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1. ITacmopT KOMILJIEKTa KOHTPOJIbHO-U3MEPHUTEJbHBIX MATEPHAJIOB
1.1 O6sacTh NpUMEHEeHNsI KOHTPOJIbHO-U3MEPHUTENbHBIX CPEACTB
B cootBercTBUM ¢ mporpamMmoil mo gucuuiuinHe «MHOCTpaHHBIA S3BIK (MPO(ECCHOHATBHBIN )»
KOHTPOJIbHO-U3MEPUTEIbHBIE MAaTE€pHallbl IMPUMEHSAIOTCS i NMPOBEPKHM 3HAHWM, YMEHUH U HABBIKOB Yy
oOyvaromuxcs 1o crneuudanbHoctd  46.02.01  JlokymeHTanmoHHOEe OOeclieueHUue YyIpaBlICHHUS H
apXUBOBE/ICHHUE.
dopmoii aTTecTaluy 10 y4eOHOM TUCIUIUIMHE SBISETCS dK3aMEH.

1.2 CBoaHble 1aHHBbIE 00 00bEKTAX OlleHMBAHUS, OCHOBHBIX MI0KA3aTeJIAX OLIEHKHU, TUIIAX 3a/IaHUI,
dopmax arrecranumn

Pe3ysbTaThl 0CBOCHUSA OcHOBHBIE Tun 3aganus; dopma
(OOBEKTHI OTICHUBAHHS ) nmoka3aresiv omeHkn |Ne 3a/laHusl aTTecTaluu
pe3yJabTaTra i X
KpUTEpUH
MHOCTPAHHBIN SI3BIK
YMETh: YMEHHUE TIePEBOUTh DK3aMeH
- paboratb cjupodeccuonansupie  |[IpakTudeckas padbora, 3agaHue
PO eCCUOHATLHBIMU  TEKCTAMHU[TEKCTHI C aHTJIUHCKOTO
Ha NHOCTPAHHOM S3BIKE; [13bIKa HA PYCCKUI
-COCTaBISATh W O(QOPMIIATH{SI3BIK, YMCHHE
OpraHU3aIOHHO- COCTaBIISITh
PacCTIOPSIUTEIbHYIO COOOIICHNUS
JIOKYMCHTAIIMIO HA THOCTPAHHOM|YMCHHEC BECTU
SI3BIKE; KOPPECIIOHICHIIHIO Ha
- BECTU MEPEroBOPLL HAUHOCTPAHHOM A3BIKE,
MHOCTPAaHHOM SI3bIKE. YMEHUSI COCTABJICHUS
MUCEM, 3aIOTHCHHUS
3HATD: (hopM 1 aHKET
-[IPAKTUYECKYIO rpaMMaTHKy,[YMEHHE y4acTBOBAaTh B
HEOOXOJUMYIO Juisjoecene Ha
npoeCCHOHANBHOr0  00IEHHUA[IPOdECCHOHaTbHEIE
Ha MTHOCTPAHHOM SI3bIKE; TEMBI, COCTABIIATh
- 0COOEHHOCTH NepeBoIayiuaIory,
CIIy’)KEOHBIX ~ JOKYMEHTOB  C{BHaHHC U IPUMCHEHHE
MHOCTPAHHOTO SI3BIKA. (boHETHYECKHX,
NTEKCUYECKHX,
rpaMMaTHYCCKUX,
CTHJIMCTUYECKUX
[IpaBUJII B
MpodeccCuoHaTFHOM
0O0IIeHU N
BHAHUE U TIPUMEHEHUE
[IPaBIII TIEPEBOIA
CITyKeOHBIX
ITOKyMEHTOB C
MHOCTPAHHOTO SI3bIKA

1.3. PacnpenesneHue THIIOB KOHTPOJIbHBIX 32JaHUI NPH TeKylIeM KOHTPOJIe 3HAHUI U Ha
MPOMEKYTOYHOM aTTeCTALMHU
Coaepsxkanue yueOHOro Mmarepuana no |[Tunbl KOHTPOJIBLHOIO 3aJaHUsI, HOMEpP
nporpamMMe y4e0Ho#i JUCHHMILIHHBI

IIpaktuueckoe [ TectoB| CamocrositenbHas | Kour|3axan
3aHATHEe ble pabora POJILH[USA 1JIst
afg |3adeTa




3aJJaHu
A

pador

Pa3nen 1. CTpykTypa OprasHoB rocy/1apcTBeHHOM BJIACTH

Tema 1.1. 'ocynapctBenHoe yctpoiicTtBo |[IP Nel-No2 CamocTosiTenbHast
Bennkobpurannu u CIHIA padotaNel
Tema 1.2. 'ocynapctBenHoe ycTpoiicTBO [[IP Ne3 CamocTosiTenbHast
Poccun pabotaNe2

Pa3nes 2. YerpoiicTtBo Ha padoty. CTPYKTYpa M OpraHu3anusi npeanpusiTus

Tema 2.1. YcTpoiicTBO Ha paboTy. [TP No4-No6 CamocTosiTenbHast

JIOKyMEHTaIlMOHHOE 00CI1y>)KHBAHHUE. pabotalNe3

Tema 2.2. Ha pupme [P Ne7-No9 CamocTosiTenbHas
paboTtaNe4

Tema 2.3. YnpaBiieHne KOMIIaHUEH. [P Nol10-Nell CamocrosiTenbHas

MeHeKMEHT paboTalNe5

Pasznen 3. Memyﬂapouﬂme KOHTAKTBI U MCKKYJILTYPHLIC

ACMEKTHI J1€J10BOT0 OGIIICHHH.

