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1. Onucanue KPUTCPHUEB OLICHUBAHHMA KOMIICTCHIHHUU Ha PAa3IMYHBIX J3Tallax
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GbyHKIMN Ha
H3y4aeMOM SI3bIKE
Bnaneer HaBBIKaMu
myOUIHOTO
BBICTYIUICHHS, B TOM
quCIie Ha
HHOCTPAHHOM SI3BIKE

[TpomMexxyTouHast aTTecTalus MPOBOIUTCS B popme 3auera (2 cemectp).




OIIEHOYHBIE CPEJICTBA JJI5 TIPOBEPKH YPOBHS COOPMUPOBAHHOCTHU KOMIIETEHIIUM

What kind of letter is it?
Dear Mr. Roberts
| had recently ordered a pair of sports shoes (Item # 1234) from your company’s website on February 05,
2008. I received the sports shoes on February 10. On opening the parcel, | found that the shoes were
defective. There is a small tear in the front part of the left shoe. My order number is CD789456.

| am sending the parcel back to your company address with this letter. The shoes were an urgent requirement
so | have purchased another pair from a local sports shop. As | have already bought a pair, you can credit the
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d) Choose the right variant: VK-4
She retired from her ... as marketing director.
a)employment
b) skill
C) requirement
d) position
b) Choose the right variant: VK-4
... applying for this position should be computer-literate.
a) Employers
b) Candidates
c) Interviewers
d) Skills
a) Choose the right variant: VK-4




amount to my account once you receive the parcel.
Thank you for patiently reading this letter. | have been a loyal customer of your company for last five years. |
never had a problem with any of your products. This has happened for the first time. Will get back to you if |

need any sports equipment in the future.
Yours truly,
Thomas Jones
a) Letter of complaint
b) Letter of order
c) Letter of inquiry
d) Memo

Choose the right variant:
Is this email correct?
Hi Daniel,
Thanks so much for meeting me at lunch today! I enjoyed our conservation, and I’m looking forward to
moving ahead on our project. I’'m sure that the two-weak deadline won’t be an issue.
Thanks again, and I'll speak to you soon!
Best,
Jack Miller
a) Her
b) la

YK-4

Choose the right variant:

What kind of letter is it?

Dear Mr. Roberts
I am writing on behalf of Mancini Kitchen Equipment. I was able to locate your company through the
Internet and | am very much interested in learning more about the services you provide. | would greatly
appreciate if you can send me a detailed list of your services and their associated prices.

Thank you for your prompt response.

Sincerely,

James Mancini

a) Letter of inquiry

b) Letter of order

c) Letter of sales

d) Memo

YK-4




VK-4

a) Choose the right variant:
What kind of letter is it?
TO: Mary Jones
FROM: Tom Doe, Supervisor
DATE: February 12,20
SUBJECT: Initial Written Warning for Poor Attendance
On January2, in our one- on- one- staff meeting I counseled you about your absences and late arrivals to
work. Since then you have been absent four Tuesdays in a row.
This pattern of attendance is unacceptable and | expect to improve your attendance immediately or else
further corrective action may become necessary.
cc: departmental file
a) Memo
b) Letter of complaint
c) Letter of order
d) Letter of inquiry
a) Choose the right variant: VK-4
Is this message complete?
Hi everyone,
| just wanted to remind you about tomorrow’s meeting on the new telecommuting policies. The meeting will
be at 10:00 a.m. in the second-level conference room. Please let me know if you can't attend.
See you then,
Chris
a) Ja
b) Her
c) Choose the right variant: VK-4
Applicants must satisfy the normal entry ... .
a) skills
b) positions
C) requirements
d) opportunities
a) Choose the right variant: YK-4




It is developing a course to help unemployed people get in on these new employment ... .
a) opportunities

b) requirements

c) skills

d) positions

b)

Choose the right variant:

The most crucial step in ensuring marketing success is ... someone to manage and coordinate the effort.
a)interviewing

b) hiring

¢) conducting

d) assessing

YK-4

Choose the right variant:

The product is ... at a very competitive price.
a) offered

b) performed

c) breached

d) enforced

YK-4

d)

Choose the right variant:

A ... contract is an agreement in which each of the parties to the contract makes a promise to each other.
a) unilateral

b) enforceable

c) executed

d) bilateral

YK-4

Choose the right variant:

When a contract is completed it is an ... contract.
a) bilateral

b) unilateral

c) executed

d) executor

YK-4




Choose the right variant: VK-4
A contractual ... is a provision forming part of a contract.
a) performance
b) b) term
C) acceptance
d) offer
Choose the right variant: VK-4
The Agreement also applies to any identical taxes which are imposed after the date of the Agreement by
either contracting ... .
a) party
a) b) term
c) performance
d) offer
Bonpoce! 115 codecenoBanust
16 What is the structure of Business Letter? YK-4
17 What types of Business Letters do you know? YK-4
18 Can you tell about Letter of Inquiry? YK-4
19 Can you tell about Order Letter? YK-4
20 What do you know about letter of complaint? YK-4
21 What Is a CV? YK-4
2 What is the difference between a CV and a Resume? YK-4
23 How to Write a CV? YK-4
24 What are the main Tips on Writing a Successful CV? YK-4
25 What are the main reasons for being nervous before your presentation? YK-4
26 What is recommended to do for coping with your language problems? YK-4
27 What are the key talking points of any presentation? YK-4
28 Why is it helpful to write a script of your presentation? YK-4
29 What is meant by piece by piece practice? YK-4
30 What are the main parts of any presentation? YK-4
31 What is the role of intonation in giving presentations? YK-4




32 Why is a good conclusion so important for any presentation? YK-4
33 What are three specific goals of an effective conclusion? YK-4
34 What specific techniques are used for achieving the psychological completion of a presentation? YK-4
35 What are the main stages of a good conclusion? YK-4
36 How can you reserve a room at the hotel? YK-4
37 How can you book a ticket? YK-4
38 What is a Partnership? YK-4
39 What is a Joint Stock Company? YK-4
40 What is a Sole Proprietorship? YK-4
41 What are the main advantages of a Partnership? YK-4
42 What are the main disadvantages of a Partnership? YK-4
43 What are the main types of Joint Stock Company? YK-4
44 What are the main advantages of a Sole Proprietor? YK-4
45 What are the main advantages of a Sole Proprietor? YK-4
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2. OnucaHue NIKAJ OLleHUBAHUS

PesynpTaThl OOydeHHS MO IUCHUIIINHE «J[eTOBOM WHOCTpAaHHBIA S3BIK», COOTHECEHHBIE C
WHIUKATOPaAMH JOCTIKEHUsT KomreTeHIuu YK-4, oleHuBaloTCs 1O MATUOAUIBHOW CHCTEME:
«OTIUYHOY, «XOPOILIO», «yJAOBIECTBOPUTEIBHO» U «HEYJOBIETBOPUTEIHLHOM.

Jlist mosrydeHust 3a4eTa HeoOXO0IMMO MPOUTH MEPOTIPUATHS TEKYIIETO0 KOHTPOJIS YCIIEBAaEMOCTH
B CEMECTPE Ha OLICHKY HE HMXKE «yJIOBJIECTBOPUTEILHOY.

OuenuBaHue ypoBHS C(HOPMHUPOBAHHOCTH KOMIIETCHLUH IO JUCLUILIMHE OCYIIECTBISETCS Ha
ocHoBe «IloyokeHUsT O TMPOBENCHMM TEKYIIETO0 KOHTPOJS YCIIEBAEMOCTH U MPOMEKYTOYHOMN
aTTecTali OOydaromuxcsi MO 00pa3oBaTeNbHBIM IPOrpaMMaM BBICHIErO OOpa30OBaHUS -
nporpaMMaM OakaliaBpuara, IporpaMMaM CHENHaJNTeTa, IporpaMMaM MarucTpaTypsl - B
denepanbHOM TOCYIapCTBEHHOM aBTOHOMHOM 00pa30BaTEIbHOM YUPEXKAECHHH BBICIIETO
oOpa3zoBanus «Ceepo-KaBkaszckuii ¢enepaibHblii YHUBEPCUTET» B aKTyaJIbHOU PEIAKIIHH.

