


KoMmmiekT OICHOYHbBIX MAaTCPHUAJIOB IO JTUCHUIIJINHE
«HpO(l)eCCI/IOHa.]'ILHbIe KOMMYHUKAIIUHU HA HHOCTPAHHOM HA3BIKE)»

3aganus 3aKPHITOr0 THIA

3agaHus 3aKpPHITOr0 THUIA HA BLIOOP NPABWIBHOIO 0TBETA

Buibepume ooun npasunvhwiii omeem.

1. What does "ASAP" stand for in a business context?
A) As soon as possible.

B) At some point.

B) Another same account pending.

I') Against specific accounting practices.

[IpaBusnbHbBIN OTBET: A.
Komnerennuu (naaukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).

2. Which term describes a formal agreement between two or more parties?
A) Contract.

b) Proposal.

B) Memorandum.

') Invoice.

[IpaBunbHbBIN OTBET: A.

Komnerennuu (naaukatopsl): YK -4 (YK - 4.1, YK - 4.2, YK - 4.3).

3. If you want to express that something has been completed ahead of schedule,
you would say it has been completed:

A) Behind schedule.

B) On time.

B) Ahead of schedule.

') After deadline.

[IpaBunbHEIN OTBET: B.

Komnerenmuu (maaukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).

4. What is the main purpose of a business report?

A) To entertain employees.

b) To provide information and analysis.

B) To summarize company history.

I') To promote products.

[IpaBunbHbIN OTBET: b.

Komnerennuu (uaaukatopsl): YK -4 (YK - 4.1, YK -4.2, YK - 4.3).

5. What does the term "deadline" refer to in a business setting?
A) The necessary payment time.



b) The final date for completing a task.
B) The end of a financial year.
I') A time for report submission.

[IpaBunbHbIN OTBET: b.
Komnerennuu (uaaukatopsl): YK -4 (YK - 4.1, YK - 4.2, YK - 4.3).

6. Kakoifi M3 npUBEJEHHBIX HUXKE BOMPOCOB K MPEIJIOKEHUIO SBISETCS
IpaBUIbHBIM?

They learn English.

A) What language they learn?

B) What language did they learn?

B) What language do they learn?

I') What language learn they?

[IpaBuibHBIN OTBET: B.

Komnerenmuu (namukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).

7. Kakoii M3 TpUBEAEHHBIX HUXKE BOIMPOCOB K MPEIJIOKEHUIO SBISETCS
IIPAaBUJIbHBIM?

The car belongs to Michael.

A) Does the car belongs to Michael?

b) Do the car belongs to Michael?

B) Does the car belong to Michael?

I') Belongs the car to Michael?

[IpaBunbHbIii OTBET: B.

Komnerenimu (namukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).

8. Bribepute nmpaBmibHYIO (hOpMy TIarona:

Please do not enter the office. The boss interviewed.
A) Has been.

b) Was.

B) Is.

') Is being.

[IpaBunbHeIM OTBET: I

Komnerenimu (naaukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).

9. Bribepure npaBuibHyI0 (hopMy TI1arona:

Don't worry. Everything on Monday.

A) Will be done.

b) Has been done.

B) Are done.

I') Is being done.

[IpaBunbHBIN OTBET: A.

Kommerenmuu (maaukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).



10. BribepuTte npaBuibHyI0 hopMy Tiarona:
What shall | do? | my passport?

A) Lost.

b) Have lost.
B) Had lost.
I') Has lost.

[IpaBunbHEIN OTBET: b.
Komnereniuu (naaukatopsl): YK - 4 (VK - 4.1, VK- 4.2, YK - 4.3).

3a)1aHm[ 3aAKPLITOI0 THIIA HA YCTAHOBJICHHE COOTBETCTBUA

Ycemanosume npasunvhoe coomsemcemaue.
Kaoicoomy snemenmy neeoco cmonbya coomeemcmasyem moabko 00Ut dJleMeHm
npasozo cmoabya.

