’s not proprietary

On the other side of the coin, a product , Is widely accessible, and can be sold
by any company - pasta, for instance - will be manufactured, marketed, and sold by a
number of businesses. One company might for $10, and another company
could respond to this price by selling their own pasta for six dollars, and another company
could sell their pasta , and so on and so forth until the price has been driven
down to a very affordable rate. Demand won’t be particularly high in this scenario, as there

at-hand to go around. Moreover, demand comes before competition; if demand




iIs relatively low because a supply is high, prices will fall and some degree of competition
will occur.

28) A) want to be employed B) a high unemployment rate C) or the official
percentage D) being out of work

Nobody - including business professionals and those who - enjoys talking about
unemployment, or the state of for those who are fit to hold a job, but it’s an
important consideration of the financial industry. The unemployment rate, of
work-eligible persons who aren’t currently hired, is often used to gauge the health of an
area’s economy generally; broadly speaking, indicates a poorly performing
economy, while a low unemployment rate indicates a solid economy.

29) A) an abundance of wealth B almost every eligible employee) C) when the
national or statewide D) an unemployment rate

With that said, of zero percent, meaning that every single eligible individual in
an area is employed, is entirely unrealistic, and will never be seen. Full employment refers
to an unemployment rate wherein Is working, and a rate wherein few additional
individuals can be expected to work. The common reasons for these persons not working
could include their coming into but temporarily deciding against retirement,
and their choosing for personal reasons (such as caring for a family member) not to seek
employment. Generally, an unemployment rate of just five percent or so is indicative of full
employment. Accordingly, unemployment rate is somewhere in the ballpark of
five percent, it means that few individuals are unable to find work.

30) A) demand in the first place B) highly intelligent business C) big stoves to
cook with D) because people naturally

Utility, or the state of being beneficial and useful, falls under this category; many
students understand that market trends result directly from supply and demand,
but other wonder why exactly there is
The explanation is straightforward: demand, or the desire or need of consumers to own a
certain product or receive a certain service, exists because these goods and services provide
customers with advantages, pleasure, or other fulfillment. In short, demand exists
want to buy things that improve the quality of life! Demand has existed and
will always exist; even if everyone gave up their hobbies, made their own food, and lived
simply, they would still “demand” sharp axes to cut wood, and , and strong
materials to build with, and so on.

4. BO”pOCbl Ha4 yCmaHoeé/ieHue coomeemcmeust.

Match the two halves of these sentences:



There’s been a slight mix-up
I’m sorry to bother you
I’m not at all satisfied

W N~

A but there seems to be some mistake.
B with the reasons for the delay.
C over your recent order.

1. If you don’t send the payment today
2. Please accept our apologies for
3. I’m quite sure that

A the figures | quoted were accurate.
B we will be forced to cancel the contract.
C the late arrival of this flight.

1. Please accept our apologies for

2.1n 1885

3. The goods will be ready for shipment
3 to 4 weeks

A the company had more than 5000
employees.

B from receipt of your written order.

C the delay in dispatching your order.

4

1. Do you think

2. If someone keeps looking out of the
window when you’re talking,

3. I’d like to reconfirm

A my seat on flight TR 998.

B you could check my hotel booking?
C they are probably not listening to what
you are saying.

5

1. In answer to your enquiry
2. According to our records
3. As requested by Ms. Renoir,

A | have investigated the problems she
raised about health and safety.

B payment of our invoice has not been
received.

C we have pleasure in enclosing our price
list.

6

1. | think we need to spend more money
on marketing

2. It could be interesting

3. | hear

A what you are saying.

B if we want to grow the business.
C to invest a little bit more in new product
development.

7

1. The sales last month
2. We must constantly
3. I would be pleased

A improve our marketing techniques
unless the business stops growing.

B to provide you with any further
information you may require.
C were pretty good.

8

1. Would you, please, send me
2. 1 would like to have
3. We are interested in

A goods produced by your company.

B your catalogue and price list?

C some more information about the services
you provide.




9

1. We would appreciate it if
2. Please return the enclosed envelope

A please do not hesitate to contact me.
B you could send us some samples.

3. Should you need any further | C with your payment.
information,
10

1. 1 would be very grateful
2. The enclosed catalogue
3. Please contact us again

A if you have any questions

B if you could send me this information.
C will give you an idea of the type of
products we supply

11
1.  Everyone looks forward to| A.  when you have had a chance to
meeting you review my resume.
2. You were recommended to me by | g and sharing holiday spirit with you at

some friends of mine so
3. | would be pleased to discuss the
position and my qualifications further

our Annual New Year Party.
C. | would be interested in booking a
double room at your hotel from 20 July to 2
August 2022.

12

1. | can offer your company a strong
work ethic, a wealth of experience,

2. You were recommended to me by
some friends of mine so

3. | would be pleased to discuss the
position and my qualifications further

A. and sharing holiday spirit with you at
our Annual New Year Party.

B. | would be interested in booking a
double room at your hotel from 20 July to 2
August 2022.

C. when you have had a chance to
review my resume.

13

1. The opportunity presented in this
listing is very interesting

| look forward to speaking with you

If 1 can provide you with any

2.

A.  please let me know.

B.  and I believe that my strong technical
experience and education will make me a
very competitive candidate for this position.

further information on my background | C.  about this employment opportunity.
and qualifications

14

1. In my position as an Assistant | A. and hope to hear from you soon.
Communications Director for ABC |B. | wrote articles for the company

Company,

2. In addition to my enthusiasm, |
will bring to the position strong
communication skills, flexibility, and the

website, managed contributing articles, and
wrote and sent a weekly email newsletter to
subscribers.

C. to work cooperatively with the




ability to encourage others
3. | look forward to having the
opportunity to meeting you in person

department.

15

1. | appreciate having the
opportunity to speak with you today
2. | really enjoyed our conversation

3. I'm skilled in several
programming languages, and
comfortable working as part of a team

A. and believe my background in
developing apps makes me a strong match
for this position.

B. about the marketing assistant position at
the ABCD company.

C. to ship products on time and as bug-free
as possible.

16

1. Thank you so much for meeting
with me today

2. | have just completed my final
year at the University of Chicago
3. I do not have any work experience

A. but I have a great wish to become the part
of your company and do my best for its
success.

B. and would like to apply for a position of
Marketing Specialist in your company.

C. todiscuss the Senior Developer position
at Tech Company.

17

1. For your information we may add
2.We have seen your
advertisement in the Business Weekly
Journal,
3. If your goods meet our
requirements, and we receive a
favourable offer,

A. we will be able to represent your
cameras in Eastern Europe.

B. that our company was established
five years ago.

C. and we shall appreciate it if you will
send us more detailed description of your
cameras.

18

1. Not only is school a place of education,
2. People often say that our modern
way of life, with its individualism and
fast speed,
3. Friends enjoy doing things
together and

A. they have a lot of interests in common.
B. it is a place where young people
develop and reaffirm their identities within
peer groups and where much of their
socializing takes place.

C. has made the world a lonely place.




19

1. If you think you are not one of those
people

2.  Good manners

across the globe,

3. So many of us live and work

surrounded by people,

are important

A.but it is hard to find true friendship.
whose buying habits are influenced by
advertisements, you are most probably
mistaken.

C. but that doesn't mean they are the same.

20

1. The rules of politeness vary greatly all
over the world,
2. It's also
supermarkets use
3. In many countries people shake hands
when they greet each

all the techniques

A. to make customers buy more than they
have actually planned.

B. from country to country everywhere.

C. but in others it might be seen as
aggressive.

21

1. In spite of all the differences
most of the countries have to face one
problem nowadays:

2. At the same time in China the
government had to start a campaign
during the Olympics to give up bad
habits such as

3. If parents find that their child is
especially talented,

A. spitting in public, littering the streets and
using bad language.

B. the disappearance of good manners.

C .they have to take some important and
difficult decisions.

22

1. I knew that it would be difficult
to find a good job in this area,

2. While in Western cultures it is
polite to keep eye-contact during a
conversation, in other countries
3. As we can see good manners are
treated seriously all over the world, that's
why we should learn and follow them.

A. that's why we should learn and follow
them.

B. so | decided to set up my own business.

C. it is best to show your respect by not
looking directly at the speaker.

23

1. Everybody knows that looking
good

2. In early versions of fairy tales
there is much more cruelty and violence

3. Some of the most important
discoveries in history have been made

A. in the stories published for children
today.

B. by people studying at Cambridge
University.

C. helps to feel good.




24

1. Good people become victims
and must work impossibly hard
2. These books try to help people deal
with the many difficulties of life
3. Instead of blaming others

A.  so that they can become happy and

feel strong inside themselves.

B. we should learn how we ourselves can
change to improve the situation.

C. to solve their problems and find
happiness.

25

1. British education has many different
faces, but one goal. Its aim is to realize
the potential of all,

2. School is also a focal point for many
activities

3. When you move to a different country
or region

A. which complement young people’s
academic and vocational education.

B. for the good of the individual and society
as a whole.

C. learning the local language will help you
to communicate and integrate with the local
community.

26

1. There’s been a slight mix-up
2. I’m sorry to bother you

3. I’m not at all satisfied

27

A. but there seems to be some mistake.
B. with the reasons for the delay.
C. over your recent order.

1. If you don’t send the payment today
2. Please accept our apologies for

3. I’'m quite sure that

A the figures | quoted were accurate.
B we will be forced to cancel the contract.

C the late arrival of this flight.

28

1. Please accept our apologies for
2.1n 1885

3. The goods will be ready for shipment 3to

A the company had more than 5000
employees.




4 weeks B  from receipt of your written

order.
C the delay in dispatching your order.
29
1. How much is this tin of A. time to see the match start.
2. If you ask your teacher questions B. tuna, sir?
3. We finally got to the stadium just in C. you’ll know the subject better.
30

1.1f you don’t send the payment today A. the figures | quoted were accurate.

2. accept our apologies for B. we will be forced to cancel the contract.
C. the late arrival of this flight

3. I’m quite sure that

IIxana ouenuBanus: 100 OanibHas.

Kputepun ounenmBanusi: Kaxzawlidi Bompoc (3amaHue) B TecTOoBOM (opme
OIICHHMBAETCA MO JWXOTOMHYECKOHW IIKaje: BBIMOJHEHO — | Oamn, He BbimoigHeHO — 0
oaioB. [lpumMensiercsa cienyroias Imkajga nepeBoja O0aioB B OLICHKY MO S-OaJibHOM
mkaje: [1 85-100 6am1oB COOTBETCTBYIOT OIICHKE «OTIMIHOY; [ 70-84 GammoB — oreHKe
«xoportioy; [1 50-69 6ammoB — OIEHKE «yTOBICTBOPUTEIHLHOY; [ ] 3 Oaljia 1 MeHee — OIIeHKE
«HEYJIOBJIETBOPUTEITHLHO.

1.2 POJIEBAA HI'PA

Tema 2: Bcmpeuu, npeocmasnenue.

HaumenoBanue urpnl: «Bcrpeuu, npenctaBieHne, KOHTAKThD).

IlepeueHsb poJieii: y9acTHUKH KOH(PEPEHIIMH, TOCTH KOH(MEPEHITUH.

Konuenuus UI'PbI: Co3nanue KBa3UMpO(PhecCUOHAIbHON cpenpl,
CIIOCOOCTBYIOMICH MPO(PECCUOHATLHOM COIMATN3alMH 00yJarOIIIXCS.

Heab Mrpbl - pa3BUTHE CHEHUAIBHOM HWHOS3BIYHOM PEYEBOU KOMIECTEHIIMHU
00yJaeMbIX.

O:xunaemMblie pe3yabTaThl: 3aKperyiecHue HEOOXOMUMBIX Pa3rOBOPHBIX (hopmy,
o0y4eHre MEXINYHOCTHOMY OOIIEHUI0 U B3aUMOJCHCTBUIO B YCJIOBHSX COBMECTHOMU
npoecCHOHANEHON JEATENBPHOCTH U B PaMKaX PEabHO CYIIECTBYIONIUX COIMAIBHBIX
CUTyallul B3aNMOJECHUCTBUS.

Ilepeyensb curyaumii:

1. Situation: Opening the meeting

You are a chairman. Open the meeting using the following phrases:
Let’s move onto the next item The next item on the agenda is Now we come to
the question of...

2. Situation: Welcoming and introducing participants



You are a participant of the business meeting. Welcome the participants using the
following phrases: I’d like to thank Marianne and Jeremy for coming over from London
Thank you all for attending Thanks for your participation

3. Situation: Stating the principal objectives of a meeting
You are a participant of the business meeting. State the principal objectives of a
meeting using the following phrases: (Name of participant) has agreed to take the minutes
(Name of participant) has kindly agreed to give us a report on this matter (Name of
participant) will lead point 1, (name of participant) point 2, and (name of participant) point
3 (Name of participant), would you mind taking notes today?

4. Situation: Giving apologies for someone who is absent
You are a participant of the business meeting. Give apologies for someone who is
absent using the following phrases: 1’d like to hand over to Mark, who is going to lead the
next point Right, Dorothy, over to you

5. Situation: Reading the minutes (notes) of the last meeting
You are a secretary. Read the minutes (notes) of the last meeting using the following
phrases: Good morning/afternoon, everyone If we are all here, let’s ... get started (OR) ...
start the m

6. Situation: Dealing with recent developments
You are a participant of the business meeting. Deal with recent developments using
the following phrases: We will hear a short report on each point first, followed by a
discussion round the table I suggest we go round the table first The meeting is due to finish
at... We’ll have to keep each item to ten minute. Otherwise we‘ll never get through We may
need to vote on item 5, if we can’t get a unanimous decision

7. Situation: Moving forward
You are a participant of the business meeting. Move forward using the following
phrases: Have you all received a copy of the agenda? There are three items on the agenda.
First, shall we take the points in this order? If you don’t mind, I’d like to ... go in order (OR)
skip item 1 and move on to item 3 | suggest we take item 2 last

8. Situation: Introducing the agenda
You are a participant of the business meeting. Introducing the agenda using the
following phrases: First let’s go over the report from the last meeting, which was held on
(date) Here are the minutes from our last meeting, which was on (date)

9. Situation: Allocating roles
You are a secretary. Allocate roles using the following phrases: So, if there is
nothing else we need to discuss, let’s move on to today’s agenda. Shall we get down to
business? Is there any other business? If there are no further developments, I’d like to move
on to today’s topic.



10. Situation: Agreeing on the ground rules for the meeting (contributions, timing,
decision-making, etc.)

You are a participant of the business meeting. Agree on the ground rules for the
meeting using the following phrases: Jack, can you tell us how the XYZ project is
progressing? Jack, how is the XYZ project coming along?

John, have you completed the report on the new accounting package?

11. Situation: Introducing the first item on the agenda

You are a secretary. Introduce the first item on the agenda using the following
phrases: | think that covers the first item. Shall we leave that item?
If nobody has anything else to add.

12. Situation: Closing an item

You are a chairman. Close an item using the following phrases: So, let’s start
with...
Shall we start with...
So, the first item on the agenda is...
Pete, would you like to kick off?
Martin, would you like to introduce this item?

13.  Situation: Next item
You are a chairman. Introduce next item using the following phrases: Please join
me in welcoming (name of participant)
We’re pleased to welcome (name of participant)
It’s a pleasure to welcome (name of participant)
I’d like to introduce (name of participant)
I don’t think you’ve met (name of participant)

14.  Situation: Summarizing

You are a chairman. Summarize the meeting using the following phrases: Before
we close, let me just summarize the main points. To sum up, ...In brief, ...Shall I go over
the main points?

15. Situation: Finishing up
You are a secretary. Finish the meeting using the following phrases: The meeting
is closed. | declare the meeting closed.

16. Situation: Suggesting and agreeing on time, date and place for the next meeting.

You are a chairman. Suggest and agree on time, date and place for the next
meeting using the following phrases: I’'m afraid, (name of participant) can‘t be with us
today. She isin ...
| have received apologies for the absence of (name of participant), who is in (place).

17. Situation: Thanking participants for attending



You are a chairman. Thank participants for attending using the following phrases:
Right, it looks as though we’ve covered the main items.
Is there any other business?

