OOH/J ONEHOYHbBIX MATEPHUAJIOB 110 JTUCHUIIVIMHE
«HOCTpaHHBIH S3BIK» (AHTITHIACKHI )

3AYET 1 CEMECTP
KOHIPOJIHPYIOIHHEMATEPHAJIBIHPOME)KYIP‘EIOFIATIECTA[HJHHO
JAUCHUIIVIMHE <MHOCTPAHHBIUA A3bIK»

3AJJAHUE K 3AUETY Ne 1
(ITpoBepsiemasi komnereHuus YK-4)

1. BeinmoaHuTE NMUCHbMEHHBIM MEPEBOJ CIEIYIOUIUX MPEAIOKEHUN U3 chepsl
JICIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. MeHeTKMEHT OCHOBAaH Ha HAy4YHbIX TEOPUSAX M CErOoJHS 3TO
Pa3BUBAIOIIASACS HAYKA.

2. M-p brex - ynpaBisitonuii Ipon3BOACTBOM B HaIllel KOMIAHUH.

3. KpynHas opranuzanysi MOKE€T HaHUMAaTh MHOT'O MEHEKEPOB.

4. DTO KpYIHBII NPOMBIIIJICHHBIN LIEHTP B CEBEPHON YacTH AHIIMM.

5. Meb1 MmoxkeM 06cyuTh 3710 3aBTpa B 10.00.

2.0nupascb ~ Ha  3HAHHE  OCOOEHHOCTEW  MHUCHMEHHOW  JEJIOBOM
KOMMYHHKAIIIH, BEIOCpUTE HanOoJIee MOXoAsIIre o cMbicity ciioBa (YK-4.1):

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

3. Ucnonb3ys pecypcsl cetr IHTepHET, HallAUTe OmnpeneeHus CaeayOImX
JCKCUYECKUX eAMHHMII U3 cepsrl aemoBoit kommyHnukarmu (YK-4.3):

1. manufacture
2. to come out
3. to employ
4. to retire

5. profits

4. BbIMOTHUTE NHCHMEHHBIM TEPEeBOJ] CIEAYIONEro TeKCTa U3  CcQepbl
JICIOBOM KOMMYHHKAIIMU C aHTJIMHCKOTO s13bIKa Ha pycckuii (YK-4.2):



FROM THE HISTORY OF SWM

Nicolas Hayek is the founder and President of SMH. SMH is a Swiss watch
manufacturer with its head office in Zurich, Switzerland, and a large, modern
factory in Granges, France. It employs 14,000 people. There are twelve companies
in the group, including Tissot, Omega, and Swatch.

The company’s most famous product is the Swatch watch. The Swatch has a
quartz mechanism but only fifty one parts. A new collection comes out twice a
year with forty new designs. SMH sells ten million Swatch watches a year.

The factory in Granges is open twenty-four hours a day, with a daily
production of 35,000 watches. Created in 1983, the company makes large profits,
every year, but a Swatch watch still only costs £ 25, the same price as in 1983.

Nicolas Hayek is now sixty-five, but he has no plans to retire. One day he
hopes to produce the Swatch car, a revolutionary automobile for the century.

But it’s not ‘all work to play’ for Mr. Hayek. In his free time he plays a lot of

tennis, sometimes with his friend Jean-Paul Belmondo, the French, actor.

5. IlocTpoiiTe MUCEMEHHOE MOHOJOTMYECKOE BBbICKa3bIBaHUE, (POpMyIHpys

BaIllle OTHOIIEHHE K BOMPOCAaM JEI0BOM KOMMYHHKAIIMHM, PacCMaTPHUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IlocTtpoiiTe ycTHOE IMATOTHMYECKOE BBICKA3bIBAHUE HA OJHY U3

CJIEIyIOIMX TEM, UMEIOIINUX OTHOILIEHUE K cepe nenoBoil kommyHukanuu (YK-
4.1):

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

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

5. A good place for a business lunch

CocTaBui1 JOLIEHT SI3pikoBa U.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.



3AJIAHHUE K 3AYETY Ne 2
(ITpoBepsiemasi komnereHuus YK-4)

1. BeinmoaHUTE NUCHbMEHHBIA MEPEBOJI CIEAYIONIUX MPEMTIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bIka Ha aHrmickuil (YK-4.2):

1. ITo3BOHUTE MHE TTOCTIE IBYX YaCOB.

2. Mory s IOrOBOPUTH C YIPABISIOIUM AUPEKTOPOM?

3. 51 Ob1 XOTEN OCTaBUTH cooOIeHne MUCTEPY Jlmoiimy.

4. He moruii ObI BbI TOBTOPUTH CBOM HOMED TesnedoHa, moxanyicra?
5. MBI MOXkeM 00CYIUTh 3TO MO3KE, MOCIe JaHya.

2.0nupascb ~ Ha  3HAHHE  OCOOEHHOCTEW  MHUCHMEHHOW  JEJIOBOM
KOMMYHUKAIMH, BEIOEpUTE HanOoJIee MOIXOAsIIHe Mo cMbIcy cinoBa (YK-4.1):

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

After some time, the money from the cupboard won’t be able to do a lot of
things. However money will earn ... profit/ interest if you make a deposit. The
interest will help to... requlate/ compensate for the effect of inflation. But banks
are more than just safe places for your money.

3. HUcnionw3ys pecypebl cetu HTEpHET, HaIUTE OMPEACIICHUS CIICIYOIINX
JICKCUYECKUX eAWHHMII U3 cepsrl nemoBoit kommyHukaimu (YK-4.3):

1. commodities
2. to underline
3. durable

4. supersede

5. value

4. BbIMOTHUTE NHCHMEHHBIM TEPEBOJ] CIEAYIONEro TEeKCTa U3  CcQepbl
JICIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIka Ha pycckuit (YK-4.2):

GLIMPSES OF HISTORY OF MONEY



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

First they were superseded by silver and later by gold.

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

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

are made from cupronickel and are usually called silver.

5. TlocTpoiiTe MHMCEMEHHOE MOHOJIOTHUECKOE BBICKa3bIBaHUE, (HOpMYIUpPYs
Ballle OTHOIICHUE K BOMPOCaM JCJIOBOH KOMMYHHUKAIIMH, PacCMaTPUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOE IMATOTUYECKOE BBICKA3bIBAHWE HA OJIHY U3

CJIEIYIONIUX TEM, UMEIOIIUX OTHOIIeHUuE K cepe nemoBoit kommyHukamuu (YK-
4.1):

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

CocTaBli1 JOLIEHT S3pikoBa 1U.H.



3aBenyromuii kadenpoit [TaBnoB A.1O.

3AJIAHUME K 3AUETY Ne 3
(ITpoBepsiemast komnerenmus YK-4)

1. BeinmoaHUTE NMUCHbMEHHBIA MEPEBOJI CIEAYIOUIUX MPEATIOKEHUN U3 chepsl
JICJIIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHruiickui (YK-4.2):

1. Pa3pemmTe npeacTaBUTHCS.

2. M-p JI>KOHCOH — IIpe3uICHT OOJIBIITON TOProBOi KOMITAHUH.

3. HazoBute mue Bamry damunuro.

4. CKOJIbKO TpoiIuTcst Kode-Opeitk?

5. DTOT pecTopaH OJHO M3 JY4YIIUX MECT, IJI€ MOXHO MPOBECTU JEIOBYIO
BCTpEYy.

2.0nupascb  Ha  3HAHHE  OCOOEHHOCTEW  MHUCHMEHHOW  JEJIOBOM
KOMMYHHUKAIMH, BEIOEpUTE HanOoJIee OIX0AsIIHe Mo cMbicy ciioBa (YK-4.1):

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

3. HUcnonw3ys pecypebl cetn HTEpHET, HaliuTe ONpeaeaeHus CISTYIONTUX
JICKCUYECKUX €AMHHMII U3 ceprl aenoBoit kommynukaiuu (YK-4.3):

1. audience

2. to present

3. to adjust

4. introduction

5. summary

4. BbIMOTHUTE NHCHMEHHBIM TEPEeBOJ CIEAYIONEro TEeKCTa U3  Cchepbl
JICIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIka Ha pycckuit (YK-4.2):

PRESENTATION



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

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

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

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKa3bIBaHUE, (POpMyIHpys

Balllc OTHOIIIGHWE K BOIPOCAM JICJIOBOH KOMMYHHKAIIMH, pacCMaTpHBacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOE IMAJOTUYECKOE BBICKA3bIBAHWE HA OJIHY U3

CJIEIYIONIUX TEM, UMEIOIUX OTHOIIeHHuEe K cepe nemoBoit kommyHukanuu (YK-
4.1):

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

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

5. A good place for a business lunch

CocTaBli1 JOLIEHT S3pikoBa 1U.H.



3aBenyromuii kadenpoit [TanoB A.1O.

3AJIAHUME K 3AUETY Ne 4
(ITpoBepsiemast komnerenmus YK-4)

1. BeImoiHUTE MUCHMEHHBIA MEPEBO/JI CICAYIOMMNX MPEII0KEHUN U3 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHruiickui (YK-4.2):

1. ITo3BOJIBTE MHE IIPENCTABUTHCS.

2. Kak npoina noe3aka?

3. Mbl coOupaemcs paclIMpUTh Halle MPEANPUATHE M HIIEM HOBBIX
IIAPTHEPOB.

4. [laBaiiTe 00CYUM YCJIOBHSI KOHTPAKTA.

5. MsI Betpeuaemcs ¢ muctepoM Tumotu 3aBtpa B 10.00.

2. Omwmpasice Ha 3HaHME€ OCOOEGHHOCTEH MHCHMEHHOW  JIEOBOMU
KOMMYHHKAIIIH, BEIOCpUTE HanOoJIee MOIXoAsIIne 1o cMbicy cioBa (YK-4.1):

The other main ... service/ offer of banks is lending money. Individuals and
.. Industries/ businesses often need to borrow money, and they need a ...
borrower/ lender that they can trust. This is exactly what banks are — reliable
lenders. In fact, most of the money that people deposit in their bank ... records/
accounts is immediately lent out to someone else.

Apart from storing and lending money, banks offer other financial services.
Most of these are ways of making money more ... accessible/ reasonable to
customers. For example, banks help people transfer money securely. They give
customers cheque books and credit cards to use instead of cash. They provide
ATM machines (automated teller machine) so that people can withdraw ... coins/
cash any time of the day or night.

3. Ucnonbe3ys pecypcsl cetn HTEpHET, HAAWTE OMPEICICHHS CIISTYIOIMNUX
JIEKCHYECKUX eAMHUIL 3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. entrepreneur
2. to arrange

3. security

4. loan

5. forcast



4. BbpINOIHUTE NHCHMEHHBIM TMEpPEeBOJ] CIEAYIOUIEro TEKCTa U3  cdepbl
JICJIOBOM KOMMYHUKAITUHU C aHTJIMACKOTO s13bIKa Ha pycckuid (YK-4.2):

DO YOU WANT TO BE AN ENTERPRENER?

Have you ever considered starting your own business? Can you imagine
making a lot of money or being an entrepreneur? Or maybe it is not worth taking
the risk?

If you start your own business, you will maybe borrow money from friends or
family, or even from a bank. If you choose to borrow from a bank, you should
arrange to see a bank manager to discuss the terms of a loan. But, you can expect
to have a lot of work. If you arrange a meeting with the bank, you will have to
think over your idea and prepare all your figures.

The bank will certainly want to see a business plan. You will have to prepare
a lot of information. You will have to prepare a cash flow forecast which shows
how much money you expect to make in the first three years, plus how many
customers you hope to win. You will also have to decide what kind of security you
want to offer the bank.

If the bank agrees to give you a loan, your problems don't stop there because
the bank will often require you to update them on your progress. The business plan
allows them to see if you are meeting your forecasts and, if you fail, they may want
to have the money back. Of course, if you agree to borrow the money, you will
have to repay the loan plus interest. That can be the hardest part...

5. TlocTpoiiTe MMCEMEHHOE MOHOJIOTHUECKOE BhICKa3bIBaHUE, (HOpMYIUpPYs
Ballle OTHOIICHUE K BOMPOCaM JCIOBOH KOMMYHHUKAIIMH, PacCMaTpUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOEe HOMATOTUYECKOE BBICKA3bIBAHME Ha OJHY W3

CJIEYIONTUX TEM, UMEIOIUX OTHOIIEeHUE K cepe nemoBoit kommyHukamuu (YK-
4.1):

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



CocTaBui IOLEHT SI3pikoBa U.H.

3aBenyrommii kadeapon [TaBnos A.1O.
3AJIAHHUE K 3AYETY Ne 5§
(IIpoBepsiemas komneTenuus YK-4)

1. BeinmoaHUTE NUCHbMEHHBIM MEPEBOJ CIEIYIOUUX MPEAIOKEHUN 13 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bIka Ha aHrmickuil (YK-4.2):

1. Hama xommnanus aenaet 0oJblive NHBECTUIIMH B IIPOU3BOICTBO.
2. Mb1 00Cy>X/1alii 3Ty TEMY MHOTO pas3.

3. Bol 0btn B HOBOCHOMpCKE paHee Wik 3TO Ball EPBBIA BU3UT?
4. TloueMy BBl 3aMHTEPECOBAIMCH HALTUM 000pyOBaHUEM ?

5. laBaiite 00cyiMM 3TO 3aBTpa MOCe COOpaHusl aKLIMOHEPOB.

2. Onumpasice Ha 3HaHME OCOOEHHOCTEH  MHUCHMEHHOW  JEJIOBOM
KOMMYHHKAIMH, BEIOEpUTE HanboJIee MOIX0AsIIHe Mo cMbicay ciioBa (YK-4.1):

The English commercial banks have ... branches/ structures in all the major
towns and a similar structure and mode of working is common to them all. The ...
customers/ owners are the shareholders. At the outset they ...provide/suggest the
necessary capital. They are all organized on the joint stock principle and are
registered public companies.

The Chairman and Board of Directors are chosen by the ordinary ...
members/ shareholders at the Annual General Meeting and are responsible for the
efficient ... control/ management of the bank. The board is ... concerned/
connected with the overall policy of the bank and the major decisions which put
that policy into effect.

The Board will appoint a Managing Director who is directly responsible to
them and a member of the Board and the most senior ... workers/ executives who
in turn appoint clerical staff responsible for the day to day running of the bank.

3. Ucnonw3ys pecypcebl cetu HTEpHET, HAWIUTE OMPEACIICHUS CIIETYIOIMNUX
JICKCHUYECKUX SAMHUIL 13 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. to overcome
2. samples

3. observations
4. remote control
5. to transmit



4. BpIMOMHUTE MNHUCHMEHHBIM MEPEeBOJ CIEAYIOIIErOo TeKCTa U3 chepsl
JICJIOBOM KOMMYHUKAITUHU C aHTJIMACKOTO s3bIKa Ha pycckuid (YK-4.2):

EXPLORATION OF THE OCEAN

Recent technological advances in manned and unmanned undersea vehicles
have overcome some of the limitations of divers and diving equipment. Without a
vehicle, divers often became sluggish and their mental concentration became
limited. Because of undersea pressure which affected their speech organs,
communication among divers was difficult or impossible. But today, most
oceanographers make observations by means of instruments which are lowered
into the ocean or from samples taken from the water. Direct observations of the
ocean floor are made not only by divers but also by deep-diving submarines. Some
of these submarines can dive to depth of more than seven miles and cruise at depth
of fifteen thousand feet. Radio-equipment buoys can be operated by remote control
in order to transmit information back to land-based laboratories, including data

about water temperature, currents and weather.

5. TlocTpoiiTe MUCEMEHHOE MOHOJOTHYECKOE BBICKa3bIBaHUE, (POpMYyIHpYs

Ballle OTHOIICHHE K BOMPOCaM JCJIOBOM KOMMYHHUKAIIMHM, PacCMaTpHUBAacMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IlocTtpoiiTe ycTHOE [MATOTHUYECKOE BBICKA3BIBAHUE HA OJHY U3

CJIEIYIONIUX TEM, UMEIOIUX OTHOIIeHUEe K cepe nemoBoit kommyHukamuu (YK-
4.1):

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



CocTaBui IOLEHT SI3pikoBa U.H.

3aBenyromuii kadenpoit [TaBnos A.1O.

3AJJAHUE K 3AUETY Ne 6
(ITpoBepsiemast komnerenmus YK-4)

1. BeimoaHUTE NMUCHMEHHBIA MEPEBOJI CICAYIONTUX MPEMTIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

. MeHemKMEHT OCHOBAaH HAa HAy4YHbIX TEOPUAX M CETrOOHA ITO
Pa3BUBAIOIIASACS HAYKA.

2. M-p briek - ynpaBisiioiuii Ipou3BOJACTBOM B Halllel KOMITAHHH.

3. Kpynnast opranusanysi MOK€T HAHUMAaTh MHOTO MEHEIKEPOB.

4. D10 KpyIHBII IPOMBIILJICHHBIN IEHTP B CEBEPHOUN YacTH AHTIINH.

5. Meb1 MmoxkeM 06cyuTh 3710 3aBTpa B 10.00.

2.0nupasicb ~ Ha ~ 3HaHWE  OCOOEHHOCTEH  MHUCBMEHHOW  JENOBOMU
KOMMYHHKAIIMH, BRIOEpUTE HanOoJIee MoaXxoAsIue mo cMeicy ciioBa (YK-4.1):

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

3. Ucnone3ys pecypcsl cetr IHTEepHET, HAAUTE OMpeaeaeHUs CIASAYIOIINX
JICKCUYECKUX AMHHMII U3 cepsrl aemoBoit kommyHukaimu (YK-4.3):

1. manufacture
2. to come out
3. to employ
4. to retire

5. profits

4. BbpINOIHUTE NHCHMEHHBIM TMEpPEeBOJ] CIEAYIOUIEro TEKCTa U3  c@epbl
JICIOBOM KOMMYHHKAIIMU C aHTJIMHACKOTO si3bIka Ha pycckuit (YK-4.2):



FROM THE HISTORY OF SWM

Nicolas Hayek is the founder and President of SMH. SMH is a Swiss watch
manufacturer with its head office in Zurich, Switzerland, and a large, modern
factory in Granges, France. It employs 14,000 people. There are twelve companies
in the group, including Tissot, Omega, and Swatch.

The company’s most famous product is the Swatch watch. The Swatch has a
quartz mechanism but only fifty one parts. A new collection comes out twice a
year with forty new designs. SMH sells ten million Swatch watches a year.

The factory in Granges is open twenty-four hours a day, with a daily
production of 35,000 watches. Created in 1983, the company makes large profits,
every year, but a Swatch watch still only costs £ 25, the same price as in 1983.

Nicolas Hayek is now sixty-five, but he has no plans to retire. One day he
hopes to produce the Swatch car, a revolutionary automobile for the century.

But it’s not ‘all work to play’ for Mr. Hayek. In his free time he plays a lot of

tennis, sometimes with his friend Jean-Paul Belmondo, the French, actor.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BbICKa3bIBaHUE, (POpMYyIHpys

BaIllle OTHOIICHHUE K BOMPOCaM JCJIOBOH KOMMYHHUKAIIMHM, PacCMaTpHUBAacMbIM B
tekcte (u3 1.4) (YK-4.1).

6. IlocTtpoiiTe ycTHOEe [MaIOTMYECKOE BBICKAa3bIBAaHME HA OJHY U3

CIEIyIOIMX TEM, UMEIOIINUX OTHOILIEHUE K cepe nenoBoil kommyHukauuu (YK-
4.1):

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

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

5. A good place for a business lunch

CocTaBui1 JOIIEHT SI3pikoBa U.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.



3AJJAHUE K 3AUETY Ne 7
(Iposepsiemas komnerennus YK-4)

1. BeImosHUTE MUCHMEHHBIA MEPEBOJ] CICIYIOMMX MPEAIOKEHUN U3 cepbl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHrauiickuii (YK-4.2):

1. ITo3BOHUTE MHE TTOCTIE IBYX YaCOB.

2. Mory st HOTOBOPUTH C YIIPABJISIOMIUM JTUPEKTOPOM?

3. 41 OBI X0TeN OCTaBUThH COOOIIEHHE MUCTEPY JImoiy.

4. He morii ObI BBl IOBTOPHUTHL CBOM HOMEp TenedoHa, moxkanyicra?
5. MBI MOXeM 00CYIUTh 3TO TO3Ke, IMOCTIe JaHyYa.

2.0mmpasch Ha  3HAHHE  OCOOEHHOCTEW  MHUCHMEHHOW  JEJIOBOM
KOMMYHHKAIIMH, BEIOEpUTE HanboJIee MoaxoAsIue mo cMeiciy cioba (YK-4.1):

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

After some time, the money from the cupboard won’t be able to do a lot of
things. However money will earn ... profit/ interest if you make a deposit. The
interest will help to... regulate/ compensate for the effect of inflation. But banks
are more than just safe places for your money.

3. Ucnonw3ys pecypebl cetu MHTEpHET, HalliUuTe OMPEACIICHUS CIIECIYOIINX
JICKCHUYECKUX eAMHUIL 13 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. commodities
2. to underline



3. durable
4. supersede
5. value

4. BpIMOTHUTE THUCHMEHHBIM TEPEeBOJ CIEAYIOIIET0 TEKCTa M3 CQepbl
JICJIOBOM KOMMYHUKAITUHU C aHTJIMACKOTO s13bIka Ha pycckuii (YK-4.2):

GLIMPSES OF HISTORY OF MONEY

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

First they were superseded by silver and later by gold.

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

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

are made from cupronickel and are usually called silver.

5. TlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBhICKa3bIBaHUE, (HOPMYIHPYS

Ballle OTHOIIIEHHWE K BOMPOCaM JEJOBOH KOMMYHHKAI[MHM, PacCMaTpHUBAacMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOE JMAJOTMYECKOE BbICKA3bIBAHWE HA OJIHY U3

CIEIYIOLUX TEM, UMEIOIIUX OTHOIIEeHUE K cepe nenoBoil kommyHukanuu (YK-
4.1):



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

CocTaBWI JOIIEHT SA3eixkoBa 1. H.

3aBeayrommii kadeapon [TaBnos A.1O.

3AJIAHUE K 3AYETY Ne 8
(ITpoBepsiemasi komnerenmus YK-4)

1. BeimoaHUTE NMUCHbMEHHBIA TEPEBOJI CIEAYIONTUX MPEMTIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickui (YK-4.2):

1. Pa3zpemmTe npeacTaBUTHCS.

2. M-p JI>KOHCOH — IIPE3UACHT OOJIBIION TOPrOBOM KOMIIAHUH.

3. HazoBute mue Bamry damunuro.

4. CKOJIbKO MpOoIUTCst Koe-Opeik?

5. DTOT pecTropaH OJHO M3 JYyYIIUX MECT, IIE MOXHO IMPOBECTU JEIOBYIO
BCTpEYy.

2.0mupasicb ~ Ha  3HaHWE  OCOOEHHOCTEH  TMHCHMEHHOW  JENOBOMU
KOMMYHHKAIMH, BEIOEpUTE HanboJIee MoIXoasmue mo cMbicay ciioBa (YK-4.1):

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

3. Ucnonb3ys pecypcsl cetn MHTEepHET, HAliANTE OMPEEICHHs CISAYIOIMNUX
JIEKCHYECKUX eAMHUIL U3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. audience

2. to present
3. to adjust

4. introduction



5. summary

4. BpIMOMHUTE MNHUCHMEHHBIM MEPEeBOJ CIEAYIOIIEr0 TeKCTa U3 chepsl
JICJIOBOM KOMMYHUKAITUHU C aHTJIMHCKOTO s13bIka Ha pycckuii (YK-4.2):

PRESENTATION

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

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

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

5. IlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBICKa3bIBaHHUE, (PopMyupys

Ballle OTHOIICHUE K BOMPOCAM JCJIIOBOM KOMMYHUKAIMH, PAacCMaTpPUBAaeMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOE IMATOTUYECKOE BBICKA3bIBAHWE HA OJIHY U3

CJIEIYIONIUX TEM, UMEIOIUX OTHOIIeHHuEe K cepe nemoBoit kommyHukanuu (YK-
4.1):

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

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

5. A good place for a business lunch



CocTaBui IOLEHT SI3pikoBa U.H.

