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I.  Тестовые задания ПО ТЕМЕ                                                     «деловоЕ общениЕ С ЗАРУБЕЖНЫМИ ПАРТНЕРАМИ»
(для самоподготовки)
1. Дополните фразы, выбрав один из вариантов, предложенных ниже:
1. LET’S GET ...... BUSINESS.

                   1) for               
                   2) down to

                   3)  on     
                   4) with

2. I DON’T MIND WAITING ……………. HE IS FRREE.

                   1) if         
                   2) until

                   3) whether     
                   4) for

3. THIS IS THE REASON … I NEVER CALL HER.

                   1) why          
                   2) when

                   3) which     
                   4) where

4. HAVE YOU … YET TODAY? (TO EAT)

                   1) eat       
                   2) ate

                   3) eated        
                   4) eaten

5. PUBLIC TRANSPORT IN LONDON IS … IN EUROPE.

                   1) expensivest      
                   2) more expensive 

                   3) the most expensive   
                   4) expensive

6. HAVE YOU EVER BEEN  … SPAIN?

                   1) in                         
                   2) to

                   3)  at       
                   4)  from
7. HE … SPEAK 3 FOREIGN LANGUAGES.

                   1) can                   
                   2) must

                   3) should      
                  4) ought
8. YOU SHOULD ALWAYS SWITCH …. YOUR MOBILE PHONE AT THE RESTAURANT.

                   1) out of       
                   2) down to

                   3)  off     
                   4) from
9. IF YOU ARE THE HOST, ARRIVE …. TIME.

                   1)  in          
                   2)  with

                   3)  on   
                   4) before
10. AFTER THE LUNCH IT’S A GOOD IDEA TO SEND AN EMAIL OR LETTER OF THANKS … THE HOST.

                   1)  for          
                   2)  under

                   3)  from       
                   4) to
11. HOW ABOUT A MEETING ON TUESDAY SOMETIME, IF THAT’S ALL RIGHT ……YOU?

                   1)  of              
                   2)  with

                   3)  on     
                   4)  to
12. MR. GREEN? IT’S JENNY BROWN HERE. FROM B.I.C. I’M SORRY BUT MY COLLEAGUES CAN’T ALL MAKE IT ON THURSDAY AFTERNOON. COULD I SUGGEST WE MET ON TUESDAY ……………….?
                   1)  due to             
                   2)  instead
                   3)  indeed           
                   4)  before

2. Выберите реплику, наиболее соответствующую ситуации общения:
1. JOHN: "I HAVE BEEN WAITING FOR YOU FOR TWO HOURS!"

   ANN: "____________________________________________________".
 1) I don't think so.

 2) That’s all right.

 3) Never mind!

 4) Sorry. It was wrong of me.
2. VISITOR: "___________________________________________________" .

     LOCAL RESIDENT: "OH, YOU CAN GET A BUS ... ANY BUS WILL TAKE YOU THERE. "
 1) Excuse me ... How can I get to Central Station, please?

 2) Central Station.

 3) I'm looking for Central Station.

 4) Where is Central Station?
3. WOMAN: "I'M LAURA MILES FROM LONDON OFFICE. HOW DO YOU DO?"

     MAN: "___________________________________________________".
 1) Hello, everybody!

 2) Hi, Laura!

 3) Pleased to meet you, Ms Miles.

 4) What do you want?
4. STUDENT 1: "I'VE FAILED MY FIRST EXAM!"

    STUDENT 2: "______________________________________________".
 1) Thank you very much.

 2) Think nothing of it.

 3) I think you should prepare better for the next one.

 4) That's your opinion, not mine.
5. YOUR FRIEND: "I'M SURE WE'LL HAVE A GREAT TIME AT JOAN'S PARTY TOMORROW NIGHT".

    YOU: "YES, _______________________________________________".
 1) I disagree. All our friends will be there.

 2) I am not sure. All our friends will be there.

 3) I agree. All our friends will be there.

 4) I'm afraid. All our friends will be there.
6. CONSULTANT: "WHAT WAS YOUR POSITION?"