1. YcraHoBHuTE COOTBETCTBHE MEKIYy AMEPUKAHCKMUMU M OPUTAHCKUMH SKBHUBA-
JICHTAMH.

American British
1) subway A) return ticket
2) cab b) shop assistant
3) apartment B) company
4)  corporation [') autumn
5) downtown ) petrol
6) gas E) city center
7) fall ’K) underground
8) baggage 3) flat
9) soccer 1) luggage
10) railroad K) taxi
11) round-trip ticket JI) football
12) salesman M) railway

[TpaBunbnbiil otBET: 12K, 2K, 33, 4B, SE, 6/1, 71", 81, 9JI, 10M, 11A, 125.
Komnerenmuu (maaukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).

2.YCcTaHOBUTE COOTBETCTBUS MCKIY CJIOBaAaMHU U UX OIPCACIICHUAMMU.

1) developer A) aperson who is responsible for the
design of databases.

2) analyze b) to draw or plan something that you
will make or build.

3) database analyst B) a person that works on a new idea,
product, etc.

4) design I') to examine something carefully.

5) electronic data JI) someone whose job is to write.



digital code.

6) IT support E) itisyour job to do it.

7) programmer ’K) information in a computer.

8) responsibility 3) assistance with computer and.
software products.

9) solve M) to find a successful way to discover

how to do something.
[IpaBuibHbIil oTBET: 1B, 21", 3A, 4b, 5K, 63, 7/1, 8E, 91.
Komnerennuu (maaukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).

3. YcTaHOBUTE COOTBETCTBUE MEXY MIMOMATUYECKHUMH BBIPAKEHUSMHU U UX
IIEPEBOJIOM HA PYCCKHM SI3BIK.

1) It'stime to go. A) He nmagait tyxom.

2) |can't believe my eyes! b) VYnaaunu!

3) Can you give me a hand? B) Ilopa uarw.

4)  The early bird catches the worm. I') TIloxoxe, OyaeT T0K1Ib.

5) A piece of cake. 1) He Bepro cBouM riazam!

6) Breakaleg! E) Jlerko kak pa3 JBa</bl JIBa.

7)  I'm feeling under the weather. ) MHe Hy)KHA TTOMOIIIb.

8) Keep your chin up. 3) Yauthcs ycepHo.

9) Looks like it's going to rain. W) PannHss nramka JOBUT YEPBSIKA.
10) Hit the books. K) UyBcTByto ceOst HEBaXKHO.

[IpaBunbHbiil oTBET: 1B, 2J1, 3K, 41, SE, 6b, 7K, 8A, 9T, 103.
Komnerennuu (maaukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).

4. YcTaHOBUTE COOTBETCTBUE MCXKIY BOIIpOCaMH U OTBCTHBIMHU PCITIIIMKaMU.

1) How is she? A) She’s kind and very pretty.

2) What is she like? B) She loves the cinema.

3) What does she look like? B) Thrillers mainly.

4)  Who does she look like? I') She’sa bit tired.

5) What does she like? ) Her father.

6) What kind of films does she like?  E) Go ahead / I’d rather you didn’t.
7) How do you do? 2K) I’'m a freelance consultant.

8) How are you? 3) How do you do?

9) What do you do? 1) Fine, thanks, and you?

10) Would you mind if | smoke? K) She’s got dark hair and glasses.

[TpaBunbhbiil oTBET: 117, 2A, 3K, 4]1, 5b, 6B, 73, 81, 9K, 10E.
Komnerennuu (naaukatopsl): YK -4 (YK - 4.1, YK - 4.2, YK - 4.3).

5. YcTranoBuTe COOTBETCTBHUE MCXKIY BOIIpOCaMH U OTBCTHBIMHU PCITIIIMKaAMU.

1)  Who did Bob phone this morning? A) What a good idea!



2)  Who knows the answer?

3) How about going to the cinema?

4)  What do you think of that new
actor?

5) Could you tell me where the
warehouse is?

6) Would you mind me using your
fax?

