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Ha3nauenue (poHIa OLIECHOYHBIX CPEACTB

®onj oueHounsix cpeAcTB (nanee — GOC) pazpabaThiBaeTCs sl TEKYIIETO0 KOH-
TPOJIsl yCIieBaeMOCTH (OLICHUBAHUS X0Ja OCBOCHUS TUCIMILIMHBI), JJI1 TPOBEICHUS TPOMeE-
KYTOYHOM arTecTanuu (OICHUBAHUSA MPOMEXKYTOUYHBIX M OKOHYATEIBHBIX PE3yJIbTATOB
c(hOpMHUPOBAHHOCTH KOMIIETEHIIMU JAUCIMIUIMHBI) oOyvaromuxcsi no aucuurumae CI1.02
«MHOCTpaHHBIN SA3bIK B MPOhEeCCUOHATBHOU IEATEIbHOCTUY» B LEJSAX ONpPEACIICHUs COOT-
BETCTBUSI MX Y4YEOHBIX JOCTHXKEHUU MOATAMHBIM TPeOOBaHUSAM 00pa30BaTENIbHOM IMpO-
rpaMMbl CpeIHEeT0 MPodecCHOHANIBHOTO 00pa30BaHMUs MPOTPAMMbI TOATOTOBKU KBaIH(U-
IIMPOBaHHBIX pabounx, cayxamux (nanee — [IIIKPC) mo npodeccun 46.01.03 lemonpouns-
BOJIUTEIIb.

st hopmupoBaHus, KOHTPOJS M OICHKHA PE3yJbTaTOB OCBOCHUS JUCIIMILIAHBI
CI'.02 «MHocTpaHHbIH SI3bIK B MPOQPECCHOHANBHON JIeATEIHHOCTHY pa3paboTaHa cucTemMa
OIICHOYHBIX MEPOIPHUATHH, YUUTHIBAIOIAs TpeOoBaHuUs (eepabHOTO TOCY1apCTBEHHOTO
oOpazoBaTensHOTO cTaHaapTa cpeaHero oomero oopazoanus (PI'OC COO) u dhenepainb-
HOT'O TOCYIapCTBEHHOT'0 00pa30BaTEIHLHOTO CTaHAapTa CPEAHETr0 MPOPECCHOHATIBHOTO 00-
pazoBanust (OI'OC CIIO).

®OC mucturmuabl CI'.02 «MHOCTpaHHBIN S3bIK B PO(ECCUOHATBLHON JIeaTebHO-
CTH» BKJIIOYAIOT B CeOs: MEpEeUeHb IJIAHUPYEMBIX PEe3yJIbTaTOB OCBOCHHUS JTUCIUTUIMHBL,
ONMCAHUE MOKA3aTeNe U KPUTEPUEB OLICHUBAHUS KOMIIETEHIIMI HA Pa3IMYHBIX dTamax Uux
(dbopMHUpOBaHUS, ONTMCAHKE IIKAJI OIEHUBAHMS; TUIIOBBIE KOHTPOJIbHBIE 33/IaHUs WJIU UHbIC
MaTepHalibl, HEOOXOAUMBIE JJI OLICHKU PE3yJIbTAaTOB OCBOCHUS JAUCIMIUIUHBI, XapaKTepH-
3yIOIIUX 3Tanbl popMupoBaHusi komrneTeHud B poiecce ocBoeHus [IIIKPC metonuue-
CKHE MaTepHuajbl, ONMPEACIISIONINE MPOLEAYPhl OIICHUBAHUS PE3YIHTATOB OCBOCHUSI TUCIIH-
IJTMHBI, XapaKTEPU3YIOIIHMX dTarbl (GOPMUPOBAHUS] KOMITETCHITUH.

DOC chopmupoBaH Ha OCHOBE KIJIFOUEBBIX MPUHIIMIIOB OLICHUBAHMUSI:

— BQJIMJIHOCTHU: OOBEKTHI OIICHKU JOJKHBI COOTBETCTBOBATH MOCTABJICHHBIM IEJISIM
c(hOpMHUPOBAHHOCTH KOMIIETEHITUY;

— HAJCKHOCTH: UCIOJIb30BaHUE €IMHOOOPA3HBIX CTAHAAPTOB U KPUTEPUEB IS
OLICHMBAHUS JIOCTHKCHUU;

— OOBEKTUBHOCTH: pa3HbIe O0YYAIOIINECS JOHKHBI UMETh PaBHBIE BO3MOKHOCTHU
JUTS1 JOCTHXKEHUS ycrexa.

OCHOBHBIMH MTapaMeTpaMu U CBOMCTBaMU (hOHA OIEHOYHBIX CPEJICTB SBISIOTCS:

— MpeaMeTHasE HANpPaBJICHHOCTh (COOTBETCTBUE MPEIMETY W3YUYeHUsS KOHKPETHOM
JTUCIUIIIAHBI );

— cojiepkanue (COCTaB M B3aUMOCBS3b CTPYKTYPHBIX €IUHUIL, 00pa3yIOIINX COJEP-
KaHUE TEOPETUUECKOMN U MPAKTHUECKOU COCTABJISIONINX TUCIUILIAHEI);

— 00BbeM (KOJIMUECTBEHHBIN COCTaB OIEHOYHBIX CpecTB, BxoAsamx B DOC);

— Ka4yecTBO (POHJIa OIIEHOYHBIX CPEACTB B LEJIOM, 0OECIEUMBAIOIIETO MOJyYECHHE
00BEKTHUBHBIX U JOCTOBEPHBIX PE3YJIHTATOB MPH MPOBEACHUU KOHTPOJIS C Pa3IUYHBIMU 11€-
JISIMH.



I.1. NEPEYEHb KOMIETEHIHAI, ®OPMUPYEMBIX B [IPOLIECCE
OCBOEHUS OBPA3OBATEJBLHOM ITPOIT'PAMMBI

1.1. eab AUCUMNJINHBI

Henwro qucrummabl CI7.02 «HOCTpaHHBIH S3bIK B TPOPECCUOHAITBHON ACATEIHHO-
CTU» SBIACTCS (HDOPMUPOBAHKE KOMMYHHUKATHBHOW KOMIIETCHIIMH TSI WCITOJIH30BAHUS
SI3bIKa B MPOQECCHOHANTBHBIX Meyisx. OHa HalpaBjIeHa Ha pa3BUTHE HABBIKOB JIEJIOBOTO 00-
IIEHUSI, pa0OThI C TOKYMEHTAIIMEH 1 BEICHUS TIEPENUCKU Ha MHOCTPAHHOM SI3BIKE.

1.2 TpeGoBanus K pe3yibTaTaM OCBOEHMS UCIHUIINHBI

B pe3ynbraTe 0CBOCHMSI TMCIHUILUIMHBI 00yYarouics JOIKEH YMeTh.:

- paboTaTh ¢ mpoheccnoHaTbHBIMU TEKCTAMU HA HHOCTPAHHOM SI3BIKE:

- 001a1aTh YMEHHEM MTOMCKOBOI'O M IPOCMOTPOBOIO UTEHUS, U3BJICUEHUS (pakTHUe-
CKOH MH(OpMaLMK U3 JOKYMEHTOB;

- COCTaBJIATh U OPOPMIIATH AEJIOBYIO TIOKYMEHTALIUIO HA MHOCTPAHHOM $I3BIKE;

- IOAACPKUBATH MPOPECCUOHAIIBHOE OOILIEHUSI HA UHOCTPAHHOM SI3bIKE:

- TIOHMMAaTh OOIIUI CMBICT YETKO MPOU3HECEHHBIX BBICKA3bIBaHUH Ha Mpodeccro-
HAJIbHBIE TEMBI;

- MIOHUMATh TEKCThI Ha 6a30BbIC U IPOGECCHOHATIEHBIEC TEMBIL;

- CTPOUTH MTPOCTHIE BHICKA3BIBAHUS O ce0€ U 0 CBOEH MPOPECCUOHAIBHOM IEATEIbHO-
CTH,

- y4acTBOBaTh B AMAJIOrax Ha NpO(eCcCUOHATIbHBIE TEMBI.

B pe3ynbTaTe 0CBOCHUS TUCHMUILUIMHBI 00YYarOITUHCS TOKEH 3HATD.

- TIpaBUJia IMOCTPOCHUS MPOCTHIX M CIOXKHBIX MPEIIOKESHUM Ha MPpodheCCUOHAIBHBIC
TEMBI,

- OCHOBHBIC OOIIEYIOTPEONTEIbHBIC T1arojibl (ObIToBas W MpodeccuoHaabHasl JIeK-
CHKa);

- IEKCHYECKUI MUHUMYM, OTHOCSIITUICS K OMTUCAHUIO MPEIMETOB, CPEJICTB U MPOIIEC-
cOB MPoeCCUOHATILHON JIEATEIbHOCTH;

- 0COOCHHOCTH MTPOU3HOIIEHUS CJIOB;

MpaBujIa YTEHUS TEKCTOB MPOodeCCHOHATBHOM HAMPaBIECHHOCTH;

- (ppaseI-kinIIIe A1 BeIeHUs Oe€CeIbl U MTePETUCKH Ha MHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTH TIEPEBOJIa TOKYMEHTOB C HHOCTPAHHOTO SI3bIKA.

1.3 KoMmneTeH1IuM BbIMYCKHUKOB, GOpMUpYyeMble B pe3yJibTaTe 0CBOEHUs JUCIU-
miuHbI CI'. 02 « MHOCTPAHHBIH A3BIK B IPO(EeCCHOHAIBHOM AeATeJIbHOCTH» KAaK 4aCTh
IUVIAHMPYEMBbIX Pe3YyJIbTATOB OCBOCHHUSA 00pa30BaTeJIbHOM MPOrPAMMbI

Koo komne- Haumenosanue xomnemenyuu
menyuu

OK O01mme KOMIETEeHIIUU

OK 02 Ocy1iecTBIATh MOUCK, aHATIM3 U UHTEPHpETAIuio HHGOpMAaIUU, HE0O-
XOJMMOM JIJIsI BBITIOJIHEHMS 33]1a4 TPO(eCCUOHAIILHON JIeATEIbHOCTH.

OK 04 PaGoTtath B KoJUIeKTHBE M KOMaH e, Y()PEKTUBHO B3aUMOICHCTBOBATH C
KOJUJIEraMu, PYKOBOJICTBOM, KJIMEHTAMM.

OK 05 OcCylIecTBIATh YCTHYIO M NMHCbMEHHYI0 KOMMYHHUKALMIO HAa rocynap-
CTBEeHHOM s3bIke Poccuiickoit denepanum ¢ ydeTroM OCOOCHHOCTEH
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COIMAJIbHOI'O W KYJBTYPHOTI'O KOHTCKCTA.

OK 09 [Tonb30BaThest mMpodeccuoHaNbHON JOKYMEHTAIMEe Ha TOCY1apCTBEH-
HOM M MHHOCTPaHHOM SI3bIKaX.

IIK IIpogeccunoHa/IbHBIE KOMIIETCHIUH

IIK 1.6 Ocy1iecTBIATh COCTaBICHHE U O(POpMIIEHHE CIYKEOHBIX JOKYMEHTOB

Ha OCHOBC Tp€6OBaHHﬁ COBPCMCHHBIX HOPMATUBHBIX IIPABOBLIX dAKTOB.

1.4 TlnanupyemMble pe3yabTaThl 00y4eHHs M0 IUCUMILINHE

Koo u ¢popmynuposxa
KomnemeHyuu

Komnonenmmnotit cocmae Komnemenuyuu

Ymemo

3namo

OK 02. Mcnosb30BaTh
COBPEMEHHBIC CPEJICTBA
MOMCKA, aHAJIM3a U UH-
TepnpeTanuu nHpopma-
IIUU, ¥ HTHPOPMAITHOH-
HBIC TEXHOJIOTHH JIJIS
BBITIOJIHCHHUS 32124 IIPO-
(dheccruoHAIBHOM Jes-
TEJIBLHOCTH.

OK 04. PaboraTh B KOJI-
JIEKTUBE U KOMaHe, 3¢-
(eKTUBHO B3aUMO/ICH-
CTBOBATH C KOJIJIEraMHu,
PYKOBOJICTBOM, KJINCH-
TaMHU.

OK 05. Ocy1iecTBIsATh
YCTHYIO U TUCbMEHHYIO
KOMMYHHKAITUIO Ha TOC-
YIAapPCTBEHHOM SI3bIKE
Poccutickon ®enepa-
WU C YYETOM OCOOCH-
HOCTEH COIMAJIBHOTO U
KYJbTYPHOTO KOHTEK-
CTa.

OK 09. [Tons30BathCs
poheCCHOHAIBHOM J10-
KYMEHTAIMEN Ha TOCy-
JAPCTBEHHOM U UHO-
CTPaHHOM SI3bIKaX.

IIK 1.6. Ocy1iecTBisiTh
COCTaBJICHHE U 0(OPM-
JICHUE CITyKEOHBIX J10-
KYMEHTOB Ha OCHOBE
TpeOOBaHMI COBpEMEH-
HBIX HOPMATHBHBIX TIpa-
BOBBIX aKTOB.

VY1 - pabotats ¢ podheccro-
HaJIbHBIMHM TEKCTAMHU Ha MHO-
CTPAHHOM SI3BIKE:

VY2 - 065agaTh yMEeHHEM TO-
HCKOBOI'O U MPOCMOTPOBOTO
YTeHUS, U3BJICUCHUS (haKTHUe-
CKOM MH(pOpMAIIIH U3 JTOKY-
MEHTOB;

V3 - cocTaBnsaTh U 0POPMIATH
JIETIOBYIO IOKYMEHTAITUIO Ha
WHOCTPAHHOM SI3BIKE;

- OJIIEPKUBATH Mpodeccuo-
HaJIbHOE OOIIICHUSI HAa UHO-
CTPAHHOM SI3BIKE:

VY4 - noHrumaTh 00IIHI CMBICI
YETKO MPOU3HECCHHBIX BHICKA-
3bIBAHUM HA MPOPECCUOHAITb-
HBIC TEMBI;

V5 - noHuMath TEKCTHI Ha Oa-
30BbI€ U TIPO(EeCCUOHATLHBIC
TEMBI;

VY6 - cTpouTh NpOCTHIE BHICKA-
3bIBaHUs O ce0e U 0 CBOEH
po(ecCUOHANBHOM IesITelNb-
HOCTH;

VY7 - ydacTBOBaTh B AUATIOTAX
Ha 1Mpo¢eCCUOHATIBHBIC TEMBI.

31 - mpaBuIa MOCTPOEHHUS MPO-
CTBIX M CJIOXKHBIX TIPEIIIONKE-
HUH Ha npodeccroHalbHbIC
TEMBI,

32 - ocHOBHBIE 00I1IIEyIOTPEOU-
TeJIbHBIC TJ1arobl (ObITOBas U
npodeccruoHalnbHas JEKCHUKA);
33 - IEeKCUYECKUI MUHUMYM,
OTHOCSIIUNCS K OMMCAHUIO
MIPEAMETOB, CPEACTB M TMPOIIEC-
COB MIpo¢eCCUOHATILHOM Jiesi-
TEIHHOCTH,

34 - 0cOOEHHOCTH MPOU3HOIIIE-
HUS CJIOB;

MpaBujIa YTCHUS TEKCTOB MPO-
(eccroHanbHOM HaNPaBIEHHO-
CTH;

35 - (ppassI-kauIIe A1 Bee-
HUs Oecebl 1 TIePErUCKy Ha
WHOCTPAHHOM SI3BIKE;

36 - ocoOeHHOCTH TIepeBoAa
JIOKyMEHTOB C HHOCTPaHHOTO
SI3BIKA.