3. Kputepun BbICTaBJIeHUS OLIEHOK

OneHka «OTJIMYHOY BBICTABIISIETCS CTYIEHTY, €CJIU OH INIYOOKO U IIPOYHO YCBOMJI IIPOrPaMMHBIM
MaTepuai, UCYEPIBIBAIOIIE, I1OCIENOBATEIbHO, YETKO M JIOTMYECKH CTPOMHO €ro Hu3Jaraer,
YMEET TECHO YBS3bIBATh TEOPUIO C NMPAKTUKOM, CBOOOJHO CIIPaBIISIETCS C BOIPOCAMM U JPYTUMU
BUJAaMU IPUMEHEHUS 3HAHWUH, IPUYEM HE 3aTPYIJHSETCS C OTBETOM IIPU BHUIOM3MEHEHUU
3a/laHuii, MCIOJNb3yeT B OTBETE MaTepual MOHOrpapUuecKod JHUTeparypbl, [PaBUIBHO
00OCHOBBIBACT NPUHATOE PELICHHE, BIaJeeT Pa3HOCTOPOHHMMHU HAaBbIKAMU MU NpHEMaMHU IpU
OTBETE Ha IPAKTUKOOPHUEHTHUPOBAHHBIE BOIIPOCHI, IPUHUMACT IPABUIbHBIC PEIICHMS, BIIAJEET
HaBbIKAMU U IIPUEMAaMHU PEIICHUs NMPAKTUYECKUX 3ajad, BBIIOJIHAET TECTOBbIE 3anaHusd Ha 100
npoueHToB. Pe3ynbTarhl 00ydeHHs MO JUCUMILIMHE B paMKax OcBOoeHus komnereHuun YK-4
JOCTUTHYTBI Ha BBICOKOM YpPOBHE.

OLeHKa «XOpOUIO» BBICTABIISETCS CTYIEHTY, €CIM OH TBEPAO 3HAET MaTepHuas, rpaMOTHO U IO
CYILIECTBY H3JIaraeT €ro, He JAOIYyCKas CYIIECTBEHHbIX HETOYHOCTEH B OTBETE€ Ha BOIIPOC,
MPaBUJIBHO NPUMEHSET TEOPETUUYECKHE TMOJIOKEHUS IMPU PEHICHUH MPaKTUYECKUX BOIPOCOB,
BIIQZICET HEOOXOIUMBIMH HABBIKAMH M TPUEMaMH OTBETOB HA HHUX, MPAaBUJIBHO MPUMEHSET
TEOPETUYECKHE TIOJOKEHHUSI TMPU PEIICHWH TMPAKTUYECKUX 3a7ad, BIaAeeT HEOOXOIUMBIMU
HaBBIKAMH M TIPUEMaMH WX BBITIOJHEHHUS, BBIIOJHIET TECTOBbIE 3amaHus Ha 70 MPOIICHTOB.
Pe3ynbrarel 00yueHus 1Mo AUCHUILIMHE B paMKax OCBOeHUS KoMmeTeHInH Y K-4 1oCTUTHYTHI Ha
XOpOILIEM YPOBHE.

OneHka «yAOBIETBOPUTENIBHO» BBICTABISIETCA CTYJEHTY, €CIM OH HMMEET 3HAaHUS TOJIbKO
OCHOBHOT'O MaTepuaia, HO HE YCBOWJI €ro JeTajel, JONYCKAaeT HETOYHOCTH, HEAOCTAaTOYHO
npaBUbHbIE (DOPMYIUPOBKH, HAPYUIEHUS JIOTHYECKOM IOCIEI0BATEILHOCTH B W3JI0OKEHUHU
IIPOIrPaMMHOI0 MaTepuaja, HUCHBITBIBACT 3aTPYAHEHHS IIPU OTBETE HA BONPOCHI M IpHU
BBITIOJTHCHHU IPAKTHYCCKUX Sa)IaHI/Iﬁ " pCUHICHUHN KCfIC-B&JI&‘—I, BBIIIOJIHACT TECTOBBIC 3a/JaHUA Ha
50 mporeHToB. Pe3ynbTaThl 00y4eHHs MO TUCHMIUIMHE B paMKax OCBOEHHs KommereHnu YK-4
JIOCTUTHYTHI Ha 6a30BOM ypOBHE.

Onenka «HEyIOBIETBOPUTEIBHO» BBICTABIACTCA CTYACHTY, €CIIH OH HE 3HAET 3HAYUTEIBHOU
YacTH MPOrPaMMHOI0 Marepuaia, JJONYCKAaeT CYIIEeCTBEHHbIE OIIMOKH, HEYBEpEHHO, C
OOJBIIMMU 3aTPYJHEHUSIMU OTBEYAET HAa BOIPOCHI, JOMYCKAET CYIIECTBEHHbIE OLIMOKH MpHU
pEIIECHNN 33JaHUH TIPAKTUYECKOTO YPOBHS, BBIIIOJIHAET TECTOBBIE 3a1aHUA HA 49 MPOLIEHTOB U
Huke. PesynbTarel oOydeHus MO AWCHUIUIMHE B paMKax ocBoeHUs komnereHunun YK-4 He
JOCTUTHYTBI.
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