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1 OLIEHOYHBIE MATEPHAJIBI 110 OCBOEHUIO JAUCLMTUIMHBI
(MOJYJIST)

Texymuii KOHTPOJIb YCIIEBAEMOCTH 00SCIICUNBAET OIICHUBAHNE X0/1a OCBOCHHUSI
JTUCHUTUTUHBI (MOIYJIA).

[IpomexxyTouHass aTTecTalus MpeAHa3HayeHa JUIsl OIEHKU JIOCTHIKCHUS
3aIJIaHUPOBAHHBIX PE3YIbTATOB OOYUYEHHS IO 3aBEPIICHUIO U3YUCHUS JTUCHUTIIMHBI
(MOJTyJIsT) ¥ TIO3BOJISIET OIICHUTHh YPOBEHB M KAYECTBO €€ OCBOCHUS 00YJaIrONTUMUCH.

KoMIiekT OIEHOYHBIX MAaTepuajoB TMPEACTABISIET CO0O0H COBOKYITHOCTh
OIICHOYHBIX CPEJICTB (KOMIUIEKC 3aJaHUil Pa3IMIHOTO TUIIA C KIIIOYaMH MPaBUIBHBIX
OTBETOB, BKJIIOYAsT KPUTEPHUH OIIEHKH), UCTIOJIB3YEMBIX MPHU MPOBEICHNN OIIEHOYHBIX
npoienyp (TeKyIero KOHTPOoJIsl, MPOMEXYTOYHOM aTTECTAIMK) C 1IEJIbI0 OIICHUBAHUS
JOCTHKEHHUS 00YYaIOIMMHUCS PE3YIbTaTOB O0YUEHHUS 110 JUCIUIUIMHE (MOIYJIIO).

1.1 Onenounble cpeacTBa U OaUIbHBIE OLEHKH I KOHTPOJIBHBIX
MEPONPUATHN

Tabnuna 1.1a O6beM AUCIUTUIMHBI (MOJTYJIS) JUTsl OUHOM POopMBI 00yUeHUS
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Tekymuii KOHTPOJIb YCIEBAEMOCTH M MPOMEXKYTOYHAs aTTECTalHUs IO

JTUCHUIUIMHE (MOJYJII0) OCYIIECTBIISIETCSI B COOTBETCTBUU C OaJIbHO-PEUTUHTOBOM

CUCTEMOM TIO

MEPOTPUATANA  MPEJICTABICHBI

100-0ay1pHOM  IIIKAJIE.

B TaOJmIe

TPaJUIIUOHHYIO OLICHKY IIpeCTaBlieH B Tabmue 1.3.

1.2. Ilepecuer cymMmsbl

bannsnbIe OOCHKH [JIsI KOHTPOJIBHBIX

0auI0OB B

Tabnuua 1.2 bannpHbie OIEHKH /711 KOHTPOJIBHBIX MEPOTPUSITHIMA

Haumenosanue MaxkcumanbHblii | MakcumanbHbl | MakcuManbHBIN Beero 3a
KOHTPOJILHOTO Oaym Ha IepByr0 | Oasut 3a BTOpyro | 0ait 3a TPEThIo cemecTp
MEPOTIPUATHS aTTeCTallUIo aTTeCTallUIo aTTeCTallUIO

4 cemecTp
TectupoBanue 10 16 12 38
Brinonnenue - 8 4 12
WHUBUIYaIbHbBIX
(moMamTHux) 3agaHui +
YCTHBIN OIIPOC
Hroro (Makcumym 3a 10 24 16 50
TIEPHO)
3auer 50
Uroro 100
5 ceMecTp
TectupoBanue 10 16 12 38
Brinonnenune - 8 4 12
WHIUBUTYATBHBIX
(moMamrHux) 3agaHui +
YCTHBIN OITPOC
Hroro (MakcuMyM 3a 10 24 16 50
TIEPUOJT)
3auer 50
Hroro 100




Tabnuna 1.3 [llkana oleHKN Ha TPOMEKYTOUHOM aTTeCTaI[IH

CrnoBecHOE BbIpa)XEHHE ITPU
(bopme IpOMEKyTOUHON
aTTeCcTalluy — IK3aMEH, 3a4eT

CrnoBecHOE BBIpOKEHUE MTPH
Bripaxxenue B 6amiax (hopMe TPOMEKYTOUHOM
aTTECTAIlHU - 3a4eT

C OIICHKOM
ot 86 1o 100 3a4TeHo OtimunOo
ot 71 no 85 3auTeHo Xopor1io
ot 51 1o 70 3auTeHo Y 10BJIETBOPUTENBHO
0o 51 He 3aureno HeynosnerBopurenbHO

dopMa W OpraHM3aIs MPOMEKYTOYHOW aTTECTAllUA 0 WTOTAM OCBOCHHSI
JTUCITUIUIMHBI — 3a4€T MPOBOJAMTCS B BUIC HTOTOBOT'O TECTHPOBAHUS.

dopma U OpraHuzalms MPOMEKYTOUYHOM aTTeCTalldd 0 MTOraM OCBOCHUS
JUCHUIUIMHBL — 3a4eT TMPOBOAMTCA B JBa JTama: YCTHBIE OTBETHl Ha
AK3aMEHAIMOHHBIEC BOIIPOCHI M BBHITIOJIHEHUE WHIWBUAYAJIbHBIX 3a/Ja4 MO MPAKTHKE
(menoBOE MUCHMO).