18. Situation: Closing the meeting

You are a secretary. Close the meeting using the following phrases: We’re here today to ...
Our aimis to ...

I’ve called this meeting in order to ...

By the end of this meeting, I’d like to have ...

19. Situation: Meeting a client

You have arranged to meet a client along with your boss. You have never met this client
before. Unfortunately, your boss is running about fifteen minutes late. Make ‘small talk’
with the client until your boss arrives.

Student A: Make small talk with the client.

Student B: You are the client. Make small talk with the employee
Use the following phrases:

“Where are you from?”

“What exactly does your company do?”

“Have you worked here very long?”

“How is business these days?”

20. Situation: Discussion

A group of Japanese businesspeople are going to be spending a few days visiting your
company and your boss has asked you and your partner(s) to spend half a day showing them
around your city. With your partner(s), discuss where you would like to take them and draw
up an itinerary using the phrases: “Do you think they would like the local food?”

“Perhaps we could take them golfing.”
“What should we do after that?”
“I have a great place in mind.”

21. Situation: Meeting a business partner

An American company has organized a reception to welcome a German business
partner. Two high-ranking managers are about to meet. One of you is the visitor, the other
an employee of the company receiving the visitor. After you have met, try to engage your
partner in a discussion about climate control and the necessity for a global initiative to curb
global warming. What does he/she believe are the ways your company can become
forerunners in this development? Probe deeply to find out what your partner thinks.

22. Situation: A welcome party

You are an American executive who works for the U.S. subsidiary of a well-known,
state-of-the-art high-tech German company. As one of the hosts, you want to make your
German colleague feel comfortable and welcome. You will start up the conversation with
some nice, friendly comments. Of course you’ll exchange names and you’ll show interest
by asking where he/she is from and other general questions about his/her background.



23. Situation: Interrupting
You are a participant of the meeting. The speaker is sharing the point of view that you
want to support. Try to interrupt the speaker politely using the following phrases:
I never thought about it that way before.
Good point!
| get your point
| see what you mean

24, Situation: Schedule
You are a member of the foreign delegation. While visiting your partners try to discuss
the schedule with your colleagues using the following phrases:
There's something I'd like to discuss.
(Indirect) I'm afraid there is a slight problem with [my schedule].
(Direct) | want to complain about [my schedule].

25. Situation: Expressing opinions
You are a chairman. Express your opinion using the following phrases:
| (really) feel that...
In my opinion...
The way | see things...
If you ask me, ... | tend to think that...

26. Situation: Working hard

You are a manager at a bank. Business is difficult nowadays because of the weak
economy. Everyone needs to work hard in order for the bank to succeed.
Today, one of your employees asks to speak with you about an issue.

217. Situation: Asking for spelling

You are an office worker and need to ask for details using the following phrases:
I’m afraid I don’t quite understand what you are getting at
Could you explain to me how that is going to work?
I don’t see what you mean. Could we have some more details, please?

28. Situation: Keeping the meeting on time
You are the speaker at the meeting. Try to keep the meeting on time using the
following phrases:
What do you think about this proposal?
Would you like to add anything, (name of participant)?
Has anyone else got anything to contribute?



Are there any more comments?

29. Situation: Correcting information
You are a participant of the business meeting. Correct information using the
following phrases:
I didn’t catch that. Could you repeat that, please?
| missed that. Could you say it again, please?
Could you run that by me one more time?

30. Situation: Asking for contributions for other participants
You are a participant of the business meeting. Ask for contributions for other participants
using the following phrases:
Sorry, that’s not quite right
I’m afraid you don’t understand what I’'m saying
That’s not quite what I had in mind
That’s not what | meant

Tema 4: Yempoiicmeo na pabomy.

HaumenoBanue urpsol. «Ilorck paboTsl. YCTpOHCTBO Ha paboTy».

IlepeyeHnnb poJieii: padoTomaTeny, KaHIAUIATHI HA TOJHKHOCT.

Konuenuus UI'PbI: Cosnanue KBa3UIMpOPeCcCUOHANTBHON cpensl,
crocoOCTByIoIIed MpodeCCUOHAIBHONW colanu3aiuu olydaromuxcs. lleas urper -
pa3BUTHE CIICIIUATBHON MHOS3BIYHON PEUEBOM KOMIIETCHIIMM 00y4JaeMbIX.

O:xuaemblie pe3yabTaThl: 3aKPEIUVICHHE HEOOXOIUMBIX Pa3rOBOPHBIX (POPMYII,
00yueHHEe MEKJIMYHOCTHOMY OOIIEHHIO M B3aUMOJEHCTBHUIO B YCIOBUSIX COBMECTHOM
npodeCCUOHAILHON JIESITEILHOCTH U B paMKax peajbHO CYIIECTBYIOIIUX COIMATbHBIX
CUTYyallui B3aNMOJECHUCTBUS.

IlepeyeHsb cuTyanMii:

1. Situation: You come to work one day and notice an expensive car parking in
the company’s handicapped parking space. A man exits the car and he looks perfectly fine.

Student A: You are the employee. Approach the visitor and find out why he is parking in a
disabled spot. This spot is usually used by one of the employees, who is a wheelchair user.
Student B: Explain why you parked in the disabled space. You have a sore foot and you are
in a hurry for an important meeting.

2. Situation:



Recently, on a business trip, you stayed for two nights at the Fortuna Hotel at a cost
of $200. You wish to claim the expenses back from your company. However, you have lost
the receipt. You decide to speak to the Finance Manager.

Student A: You are eager to claim your money as the two nights were quite expensive.
Although you lost the receipt, the company knows that you stayed at the hotel.

Student B: You are the Finance Manager. You like to follow rules, especially where money
Is concerned. Your company has a simple rule: no receipt, no money.

3. Situation:

Your co-worker often asks you to ‘cover’ for him. For example, yesterday he took
an extra half-hour for lunch and he asked you to tell the boss that he was in a meeting.
Student A: Your co-worker wants you to cover for him again. You are becoming fed up
with his behaviour and you are worried that the boss will catch both of you out.

Student B: You need to take an extra half hour on your lunch break to pick up some
medicine for your daughter from the pharmacy. Ask your co-worker to cover for you if the
boss is around.

4. Situation:

You work for a small company, which only has one nice conference room for
meetings. You booked this room for an important meeting with a client today at 4pm.
However, when you arrive at the room at 4pm, you find out that an employee from another
team claims to have booked the room at the same time.

Student A: You really need to use the conference room. Your meeting is important and it
cannot be rescheduled.

Student B: You also really need to use the conference room. Your meeting is important too
and it cannot be rescheduled.

5. Situation:

Jack has just received an urgent phone call from his wife. Her car has broken down
by the side of the road. He has to go and help her out. But first, he needs to get permission
from his boss.

Student A: You are Jack. Your wife’s vehicle has broken down and she needs your help. It
will likely take you an hour or two to sort it out.

Student B: You are Jack’s boss. You only allow employees to leave the office during
working hours in cases of emergency.

6.  Situation:

You work for a bank and most of the building is closed off to the general public. One
day you see a strange person wandering about the hallways. Challenge the person and deal
with the situation.

Student A: You are the bank employee. It is very important to keep unauthorized persons
out. If a person is allowed to be there, they must have a visitor’s tag.

Student B: You wandered into the bank building because one of your friends works there
and you thought you might pop in and say hello.

7. Situation:



You have ordered catering for a company event today at 4pm. However, it is now
3:45pm and the catering service hasn’t shown up. Call the caterer and resolve the problem.
Student A: You are the employee. It will be very embarrassing for you if the catering is late
or does not appear. All the senior managers will be at the event.

Student B: You are the caterer. You mistakenly thought that the event was tomorrow, not
today.

8. Situation:

Your secretary has been very moody recently and it has been affecting her work. You
suspect that she is having some sort of trouble at home.
Student A: Speak to your secretary. You want to be empathetic, but you also want to make
sure her problems do not affect her work.
Student B: You are the secretary. Recently, you have been fighting with your husband a lot
and this has put you under a lot of stress. However, this is a personal problem and you
would prefer not to discuss it with your boss.

9. Situation:

It is a normal day at work when suddenly one of your co-workers collapses. Call
emergency services and explain the situation.
Student A: Your co-worker has just collapsed. Call emergency services and ask them what
to do.
Student B: You work for emergency services. When you receive a call about someone who
has collapsed, you need to dispatch an ambulance to the correct address while asking the
caller to check for a pulse. The caller should also check that the person is breathing and
administer aid if necessary.

10. Situation:

You are trying to get some important work done, but some other employees are
horsing around near the water cooler. They’re very loud and you need to ask them to stop.
Student A: Ask your co-workers to stop making so much noise.

Student B: You are chatting with some co-workers near the water cooler. Another
employees asks you to keep the noise down.

11. Situation:

You have just parked your car in the company car park when another vehicle knocks
into you. The driver is one of the senior managers.
Student A: You need to ensure that the senior manager takes responsibility for the accident.
Student B: You are the senior manager. If you acknowledge that the accident was your fault,
you need to get the other person’s details for your insurance claim.

12. Situation:

You urgently need to photocopy a pile of documents and the office photocopier has
broken down... again. You need to call the maintenance company and get them to come as
soon as possible.



Student A: Call the maintenance company. You really need to finish your photocopying by
lunchtime and it’s now 9:30 am.

Student B: You work for the maintenance company. You will be able to attend to the
photocopier in the afternoon. According to the contract you signed with the company, you
are obligated to respond to a service call only within 24 hours.

13. Situation:

A healthy body means a healthy mind! Your boss has asked you and your partner(s)
to come up with a fitness campaign to improve the health of the employees in your
organization.

With your partner(s), discuss and plan how to implement the campaign.

14. Situation:

Your CEO has ordered all departments in your company to find ways to cut costs.
You and your partner(s) have been tasked with finding ways to cut costs in your department.
With your partner(s), come up with at least five cost-cutting measures.

15. Situation:

You work for a large company. Recently, some of the female employees have been
harassed as they walk to the bus stop down the street from the company’s office. If this
continues, some of the female employees will leave the company. Your boss has asked you
and your partner(s) to have a meeting on this issue and come up with possible solutions,
keeping in mind that any solution must be cost-effective.

With your partner(s), brainstorm some ideas and decide which you would like to
implement.

16. Situation:

You work for a medium-sized company. Your boss has asked you and your partner(s)
to come up with some ideas to help the organization to be more eco-friendly.
With your partner(s), brainstorm some ideas and decide which you would like to
implement. Keep in mind that the ideas may not go ahead if they are too costly!

17. Situation:

You have organised a birthday dinner celebration for your best friend after work
today. However, your boss wants you to work late, insisting the work is urgent. In your
opinion, the work is not that urgent and you can finish it tomorrow.

Student A: Try to convince your boss that it is okay for you to leave early.

Student B: You are the boss. You are extremely worried about the current project, for which
the deadline is the end of the week. Progress has been slow and you want everyone to work
late until things are back on track.

18. Situation:

Prices are going up, but your salary is still the same. You need to ask your boss for a
raise.



Student A: Prepare a list of reasons that you feel you deserve a raise and then speak to your
boss about it.

Student B: You are the boss. Listen to what your employee has to say and then decide
whether to give a raise and how much. You feel the employee’s performance so far has
been adequate, but not outstanding.

19. Situation:

You have to give an important presentation on Thursday, but you simply do not
have time to prepare. Ask one of your co-workers to give the presentation for you.
Student A: Ask your co-worker to give the presentation for you. It’s a big ask, so be sure to
be polite and persuasive!

Student B: Your co-worker wants you to give a presentation for them. However, although
you are well-versed in the content of the presentation, you are not so comfortable with
speaking in public.

20. Situation:

You were just about to finish an urgent piece of work when your computer crashed
and won’t restart. You need to call the IT department and ask them to get your computer
back online as soon as possible.

Student A: Call the IT department. Explain the problem and explain that you need your
computer running again before the end of the day.

Student B: You work for IT department. From the sound of it, the problem with Student
A’s computer is quite serious and they will need a new motherboard. It will take two or
three days to replace

21. Situation:

You work very closely with one particular co-worker. However, your co-worker is
not a good listener. They tend to brush off your suggestions and dominate with their own
ideas. You need to discuss this with the co-worker and ask that your ideas are appreciated
more.

Student A: Discuss this issue with your co-worker.

Student B: You work with Student A. Student A sometimes has some good ideas,
but they do not have nearly as much work experience as you. You feel that you ought to
take the lead in matters.

22. Situation:

You work with a team of ten other people in a sales department. You need one of your co-
workers to come with you to visit a client next week. Although you asked politely, nobody
seems to want to help you. You are not happy about this and you decide to speak to the
head of department.
Student A: Speak to the head of department and explain that you feel let down. Ask for the
head’s assistance in getting your co-workers to help you.

Student B: You are the head of the sales department. You have noticed that there is
a lack of teamwork in your department and you have been thinking about ways to address
the issue.



23. Situation:

You need to place an order for 300 coffee mugs with the company logo on them.
Your boss has asked you to make sure that you don’t pay over $5 per mug.

Student A: Call the supplier and discuss the order.

Student B: You work for an office supply company. Your company produces
premium mugs for $10 each and economy mugs for $5 each. It costs a further $1 per mug
to apply a personalized message or logo. You are authorized to give a bulk discount if
absolutely necessary.

24.  Situation:

You have promised to take your spouse on a long weekend holiday next week and so
you need to take Friday and Monday off. The only problem is that you have already taken
your quota of annual leave this year. Ask the HR manager if there is still a way to take the
time off.

Student A: Discuss your issue with the HR manager.

Student B: You are the HR manager. You are proud of the fact that you stick strictly to the
rules. You don’t like to make exceptions. Employees have a certain amount of holiday
entitlement. They can also take unpaid leave, but only in emergencies.

25.  Situation:

You have been working at your current job for three years now, and you feel that you have
not been recognized for it, even though you have done a good job. A promotion is nowhere
in sight. You decide to ask one of your co-workers for advice.

Student A: Ask your co-worker for some tips on how to get ahead in the company.
Student B: Give your co-worker some tips on how to get ahead in the company.

26. Situation:

You are the HR manager of a small firm. When employees claim business expenses, they
send the receipts to you. Recently, you noticed that the receipts of one employee do not
match up. For example, he was on a business trip from March 21 — March 24, but he
submitted receipts for March 25, too.

Student A: You are the HR manager. Speak to the employee and find out what is going on.
Student B: You are the employee. Speak to the HR manager and give reasons for your
actions.

27. Situation:

You work for a medium-sized company that produces food products. Recently, your
company has come up with a new product: fruit-flavored toothpaste for kids. You have
been asked to come up with a name for the product and some ideas for marketing it.

With your partner(s), brainstorm some ideas and decide which are best. Come up with a
shortlist of three ideas.

28. Situation:



You are a manager in a company with a few dozen employees working under you.
One day, you come across one of your employees lazing about and doing nothing with his
feet up on his desk. Find out what is going on.
Student A: You are the employee. You are relaxing because you have finished all of your
work and there’s nothing to do. You offered to help others with their work, but they all said
that they did not need any assistance.
Student B: You are the manager. You believe that all employees should be hard at work at
all times. There is always work to be done. Plus, if the CEO sees one of your employees
slacking off, you’ll get into trouble too.

29. Situation: Alan has just come to work late for the third time this week. His
manager asks to see him.
Student A: You are Alan. You need to explain to your boss why you are late. You may
wish to apologize.
Student B: You are Alan’s manager. Find out why Alan has been late and decide whether
you need to discipline him.

30. Situation: Jeremy has been working with your company for over thirty years
and is going to retire next week. With a partner, you have been tasked with choosing a
retirement present for him. Discuss the situation with your partner and come to a decision
on what to get him.



Tema 5: Becmpeua 3apyoesicnozo Koanecu.

HaumeHnoBanue urpbl: «Berpeua 3apy0ekHOro KoJJIern.

Ilepeyennb poJieii: IpeCTaBUTENH 3apyOSKHOM KOMITAHUH, KOJUIETH.