7)  Why don’t we work late tonight?

8) Wouldn’t it be better to start early
tomorrow?

9) Can’tyou just get with things?

10) Didn’t you send the e-mail
yesterday?

b)
B)
I)
)
E)

K)
3)

1)
K)

It’s the building opposite.
Yes, why not! / I’d rather not.
Yes, | agree / | don’t think so.
Bob phoned Susan.

I’m doing my best.

Yes, | did / I’m afraid | forgot!
Nobody / everybody!

I’m afraid it’s not working.
He’s very cool!

[TpaBunbnbiii otBeT: 1[0, 23, 3A, 4K, 5b, 61, 7B, 8I', 9E, 10K.
Komnerennuu (maaukaropsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

6. YCTaHOBUTE COOTBETCTBUEC MCXKAY TCPMHUHAMU U UX OIIPCACICHUAMMU:

TepMuHbI
1) Invoice

2) Memorandum

3) Budget
4) Partnership

5) Deadline

6) Revenue

A)

b)

B)
I)

)

E)

[TpaBunbHbiil oTBET: 1B, 2/1, 31, 4A, 5E, 6b.
Komnerennuu (maaukatopsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

3aIlaHI/IH 3aKpbITOIO THIIA Ha

mocCJIeA0BATECJIbHOCTH

Onpenenenus

A business structure in which two
or more individuals share
ownership.

The total amount of money
received by a business from its
activities.

A document requesting payment
for goods or services provided.

An estimate of income and
expenses for a specific period.

A written message used within a
business to communicate
information.

The date by which a task or project
must be completed.

YCTAaHOBJICHUC HpaBI/I.]ILHOﬁ

Yemanosume npaesuilbHyro NnOC1e008aMeNIbHOCHb.
Sanuwume npasuibHyro NnoC1e008amelbHOCHb 6yK6 cjlesa Hanpaeo.

1. Pacnonioxute 1o MOPSIIKY PETUIMKHU JUajora:
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A) Pleased to meet you too. Do call me Martin.

b) That’s very kind of you. Do you know my colleague, Sarah Pascall?
B) Very well thank you, Mr. Hyde, and you?

I') No, I don’t. How do you do?

J1) Good morning, Mrs. Bird. How are you?

E) And you must call me Sarah. Shall we get down to business?

XK) I’m fine, thank you. Would you like some coffee?

3) How do you do? I’m pleased to meet you.

W) Yes, here is our latest catalogue...

ITpaBunbhbiii otBeT: [, B, XK, b, I', 3, A, E, U.

Komnerenmuu (naaukatopsl): YK - 4 (VK - 4.1, VK- 4.2, YK - 4.3).

2. PacnionosuTte no nopsiaKy persiukKi AHajiora:

A) Enterprise Requirement Planning.

B) Not too good, I’m afraid.

B) I’'m sorry about that. Can | do anything to help?

') Hi Jerry, how are you?

J1) Oh dear! What’s the matter?

E) Hello Rachel!

K) What’s ERP?

3) Well, the computer went down last night, and we’ve lost all our ERP data.
W) Fine, thanks, and you?

ITpaBunenbiii otBeT: E, I', U, B, /1, 3, K, A, B.

Komnereniuu (naaukatopsl): YK - 4 (VK - 4.1, YK - 4.2, YK - 4.3).

3. Pacnonoxute cioBa B MPaBUIILHOM MOCIIENIOBATEILHOCTH, YTOOBI TOTYUYUIIOCH
BOIIPOCHUTEIBHOE MPEIIOKECHUE!

A) Foreign.

B) Can.

B) What.

I') Speak.

J1) Languages.

E) You.

[IpaBunehnbiii otBeT: B, A, /I, B, E, T

Komnerennuu (maaukatopsl): YK -4 (YK -4.1, YK - 4.2, YK -4.3).

4. VYkaxure IMPaBHUJIBHYTIO ITOCJICAOBATCIILBHOCTD CJIOB B IIPCAJIOKCHUMN
A) Use,

b) Variety.

