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Cueska KEMCCTRA  OCBOCHAR  TDOTPAMME!  BX/UOMBCT  NPOMEKY TOMHYIO  ATTCCTAIRY
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TPagen 1 3Aak] 1) Cocramienne  akTumHoro CAOBAPA/  BHINOAHCEHHE NEKCHHMCCKHN |
COBPUNMCHHRIC 2 T
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IPHOPITETLE | have mide good progress.

A, guess
really feel
really know
XUPPOSE
| think that 3% ;
iy the least you cowld affer
i r @nirngi
is roo much to ask
fsn ' Foo miieh 1o ask |
| really feel its vonsidered for promotion. |
abonil mow [ am
about now J weas
abous time [ am
about fime | was |
. Bhowld 1 3
it my reguest jnfo words
write the requess
L pet tREE reguest inowriting
B wrile off my request ;
Pareien 21 1) Cocranienye aKTHANDTG CIOBIPR’  BRIMOIMEHHE  JICKTHNOCKMX |
?p:?::;ﬁ;:a yrpamHeenil, |
: 2) Tecrponanie
ﬁ?};ﬁﬂ' o sl 1 . 1 would like to begin by saying that the company profits are
CHTYHILIRY up on last vear's figures.
aeosoro obtnenns A To beirin ar
B Firsy of ol
O Al start winh
L. And for slariers

o B~
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o
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A, Can [ hear you

8. Can [ elarify vou
€ Can Lask you

0. Can {inclwde you

3; . but | just wanted to clarify a couple of po

continuing.

A. Sorry to hold the meeting up

B Sorry to hold the meeting down
' Sorry to fold the meeting arownd
1. Sarey o hold the meeting along

g

2 about the pta"n;T'nr next month's meeting”

ints belore |

4, that all of the stalf members should have an opporiunity to

aive their opinion about the company review.
AT don't feel very strongly
B | am feeling gulle sirongly
' am feeling mare sirongly

. 1 da feel guite strangly

Payaen ;
Pazropoprii
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|} Cocrannenne AKTHEHOMD Cromapd’ BRDQTHEHHE JERCIMeCKT

YIPARHCHHHA

29 Petnenpe npodes no-normeckofl saaaym:

KVLTY P IYHOCTH

2y Giving comments on the statements;

MHTUHBLHOHOE I've got an appointment for 3 o 'clock this afternoon, but Twon 't be
opopaIeHie able to keep ;,f”ffﬂ, afraid | wouldn 't like you lo cancel It but fo put it
HRIC KA SR H qﬂl"“'n' npext n"ﬂf‘lﬂﬂ-ﬂ Cﬂfﬂd Varn ol e ﬂ'ﬂ'ﬁ-‘ﬂ ﬁ'ilr ﬁﬂlf!dﬂj-’ o fhe
UMATHEHOE W | o pie

PEUKTIRHOS

oblesne

Pazies 4 1} Cocmuaenne axTHBHOIO CHOBAPA BERMOTHEHIY  A0KCHUCTRIN |
EopnoparisHus yripaEHeni

1. During negotintions, one should treat an oppenent with respest and

consideration ot all mes,

2, In wcompetitives negotintions, the two parties try to cstablish o

comnion gonl,

3. Prior to engaging in negotiations, it is wise to consider ane’s own

ybotiom-fines,

4. When in salary negotiotions. employees should alow-balls in their

opening remarks.

5, Markus had no «bargaining powers compared 10 his boss, Lows,
6. One key to effective conflict-resolution is to deal with issues rather

than personalities.

7. It may be possible to detect that a counterpart is [ving by observing

body lnnguage.

8. One should never admit to agreeing with an opponent during the

course of negotistions.

9, Markus intimidated Louis into accepting his terms by threntening o0

wuit,

10. Louis uscd last-minute tactics such as acting as thotigh he was

abe. Nice Guys,

il OHIHES
COODIIECTH

Fazaen 3 Kownanus

1, Cocramienne AXTHAHOTO CAODAPA! WRITOVIHCHHE JICRCHAICCRIN

VOpEEHeH .