Konuenuusi urpsi: Co3nanue KBazunpo(ecCHOHANBHON Cpefibl, CIIOCOOCTBYIOIIEH
pohecCHOHANBHOM CoIaIn3auy 00yJaromuXCsl.

eab wWMrpel - pa3sBUTHE CHEUUAIBHOM WHOA3BIYHOM PEYEBOM KOMIIETCHIIUU
00yJ4aeMBbIX.

O:xunaemMble pe3yJibTaThl: 3aKPEIUICHHE HEOOXOAMMBIX Pa3TOBOPHBIX (hopmy,
oOy4eHHE MEXIMYHOCTHOMY OOIIEHUI0O M B3aUMOJICHCTBUIO B YCJIOBHUSX COBMECTHOM
MpOo(eCCHOHATTEHON NIESITEIBHOCTH M B paMKaX pPEabHO CYIIECTBYIONIUX COIUATBHBIX
CUTYyallui B3aUMOJECHUCTBUA.

IlepeyeHns cuTyanuii:

1. You are going to meet a foreign partner. Discuss with him the exact timing of the visit.

2. You are preparing to receive a foreign partner. Discuss with him the procedure for
entering the country (border, customs control).

3. You are preparing to receive a foreign partner. Discuss the program of the visit with him.

4. You are preparing to receive a foreign partner. Discuss the number and members of the
delegation arriving with him

5. You are preparing to receive a foreign partner. Discuss the range of issues to be discussed

at the meeting.

You are going to meet a foreign partner. Discuss the day of his arrival and departure.

You meet a foreign partner. Exchange greetings with him.

You meet a foreign partner. Introduce him to the members of your delegation.

. You meet a foreign partner. Introduce yourself to him first.

10 You are getting ready to meet a foreign partner. Discuss the goals and objectives of the
meeting with him.,

11. You are getting ready to meet a foreign partner. Agree with him the exact date of the
negotiations.

12. You are getting ready to meet a foreign partner. Clearly formulate the goal that
determines both the content and the form of the negotiations.

13. You are getting ready to meet a foreign partner. Discuss with him ways of conducting
upcoming negotiations: by correspondence; by phone; in person.

14. You are getting ready to meet a foreign partner. Discuss with him organizational and

© o~ o

technical measures that will contribute to the rational and effective conduct of

negotiations.
15. You are getting ready to meet a foreign partner. Agree on a strategic goal for upcoming
negotiations.
16.Mrs. Brown has been giving a small dinner party for some business friends and
acquaintances. One of the acquaintances, Miss Smith, wants to know your plans for the
future. Tell her about your aim of working in the company.



17.Someone who started work in your organization asks you what the boss is like/ You don’t
want to discuss it with him.

18.You meet a nice girl/boy outside your Institute. Strike up a conversation with her/him to
find out whether she/he a student of your Institute.

19. Find data for some research that you are familiar with. In pairs take turns to discuss the
key findings in the data.

20. In pairs take turns to interview your partner about his\her career path in science.

21.Think about a job or a scholarship you would like to apply for and then write a first draft
of your CV.

22.Imagine you are being interviewed for a job or fellowship. Make a list of questions which
you might be asked.

23.Why is it important for scientists to keep in touch with?

24.Think of an issue which people in your field often argue about. Then argue for and
against the point.

25.You want to get a position in a famous company. Prepare your CV for the interview

26.Role play a discussion between a researcher and a superviser. Decide which type of
experiment should be used. Then discuss what the variables in the experiment might be.

27. Use your sketch to explain your plans for the experiment. Student B ask questions for
clarification and make suggestions if you can.

28. In pairs think about a problem you are having with your current research.

29. Find data for some research that you are familiar with. In pairs take turns to discuss the
key findings in the data.

30.Imagine you are being interviewed for a job. Make a list of questions which you might
be asked.

IIIxana oneHuBanusa: 3 0aJJILHAA.

Kpurepuu oueHuBaHus:

3 0anga (WM OIIeHKa «OTJIMYHO») BBICTABIIAECTCS 00YYaIOIIEMYCsl, €CJIM OH MPUHUMAET
AKTHBHOE y4YacTHE€ B JIEJIOBOW UIPE M IMOJHOCTBIO CIPABISAETCS C MOPYYEHHOU €My POJIBIO,
BBITIOJIHSSL TpeOyeMble OT HETO TPYAOBbIE NEHCTBUS U MPOSIBISIS CIOCOOHOCTh MPUMEHSThH Ha
NpPaKTUKE HEOOXOIMMBIE NJIsi 3TOTO 3HAHUS, YMEHMSI M HAaBBIKM; JIETKO OTKJIMKAETCs Ha
pa3BUTHE M HEOXKHUJAHHBIE TOBOPOTHl HUIPOBOIO  «MPO(ECCHUOHATBHOT0»  CHOXKETA,
CO37]aBa€MOTI0 MPEMNOJABATENIEM B PEXKUME PEaTbHOTO BpPEMEHHU; CBOOOAHO U 3(P(HEKTUBHO
B3aUMOJICUCTBYET C APYIMMH YYaCTHUKAaMU MIPbl (CBOMMH <«JIEIOBBIMH» MapTHEPaAMU);
3a/laHusl, TIOJIyYEHHbIE B XOJIE€ UTIPhI, BBINOJHEHbI TOYHO M MPaBUIBHO; MPH OOCYXICHUU
PEe3yJbTAaTOB UTPhI IEMOHCTPUPYET CIIOCOOHOCTH K MPO(EeCCHOHAIBHOM caMopedIeKCHUH.

2 0ania (WM OLIEHKA «XOPOII0») BHICTaBJISIETCA 00ydYaroumeMycs, €ciidi OH XOpPOIIO
OPUEHTUPYETCSI B MCKYCCTBEHHO CO3JaHHON «Mpo(decCUOHAIbHOW» CHUTyalluu, MpHU
BBIIIOJIHEHUH CBOEH pOJIM JIEMOHCTPUPYET AKTUBHOCTH M TOTOBHOCTH  BBIIIOJHSTH
HEOOXOUMbIE TPYIOBBIE IEUCTBHUS, TOMYCKAasl OTJEIbHbBIE HEJOYETHI; a/ICKBATHO pearupyer Ha
pa3BUTHE M HEOXUIAHHBIE TOBOPOTHl HMIPOBOTO  «IIPO(PECCHOHAIBHOTO»  CIOXKETa,
CO3JaBa€MOIo  MpENnojaBaTeIeM B  PEXKUME  peaJbHOr0  BPEMEHM;  CTapaeTcs
«MpoQeccuOHANbHO)» B3aUMOJIECHCTBOBAaTh C JAPYTUMHU yYaCTHUKaMH UIPbl  (CBOMMHU
«JIeJIOBBIMIY MApPTHEPAMH ); 3a/1aHUs, IOJyYEHHBIE B XO/I€ UTPHI, BBIMIOJIHEHB! C HEOOJIBITUMHU
HeZ0YeTaMu; MPU OOCYKJIEHUH PE3YIbTAaTOB UTPhI MPOSBISET KPUTUYHOCTD 110 OTHOLIEHHUIO K



caMmoMy cebe.

1 6aqu1 (UM OLIEHKA «YAOBJIETBOPHTEJIBLHO») BBICTABIISIETCS 00yUYarOIIEMYCsl, €CJIU OH
HY)KJIaeTCd B NOCTOPOHHEW IOMOIINM TP BBITOJIHEHUH TPYJIOBBIX ACHCTBUM, BBITOIHSISA
JOBEPEHHYIO €My pPOJIb B MCKYCCTBEHHO CO3JIaHHOW «IMpO(ecCHOHANBHOW CUTYyalluu; TpU
BBINIOJIHEHUH CBOEH POJIU IEMOHCTPUPYET HEMOJIHOTY COOCTBEHHBIX 3HAHUH, BCIEICTBHE YETO
[IACCUBEH U UCHBITHIBAET 3aTPyJAHEHHUS T[pPU HEOKHUJAHHOM Ppa3BUTUU  HUIPOBOIO
«Mpo(EeCcCCUOHANBHOTO0» CIOKETa, CO3/1aBa€MOr0 IMpernojaBaTesieM B PEXHUME PEalbHOTO
BPEMEHH; HEYBEPEHHO B3aUMOJCHCTBYET C JAPYIMMH YYaCTHUKAMH HWIPbl (CBOMMH
«JIeJIOBBIMI» MAPTHEPAMM); 3aJIaHUs, IOJyYEHHBIE B XOJI€ UTPBI, BBIIIOJIHEHbI C OLIMOKaMH;
Opu  OOCYKIEHUM pPE3yJbTaTOB UIPhl IACCUBEH, BHEUIHIOI OLEHKY IPEANOYUTAET
CaMOOLICHKE.

0 O0ayuloB (WM OLICHKA «HEYAOBJIETBOPHTEJBHO)») BBICTABISIETCS O0yYarouiemycs,
€CJIM OH HE CIIPaBUJICS C BBIIIOJHEHUEM TPYIOBBIX AEHCTBU, HEOOXOIUMBIX MO JTOCTABILIEHCS
€My POJHM B MCKYCCTBEHHO CO3JaHHOHN «IpO(eCCHOHANBHOW» CUTyalMH; MPU BBITOJIHEHUU
CBOEH pOJIM AEMOHCTPUPYET OTCYTCTBUE DJIEMEHTAPHBIX 3HAHH, BCIEACTBUE YETO TACCUBEH U
TEpSAETCSs NPHU HEOXKHJIAHHOM Ppa3BUTUU HUIPOBOT0O  «IPO(PECCHOHATBHOTO»  CHOXKETA,
CO3JaBa€MOI0 IMpPEMNOJIaBaTeIEeM B pEXUME PEANTbHOIO BpPEMEHH; BBIHYKIEHHO H
He?(D(PEKTUBHO B3aMMOJEHCTBYET C JAPYTMMH YYACTHHUKAMU MIPbl (CBOMMH «JEJIOBBIMI
MapTHEPAMH ); 3aJaHUS, TOJTYYEHHBIE B XOJI€ UTPbI, HE BHIIIOJTHEHBI MJIU BHIITOJIHEHBI C TPYyObIMU
OIIMOKAMH; TpPU OOCYXIEHUU PE3YJIbTaTOB WUIPbl HE CIOCOOEH JaTh aJeKBaTHYIO
MPO(ECCHOHATIBHYIO OLIEHKY CBOUM JICUCTBUSIM.

1.3 IIPOEKTbHI

Ilpoexm no meme 6 «Konghepenyusn»

1. Project Management Meetup



2. Team Leaders

3. IT-management

4. Cooperating with Foreign Colleagues

5. Multi-unit enterprise problems

6. Discussion on an agenda

7. Meeting technologies

8.Video conferencing

9.Discussion via the Internet

10. Management of research, development and innovation in the company.
11.Planning and organization of work on the provision of catering services
12.Development of new types of technological processes

13.Development and research of technical diagnostic systems

14.The role of a foreign language. Variety of professions related to the use of English.
15.he influence of a foreign language on the choice of profession.
16.Conference. Types, forms and rules of fate.

17.Conference. Purposes and forms of holding.

18.Conference, its planning and technical support.

19. Conference, tasks to be solved by its organizer.

20.How to organize a conference?

21.Choosing a topic for the conference.

22.Conference. Content and speakers.

23.Conference and its cost estimate

24. Conference and its technical equipment.

25.Conference. Event branding.

26.Conference. Distribution of personnel by areas of responsibility.
27.Preparation of the script for the conference.

28.Conference and its target audience.

29.Vaccines against coronavirus
30.Nanotechnology offers alternatives to fossil fuels

Ilpoekm no meme 8:
«/loknao u Power-Point npezenmayus no meme mazucmepckoii padomoiy

1.0bjectives and goals of my research.

2. Scientific idea of my research.
3.Urgency and hypothesis of my research.
4. Theoretical issues of my research.

5. Practical part of my research.

6.A 3-D odour-compass for odour-detecting robots.

7.Sensitive methods to determine the fine structure of pectin in maize.
8.How dark chocolate helps ease emotional stress.

9.The advantages of calcium phosphate-coated implants.



10.Alternative coating techniques in medicine.

11 Developing of water-harvesting material.

12 Methods of hydrogen storage.

13 Is there life on other planets?

14 How the strength of different minerals in the Earth’s mantle changes at high pressure and
temperature?

15 Different ways of drug delivery.

16 Nanotubes in medicine.

17 Methods of encapsulating molecules in carbon nanotubes.

18 The development of carbon-based electronics.

19 The possibility for bacteria and microorganisms to survive in an environment.
20 Are there any features on Mars that could provide protection against the harsh surface
conditions?

21 Whether Mar’s surface material could provide protection for organisms.

22 Materials which x-rays can’t pass through.

23 Vaccines against coronavirus.

24 Nanotechnology offers alternatives to fossil fuels

25 Management of research, development and innovation in the company.

26 Planning and organization of work in the office.

27 Development of new types of technological processes.

28 Organization and management in clothing industry.

29 Development and research of technical diagnostic systems.

30 Management of research, development and innovation in clothing industry.

kasa ouenuBanus: 100 OamibHas.
Kpurepuu ouenuBanus:
85-100 6a110B (MM OIICHKA «OTJIM4YHO») BHICTABIIACTCS O0YYAIOIIEMYCs, €CIIN 3aJjaHue
Ha MPOEKT BBIIOJIHEHO TOYHO M IOJIHO; MPOEKT BBIIIOJIHEH MNOJHOCTBIO CAMOCTOSTEIBHO U
JIEMOHCTPUPYET CPOPMUPOBAHHBIE Y aBTOPA HABBIKK MPOEKTHOU JEATEIHLHOCTH; B MPOEKTE
peanu3oBaH KpEAaTHBHBIA MOAXOJ: MPEII0KEHO OpPUTHMHAIbHOE (MM WHHOBAIIMOHHOE)
peuieHue; cGopMyIMpOBaHbl MOTHUBHUPOBAHHBIE BBIBOJbBI; PEKOMEHJALMKU OOOCHOBAHBI U
00BEKTUBHBI; O€3YKOPU3HEHHO BBITIOJIHEHbI TPEOOBaHUS K O(POPMIICHUIO MPOEKTA; 3allUTa
npoekTa (Mpe3eHTaIs U I0KJIa/l) OCYIECTBICHA B IPKOM, UHTEPECHOU opme.
70-84 6a/s10B (WM OIICHKA «XOPOIL0») BHICTABISETCS 00yJarOIIEMYCs, €CITH 3a/IaHHE
Ha MPOEKT B I€JIOM BBINIOJIHEHO; IPOEKT BBHIIOJIHEH C HE3HAYUTEIbHBIM Yy4acTHEM
npenojaBarens (KOHCYJNbTAlMM) W JEMOHCTPUPYET BIIAJICHUE aBTOPOM OOJBITUHCTBOM
HABBIKOB, HEOOXOIMMBIX JJI OCYIIECTBICHHUS MPOEKTHOM JEsITeNbHOCTH; B IPOEKTE
peann30BaH CTaHJIAPTHBIA MOJAXO[: MPEJIOKEHO TUIIOBOE PEILIEHUE; BBIBOJIbI (3aKIIOUECHHE)
JI0Ka3aTeNbHbI; OCYIIECTBICHA MOMBITKA CHEJaTh MPAKTHYECKUE PEKOMEHJALUU; UMEIOTCS



HE3HAYUTEIbHBIE TOTPEIIHOCTH B COJIepKaHUU U (WIKM) OQOPMIIEHUU MPOEKTA; 3alluTa
MpoekTa (Mpe3eHTalurs U JI0KJIaJl) OCYIIECTBICHA B TPAAUIIMOHHON akajeMu4ecKou Gopme.