Tema 3.1. JlenoBoe obmienue B padouee ul[IP Nol12-Nol3 CaMocTosTelIbLHas
CBOOOHOE BpPEMsI. [paboTaNe6

Tema 3.2. OdunuanbHbIC 1€TOBbIC IIP Nel4-Nel6 CaMocTosTelIbLHas
BCTpEUN U 3aCEAHUS. [paboTaNe7

Tema 3.3. [leperoBopsl U opraHuzanus CamocrosiTenpHas
[poaax. [P Nol17-Nel9 paboTtaNe8

Tema 3.4. Benenue n1enoBbix CamocrosiTenpHas
[1eperoBopoB 1o TenedoHy. [P No20-Ne22 [pabotaNe9

Tema 3.5. KoH)AUKTEI B 1€TOBBIX CamocrosiTenbHas
KOMMYHUKaLHIX TIP No23-Ne24 padotaNel0

Tema 3.6. MexKyJIbTypHBIE aCIIEKTHI B CamocrosiTenbHast
JIEJI0BOM COTPYIHUYECTBE. [P No25-No27 pabotalNel 1

TEXHOJIOTHI B JOKyMEHTOO00pOTE
YUPEKICHUN U OPraHU3aALU.

Paznen 4. JlenoBasi JOKyMeHTALHUSA

Tema 4.1. SA3pik u ctuns ciyxedbroro  [[TP No28-Ne30 CamocrosiTenpHas

JIOKyMEHTA pabotalNel2

Tema 4.2. Bunnl nenosoit [IP No31-Ne39 CaMocTosTeIbpHas

KOPPECIIOHIEHIINH, UX CTPYKTYypa U paboTtaNel3

[peHa3HauYeHue

Tema 4.3. Kontpakr [TP No40 CamocrosiTenpHas
abotaNel4

Tema 4.4. Hcnonp3oBanue [1P No41-Ne42 CaMocTosTeIbHas

COBPEMEHHBIX KOMITbIOTEPHBIX paboTtaNel5

JK3aMeH

2. KoMIIeKT O1lleHOYHBIX CPEACTB
2.1. 3apanus 1Jisl NIPOBeAeHUs TEKYIIero KOHTPOJIsl.
(comeprkaHue BCeX 3alaHMi IJIA TEKYLIEro KOHTPOJIs).

Komrext OLCHOYHBIX CPCACTB COACPIKHUT B cebe CJICAYIOMIUC THUIIbI 3aIaHUM:; MMPaKTUYCCKUC pa6OTLI,

CaMOCTOSATCIIbHBIC pa60T1)1, TECTOBBIC 3a/IaHUA.

Tema 2.1. YcrpoiicTBo Ha padory. /loKyMeHTallMOHHOE 00C/Ty:KMBaHUE

YciaoBua BbINOJIHEHUA 3aJaHUS

1. 3ananue BBHINOJHSETCS B ayAUTOPUU BO BPEMs 3aHITHIMA




2. MaxkcumanbHOe BpeMsl BBIITOJHEHHS 3aJaHus: 45 MUHYT
3. BBl MOXeTe Moap30BaThCs CIIOBAPEM

Kputepumn ouieHMBaHMsI:

26-24 npaBUILHBIX OTBETOB — OIIEHKA “5”

23-21 npaBUIBHBIX OTBETOB — OICHKA “4”

20-18 mpaBUIIBLHBIX OTBETOB — OlLIEHKA 3"

17 u MmeHee — orneHka 2"
Secretarial duties
1. HquHTaﬁTe NUCHEMO 00 00S3aHHOCTAX CEeKpeTaps. 3amoJiHuTE MNPpONMYyCKHU, MOAXOAAINMMHU 110

CMBICJIY CJIOBAMHA
shorthand, minutes, memos, petty cash, diary, notebook, post book, proof reading, audio typing, typing,
screen, word processor, letters, typewriter
Dear Susan,
Well, I’ve got the job! And I seem to need most of the things I learned in College.
They wanted to know my (1) and (2) speeds, and what kind of a (3) | was used to, and
whether | could use a (4) as well. Because my boss, Mr. Sutherland, is away from the office a lot he
often dictates on to a cassette tape, so they wanted to know if | could manage (5) .But they also gave
me a shorthand (6) . They explained that I will often be making appointments for Mr. Sutherland, so |
must keep his (7) . I’ll also be typing his correspondence and when he is away [ may have to sign some
of his (8) I’1l also be responsible for circulating (9) to other members of the staff, and when |
go to meetings I’1l be taking the (10) . Because I’ll be buying the stamps and coffee and so on, I’ll deal
with the (11) and keep the (12) . They also want me to (13) callers to the office, so
that Mr. Sutherland doesn’t get disturbed when he’s busy. And I’ll have to do some (14) (of
catalogues, press releases, and things like that). So I think I’ll keep busy!
It all sounds fascinating, and I’'m terribly excited!
Love,
Jane.

2. IIpounTaiite mucbmo J/IxeiliH mociae ee mepBoil padoueil Hegeau. 3amoJIHUTE MPONYCKH,
NOAXOAAIIIMMHU CJIOBAMHU U3 pPaMKH.
travel agents, previous correspondence, system, responsibility, index, personal assistant, travel
arrangements, directory enquiries, circulation, references, job, international telephone operator.
Dear Susan,
Well, I’ve been working for a week, and I must say I’m still bewildered. I hope it all sorts itself out.
Mr Sutherland is going away on a business trip — isn’t it exciting? He’s going to Spain, Portugal and
Italy.
The first thing I had to do was to make his (1) so | had to talk to the (2) the Company
uses and get them to book all the trains, planes and hotels, and | also had to organise his car hire,
make the appointments and fix up his meetings. I’ve used the telephone a lot. The (3) has got
quite used to my voice, and the lady who deals with (4) must be quite tired of me! | also had
to look up the (5) he’s had with the people he’ll be seeing, and sort out the letters he’ll need
to take with him.

We organised the (6) list for memos. (He’ll be sending tapes back to me.) While he’s away,

I’ve promised to reorganise his filing (7) and make up an (8) to the files, so that he
can find things quickly. I’ve also got to learn which (9) books to use when I need to find
something! By the time I've done all this, I’ll be really pleased with my (10) ! 'm really going
to be a real secretary, not just a shorthand typist; in fact I’'m nearly a (11) — P.A. for short —
as | do take complete (12) for some areas of the work.

See you soon!