2. Ponesas wrpa olleperopopil ¢ ARIORRIM NIPTHEPOMY




3 Teerdporanng
l. You've gotio out of it.
A ol
B ew
C.osmap
D lifi
2.1 younotry abit harder.
A expeor
B, like
. reguest
D. hope
3. wha vou've done isn't good enough.
A, Probuabiy
B Maybe
. Clearly
. Hopefully
4, | really want to see
Ve Irving
hitter
better effart
some improvenent
1"l
came strafght o the paln
come straight bexide the poing
come straiphi up o a point
cone straigiht o i'.i'u_:' it

- R =

e il
l..l'l-‘_' Y

Surely

Frankly

T b freimkdy

Sranley
| don't want to to any conclusions,
fuamp

climb

reach

o

pARRSOABA

7. Well, what you say, ['m niot very happy.

A despite

B, thewgh

. althongh

0. even though

Praee 6 Behenne .
Tenedannn

NEPEroBOpon

1) Cogramiesie AKTHBHOTO  CHOBEPABRMOTHEHHE NEKCHISCRHN

VITPERCHAH,
2) Ponesas wrpa o Tenedsannnifl pasromop:.
3) Tecrmposanne |

1. When vou telephone a company the person answering the phane
may ask vou a guestion, Which is the correet question?

A Wha's calling please?
£, Who cafls?

C. Who iris?

D. Who ealled?

2. Which phrase means the same as “hang on 4 moment?'

A St o sdewmd

5, . I've seen very litthe change tn your behaviour in the lasi
few wecks,




" Gio'aheind
£ P ready
3. Choose the correct word: “Please ... snd 11 put you through,”
A, stop
B, sray
5tk
D hodd
4. What is the expression used to connect two people on the telephone”
A L'm serding you throwugh
B, 'm putting you theough
C. I'm calling you throwgh
B P ralking vou through
Tecrupopanne [l
I You have the wrang number.
A, should
B, woeld
C. miust
D, ean
2. His number 13 998922,
AL straight
B. direct
C. certain
D. sure
L T'm 1o have troubled you, |
M et
B. apologise -
C. sarry
D. sadd
4, I'm sorry, you've the wrong number.
A ot
B, fyrd
L. have
D. i

8.0l pur vou on ‘

Paszaen 7 OcuoBs
ars T3 T: Tu ]
KOPPECIOFUIEH LHI

1) CocrapicHMe AXTHEHOID CHOBSPRBMIOTHCHHE  JICKCHECCRIY

yrpwaHeriit.
2y Umpoc |

I, With block format, all new paragraphs are indented.

2. In business letters a saluttion is generally followed by a comma or
a colon. |

3. Business letters should be simple and casy 1o read.

4, It is sdvisable to wait o day between wriling and sending dn
important letter,

5. The date on a business letter should appear afier the salutation.

&, An dEnclesurcs note should appear below the typed name of the
sender at the end of the letter,

7. The firse paragraph of a business letter should be comprised entirely
of asmall talks,

%, Contact information generally sppears in the closing paragraph of
the letter.

9, Identifying the audience is one of the first steps in planning a
busingss leer. '

10, Tt is considered standard formaiting 10 include the recipionts
nddress before the salutation in a business letter.




| Pauaea & Jlenonas
BETPEMAL

17 Coetawtodne AKTHEHOMO  CAOBApH  HLITOOWCHAS  TCRCHUICKIS

QT AN LS " ?"F&.*“E""n
1115:“”_&“ s 2} Ponenas wrpa «BeTpeni ¢ Je10uLIM TAPTHEPOM, ‘
Paien ¥ 1) CocramicHne axTHEMOTO CAOBRPA, BRIMOTHCHIE JEKCHUCCRAY |
[pesenrauns: yrpanceeHinl
ﬂpr'anu‘m:rm. 2) Comment on the following statements:
ﬁ;‘;’:’;“};ﬂmc 1. A document distributed to un audience is called o handout’.
TOBAPY MY PLIHOK 2. There arc only two ways in which we can modulate our voiee,
3. Eighty percent of the information that we absorb is absorbed
visunlly,
4. A bar chart can be horizontal or vertical,
5. Active verbs are mare pawerful than passive verbs,
6. Signposting is a technique used only during the introduction of a
preseniation. |
7. wlo rehearses mesns w10 writen.
8 It is important to give as much nformation on a graphic as
possible.
9, Indelible markers sre Infended for wse with Mpehans: not
whilehoards.
1. Coobimenne W FTHRA NpPEICH A METREY T VPR ke

pinEs s Hawk npeseranmiy

3) TecTposanie
1. Which sentence might you hear ot the beginning of a presentition”
A. Ladies and gentlemen, thank you for arriving loday
B Ladies and gentlemen, thank you for appearing loday
€ Ladies and gemlenen, thank you for coming today
B, Ladies and gentlémen, thank you for showing your

faces foday |
2, The of today™s presentation is 1o diseuss my lindings:
A purpose
B recsod
C. rouse
D, points
3. Now,
A allowe me
B fei me
i
L presembation
&4, I'd be very happy to

begin by introducing mysell.