   ANN: "____________________________________________________".
 1) Yes, it was.

 2) I liked my position very much.

 3) Assistant Production Management

 4) My position was quite clear.

7. TEACHER: "READ THE PASSAGE AND MATCH THE NAMES WITH ... "
    STUDENT: "__________________________________________________."
 1) Slow down!

 2) What does this mean?

 3) Could you repeat that, please?

 4) What?
8. NURSE: "HEALTH HELPLINE, HOW CAN I HELP YOU? "
   PATIENT: "___________________________________________________” .
 1) I'm not feeling very well. I wonder if you might be able to help
 me.

 2) Look here! I need some help.

 3) Help!

 4) I don't know it for sure.
9. BOSS: "WHAT IS YOUR OPINION ABOUT THIS?"

    EMPLOYEE: "_________________________________________________".
 1) I don't know.

 2) I am thinking about it.

 3) I definitely agree with your arguments.

 4) You are crazy, I don't agree with you.
10. DAUGHTER "____________________________________________________" .
     MOTHER: "YOU'D BETTER RETURN HOME NOW."
 1) It looks like raining. I don't know what to do.

 2) I am going back home.

 3) It is great to be at home again.

 4) I want to do the shopping just now.
11. STUDENT: "I'VE FAILED MY EXAM."

      HIS FRIEND: "_________________________________________________".
 1) It is not reasonable of you to do it.

 2) Well done!

 3) My sincere apologies.

 4) It really is a pity. Better luck next time.
12. VISITOR: "___________________________________________________".
     RECEPTIONIST: "WHAT KIND OF ROOM ARE YOU LOOKING FOR?"
 1) I want to book a room.
 2) Can I find out if you have any vacant rooms?
 3) Do you have any vacant rooms?

 4) Will you give me a vacant room?
13. YOUR FRIEND: "WOULD YOU LIKE TO COME TO OUR HOUSE ON SUNDAY? "
      YOU: "___________________________________________________".
 1) No, I wouldn't.

 2) Will you repeat it, please?

 3) Really?

 4) Thanks. I'd love to. That's great.
14. YOU: "CAN I BORROW YOUR MOBILE PHONE, PLEASE? I NEED TO MAKE A QUICK CALL TO MY MOTHER."
     YOUR FRIEND: "___________________________________________".
 1) You’ll do me a favour.

 2) What do you want?

 3) OK. Here you are.

 4) I am pleased to hear it.
15. SHOP ASSISTANT: "CAN I HELP YOU?"

      CUSTOMER: "_____________________________________________".
 1) Fine.

 2) No, it's all right, thanks, I'm just looking.

 3) Oh, good. I'm so glad to have met you.

 4) No, that's not necessary.
16. CALLER: "CAN I SPEAK TO THE MANAGER, PLEASE? "
     SECRETARY: "____________________________________________".
 1) Why can’t you do it?

 2) This is the manager’s office. Can I help you?

 3) Do you really need to do so?

 4) What do you want?
17. STUDENT: "HAVE YOU HAD TIME TO MARK MY COMPOSITION?"

      TEACHER: "______________________________________________".
 1) Oh, dear, you look awful, what’s the matter with you?

 2) Yes, and I do hope you don't mind my saying this but you’ve 
 made one or two tiny mistakes.

 3) Yes, it was quite good, and I've underlined the mistakes you've 
 made.

 4) Yes, I have.
18. WAITER: "WOULD YOU LIKE SOMETHING TO DRINK? "
      CUSTOMER: "______________________________________________".
 1) Can I have a cup of coffee, please?

 2) You must bring me a cup of coffee.

 3) Give me coffee.

 4) I wonder if I could have a cup of coffee, please.
19. YOUR TEACHER: "YOU DON'T SEEM TO BE MAKING ANY PROGRESS. "
      YOU: "_______________________________________________________".
 1) Glad to hear it from you.

 2) Really?

 3) Oh! I will work harder.

 4) It’s your fault!
20. STUDENT: "CAN YOU EXPLAIN WHAT THE PROBLEM WAS WITH MY COMPOSITION?"
  TEACHER: "__________________________________________________".
 1) No, I can’t.