B) Great.

') Materials.

J1) Builders.

E) A.

X) Of.



3) Nowadays.
[IpaBunenbiii otBeT: [, A, E, B, b, K, I, 3.
Komnerennuu (maaukaropsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

5. CocTaBbTe NpEJIOKEHUE U3 TAHHBIX CJIOB, PACIIOJIOKHUB UX B MPABUIBLHOMN
MTOCJICAOBATCILHOCTH

A) Has.

b) Famous.

B) Buildings.

I') These.

J1) Architect.

E) A.

X) Besigned.

IIpaBunbueiii otBeT: E, B, /1, A, X, I', B.

Komnerenuuu (naaukaropsl): YK - 4 (YK - 4.1, YK - 4.2, YK - 4.3).

6. Ycranosure IMPAaBUJIbHYIO ITOCJICAOBATCIIBHOCTD 3TAIIOB B IIPOLECCE ACIIOBOTO
oO0111eHus:

A) Prepare a presentation.

b) Hold a meeting or presentation.

B) Prepare the documents and materials under discussion.

I') Identify the purpose of communication and the audience.

J1) Evaluate the results of the meeting and prepare follow-up actions.
[IpaBunbhslii otBeT: I, A, B, b, /1.

Komnerenmuu (maaukatopsl): YK - 4 (VK - 4.1, YK - 4.2, YK - 4.3).

3aI[aHI/Iﬂ OTKPLITOI'O THIIA

3aI[aHI/Iﬂ OTKPLITOI'O TUIIA HA JOIIOJTHCHHE

Hanuwume nponywennoe cnoso (crosocouemanue)

1. Our team is responsible managing the new project.

[TpaBuibHeIi oTBeT: fOr.
Komnerennuu (maaukaropsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

2. The success of our campaign depends effective communication.

[IpaBuibHBIN OTBET: ON.
Komnerenmuu (maaukatopsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

3. She is looking forward collaborating with the marketing
department.
[IpaBriibHBINM OTBET: 0.



Komnerenmuu (maaukatopsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

4. The financial report will be ready the end of the month.

[TpaBuiibHBIH OTBET: bYy.
Komnerennuu (maaukaropsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

5. The first computers simple machines designed for basic tasks.

[IpaBuibHBIN OTBET: WETE.
Komnerennuu (naaukaropsl): YK - 4 (VK - 4.1, YK - 4.2, YK - 4.3).

6. Early computers were often quite expensive and the customers often
thousands of dollars for those machines.

[TpaBuibHBIN OTBET: paid.
Komnerentuu (mamukatopsl): YK - 4 (VK - 4.1, VK- 4.2, YK - 4.3).

3a1aHKsl OTKPBITOI0 THIA ¢ KPATKUM CBOOOAHBIM OTBETOM

aiime omeem na eonpoc

1. 3apaliTe Bompoc K TMpeIOKEeHHIO. VCMoap3yldTe BOMPOCUTEIIBHOE CIIOBO,
JTAHHOE B CKOOKax:

He speaks three foreign languages. (How many...?)

[MpaBunbHbIi oTBeT: HOW many foreign languages does he speak?

Komnerenmuu (naaukatopsl): YK - 4 (VK - 4.1, YK - 4.2, YK - 4.3).

2. 3amaiiTe BOINpOC K MpeioxKeHuto. Vcmonp3yiTe BOMPOCHUTENBHOE CIIOBO,
JTAHHOE B CKOOKaXx:

The company was founded last century. (When...?)

[TpaemibueIit otBeT: When was the company founded?

Komnerennuu (mamukatopsl): YK - 4 (YK - 4.1, VK - 4.2, YK - 4.3).

3. JlaliTe yTBEpAUTEIBHBIA U OTPULIATEIBHBIA OTBET HA BOIPOC:

Could you give me a hand?

[TpaBmnbHbIit oTBeT: Sure. What can | do for you? / Sorry, I’m really busy at the
moment.