you 1o ask questions af the end of

the session.
A rell
B invite |
O opgder
LY regrest
Tena 10, 1) Cocranienme BKTHBHOID  CAOBIPA/BMNCIHCHNE  JeKCHUSCKIN
ynpanseHnh
neRTpORHAL 3} TecTupomEHie
APPRRGIKNROHINA 1 Onyour letter of application, your mame should appear
m:}:ﬂn:?::: R A at the top, on the right
P 8wl the bodfom

4
€ ar the top amd ar the botfom |
2

If you start your nwsr:'ng:ff{fgr aDeasr Mr Lincolne. you could




endd it with:
Yours faiihfidly
Simcerely
Hest wishes
The abbreviation for « Doctors is: ‘
B,
Diee
Iy
What date s represented by ol 1387
£ Nowember 1958
11 April 1958
dan'l knpw
In your covering letter and CViresume it s best to use:
active verbs
passive verby
doesn’t moiier
How many pages showld a CVivesime wsually comtain? ‘
s Mgy ax necessary lo include all the detalls of your fife history
ior2
af fedast J)
The principal ebjective of your Cllvesme i To.
et vou the best possible job ‘

anEEAORARARRAARENGRE

demuonstrate vour lireracy skills

gt yoran [nterview for a job

The letter that vou serd with vaur CVoresume i calid

a cgrverr lefler

an appiicarion form :

a memorandunt af intention

9 I the English-specking world, @ CViresume and lis accompanying

My S

| letrer should uswally be:

A nyped or ward-processed, botl of them
B the CViresume typed or word-processed. the letter hand-written
€ bath of them showld he hamdorltten fo reveal your irwe

personaliny
Tewma 11, 1y CoctamicHie AKTHEHOTO  COQBAPAMRITOIHEHNE  ICECHYCCRHN
»Trqrau-lenﬂ |
Ropropatintig 2) Tecrupananme
COLEUTINLLA .

As you can see from my curriculum vitae, | ... (study) computer

mming in the United Ki for three years,

After | ... (quatify) in 1997, [, (work) for STU in Germany for theee
veurs und ... (become) luent in German, Working for  STU ... (give)
me considerable experience in  automated  Dbilling  systems. My
responsibilities ... (include) overall product design. In addition. ...
{work) closely with the customer service depaniment.

In my present position 1 ... (travel) widely in Asia where 1 .
(develop) a regional help network., Reeemly 1 ... (advise) .l‘u!rllur|
mana nt on the introduction of Internet-based help systems.

Tesa 12, I LI:'u-:r.-u.t:mm:: AKTHEHOTD  COOBAPABRITONMHENNE  ICKCHYECKNY
yIpasscHil.

CoBpeMermn 2) FanoaHende QOKYMCHTOR {COCTRRIICHHC peEME,

AL B Cifepe CONPOBOITITTETRHOTT PEROMEHTITEALNONT THELMa)

GEHEER AL 3) Tectupomaine

l;:;:fﬁ_;:ﬁ‘?ﬁm 1. If you have any questions, 10 answer them now.

A P would like 1o be able
B £ would be fapoy
€ would have beert happy




L ws appy

2. Canl v )

A just ask?..,

B youask?..

. only ask? .

0, askit?.

1. Can you -

A el me it?

B, tell 1o me?

. explain rome?

0. cxplain me?

4. Yes avery

A, pood guestion

£ qiesiion

C.  obviows guestion

0. fovely question

5. The aims and the structure should be ...

AL woncise

B clear

. enteriaining

£ long

6. It's a good idea o wait until the end for people to ..

A feedback

B feed hock

O ferd

B, fed up

7. What word describes a presentanion that is sbowt a topic the
audience is interested in?

A relevant
B coneise
L precisd

D, enrertaining

8. What word or phrmse means 1o be “relevant’ and “concise™
A to be up fo & paint

B 1o be after a point

.t be o the potm

13 1o Be off the poin

Tewa 13, 1) CocTamieHHe @XTHEHOMO  COOBAPA BEIIOMRCHNE  T¢KCHYCCKHY
{II THEH M.