2 OueHo4YHbIE CPEACTBA ISl IPOBEICHUS TEKYIIETO0 KOHTPOJIS

2.1 TecToBBIE BOIIPOCHI
TecToBBIE  BOMPOCHI  COAEPKAT  CJCAYIONIME  THUOBI ~ BOIMPOCOB  C
COOTBETCTBYIOIIUM KOJIMYECTBOM OQJIJIOB 3a IPABUIIHHBIA OTBET:

Tun Bonpoca KonnuecTBo 0anioB 3a NpaBUIIbHBIN OTBET
3aIpoc BBIOOPA BapUaHTOB OTBETA 1
3aIpOC HECKOJIBKUX OTBETOB 1 -nmpu BbIOOpE BCEX MPaBUIIBHBIX

0,5 — 3a 2 nmpaBUIBHBIX U3 3
0,25 —3a 1 mpaBunbHBIH U3 3
0,5 —3a 1 mpaBuIbHBIN U3 2

3aIpoC BBOJA NPONYIICHHOI'O TCKCTA 1

Tect. VYkaxure MNPCMIOKCHUA, KOTOPBIC MABJIIIOTCA IIPAaBUJIBHBIM IICPECBOJOM
CIIEAYIOIIETO PYCCKOIr0 MPEAJIOKEHUA:

1. «/lons HaHMOHAIBHOTO JOX0/a, KOTOPAasi MOKET OBITh MOTpAaY€Ha Ha
HaIMOHATBHYI0 000POHY, KOJIEOJIETCS B PA3HBIX CTPAHAX).

a) The share of national income that can be spent on national defence varies from
country to country.

b) The share of national income that could be spent on national defence was different
in different countries.

¢) The share of national income to be spent on national defence was discussed by the
Parliament.

2. ((CIH/ITaIOT, 4TO LCHBI ITIOCTABOK 3aBUCAT OT IPOU3BOACTBCHHEBIX U3JACPIKCK.

a) Economists believe supply prices to depend on production costs.

b) Supply prices are believed to depend on production costs.

d) Supply prices were expected to depend on production costs.



3. «3a CHIKEHHEM HOTpe6I/ITeJIBCKOFO A0X0/Ja IMoCJICA0BAJI0 YBCIMYCHUC CIIPOCA HA
HHU3KOKAQYC€CTBCHHLIC TOBAPLI».

a) The decrease in the consumer’s income was followed by the increase in the
demand for the inferior goods.

b) The increase in the inferior good demand was followed by the decrease in the
consumer’s income.

¢) The increase of the demand for the inferior goods followed after the decrease of
the consumer’s income.

4. «Kak MAaKpO3KOHOMHKA, TaAK 1 MUKPO3KOHOMUKA NPLCIIOAAIOTCA CTYACHTAM,
0Oy4JaronMMcsl Ha SKOHOMHYECKHUX (PaKyJIbTEeTax».

a) Both macroeconomics and microeconomics are taught by students studied at
economic departments.

b) Both macroeconomics and microeconomics are taught to students studying at
economic departments.

¢) Both macroeconomics and microeconomics have been taught to students studying
at economic departments.

5. «IIpaButenbCcTBa MHOTAA PETYIUPYIOT MAKCUMAaJIbHbIE YPOBHU apEHIHOW ILIATHI,
KOTOpas JOJIDKHA BBIINIAYHMBATLCA apCHAATOPAMI).

a) Governments sometimes regulate maximum rent levels paid by tenants.

b) Governments sometimes regulate maximum rent levels to help tenants to pay the
rent.

¢) Governments sometimes regulate maximum levels of rent that is to be paid by
tenants.

6. «J1j1st TOTO 4TOOKI ONpEETUTh YPOBEHb 0€3pa00THUIIbI, HEOOXOAMMO 3HATH
KOJIMYECTBO 3aHATHIX pad0o4MX U pazMep pabodei CUITbI».

a) To measure the unemployment rate it is necessary to know the number of workers
in employment and the size of the labour force.

b) To measure the unemployment rate in an economy is as difficult as it is difficult to
measure the number of workers in employment and the size of the labour force as a
whole.

¢) Knowing the number of workers in employment and the size of the labour force we
can measure the unemployment rate.

7. «IIpu orpaHMYeHnN peCypCcoB KOMIIAHUS JOJDKHA CKOHLIEHTPUPOBATHCS Ha
PECUICHUHN CaMBIX BAKHBIX 3a1a4».

a) Being limited by resources, the company should concentrate on solving the most
important tasks.

b) Being limited by resources, the company should concentrate on solving the less
important tasks.

¢) Solving the most important tasks, the company should be limited by resources.

8. «Ecnu TpynoBble pecypchl OyIyT UCIIOIBb30BATHCS MPABUIIBHO,
IMPOU3BOAUTCIIBHOCTD TPYZa BEIPACTCT.

a) Labour efficiency would grow, if labour resources had been used properly.

b) If labour resources were used properly, labour efficiency would fall.

c) If labour resources are used properly, labour efficiency will grow.



9. «(DaKTopH, BJIMAOIIMEC HA PBIHOYHBIC IICHBI, JOJLKHBI ITPCACTABIATL MHTCPEC IJIA
KaXXJ10T0 IIPOU3BOAUTEIISA.

a) Factors influencing prices in a market should be of interest to every producer.

b) Prices influencing factors in a market should be of interest to every producer.

c) Every producer should be interested in market prices.

