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Общие требования к выполнению контрольной работы по дисциплине «Деловое общение на первом иностранном языке», 

Контрольная работа должна быть выполнена в отдельной тетради. На обложке тетради необходимо указать: факультет, курс, номер группы, фамилию, имя и отчество, дату, номер контрольного задания.
Вариант контрольной работы определяется по последней цифре зачетной книжки: 1, 2, 3, – 1-й вариант; 4, 5, 6, – 2-й вариант; 7, 8, – 3-й вариант; 9, 0, – 	4-й вариант.
Первую страницу необходимо оставить чистой для замечаний и рецензии преподавателя.
Все предлагаемые к выполнению задания переписываются на левой стороне разворота тетради, а выполняются на правой.
Контрольная работа должна быть написана четким почерком, для замечаний преподавателя следует оставить поля.
Контрольная работа, выполненная не полностью или не отвечающая вышеприведенным требованиям, не проверяется и не засчитывается. 
Проверенная контрольная работа должна быть переработана обучающимся (та часть ее, где содержатся ошибки и неточности перевода) в соответствии с замечаниями и методическими указаниями преподавателя. В той же тетради следует выполнить «Работу над ошибками», представив ее на защите контрольной работы.  









Контрольная работа по дисциплине 
«Деловое общение на первом иностранном языке» 
(3 курс 6 семестр)
                                                                                                                                  Вариант 1

1.Перепишите текст и письменно переведите его на русский язык. 
Travelling by air Nowadays people who go on business mostly travel by air. This is why here is a list of recommendations which may be helpful. Passengers should arrive at the airport at least two hours before the departure. They must register their tickets, weigh in and register their luggage. Passengers should be aware that there is free luggage allowance of 20 kg. Excess luggage should be paid for. Finalizing this procedure is the boarding pass which is given to every passenger. It contains an indication of the departure gate and time. When the boarding pass is given the passengers should proceed to the passport control where his or her identity is checked and the so called green light is given for the departure. When on board the passengers should be careful and watch the electric light signs. When the “Fasten the seat belts” sign goes on, do it promptly, and obey the “No smoking” signal. And do not forget your personal belongings in the plane when leaving it. After the landing the officials will check the passports and visas of the passengers. These formalities are more or less similar in all countries. In some countries these officials may also check the passengers’ certificates of vaccination. When these formalities have been completed the passengers will go to the Customs for an examination of their luggage. If a passenger has nothing to declare he or she may just go through the ‘green section’ of the Customs. But sometimes the Customs inspector may ask you to open your bag or suitcase for inspection. This is done to prevent smuggling. After you are through with all customs formalities you are free to cross the border and enter the country of your destination. 
2.Соедините понятия и их определения.
	1. to endorse
	a) when someone is removed from their job by their employer

	2. dismissal
	b) a group of individuals working together in business with a view to making profit

	3. headquarters
	c) if a famous person does it he or she says in an advertisement that goods or services are good

	4. to innovate
	d) the head office or main building of an organization

	5. partnership
	e) to design and develop new and better products

	6. Profit
	f) cost expressed in money

	7. Expense
	g) the total number of people who are employed in a company or factory

	8. Labour force
	h) all those who can work in a country, company

	9. Wage
	i) money gained by trade or business

	10. Workforce
	j) payment made to workers for the use of their labour as a factor of production



3. Расставьте части письма в правильном порядке. Вместо пропусков в основной части письма вставьте правильное слово из рамочки. Будьте внимательны: вам понадобятся не все предложенные слова.
	Specified writing invoice in case of look forward by return according to original enclosing price list



Yours sincerely, Pierre Lacoste,
 Credit Controller.
July 23, 2000
_____ our records payment of our invoice No. 35823, sent to you in April, has not yet been made. As _____ on all our estimates and invoices our terms of business are 30 days net. Your _____ has now been outstanding for 90 days. _____ unsettled debt of this duration it is our company policy to take legal action. We would naturally prefer not to have to go so far. Would you please send us a check _____. In case you have lost or mislaid the _____ I am _____ a copy of our invoice. We _____ to receiving your payment by return.
Dear Mr Carsons,
Carsons Inc.
Bay avenue
San Francisco

4. Ещё раз ознакомьтесь с содержанием письма в упражнение 2 и выберите, к какому типу письма из приведенного ниже списка оно относится. 
Letter of Reminder Letter of Acknowledgement Letter of Offer Letter of Application Letter of Inquiry Letter of Complaint
5. Ознакомьтесь с приведенным ниже диалогом. Вставьте пропущенные слова из рамочки.
	available pleasure hold on in detail could arrives would