50-69 6an10B (MK OIEHKA «YAOBJETBOPHUTEIbHO») BBICTABIISIETCS 00ydaromeMycs,
€Clii 33/IaHH€ Ha TPOEKT BBIIOJHEHO HETOYHO M (WJIM) HEMOJIHO; BHINOJHEHHE MPOEKTa
MPOUCXOAMIIO MPU TTOCTOSTHHOM yYaCTHH M TIOMOIIM TPEToIaBaTess; IpeIokKeHo Hanboiee
POCTOE, HO JIOMYCTUMOE PEIIECHUE; B MPOEKTE UMEIOTCS HEAOYEThl M OIIMOKH; BBIBOJbBI
(3aKJIIOUEHHE) HE OECCIIOPHBI; PEKOMEHIAIMKU UMEIOTCS, HO HOCAT (POpMaJbHBIN XapakTep;
OYEBHJIHBI HEJAOYETHl B O(DOPMIICHHHM MPOEKTA; 3alUTa MPOEKTa OCYIIECTBIECHA B YCTHOU
dbopme (6e3 mpe3eHTaK) WK JOKJIAaa HE OTpakajl OCHOBHOE COJEpKaHUE MPOEKTa (MU
Ipe3eHTAalUs He OTpa)kajla OCHOBHBIE TIOJIOKEHUS JOKIIAza).

3 Oamma u wMeHee (WIM OIEHKA «HEYAOBJIETBOPUTEJbHO») BbICTABISETCA
oOyJaromeMycsi, €cli 3aJaHie Ha MPOEKT HE BBINOJHEHO WM BHIIIOJHEHO MEHEe YeM
HAIOJIOBUHY, TPU HTOM aBTOp He oOpamaincs (WM HEIOCTaTOYHO oOOpamancs) K
MPENo/IaBaTeNo 32 KOHCYJIbTAIlMEN WM MOMOIIIbIO; B MIPOEKTE JOMYIIEHBI TPyObIe OMIMOKY;
OTCYTCTBYET BBIBOJI MJIM aBTOP MCHBITHIBAET 3aTPYHEHUS C BHIBOJIAMU (3aKJIFOUEHUE HOCHUT
dbopmanIbHBIN XapakTep); He coOoaaloTcss TpeOboBaHus K 0hOPMIICHUIO MPOEKTA; 3aIluTa
IPOEKTa MPeAICTaBIsIa COO0N HECTPYKTYPUPOBAHHBIE PACCYKICHUS aBTOPa C OTKIIOHECHHEM
OT TEMBI TIPOCKT

1.4  BOIIPOCHI VT JTHCKYCCHH

1. /lenosoe nucomo

1) What is businesses correspondence?



2) What is your idea of a “politeness™?

3) What kinds of greetings are appropriate? Why?

4) How can you achieve the objectives through businesses correspondence?

5) What kind of people are good at business?

6) Do you think women are as good manager as men?

7) What is the best age to become a manager?

8) Do you need to be an expert in your field to become a manager?

9) Do you believe that MBA studies may prepare you well for the job of a manager?

10) What is the difference between management and leadership?

11) What do you think are/would be the advantages and disadvantages of being your own
boss?

12) If you were the boss of the company, what would you change?

13) If you are presently self-employed - why did you decide to be s0?

14) What do you have to do to become self-employed in your country?

15) If you are presently employed to then describe your present boss.

16) What is a recession?

17) What businesses will do well during the recession?

18) What businesses will have the most problems during the recession?

19) Has your country experienced recession? Did it affect your company?

20) What is a pyramid scheme? Are they legal in your country?

21) To whom should business be more responsible - to their employees, their customers
or their shareholders?

22) What are the problems and benefits associated with capitalism?

23) Do you think technology is a must to grow a business?

24) Is the customer always right?

25) Have you ever actually written a letter of complaint? What was the result?

26) Are monopolies ever a good thing?

27) Are government monopolies acceptable, but private ones not?

28) What do you think about cartels (situations where a group of independent companies
works together to control a market)?

29) Do countries have the right to do what they like with their oil?

30) Why not have other cartels for wood, copper, and gas?

2. Ponesas uzpa « Bcmpeuu, npeocmasienue, KOHMaKmoly.

1) What can businesses do to succeed?
2) What is your idea of a “business™?
3) What businesses are successful in your country/industry? Why?



4) Why do you think some businesses fail?

5) “Business is a combination of war and sport.” Do you agree? Why/why not?

6) Would you ever date a co-worker or your boss?

7) What do you understand by the term 'business ethics'?

8) Can you think of any companies or business which would be considered ethical or
unethical? Which ones and why?

9) If you received a very good salary would you be prepared to work for a tobacco company
or for a company which damaged the environment?

10) What would you do if you discovered that your company was stealing vast amounts
of client or government money?

11) Is making money the only thing a company should be concerned about? If not, what
else should companies be concerned about?

12) s there a particular company you would like to be a part of? Why?

13) Is there a particular company you would definitely not want to be a part of? Why?

14) Would you prefer to work in a large international company or a small local company?
Why?

15) Which type of company do you think treats their staff better - small family companies
or big international ones?

16) How would you feel if your company asked you to move to a different country to help
your career?

17) Do you have a bank account? If so, why?

18) How or why did you choose the bank(s) you work with?

19) Have you ever closed a bank account? Why? What was the process?

20) What is the process for opening a bank account in your country? How much
identification do you need to provide?

21) Have you ever had reason to complain to your bank? How did they react to your
complaint?

22) Apart from when you play Monopoly, have you ever had a bank error in your favour?
What did you do about it?

23) How often do you check your bank statements?

24) Do you know the current manager of your branch? How often do they change? Do you
think it’s a good policy to change the manager regularly?

25) Do you own a credit card? What is your opinion of credit cards?

26) Can you explain the difference between a debit card and a credit card?

27) Are cheque common in your society? If not, what are the most common methods of
payment?

28) Is card payment secure for online shopping?

29) Where does money come from?

30) How do you think that "wealth" is created?



3. Ilpogpeccuonanvno-opuenmupoeannlii nepesoo.

1. Do you agree that the only real way to guarantee the best results when translating
material from English is to use native speakers?

2. What do you think the translator’s worst nightmare is?

3. What the meaning of the word dependent on?

4. How can you translate something that has no equivalent for the source word in the target
language?

5. How to overcome translation issues?

6. How often do you have to write or read texts in English?

7. What kind of texts do you have to read or write? Emails? Reports? PowerPoint
presentations? Tenders? (A tender is a formal offer).

8. Do you ever chat over the internet in English for work? What chat program do you use?

9. Are addresses translated or transliterated into the target language?

10. How should you translate signatures, stamps and seals?

11.Why do you need to know the meaning of the terms?

12. What is metonymical translation?

13.What is translation equivalence?

14.What does semantic identity imply?

15.How do you understand the term ‘translator’s false friends?

16.Which factor is not a constituent element of the professional pride of translators?

17.What does textual reliability mean?

18.What is an integral feature of a good translation?

19.Do you think English is the global business language? If so, what does that mean in your
country?

20.How often do you use English in your career?

21.Do you feel more comfortable emailing or calling someone in English?

22. Do you feel that writing formal English is challenging? Why/why not?

23.Do you think English will get you promoted? Are there any annual English tests that are
mandatory for you to take in your company?

24.Do you get nervous speaking to foreign colleagues or clients in English? What is your
best story for this question?

25.How would you open a conversation with someone in English at a conference?

26.Do you normally see all the presentations at a conference? What are some good and bad
reasons you might miss a presentation or two?

27.Do you find it more challenging making small talk or discussing business at
conferences? Why do you think that is?

28.Do you go out of your way to meet new people at conferences, or do you stick to your
pack of colleagues? What are some great reasons to meet new people?

29.Why is cultural awareness important for business people?



30.What do you understand by business ethics?

4. Ponesasn uzpa «llouck padomel. Ycmpoiicmeo na padomy).

1) What fears do you have about your future, and what can you do to overcome those fears
and plan for potential roadblocks?

2) What do you think about personal skills that should be listed in the resume?

3) What is the purpose of a resume and what are the elements of an effective one?

4) List all the strategies you can think of for seeking employment.

5) What should you consider before accepting a job?

6) What is the most common is format of resume?

7) Why a resume should be short and clear?

8) Which of the five main sections in the CV/resume can you choose not to include?

9) What is the reason why the different sections on the CV/resume are in the order they are?

10) Why are the section titles in the middle of the page and use a large font?

11) Why do some of the sentences on the CV/resume have bullet points (¢) in front of
them?

12) What is the main purpose of the profile section on a CV/resume?

13) What style of vocabulary should you use on a CV/resume?

14) Why do some jobs in the work experience section have a list of ‘responsibilities &
achievements', while others don't?

15) InaCV sent for asales position, which sentence in the responsibilities & achievements
part of the 'Senior International Sales Executive job at Telefonica' should not be
included?

16) Which sentence in the responsibilities and achievements for the 'Senior International
Sales Executive job at Almagro Construction' is written incorrectly for a CV/resume?
17) In a CV sent for a sales position in a furniture manufacturer, which vocational

course/qualification in the education & training section is not necessary to include?

18) Which of the factors is the most important in deciding what information to include on
a CV/resume?

19) Why should a CV/resume be short (2 pages long), well organised/structured and only
contain information relevant to the job you are applying for?

20) Are you able to divide your time effectively between work and family?

21) What positive effects does your work have on your life?

22) What negative effects, if any, does your work have on you? What can you do about it?

23) If you could choose, would you change your job? Would you just change some of the
conditions, but keep the same type of job?

24) Rate the following in order of importance for you (not important; important; very
important):

e decent salary



e higher salary

e shorter working day

o flexible working hours

e friendly workmates

e pleasant atmosphere at work

25) Are people willing to move further away from home nowadays in order to find work?

26) Do you update your resume before every interview you go to? What information do
you change most often? Job references? Career details?

27) When you go to a job interview you should arrive on time and fill in the application
form neatly. What other things should you always do - or not do - at the interview?

28) How many job interviews have you had? What were they like? How did you feel? Did
you get the job? What questions are usually asked at interviews?

29) What should you do in an interview? What should you NOT do?

30) What is the worst thing about being unemployed?

4. Ponesas uzpa « Bcmpeua 3apybescnozo konnezu»

1) Do you enjoy meeting new people?

2) What are some good things to ask someone you just met?

3) What are some things you shouldn't ask people you just met?

4) Is it OK to ask a person's age in your country?

5) Are you nervous when you are introduced to someone new?

6) What are some ways to overcome being nervous about meeting new people?

7) How often do you meet new people? How do you usually meet them?

8) When you meet someone for the first time, how do you feel?

9) How long does it take you to feel comfortable with a new person?

10) What is the first thing you usually do or say when you meet a person for the first time?

11) Do you know any good ice-breaker questions?

12) Which topics do you avoid when you talk with someone for the first time? Which
topics are safe?

13) What does 'first impressions matter’, mean? Do you agree?

14) Do you think you make a good first impression?

15) Have you ever met a boyfriend or girlfriend's parents? What kind of impression did
you make?

16) When you meet someone and hear their name, do you remember it easily? Do you
have any tricks to remember names well?

17) Have you ever introduced yourself to a stranger in public? Why? What did you say?

18) Is it more comfortable for you to meet men or women? Why?

19) Do you remember faces? If you have met a person, do you easily recognize them later?

20) Do you ever have to chair meetings?



21) Do you have online meetings? What other advantages/disadvantages are there?

22) How effective is the time you spend in meetings?

23) Do you take notes in the meetings?

24) Have you ever had to make a presentation in English?

25) How did you find the experience?

26) Do you think it would be a good idea to practice the presentation with your English
teacher beforehand, or would this make the actual presentation less spontaneous?

27) Do you write out everything you are going to say word for word, or do you just make
general notes? What are the advantages and disadvantages of each method?

28) Was there a question and answer after the presentation? How did it go?

29) Was it a presentation to native English speakers or to non-native speakers? Which do
you think would be easiest? Why?

30) What recommendations would you make to somebody who has to give a presentation
in English?

IHIxana oyenuganusn: 3 6annpHasi. Kpurepuu olieHUBaHUA:

3 0anua (WK OLIEHKA «OTJIMYHO») BBICTABIIAECTCS 00YYaIOIIEMYCS, €CIIM OH IPUHUMAET
aKTUBHOE y4yacTue B Oecefie 1o OONBIIMHCTBY O0CYK/1a€MbIX BOIIPOCOB (B TOM YHCIIE CAMBIX
CJIOXHBIX ); JEMOHCTPUPYET CPOPMUPOBAHHYIO CIOCOOHOCTH K JUATOTHYECKOMY MBIIUICHHIO,
NPOSIBIISIET YBAXKEHHWE W HHTEPEC K HMHBIM MHEHHsIM; BiajeeT TIyOOKMMHU (B TOM 4YHUCIHE
JOTOJIHUTEIbHBIMU) 3HAHUSIMU [0 CYLIECTBY OOCYXJAa€MbIX BOIPOCOB, OPATOPCKUMU
CIIOCOOHOCTSIMU U IIPAaBUJIaMU BEACHUS MOJIEMUKU; CTPOUT JIOTUYHbBIE, apTyMEHTHPOBaHHbIE,
TOYHBIE W JIAKOHWYHBIE BBICKA3bIBAHMS, COIPOBOXKIAEMbIE SPKHUMH IPUMEPAMH; JIETKO H
3aMHTEPECOBAHHO OTKJIMKAETCS Ha HEOXKHMJIaHHbIE pakypchl Oecelpl; HE HYyXXIaeTrcs B
YTOUHSIOMIMX U (WJIK) AOMOJTHUTENBHBIX BOIPOCAaX MPEnoiaBaTelis.

2 G0aJju1a (WK OLIEHKA «XOPOIL0») BBICTABIIAETCS 00y4aroIeMycsi, €CJIM OH MPUHUMAET
ydactue B o0cyxaeHun He MeHee 50% AMCKYCCHOHHBIX BOIPOCOB; MPOSIBISIET YBAXKEHHUE U
MHTEpPEC K MHBIM MHEHHMSIM, JTOKa3aTeIbHO U KOPPEKTHO 3alMUIAET CBO€ MHEHHE; BIIAJEET
XOPOLIMMH 3HAaHUSMHU BOIPOCOB, B OOCYKJIEHUM KOTOPBIX NMPUHHUMAET ydyacTHE; YMEET He
CTOJIbBKO BECTH IOJIEMHKY, CKOJIbKO y4acTBOBaTb B HEH; CTPOUT JIOTHYHBIE,
apryMEHTUPOBAHHBIE BBICKA3bIBaHUSA, COIMPOBOXKIAEMbIE MNOAXOMASIIMMU MpPUMEpaMU; He
BCErJa OTKJIMKAETCS Ha HEOXKUIAHHBIE paKypchbl Oece/bl; HE HYXKJIAETCS B YTOUHSIOMIHUX U
(V1K) AOTIOMHUTENIBHBIX BOMPOCAX MPENoaaBaTes.

1 6ana (MU OIICHKA «Y/I0BJIETBOPUTEIBHO)») BHICTABIISCTCA 00yUYaOMEeMycCsl, €CITU OH
NPUHUMAET y4acTue B Oecesie o 0THOMY-ABYM Hanbosee IpoCThIM 00CYKIaeMbIM BOIIPOCAM;
KOPPEKTHO BBICIYLIIMBAET HWHBIE MHEHHSA, HEYBEPEHHO OPHUEHTHUPYETCS B COACPKAHUU
00Cy>KJJaeMbIX BOIIPOCOB, MOPON AOMycKas OUIMOKH; B MOJEMHUKE MPEANOYUTAeT 3aHMMATh
MO3ULIMI0 3aUHTEPECOBAHHOTO CJYIIATENsl; CTPOUT KpaTKME, HO B LEJIOM JIOTMYHbIE
BBICKA3bIBaHUS, COIPOBOKJAEMble HauOoOee OYEBUIHBIMU NpPUMEpaMH; TepseTcs IpHU



BO3HUKHOBEHUU HEOKUJAHHBIX PaKypCOB Oece/lbl U B 3TOM CiIydae HYKIaeTCs B yTOUHSIOIINUX
Y (MJIM) TOMOJHUTEIBHBIX BOIIPOCAX MPENoAaBaTeis.