Jane.

K104 1711 KOHTPOJIsi NPaBUJILHOCTH BBINOJHEHHUs 3a1aHUH 110 TeMe «YCTPoicTBO HA padorTy.
JIOKyMeHTAallHOHHOE 00C/Ty:KMBAHUE»



TEST 2

1 shorthand 8 letters

2 typing 9 memos

3 typewriter 10 minutes

4 word processor 11 petty cash

5 audio tyEing 12 post book

6 noteboo 13 screen

7 diary 14 proof reading

TEST3

1 travel arrangements 7 system

2 travel agents 8 index

3 international telephone operator 9 reference

4 directory enquiries 10 job

5 previous correspondence 11 personal assistant
6 circulation 12 responsibility

1. The employees responsible for carrying out general office duties, filling forms and keeping
statistics are ...

a) clerks; b) accountants; c) supervisors.

2. The employees who sell company’s products are the sales representatives, usually known as...
a) vendors; b) renters; c) reps.

3. The employees who decide what to purchase, and who make the purchases of finished goods or
components to be made into goods, are the...

a) choosers; b) procurers; c) buyers.

4. The employees who are responsible for seeing that the finished goods are well made are the...
a) packers; b) quality controllers; c) financial staff.

5. The clerical workers who use typewriters or word processors and who produce letters, memos or
other documents, are...

a) secretaries; b) editors; c) copywriters.

6. The employees who check a company’s financial affairs are the...

a) statisticians; b) accountants; c) counters.

7. The employees who are responsible for preparing checks, pay packets and payslips are the ...

a) wages clerks; b) filing clerks; c) paying clerks.

8. The workers who process data, under the control of managers and supervisors, are the computer...
a) hackers; b) operators; c) screeners.

9. The person who greets a visitor and tells him or her how to get to the right office is the...

a) manager; b) president; c) receptionist.

10. The employees who deal with a company's telephone calls are the

a) PC operators; b) telex operators; c) switchboard operators.

Tema 2.2. Ha pupme
YcaoBust BbINOJIHEHUS 3aaHNUSA:
1. 3ananHue BBINOIHSAETCA B ayAUTOPUHU BO BpEeMs 3aHATHIH
2. MaxkcumanbHOe BpeMsl BBITOITHEHHS 3aJaHus: 45 MUHYT
3. BbI MOXeTe MoIb30BaThCs CIOBAPEM
Kpurepun oneHuBaHug:
22-20 npaBUIIbHBIX OTBETOB — OIIEHKA 5™
19-17 npaBUIIBHBIX OTBETOB — OICHKA “4”
16-14 npaBUIbHBIX OTBETOB — OIIEHKA 3"
13 u menee — oreHka2”
|. BoiOepuTe e1MHCTBEHHBIH NPABUJIbHbIN BADHAHT OTBeTA.
1. The ___ director is the most important working director in the company and is in charge of the way
the company is run.

a) working b) managing C) company d) deputy

2. The people who own a company are the



a) subordinates b) officers c) officials d) shareholders
3. When people invest in a company they buy the company’s
a) capital b) shares c) books d) management
4. A company is a company which is part of larger and more important company.
a) subsidiary b) junior c) child d) parent
5. A company which created other companies and still controls them is known as the
company.
a) mother b) top c) headquarters d) parent
6. When there are parts of a company in different countries, the company is knownasa
a) corporation b) multinational ¢) limited company d) multiple
7. The employees responsible for carrying out general office duties, filling in forms and keeping
statistics are
a) clerks b) accountants C) supervisors
8. The employees who are responsible for seeing that the finished goods are well made are the
a) packers b) quality controllers c) financial staff
9. The clerical workers who use typewriters or word processors and who produce letters, memos or
other documents, are
a) secretaries b) editors C) copywriters
10. The employees who check a company’s financial affairs are the
a) statisticians b) accountants C) counters
11. The workers who process data, under the control of managers and supervisors, are the computer
a) hackers b) operators C) screeners
12. The person who greets a visitor and tells him or her to get to the right office isthe
a) manager b) president C) receptionist
1. 3amoanurte n DOITYCKHM B IPEAJTOKCHUAX CJIOBAMH U3 PaMKMH.
Accounts Finance Legal Marketing Sales
Production Purchasing R&D Personnel
1. The ... department is responsible for manufacturing the products, which are then sold.
2. The ... department decides on where to sell the products, how to advertise them and the price.
3. The ... department handles orders for the company’s products.
4. The employees in the ... department have to read, understand and interpret documents connected

10.

with the law.

The... department is responsible for paying salaries, employing new staff and keeping files on each
employee.

The people in the ... department have to compare prices and discounts from the suppliers and buy
materials.

All invoices from both purchases and sales have to be processed in the ... department.

The end of year results are analyzed, the budget set and short- and long-term loans arranged in the ...
department.

The experts in the.......... department maintain the company’s computer systems, up-date software
and develop new computer applications.

The ... department improves, adapts and changes the products and works to make technical plans for
products for the future.



K104 1711 KOHTPOJIsI NPAaBUJILHOCTH BBINOJHeHUs 3aAaHnii no teme «Ha ¢pupme»
1.b,2.d,3.b, 4.4, 5.c,6.b, 7., 8b,9.c, 10.b, 11.b, 12.c
1.production, 2.marketing, 3.sales, 4.legal, 5.human resources, 6.purchasing, 7.accounts, 8.finance,
9.infotmation technology, 10.R&D

Tema 3.3. [leperoBopbl U OpraHuzaius Npoaax.
Yc10Bus BHINOJTHEHHS 32/1aHUA:
1. 3apmaHue BBINOJHSETCS B ayAUTOPUU BO BPEMS 3aHITHIA
2. MaxkcumanbHOe BpeMsl BBIITOJTHEHHS 3aJaHus: 45 MUHYT
3. BBl MOXKeTe M0JIb30BaThCS CIIOBAPEM
Kputepuu onieHuBaHus:
20-19 nmpaBUIILHBIX OTBETOB — OIIEHKA “5”
18-17 npaBUIBbHBIX OTBETOB — OIEHKA “4”
16-15 npaBuIBHBIX OTBETOB — OlIEHKa 3"
14 u menee — orenka’2”