Telephone Conversation with the English Company Telephone operator: Continental Equipment. Can I help you? 
Mr Smirnov: I _____ like to speak to Mr Cartwright, please? 
T.O.: Could I have your name, please? 
Mr S: I am Victor Smirnov from TST Systems.
 T.O.: _____, please. I’ll find out if he is in. T.O.: I’m afraid Mr Cartwright is not _____ at the moment. Could I take your phone number, Mr Smirnov? Mr Cartwright will call you back later. 
Mr S.: Of course. Double five nine three six four two 
T.O.: And where are you phoning from? 
Mr S.: From Moscow, Russia. 
T.O.: Could you tell me the code for Moscow and Russia?
 Mr S.: oh oh seven four nine five 
T.O.: Thank you, Mr Smirnov. Good bye. 
Mr Cartwright: Hello. _____ I speak to Mr Smirnov, please? 
Mr S.: Smirnov speaking… 
Mr C.: This is John Cartwright from Continental Equipment speaking.
 Mr S. Yes, Mr Cartwright. I am the new Commercial Director of TST Systems. I have a _____ to inform you that we have carefully studied your materials and decided to accept your proposal. 
Mr C.: Thank you, Mr Smirnov.
 Mr S.: I am going to come to Brighton and discuss with you the main principles of our agreement _____. Mr C.: When are you going to come? 
Mr S.: On Wednesday, next week. My flight _____ at Gatwick Airport at about 10 o’clock, as far as I know.
Mr C.: Excellent, Mr Smirnov. We will meet you at the airport. See you next week. 
Mr S.: Good-bye.

















	Вариант 2
1.Перепишите текст и письменно переведите его на русский язык. 

Constructing a project
The Russian Federation is engaged in trade with many foreign countries. It
also renders technical assistance to a number of developing countries. This
assistance is provided in building metallurgic complexes, in the construction of oil
and gas pipe-lines, fertilizer and cement factories, nuclear power plants, etc. Trade
with developed countries as well as economic and technical assistance to
developing countries ranks high in the foreign economic relations of our country.
The reason for this is the possibility to obtain hard currency necessary for our own
technical and economic modernization.
Construction and operation of industrial enterprises in developing countries
are as a rule carried out in different conditions where a number of commercial,
technical and organizational problems are to be solved. Sometimes international
agreements are to be taken into account in order to fulfill the contracts signed with
the particular countries. This is due to the fact that some developing countries are
under control of some international organizations (International Atomic Energy
Organization, for instance).
Construction of factories and plants in developing countries sometimes
requires procurement of equipment, providing technical and advisory services,
assuring the necessary repair and maintenance of the equipment. In doing so the
Customer’s interests are to be safeguarded. It is therefore essential that local
building materials should be used fore construction, and locally produced
equipment should make part of the project. Exchange of experience is naturally
appreciated by the Customer.

2.Соедините понятия и их определения.
	1. public sector
	a) something that helps you to be better or more
successful that others

	2. bank
statement
	b) organizations which are owned or controlled by
the government

	3. competitive
advantage
	c) information sent regularly by a bank to a
customer, showing the money that has gone into and
out of their account over a particular period

	4. to decline
	d) a move to a more important job or rank in a
company structure

	5. promotion
	e) to become less profitable, productive, wealthy

	6. Inflation
	f) a rise in prices caused by an increase in money
supply

	7.Unemployment
	g) wealth or property that can be used to produce
more wealth

	8. Recession
	h) things for sale

	9. Capital
	i) the number of people without a paid job

	10. Goods
	j) a period of economic decline in a country



3.  Расставьте части письма в правильном порядке. Вместо пропусков в основной части письма вставьте правильное слово из рамочки. Будьте внимательны: вам понадобятся не все предложенные слова.

	Acknowledge enclosing offer confirm requested in accordance with the delivery place demand writing



Dear Sirs, 
Ref: Order # 142 of 21th March, 2017
Yours faithfully,
Thank you very much for your letter of 21th March, 2017. We are pleased to _____ your order for 4000 men’s silk shirts. As you _____ we are _____ the copy of your order, duly signed, as an acknowledgement. We _____ that _____ will be made immediately on opening a letter of credit with our bank for the amount of $4212 and _____ your instructions. We hope our shirts will be in great _____ in Hungary and you will have a good turnover and you will be able to _____ larger orders with us in the future.
Vysteria Ltd.
P.O.Box 82
Hungary
Alfred Smithers, Sales Manager








4. Ещё раз ознакомьтесь с содержанием письма в упражнение 2 и выберите, к какому типу письма из приведенного ниже списка оно относится.

Letter of Reminder 
Letter of Acknowledgement 
Letter of Offer 
Letter of Application 
Letter of Inquiry 
Letter of Complaint




5. Ознакомьтесь с приведенным ниже диалогом. Вставьте пропущенные слова из рамочки.