 2) Very bad.

  3) I do hope you don’t mind my saying this but you’ve had some problems.

 4) I’m afraid your handwriting wasn’t very good.
21. BOSS: "DO YOU SEE WHAT I MEAN?"

  EMPLOYEE: "___________________________________________________".
 1) I don't think so.

 2) Yes, do, please.

 3) Yes, and I don't agree with you.

 4) Yes, but I'm not sure I quite agree.

22. MANAGER: "HIS RESULTS ARE OF NO PRACTICAL IMPORTANCE"
  SUBORDINATE: "_______________________________________________".
 1) You are quite right. I agree with you.

 2) His results are the best.

 3) Really?

 4) You see, we don’t need to carry out any tests of practical importance.
3. Соотнесите начало и конец предложений:

1. I WORK FOR …

                   1) a personal assistant
                   2) about six times a year on business

                   3) a British company

                   4) the north of England originally

2. I COME FROM…
                   1) a personal assistant
                   2) about six times a year on business

                   3) a British company

                   4) the north of England originally

3. I LIVE IN …

                   1) Croydon, about 20 kilometres from London
                   2) about six times a year on business

                   3) a British company

                   4) the north of England originally

4. I’M …

                   1) a personal assistant
                   2) about six times a year on business

                   3) a British company

                   4) the north of England originally

5. I GO TO THE US…

                   1) a personal assistant
                   2) about six times a year on business

                   3) a British company

                   4) the north of England originally

6. ….. WE TALK ABOUT THE REASON I’M HERE?

                   1) will         
                   2) need 

                   3)  shall 
                   4) must

7. .…YOU LIKE AUTOMN?

                   1) do  
                   2) does 
                   3) has  
                   4) are

8. …SHE EVER BEEN TO LONDON?

                    1) do
                    2) does 
                    3) has  
                         4) are

9. …YOU GOT A PENCIL?

              1)  are 
              2) do   
              3) have 
              4) has

10. …YOU LIKE TRAVELLING?

                        1) do 
                        2) does
                        3) has  
                        4) are
11. …IS THE WEATHER LIKE TODAY?

                       1) which  
                       2) where  
                       3) what 
                       4) when

12. …DO YOU FLY?

                      1) which 
                      2) where 
                      3) what  
                      4) who
13. …YOU HAVE EXCESS LUGGAGE?

                     1) do 
                     2) does  
                     3) has 
                     4) are

14. …CLASS IS IT?

                    1) which 
                    2) where  
                    3) what 
                    4) when

15. …YOU HERE ON BUSINESS?

                    1) do 
                    2) does  
                    3) has 
                    4) are

16. … DOES THE TICKET COST?

                  1) what  
                  2) how much  
                  3) how many   
                  4) when
4. Определите содержание высказывания:

1. GOOD MORNING. HOW CAN I HELP YOU?

                   1) answering a phone call
                   2) giving a reason for the call

                   3) finish the call

                   4) result

2. COULD I SPEAK TO JANE?

                   1) answering a phone call
                   2) giving a reason for the call

                   3) finish the call

                   4) result

3. WHO’S CALLING, PLEASE?

                   1) answering a phone call
                   2) giving a reason for the call

                   3) finish the call
                   4) result
II. ТEСТОВЫЕ ЗАДАНИЯ ПО ТЕМЕ «ДЕЛОВАЯ ПЕРЕПИСКА»
(для самоподготовки)

1. Расположите части делового письма в правильном порядке

Письмо 1

(1) Yours sincerely,

     Brenda Wallis

     Loans Manager

(2) Suzanna Bragg

     127 Polk Drive, No. 112

     Gary, Indiana, 46402

(3) Meridian National Bank

     12187 S. Polo Dr.

     Fairfax, VA 22030

     26 May 2008

(4) Dear Mrs Bragg,

(5) After a thorough review of your application and the supporting documents you applied, we have concluded that your current financial situation precludes this institution from extending further credit to you at this time. When your financial picture changes and your current level of risk-exposure becomes lower, we would be happy to reconsider your application.