1) BoiGepuTe NnpaBWIbHbI BAPHAHT, YTOOBI JOMOJHUTH NPEIJI0KEHHUE.
1. To try to reach an agreement or compromise by discussion is ...

a) to realize b) to negotiate

c) to preserve d) to accept

2. A large amount is ...

a) a great deal b) an issue

C) an approach d) an outcome

3. The way in which they feel and behave towards each other is ...
a) an approach b) an issue

c) a relationship d) a company

4. The way a thing turns out; a consequence is...

a) outcome b) issue

C) agreement d) clarification

5. To have a strong effect on someone or something is...

a) to bargain b) to impact

c) to secure d) to avoid

6. To keep away from or stop oneself from doing is ...

a) to realize b) to preserve

C) to secure d) to avoid

7. To negotiate the terms and conditions of a transaction is ...

a) to bargain b) to impact

c) to avoid d) to accept

8. To say yes to it or agree to take it is ...

a) to realize b) to discuss

C) to accept d) to avoid

9. The action of making a statement or situation less confused and more comprehensible is...
a) clarification b) outcome

C) approach d) issue

10. To make it safe from harm or attack is ...

a) to impact b) to accept

c) to avoid d) to secure

2) BbiGepu npaBuiIBHYI0 (OPMY IJIaroJa.

1. Negotiation a type of discussion used to settle disputes and reach agreements between two or more
parties.

a) is b) are c) am d) is being

2. A negotiation in a compromise where each party a concession for the benefit of
everyone involved.

a) results, make b) result, makes

c) result, make d) results, makes



3. Negotiations frequently within the workplace between coworkers, departments or between an
employee and employer.

a) occur b) occurs
c) occurred d) are occurring
4. Professionals may contract terms, project timelines, compensation and more.
a) negotiates b) negotiate
C) negotiated d) negotiating
5. Negotiation skills abilities such as communication, persuasion, planning, strategizing and
cooperating.
a) including b) included
c) includes d) include
6. Integrative negotiation occurs when everyone from the agreement.
a) benefit b) benefits
c) benefited d) benefiting
7. Because of the weather conditions one of the parties the possibility to come to the
meeting.
a) don’t have b) doesn’t have
c) is having d) are having
8. What types of services you ?
a) does offer b) is offering
c) do offer d) doesn’t offer
9. to ask about the terms and conditions!
a) Doesn’t forget b) Isn’t forgetting
c) Aren’t forgetting d) Don’t forget
10. Successful negotiation you to effectively communicate not only your own goals, but also to
understand the other party’s wants and needs as well.
a) requires b) required
C) requiring d) require
Kuarou AJIl KOHTPOJIA NPAaBUJIBbHOCTHU BBINNOJIHCHU S 3a)13}mi/’1 10 TEME «Heperonopbl H Opraumsanus

MPoaAK»
1.b,2.4a,3.c,4.a,5.b,6.d,7.a,8.c 9.4, 10.d
l.a,2.d,3a 4.b,5d,6.b,7.b,8.c,9.d.10a

Tema 3.4. BeieHue 1enoBbIX IEPETOBOPOB MO TeIeOHY.
YcioBus BbINOJTHEHNUS 321aHHS
1. 3apmaHue BBHIMOIHSETCS B ayAUTOPUU BO BPEMsI 3aHITHIA
2. MaxkcumanbHOe BpeMsl BBITOJHEHHS 3aJaHus: 45 MUHYT
3. BbI MOXXeTe MoNIb30BaThCs CIIOBAPEM
Kpurepun oneHMBaHMS:
20-19 npaBUIBHBIX OTBETOB — OIIEHKA ““5”
18-17 npaBUIBHBIX OTBETOB — OICHKA “4”
16-15 npaBUIBHBIX OTBETOB — OLIEHKA 3"
14 1 MmeHee — orenka’™2”
1. CoenuHuTe NMpaBUIIO U3 KOJOHKU A C €ro 3HaYeHHEM U3 KOJIOHKU B

A B

1) Actively listen, and take notes. a) A strong, confident voice can make a customer
2) Answer a call within three rings. trust you and your support more.

3) Ask before putting someone on hold or b) Always be mindful and respectful when on the
transferring a call. phone, so it's better to use formal language.

4) Be honest if you don't know the answer. c) Give your customers your full attention, and
5) Be mindful of your volume. avoid speakerphone.

6) Immediately introduce yourself. d) If you must put a customer on hold or transfer
7) Only use speakerphone when necessary. their call, always ask for their permission first.

8) Remain cheerful.

9) Speak clearly.




10) Use proper language. e) It's helpful to take notes during the calls. If you
have to file a record post-conversation, notes will
be immensely helpful.

f) Practice answer the phone with, "Hi, this is [Your
first name] from [Your company]. How can | help
you?"

g) Tell them that you're going to do everything you
can to find an answer and get back to them
momentarily, or find a co-worker who does know
the answer.

h) That means staying focused and answering calls
immediately.

1) The point is to always remain positive and
friendly, especially in the face of negativity.

J) You should always be mindful of your volume
and ensure that you're not disrupting the ability of
your co-workers to speak to customers and get their
work done.

2. 3anuIMTe NMPeII0KEeHHs INAJIora B npaBujibHoM nopsiake. (10 6amios)

Write the sentences below in right order to make a dialogue.