10. «C‘{I/ITaJIOCI), 49TO ABYMA OCHOBHBIMH 3KOHOMUYCCKUMU CUCTCMAMU ABJIIOTCA
KallUTaJIN3M U COIMUATIN3M, 4 9KOHOMHUKH CMCIHIAHHOI'O THUIIA HAXOIATCA MCKIY
HUMN.

a) Mixed economies are considered to be lying in between capitalism and socialism.
b) If the two principal economic systems are capitalism and socialism, then mixed
economies lying in between those.

¢) The two principal economic systems were considered to be capitalism and
socialism, mixed economies lying in between those.

11. People have to choose the way of living provided the

situation in the country is unfavourable.

a) economical, economic

b) economic, economical

¢) economical, economical

12. One of the important tasks of a firm is to obtain the maximum amount of a
commodity using any given quantity of

a) input

b) costs

C) outputs

13. Some branches of economy such as agriculture greatly climate.
a) depend on

b) include

) impose on

14. In some industrial countries producers don’t the government
regulation and make all decisions themselves.

a) depend on

b) impose

c) supply

15. The money a producer should compensate for all his expenses and
leave him with some profit.

a) earns

b) rises

c) allocates

16. Every day money is from one bank to another in thousands of cities.
a) transferred

b) measured

c) replaced



17. Increasing output by one unit we shall have the increase in the cost
known as marginal cost.

a) total

b) particular

¢) normal

18. The of goods consumed by an individual is restricted by the total
of money he earns.

a) quantity, amount

b) amount, amount

¢) number, amount

19. Chemical industry fertilizers for farming.

a) provides

b) employs

c) applies

20. The demanded of a good depends on a particular market, the number of
consumers, their tastes and even the season of the year.

a) quantity

b) number

c) quality

Test. Choose the correct answer:

1. When prices are above the equilibrium price, it will result in supply of
goods.

a) excess

b) surplus

c) shortage

2. Calculating expenditures on running a business it is necessary to expenses
on maintaining buildings in good repair.

a) include

b) influence

C) improve

3. The increase in a country’s growth can be achieved by using more
_______machines and technologies consuming less electricity.

a) economic, economical

b) economic, economic

Cc) economy, economical

4. The aim of producers using this new technological improvement is to

higher profits.

a) receive



b) affect

c) offer

5. Within budget constraints the increase in consumption of one good will the
consumption of the other.

a) reduce

b) rise

c) follow

6. There are many examples of goods that are consumed together, such as bread and
cheese, cars and petrol, so they are called goods in economics.

a) complementary

b) normal

c) alternative

7. The producers have to the total output as the demand has grown.

a) increase

b) impose

C) rise

8. Employed workers as well as those unemployed labour force.

*make up

add

replace

9. As consumer demand is not at different markets, the goods prices vary as
well.

a) constant

b) minimum

¢) marginal

10. The development of national is based on the laws and principles which
are of special interest to belonging to a group of social sciences.

a) economies, economics

b) economics, economists

Cc) economy, economist

11. One of the producer’s tasks is to choose the level of output that maximizes his
total economic

a) profit

b) costs

C) expenses

12. The goods price does not vary greatly within a particular market as all sellers
impose practically prices.

a) the same

b) floor



C) some

13. In planned economies government intervention total control over
resources allocation and output consumption.

a) resulted in

b) followed by

¢) influenced on

14. Different sweets and chocolates are known as goods for sugar.

a) substitute

b) normal

c) inferior

15. On private farm land, buildings and all the profits earned are by the
farmer.

a) owned

b) obtained

c) included

16. The decrease in production costs leads to the in the total profit obtained.
a) increase

b) reduce

c) fall

17. explain most laws giving examples from people’s everyday
life.

a) economists, economic

b) economists, economical

Cc) economics, economical

18. In a command economy the output level was by the decisions of the
central office.

a) influenced

b) received

c) depended

19. Market supply is calculated in terms of the alternative quantities of a commodity
all producers in a market can offer.

a) particular

b) same

c) total

20. of assumptions are used by economists studying the theory of supply
and demand.

a) a number

b) the amount

c) numbers

10



21. Provided a consumer’s income has increased, he will to buy more normal
goods rather than inferior goods.

a) decide

b) assume

C) earn

22. To economize is to produce a given output of a product at the lower than
before.

a) cost

b) profitability

Test. Choose the correct answer:

1. In a command economy the output level was by the decisions of the central
office.

a) influenced

b) received

c) depended

2. Market supply is calculated in terms of the alternative quantities of a commodity
all producers in a market can offer.

a) particular

b) same

C) total

3. On private farm land, buildings and all the profits earned are by the
farmer.

a) owned

b) obtained

c) included

4, of assumptions are used by economists studying the theory of supply
and demand.

a) a number

b) the amount

) numbers

5. Provided a consumer’s income has increased, he will _ to buy more normal
goods rather than inferior goods.

a) decide

b) assume

C) earn

6. To economize is to produce a given output of a product at the lower _ than
before.

a) cost

b) profitability

11



c) contribution

7. The theory of supply shows that an increase in production cost output
level.

a) decreases

b) leads

c) depends

8. There are many examples of goods that are consumed together, such as bread and
cheese, cars and petrol, so they are called goods in economics.

a) complementary

b) normal

c) alternative

9. The demand for goods always rises with the increase in consumer incomes.
a) high-quality

b) substitute

c) inferior

10. The increase in quantity demanded is by an increase in quantity supplied.
a) followed

b) resulted

) maintained

11. The situation at the market when the consumer demand is higher than the quantity
supplied is known as

a) shortage

b) excess

c) surplus

12. The development in the Soviet block countries was influenced by
important reforms which took place at the end of the 20™ century.