Komnerenmuu (maaukatopsl): YK - 4 (VK - 4.1, VK - 4.2, YK - 4.3).

4. JlaiiTe yTBEpAUTEIbHBIN U OTPULIATEIIbHBIM OTBET HA BOIIPOC:

Would you like me to help?

[MpaBunbHbIH oTBET: YES, it’s very kind of you. / No, thank you. | can do it myself.
Komnerenmuu (naaukatopsl): YK - 4 (VK - 4.1, VK - 4.2, YK - 4.3).

5. JlaiiTe yTBEpAUTENbHBIA U OTPULATEIBHBIN OTBET HA BOIIPOC:

Are you enjoying your new job?

[TpaBmibHEI oTBeT: Yes, it’s really great. / No, I’m afraid, it’s rather stressful.
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Komnerennuu (maaukatopsl): YK - 4 (YK - 4.1, YK - 4.2, YK -4.3).

6. [laliTe yTBepAUTEIbHBIA U OTPUIIATEIBLHBINA OTBET Ha BOMPOC:
Would you like a drink?

[TpaBmibHeI oTBeT: Yes, please. / No, thank you.

Komnerennuu (naaukatopsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

3agaHus OTKPBITOrO THIA C Pa3BEPHYTHIM 0TBETOM

1. /latime pa3zeéepuymulii omeem Ha 60NPOC.

Brr nenaere TenedoHHBIN 3BOHOK B 3aMHTEpecoBaBInylo Bac dupmy. 3amaiite Ha
AHTJIMHACKOM SI3BIKE CIEAYIOIINE BOPOCHI:

BoI nonyuniim Moe pesrome?

Kaxkoii kpaitHu#i cpok mojauu 3assBKU Ha padoTy?

Hy»HO 11 npenoCcTaBUTh PEKOMEHIATEILHOE MUCHMO?

C KkeM s MOTy CBSI3aThCS IS MOJyUeHUS JaibHenend napopmarun?

Heo6xo1umo 1 peTeHIeHTY UMETh OIBIT KOMMEPUYECKOHN AesATeIbHOCTH?

Bpewms Boimonnenus: 10 MuH.

OxugaeMblii pe3ysbTar:

Have you received my resume?

When is the deadline for application?

Do you need a letter of recommendation?

Whom can | contact for further information?

Is it necessary for applicants to have commercial experience?

KpI/ITepI/II/I OLICHHUBAHUA: OTtBeT JOJIKCH JICKCHUYCCKU COOTBETCTBOBATH SaﬂaHHOﬁ
TEMC, OBITH I'paMMaTHUYCCKU ITPAaBUIIbHBIM.

Komnerenu (mamukatopsl): YK - 4 (VK - 4.1, VK- 4.2, YK -4.3).

2. [latime pazeeprymulii omeem Ha 60NpocC.

K Bam B koMmaHuio mpuexai MpeAcTaBUTEb HUHOCTPAHHOM (upMbl. BeimosiHute
cIeAyroume JeHCTBUS:
a) MPeJCTaBbTECh CAMU U MPEACTABLTE EMY COTPYIHUKOB Barieit komnanuy;
0) CIIpOCHTE y HETO, KaKyH0 KOMIIAHUIO OH IIPEICTABIIAET, KaKasi y HErO JTOJHKHOCTD,
13 Kakoro ropoja OH Ipuexall.

Bpewms Boinonnenust: 10 MuH.

O>xunaemblid pe3ynbTar:

Let me introduce myself. | am....

Let me introduce my staff to you. This is .... He (she) is ....

I’d like you to meet.... He (she) is ....

May | introduce ... to you. He (she) is ....

What company do you represent? What is your position? What city are you from?
Kpurepun onenuBanus: OTBET NOHKEH JEKCUYECKH COOTBETCTBOBATH 3aIaHHOU
TeMe, ObITh TPAMMATHYECKHU MPABUIIbHBIM.

Komnerenmu (mamukatopsl): YK - 4 (VK - 4.1, VK- 4.2, YK -4.3).

