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1. IEPEYEHb KOMIETEHIIMA C YKABAHUEM ITAIIOB X ®POPMUPOBAHUS B
IMPOOECCE OCBOEHHUA OBPA3OBATEJIBHOU ITPOI'PAMMBI

B pesyabrare ocBoenuss OIIOIl marumcrparypsl mo HampasieHuio oOydeHus 35.04.03
ArpoxuMHsT M arpolOYBOBEJACHHCHANPABICHHOCTh  (Mpoduiab)  «IKOJOTHS  MOYB |
NIPOJIOBOJILCTBEHHAsI ~ OE€30MAacHOCTh»,  OOydYalONIMACS  JIOJDKEH  OBJIANETh  CIEAYIOIIUMHU
pesyapTaTaMu 00y4deHus 1o auciuimHe«HocTpaHHBIN s3bIK B cdepe mnpodeccruoHamTbHON
KOMMYHHKAITHH»

Tabmuua 1.1 — TpeGoBaHus K pe3ylbTaTaM OCBOCHHS JUCIUTUTMHBI

Kon NHauKaTop JOCTHKEHUS [TepeveHs TUTAHUPYEMBIX PE3YIBTATOB OOYUCHHS
HHJUKATOpa IKOMIICTCHIINU 10 AUCHUIIJIIMHE

JOCTHKEHUS

KOMIICTCHIINHU

VYK-4 CiocobeH npuMeHsITh COBPEMEHHBIE KOMMYHHKATHBHBIC TEXHOJIOTHH, B TOM YHCIIC Ha
WHOCTpPaHHOM (BIX) sI3BIKE (aX), TSl aKaJEMHUECKOT0 U MPOECCHOHATHHOTO B3aMMOJICHCTBHS

Ucnonb3yer 3HATL: METOIBI U
KOMMYHUKATHUBHBIE TEXHOJIOTMH  aKaJeMHYECKOU U
TEXHOJIOTHH 1Sl | TpoheCCHOHATPHOW KOMMYHUKAITUY Ha
aKaJIEMUYECKOTO U | ”THOCTPAHHOM (- BIX) SI3bIKE (aX).
po¢eCCHOHATBHOTO YMeTh: HCIOIB30BaTh

VK 4.1 B3aNMMOICHCTBUSI Ha | COBpPCMCHHBIC HH(bopMauI/IOHHo-
WHOCTPAHHOM (- BIX) KOMMYHHUKATHUBHBIE CPEICTBA HA UHOCTPAHHOM
SI3BIKE (aX) (p1X) s13BIKE(aX).

Baaners: HopMaMu U MTpaBUJIaMU aKaJIEMUYECKOTO
1 Ipo(heCCUOHATIBHOTO B3aUMOJICHCTBUS Ha
WHOCTPAHHOM (BIX) SI3BIKE(aX).




2. ONIUCAHUE MMOKA3ATEJEN U KPUTEPUEB OLIEHUBAHUS KOMIETEHIIU HA PA3JIMYHBIX DTAIIAX UX
OOPMUPOBAHUSA, OIIMCAHHUE IIIKAJI OHNEHUBAHUA
Tabmuua 2.1 — [TokazaTenu 1 KpUTEPUH ONPEAETICHNUs YPOBHS CHOPMHUPOBAHHOCTH KOMITETEHIIUN

Kon u
HauMEHOBaHUE
WHJIMKaTopa
KOMITETEHIUH

[Inanupyembie
pe3yabTaThl

Kputepuu onieHnBanus pe3ysibTaToB 00yUEHUS

HCYOOBJICTBOPUTCIIBH
(0)

YAOBJICTBOPHUTCIBHO

XOpOLIO

OTJIIMYHO

YK-4. Cnioco6eH npuMeHSATbh COBPeMEeHHbIe KOMMYHUKATHUBHbIE TEXHOJIOTHH, B TOM YHCJIe HA HHOCTPAHHOM (bIX) fI3bIKe (aX), JAJI4
aKaJeMU4YeCKOro u npogeccuoHaAJIbHOI0 B3aUMOACHCTBUSA

YK-4.1 3namo: ZICTIOBBIX KOHTAKTOB; | A — OpraHM3allM JIEJOBbIX | JEJIOBBIX KOHTAKTOB
Hcnons3yer METOJIbI U METOBI U TEXHOJIOTUU p KOHTAKTOB; METO/IbI U METO/bI U TEXHOJIOTHH
. KOHTaKTOB; METObI 1 .
KOMMYHHUKATH | TEXHOJOTHH aKaJeMHYeCcKOH, U TeXHONOMIA TEXHOJIOTUHU aKaJeMUYECKOH, 1
BHBIE aKaJeMUYECKOHU, U npogeccuoHaTbHON AKATEMIECKOi, 1 aKaJEMUYECKOHU, U npodeccuoHaIbLHON
TEXHOJIOTHH npodeccnoHalbHOM | KOMMYHHMKAIIUU Ha Do q)eCCHOHaHB,I{Oﬁ npo¢eCcCuOHATBHON KOMMYHUKAIlMU HA
TUTS KOMMYHHKAITUU HA WHOCTPAHHOM (- BIX) KS MMYHHKALIH Ha KOMMYHHKAITUU HA WHOCTPAHHOM (- bIX) SI3bIKE
aKaJIeMHYECKO | MHOCTPAHHOM (- bIX) | f3BIKE (aX) HUXKE HHOCTy AHHOM (- bIX) WHOCTPAHHOM (- BIX) (ax) B 0OBEME,
rou sI3BIKE (aX). MUHHUMAaJIbHBIX HBBIKep(aX) HIDKe sI3BIKE (aX) C COOTBETCTBYIOIIEM
npodeccronan TpeOOBaHUH, UMENH HEKOTOPBIMH porpaMmme MoJAroTOBKH,
MUHUMAaJTbHBIX
BHOTO MECTO TpyObIe . HEJ0YeTaMU 0e3 ommboK
. TpeOoBaHUil, UMETH
B3aNMOJIENCTB OIIHNOKHU
s Ha MECTO IrpyOble OIMOKHI
HEOCTPAHHOM Ymems: [Ipu perennn [IpoeMoOHCTpUPOBAHBI [IponemoncTpupoBansl | [IpogeMoHCTpUpOBaHbI BCE
(- bIx) UCIOJIb30BATh CTaHJApTHBIX 3374 OCHOBHBIC YMEHHUS BCE OCHOBHBIC YMEHUS, | OCHOBHBIC YMECHHS
A3bIKe (aX) COBpEMEHHBIE 1o OCHOBHbIE NTPUHIUIIBI MIPUHIIMIIBI MPUMEHSTH IPUHIIMUIIBI
MH(POPMALIMOHHO - UCITIOJIb30BAHUIO UCTIOJIb30BaHUS UCIIOJIb30BAHUS UCTIOJIb30BaHUS
KOMMYHHKATHUBHBIE | COBPEMEHHBIX COBPEMEHHBIX COBpPEMEHHBIX COBPEMEHHBIX
CpeaCTBa Ha MH(POPMALIMOHHO - UH(POPMALIMOHHO - MH(POPMALIMOHHO - UH(POPMALIMOHHO -
MHOCTPAaHHOM (bIX) | KOMMYHHUKATHUBHBIX KOMMYHHKaTHUBHBIX KOMMYHHKATHUBHBIX KOMMYHHUKATHUBHBIX CPE/CTB
A3bIKe(ax). CPEIICTB HA CPENCTB HA CPEIICTB HA Ha MHOCTPAHHOM (BIX)

YpoBeHb 3HAHUU
OCHOBHBIX IIPUHIIUIIOB
OpraHusanuu

MuHuMaabHO
JIONTYCTUMBIA YPOBEHD
3HAHUM OCHOBHBIX
MPUHIIUIIOB

YpoBeHb 3HaAHUI
OCHOBHBIX ITPUHIIUIIOB

YpoBeHb 3HAaHUN OCHOBHBIX

IMPUHIMIIOB OpraHu3alun




Kon u
HAUMCHOBAHUC
WHJIUKaTOpa
KOMIICTCHIINN

[Inanupyemsle
pE3yJIbTaThI

Kputepuu onieHnBanus pe3ysibTaToB 00yUeHUS

HEYJIOBJIETBOPUTENbH
0

YIIOBJIETBOPUTEILHO

XOPOIIO

OTJIMYHO

WHOCTPaHHOM (BIX)
si3bIKe(ax).He
MIPOJIEMOHCTPHPOBAH
bl OCHOBHBIE YMEHHUS,
UMEII MECTO
rpyObIie OIMOKU

WHOCTPAHHOM (BIX)
sa3bIKe(ax), ¢ HerpyObIMH
OIIMOKAaMH, BHITIOJTHEHBI
BCE 3a/1aHUs, HO HE B
MOJIHOM 00beMe

WHOCTPaHHOM (BIX)
si3bIKe(ax)., €
HErpyOBIMH OIITHOKAMU;
BBITIOJIHCHBI BCE
3aJJaHHs B TIOJTHOM
o0beMe, HO HEKOTOphIe
C HeJI0YeTaMu

s3bIKe(axX )., BBITIOJTHEHBI BCE
3a/laHus B TIOJTHOM 00beMe

Bnaoems: nopmamu
Y TIpaBUJIAMU
aKaJeMHYeCcKOro u
po¢eCcCHOHATBLHOTO
B3alMOJEUCTBHA HA
MHOCTPaHHOM (bIX)
s3bIKe(ax).