a) economic, economic

b) economical, economical

C) economic, economics

13. of countries regulating their economies is constantly increasing.

a) the number

b) the amount

c) the quantity

14. High levels of profits can be by producers through improvements in

technology.

a) received

b) owned

c) limited

15. The allocation of resources among alternative uses is an important
12



problem for all nations.

a) limited

b) unlimited

C) total

16. One of the important tasks of a firm is to obtain the maximum amount of a
commodity using any given quantity of

a) input

b) costs

C) outputs

17. The of goods consumed by an individual is restricted by the total
of money he earns.

a) quantity, amount

b) amount, amount

¢) number, amount

18. The money a producer should compensate for all his expenses and
leave him with some profit.

a) earns

b) rises

c) allocates

19. Every day money is from one bank to another in thousands of cities.
a) transferred

b) measured

c) replaced

20. Market supply is calculated in terms of the alternative quantities of a commodity
all producers in a market can offer.

a) particular

b) same

c) total

Test. Match the formal and informal phrases. Then cover the right column and try to

remember the formal equivalent for each phrase on the left.

Informal Formal

1) Sorry about the late delivery. a) Please do not hesitate to contact us.

2) If you need more information... b) We received delivery this morning.

3) Best regards. ¢) I would be grateful if you could...

4) in a different envelope d) Please find enclosed...

5) Sorry about the mistake. e) Dear Madam/Dear Ms Clove

6) I’'m sorry, but it’s not possible. f) Please acknowledge receipt of the

13




7) soon parcel.
8) Could you...? g) I look forward to seeing you.
9) Just call the office. h) We would be pleased to offer you a 5%
10) Thanks for your letter of... discount.
11) We got it this morning. 1) We would like to apologise for the
12) Can’t wait to see you. delay.
13) Dear Marge J) under separate cover
14) Let me know if you get the K) in the near future
parcel. I) We regret to inform you that we are
15) Could you find out what is | unable to...
going on? m) Could you please give this matter your
16) Please send us your samples. | immediate attention?
17) I hope to hear from you. n) | look forward to hearing from you.
18) We will give you a 5% 0) We are writing to thank you for your
discount. letter dated...
19) Here is a copy of... p) Yours faithfully/ Yours sincerely,
q) | would be grateful if you could send us
some samples.
r) Should you require  further
information...
s) Please accept our apologies for any
inconvenience this may have caused.

Test. Look at the texts from three faxes that contain easily confused words and
choose the correct or most appropriate words.

1) | am writing with (1) connection / reference / regarding to our telephone
conversation this morning about your order 7895LG. | must (2) regret / apologise /
sorry for the delay in processing this order. I can now confirm that the goods have
been shipped and should (3) arrive / reach / deliver you within 10 working days. We
have taken special (4) care / attention / caution to make sure that the items are
exactly as you requested.

Once again, please (5) take / have / accept our apologies. If you have any further
questions, do not (6) stop / fail / hesitate to contact me again.

2) 1 was (7) sorry / unhappy / afraid to hear about the damage to the products that

you received this morning. However, | am (8) afraid / apologise / regret that we

cannot (9) accept / except / have responsibility in this (10) topic / material /
matter.

All our products are (11) controlled / checked / looked very carefully before
14




leaving the factory, and the damage in this case must have been caused in transit. |
(12) propose / suggest / tell that you contact the shipping company directly about
possible compensation.

In the meantime, we can ship the same order to you again, if it would help. If you
give us a firm instruction to do so (13) until / by / within the next few days, it should

reach you (14) until / by / within the end of the month.

3) I am writing to you (15) affecting / connecting / concerning the meeting that we
(16) combined / appointed / arranged for this Friday. | am afraid something urgent
has come up and | will not be able to attend. Can we (17) cancel / postpone / schedule

the meeting until next week? I can make any time Wednesday or Thursday.

| apologise for any (18) disadvantage / inconvenience / unfortunate this may
cause, and I (19) look forward / wait / anticipate to (20) hear / hearing / know from
you.

Test. Fill in the gaps in the letters with the words on the right.

1) The Chairman and the 1  Director of this a) bedrooms
Company will be visiting Glasgow in September, for the b) suite
World 2 and will requirea 3 withtwo 4 . A c) floor
5 room, on the same _ 6 if possible, will also be d) single

needed for their 7 . e) accommodation
Please let me know whether we can receive this 8 ) charges
from 10 to 15 September _ 9 . I shall be glad to have a g) managing
reply by fax, with details of your 10 . h) Trade Fair
1) inclusive

J) secretary

2) The name of your 1  has been given to me by a) indicated
the Hotels 2, and I shall be 3  obliged if you will b) private
4  me know whether you have the 5 c) accommodate
accommodation 6 for 3 weeks, from 15 July: one d) let
__7__room, if possible with 8  bathroom, and one e) advance
single room. f) available
If you are ableto 9 us at the time __ 10 please g) following

let me have your 11  or brochure giving inclusive h) board

12 forfull _ 13 . 1) hotel
| thank you in __14  for your reply. J) much

K) terms

1) double

m) tariff

n) association
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2.2 JIabopaTopusie padoTsl. He npexycmMoTpeHsl

2.3 PacuetHo-Tpaduueckas pabora. He npemxycmorpena
2.4 KypcoBas pabora. He npenycMoTpeHa.

3. OnieHOYHBIE CpEACTBA [JJIsl TMPOBEACHUSA MPOMEKYTOUHOTO KOHTPOJIS
(IpOMEXYTOYHOM aTTEeCTALMN)

Cemectp Bun By KOHTPOIBHOTO MEPONIPUSITHUS bamibHbIe
IIPOMEKYTOUHON OLCHKHU
aTTecTaluu
5 3a4er TecroBble 3a1aHus 0-20
DK3aMeHaIMOHHBIE BOIIPOCHI 0-30