I1. OMUCAHUE NOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHMUS

OIIMCAHUE HIKAJI OHEHUBAHUA

KOMIIETEHIIUIA HA PA3JIMYHBIX 3TAITAX UX ®OPMHUPOBAHUSI,

2.1. CTpykTrypa (poHIA OLEHOYHBIX CPEICTB AJIsl TEKYLIEero KOHTPOJIsl ycleBaeMo-
CTH U MPOMEKYTOYHOM aTTeCTANNHU

Ne | Konmponupye- | Koo kon- | Ilnanupyemwie pe- | Haumenosanue oyenounozo-
n/n Mble membl mpoaupye- | 3yJ1bmamsl 0céoe- cpeocmaa
OUCUUNIUHDBL | MOU KOMNe- | HUA OUCUUNIUHBL, Texkywuu Ilpome-
meHyuu | xapaxkmepusyloujue KOHmMPO.J1b Hcymou-
Imanvl popmuposa- | ycneeaemo- Hasa am-
HUA KOMNnEemeHyuu cmu mecma-
uus
Paznea 1. IlpodeccnonanibHoe o0nieHune
1. |Temal.1. Mosa | OK 02 OK 02, OK 04, OK | Bompocs! ajist DK3aMeHa-
Oynymas npo- | OK 04 05,0K 09, IIK 1.6 | obcyxaeHus. LIMOHHBIE 3a-
deccus OK 05 Ywmers: Y1-V7. TectupoBanue. | naHus
OK 09 3nath: 31-36. [IpakTnueckas
I[IK 1.6 pabora.
KonTtponbHas
pabora
Paznea 2. /lesioBasi nepenucka
2. | Tema 2.1. OK 02 OK 02, OK 04, OK | Bompocs! ajist DK3aMeHa-
Crpykrypa n OK 04 05, 0K 09, IIK 1.6 | oOcyxnaeHus. LIHOHHBIE 3a-
odopmiieHHE OK 05 Ymets: Y1-V7. TectupoBanue. | 1aHus
JICJIOBBIX ITH- OK 09 3HaTth: 31-36. [IpakTnueckas
ceM IIK 1.6 pabora.
KonTposbHas
pabota
Pa3znea 3. JlesioBasi JOKYMEHTALMSI OPraHU3ALMHU
3. | Tema 3.1. OK 02 OK 02, OK 04, OK | Bompocs! ajist DK3aMeHa-
BuyTpennsis OK 04 05,0K 09, IIK 1.6 | oOcyxneHus. IIMOHHBIE 3a-
noxkymentamus | OK 05 VYmetn: Y1-Y7. TectupoBanue. | gaHUs
KOMITaHUU OK 09 3Hats: 31-36. [IpakTrueckas
IIK 1.6 paborTa.
KonTponbHas
pabota

2.2. Kpurepnu olleHUBAHUSI KOMIIETEHIMIA HA PA3JIHYHBIX ITanax ux (OpMupoBaHUS
110 BUAAM OLICHOYHBIX CPEACTB

POBAaHHOCTH KOMIETEHITHI 00y4JarOIIIXCS.

bannpHO-peliTuHTOBas cucTeMa sIBIsIeTCS 0a30BOM CHCTEMOM OIeHUBaHUS C(HOPMHU-

HrtoroBas oreHka cOpMUPOBAHHOCTH KOMIIETEHIIMN OOYYaIOIMIMXCS B pPaMKax

OaJIbHO-PEUTUHTOBOM CHCTEMBI OCYILIECTBIISIETCS B X0/1€ TEKYIIET0 KOHTPOJIS yCIIeBaeMo-
CTH, IPOMEKYTOUYHON aTTECTAIIMH U OMpPENeNsaeTcs Kak cymMMa 0aliioB, TIOJyYEHHBIX 00Y-
YaloUMMUCA B PE3YJIbTAaTe MPOXOKACHUS BCEX (OPM KOHTPOJIS.
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OHCHKa C(bOpMI/IpOBaHHOCTI/I KOMHGTCHHI/II\/’I JUCIHUILIMHBI CKIAAbIBACTCA U3 IBYX CO-

CTaBJIAIOIIHUX:

v/ liepBast COCTABIIAIONIAst — OLEHKA IpenoaaBaresieM chOPMUPOBAHHOCTH KOMIIETEH-
Uil B TEUCHHME CeMeCTpa B XOJ€ TEKYIIEro KOHTPOJsS ycmeBaemocTH (Makcumym100
0aoB). CTpyKTypa MepBOil COCTABJISIONICH ONMPEICIACTCS TEXHOIOTUIECKOW KapTOM InC-
IUIUTMHBL, KOTOpas B Ha4Yaie CEMECTPa JOBOIUTCS 0 CBEIACHHUS 00yJarOIIUXCS;

v/ BTOpasi COCTaBJIIOIIAST — OIEHKa C(HOPMUPOBAHHOCTH KOMIIETEHIMI 00ydaro-
muxcs Ha 9k3amene (maxcumym — 30 bannos).

3aJJaHUM, TMO3BOJIAIONIAS ABTOMA-
TU3UPOBATH NPOLEAYPY H3MEpe-
HUSI YPOBHS 3HAHUW U YMEHUU
00yJaronerocs.

Ilamubannonan «OMAUYHO) «xopouto» «y00871€meopu- | «Heyo0e6/1emeo-
wKana meibHO» pumenbHo»
«3aumeno) «He 3aUmeHo»
100-6annvnasn 85u> 70— 84 51-69 0-50
wKana
IHEPEYEHBb OHEHOYHBIX CPEACTB
No Haumenosanue Xapakmepucmuka oyeHoO4HO20 Ilpeocmaesnenue ouye-
n/n OUEHOUHO20 cpeocmea HOYHO20 cpeocmea 6
cpeocmea DOCe
YCTHBIE OHEHOYHBIE CPEJICTBA

1. Y cTHBIM onpoc CpenctBo KOHTpoOJsi, opraHuzo- | Bompocel mist  06-
BaHHOE KaK CreluaibHas Oecefa | CyXKICHHUS MO TeMaMm
npenojiaBaresyiss ¢ O0yYarmMMCs | JUCIMIUIAHBI
Ha TEMbI, CBSI3aHHBIE C U3yYae-
MOW TUCHMIIMHOM, U PaCCUUTAH-
HOE Ha BBISICHEHHE O0beMa 3Ha-
HUW oOyyaromerocs o ompese-
JIEHHOMY pa3fieny, TeMe, IIpo-
Oyieme u T.1I.

INNCBMEHHBIE OHEHOYHBIE CPE/ICTBA
Tect CucremMa cTraHmapTU3UPOBAaHHBIX | POHA TECTOBBIX 3a-

TaHUH

IIpakTnueckas pa-

CucreMa CTpyKTYpUpPOBAaHHBIX 3a-

@OHJ MPAKTUYECKUX

OHAJIbHO-OPUEHTUPOBAHHBIX KOM-
MYHUKATUBHBIX  KOMIIETEHIIM.
OHa npoBepsieT HaBBIKM YTEHUS
npod. TEKCTOB, MEPEeBOMA, JIEJI0-
BOW MEPENUCKH U JIEKCUKO-IpaM-
MaTHYE€CKUX 3HAHUMU.

6ora JJaHWM, HAIMPABJICHHBIX HA MpPO- | 3alaHUM
BEPKY JIEKCHUKO-TPAaMMaTHUYECKUX
HaBBIKOB U YMEHUU JAEIOBON KOM-
MYHUKAITUH.
KonTtponrhas padota | Cucrtema oneHuBanus npodeccu- | KoMmiekT KOHTpOJib-

HBIX 3aJaHUMH.




A) KPUTEPUH U IKAJIA OHEHUBAHUSA OTBETOB HA YCTHBIE BO-

IMPOCBI
Ne Kpumepuu ouyenuseanusn Illkana oyenok
n/n Konuue- Ouenka
cmeo
oannos

1. 1) oOyuyaromuiics OJHO U apTYMEHTHPOBAHO OTBE- 10 OTanyHO
YaeT 10 COJIePKAHUIO 3a/1aHMUS; (BBICOKHIA
2) oOHapy)XMBaeT IMOHMMAaHHE MaTepHhaia, MOXKET YPOBEHb J10-
00OCHOBAaTh CBOU CYXKICHHSI, IPUMEHUTH 3HAHUS Ha CTHKCHUS
NpaKTHKE, MPUBECTH HEOOXOAMMBIE TPUMEPHI HE pe3yJIbTaTOB
TOJIBKO IO YYE€OHHKY, HO U CAMOCTOATEIBHO COCTAB- chopmupo-
JICHHBIE; BaHHOCTHU
3) mznmaraeT MaTepual MOCJIECIOBATEIbHO U IIpa- KOMIIETEH-
BUJIBHO. 1I1N)

2. IOJIHO U apryMEHTHPOBAHO OTBEYAET IO COJEprKa- 8 Xoporuo (10-
HUIO 3a/laHus; OOHapy>KUBaeT MOHUMaHUE MaTepu- CTaTOYHBIN
ajia, MOKeT 00OCHOBATh CBOU CYKJEHUS, IPUMEHUTD YPOBEHB J10-
3HAHUS Ha MPAKTHKE, IPUBECTU HEOOXOIUMBIE MPH- CTHKEHUS pe-
MEpBI HE TOJIBKO 10 Y4EOHHUKY, HO U CAMOCTOSITENIHO 3yJbTaTOB
COCTaBJICHHbIC; U3JlaraeT MaTepuai IMOociel0Ba- chopmMupo-
TETbHO W MPABWIBHO, HO JomyckaeT 1-2 ommOku, BaHHOCTHU
KOTOpBIE CaM K€ UCIIPABIISET. KOMIIETEH-

J0850%0)

3. oOyyJaronuiicss o0OHapy»KMBaeT 3HaHUE U IOHUMaHUE 5 VY nosnerBo-
OCHOBHBIX TIOJIOKEHUH TaHHOTO 3aJaHMsI, HO: PHUTEIBHO
1) uznaraetr mMarepual HEMOJIHO U JOMYCKaeT HeTOY- (mpuemnembli
HOCTU B ONpPEJEICHUH NOHATUNA WK (HOPMYIUPOBKE YpPOBEHb J10-
paBu; CTH)KEHUS pe-
2) HE yMeeT JO0CTaTOYHO TNIyOOKO M J0Ka3aTelIbHO 3yJIbTaTOB
000CHOBaTh CBOM CYXKJICHUSI M TIPUBECTH CBOM TPHU- chopmupo-
MEpBHI; BaHHOCTHU
3) u3naraeT MaTepuall HermoClIeA0BaTEIbHO H JIOIYC- KOMIIETEH-
KaeT OIIMOKH. 0020))

4, oOyuaronuiicss oOHapy>KMBaeT HE3HAHHE OTBETA Ha 0 Heynosnerso-
COOTBETCTBYIOIIIEE 3aJaHUE, JOMYCKAaeT OIIMOKH B PUTEIBHO
bopMyJIMpOBKE OMPEACIICHUI U TpaBUJl, UCKaXKaro- (Hempocrarou-
M€ UX CMBICII, OECIIOPAIOUHO U HEYBEPEHHO H3Jia- HBI YpPOBEHb
raeT Marepuaj; OTMEUalTCid TaKHe HEIOCTaTKH B JOCTUKECHHUS
MOJIFOTOBKE 00YYalOIerocsi, KOTOpPhIE SIBISIOTCS Ce- pe3yJIbTaToB
PBE3HBIM MPEMSITCTBUEM K YCIEIIHOMY OBJIAJICHHUIO chopmupo-
MOCIIEAYIOLUUM MaTepUaIoM. BaHHOCTHU

KOMIIETEH-
197049)




b) KPUTEPUHU N LLIKAJIA OHEHUBAHUA PE3YJIbBTATOB

TECTUPOBAHUSA
No Kpumepuu ouenu- Hlkana ouenox
n/n 6anus Konuue- Ouenka
cmeo
oannoe
1. 90-100 % mpa- 9-10 OTir4HO (BBICOKHM YPOBEHB TOCTUKEHUS pe-
BUJIbHBIX OTBETOB 3yJIbTATOB CHOPMHUPOBAHHOCTH KOMIICTCHITHH )
2. 80-89% npaBumiib- 7-8
HBIX OTBETOB Xopo1o (I0CTaTOYHBIA YPOBEHD TOCTHKCHUSIPE-
3. 70-79% npaBuib- 5-6 3yJITaTOB COPMUPOBAHHOCTH KOMITCTCHIIHH)
HBIX OTBETOB
4, 60-69% npaBuib- 3-4
HBIX OTBETOB Y 10BIETBOPUTENBHO (IPUEMIIEMBI YPOBEHbI0-
5. 50-59% npaBuib- 1-2 CTHIKEHUS pe3yJIbTaTOB C(HOPMUPOBAHHOCTHU
HBIX OTBETOB KOMITCTCHIIHH)
6. menee 50% mpa- 0 HeynoBneTBopuTenbHO (HEAOCTATOUHBINA yPO-
BUJIBHBIX OTBETOB BEHb JIOCTHKEHUSI PE3yIbTaTOB CPOPMUPOBAHHO-
CTH KOMIICTCHIIHN)

B) KPUTEPUM U IKAJIA OIEHUBAHUSA MIPAKTUYECKOM PABOThHI

No Ilkana ouenok

n/n Kpumepuu ouyenusanusn Konuue- Ouenka

cmeo
oannos

1. 3aiaHye BBIMOJHEHO MOJHOCTBIO: IIENb JI0- 9-10 OTinyHO
MAIITHETO 3a/I1aHMsl YCIICIITHO TOCTUTHYTA; OC- (BBICOKHIT YPOBEHB J0-
HOBHBIC TTOHSATHUS BBIICJICHBI; HATHIUE CXEM, CTHKCHUS PE3yJIbTaTOB
rpaduyueckoe BbIACIEHHE 0CO00 3HAYMMOU c(hOpMHPOBAHHOCTH
nH(popmaIruy; paboTa BBHIMOJHEHA B TIOJHOM KOMIICTCHIINH)
o0BeMe.

2. 3ajaHue BBINOJHEHO: 1I€1b BbBIIIOJIHEHUSA 8-7 Xopotio
JIOMAIITHEeTO 3aJaHus JAOCTUTHYTA; HAJIWUNC (ToCTaTOYHBIN yPOBEHB
NPAaBWIBHBIX 3TAJOHHBIX OTBETOB; OJHAKO TOCTHKEHUS pe3yJsIbTa-
paboTaBBINIOTHEHA HE B IMOJTHOM OOBEME. TOB c)OPMUPOBAHHO-

CTH KOMITETCHI[HH )

3. 3agaHye BBIITOJIHEHO YaCTUYHO: [IEJIh BBIIIOJI- 6-5 VY 10BIE€TBOPUTETHEHO
HEHUS JIOMAITHETO 3a/JaHMsl JOCTHTHYTa HE (MpreMIIeMbIi YPOBEHB
MOJIHOCTHI0;  MHOTOYHCIICHHBIE  OIIMOKH TOCTIKCHUS Pe3yiIbTa-
CHIKAIOT Ka4eCTBO BBIMIOJTHEHHOW paOOTHI. TOB C(hOPMHUPOBAHHO-

CTH KOMIICTCHIIVH)

4, 3ajaHie HE BBIMOJIHECHO, IIEIb BBIMOJIHEHUS | MEHEE D

JIOMAIITHETO 3aJaHusl HE TOCTUTHYTA.

10




I') KPUTEPUU U IIKAJIA OLIEHUBAHUS HA KOHTPOJIbHOM PABOTE

Ne Kpumepuu ouyenueanusn Illkana ouenok
n/n Konuue- Ouenka
cmeo
oannos

1. HckimrounTebHbIe 3HaHUS, a0COJIFOTHOE ITOHH- 28-30 Otimuaso
MaHHE CYTH BOIpoca, 0e3yKOpHU3HEHHOE 3HAHHUE OC- (BBICOKMIA
HOBHBIX ITOHSATHH U ITOJIOXKCHHM, JOTUICCKH H JICK- YPOBEHB J10-
CUYECKH TPAMOTHO HW3JI0KEHHBIE, COJCPKATEIh- CTHOKCHHS pe-
HbIC, APTYMEHTHUPOBAHHBIC M UCYCPITBIBAIOIINAEC OT- 3yJIbTaTOB
BETBHL. 00y4eHHUs)

2. ['nmyOokue 3HaHUS MaTepualia, OTIIMYHOE MOHMMa- | 25-27
HUE CYyTH BOIIPOCOB, TBEPI0E€ 3HAHNE OCHOBHBIX I10-

HSTUH W TOJIOKCHUH IO BOIIPOCaM, CTPYKTYpPHUPO-
BaHHBIC, TOCIEAOBATEIbHBIC, TOJHBIC, TPABHIb-
HBIC OTBETHI.

3. ['yOokue 3HaHUS MaTepHaia, MPaBUIbHOE MOHU- | 22-24
MaHHE CyTH BOIPOCOB, 3HAHUE OCHOBHBIX IMOHSATHN
U TIOJIOKEHUH 10 BOIpPOCaM, COJIEp’KaTeNbHEIE,

MIOJTHBIE W KOHKPETHBIE OTBET Ha BOMPOCHL. Hamm-
YHME HECYIIECTBEHHBIX WJIM TEXHHYSCKHUX ONTHOOK.

4, TBepaple, MOCTATOYHO MOJHBIC 3HaHMA, Xopoiree | 19-21
MIOHMMAaHHE CYTH BOIIPOCOB, MPABUIBHBIC OTBETHI
Ha BOITPOCHI, MUHUMAJIPHOE KOJMYECTBO HETOYHO-
cTeil, HeOpexkHoe 0hopMIICHHE.

3. TBepapie, HO HEAOCTATOYHO IOJHBIE 3HAHMS, II0 16-17 Xoporto (70-
CYTH, BEpHOE TIOHUMaHUE BOIPOCOB, B IIEJIOM TIpa- CTaTOYHBIN
BUJIbHBIC OTBETHI Ha BOIMPOCHI, HAINYKE HETOYHO- yYpOBEHB JI0-
cTel, HeOpexkHoe 0hOpMIICHHE CTUKEHUS

4, OO0mue 3HaHUs, HEAOCTATOYHOE MOHUMAaHHE 13-15 pe3yabTaTOB
CYTH BOIIPOCOB, HAJIM4YME OOJBIIOTO YMCIIA HETOY- o0y4eHus)
HOCTEH, HeOpekHOE ohopMITeHHE.