3aBenyrommii kadeapou [TaBnos A.1O.

3AJJAHUE K 3AUETY Ne 9
(Iposepsiemas komnerennus YK-4)

1. BeinmogHUTE MUCHMEHHBIA MEPEBOJI CICAYIONINX MPEITIOKEHUN U3 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKka Ha aHrauiickuii (YK-4.2):

1. [To3BONBTE MHE MPEACTABUTHCH.

2. Kak npoina noe3aka?

3. MBI coOupaemcsi pacHIMpUTh Halle MPEANPUSATHE U UIIEM HOBBIX
NIAPTHEPOB.

4. JlaBaiiTe 00CyIMM yCJIOBUSI KOHTPAKTAa.

5. MsI BcTpeuaemcs ¢ muctepoM Tumotu 3aBtpa B 10.00.

2. Omwmpasice Ha 3HaHME OCOOEGHHOCTEH  MHCHMEHHOW  JIEOBOMU
KOMMYHHKAIIMH, BEIOCpUTE HanOoJIee MoaXoAsIIre Mo cMeicy ciioBa (YK-4.1):

The other main ... service/ offer of banks is lending money. Individuals and
.. Industries/ businesses often need to borrow money, and they need a ...
borrower/ lender that they can trust. This is exactly what banks are — reliable
lenders. In fact, most of the money that people deposit in their bank ... records/
accounts is immediately lent out to someone else.

Apart from storing and lending money, banks offer other financial services.
Most of these are ways of making money more ... accessible/ reasonable to
customers. For example, banks help people transfer money securely. They give
customers cheque books and credit cards to use instead of cash. They provide
ATM machines (automated teller machine) so that people can withdraw ... coins/
cash any time of the day or night.




3. Ucnonb3ys pecypchl cetn MIHTEpHET, HAMIUTE OMpeeNIeHUsT CIeAyONIX
JICKCUIECKUX SAWHHMII U3 cepsnl nemoBoit kommyHukaruu (YK-4.3):

1. entrepreneur
2. to arrange

3. security

4. loan

5. forcast

4. BbINOIHUTE NHUCHMEHHBIM MEPEeBOJ| CIEIYIOEr0o TeKcTa U3 cdepbl
JICJIOBOM KOMMYHUKAITUHU C aHTJIMACKOTO s13bIka Ha pycckuii (YK-4.2):

DO YOU WANT TO BE AN ENTERPRENER?

Have you ever considered starting your own business? Can you imagine
making a lot of money or being an entrepreneur? Or maybe it is not worth taking
the risk?

If you start your own business, you will maybe borrow money from friends or
family, or even from a bank. If you choose to borrow from a bank, you should
arrange to see a bank manager to discuss the terms of a loan. But, you can expect
to have a lot of work. If you arrange a meeting with the bank, you will have to
think over your idea and prepare all your figures.

The bank will certainly want to see a business plan. You will have to prepare
a lot of information. You will have to prepare a cash flow forecast which shows
how much money you expect to make in the first three years, plus how many
customers you hope to win. You will also have to decide what kind of security you
want to offer the bank.

If the bank agrees to give you a loan, your problems don't stop there because
the bank will often require you to update them on your progress. The business plan
allows them to see if you are meeting your forecasts and, if you fail, they may want
to have the money back. Of course, if you agree to borrow the money, you will
have to repay the loan plus interest. That can be the hardest part...

5. TlocTpoiiTe MMCBMEHHOE MOHOJIOTHUECKOE BbICKa3bIBaHUE, (HOPMYIUpPYs
Ballle OTHOIIECHUE K BOMPOCaM JCJIOBOH KOMMYHHUKAIIMH, PacCMaTpUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).



6. HOCTpOﬁTC YCTHOC JUAJIOIMYCCKOC BLICKA3bIBAHHME Ha OAHY M3

CIIEIyIOIMX TEM, UMEIOIINUX OTHOILIEHHE K cepe nenoBoil kommyHukauuu (YK-
4.1):

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

CocTaBli1 JOLIEHT S3pikoBa U.H.

3aBeayrommii kadeapon [TaBnos A.1O.
3AJIAHUE K 3AYETY Ne 10
(ITpoBepsiemas komneTenuus Y K-4)

1. BeimoaHUTE NMUCHMEHHBIA MEPEBOJI CIEAYIONIUX MPEMTIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. Hama xommnanus aenaet 0oJblive NHBECTUIIMM B IIPOU3BOICTBO.
2. MBI 00Cy>X1aJId 3Ty TEMY MHOTO Pas3.

3. Bl 6p1tn B HOBOCHOMpCKE paHee Wil 3TO Balll IEPBBIA BU3UT?
4. TToueMy BBl 3aMHTEPECOBAIMCH HATUM 000pyJ0BaHUEM ?

5. MaBaiiTe 00CyauM 3TO 3aBTpa MOCJE COOpaHUs AKIUOHEPOB.

2. Onwmpasice Ha 3HaHHE OCOOEHHOCTEH  MHUCHMEHHOW  JEJIOBOM
KOMMYHHKAIMH, BEIOEpUTE HanboJIee MoaXosiue mo cMbiciy ciosa (YK-4.1):

The English commercial banks have ... branches/ structures in all the major
towns and a similar structure and mode of working is common to them all. The ...
customers/ owners are the shareholders. At the outset they ...provide/suggest the
necessary capital. They are all organized on the joint stock principle and are
registered public companies.

The Chairman and Board of Directors are chosen by the ordinary ...
members/ shareholders at the Annual General Meeting and are responsible for the
efficient ... control/ management of the bank. The board is ... concerned/
connected with the overall policy of the bank and the major decisions which put
that policy into effect.

The Board will appoint a Managing Director who is directly responsible to
them and a member of the Board and the most senior ... workers/ executives who
in turn appoint clerical staff responsible for the day to day running of the bank.




3. Ucnonbe3ys pecypcsl cetn MIHTEpHET, HAAWTE OMpENeTCHUS CISTYIOIIIX
JICKCUIECKUX SAMHHMII U3 ceprl nemoBoit kommyHnukaruu (YK-4.3):

1. to overcome
2. samples

3. observations
4. remote control
5. to transmit

4. BpIMOMHUTE MNHUCHMEHHBIM MEPEeBOJ CIEAYIOIIErOo TeKCTa U3 chepsl
JICJIOBOM KOMMYHUKAITUHU C aHTJIMACKOTO s3bIKa Ha pycckuid (YK-4.2):

EXPLORATION OF THE OCEAN

Recent technological advances in manned and unmanned undersea vehicles
have overcome some of the limitations of divers and diving equipment. Without a
vehicle, divers often became sluggish and their mental concentration became
limited. Because of undersea pressure which affected their speech organs,
communication among divers was difficult or impossible. But today, most
oceanographers make observations by means of instruments which are lowered
into the ocean or from samples taken from the water. Direct observations of the
ocean floor are made not only by divers but also by deep-diving submarines. Some
of these submarines can dive to depth of more than seven miles and cruise at depth
of fifteen thousand feet. Radio-equipment buoys can be operated by remote control
in order to transmit information back to land-based laboratories, including data

about water temperature, currents and weather.

5. TlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBICKa3bIBaHHUE, (HOPMYIHPYS

Ballle OTHOIIIEHHWE K BOMPOCaM JEIOBOH KOMMYHHUKAI[MHM, PacCMaTpHUBAacMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOE JMAJOTMYECKOE BbICKA3bIBAHWE HA OJIHY U3
CJIEIyIOLIMX TEM, UMEIOIIUX OTHOIIEeHUE K cepe nenoBoil kommyHukanuu (YK-
4.1):

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



3. Discussing problems in the company
4. Discussing travelling on business
5. A good place for a business lunch

CocTaBWI JOIIEHT SA3eixkoBa 1. H.

3aBeayrommii kadeapon [TaBnos A.1O.

3AYET 2 CEMECTP
KOHIPO.JII/]PWOII[I/IEMATEPI/IAJIBIIIPOI\dE)KYTpLH{OﬁAI TECTALIMUIIO
JAANCIHHUIIVIMHE «<MHOCTPAHHDBIUA A3bIK»

3AJIAHUE K 3AYETY Ne 1
(IIposepsiemas komnerennus YK-4)

1. BpinmoaHUTE NUCHbMEHHBIM NEPEBOJ CIEIYIOIUX MPEAIOKEHUN U3 chepsl

JICJIOBOM KOMMYHHKAITUHU C PYyCCKOTO s13bIKka Ha aHrauiickuii (YK-4.2):

1. ITo3BoNBTE MHE paccka3ath O Hallen pupme.

2. Hama ¢upma coCTOUT U3 1IECTH OTIEIIOB.

3. KTo Bamm 0OCHOBHBIE TAPTHEPHI?

4. O60poT Hamiero npeanpusaTus coctapisier 6osee 300 MitH. PyHTOB.
5. MsI akcniopTupyem 000pyI0BaHUE B MSITh CTPAH MHUPA.

2. Onwmpasice Ha 3HaHHE OCOOEHHOCTEH  MHUCHMEHHOW  JEJIOBOM

KOMMYHUKAIIMM, BbIOEpUTE HauWOoOJee TMOIXOMAIIME IO CMBICIYy CJIOBa B
npaBuWIbHOW TrpammaTudeckoil ¢opme. Ecim HeoO6Xoaumo, BOCHOIB3YHTECH
cioBapém (YK-4.1).

impress vary qualify occupy achieve succeed
educate effect beable be possible be accurate

3)

It is important to make a good 1) when going for a job interview.
Interviewers usually ask a 2) of questions, many of which concern
. However, they also usually like to ask questions about previous 4)
as well as 5) not connected to the work place. Often, the 6)
candidate is not the one with the most impressive 7) but




the one who shows that he or she has made the most 8) use of their time.
Few employers want employees who are 9) to think about themselves.
The 10) of advancement in any job very rarely on the 11)

of work but more on the enthusiasm and dedication of the employee.

3. Ucnone3ys pecypcsl cetrn MHTEpHET, HAAUTE ONPEACICHHsI CIIeIYIOMNX
JICKCUIECKUX SAMHHMII U3 cepsrl nemoBoit kommyHukaruu (YK-4.3):

1. self-reliant

2. chief executive
3. to adhere

4. to value

5. completion

4. BpINOIHUTE NHUCHBMEHHBIN MEPEBOJ CIEAYIOWEro TEKCTa U3  cdepbl
JICJIOBOM KOMMYHUKAITUU C aHTJIMHCKOTO sA3bIka Ha pycckuii (YK-4.2):

CLASSIFICATION OF ORGANIZATION CULTURES

Power Cultures. In these cultures self-reliant and highly competitive self-
development provides the basis of relations. A manager’s success is related to their
charisma and influence, rather than to their knowledge and experience. The style of
the chief executive is the model for other managers. In organizations of this type
managers need to be tough-minded and aggressive.

Role Cultures. In these cultures a manager’s role i1s completely related to their
place within a centralized system. Their success depends on how well they adhere
to rules, procedures, and precedents. Individualism and aggression are not valued
here. Employees in these organizations should not exceed the limits of their roles.

Task Cultures. In organizations of this type they value everything that makes
it possible to get the work done. The main concern in the organizations is with
successful completion of their projects. A manager’s success is related to their
knowledge and experience required to achieve tasks, rather than to meet the
requirements of their role.

Individual Cultures. In organizations of this type freedom of expression is
valued the most. Effectiveness of any activity in these organizations is related by

how much the activity satisfies the staff, rather than by how well it conforms to



business plans. Independence, creativity, and experiment are also valued in these
organizations.

5. IlocTpoliTe MUCHMEHHOE MOHOJIOTHYECKOE BBICKAa3bIBaHUE, (POPMYIUPYS
Balllc OTHOIIIGHHWE K BOIPOCAM JICJIOBOH KOMMYHHKAIIMH, pacCMaTpUBacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE [MAlIOrMYECKOe BBICKA3bIBAHME HA OJHY U3
CIEIyIOIUX TEM, UMEIOIINUX OTHOILIEHHE K cepe nenoBoil kommyHukaunu (YK-

4.1):

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

CocTtaBui1 IOIIEHT S3p1koBa M.H.
3aBeayrommii kadeapon [TaBnos A.1O.
3AJJAHUE K 3AYETY Ne 2
(ITpoBepsiemas komneTenmus Y K-4)

1. BeInmosiHUTE MUCHMEHHBIA TEPEBO/] CICIYIOMMNX MPEAJIOKEHUN U3 chepbl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO si3bIka Ha aHrauiickuii (YK-4.2):

1. ITo3BosIbTE BaM MPEACTABUTH PYKOBOJAUTENS OTIENA POAAK.
2. MBI 3KCIIOPTUPYEM TEXHOJIOTUYECKOE 000PYJOBaHHUE.

3. KakoBa 1ien1p Baiiero BU3nuTa B Hally KOMIaHHUIO?

4. He xoTuTe JIN1 BBI ITIOCETUTH HAIILY BBICTABKY ?

5. MaBaiiTe 00CyauM yCIOBHUS TOCTAaBKH 00OPYIOBAHMUS.

2. Omwmpasice Ha 3HaHME€ OCOOEGHHOCTEH MHCHMEHHOW  JIETOBOMU
KOMMYHHKAIIMH, BBIOEpUTE HanboJiee moaxoAsiue mo cMeiciy cioba (YK-4.1):

Chocolate is a food that is made from cocoa beans. The cocoa plant was first
... grown/ run by the Mayas, Toltec’s and Aztecs more than 3,000 years ago. They
prepared a drink from the beans and often used the beans as ... currency/ cash
instead of money. Columbus first took the beans to Spain in 1502 and Hernan
Cortes later ... produced/ introduced the bitter cocoa-bean drink there, too. There,
it was sweetened and flavoured with cinnamon and vanilla and a Spanish secret
had remained for almost a hundred years before it was ... produced/ introduced to
France. In 1657, a Frenchman opened a ... company/ shop in London selling solid
chocolate. Soon, more shops were opened in other European capitals. During the




1700s, the English ... corrected/ improved chocolate by adding milk. Sweet eating
chocolate was produced for the first time in 1847 by the English firm Fry and
Sons.

3. Ucnone3ys pecypcsl cetn MHTEpHET, HAAUTE ONMPEACICHHsI CIIeIYIOMNX
JICKCUIECKUX SAWHHMII U3 cepsrl nermoBoit kommyHnukaruu (YK-4.3):

1. convenient
2. to gain

3. accessible
4. concept

5. customer

4. BpINOTHUTE NHUCHBMEHHBI MEPEBOJ CIEAYIOIEro TeKcTa M3 cepsl
JICJIOBOM KOMMYHUKAITUHU C aHTJIMHCKOTO sA3bIka Ha pycckuil (YK-4.2):

ONLINE SHOPPING

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

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

5. TlocTpoiiTe MHCEMEHHOE MOHOJIOTHUYECKOE BBbICKa3bIBaHUE, (HOPMYIUpPYS
Ballle OTHOIIECHUE K BOMPOCaM JCJIOBOH KOMMYHHUKAIMH, PacCMaTPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOEe IMATOTUYECKOE BBICKA3bIBAHWE HA OJIHY U3
CJIEIYIONTUX TEM, UMEIOINUX OTHOIIEeHHE K cepe nemoBoit kommyHukarmu (YK-
4.1):



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

CocTtaBui1 IOIIEHT S3pikoBa M.H.

3aBeayrommii kadeapon [TaBnos A.1O.

3AJIAHUE K 3AUETY Ne3
(Iposepsiemas komnerennus YK-4)

1. BeimoaHUTE NMUCHMEHHBIA MEPEBOJT CICAYIONINX MPEMIOKEHUN 13 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIka Ha aHrauiickuii (YK-4.2):

1. 3opaBcTBylite. Yem Mory momMoun?

2. MHe HY>XHO OTKPBITb 0AHKOBCKHUH CYET.

3. KakoBa npolieHTHas CTaBKa Mo 3TOMY BKJIagy?
4. 51 6b1 XOTEN HAaUYaTh CBOM OM3HEC.

5. JlaBaiiTe 00CyUM YCIIOBUS KpEIUTA.

2. Onumpasice Ha 3HaHHE OCOOEHHOCTEH  MHUCHMEHHOW  JIEJIOBOM
KOMMYHUKAIIMH, BEIOEpUTE HaNOO0JIee OIXOAsIIHe Mo cMbicy ciioBa (YK-4.1):

Although the composition and role of the board of ... managers/ directors of
a company will vary from one organization to the next, a few generalizations may
be made. As regards the composition of the board, customarily some directors are
... well-known/ prominent men and women selected to give prestige to the group.
Others are usually chosen from ... newcomers/ retired executives of the
organization for their specialized knowledge of the company. It is generally true
that, as long as the ... top/ middle management maintains the confidence of the
board of directors, the directors will not actively intervene to ... dictate/ control




specific policies. This is the same administrative ... procedure/ affair usually
followed by the board of trustees of a college or university, and is similar many
respects to the parliamentary ... system/ form of ministerial ... ability/
responsibility practiced in Great Britain.

3. Ucnone3ys pecypcsl cetrn MHTEpHET, HAAUTE ONPEACICHHsI CIIeIYIOMNX
JICKCUIECKUX SAWHHMII U3 cepsrl nemoBoit kommyHukaruu (YK-4.3):

1. to purchase
2. to search for
3. variety

4. feature

5. to escape

4. BpINOTHUTE NHUCBMEHHBIM MEPEBOJ CIEAYIOWEro TEeKCTa U3  cdepbl
JICJIOBOM KOMMYHUKAITUU C aHTJIMHCKOTO sA3bIka Ha pycckuil (YK-4.2):

ADVANTAGES OF ONLINE SHOPPING

The best part of online shopping is that you can shop from home. There is no
need to go to the mall to purchase the item you need. You just need to order and it
will be available right at your doorstep. It is convenient and easy! You do not need
any degree to learn online shopping. All you have to do is visit the website, search
for your product and buy it. Your product is just a click away!

Shopping online gives you the privilege to shop whenever you want. The
stores are never closed and you can do your shopping 24x7. It provides variety to
the buyer. You don't need to jump from shop to shop to look for varieties of a
product available in the market. The options available online are many and this is
one of the best features of online shopping.

Shopping from malls and stores makes it difficult to compare between
features and prices of products. Shopping through websites provides simplified
comparison of products and helps in deciding which one should be purchased.
Many websites develop special discount schemes from time to time to attract
customers. You can always buy products under such schemes and save a lot of

money. It keeps annoying salesperson away. Aggressive salesmen often pressurize



you to buy their products. This harassment can be simply escaped by shopping

using the Internet.

5. TloctpoiiTe MUCHMEHHOE MOHOJIOTMYECKOE BBICKA3bIBAHUE, (POPMYIUPYS
Ballle OTHOILICHHWE K BOIIPOCaM JEJIOBOM KOMMYHHUKAIlM{, PacCMaTpPUBAaEMbIM B

tekcre (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOE IMAIOTUYECKOE BBICKA3bIBAHWE HA OJHY U3
CIIEYIOIIUX TEM, UMEIOIINX OTHOIIeHHE K chepe aenoBord kommyHukanuu (YK-

4.1):

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

CocTaBli1 JOLIEHT S3pikoBa U.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.
3AJIAHUE K 3AYETY Ne4
(ITpoBepsiemasi komnerenuus YK-4)

1. BeInmosiHUTE MUCHMEHHBIA TEPEBO/] CICIYIOMMX MPEAJIOKEHUN U3 chepbl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO si3bIka Ha aHrauiickuii (YK-4.2):

1. IIpocTute, yeM Bbl 3aHUMAETECH?

2. S paGotaio B 6anke Hpro-Mopxa.

3. 51 0O6bIuHO Ha paboTe 10 mecTu. A Thi?

4. KakoBbl TBOM JIOJDKHOCTHBIE 00SI3aHHOCTH ?

5. Nasaiite BcTpetumcs 3aBTpa B 10.00 u 06cy1um 3TOT BOIPOC MOIPOOHO.

2. Omnwupasce Ha 3HaHUME OCOOEHHOCTEM  MHUCHBMEHHOW  JECIOBOM
KOMMYHUKAIIMH, BEIOEpUTE HaNOO0JIee OIX0AsIIHe Mo cMbicy ciioBa (YK-4.1):

To find out what someone’s job is you say “What do you do?” Here, Kerstin
talks about her job: “I ... work at/ work for a large European car maker. |1 work on
car design. In fact, I ... control/ run the design department and | manage a team of
designers: 20 people work under me. It’s very interesting. One of my main ...
capabilities/ responsibilities is to make sure that new model designs are finished on




time. I’m also ... responsible/ in charge of design budgets. I ... cope/ deal with a
lot of different people in the company. I’'m responsible for the co-ordination
between design and ... development/ production: | work with managers at our
manufacturing plants.”

3. Ucnone3ys pecypcsl cetrn MHTEpHET, HAAUTE ONPEACICHHsI CIIeIYIOMNX
JICKCUIECKUX SAMHHMII U3 cepsrl nemoBoit kommyHukaruu (YK-4.3):

1. service

2. to involve
3. supervisors
4. utilization
5. accounting

4. BpINOTHUTE NHUCBMEHHBIM MEPEBOJ CIEAYIOWEro TEeKCTa U3  cdepbl
JICJIOBOM KOMMYHUKAITUU C aHTJIMHCKOTO sA3bIka Ha pycckuil (YK-4.2):

BUSINESS STRUCTURE

Each company has its business structure. Many companies have much in
common in their structures. The number of departments in a company depends on
the size of the company and on the nature of the goods and services it provides. In
most companies the activity of a manager depends on the level at which he/she is
working. Top managers are involved in long range planning, policy making, and
the relations of the company with the outside world. Middle management and
supervisors make day-to-day decisions. Managers at this level spend a great deal of
time communicating, coordinating and making decisions affecting the daily
operation of their organization. Managers perform various functions, but one of the
most important aspects of their job is proper utilization of people.

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

specialize.



5. TlocTpoiiTe MMCbMEHHOE MOHOJOTHUECKOE BbICKa3bIBaHUE, (HOPMYIIUpPYs
Balllc OTHOIIICGHWE K BOIPOCAM JICIIOBOH KOMMYHHKAIIMH, pacCMaTpUBAacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. HOCTpOﬁTC YCTHOC OHUAJIOTHYCCKOC BBICKA3bIBAHMC Ha OJHY U3
CICAYIOIIMX TeM, UMEIOINX OTHOIIEeHHUE K cdepe nenoBor kommyHukanuu (YK-
4.1):

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

CocTaBli1 JOLIEHT S3pikoBa U.H.