IIpu peennu no
MIPUMEHEHHUIO
OCHOBHBIX HOPM U
MpaBHII
aKaJeMHYECKOTO U
po¢eCCHOHATBHOTO
B3aMMOJICVICTBUS Ha
HHOCTPAaHHOM (BIX)
si3bIKe(ax), He
MIPOJIEMOHCTPUPOBAH
bl 0a30BbIC HABBLIKH,
UMEIH MECTO
rpyObIe OMOKU

NmeeTcss MUHUMAIIBHBIN
Ha0Op HABBIKOB 110
MPUMEHEHUIO OCHOBHBIX
HOPM U TIPaBUI
aKaJeMHYECKOro 1
npo¢ecCuoHaIbLHOTO
B3aUMOJICUCTBHUS HA
WHOCTPaHHOM (BIX)
s3bIKe(ax), ¢
HEKOTOPBIMHU
HeJ04YeTaMu

IIponeMoHCTpUPOBaHBI
0a30BbI€ HABBIKH 110
MIPUMEHEHUIO
OCHOBHBIX HOPM U
MIpaBUII
aKaJeMHYeCKOro u
po¢eCcCOHATBLHOTO
B3aMOJEHCTBHA HA
MHOCTPaHHOM (bIX)
s3bIKe(ax), ¢
HEKOTOPBIMH
HeJ0YeTaMU

[IpogeMoHCTpHUpPOBaHbI
HABBIKH TI0

MPUMEHEHUIO OCHOBHBIX
HOPM U TIPaBUI
aKaJeMHYECKOro u
npogecCuoHaIbLHOTO
B3aUMOJICUCTBHUS HA
WHOCTPaHHOM (BIX)
s3pIKe(ax), 0e3 OMmuoOOK U
HEJ0YETOB

OnuncaHne MKanbl OLICHUBaHUA

1. Onenka «HEYIOBJIETBOPUTEIHHO» CTABUTCSA CTYACHTY, HE OBNAICBIIEMY HU OJHUM W3 IJIEMEHTOB KOMIICTCHIIUH, T.€. OOHAPYXUBIIEMY
CYLIECTBEHHbIE MpPOOENbl B 3HAHUM OCHOBHOTO MPOTPAaMMHOIO MaTepHalia Mo AWCHMIUIMHE, JONMYCTUBLIEMY NPUHIUIHUAIbBHBIE OLIMOKU MpH
MPUMEHEHUH TEOPETUYCCKUX 3HAHHM, KOTOpPhIE HE TO3BOJSIOT €My MPOAOKUTH OOYYCHHE WM MPHUCTYMHUTHh K MPAKTUYECKOW NesATENbHOCTH 0e3
JOTIOJHUTENBHOM MOArOTOBKH MO JAHHOM TUCLIUIUINHE.

2. O1eHKa «yJIOBJIETBOPUTEIBHOY CTAaBUTCS CTYACHTY, OBJIA/ICBIIEMY 3JIEMEHTAMU KOMIIETEHIIUU «3HAThY, T.€. IPOSIBUBILIEMY 3HAHHUSI OCHOBHOTO
MPOrpaMMHOTO MaTepuaja Mo JUCHUIUIMHE B 00beMe, HEOOXOAMMOM JUIsl MOCIEIYIOIero o0yueHus: U MPeACTOSIIeH MPaKTUYeCKON NeaTeIbHOCTH,
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3HAKOMOMY C OCHOBHOM DPEKOMEHJOBAHHOW JHMTEpaTypoi, JOMYCTUBILIEMY HETOYHOCTH B OTBETE€ HA 3K3aMEHE, HO B OCHOBHOM 00JaJarolieMy
HEOOXOAMMBIMU 3HAHHUSIMHU JJIS1 MX YCTPAHEHHS IIPU KOPPEKTHPOBKE CO CTOPOHBI SK3aMEHATOPA.

3. OueHka «XOpOIIO» CTABUTCS CTYIEHTY, OBJIAJICBIIEMY JJIEMEHTAMU KOMIIETEHIIMH «3HAThb» M «YMETbY», NPOSBHUBLIEMY IIOJHOE 3HAHHE
IPOrpaMMHOT0 MaTepHaja 1O JUCLHUIUIMHE, OCBOMBILIEMY OCHOBHYIO PEKOMEHIOBAHHYIO JIUTEPATypy, OOHApPY>KUBIIEMY CTAOWJIBHBIA XapakTep
3HAHUW W YMEHMH M CIIOCOOHOMY K HMX CaMOCTOSITEIbHOMY NPUMEHEHHI0 M OOHOBJICHHIO B XOJE IOCIEIYIOIIEro OO0y4YeHHs U MPAaKTHYECKOM
NESTENbHOCTH.

4. OueHka «OTJIIMYHO» CTaBUTCS CTYACHTY, OBJIAJIEBIIEMY 3JIEMEHTAMHM KOMIETEHIMU <GHATh», «YMETb» M «BIAAECTh», IPOSIBUBLIEMY
BCECTOPOHHHME M TIIyOOKME 3HAHMS NPOrPaMMHOrO MaTepHuaja I0 JUCHMIUIMHE, OCBOMBIIEMY OCHOBHYIO U JIONOJHHUTEIBHYIO JIHTEparypy,
0oOHapyXHUBIIEMY TBOPUYECKUE CIIOCOOHOCTH B MOHUMAHHUH, U3JI0KEHUU U MPAKTUYECKOM HCIOJIb30BAHUN YCBOEHHBIX 3HAHUH.

5. OneHka «3a4TeH0» COOTBETCTBYET KPUTEPUSAM OLIEHOK OT «OTIMYHO» 10 «yIOBJIETBOPUTEIHHOY.

6. OneHka «He 3a4TEHO» COOTBETCTBYET KPUTEPHUIO OLICHKH «HEYTOBIETBOPUTEIHHON.



3. TUTIOBBIE KOHTPOJIBHBIE 3AJTAHUA NJIN UHBIE MATEPUAJIBI,
HEOBXO/IUMBIE JIJISI OIEHKU 3HAHWI, YMEHHI, HABBIKOB ¥ (MJIN) ONIBITA
JAEATEJIBHOCTH, XAPAKTEPU3YIOIUX 3TAIIBI ®OPMUPOBAHUA
KOMIIETEHIIAM B TIPOIIECCE OCBOEHMS OBPA3OBATEJILHOI TPOI'PAMMBI

Tabmuma 3.1 — TumnoBsle KOHTPOJIBHBIC 3aJaHUsS COOTHECEHHBIE C HWHIWKATOpaMu
JOCTHIKXCHUA KOMHGTGHL{I/Iﬁ MaFI/ICTpOB

NoNe 3amanmii (BOmpocoB, OWIIETOB,

WNuaukatop JOCTHIKEHHS | TECTOB W TMp.) JUIsl OLEHKH pPe3yJbTaToB
KOMIETEHIINU oOydeHHs MO0 COOTHECEHHOMY HWHAMKATOPY

JOCTHIKEHUS] KOMITETCHIIUU

YK-4.1 Tect (Bompocsr 1-240)

Hcnons3yer KOMMYHUKAaTUBHBIE Juckyccust (Borpockr 1-25)
TEXHOJIOTHM  JUIsl  aKaJeMHYEeCKOTO U JlenoBas urpa (1-4)
npo(ecCHOHANFHOTO ~ B3aUMOJICUCTBUS ~ HA IIpesenrarus (temsl 1-10)
WHOCTPAHHOM (- BIX) sI3bIKE (aX) Cocrasienue nuceM (mucsma 1- 6)

METOJIAYECKHE MATEPUAJIbI, ONTPEJEJSAIOIIUE ITPOIEYPbI
OILIEHUBAHUSA 3HAHUM, YMEHWUM, HABBIKOB 1 (MJIN) ONIBITA
JEATEJbHOCTH, XAPAKTEPU3YIOIIUX TAIIBI ®OPMUPOBAHUSI
KOMIIETEHIIUI

TECT

1. You are calling a company and need to be put through to your colleague. What do you say?
1) Hi! Mr Smith, please!”’
2) Hello. Please could you put me through to Mr Smith?’
3) Good day. Would it be at all possible for you to connect me to the office of Mr Smith?’
4) Smith! Now!
2. You are phoning a friend’s house and a relative picks up the phone. Which of the following
is the most appropriate?
1) Hello. Could I speak to Mike, please?’
2) Mike? Mike? Is that you?’
3) 1 wanna speak to Mike.’
4) Could you possibly draw Mike’s attention to the fact that | am calling him?’
3. How would you ask someone politely to speak less quickly?
1) Slow down, for God’s sake. | can’t understand you!”
2) | can’t hear what you’re saying!’
3) Would you mind speaking more slowly, please?’
4) Don’t speak so fast!’
4. You ring to speak to your colleague but his secretary says he has gone out. What do you
say?
1) Oh, blast. Never mind.’
2) Could I leave him/her a message, please?’
3) Get him to phone me back a.s.a.p.’
4) Nothing — you just hang up.
5. You’re phoning the operator to find out the number of a branch of your company. What do

you say?
1) Hello. Could you give me the number of VJ-Study in Pskov, please?’
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13

14

2) Hi. I need this number and, err, maybe you could help?’