3.1. TecToBbIe 3anaHUsA

TectoBble 3agaHUsl MPOMEXKYTOUHOM AaTTECTAllUM MPEACTaBIAIOT COOOU
COBOKYITHOCTH TECTOBBIX BOIIPOCOB TEKYLIETO KOHTPOJIS.
3.2 KomruiekcHoe 3ajjanue (3K3aMeHaIlMOHHbINA OWIIeT)
bunersl 3auera/sK3aMeHa PaBHOLIGHHBI MO TPYAHOCTH, OJMHAKOBBHI 110
CTPYKTYp€, apajuiebHbl 10 PAcIONOKEHHIO 3adaHuii. B Ouiiere nBa Bompoca.
KoMmmiekcHoe  SK3aMEHAllMOHHOE  3a/laHue  COCTOMT M3 2 BOIIPOCOB
TEOPETUYECKOTO M NPAKTHUYECKOTO Xxapakrepa. [IepBelii BOIpOC — TEOPETUUECKHM,
HaIpaBJIEHHBIM HA JEMOHCTpALMIO YMEHUsl padOTaTh C ayTEHTHYHBIMU TEKCTAMU C
LEJIbI0 M3BJICYEHUS HEOOXOAMMOW HH(POPMALMH 1O OCHOBHBIM 3KOHOMHUYECKUM
BOIIPOCAM, FPAMOTHOE U3JI0’KEHNE COOCTBEHHOM TOUKHU 3PEHUS.
Bropoii Bonpoc HanpaBiieH Ha TPOBEPKY BIAJAEHUS Pa3HOCTOPOHHUMHU HaBbIKaMU
U TMpUEeMaMy aHHOTUPOBAHMS M pePepupOBaHUs AyTEHTUYHBIX TEKCTOB, BEICHUS
NET0BOM MEPENUCKH.
3.2.1 Bompocsl Ha 3auere/sK3aMeHe (IK3aMeHAIMOHHBIE BOIIPOCHI)
Teopernueckue BOIIPOCHI

1. What is one modern definition of business? How does this modern meaning of

business differ from the traditional one? What factors have brought about these

changes?

What is profit? What do companies do with their profits?

3. What are the secrets of success in business? Why does the kind of equipment

you’ll need vary according to the type of business you want to establish?

What information does resume contain? What does this usually accompany?

What kinds of interviews do you know? How do they differ? What are the

benefits that go with the job?

6. What does the term “ageism” mean? Why is it difficult to apply for work over
30?

7. What are the main reasons for doing your work well?

N

o s
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8. What does the term “marketing” mean? What four main elements are known as
the four P’s? What does each element involve? What is a common channel of
distribution?

9. Why is it important not to plan the marketing strategies in isolation? What does
a successful marketing mix depend on?

10.What are the different ways in which an advertiser’s message can be
communicated to  his/her  audience? What are the  main
advantages/disadvantages of each media?

11.Why does management play a vital role in any business activity? What do
managers’ duties include? What are the main management functions? What do
they involve? What skills do managers need to perform these functions
adequately and efficiently?

12.What is the difference between the salaried managers and the individual
capitalists who owns the company?

13.What personal qualities do you think good managers should have? Why are
interpersonal skills essential for effective management?

14.Why do companies often recruit from outside the organization? Which kinds of
organizations are most likely to recruit through referrals by existing
employees?

15.How can a person identify important activities and plan the best way to use
time? Name the most common sources of problems in time management. What
are the benefits of improving time management?

16.Enumerate the remedies that are usually successful in reducing the number of
drop-in visitors/ telephone interruptions and keeping visits brief.

17.Discuss the remedies that can help to reduce clutter and disorganisation in an
office, including better organization of files, decision rules for handling
paperwork efficiently, efforts to reduce the amount of necessary paperwork and
better screening of paperwork by others.

18.Name a number of reasons why some managers become overloaded with
unnecessary tasks and give possible remedies for this problem.

19.Discuss possible ways to eliminate unproductive or over-long meetings.

20.Discuss the steps of short-term planning (weekly activities or daily activities).
Why should a manager take into account natural energy cycles and bio-rythms
while planning daily activities?

21.Why is accounting called the “language of business” and what are the ways to
communicate information on the financial status of an organization?

22.Name two common financial statements. What is the difference between them?
What kind of information do they provide?

23.What is known as capital? How can corporations receive their starting capital?
Why does a new business need capital? What represents an investment of
capital in a new business? How is short-term/ long-term capital used in
financing business?

24.What are two basic types of financing used by a corporation? How does the
success (failure) of a corporation influence the stockholder?
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25.Give the example of debt financing. What can cause debt financing? Try to
characterize this type of agreement.

BOHpOCLI JJIA COCTaBIICHUA MOHOJIOTa/, Aauajora:

1. Speak about your company: Who do you work for? Where do you work? What
does the company do? Do you have any famous brands? Who are your main
competitors?

2. What project are you working on at the moment?

3. Do you prefer speaking to people face-to-face or on the telephone? Who do you
talk to on the telephone? What problems do you have on the telephone?

4. How does your company get new business? How does your company stay in touch
with regular customers? How do you find out about companies you want to do
business with?

5. Why do companies create new products and services?

6. What are the stages in the life of your products or services? What stages are you
and your department involved in?

7. What new products or services does your company have? How does your company
research and test new products? How does your company advertise new products or
services - online, in the press, or using other media?