Crpanoesenmne: ) Kontpoatuiae sonpockl:

COLBHUILHLE K What do you say:

KV AL TY OO MIMECKHE

KOATTOHES T » 10 show the person you are speaking to deviates from the subject « when

ACIDRON Fl'&I.I.I.EIIHI.. ;

you und your business pariner don’t come to an agreement and you wani
10 drop the subject « when admitting that you are bitten in the argument «
when you suggest exchanging opinions on the subject.

1) TeTiponanne

I Communication skifls
A alfaprose

B fobricane

O edi

2 Creative skills

A originate

B adurinisier

L iR over




Tewa 14,
(upmscoRas apa XX
i,

5

3. Management skills
A, elicit

8 delegare

L. progrom

4. Financial skills
A awndis

B sarisfy

€. explain

3 Kesearch skiffy
A, supervise

8. wpgrade

€. detect

. Sales skiffs

A elose

B feciure

C. overhoul

7. Technical skills
A repalr

B negotiate

S T

. Teaching skifls
| A shape

B guide

C. aperate

9. Management skills
A fubricate

I coch .
L direct

10, Sales skills

A comceptunlize
B fashion

ZHIE'ﬂ

CocTamicnie SKTHBROID  CIOBAPA/BEINOINENNE  JEKCHHECKIY |

HeHui
ﬂl PEICHTULAS §UBANCOROND MPOAYET YEIyTH

Tewa 15,

MEHpODas ROIOMIK,

| 1) Fanomrenne JOKYMCHTOR (IHAKOMCTRO © J0rORDPOM, COTMBLITHHENM,
KONTPKTOM)

A CONTRACT (EXTRACTS)

CONTRACT Ko 5732

Lendon

March, 20th, 20,

Agroimpen ., Moscow, Russia, here in after referred to a8 the «Buyerss
on the one side and Brown and Co, Here in after referred (o as “Sellers™
on the other side have concluded the present Contract on the fallowing:
Clause 1, Subject of the Contract.

The Sellers have sold and the Buyers have bought on Lob, terms 20
pumps model MP-3.

Clause 2, Price and Total amount of the Contract.

The price is .... per unit and the total amount of the contract is ... The
price is undersiood 1o be Lob. London including seaworthy pocking.
marking, leading on board the ship and stowing,
Clause 3, Delivery Dates,




The equipment in indicated in clause of the Contract is (0 be delivered |
on the following dates. ..

By the specified dates the equipment is to be munufactured in
accordance with the contract conditions, tested, packed und delivered 1o
the port of London.

The sellers may deliver the equipment prior to he stipulated dates only
if there is a written concert of the Buyers.

The date of the clean on board bill or lading 1ssued in the name ol the
Buvers in considered 1o be the date of delivery.

Clause 4. Pavment,

Payment is (o be made for cotlestion in US Dollars.

The following documient are 1o be presented to the Bunk:
L. Invoice
2. Clean on board bill of lnding.

3. Test Certificate

4, Insurmnece Policy,

5. Packing 1ist

6. Export license

2) KowtpomkHoe HCTaHie

Hﬂpe&:.[:m Hit SHTIRACKH A HI5IK, HCIeILIYE ACKRMEY TORCTIL

I oo HKIDOMIUIA BUCTONIMT KONTPAKT O CACHYIOIeM. |

2. Ilena n ofman cTONMDETE KORTPUKTIL

1. llewa nOMWEICTCS WA YOOIORREN OHCAMACKHN NOPT, FRTHM0M
MOPCKYIO YIMKOUEY. MBPREPOEKY, NOTPYIKY Ha DOpT CYIMa it J0CTIREY.

4. K yoranoniendsM  cpokad  oGopyiomiasse  aoneso Gk
HATOTORACHD B CODTBETCTIIN ¢ VEIORIEIMY KOHTPRETL.

5. Jlam uscroro GoproEorc® JIOKYMCHTA, BWIHCAHHOIO WA WM
MOKYIATEAR, CHITACTER JITOR NOCTABKN.

. TTant@s MpomIBoATTEH 0 ITHKSCEO B ADAIAPAN,
H., 308, kafeapoli ryMaHiTapsn, il
COTCCTROHHOHAYHHBEN 1 JOPHAHYECKIX ICUNITINN ;
Kyperoro HHCTHTY T KOONepaliny b= ?/ -
{qnemspn) BYRIL, wom, gowest I A, Bhacoua