1. ПРАВИЛЬНЫЙ ПОРЯДОК ПИСЬМА 1:

                   1) 1,2,4,5,3

                   2) 2,3,4,5,1

                   3) 3,2,4,5,1

                   4) 4,2,3,5,1

Письмо 2

(1) Dear Ms. Turner:

(2) Jan Turner

     Arroehead East Conference Center

     412 Bellevue Lane

     Annapolis, MD 21401

(3) Best wishes.

     Curt Marks

     Special Projects Officer

     CM/ls

(4) In our telephone conversation yesterday, we discussed plans to conduct our training seminar at your conference center. ……………………………………
     I look forward to meeting you next week when I come to look over your facilities.

(5) CellFirst, Inc.

     10 Harbor Place

     Baltimore

     Maryland 21220 

     January 28, 2006

2. ПРАВИЛЬНЫЙ ПОРЯДОК ПИСЬМА 2:

                   1) 2,5,1,4,3

                   2) 2,3,4,5,1

                   3) 5,2,1,4,3

                   4) 1,2,5,4,3

Письмо 3

(1) 16 North Road, Berkley, California 954366

     June 29, 2006

(2) Dear Mrs. Bok:

(3) Mrs. R.E. Bok, Human Resources Director, Perle Employment Agency, 1900 Grant Avenue, Sun Francisco, California 92654

(4) I am applying for the position of secretary which was advertised in the San Francisco Chronicle of June 28.

(5) I look forward to discussing this position with you.

     Sincerely yours,

     Annette Lee
3. ПРАВИЛЬНЫЙ ПОРЯДОК ПИСЬМА 3:

                   1) 2,1,3,4,5

                   2) 2,1,4,5,1

                   3) 3,1,2,4,5

                   4) 1,3,2,4,5

Письмо 4

(1) We thank you for your letter dated the 29th September and are pleased to send you our latest catalogue and the current price list. We shall send you a special offer as soon as we have your exact requirements.

(2) George Finchley & Sons, 68 Bond

     Street, London

     4 October 2006
(3) Yours faithfully,

      Sally Blinton Sales Manager

(4) Messrs Dickson & King, 9 Newgate Street, London

(5) Dear Sirs,

4. ПРАВИЛЬНЫЙ ПОРЯДОК ПИСЬМА 4:

                   1) 2,4,5,1,3

                   2) 4,2,5,1,3

                   3) 5,4,1,3,2

                   4) 1,3,2,5,4

Письмо 5

(1) We are interested in increasing our range of car heaters and would like to receive information about the various models you are producing.

(2) The Sales Manager, Motorheat Ltd., Walker Road, Coventry

(3) Dear Sir,

(4) Yours faithfully,

     Frank Henley,

     Manager

(5) Clarke & Sims LTD., High Street, Effingham, Suffolk 

     17 August 2003

5. ПРАВИЛЬНЫЙ ПОРЯДОК ПИСЬМА 5:
                   1) 2,5,4,1,3

                   2) 5,2,4,1,3

                   3) 5,2,3,1,4

                   4) 2,5,3,1,4
Письмо 6

(1) Mr G.Castellos, 37 Star Road, Aberdeen VH42 57GT

(2) Thank you for your letter of application for the post of PR manager.

     We would like to invite you to attend an interview.

     We shall be conducting interviews on Monday 30 May and ask you to contact us to arrange a suitable time.

(3) New Publishers, 26 Greenhouse Street, Aberdeen PV31 23TR

     Telephone 9593 385749 Fax 9593 75843 

     23 May 2005

(4) We look forward to meeting you.