5. OTHOCUTENbHBIE 3HAHHUSA, HAJIMYHE OIIMOOK, 10-12 VY noBieTBo-
HeOpekHOE 0(hopMIICHHE. PUTEITHHO

6. [ToBepXHOCTHBIE 3HAHMS, HAJIUYHUE TPYOBIX OIIH- 7-9 (mpuemite-
OOK, OTCYTCTBHE JIOTHKH U3JIOKCHHS MaTepraa. MBI YPOBEHb

JTOCTHKCHHS
pe3yIbTaTOB
00yueHus)

1. Henonumanue cytu, OoJbIIOE KOJIMYECTBO 4-6 Heynosie-
IpyOBIX OIIMOOK, OTCYTCTBHE JIOTUKH H3JIOKEHUS TBOPHUTEIHHO
Marepuaa. (HemocTaTou-

8. He man oTBeT Ha MOCTaBJIEHHBIE BOMPOCHI. 1-3 HBIH YPOBEHB

Q. OTcyTCcTBHE OTBETA, ITaH OTBET HA IPYTHE BOTPOCHI, 0 JOCTHKCHHUSI
CIUCHIBAHUE B XOJIC BBITIOJHEHUS PabOTHI, HaJH- pe3yJIbTaTOB
yye Ha pabodyeM MeCcTe TEXHUYECKUX CPENCTB, B 00yueHus)

TOM 4HCJie TesedoHa.
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IK3aMEHE

Ilpu sx3amene:

2.3 Kpurepuu u mIKajaa OHeHUBAHNUS Pe3yJbTATOB OCBOCHHS IMCUMILINHBI PU

[UAIUIAHE.

No Kpumepuu ouenusanusn Ilkana oyenok
n/n Cymma Ouenka
oannoe
oucuu-
NJUHbBL

1. OOyuaromuiics TJIy00KO U IPOYHO YCBOUII MPO- 85u OtnuyHO

rpaMMHBIA MaTepual, MCYEpPNbIBAIOIIE, MOCe- BBIIIIE (BBICOKHIA
JIOBATEJIBHO, YETKO U JIOTUYECKU CTPOITHO €ro U3- YPOBEHb
JaraeT, yMeeT TeCHO yBS3bIBaTh TEOPHUIO C TPaK- JTOCTHXKEHUS
TUKOW, CBOOOJIHO CIIPABJISIETCS C 3ajja4aMH, BO- pe3yabTaToOB
pPOCaMH U IPYTUMU BUJIaMU NTPUMeE- HEHUs 3Ha- o0y4eHwUs)
HUH, TPUYEM HE 3aTPYIHACTCS C OTBETOM TP BH-
JOM3MEHCHUN 3aJIaHWi, HWCIIOJB3YyEeT B OTBETE
MaTe- puajl pa3IuIHON JINTepaTyphl, TPABUIHHO
00OCHOBBIBACT MPHUHITOE HECTAHIAPTHOE perlie-
HUE, BIAJEET Pa3HOCTOPOHHUMHU HABBIKAMH H
IpreMaMH BBITIOJTHCHUS MPAKTHYECKUX 3a/1a4 110
bOopMHUPOBAHUIO KOMIIECTEHITUH.

2. OOyuaromuiics TBEpJO 3HAET MaTepHual, Tpa- 75 -84 Xoporio (10-
MOTHO U MOCYIIECTBY U3JIAraeT ero, He JI0IMyCcKas CTaTOYHBIN
CYILIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BO- YPOBEHb J10-
POC, MPAaBUIIBHO MPUMEHSIET TEOPETUYECKUE TTO0- CTHKEHUS pe-
JIO’KEHUSI TIPU PEIICHUH TPAKTUYECKUX BOITPOCOB 3yJIbTaTOB 00Y-
W 3aJlay, BiaJceT HEOOXOAUMBIMU HaBBIKAMU U YEHUS)
preMaMHi WX BBITIOJHEHUS, a TaKKe UMEET J0-

CTaTOYHO TIOJTHOE TIPEICTABJIICHUE O 3HAYMMOCTH
3HAHWH TUCIUATIIINHBI.

3. OOyuaromuiics UMEeEeT 3HaHHsI TOJIbKO OCHOBHOTO 51-74 VY nosnerBopu-
MaTepuaia, HO He YCBOWJI €ro JeTayel, T0myc- TeJIbHO (TTpUEM-
KaeT HETOYHOCTH, HEJIOCTATOYHO MPABUIbHbBIC JIEMBIN ypo-
GOpMyYITUPOBKHM, HAPYIIEHUS JIOTUYECKON TIO- BEHb JTOCTHKE-
CJIEIOBATEIILHOCTH B M3JI0KEHUU TMPOTPAMM- HUSA pe3yibTa-
HOTO MaTepHaia, UCTBITHIBAET CIOXKHOCTH TpU TOB 00y4EeHUSN)
BBITIOJIHEHUH MPAKTHYECKUX padOT M 3aTpyIHS-
€TCs CBA3aTh TEOPHUIO BOIIPOCA C MPAKTUKOM

4, JlonyckaeT cepbe3Hble OLTMOKH, HE UMEET MPE/i- menee 51 | HeynorneTso-
CTaBJICHUH 110 METOJIMKE BBITOTHCHUS MPaKTHYIC- puTenbpHO (He-
CKOH pabOThI, HE MOXKET IMPOJIOKUTh 00yUYeHHUE JOCTaTOYHBIN
0e3 JIOTOJIHUTENLHBIX 3aHATHH 0 JaHHOM JHC- YPOBEHb J10-

CTH)KCHUS pe-
3yJbTaTOB 00Y-
YEHUS)
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I11. TAIIOBBIE KOHTPOJILHBIE 3ATAHUSI UJIM UHBIE MATEPHUAJIBI, HE-
OBXOJUMBIE JJIS1 OEHKH 3HAHW, YMEHW, TIPAKTUYECKOTO
OTIBITA, XAPAKTEPU3VIOIIAX DTAIIEI ®OPMHUPOBAHMS KOMITETEH-
L{U¥i B IPOLIECCE OCBOEHMSI OBPA3OBATEJBLHOI MTPOTPAMMBI

3.1. TunoBbIe KOHTPOJIBHBIC 3aJaHUA AJIA TEKYIIEI0 KOHTPOJA YCIIEBAEMOCTH oﬁyqa-
IOIIHUXCH

TecroBble 3ananus «Mos Oyaywas npogeccus»
ba3oBblil ypoBeHb

Test: My Future Profession - Clerk / Secretary

1. Choose the correct professional title:

A person who works in an office, types documents, and answers phones is a...
a) Driver

b) Clerk (Secretary)

c) Builder

d) Cook

2. Match the English term with its Russian equivalent:
1. Document — ...

2. Filing—...

3. Appointment — ...

4. Office equipment — ...

a) Berpeua

b) JlokymeHT

c¢) OducHoe o6opy10BaHHE

d) [MoammBka/apxuBUpOBaHUE

3. Complete the sentence:

| want to be a clerk because I like to work with ... and computers.
a) Animals

b) Documents

¢) Machines

d) Children

4. Choose the right verb:

A secretary usually documents and letters.
a) Cooks

b) Drives

c) Types

d) Sings

5. Translate the phrase:

" Jleonpou3BOAUTEL OpraHU3yeT padoduil A€Hb PyKOBOAUTENS."
a) The clerk makes coffee.

b) The clerk organizes the manager's day.

c) The clerk reads books.

d) The clerk types letters.
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6. Choose the correct word:

An office worker must be

a) Lazy

b) Organized

c) Slow

d) Loud

7. ldentify the synonym for "'to phone"':
a) Tosend

b) To call

c) To write

d) To file

8. Choose the correct preposition:

| am responsible filing documents.
a) In

b) On

c) For

d) At

9. What tool is NOT used by a clerk?

a) Printer

b) Scanner

c) Telephone

d) Hammer

10. Complete the dialogue:

Can | speak to Mr. Smith?

I'm sorry, he is not in the office now. Can I ... a message?
a) Take

b) Make

¢) Do

d) Give

Cpennuii ypoBeHb

I. Vocabulary: Choose the correct option (ITpodeccuonanbHast JeKCHKA)

1. Aclerk is responsible for maintaining company and filing documents.
a) equipment

b) records

C) computers

2. To keep the office running smoothly, you need to manage the of office
supplies.

a) inventory

b) salary ¢) meeting

3. I have to prepare for the weekly staff meeting.

a) agenda

b) minutes

c) salary

4. An office clerk must be highly to handle multiple tasks at once.

a) slow
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b) organized c) creative

5. Itis important to check incoming and outgoing

a) correspondence

b) personnel

C) canteen

I1. Professional English: Match the term with its definition (Iesonpoun3BoacTso)

1. Draft -a) To send a document by email or post.

2. File - b) A preliminary version of a document.

3. Dispatch - ¢) To arrange documents in a specific order.

4. Appointment - d) A scheduled meeting or time.

5. Confidential - e) Secret or private information.

III. Grammar: Fill in the gaps (Bpemena, 1e;10Basi nepenuncka)
1. Currently, I (work) on a new filing system for the archive.
a) work

b) am working

¢) worked

2. Lastweek, I (prepare) the report for the manager.
a) prepared

b) prepare

¢) have prepared

3. By the end of the day, | (finish) scanning all documents.
a) will finish

b) will have finished c) finish

4. | am looking forward (hear) from you soon.

a) hear

b) to hear

C) to hearing

5. Please, (not, share) this information with anyone.

a) don't share

b) not to share

C) not share

IVV. Reading Comprehension: "My Job" (Urenne n monumMaHue)

Text: "As an office clerk, my daily routine includes answering phones, scheduling appoint-
ments, and managing the company database. | need to be proficient in MS Office and pos-
sess excellent communication skills. My future goal is to become an office manager.”

1. What is NOT part of the clerk’s daily routine?

a) Answering phones

b) Selling products

¢) Scheduling appointments

2. What soft skill is mentioned?

a) Communication

b) Cooking

c) Driving

3. What is the goal of the person?

a) To change the company

b) To become an office manager

c) To work from home
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IToBbIIEHHBIN YPOBEHDb

Part 1: Professional Vocabulary & Terminology (Advanced Level)

Choose the correct term to complete the sentences.

1. A professional records manager must ensure all documents are properly

for quick retrieval.

a) abolished

b) indexed

c) destroyed

d) fragmented

2. The company’s policy requires all confidential documents to be after five
years of storage.

a) retained

b) shredded

c) filed

d) updated

3. It is necessary to maintain a strict of records to ensure the integrity of the
archiving system.

a) circulation

b) flow

C) database

d) audit trail

4. The administrative assistant is responsible for drafting the of the meeting
to outline the key points and decisions.

a) agenda

b) minutes

C) report

d) memo

5. Effective document control ensures that the latest of a procedure is used.
a) draft

b) version

C) copy

d) archive

Part 2: Reading Comprehension & Contextual Analysis

Read the text and choose the best answer.

"As a records manager, my primary responsibility is to manage the life cycle of records,
from creation to disposal. This includes organizing, classifying, and protecting sensitive
information. Proficiency in Electronic Records Management Systems (ERMS) is crucial,
as modern offices are moving towards paperless environments. A high level of attention to
detail and knowledge of compliance regulations (like GDPR) is vital to avoid legal penal-
ties."

6. What is the main goal of a records manager according to the text?

a) To type documents faster.

b) To manage the entire lifecycle of documents.

¢) To fix computers in the office.

d) To scan all paper files.

16



7. Why is knowledge of regulations important?
a) To organize office parties.

b) To speed up the mailing process.

¢) To avoid legal penalties.

d) To order office supplies.

Part 3: Business Correspondence and Grammar
Select the appropriate formal phrase.

8. When writing an official email to a client, you should start with:
a) Hi!

b) Dear Sir/Madam,

¢) What's up,

d) Hey there,

9. Choose the best phrase to finish a letter:

a) See ya,

b) Best wishes,

¢) Sincerely yours,

d) Bye,

10. (Grammar) If | (have) a higher proficiency in ERMS software, |

(apply) for the senior position last year.
a) had/would apply

b) had had/would have applied

¢) have/will apply

d) would have/applied

TecToBBIE KOHTPOJILHBIE 3aaHusl 10 TeMe «Mos Oyaymas npogeccus»
|. Ba3zoBwlii ypoBenn (Basic Level - Beginner/Elementary)

Lenv: nposepka 3nanus npogeccuoHarbHoU N1eKCuKu u 6a3080u cpamMmamuxi.
1. Choose the correct word for the sentence: ""A clerk works with ...""

a) Heavy machines

b) Documents and emails

c) Patients

d) Food

2. Complete the sentence: "My main responsibility is to ... the phone."
a) answer

b) making

c) cook

d) drive

3. Choose the right form: *'I ... (write) a letter to a client every morning."'
a) writing

b) wrote

C) write

d) is writing

4. What is a ""Filing Cabinet"?

a) Mecto aJist oTabIXa

b) lIkad nns xpaHeHUust TOKYMEHTOB

c) IIpuntep

d) Tenedon
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5. Translate: "'l am a clerk."

a) S Oyaymuii 1e10npOU3BOIUTEIIb.
b) S memonpou3BOAUTED.

c) A uiy paboty.

I1. Cpeanuii yposenn (Intermediate Level - Pre-Intermediate/Intermediate)

Ueflb.' npoeepkKka HaevlKoe pa60mbl C meKcmom, 3HAHUA OO0JIHCHOCMHBIX 00S3aHHOCMEl U
0e10601l NepenucKu.

1. Fill in the gaps (some, any, no, much): "'l have ... important documents to scan to-
day.™

a) any

b) no

C) some

d) much

2. Match the verb with the noun:

1. To prepare a) meetings

2. To arrange b) documentation

3. To file ¢) the documents

3. Read the text and answer (True/False):

"As a clerk, I manage office supplies, schedule appointments, and prepare meetings. | use
a computer to process incoming emails."

A clerk only works on the phone. (True/False) -> False

4. Choose the appropriate phrase for a business email:

a) Hey! Send me the report.

b) Dear Sir/Madam, Please find the report attached.

c¢) Give me the papers now.

5. What is the duty of a clerk?

a) Hiring new managers.

b) Managing the company's financial budget.

¢) Organizing and maintaining records.

I11. MoBpimennnIii ypoBennb (Advanced Level - Intermediate/Upper-Intermediate)
L]env: nposepka nonumanus npopeccuoHaIbHbiX MmpeodosaHul, 2pAMMaAmuKu (MOOAIbHbLE
enazonwl, Passive Voice), ymenus cocmasnsimo pezrome.

1. Complete with the correct modal verb: "*A professional clerk ... be punctual and
well-organized."

a) can

b) must

c) might

d) could

2. Choose the correct passive construction: *"The letters ... by the secretary every af-
ternoon.”

a) are signed

b) is signed

C) signed

d) signing
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3. Choose the best phrase for a cover letter regarding experience:
a) | don't like working.

b) I am proficient in MS Office and specialized document management systems.
c) I will try to work hard.

4. Choose the correct definition for ""Deadline’":

a) The time to start a meeting.

b) The latest time or date by which something should be completed.
¢) The process of sorting papers.

5. Choose the best way to ask for a meeting (polite English):

a) Come to the office on Monday.

b) Would it be possible to arrange a meeting on Monday?

c) Let's have a meeting.

TectoBble 3aqanus no TeMe «CTpyKTypa i opopMJIeHHeE 1eJT0BbIX MHCEM»
Bba3oBblii ypoBeHb

TecroBble 3aganus: Business Correspondence Structure

1. Which element is placed first in a standard business letter?

a) Salutation (ITpuBercTBHEC)

b) Sender’s Address (Anapec oTpaBuTENs)

c) Date

d) Subject Line

2. Choose the correct format for the date in a British English business letter:
a) 10-05-2026

b) 10 May 2026

c) May 10th, 2026

d) 2026, 10 May

3. What is the correct salutation if you do not know the recipient’s name?
a) Dear Sirs

b) Dear Mr/Ms

¢) Dear Sir or Madam

d) Hello

4. Where is the Subject Line (yka3anue Ha Temy nmucbma) usually placed?
a) Before the Inside Address

b) Between Salutation and Body

c) After the Signature

d) In the footer

5. Which of the following is a standard closing for a business letter?

a) Best wishes

b) Sincerely

c) Yours faithfully

d) See you soon

6. What is the «Inside Address»?

a) The sender's address

b) The recipient's name and address
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¢) The address of the building

d) The email address

7. Match the component with its description:

1. Body of the letter

2. Signature

3. Reference line

A. The main message

B. The sender's name and position

C. Tracking code (e.g., Our ref: 123)

8. Which option represents the closing if the letter starts with **Dear Mr. Smith"*?
a) Yours faithfully

b) Yours sincerely

c) Dear Sir

d) Best regards

9. What does the abbreviation *'p.p."* (or "'pp*’) stand for in a signature?
a) Personal Paper

b) Per procurationem (on behalf of)

c) Page Personal

d) Post Postscript

10. What is a ""Block Style™ letter format?

a) All text is aligned to the right

b) All text is left-aligned and paragraphs are not indented
c) Paragraphs are indented

d) Text is centered

CpenHero ypoBHst

Tect: Structure and Formatting of Business Letters

1. Choose the correct order of the parts of a business letter:

a) Date -> Sender's address -> Salutation -> Body -> Closing -> Signature

b) Sender's address -> Date -> Recipient's address -> Salutation -> Body -> Closing ->
Signature

¢) Recipient's address -> Date -> Sender's address -> Body -> Signature

2. Which salutation is appropriate if you do not know the name of the recipient?
a) Dear Sir or Madam

b) Dear Friend

c) Hello there

3. What is the most formal closing phrase?

a) Best wishes

b) Yours sincerely

c) See you

4. Choose the correct format for the date in a British English business letter:

a) 10/05/2026

b) 10 May 2026

¢) May 10th, 2026

5. Which phrase is used to mention an attached document?

a) | look at this
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b) Please find attached

c) Hereis it

6. Select the correct phrase for the body of a letter to request information:
a) | want to know...

b) I am writing to enquire about...

c) Tell me something...