3) Hello there. I require the number of VJ-Study in Pskov. Now.’

4) | want the number for VJ-Study in Pskov.’

The person on the phone is providing you with an address that you need but you don’t know

how the name of the road is spelt. What would you say?

1) What? Is that English?’

2) Could you spell out the name of the road, please?’

3) What was that again?’

4) I’m afraid I can’t spell that.’

The person on the other end of the phone is being rude to you. What do you do?

1) Slam the phone down.

2) Ask the person to calm down and be rational.

3) Get angry and start swearing.

4) Ask him/her to explain why they are unhappy.

You’re phoning a company in order to get a refund or replacement for something you’ve

bought. What do you say?

1) I’m really upset with this vacuum-cleaner. What are you going to do about it?’

2) Give me arefund or you’ll be hearing from my lawyer’

3) I bought a vacuum-cleaner from your branch in Oxford Street and it appears to be faulty.
What’s your policy on refunds?’

4) One bought a vacuum-cleaner from yourselves recently. One was wondering what one
could do in order to gain a refund for said item.”

You phone your friend but you get the answer phone, and need to leave a message. How do

you begin?

1) It’s me. Phone me a.s.a.p.’

2) You just hang up.

3) John. John. It’s Brian. Are you there?’

4) This is a message for John from Brian. Could you ring me back, please?’

How should you include at the top of a formal letter?

1) Your address (full), their address (short), the date (full)

2) Your address (short), their address (full), the date (short)

3) Your address (short), their address (short), the date (short)

4) Just ‘Dear Sir/Madam,’

In an informal letter, what is normally included at the top of a letter?

1) Nothing

2) Just ‘Dear...” or ‘Hi...’

3) Just the date and ‘Dear...” or ‘Hi...’

4) The same as with formal letters

Which of the following sentences is the most appropriate for an informal letter?

1) I am sorry that my letter did not arrive with the usual punctuality.’

2) I do apologise for the tardiness of my reply. I have been rather busy.’

3) Please accept my greatest apologies for not having replied sooner.”

4) Sorry | haven’t written to you for such a long time, I’ve been pretty busy.’

What does FAO stand for?

1) For Assistants Only

2) For the Attention Of

3) From Australia’s Outback

4) From Assistants Only

If you DON’T know the person to whom you are writing, with which of the following

should you sign off a formal letter?

1) Yours sincerely,

2) Best wishes,



3) Yours faithfully,
4) Hugs and Kisses,
15 If you DO know the person to whom you are writing, with which of the following should
you sign off a formal letter?
1) Yours sincerely,
2) Best wishes,
3) Yours faithfully,
4) Hugs and Kisses,
16 In informal letters, it is acceptable to use...
1) Swearwords
2) Contractions (don’t, isn’t, I'm...)
3) Txt (SMS) language
4) Highfaluting language
17 Which of the following would most likely be found in an informal letter?
1) Dear Sir/Madam,
2) Yours faithfully,
3) Take care, and | look forward to hearing from you soon!
4) We request that you pay the bill in full immediately.
18 Which of the following is an example of very formal language?
1) Hi there!
2) You attendance is requested at...
3) Hope you’re OK.
4) Gotta run. See you soon
19 You’re writing a letter to a company, you know the department you wish to write to, but
don’t know the name of the contact person. How should you start the letter?
1) FAQ: Personnel Manager (new line) Dear Sir/Madam,’
2) Dear Personnel Manager,’
3) For the Personnel Manager,’
4) To whoever the Personnel Manager is,’
20 When writing an email, how should you start your message?
1) Simply with ‘Dear...” or ‘Hi...’
2) With the date, your postal and email addresses, and “Dear...
3) Simply with the date
4) Nothing — you just start writing
21 When writing informal emails, what it usually left out?
1) Informal language
2) Vowels
3) Apostrophes
4) All punctuation
22 When writing a formal email, the body of the message should be...?
1) More or less like that of a formal letter
2) Written in very formal language
3) Written in fairly informal language
4) Handwritten
23 You do not need to include the date in the text you type because...
1) The recipient will remember it
2) The email will automatically include the date
3) Who cares anyway?
4) It wastes time typing it
24 In informal emails, it is acceptable to use...
1) Very offensive language
2) Highly abbreviated language
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3) Highly formal language

4) Lower-case letters throughout

In an email, you are required to include...

1) Your email address

2) Your photo

3) Your signature

4) A subject heading

In a standard email, which typeface should you use?
1) Arial or Times New Roman

2) Wingdings

3) A highly stylised font

4) A font that resembles handwriting

What is the main advantage of sending an email?

1) It’s fun
2) It’s fast
3) It’s permanent

4) It’s friendlier

What is the main disadvantage of sending an email?
1) It might not get there

2) The other person might forget to reply

3) It can be read by other people (not secure)
4) It’s slower than conventional postal systems
What can’t you send as an attachment?

1) A file

2) A picture

3) A document

4) A cheque

When writing a reference for someone, you should be...

1) highly critical, detailing all the persons flaws.

2) generally positive, detailing all the persons good qualities.

3) generally critical, but with a sentence about their good qualities at the end.
4) totally positive, to the point of lying.

A reference normally consists of how many sections?

1) 3
2) 2
3 4
4 5

What should you include at the beginning of a reference?
1) A photo of yourself.

2) A blank cheque as a bribe.

3) Your company, the address and the date.

4) Your name and the date.

In the first paragraph, you should detail...

1) How long the person from whom you are writing the reference has been working for
you.

2) How much you like the person.

3) Why you took the person on in the first place.

4) How much money you pay him/her.

In the first paragraph, you should detail...
1) What the person looks like.
2) The person's general duties at your company.



3) The person's command of the English language.
4) How much you like the person.
35 In the second paragraph, you should detail...
1) some more detailed information about your person life.
2) some more detailed information about the performance of your company.
3) some more detailed information about the rumours you\'ve heard about the person.
4) some more information about your opinion of the person\'s capabilities.
36 In the final paragraph, you should include...
1) how much money you would pay him/her.
2) thanks to the person to whom the reference is being sent for taking the trouble to read
it.
3) a contact phone number, in case the person to whom the reference is being sent has
any further questions.
4) a summary of the person's best characteristics and which duties he could take on to
the maximum benefit of the company.
37 At the very end of the reference, you should include...
1) A photo of yourself
2) A photo of yourself and the person
3) Your full name, position and contact details
4) Just your signature
38 The language you use in references should be generally...
1) highly formal.
2) fairly formal.
3) fairly informal.
4) slangy and colloquial.
39 When writing a reference for someone, you shouldn\t...
1) be positive about them or else they might get big-headed.
2) too critical because it might affect the person\'s chances of getting the job.
3) forget to include a blank cheque as a bribe.

4) include a contact telephone number.

40 A standard CV consists of how many sections?
1) 3

2) 4

3) 5

4) 6

41 What does CV stand for?

1) Change of Vocation

2) Currently Vacant

3) Curriculum Vitae

4) Currant Viscount

42 What is a CV called in the USA?

1) Story of my Life

2) Reference

3) Resume

4) Personal Program

43 The first section, Personal Information, should include...

1) Your full name, your postal address, telephone numbers, and email address.
2) Your current marital status, your postal address, your sexual orientation and your
religion.

3) Just your full name and email address.

4) Just your full name and postal address.



44 Which of the following describes someone who does not need external encouragement
to do well?

1) positive

2) energetic

3) hands-on leader

4) self-motivated

45 The language you use in CVs should generally be...

1) slangy and colloquial.

2) quite informal.

3) quite formal.

4) highly formal.

46 Under the heading of Work Experience, you should first include...

1) the first job you ever had.

2) the most recent job you've had.

3) thefavourite job you've ever had.

4) your least favourite job.

47 Under the heading of Additional Skills, you should include...

1) A photo of yourself.

2) How much of a great person you think you are.

3) Your experience of working with women.

4) Your proficiency in foreign languages, experience with computers, and anything else

you consider appropriate.

48 Your CV should be completed in...

1) a legible, commonly-used font, such as Times New Roman, Helvetica or Arial.

2) a highly-ornamental, fancy, original font.

3) highlycolourfullettering.

4) blood.

49 Instead of including references or referees' contact details in the 'Reference’ section, you
can replace this section with...