8. Why do you prefer to buy branded products?

9. Do you visit other companies? Do people visit your company? Why?

10. Speak about doing business in a different culture: can we talk business in a
restaurant? Is it easy to conclude a deal? Do meetings and appointments usually start
on time? Can we start talking business at the beginning of the meeting?

11. Speak about benefits that your company offers including: pension, flexible
working hours, medical insurance, maternity/paternity leave, training, paid holiday.
Which ones are most important to you?

12. Talk about: how you found out about the job, the interview, why you liked the
job?

13.Speak about your career. How long have you worked for your present company?
How long have you had current job? How many companies did you work for? Have
you ever done completely different type of job? What? Tell your partner how and
why you chose your career.

14. What makes the difference between good and bad customer service? Speak about
poor customer service. Have you stopped using company’s products or services
because of a bad experience? What happened?

15. What do you think is the main reason why people don’t buy goods on the
Internet? What do you think are the best-selling products on the Internet? Where do
you prefer to do your food shopping - in a small local shop, a big supermarket, or
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online?

16. Think of common problems people can have with orders for goods. What sort of
goods have you ordered? How did you order them? Was it easy?

17. Make a presentation about the company structure. Which department do you
work in? Which department(s) do you have most contact with? Why?

18. What do you usually have for lunch and where do you eat? What do visitors to
your company have for lunch? Where do they go to eat? Think of a typical three-
course meal to offer him/her.

19. How often does advertising influence your buying decisions? How does your
company advertise? What sort of customers do you target?

20. Describe the process of developing new software.

HpaKTqucxne BOIIPOCHI JJIsI BEACHUA HCHOBOﬁ MCPCIINCKA

IIprMepHBIN NTepeYeHb CUTYallMi JJI1 HAITUCAHUSI ITMCEM K 3a4eTy:

1. Requesting Information

Write a letter to a company. You are looking for a new supplier of office stationery.
Ask them to send you a copy of their latest catalogue and a price list. You also want
to know where their company is based. Thank them in advance for their help.

2. Application Letter. You are presently working in Moscow as a personal assistant.
You are interested in finding another position. Write a letter to a recruitment agency
based in St. Petersburg. Ask them to send you details about their agency and any
vacancies they have for personal assistants at the moment.

3. Accommodation Information

Write a letter to the hotel. Ask for some information about their hotel: a single room
for the night of 23d April and the price including breakfast. Ask them to let you know
if there is a car park near the hotel. Thank them in advance for their help.

4. Making a complaint

You are writing to a travel agency to make a complaint about the hotel recommended
you for your holiday. You are not happy with the room and the service was bad: no
swimming pool, gymnasium, car park were available. Make a point connected with
their advertisement saying “three-star rating”. Ask for adequate compensation. Give
them a warning.

5. Ordering

You have ordered a book online. When you received the book, you found the book
was in Spanish not in English. Write to a company and ask them to send you the book
in English version. If they don’t have the English version in stock, then ask them to
send your money back (ask for a refund).

6. Apologizing

You are a Customer Service Manager. Write to a customer who rented a car from
your company. Apologize for the trouble he had with the car rented. Assure your
customer that in the future every car the company provides is delivered with a full
tank of petrol. Regret the inconvenience and express your wish to further co-
operation.
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7. Requesting Information

Write a letter to a partner in Moscow. Tell him that it was a pleasure to meet him at
the Trade Fair last month. Inform your partner that your company is planning to open
a branch in Moscow and you are looking for office space in the town centre. You
need to know the names and the addresses of some property agents. Ask your partner
to send a list of agents. Thank him in advance for his help.

8. Requesting Information

You are a manager. Write the message to your Personal Assistant. Ask him to send
you a copy of the new customer address list. You also need the quarterly sales report.
Ask him to finish it by this Friday. Remind him about the sales meeting next Tuesday
at2 p.m.

9. Requesting Information

Write a letter to your partners. Tell them that you are just making the final
arrangements for their visit to your company next week. You need all the details
about your partners’ flight (flight number, date and time of arrival). Inform them that
they will have free time on Wednesday evening. Invite them to do some things
around the town (visit to the theatre, show round the town, etc.).

10. Apologizing

Write a letter to your customer. Tell him that you learned of the problems he was
encountering with your company product. Apologize for the quality problem. Inform
your customer that your representative will meet him next week to investigate the
problem. Regret the inconvenience and assure you co-operation.

11. Information About Price Increase

You are a sub-manager of the company. Inform your customers about price increase
for your company product. Give the reason (a change in government regulation). Tell
them that the new prices will apply to all orders shipped after 1% June. Inform them
that you will send a new price list with suggested sale prices. Apologize and close the
letter.

Ilepeuens ¢hpasz-kauue 0151 8edeHus 0en080U KOPPeCnOHOEHYUU.

We are writing to enquire about ...

Thank you for your letter of (date) asking if .../ enquiring about .../
enclosing .../ concerning ...

We are writing in connection with ...

We are interested in ... and we would like to know ...

We have received your letter of (date) asking if .../ enquiring about .../ enclosing
.../ concerning ...

I look forward to receiving your reply/order/products ...

I hope that this information will help you.

Looking forward to hearing from you.

Please don’t hesitate to contact me if you need any further information.

Please feel free to contact me if you have any further questions.

| am pleased / delighted / happy to tell you that / to inform you that / to advice you
that ...

With reference to ...
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Further to ...

With regard to ...

We are unable to .../ we are able to ...