3aBeayrommii kadeapon [TaBnos A.1O.

3AJIAHHUE K 3AYETY Ne5
(Iposepsiemas komnerenuus YK-4)

1. BeimoaHUTE MUCHMEHHBINA TEPEBOJI CICAYIONTUX MPEMTIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHMKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. Yto TbI 3Haeb 0 /[>kekcoHe?

2. OH cobupaercsi CMEHUTh MECTO PabOTHI.

3. Tel oTIpaBUI pe3IOME B KOMIIAHUIO?

4. MbI BcTpeuaeMcs ¢ Ha4aJbHUKOM (PMHAHCOBOTO OT/EJa B IOHEIEIbHUK.
5. Kax mpomio cobecenoBanue?

2. Onumpasice Ha 3HaHWE OCOOEHHOCTEH  MHUCHMEHHOW  JCJIOBOM
KOMMYHHKAIMH, BEIOEpHUTE HanboJIee moaxoasime mo cMbicay cioBa (YK-4.1):

The process of finding people for particular jobs is ... retreatment/
recruitment or, especially in American English, hiring. Someone who has been



recruited is a recruit or, in American English, a hire. The company employs or
hires them; they ... enjoy/ join the company. A company may recruit employers/
employees directly or use ... inside/ outside recruiters, recruitment agencies or
employment agencies. Outside specialists called ... headhunter/ headquarters may
be called on to headhunt people for very ... important/ stimulating jobs, persuading
them to ... join/ leave the organizations they already work for. This process is
called headhunting.

3. Ucnonb3ys pecypchl cetn MHTEpHET, HAWMIUTE OMpEeIICHUs CIeTYIONIX
JICKCUYECKUX eAMHHMII U3 cepsrl aenoBoit kommyHukanuu (YK-4.3):

1. delivery

2. to ship

3. extra taxes
4. expenditure
5. gateway

4. BbINOIHUTE NHCHMEHHBIM TMEpPEBOJ] CIEAYIONIEr0 TEKCTa U3  cdepbl
JICIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIKa Ha pycckuit (YK-4.2):

DISADVANTAGES OF ONLINE SHOPPING

The first disadvantage of online shopping is that there is a time lag between
you making the payment and the delivery of the product. You cannot try out the
product before buying it. High shipping costs often add up to the total cost of the
product. Also, if the product is shipped from another country, you are to pay extra
taxes for it. The payment method may not be secure. It is therefore important to
check whether the payment gateway is secured or not. If the product received is
damaged, it may again take several days for replacement or the company may not
provide any replacement at all. The ease of shopping can be extremely dangerous
for shopaholics, as they may get provoked to buy many items at a time leading to
unwanted expenditure. You need to have a debit or credit card to make a purchase.
Very few websites give you the option of paying cash or check on delivery. If you
are trying this shopping method for the first time, you should get some tips for safe

online shopping from your friends and relatives who have already tried it out, so



that you do not make any mistakes. Also, weigh the pros and cons and decide for

yourself whether you would like to go for it or not.

5. TloctpoiiTe MUCHMEHHOE MOHOJIOTMYECKOE BBICKA3bIBAHUE, (POPMYIUPYS

Balllc OTHOIIICGHWE K BOIMPOCAM JICJIOBOH KOMMYHHKAIMH, pacCMaTpUBAacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE IMATOTHUYECKOE BBICKA3bIBAHUE HA OJHY U3
CIEIyIOIUX TEM, UMEIOIINUX OTHOILIEHHE K cepe nenoBoil kommyHukanuu (YK-
4.1):

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

CocTaBui1 IOIIEHT S3pikoBa M.H.

3aBenyrommii kadeapoun [TaBnos A.1O.

3AJIAHUE K 3AUETY Ne 6
(ITposepsiemast komnerenuus YK-4)

1. BeimoaHUTE MUCBMEHHBIA TIEPEBOJT CICAYIONTUX MPEIIOKEHUH U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. TTo3BONIBTE MHE paccka3aTh O Hameh Gupme.

2. Hama ¢upma cocTOUT U3 MIECTH OTIEIOB.

3. KTo Bamm oCHOBHbIE TAPTHEPHI?

4. O60pOoT HaMIEro MpeaAnpuaTHs coctapiser 6onee 300 MH. GyHTOB.
5. M#I akcniopTupyeM 000pyI0BaHUE B ISITh CTPAH MHUPA.

2. Omnwupasce Ha 3HaHWE OCOOEGHHOCTEM  MMHUCHBMEHHOW  JECIOBOM
KOMMYHUKAIIMU, BbIOEpUTE Haubojee TMOAXOJAIIME II0 CMBICIY CJoBa B



npaBWIbHOM rpammatudeckoi ¢opme. Ecnu HeoOxoaumo, BOCHOJIB3YyHTECH
cioBapém (YK-4.1).

impress vary qualify occupy achieve succeed
educate effect beable be possible be accurate

It is important to make a good 1) when going for a job interview.
Interviewers usually ask a 2) of questions, many of which concern
3) . However, they also usually like to ask questions about previous 4)
as well as 5) not connected to the work place. Often, the 6)
candidate is not the one with the most impressive 7) but
the one who shows that he or she has made the most 8) use of their time.
Few employers want employees who are 9) to think about themselves.
The 10) of advancement in any job very rarely on the 11)

of work but more on the enthusiasm and dedication of the employee.

3. Ucnonw3ys pecypesl cetu MHTEepHET, HalliuTe ONpeaesieHns CIeayomux
JICKCHUYECKUX SAMHUIL U3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. self-reliant

2. chief executive
3. to adhere

4. to value

5. completion

4. BbIMOIHUTE NHCHMEHHBIM TEPEBOJ] CIEAYIONIEr0 TEKCTa U3  cdepbl
JICIOBOM KOMMYHMKAIIMU C aHTJIMHACKOTO s3bIka Ha pycckuit (YK-4.2):

CLASSIFICATION OF ORGANIZATION CULTURES

Power Cultures. In these cultures self-reliant and highly competitive self-
development provides the basis of relations. A manager’s success is related to their
charisma and influence, rather than to their knowledge and experience. The style of
the chief executive is the model for other managers. In organizations of this type
managers need to be tough-minded and aggressive.

Role Cultures. In these cultures a manager’s role is completely related to their
place within a centralized system. Their success depends on how well they adhere
to rules, procedures, and precedents. Individualism and aggression are not valued

here. Employees in these organizations should not exceed the limits of their roles.




Task Cultures. In organizations of this type they value everything that makes
it possible to get the work done. The main concern in the organizations is with
successful completion of their projects. A manager’s success is related to their
knowledge and experience required to achieve tasks, rather than to meet the
requirements of their role.

Individual Cultures. In organizations of this type freedom of expression is
valued the most. Effectiveness of any activity in these organizations is related by
how much the activity satisfies the staff, rather than by how well it conforms to
business plans. Independence, creativity, and experiment are also valued in these
organizations.

5. IMocTpoliTe MUCBMEHHOE MOHOJIOTHYECKOE BBICKAa3bIBaHUE, (POPMYIUPYS
Balllc OTHOIIICHHWE K BOIPOCAM JICJIOBOH KOMMYHHKAIIMHM, pacCMaTpUBacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. HOCTpOfITG YCTHOC JHAJIOTHYCCKOC BBICKA3bIBAHHMC Ha OJHY U3
CJIEIyIONIMX TEM, UMEIOIIUX OTHOIIEHUE K cepe nemoBoit kommyHukanuu (YK-
4.1):

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

CocTtaBui1 IOIIEHT S3eikoBa M.H.
3aBeayrommii kadeapon [TaBnos A.1O.

3AJJAHUME K 3AUETY Ne 7
(ITposepsiemast komnerenuus YK-4)

1. BeImosHUTE MUCHMEHHBIA MEPEBO/] CICIYIOMMX MPEAJIOKEHUN U3 chepbl
JICIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. ITo3BosIbTE BaM MPEACTABUTH PYKOBOJAUTENS OTIENA POJAK.
2. MBI 3KCIIOPTUPYEM TEXHOJIOTHUECKOE 000PYJOBAHHUE.

3. KakoBa 1iesp Bamiero BU3uTa B Hallly KOMIIAHUIO?

4. He xoTuTe 1111 BBI TIOCETUTH HAIILY BBICTABKY ?



5. aBaiiTe 00Cy MM yCI0OBUS MTOCTaBKU 00OPYA0BAHUS.

2. Omnwmpasice Ha 3HaHME OCOOEHHOCTEH  MHCHMEHHON  JIeNOBOU
KOMMYHHKAIIIH, BEIOEpUTE HanOoJIee TOIXOAIINe 110 cMbIcy cioBa (YK-4.1):

Chocolate is a food that is made from cocoa beans. The cocoa plant was first
... grown/ run by the Mayas, Toltec’s and Aztecs more than 3,000 years ago. They
prepared a drink from the beans and often used the beans as ... currency/ cash
instead of money. Columbus first took the beans to Spain in 1502 and Hernan
Cortes later ... produced/ introduced the bitter cocoa-bean drink there, too. There,
it was sweetened and flavoured with cinnamon and vanilla and a Spanish secret
had remained for almost a hundred years before it was ... produced/ introduced to
France. In 1657, a Frenchman opened a ... company/ shop in London selling solid
chocolate. Soon, more shops were opened in other European capitals. During the
1700s, the English ... corrected/ improved chocolate by adding milk. Sweet eating
chocolate was produced for the first time in 1847 by the English firm Fry and
Sons.

3. Mcnonw3ys pecypesl cetu MHTEepHET, HalliuTe ONpeaeeHns CIeayomux
JICKCHUYECKUX SAMHUIL U3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. convenient
2. to gain

3. accessible
4. concept

5. customer

4. BbIMOTHUTE NHCHMEHHBIM TEpPEeBOJ] CIENYIONMEr0 TeKcTa u3 cdepsl
JICIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIka Ha pycckuit (YK-4.2):

ONLINE SHOPPING

A lot of people nowadays prefer to shop online because it is so convenient
and easy. Every consumer who has experienced it will have his/her own views
about it. It is very important to have a clear picture about the positives and
negatives of online shopping so that you can easily analyze its risks and benefits.
With increased use of Internet, more and more people are drawn towards online
shopping. This means of buying products has gained immense popularity in today's
times. Earlier, Internet was only accessible to people of developed countries, but



recent revolution has made it accessible to almost all parts of the world. With
increased awareness, people now flock towards Internet for shopping.

The concept of shopping goods through online services has been highly recognized
and accepted, as it provides several benefits to the customer. However, every good

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

5. TloctpoiiTe MUCHbMEHHOE MOHOJIOTMYECKOE BBICKA3bIBAHUE, (POPMYIUPYS

Balllc OTHOIIICGHHWE K BOIPOCAM JICIIOBOH KOMMYHHKAIIMH, pacCMaTpUBacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. HOCTpOﬁTG YCTHOC HAJIIOTHMYCCKOC BBICKA3bIBAHUC Ha OIHY H3

CJIEIyIONIMX TEM, UMEIOIIUX OTHOIIEHUE K cepe nemoBoit kommyHukanuu (YK-
4.1):

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

CocTaBli1 JOLIEHT S3eikoBa U.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.

3AJJAHUE K 3AUETY Ne8
(Iposepsiemas komnerenuus YK-4)

1. BeinmogHUTE NUCHbMEHHBIA MEPEBOJI CIEAYIOUIUX MPEMIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bIka Ha aHrmickuil (YK-4.2):

1. 3npaBcTByiiTe. Yem MOry moMoub?
2. MHe HyHO OTKpPbITh OAaHKOBCKHIA CYET.



3. KakoBa npoIiieHTHas CTaBKa Mo 3TOMY BKJIagy?
4. 51 6b1 XOTEN HAYaTh CBOW OM3HEC.
5. aBaiiTe 00OCy UM yCIOBUS KPEIUTA.

2. Omnwmpasice Ha 3HaHME OCOOEHHOCTEH  TMHCHMEHHOM  JIEeNOBOU
KOMMYHHKAIIIH, BEIOEpUTE HanOoJIee OIX0AsIIHe 1o cMbIcy cioBa (YK-4.1):

Although the composition and role of the board of ... managers/ directors of
a company will vary from one organization to the next, a few generalizations may
be made. As regards the composition of the board, customarily some directors are
... well-known/ prominent men and women selected to give prestige to the group.
Others are usually chosen from ... newcomers/ retired executives of the
organization for their specialized knowledge of the company. It is generally true
that, as long as the ... top/ middle management maintains the confidence of the
board of directors, the directors will not actively intervene to ... dictate/ control
specific policies. This is the same administrative ... procedure/ affair usually
followed by the board of trustees of a college or university, and is similar many
respects to the parliamentary ... system/ form of ministerial ... ability/
responsibility practiced in Great Britain.

3. Ucnonw3ys pecypesl cetu MHTEepHET, HalliuTe ONpeaesieHus CIeayomux
JICKCHUYECKUX SAMHUIL U3 cepsl aenoBoit kommyHukanuu (YK-4.3):

1. to purchase
2. to search for
3. variety

4. feature

5. to escape

4. BbIMOIHUTE NHCHMEHHBIM TEPEBOJ] CIEAYIONIEr0 TEKCTa U3  cdepbl
JICIIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIka Ha pycckuit (YK-4.2):

ADVANTAGES OF ONLINE SHOPPING
The best part of online shopping is that you can shop from home. There is no
need to go to the mall to purchase the item you need. You just need to order and it
will be available right at your doorstep. It is convenient and easy! You do not need
any degree to learn online shopping. All you have to do is visit the website, search
for your product and buy it. Your product is just a click away!
Shopping online gives you the privilege to shop whenever you want. The

stores are never closed and you can do your shopping 24x7. It provides variety to



the buyer. You don't need to jump from shop to shop to look for varieties of a
product available in the market. The options available online are many and this is
one of the best features of online shopping.

Shopping from malls and stores makes it difficult to compare between
features and prices of products. Shopping through websites provides simplified
comparison of products and helps in deciding which one should be purchased.
Many websites develop special discount schemes from time to time to attract
customers. You can always buy products under such schemes and save a lot of
money. It keeps annoying salesperson away. Aggressive salesmen often pressurize
you to buy their products. This harassment can be simply escaped by shopping

using the Internet.

5. TlocTpoliTe TUCHMEHHOE MOHOJIOTHYECKOE BBICKA3bIBAHUE, (POPMYIUPYS
Balllc OTHOINIGHHWE K BOIPOCAM JIEIOBOM KOMMYHHKAIIMH, PacCMaTpUBAEMbIM B
tekcre (u3 m.4) (YK-4.1).

6. HOCTpOﬁTG YCTHOC OHUAJIOTHMYCCKOC BBICKA3bBIBAHUC Ha OIHY H3

CJIEIyIONIMX TEM, UMEIOIIUX OTHOIIEeHUE K cepe nenoBoit kommyHukamuu (YK-
4.1):

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

CocTaBui1 JOLIEHT S3eikoBa U.H.

3aBeayrommii kadeapoun [TaBnoB A.1O.
3AJJAHHUE K 3AUYETY Ne9
(ITpoBepsiemas komneTennust Y K-4)

1. BeimoaHUTE MUCHMEHHBINA TIEPEBOJT CICAYIONTUX MPEMTIOKEHUH U3 cheps
JICIOBOM KOMMYHHMKAIIMU C PYyCCKOTo si3bika Ha aHrmickui (YK-4.2):

1. IIpocTute, yeM BbI 3aHUMAETECH?
2. 41 paborato B 6anke Hero-Mopka.



3. 4 oObryHO Ha paboTe 70 mecTu. A Thi?
4. KaxoBbI TBOM JTOJDKHOCTHBIE 00sI3aHHOCTH?
5. MaBaiite BcTpetumcs 3aBTpa B 10.00 1 06Cy 1M 3TOT BOIIPOC MOAPOOHO.

2. Omnwmpasice Ha 3HaHME OCOOEHHOCTEH  TMHCHMEHHOM  JIEeNOBOU
KOMMYHHKAIIIH, BEIOEpUTE HanOoJIee OIX0AsIIHe 1o cMbIcy cioBa (YK-4.1):

To find out what someone’s job is you say “What do you do?” Here, Kerstin
talks about her job: “I ... work at/ work for a large European car maker. | work on
car design. In fact, I ... control/ run the design department and | manage a team of
designers: 20 people work under me. It’s very interesting. One of my main ...
capabilities/ responsibilities is to make sure that new model designs are finished on
time. I’m also ... responsible/ in charge of design budgets. I ... cope/ deal with a
lot of different people in the company. I’'m responsible for the co-ordination
between design and ... development/ production: | work with managers at our
manufacturing plants.”

3. Mcnonw3ys pecypesl cetu MHTEepHET, HalliuTe ONpeaeeHns CIeayomux
JICKCHUYECKUX SAMHUIL U3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. service

2. to involve
3. supervisors
4. utilization
5. accounting

4. BbIMOIHUTE NHCHMEHHBIM TEPEBOJ] CIEAYIONIEr0 TEKCTa U3  cdepbl
JICIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIka Ha pycckuit (YK-4.2):

BUSINESS STRUCTURE

Each company has its business structure. Many companies have much in
common in their structures. The number of departments in a company depends on
the size of the company and on the nature of the goods and services it provides. In
most companies the activity of a manager depends on the level at which he/she is
working. Top managers are involved in long range planning, policy making, and
the relations of the company with the outside world. Middle management and
supervisors make day-to-day decisions. Managers at this level spend a great deal of

time communicating, coordinating and making decisions affecting the daily



operation of their organization. Managers perform various functions, but one of the
most important aspects of their job is proper utilization of people.

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

specialize.

5. TlocTpoiiTe MMCbMEHHOE MOHOJOTHYECKOE BbICKa3bIBaHUE, (HOPMYIUPYS
BaIllle OTHOIIEHHEC K BOMPOCAaM JEI0BOH KOMMYHHKAIIMHM, PacCMaTPHUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE IMATOTHYECKOE BBICKA3bIBAHUE HA OJHY U3

CIIEIyIOIUX TEM, UMEIOIINUX OTHOILIEHHE K cepe nenoBol kommyHukanuu (YK-
4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment
3. Discussing problems in the company

4. Discussing travelling on business
5. A good place for a business lunch

CocTtaBui1 IOIIEHT S3eikoBa M.H.
3aBenyromuii kadenpoit [TaBnoB A.1O.
3AJAHUE K 3AYETY Nel0
(IMposepsiemas komneTenuus YK-4)

1. BeinmogHUTE NUCHbMEHHBIA MEPEBOJI CIEAYIOUIUX MPEMSIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bIka Ha aHrmickuil (YK-4.2):

1. Yo 11 3HACHIb O J[>KEKCOHE?



2. OH cobupaercs CMEHUTh MECTO PaOOTHI.

3. Trl OTIpaBUI pe3toMe B KOMIAHUIO?

4. MbI BCTpeyaeMcs C HAYaTbHUKOM (DMHAHCOBOTO OT/IEJIA B IIOHEICTHHUK.
5. Kak mpomio cobecenoBanue?

2. Omnwmpasice Ha 3HaHME OCOOEHHOCTEH TMHCHMEHHOM  JIeNOBOU
KOMMYHHKAIIIH, BEIOEpUTE HanOoJIee O IXoAsIIre 1o cMbicy cioBa (YK-4.1):

The process of finding people for particular jobs is ... retreatment/
recruitment or, especially in American English, hiring. Someone who has been
recruited is a recruit or, in American English, a hire. The company employs or
hires them; they ... enjoy/ join the company. A company may recruit employers/
employees directly or use ... inside/ outside recruiters, recruitment agencies or
employment agencies. Outside specialists called ... headhunter/ headquarters may
be called on to headhunt people for very ... important/ stimulating jobs, persuading
them to ... join/ leave the organizations they already work for. This process is
called headhunting.

3. Ucnonw3ys pecypesl cetu MHTEepHET, HalliuTe ONpeaesieHus CIeayomux
JICKCHUYECKUX SAMHUIL U3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. delivery

2. to ship

3. extra taxes
4. expenditure
5. gateway

4. BbIMOIHUTE NHCHMEHHBIM TEPEBOJ] CIEAYIONIEr0 TEKCTa U3  cdepbl
JICIIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIka Ha pycckuit (YK-4.2):

DISADVANTAGES OF ONLINE SHOPPING
The first disadvantage of online shopping is that there is a time lag between
you making the payment and the delivery of the product. You cannot try out the
product before buying it. High shipping costs often add up to the total cost of the
product. Also, if the product is shipped from another country, you are to pay extra
taxes for it. The payment method may not be secure. It is therefore important to
check whether the payment gateway is secured or not. If the product received is

damaged, it may again take several days for replacement or the company may not



provide any replacement at all. The ease of shopping can be extremely dangerous
for shopaholics, as they may get provoked to buy many items at a time leading to
unwanted expenditure. You need to have a debit or credit card to make a purchase.
Very few websites give you the option of paying cash or check on delivery. If you
are trying this shopping method for the first time, you should get some tips for safe
online shopping from your friends and relatives who have already tried it out, so
that you do not make any mistakes. Also, weigh the pros and cons and decide for

yourself whether you would like to go for it or not.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKa3bIBaHUE, (POpMyIHpys

Balllc OTHOIIICHHWE K BOIPOCAM JICJIOBOH KOMMYHHMKAIIMH, pacCMaTpUBAaeMbIM B
tekcre (u3 1.4) (YK-4.1).

6. HOCTpOﬁTG YCTHOC JHAJIOTHMYCCKOC BBICKA3bIBAHUC Ha OIHY H3

CJIEIyIONIMX TEM, UMEIOIUX OTHOIIEeHUE K cepe nemoBoit kommyHukanuu (YK-
4.1):

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

CocTtaBui1 IOIIEHT S3eikoBa M.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.

3AUYET 3 CEMECTP
KOHIPOJIﬂPYIOIHHEMATEPHAJIbIHPOME)KYTp‘H{OﬁATIECTA[HAHHO
JUCHUITIVIMHE «<MHOCTPAHHBIUA S3bIK>»
3AJJAHHUE K 3AUETY Nel
(ITpoBepsiemas komneTenuust YK-4)



1. BeinmoaHuTe NUCHbMEHHBIA MEPEBOJI CIEAYIOUIUX MPEAIOKEHUN U3 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHruiickui (YK-4.2):

1. HoOpsrit nens! Pag ¢ BamMu TO3HAKOMUTHCS.

2. Kak npomuren nouer?

3. MBI y3HaIIK O Balleid KOMIIAHUH OT HAIIMX TOPTOBBIX MMAPTHEPOB.

4. Mbl 3aMHTEpPECOBAaHBI B COTPYAHUYECTBE C BAMHU.

5. Ilpurnamar Bac TOCETUTh HAIly BBICTABKY CEIBCKOXO3IMCTBEHHOTO
o0opy10BaHUS.

2. Omnwmpasice Ha 3HaHME€ OCOOEGHHOCTEW  MHCHMEHHOM  JEeNOBOU
KOMMYHHKAIIIH, BEIOEpUTE HanOoJIee O IXoAsIIre 1o cMbicy cioBa (YK-4.1):

The process of finding people for particular jobs is ... retreatment/
recruitment or, especially in American English, hiring. Someone who has been
recruited is a recruit or, in American English, a hire. The company employs or
hires them; they ... enjoy/ join the company. A company may recruit employers/
employees directly or use ... inside/ outside recruiters, recruitment agencies or
employment agencies. Outside specialists called ... headhunter/ headquarters may
be called on to headhunt people for very ... important/ stimulating jobs, persuading
them to ... join/ leave the organizations they already work for. This process is
called headhunting.