1) Mind your own business

2) References available on request

3) My reference won’t say anything nice about me
4) I’m a wonderful person and don't need a reference

50 A plan of cash income and cash spending for a specific period of time.

1) business plan

2) profit and loss account

3) cashbudget

4) tender

51 A document which represents a part of the total stock value of a company and which
shows who owns it.

1) share certificate

2) balance sheet

3) letter of credit

4) contract

52 A formal agreement for the exchange of goods or services in return for payment.

1) cash budget

2) tender

3) contract

4) balance sheet

53 A formal description of income and costs for a time period that has finished.

1) insurance certificate

2) tender
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1)
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3)
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62
1)
2)
3)
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1)

business plan
profit and loss account
A document which states that a named person or company has paid for protection
against accidental loss or damage of goods or property.
letter of credit
tender
insurance certificate
balance sheet
A description of the ways a new business hopes to make money, showing possible
income and expenditure.
tender
business plan
cash budget
letter of credit
A formal letter with an offer to supply goods or services, containing a description of the
project, including costs, materials, personnel, time plans, etc.
share certificate
tender
contract
profit and loss account
An official notification from a bank that it will lend money to a customer.
letter of credit
balance sheet
cash budget
tender
A formal description of a company\'s financial position at a specified moment.
cash budget
balance sheet
profit and loss account
businessplan
The person who is responsible for an individual bank.
tax inspector
finance director
bank manager
marketanalyst
Someone who advises people on how to manage their financial affairs.
financial advisor
tax consultant
accountant
commodity trader
Someone who prepares an individual’s (or a company’s) tax return.
market analyst
stockbroker
accountant
tax inspector
The person who is responsible for the financial side of running a business.
bank manager
tax consultant
financial advisor
financedirector
A government official who checks that you are paying enough tax.
commodity trader
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1)

tax inspector
insurance broker
marketanalyst
The person who finds you the best insurance policy at the best price.
insurance broker
stockbroker
financial advisor
accountant
Someone who buys and sells stocks and shares for clients, and charges a commission.
commodity trader
market analyst
financial advisor
stockbroker
Someone who advises you or a company on how to pay less tax.
bank manager
tax consultant
financial advisor
financedirector
Someone who comments on business and share prices in a particular sector of the
economy.
bank manager
accountant
market analyst
tax inspector
Someone who buys and sells large quantities of goods, especially food products such as
tea, coffee, and cereals, or raw materials such as wood, or metals.
bank manager
stockbroker
commodity trader
tax consultant
Something that the government collects and no one likes to pay.
dividends
tax
shares
assets
Where you go to borrow money or get cash.
accounts
profit
capital spending
bank
How you are charged for borrowing money.
pension
interest
turnover
mortgage
How you can pay for a house, unless you can pay for it in a single payment.
mortgage
liabilities
bankruptcy
bank
A type of investment made by a company when buying equipment.
shares
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profit
capital spending
interest
What, in financial terms, a business hopes to make.
inflation
assets
turnover
profit
What a company has to prepare every year for presentation to its owners and to the
relevant authorities.
dividends
inflation
accounts
liabilities
The situation where a company does not have enough money or property to pay its
debts, and so the company closes.
turnover
assets
bankruptcy
accounts
The total amount of sales in a year.
capital spending
dividends
turnover
tax
Rising prices, rising costs and rising wages in an economy.
inflation
shares
pension
profit
What you buy if you invest money in a company.
bank
shares
dividends
interest
Individuals who invest their money in a company hope to receive these regularly.
pension
tax
dividends
shares
When you are old, you hope to have one of these.
pension
dividends
tax
assets
The name for all the property, equipment, investments and money owned by a company
(or individual).
tax
shares
liabilities
assets
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The name for everything that a company owes.

liabilities

interest

accounts

capitalspending
This agreement is used to ensure the repayment of money borrowed, usually in monthly
installments.

consultancy agreement

distribution agreement

loan agreement

franchise agreement
This agreement is used where one party buys goods from the manufacturer and re-sells
them on his own account. He will however be given the right to use the manufacturer's
intellectual property rights.

shareholders agreement

distribution agreement

contract of employment

franchise agreement
This agreement sets out the terms and conditions on which a business supplies goods.

terms and conditions of sale agreement

loan agreement

directors service agreement

consultancy agreement
This agreement is used where one party grants to another the right to run a business in
the name of the first party. Examples include Body Shop and McDonalds.

consultancy agreement

distribution

franchise agreement

manufacturing licence agreement
This is equivalent of a contract of employment for directors.

directors” service agreement

contract of employment

loan agreement

consultancy agreement
This agreement is used where one party is providing services as an independent advisor
to a company.

shareholders™ agreement

terms and conditions of sale agreement

loan agreement

consultancy agreement
This agreement should be used where one party (the licensor) owns intellectual property
rights in respect of a product it has developed and wishes to license the manufacture of
the product to a third party.

distribution agreement

franchise agreement

manufacturing licence agreement

loanagreement
This is intended to govern the relationship between a number of shareholders in a
company. The agreement works as a second layer of protection preventing the company
from being run in a manner other than has been agreed.

consultancy agreement

shareholders™ agreement

10



3) terms and conditions of sale agreement
4) loan agreement
92 This contract comes into existence as soon as job offer is accepted whether that offer is
oral or in writing.
1) consultancy agreement
2) loan agreement
3) contract of employment
4) directors” agreement
93 A business activity in which two more companies have invested together
1) alliance
2) acquisition
3) merger
4) joint venture
94 When a company's top executives buy the company they work for
1) takeover

2) MBO
3) LBO
4) Integration
95 Something belonging to a business that has value or the power to earn money
1) facilities
2) assets
3) utilities

4) valuation
96 A business that is a single unit from a legal point of view

1) synergy
2) integration
3) entity

4) cost centre
97 Something that must be done according to a law or rule
1) compatible
2) complementary
3) comparable
4) compulsory
98 When prices or the value of stocks and shares drop

1) failure
2) pitfall
3) downturn
4) loss
99 To put a plan into action
1) implement
2) install
3) integrate
4) indict

100AnN organisation's different costs and the way they are related to each other
1)  cost structure
2)  costsavings
3)  cost efficiency
4)  costbase
101We have decided to open a new company by setting up a with another
company in same line of business as us.
1) merge
2) cutting edge
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4)
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2)
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4)
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4)
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3)
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4)

1)
2)
3)
4)

1)
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4)

1)
2)
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joint venture
quota
102 When we want to know what our company is worth at any given dates we consult
our
auditor
tariff
balance sheet
licence
103 Our are worried about our growing market share.
rivals
slogans
auditors
invoices
104 We have asked the shippers to send us their as proof that the goods
were sent.
profit and loss account
invoice
tariff
licence
105 The is checking our accounts for mistakes.
imperatives
balance sheet
auditor
entrepreneurs
106 The new advertising campaign fits our perfectly.
brand image
sole traders
joint venture
subsidiary
107 We with one of our rivals and we now form the biggest software
company in the country.
losses
clash
to monitor
merged
108 Once we get over the initial bureaucratic , everything will be fine.
hurdles
imperatives
revenue
rival
109 When negotiating the agreement we must consider the of the
shareholders.
clash
imperatives
profit and loss account
hurdles
110 They are making our products under
brandimage
slogan
quota
licence
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111. Use this type of English when speaking to a friend:
1) Formal
2) Informal
3) Polite
112. 'This is Ken' is used when:
1) Answering the telephone
2) Introducing yourself in person
3) Asking who is on the line
113. 'Employment History' means:
1) Which schools you have attended.
2) Which diplomas and certificates you have.
3) Where you have worked.
114. Which phrase is correct?
1) He's worked at that company for fifteen years.
2) He's working at that company for fifteen years.
3) He works at that company for fifteen years.
115. 2.56 is read:
1) two point fifty six
2) two point five six
3) two dot five six
116. Which question is used to ask about residential status?
1) Please sign here
2) What's your address?
3) Where are you from?
117. Which is a postcode?
1) 24 Green Street
2) 044
3) CM12XB
118. Which sentence is incorrect?
1) He lives in London.
2) |l arrived at home at 6 o'clock.
3) They drove to San Francisco on Saturday.
119. I saw him __ school.
1) on
2) to
3) at
120. TWhich question asks for advice?
1) What would you like to know?
2) What should I do with my plastic bottles?
3) I'm afraid I don't know where the entrance is.
121. Which form is correct in most situations?
1) Could you help me?
2) Help me?
3) Excuse me, | was wondering if you could possibly help me?
122. Which is a correct response to the question: How do you do?
1) I'm fine.
2) I'maclerk.
3) How do you do?
123. Which form gives instructions?
1) Open your book and turn to page twenty-five.
2) You open your book and turn to page twenty-five.
3) Do you open your book and turn to page twenty-five.



124. Which is not correct when answering the phone?
1) Ken speaking
2) Thisis Ken
3) What do you want?
125. Which is the most polite?
1) Can I help you?
2) Could I help you?
3) May I help you?
126. Which signature is the most formal?
1) Love,
2) Yours faithfully,
3) Best wishes,
127. Which phrase is not correct?
1) TI'll put you through.
2) I'm putting you through.
3) I'm going to put you through.
128. Which phrase is correct?
1) When are you born?
2) When you born?
3) When were you born?
129. Which letter ending best goes with the opening 'Dear Personnel Director,'?
1) Best wishes,
2) Yours faithfully,
3) Best regards,
130. The average of 2, 4, 6 is:
1) 12
2) 6
3) 4
131. Which is good advice when writing a memorandum?

1) Use a polite style for your colleagues. You can contract verbs, but do not be too informal.

2) Provide a detailed employment history.
3) Use a formal register and sign: Yours faithfully,
132. Which is farthest in the past?
1) last week
2) aday before yesterday
3) amonth ago
133. Which phrase is used during a presentation?
1) Thanks for giving me a hand.
2) Thank you very much for your time today.
3) Thank you for your quick response.
134. Which phase should a man making a presentation use?
1) Please feel free to interrupt me with questions.
2) Don't disturb me while I'm presenting these statistics.
3) No, you're wrong. We need more staff.
135. The EU is:
1) The European Union
2) The Europe Union
3) The Equal Union
136. Complete the question tag: They worked for Kaufman's,
1) did they?
2) haven't they?