- Hello, this is Bloomingdales Department Stores. Nancy speaking. How can | help you? 1

-1 see. 1 will connect you to Mr. Dodge's secretary, Linda. May | put you on hold for a second? 6

-Mr. Brown, Linda is on the phone. 8

-Mr. Dodge just left for the day. Would you like to leave a message, Mr. Brown? 3

-Oh! I missed him. This is an emergency call. Is it possible to speak to somebody else in his office? 4

-Regarding what? 5

-Sure. Go ahead. 7

-Thank you, Nancy. 9

-This is George Brown from Ladies Garments Wholesale. I need to speak to Roger Dodge. 2

-We cannot deliver the order tomorrow. 5

-You welcome, Mr. Brown. Thank you for your business with Bloomingdales.10

Kuarou AJIA KOHTPOJIA NPAaBUWJIbHOCTHU BBITNNOJIHCHUSA 3allaHI/[I7[ 10 TEME «Bene}me AE€JTOBBIX IIEPEroBOpPoOB
1o rejaedony»

le, 2h, 3d, 4g, 5j, 6f, 7c, 8i, 9a, 10b

- Hello, this is Bloomingdales Department Stores. Nancy speaking. How can | help you? 1

-1 see. 1 will connect you to Mr. Dodge's secretary, Linda. May | put you on hold for a second? 6

-Mr. Brown, Linda is on the phone. 8

-Mr. Dodge just left for the day. Would you like to leave a message, Mr. Brown? 3

-Oh! I missed him. This is an emergency call. Is it possible to speak to somebody else in his office? 4

-Regarding what? 5

-Sure. Go ahead. 7

-Thank you, Nancy. 9

-This is George Brown from Ladies Garments Wholesale. | need to speak to Roger Dodge. 2

-We cannot deliver the order tomorrow. 5

-You welcome, Mr. Brown. Thank you for your business with Bloomingdales.10

Tema 4.2. Buabl 1€10B0OM KOPPECTIOHIEHIINH, UX CTPYKTYpa U MPEeIHA3HAUEHUE.
Yc/10BuS BINOJTHEHUS 3a/1aHNUS:
1. 3ananHue BBIOTHSAETCA B ayJUTOPUHU BO BpEeMs 3aHATHH
2. MaxkcumanbHOe BpeMsl BBITOITHEHHS 3aJaHus: 45 MHUHYT
3. BblI MOXeTe MoIb30BaThCs CIOBAPEM
Kpurepuu oneHuBaHuA:
13-12 npaBuIbHBIX OTBETOB — OIEHKA “5”
11-10 mpaBUIBHBIX OTBETOB — OllEHKA ““4”




9-8 mpaBUILHBIX OTBETOB — OILIEHKA '3
7 U Me"Hee — oIleHKa 2
1. CoenmHuTe 4YacTh MUCHMA U3 KOJIOHKH A C IPaBWJIOM ero Hanucanus B

A B

1. Body a) Include your mailing address, the full date and the recipient’s name,

2. Closing company, and address

3. Enclosures b) Address the recipient using “Dear,” along with their title and last name.
4. Opening c) Be careful to remember that conciseness is very important. In the first
5. Salutation paragraph, consider a friendly opening and then a statement of the main

6. Signature point.

d) Recommended formal closings include “Sincerely” or “Yours truly.”
e) Skip four lines after the closing and type your name. Skip another line
and type your job title and company name.

f) If you have enclosed any documents along with the letter, such as a
resume, you indicate this below the closing.

2. OmnpenesnTe NOPsiAOK YacTeil NMCbMa, HANMKCAB B ATYeliKe cJieBa COOTBETCTBYIOIIUIT HOMeEP IO

NOPSAKY.

Order number

Part of the letter

Re: Updated Billing Frequency

May 21, 2020

Dear Ms. Geenie,

Recipient:

Sarah Geenie

XYZ Company Inc.
6789 — 789 Street
New York, NY 04851

I am writing to inform you of our new pricing model effective February 1, 2019. On
the first of February, we will be switching from an annual billing cycle to a quarterly
billing cycle and this letter contains important information that may impact your
organization.

After conducting extensive research and receiving feedback from our customers, we
have determined that most customers strongly prefer a quarterly billing cycle rather
than an annual one. In order to best suit your needs, we have decided to offer this
benefit, which will take effect on February 1, 2019.

This letter is simply to notify you of the upcoming changes, and no immediate action is
required from you at this time. We thank you for your continued business.

Sender:

John Bravo

ABC Education Inc.
1234 — 123 Street
New York, NY 01218

Sincerely,
John Bravo

Kirou MJISA KOHTPOJA NPaBUJIBbHOCTH BbINMOJHCHUSA 3aJaHuil o TeMe «Buabl ge10BOM

KOPPECNOHACHIIMHU, UX CTPYKTYpPa U NPeAHAZHAYCHUE)

1. CoenHnTe YaCTHh NMUCHMA M3 KOJOHKH A ¢ IPABHJIOM €ro HanucaHusi B




1. Body ¢

2. Closing d

3. Enclosures f

4. Opening a

5. Salutation b

6. Signature e

2.011pe11e.JmTe MOpPAAOK qacTen nucbmMa, HAfNmuCaB B fAyeiike cjieBa COOTBeTCTByIOIIII/Iﬁ HOMEDP 1o

NOPSI/AKY.

Order number | Part of the letter

4 Re: Updated Billing Frequency
2 May 21, 2020

5 Dear Ms. Geenie,

3 Recipient:

Sarah Geenie

XYZ Company Inc.
6789 — 789 Street
New York, NY 04851

6 I am writing to inform you of our new pricing model effective February 1, 2019. On the
first of February, we will be switching from an annual billing cycle to a quarterly billing
cycle and this letter contains important information that may impact your organization.
After conducting extensive research and receiving feedback from our customers, we
have determined that most customers strongly prefer a quarterly billing cycle rather than
an annual one. In order to best suit your needs, we have decided to offer this benefit,
which will take effect on February 1, 2019.

This letter is simply to notify you of the upcoming changes, and no immediate action is
required from you at this time. We thank you for your continued business.

1 Sender:

John Bravo

ABC Education Inc.
1234 — 123 Street
New York, NY 01218

7 Sincerely,
John Bravo

3.MarepuaJjibl K IK3aMeHY.
3.1. llosicHUTeAbHAS 3aNIMCKA K IK3aMeHY

VYueOnas auctmmimHa «UWHoctpanHbiii  s3bIKk  ([IpodeccnoHaNbHBIN)» OTHOCHTCS K LUKITY
ob1enpopeccHoOHaTbHBIX AUCHUIUINH, U3Y4aeTcsl Ha TPEThEM Kypce, B TeUeHHE JBYX CEMECTPOB B 00bEMeE
138 ayautopHbIX yacoB (MakcuMaibHas Harpy3ka — 203 yaca).