3. Ucnone3ys pecypcsl cetn MIHTEpHET, HAAWTE ONPEACICHHSI CIIeIYIOMNX
JICKCHUYECKUX eAMHUIL M3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. to state

2. to identify
3. to define
4. context

5. available

4. BbINOIHUTE NHUCHMEHHBINM MEpPEeBOJ| CIEAYIOIEr0 TeKcTa H3 cdepsl
JICIOBOM KOMMYHHKAIIMU C aHTJIMHACKOTO si3bIKa Ha pycckuit (YK-4.2):

FIRST STEPS IN PROBLEM SOLVING
Decisions do not occur in a vacuum. Many come about as part of the firm's
planning process. Others are prompted by new opportunities or new problems. It is

natural to ask: What brought about the need for the decision? What is the decision



all about? In all kinds of textbooks examples, the decision problem is stated and is
reasonably well defined. In practice, however, managerial decisions do not come
so neatly packaged; rather, they are messy and poorly defined. Thus, problem
definition is a prerequisite for problem management. A key part of problem
definition is identifying the setting or context. ldentifying the decision context and
the decision maker represents a large step toward understanding the choice
process. The particular setting has a direct bearing on both the decision maker's
objectives and the available courses of action. The next two steps consider each of

these aspects in turn.

5. IlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBbICKa3bIBaHHUE, (PopMyHpys

Ballle OTHOIICHHUE K BOMPOCaM JCJIOBOH KOMMYHHUKAI[MHM, PacCMaTpHUBAacMbIM B
tekcte (3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE [MATOTHYECKOE BBICKA3bIBAHUE HA OJHY U3

CIIEIyIOIUX TEM, UMEIOIINX OTHOILIEHHE K cepe nenoBoil kommyHukanuu (YK-
4.1):

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

CocTaBui1 JOIIEHT SI3pikoBa U.H.

3aBenyrommii kadeapon [TaBnoB A.1O.

3AJIAHHUE K 3AYETY Ne 2
(ITposepsiemast komnerenuus YK-4)



1. BeimoaHUTE MUCHMEHHBIA TIEPEBOJT CICTYIONTUX MPEMIOKEHUH U3 cheph
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHruiickui (YK-4.2):

1. MbI y3Hanu o Bac OT HAIIMX JEJIOBBIX TAPTHEPOB.

2. MblI 3aMHTEpECOBaHbI B MMOKYIKE Balllero 000PYI0BaHHUSL.

3. IToxkanyiicra, NPUILIATE HAM Ballld KaTAJIOTH U MPANC-TUCT.

4. Eciii MBI MOJy4UM BBITOJHOE MPEIJIOKEHUE, TO CMOMXKEM Pa3MECTUTH
KpYIHBIN 3aKa3 Ha Ballle 000pyI0BaHUE.

5. 3apanee OyaromapuM Bac 3a JII0OyI0 MHPOPMALIUIO, KOTOPYIO Bbl MOXETE

HaM MPEOCTABUTb.

2. Onwupasice Ha 3HaHME OCOOEHHOCTEH  IMHUCHMEHHOW  JIEJIOBOM
KOMMYHHKAIIMH, BEIOCpUTE HanOoJIee MOIXoAsIIre 1o cMbicty cioBa (YK-4.1):

Dear Mr. O’Dennel,

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

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

Sincerely yours,
Maria Mann
Sales Assistant

3. Ucnone3ys pecypcsl cetn MIHTEpHET, HAAWTE ONPEACICHHsI CIIeIYIOMNX
JICKCUYECKUX eAMHHMII U3 cepsrl nemoBoit kommyHukaimu (YK-4.3):

1. an employee

2. turnover

3. staff

4. to contribute to
5. ataboo

4. BBIMOTHUTE MUCHMEHHBIN MEPEBOJ] CIETYIONIET0 TEKCTA U3 CPEPhl JEITOBOM
KOMMYHUKAIMH C aHTJIMACKOTO s13bIka Ha pycckuil (YK-4.2):

Mark Smith is working for a computer company during his university

holidays. The company is called Logix. It has 25 employees, and its turnover is



four million pounds a year. For the moment they manufacture two basic
computers: a desktop model and a notebook computer. Mark would like to join the
company as a programmer after graduation from the university, but now he is
working as an office boy.

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

Mark finds the office relations very friendly and helpful.

5. TlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKa3bIBaHUE, (POpMYyIHpys
Ballle OTHOILIEHHWE K BOIPOCAM JEJIOBOM KOMMYHHUKAIIMH, PACCMATPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. Onupasch Ha 3HAHHME OCOOEHHOCTEW YCTHOW J€JOBOM KOMMYHHUKAlIUH,

JOINOJIHUTE NHUAJIOTHYCCKOC BBLICKA3BIBAHUC Cppa3aMI/I, moaAxXoaAIInuMM 110 CMBICJ'Iy
(VK-4.1):

Starkov:

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

S.

W.: Does our new electronic equipment interest you?

S.

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

S.

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

S.

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

S.:
CocTaBli1 JOLIEHT S3eixkoBa M.H.
3aBenyrommii kadeapon [TaBnoB A.1O.

3AJIAHHUE K 3AYETY Ne 3
(ITposepsiemast komnerenuus YK-4)



1. BeimoaHUTE MUCHMEHHBIA TIEPEBOJT CICTYIONTUX MPEITIOKEHUA U3 cepbl
JICJIIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHruiickui (YK-4.2):

1. 3apasctByiite! (IIpuBeTcTBHE Ha OPUITMATEHOM YPOBHE)

2. Oto r-H [leTpoB — reHepaibHbIid JUPEKTOP HALIETO MPEATPUATHS.

3. Pag ¢ Bamu nmo3HakoMHUTHCH.

4. CKOJIBKO COTPYAHUKOB T'OBOPST MO-aHTJIMHCKH?

5. DTOT pecTtopaH OAHO M3 JIYUYIIMX MECT, TA€ MOXHO MPOBECTU JICJIOBYIO
BCTPEYY.

2.0nupascb Ha  3HAHUE  OCOOEHHOCTEW  MHUCHbMEHHOW  JEIOBOM
KOMMYHHKAIIMH, BEIOEpUTE HanOoJIee MOIXOAsIIHe Mo cMbicy ciioBa (YK-4.1):

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

3. Ucnonb3ys pecypcsl cetu MHTepHET, HAaWAUTE ONpeaeiaeHus CIeAYIOIMNX
JICKCHUYECKUX eAMHUIL U3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. manager

2. to sell

3. to employ
4. introduction
5. discount

4. BbINMOIHUTE NHCHMEHHBIM TEpPEBOJ] CIEAYIONIEr0 TEKCTa U3  cdepbl
JICIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIKa Ha pycckuit (YK-4.2):

PRESENTATION

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

different countries? And adjust your language so that everybody can understand.



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

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

performance.

5. IlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBbICKa3bIBaHUE, (PopMyHpys

Ballle OTHOIICHHUE K BOMPOCaM JCJIOBOH KOMMYHHUKAI[MHM, PacCMaTpUBAaEcMbIM B
tekcte (3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE€ [MAJOTMYECKOE BBICKAa3bIBAHWE HA OJHY U3

CJIEIyIOIUX TEM, UMEIOIIUX OTHOILIEHHE K cepe nenoBoil kommyHukanuu (YK-
4.1):

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

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

5. A good place for a business lunch

CocTaBii1 JOLIEHT S3pikoBa 1.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.



3AJJIAHME K 3AUETY Ne 4
(ITpoBepsiemast komneteHuus YK-4)

1. BeinmoaHUTE NMUCHbMEHHBIA MEPEBOJI CIEAYIONIUX MPEAIOKEHUN U3 chepsl
JICJIOBOM KOMMYHHKAIIUU C PYyCCKOTO s13bIka Ha aHrauiickuii (YK-4.2):

1. 51 cobupatock ycTpoutbcs Ha paboOTy B MEKIYHApPOJHYIO KOMIIAHHIO, TaK
KaK XOpOUIO BIAJCIO AaHTJIUHUCKHAM.

2. 51 yxe oTnpaBuia UM CBOE PE3IOME.

3. HazoBute mue Bam Homep TenedoHa.

4. OHa TOJBKO YTO HAIIlJIa HOBYIO paboTy.

5. B nmocnennee BpeMst Bbl HE MPUCHLIATN MHE 3JIEKTPOHHBIX COOOIICHUH.

2.0mupasicb  Ha ~ 3HaHWE  OCOOEHHOCTEH  MHCBMEHHOW  JENOBOM
KOMMYHHKAIIMH, BEIOCpUTE HarOoJIee oIXoAsIIme o cMbIcity ciioBa (YK-4.1):

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

3. Ucnone3ys pecypcel cetr IHTEpHET, HAAWTE ONMpeaecHUs CISIYFOIIIX
JICKCHUYECKUX eAMHUIL M3 cepsl aenoBoit kommynukanuu (YK-4.3):

1. experience

2. to participate

3. exhibition

4. proposal

5. agreement

4. BbpINOIHUTE NHCHMEHHBIM TMEpPEeBOJ] CIEAYIOUIEro TEeKCTa U3  cdepbl
JICIOBOM KOMMYHHKAIIMU C aHTJIMHACKOTO s3bIKa Ha pycckuit (YK-4.2):

INTERNATIONAL BUSINESS RELATIONSHIPS

Problems in international business relationships are not always caused by

language difficulties. The areas which we need to be aware of include body



language, gesture, social customs, attitudes to punctuality, dress code, and business
practice.

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

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

similar problems, but different ways of dealing with them.

5. IMocTpoliTe MUCBMEHHOE MOHOJIOTHYECKOE BBICKA3bIBaHUE, (OPMYIUPYS
Balllc OTHOIIICHHWE K BOIPOCAM JICJIOBOH KOMMYHHKAIIMHM, pacCMaTpUBacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE IMATOTHYECKOE BBICKA3bIBAHUE HaA OJHY U3

CIIEIyIOIUX TEM, UMEIOIIUX OTHOILIEHUE K cepe nenoBoil kommyHukauuu (YK-
4.1):

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

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

5. A good place for a business lunch

CocTaBli1 JOLIEHT S3pikoBa 1U.H.



3aBenyromuii kadenpoit [TaBnoB A.1O.

3AJIAHUE K 3AYETY Ne 5
(ITpoBepsiemast komnerenmus YK-4)

1. BeimoaHUTE MUCHMEHHBIA TIEPEBOJT CICTYIONTUX MPEMIOKECHUH U3 cheps
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHruiickui (YK-4.2):

1. JIoO6po moxajioBaTh B HAIlly KOMITaHHUIO!

2. Bo1 o6enaere B oduce ninm B kade?

3. CKoJIbKO JTHEW B HEJIENIO BbI paboTaeTe?

4. ITocne yHuBepcuTeTa 51 Xouy padoTaTh B O0JIBIION MEXKITyHAPOIHON
KOMITaHHH.

5. Kaxxzioe yTpo OH IpOBOJUT COBEILIAHMUS.

2.0nupascb ~ Ha  3HAHHE  OCOOEHHOCTEW  MHUCHMEHHOW  JEJIOBOM
KOMMYHHKAIIMH, BEIOEpUTE HanboJIee MOIX0AsIIHe Mo cMbicy ciioBa (YK-4.1):

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

3. HUcnonw3ys pecypebl cetn HTEpHET, HaliuTe ONpeaeeHus CISTYIONTUX
JICKCHUYECKUX eAMHUIL 3 cepsl aenoBoi kommyHnukanuu (YK-4.3):

1. to hold talks

2. industry

3. demand

4. target

5. a subject of discussion

4. BbIMOTHUTE NHCHMEHHBIM TEPEBOJ CIEAYIONEro TeKCTa U3  cQepbl
JICIOBOM KOMMYHHKAIIMK C aHTJIMHACKOTO si3bIka Ha pycckuii (YK-4.2):

MAKING CONTACTS



If you want to find clients or improve your career prospects at networking
(ycTaHoBIcHHE IEI0OBBIX KOHTAKTOB) €Vents, preparation is essential. Find out who
will be there - list the most important people you’d like to meet.

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

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

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

warmer.

5. TlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBICKa3bIBaHHUE, (PopMyupys

BaIllle OTHOIIEHHUE K BOMPOCaM JEJOBOH KOMMYHHUKAIIMHM, PacCMaTPHUBAaEcMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IlocTtpoiiTe ycTHOE IMATOTHYECKOE BBICKA3BIBAHUE Ha OJHY U3

CJIEIYIONTUX TEM, UMEIOIUX OTHOIIEeHUE K cepe nemoBoit kommyHukamuu (YK-
4.1):

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

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

5. A good place for a business lunch



CocTaBWi JOIIEHT SA3eixkoBa 1. H.

3aBenyromuii kadenpoit [TanoB A.1O.

3AJIAHUE K 3AYETY Ne 6
(ITpoBepsiemast komnerenmus YK-4)

1. BeImoiHUTE MUCHMEHHBIA MEPEBOJI CICAYIOMMNX MPEII0KEHUN U3 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHruiickui (YK-4.2):

1. Bam HpaButcs ux pabora?

2. ToM erie He OTBETUII HA MOE COOOLIEHHE IO 3JIEKTPOHHOM MOUTE.
3. Ha mpomoii Heaene Mbl MHOTO pabOTaIH.

4. Dta Qpupma 3aHUMaETCA MpoJiaxkerd 0PuCHOro o0OpyOBaHUSI.
5.0H npoBOAUT JIMYHBIN [TPUEM I10 CpeAaM BO BTOPOl MOJOBUHE JHS.

2.0nupascb ~ Ha  3HAHHE  OCOOEHHOCTEW  MHUCHMEHHOW  JEJIOBOM
KOMMYHHKAIIMH, BEIOEpUTE HanOoJIee MOIXOAsIIHe Mo cMbIcy ciioBa (YK-4.1):

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

3. HUcnonw3ys pecypcebl cetu UHTEpHET, HaWIUTE ONMpEeNeIeHUs CIASTYOINX
JCKCUYECKUX eAWHHMII U3 ceprl aemoBoit kommyHukanuu (YK-4.3):

1. prophet

2. independent

3. to interview

4. advertising

5. gain

4. BbIMOTHUTE NHCHMEHHBIM TEPEeBOJ] CIEAYIONEro TEKCTa U3  Cchepbl
JICIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIka Ha pycckuit (YK-4.2):

DO YOU NEED A JOB?
When | first came to Gainesville, | realized that it is a relatively inexpensive
place to live, but | still needed to find a job so as not to worry about spending



money, when going out. Even though my parents helped support me, it was never
enough. | felt that a job would give me spending money and allow me to be
independent. | have worked throughout college, both on the territory of the
university and in town, and have found that there are a lot of jobs in Gainesville for
students who may be interested in finding a job that relates to their field of study.
As | specialize in advertising, | wanted to find a job that relates to the field, so |
looked around and got a job at one of the campus radio stations. | thought that if |
had to work while going to university, it might as well be interesting.

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

All of us have gained valuable experience from our jobs. A job can help you

find out if you want to go into the field, or if you’ll absolutely hate it.

5. TlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBHICKa3bIBaHHUE, (PopMyHpys

Ballle OTHOIICHUE K BOMPOCaM JCIOBOH KOMMYHUKAIMH, PAacCMaTpUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1) .

6. IloctpoiiTe yCTHOE JMAJOTUYECKOE BBICKA3bIBAHWE HA OJIHY U3

CJIEIIONIUX TEM, UMEIOIUX OTHOIIeHUE K cepe nemoBoit kommyHukanuu (YK-
4.1):

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

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

5. A good place for a business lunch



CocTaBWi JOIIEHT SA3eixkoBa 1.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.

3AJIAHHUE K 3AYETY Ne 7
(ITpoBepsiemasi komnereHuus YK-4)

1. BeImoiHUTE MUCHMEHHBIA MEPEBOJI CICAYIOMMNX MPEII0KEHUN U3 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKka Ha aHrauiickuii (YK-4.2):

1. Bo ckonbko Bl 3akanunBaete paboTy?

2. 51 mHOTMA 3aBTpaKaro B oduce.

3. I'-1 bpayH npoCHUT MOBBIIICHUS IO CIIY>KOE B CBOEH KOMITAHUH.
4. On otnpasui CMC cBoeMy HOBOMY HayaJlbHUKY.

5. MBI npuexanu Ha BCTpEUdy BOBpEMS.

2.0nupasch ~ Ha  3HAHHE  OCOOEHHOCTEW  MUCHMEHHOW  JEJIOBOM
KOMMYHHKAIIMH, BEIOCpUTE HanOoJIee MOIXoAsIIne 1o cMbicy cioBa (YK-4.1):

Dear Max,

Can you please book me a hotel in Brussels for two nights, Sunday, 23"-
Monda, 24" June? 1 want a large ... conference room / single room with an
Internet ... connection/ location — that’s very important. If possible, I would like
to be near the airport because my return flight is on 7 a.m. on Tuesday. Please
check that there is a fitness centre or a swimming pool in the hotel.

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

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

Many thanks.

Rob

3. Wcnonb3yst pecypchl cetu HHTepHET, HaWAUTE OMpPENETCHUS CIETyIONTUX
JIEKCHYECKUX eAMHUIL 3 cepsl AenoBoi kommyHukanuu (YK-4.3):

1. to establish

2. enthusiastic

3. cooperation

4. valuable



5. complain

4. BpIMOMHUTE MNHUCHMEHHBIM MEPEeBOJ CIEAYIOIIEr0 TeKCTa U3 chepsl
JICJIOBOM KOMMYHUKAITUU C aHTJIMACKOTO s3bIka Ha pycckuil (YK-4.2):

STARTING A NEW JOB

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

Don’t make comparisons with other companies — especially your old ones.
Keep a positive attitude. Don’t criticize your colleagues or get involved in their
arguments. If you’re sharing an office, respect your colleagues’ working space.
Don’t move the furniture or be untidy in the office.

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

every job well and keep smiling.

5. IlocTpoiiTe MUCEMEHHOE MOHOJOTMYECKOE BBbICKa3bIBaHUE, (POpMyIHpys

Ballle OTHOIICHUE K BOMPOCaM JCIOBOH KOMMYHHUKAIIMH, PacCMaTpUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOEe HOMATOTUYECKOE BBICKA3bIBAHME Ha OJHY W3

CJIEIYIONTUX TEM, UMEIOIUX OTHOIIEeHUE K cepe nemoBoit kommyHukamuu (YK-
4.1):

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

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

5. A good place for a business lunch



CocTaBWi JOIIEHT SA3eixkoBa 1. H.

3aBenyromuii kadenpoit [TanoB A.1O.

3AJIAHHUE K 3AYETY Ne 8
(ITpoBepsiemasi komnerenuus YK-4)

1. BpImoaHUTE NUCHbMEHHBI NEPEBOJ CIEIYIOIUX MPEMIOKEHUN U3 chepsl
JIeIOBOM KOMMYHHKAIIMU C PYyCCKOTO sI3bIka Ha aHrmickuil (YK-4.2):

1. Pag c BamMu o3HaKOMUTHCA, T-H bpayH.

2. Canurech, MoKaIyucTa.

3. HazoBute mue Bamry damunuro.

4. Bwi paboTtanu Korja-indo cekperapem?

5. Bbl MOkeTe mpucTynuTh K paboTe B CIEAYIOMUNA TOHEISTbHUK?

2.0mmpasich Ha 3HaHWE 0COOCHHOCTEH MMCHMEHHOMN JE€T0BOM KOMMYHHUKAITUH,
BBIOCpPHUTE HanOoJIee MOAXOSIINE IO cMbIcTy cioBa (YK-4.1):

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

3. Ucnone3ys pecypcsl cetn MIHTEpHET, HAAWTE ONPEACICHHsI CIIeIYIOMNX
JIEKCHUYECKUX eAMHUI 13 cepsl aenoBoit kommynukanuu (YK-4.3):

1. to hire

2. job seekers

3. interview

4. employer

5. references

4. BBIMOTHUTE MUCHMEHHBIN MEPEBOJ] CIECIYIONIEr0 TEKCTA U3 CPEePhl JEITOBOM
KOMMYHUKAIH C aHTJIMICKOTO si3bIKa Ha pycckuit (YK-4.2):

GETTING AJOB



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

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

Even such advice may help you make a good impression; some companies

don’t want to hire a man who follows every advice.

5. TloctpoiiTe MUCHbMEHHOE MOHOJIOTMYECKOE BBICKa3bIBaHUE, (HOPMYITUPYS
Ballle OTHOILIIEHHE K BOIpOCaM JIeJIOBOM KOMMYHHUKAIIMU, paccMaTpUBaeMbIM B
tekcte (3 m.4) (YK-4.1).

6. Omupasich Ha 3HAHUE OCOOCHHOCTEH YCTHOW [€JI0BOM KOMMYHHKAIIUH,
JIOTIOJIHUTE JMAJIOTUYECKOE BBICKA3bIBAaHUE (Ppa3amu, MOAXOIAUIMMH IO CMBICITY

(VK-4.1):

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

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

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

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

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

classes.



CocTaBWi JOLIEHT SA3eixkoBa 1.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.

3AJJAHUME K 3AYETY Ne 9
(ITposepsiemasi komneTenuust Y K-4)
1. BeimoaHUTE MUCHMEHHBIA TIEPEBOJT CICTYIONTUX MPEMIOKECHUA U3 cheps
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHruiickui (YK-4.2):

1. I1o3BOJIBTE MPEICTABUTH BAM MOUX COTPYHUKOB.

2. Yem 3anmumaetcs rocrnogauH MBanos?

3. Bl korma-anOyan ObiBamu B MockBe, T-H bpayn?

4. Haneroch, BaM TIOHPABUTCS Balll BU3UT.

5. MbI HanpaBiiseMcsi B Halll 0(huc, KOTOPBIN HAXOJUTCS B IIEHTPE
ropoza.

2. Omwmpasice Ha 3HaHME€ OCOOEGHHOCTEH  MHCHMEHHOW  JIEMOBOMU
KOMMYHHUKAIIH, BBIOCPUTE HanOoJIee MoIXoasmiue mo cMeiciy ciosa (YK-4.1):

Dear Sirs,

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

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

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

Yours faithfully,
William Mackenzie
Purchase Department Manager

3. HUcnonw3ys pecypebl cet HTepHET, HaluTe ONpeaeaeHus CIeAYOIX
JICKCHUYECKUX eAMHUIL 13 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. to found

2. headquarters

3. chairman

4. retail segment

5. to operate



4. BpINoaHUTE NUCHMEHHBIN MEPeBO/] CIEAYIONIEro TeKCTa U3 chephl 1eI0BOM
KOMMYHHKAITMH ¢ aHTJIUMHCKOTO s3bIKa Ha pycckuii (YK-4.2):

Virgin is a leading international company based in London. It was founded in
1970 by Richard Branson, the present chairman. The group has seven main
divisions: cinema, communication, financial services, hotels, investments, retail
and travel. Its retail segment is led by Virgin Megastores, a network of music and
entertainment stores.

Virgin operates in 23 countries, including the United States, the United
Kingdom, Continental Europe, Australia and Japan. In 1999, the combined sales
of the different Virgin holding companies exceeded £3 bn.