14



3) didn't they?
137. TComplete the phrase: The Chicago Police
1) Institution
2) Staff
3) Force
138. Prepositions are always followed by:
1) The -ing form of the verb
2) The infinitive form of the verb
3) The verb without 'to’
139. Which is polite telephone English?
1) Why do you want him?
2) Who's that?
3) Who's calling please?
140. Which phrasal verb means 'mention'?
1) bring up
2) look into
3) find out
141. Which phrase is incorrect?
1) 1 picked up him at the station.
2) | picked him up at the station.
3) | picked up Tom at the station.
142. Which phrase refers to a future meeting?
1) Ilook forward to seeing you in March.
2) As you know, the meeting we attended concerned ...
3) I'd like to apply for the position of clerk.
143. You probably won't find a doctor in:
1) Anemergency room
2) An urgent care center
3) An information office
144, Which phrase is correct?
1) She brought the plan off.
2) She brought off it.
3) She brought the plan into.
145. To Whom it May Concern:
1) Is an opening from an e-mail
2) s an opening from an inquiry
3) Isan opening from a letter to a colleague
146. Which phrase refers to problems with someone outside the office?
1) Staff can resolve simple complaints.
2) Requests can be made before or after your sick leave.

3) Holiday requests can now be filed with your department director.

147. The personnel office deals with:
1) Clients
2) Management
3) Staff
148. Which phrase is incorrect?
1) Company reports must be filed electronically.
2) Company reports should be filed electronically.
3) Company reports doesn't have to be filed electronically.
149. Which does not necessarily need to be included in a report?
1) Terms of Reference
2) Conclusions
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3) Requests
150. Replies to inquiries should include:
1) To Whom it May Concern:
2) | look forward to helping you.
3) Best wishes,
151. You should:
1) never include the address of the recipient at the top of a letter.
2) always include the address of the recipient at the top of a letter.
3) include the address of the recipient at the bottom of a letter.
152. Which topic might a memorandum to staff discuss?
1) Areply to an inquiry
2) A partnership
3) Changes in office procedure
153. Which is incorrect?
1) They'd love to visit your facilities.
2) They asked to visit your facilities.
3) They want visiting your facilities.
154. Which type of product is intangible?
1) Services
2) Production
3) Manufacturing
155. Which modal form requires an auxiliary verb (do, did, etc.)?
1) Must
2) Haveto
3) Should
156. Which document is intended to provide clients with information about an organization?
1) Memo
2) Inquiry
3) Catalogue
157. 'Sick leave' refers to:
1) Time off work because of illness.
2) Time off work because of holidays.
3) Time off work because of family problems.
158. 'l would be grateful if you could ... ' means:
1) Thank you for ...
2) I'd appreciate your ...
3) I'd like to invite you to ...
159. 'Please find attached' might be found in:
1) A letter
2) Aninquiry
3) An e-mail
160. 'I'm afraid | have a bad line' means:
1) My connection is not good.
2) The extension doesn't work.
3) I didn't understand.
161. Which is correct?
1) They carried on discussing the health service.
2) They carried on discuss the health service.
3) They carried on to discuss the health service.

162. Finish this question: Do you know where
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1) he works?

2) does he work?

3) he does work?

163. Which question is correct?

1) You live here, aren't you?

2) You live here, didn't you?

3) You live here, don't you?

164. Which series is correct when making a presentation?
1) Firstly, secondly, after that, finally

2) First, second, nextly, finally

3) Begin with, next, end with

165. Which phrase is incorrect?

1) They don't ever get up early on Sundays.

2) They don't never get up early on Sundays.
3) They don't usually get up early on Sundays.
166. Which is correct in American English?
1) Two thousand and four hundred twenty

2) Two thousand four hundred and twenty

3) Two thousand four hundred twenty

167. What should 'skills' include on your resume?
1) Your education

2) Your employment history

3) Other capabilities that are important for the job
168. A skill is:

1) Something you can do

2) Someone you know

3) Something you know

169. Which question is used to ask about your country of origin?
1) Where do you live?

2) Where are you from?

3) What is your last name?

170. E-mails are generally:

1) more formal than letters

2) less formal than letters

3) as formal as letters

171. Which phrase is used to make an invitation?
1) 1 was wondering if you could do the job.

2) Would you mind giving me a hand?

3) Would you like to attend the conference?
172. In which phrase do | write a message?

1) Would you like to take a message?

2) Would you like to leave a message?

3) Could you call back later, please?

173. Which should you use with women?

1) Mrs

2) Ms

3) Miss

174. Which question is correct?

1) Please could help me?

2) Could you help me, please?

3) Could please you help me?

175. Which question asks for advice?
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1) What should 1 do?

2) What can you do?

3) What does he do?

176. Which phrase is correct?

1) Excuse me, may | ask you a question?
2) Please, you could tell me the time?

3) Pardon me, do you know where he lives?
177. Which phrase is correct?

1) Would you like taking a message?

2) Would you like to leave a message?
3) Please, you could take a message?
178. A memorandum is also called:

1) A memo

2) A memory

3) A fax

179. 100 mph is:

1) A weight

2) A speed

3) A temperature

180. Someone with a walking disability probably might not use:

1) Wheelchairs

2) Stairs

3) Access ramps

181. Which phrase means 'lose your job'?

1) Be hired

2) Be made redundant

3) Be unemployed

182. A surgeon is:

1) a kind of teacher

2) a kind of office

3) a kind of doctor

183. Which phrase probably comes from an e-mail?

1) 1 am writing to thank you for attending our presentation.
2) 1 would be grateful if you could attend our presentation.
3) Thanks for coming to our presentation.

184. Which phrase does not refer to a computer?

1) All reports must be filed electronically.

2) Minor complaints do not have to be reported to the director.
3) All requests must be forwarded to the personnel department.
185. Workplace safety data might contain information about:
1) Worker sick leave causes

2) Worker compensation rates

3) Worker satisfaction

186. Public administration, health and education are:

1) in the private sector

2) in the public sector

3) in the construction sector

187. Which phrase prohibits someone from doing something?
1) Staff mustn't use the company lounge.

2) Staff don't have to file holiday requests before they leave.
3) Staff shouldn't expect a response before next week.
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188. Which form is used for advice?

1) You mustn't finish this report late.

2) You don't have to worry about your sick leave.
3) You should forward your request to personnel.
189. Which phrase is not correct?

1) He chose to continue his holiday.

2) He demanded to see the supervisor.

3) She doesn't mind to help you with your inquiry.
190. Finish the phrase: | hope

1) seeing you soon.

2) to see you soon.

3) see you soon.

191. Which phrase does not mean 'l will give him the message.'?
1) I'll pass this on.

2) I'll bring this up when | see him.

3) I'll look into this.

192. Which expresses the greatest growth?

1) Steady growth

2) Dramatic growth

3) Minor growth

193. A job at town hall is:

1) in the private sector

2) in the public sector

3) in manufacturing

194. Which heading from a report includes ideas for improvement?
1) Procedure

2) Findings

3) Recommendations

195. Finish the phrase: | suggest

1) to postpone our meeting until Wednesday.

2) postpone our meeting until Wednesday.

3) postponing our meeting until Wednesday.
196. Which type does not refer to time spent away from work?
1) Sick leave

2) Client complaint

3) Holiday request

197. E-mails are generally:

1) Shorter and more direct than letters

2) Longer and more formal than letters

3) Not used for business communication

198. Finish the phrase: | enjoy

1) meeting friends on weekends.

2) to meet friends on weekends.

3) meet friends on weekends.

299. 'l didn't catch that' means:

1) My connection is not good.

2) The extension is busy.

3) I didn't understand.

200. An extension is:

1) An internal telephone number

2) An external telephone number

3) A telephone call



201. Who was the British Prime Minister in 1979-1996?

a) Margaret Thatcher b) James Callaghan c) Stanley Baldwin d) John Major
202. What is the name of the river which flows through London?

a) The Thames b) the Severn ¢)The Cam

203. Which of the following is a well known British food?

a) Frogs legs b) Fish and chips  c) Pasta

204. What is the name of the Queen’s residence in London ?

a) Westminster Abbey  b) The Tower  ¢) Buckingham Palace
205. Where are the Crown Jewels?

a) in the Tower of London b) in the British Museum c) in the Buckingham Palace
206. The national emblem of England is

a) fog Db) rose c) daffodil

207. Who gave London its first name?

a) the Egyptians b) the Greeks  ¢) the Romans

208. What is another name for London’s Underground

a) metro Db)tube c)subway

209. What’s the largest airport near London?

a) Nottingham Airport b) Heathrow c) City Airport

210. What is a “double-decker”?

a) aship  b)atrain c¢)abus

211. What is the emblem of Scotland?

a) a daffodil b) a thistle ¢) a dragon d) a red rose

212. The first woman Prime Minister of Britain was

a) Margaret Brown  b) Margaret Thatcher c¢)Margaret Smile
213. When was the great fire in London?

a) 1665 b) 1666 c) 1660

214. What holiday do Welsh people celebrate on the first of March?
a) St. David’s Day  b) St. Patrick’ Day  c) St. Paul’s Day
215. What is the name of the popular Scottish poet?