0 0a/u10B (WM OIICHKA «HEYAOBJIETBOPUTEJIbHO») BBICTABIICTCS OO0yYaroliemMycs,
€CJIM OH HE BIAJCET COAEPKaHUEM 00CYK/1aeMbIX BOIPOCOB WIIU JIOMyCKAET rpyOble OIIMOKY;
MacCMBEH B OOMEHE MHEHHUSIMU WJIM BOOOIIE HE yYacTBYeT B JIHUCKYCCHH, 3aTPYAHICTCS B
OCTPOCHUM  MOHOJIOTMYECKOTO  BBICKa3bIBaHUSI M (WJM) JIONMYCKAaeT  OIIMOOYHBIE
BBICKa3bIBaHUS; TOCTOSIHHO HYXKJIA€TCSA B YTOUHSAIOMIMX W (WJIM) JOMOJHUTEIBHBIX BOMPOCAX
IpernojaBaTels.

1.5 BOIIPOCHBI JTVIA COBECE/IOBAHUA

Bonpocwt ona cobecedosanus no meme 9 « Konmpoib unoueudyaibHvlx 3a0aHuil)

1) Kakwue BU/IbI ICTOBBIX IIHCEM BbI 3HAaETE?

2) KakoBa cTpyKTypa JeJI0BOro michMma?

3) Kaxkwue BubI 0OpalieHH KOPPEKTHBI ISl ICIIOBOM KOMMYHHKAIIMN?

4) Kak cieayet 3aBepiath JAeI0BOC MUCHMO?

5) KakoBbI 0COOCHHOCTH IEpPEBOJIAa JCIIOBBIX ITUCEM C PYCCKOIO s3bIKa HAa AHTJIMUCKHHA W
Ha000poT?

6) Kax npunsTO BecTu n1uasnor ¢ 3apy0eKHbIMU HapTHEpaMu?

7) KakoBbI 0COOCHHOCTH HAIMCaHMS MTUChMa-3aMpoca U OTBETa Ha HEro?

8) KakoBbl 0COOCHHOCTH HAIKMCAHUS TUChMa-3aIpoca U OTBETa Ha HEro?

9) UYrto sBRsieTCS OCOOCHHOCTHIO HATMCAHUS MUChMA-TIPETCH3UH?

10) Yro siBisieTCSl OCOOCHHOCTBIO HAITUCAHUS TTUChMa-TIPUTJIAIIICHNUS ?

11) Kakwue TpeOoBaHuUs NPEIBABISIOTCS K PEYU TOBOPSIICTO 10 TesieoHy?

12) Yo 3HAYUT OBITH NPUATHBIM COOCCETHUKOM?

13) Ecnu BbI Ha mepBOM dTare Teae(hOHHOIO pa3roBopa HMEETE L0 ¢ ceKpeTapéM (pupMbI
WJIU YeJIOBEeKa, KOTOpoMy 3BOoHHTE. Kak HeoOXxo1uMo BecTH cedst B 7TOM citydae?

14)  Kakum 10/KeH ObITh ICTIOBOM Pa3roBop 1o teiaedony?

15) KakoBbl 0COOCHHOCTH IMEPEBO/Ia JICIOBBIX IMHCEM C PYCCKOTO sI3bIKa HA aHTJIMHCKUN U
Ha000poT?

16) Kak nompuBeTCTBOBATH YeI0OBEKa?

17)  Kak npeacraBuThCs caMomy?

18) Kak obparuthest kK coOeceqHUKY?



19) Kak cobmonaTh peraaMenT?

20) Kakue MOMEHTHI CIIEIyeT y4eCTh, TOTOBSCH K JCIOBOMY TeJIe(hOHHOMY pa3roBopy?

21)  Yrto HEOOXOAUMO 3HATH IS OCYIICCTBICHUS KAYeCTBEHHOTO M IIPABHIILHOTO ITepeBo;1a?
22) KakoBbI 0COOCHHOCTH MOCTPOCHUS TPETOKCHUN?

23) KakoB mepBbIii 3TaIl CO3/IaHKsI TEKCTa rmepeBoja?

24) Yto damic BCCTO BBI3BIBACT 3aTPYAHCHUA IIPpU IICPCBOAC TCKCTOB II0 CIICHHAJIBHOCTH U
JACJIOBBIX ncem?

25) KakoBbl 0COOCHHOCTH IEPEBO/IA JACIOBBIX IMHCEM C PYCCKOTO sSI3bIKa HAa aHTJIMHACKUN U
Ha000poT?

26) Kak nocTtHdp MakCUMaJIbHO OJHM3KOTO IMEpeBOAa W COOIIOACHUS KOHTEKCTYalbHBIX
COOTBETCTBUU?

27)  Yto TpebyeT 0co00T0 BHUMAHUS MTPH MEPEBOIC TEKCTOB 110 CIICIUATBHOCTH U JEIOBBIX
nceM?

28) Kakue 3HaHMs HEOOXOAMMBI Ha JTalle aHaIW3a COJCPIKAHUS HCXOIHOTO TEKCTa,
IIPEIUIECTBYIOIEM COOCTBEHHO NIEPEBOAY?

29) Kaxkoro ctuis cieayeT NPUAEPKUBATHCS MPU IEPEBOAE TEKCTOB MO CICHHAILHOCTH U
JIEJIOBBIX IMACEM?

30) Kakumu nepeBoIYECKMMU «MHCTPYMEHTAMHUY CIICAYET MOJIb30BaAThCS?

IIkana oueHuBanusi: 3 0a/LUIbHAA.
Kpurepuu oueHuBanus:
3 0anga (WM OIIeHKa «OTJIMYHO») BBICTABIIACTCS 00YYaIOIIEMYCsl, €CJIM OH TPUHUMAET

aKTUBHOE y4yacTue B Oecesie 1Mo OOJBIIMHCTBY 00CYK/1aeMbIX BOIIPOCOB (B TOM YHCIIE CAMBIX
CJIOXKHBIX ); IEMOHCTPUPYET CPOPMUPOBAHHYIO CITOCOOHOCTH K JUATOTHYECKOMY MBIITUICHHIO,
MPOSIBJISIET YBAXKEHHE M WHTEPEC K WHBIM MHEHHUSM; BIaJeeT TIyOOKMMHU (B TOM 4YHCIIE
JOTIOJITHUTEJIbHBIMHU )

3HaHUAMHU TIO CYIIECTBY OOCYKJIaeMBIX BOIIPOCOB, OPATOPCKUMHU CIOCOOHOCTSIMH M
MpaBUjaMU BEICHUS TIOJEMUKH; CTPOUT JIOTUYHBIC, AapTyMCHTHPOBAaHHBIC, TOYHBIC U
JTAKOHWYHBIC BBICKA3bIBAHUS, COMPOBOXKIAEMbBIC SIPKUMHU TMPUMEpPaMU; 3aWHTEPECOBAHHO
OTKJIMKAETCS Ha HEOXKHJIaHHBIE PaKypchl Oecelbl; HEe HYXIACTCS B YTOUYHSIOMUX W (WJIHN)
JIOTIOJTHUTENIBHBIX BOTIPOCAX MPEIO aBaTEINS.

2 GaJsu1a (WK OIEHKA «XOPOI0Y) BBICTABISIETCS 00yJaroIeMycsi, €CJIM OH MPUHUMAECT
ydacthe B 00cyxkaeHuu He MeHee 50% AMCKYCCHOHHBIX BOMPOCOB; MPOSBIISAET YBAKECHHUE U
WHTEpPEC K MHBIM MHCHHSIM, JTIOKA3aTCIbHO M KOPPEKTHO 3allUIIacT CBOC MHCHHE, BIIAICET
XOpOIIIMMH 3HAHHUSMH BOIPOCOB, B OOCYXJICHUHM KOTOPBIX NMPUHUMAET YYacTHE, yMEET He
CTOJIbLKO BECTH IOJIEMHUKY, CKOJIbKO y4YacTBOBaTh B HEH; CTPOUT JIOTHYHBIE,
apryMEHTUPOBAHHBIC BBICKA3BIBAHUS, COIMPOBOXKIAEMbIE MOAXOMSIIUMHA TIPUMEpPaMU; He



BCEr/Jla OTKJIMKAETCSl Ha HEOXHUJAHHBIC PaKypchl Oecellbl; HE HYXIAeTCs B YTOUYHSIOIIUX U
(M1M) TOMOHUTENBHBIX BOMPOCAX MPENoaaBaTersl.

1 6an1 (MM OLIEHKA «YI0BJIETBOPHUTEIBHO)) BHICTABISIETCA 00y4arOIIEMYyCsl, €CIIU OH
MPUHUMAET yyacTue B 0ecesie o 0JTHOMY-ABYM Hanbosee IpOCThIM 00CYKIaeMbIM BOTIPOCAM;
KOPPEKTHO BBICITYIIMBAET HWHBIE MHEHHS; HEYBEPEHHO OPUEHTHPYETCA B COJICpKaHUU
00CyX/1aeMbIX BOMPOCOB, MOPOM JOMycKasi OMIMOKH; B MOJEMHUKE MPEANOYUTAET 3aHUMATh
3aMHTEPECOBAHHOIO CIyIIATENsl; CTPOUT KpPAaTKUE, HO B II€JIOM JIOTMYHBIE BBICKA3bIBAHUA,
COMPOBOXK/IaeMble Haubosee OYEBUAHBIMU MPUMEPAMH; TEPSETCS MPU BO3HUKHOBEHUH
HEOXHUJAHHBIX PaKypcoB Oecellbl U B ATOM CIydae HYXKJIAE€TCS B YTOUHSAIONUX U (WJN)
JIOTIOJIHUTEINIBHBIX BOMPOCAX MPErno iaBaTesl.

0 0a/u10B (WM OIICHKA «HEYAOBJIETBOPUTEJIbHO») BBICTABIISICTCS 0O0ydaromiemMycs,
€CJIM OH HE BIIAJIEET COJIEP)KaHNEM 00CYK/1aeMbIX BOIPOCOB WM JIONYCKAET IpyOble OIINOKHY;
MacCMBeH B OOMEHE MHEHHUSIMU WJIM BOOOIIE HE y4acTBYET B JHMCKYCCHH; 3aTPYyJHACTCS B
MOCTPOEHUU  MOHOJIOTUYECKOTO  BBICKAa3bIBaHUA W  (WIM) JOMyCKAaeT OIKMOOYHbBIC
BBICKA3bIBAHUS; MTOCTOSIHHO HY)K/IA€TCS B YTOUHSIIONIUX U (MJIM) JTOTOJHUTEIBHBIX BOIIPOCAX
MPENoIaBaTEeIs.

2. OHEHOYHBIE CPEJICTBA JJIS TMIPOMEKYTOYHON ATTECTALIMA
OBYYAIOIMXCS

2.1BAHK BOIIPOCOB H 34/JAHHH B TECTOBOH ®OPME

1. Bonpocul ¢ 3akpoimoit ghopme.

1.1 In order to check all the telephone calls made during the month | want the account to
a) itemized

b) specialized

C) particular

d) detailed

1.2 All the representatives are allowed to spend money for entertaining with their ......
account.



a) expenses
b) expending
C) expense

d) expensive

1.3 To spread the cost of spending on articles you buy many big departments let you open

a) credulous
b) credible
c) credited
d) credit

1.4 Once you are earning money and you want to keep it safe, you can always ...... an

account with a bank.

a) start

b) open

C) begin

d) commence

1.5 At the end of thirty days the company will ask you to ...... the account

a) end

b) finish
C) arrange
d) settle

1.6 The finance director is responsible for ...... the accounts for the business.

a) keeping
b) holding
c) taking
d) finding

1.7 At the end of the financial year it is the responsibility of the chief finance officer to
the accounts.

a) direct



b) publish
c) edit

d) print

1.8 Before they got married, they decided to open a ...... account.

a) joint

b) united

c) unified

d) combined

1.9 If you have saved some money, it is a good idea to put the money intoa........ account.

a) lump
b) deposit
C) pile

d) heap

1.10 However hard I try, I find it impossible to account ...... this missing sum of money.

a) to
b) with
c) by
d) for

1.11 She was going to discuss the matter ...... with her colleagues or her family.
Hanuune kaptuaku k Boripocy: Her Wwms kapTMHKM Ha JucTe ¢ KapTUHKaMu (TIpH
HaJIMYUN):

a) either
b) but

C) yet
d) neither

1.12 Our project team tried hard to think ...... all the possible alternatives before making
a decision.

a)of
b) at
c) by



d) as

1.13 Timing can be ...... crucial when you're considering launching a new online

marketing campaign.

a) already
b) extremely
c) greatly
d) strongly

1.14 Are you able to ...... our conditions of delivery in line with our recent invoice?

a) except
b) access
c) accept

d) expect

1.15 Fortunately for us we're finding our new internet division is showing an increased

a) profit

b) profits
c) prophet
d) profitably

1.16 In our line of business it is vital to host our website on our own server ....... of

getting someone else to do it.

a) besides
b) except
c) but

d) instead

1.17 Following some recent research our engineers ...... that our index system has scope

for fast improvement.



a) found
b) finds
c) fined
d) finding

1.18 Before you employ new staff you should carry out a ...... examination of their
personal qualities and professional experience.

a) carefully
b) careful
c) carefulness

d) caring

1.19 Thanks to the high standards of service we offer our customers, we have been able
to establish an excellent ........

a) reputedly

b) reputable

C) reputation

d) repute

1.20 An interactive website can save your organisation ........ amounts of time and
money that would otherwise be spent on correspondence.

a) significant
b) significance
c) significancy
d) signify

1.21 My ...... went very well. I think I will get the job

a) Interview
b) interstate
C) invitation

d) inspecting

1.22 She likes your ....... of writing.



a) test
b) paper
C) jester
d) style

1.23 There i1s a water ....... in the hallway next to the bathroom

a) hole
b) fountain
c) thing
d) fling

1.24 This report is ...... next week.

a) expect
b) date
C) due

d) gave

1.25 1 cannot print the flyers because the ...... 1s out of paper
a) impression

b) machine

Cc) impersonator

d) printer

2. 3aoanus ¢ omkpvimoii hopme:

2.1. Proper Telephone Etiquette =~ more important than ever in today’s business
environment. (BE)

2.2. Much of our business communications place on the phone: in the office, at
home, in the car, virtually anywhere. (TAKE)

2.3. Proper phone technique can make or deals or relationships. (BREAK)

2.4. When answering the phone for business, be sure to yourself (and your

company, if applicable). (INDENTIFY)

2.5. If answering someone else’s line, be sure to include their name in your greeting, so
that the other party does not they have reached a wrong number. (THINK)

2.6. When you are the person making the call, be sure to proper phone etiquette
from the start. (USE).



2.7. Proper business telephone etiquette can a positive impression on your
callers. (MAKE)

2.8. Transferring a telephone call is more than just what buttons to push on your
telephone system. (KNOW)

2.9. The business telephone etiquette that you and your employees use directly reflects
upon the image that your business . (POTRAY)

2.10. Appropriate greetings and endings to calls help _ a good rapport and avoid
misunderstandings and wasting time. (BUILD)

2.11. A telephone call is a purposeful activity. Your caller will have some objective in
mind and you will need to this objective as quickly and as clearly as possible.
(ELICIT)

2.12. Sometimes a caller ___ very difficult, especially if complaining. (BE)

2.13. First remember that this caller is a client, or potential client, so your handling of the

call could either in more business for your company or in the caller going to a
competitor. (RESULT)
2.14. Whether you are a meeting or attending a meeting, it is important that you

understand key English phrases and expressions related to meetings. (HOLD)

2.15. A successful meeting _ no surprises. With proper preparation and careful
organization, a meeting can run smoothly. (HAVE)

2.16. The most typical complaint about meetings is that they too long. (RUN)

2.17. Meetings that run longer than necessary can be very costly to a company or
business. (BE)

2.18. In order to keep the meeting on task and within the set amount of time, it is
importantto _ an agenda. (HAVE)

2.19. The person in charge of calling and holding a meetingmay __ to allocate certain
roles to other staff members. (DECIDE)

2.20. Someone may be called upon to take the minutes, someone may be  to do roll
call, and someone may be asked to speak on a certain subject. (ASK)

2.21. Whether you are holding the meeting or the meeting it is polite to make

small talk while you wait for the meeting to start. (ATTEND)
2.22. The person in charge of the meeting can introduce the new person, or ask the person
to him or herself. (INTRODUCE)

2.23. One of the most difficult things about holding an effective meetingis ___ within
the time limits. (STAY)

2.24. A good agenda will outline how long each item should . (TAKE)

2.25. A good chairperson will his or her best to stay within the limits. (DO)

3. BaI[aHI/IH HA YCTAHOBJICHHUE MMOCTICA0BATCJIBbHOCTH



3.1. Read the text and complete the blanks with the following.

a) loneliness amongst the elderly

b) dealing with harmful chemicals
c)comes from the television

d)can communicate with deaf people

ASIMO - the caring robot

In 1986, Honda (a company known mainly for its cars and motorbikes) started work on
developing a robot which would be able to walk. 28 years later, in 2014, ASIMO was unveiled.
ASIMO is currently the most realistic humanoid robot in the world. It can jump, run, walk,
climb stairs and even hop on one leg! It can also use its five fully functioning fingers to hold
objects in its hands. ASIMO has cameras for eyes, and has the ability to recognize faces and
map out its surroundings. It can also understand basic commands and is programmed to know
American and British Sign Language so (1)

Honda has been taking ASIMO all around the world to show it to young people in order
to inspire and encourage them to study science. Honda has also said that in the future, ASIMO
might be able to do certain things which would be dangerous for humans to do, such as
firefighting and (2)

Many people say that ASIMO is a fantastlc creation because it could be used to help
elderly and disabled people who cannot do basic important tasks, such as cleaning or washing
up. In England, more than half of people aged 75 and over live by themselves, and 5 million of
them say that their main form of company (3) . The fact that elderly people are
increasingly lonely in a society which is built around communication through the internet and
social media is incredibly sad.