We have been forced to...

| regret / I am sorry to tell you that .../ to inform you that / to advise you that ...
This is owing to / due to./ as a result of./ because of ...

We must apologise for...

We are extremely sorry for...

Please could you

We would be grateful if you could...

We would appreciate it if you could...

As soon as possible

Without delay

Immediately

Please accept our apologies once again

We hope that this has not caused you any inconvenience

With apologies once again

We would be grateful if you could give us some further details about ...
We would appreciate it if you could let us know (about/if) / inform us (about/if) ...
We would like to know (about/if) ...

Eounvie 3a0anusn k mexcmam 01 aHHOMUPOBAHUS U pehepupo8anus:

1.Onpenennre OCHOBHBIE BOIPOCHI, PACCMAaTPUBAEMBIE B TEKCTE.

2.0TtmeThTe ab3allbl, B KOTOPBIX COJEPKUTCS HauboJiee CyleCTBeHHass HHPpOpMaLus
TEKCTA.

3.Haiinure kitoueBbie CI0Ba, MEPEAAIONIUE OCHOBHYIO MBICIhL ab3aria.

4. Haitnute npeuioxKeHus, Iepeawinmue Handoiee 3HauuMy0 HHPOPMAIIUIO TEKCTa.
5.Haitnure npemioxkeHuss B KakaoM ab3alie, 3a CYET KOTOPBIX MOXHO ATOT ab3arl
COKpaTHUTh.

6.CopMynupyiiTe riiaBHyIO MBICIIH KaXKI0TO ab3aria.

8.CocTaBbTe ILJIaH MOJTHOTO U3JIOAKEHUS TEKCTA.

9.CocTtaBbTe KpaTKyIO aHHOTAIUIO U pedepaT K TEKCTY.

Kpumepuu oyenusanus

CyMMapHO OLIEHHMBAIOTCS OTBEThl Ha BONpochl. OTBEThl JOKHBI  OBITH
Pa3BEpHYTHIMU, MOJHBIMHU. KaXKablii TPaBWIBLHBIA OTBET HA BOMPOC OIIEHUBAETCS 0
15 6a1oB B 3aBUCUMOCTH OT TIOJIHOTHI OTBETA.

OuennBaeTcs MOJHOTA PACKPBITUSL MaTepuana (AaH MOJIHBIN, pa3BEpHYTHIM OTBET Ha
MOCTaBJICHHBIH BOMNPOC); YMEHHE BBIICIWTH CYIICCTBCHHbIE M HECYIICCTBCHHBIC
MPU3HAKH, MPUYUHHO-CJIEACTBEHHbIEC CBSI3H; AKTUBHOE VCIIOJIb30BaHUE
HKOHOMHUYECKOU JIEKCUKH, (Ppa3-IITaMIIOB; YPOBEHb C(HOPMUPOBAHHOCTH HABBIKOB U
YMEHUH MOHOJOTMYECKONM pedyr (COOTBETCTBHE TEME M CUTyallud OOIIEeHHUS,
JIMHTBUCTUYECKAs HOPMATUBHOCTb, JIOTMYHOCTh BBICKA3bIBAHUS, HSMOLMOHATIbHAS
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OKPAIIIEHHOCTh, CaMOCTOSATEILHOCTh BBICKA3bIBaHMS); YMEHHE BECTH Oeceny ¢
AK3aMEHATOPOM IO TMPOMJACHHOMY MaTepually, TEeMOHCTpPAIMs YMEHHS aJIeKBaTHO U
IPaMOTHO pearupoBaTh Ha IIOCTABJIICHHBIC BOIPOCHI, BJIAJCHHUE COBPEMEHHBIMU
METOJaMHU BEJCHUS JEJI0BOM KOPPECTIOHICHITUH.

Ilpumep b6annvHoU cucmemvbl OYEHUBANHUSL:

KommuectBo

Kpurepuu orieHuBaHus
putep I OaJuI0B

— IIOJIHO PacKPBITO COJIEP’KaHUE MaTepHuala;

— MaTepHal U3JI0KEH IPaMOTHO, B ONIPEIEIICHHON JIOTHUECKOM
II0CJIEI0BATENBHOCTH;

— MIPOAEMOHCTPHPOBAHO CUCTEMHOE U TTyOOKO€ 3HAaHHE MaTepHuala;

— TOYHO HUCIOJIB3YETCS] TEPMHHOJIOTHUS;

— [I0Ka3aHO YMEHHE WILTIOCTPUPOBATH TEOPETUIECKUE MTOJIOKECHUS
KOHKPETHBIMHU NPUMEPAMHU, TIPUMEHSTh UX B HOBOH CUTYAIlHH;

— MIPOAEMOHCTPHPOBAHO YCBOCHHE paHEee N3yYCHHBIX COITYyTCTBYIOIIUX
BOIIPOCOB;

— OTBET JIaH CaMOCTOSITEIbHO, 0€3 HaBOSIINX BOIIPOCOB;

— MPOJIEMOHCTPUPOBAHA CIOCOOHOCTH TBOPUECKU MPUMEHSTH 3HAHHE TEOPHU
K PEIICHHIO MTPO(ECCHOHATIBHBIX 3a/1a4;— JOMYIIEHBI O/JHA-/1BE HETOYHOCTH
IIPY OCBEHICHUU BTOPOCTETIEHHBIX BOIPOCOB, KOTOPBIE HCIIPABIISIOTCS 110
3aMEYaHuIo;

— BOIPOCHI U3JIaraloTCsl CUCTEMAaTU3UPOBAHO U ITOCIIEI0BATEIBHO;