a) Robert Burns b) William Blake c) Geoffrey Chaucer

216. What is the nickname of the flag of the United Kingdom?

a) Union Nick b) Union Jack c) Union England

217. For what period are the members of the House of Commons elected?
a) 2 years b) 3 years c) 4 years d) 5 years

218. What chambers does the British Parliament consist of?

a) the Senate and the House of Representatives

b) the House of Lords and the House of Commons

c) the House of Lords and the House of Representatives

219. What is the highest mark in British schools?

a)A b)C ¢)G

220. Which of these cities is not in Britain?

a) New York  b) London c¢) Oxford

221. The Queen’s husband is ... .

a) the Duke of Edinburgh b) the Prince of Wales c) the Duke of York
222. What do the letters PM stand for?

a) Personal Member b) Prime Minister c¢) Private Minister

223. The Princess Diana was the wife of...

a) Prince John  b) Prince Robert  ¢) Prince Charles

224. What is the official religion in the UK?

a) Catholicism b) Orthodoxy c) Protestantism
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225. What city in Britain has nickname “The Smoke”?
a) Edinburgh  b) Cardiff  c) London

226. What holiday is celebrated in Britain on the 25th of December?
a) St.Valentine’s Day b) Mother’s Day c) Christmas
227. Great Britain is divided into... .

a) 2 parts b) 3 parts c) 4 parts

228. What natural resources bring the most profits to the British economy?
a) coal reserves D) oil reserves c) gold reserves

229. What is the state system of the United Kingdom?
a) a constitutional monarchy b) a parliamentary republic c¢) a limited monarchy
230. What is the nickname of the Conservative Party?
a) the Tories b) the Whigs c) the Libs
231. Christopher Columbus landed in America in:

a) 1620

b) 1942

c) 1492

d) 1547

232. Washington, D.C., is a:

a) state

b) country

c) district

d) city

233. A popular American food is:

a) barbecue ribs

b) haggis

c) fish and chips

d) barbecued chicken

234. What is the national symbol of America?

a) Therose

b) The bald eagle

¢) The shamrock

d) The Statue of Liberty

235. Where is the Statue of Liberty?

a) InNew York

b) In Massachusetts

c) InCalifornia

d) In Washington

236. When do Americans celebrate Independence Day?
a) July4

b) December 25

c) February 14

d) Januaryl

237. Who was the first man on the Moon?

a) Yuri Gagarin

b) John Glenn

¢) Neil Armstrong

238. How many chambers has the American parliament?
a) 4

b) 3

c) 2

d 6
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239. Who is the inventor of the electric lamps and the gramophone?

a) Alva Edison ¢) Henry Ford

b) Michael Faraday d) Alexander Graham Bell

240. How many basic levels are there in the USA educational system?
a) three

b) six

c) four

d) five

BOITPOCHI 1JiAA AUCKYCCUHA
Where are you from?
Where do you live?
What is your hobby? Tell me about things you like and dislike.
What university do you study at and why did you choose it?
When will you graduate from the university?
What can you say about your university?
Have you been abroad?
What can you say about your native country?
What countries would you like to visit? Why?
10. What places of interest do you recommend to visit in Kazan?
11. Does your country have any traditions and customs?
12. Do you know any traditions and customs of the UK and the USA?
13. What problems does the humanity face nowadays?
14. What informational technologies of the 21 century do we use?
15. What is your future profession?
16. What do you know about your future profession? (from its history, famous scientists,
inventions, achievements)
17. What subjects do you have to learn for your future profession?
18. What will your duties and responsibilities be?
19. Are there any relatives who are of the same profession?
20. We say that a modest man shows his politeness by never talking about himself. What
other things shouldn’t he do?
21. Why is it very useful to know the rules of behavior?
22. Why is it very important to be well-educated?
23. Do you know the most common way to begin looking for a job?
24. What does the company do if it needs to recruit new people?
25. How can people apply for a job?

©CoN~WNE

JAEJIOBBIE UT'PbI

1. Jlenosas urpa «CoBemanue»

Leab ges10Boii Hrpbl — NMpUOOPETEHNE HABBIKOB B OPTaHU3alMU [TOATOTOBKU U IPOBEICHUS
JIEJIOBBIX COBEIIAHUH C MAKCUMAIIbHOH 3P PEKTUBHOCTHIO.
IHopsiiok npoBeaeHus! 1€10BOI UIPHI:

o IIpu npoBeneHun nen0BOM UIPHI PACIPEAETICHUE POJIEH HE IPOU3BOJUTCS, & yUaCTHUKAMU
SIBJIAFOTCS] BCE MTPUCYTCTBYIOIINE HA 3aHATHH.

e PykoBoauTENb UIPBI HATOMUHAET YYACTHUKAM OCHOBHBIE TEOPETUUECKHUE TIOJIOKEHUS 110
MIOATOTOBKE JIEIOBBIX COBEIIAHNM, BKIIOYAIOIINE CIEAYIOIINE OCHOBHBIE TPYIIIbI ACHCTBUN:
IUTaHUPOBAHHE COBEIAHNUs; (POPMUPOBAHKE TIOBECTKH JIHS; OIIpEesIeHIE COCTaBa
YYAaCTHUKOB; MOATOTOBKA YYACTHUKOB K COBEILIAHUIO; TOJITOTOBKA K COBELIAHUIO
PYKOBOJMTEIIS; IOArOTOBKA IIOMEIIEHUS; HETIOCPEACTBEHHOE IIPOBEICHUE COBELIAHUS.

3aganue
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Bol — Begynmii cnenmanucer AIIK. B 3ToM roay ydacTuiuce moxapbl Ha BallMX MOJSAX. JTO
HAHOCHUT KOJIOCCAJIbHBIN yiiepO OusHecy. Barn OroKeT MO3BOJISET BBIACIUTD CPEJICTBA HA PEIICHHE
3TO# npoGisiemsl B pazmepe 300 Toic. pyOei.
Takum 00pa3om, OCHOBHAS 3aj7a4a pa3padoTaTh IUIAH PEIICHUS BOIIPOCa, KOTOPHINA ObI 0O0eCcTICUnBaT
HOpMaJibHBIE yciioBHs paboTsl ATIK.
IHopsinok BbINOJHEHHUS PA0OThI:
1. Beigenute u3 rpynmsl 4-X CTyJI€HTOB C IOPYYEHHUEM OLIEHUTD JEMCTBUS U ITOBEACHNE
y4acTHUKOB coBemanusi. OHOTO U3 HUX HAa3HAYbTE PYKOBOJUTENIEM TPYIIIIbI SKCIEPTOB.
2. CdopmupyiiTe moArpyIIbl y4aCTHUKOB MOJATOTOBKU COBEIIAHUS (T€, KTO TOTOBST
JIOKYMEHTBI K COBEIIaHHIO, T€, KTO YYaCTBYIOT B COBEIIAaHUH, T€, KTO TOTOBST JOKYMEHTBI
MOCJIe COBEIIAHMS).
3. OcranpHas 4acTh TPYMIIbI CTYACHTOB — Y4aCTHUKH COBEIaHUs, KOTOPhIE JOKHBI 337aBaTh
BOIIPOCHI B XOJI€ MIPOBE/ICHNS COBEILIAHUS.
Ecnu, mo MHEHHIO BeIylIero, Leib COBEIIAHUs JOCTUTHYTa, MOABOIAATCA UTOrM paboThl. Ecim
BbIpa0OTKa pELIeHHUs HE TMOJIy4aeTcs, MOXXHO MONpoOOBaTh YINPOCTUTH 3a7ady, H3MEHUB
npejiaraeMbple  00CTOATENbCTBA. B 3akimioueHue (GopMmynupyercs MTOrOBOE pEIIeHHe U
3aMKUChIBACTCS B JOPME PE30ITIOIUH.
2. JlenoBasi urpa «IIpoBeneHue neperoBopoB»
Less 1e/10BOI MIPbI — IPUOOPETEHNE HABBIKOB BEACHHUS JETIOBBIX IIEPErOBOPOB.
Nucrpyknus aast yuactuuka Ne 1. Bor — xommanus «Hy, 3aHMMaromascs mpojaxei CemsH.
Bamr kmuent, OOO «AkBa’kcnepT», NMpoCpouns OIulaTry. 3a JBa JHS [0 CpoKa omjarskl Bel
HAallOMHUJIM JTUPEKTOPY JTOW KOMIAHMM (MMEHHO OH 3aHMMAETCs 3aKylKaMd U OTHaeT
pacropsHKeHHs O MEPEYUCICHUH JICHET) O MPHOIMKEHUH CPOKA OIUIATHI, OH 00EIal OIUIaTUTh CYUET.
[Tpuiien neHpb OIUIAThI, HO IEHBIU TaK U HE MOCTYIHIIU, TIO3TOMY Ha CIIeAYyIOMUi 1eHb Bol permim
JIMYHO BCTPETUTHCS C TOJKHUKOM.
Komnanus «AKBasKcrepT» SBIAECTCS KPYINHBIM KIMEHTOM, KOTOPbIA TPUHOCUT XOPOUIUN JOXOM, U
BbI He XOTHTE UCIOPTUTH OTHOIIEHUS C HUM. PeryssipHo OTKpbIBasi HOBBIN (puimai, 3Ta KOMIaHUS
oOparraroTcs K BaM 3a yCIIyraMu.
Bama 3amava: 100MTbCS OIJIATHl OKA3aHHBIX YCIYT, HE HCIOPTUB MpPU 3TOM OTHOLICHHS C
KIIUEHTOM.
HNucrpyknus aast ysactHuka Ne 2. Ber — gupexkrop OOO «AxkBaskcnept». Bbvl 3akynunm
ceMeHa BKoMmIaHuio «H» ¢ oTcpoukoi miiarexa, 4To JUIs Ballled KOMIAHUU O4YE€Hb BBITOJHO. Kak
npaBuio, Bel omaunBaeTe cyera BoBpeMsa. Ho B 3ToT pa3 Bel mpocpoumin nary Iiarexa, XOTs
MeHeKep HaroMuHail Bam 06 omnaTe 3a 1Ba IHS 10 OKOHYAHUS CPOKa, MOCKOJIbKY JaHHAs CyMMa
Hy*kHa Bam a1 oOydenust nepconana. Bel Moxxere omnatute cyer, Ho Bam 310 HeBbironHo. Ha
CIIEYIOIINN JIeHb MOCJe HACTYIJICHUS 1aThl TUPEKTOp Mprexall K BaM Ha BCTpeuy.
Bama 3aga4ya: MakCUMaJIbHO OTTSIHYTh CPOKH OIUIAThI YCIIYTH, HE UCIIOPTUB IPU ATOM OTHOLIECHUS.
JTanbl UTPHI: 3TAbl IPOBEICHUS IEPETOBOPOB.
Pacnpenesienne poJieii: YCIOBHO pas3ieiisieM ayAUTOPHIO HAa JBEe KOMaHIbl: komnanus «H» u
kommaauss OOO  «AkBadkcmepT». YUYacTHHKH BBIOMPAIOT  JUPEKTOPOB, 3aMECTUTENIEH,
MHCIIEKTOPOB, 3KOHOMHCTOB U T.JI. ¥ IPOJIyMbIBAIOT apT'yMEHTHI B 3aLIUTY CBOUX HO3ULIUM.
CocraBiieHHe JOKYMEHTAIMHU:
1. TIporokois o pacnpeneseHnn AOHKHOCTEN.
2. TluceMmo — npeoxkenue (0JIHa JOTOBAPUBAIOIIASICS CTOPOHA) U OTBET Ha HEero (apyras
JIOTOBAPUBAIOIIASICSI CTOPOHA).
3. Horogop.
4. AKTBI BBIIOJTHEHHBIX padoT.
Bce n10KkyMeHThI MOAIIMBAIOTCS B ANIKE U TIEPEJAt0OTCs SKCIIEPTHOM Irpymie.
Ouenka aeficTBUi Y4aCTHUKOB MIPbI:
Bbajbl: 32 UCTIOTB30BaHUE PEUYEBBIX ATHUKETHBIX (OPMYJI, 32 UCIOJIb30BAHUE MPO(PECCHOHATBHBIX
TEPMHHOB, 33 UCII0Jb30BAHUE PEUEBBIX TAKTHK.
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IITpadubie 6a/IbI: 32 HECOOIIOIEHUE PEUEBOT0 ITUKETA, TPAMMATUYECKHE OLITMOKHU, PeUeBbIe
OIHI/I6KI/I, HGKOppeKTHBIfI BOIIPOC, U3JIMITHIOKO SMOIUOHAJIBHOCTD, HCIIPABHUJIbHOC HCIIOJIb30BAHUC
po(hecCHOHATLHOTO TEPMHHA.