Personally, although I think ASIMO is an incredible invention, | am disgusted by the fact
that we are having to use a robot to combat such a simple problem as (4) Jtisa
horrible thought that no one seems to care enough about the older generation to make an effort
to communicate and be friendly with them.

So if you know an elderly person, like your grandma or grandpa, maybe you should call them
up on the phone each week or go round to their house for a cup of tea or coffee and talk about
the weather. I'm sure they will really appreciate the effort; a little goes a long way.

3.2. Read the text and complete the blanks with the following.

a) every 11 people in Britain

b) in classrooms, toilets and changing rooms
c) will be watching you walk around the shop
d) were caught and prosecuted

Has CCTYV gone too far
Closed Circuit Television, usually abbreviated to CCTV, is everywhere in today's

society. In fact, when we go about our everyday lives it is virtually impossible to avoid it. If
you take a bus to school, there will be a camera on it. When you pop out to the supermarket to



buy some bread, a camera (1) . If you look up, you'll see cameras on many
street corners, at bus stops, on trains and even in some public toilets. We seem to have
developed an obsession with them!

In 2013, an article published in The Guardian (a British newspaper) stated that there was
1 camera for (2) . There are estimated to be around 6 million CCTV cameras
across Britain - now that's a lot of cameras! Thanks to our apparent love of CCTV, Britain has
been nicknamed the "surveillance state".

CCTV is a vital tool for the police and can help solve crimes - a notable example would
be the James Bulger case from 1993. CCTV images meant that the two boys who committed
the crime (3) . However, CCTV does not always have all the answers.
Sometimes the images aren't clear enough to identify people; often, criminals obscure their
faces to avoid being caught. Recently, some talking CCTV cameras have been installed in the
UK. These react to movement, and warn criminals that their photo has been taken.

In my opinion, CCTV has gone too far. As a nation, we rely on it far too much. At what
point did we decide to replace police officers with technology? Many people claim to feel safer
as a result of CCTV; if more police were around I'm sure they'd feel just as safe! Many schools
across Britain have installed CCTV — (4) . They say it helps to prevent bullying
- but surely something else could be done instead?

What do you think about CCTV? Are there lots of cameras in the public areas of your town or
city?

3.3. Read the text and complete the blanks with the following.

a) to check our messages.

b) a fitness monitor and a messaging device
¢ )be charged every day

d)hinder face-to-face communication

The Apple watch: technology gone too far?

For those of you who haven’t heard of it, the Apple watch is the latest invention from the
infamous creators of the iPhone and Apple Mac. As the name suggests, this creation is a device
designed to tell us the time. This is Apple, however, and an Apple watch is never just a watch.
In fact, this accessory is multifunctional; not only does it show us the time, but it also acts
as(1) that can be connected with an iPhone.

Is this a genius invention or technology gone too far?

Whilst the upcoming Apple watch is stylish in appearance, I can’t help but question
certain aspects of the new device. Is it a positive thing to be able to receive messages through
a watch, or is this another way of letting technology disrupt our social lives?

Thanks to the invention of the smartwatch, we will no longer have to reach for our phones
(2) . Imagine the possible consequences. A group of friends sitting at a table in
a restaurant will ignore each other as everyone will be too busy watching their wrists in
anticipation of a new message. Students will have a means of ‘discreetly’ checking their inbox
during school, despite the fact that mobile phones are forbidden in class. The list goes on.




Although smartwatches may make communicating through technology easier, it seems that it
could actually(3)
Much like a phone, the Watch would also need to (4) . This is yet another
aspect of the device which sets it apart from any ‘normal’ watch. If, like me, you struggle when
remembering to put your phone on charge, this is not necessarily a positive thing.
Whilst there are clearly both positive and negative aspects when it comes to Apple’s latest
invention, | personally like my single-purpose watch that simply tells me the time! What about
you? Would you be interested in having a smartwatch?

3.4. Read the text and complete the blanks with the following.

a) private space explorers

b) would be transported

C) are a possibility in the years to come
d) what life will be like in the future

What is space tourism?

Space tourism is the term used to describe space travel for recreational or leisure
purposes. What was once only a dream - described in books such as Arthur C. Clarke's 2001.:
A Space Odyssey - is now becoming a reality.

Futurologists are scientists who attempt to develop predictions of (1)
After the first man landed on the moon in 1969, they thought that hotels would be built on the
moon by the year 2000. Futurologists also considered the possibility that, in the 21st century,
families might go for a holiday on the moon. Neither of these predictions have come true yet -
but the rapid development of technology may mean these predictions (2) :

Space Adventures is currently the only company to have succeeded in sending paying
passengers into space. Space Adventures worked with the Federal Space Agency of the Russian
Federation and Rocket and Space Corporation Energia to facilitate flights for the world's first
(3) . Each person paid over $20 million for their 10-day trip to the International
Space Station.

Following several successful explorations into space, several companies are now
considering the possibility of enabling tourists to visit space. In order to make it more
affordable, suborbital space travel is being considered by many companies, including Virgin
Galactic. Passengers (4) to a height of between 100-160km above earth,
experience 3-6 minutes of weightlessness and a view of the stars before being taken back down
to earth. This is expected to cost around $200,000 per person.

Whilst it could be an enriching experience, there are some disadvantages to space
tourism. Many critics have commented that a huge growth in the spaceflight industry could
drastically speed up the process of global warming. The ozone layer would be damaged further,
and the polar regions would suffer. In addition, space travel is only really a possibility for the
super-rich. Although Virgin Galactic claims to be "opening space to the rest of us", there are
still millions of people worldwide who wouldn't be able to afford it.

3.5. Read the text and complete the blanks with the following.



a) does not have some gadget lying around in it

b) page on its website designed for recruiting volunteers
c)carry some piece of technology

d)on charge somewhere in the house

Online volunteering

Technology is everywhere. We see it any place we go and, in fact, almost all of us

(1) with us every time we leave the house. What | always forget, though, is
just how useful and powerful technology can be when we want to help others.
There is not a single room in my house that(2) . Whenever | am at home,

providing that | am not sleeping, | am almost always using at least one electronic device. If
you walked into my living room on any given day, you would find that, first, | have the
television on (along with the other related appliances, such as the DVD player or my current
favourite games console).

At the same time, even though multi-tasking is definitely not my strongpoint, | usually
have my laptop resting on my knee, or | will be using my tablet or mobile phone. In the
background, the technology that | am not wusing will most likely be
(3) . Even when I’m not at home I am constantly using my phone, and at
work or in caf€s, I sit down and connect to the local wireless network on my laptop.

| must admit, though you have probably already guessed it, that | waste a lot of time on
the computer and the time | spend on it could be much better spent if | were to commit to a little
online volunteering.

The technology we carry about everywhere can have a great power to do good for the
world and to help others and recently I discovered just how much online volunteering there is
to do in the world. From using your language skills to do translations, to developing and
managing projects and helping with IT work, there is so much that so many people can do to
help people in their own countries and across the world. The United Nations, in fact, has a
huge(4) :
This work can support the poor and help charities who otherwise would not have the
funding to pay for staff. Many organizations only require you to work an hour a week — some
even less. And the support provided by online volunteers can really help make a difference to
those in need.

3.6. Read the text and complete the blanks with the following.

a) body's movements and vital signs

b )a transparent, stretchable touch

c) stretched, folded or bent

d)a device that combines all those functions

New flexible sensor holds potential for foldable touch screens



Picture a tablet that you can fold into the size of a phone and put away in your pocket, or
an artificial skin that can sense your (1) . A new, inexpensive sensor developed at
the University of British Columbia could help make advanced devices like these a reality.

The sensor uses a highly conductive gel sandwiched between layers of silicone that can detect
different types of touch, including swiping and tapping, even when it is (2) . This
feature makes it suited for foldable devices of the future.

"There are sensors that can detect pressure, such as the iPhone's 3D Touch, and some
that can detect a hovering finger, like Samsung's AirView. There are also sensors that are
foldable, transparent and stretchable. Our contribution is(3) in one compact
package," said researcher MirzaSaquibSarwar, a PhD student in electrical and computer
engineering at UBC.

The prototype, described in a recent paper in Science Advances, measures 5 cm X 5 cm
but could be easily scaled up as it uses inexpensive, widely available materials, including the
gel and silicone.

"It's entirely possible to make a room-sized version of this sensor for just dollars per
square meter, and then put sensors on the wall, on the floor, or over the surface of the body --
almost anything that requires (4) screen," said Sarwar. "And because it's cheap to
manufacture, it could be embedded cost-effectively in disposable wearables like health
monitors."

The sensor could also be integrated in robotic "skins" to make human-robot interactions
safer, added John Madden, Sarwar's supervisor and a professor in UBC's faculty of applied
science.

3.7. Read the text and complete the blanks with the following.
a) are connecting more and more

b) I first arrived in France | didn't have any internet

c)slowly beginning to take over our lives

d)tea when they come round to visit

Are we addicted to our smartphones?

As part of the 'Facebook generation', we have grown up in a world where access to the
internet is constantly at our fingertips and we're able to connect with people at the touch of a
button. Nowadays, it's become increasingly common to offer guests the Wi-Fi password along
with a cup of (1) . We have become addicted to our smartphones.

Of course, smartphones are undeniably useful and have revolutionized our lives in so
many ways. Thanks to thousands of apps available to download, we're now able to do almost
anything when we're out and about. However, it seems a shame that these addictive pieces of
technology are (2) slowly beginning to take over our lives. It's so easy to become
dependent on our phones, whether it's to find your way around with the map application or even
just check the time. As a result we're becoming more anti-social, choosing to consult the internet
rather than talk face-to-face with other human beings.

Even when we're socializing, it seems most of us struggle without our phones at arm's
reach. Phones were invented to keep us more connected, and indeed they have done just that.
We can now get in contact by an endless list of social media outlets, yet this means we're starting
to lack genuine contact with each other. People (3) across screens




rather than in person, even when it comes to relationships - dating apps and websites are more
popular than ever before. Recently, an artist released a series of images depicting people in
social situations and edited out their smartphones and tablets. The result was a collection of
powerful images that have, perhaps ironically, gone viral. They force people to wake up to the
fact that we are no longer interacting properly with each other.
I'm not to say I'm any better (as | write this my phone is sitting across from me at my desk).
However, I'm trying to use it less and less when I'm out and about. When
4) on my phone and it was actually quite liberating. Rather than constantly
checking my phone for messages or searching for directions, | was forced to talk to people and
find my way around independently. Next time you're out with your friends, put your phone
away and see how long you can last without it.

3.8. Read the text and complete the blanks with the following.

a) Chinese history

b) The Terracotta Army

c) the artefacts currently buried
d)Germany in 1937

Ancient technology

One of the most famous archaeological discoveries in all of history is (1)-------------- At
also called the Terracotta Warriors and Horses and they were found by farmers digging for a
well on the outskirts of Xi’an in 1974. Becoming a UNESCO World Heritage site in 1987, the
spectacular figures continue to attract millions of visitors from all over the world. Yet the
excavations are unfinished. Famously, archaeological work at the site and the accompanying
Mausoleum of the First Qin Emperor has been allowed to slow down until technology advances
enough to preserve(2) underground. In addition to this, safety concerns have
been raised regarding the unusually high levels of mercury found on the soil. Allegedly this is
from the mercury streams which were inlaid in the floor of the burial chamber, but only time
will tell if this ancient tale is true.

Currently 8000 soldiers have been found, each one with a distinctively different look.
This was achieved through an early use of assembly-line-type construction. The warriors were
assembled using molds, with 8 different heads to choose from, and features being added with
additional clay by skilled craftsmen. Studying the warriors and their horses offers historians an
important insight into this period in (3) . The technology used to assemble the
underground army was truly remarkable. Over 40,000 bronze weapons were found, and after
more than 2000 years they still appear sharp. How is this possible? The ancient Chinese
managed to use protective chrome plating, something which was thought to have been invented
in (4) I Chinese metallurgy was thousands of years ahead of its time.

When it is finally uncovered, the sight will truly be spectacular and much more will be
understood about China’s first Emperor and the level of technology the ancient Chinese
possessed.

Have you ever seen any ancient archaeological sites?




3.9. Read the text and complete the blanks with the following.

a) running at full speed

b) the fastest in its

C) its experimental stage

d) the International Journal of Robotics Research

A robot that runs like a cat

Thanks to its legs, whose design faithfully reproduces feline morphology, EPFL's four-
legged "“cheetah-cub robot™ has the same advantages as its model: it is small, light and fast. Still
in (1)------------------ , the robot will serve as a platform for research in locomotion and
biomechanics.

Even though it doesn't have a head, you can still tell what kind of animal it is: the robot
Is definitely modeled upon a cat. Developed by EPFL's Bio robotics Laboratory (Biorob), the
"cheetah-cub robot,” a small-size quadruped prototype robot, is described in an article
appearing today in (2) . The purpose of the platform is to encourage
research in biomechanics; its particularity is the design of its legs, which make it very fast and
stable. Robots developed from this concept could eventually be used in search and rescue
missions or for exploration.

This robot is (3) category, namely in normalized speed for small
quadruped robots under 30Kg. During tests, it demonstrated its ability to run nearly seven times
its body length in one second. Although not as agile as a real cat, it still has excellent auto-
stabilization characteristics when (4) or over a course that included
disturbances such as small steps. In addition, the robot is extremely light, compact, and robust
and can be easily assembled from materials that are inexpensive and readily available.

3.10. Read the text and complete the blanks with the following.

a) an appropriate mold

b) the quality of the final product

c) can be processed quite efficiently
d) solved by chemical means

Turning bottles into windcheaters

Unlike metals, the quality of which often suffers during the recycling process itself,
recycled plastics (1)-------------- . "Polymers represent an interesting basis for the sustainable
cycling of technological materials. The crucial requirement is that the recycled material should
be chemically pure. In that case, bottles made of PET, for example, can be relatively easily
turned into synthetic fiber for use in waterproof windcheaters," says Langhals.

The vast majority of technical polymers are processed as thermoplastics, i.e., they are
melted at high temperature and the finished article is produced by injecting the molten material
into (2) , where it allowed to set. Reheating of recycled plastic can,




however, lead to deleterious alterations in its properties of the material unless the sorted
material is of high purity. Contamination levels as low as 5% are sufficient to significantly
reduce the quality of the reformed product. The reason for this "down-cycling" effect is that, as
a general rule, polymers tend to be immiscible, as they are chemically incompatible with one
another. Remelting of polymer mixtures therefore often leads to partitioning of the different
polymers into distinct domains separated by grain boundaries, which compromises
(3) . For this reason, high-quality plastics are always manufactured
exclusively from pristine precursors -- never from recycled material.