7. Choose the correct sentence to end a letter asking for a reply:
a) Write back fast.

b) I look forward to hearing from you.

c) Tell me soon.

8. Where should the sender's address be placed?

a) At the very bottom

b) In the top right-hand corner or left-hand corner

¢) Under the signature

9. What does the abbreviation "'p.p."" (per procurationem) mean?
a) Postponed

b) Signed on behalf of someone else

c) Private property

10. Which phrase is appropriate for a polite refusal?

a) | can't do it.

b) No, thanks.

¢) Unfortunately, we are unable to accept your proposal

3aaHus NOBBILIEHHOT0 YPOBHS

|. Ctpykrypa u dopmatupoBanme (Structure & Layout)

1. BoiOepute BApHAHT, COOTBETCTBYIOUIUI NPaBWiaM 0opMJIeHHS [1€J10BOT0
nucbma B ctudie ""Full Block" (B koTopoM Bce 3jieMeHTHI BLIDOBHEHBI 110 JIEBOMY
Kpamw):

a) 3aronoBok (Letterhead), nara, angpec nosyyaresns, IpUBETCTBUE, TEJIO MUCbMA, MOJIUCH
— BCE C OTCTYNOM B 5 Ipo0eoB.

b) Bce anemenTsl, BKItOUas JaTy U MOANUCH, BRBIPOBHEHBI M0 JIEBOMY Kparo 0€3 OTCTYIOB.
¢) Anpec oTmpaBUTENS CIIpaBa, AaTa Mo IEHTPY, TEJIO MUChMa ¢ a03aIlHBIMU OTCTyTIaMHU.
2. 'me B n1e10BOM nucbMe 00bI14HO pacnosaraercs Reference Line (ccpliika Ha HOMep
npeabiaynie nepenucku)?

a) I[lepen mpusercTBueM (Salutation).

b) ITocne moamnucw.

¢) Mexny anpecom moaydartess U IPUBETCTBUEM.

3. Eciiu BbI He 3HaeTe UMs MOJIy4YaTeisl, KAKOW BApUAHT NMPUBETCTBUS SABJIAETCS
Haun0oJ1ee NPoecCHOHAIbHBIM?

a) Dear Sir/Madam,

b) Dear To Whom It May Concern,

c) Dear Sir or Madam,

Il. Cruab m aekcuka (Style & Vocabulary)

4. BoioepuTe HanGoJIee MOAXOASIIMIA BapuaHT 3aBepienns nucbma (Complimentary
Close), ecin mucbmo Havaro ¢ '‘Dear Mr. Smith"':

a) Yours faithfully,
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https://www.google.com/search?q=Reference+Line&biw=1229&bih=590&sca_esv=ebb434db3e8c774e&sxsrf=ANbL-n6J1dAFVJpBsbZXL2K9Y-NCeZaz8w%3A1775478209465&ei=waXTaeCJHLG0wPAP-qmV-QQ&ved=2ahUKEwjPq_WtnNmTAxWKHRAIHe66A-oQgK4QegQIBhAB&uact=5&oq=%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%BF%D0%BE%D0%B2%D1%8B%D1%88%D0%B5%D0%BD%D0%BD%D0%BE%D0%B3%D0%BE+%D1%83%D1%80%D0%BE%D0%B2%D0%BD%D1%8F+%D0%BF%D0%BE+%D1%82%D0%B5%D0%BC%D0%B5+%22%D0%A1%D1%82%D1%80%D1%83%D0%BA%D1%82%D1%83%D1%80%D0%B0+%D0%B8+%D0%BE%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D0%B4%D0%B5%D0%BB%D0%BE%D0%B2%D1%8B%D1%85+%D0%BF%D0%B8%D1%81%D0%B5%D0%BC%22+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D0%B5+%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8+%D0%B4%D0%BB%D1%8F+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAiwALRgtC10YHRgtC-0LLRi9C1INC30LDQtNCw0L3QuNGPINC_0L7QstGL0YjQtdC90L3QvtCz0L4g0YPRgNC-0LLQvdGPINC_0L4g0YLQtdC80LUgItCh0YLRgNGD0LrRgtGD0YDQsCDQuCDQvtGE0L7RgNC80LvQtdC90LjQtSDQtNC10LvQvtCy0YvRhSDQv9C40YHQtdC8IiDQv9C-INC00LjRgdGG0LjQv9C70LjQvdC1INCw0L3Qs9C70LjQudGB0LrQuNC5INGP0LfRi9C6INCyINC_0YDQvtGE0LXRgdGB0LjQvtC90LDQu9GM0L3QvtC5INC00LXRj9GC0LXQu9GM0L3QvtGB0YLQuCDQtNC70Y8gNDYuMDEuMDMg0LTQtdC70L7Qv9GA0L7QuNC30LLQvtC00LjRgtC10LvRjEgAUABYAHAAeACQAQCYAQCgAQCqAQC4AQPIAQD4AQGYAgCgAgCYAwCSBwCgBwCyBwC4BwDCBwDIBwCACAA&sclient=gws-wiz-serp&mstk=AUtExfACd5TOS4troVc4HW8JUVMBkqTrswACucLDRT7zicXpzh6MEkt06kH9RpjCF4MOT8O0s8rkEKk9tB8W9B2yLzJjLuCyMimZlpKWx2RML6RzN5S2f_5Y_S35YfL_YoOHQVG9j9p-4Tm1KuyfzmTQ-PfJSSI4ds42hFhsOuge1ydz9VxQ4TJJiIv0UgnY1QNJu5xu3bBqkx4QuWazg5tzmFnVLkLjkrtzBadn3W2RqI_Z2wyQ67GpafTx5V2i82tz97_8bW_r_baH9mzzCKfPwmGd&csui=3

b) Yours sincerely,

c) Best wishes,

5. Kakas ¢pa3za jqy4ine Bcero noaxoaur JJsi OCHOBHOIO a03a1a, BbIPAKAIOIIEro
npocnoy (Letter of Request)?

a) | want you to send me the report.

b) Could you send the report?

¢) We would be grateful if you could forward the report.

6. Uto o3Hauaet abOpeBHaTypa "enc." B KOHIIE 1€JI0BOI0 Mucbma?

a) Encourage (mmog6oapuTh).

b) Enclosure (mpunoxenue/BioxeHue).

¢) End of correspondence (konerr repenucku).

I11. UcnpaBiaenne ommook (Proofreading & Editing)

7. HaiiguTe omuOKy B 0pOpMJIEHUH AATHI.

a) 15th October, 2025

b) October 15, 2025

c) 15 October 2025 (O6puTaHCKHIA CTHIIB)

8. B kakoM npeaJi0KeHHH HAPYIIeH 1eJI0BO CTHIbL?

a) We are writing to inquire about the delay.

b) I’'m super upset that the goods haven’t arrived.

c) Please accept our apologies for any inconvenience.

IV. Curyaunonnnie 3axanus (Situational Analysis)

9. 3aganue: BcraBbTe NpoONyIeHHOE CJI0BO.

"We are writing to ... [3aka3siBats] 50 units of the product listed in your catalogue.”
a) claim

b) order

C) quote

10. B yem pasnuna me:xay '"Thank you for your prompt reply'" u '"Thank you for
your reply**?

a) Het pazHuIIbI.

b) IlepBoe nmoguepkuBaeT ObICTPOTY PEAKLIMH, YTO LIEHUTCS B IEJTOBOM MEPEIUCKE.
c) Bropoe — 6oiiee oduimaibHo.
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https://www.google.com/search?q=enc.&biw=1229&bih=590&sca_esv=ebb434db3e8c774e&sxsrf=ANbL-n6J1dAFVJpBsbZXL2K9Y-NCeZaz8w%3A1775478209465&ei=waXTaeCJHLG0wPAP-qmV-QQ&ved=2ahUKEwjPq_WtnNmTAxWKHRAIHe66A-oQgK4QegQICxAB&uact=5&oq=%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%BF%D0%BE%D0%B2%D1%8B%D1%88%D0%B5%D0%BD%D0%BD%D0%BE%D0%B3%D0%BE+%D1%83%D1%80%D0%BE%D0%B2%D0%BD%D1%8F+%D0%BF%D0%BE+%D1%82%D0%B5%D0%BC%D0%B5+%22%D0%A1%D1%82%D1%80%D1%83%D0%BA%D1%82%D1%83%D1%80%D0%B0+%D0%B8+%D0%BE%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D0%B4%D0%B5%D0%BB%D0%BE%D0%B2%D1%8B%D1%85+%D0%BF%D0%B8%D1%81%D0%B5%D0%BC%22+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D0%B5+%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8+%D0%B4%D0%BB%D1%8F+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAiwALRgtC10YHRgtC-0LLRi9C1INC30LDQtNCw0L3QuNGPINC_0L7QstGL0YjQtdC90L3QvtCz0L4g0YPRgNC-0LLQvdGPINC_0L4g0YLQtdC80LUgItCh0YLRgNGD0LrRgtGD0YDQsCDQuCDQvtGE0L7RgNC80LvQtdC90LjQtSDQtNC10LvQvtCy0YvRhSDQv9C40YHQtdC8IiDQv9C-INC00LjRgdGG0LjQv9C70LjQvdC1INCw0L3Qs9C70LjQudGB0LrQuNC5INGP0LfRi9C6INCyINC_0YDQvtGE0LXRgdGB0LjQvtC90LDQu9GM0L3QvtC5INC00LXRj9GC0LXQu9GM0L3QvtGB0YLQuCDQtNC70Y8gNDYuMDEuMDMg0LTQtdC70L7Qv9GA0L7QuNC30LLQvtC00LjRgtC10LvRjEgAUABYAHAAeACQAQCYAQCgAQCqAQC4AQPIAQD4AQGYAgCgAgCYAwCSBwCgBwCyBwC4BwDCBwDIBwCACAA&sclient=gws-wiz-serp&mstk=AUtExfACd5TOS4troVc4HW8JUVMBkqTrswACucLDRT7zicXpzh6MEkt06kH9RpjCF4MOT8O0s8rkEKk9tB8W9B2yLzJjLuCyMimZlpKWx2RML6RzN5S2f_5Y_S35YfL_YoOHQVG9j9p-4Tm1KuyfzmTQ-PfJSSI4ds42hFhsOuge1ydz9VxQ4TJJiIv0UgnY1QNJu5xu3bBqkx4QuWazg5tzmFnVLkLjkrtzBadn3W2RqI_Z2wyQ67GpafTx5V2i82tz97_8bW_r_baH9mzzCKfPwmGd&csui=3
https://www.google.com/search?q=Encourage&biw=1229&bih=590&sca_esv=ebb434db3e8c774e&sxsrf=ANbL-n6J1dAFVJpBsbZXL2K9Y-NCeZaz8w%3A1775478209465&ei=waXTaeCJHLG0wPAP-qmV-QQ&ved=2ahUKEwjPq_WtnNmTAxWKHRAIHe66A-oQgK4QegQICxAC&uact=5&oq=%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%BF%D0%BE%D0%B2%D1%8B%D1%88%D0%B5%D0%BD%D0%BD%D0%BE%D0%B3%D0%BE+%D1%83%D1%80%D0%BE%D0%B2%D0%BD%D1%8F+%D0%BF%D0%BE+%D1%82%D0%B5%D0%BC%D0%B5+%22%D0%A1%D1%82%D1%80%D1%83%D0%BA%D1%82%D1%83%D1%80%D0%B0+%D0%B8+%D0%BE%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D0%B4%D0%B5%D0%BB%D0%BE%D0%B2%D1%8B%D1%85+%D0%BF%D0%B8%D1%81%D0%B5%D0%BC%22+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D0%B5+%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8+%D0%B4%D0%BB%D1%8F+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAiwALRgtC10YHRgtC-0LLRi9C1INC30LDQtNCw0L3QuNGPINC_0L7QstGL0YjQtdC90L3QvtCz0L4g0YPRgNC-0LLQvdGPINC_0L4g0YLQtdC80LUgItCh0YLRgNGD0LrRgtGD0YDQsCDQuCDQvtGE0L7RgNC80LvQtdC90LjQtSDQtNC10LvQvtCy0YvRhSDQv9C40YHQtdC8IiDQv9C-INC00LjRgdGG0LjQv9C70LjQvdC1INCw0L3Qs9C70LjQudGB0LrQuNC5INGP0LfRi9C6INCyINC_0YDQvtGE0LXRgdGB0LjQvtC90LDQu9GM0L3QvtC5INC00LXRj9GC0LXQu9GM0L3QvtGB0YLQuCDQtNC70Y8gNDYuMDEuMDMg0LTQtdC70L7Qv9GA0L7QuNC30LLQvtC00LjRgtC10LvRjEgAUABYAHAAeACQAQCYAQCgAQCqAQC4AQPIAQD4AQGYAgCgAgCYAwCSBwCgBwCyBwC4BwDCBwDIBwCACAA&sclient=gws-wiz-serp&mstk=AUtExfACd5TOS4troVc4HW8JUVMBkqTrswACucLDRT7zicXpzh6MEkt06kH9RpjCF4MOT8O0s8rkEKk9tB8W9B2yLzJjLuCyMimZlpKWx2RML6RzN5S2f_5Y_S35YfL_YoOHQVG9j9p-4Tm1KuyfzmTQ-PfJSSI4ds42hFhsOuge1ydz9VxQ4TJJiIv0UgnY1QNJu5xu3bBqkx4QuWazg5tzmFnVLkLjkrtzBadn3W2RqI_Z2wyQ67GpafTx5V2i82tz97_8bW_r_baH9mzzCKfPwmGd&csui=3
https://www.google.com/search?q=Enclosure&biw=1229&bih=590&sca_esv=ebb434db3e8c774e&sxsrf=ANbL-n6J1dAFVJpBsbZXL2K9Y-NCeZaz8w%3A1775478209465&ei=waXTaeCJHLG0wPAP-qmV-QQ&ved=2ahUKEwjPq_WtnNmTAxWKHRAIHe66A-oQgK4QegQICxAD&uact=5&oq=%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%BF%D0%BE%D0%B2%D1%8B%D1%88%D0%B5%D0%BD%D0%BD%D0%BE%D0%B3%D0%BE+%D1%83%D1%80%D0%BE%D0%B2%D0%BD%D1%8F+%D0%BF%D0%BE+%D1%82%D0%B5%D0%BC%D0%B5+%22%D0%A1%D1%82%D1%80%D1%83%D0%BA%D1%82%D1%83%D1%80%D0%B0+%D0%B8+%D0%BE%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D0%B4%D0%B5%D0%BB%D0%BE%D0%B2%D1%8B%D1%85+%D0%BF%D0%B8%D1%81%D0%B5%D0%BC%22+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D0%B5+%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8+%D0%B4%D0%BB%D1%8F+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAiwALRgtC10YHRgtC-0LLRi9C1INC30LDQtNCw0L3QuNGPINC_0L7QstGL0YjQtdC90L3QvtCz0L4g0YPRgNC-0LLQvdGPINC_0L4g0YLQtdC80LUgItCh0YLRgNGD0LrRgtGD0YDQsCDQuCDQvtGE0L7RgNC80LvQtdC90LjQtSDQtNC10LvQvtCy0YvRhSDQv9C40YHQtdC8IiDQv9C-INC00LjRgdGG0LjQv9C70LjQvdC1INCw0L3Qs9C70LjQudGB0LrQuNC5INGP0LfRi9C6INCyINC_0YDQvtGE0LXRgdGB0LjQvtC90LDQu9GM0L3QvtC5INC00LXRj9GC0LXQu9GM0L3QvtGB0YLQuCDQtNC70Y8gNDYuMDEuMDMg0LTQtdC70L7Qv9GA0L7QuNC30LLQvtC00LjRgtC10LvRjEgAUABYAHAAeACQAQCYAQCgAQCqAQC4AQPIAQD4AQGYAgCgAgCYAwCSBwCgBwCyBwC4BwDCBwDIBwCACAA&sclient=gws-wiz-serp&mstk=AUtExfACd5TOS4troVc4HW8JUVMBkqTrswACucLDRT7zicXpzh6MEkt06kH9RpjCF4MOT8O0s8rkEKk9tB8W9B2yLzJjLuCyMimZlpKWx2RML6RzN5S2f_5Y_S35YfL_YoOHQVG9j9p-4Tm1KuyfzmTQ-PfJSSI4ds42hFhsOuge1ydz9VxQ4TJJiIv0UgnY1QNJu5xu3bBqkx4QuWazg5tzmFnVLkLjkrtzBadn3W2RqI_Z2wyQ67GpafTx5V2i82tz97_8bW_r_baH9mzzCKfPwmGd&csui=3
https://www.google.com/search?q=End&biw=1229&bih=590&sca_esv=ebb434db3e8c774e&sxsrf=ANbL-n6J1dAFVJpBsbZXL2K9Y-NCeZaz8w%3A1775478209465&ei=waXTaeCJHLG0wPAP-qmV-QQ&ved=2ahUKEwjPq_WtnNmTAxWKHRAIHe66A-oQgK4QegQICxAE&uact=5&oq=%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%BF%D0%BE%D0%B2%D1%8B%D1%88%D0%B5%D0%BD%D0%BD%D0%BE%D0%B3%D0%BE+%D1%83%D1%80%D0%BE%D0%B2%D0%BD%D1%8F+%D0%BF%D0%BE+%D1%82%D0%B5%D0%BC%D0%B5+%22%D0%A1%D1%82%D1%80%D1%83%D0%BA%D1%82%D1%83%D1%80%D0%B0+%D0%B8+%D0%BE%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D0%B4%D0%B5%D0%BB%D0%BE%D0%B2%D1%8B%D1%85+%D0%BF%D0%B8%D1%81%D0%B5%D0%BC%22+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D0%B5+%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8+%D0%B4%D0%BB%D1%8F+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAiwALRgtC10YHRgtC-0LLRi9C1INC30LDQtNCw0L3QuNGPINC_0L7QstGL0YjQtdC90L3QvtCz0L4g0YPRgNC-0LLQvdGPINC_0L4g0YLQtdC80LUgItCh0YLRgNGD0LrRgtGD0YDQsCDQuCDQvtGE0L7RgNC80LvQtdC90LjQtSDQtNC10LvQvtCy0YvRhSDQv9C40YHQtdC8IiDQv9C-INC00LjRgdGG0LjQv9C70LjQvdC1INCw0L3Qs9C70LjQudGB0LrQuNC5INGP0LfRi9C6INCyINC_0YDQvtGE0LXRgdGB0LjQvtC90LDQu9GM0L3QvtC5INC00LXRj9GC0LXQu9GM0L3QvtGB0YLQuCDQtNC70Y8gNDYuMDEuMDMg0LTQtdC70L7Qv9GA0L7QuNC30LLQvtC00LjRgtC10LvRjEgAUABYAHAAeACQAQCYAQCgAQCqAQC4AQPIAQD4AQGYAgCgAgCYAwCSBwCgBwCyBwC4BwDCBwDIBwCACAA&sclient=gws-wiz-serp&mstk=AUtExfACd5TOS4troVc4HW8JUVMBkqTrswACucLDRT7zicXpzh6MEkt06kH9RpjCF4MOT8O0s8rkEKk9tB8W9B2yLzJjLuCyMimZlpKWx2RML6RzN5S2f_5Y_S35YfL_YoOHQVG9j9p-4Tm1KuyfzmTQ-PfJSSI4ds42hFhsOuge1ydz9VxQ4TJJiIv0UgnY1QNJu5xu3bBqkx4QuWazg5tzmFnVLkLjkrtzBadn3W2RqI_Z2wyQ67GpafTx5V2i82tz97_8bW_r_baH9mzzCKfPwmGd&csui=3