3. HenoBas urpa «HoeB koBYer»

1 Henb: axkTUBU3alMsg HAaBBIKOB W YMEHHH JUCKYTUPOBaHUS, OOCYXKIEHUS,
apryMEHTHPOBaHUs, YOCKICHUSI HA MHOCTPAHHOM SI3bIKE

2 Posn:

- 30paHHUKHU B Oyaymiee (MOTyT ObITh MUHU-TPYIIIIBI);

- apOuTpHI;

- CyZIeiiCKasi KOJUIeTHsl

3 Xoa Urpbl: pacupeeNsioTCs POIH MEXKIY CTyIECHTAMH C Y4eTOM YPOBHS 3HaHUH,

c(OpMHUPOBAHHOCTH HABBIKOB M YMEHUH BIIaJCHHUS] HHOCTPAHHBIM SI3bIKOM. MIrpokam oOBsCHSIOTCS
IpaBUjia UIPbl: a) BpEMEHHas periaMeHTanus; 0) HOpMbl noBefeHus. VrpalomuM HamoMUHAaeTCs
mu¢ o HoeBom koBuere u n3bpaHHHKaM B Oy/yliiee MpeajgaraeTcs COCTaBUTh MepedeHb TOro, 4uTo,
0 HMX MHEHHIO, HEOOXOAMMO COXpPAaHHUThb s OYyAYyIIMX IOKOJCHUH (KHUBOTHBIC, PACTCHHS,
MIPOU3BENICHUSI UCKYCCTBA, TEXHUKY U T.JI.) U 00CYAUTH 3TOT MEpeueHb C IpYyrumMu urpokamu. Bee
3agBneHust obcyxaarorcs. Cynelckas KOJUIETHs, Ha OCHOBE COIOCTaBICHMS IMPEUIOKEHUH H
apryMEeHTOB B IMpoIlecce TUCKYCCHM, IPUHUMAET OKOHYATENbHOE pellleHHne. ApOUTpHI B TE€UECHUE
BCEH WTpBI CIEAAT 3a MOPSJIKOM, JENAloT 3aME4YaHWs, MOTYT JIMIIUTH MpaBa TOJIOCA CIUIIKOM
OYWHBIX UTPOKOB.

4 Oxunaemsplii (e) pe3yabTar (bI): dQ]exTUBHAS COBMECTHas NEATEIHHOCTh U
MHOSI3bIUHOE OOIIeHre; (GopMHpoBaHME HABBIKOB M YMEHUH pelleHus MpodecCHOHANbHBIX U
PEUeBBIX 33/1a4; peain3alus TBOPUECKOTO MOIX0/a; TPEHUPOBKA B YIIOTPEOICHUN TPaMMATHIECKUX
CTPYKTYP U SI3bIKOBBIX €IUHULL.

5} Kpurepun ouenkm: «omauuno» (11-10 06amioB) — MOJHOE W KayeCTBEHHOE
UCIIOJTHEHHE pOJIEBBIX 3aJay; HCYepIbIBalollee, MOCIeA0BaTENbHOE, YETKOE, JIOTHYECKOE,
apryMEHTHPOBAHHOE BBICKA3bIBAHHWE IO CBOEH POJIM; OTCYTCTBHE (Majloe KOJUYECTBO) OIIMOOK;
TBOPYECKUN MOJIXO0] B UCTIOJTHEHUH POJIH;

«opowo» (7-9 OamioB) — TBepAble apryMEHTHPOBAaHHBIC BBICKA3bIBaHUS — 0Oe3
CYILIECTBEHHBIX HETOYHOCTEH M OMIMOOK; OTCYTCTBUE 3aTPyJHEHHUS B peaju3allid pPeueBbIX
JIEUCTBUIA;

«yoosnemeopumenvro» (4-6 0amIOB) — MOBEPXHOCTHBIE BBICKA3bIBAHUS, HEIOCTATOYHO
npaBUiIbHOE (OPMHUPOBAHHE CBOMX BBICKAa3bIBaHUI; HaTU4ME OIIMOOK; OOJBIIOE KOJIUYECTBO
BPEMEHH, 3aTPAYNBAEMOT0 Ha BBIIIOJIHEHNE UTPOBBIX JIEHCTBUH.

OneHka «HeyoosnemeopumenbHo» 3a y4acTue B pOJIEBON UIPE HE CTABUTCA.

4. Jlenosas urpa «/cnosp30BaHNE XMMHUKATOB B CEJILCKOM XO035HCTBE»
Posu. CtyneHTs! paboTaoT B Hapax, COCTABIIAIOT AUAJIOT COIVIACHO CUTYallMH Ha KapTOUKe.
Xoa urpbl. CTyIeHTHI BelyT KOPOTKHI Juaiior - 6eceny B COOTBETCTBUU C 3alaHHBIMHU
CUTYalUsIMU
1. Mensitcs HA TPYNIBl U OOCYXIAIOT IUIFOCHI U MUHYCBI MCIIOJIB30BAHUS XUMUKATOB B CEIHCKOM
XO3SIICTBE.
O:xunpnaemplii pe3yabTaT. CTyIEHTHI IPAKTUKYIOT KOMMYHUKATUBHBIE HABBIKH 110 TIPOIIEHHOMN
TemMe (MOJYJII0), IOCIE YEro MOryT CBOOOJHO IPUMEHSTh MTOJIyYCHHbIE 3HAHUS B CUTYaLUsAX
pEabHOTO OOIICHMSI.
Kpurepun ouenku. /[aHHblid BUJ 3aIaHUN OIIEHUBAECTCS MO CIAEAYIOIUM KPUTEPHUSIM:
- CobmoaeHne npaBul BeJeHU Auajora (paBUIbHO BEIOPAHHBIN CTHIIb OOIIEHUS,
BEKJIMBOCTH H T.I1.);
- KoppekTHoe ncIosib30BaHuE JIEKCUKH 110 TEME «BEJEHUE IEPETOBOPOB» (CIIOB,
CJIOBOCOYETAHUH, KITHIIIE);
- I'pammarnueckasi IpaBUJIBHOCTb UCIIOIBb3YEMBIX CTPYKTYP.
OrneHka «OTJIIMYHO» CTAaBUTCA CTYACHTY IIPU COOIOJIEHUH BCEX TPEX KPUTEPUEB WU
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HE3HAYUTENbHBIX OIMMOKAaX B OJJHOM M3 KOMIIOHEHTOB; «XOPOIIIOY - HE3HAYUTEIbHBIE OITHOKHI
KacaTeJIbHO JABYX-TPEX KOMIIOHEHTOB; «yJIOBJIETBOPUTEIBHOY - TPYObIe ONTUOKH B OJTHOM M3
KOMITIOHEHTOB M HE3HAUNUTEIILHLIC B OCTAILHBIX
NNPESEHTALUA