The new method developed by the LMU team could, however, change this. "The waste
problem can only be (4) , and our process can make a significant
contribution to environmental protection, because it makes automated sorting feasible," says
Langhals. Indeed, the use of fluorescence lifetime measurements permits the identification and
sorting of up to 1.5 tons of plastic per hour. In other words, the method in its present form
already meets the specifications required for its application on an industrial scale.

3.11. Read the text and complete the blanks with the following.

a) thus improving the efficiency of recycling

b) can be used to identify their chemical nature

¢) have developed a new process

d) highly characteristic for the different types of polymers

Novel recycling methods: Fluorescent fingerprint of plastics

Researchers at Ludwig-Maximilians-University (LMU) in Munich
(1) which will greatly simplify the process of sorting plastics in recycling
plants. The method enables automated identification of polymers, facilitating rapid separation
of plastics for re-use.

A team of researchers led by Professor Heinz Langhals of LMU's Department of
Chemistry has taken a significant step which promises to markedly expedite the recycling of
plastic waste. They have developed a technique which provides for automated recognition of
their polymer constituents, (2) and re-use of the various types of
plastic. The technique takes advantage of the polymer-specific nature of the intrinsic
fluorescence induced by photoexcitation. "Plastics emit fluorescent light when exposed to a
brief flash of light, and the emission decays with time in a distinctive pattern. Thus, their
fluorescence lifetimes are (3) , and can serve as an identifying
fingerprint,” Langhals explains. Details of the new method appear in the latest issue of the
journal "Green and Sustainable Chemistry."

The new technique, which is the subject of a patent application, involves exposing
particles of plastic to a brief flash of light which causes the material to fluoresce. Photoelectric
sensors then measure the intensity of the light emitted in response to the inducing
photoexcitation to determine the dynamics of its decay. Because the different polymer materials
used in the manufacture of plastics display specific fluorescence lifetimes, the form of the decay
curve (4) . "With this process, errors in measurement are practically ruled out;
for any given material, one will always obtain the same value for the fluorescence half-life, just
as in the case of radioactive decay," says Langhals.




3.12. Read the text and complete the blanks with the following.

a) almost everybody else was on their phones

b) to spend more time taking in my surroundings

¢) without actually talking to anyone in particular

d) There is a constant connection to everyone in the world

Are mobile phones taking over our lives?

Next time you’re in a public place, take a look around you, and count how many people

are using their phones. | can tell you now that it is probably more than half, whether you’re on
public transport, in a café or simply walking down the street.
I’m not saying that I am not an example of this, but it always amazes me how people can spend
so much time on their phones (1) . With the constant upgrade of
technology we can now do practically anything on a device which can fit in the palm of our
hands. But has it gone too far? Do we spend too much time on our mobiles and not enough
time talking to people ‘in real life’?

For example, | recently visited London and travelled on the tube while | was there. Apart
from the people asleep, (2) , and because of the nature of the tube, it is difficult
not to see exactly what they are all doing. Of course, being underground it is difficult to get
any signal, which rules out texting or using the internet, but there is still plenty you can use
your phones for. People were playing games, reading articles and listening to music, and | am
sure that as soon as they emerged from the train station they would start texting or calling or
checking their e-mails. (3) , as long as you have a mobile phone in your
hand.

Recently, my smart phone broke and had to be sent off to the warehouse for repair for a
week or so. In the meantime | had to use a really old, basic phone just to keep me in touch with
my family and friends. All | could do on this phone was send text messages, make calls and
play one game. And I loved it. I loved being free from the internet, and I really didn’t mind not
having constant updates about what my friends were doing or what the latest celebrity story
was. It was quite refreshing and it allowed me (4) — | could enjoy my time in
London more, for example, and | could watch the people around me and really see what was
going on.

However, | knew that as soon as | got my smart phone back | would be one of those
people once again, obsessed with finding out what everyone is doing and wasting my time
playing games or checking social network sites. Perhaps | should just go back to using the
basic phone and forget | ever got my smart phone back...

3.13. Read the text and complete the blanks with the following.

a) with a very thin layer of a more expensive
b) pinning the nanoparticles to the electrode surface
c) Some researchers think so



d) the devil is in the details
Nano-engineering electrodes to give tiny generators a boost

Could our waste be part of the answer to humanity's energy problems?
(1) , thanks to bacteria that chow down on everything from sewage to heavy
metals and give off electricity as one of their own waste products.

But as with many great ideas,(2) . OIST's Biological Systems Unit is one of the
research groups now working on making waste-fueled microbial fuel cells (MFCs) cheap
and efficient enough for real-world applications.

One great challenge in achieving that goal is designing sturdy, cheap electrodes for
MFCs that conduct electricity well, resist corrosion, and won't poison bacteria that cling to
their surfaces. To this end, the Nanoparticles by Design Unit is working with the Biological
Systems Unit to build and test new types of nanoparticle-studded electrodes. The idea is to
coat a core of cheap material (3) , biocompatible metal, then stick the
resulting nanoparticles onto the surface of a carbon electrode. In addition to harnessing the
properties of the expensive metal at minimal cost, this will increase the surface area of the
electrode so that it can host more electricity-generating bacteria.

Other researchers have found that nanoparticle-studded carbon electrodes increase the
electricity output of MFCs up to 20-fold compared with plain carbon electrodes;
Nanoparticles by Design Unit head Mukhles Sowwan hopes to increase this by
experimenting with different sizes, compositions, and methods of (4) . Says
Sowwan, "I believe that this innovative multidisciplinary approach in applying cutting-edge
research could lead to the development of efficient microbial fuel cells.”

3.14. Read the text and complete the blanks with the following.

a) this eco-friendly air filter improves natural lighting and visibility

b) effectively remove harmful particles and further improves indoor air quality
¢) which exist in the form of an organic solution

d) and are suitable for applications on windows and doors

Engineering team develops novel nanofibre solution for clean, fresh air

A research team from the National University of Singapore (NUS) has successfully
concocted a novel nanofibre solution that creates thin, see-through air filters that can remove
up to 90 per cent of PM2.5 particles and achieve high air flow of 2.5 times better than
conventional air filters. As an added bonus, (1) while blocking harmful
ultraviolet (UV) rays.

Overall, air filters developed using the novel nanofibre solution are two times better in
quality than commercial ones, and (2) to improve indoor air quality. This novel
air filter also has promising applications in respirators.

The NUS team's air filter is also eco-friendly and easy to produce -- simply by applying the
novel nanofiber solution onto a non-woven mesh, and leaving it to dry naturally. Using
phthalocyanine, a chemical compound commonly used in dyeing, the NUS team engineered
organic molecules that could self-organize, similar to the stacking of building blocks, to form




nanoparticles and subsequently, nanofibers. These nanofibers, (3) :
easily "cling" onto the non-woven mesh when dispersed onto the material.

"Air pollution poses serious health threats. Therefore, there is a strong need for
economical and effective technologies for air filtration. Currently, most nanofibers used in air
filters are energy intensive to produce and require specialized equipment. Our team has
developed a simple, quick and cost-effective way of producing high-quality air filters that
4) by enhancing air ventilation and reducing harmful UV rays. In the long
run, it may even be possible for a DIY (do-it-yourself) kit to be made available commercially
for consumers to make air filters at home," explained Assistant Professor Tan SweeChing from
the Department of Materials Science and Engineering at the NUS Faculty of Engineering, who
led the research.

3.15. Read the text and complete the blanks with the following

a) for example when we go on holiday

b) we are now able to create our own online identities through the forms of
c)whereas it's normal to see people out socializing with friends

d)Despite having over half a million Instagram followers

Behind the filter of social media

It's easy to be misled by social media. With the sudden rise of social networks over the
last decade, (1) Facebook, Twitter, Instagram, Blogger, Pinterest ... the list
goes on. At the touch of a button we're able to share photos, videos and our thoughts and
feelings with friends and followers all over the world. It has become a platform to share all
the positives in our lives, a way to show off, (2) . Our culture has become
obsessed with counting the number of 'likes' we get on a photo or how many 'favorites' we get
on a tweet. It's easy to look at someone on social media and consider them to have the perfect
life, however in many cases there is another story behind the filtered selfies.

An Australian 'Instagram celebrity' called Essena O'Neill recently made headlines after
she decided to quit social media. (3) , she revealed her pictures were all
completely fake and had been set up. She explained she was often paid by companies to post
photos and would take hundreds of selfies before posting what appeared to be a candid shot.
Social media can also often make us feel isolated, since we only ever see one side of a
person's life. You will rarely see someone post to say they are watching TV on their own or
studying for an exam,(4) . It's easy to assume all our friends are having an
amazing time all the time, but remember to take what you see on social media with a pinch of
salt; someone's online presence may not be all it's cracked up to be.

3.16. Read the text and complete the blanks with the following.

a) measurable variables
b) to predict consequences
¢) involves choice under



d) the economy as a whole
Economics

Economics (from the Greek «household management») is a social science that studies
the production, distribution, trade and consumption of goods and services. Economics, which

focuses on (1) , Is broadly divided into two main branches: microeconomics, which
deals with individual agents, such as households and businesses, and macroeconomics, which
considers (2) , In which case it considers aggregate supply and demand for money,

capital and commodities.

Aspects receiving particular attention in economics are resource allocation, production,
distribution, trade, and competition. Economic logic is increasingly applied to any problem that
(3) scarcity or determining economic value. Mainstream economics focuses on how
prices reflect supply and demand, and uses equations (4) of decisions. The
fundamental assumption underlying traditional economic theory is the utility-maximizing rule.

3.17. Read the text and complete the blanks with the following.

a) a different explanation

b) history, and mathematics
¢) more knowledge

d) as the explanation

History of economics

In the 1500s there were few universities. Those that existed taught religion, Latin, Greek,
philosophy,(1) . No economics. Then came the Enlightenment (about 1700) in
which reasoning replaced God (2) of why things were the way they were. Pre-
Enlightenment thinkers would answer the question, «Why am I poor?» with, «Because God
wills it.» Enlightenment scholars looked for (3) . «Because of the nature of land
ownership» is one answer they found. Such reasoned explanations required (4) of
the way things were, and the amount of information expanded so rapidly that it had to be divided
or categorized for an individual to have hope of knowing a subject.

3.18. Read the text and complete the blanks with the following.

a) the first use of money

b) were used as money

c) were invented before coins
d) a relatively modern form

Origins of Money



There are numerous myths about the origins of money. The concept of money is often
confused with coinage. Coins are (1) of money. Their first appearance was probably
in Asia in the 7th century BC. And whether these coins (2) in the modern sense has
also been questioned. To determine the earliest use of money, we need to define what we mean
by money. We will return to this issue shortly. But with any reasonable definition
(3) Is as old as human civilization. The early Persians deposited their grain in state
or church granaries. The receipts of deposit were then used as methods of payment in the
economies. Thus, banks (4) . Ancient Egypt had a similar system, but instead of
receipts they used orders of withdrawal- thus making their system very close to that of modern
checks.

3.19. Read the text and complete the blanks with the following.

a) a society uses for allocation

b) a matter of degree

c) the mixed private enterprise system

d) completely free of governmental influence

The economic system

There are many forms of economic order, ranging from (1) to partially or
completely controlled economies. Regardless of their form, however, economic system is the
system that (2) and distribution of scarce resources. Private enterprise means that
decisions about what and how much to produce are left to the discretion of owners and
managers. In controlled economies such decisions are the responsibility of some governmental
agency. There is, of course, no economy today that is (3) , nor is this condition
necessarily undesirable. There are many beneficial services and protections available from
government. The question then is (4) . Irrespective of the form of economic order, it
performs certain valuable functions in the life of organizations of all types.

3.20. Read the text and complete the blanks with the following.

a) are usually operated

b) to generate capital

c) is owned by the feudal lords

d) where the means of production

What Is Capitalism?

In common usage capitalism refers to an economic system in which the means of
production are privately owned and operated in order (1) , and where investment
and the production, distribution and prices of commodities (goods and services) are determined
mainly in a free market, rather than by the state. The means of production (2) in
pursuit of profits. Capitalism is contrasted with feudalism, where land (3) , Who




collect rent from private operators; socialism, where the means of production is owned and used
by the state; and communism, (4) Is owned and used by the community collectively

3.21. Read the text and complete the blanks with the following.

a) the means of production
b) other earlier system

C) ancient Rome

d) the institution of rule

Private Property

An essential characteristic of capitalism is (1) of law in establishing and
protecting private property, including, most notably, private ownership of (2)
Private property was embraced in some earlier systems legal systems such as in (3) :
but protection of these rights was sometimes difficult, especially since Rome had no police.
Such and (4) often forced the weak to accept the leadership of a strong patron or lord
and pay him for protection.

3.22. Read the text and complete the blanks with the following.

a) free market system

b) all economic decisions

c) may act in a defensive mode
d) an essential characteristic

Market Economy

The notion of a «free market» where (1) regarding transfers of money, goods,
and services take place on a voluntary basis, free of coercive influence, is commonly considered
to be (2) of capitalism. Some individuals contend, that in systems where individuals
are prevented from owning the means of production (including the profits), or coerced to share
them, not all economic decisions are free of coercive influence, and, hence, are not free markets.
Inan ideal (3) none of these economic decisions involve coercion. Instead, they are
determined in a decentralized manner by individuals trading, bargaining, cooperating, and
competing with each other. In a free market, government (4) to forbid coercion
among market participants but does not engage in proactive interventionist coercion.
Nevertheless, some authorities claim that capitalism is perfectly compatible with interventionist
authoritarian governments, and/or that a free market can exist without capitalism.

3.23. Read the text and complete the blanks with the following.

a) earlier economic systems
b) the form of organization



C) some unique advantages
d) productive capacity

Private Enterprise

In capitalist economies, a predominant proportion of (1) has belonged to

companies, in the sense of for-profit organizations. These include many forms of organizations
that existed in (2) , such as sole proprietorships and partnerships. Non-profit
organizations existing in capitalism include cooperatives, credit unions and communes.
More unique to capitalism is (3) called corporation, which can be both for-profit
and non-profit. This entity can act as a virtual person in many matters before the law. This gives
4) to the owners, such as limited liability of the owners and perpetual lifetime
beyond that of current owners.

3.24. Read the text and complete the blanks with the following.

a) the adequate or improved availability of food
b) «standard of living»

c) a free market setting production

d) a social system

Economic Growth

One of the primary objectives in (1) in which commerce and property have
central roles is to promote the growth of capital. The standard measures of growth are Gross
Domestic Product or GDP, capacity utilization, and (2) . The ability of capitalist
economies to increase and improve their stock of capital was central to the argument which
Adam Smith advanced for (3) , price and resource allocation. It has been argued
that GDP per capita was essentially flat until the industrial revolution and the emergence of the
capitalist economy, and that it has since increased rapidly in capitalist countries. It has also
been argued that a higher GDP per capita promotes a higher standard of living, including
(4) , housing, clothing, health care, reduced working hours and freedom from work
for children and the elderly. These are reduced or unavailable if the GDP per capita is too low,
so that most people are living a marginal existence.

3.25. Read the text and complete the blanks with the following.

a) the ownership of the bulk

b) earn their incomes

c) for true capitalist economies
d) will be able to find

Employment



Since individuals typically (1) from working for companies whose
requirements are constantly changing, it is quite possible that at any given time not all members
of a country’s potential work force (2) an employer that needs their labor. This would
be less problematic in an economy in which such individuals had unlimited access to resources
such as land in order to provide for themselves, but when (3) of its productive
capacity resides in relatively few hands, most individuals will be dependent on employment for
their economic well-being. It is typical (4) to have rates of unemployment that
fluctuate between 3 % and 15 %. Some economists have used the term «natural rate of
unemployment» to describe this phenomenon.

4, 33IlaHl/Iﬂ Ha YCTAHOBJICHUE COOTBECTCTBHUAI.

Match the two halves of these sentences:

4.1

1 There’s been a slight mix-up A. but there seems to be some mistake.
2 I’m sorry to bother you B. with the reasons for the delay.

3 I’mnot at all satisfied C. over your recent order.

4.2

1. If you don’t send the payment today | A. the figures | quoted were accurate.

2. Please accept our apologies for B. we will be forced to cancel the contract.
3. ’'m quite sure that C. the late arrival of this flight.