TecToBbIEe KOHTPOJILHBIE 3a1aHus 10 TeMe «CTpyKTypa U opopMiIeHHe 1eT0BbIX MHU-
cem»

I. Ba3oBsbiii ypoBens (Basic Level)

Llenv: npoeepka 3nanus s1emMenmos cmpyKmypol NUCbMA.

1. PacnosioskuTe 4acTH 1eJI0BOro MHCHMAa B MpaBHJIbHOM nopsiake (1-6):

A) Closing (3akmounTenbHas (pasza)

B) Body of the letter (OcHoBHas 4yacTh)

C) Inside address (Anpec moaydarens)

D) Signature (IToamuce)

E) Salutation (ITpuercTBuUE)

F) Sender's address (Anpec oTnpaBuTes)

2. BoiOepuTe npaBujIbHOE MIPUBETCTBHE, €CJIH BbI HEe 3HA€TE MMEHU MOJIyqYaTeJIsi:
a) Dear Mr. Smith,

b) Dear Sir or Madam,

c) Hi,

3. YUto 00b14HO yKa3bIiBaeTcs nocJe cjaona "Encl." (Enclosure)?

a) Mg otmipaBuTes

b) Crnincok mpuiaaraeMbiX JTOKYMEHTOB

c¢) Jlata nucema

Il. Cpennnii ypoBensn (Intermediate Level)

Lenv: nposepka Hasvlkoe opopmieHus u ynompeoienus 0eni080u 1eKCUKU.

4. Bbi0epuTe KOPPEKTHYIO 3aKJII0YNTEILHYIO ¢pa3y, eciu nucbMo Ha4YaTo ¢ '"Dear
Mr. Jones'":

a) Yours faithfully,

b) Yours sincerely,

c) Best wishes,

5. 3amoarnure mpomyck: ""We are writing to ... our invoice for the delivered goods."
a) confirm

b) apologize

C) inquire

6. Haiinure omiuOKy B 0pOpMJICHHH AATHI:

a) 25th May 2026

b) May 25, 2026

c) 25/05/26

I11. IToBbimeHHbINH YpoBeHb (Advanced Level)

Lenv: ananuz cmuns, pedaxmuposanue u NOHUMAHUE MEPMUHONOSUL.

7. IlpounTaiite npeasioxkenne. Haiiaure JieKCH4eCKYI0 OIIUOKY (3aMeHUTE Pa3roBop-
HbIil BADMAHT HA /1eJI0BOM):

"I'm writing to ask about the job you advertised."

8. Ilepenuumure npeasioxkeHue B MACCUMBHOM 3aJiore (0ojiee GpopMaIbHO):

"We have received your order."

9. Kakoe BbIpakeHHe JIy4llie HCIOJIb30BaTh JJIsl HAYajia MuchbMa-Kajaoonl (Com-
plaint)?

a) | want to tell you that you are wrong.
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b) I am writing to express my dissatisfaction with...
¢) Hello, I have a problem.

TecToBble 3a1aHus 10 TeMe «BHYTpeHHsAs] JOKYMEHTALUSA KOMIIAHUI)
ba3oBblii ypoBeHb

1. BbiOepuTte HaudoJ1ee MOAXOASIIUIA TEPMHUH JJ BHYTPEHHEI0 CJIY:KeOHOT0 coolIe-
HHSI MEXKY OTAeJaMHU KOMIIAHUM:

a) Advertisement

b) Memo (Memorandum)

¢) Invoice

d) Catalogue

2. Kak nepeBoaurtcst «Minutes of the meeting»?

a) Bpemst BcTpeun

b) I1nan BcTpeuun

c¢) IIpoTokon 3acemanus

d) IToBecTka aHs

3. JlIokyMeHT, coJepsKallMid epevYeHb BONMPOCOB AJIs 00CYK/IeHUs HA COOpaHuU, —
3T0...

a) Agenda

b) Report

c) Order

d) Receipt

4. lononute nmpenoxenue: "'Please find attached the monthly sales
a) contract

b) report

c) envelope

d) fax

5. Uto o3nauaer nomerka «Urgent» Ha 1oKymMeHTe?

a) CexpeTHO

b) JInuno

c¢) Cpouno

d) IMpoekt

6. 3amostHuTe mMpomyck: ""Mr. Smith is responsible ___internal communication."
a) in

b) at

c) for

d) with

7. Yraxure coorBercrBue: «llITaTHOC pacnucanue» — 3T10...

a) Job description

b) Staffing schedule (Staffing table)

¢) Vacancy

d) Time-sheet

8. JIokyMeHT, persyiaMeHTHPYIOUIUA padoyee BpeMsi COTPYAHUKOB, — I3TO...

a) Internal labour regulations

b) Contract
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https://www.google.com/search?q=Memo&biw=1229&bih=590&sca_esv=ebb434db3e8c774e&sxsrf=ANbL-n6v_j8chRmnZH6zgMKIGuPUlEuQuA%3A1775478865522&ei=UajTaZ-7H5iwwPAP8sXMmQ8&ved=2ahUKEwj45LOtntmTAxXeKhAIHdogNaoQgK4QegQIBBAC&uact=5&oq=%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%B1%D0%B0%D0%B7%D0%BE%D0%B2%D1%8B%D0%B9+%D1%83%D1%80%D0%BE%D0%B2%D0%BD%D1%8F+%D0%BF%D0%BE+%D1%82%D0%B5%D0%BC%D0%B5+%22%D0%92%D0%BD%D1%83%D1%82%D1%80%D0%B5%D0%BD%D0%BD%D1%8F%D1%8F+%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%D0%B8%D1%8F+%D0%BA%D0%BE%D0%BC%D0%BF%D0%B0%D0%BD%D0%B8%D0%B8%22+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D0%B5+%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8+%D0%B4%D0%BB%D1%8F+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAisgLRgtC10YHRgtC-0LLRi9C1INC30LDQtNCw0L3QuNGPINCx0LDQt9C-0LLRi9C5INGD0YDQvtCy0L3RjyDQv9C-INGC0LXQvNC1ICLQktC90YPRgtGA0LXQvdC90Y_RjyDQtNC-0LrRg9C80LXQvdGC0LDRhtC40Y8g0LrQvtC80L_QsNC90LjQuCIg0L_QviDQtNC40YHRhtC40L_Qu9C40L3QtSDQsNC90LPQu9C40LnRgdC60LjQuSDRj9C30YvQuiDQsiDQv9GA0L7RhNC10YHRgdC40L7QvdCw0LvRjNC90L7QuSDQtNC10Y_RgtC10LvRjNC90L7RgdGC0Lgg0LTQu9GPIDQ2LjAxLjAzINC00LXQu9C-0L_RgNC-0LjQt9Cy0L7QtNC40YLQtdC70YxIAFAAWABwAHgBkAEAmAEAoAEAqgEAuAEDyAEA-AEBmAIAoAIAmAMAkgcAoAcAsgcAuAcAwgcAyAcAgAgA&sclient=gws-wiz-serp
https://www.google.com/search?q=Staffing+schedule&biw=1229&bih=590&sca_esv=ebb434db3e8c774e&sxsrf=ANbL-n6v_j8chRmnZH6zgMKIGuPUlEuQuA%3A1775478865522&ei=UajTaZ-7H5iwwPAP8sXMmQ8&ved=2ahUKEwj45LOtntmTAxXeKhAIHdogNaoQgK4QegQIEBAC&uact=5&oq=%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%B1%D0%B0%D0%B7%D0%BE%D0%B2%D1%8B%D0%B9+%D1%83%D1%80%D0%BE%D0%B2%D0%BD%D1%8F+%D0%BF%D0%BE+%D1%82%D0%B5%D0%BC%D0%B5+%22%D0%92%D0%BD%D1%83%D1%82%D1%80%D0%B5%D0%BD%D0%BD%D1%8F%D1%8F+%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%D0%B8%D1%8F+%D0%BA%D0%BE%D0%BC%D0%BF%D0%B0%D0%BD%D0%B8%D0%B8%22+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D0%B5+%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8+%D0%B4%D0%BB%D1%8F+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAisgLRgtC10YHRgtC-0LLRi9C1INC30LDQtNCw0L3QuNGPINCx0LDQt9C-0LLRi9C5INGD0YDQvtCy0L3RjyDQv9C-INGC0LXQvNC1ICLQktC90YPRgtGA0LXQvdC90Y_RjyDQtNC-0LrRg9C80LXQvdGC0LDRhtC40Y8g0LrQvtC80L_QsNC90LjQuCIg0L_QviDQtNC40YHRhtC40L_Qu9C40L3QtSDQsNC90LPQu9C40LnRgdC60LjQuSDRj9C30YvQuiDQsiDQv9GA0L7RhNC10YHRgdC40L7QvdCw0LvRjNC90L7QuSDQtNC10Y_RgtC10LvRjNC90L7RgdGC0Lgg0LTQu9GPIDQ2LjAxLjAzINC00LXQu9C-0L_RgNC-0LjQt9Cy0L7QtNC40YLQtdC70YxIAFAAWABwAHgBkAEAmAEAoAEAqgEAuAEDyAEA-AEBmAIAoAIAmAMAkgcAoAcAsgcAuAcAwgcAyAcAgAgA&sclient=gws-wiz-serp&mstk=AUtExfBgxRmimNLQNQsrSqZB44sfbnIVYWELp-WCIrFEb-oXSD4x02tV8JzXIfS2wCkP_GTtx6lHxCParvH5YWV6szY8oTQ2u7PQ-ZijB6X2oFt0DLQnGKmINALKIqvK75zk7CtSbwtSS7aW5BsBf-jHKcG60RWQ4wY3NhZ00GeVqnZRHRl5CljjYJY1HvNcQ8VI6y9jeR9BPHKcZihtM3LGbUVoxhoyBP_--iJ1YN1U4jNUCkAf1psp9kE89l6r0poBNYsetbjWvjUKku7e9Tl2mvjE&csui=3
https://www.google.com/search?q=Internal+labour+regulations&biw=1229&bih=590&sca_esv=ebb434db3e8c774e&sxsrf=ANbL-n6v_j8chRmnZH6zgMKIGuPUlEuQuA%3A1775478865522&ei=UajTaZ-7H5iwwPAP8sXMmQ8&ved=2ahUKEwj45LOtntmTAxXeKhAIHdogNaoQgK4QegQIEhAB&uact=5&oq=%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%B1%D0%B0%D0%B7%D0%BE%D0%B2%D1%8B%D0%B9+%D1%83%D1%80%D0%BE%D0%B2%D0%BD%D1%8F+%D0%BF%D0%BE+%D1%82%D0%B5%D0%BC%D0%B5+%22%D0%92%D0%BD%D1%83%D1%82%D1%80%D0%B5%D0%BD%D0%BD%D1%8F%D1%8F+%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%D0%B8%D1%8F+%D0%BA%D0%BE%D0%BC%D0%BF%D0%B0%D0%BD%D0%B8%D0%B8%22+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D0%B5+%D0%B0%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8+%D0%B4%D0%BB%D1%8F+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAisgLRgtC10YHRgtC-0LLRi9C1INC30LDQtNCw0L3QuNGPINCx0LDQt9C-0LLRi9C5INGD0YDQvtCy0L3RjyDQv9C-INGC0LXQvNC1ICLQktC90YPRgtGA0LXQvdC90Y_RjyDQtNC-0LrRg9C80LXQvdGC0LDRhtC40Y8g0LrQvtC80L_QsNC90LjQuCIg0L_QviDQtNC40YHRhtC40L_Qu9C40L3QtSDQsNC90LPQu9C40LnRgdC60LjQuSDRj9C30YvQuiDQsiDQv9GA0L7RhNC10YHRgdC40L7QvdCw0LvRjNC90L7QuSDQtNC10Y_RgtC10LvRjNC90L7RgdGC0Lgg0LTQu9GPIDQ2LjAxLjAzINC00LXQu9C-0L_RgNC-0LjQt9Cy0L7QtNC40YLQtdC70YxIAFAAWABwAHgBkAEAmAEAoAEAqgEAuAEDyAEA-AEBmAIAoAIAmAMAkgcAoAcAsgcAuAcAwgcAyAcAgAgA&sclient=gws-wiz-serp&mstk=AUtExfBgxRmimNLQNQsrSqZB44sfbnIVYWELp-WCIrFEb-oXSD4x02tV8JzXIfS2wCkP_GTtx6lHxCParvH5YWV6szY8oTQ2u7PQ-ZijB6X2oFt0DLQnGKmINALKIqvK75zk7CtSbwtSS7aW5BsBf-jHKcG60RWQ4wY3NhZ00GeVqnZRHRl5CljjYJY1HvNcQ8VI6y9jeR9BPHKcZihtM3LGbUVoxhoyBP_--iJ1YN1U4jNUCkAf1psp9kE89l6r0poBNYsetbjWvjUKku7e9Tl2mvjE&csui=3

c¢) Application

d) Resume

9. Uto 00bIYHO AeJIaeT ceKpeTaphb ¢ Bxoasmum «Memo»?
a) Sells it

b) Registers it

c) Prints it

d) Burns it

10. Kak Be:KJIMBO HAYaTh MHUCbMO KoJL1ere?
a) Hey!

b) Dear Sir/Madam

c) Dear Mr./Ms. [Surname]

d) Give me a document

Cpennuii ypoBeHb

Test: Internal Company Documentation (Intermediate Level)

1. Choose the correct term for a document that sets out the rules of conduct for em-
ployees within a company.

a) Job Description

b) Internal Regulations (Rules of Internal Labour Order)

¢) Purchase Order

d) Memo

2. What is a ""Memo" (Memorandum) commonly used for?

a) Formal communication with clients

b) Official communication within the organization

¢) Reporting annual financial results

d) Placing an order with a supplier

3. Which document contains the list of all positions, the number of staff, and salaries?
a) Time Sheet

b) Staffing Table (Staff Schedule)

¢) Employment Contract

d) Agenda

4. Fill in the blank: ""All employees must sign the to confirm they have read
the company safety rules."

a) Invoice

b) Minutes

¢) Acknowledgement Form

d) Resume

5. Choose the correct phrase to start an internal email about a meeting.
a) Dear Sir/Madam,

b) Regarding the upcoming meeting...

¢) To whom it may concern,

d) Please find attached the complaint...