     Yours sincerely,

     Joan Dumorieur 

     Personnel Manager

(5) Dear Mr Castellos,
6. ПРАВИЛЬНЫЙ ПОРЯДОК ПИСЬМА 6:

                   1) 3,5,4,2,1

                   2) 1,5,2,4,3

                   3) 1,3,5,2,4

                   4) 3,1,5,2,4

2. Перед вами конверт. Соотнесите информацию под определенным номером на конверте с тем, что она обозначает:

	(1) Design Plus

55 (2) Stevenson Road

(3) San Francisco, CA 94015

                                                         (4) Mr. P.T. Vitale

                                                         (5) Mutual Insurance Company

                                                         33 South Street

                                                         New York, (6) NY 3476


7. THE SENDER'S NAME –

                   1) 1

                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

8. THE ADDRESSEE –

                   1) 1

                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

9. THE TOWN THE LETTER COMES FROM –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

10. THE ZIP CODE IN THE MAILING ADDRESS –

                   1) 1

                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

11. THE ADDRESSEE'S COMPANY NAME –

                   1) 1

                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

12. THE STREET NAME IN THE RETURN ADDRESS –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

	(1) Gary J. Marshal

Pacific Electronics

1325 Ocean Boulevard

(2) Santa Monica, CA (3) 90415

                                                          (4) Ms. Eleanor R. Fleming

                                                          246 Shasta Avenue

                                                          (5) Redding, CA (6) 96001


13. ADDRESSER'S NAME –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

14. ADDRESSER'S CITY NAME –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

15. ZIP CODE IN THE RETURN ADDRESS –

                   1) 1

                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

16. ADDRESSEE'S CITY NAME -

                   1) 1

                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

17. ADDRESSEE'S NAME –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

18. ZIP CODE IN THE MAILING ADDRESS –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

	(1) Wilson & Sons 

38 (2) Cherry Road

Criswill, (3) Ohio 

USA

                                                    (4) Supplies Ltd. 
                                                    Box 49

                                                    (5) Oakville, Ontario L6J 7K1

                                                    (6)Canada


19. THE STATE THE LETTER COMES FROM –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6
20. THE COUNTRY THE LETTER IS SENT TO - 

                   1) 1

                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

21. THE ADDRESSEE'S COMPANY NAME –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

22. THE TOWN NAME IN THE MAILING ADDRESS –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

23. THE STREET NAME IN THE RETURN ADDRESS -

                   1) 1

                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

24. THE SENDER'S COMPANY NAME –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6
	(1)Midtec Cables Ltd,

Cotton Road,

(2) Exeter (3) EX4 9DT,

England


(4) Mrs I. Ruth


(5) Golden Holidays


12 Cambridge Court


London (6) WC2H 8HF


25. THE ADDRESSEE'S COMPANY NAME –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

26. THE ZIP CODE IN THE RETURN ADDRESS –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

27. THE TOWN THE LETTER COMES FROM –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

28. THE ADDRESSEE –
                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

29. THE SENDER –

                   1) 1

                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

30. THE ZIP CODE IN THE MAILING ADDRESS –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

                   5) 5

                   6) 6

3. Определите, к какому типу делового документа относится отрывок:
31. ТИП ДЕЛОВОГО ПИСЬМА 
 In the winter issue of Multimedia News we read that your company sells language laboratories. Our school needs a new language laboratory and we are looking for the best equipment.

 Could you please send us information on your laboratories and include a price list and ordering information.

 Thank you for your assistance. I look forward to hearing from you.

                   1) CV
                   2) contract

                   3) letter of inquiry/request

                   4) letter of complaint
32. ТИП ДЕЛОВОГО ПИСЬМА 
Dear Sir or Madam,
In the April 4, 2006 Boston Daily News I read about your new camera, the XL-Lite. Since I am a photographer with Bay State Magazine, it is important that I know about new cameras.

 Would you please send me information on the camera? I would like to know when the camera will be available and how much it will cost.

 Thank you for your attention.

                   1) letter of complaint

                   2) memo

                   3) letter of inquiry/request

                   4) CV
33. ТИП ДЕЛОВОГО ПИСЬМА  
Dear Mr. Adam,
Thank you for your fax.

I was sorry to hear that you’ve had some problems with the WR458. We do all we can to make sure that our products leave our factory in perfect condition, but unfortunately sometimes a bad one does slip through. If you can arrange for it to be returned to me, I’ll let you have a replacement by return.

Hoping that you are keeping well.