4.3
1. Please accept our apologies for A. the company had more than 5000
2 In 1885 employees.

: : B. from receipt of your written order.
3. The goods will be ready for shipment Proty

3 to 4 weeks C. the delay in dispatching your order.

4.4

1. Do you think A. my seat on flight TR 998.




2. If someone keeps looking out of the
window when you’re talking,

3. I’d like to reconfirm

B. you could check my hotel booking?
C. they are probably not listening to what
you are saying.

4.5

1. In answer to your enquiry
2. According to our records

3. As requested by Ms. Renoir,

A. | have investigated the problems she
raised about health and safety.

B. payment of our invoice has not been
received.

C. we have pleasure in enclosing our price
list.

4.6

1. I think we need to spend more money
on marketing

2. It could be interesting

3. | hear

A. what you are saying.

B. if we want to grow the business.
C. to invest a little bit more in new product
development.

4.7

1. The sales last month
2. We must constantly

3. I would be pleased

A. improve our marketing techniques
unless the business stops growing.

B. to provide you with any further
information you may require.
C. were pretty good.

4.8

1. Would you, please, send me
2. | would like to have

3. We are interested in

A. goods produced by your company.

B. your catalogue and price list?
C. some more information about the
services you provide.

4.9

1. We would appreciate it if

2. Please return the enclosed envelope

A. please do not hesitate to contact me.




3. Should you
information,

need any further

B. you could send us some samples.
C. with your payment.

4.10

1. I would be very grateful
2. The enclosed catalogue

3. Please contact us again

A. if you have any questions

B. if you could send me this information.
C. will give you an idea of the type of
products we supply

4.11

1.Everyone looks forward to meeting
you

2.You were recommended to me by some
friends of mine so

3. | would be pleased to discuss the
position and my qualifications further

A. when you have had a chance to review
my resume.

B. and sharing holiday spirit with you at our
Annual New Year Party.

C. | would be interested in booking a
double room at your hotel from 20 July to 2
August 2022.

4.12

1.1 can offer your company a strong work
ethic, a wealth of experience,

2.You were recommended to me by some
friends of mine so

3.1 would be pleased to discuss the
position and my qualifications further

A. and sharing holiday spirit with you at our
Annual New Year Party.

B. I would be interested in booking a double
room at your hotel from 20 July to 2 August
2022.

C. when you have had a chance to review
my resume.

4.13

1.The opportunity presented in this
listing is very interesting

2.1 look forward to speaking with you

3.If I can provide you with any further

information on my background and

qualifications

A. please let me know.

B. and | believe that my strong technical
experience and education will make me a
very competitive candidate for this position.
C. about this employment opportunity.

4.14




1.In. my position as an Assistant
Communications Director for ABC
Company,

2. In addition to my enthusiasm, | will
bring to the position  strong
communication skills, flexibility, and the
ability to encourage others

3. | look forward to having the
opportunity to meeting you in person

A. and hope to hear from you soon.

B. | wrote articles for the company website,
managed contributing articles, and wrote
and sent a weekly email newsletter to
subscribers.

C. to work cooperatively with
department.

the

4.15

1. | appreciate having the opportunity to
speak with you today
2. | really enjoyed our conversation

3. I'm skilled in several programming
languages, and comfortable working as
part of a team

A. and believe my background in
developing apps makes me a strong match
for this position.

B. about the marketing assistant position at
the ABCD company.

C. to ship products on time and as bug-free
as possible.

4.16

1. Thank you so much for meeting with
me today

2. | have just completed my final year at
the University of Chicago

3. | do not have any work experience

A. but I have a great wish to become the part
of your company and do my best for its
success.

B. and would like to apply for a position of
Marketing Specialist in your company.

C. todiscuss the Senior Developer position
at Tech Company.

4.17

1. For your information we may add
2.We have seen your advertisement in
the Business Weekly Journal,

3. If your goods meet our requirements,
and we receive a favourable offer,

A. we will be able to represent your
cameras in Eastern Europe.

B. that our company was established five
years ago.

C. and we shall appreciate it if you will
send us more detailed description of your
cameras.

4.18




1. Not only is school a place of education,

2. People often say that our modern way
of life, with its individualism and fast
speed,

3. Friends enjoy doing things together
and

A. they have a lot of interests in common.
B. it is a place where young people develop
and reaffirm their identities within peer
groups and where much of their socializing
takes place.

C. has made the world a lonely place.

4.19

1.If you think you are not one of those
people

2.Good manners are important across the
globe,

3. So many of us live and work
surrounded by people,

A. but it is hard to find true friendship.

B. whose buying habits are influenced by
advertisements, you are most probably
mistaken.

C. but that doesn't mean they are the same.

4.20

1. The rules of politeness vary greatly all
over the world,

2. It's also
supermarkets use

all the techniques

3. In many countries people shake hands
when they greet each

A. to make customers buy more than they
have actually planned.

B. from country to country everywhere.

C. but in others it might be seen as
aggressive.

4.21

1. In spite of all the differences most of
the countries have to face one problem
nowadays:

2. At the same time in China the
government had to start a campaign
during the Olympics to give up bad
habits such as

3. If parents find that their child is
especially talented,

A. spitting in public, littering the streets and
using bad language.

B. the disappearance of good manners.

C .they have to take some important and
difficult decisions.

4.22




1. I knew that it would be difficult to
find a good job in this area,

2. While in Western cultures it is polite
to keep eye-contact during a
conversation, in other countries

3. As we can see good manners are
treated seriously all over the world, that's
why we should learn and follow them.

A. that's why we should learn and follow
them.

B. so | decided to set up my own business.

C. it is best to show your respect by not
looking directly at the speaker.

4.23

1. Everybody knows that looking good
2. In early versions of fairy tales there is
much more cruelty and violence

3. Some of the most important
discoveries in history have been made

A. in the stories published for children
today.

B. by people studying at Cambridge
University.

C. helps to feel good.

4.24

1. Good people become victims and
must work impossibly hard

2. These books try to help people deal
with the many difficulties of life

3. Instead of blaming others

A. so that they can become happy and feel
strong inside themselves.

B. we should learn how we ourselves can
change to improve the situation.

C. to solve their problems and find
happiness.

4.25

1. British education has many different
faces, but one goal. Its aim is to realize
the potential of all,

2. School is also a focal point for many
activities

A. which complement young people’s
academic and vocational education.

B. for the good of the individual and society
as a whole.




3. When you move to a different country | C. learning the local language will help you
or region to communicate and integrate with the local
community.

IIkaJyia olleHMBAHUSA Pe3yJIbTATOB TECTUPOBAHMS: B COOTBETCTBUU C JIEUCTBYIOIIEH
B YHUBEPCUTETE OANIIbHO-PEUTUHTOBOM CUCTEMOM OLICHUBAHUE PE3yJIbTATOB MIPOMEKYTOUHOMN
aTTecTaluu oOydJarouuxcs ocymecTBisercs B pamkax 100-0aympHOM HIKajgbl, MPU 3TOM
MaKCUMAJIbHBIM 0ajl MO MPOMEKYTOYHOM aTTeCTaluM OO0ydYaroluXxcsi MO0 O4YHOM ¢opme
0o0yueHus cocTapiisgeT 36 OAIIOB, MO OYHO-3a0YHOM U 3a04HOM popmaM oOydeHust — 60 OaoB
(ycranorneHo nojoxxernuem 11 02.016).

MaxkcuMmanbHbli Oajll 3a TECTHPOBAaHUE MPEACTABISAECT cOO0M pa3sHOCTh ABYX YMCEI:
MaKCUMaJIbHOTO OaJijia Mo MPOMEKYyTOYHOM aTTecTalluu Uit JaHHOU GpopMbl 00yueHus (36 umu
60) 1 MaKcUMaNIbHOTO Oaljia 3a pelIeHre KOMIIETEHTHOCTHO-OpPUEHTHPOBAHHOM 3a1auu (6).

bann, mnonydeHHbId OOydarOmMMCS 3a TECTUPOBaHUE, CYMMHpYETCS C OajioMm,
BBICTABJICHHBIM €MY 32 PEIICHHE KOMIIETEHTHOCTHO-OPUEHTHPOBAHHOM 3a/1a4H.

OO1mwmii 6am Mo NPOMEXYTOYHOM aTTeCTAllMi CYMMUPYETCA ¢ OallslaMu, TIOJTy4eHHBIMU
oOydaromuMcsl 1Mo pe3yibTaTaM TEKYIIEero KOHTPOJISA YCIIEeBAEMOCTH B TEUEHHE CEMECTpa;
CyMMa OajlJIoB NEPEBOJUTCS B OLICHKY IO AUXOTOMUYECKOM IIKaje CIeIyIIMM 00pa3oM
(IpUBECTH OJHY U3 IBYX HUKECIETYIONTUX TaOJHIT):

CootBetrcTBre 100-0aiIbHON U TUXOTOMHYECKOH KA

Cymma OasnoB 1o 100-06aibHOM 1IKae OueHka o AMXOTOMUYECKON IIKAJIe
100-50 3a4TEHO
49 u meHee HE 3aYTEHO

KpuTtepun oneHnBaHusi pe3yjbTaToB TecTupoBanus: Kaxprii Bonpoc (3agaHue) B
TECTOBON (popme oIlleHHMBaeTCs MO JUXOTOMHYECKOMW IITKajie: BBIMOJTHEHO — 2 Oaia, He
BBITIOJTHEHO — () OAJITOB.



2.2 KOMIIETEHTHOCTHO-OPUEHTHPOBAHHBIE 3/][A49H (keiic-3a0auu)

Case study Nel

Your university is going to hold an international research and practice conference. Invite
your foreign colleagues to take part in it.

Case study Ne2
You want to start a business importing a new brand. What do you have to understand in
order to make this business startup a success?

Case study No3
You run a small hotel. How can you improve your international marketing using social
media, email marketing, search engines, booking sites, and more?

Case study No4

The company provides a full range of services, including all gear rentals, accommodation
bookings, custom guide maps, and more. How can this company use the Internet to market its
business?

Case study Ne5

You run a frozen yoghurt franchise and want it to be a big success, but have a range of
questions to address first to be sure the business model fits your country and the product is
adapted to the market. What are these questions?

Case study Ne6



You want to offer both nursing care and companionship to senior clients by a home care
services company. Can you start a business that allows you to both make a lot of money and
spend more time with clients?

Case study Ne7

You are a member company oriented to manufacturing consumer electronics, gaming,
and entertainment products. What advantages over your competitors should you have to stay
competitive in the market?

Case study Noe§
You are a sub-manager of a bank. There has been a change in government regulations.
Say what you have to do or can do. Give the reason.

Case study Ne9
You have seen an advertisement in the newspaper for a post as office manager. What
will you tell about yourself in the job interview?

Case study Nel(
You want the telephone company to put another telephone in your office. You need it
urgently. How will you express it?

Case study Nel 1
You have moved your office and you want the post office to forward your letters to
your new address. What should you do?

Case study Nel?2

The photocopier in your office has broken down. You want to have it repaired quickly.
How will you solve your problem?

Case study Nel3

A businessman is going to your country. He wants you to get a visa for him. Ask all the
details, about his passport (his nationality, date of birth, where his passport was issued, and
when it expires).

Case study Nel4

You work at Central Business Consultants. The people who rent the office next to you
play very loud music all day and every day, even though the contract for the offices says ‘no
radios’. It is impossible for you to work. What will you do?

Case study Nel5



Last week, you met a business friend who you had not seen for years. You talked for a
long time about a new bakery that he has started. Your friend invited you to the opening of his
bakery next month. Unfortunately, you have just discovered that you have an important meeting
on that day. You will telephone him after the opening and arrange a visit. Explain him a
situation.

Case study Nel6

Your business is in serious financial difficulties. You owe £250,000 so you cannot settle
your account with Lumino Inks. (The bank refused your last cheque.) What will you do?

Case study Nel7

You are Purchasing & Sales Supervisor and found a new supplier. Cancel your order
with the previous dealer in a polite way and apologize that you do not intend to do any more
business with them.

Case study Nel8
You work in the Production Dept and accused your employees about the explosion by
mistake Apologise for blaming them.

Case study Ne]9

Your factory is closed due to the cold weather. This is costing you over £ 10,000 a day.
It is extremely important that you get a new heating unit as soon as possible. Ask for the
information you need.

Case study Ne2()
It is now two weeks before the holiday should begin. You need to confirm any booking
you have made.

Case study Ne21

You are the Purchasing and Sales Supervisor at ABC Ltd. You have just received this
memo from your manager where he asks you for some information on new equipment. Give
hip this information.

Case study No22

You are the Sales Supervisor at Golden Holidays. You recently sent some information to
Western Travel. Tell them that you can now offer a 10% reduction on the price of your holidays
to Mexico.



Case study No23
You met a delegation from a foreign company. Show them round the territory and
introduce them to Deputy Manager.

Case study Ne24

You cannot meet your foreign partner. Your assistant, Helen Cheng, can meet him.

Say, unfortunately, you will not be available when he comes (say why) and tell him
about Ms Cheng.

Case study Ne25

Your company is competing for the ICA’s top prize. You believe that you have an
outstanding product concept. Prepare your product presentation present it to the rest of the
group, any questions they may have.

Case study Ne26

Buyers meet together and discuss the negotiation. Decide together which supplier to
use. Suppliers meet together and discuss how you feel about the negotiation. What are you
happy or unhappy about? What would you do differently?

Case study Ne27

You are a member of the working group which will discuss suggestions for improving
KMB’s communication system. Brainstorm ideas of your own which you could add to the draft
agenda.

Case study Ne2§
Hold an informal meeting. Discuss the advantages and disadvantages of the suggestions.
Also consider the cost implications of each proposal.

Case study No29
You are a member of the Marketing Department. Brainstorm the points listed in the rough
notes.

Case study Ne30

Prepare a presentation of your plans for the customer loyalty programme. In addition to
your own ideas, you may want to include some of the following:

e discounts to existing customers who buy a new car

e free servicing for the first three years of ownership



HIkana oueHUBAHUS PelICHUS KelC-3aJa4Yd. B COOTBETCTBUM C JCHCTBYIOIICH B
YHUBEPCUTETE OaUTbHO-PEHTUHTOBON CHCTEMOW OIICHHBAHWE PE3yJIbTATOB MPOMEKYTOTHON
aTTecTaluu oOydarouuxcs ocymecTBisercs B pamkax 100-0ampHOM MIKajdbl, MPU 3TOM
MaKCUMaJIbHBIA OaJT MO TPOMEXKYTOYHOM aTTecTaliud OOyYaronuxcsl 1Mo O4YHOM (opme
oOydeHust coctaBisieT 36 0ayuioB, O OYHO-3a09HOM W 3a04HOM (dopmam oOydeHus — 60
(ycra"orneHo nojoxenueM I1 02.016).

MaxkcuManbHOE KOJIMYECTBO OAIIOB 3a pPelieHuEe KOMIIETEHTHOCTHO-OPUEHTHPOBAHHON
3a1a4u — 6 0aJUIoB.

bann, momydeHHBI 00ydYaromuMcs 32 pelieHne KOMIETEHTHOCTHO-OPUECHTUPOBAHHOM
3aJ1a4M, CyMMHpPYETCs ¢ OaJIJIOM, BEICTABIIEHHBIM €MY T10 pe3yIbTaTaM TECTUPOBAHUSI.

OOmmii 6aymn MPOMEKYTOUHOM aTTECTAllMM CYMMHPYETCS ¢ OalllaMu, MOJy4YeHHBIMU
oOydaromuMcsl 10 pe3yJbTaTaM TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH B TEUEHHE CEMECTpa;
cymma 0aJioB MEPEBOJUTCS B OIICHKY MO JUXOTOMUYECKOH IIKaIE:

CootBercTBre 100-0aiIbHON M TUXOTOMHYECKOH KA

Cymma 6annos no 100-6arnvHoti wikane OyeHka no OUXOMoOMU4eCcKoll WKaje
100-50 3a4TEHO
49 u menee HE 3aYTEHO
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