	Check in boarding pass hand luggage allowance departure gate weigh



On the way back
Visitor: Do I _____ for the flight to Moscow here? 
Clerk: Moscow, sir? Yes, that’s right. May I see your ticket and passport, please? And your bag. Put it on the scales, please. 
V.: Here it is. Do I need to weigh this small bag? 
C.: Are you keeping it as _____, sir? V.: Yes. 
C.: You must _____ that as well. Oh, it’s too heavy. I’m afraid there’ll be an excess luggage charge. Perhaps there’s something you could take out? Otherwise you’ll have to pay extra. 
V.: All right. I’ll take these booklets out. They are rather bulky.
C.: Will you put your luggage on the machine again, sir? Now that’s better. 
V.: Is it inside the free _____? 
C.: Yes, you are allowed that much. Here are your ticket and the _____. Your luggage tag is attached to your ticket. 
V.: Thank you. Which way do I go now? 
C.: Passport control is that way. Then the _____ is straight ahead. 
V. Thank you. 










Вариант 3

1. Перепишите текст и письменно переведите его на русский язык. 
Fairs and exhibitions
Trade fairs and exhibitions are of importance for the commercial world of today. They can offer exporters an excellent opportunity to display what they have 68 for sale, to make personal contacts with the potential customers, and to make a kind of market analysis quickly and easily. They are also a way of advertising and sales-promotion. International trade fairs and exhibitions fall mainly into two categories: specialized ones, focusing on products of particular industry or group of industries, and general ones, covering different fields from highly specialized sophisticated machinery or equipment and high-tech products to items of day-to-day consumer goods. In recent years, business information exhibitions have gained recognition too. A fair or an exhibition is always an event which attracts a lot of businessmen as well as the general public. The former are attracted to these events due to their professional interest and the desire to be updated on the progress in their field of business, while the latter are keen on forming an idea of the latest developments in the consumer goods range. As for the exhibitors they are interested in showing the best they can offer or try to give the visitors an opportunity to take a glance at their country’s way of life and tourist attractions. At many exhibitions one can find stands and stalls selling all kinds of goods and exhibits to the willing visitors. The messages to be conveyed by the exhibitions and the mottos under which they are held vary enormously, but the keynote remains: it is peace and progress through trade and economic cooperation.


2. Соедините понятия и их определения.
	1. private sector
	a) something that helps you to be better or more successful that others

	2. bank statement
	b) organizations which are owned by private individuals

	3. competitive advantage
	c) information sent regularly by a bank to a customer, showing the money that has gone into and out of their account over a particular period

	4. to decline
	d) a move to a more important job or rank in a company structure

	5. promotion
	e) to become less profitable, productive, wealthy, etc

	6. Bank
	f) an amount of money charged for borrowing money

	7. Interest
	g) an organization that provides a financial service

	8. Bankruptcy
	h) control and making of decisions in a company

	9. Market
	i) an area or section of the population to which goods may be sold 

	10. Management
	j) the state of being unable to pay one’s debts




3.Расставьте части письма в правильном порядке. Вместо пропусков в основной части письма вставьте правильное слово из рамочки. Будьте внимательны: вам понадобятся не все предложенные слова.
	Enquiry enclose offer deliver available pleased price list bring you further carry out



Yours sincerely, 
Fred Stock
Dear Mr North,

Mr Fred North
Purchasing Manager
Broadway Autos


Thank you very much for your _____. We are very familiar with you range of products and are _____ to inform you that we have a new line of batteries that fit your specifications exactly.

I _____ our catalogue with the latest _____, specifications and delivery terms. I have arranged for our agent to _____ five of these batteries to you next week, so that you can _____ the laboratory tests. All our products are _____ now from stock.

If you would like _____ information, please telephone me: my extension number is 776.
11 November, 1999.

I look forward to hearing from you soon.




4. Ещё раз ознакомьтесь с содержанием письма в упражнение 2 и выберите, к какому типу письма из приведенного ниже списка оно относится.