Regards, 

Anthony Hopkins

                   1) Memo

                   2) CV

                   3) Letter of apology

                   4) Contract 

34. ТИП ДЕЛОВОГО ПИСЬМА  
    I am writing to apologize for the mix-up in your order. We recently began using a new packaging system, which still has a few small bugs. This morning we straightened out your order and sent it. To compensate for the inconvenience, we have enclosed coupons for you to enjoy on future purchases at any of our retail stores. Again, I apologize for the confusion and any trouble this may have caused you.

                   1) Letter of apology

                   2) Letter of application

                   3) CV

                   4) Contract
35. ТИП ДЕЛОВОГО ПИСЬМА  
Responsible for training and mentoring system technicians and system designers. Also responsible for ensuring that delegated tasks are done accurately, on-time, billed within budget, and performed within the scope of the contract. Must also oversee a high degree of regard to employee and subcontractor safety. Must also oversee that safety standards are adhered to.

                   1) Memo

                   2) Contract

                   3) Job advertisement

                   4) Letter of inquiry

36. ТИП ДЕЛОВОГО ПИСЬМА  
I was very sorry to hear about your problems with the new medical equipment.                    I have investigated the complaint and I regret to tell you that the problem is the result of faulty operation. I enclose a copy of the inspector's report with this letter.    If you require us to repair the machine, please contact me at the number above.

                   1) Letter of apology
                   2) CV

                   3) Contract

                   4) Letter of application

4. Выберите слова или сочетания слов для заполнения пропуска так, чтобы они отражали особенности оформления служебной записки:

Служебная записка 1

    (1) _____:   All staff

    From       :   R&D Director

    (2) _____:   the Chairman’s visit

    The Chairman of our Corporation, (3) _____, will visit our company next Friday, 15 November. He is coming to visit our new production center. He will arrive at 11:30 a.m. and you are kindly requested to be at the welcome reception for him at the Conference Hall.

(4) _____

37. U.T. –

                   1) 1
                   2) 2

                   3) 3

                   4) 4
38. MR. SCHNABEL –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

39. TO –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

40. SUBJECT –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

Служебная записка 2

To          :   (1)_____

From      :   (2)_____, R&D Director

(3)_____: the Chairman of the corporation visit

Date       28 August 2009

    (4)_____ of our corporation Mr. Smith is visiting our company next Monday, 4 September. He is coming to see our new laboratory. Mr. Smith will be here at 10:30 a.m. and you are kindly requested to be at the welcome reception for him at the Conference Hall.

    J.T.

41. ALL THE STAFF –

                   1) 1
                   2) 2

                   3) 3

                   4) 4
42. J. TRAMP –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

43. SUBJECT –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

44. THE CHAIRMAN –

                   1) 1
                   2) 2

                   3) 3

                   4) 4
Служебная записка 3
(1)_____: Business partners with training interests

(2)_____: Patrick Baldoz, Director Tri-County WDC

Date:         28 July 2008

(3) _____ Local business workforce survey

    At the request of several local manufacturing companies, the Tri-County Workforce Council completed a Workforce Skills Needs Survey. We are pleased to provide you with an electronic copy of this survey which contains information from 105 local businesses.

(4)_____

45. SUBJECT –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

46. DIRECTOR –

                   1) 1
                   2) 2

                   3) 3

                   4) 4
47. FROM –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

48. TO –

                   1) 1
                   2) 2

                   3) 3

                   4) 4
Служебная записка 4
   (1) _____: Sales representatives

   From       : Sales manager

   (2) _____: Sales meeting

   Date:        22 May

    A meeting of sales representatives will be held at the Sales Manager’s Office in Bee Street on Monday 22 May at 10:00 a.m. Everyone is requested to arrange their (3) _____ so that they will be free to attend.

(4) _____

49. SUBJECT –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

50. SCHEDULES –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

51. TO –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

52. D.M. –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

Служебная записка 5

(1)______: Alan Bilton

From        : Sue Mullins

(2)  _____: Seminar for the new staff

(3) ______

About the seminar you're organising for the new staff next month - will you need any equipment set up? I'll do a short introduction to the subject but I only need an OHP.