10



3. Hatime pazeepHymuiti omeem Ha 60npoc.

Bbl sBiseTech HadalbHUKOM oOTAena KaapoB ¢upMel. [lo3HakombTech ¢
KaHAUJAATOM HAa BAaKaHTHYKO JIOJDKHOCTb. 3aJlaiiTe MO-aHIVIMICKH CIEAYIOLIne
BOIIPOCHI:

3apaBcTByiiTe. Bame ums?

I'ne Bol panbiie padoranu?

Ha kakoii nomxkHocTH?

Ecnu nmu y Bac pekomenaarensHoe TUcbMO?

Ha kakux s3pikax Bel roBopute, numiere?

3anoJgHuTe, NOKAIYHCTa, aHKETY.

[Ipuxoaure 3aBTpa.

Bpewmst Boinonnenust: 10 MuH.

OxugaeMblid pe3yJbpTar:

Hello. What is your name?

Where did you work?

What was your position?

Do you have a letter of recommendation?

What languages do you speak, write?

Fill in the form, please.

Come tomorrow.

Kpurepun onenuBanusi: OTBET OHKEH JEKCHYECKA COOTBETCTBOBATH 3aJIaHHOMU
TeMe, OBITh TPAMMATHYECKH MPABIIHHBIM.

Komnereniuu (naaukatopsl): YK - 4 (VK - 4.1, VK- 4.2, YK - 4.3).

4. [laume pazeepHymulti omeem Ha 60NPOC.

[IpencraBpre, uto Bbl B JIOHZOHE XOTHUTE OCTAaHOBUTHCS B TOCTUHHIIE.
ChopmynupyiiTe cBOM OTBETHI Ha PEIJIMKU KIIEPKA:

Clerk. Good morning, sir. Can | help you?

You. (Ckaxwute, 4ro Bam HyXeH OJHOMECTHBIH HOMEp C JylIeM U
KOHTHHEHTAJIbHBIM 3aBTPAKOM Ha OJTHY HEJENIO)

Clerk. I’m sorry, sir. | am afraid we have no rooms with a shower available at the
moment.

You. (CnpocuTte €ro, MOKHO JId CHATh HOMEP C BAHHOM )

Clerk. Let me see ... Yes, there are some rooms.

You. (Cnpocute, CKOJIBKO CTOUT TaKOH HOMEp)

Clerk. 20 pounds a night.

You. (CripocuTte, HET Ji y HEero 6oJjiee JeIeBbIX HOMEPOB)

Clerk. I’m afraid not. It’s the cheapest

You. (CrpocuTe, HET 11 TOOIU30CTH OOJIEE NETIEBOTO OTEIS)

Clerk. You may try the Northern Star Hotel. It’s near the station in Davies street.
You. (ITobmaromapure Kiepka).

Bpewmst Boinonnenust: 10 MuH.

OxuaeMblii pe3ysbTar:
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| need a single room with a shower and continental breakfast for one week.

May | have a room with a bath?

How much is the room?

Do you have less expensive rooms?

Is there a cheaper hotel near here?

Thank you.

KpI/ITCpI/II/I OLICHUBAHUII. OTtBeT JOJIZKEH JIEKCHUYECKHU COOTBETCTBOBATH Ba,Z[aHHOﬁ

TeMe, OBITh TPAMMATHYECKH TPABIIIHHBIM.
Komnerenmuu (maaukatopsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

5. [atime pazeeprymoiii omeem Ha 80NPOC.

[IpencraBpTe cebe, uTo Bbl pasroBapuBaere mo TeiaedoOHY CO CBOMM JI€JIOBBIM
naptHepoM u3 AHriuu. ChopMyIUpyHTe OTBETHI Ha €r0 PETUIUKU:

He. Good afternoon, Mr Ivanov. We’ve written to you several times, but haven’t
received your reply yet.

You. (ITompocute y HEro MpOIIEHUS, YTO HE YCHENH €Ul HamucaTb OTBET,
MOCKOJIbKY ObUTH OYEHB 3aHSATHI B TIOCJICTHEE BPEMSI).