Letter of Reminder 
Letter of Acknowledgement
Letter of Offer 
Letter of Application 
Letter of Inquiry 
Letter of Complaint

5. Ознакомьтесь с приведенным ниже диалогом. Вставьте пропущенные слова из рамочки.
	Manufacturer assembly output administrative annual employ supliers



Visiting a plant
Director: Gentlemen! Before the manager shows you round the plant, I would like to give you some basic information about what we are doing here. As you know our plant is the leading _____. 
Foreign visitor: We are aware of the fact. What are you production targets? And what is your total _____ output?
D.: We produce about 5000 machine-tools every year. 
V.: Well, that places you among the biggest plants of this kind. And are you able to export a larger proportion of your _____? 
D.: Well, considering our growing home needs we can increase our export by 3%. 
V.: How many workers does your plant _____?
D.: About 100. We work in three eight-hour shifts. 
V.: Have you got a large number of engineers? 
D.: Yes, rather. The plant is highly mechanized and automated. We try to keep abreast of other _____ of machine-tools.
 Works manager: Now gentlemen, if you’d like to follow me, we’ll go round the office block. We have all the _____ departments here. 
V.: What’s that building opposite us? 
W.M.: It’s our _____ shop. I’m taking you there now. This way, please.











Вариант 4



1. Перепишите текст и письменно переведите его на русский язык.

Traditions, customs and beliefs

	


A journey to a foreign country is practically always a voyage of discovery of something new and unknown. In developing countries businessmen will discover a society composed of a complexity of multi-faceted communities with different languages, religions and 71 therefore varying beliefs, traditions and customs. Often these have a strong impact on the political economic and social life of the country. This should by no means be disregarded by those engaged in business relations with such countries. And when planning a deal with such a country one must be very well informed about the particulars of this aspect of life of the developing countries. There are different ways to obtain this kind of information. While elaborating a contact with a developing country one may read appropriate books on the subject, ask an expert for the necessary information, contact representatives of the country and seek advice, etc. But while inside the country there are also a number of ways to be informed about the country. One can ask suggestions from our diplomats stationed in the country. Helpful information of this kind can be obtained by visiting local museums where one can go through the centuries of the country’s history. Reading the local press and watching the local TV will be of assistance in this respect as well. But the best way to be informed about the country and the particulars of dealing with local businessmen is to seek appropriate advice from the representatives of our trade mission in the country. This body is staffed with well informed and skilled personnel with good knowledge of economic and legal particulars related to this country. Their advice will be for you of crucial importance.












2.Соедините понятия и их определения.
	1. prime time
	a) to find new people to work for an organization or company

	2. receipt
	b) to make a person, business, or country go out of business

	3. recruit
	c) the time in the evening when most people are watching television, and the cost of advertising is at its most expensive

	4. public sector
	d) a document given by someone, showing that they have received money, goods, or services

	5. to bankrupt
	e) organizations which are government-owned or government-controlled

	6. Piecework payment
	f) an amount of money produced as a profit

	7. Fixed payment
	g) payments made to an individual that are related to the number of goods he or she produces

	8. Profit
	h) metal money

	9. Coin
	i) money gained by trade or business

	10. Return
	j) not changeable amount of money which is to be paid

























3.Расставьте части письма в правильном порядке. Вместо пропусков в основной части письма вставьте правильное слово из рамочки. Будьте внимательны: вам понадобятся не все предложенные слова.

	Advertisement kindly commercial interested in terms of payment would like to meets place deal with specializes in



Pet Products Ltd
180 London Road
Exeter EX4 4JY
England

Dear Sirs, 
We read you _____ in the “Pet Magazine” of 25th December. We are _____ buying your equipment for producing pet food. Would you _____ send us more information about the equipment:
- price,
- dates of delivery,
- _____,
- guarantees.



Our company _____ distributing pet products in Ukraine. We have more than 50 dealers in different regions and _____ start producing pet food in Ukraine. If your equipment _____ our requirements, and we receive a favourable offer, we will be able to _____ a large order for your equipment.

Yours faithfully,

V. Smurov,

Export-Import Manager.
Your early reply would be appreciated.
25th February, 2021







4. Ещё раз ознакомьтесь с содержанием письма в упражнение 2 и выберите, к какому типу письма из приведенного ниже списка оно относится.
Letter of Reminder 
Letter of Acknowledgement 
Letter of Offer 
Letter of Application
Letter of Inquiry 
Letter of Complaint

5. Ознакомьтесь с приведенным ниже диалогом. Вставьте пропущенные слова из рамочки

	promote attracted commercial power plants constructing achievements



After visiting the exhibition



Foreign representative: Thank you, sir, for showing us round your pavilion. Your display has _____ a lot of businessmen. I hope the exhibition will _____ our cooperation too.

Exhibition Officer: That’s nice to hear. As I’ve told you, Mr. Smith we are showing here our most up-to-date equipment. It incorporates the latest scientific and technological _____. 

F.R.: It was a good idea to show a film about the power plants which you have constructed in the developing countries. It’s really very impressive.
E.O.: Well our _____ are popular throughout the world.
F.R.: We may also be interested in _____ a power station in our country.
E.O.: Glad to hear that. May I suggest that we drop in at the _____ office for a tentative talk on future cooperation?
F.R.: All right.
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