5. Onmpasice Ha WHGOPMAIINIO, MPEICTABICHHYI0 B BU3UTHOM KapTOUKE,
COCTaBbTE MHUCHbMEHHOE MOHOJIOTMYECKOE BBICKA3bIBaHHE Ha TeMy U3 chepsl
JenoBoi koMMyH#UKaruu (npodaiin komnanun) (YK-4.1).

Name of company: TESCO

Established: 1924

Headquarters: Chestnut, near London, UK

Chairman: John Gardiner

Business activities: 1) Superstores and hypermarkets — food, toys, clothes.
2) Personal finance — banking, credit cards, loans, insurance.
3) E-commerce — home shopping, books online, Internet service
provider.

Main markets: UK, Ireland, France, Hungary, Poland, Slovakia, South Korea,
Thailand (plans for Malaysia and Taiwan)

Sales in 1999: £ 18,5 bn

6. JlomomHuTe yCTHOE  JWAJOTMYECKOE  BBICKa3biBaHWE  (pazamu,
NOAXOMASIIIUMH O CMBICTY K JAaHHOW CHUTyaluu H3 c@epbl AETOBOTO OOLICHUS
(YK-4.1):

(Lorna Wright is leaving for Liberia.)

Lorna: ... ... ...

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

Ground stewardess: And where is your luggage?

Lorna: ... ... ...

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

Lorna: ... ... ..



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

Lorna: ... ... ...

Ground stewardess: You’re welcome.

CocTaBWI JOIIEHT SA3eixkoBa 1.H.

3aBenyrommii kadeapoin [TaBnos A.1O.

3AJIAHHUE K 3AYETY Ne 10
(ITpoBepsiemasi komnetreHuus YK-4)

1. BeimoaHUTE MUCHMEHHBIA TIEPEBOJT CICTYIONTUX MPEITOKECHUH U3 cheps
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickui (YK-4.2):

1. 4 wHageroch, BaM IOHPAaBUTCA HAlle HOBOE IPOM3BOACTBEHHOE
o0opy10BaHHE.

2. DTO Bailla mocleHss pa3padoTka?

3. Hame o0opynoBaHHe COOTBETCTBYET HAUBBICIIEMY TEXHHUUYECKOMY
YPOBHIO.

4. Kak nonro OyAeTr nelcTBOBAaTh rapaHTHsl Ha Bame oOOpyJdoBaHUE, T'-H
®doctep (Mr. Foster)?

5. J/IBeHaaaTh MECSIIEB C MOMEHTA 3aITycka 000pyJ0BaHHUS.

2.0mmpasich Ha 3HaHWE 0COOCHHOCTEH MMCHMEHHON JIEJI0BOM KOMMYHUKAIIAH,
BbIOCpHUTE HanboJIee MOAXoAsIIre o cMbicy cioBa (YK-4.1):

Dear Sirs,

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

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

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

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

Yours faithfully,
Bruno Schmidt
Export Manager

3. Ucnonb3ys pecypcsl cetn MHTEpHET, HaliiUTe ONpECTIeHHs CIeIYIOMNX
JIEKCHYECKUX eAMHUIL 3 cepsl aenoBoit kommynukanuu (YK-4.3):



1. to launch

2. an order

3. a trade fair
4. to promote
5. a transaction

4. BrImoTHUTE TMCHMEHHBIN MEPEBO/T CIEIYIONIEro TeKCTa U3 Chephl JeI0BOU
KOMMYHUKAIMH C aHTJIMHACKOTO s13bIka Ha pycckuil (YK-4.2):

TRADE EXHIBITIONS AND FAIRS

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

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

There are traditional fairs and exhibitions that are held annually or twice a
year. Some fairs and exhibitions are organized on and off and they are devoted to

scientific achievements in this or that field of national economy.

5. TlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBICKa3bIBaHHUE, (PopMynupys

Ballle OTHOIICHUE K BOMPOCaM JCIOBOH KOMMYHHUKAIIMH, PacCMaTpUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. ITocTpoiiTe yCTHOE IMaJOTN4YECKOE BHICKA3bIBAHUE HA OJHY U3 CIEAYIOLIUX
TEM, UMEIOIIUX OTHOIICHHUE K cepe nenoBoit kommyHukarmu (YK-4.1):

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

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



J.B.: How do you do?

SP.:........

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

J.B.: Thank you.

CocTaBWi JOIIEHT SA3eixkoBa 1.H.

3aBenyrommii kadeapou [TaBnos A.1O.

3AJIAHHUE K 3AUYETY Ne 11
(IIpoBepsiemas komneTenuus YK-4)
1. BoimosHuTE MUCHMEHHBIA MEPEBOJ CIEAYIOMUX MPEIIoKEeHUN U3 cdepbl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKka Ha aHrauiickuii (YK-4.2):

1. ITo3BOIBTE MHE paccka3aTh BaM O HaIlei Gpupme.
2. Hama ¢upma cocTOUT U3 MIECTH OTEIOB.

3. Ha dupme 3ansTo okono 1600 uenosek.

4. EcTb 11 y KOMITAaHUM JIOUYEPHUE TIPEANPUATHSA?

5. C kakuM OTIeI0M MBI OyzieM paboTaTh?

2.0mmpasich Ha 3HaHWE 0COOCHHOCTEH MMCHMEHHOMN JIEI0BOM KOMMYHHUKAITUH,
BBIOCpHUTE HanOoJIee MOAXoasIIre 1o cMbIcy cioBa (YK-4.1):

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

3. Ucnonw3ys pecypcsl cetu HTEepHET, HAllAUTE ONpPEEIeHHs] CIeAyOMUX
JICKCHUYECKUX eAMHUIL M3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. department

2. goods

3. to make a decision

4. middle manager

5. to specialize in

4. BeIOJIHUTE TUCHbMEHHBIN NIEPEBO/] CICAYIOIIETO TEKCTa U3 CPephl 1eT0BOM
KOMMYHHKAIMH C aHTJIMHACKOTO s13bika Ha pycckuit (YK-4.2).

BUSINESS COMPANY STRUCTURE



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

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

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

specialize.

5. IlocTpoiiTe MMCbMEHHOE MOHOJIOTHYECKOE BBICKa3bIBaHUE, (HOpMYIUpYs
Ballle OTHOIICHUE K BOMPOCaM JCJIOBOH KOMMYHHUKAIIMH, PacCMaTpUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. Omupasich Ha 3HAHUE OCOOCHHOCTEW YCTHOW NEIOBOM KOMMYHHUKAIIWH,

JOINIOJIHUTE OUAJIOTHYCCKOEC BBICKA3BIBAHUC (bpa?)aMI/I, moaAXOoAIIIMMHA 110 CMBICJ'Iy
(VK-4.1):

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

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

You: ... ... ..

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

You: ... ... ...

John Wiley: And you call me John.

You: ... ... ...



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

You: ... ... ..

Diana: Glad to meet you too!

You: ... ... ..

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

CocTaBui IOLEHT SI3pikoBa U.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.
3AJIAHHUE K 3AYETY Ne 12
(ITpoBepsiemas komnerenmus YK-4)

1. BeimoaHUTE MUCHMEHHBIA MEPEBOJI CIEAYIONTUX MPEMTIOKEHUN U3 chepsl
JICIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. Bo ckonbko Bbl 3akanurBaeTe padboty?

2. 51 u"orMa 3aBTpakaro B oduce.

3. I'-u bpayHn npocuT MOBBIIIEHUS 110 CITY>KO€ B CBOCH KOMIIaHUHU.
4. On otnpasui CMC cBoeMy HOBOMY HadaJIbHUKY.

5. MBI ipuexanyu Ha BCTPEYy BOBPEMSI.

2.0mupasicb ~ Ha ~ 3HaHWE  OCOOEHHOCTEH  MHUCHMEHHOW  JENOBOMU
KOMMYHHKAIIMH, BRIOCpUTE HanOoJIee MoaxoAsIme mo cMeiciy cioba (YK-4.1):

Dear Max,

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

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

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

Many thanks.

Rob

3. Ucnonw3ys pecypcel cetu HHTEpHET, HalauTe OMNpeNeNeHUs CIETyIOINUX
JICKCHYECKUX eAMHUI] 13 cepsl aenoBoit kommynukanuu (YK-4.3):



1. to establish
2. enthusiastic
3. cooperation
4. valuable
5. complain

4. BpINOTHUTE MHUCHMEHHBIM MEPEeBOJ CIEAYIOIIETO0 TeKCTa U3 chepsl
JICIIOBOM KOMMYHMKAIIMU C aHTJIMHCKOTO si3bIka Ha pycckuit (YK-4.2):

STARTING A NEW JOB

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

Don’t make comparisons with other companies — especially your old ones.
Keep a positive attitude. Don’t criticize your colleagues or get involved in their
arguments. If you’re sharing an office, respect your colleagues’ working space.
Don’t move the furniture or be untidy in the office.

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

every job well and keep smiling.

5. TlocTpoiiTe MUCEMEHHOE MOHOJIOTUYECKOE BBICKa3bIBaHHUE, (PopMympys

Ballle OTHOIIIEHHWE K BOMPOCaM JEJOBOH KOMMYHHKAI[MHM, PacCMaTpHUBAacMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IloctpoiiTe yCTHOE JMAJOTMYECKOE BbICKa3bIBAHWE HA OJHY U3

CIIEIyIOLIMX TEM, UMEIOIIUX OTHOIIEeHUE K cepe nenoBoil kommyHukanuu (YK-
4.1):

1. Getting ready for a business meeting



2. Getting ready for an appointment

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

5. A good place for a business lunch

CocTaBui IOLEHT SI3pikoBa U.H.

3aBenyrommii kadeapou [TaBnos A.1O.

IK3AMEH 4 CEMECTP
KOHIPQJII/]PWOII[I/IEMATEPI/IAJIBII]POI\dE)KYTpLH{OﬁAI TECTALIMUIIO
JAUCHUIIVIMHE «<MHOCTPAHHBIUA A3bIK»

3K3AMEHAIIMOHHBIN BUJIET Ne 1
(IIpoBepsiemasi komneTenuus Y K-4)
1. BpImogHUTE NUCHMEHHBIA NEPEBOJI CIEAYIOUIUX MPEMIOKEHUN U3 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHrauiickuii (YK-4.2):

1. 51 6B1 x0TENM MOrOBOPUTH € r-HOM Musuiepom (Mr. Miller).

2. 3BunuTe, HO T-Ha Mmiepa ceifuac HerT.

3. OH Oynzert 31ech uepes JBa Jaca.

4., 51 xoren 6b1 mo3HakoMuTh Bac ¢ JpkoHoMm Cmutom (John Smith).
5. Korna Bel cMokeTe npuidtH, r-H CMUT?

2.0mnupasich Ha 3HaHUE OCOOCHHOCTEH MMCHbMEHHOM JIeJI0BOM KOMMYHHKAIIHH,
JIOTIOJTHUTE TEKCT Hanbosee moaXoasuMu 1o cMmbiciy cioBamu (YK-4.1):

a) skills f) training

b) participate g) interview

c) profession h) graduated

d) companies 1) responsibility
e) apply J) experience

Graduating from the university is a very busy, exciting time for people.
Everyone wants to find a good job and begin working in their chosen

1) . The first step is to find a suitable vacancy and 2)

for the position. If you are called for an 3) , you will be asked what
4) you have and what university you 5) from.
They may ask if you have any previous 6) in that type of work. Many

large businesses and 7) will require their new employees to 8)




in a special 9) course before they are given the 10)
of working on their own.

3. Ucnone3ys pecypcsl cetn MHTEpHET, HAAUTE ONMPEACICHHs CIIeIYIOMNX
JEKCHYECKUX eAUHUI 13 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. etiquette

2. customer

3. to have a positive impact

4. common courtesy

5. a handshake

4. BBITIOTHUTE MMCHMEHHBIN MEPEBOJI CIIEIYIONIETO TeKCTa U3 c(hephl MeT0BOI
KOMMYHHKAIMH C aHTJIMHACKOTO s13bIka Ha pycckuil (YK-4.2):

BUSINESS ETIQUETTE

Business etiquette is a set of manners that is accepted or required in a
profession. Business etiquette is important because it creates a professional,
mutually respectful atmosphere and improves communication, which helps an
office serve as a productive place. People feel better about their jobs when they
feel respected, and that translates into better customer relationships as well.

Improving your business etiquette can have a positive impact on your career.
Remember to use common courtesy. Adopt the "you™ attitude - consider others'
needs and feelings first. This behavior leads to good manners and common
courtesy, thereby improving your business etiquette.

Examples of courteous behavior include: using please and thank you as
appropriate; speaking clearly and distinctly while using a pleasant tone of voice;
smiling and offering a firm handshake when meeting someone new; writing thank-

you notes and congratulation as appropriate etc.

5. TlocTpoiiTe MMCBMEHHOE MOHOJIOTHUECKOE BBbICKa3bIBaHUE, (HOPMYIIUpPYs
BaIlllc OTHOIICHUE K BOMPOCaM JCJIOBOH KOMMYHHKAIMH, PACCMATPUBAEMBIM B
tekcte (u3 1.4) (YK-4.1).

6. JlomonmHWTE  YCTHOE JMAJIOTMYECKOE  BBICKAa3bIBaHUE  (pa3zamu,

MOAXOSIINUMHA TI0 CMBICTY K JaHHOW CHUTyaluu u3 cQepbl JETOBOTO OOIICHUS
(YK-4.1):



Starkov: Good morning, Mr. Williams. How are you?

Williams: ...

S.: Very well, thank you. Could you tell us about your company, Mr. Williams?
W.. ...

S.: What department will we work with?

W.: ...

S.: Do you have any subsidiaries?

W.:...
CocTaBui IOLEHT SI3pikoBa U.H.
3aBenyromuii kadenpoit ITaBnoB A.1O.

3K3AMEHAIIMOHHBIN BUJIET Ne 2
(ITpoBepsiemas komneTenuus YK-4)
1. BpIMoaHUTE NMUCHMEHHBIA MEPEBOJI CIEAYIONINX MPEMIOKEHUN 13 chepsl
JICIOBOM KOMMYHMKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. Mbl mpounTanu Baile peKIaMHOEe OOBABICHHE B XKypHaie Business
Magazine.

2. Hama xommnanus 6wsuia ocHoBaHa B 2001 rony.

3. B Hameli ctpaHe CymiecTByeT YCTOMUMBBINA CIIPOC HA BAIly MPOTYKIIUIO.

4. Mbl Takke HWHTEpPECYyeMCsl HOBBIMH MOJCISAMH B TOH e IIEHOBOU
KAaTErOpHH.

5. Mb1 Oyzaem npu3HaTeNbHbI 32 OBICTPBIN OTBET.

2. Omwmpasice Ha 3HaHME€ OCOOEGHHOCTEH MHCHMEHHOW  JEeTOBOU
KOMMYHUKAIIMH, BEIOEpUTE HanOO0Iee OIX0AsIIre Mo cMbiciy cioBa (YK-4.1):

a) accuracy f) successful
b) employers g) employees
c) achievements h) effective
d) occupation 1) possibility
e) qualification J) impression
It is important to make a good 1) when going for a job interview.

Interviewers usually ask a number of questions, many of which concern 2)
. However, they also usually like to ask questions about previous 3)

as well as 4) not connected to the workplace. Often, the 5)

candidate is not the one with the most impressive education but the one

who shows that he or she has made the most 6) use of their time. Few
7) want 8) who are unable to think about themselves. The 9)



of advancement in any job rarely depends on the 10) of
work but more on the enthusiasm and dedication of the employee.

3. Ucnone3ys pecypcsl cetn MHTEpHET, HAAUTE ONMPEACICHHsI CIIeIYIOMNX
JICKCUIECKUX SAMHHMII U3 cepsl aerroBoit kommyHukaruu (YK-4.3):

1. a set of manners

2. to enforce

3. to violate business etiquette

4. to complain

5. a promotion

4. BeIIIOJIHUTE TMCHhMEHHBIN nepeBoa CICAYIOMICTO TCKCTA U3 C(i)epBI I[GJ'IOBOﬁ
KOMMYHHKAIIMH ¢ aHTJIUHCKOTO si3bIKa Ha pycckuid (YK-4.2):

Business etiquette is a set of manners that is accepted or required in a
profession. Often upheld by custom, it is enforced by the members of an
organization. Those who violate business etiquette are considered offensive. The
penalty for such behavior frequently lies in the disapproval of other organization
members.

Failing to display proper business etiquette won't help your career, but
engaging in unprofessional conduct could result in losing a promotion or even your
job. Never engage in the following inappropriate behaviors: coming to work under
the influence of drugs or alcohol; engaging in sexual harassment; showing a lack of
respect to superiors, peers, or subordinates; using foul language; complaining

publicly about your organization or supervisor; violating confidentiality etc.

5. IlocTpoiiTe MUCEMEHHOE MOHOJOTMYECKOE BBbICKa3bIBaHUE, (POpMyIHpys
Ballle OTHOILICHHWE K BOIIPOCaM JEJIOBOM KOMMYHHUKAIlMH, pacCMaTpUBAacMbIM B

tekcte (u3 m.4) (YK-4.1) .

6. JlonmonHuTte yCTHOE  OUAJIOIMYECKOE  BbICKa3blBaHUE  (pa3amu,

MOAXOJSAIIMMH IO CMBICTY K JIaHHOW CHUTyalluu U3 cdepbl JEIOBOro OOIICHUS
(YK-4.1):

Williams: Have you got price-lists with you now?
Starkov: ... ...

W.: All right. Let’s get down to business. What are you going to talk about today?
S



W.: Right. And tomorrow we’ll be talking about packing and transportation. By the
way, Mr. Starkov, do you want to visit our exhibition which will be held the day
after tomorrow?

S

W.: | hope so.

CocTaBui IOLEHT SI3pikoBa U.H.

3aBenyrommii kadeapon [TaBnos A.1O.

3K3AMEHAIIMOHHBINA BUIET Ne 3
(ITpoBepsiemas komneTenuust Y K-4)
1. BeinmoaHUTE MUCHMEHHBIA MEPEBOJI CICAYIONINX MPEITIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. MBI y3Hamu 0 Bac OT HamIero JAejoBoro maptHepa r-Ha Musuepa (Mr.
Miller).

2. Mbl xoTenu Obl HalaJuTh KOHTAaKT C TNPOU3BOAUTEISIMH KOPMOB MJis
JOMAIIHUX KUBOTHBIX.

3. [oxamylicTa, MPUILTUTE HAM BaIlld KaTAJIOTH U TIPEUCKYPaHT.

4. Hac takke MHTEpECYIOT Ballll YCJIOBUS OIIATHI.

5. MBI ¢ HETepIIeHUEM KAEM BaIllero OTBETA.

2. Omwmpasice Ha 3HaHME€ OCOOEGHHOCTEH MHCHMEHHOW  JIEOBOMU
KOMMYHHKAIMH, BEIOEpUTE HanboJIee MoIX0AsIHe Mo cMbicay ciioBa (YK-4.1):

a) abroad

b) etiquette

c) offensive

d) custom

e) sensitive

f) sign

In Great Britain and the United States corporate gift giving is not a very

popular 1 ; people can spend their entire working lives without ever
receiving a corporate gift. However, gift giving is sometimes an integral part of the
negotiation process when doing business 2 . It is important to learn about
the 3 of gift giving before sending a gift to an international client or

business partner, or you may find that your gesture appears 4



For example, in China a desk clock is a 5 bad luck or death. It is
also interesting to note that the receiver never opens a gift in front of the giver as
that would signify that the content was more important than the act of giving.
Waiting for the person to open your gift would show that you were not 6
to Chinese culture.

3. Ucnonb3ys pecypcel cetr MIHTEpHET, HAAWTE ONMPEIACICHHS CIICTYIOIINX
JICKCUYECKUX SAMHHMII U3 cepsrl aenoBoit kommyHukaimu (YK-4.3):

1. traits of character

2. a subordinate

3. to convince

4. to do one’s best

5. to achieve goals

4. BeINOJIHUTE MTUCbMEHHBIN NIEPEBOJ] CICAYIOIIETO TEKCTa U3 CPephl 1eT0BOM
KOMMYHHKAIIMH ¢ aHTJIMHCKOTO s3bIKa Ha pycckuit (YK-4.2):

MANAGER

Not every man can be a good manager. A good manager needs to have certain
personal traits of character. A manager has subordinates. He has to be authoritative
and strong-willed - he must convince people to do things. A good manager is
competent - he knows his job and the job of his subordinates well. A good manager
is efficient - he never leaves tasks unfinished, and does his best to achieve the
goals. A manager must be intelligent - a business cannot be successful with a
stupid manager. In most businesses, a manager needn’t be beautiful, friendly or
stylish. But he must be able to see good ideas, innovations and to use them in his

business. A real manager can make right decisions quickly.

5. IlocTpoiiTe MUCbMEHHOE MOHOJOTHYECKOE BbICKa3bIBaHUE, (PopMyHpys

Ballle OTHOIICHUE K BOMPOCaM JCJIOBOH KOMMYHHUKAIIMHM, PacCMaTPUBAEMbIM B
tekcte (u3 .4) (YK-4.1).

6. JlonmonHuTte yCTHOE  OUAJIOIMYECKOE  BbICKa3blBaHUE  (pa3amu,

MOAXOSIINUMHA TI0 CMBICTY K JaHHOW CHUTyaluu u3 cQepbl JETOBOTO OOIICHUS
(YK-4.1):

(Lorna Wright is arriving in Liberia)



Immigration officer: Good afternoon. Can | have a look at your passport and
landing card?

Lorna: ... ... ...

Immigration officer: Thank you. So, you’re from Great Britain?

Lorna: ... ... ...

Immigration officer: And what’s the purpose of your visit?

Lorna: ... ... ...

Immigration officer: And how long are you staying in Liberia?

Lorna: ... ... ...

Immigration officer: O.K.! Welcome to Liberia!

CocTaBli1 JOLIEHT S3pikoBa U.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.
3K3AMEHAIIMOHHBIN BUJIET Ne 4
(ITpoBepsiemas komneTenuust Y K-4)
1. BeimoaHUTE NMUCHMEHHBIA MEPEBOJI CIEAYIONIUX MPEMTIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. ITo3BoJIbTE MPEICTABUTHCS.

2. O4eHb NPHUATHO TTO3HAKOMHUTHCS.

3. N'oBopuTe, moxkanyiicra, momesaeHHee. S He oueHb xopoiio Bac moHumaro.
4. Korma HaumHaeTCsI COBENIaHue?

5. 4 ceifuac He TOTOB TOBOPUTH Ha ATy TEMY.

2.0nmpasich Ha 3HaHWE 0COOCHHOCTEH MMCHMEHHOMN JIEI0BOM KOMMYHHUKAITUH,
BbIOCpHUTE HanOoJIee MOAXoasIIre o cMbicy cioBa (YK-4.1):

a) authority;

b) subordinates;

C) initiative;

d) hierarchy;

e) national culture;
f) delegate.

The characteristics of management often vary according to 1 which can
determine how managers are trained, how they lead people and how they approach
their jobs. The amount of responsibilities of any individual in a company depends
on the position that he or she occupies in its 2 . Managers, for example, are
responsible for leading the people directly under them, who are called 3 .To
do this successfully, they must use their 4 , Which is the right to take
decisions and give orders. Managers often 5 authority. This means that
employees at lower levels in the company hierarchy can use their 6 that is
make decisions without asking their manager.