Pabouas nporpamMmMa HarpasiieHa Ha (JOpMHUPOBAHKE OOIIMX U MPOPECCHOHATBHBIX KOMITETECHIIUMI:

OK 1. [loHumaTh CyIIHOCTh M COI[MAJIBHYIO 3HAUMMOCTh CBOEH Oynyiiel mpodeccuu, NposiBiIsTh K
HEW yCTOWYUBBINA UHTEPEC.

OK 2. OpraHu3oBbiBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BBHIOMPATh THUIIOBBIE METOJABI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3(P(PEKTUBHOCTH U KaYECTBO.

OK 3. IlpuHMMarh pemieHuss B CTAHJAPTHBIX W HECTAHJAPTHBIX CHUTyalMsX M HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBisaTh MOUCK U HCIOJIb30BaHUE HMH(poOpManuu, HeoOxomumon ans 3¢(EeKTUBHOTO
BBINOJIHEHUS NTPO(ECCHOHANIBHBIX 3a/1a4, TPOPECCHOHATBHOTO U JUYHOCTHOT'O PA3BUTHSL.

OK 5. Hcnonb3oBaTh HMH(OPMALMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJOIMH B NPOQeCcCHOHAIbHON
NESATENIBHOCTH.

OK 6. Paborare B KOJJIEKTUBE M KOMaHJe, 3((HEeKTUBHO OOIIaThCs € KOJIETaMH, PyKOBOJCTBOM,
NOTPeOUTENAMHU.

OK 7. bparb Ha ce0si OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMaHIbl (IMOJYMHEHHBIX), PE3yIbTaT
BBITIOJTHEHUS 3a/1aHUH.



IIK 1.1. KoopaunupoBarb pabGoTy opraHu3anuu (MPUEMHOM PYKOBOIUTENS), BECTH IPHEM
ITOCETUTENEH.
[IK 1.2. OcymecTBiars paboTy MO MOATOTOBKE M IPOBEACHHUIO COBEUIAHWH, AETOBBIX BCTpPEY,
MPUEMOB U TIPE3EHTAIIUN.
IIK 1.3. OcymecTBisTh MOATOTOBKY JEJIOBBIX IOE310K PYKOBOJIUTENS U APYTUX COTPYIHUKOB
OpraHu3aluu
B pesynbrare ocBoeHUs y4eOHON AUCIUIUIMHBI 00YJarOIIUIiCs JOKEH
yMeTb:
- paboTtaTh ¢ mpodecCHOHATBLHBIMI TEKCTAMH HA HHOCTPAHHOM SI3BIKE;
-COCTaBJIATh U OGOPMIISATH OPraHU3aAUOHHO-PACIIOPATUTEIBHYIO TOKYMEHTALUI0 HA UHOCTPAHHOM
A3BIKE;
- BECTU IIEPErOBOPHI HA HHOCTPAHHOM SI3BIKE;
3HATh:
-IPAKTUYECKYI0 IPaMMAaTHKY, HEOOXOAUMYIO JUIsl MPO(EeCcCCHOHAIBHOTO OOIIEHUs HAa WHOCTPAaHHOM
A3BIKE;
- 0COOEHHOCTH IEpeBOa CIYKEOHBIX TOKYMEHTOB C MHOCTPAHHOTO SI3bIKA.
Ha »k3ameHe mpoBepsitoTCS 3HAHHWS W YMEHHUS, IOJIyYEHHBIE B XOJI€ W3YYEHHS Ha ayJUTOPHBIX
3aHATUSX U B PE3YJIbTaTe CAMOCTOSITEILHOM pabOThI CTYIEHTOB JIOMa IO CIEAYIOLIUM pa3ieiam:
Pa3nen 1. CTpykTypa OprasHoB rocyiapcTBeHHOM BJIACTH
Tema 1.1. I'ocynapctBennoe yctpoiictBo Benukoopuranuu u CIIA
Tema 1.2. 'ocynapctBenHoe yctpoiictBo Poccun
Pasnen 2. YerpoiicTBo Ha padoty. CTPYKTYypa ¥ OpraHu3anus npeanpusaTus
Tema 2.1. YcTpoiicTBo Ha paboTy. JloKyMEeHTAIIMOHHOE OOCITYKUBAaHHE
Tewma 2.2. Ha ¢pupme
Tewma 2.3. Yopasnenune komnanueid. MeHeKMEHT
Pa3nen 3. MexnyHapoaHble KOHTAKTBI U MEKKYJIbTYPHbIE aCIEKTHI /1eJIOBOT0 00IIEHUs].
Tema 3.1. lenoBoe oOienne B pabodee 1 CBOOOTHOE BpEMS.
Tewma 3.2. OdunmanbHbIe ACIOBBIC BCTPEUH U 3aCCTaHMS.
Tema 3.3. IleperoBopsl U oOpranu3anus Npoax.
Tema 3.4. Benenue e10BBIX IEPETOBOPOB MO TenedoHy.
Tema 3.5. KoHGIUKTHI B AETOBBIX KOMMYHHUKAITHASX
Tema 3.6. MeXKynbTypHBIE aCIIEKThI B IEIOBOM COTPYIHHUYECTBE.
Pasnen 4. [lesioBasi JOKyMeHTAUs
Tema 4.1. SI3bIK ¥ CTHIIB CITY’)K€OHOTO TOKYMEHTa
Tema 4.2. Bujsl 1e10BOM KOPPECTIOHACHIINH, UX CTPYKTYpa U MpeIHA3HAYCHHE
Tema 4.3. KonTpakr
Tema 4.4. Vcnonb3oBaHHE COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJOTMH B JIOKYMEHTOOOOpOTE
YUPEKIECHUN U OPTaHU3ALU M.
Ok3ameH 1o MHocTpaHHOMY SI3BIKY (ITpO(eCCHOHATBLHOMY) BKJIIOYAET B ce0sl 1Ba 3a/IaHUS:
MoHoJiornyeckas peub Ha HHOCTPAHHOM $I3bIKE HAa N3y4EHHbBIE TEMbI IPOPECCHOHATIBHOTO U
Hay4YHOT'O OOIIICHHUS;
IInceMmo 1es10BOro XapakTepa, cojepskaiiero 2-3 ab3ama B COOTBETCTBHH € MPUHATHIMU HOPMaMH.
Bpems noaroroBku -40 MUHYT.
OneHka 3HAHUI M YMEHHI HA JK3aMeHe
Ounenka «5» — CTyIEHT AEMOHCTPUPYET MPaBWIbHYIO peub, B KOTOPOIl MOTYT MPHUCYTCTBOBATh
OIIMOKH, KOTOpBIE CTYAEHT MCIpPABISET caM WIM HPU TOMOIIM HABOJSIIMX BOIPOCOB MpENoaBaTels.
Copep:aHue BBICKA3bIBaHUS IOJIHOE, JIAKOHUYHOE M JIoTMYHOE. CTYAEHT TOYHO BBINOJIHUI MUCHBMEHHOE
3aJJaHie, KOPPEKTHO HCIIOJIb30BaJ SI3BIKOBBIE CPENICTBA, COJACPKATEIBHOE U SI3BIKOBOE O(POPMIICHHE PEUH
COOTBETCTBYET HOpMaM MOCTPOEHHUSI MUCbMEHHOIO TEKCTa, UMEIOTCSI €TUHUYHbIE OIIMOKH B IPAaBOMHMCAHUU.
Ounenka «4» — B peud CTYJEHTA MPHUCYTCTBYIOT HE3HAUUTENbHBIE OIMIMOKU, KOTOPbIE HECKOJIBKO
3aTPyJHSIOT KOMMYHHUKAIMIO, HO He HapymalT ee. ColepikaHue CUTyallMM PacKpbITO MojgHOCThIO. [lpn
BBITIOJTHEHUH TMCbMEHHOW PEYH, CTYACHT B OCHOBHOM PELINII IOCTaBICHHYI0 KOMMYHUKATUBHYIO 3a7]a4y, HO
IIPU ATOM JIONTYCTHI HEOOIBIIOE KOJIMYECTBO HE3HAUUTENIBHBIX OMIMOOK JEKCUKO-TPaMMaTHYECKOT0 IJIaHa.
Ounenka «3» — B peud CTyACHTA MPUCYTCTBYIOT IpyOble OMIMOKH (JIEKCUYECKUE U TpaMMaTHYECKHe
(omOKM B MPOM3HECEHHH OT/ACNBHBIX 3BYKOB, B MHTOHAIIMOHHOM O(GOPMJICHHH PEYH, TPAMMAaTHUECKUE