Can you fill in the request form for everything we'll need and send it to Shane Bell in the Technical department?
Thanks,
(4) ______

53. SUE –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

54. SUBJECT –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

55. TO –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

56. ALAN –

                   1) 1
                   2) 2

                   3) 3

                   4) 4

III. ТЕСТОВЫЕ ЗАДАНИЯ ПО ТЕМЕ                                                    «НАУЧНОЕ ОБЩЕНИЕ»
1. Дополните фразы из научных статей:
1.  CLINICAL FEATURES OF THIS SYNDROME ARE (ХОРОШО ОПИСАНЫ).

                   1) well noted     
                   2) well written
                   3) well known   
                   4) well described

2. ORGANIC DISORDERS AND FUNCTIONAL DEFICIENCY …………CURRENTLY ……. (ОБСУЖДАЮТСЯ).
                   1) is …. discussed 
                   2) are described 

                   3) discuss         
                   4) are discussed

3. MARKED PHYSICAL SIGNS AND SYMPTMS (БЫЛИ ОПРЕДЕЛЕНЫ).

                   1)  are detected      
                   2)  have been identified
                   3)  have revealed    
                   4)  were found

4. THE INCIDENCE OF THE DISEASE AND THE PATTERNS OF ITS DEVELOPMENT IN VARIOUS GEOGRAPHICAL REGIONS (ПРЕДСТАВЛЕНЫ).

                   1)  are presented  
                   2)  is shown

                   3)  are revealed   
                   4) are imagined

5. THE UPTAKE OF OXYGEN (ПОЛАГАЮТ, ЧТО) TO BE THE RATE-DETERMINING STEP OF THE REACTION.

                   1) is believed           
                   2) is needed
                   3) is known    
                   4) is explained

6. THESE DATA (НУЖНО СЧИТАТЬ) AS BEING LARGELY APPROXIMATE.

                   1) have to count         
                   2) should be counted

                   3) must be considered  
                   4) need to treat
2. Дополните советы по написанию научных статей:
1.  THE ……….. SHOULD STATE THE PROBLEM, REFER TO PUBLISHED LITTERATURE AND PERHAPS ASK A QUESTION. 

                   1) Summary               
                   2) References

                   3) Introduction            
                   4) Discussion

2. SOME SEARCHERS  MAY READ ONLY THE TITLE AND THE …………. . SO BOTH ARE SUPREMELY IMPORTANT.

                   1) Summary            
                   2) Results

                   3) Introduction     
                   4) Discussion

3. IF THE DESCRIPTION OF THE MATERIALS IS BRIEF IT MAY BE INCLUDED IN ………… . 

                   1) Summary          
                   2) Results

                   3) Introduction     
                   4) Methods

4. STATE YOUR ….. IN THE LAST PARAGRAPH.

                   1) Results         
                   2) Conclusion

                   3) Summary  
                  4) Discussion

5. EDITORS REQUIRE …… ……… TO BE CLEAR WITHOUT REFERENCE TO THE TEXT. 

                   1) Results and Discussion
                   2) Conclusion and Summary

                   3) Tables and Figures

                   4) Materials and Methods

6. THE ………… IS THE PART OF THE PAPER IN WHICH YOU HAVE THE GREATEST FREEDOM.

                   1) Conclusion       
                   2) Discussion 

                   3) Summary           
                  4) Introduction

7. WRITE THE ………… IN THE PAST TENSE, EXCEPT PERHAPS THE LAST PARAGRAPH.

                   1) Conclusion          
                   2) Discussion 

                   3) Summary     
                   4) Introduction

8. AN  ………. IS MORE OR LESS THE SAME AS A SUMMARY. THE WORD IS USED FOR SUMMARIES THAT APPEAR AT THE BEGINNING OF ACADEMIC PAPERS, JOURNAL ARTICLES OR BOOKS.