6. What is the purpose of ""Minutes of the Meeting"'?

a) To list the menu for a business lunch

b) To record the discussions and decisions of a meeting

c) To approve the annual budget
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d) To fire an employee

7. "'An official paper that authorizes a payment to a supplier’ is a definition of:
a) Invoice

b) Report

¢) Voucher

d) Contract

8. Select the phrase that means "to submit a document to a manager for approval.
a) To draft a document

b) To delete a document

¢) To submit for approval

d) To organize a document

9. What is a ""Job Description™?

a) A list of holidays

b) A document outlining duties and responsibilities of a position

¢) A formal complaint

d) An advertisement

10. ""Please, ensure all documents are according to the date before filing.""
a) Printed

b) Deleted

¢) Ordered (Sorted)

d) Scanned

TecToBBIE KOHTPOJIbHBIC 3a/1aHUHA 110 TEME «BHYTpeHHHﬂ AOKYMECHTAIINA KOMIIAHHUHW>
I. bazoBbiii ypoBensb (Basic Level) - 3nanune tepmMuHoioruu

Task 1. Choose the correct definition for " Internal Documentation™'.

A) Documents sent to clients

B) Documents used only inside the company

C) Advertisements

Task 2. Match the document type with its purpose.

1. Memorandum (Memo) — a) Meeting schedule

2. Agenda — b) Internal report or message

3. Report — c¢) Detailed summary of a past project

Task 3. Choose the right word:

"Please, fill out the ... (1. application form / 2. internal memo) to request time off."

I1. Cpennnii ypoennb (Intermediate Level) - PaboTa ¢ nokymeHnTamu
Task 4. Fill in the gaps in the Memo structure:

« To: All Employees

« From: Management

« Date: 06/04/2026

« Subject: Office Closure

« Text: Please be advised that the office ... (1. is open / 2. will be closed) on Friday.
Task 5. Choose the correct phrase for a memo:

« Formal: Please be advised...

o Informal: Just a quick note...

. Both are acceptable.
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Task 6. Identify the type of document by its text:

"In accordance with the directive, all employees must... [signed: Director]"
A) Minutes of the meeting

B) Internal Order (Decree)

C) Invoice

I11. IToBbimennblil ypoBeHnb (Advanced Level) - CocraBiieHue  pe1akTupoBaHue
Task 7. Edit the sentence to make it more professional (Business English):
Wrong: "I send you the report for your info."

Correct: "Please find attached the report for your..."

Task 8. Create a short **Agenda’ (3 points) for a weekly team meeting.

1. ..

2. ...

3. ...

Task 9. Translate into English for a company procedure:

«ITpoTokoi coOpanust JOJKEH ObITh OAMKUCAH CEKPETApEM B TEUEHUE 3 THEI».
(Hint: Minutes of the meeting, signed, within, secretary)

3.2. TunoBble KOHTPOJIbHbIE 32IaHUs 1JIsl POMEKYTOYHO aTTeCcTAlMU
o0yyarImuxcs

3K3aMeHaHI/IOHHble 3aJaHHuA

OK 02. OcymecTBJISITh OUCK, AHAJIN3 U MHTEepHpeTANui0 HHGoOpManu, He0OX0au-
MOM Uil BBINOJIHEHHS 32124 NPO(ecCHOHATBLHOU 1eATeIbHOCTH

3amaHus cpegHero ypoBHsi

1. Ilpoumume mexcm 3a0anusi u 6CMagbme apmuKisb, 20e HeoOXo00UMO.

1.This is ... book. It is my ... book.

2. Is this your ... pencil? — No, it isn’t my ... pencil; it is my sister’s ... pencil.

3. T have ... sister. My ... sister is ... engineer. My sis-ter’s husband is ... doctor.
4.1 have no ... handbag.

5. Have they got ... car? — Yes, they have. Their ... car is very expensive.

6. Have you got ... calculator? — No, I haven’t.

7. This ... pen is good, and that ... pen is bad.

2. Hpoqmume meKcm 3a0aHUs U 3an0JHUme nponycku OAaHHbIMU 2]1A20JIAMU 6 NOBEIU-
mejlbHOM HAKIOHEHUU.

To read, to send, to take, to find, to meet, to close, to write, to give.

e.g. ... the book! Open the book!

1. ... the text!
2. .....afax!
3. ... apen!
4. ... adiskette!

5. ... the manager!
3. Hpoqmume mexcm 3a0aHUs U 3aNOJAHUmMe nponycku coomeemcmeyrowumu TUYHbBIMU
MecmoumerHuAMu.
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1..... 1S nice.

2. .... amold.
3. ....arebad.
4. ....1s interesting.

3ajaHuA NOBBLIIIEHHOT0 YPOBHA

IIpoumume mexcm u 3anuwiume pazeepHymulil 000CHOBAHHBIU OMEem
1. IlepeBeauTe NpesIOKECHUS HA AHTJIMUCKUU A3bIK.

1. Jlait MHE pyUKy, OKAIYHUCTA.

2. OrnpaBbTe eif axc!

3. IlokaxuTe HaM Ball JIOM.

4. IIpoumnTaiiTe €l 3Ty KHUTY.

5. Hanummre uM nucbMo.

IIpoumume mexcm u 3anuwiume pazeepHymulil 000CHOBAHHBIU ONEEMm
2. Ilepegedume credyowjue 60npocsl u oaume K HUM OMEemul.

1. Ter meHemKED?

2. OHU IPOTPaMMUCTHI?

3. Bel yuurens?

4. OHu XOpoume CTyACHTHI?

5. OTO XOpOoLNi TEXHUKYM?

IIpoumume mexcm u 3anuwiume pazeepHymulil 000CHOBAHHYIL OMEEMm

3. Ilepeseoume na anenuiickuil s3vix, ynompeonss 2nazon 10 be ¢ Present Simple:
1. Kak Te6s 30ByT? — MeHs 30ByT AHS.

2. Kakoii TBO# aapec? — Mol agpec: ynuia JIeHuHa, JO0M HOMEP LIECTb.

3. 4 ctyneHT. S B TEXHUKyME.

4. Mos cectpa conmaibHbIi pabotHuk. OHa ceituac Ha pabdore.

5. M&1 He Ha pabote ceifuac. Mbl B TEXHUKYME.

lIpoumume mexcm u 3anuwiume pazeepHymoiii 000CHOBAHHBLIL OMEem
4. HepeBez{I/ITe Hpe):[nomeHm{ U ITIOCTABHTC K HUM O6H_[I/Ie 1 CIICIHUAJIBHBIC BOHpOCBIZ
Last week students translated busi-ness letters at the lesson.

Hpoqmume mekem u sanuwume pa3eepHymb1L7 000CHOBAHHbBIL OMEem
5. HepeBezu/ITe MMPCAJIOKCHUA U IIOCTABBTC K HUM 06H1He H CIICIHIUAJIBHBIC BOIIPOCHI:
| entered Armavir Legal College last year.

OK 04. DdpdexTnBHO B3aUMOA€iiCTBOBATH U PA00TATh B KOJLJIEKTUBE U KOMAaH/Ie
3aganus 6a30B0ro ypoBHs

IIpoumume mexcm, gvlOepume NPaBUIbLHBLIL OMBEM

1. Buvibepume BEHCNUBDLLL omeem Ha 3anpoc KoJL1ecu.
"Could you send me the report by 5 PM?"

a) No, | can't.

b) Sure, I'll send it.

c) Why?
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IIpoumume mexcm, 8vibepume NPAsUILHBIU OMEem

2. Bvibepume npasunvbhyio @paszy 0 nawaia oenoso2o nucoma. "*Dear Mr. Smith, ..."
a) I am writing to inform you...

b) Hello, what's up?

¢) Give me the files.

Hpoumume mexcm 3a0aHUst U ycmarnoesume coomeenicmeue
3. Coomnecume 60NpocC KoJiecu ¢ omeemom.

1. Are you free for a meeting?

2. Could you help with this document?

3. Let’s discuss the project.

A. I'd be happy to.

B. Good idea, let's meet at 2.

C. Sorry, I'm busy now.

Hpoqmume meKkcm 3a0aHusl U 6CmMasbme nponyujerHHoe Cjilo6o

4, Bcmasvme nponyujeHHvle co6a: (schedule, team, deadline)
"Our project (1) is next Friday. We need to work as a (2) to finish it on
time. | will (3 a meeting to discuss the  details.”

Hpoqmume meKkcm u ycmadoeunie nocn1e008amelbHOCMb

5. Pacnonooicume Peniuku 6 10cU4eCKOM nopﬂdke o opecarHusayuu ecmpedu.
A. That works for me. See you!

B. Hello, are you available tomorrow?

C. Let's meet at 10 AM.

D. Yes, what time?

IIpoumume mexcm, 8vlbepume NPaAGUIbLHLIL OMEEM

6. "In professional communication, it is better to use short, polite phrases like 'Could you...?"
instead of direct orders."

A. True

B. False

3axaHus cpeaHero ypoBHs

Ilpoumume mexcm, evibepume npasuibHblil OMeem

1. Question: Your colleague is struggling with a deadline. How do you offer help politely?
a) You should work faster.

b) Would you like me to take over some of your tasks?

c) | don't care, it's not my job.

Hpoqmume mexcm 3a0aHUsl U ycmarnoeume coonmeemcemeue
2. Match the email phrase with its purpose:

1. "I am writing to confirm..." - A. Requesting information

2. "Could you please send me..." - B. Making an apology

3. "l apologize for the delay..." - C. Confirming arrangements

29


https://www.google.com/search?q=Would+you+like+me+to+take+over+some+of+your+tasks&sca_esv=d8ff99818e8a6369&sxsrf=ANbL-n4Plf-JhN4xFJ0ekvKF4PSvl2ZsYA%3A1770012530674&ei=cj-AaZf0KJyOwPAPseGgwAg&biw=1229&bih=590&aic=0&ved=2ahUKEwiNv5uMlrqSAxVSKhAIHUt8AAYQgK4QegQIBBAD&uact=5&oq=%D0%9E%D0%9A+04.+%D0%AD%D1%84%D1%84%D0%B5%D0%BA%D1%82%D0%B8%D0%B2%D0%BD%D0%BE+%D0%B2%D0%B7%D0%B0%D0%B8%D0%BC%D0%BE%D0%B4%D0%B5%D0%B9%D1%81%D1%82%D0%B2%D0%BE%D0%B2%D0%B0%D1%82%D1%8C+%D0%B8+%D1%80%D0%B0%D0%B1%D0%BE%D1%82%D0%B0%D1%82%D1%8C+%D0%B2+%D0%BA%D0%BE%D0%BB%D0%BB%D0%B5%D0%BA%D1%82%D0%B8%D0%B2%D0%B5+%D0%B8+%D0%BA%D0%BE%D0%BC%D0%B0%D0%BD%D0%B4%D0%B5+%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%28%D1%81%D1%80%D0%B5%D0%B4%D0%BD%D0%B5%D0%B3%D0%BE+%D1%83%D1%80%D0%BE%D0%B2%D0%BD%D1%8F%29+%D1%80%D0%B0%D0%B7%D0%BD%D1%8B%D1%85+%D1%82%D0%B8%D0%BF%D0%BE%D0%B2+%D0%B4%D0%BB%D1%8F+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D1%8B+%D0%98%D0%BD%D0%BE%D1%81%D1%82%D1%80%D0%B0%D0%BD%D0%BD%D1%8B%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8%D0%B4%D0%BB%D1%8F+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%B8+46.01.03+%D0%94%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%BB%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAilgPQntCaIDA0LiDQrdGE0YTQtdC60YLQuNCy0L3QviDQstC30LDQuNC80L7QtNC10LnRgdGC0LLQvtCy0LDRgtGMINC4INGA0LDQsdC-0YLQsNGC0Ywg0LIg0LrQvtC70LvQtdC60YLQuNCy0LUg0Lgg0LrQvtC80LDQvdC00LUg0YLQtdGB0YLQvtCy0YvQtSDQt9Cw0LTQsNC90LjRjyAo0YHRgNC10LTQvdC10LPQviDRg9GA0L7QstC90Y8pINGA0LDQt9C90YvRhSDRgtC40L_QvtCyINC00LvRjyDQtNC40YHRhtC40L_Qu9C40L3RiyDQmNC90L7RgdGC0YDQsNC90L3Ri9C5INGP0LfRi9C6INCyINC_0YDQvtGE0LXRgdGB0LjQvtC90LDQu9GM0L3QvtC5INC00LXRj9GC0LXQu9GM0L3QvtGB0YLQuNC00LvRjyDQv9GA0L7RhNC10YHRgdC40LggNDYuMDEuMDMg0JTQtdC70L7Qv9GA0L7Qu9C40LfQstC-0LTQuNGC0LXQu9GMSABQAFgAcAB4AJABAJgBAKABAKoBALgBDMgBAJgCAKACAJgDAJIHAKAHA

Hpoqmume mexcm 3a0aHUsl U 6CMAGbme nponyuienHHoe Cjioeo

3. Complete the sentence: "To avoid misunderstandings, it is crucial to (1) with
your team members daily and (2) tasks clearly."

Words: delegate, communicate, argue, shout.

Ilpoumume mexcm, évibepume nPasUIbHLIL OMEEm

4. "When receiving negative feedback from a client, it is best to blame your colleague.”
(True/False)

A. True

B. False

Hpoqmume meKcn u ycmaHosume Nnocn1e008amelbHOCb
5. Arrange the words to make a functional phrase: meeting / we / for / prepare / how / should
/ the I?

33IlaHl/Iﬂ MOBBLIICHHOI'0 YPOBHSA

lIpoumume mexcm, evibepume npasulbHbLL OMeem

1. Task: Read the scenario and choose the best phrase for a professional email negotiation.
Scenario: Your company is providing document services to a client, but they want a lower
price.

"Thank you for your proposal. However, we cannot accept your offer because

a) it is too cheap.
b) it doesn't cover our operating costs and high-quality standards.
C) we want more money.

Hpoqmume meKcnt u ycmaHosunie NnoCcn1e008amelbHOCb

2. Task: Rearrange the following sentences to create a formal apology email to a partner for
a delayed report.

1. We apologize for any inconvenience this may have caused.

2. The delay was caused by a technical issue.

3. Dear Mr. Smith, I am writing to update you on the status of the report.

4. We expect to send it by 3 PM tomorrow.

Hpoqmume meKkcm 3a0aHUsL U ycmarnoesume coomeenicmeue

3.Task: Match the collaborative tools with their professional functions in English.
1. Trello - a) Real-time document editing

2. Slack - b) Task management and tracking

3. Google Docs - ¢) Team communication and instant messaging
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OK 05. OcymiecTBJASTh YCTHYIO M MUCbMEHHYI0 KOMMYHHMKAIMIO HA TOCYIaPCTBEHHOM
si3bIKe Poccuiickoilt @enepanum ¢ y4eToM 0COO€HHOCTEN CONMAIBHOI0 M KYJbTYPHOTI' O
KOHTEKCTa

3ananus 0a30BOro ypoBHS

IIpoumume mexcm, evibepume nPasUIbLHLIIU OMEEMm

1. Boibepute BapuaHT ¢ IPaBUIBHBIM O(PHUIIMATEHO-IETIOBBIM CTUJIEM:

A) MbI TyT NOayMaly U PELIMIIM, YTO HAA0 Obl moAnucaTh Oymary

b) B cooTBeTcTBUU C TOCTUTHYTOH 1OTOBOPEHHOCTHIO MPOIIY MOINCATH COTJIAIlIEHNE
B) Kopoue, noanummre JOKyMEHTbI CPOYHO

lIpoumume mexcm, gblOepume NPaBUIbLHBILI OMBEEM

2. Kak KoppeKTHO 00OpaTUThCS K MapTHEPY B JACIOBOM MUCHME?
A) Ilpuset, MBan!

b) YBaxaemsiii rocnonus Iletpos!

B) Dit, nenonpousBoauTens!

lIpoumume mexcm, gblOepume NpasUIbLHLIU OMEEm

3. Haiinute ommoOKy B yrnotpeOieHuu mpodecCuoHaIbHON JIEKCUKH:
A) IIponoHrupoBaTh J0roBOp

b) 1010XUTh pyKOBOJICTBY

B) ITo0%uUTh TOKYMEHTHI Ha CTOJ K HaYaJlbHUKA

IIpoumume mexcm u ycmanosume coomeemcmaus

4. CooTtHecuTe (Ppas3sl C KX CUTYaLMEH UCTIOTH30BAHMS:

1. ITuceMenHast kKoMMmyHuKaius (e-mail)

2. YcTHas KOMMYyHHUKaNus (TenedoH)

A) «Anno, noOpslii 1eHb, koMianug "Bektop"

b) «Hanpasnsto Bam Ha paccMOTpeHHEe TPOEKT AOTOBOPaA

IIpoumume mexcm, gblOepume NPaBUTbLHBILU OMEEm

5. Curyanus: KinueHT 3BOHUT ¢ %a000i Ha 3aIep>KKY IOKYMEHTAa.

Bri6epute Hanbosee couuanbHO-KYJIbTYPHBINA OTBET:

A) DTO HEe MOsI BUHA, 3BOHUTE Kyphepy

b) A monumaro Barie 6eCIoKOMCTBO, TaBalTe s MPOBEPIO CTATYyC MPSIMO cerdac
B) ¥V nac MHOTO pabOTHI, MOAOKINUTE HEMHOTO

3aaHus cpegHero ypoBHs

IIpoumume mekcm, gvlbepume npasuibHbIIU OMEem

[Ipu nepeBojie MuchMa-3anpoca ¢ aHTJIMHCKOr0, KaKO€ BhIpaXKEHUE HauboJiee COOTBET-
CTBYET JIEJIOBOMY 3THKETY Ha PYCCKOM SI3BbIKE JJIsl Hayaia mucbma?