He. We are in a very awkward position now. We haven’t received the shipment
which was supposed to arrive two weeks ago.

You. (Belpa3zurte coxalieHHe U CKakKUTe, 4YTO 3aJiepKKa Mpou3onuia He no Baiei
BUHE).

He. When will the shipment be ready for dispatch?

You. (CkaxuTte, 4TO TOBap OyJIeT OTIPABJICH HE MO3HEE MATHULIBI).

He. If we don’t receive the shipment by the end of next week, we’ll cancel the
order.

You. (3aBepbTe €ro, 4TO Ha 3TOT pa3 3aJAEP>KKU HE CITyUUTCH).

Bpewms BoinonHenus: 10 MuH.

OxugaeMblid pe3yabTar:

| am really sorry, I couldn’t write the reply, because I’ve been very busy recently.
I’m sorry for the delay, but it’s not my fault.

The shipment will be ready for dispatch by Friday.

There won’t be any delay this time.

Kpurepun onenuBanus: OTBET NOKEH JEKCUYECKH COOTBETCTBOBATH 3aJaHHOU

TeMe, OBITh TPAMMATHYECKH TIPABMIIHHBIM.
Komnerenmnuu (maaukatopsl): YK -4 (YK - 4.1, YK - 4.2, YK -4.3).

6. /latime pazseprymviti omeem Ha 60Npoc.

CocTaBbTe MHCHMO B MHTEPECYIOILIYIO Bac (UPMy € MPOChOOH MPUHATH Bac Ha
JOJDKHOCTh MEHEDKepa. YKaKUTE Balle UM, aapec, S3JCKTPOHHYIO IIOUTY,
TenedoH, naTy, Ha3BaHue (GUpPMBI, LIeTb nucbMa. KpaTko onuinuTe, mouyeMy Bac
UHTEpeCyeT NO3MUIMs MEHEekepa B JaHHOM OpraHu3allid, Kakhe KadyecTBa
MIO3BOJIAT BaM COOTBETCTBOBATH JTOJIKHOCTH.

Bpewms BoinonHeHus: 15 MuH.

OxugaeMblii pe3ysbTar:
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[Name]

[Address]

[City, State, Zip Code]
[Email]

[Your Phone Number]
[Date ]

[Hiring Manager's Name]
[Company's Name]

Dear [Hiring Manager's Name],

I am writing to apply for the manager position at [Company's Name]. |
believe my skills and experience make me a good fit for this role.

I have worked in management for [number of years] and have experience in
leading teams and improving operations. | enjoy helping people reach their goals
and making a positive work environment.

| am excited about the opportunity to work at [Company's Name]. | am
confident that | can contribute to your team and help achieve company goals.

Thank you for considering my application.
| hope to discuss my qualifications with you soon.

Best regards,

[Your Name]

Kpurepun onenuBanusa: OTBET AOJDKEH JIEKCUYECKH COOTBETCTBOBATH 3aJaHHOMU
TEME, OBITH rpaMMaTudCcCKu IIPpaBUJIbHBIM, JOJIKHBI 6BITB CO6J’IIOI[€HBI IIpaBuJia
oOopMIICHUS JICITOBOM TIEPETTHCKHU.

Komnerenmuu (uaaukatopsl): YK - 4 (VK - 4.1, VK- 4.2, YK - 4.3).

13






JIcT n3MeHeHHl ¥ TONMOJTHEHU M

/o

Bunpel nonosnHenuii u
U3MEHEHUN

Jlata u HOMep mpOTOKOJIa
3acemanus Kagenpobl
(xademp), Ha KOTOPOM ObLTH
PacCMOTPEHBI U OT00PEHBI
NU3MCHCHUSA U JOITOJIHCHUA

IMonnuce
(¢ pacmmdpoBKoif)
3aBeAyIONIero Kadenpoi
(3aBemyromux Kadeapamn)
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