                   1) Conclusion 
                   2) Abstract

                   3) Resume 
                   4) Introduction
3. Дополните фразы, выбрав один из вариантов, предложенных ниже:

  1. TODAY, I WOULD LIKE TO … ABOUT OUR NEW TREATMENT SCHEME.

                   1) explain 
                   2) ask

                   3) talk 
                   4) interrupt

2. IF YOU WOULD LIKE TO … A QUESTION, PLEASE INTERRUPT ME.

                   1) explain 
                   2) ask

                   3) talk 
                   4) listening

3. WHAT TIME DOES THE CONFERECE…….?

                  1) go                      
                    2) start

                    3) starts          
                   4) begins

4. TYPICAL PHRASE USED TO SIGNAL THE BEGINNING OF A PARTICULAR SUBJECT OR TOPIC IS «….» .      
                    1)  To explain…    
                    2)  To start with…

                    3)  To talk today…   
                    4)  To go on …

5. A LARGE, FLAT, WHITE SURFACE OR BOARD ON WHICH TO WRITE OR DRAW WITH MARKERS IS CALLED ……

                  1) a handout             
                  2) a screen

                  3) visual aids       
                  4) a whiteboard
6. ANYTHING  (REPORT, SAMPLE) HANDED OR GIVEN TO PEOPLE AT A PRESENTATION IS CALLED ……

                   1) a pointer          
                   2) a handout
                   3) visual aids     
                       4) a flip chart

7. DEFINE THE TYPE OF THE CHART GIVEN BELOW:

[image: image3.png]segments



                       1) a pine chart    
                       2) a line graph

                       3) a bar chart    
                       4) a  table

8. DEFINE THE TYPE OF THE CHART GIVEN BELOW:

[image: image4.png]i -
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                     1) a pine chart    
                     2) an organigram

                     3) a bar chart    
                     4) a flow chart 

9. CHOOSE THE RIGHT PICTURE TO DESCRIBE THAT THE LEVEL OF MORBIDITY HAS REMAINED CONSTANT:

[image: image1.png])




10. CHOOSE THE RIGHT PICTURE TO DESCRIBE THAT THE LEVEL OF MORBIDITY ROSE SLIGHTLY:

[image: image2.png])




II. Ключи к тестовым заданиям раздела                   «деловоЕ общениЕ С ЗАРУБЕЖНЫМИ ПАРТНЕРАМИ»
1.1.

1) 2
2) 2
3) 1
4) 4
5) 3

6) 2
7) 1
8) 3
9) 3

10) 4
11) 2
12) 2

1.2.

1) 4

2) 1

3) 3

4) 3

5) 3

6) 3

7) 3

8) 1

9) 3

10) 1

11) 4

12) 2

13) 4

14) 3

15) 2

16) 2

17) 3

18) 1

19) 3

20) 4

21) 4

22) 1

1.3.

1) 3
2) 4
3) 1
4) 1
5) 2
6) 3
7) 1
8) 3
9) 3

10) 1
11) 3
12) 2

13) 1

14) 3

15) 4

16) 2

1.4.

1) 1
2) 2
3) 1
III.  Ключи к тестовым заданиям раздела                          «деловая переписка»
1) 3

2) 3

3) 4

4) 1

5) 3

6) 4

7) 1

8) 4

9) 3

10) 6

11) 5

12) 2

13) 1

14) 2

15) 3

16) 5

17) 4

18) 6

19) 3

20) 6

21) 4

22) 5

23) 2

24) 1

25) 5

26) 3

27) 2

28) 4

29) 1

30) 6

31) 3

32) 3

33) 3

34) 1

35) 3

36) 1

37) 4

38) 3

39) 1

40) 2

41) 1

42) 2

43) 3

44) 4

45) 3

46) 4

47) 2

48) 1

49) 2

50) 3

51) 1

52) 4

53) 4

54) 2

55) 1

56) 3

IV.  Ключи к тестовым заданиям раздела                            «научное общениЕ»
3.1.

1) 4
2) 1
3) 2
4) 1
5) 1
6) 3

3.2.
1) 3
2) 1
3) 4
4) 2
5) 3
6) 2

7) 2

3.3.
1) 2
2) 2
3) 2
4) 2
5) 4
6) 2

7) 1
8) 2
9) 3

10) 1
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