3. Ucnone3ys pecypcwl cetr HTEpHET, HAWAUTE OMpPEaSICHUS CIASAYIOIIIX
JEKCHYECKUX eAUHUI 13 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. gift

2. negotiation process

3. etiquette

4. an offensive gesture

5. to note

4. BBITIOTHUTE MUCHMEHHBIHN IMEPEBOJI CIEIYIONIETO TEKCTa U3 c(hephl MeIT0BOI
KOMMYHUKAIMH C aHTJIMHACKOTO s13bIka Ha pycckuil (YK-4.2):

GIFT GIVING IN THE INTERNATIONAL BUSINESS CONTEXT

In Great Britain and the United States corporate gift giving is not a very
popular custom; people can spend their entire working lives without ever receiving
a corporate gift. However, gift giving is sometimes an integral part of the
negotiation process when doing business abroad. It is important to learn about the
etiquette of gift giving before sending or taking a gift to an international client or
business partner, or you may find that your gesture appears offensive.

For example, in China a desk clock is a sign of bad luck or death. It is also
interesting to note that the receiver never opens a gift in front of the giving.
Waiting for the person to open your gift would show that you were not sensitive to
China culture.

In France, don’t give something with your company logo, as they find items
like this impersonal and in a bad taste.

In England, Australia, and Canada, some people see white lilies as a symbol
of death while in Germany, yellow and white chrysanthemums could be seen this
way.

5. TlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBICKa3bIBaHUE, (POpMyIupys

Ballle OTHOIIIEHHWE K BOMPOCaM JEJOBOH KOMMYHHKAI[MHM, PacCMaTpHUBAacMbIM B
tekcte (u3 m.4) (YK-4.1).

6. Omnupasch Ha 3HAHUE OCOOCHHOCTEM YCTHOW NE€I0BOM KOMMYHHUKAIIHMH,
JIOTIOJIHUTE JMAJIOTUYECKOE BBICKA3bIBaHUE (pa3amMH, MOAXOAAIIUMHU MO CMBICTY

(VK-4.1):



(Ms. Brown is introducing you to Mr. Cartwright, the Production Manager of
their company)

Ms. Brown: I’d like you to meet Mr. Cartwright, our Production Manager.
You: ... ... ..

Mr. Cartwright: Glad to meet you too. Did you have a nice trip?

You: ... ... ..

Mr. Cartwright: What are your first impressions of our city?

You: ... ... ...

Mr. Cartwright: Would you like anything to drink?

You: ... ... ...
CocTaBui IOLEHT SI3pikoBa U.H.
3aBenyromuii kadenpoit [TaBnoB A.1O.

3K3AMEHAIIMOHHBIN BUJIET Ne 5
(ITpoBepsiemas komneTenuust Y K-4)
1. BeimoaHUTE NMUCHMEHHBIA MEPEBOJI CIEAYIONIUX MPEMTIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. Mpbl 3a0pOHHpOBAIM OJHOMECTHBI HOMEpP C BAaHHOM KOMHATOM B OTeEle
HEJAJIEKO OT LEHTpA.

2. MbI efem B Hatl ouc B IIEHTPE TOPOA.

3. KakoBb! Ba1u nepsbie BrieyatiaeHus: oT MOCKBBI?

4. I1o3BONbTE MPEICTABUTH BAM MOUX COTPYAHHUKOB.

5. UToObI OTBETUTH HA Balll BONPOC, rocrnoauH [locnenos, st 10KeH NOCETUTh

Balll 3aBOJI U U3yUUTh Balllk TPEOOBaHUSI.

2. Omwmpasice Ha 3HaHME€ OCOOEGHHOCTEW  MHCHMEHHOW  JIEOBOMU
KOMMYHHKAIIMH, BRIOEpUTE HanOoJIee MoaxoAsIme mo cMbiciy cioba (YK-4.1):

a) workforce; f) company officers;

b) hierarchy; g) strategy;

c) board of Directors; h) president;

d) shareholders; I) running;

e) chief Executive Officer; j) company.

Most companies are made up of three groups of people: the 1 (who
provide the capital), the management and the 2 :

At the top of the company 3 IS the 4 , headed by the
5 or chairperson. The Board is responsible for policy decisions and
6 . 1t will usually appoint a managing Director or 7 , Who
has overall responsibility for the 8 of the business. Senior managers or

9 head the various departments or functions within the 10




3. Ucnonbe3ys pecypcel cetr MIHTEpHET, HAAWTE ONMPECICHHS CICTYOIINX
JICKCUIECKUX SAMHHMII U3 cepsrl nemoBoit kommyHnukaruu (YK-4.3):

1. Power Cultures

2. Task Cultures

3. Individual Cultures

4. to relate to

5. staff

4. BeIOJHUTE MUCbMEHHBIN NIEPEBOJ] CIAEAYIONIEro TeKCTa U3 cephl 1eI0BOM
KOMMYHUKAIMH C aHTJIMHACKOTO s13bIka Ha pycckuil (YK-4.2):

CLASSIFICATION OF ORGANIZATION CULTURES

Power Cultures. In these cultures self-reliant and highly competitive self-
development provides the basis of relations. A manager’s success is related to their
charisma and influence, rather than to their knowledge and experience. The style of
the chief executive is the model for other managers. In organizations of this type
managers need to be tough-minded and aggressive.

Task Cultures. In organizations of this type they value everything that makes
it possible to get the work done. The main concern in these organizations is with
successful completion of their projects. A manager’s success is related to their
knowledge and experience required to achieve tasks, rather than to meet the
requirements of their role.

Individual Cultures. In organizations of this type freedom of expression is
valued the most. Effectiveness of any activity in these organizations is related by
how much the activity satisfies the staff, rather than by how well it conforms to
business plans. Independence, creativity, and experiment are also valued in these

organizations.

5. IlocTpoiiTe MUCbMEHHOE MOHOJOTMYECKOE BbICKa3bIBaHUE, (PopMynupys

Ballle OTHOIIIEHHWE K BOMPOCAM JCIIOBOM KOMMYHHUKAI[MH, pacCMaTpUBAaeMbIM B
tekcte (u3 m.4) (YK-4.1).

6. Omnupaschb Ha 3HAHUE OCOOCHHOCTEM YCTHOW NE€JI0BOM KOMMYHHUKAIIUH,

JOOIMIOJIHUTE IHUAJIOTHNYCCKOC BBICKA3bIBAHUC (I)paSaMI/I, IHOAXOJAIINMHA 110 CMI)ICJIy
(VK-4.1):



(You are at the exhibition which is being held in London. The stand of one of
the American companies has attracted your attention. At the moment you are
talking to Mrs. Foster, the Sales Manager of the company)

Mrs. Foster: Does our new processing equipment interest you?

R(/I?}sl.: I':.o's;[.e.r:.bur new equipment is not a bad choice. It corresponds to the highest
technical level and the highest standards existing in the world today.

IS\(/I?IS1 l':.o'sié.r:mTwelve months from the start-up of the equipment, this is standard.
?\(A(;lsl.: l':.o'sié'r:“'.l'wo—three weeks from the date of payment.

You: ... ... ...

Mrs. Foster: Two-five days depending on the model.

You: ... ... ..
CocTaBui I0LIEHT S3pikoBa M.H.
3aBenyromuii kadenpoit [TaBnoB A.1O.

9K3AMEHAILIMOHHBIN BUJIET Ne 6
(ITpoBepsiemas komneTenuus Y K-4)
1. BeIimomHUTE MUCHMEHHBIA TEPEBOJ CIEAYIOMUX MPENIoKEeHUN U3 cdepbl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. 51 6B1 XOTEN IOTOBOPUTH ¢ T-HOM Musuiepom (Mr. Miller).

2. N3BunuTe, HO r-Ha Muiepa ceifuac Her.

3. OH Oynzert 31ech yepe3 JiBa yaca.

4. 51 xoren 6b1 mo3HakoMuTh Bac ¢ Jpkonom Cmutom (John Smith).
5. Korna Bel cMokeTe npuidtH, r-H CMUT?

2.0nmpasich Ha 3HaHWE 0COOCHHOCTEH MMCHMEHHOMN JIEI0BOM KOMMYHHUKAITUH,
JOTIOJTHUTE TEKCT HanboJee MoXoasaiuMu 1o cMmbicity cioBamu (YK-4.1):

a) skills f) training

b) participate g) interview

c) profession h) graduated

d) companies 1) responsibility
e) apply J) experience

Graduating from the university is a very busy, exciting time for people.
Everyone wants to find a good job and begin working in their chosen
1) . The first step is to find a suitable vacancy and 2)
for the position. If you are called for an 3) , you will be asked what




4) you have and what university you 5) from.

They may ask if you have any previous 6) in that type of work. Many
large businesses and 7) will require their new employees to 8)
in a special 9) course before they are given the 10)

of working on their own.

3. Ucnone3ys pecypcsl cetn MHTEpHET, HAAUTE ONMPEACICHHsI CIIeIYIOMNX
JICKCUYECKUX €AMHHMII U3 cepnl aenoBoit kommyHukaiuu (YK-4.3):

1. etiquette

2. customer

3. to have a positive impact

4. common courtesy

5. a handshake

4. BeINOJIHUTE TUCbMEHHBIN NIEPEBOJ] CICAYIOIIETO TEKCTa U3 Cephl 1eT0BOM
KOMMYHHKAITMH ¢ aHTJIUHCKOTO s3bIKa Ha pycckuit (YK-4.2):

BUSINESS ETIQUETTE

Business etiquette is a set of manners that is accepted or required in a
profession. Business etiquette is important because it creates a professional,
mutually respectful atmosphere and improves communication, which helps an
office serve as a productive place. People feel better about their jobs when they
feel respected, and that translates into better customer relationships as well.

Improving your business etiquette can have a positive impact on your career.
Remember to use common courtesy. Adopt the "you" attitude - consider others'
needs and feelings first. This behavior leads to good manners and common
courtesy, thereby improving your business etiquette.

Examples of courteous behavior include: using please and thank you as
appropriate; speaking clearly and distinctly while using a pleasant tone of voice;
smiling and offering a firm handshake when meeting someone new; writing thank-

you notes and congratulation as appropriate etc.

5. TlocTpoiiTe MUCEMEHHOE MOHOJIOTUYECKOE BBICKa3bIBaHHUE, (PopMympys

Ballle OTHOIIIEHHWE K BOMPOCaM JEJOBOH KOMMYHHKAI[MHM, PacCMaTpUBAacMbIM B
tekcte (u3 1.4) (YK-4.1).



6. I[OHOJIHI/ITC YCTHOC JHUAJIOTHYCCKOC BBICKAa3bIBAHHEC (bpa:aaMH,

MNOJIXOJSAIIMMHA TIO CMBICTY K JaHHOM CUTyallud U3 cQepbl JeIOBOTO OOIIEHUS
(YK-4.1):

Starkov: Good morning, Mr. Williams. How are you?

Williams: ...

S.: Very well, thank you. Could you tell us about your company, Mr. Williams?
W.: ...

S.: What department will we work with?

W.: ..

S.: Do you have any subsidiaries?

W.: ...
CocTtaBui1 IOIIEHT S3pikoBa M.H.
3aBenyromuii kadenpoit [TaBnoB A.1O.

3K3AMEHAIIMOHHBIN BUJIET Ne 7
(ITpoBepsiemas komneTenuust Y K-4)
1. BbInoJHUTE NMUCBMEHHBIA MEPEBOJ CIEAYIOIIUX MPENIOKEHUN U3 cepbl
JIeIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuil (YK-4.2):

1. Mbl mpouuTanu Balle peKIaMHOEe OOBABICHHE B XKypHaie Business
Magazine.

2. Hama xommanus 6suta ocHoBaHa B 2001 roxy.

3. B Hamieii ctpaHe CymiecTByeT yCTOWYHMBBIN CIPOC HA BaIlly MPOTYKITHIO.

4. Mpbl TakkKe HWHTEpPECYyeMCsl HOBBIMH MOJEISAMH B TOW K€ IIEHOBOU
KAaTErOpHH.

5. Mb1 Oyzem npu3HaATENbHBI 32 OBICTPHIN OTBET.

2. Onwmpasice Ha 3HaHHE OCOOEHHOCTEH  MHUCHMEHHOW  JEJIOBOM
KOMMYHHKAIMH, BEIOEpUTE Hanbosiee moaxoasire mo cMoiciy cioBa (YK-4.1):

k) accuracy p) successful
1) employers q) employees
m) achievements r) effective

n) occupation s) possibility
0) qualification t) impression




It is important to make a good 1) when going for a job interview.
Interviewers usually ask a number of questions, many of which concern 2)
. However, they also usually like to ask questions about previous 3)

as well as 4) not connected to the workplace. Often, the 5)

candidate is not the one with the most impressive education but the one

who shows that he or she has made the most 6) use of their time. Few
7) want 8) who are unable to think about themselves. The 9)
of advancement in any job rarely depends on the 10) of

work but more on the enthusiasm and dedication of the employee.

3. HUcnonw3ys pecypebl cetu MHTEpHET, HAWIUTE ONMpEeSICHUs CAeayOINX
JICKCUYECKUX eAMHHMII U3 chepsl AeoBoi koMmmyHuKauu (YK-4.3):

1. a set of manners

2. to enforce

3. to violate business etiquette

4. to complain

5. a promotion

4. BeINOJIHUTE MTUCbMEHHBIN NIEPEBOJ] CICAYIOIIETO TEKCTa U3 Chephl 1eI0BOM
KOMMYHHKAIMH C aHTJIMHACKOTO s13bIka Ha pycckuit (YK-4.2):

Business etiquette is a set of manners that is accepted or required in a
profession. Often upheld by custom, it is enforced by the members of an
organization. Those who violate business etiquette are considered offensive. The
penalty for such behavior frequently lies in the disapproval of other organization
members.

Failing to display proper business etiquette won't help your career, but
engaging in unprofessional conduct could result in losing a promotion or even your
job. Never engage in the following inappropriate behaviors: coming to work under
the influence of drugs or alcohol; engaging in sexual harassment; showing a lack of
respect to superiors, peers, or subordinates; using foul language; complaining

publicly about your organization or supervisor; violating confidentiality etc.

5. TlocTpoiiTe MMCbMEHHOE MOHOJOTHYECKOE BbICKa3bIBaHUE, (HOPMYIUPYS
Ballle OTHOIIIEHHWE K BOMPOCaM JEJOBOH KOMMYHHKAI[MHM, PacCMaTpUBAacMbIM B
tekcte (u3 m.4) (YK-4.1) .



6. I[OHOJIHI/ITC YCTHOC JUAJIOTHUYCCKOC BBICKA3bIBAHUC q)pa?)aMI/I,

MNOJIXOJSAIIMMHA TIO CMBICTY K JaHHOM CUTyallud U3 cQepbl JeIOBOTO OOIIEHUS
(YK-4.1):

Williams: Have you got price-lists with you now?

Starkov: ... ... ...

W.: All right. Let’s get down to business. What are you going to talk about today?
S

W.: Right. And tomorrow we’ll be talking about packing and transportation. By the
way, Mr. Starkov, do you want to visit our exhibition which will be held the day
after tomorrow?

S

W.: | hope so.

CocTtaBui1 IOIIEHT S3pikoBa M.H.

3aBeayrommii kadeapon [TaBnos A.1O.

9K3AMEHAIIMOHHBIN BUJIET Ne 8
(ITpoBepsiemas komneTennus Y K-4)
1. BpinmoaHUTE NUCHbMEHHBIA MEPEBOJI CIEAYIOUIUX MPEMIOKEHUN U3 chepsl
JICJIOBOM KOMMYHHKAITUHU C PYyCCKOTO si3bIka Ha aHrauiickuii (YK-4.2):

1. Msl y3Hamu O Bac OT HAIIETO JIeJIOBOTO TMapTHepa r-Ha Musiepa (Mr.
Miller).

2. Mp1 xotenu Obl HAJIAIUTh KOHTAKT C MPOU3BOJUTEISIMA KOPMOB JIJIst
JIOMAIIHUX KUBOTHBIX.

3. [Noxkanyiicta, NPUIIMTE HAM BaIllM KaTaJIOTH U MPEHCKYPaHT.

4. Hac takke HHTEPECYIOT Ballll YCIOBUS OTLIATHI.

5. MBI ¢ HETEpIIEHHEM KJIEM Balllero OTBETA.

2. Omnwupasce Ha 3HaHUME OCOOEHHOCTEM  MHUCHBMEHHOW  JECIOBOM
KOMMYHUKAIMH, BEIOEpUTE HANOOJIee OIXOAsIIUe 1Mo cMbiciy ciioBa (YK-4.1):

g) abroad
h) etiquette
1) offensive
j) custom
k) sensitive
) sign



In Great Britain and the United States corporate gift giving is not a very
popular 1 ; people can spend their entire working lives without ever
receiving a corporate gift. However, gift giving is sometimes an integral part of the
negotiation process when doing business 2 . It is important to learn about
the 3 of gift giving before sending a gift to an international client or
business partner, or you may find that your gesture appears 4 :

For example, in China a desk clock is a 5 bad luck or death. It is
also interesting to note that the receiver never opens a gift in front of the giver as
that would signify that the content was more important than the act of giving.
Waiting for the person to open your gift would show that you were not 6
to Chinese culture.

3. Ucnone3ys pecypcwl cetn MHTEpHET, HAAUTE ONMPEACICHHSI CIIEeIYIOMNX
JEKCHYECKUX eAUHUI] 13 cepsl AenoBoit kommyHnukanuu (YK-4.3):

1. traits of character

2. a subordinate

3. to convince

4. to do one’s best

5. to achieve goals

4. BpINOTHUTE NUCHMEHHBIN MEPEBOJ] CIEIYIONIEro TEKCTa U3 CPephl JEIT0BOM
KOMMYHHKAIMH C aHTJIMHACKOTO s13bika Ha pycckuil (YK-4.2):

MANAGER

Not every man can be a good manager. A good manager needs to have certain
personal traits of character. A manager has subordinates. He has to be authoritative
and strong-willed - he must convince people to do things. A good manager is
competent - he knows his job and the job of his subordinates well. A good manager
is efficient - he never leaves tasks unfinished, and does his best to achieve the
goals. A manager must be intelligent - a business cannot be successful with a
stupid manager. In most businesses, a manager needn’t be beautiful, friendly or
stylish. But he must be able to see good ideas, innovations and to use them in his

business. A real manager can make right decisions quickly.

5. TlocTpoiiTe MMCbMEHHOE MOHOJOTHYECKOE BbICKa3bIBaHUE, (POpPMyIHpys
Ballle OTHOIIEHHWE K BOMPOCaM JEJOBOH KOMMYHHKAI[MHM, PacCMaTpHUBAacMbIM B
tekcte (u3 m.4) (YK-4.1).



6. JomomHuTe yCTHOE  JUAJOTMYECKOE  BBICKa3blBaHHWE  (pazamu,
MOJXOSAIIMMHA TIO CMBICTY K JaHHON CUTyallud U3 cQepbl JeIOBOTO OOIIEHUS
(YK-4.1):

(Lorna Wright is arriving in Liberia)

Immigration officer: Good afternoon. Can | have a look at your passport and
landing card?

Lorna: ... ... ...

Immigration officer: Thank you. So, you’re from Great Britain?

Lorna: ... ... ...

Immigration officer: And what’s the purpose of your Vvisit?

Lorna: ... ... ...

Immigration officer: And how long are you staying in Liberia?

Lorna: ... ... ...

Immigration officer: O.K.! Welcome to Liberia!

CocTtaBui1 IOIIEHT S3pikoBa M.H.

3aBeayrommii kadeapon [TaBnos A.1O.
3K3AMEHAIIMOHHBIN BUJIET Ne 9
(IIpoBepsiemas komneTenuus Y K-4)
1. BpinmogHUTE NUCHbMEHHBIA MEPEBOJI CIEAYIOUIUX MPEMIOKEHUN U3 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO si3bIka Ha aHrauiickuii (YK-4.2):

1. ITo3BONBTE NPEACTABUTHCS.

2. OueHb IPHUATHO TTO3HAKOMHTHCS.

3. 'oBopuTe, moxanyiicra, nomeaiiennee. Sl He oueHb xoporo Bac monnmaro.
4. Korna HaunHaeTcsl coBenianue?

5. 4 celfuac He TOTOB TOBOPUTH Ha ATy TEMY.

2.0mnupasich Ha 3HaHUE OCOOCHHOCTEH MMCHbMEHHOM JI€JI0BOM KOMMYHHKAIIHH,
BbIOEpUTE HanOOJIee MOAXOAsIINE 10 cMbIcay cioBa (YK-4.1):

a) authority;

b) subordinates;

C) initiative;

d) hierarchy;

e) national culture;
f) delegate.

The characteristics of management often vary according to 1 which can
determine how managers are trained, how they lead people and how they approach



their jobs. The amount of responsibilities of any individual in a company depends
on the position that he or she occupies in its 2 . Managers, for example, are
responsible for leading the people directly under them, who are called 3 .To
do this successfully, they must use their 4 , which is the right to take
decisions and give orders. Managers often 5 authority. This means that
employees at lower levels in the company hierarchy can use their 6 that is
make decisions without asking their manager.

3. Ucnonp3ys pecypcel cetn MIHTEpHET, HAAUTE OMPEISICHUs CIEAYOIINX
JICKCUYECKUX eAMHHMII U3 cepnl aenoBoit kommyHnukaimu (YK-4.3):

1. gift

2. negotiation process

3. etiquette

4. an offensive gesture

5. to note

4. BeINOJIHUTE MTUCbMEHHBIN NIEPEBOJ] CICAYIOIIETO TEKCTa U3 Cephl 1eT0BOM
KOMMYHHKAITMH ¢ aHTJIMHCKOTO s3bIKa Ha pycckuit (YK-4.2):

GIFT GIVING IN THE INTERNATIONAL BUSINESS CONTEXT

In Great Britain and the United States corporate gift giving is not a very
popular custom; people can spend their entire working lives without ever receiving
a corporate gift. However, gift giving is sometimes an integral part of the
negotiation process when doing business abroad. It is important to learn about the
etiquette of gift giving before sending or taking a gift to an international client or
business partner, or you may find that your gesture appears offensive.

For example, in China a desk clock is a sign of bad luck or death. It is also
interesting to note that the receiver never opens a gift in front of the giving.
Waiting for the person to open your gift would show that you were not sensitive to
China culture.

In France, don’t give something with your company logo, as they find items
like this impersonal and in a bad taste.

In England, Australia, and Canada, some people see white lilies as a symbol
of death while in Germany, yellow and white chrysanthemums could be seen this

way.



5. IlocTpoiiTe MUCbMEHHOE MOHOJIOTUYECKOE BBICKA3bIBaHUE, (QOpMYIHpYSs

Balllc OTHOIIICGHWE K BOIPOCAM JICIIOBOH KOMMYHHKAIIMH, pacCMaTpUBAacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. Onmpasch Ha 3HAHWE OCOOCHHOCTEW YCTHOW JIEIOBOM KOMMYHHKAITUH,

JOOIIOJIHUTE IHUAJIOTHYCCKOC BBICKA3bIBAHUC (1)pa3aMI/I, HOOAXOJAIIMNMHA 110 CMBICJIy
(VK-4.1):

(Ms. Brown is introducing you to Mr. Cartwright, the Production Manager of
their company)

Ms. Brown: I’d like you to meet Mr. Cartwright, our Production Manager.
You: ... ... ...