— MPOJIEMOHCTPUPOBAHO YMEHHE aHATM3UPOBATh MaTEpUall, OJJHAKO HE BCE
BBIBOZIBI HOCSIT apTyMEHTUPOBAHHBIIN U JJOKA3aTEIbHBIA XapaKTep;

— MPOJIEMOHCTPUPOBAHO YCBOCHHE OCHOBHOM JIUTEpATypHI;

— OTBET Y/IOBJIETBOPSIET B OCHOBHOM TPEOOBAaHUIO HA MAKCUMAJILHYIO OLICHKY,
HO IIPU 3TOM MMEET OJIMH U3 HEJJOCTATKOB: B U3JI0KEHUU JIOMYILEHbI
HeOoubIIHe PoOeTbl, He HCKa3UBIINE COACpP)KaHUE OTBETA; JOMYIICHbI OMUH- | 7-9
JIBa HeJl04eTa

IIPY OCBEIICHUH OCHOBHOTO COJIEPYKaHHSI OTBETA, HCIIPABIICHHBIE 10
3aMEYaHUI0 IpernoaBaTes;

— JIOTIyIIEHBI OMMOKa WM OoJiee IBYX HEIOUETOB MPH OCBEUICHUN
BTOPOCTENEHHBIX BOIIPOCOB, KOTOPBIE JIETKO UCIPABIISAIOTCS M0 3aMEYaHUIO
IpenoaaBaTens;

— HEMOJIHO WJIN HEMOCIEA0BATEIbHO PACKPHITO COJIEpKAHUE MaTepHaa, HO
NOKa3aHo 00I1ee MOHMMaHUE BOIIPOCa U MPOJIEMOHCTPUPOBAHBI YMEHMUS,
JOCTaTOYHBIC IS TabHEUIIIETO YCBOSCHHS MaTepHaia;

— YCBOEHBI OCHOBHBIE KATETOPHH 10 paCCMaTPUBAEMOMY U JIOTIOJTHUTEIBHBIM
BOIIPOCAM;

— UMEJIHCh 3aTPYIAHEHHs WM JOIYLICHBI OIIMOKY B ONPEACICHUN OHATHH, 4-6
UCTIOJIb30BaHUH TEPMUHOJIOTHH, UCTIPABJIEHHBIE MOCIIE HECKOIBKUX
HaBOJSIIIIUX OTBETOB;

— HETOJIHOE 3HAaHHE TEOPETUYECKOr0 MaTepraa, 00yJaroIuics He MOXKeT
NPUMEHHUTH TEOPHIO B HOBOHM CHUTYaIlNH;

— MPOJIEMOHCTPUPOBAHO YCBOCHHUE OCHOBHOM JIUTEPATYypHI;

— HE PACKpBITO OCHOBHOE COZIep KaHue yueOHOro Marepuasia Ju0o oTka3 oT
OTBETA;

— 00HapyXeHO He3HaHUE UM HeTTOHUMaHHe OoJIbIIeH niIu Hanboiee BaKHON
4yacTH yueOHOro MaTepuara;

10-15
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— JOIMYIICHBI OIINOKH B OnpeaACICHNN HOHHTHﬁ, IIpH UCITIOJIb30BAaHHUN
TCPMHHOJIOTUH, HCKOTOPBIC HC UCIIPABJICHBI IMOCJIC HCCKOJIbKUX HAaBOAAIINUX
BOIIPOCOB.

-OTBET HE MOJIy4YeH. 0

HpuMep OanbHOU cucmembl OYEHUBAHUA 60NPOCOB.

3aganue Komanue
Kputepuu orieHUBaHHS CTBO
0aioB
Teopernueck — TOJTHO PACKPBITO COJIEpPIKaHNEe MaTepuraa, 0-15
Ui BOTIPOC — MaTepuall M3JI0KEH TPAaMOTHO, B OINPEACICHHOW JIOTUYECKOM
[MOCJIEI0BATEIBHOCTH;
— MPOJICMOHCTPUPOBAHO CHCTEMHOE M TJIyOOKOE 3HaHHE
MaTepuaa,
— TOYHO I/ICHOJIB3yeTC51 TCpMI/IHOJIOFI/Iﬂ;
— IIOKa3aHo yMEHUE WJLTIOCTPUPOBATH TEOPETUYECKHE
ITOJIOKCHUA KOHKpCTHI)IMI/I HpI/IMepaMI/I, HpI/IMCHSITI) nx B HOBOfI
CUTYAIIUH;
— IIPOICMOHCTPHUPOBAHO YCBOCHUE paHee W3YYCHHBIX
COITYTCTBYIOILIUX BOIIPOCOB;
— I[OHYH_IGHI)I OOdHa-IABEC HCTOYHOCTH HpI/I OCBCUICHUU
BTOPOCTEIICHHBIX ~ BOIPOCOB,  KOTOpPbIE  MCHPABISAIOTCA IO
3aMEUYaHUIo;
[TpakTruyeckuii — OTBET JIaH CaMOCTOSTENIbHO, 0€3 HaBOSIIHUX BOIPOCOB; 0-15
BOIIPOC — TPOJACMOHCTPHUPOBAHA CIIOCOOHOCTH TBOPYECKH MPUMCHSITH
3HAHHE TCOPUH K PEUICHHIO MPOoheCCHOHATIBHBIX 3a/1a4;
- BC€ BBIBOJBI HOCAT APTryMEHTHUPOBAHHBIA M JIOKA3aTEJIbHBIN
XapaxkTep
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