OIMOKU B TOBOPEHHH)), KOTOPBIE MEIIAIOT TOHUMAHHUIO OOIIEr0 BBICKA3bIBAHUS, HEYMEHHE MOJICPKaTh
pasroBop, NPUCYTCTBYET «3ayd€HHas peub». [Ipu BBINOIHEHWH MHCbMEHHON pabOThl, CTYIEHT YaCTHYHO,
HETOYHO BBIIIOJIHUJI IOCTABJIEHHYIO NEpe] HUIM KOMMYHUKATUBHYIO 33a4y, IPYU 3TOM JUIsl €r0 MMCbMEHHOU
peur xapakTepHa sI3bIKOBasi U peueBas HeOPeKHOCTh, JIEKCUKO-TPaMMAaTHYeCcKasi IPUMUTUBHOCTD PEYH.

Onenka «2» - peub CTy/E€HTa HECBA3HAsl, HE COOTBETCTBYET TEMAaTHKE pa3roBopa, HEMOHUMaHUE
BOIIPOCOB IIPEMNO/1aBaATENs WM CTYACHT IIPOIEMOHCTPUPOBAI AJIEMEHTAPHBIE HABBIKU, BXOSIINE B CTPYKTYPY
KOMMYHUKAaTHBHOM KOMIIETCHLIMM, HO HE TMO3BOJIONIME OOECIeunBaTh HAASKHYI0 U YCTOWYMBYIO
KOMMYHUKaIMi0. CTyJ€HT He BBINOJHUII IOCTABICHHYIO MEPE] HUM KOMMYHUKAaTUBHYIO 3aJa4y, IIPU 3TOM
JUIS €r0 MTUCbMEHHON PeYH XapaKTepHbI IPyObIe JIGKCUKO-TPAMMATUYECKUE OLUTHOKH.