Mr. Cartwright: Glad to meet you too. Did you have a nice trip?

You: ... ... ...

Mr. Cartwright: What are your first impressions of our city?

You: ... ... ...

Mr. Cartwright: Would you like anything to drink?

You: ... ... ...
CocTtaBui1 IOIIEHT S3pikoBa M.H.
3aBenyromuii kadenpoit [TaBnoB A.1O.

3K3AMEHAIIMOHHBINA BAJIET Ne 10
(ITposepsiemas komneTenuust Y K-4)
1. BeimoaHUTE NMUCHMEHHBIM TIEPEBOJ CIEIYIONIUX MPEMIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickui (YK-4.2):

1. Mbl 3a0pOHHpOBAIM OJHOMECTHBI HOMEpP C BaHHOM KOMHATOH B OTele
HEJAJIIEKO OT LIEHTpA.

2. MbI eneM B Hat opuic B IIEHTpE ropoa.

3. KakoBsI Bamm nepBbie BrieyaTaeHUs: 0T MOCKBBI?

4. I1o3BoNIbTE MPEICTABUTH BAM MOUX COTPYAHHUKOB.

5. UToObI OTBETUTH HA Balll BONPOC, rocrnoauH [locnenos, st 10MkKEeH MOCETUTh

Balll 3aBOJI U U3yUUTh Balllk TPEOOBAHUSI.

2. Omnwupasce Ha 3HaHUME OCOOEGHHOCTEM TMHUCHBMEHHOW  JCIOBOM
KOMMYHUKAIIMH, BEIOEpUTE HaNOO0JIee OIX0AsIIHe Mo cMbicy ciioBa (YK-4.1):

a) workforce; f) company officers;

b) hierarchy; g) strategy;

c) board of Directors; h) president;

d) shareholders; I) running;

e) chief Executive Officer; j) company.

Most companies are made up of three groups of people: the 1 (who

provide the capital), the management and the 2




At the top of the company 3 Is the 4 , headed by the

5 or chairperson. The Board is responsible for policy decisions and
6 . It will usually appoint a managing Director or 7 , who
has overall responsibility for the 8 of the business. Senior managers or
9 head the various departments or functions within the 10

3. Ucnone3ys pecypcwl cetn MHTEpHET, HAAUTE ONMPEACICHHsI CIIeIYIOINX
JEKCHYECKUX eAUHUI 13 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. Power Cultures

2. Task Cultures

3. Individual Cultures

4. to relate to

5. staff

4. BpIMoIHUTE NUCHMEHHBIN MEPEeBO/] CIEIYIONIEro TeKcTa U3 chephl 1eI0BOU
KOMMYHUKAIMH C aHTJIMHACKOTO s13bIka Ha pycckuil (YK-4.2):

CLASSIFICATION OF ORGANIZATION CULTURES

Power Cultures. In these cultures self-reliant and highly competitive self-
development provides the basis of relations. A manager’s success is related to their
charisma and influence, rather than to their knowledge and experience. The style of
the chief executive is the model for other managers. In organizations of this type
managers need to be tough-minded and aggressive.

Task Cultures. In organizations of this type they value everything that makes
it possible to get the work done. The main concern in these organizations is with
successful completion of their projects. A manager’s success is related to their
knowledge and experience required to achieve tasks, rather than to meet the
requirements of their role.

Individual Cultures. In organizations of this type freedom of expression is
valued the most. Effectiveness of any activity in these organizations is related by
how much the activity satisfies the staff, rather than by how well it conforms to
business plans. Independence, creativity, and experiment are also valued in these

organizations.

5. TlocTpoiiTe MUCEMEHHOE MOHOJIOTUYECKOE BBhICKa3bIBaHHUE, (GopMympys

Ballle OTHOIIIEHHWE K BOMPOCaM JEJOBOH KOMMYHHUKAIIMHM, PacCMaTpHUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).



6. Onupasch Ha 3HaHME OCOOEHHOCTEM YCTHOM JeJI0BOM KOMMYHHKAIUH,

JOINIOJIHUTE NHUAJIOTHUYCCKOC BBICKA3bBIBAHUC (bpa?:aMI/I, MNoAXOAAMMHA 110 CMBICITY
(VK-4.1):

(You are at the exhibition which is being held in London. The stand of one of
the American companies has attracted your attention. At the moment you are
talking to Mrs. Foster, the Sales Manager of the company)

Mrs. Foster: Does our new processing equipment interest you?

IS\(/I?IS1 l':.o'sié.r:"(.)ur new equipment is not a bad choice. It corresponds to the highest
technical level and the highest standards existing in the world today.

?\{A(;lsl.: I.:.o.sié.r:mTwere months from the start-up of the equipment, this is standard.
?\{A(;lsl.: I.:.o.sié.r:”'.l'wo-three weeks from the date of payment.

You: ... ... ..

Mrs. Foster: Two-five days depending on the model.

You: ... ... ..
CocTaBui1 IOIIEHT S3p1koBa M.H.
3aBenyromuii kadenpoit [TaBnoB A.1O.

3K3AMEHAIIMOHHBINA BAJIET Nell
(ITposepsiemas komneTenuust YK-4)
1. BeimoaHUTE MUCHMEHHBINM TIEPEBOJI CICAYIONIUX MPEMTIOKEHUN U3 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO si3bIka Ha aHrauiickuii (YK-4.1):

1. 51 xouy HailTH ApyTyIo paboTy.

2. Jlxon CMUT BCTpeUaeTcs ¢ KIIMEHTaMu Tociie ooena.
3. [Iponaxku pacTyT KaXK/blii TOI.

4, Kornma HauMHaeTCcs coBelanue?

5. MHOCTpaHIIBI YacTO MOJIB3YIOTCS HAIIIMMH YCITyTaMH.

2.0mmpasch  Ha  3HAHHE  OCOOEHHOCTEW  MHUCHMEHHOW  JCJIOBOM
KOMMYHUKAIMH, BEIOEpUTE HanboJIee moaxoasiue mo cMoicay cioBa (YK-4.1):

The four Ps are:

Product: deciding what to ... sell/ sail;

Price: deciding what prices to sell;

Place: deciding how it will be ... contributed/ distributed and where people
will buy it;




Promotion: deciding how the product will be ... reported/ supported with
advertising, special activities, etc.

A fifth P which is sometimes added is packaging: all the materials used to
protect and present a product before it is ... sold/ bought.

The four Ps are a useful summary of a marketing ... mix/use, the activities
that you have to combine successfully in order to ... buy/ sell.

To market a product is to make a plan based on this ... combination/
cooperation and put it into action. A marketer or marketer is someone who works
in this ... district/ area. (Marketer can also be used to describe an organization that
sells particular goods or services.)

3. Ucnonb3ys pecypchl cetn MIHTEpHET, HAMIUTE OMpECIICHUs CIeTYONIX
JICKCHUYECKUX SAMHUIL U3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. event

2. profit

3. loss

4. to launch
5. success

4. BbINOIHUTE NHCHMEHHBIM TMEpPEBOJ] CIEAYIONIEro TeKCTa U3  cdepbl
JICIIOBOM KOMMYHMKAIIMU C aHTJIMHACKOTO s3bIKa Ha pycckuitl (YK-4.2):

STORY OF SUCCESS

Conrad Asher is a businessman. When he was a boy he decided that he didn’t
want a job where he worked from 9am to 5pm every day. Conrad wanted
something more exciting. When he finished college in 1999, he worked as an event
organizer for 2 years. Then, in August of 2001, he launched his own company to
help organizations choose which sporting events to sponsor. The company made a
loss for the first few years, but last year, it made a good profit. Conrad likes to start
work early. He is usually at his desk at 7am. He often goes to sporting events in the
evenings. At the weekend, Conrad plays rugby and hockey and goes to watch
football matches. ‘I enjoy my free time, but | always enjoy getting back to work on

Monday morning.” Conrad says, ‘Sport is my work and my life; I’'m very lucky.’

5. TlocTpoiiTe MUCEMEHHOE MOHOJIOTUYECKOE BBICKa3bIBaHHUE, (PopMympys
BAllle OTHOILICHUE K BOIPOCaM JEJI0BOM KOMMYHUKAlHWH, PAaCCMAaTPUBAEMBIM B

tekcte (u3 m.4) (YK-4.1).



6. IlocTpoiiTe ycTHOE IMATOTHUYECKOE BBICKA3bIBAHUE HA OJHY U3

CIIEYIOIIUX TE€M, UMEIOIINX OTHOIIEHUE K cdepe aenoBoit kommyHukamu (YK-
4.1):

Williams: Good morning, Mr. Starkov. How are you?

Starkov: ...

W.: OK. Have you got price-lists with you now?

S

W.: All right. Let’s get down to business then. What are you going to talk about
today?

S

W.: Right. And tomorrow we’ll be talking about packing and transportation. By the
way, Mr. Starkov, do you want to visit our exhibition which will be held the day
after tomorrow?

S

W.: | hope so.

CocTaBli1 JOLIEHT S3pikoBa U.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.

3K3AMEHAIIMOHHBIN BUJIET Ne 12
(ITpoBepsiemas komneTennus Y K-4)
1. BpinmoaHUTE NUCHbMEHHBIA MEPEBOJI CIEAYIOUIUX MPEMTIOKEHUN U3 chepsl
JIIOBOM KOMMYHHKAIIMH C PYyCCKOTO si3bIKa Ha aHrmiickuil (YK-4.2):

1. JlaBaiiTe BCTPETUMCS B TOM K€ peCTOpaHe.

2. Y JIxeiiMca ecTh HHTEpECHasT OU3HEC-HIes.

3. [Ipe3uieHT KOMITAaHUH TTPOCMATPUBACT OTUYCTHI KK IbIH JICHb.
4. Korpa Bami otuet OyAeT roToB?

5. Kakue yciyru Bbl ipesiaraere?

2.0mmpasch Ha  3HAHHE  OCOOEHHOCTEW  MHUCHMEHHOW  JCJIOBOM
KOMMYHHMKAI[MH, BRIOEpUTE HanboJiee MoaxoAsiue mo cMeiciy cioba (YK-4.1):

Dear Chris, I'm ... afraid/ scared I won’t be able to make our meeting on
Wednesday afternoon. I’m flying to Toronto ...0n/ to business. ...Could/ must we
change the meeting to Monday 21 June? I’'m very ... sorry/ happy for any




inconvenience and I ...look/ watch forward to seeing you soon. Best regards,
Hilary

3. Ucnone3ys pecypcsl cetn MHTEpHET, HAAUTE ONMPEACICHHs CIIeIYIOMNX
JICKCUIECKUX SAMHHMII U3 cepsrl nemoBoit kommyHukaruu (YK-4.3):

1. community
2. employee
3. market

4. to expand
5. to introduce

4. BpINOJHUTE NHCBMEHHBI MEPEBOJ CIEIYIOWEro TeKCTa W3 cepsl
JICJIOBOM KOMMYHHUKAITUHU C aHTJIMACKOTO s3bIKa Ha pycckuiit (YK-4.2):

PRODUCTS AND BRANDS

Goods. Goods can be referred to the materials and components used to make
products, or the products that are made. Here are the examples of these different
types of goods: consumer goods that last a long time, such as cars and washing
machines, are consumer durables. Consumer goods such as food products that sell
quickly are fast-moving consumer goods, or FMCG.

Brands and Branding. A brand is a name a company gives to its products so
they can be easily recognised. This may be the name of the company itself: the
make of the product. For products like cars, you refer to the make and model, the
particular type of car, for example, the Ford (make) Ka (model).

Brand awareness or brand recognition is how much people recognize a brand.
The ideas people have about a brand is its brand image. Many companies have a
brand manager.

Branding is creating brands and keeping them in customers’ minds through
advertising, packaging, etc. A brand should have a clear brand identity so that
people think of it in a particular way in relation to other brands.

A product with the retailer’s own name on it is an own-brand product (BrE) or
own-label product (AmE). Products that are not branded, that do not have a brand

name, are generic products or generics.



5. IlocTpoiiTe mMUCbMEHHOE MOHOJOTHYECKOE BbICKa3bIBaHUE, (PopMyIHpys

Balllc OTHOIIICGHWE K BOIPOCAM JICIIOBOH KOMMYHHKAIIMH, pacCMaTpUBAacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. HOCTpOﬁTC YCTHOC OTHUAJIOTHYCCKOC BBICKA3bIBAHHMC HAa OJHY U3

CICAYIOIIMX TeM, UMEIOIINX OTHOIICHHUE K cepe nenoBoit kommyHukanuu (YK-
4.1):

(Lorna Wright is arriving in Liberia)

Immigration officer: Good afternoon. Can | have a look at your passport and
landing card?

Lorna: ... ... ...

Immigration officer: Thank you. So, you’re from Great Britain?

Lorna: ... ... ...

Immigration officer: And what’s the purpose of your visit?

Lorna: ... ... ...

Immigration officer: And how long are you staying in Liberia?

Lorna: ... ... ...

Immigration officer: O.K.! Welcome to Liberia!

CocTtaBui1 IOIIEHT S3pikoBa M.H.

3aBenyrommii kadeapon [TaBnos A.1O.

3K3AMEHAHI/IOHHBIfl BUJIET Ne 13
(IMpoBepsieman komnerennus YK-4)

1. BeimoaHUTE MUCHMEHHBINM TEPEBOJI CICAYIONUX MPEMTIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickui (YK-4.2):

1. Cnenyet HayaTh C cOCTaBlIeHUs OM3HEC-TIIaHA.

2. Bam crienyeT BIOXUTH I€HBIU B XOPOIIETO AU3aiiHeEpa.

3. [IpaBunbHO Opranu3zyire oprucHOE MPOCTPAHCTBO.

4. Bwl 00s13aT€HHO T0OBETECH OOIBIINX yCTIEXOB!

5. UTo 1OIKHO COCTaBIAThH CYIIECTBEHHYIO YacTh Ot KeTa?

2.0nupasch Ha 3HaHUE 0COOEHHOCTEN MACHEMEHHOMN hi (2 (0):10)7
KOMMYHUKAIIMH, BEIOEpUTE HanOoIee oIXoasmre mo cMbiciy cioBa (YK-4.1):



Some career offices complain that they have problems ... trying/ deciding to
work out what employees want, and they ... think/ sure that the employers do not
know either. They see that employers look for skills and ... knowledge/ success.
They want to ... hire/ refuse for a specific ... job/ interview, not for a long-term
career.

3. Ucnone3ys pecypcwl cetrn IHTEpHET, HAAWTE OMPECICHHs CIEIYFOIIIX
JICKCHUECKUX SAMHUIL U3 cepsl aenoBoit kommynukanuu (YK-4.3):

1. allowance
2. annual

3. staff

4. remotely

5. appreciative

4. BpINOTHUTE NHUCBMEHHBIM MEPEBOJ CIEAYIOWEro TEeKCTa U3  cdepbl
JICJIOBOM KOMMYHHUKAITUHU C aHTJIMACKOTO s3bIka Ha pycckuii (YK-4.2):

A NEED FOR A REAL HOLIDAY

It's summer! As the weather gets warmer, we all start thinking about booking
that all-important annual holiday. But how long we get to lie in the sun depends on
how generous our holiday allowance is.

Last month, when straight-talking Virgin boss Sir Richard Branson gave the
opening speech at the Society for Human Resource Management Conference in
Las Vegas, he criticized US companies for giving their employees a mere two
weeks annual leave. Unsurprisingly, he received a huge round of applause from the
appreciative audience.

Two weeks! Two weeks does not seem long enough to 're-energies'. What's
more, a lot of workers in the States either do not take their full annual leave, or —
can you imagine it? — continue to work remotely whilst on holiday! Doing business
with their smartphones on the beach...

Branson went on to say that if it proved too difficult for companies to give
longer holidays, they should offer staff the chance to take unpaid leave. He was
especially critical of the way that employers in the States are not very flexible in
looking at the alternatives to full-time work which are becoming more common in

Europe, such as job-sharing or going part time.



5. TMoctpoiiTe MUCHMEHHOE MOHOJIOTMYECKOE BBICKa3bIBaHHE, (HOPMYIHUPYSI

Balllc OTHOIIICHHWE K BOIPOCAM JICJIOBOH KOMMYHHKAIIMH, pacCMaTpUBacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. HOCTpOﬁTC YCTHOC OHUAJIOTHUYCCKOC BBICKA3BIBAHUC Ha OIHY H3

CICAYIOIIMX TEM, UMEIOINX OTHOIIeHUE K cepe nemoBoit kommyHukanuu (YK-
4.1):

(Ms. Brown is introducing you to Mr. Cartwright, the Production Manager of
their company)

Ms. Brown: I’d like you to meet Mr. Cartwright, our Production Manager.
You: ... ... ...

Mr. Cartwright: Glad to meet you too. Did you have a nice trip?

You: ... ... ...

Mr. Cartwright: What are your first impressions of our city?

You: ... ... ...

Mr. Cartwright: Would you like anything to drink?

You: ... ... ...
CocTtaBui1 IOIIEHT S3eikoBa M.H.
3aBenyrommii kadeapon [TaBnos A.1O.

3K3AMEHAIIMOHHBINA BUJIET Ne 14
(ITpoBepsiemas komneTennus Y K-4)
1. BeimoaHUTE MUCHMEHHBINM TEPEBOJI CICAYIONUX MPEMTIOKEHUN U3 chepsl
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuii (YK-4.2):

1. OHu UCHOJIB3YIOT 3TO NIPOrPAMMHOE 0OeCTIeueHHe sl CBOEH padOThI.
2. Kax Thl maHupyeus yCoBepIEHCTBOBATh paboyee NpoCTPaHCTBO?

3. 51 He MOTy MIPOJOIKATh YIUTHCS B YHUBEPCUTETE.

4. Korza Tl CMOXeEUIb MPUCTYIUTD K peain3aluu CBOei uaeun?

5. Opuk bpayH Hamen xoporuii cnoco6 3apaboTaTh ACHBIH.

2.0nupasch Ha 3HaHUE 0COOEHHOCTEN MACHEMEHHOMN hi (2 (0):10)7
KOMMYHHMKAI[MH, BHIOEpUTE HanboJiee moaxoAsime mo cMoiciy cioba (YK-4.1):



I had a great business trip to New York ... last/ next week. The ... flight/ fly
took three hours, and I didn’t ... have/ must to get a taxi from the airport because
the business partner was waiting for me to drive me to his office. The trip was a
great success. I made a lot of ... useful/ useless contacts. My boss was very pleased
when he ... read/ wrote my report.

3. Ucnone3ys pecypcsl cetn MHTEpHET, HAAUTE ONMPEACICHHsI CIIeIYIOMNX
JICKCHUECKUX SAMHUIL U3 cepsl aenoBoit kommynukanuu (YK-4.3):

1. speech

2. trade

3. to realize

4. complete

5. to improvise

4. BpINOJHUTE NHUCHBMEHHBI MEPEBOJ CIEAYIOIEro TeKcTa W3 cepsl
JICJIOBOM KOMMYHUKAITUHU C aHTJIMHCKOTO s3bIka Ha pycckuii (YK-4.2):

A BENING SURPRISE

Have | ever told you about the time | was asked to give a speech to some
Chinese businessmen? | was in Beijing as part of a trade delegation and our
company was one of several asked to give a speech. | had spent a long time
preparing my speech and had written about five pages of notes. | suppose there
were about thirty people in the room listening to me and | was quite nervous.

| started to speak. Just then there was a power cut and all the lights in the
room went out. Because of this I couldn’t see my notes very well at all. When I
continued speaking, however, | realised that | had started with page three and
couldn’t find page four or five. In the end | just improvised, and then eventually |
found page one.

Later somebody lit some candles and put them around the room, but I still
couldn’t see my notes very well. The speech was a complete disaster. You can
imagine my surprise when the Chinese businessmen started to smile and clapped
loudly when 1 finished the talk. | sat down and started to eat my meal. When |
asked the translator sitting next to me why everyone had clapped so
enthusiastically, she replied, ‘None of the people here speaks English. I’ll translate

your speech for them later.” Since then I’ve never prepared any of my speeches.



They seem to work better when | improvise. | did give the translator my notes
though!

5. TloctpoiiTe MUCHbMEHHOE MOHOJIOTMYECKOE BBICKA3bIBAHUE, (POPMYIUPYS

Balllc OTHOIIICGHHWE K BOIPOCAM JICJIOBOH KOMMYHHKAIIMH, pacCMaTpUBacMbIM B
tekcre (m3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE [MATOTHUYECKOE BBICKA3bIBAHUE HA OJHY U3

CIIEYIOIIUX TE€M, UMEIOIINX OTHOIIEHUE K cdepe aAenoBoil kommyHukamu (YK-
4.1):

(Ms. Brown is introducing you to Mr. Cartwright, the Production Manager of
their company)

Ms. Brown: I’d like you to meet Mr. Cartwright, our Production Manager.
You: ... ... ...

Mr. Cartwright: Glad to meet you too. Did you have a nice trip?

You: ... ... ..

Mr. Cartwright: What are your first impressions of our city?

You: ... ... ...

Mr. Cartwright: Would you like anything to drink?

You: ... ... ...
CocrtaBui IO0LEHT S3eikoBa 1.H.
3aBenyrommii kadeapon [TaBnos A.1O.

3K3AMEHAIIMOHHBIN BUJIET Ne 15
(ITposepsiemas komneTenuust Y K-4)
1. BeimoaHUTE MUCHMEHHBINA TIEPEBOJT CICAYIONIUX MPEMTIOKEHUH U3 cheps
JICIIOBOM KOMMYHHMKAIIMU C PYyCCKOTO si3bika Ha aHrmickui (YK-4.2):

1. S oueHb paj, 4TO ceivyac MHE HE HY>KHO JIeJIaTh OTYET.

2. MHe pueTcsi y4UThCS MHOTO JIET, YTOOBI CTaTh MPOGECCHOHATIOM.

3. BaM crienyeT HaHATh ONBITHOTO PA0OTHHKA.

4. Kto 3a60TuTHCA 0 Mu3aitHe orica v ero OCBEIeHUN?

5. OnpIT aObCOMIOTHO HEOOXOJMM B Hallle BpeMs, 4TOObl HANUTH XOPOUIYIO
paborty.



2.0nupasch Ha 3HaHUE 0COOEHHOCTEN NUCHMEHHOH bi (S (0):10)7
KOMMYHHKAIIIH, BEIOCpUTE HanOoJIee O IXOoAsIIHe 1o cMbIcy cioBa (YK-4.1):

It was just a ... quick/ long round trip — there and back in a day. But it was
very tiring. I ... left/ lost early in the morning and got back late at night. The trip
was a complete ... disaster/ dessert. Everything went ... wrong/ right — my ...
flight/ fly was delayed on the way out and then my meeting was cancelled because
the business partner was ill.

3. Ucnonp3ys pecypchl cetrn MHTepHET, HAlAUTE OMpPEIEICHUs CIEAYIOINX
JICKCUIECKUX SAMHHMII U3 cepsrl nemoBoit kommyHukaruu (YK-4.3):

1. Chief Executive Officer
2. profitable

3. state-run

4. to negotiate

5. to announce

4. BbINOIHUTE NHCHMEHHBIM TMEpPEBOJ] CIEAYIONIEr0 TEeKCTa U3  cdepbl
JICIIOBOM KOMMYHMKAIIMU C aHTJIMACKOTO s3bIka Ha pycckuit (YK-4.2):

BUSINESS PERSON OF THE YEAR

Each year, the well-known UK newspaper The Sunday Times chooses a
Business Person of the Year. Last month, it announced the first ever woman
winner: Moya Greene.