A) IlpuBeT, NpULIIUTE HAM Mpaic

b) YBaxaemple rocrnojia, mpoiry Bac HalpaBUTb...

B) Cubiian o Bamieit pupme, 1aite 1eHbl

I') Oi1, oTnpaBbTE AOKYMEHTHI
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IIpoumume mexcm, gblOepume NpaBUIbLHBILI OMEEm

2. Kak Be:XJIMBO 3aKOHUUTD TeJIe(OHHBIN Pa3roBOp ¢ MHOCTPAHHBIM APTHEPOM Ha pyc-
CKOM SI3bIKE?

A) Hy, naBaii, moka

b) Cnacu60 3a 3B0OHOK, BCEro 700poro

B) He 3BonuTe crosa 60Jibliiie

I') A 3ansT, nepe3BoHUTE

Hpoqmume meKkcm u ycnmaHosunie coomeemcmeus

3. CooTHecuTe aHTJIMACKUI TepMUH U3 MPOdeCcCUOHATBHON cPephl C pyCCKUM SKBUBAJICH-
TOM:

1. Memorandum

2. Deadline
3. Minutes of the meeting
4. Agenda

a) Cpok UCTIOJTHEHU S

0) IToBecTka mHs

B) City:xeOHasl 3amucka
r) [IpoTokon 3acenanus

lIpoumume mexcm 3a0anus u cmagvme NPONYUEHHOE CIOBO

4. 3anoaHUTE NPOMYCK B JIEIOBOM MHUCbME, UCIIONb3YS CIIOBA: COTPYAHUYECTBO, KOHTPAKT,
JIOKYMEHTHL.

«YBakaemblii rocriouH [leTpoB, HarpaBisieM BaM MOAIMUCAHHBIHN ... (1) 1714 qanbpHeIero
opopmienusi. Hajgeemcst Ha TUIOJOTBOPHOE ... (2)».

IIpoumume mexcm, evibepume nPasUIbLHLIU OMEen

5. «Bepno/Hesepro»

Bompoc: B poccuiickoii 1ei10Boi nepenucke NpUHATO 00pallaThCs K MapTHEPY 110 UMEHH,
€CJIM BBl €/1Ba 3HAKOMbI, UTHOPUPYSI OTYECTBO.

OK. 09 IToab3oBaTbes NpogecCHOHAIBLHON J0KYMEHTalHeil Ha ToOCyJapCTBEHHOM H
HHOCTPAHHOM SI3bIKAX

3ananus 02a30B0ro ypoBHA

IIpoumume mexcm, evibepume nPAsUILHLIU OMEeEN
BriGepuTte npaBUIiIbHBIN NEPEBO] TEPMHUHA.

1. Memo (memorandum)

a) 3asBIEHUE

b) CiyxeOHas 3amucka

c) ITpukas

2. Minutes of the meeting

a) [IpoTokoit coBelanus

b) IToBecTka qHs

¢) JomkHOCTHAs MHCTPYKIIUS

32



3. Agenda

a) Jlorosop

b) Pe3omtorus
c) IloBecTka qHs

Hpoqmume meKkcm u ycmaHosunie coomeemcmaeue

2. CooTHECUTE aHTIIUNUCKUI TEPMUH C €r0 ONPEICICHUEM.

A. Invoice

B. CV (Curriculum Vitae)

C. Inquiry

1. A formal document listing goods or services provided and their price.

2. A document containing a person's education, experience, and qualifications.
3. A formal letter asking for information about goods or services.

Hpoqmume mexcm 3a0aHUsL U 6CMasbme nponyuieHHoe Cjlo6o
3. 3anoJIHUTE MPONMYCKHU B MPEIIOKECHUU U3 IETOBOTO MUChMA.
"We are writing to receipt of your order #123."

a) confirm

b) cancel

c) refuse

IIpoumume mexcm, 8vibepume nNPAsUILHBIU OMEem

4. BoibepuTte, Kakol HJIEMEHT SBJISETCS 00s3aT€IbHBIM 11 OOPMIICHUS] HMCXOJAIIETO
UChMa B HHOCTPAHHOW KOMITaHUH.

a) JInaHas moAnMch PyKOBOAUTEIS

b) Cchuika Ha BXOJSIINI HOMEP

c¢) 'epboBas meyartpb

IIpoumume mexcm, evibepume npasuibHbLL OMeem
5. What is the English equivalent for "TIpuka3"?

a) Request

b) Order/Decree

¢) Report

d) Invoice

IIpoumume mexcm, evibepume npaguUIbHLIL OMEET
6. Which phrase is used to close a formal letter?

a) Hi

b) Sincerely yours

¢) Good luck

d) See you

IIpoumume mexcm, evibepume nPagUIbLHLIL OMEEN
7. " loroBop kymmu-nipogaxu’ in English is:

a) Sales contract

b) Warranty

c) Application
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3aganus cpeaHero ypoBHsi

IIpoumume mexcm u ycmanogume cOOmMeemcmeue

1. ConocraBbTe aHIIIMICKNAN TEPMUH C €TI0 PyCCKHM 3HAYEHUEM:
A. Agenda

B. Minutes

C. Resignation

D. Confidential

1. KonpuaenunansHbIi

2. IloBecTka nusA

3. IIpotokon

4. 3asBiieHue 00 yBOJIbHEHUU

TIpoumume mexcm 3a0anust u 6cmagvme NPONYUIeHHOEe ClO80
2. 3anoJHMUTE TMPOITYCKH, UCIIOJB3Ysl coBa: Sign, application, incoming, draft.

Please, check the documents for today.
| need to this contract.

She sent her job last week.

Prepare a first of the report.

OK. 09 IToab3oBaTbest PO ecCHOHAIBLHON TOKYMEHTalHell HA roCy1apCTBEHHOM U
HHOCTPAHHOM SI3bIKAX

3ananus 60a30B0ro ypoBHA

lIpoumume mexcm, gblOepume NpasUIbLHLIL OMEEm
Bri06epuTe npaBUIIbHBIN NEPEBO] TEPMUHA.

1. Memo (memorandum)

a) 3asBJICHUE

b) CiyxebHas 3anucka

c) ITpukas

2. Minutes of the meeting

a) [TpoToko coBemaHws

b) IToBecTka qHs

C) JIo/DKHOCTHASI HHCTPYKITHS

3. Agenda

a) Jlorosop

b) Pezomrornus
c) [ToBectka gHs

lIpoumume mexcm u ycmanosume coomseemcmeue
2. CooTHECUTE aHTTUNUCKUI TEPMUH C €r0 ONPEACICHUEM.
A. Invoice
B. CV (Curriculum Vitae)
C. Inquiry
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1. A formal document listing goods or services provided and their price.
2. A document containing a person's education, experience, and qualifications.
3. A formal letter asking for information about goods or services.

Hpoqmume mexcm 3a0aHus U 6cmaebme nponyuieHHoe Cjioeo
3. 3anoaHuTEe NPOMYCKU B MPEJIOKEHUHN U3 JIEJIOBOTO MUChMA.
"We are writing to receipt of your order #123."

a) confirm

b) cancel

c) refuse

IIpoumume mexcm, gblbepume npaguIbHbIU OMEEem

4. BpiOepute, KaKkoil JIEMEHT SBIAETCS 00s3aTelIbHBIM i O(QOPMIICHUS HCXOMSIIETO
HMCbMa B MHOCTPAHHON KOMITaHUH.

a) JInuHas MOANUCH PyKOBOAUTEIS

b) Ccpuika Ha BXOJAIINI HOMEP

c¢) 'epboBast meyath

lIpoumume mexcm, evibepume npasulbHbLL OMeem
5. What is the English equivalent for "Ilpuka3"?

a) Request

b) Order/Decree

¢) Report

d) Invoice

IIpoumume mexcm, evibepume nPagUIbHLIL OMEET
6. Which phrase is used to close a formal letter?

a) Hi

b) Sincerely yours

¢) Good luck

d) See you

lIpoumume mexcm, evibepume npaguibHbLL OMeem
7. " JoroBop kymm-npoaaxu" in English is:

a) Sales contract

b) Warranty

c¢) Application

3aaHud cpegHero ypoBHs

IIpoumume mexkcm u ycmanogume coomeemcmeue

1. ConocTtaBbTe aHTTIMUCKUN TEPMHH C €70 PYCCKUM 3HAYEHUEM:
A. Agenda

B. Minutes

C. Resignation

D. Confidential
1. KonduneHuunanbHbIM

35



2. IloBecTka qusA
3. IIpotokon
4. 3asBienue 00 yBOJbHEHUH

Hpoqmume mexcm 3a0aHus U 6cmaebme nponyuieHHoe Cjioeo
2. 3aroJIHATE TPOIYCKH, UCIIOIB3Ys cioBa: Sign, application, incoming, draft.

Please, check the documents for today.
| need to this contract.

She sent her job last week.

Prepare a first of the report.

IIK 1.6 OcyuiecTBJIATH cOCTaBJIeHHE U 0(pOpMIICHHE CIIYKeOHbIX JOKYMEHTOB HA 0OC-
HOBe TPeOOBaHMI COBPEeMEHHbIX HOPMATHBHBIX MPABOBbIX AKTOB

3ananus 0a30BOro ypoBHS

IIpouumaiime mexcm, 8vlbepume NPAsUILHBIL OMEEm

1. BeibepuTte npaBuIbHBIN BapuaHT nepeBoa pekBuzuta qokymenta (Multiple Choice)
«IIpunoxenue» — 3To:

a) Subject

b) Attachment

c) Body

d) Reference

IIpouumaiime mexcm, 8vlOepume NPABUILHLII OMBEM

2. 3anonnaute npomyck B aeiaosoM nuckMme (Fill in the blank)

"Dear Mr. Smith, ... to inform you that the meeting is rescheduled."
a) | wanna

b) I am writing

c) Hey

d) Saying

TIpoumume mexcm u ycmanosume coomeemcmeue
3. Ycranosure coorBercTBue (Matching)

1. Subject line — A. TToamwuce

2. Dear Sir/Madam — b. Tema nucema

3. Sincerely — B. [IpuBetcTBUC

IIpoumume mekcm, bibepume npasuiIbHLIN OMeEem

4. BriOepute KOPPEKTHYIO (POPMYIMPOBKY ISl COCTABIIEHUS MOBECTKH JTHA (Agenda)
a) What we will talk about

b) Items for discussion

c) Talky-talk

IIpoumume mekcm, 8bibepume npaguIbHbIN OMEEem
5. Haiingute omnbky B opopminenuu aatsl (True/False)
a) 25th October 2026
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https://www.google.com/search?q=Items+for+discussion&sca_esv=89aaa52b873f06b6&sxsrf=ANbL-n5DDn14Y1-vygGI3XORIlOqzsxbeg%3A1770318631035&ei=J-uEaYnnAfm-wPAPxb_tmAk&biw=1024&bih=492&ved=2ahUKEwihhI_9hsOSAxX4AhAIHQvFMtQQgK4QegQICxAC&oq=%D0%9F%D0%9A+1.6+%D0%BE%D1%81%D1%83%D1%89%D0%B5%D1%81%D1%82%D0%B2%D0%BB%D1%8F%D1%82%D1%8C+%D1%81%D0%BE%D1%81%D1%82%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D0%B8+%D0%BE%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D1%81%D0%BB%D1%83%D0%B6%D0%B5%D0%B1%D0%BD%D1%8B%D1%85+%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%B2+%D0%BD%D0%B0+%D0%BE%D1%81%D0%BD%D0%BE%D0%B2%D0%B5+%D1%82%D1%80%D0%B5%D0%B1%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B9+%D1%81%D0%BE%D0%B2%D1%80%D0%B5%D0%BC%D0%B5%D0%BD%D0%BD%D1%8B%D1%85+%D0%BD%D0%BE%D1%80%D0%BC%D0%B0%D1%82%D0%B8%D0%B2%D0%BD%D1%8B%D1%85+%D0%BF%D1%80%D0%B0%D0%B2%D0%BE%D0%B2%D1%8B%D1%85+%D0%B0%D0%BA%D1%82%D0%BE%D0%B2+%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D1%8B%0D%0A%D0%A1%D0%93.02+%D0%98%D0%BD%D0%BE%D1%81%D1%82%D1%80%D0%B0%D0%BD%D0%BD%D1%8B%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8%0D%0A%28%D0%B1%D0%B0%D0%B7%D0%BE%D0%B2%D1%8B%D0%B9+%D1%83%D1%80%D0%BE%D0%B2%D0%B5%D0%BD%D1%8C%29+%D1%80%D0%B0%D0%B7%D0%BD%D1%8B%D1%85+%D1%82%D0%B8%D0%BF%D0%BE%D0%B2+%D0%B4%D0%BB%D1%8F+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%B8+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAihgTQn9CaIDEuNiDQvtGB0YPRidC10YHRgtCy0LvRj9GC0Ywg0YHQvtGB0YLQsNCy0LvQtdC90LjQtSDQuCDQvtGE0L7RgNC80LvQtdC90LjQtSDRgdC70YPQttC10LHQvdGL0YUg0LTQvtC60YPQvNC10L3RgtC-0LIg0L3QsCDQvtGB0L3QvtCy0LUg0YLRgNC10LHQvtCy0LDQvdC40Lkg0YHQvtCy0YDQtdC80LXQvdC90YvRhSDQvdC-0YDQvNCw0YLQuNCy0L3Ri9GFINC_0YDQsNCy0L7QstGL0YUg0LDQutGC0L7QsiDRg

b) October 25, 2026
c) 25/10/25

IIpoumume mexcm u 3anuwiume pazeepHymulil 000CHOBAHHBIU OMEem

6. CocraBnenue ciykeoHoro nokymenrta (Writing)

[TepeBenute dpa3y Ha aHTTUHCKHINA 71 MCTIONB30BaHMs B email: «IIpormry paccmoTpeTh
MIPUJIOKECHHBIN JOTOBOP.

IIpoumume mexcm u 3anuwiume pazeepHymulil 000CHOBAHHBIU OMEem
7. BriGepuTte npaBuiibHbIN 3aBepiiatonuil mrpux (Closing)

a) Bye

b) Best regards

Cc) See you

IIpoumume mexcm, evibepume npasuibHbliL OMeem

8. Onpenenenue tuna nokymeHnTa (Vocabulary)

JIOKyMeHT, coiep Kalllii IepeueHb BOIIPOCOB IJIsI OOCYKICHHS:
a) Report

b) Invoice

c¢) Agenda

IIpoumume mexcm, evibepume npasuibHblil OMeem
9. Tepmunosnorus: «OpopMieHue JOKYMEHTOBY

a) Document design

b) Document drafting

¢) Document writing

Ilpoumume mexcm, evibepume npasuibHblil OMeem

10. BeiOepute mpaBmiibHBIN 0TBeT Ha 3ampoc (Reply)

a) Okay, I'll do it.

b) Thank you for your request. | will provide the information shortly.

3axaHus cpeaHero ypoBHsi

Hpoqmume meKcnt U ycmaHosume coomeemcmeue

1. Match the business terms with their definitions:

1. Invoice

2. Agenda

3. Minutes

4. Inquiry

A) A list of items to be discussed at a meeting.

B) A document requesting information about goods or services.
C) A document showing the cost of goods provided.