3.2.IlepevyeHb IK3aMEeHAIIMOHHBIX OMJIETOB
Buuer Nel
1.AOY xak AesTe’nbHOCTb, OXBATHIBAIOIIAs JOKYMEHTUPOBAHHE U OPraHU3aLNI0 Pa0OTHI C JOKYMEHTaMH.
2.HanumwuTre OTBET HA MPEAJIOKEHHOE TUCHMO.
Buier No2
1.3nauenue JIOY. OcHOBHBIE HCTOPUYECKHUE ITAIIbI PA3BUTHUS JIEIONPONU3BOACTBA B aHTJIOSN3BIYHBIX
CTpaHax.
2.HanummuTe OTBET HA NPEAJIOKEHHOE MUCHMO.
Buaer Ne3
1.IlpencraBbre, uTo BBl HayabHUK OTAENA KaAPOB U Yy Bac ecTh BakaHCUs ceKpeTaps, pacCKaKUTe, KAKUMHU
JMYHBIMHU ¥ TTPO(HECCHOHATLHBIMU KaueCTBAMHU JOJDKEH 00J1a1aTh KaHIUaT.
2.CocraBbTe TEKCT OOBSIBICHUS O BAKAHCUU JIJIsl pa3MEILlEHUs B Ta3eTe.
Buuer Ne4
1.Bbl umere paboTy MO CHEIHAIBbHOCTH, COCTAaBbTE€ pPE3IOME M IMPOBEAMTE CAMOIPE3EHTAIUIO (Ballu
npodeCCHOHATBHBIC U JTMYHBIE KAUeCTBA U YMEHHS).
2.CocraBbTe pe3toMe AJisl yCTPOoKCTBa Ha pabOTy B HHOCTPAHHYIO KOMIIAHHUIO.
Buier Neb
1.Bbl pyKOBOAUTENIb KOMIIAHUU, PACCKAXKUTE O €€ ACSITEIbHOCTH.
2. CocraBbTe IITaTHOE PaclMCaHNe WIH CTPYKTYpPY KOMITaHUU.
Buier Ne6
1.IlpencraBbTe ce0s U MPOBEAUTE MPE3CHTAIIMIO CBOEH KOMITAHHH.
2.0¢dopMuTe TMYHYIO AECTOBYIO BU3UTHYIO KAPTOUKY U KapTOUKY MPEATIPHUATHS.
Buuer Ne7
1.Paznuynble THIBI KOMIAHUA U UCTOPUHM UX OCHOBAHUS, BUIbI KOPIIOPATUBHBIX KYIBTYP.
2. Hanummure oTBET Ha MPEIOAKEHHOE TUCHMO.
Buer Ne§
1. Bricka3biBanus o teMe «HarmoHaibHbIe OTIIMYUS U OCOOEHHOCTHY
2. Hanummre oTBET HA NPEAJIOKEHHOE MUCHMO.
Buier Ne9
1. llenu u 3a1aum IpOBENEHNUS 3aCEJaHUI U JEJIOBBIX BCTPEY.
2. Harmmwure OTBET HA PEIOKEHHOE TTHCHMO.
buaer Nel0
1.CxoAcTBO OpraHU3allMOHHBIX MOMEHTOB U (OPM IPOBEECHUS 3aceJaHHil B aHIJIOrOBOPSILUX CTpaHaX U B
Poccun.
2.Hanummure OTBET HA MPEMIOKEHHOE MUCHMO.
Buaer Nell
1.3050THIE IpaBWIIa YCHEHIHBIX IEPETOBOPOB.
2.HanummTe OTBET HA MPENTI0KEHHOE TUCHMO.
buser Nel2
1.0co0eHHOCTH aHTII0SA3BIYHOTO JIEIOBOT0 OOILEHHS 110 Telne(oHy.
2.3anuck cooOLIeHMH, ITepelaBaeMbIX 0 TeJIeQOoHy 10 MaTepuanam ayIupOBaHHUs.
Buier Nel3
1.KoppekTHOe noBeieHne U MpaBUiIbHAS PEAKIMs YIACTHUKOB KOH(IMKTA.
2. Hanuimmre nucbMO U3BHHEHUE.
Buier Nel4



1.DTUKeT YCTHOTO J1eJI0BOT0 OOIICHUSI.
2.Hanummure OTBET HA MPEAIOKEHHOE MUCHMO.
Buier Nel5
1.0O¢unnansHbie U Heo(ULIUATIbHBIE AETOBbIE BCTPEYHU U 3aceIaHusl.
2.HamummTe OTBET Ha MPEITI0KEHHOE TUCHMO.
Buier Nel6
1.MexayHapoaHbIE B MEeKKYJIBTYPHBIE aCTICKTHI JIETIOBOTO OOIICHHUS.
2.HanummTe OTBET Ha MPeII0KEHHOE MTUCHMO.
Buaer Nel?7
1.Mcnonb30BaHne HOBBIX, COBPEMEHHBIX TEXHOJIOTHI B JOKYMEHTUPOBAHUHU JESTEIbHOCTH KOHKPETHOU
OpraHu3aIyy, TPEINPUITHS, GUPMBL.
2.HanummTe OTBET Ha MPEAI0KEHHOE MTUCHMO.
Buier Nel8
1.Pacckaxxute o BenukoOpuranmu (Amepuke) (reorpaduyeckoe IOJ0KEHHUE, YHUCIECHHOCTh HACeIeHUs,
MOJIMTUYECKOE YCTPONCTBO).
2.CocTaBbTe MUCHMO-TIPUTIIALICHUE.
Buier Nel9
1.CxonctBa u paznuuusi B 0hOpMIICHHH JIETIOBOTO MHChMa Ha PYCCKOM M aHTJIMMCKOM SI3bIKAX.
2.HamummTe OTBET Ha MPEITI0KEHHOE TUCHMO.
Buier Ne20
1.IlpaBuna opranuzanuu 3¢ (HEeKTUBHON AETOBOI BCTPEUH.
2.HanummTe OTBET Ha MPEII0KEHHOE MTUCHMO.
Buaer Ne21
1.Cepnesnble PyHKINU KaTpOBOH CIy>KOBbI B KOMIIAHUU.
2.HamummTe OTBET Ha MPEITI0KEHHOE ITHCHMO.
Buier Ne22
1.0npeneneHue pa3IMIHBIX BUIOB JICIOBOM KOPPECIIOHACHIINN, X CTPYKTYPHI U TIPESTHA3HAYCHUSI.
2.HanummTe OTBET Ha MPEII0KEHHOE MTUCHMO.
Buaer Ne23
1. Xapakrepuctuku 3¢)(eKTUBHOTO AEIOBOTO MUCHMA.
2.HamummTe OTBET Ha MPEITIOKEHHOE TUCHMO.
Buier Ne24
1.2Kano6sl, pexkamanuu, TeKyIue npooiaeMbl KOMIaHUH.
2.HanummmTe OTBET Ha MPEII0KEHHOE MTUCHMO.
Buier Ne25
1.3HaHus ¥ HABBIKU, HEOOXOAMMBIE [Tl YCIIEIIHOTO BEICHUS MTEPETOBOPHOTO MpoIliecca.
2.HarmummTe OTBET Ha MPEITI0KEHHOE TUCHMO.