Moya Greene is the Canadian-born business woman who became the Chief
Executive Officer of Royal Mail Company in 2010. She took over a 500-year old
state-run company which was not profitable in its core business, despite dealing
with an average of 58 million items per day. Unlike privately-owned delivery
services, the Royal Mail must deliver post to anywhere in the country, no matter
how far, for a fixed cost.

Greene helped the government to privatise the company. The Royal Mail
became a private company, and Moya Greene became its chief executive and a
winner of the Sunday Times award.

Greene was previously the chief executive of Canada Post, the equivalent of

the Royal Mail in Canada. She has a strong track record in strategic planning and



negotiating. She has been described as ‘inspiring awe’; relentless; and very

effective — someone who can ‘get the job done’.

5. TloctpoiiTe MUCHbMEHHOE MOHOJIOTMYECKOE BBICKA3bIBAHUE, (POPMYIUPYS

Balllc OTHOIIICHHWE K BOIPOCAM JICJIOBOH KOMMYHHKAIIMH, pacCMaTpUBAacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE [MATOTHUYECKOE BBICKA3bIBAHUE HA OJHY U3

CIEIyIOIUX TEM, UMEIOIINUX OTHOILIEHHE K cepe nenoBoil kommyHukaunu (YK-
4.1):

(You are at the exhibition which is being held in London. The stand of one of
the American companies has attracted your attention. At the moment you are
talking to Mrs. Foster, the Sales Manager of the company)

Mrs. Foster: Does our new processing equipment interest you?

?\{A(;lsl.: I.:.o.sié.r:”(.)ur new equipment is not a bad choice. It corresponds to the highest
technical level and the highest standards existing in the world today.

R{/I(;lsl.: I':.o'sié'r:mTwelve months from the start-up of the equipment, this is standard.
R{/I(;}sl.: I':.o'sié'r:”'.l'wo-three weeks from the date of payment.

You: ... ... ...

Mrs. Foster: Two-five days depending on the model.

You: ... ... ..
CocTaBui I0LIEHT S3eikoBa 1.H.
3aBenyrommii kadeapon [TaBnos A.1O.

3K3AMEHAIIMOHHBIN BUJIET Ne 16
(ITpoBepsiemas komneTennust Y K-4)
1. BeimoaHUTE MUCHMEHHBINA TIEPEBOJT CICAYIONTUX MPETIOKEHUN U3 cheps
JICIOBOM KOMMYHHMKAIIMU C PYyCCKOTo si3bika Ha aHrmickuil (YK-4.2):

1. 51 xouy HailTH Ipyryto padoTy.

2. Jlxxon CMUT BCTpeUaeTcs ¢ KIIMEHTaMu ociie 0oea.
3. [Iponaxxu pacTyT KaxKIblii TOI.

4. Korna HayMHaeTcs coBelanue?



5. I/IHOCTpaHHBI 9aCTO IIOJIB3YIOTCA HAIIMMU YCIIyTI'aMu.

2.0mupasicb  Ha  3HaHHE  OCOOEHHOCTEH  TMHUCBMEHHOM  JeNOBOM
KOMMYHHKAIIIH, BEIOEpUTE HanOoJIee O IX0oAsIIHe 1o cMbIcy cioBa (YK-4.1):

The four Ps are:

Product: deciding what to ... sell/ sail;

Price: deciding what prices to sell;

Place: deciding how it will be ... contributed/ distributed and where people
will buy it;

Promotion: deciding how the product will be ... reported/ supported with
advertising, special activities, etc.

A fifth P which is sometimes added is packaging: all the materials used to
protect and present a product before it is ... sold/ bought.

The four Ps are a useful summary of a marketing ... mix/use, the activities
that you have to combine successfully in order to ... buy/ sell.

To market a product is to make a plan based on this ... combination/
cooperation and put it into action. A marketer or marketer is someone who works
in this ... district/ area. (Marketer can also be used to describe an organization that
sells particular goods or services.)

3. Ucnone3ys pecypcwl cetn MHTEpHET, HAAUTE ONMPEACICHHSI CIIECIYIOMNX
JEKCHYECKUX eAUHUI] 13 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. event

2. profit

3. loss

4. to launch
5. success

4. BbIMOTHUTE NHCHMEHHBIM TEpPEBOJ] CIEAYIONIEro TEeKCTa U3  cdepbl
JICIOBOM KOMMYHMKAIIMU C aHTJIMHACKOTO s3bIka Ha pycckuit (YK-4.2):

STORY OF SUCCESS

Conrad Asher is a businessman. When he was a boy he decided that he didn’t
want a job where he worked from 9am to 5pm every day. Conrad wanted
something more exciting. When he finished college in 1999, he worked as an event
organizer for 2 years. Then, in August of 2001, he launched his own company to
help organizations choose which sporting events to sponsor. The company made a

loss for the first few years, but last year, it made a good profit. Conrad likes to start



work early. He is usually at his desk at 7am. He often goes to sporting events in the
evenings. At the weekend, Conrad plays rugby and hockey and goes to watch
football matches. ‘I enjoy my free time, but I always enjoy getting back to work on

Monday morning.” Conrad says, ‘Sport is my work and my life; I’'m very lucky.’

5. IlocTpoiiTe MUCEMEHHOE MOHOJIOTUYECKOE BbICKa3bIBaHHUE, (PopMynupys

Ballle OTHOIIEHHE K BOIPOCaM JEIOBONW KOMMYHHKAI[HHM, PAaCCMAaTPUBAEMbBIM B
tekcre (3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE IMATOTHUECKOE BBICKA3bIBAHUE HA OJHY U3

CIIEIyIOIUX TEM, UMEIOIIUX OTHOUIEHUE K cdepe nenoBoil kommyHukanun (YK-
4.1):

Williams: Good morning, Mr. Starkov. How are you?

Starkov: ...

W.: OK. Have you got price-lists with you now?

S

W.: All right. Let’s get down to business then. What are you going to talk about
today?

S

W.: Right. And tomorrow we’ll be talking about packing and transportation. By the
way, Mr. Starkov, do you want to visit our exhibition which will be held the day
after tomorrow?

S

W.: | hope so.

CocTaBui1 JOLIEHT S3eikoBa U.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.

3K3AMEHAIIMOHHBIN BUJIET Ne 17
(ITpoBepsiemas komneTennust Y K-4)
1. BeimoaHUTE MUCHMEHHBIA TIEPEBOJT CIEMYIONUX MPEMIOKEHUN 13 chepsl
JICIOBOM KOMMYHHKAIIMU C PYyCCKOTo si3bika Ha aHrmickuii (YK-4.2):

1. JlaBaiiTe BCTPETUMCS B TOM K€ pECTOpaHE.
2.'Y JlxeliMca ecTh UHTEpECHast OM3HeC-uies.



3. Ilpe3nieHT KOMITAHUHU POCMATPUBAET OTUETHI KaXIbIi JICHb.
4. Korga Bamt otyeT OyAeT roToB?
5. Kakue yciyru Bbl ipesiaraere?

2.0nupascb Ha  3HAHUE  OCOOEHHOCTEM  MHUCHbMEHHOW  JEJIOBOM
KOMMYHUKAIMH, BEIOEpUTE HanOO0JIee OIXOAsIIHe 1Mo cMbIcy ciioBa (YK-4.1):

Dear Chris, I'm ... afraid/ scared I won’t be able to make our meeting on
Wednesday afternoon. I’'m flying to Toronto ...0n/ to business. ...Could/ must we
change the meeting to Monday 21 June? I’'m very ... sorry/ happy for any
inconvenience and I ...look/ watch forward to seeing you soon. Best regards,
Hilary

3. Ucnonb3ys pecypcsl cetu MHTepHET, HailiuTe OompeneseHus: Caeayonmx
JICKCHUYECKUX SAMHUIL U3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. community
2. employee
3. market

4. to expand
5. to introduce

4. BbINOIHUTE NHCHMEHHBIM TMEpPEBOJ] CIEAYIONIEr0 TEKCTa U3  cdepbl
JICIIOBOM KOMMYHHKAIIMU C aHTJIMHCKOTO si3bIka Ha pycckuii (YK-4.2):

PRODUCTS AND BRANDS

Goods. Goods can be referred to the materials and components used to make
products, or the products that are made. Here are the examples of these different
types of goods: consumer goods that last a long time, such as cars and washing
machines, are consumer durables. Consumer goods such as food products that sell
quickly are fast-moving consumer goods, or FMCG.

Brands and Branding. A brand is a name a company gives to its products so
they can be easily recognised. This may be the name of the company itself: the
make of the product. For products like cars, you refer to the make and model, the
particular type of car, for example, the Ford (make) Ka (model).

Brand awareness or brand recognition is how much people recognize a brand.
The ideas people have about a brand is its brand image. Many companies have a

brand manager.



Branding is creating brands and keeping them in customers’ minds through
advertising, packaging, etc. A brand should have a clear brand identity so that
people think of it in a particular way in relation to other brands.

A product with the retailer’s own name on it is an own-brand product (BrE) or
own-label product (AmE). Products that are not branded, that do not have a brand

name, are generic products or generics.

5. TloctpoiiTe MUCHbMEHHOE MOHOJIOTMYECKOE BBICKA3bIBAHUE, (POPMYIUPYS

Balllc OTHOIIICHHWE K BOIPOCAM JICJIOBOH KOMMYHHKAIIMH, pacCMaTpUBacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE [MATOTHYECKOE BBICKA3bIBAHUE HA OJHY U3

CJIEIyIOIUX TE€M, UMEIOIIMX OTHOLIEHHUE K cdepe nenoBoil kommyHukamuu (YK-
4.1):

(Lorna Wright is arriving in Liberia)

Immigration officer: Good afternoon. Can | have a look at your passport and
landing card?

Lorna: ... ... ...

Immigration officer: Thank you. So, you’re from Great Britain?

Lorna: ... ... ...

Immigration officer: And what’s the purpose of your visit?

Lorna: ... ... ...

Immigration officer: And how long are you staying in Liberia?

Lorna: ... ... ...

Immigration officer: O.K.! Welcome to Liberia!

CocTaBli1 JOLIEHT S3eikoBa U.H.

3aBenyrommii kadeapon [TaBnoB A.1O.

3K3AMEHAHHOHHBIﬁ BUJIET Ne 18
(Iposepsiemas komnerenuus YK-4)

1. BeimoaHUTE MUCHMEHHBINA TIEPEBOJT CICTYIONTUX MPEMTIOKEHUN U3 cheps
JICIOBOM KOMMYHHMKAIIMU C PYyCCKOTo si3bika Ha aHrmickui (YK-4.2):



1. Cnenyer Ha4aTh C COCTaBJICHUS OWM3HEC-TIIAHA.

2. Bam crienyeT BIOXKUTH ICHBTH B XOPOIIIETO AU3aitHEpA.

3. [IpaBunibHO Opranu3yiiTe 0UCHOE MPOCTPAHCTRO.

4. Bo1 00s13aTeNbHO JOOBETECH OOJIBIINX YCIIEXOB!

5. YTo DOMKHO COCTAaBIATH CYIIECTBCHHYIO YacTh OI0IKeTa?

2.0mupasicb ~ Ha  3HaHHE  OCOOEHHOCTEH  TMHCBMEHHOM  JeNOBOMH
KOMMYHHKAIIWH, BEIOCpUTE HanOoJiee MOAX0asIIre o cMbiciy cioBa (YK-4.1):

Some career offices complain that they have problems ... trying/ deciding to
work out what employees want, and they ... think/ sure that the employers do not
know either. They see that employers look for skills and ... knowledge/ success.
They want to ... hire/ refuse for a specific ... job/ interview, not for a long-term
career.

3. Ucnone3ys pecypcsl cetrn MHTEpHET, HAMAUTE ONMPEACICHHSI CIIEeIYIOMNX
JCKCUYIECKUX SAWHHMII U3 ceprl aemoBoit kommyHukanuu (YK-4.3):

1. allowance
2. annual

3. staff

4. remotely

5. appreciative

4. BbINMOTHUTE NHCHMEHHBIM TEpPEBOJ] CIEAYIONIEr0 TEeKCTa U3  cdepbl
JICJIOBOM KOMMYHHUKAIIUHU C aHTJIMKACKOTO s13bIka Ha pycckuii (YK-4.2):

A NEED FOR A REAL HOLIDAY

It's summer! As the weather gets warmer, we all start thinking about booking
that all-important annual holiday. But how long we get to lie in the sun depends on
how generous our holiday allowance is.

Last month, when straight-talking Virgin boss Sir Richard Branson gave the
opening speech at the Society for Human Resource Management Conference in
Las Vegas, he criticized US companies for giving their employees a mere two
weeks annual leave. Unsurprisingly, he received a huge round of applause from the
appreciative audience.

Two weeks! Two weeks does not seem long enough to 're-energies’. What's

more, a lot of workers in the States either do not take their full annual leave, or —



can you imagine it? — continue to work remotely whilst on holiday! Doing business
with their smartphones on the beach...

Branson went on to say that if it proved too difficult for companies to give
longer holidays, they should offer staff the chance to take unpaid leave. He was
especially critical of the way that employers in the States are not very flexible in
looking at the alternatives to full-time work which are becoming more common in

Europe, such as job-sharing or going part time.

5. TloctpoiiTe MUCHMEHHOE MOHOJIOTMYECKOE BBICKA3bIBaHUE, (POPMYIUPYS

BaIllle OTHOIIEHHEC K BOMPOCAaM JEI0BOH KOMMYHHKAIIMHM, PacCMaTPHUBAaEMbIM B
tekcte (3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE IMATOTHYECKOE BBICKA3bIBAHUE HA OJHY U3

CJIEIyIOIUX TEM, UMEIOIINX OTHOUIEHUE K cdepe nenoBoil kommyHukauun (YK-
4.1):

(Ms. Brown is introducing you to Mr. Cartwright, the Production Manager of
their company)

Ms. Brown: I’d like you to meet Mr. Cartwright, our Production Manager.
You: ... ... ...

Mr. Cartwright: Glad to meet you too. Did you have a nice trip?

You: ... ... ..

Mr. Cartwright: What are your first impressions of our city?

You: ... ... ...

Mr. Cartwright: Would you like anything to drink?

You: ... ... ...
CocTaBui I0LIEHT S3eikoBa 1.H.
3aBenyromuii kadenpoit [TaBnoB A.1O.

3K3AMEHAIIMOHHBIN BUJIET Ne 19
(IMposepsiemas komneTenuus YK-4)
1. BeimoaHUTE MUCHMEHHBINA TIEPEBOJT CICTYIONTUX MPEMTIOKEHUN U3 cheps
JICIIOBOM KOMMYHHKAIIMU C PYyCCKOTO si3bika Ha aHrmickuii (YK-4.2):



1. OHuU HCTIONB3YIOT 3TO MPOrpaMMHOE 0OecIIeYeHue 1715l CBOEH padoThI.
2. Kak TbI ImaHupyelb yCOBEPIICHCTBOBATH pabouee MpOCTPAaHCTBO?

3. 51 He MOTy MPOJOIKATh YUUTHCA B YHUBEPCUTETE.

4. Koraa Tel CMOKEIIb IPUCTYIIUTH K pealn3alui cBoei uaen?

5. Opuk bpayn Hamien xopommii crnoco6 3apaboTarhk ACHBIU.

2.0mupasicb ~ Ha  3HaHHE  OCOOEHHOCTEH  TMHCBMEHHOM  JeNOBOMH
KOMMYHHKAIIIH, BEIOEpUTE HanOoJIee O IXoAsIIre 1o cMbIcy cioBa (YK-4.1):

I had a great business trip to New York ... last/ next week. The ... flight/ fly
took three hours, and I didn’t ... have/ must to get a taxi from the airport because
the business partner was waiting for me to drive me to his office. The trip was a
great success. I made a lot of ... useful/ useless contacts. My boss was very pleased
when he ... read/ wrote my report.

3. Ucnone3ys pecypcsl cetrn MHTEpHET, HAMAUTE ONMPEACICHHSI CIIEeIYIOMNX
JCKCUYIECKUX SAWHHMII U3 ceprl aemoBoit kommyHukanuu (YK-4.3):

1. speech

2. trade

3. to realize

4. complete

5. to improvise

4. BbIMOTHUTE NHCHMEHHBIM TEPEeBOJ] CIENYIONIEr0 TeKcTa u3 cdepsl
JICJIIOBOM KOMMYHUKAIIUHU C aHTJIMHCKOTO sA3bIka Ha pycckuii (YK-4.2):

A BEIJING SURPRISE

Have | ever told you about the time | was asked to give a speech to some
Chinese businessmen? | was in Beijing as part of a trade delegation and our
company was one of several asked to give a speech. | had spent a long time
preparing my speech and had written about five pages of notes. | suppose there
were about thirty people in the room listening to me and | was quite nervous.

| started to speak. Just then there was a power cut and all the lights in the
room went out. Because of this I couldn’t see my notes very well at all. When I
continued speaking, however, | realised that | had started with page three and
couldn’t find page four or five. In the end | just improvised, and then eventually |

found page one.



Later somebody lit some candles and put them around the room, but I still
couldn’t see my notes very well. The speech was a complete disaster. You can
imagine my surprise when the Chinese businessmen started to smile and clapped
loudly when 1 finished the talk. | sat down and started to eat my meal. When |
asked the translator sitting next to me why everyone had clapped so
enthusiastically, she replied, ‘None of the people here speaks English. I’ll translate
your speech for them later.” Since then I’ve never prepared any of my speeches.
They seem to work better when | improvise. | did give the translator my notes
though!

5. IlocTpoiiTe MUCEMEHHOE MOHOJOTUYECKOE BBbICKa3bIBaHUE, (PopMyHpys

Balllc OTHOIICHUE K BOMPOCAM JCIIOBOM KOMMYHHUKAIIMHM, PAacCMaTPUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE [MATOTHYECKOE BBICKA3bIBAHHE HA OJHY U3

CJIEIyIOIUX TEM, UMEIOIINX OTHOUIEHUE K cdepe nenoBoil kommyHukanun (YK-
4.1):

(Ms. Brown is introducing you to Mr. Cartwright, the Production Manager of
their company)

Ms. Brown: I’d like you to meet Mr. Cartwright, our Production Manager.
You: ... ... ..

Mr. Cartwright: Glad to meet you too. Did you have a nice trip?

You: ... ... ..

Mr. Cartwright: What are your first impressions of our city?

You: ... ... ...

Mr. Cartwright: Would you like anything to drink?

You: ... ... ...
CocTaBuI IOLIEHT S3pikoBa 1.H.
3aBenyromuii kadenpoit [TaBnoB A.1O.

3K3AMEHAHI/IOHHBII71 BUJIET Ne 20
(Iposepsiemas komnerenuus YK-4)



1. BeinmoaHuTe NUCHbMEHHBIA MEPEBOJI CIEAYIOUIUX MPEAIOKEHUN U3 chepsl
JICJIOBOM KOMMYHHUKAITUHU C PYyCCKOTO s13bIKa Ha aHruiickui (YK-4.2):

1. 51 oueHb paj, 4TO ceiiuac MHE HE HY>KHO JI€J1aTh OTYET.

2. MHe npuieTcs yYuThCsi MHOTO JIET, YTOOBI CTaTh MPOPECCUOHAIOM.

3. BaM cienyeT HaHATh ONBITHOIO PA0OTHHKA.

4. Kto 3a00TUTHCS 0 Mu3aitHe orica 1 ero OCBEImeHNN?

5. OnbIT aGCOMOTHO HEOOXOIUM B HAIlle BPEMsi, YTOOBI HAWTH XOPOIIYIO
pabory.

2.0nupascb ~Ha  3HAHUE  OCOOEHHOCTEW  MHUCbMEHHOW  JEJIOBOM
KOMMYHUKAIMH, BEIOEpUTE HanOO0JIee OIXOAsIIHe 1Mo cMbIcy ciioBa (YK-4.1):

It was just a ... quick/ long round trip — there and back in a day. But it was
very tiring. I ... left/ lost early in the morning and got back late at night. The trip
was a complete ... disaster/ dessert. Everything went ... wrong/ right — my ...
flight/ fly was delayed on the way out and then my meeting was cancelled because
the business partner was ill.

3. Mcnonb3ys pecypcsl cet HTEpHET, HAlAUTE ONMpEEIeHHs CIeAYIOMUX
JICKCHUYECKUX SAMHUIL U3 cepsl aenoBoit kommyHnukanuu (YK-4.3):

1. Chief Executive Officer
2. profitable

3. state-run

4. to negotiate

5. to announce

4. BbIMOIHUTE NHCHMEHHBIM TEPEBOJ] CIEAYIONIEr0 TEKCTa U3  cdepbl

JICIOBOM KOMMYHMKAIIMU C aHTJIMHACKOTO s3bIka Ha pycckuit (YK-4.2):
BUSINESS PERSON OF THE YEAR

Each year, the well-known UK newspaper The Sunday Times chooses a
Business Person of the Year. Last month, it announced the first ever woman
winner: Moya Greene.

Moya Greene is the Canadian-born business woman who became the Chief
Executive Officer of Royal Mail Company in 2010. She took over a 500-year old
state-run company which was not profitable in its core business, despite dealing
with an average of 58 million items per day. Unlike privately-owned delivery



services, the Royal Mail must deliver post to anywhere in the country, no matter
how far, for a fixed cost.

Greene helped the government to privatize the company. The Royal Mail
became a private company, and Moya Greene became its chief executive and a
winner of the Sunday Times award.

Greene was previously the chief executive of Canada Post, the equivalent of
the Royal Mail in Canada. She has a strong track record in strategic planning and
negotiating. She has been described as ‘inspiring awe’; relentless; and very

effective — someone who can ‘get the job done’.

5. TlocTpoiiTe MMCbMEHHOE MOHOJIOTHUECKOE BbICKa3bIBaHUE, (HOPMYIUpPYs
Ballle OTHOIICHHUE K BOMPOCaM JCJIOBOH KOMMYHHUKAI[MHM, PacCMaTpUBAaEcMbIM B
tekcte (3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE [MATOTHYECKOE BBICKA3bIBAHHE HA OJHY U3

CIEIyIOIMX TEM, UMEIOIIUX OTHOILIEHHE K cepe nenoBoil kommyHukauuu (YK-
4.1):

(You are at the exhibition which is being held in London. The stand of one of
the American companies has attracted your attention. At the moment you are
talking to Mrs. Foster, the Sales Manager of the company)

Mrs. Foster: Does our new processing equipment interest you?

You: ... ... ..

Mrs. Foster: Our new equipment is not a bad choice. It corresponds to the highest
technical level and the highest standards existing in the world today.

You: ... ... ..

Mrs. Foster: Twelve months from the start-up of the equipment, this is standard.
You: ... ... ..

Mrs. Foster: Two-three weeks from the date of payment.

You: ... ... ...

Mrs. Foster: Two-five days depending on the model.

You: ... ... ..

CocTaBli1 JOLIEHT S3pikoBa 1.H.

3aBenyromuii kadenpoit [TaBnoB A.1O.