D) The written record of what was said and done at a meeting.
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https://www.google.com/search?q=Agenda&sca_esv=89aaa52b873f06b6&sxsrf=ANbL-n5DDn14Y1-vygGI3XORIlOqzsxbeg%3A1770318631035&ei=J-uEaYnnAfm-wPAPxb_tmAk&biw=1024&bih=492&ved=2ahUKEwihhI_9hsOSAxX4AhAIHQvFMtQQgK4QegQIExAD&oq=%D0%9F%D0%9A+1.6+%D0%BE%D1%81%D1%83%D1%89%D0%B5%D1%81%D1%82%D0%B2%D0%BB%D1%8F%D1%82%D1%8C+%D1%81%D0%BE%D1%81%D1%82%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D0%B8+%D0%BE%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D1%81%D0%BB%D1%83%D0%B6%D0%B5%D0%B1%D0%BD%D1%8B%D1%85+%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%B2+%D0%BD%D0%B0+%D0%BE%D1%81%D0%BD%D0%BE%D0%B2%D0%B5+%D1%82%D1%80%D0%B5%D0%B1%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B9+%D1%81%D0%BE%D0%B2%D1%80%D0%B5%D0%BC%D0%B5%D0%BD%D0%BD%D1%8B%D1%85+%D0%BD%D0%BE%D1%80%D0%BC%D0%B0%D1%82%D0%B8%D0%B2%D0%BD%D1%8B%D1%85+%D0%BF%D1%80%D0%B0%D0%B2%D0%BE%D0%B2%D1%8B%D1%85+%D0%B0%D0%BA%D1%82%D0%BE%D0%B2+%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D1%8B%0D%0A%D0%A1%D0%93.02+%D0%98%D0%BD%D0%BE%D1%81%D1%82%D1%80%D0%B0%D0%BD%D0%BD%D1%8B%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8%0D%0A%28%D0%B1%D0%B0%D0%B7%D0%BE%D0%B2%D1%8B%D0%B9+%D1%83%D1%80%D0%BE%D0%B2%D0%B5%D0%BD%D1%8C%29+%D1%80%D0%B0%D0%B7%D0%BD%D1%8B%D1%85+%D1%82%D0%B8%D0%BF%D0%BE%D0%B2+%D0%B4%D0%BB%D1%8F+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%B8+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAihgTQn9CaIDEuNiDQvtGB0YPRidC10YHRgtCy0LvRj9GC0Ywg0YHQvtGB0YLQsNCy0LvQtdC90LjQtSDQuCDQvtGE0L7RgNC80LvQtdC90LjQtSDRgdC70YPQttC10LHQvdGL0YUg0LTQvtC60YPQvNC10L3RgtC-0LIg0L3QsCDQvtGB0L3QvtCy0LUg0YLRgNC10LHQvtCy0LDQvdC40Lkg0YHQvtCy0YDQtdC80LXQvdC90YvRhSDQvdC-0YDQvNCw0YLQuNCy0L3Ri9GFINC_0YDQsNCy0L7QstGL0YUg0LDQutGC0L7QsiDRgtC10YHRgtC-0LL
https://www.google.com/search?q=Document+drafting&sca_esv=89aaa52b873f06b6&sxsrf=ANbL-n5DDn14Y1-vygGI3XORIlOqzsxbeg%3A1770318631035&ei=J-uEaYnnAfm-wPAPxb_tmAk&biw=1024&bih=492&ved=2ahUKEwihhI_9hsOSAxX4AhAIHQvFMtQQgK4QegQIFRAC&oq=%D0%9F%D0%9A+1.6+%D0%BE%D1%81%D1%83%D1%89%D0%B5%D1%81%D1%82%D0%B2%D0%BB%D1%8F%D1%82%D1%8C+%D1%81%D0%BE%D1%81%D1%82%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D0%B8+%D0%BE%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D1%81%D0%BB%D1%83%D0%B6%D0%B5%D0%B1%D0%BD%D1%8B%D1%85+%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%B2+%D0%BD%D0%B0+%D0%BE%D1%81%D0%BD%D0%BE%D0%B2%D0%B5+%D1%82%D1%80%D0%B5%D0%B1%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B9+%D1%81%D0%BE%D0%B2%D1%80%D0%B5%D0%BC%D0%B5%D0%BD%D0%BD%D1%8B%D1%85+%D0%BD%D0%BE%D1%80%D0%BC%D0%B0%D1%82%D0%B8%D0%B2%D0%BD%D1%8B%D1%85+%D0%BF%D1%80%D0%B0%D0%B2%D0%BE%D0%B2%D1%8B%D1%85+%D0%B0%D0%BA%D1%82%D0%BE%D0%B2+%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D1%8B%0D%0A%D0%A1%D0%93.02+%D0%98%D0%BD%D0%BE%D1%81%D1%82%D1%80%D0%B0%D0%BD%D0%BD%D1%8B%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8%0D%0A%28%D0%B1%D0%B0%D0%B7%D0%BE%D0%B2%D1%8B%D0%B9+%D1%83%D1%80%D0%BE%D0%B2%D0%B5%D0%BD%D1%8C%29+%D1%80%D0%B0%D0%B7%D0%BD%D1%8B%D1%85+%D1%82%D0%B8%D0%BF%D0%BE%D0%B2+%D0%B4%D0%BB%D1%8F+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%B8+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAihgTQn9CaIDEuNiDQvtGB0YPRidC10YHRgtCy0LvRj9GC0Ywg0YHQvtGB0YLQsNCy0LvQtdC90LjQtSDQuCDQvtGE0L7RgNC80LvQtdC90LjQtSDRgdC70YPQttC10LHQvdGL0YUg0LTQvtC60YPQvNC10L3RgtC-0LIg0L3QsCDQvtGB0L3QvtCy0LUg0YLRgNC10LHQvtCy0LDQvdC40Lkg0YHQvtCy0YDQtdC80LXQvdC90YvRhSDQvdC-0YDQvNCw0YLQuNCy0L3Ri9GFINC_0YDQsNCy0L7QstGL0YUg0LDQutGC0L7QsiDRgtC1
https://www.google.com/search?q=Thank+you+for+your+request.+I+will+provide+the+information+shortly.&sca_esv=89aaa52b873f06b6&sxsrf=ANbL-n5DDn14Y1-vygGI3XORIlOqzsxbeg%3A1770318631035&ei=J-uEaYnnAfm-wPAPxb_tmAk&biw=1024&bih=492&ved=2ahUKEwihhI_9hsOSAxX4AhAIHQvFMtQQgK4QegQIGBAC&oq=%D0%9F%D0%9A+1.6+%D0%BE%D1%81%D1%83%D1%89%D0%B5%D1%81%D1%82%D0%B2%D0%BB%D1%8F%D1%82%D1%8C+%D1%81%D0%BE%D1%81%D1%82%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D0%B8+%D0%BE%D1%84%D0%BE%D1%80%D0%BC%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5+%D1%81%D0%BB%D1%83%D0%B6%D0%B5%D0%B1%D0%BD%D1%8B%D1%85+%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%B2+%D0%BD%D0%B0+%D0%BE%D1%81%D0%BD%D0%BE%D0%B2%D0%B5+%D1%82%D1%80%D0%B5%D0%B1%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B9+%D1%81%D0%BE%D0%B2%D1%80%D0%B5%D0%BC%D0%B5%D0%BD%D0%BD%D1%8B%D1%85+%D0%BD%D0%BE%D1%80%D0%BC%D0%B0%D1%82%D0%B8%D0%B2%D0%BD%D1%8B%D1%85+%D0%BF%D1%80%D0%B0%D0%B2%D0%BE%D0%B2%D1%8B%D1%85+%D0%B0%D0%BA%D1%82%D0%BE%D0%B2+%D1%82%D0%B5%D1%81%D1%82%D0%BE%D0%B2%D1%8B%D0%B5+%D0%B7%D0%B0%D0%B4%D0%B0%D0%BD%D0%B8%D1%8F+%D0%BF%D0%BE+%D0%B4%D0%B8%D1%81%D1%86%D0%B8%D0%BF%D0%BB%D0%B8%D0%BD%D1%8B%0D%0A%D0%A1%D0%93.02+%D0%98%D0%BD%D0%BE%D1%81%D1%82%D1%80%D0%B0%D0%BD%D0%BD%D1%8B%D0%B9+%D1%8F%D0%B7%D1%8B%D0%BA+%D0%B2+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B9+%D0%B4%D0%B5%D1%8F%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D0%BE%D1%81%D1%82%D0%B8%0D%0A%28%D0%B1%D0%B0%D0%B7%D0%BE%D0%B2%D1%8B%D0%B9+%D1%83%D1%80%D0%BE%D0%B2%D0%B5%D0%BD%D1%8C%29+%D1%80%D0%B0%D0%B7%D0%BD%D1%8B%D1%85+%D1%82%D0%B8%D0%BF%D0%BE%D0%B2+%D0%B4%D0%BB%D1%8F+%D0%BF%D1%80%D0%BE%D1%84%D0%B5%D1%81%D1%81%D0%B8%D0%B8+46.01.03+%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D0%B8%D1%82%D0%B5%D0%BB%D1%8C&gs_lp=Egxnd3Mtd2l6LXNlcnAihgTQn9CaIDEuNiDQvtGB0YPRidC10YHRgtCy0LvRj9GC0Ywg0YHQvtGB0YLQsNCy0LvQtdC90LjQtSDQuCDQvtGE0L7RgNC80LvQtdC90LjQtSDRgdC70YPQttC10LHQvdGL0YUg0LTQvtC60YPQvNC10L3RgtC-0LIg0L3QsCDQvtGB0L3QvtCy0LUg0YLRgNC10LHQvtCy0LDQvdC40Lkg0YHQvtCy0YDQtdC80LXQvdC90YvRhSDQvdC-0YDQvNCw0YLQuNCy0L

IIpoumume mexcm, 8vibepume nPagUIbHLIL OMEEM

2. Choose the correct closing for a formal letter that starts with "Dear Mr. Smith":
A) Best wishes

B) Yours faithfully

C) Yours sincerely

D) Cheers

Ilpoumume mexcm, évibepume nPasUIbLHLIL OMEEm

3. Translate the following sentence into English, observing business style:

«lIpocum Bac nanpasums npatic-nucm Ha ogucroe 06opyoosaunue 8 Oaudxcaliuiee 8pemsy.
A) Give me your price list for office staff now.

B) We would appreciate it if you could send us the price list for office equipment at your
earliest convenience.

C) Send price list fast.

Hpoqmume mexcm 3a0aHusl U 6Cmaebme nponyujerHHoe Cjilo6o
4. Fill in the blanks with appropriate words (Subject, Attach, Regards, Dear):
Subject: Meeting
Ms. Jones,
Please find attached the agenda for tomorrow's meeting.
Best :
[Your Name]

Ilpoumume mexcm, 8vibepume nPagUIbLHLIL OMEEM

5. Which of the following is NOT a document used for outgoing correspondence?
A) Letter of complaint

B) Invoice

C) Internal memo

D) Covering letter

3aaHusA OBBILICHHOI0 YPOBHA

lIpoumume mexcm, 8vibepume nPagUIbHLIL OMEEM

1. Choose the correct closing phrase for a formal English business letter:
A) Best wishes

B) Yours sincerely

C) See you

D) Cheers

IIpoumume mexcm, sblbepume nPAsUILHBII OMEeEm

2. Select the correct term for "IIpuka3" in business correspondence:
A) Application

B) Order

C) Minute

D) Protocol
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lIpoumume mexcm, evibepume npasuibHbliL OMeem

3. Which of the following is a polite way to ask for information?
A) Tell me about the meeting

B) | want to know when it is

C) Could you please provide information regarding...

D) Give me the details

Hpoqmume meKcn u ycmaHosume coomeemcmeue

4. Match the document type to its purpose:

1. Memorandum (Memo) — A) Detailed record of a meeting
2. Invoice — B) Internal message within an organization

3. Minutes — C) Request for payment for goods/services

IV. METOAUYECKHE MATEPHUAJIbI, OITPEAEJIAIOIINE NTPOLIEY PBI
OINEHMBAHUMA 3HAHUU, YMEHNHU, HABBIKOB, XAPAKTEPU3YIOIIUE
3TAINBI ®OPMUPOBAHUA KOMIIETEHIUI

IIponenypa oLeHUBaHUs — MOPAIOK NEUCTBUN IPU MOATOTOBKE U IIPOBEACHUU aTTe-
CTAIMOHHBIX UCIIBITAHUNA U (POPMHUPOBAHUU OIIEHKH.

[Iponeaypa mpomMexyTOUHON aTTECTALMU IPOXOJAUT B COOTBETCTBUH ¢ Ilonoxennem
0 MPOMEXKYTOUHOM (pyOekHOI) aTTecTanuu 3Hanuii ooyyaromuxcs JAI'YHX.

ATTecTallMOHHBIE UCIIBITAHUSI TPOBOSATCA NpenofgaBaTeneM (M KOMUACCHUEN MPeTio-
JaBatresieil — B Ciiyyae MOAYJIbHOW TUCHUUIUIMHBI), BEAYIIUM JICKIUOHHBIE 3aHATHUS 110 AaH-
HOI y4eOHOMY IpeIMETY, WM IIPENnoJaBaTeIsiMy, BEAYILIMMHU TPaKTUYECKHE U J1abopaTop-
HbIE 3aHATHUS (KpOME YCTHOTO 3K3aMmeHa). [ [prcyTcTBre OCTOPOHHMX JIULL B XOZ€E MPOBEE-
HUS aTTECTALIMOHHBIX MCMBITAHUN 0€3 pa3pelleHrs peKTopa Wik MPOPEKTOpa He JOoIycKa-
ercsl (32 UCKIIOYEHHEM PAOOTHHUKOB YHHUBEPCUTETA, BBIMNOJHSIOMINUX KOHTPOJIUPYIOLINE
(YyHKIIMM B COOTBETCTBUU CO CBOMMHU JIOJDKHOCTHBIMH 00s13aHHOCTAMHU). B ciayuae oTcyT-
CTBMs BEIYIIETO IIPENOAABATENA aTTECTALIMOHHBIE UCIIBITAHUS IIPOBOAATCS IIPENOAaBaTe-
JieM, Ha3HaY€HHBIM [TMCbMEHHBIM paclopsbKeHueM 1o Kadenpe.

MHBanuasl ¥ M@ ¢ OrpaHUYEHHBIMU BO3MOKHOCTSMU 310POBbs, UMEIOIIUE HAPY-
LIEHHS ONIOPHO-ABUTaTEJIBHOTO almapara, JOIyCKarTCsA Ha aTTECTALMOHHbBIC UCTIBITAHUS B
COIIPOBOKJIEHUH aCCUCTEHTOB-COIPOBOKIAOIIHNX.

Bo BpeMs aTTecTallMOHHBIX MCIBITAHUN OOYyYaroLIUMecs MOTYT IOJIb30BaThCs IMpPO-
rpaMMOM THCLUIUIMHBI, & TAKXKE C Pa3pELICHUs MPENOAABATEINSI CIIPABOYHONM U HOPMATHB-
HOM JIUTEPATYPOH, HEMPOTPAMMUPYEMBIMH KaJIbKYJIATOPAMH.

BpeMs noAaroToBku oTBETa NpHU cavye JK3aMeHa/3K3aMeHa B yCTHOU (hopMe JT0KHO
cocTaByATh HE MeHee 40 MUHYT (10 KeJTaHUI0 00YyYarOLErocs OTBET MOXKET ObITh JOCPOU-
HbIM). Bpemst oTBeTa — He Oosiee 15 MUHYT.

[Ipy NOATrOTOBKE K YCTHOMY 3K3aMEHY 3K3aMEHYEMBI, KaK MPAaBUIIO, BEJIET 3aUCHU B
JIMCTE YCTHOT'O OTBETA, KOTOPBIN 3aTEM (110 OKOHYAHUH dK3aMEHA) CAAETCS IK3aAMEHATOPY.

[Ipu mpoBeeHNH yCTHOTO YK3aMeHa SK3aMEHAIMOHHBIN Ne BRIOMpaeT cam dK3aMeHY-
€MBIH B CIIy4allHOM IOPSIIKE.

DK3aMeHaTOpy MPEOCTABIIAETCS MPABO 33aBaTh OOYUYaAIOIIUMCS JIOMOJHUTEIbHbIE
BOIIPOCHI B paMKax IPOrpaMMbl JUCLHMIUIMHBI TEKYILEr0 CEMECTPA, a TAKXKE, IOMUMO TEO-
PETUYECKUX BOIIPOCOB, 1aBaTh 3a1a4l, KOTOPBIE U3YYAIMCh HA IPAKTUYECKUX 3AHATHUSAX.

OneHka pe3yJbTaTOB YCTHOTO AaTTECTAIMOHHOTO HCHBITAaHUS  OOBSABISETCS
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oOyyaroumcs B JIeHb €ro nposenieHus. [lpu mpoBeeHnH MMCbMEHHbBIX aTTeCTAllMOHHBIX
UCIIBITAHUN WJIM KOMIIBIOTEPHOI'O TECTUPOBAHUS — B JIEHb UX MPOBEACHUS U HE TIO3HEE
ClIeytoIero pabo4ero JHs MOCe UX MPOBEACHUS.

Pe3ynbpTarhl BBINOJHEHU aTTECTAIMOHHBIX WMCHBITAHWN, MMPOBOJUMBIX B MHUCHMEH-
HO# popme, popMe UTOTrOBOM KOHTPOJIBHON pabOTHl MM KOMITBIOTEPHOTO TECTHPOBAHUS,
JIOJKHBI OBITH OOBSBIICHBI 00YYAIONTUMCS U BBICTABJICHBI B 3a4ETHBIC KHIKKU HE TTO3/THEE
clieyrolero pabo4ero JHs MOCJe UX MPOBEACHUS.
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Jluer akryanuzanun (poHIa OLEHOYHBIX CPeICTB JUCIUNIHHBI
CI'.02 «<MHoCcTpaHHBII A3bIK B MPO(eCCHOHAJILHOM 1eATEeJIbHOCTH

CDOHI[ OICHOYHBIX CPCACTB JUCHUIIJIMHBI IICPCCMOTPCH,

00CyXJIeH 1 0700peH Ha 3aceaHuu Kadeapbl

IIpoTokoit oT « » 20 r. Ne

3aB. Kadenpoii

(DOHI[ OOCHOYHBIX CPCACTB AUCHHUILIMHBI IICPCCMOTPCH,

o0cCyX/1eH U 000peH Ha 3aceaHuu Kadeapsbl

[IpoTokon OT « » 20 r. Ne

3aB. Kadenpoii

cI)OH,Z[ OLOCHOYHBIX CPCACTB AUCHHUILIMHBI IICPCCMOTPCH,

o0cyX/IeH U 000peH Ha 3aceaHuu Kadeapbl

[IpoToxon OT « » 20 r. Ne

3aB. Kadenpoit
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