Heas. Llenpro mnpe3eHTauuMuM SBISIETCS OLICHUBAHUE YPOBHS 3HAHHUKM  CTYAEHTOB
ONpEACTICHHON TEeMbl MO MPONIECHHOMY MOJYJIK IUCHUIUIMHBL. Bo BpeMs MOArOTOBKH K
MPE3CHTAlMA CTYIEHTHl JOJDKHBI TOJIb30BAThCSA JOTOHHUTEIBLHOW JHUTEepaTypoi uist Oolee
TyOOKOTO TIOHMMAaHUs W3YYCHHOW TEMbI, a B XOJI€ MPE3CHTAlMH CTYACHTHl JEMOHCTPUPYIOT
MOJYYCHHBIE HA 3aHATUSAX M CaMOCTOSATENIbHO 3HAHUS, YMEHUS M HAaBBIKA MCIIOJIb30BaHUs,
MPONJEHHOIO JIEKCMYECKOr0 W TpaMMmaTHyecKoro wmarepuana. l[Ipe3eHTanuu mnoapa3zymMeBaroT
CBOOOJHYIO JHCKYCCHI0O MEXIY CTyIEHTAaMH, YTO PACKPBIBAET MX CIHOCOOHOCTH IOJIb30BATHCS
TaKK€ U KOMMYHUKATUBHBIMM HaBBIKAMH, IMO3BOJISIET OTKPBITO BBIPAXKaTh, U ApPTyMEHTHPOBAHO
OTCTaMBaTh CBOKO TOUKY 3PEHHS HA aHIJIMHUCKOM SI3BIKE B pPAMKax 3aJIaHHON TEMBI.

TEMBI HPE3EHTAHI/H71
Problems that farmers face nowadays
Erosion of soil.
Fertilizers. Pros and Cons.
Food and Fertilizers.
Crops and Fertilizers.
Types of Soil and Crops.
Soil Phases
Pests
. Weed control
10. Future of Russian agriculture

oSN~ N E

Kputepunonenku. J{anHbIBU/13a1aHUIOLIEHUBACTCS IO CIAEAYIOIIUM KPUTEPUSIM:
- CoOmroieHne  TpaBWJI  COCTaBlieHUsS  Mpe3eHTanuu  (oopmiieHHE — CIIaiIoB,
COOTHOIIIEHUE «TEKCT-KaPTHHKW» Ha cllaiifiax, NCIOIb30BaHUE TUArpaMM, TaOIHII U T.11.);
- Koppektnoe UCIIOJIb30BaHUE JIEKCUKH o TeMe «BrIpamuBanue
CEJIbCKOXO03SUCTBEHHBIX KYIbTYp» (CIIOB, CIIOBOCOUYETAHHMA, KITUIIIEC);
- ['pammaTHueckas NMpaBUIBLHOCTh UCIOIB3YEMBIX CTPYKTYp, MOCIEI0BATEIbHOCTh U
JIOTUYHOCTH PEUH.
- OneHka «OTIUYHO» CTaBUTCS CTYACHTY MPHU COONIOACHUH BCEX TPEX KPUTEPUEB WUITU
HE3HAYUTENbHBIX OIMMOKaX B OJHOM M3 KOMIIOHEHTOB; «XOpOIIO» - HE3HAUYUTEIbHBIC
OIIMOKM KacaTeNIbHO JIBYX-TPEX KOMIIOHEHTOB; «yIOBJIETBOPUTEIHLHOY» - IPyOble OIIUOKHU B
OJIHOM W3 KOMIIOHCHTOB M HE3HAYUTEIbHBIC B OCTAJbHBIX; «HE YIOBICTBOPUTEIHLHOY» -
rpyObIe OITMOKHU B IBYX U 00JIe€ KOMIIOHEHTAX.
PABOTA C ITPO®PECCHUOHAJIBHBIM TEKCTOM
Text 1. THESOIL
STARTINGUP
Discuss this question.
e  Yro BBI 3HAETE O MOYBE?
READING

Soil is an incredibly complex substance. It is produced from rock by the process of
weathering and by activities of plants, animals and man. Soil has physical and chemical
properties that allow it to sustain living organisms — not just plant roots and earthworms but
hundreds of different insects, wormlike creatures and microorganisms. When these
organisms are in balance, soil cycles nutrients efficiently, stores water, drains the excess and
maintains an environment in which plants can thrive.

To recognize that a soil can be healthy, one has only to think of the soil as a living
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entity. Soil can breathe, transport nutrients. It can interact with its environment and even
purify itself and grow over time.

Cover crops play a vital role in ensuring that soil provides a strong foundation for a
farming system. Cover crops improve soil in a number of ways. Protection against soil loss
from erosion is the most obvious benefit of cover crops. Cover crops contribute to overall
soil health by catching nutrients before they can leach out of the soil profile or in the case of
legumes, by adding nitrogen to the soil. Their roots can even unlock some nutrients,
converting them to more available forms. Cover crops provide habitat or a food source for
some important organisms, break up compacted layers in the soil and help to dry out wet
soils.

The general character of a soil depends on the nature of parent material. Thus coarse-
grained sandstone will generally produce a sandy soil, and a stratum of shale a “heavy soil”.
COMPREHENSION
1. Are the following statements TRUE or FALSE?

a) Soil has only chemical properties. TRUE / FALSE

b) Soil can't breathe, transport and transform nutrients. TRUE / FALSE

C) Cover crops play a very important role in ensuring that soil provides strong
foundation for a farming system. TRUE / FALSE

d) Cover crops worsen soil in a number of ways. TRUE / FALSE

e) Protection against soil loss from erosion is the least obvious benefit of cover crops.
TRUE / FALSE
2 Answer the questions.

a) What is soil produced from?

b) What kind of properties does soil have?

C) When does soil cycle nutrients efficiently?

d) What can soil do?

e) Do cover crops improve soil in a number of ways?

SPEAKING

Your friend knows nothing about the soil. Give her/him general information.
Informationbelowmayhelpyou.

ITouBa - 3TO CcMech MHHEPAJIBbHOI0 BCIICCTBA, OPraHUYCCKOr0 BCHICCTBA M JXKUBBIX
opranusmoB. [IoyBa — 310 nmponykT okpyskaromeit cpensl. IlouBa nHOrNa pa3BuBaeTCs O4EHb
MEUICHHO B CYXUX palioHaX NYyCTBIHU W 0Ooyiee OBICTPO — BO BJIKHBIX TPOMUYECKHUX
paifonax. MHorouucieHHble 0aKTepuu, TpUOKH, YepPBH, HACEKOMBIE, MAJCHbKHE TPBHI3YHbI U
MIJICKOITUTAIONIUE HACCIIAIOT IIOYBY. MHorue u3 3Tux OpraHu3MoOB IIOMOTar0T MOAACPKUBATH
IJI0g0pOoaArEC MOYBEI.

Text 2.SOILPHASES

STARTINGUP
Discussthisquestion.
* Uto Bl 3HaeTe 0 «dazax mouBei»?
READING

Soil is a three phase or polyphasic system consisting of (1) solid phase, (2) liquid
phase, and (3) gaseous phase in some proportions. Normally the proportion is 50:25:25, but
this may vary from soil to soil. In some occasions, liquid or gaseous phase may be absent.
For example, in water logged soil, air is not present; similarly in desert dry sandy soils water
is not present.
(1) Solid Phase is made of minerals, organic matter and various chemical compounds.
(a) Minerals. The mineral particles are the chief components of most soils. They consist of
remains of parent rock and particles developed by weathering or deposited in bulk by wind
or water force. The proportion and sizes of these particles determines the soil texture.
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(b) Organic matter. The organic fraction consists of both plant and animal matter. It varies
from 1-5% by weight in different soils. Normally in tropics, red soil contains less than 1%
and heavy soil up to 2% of organic matter.

(c) Chemical compounds. The chemical components of soils are made of silica and silicates.
It varies from profile to profile; generally the larger particles contain more silica content and
finer particles contain more of potassium, calcium and phosphorus. The dominant minerals
are quartz in sand, quartz and feldspars in fine sand and silt, vermiculite, montmorillonite,
kaolinite and amorphous colloids in clay. Oxides, carbonates and sulphates are the other
common minerals present in the soil.

(2) Liquid Phase of soil consists of water, dissolved minerals and soluble organic matter.
This is known as soil water, which is stored in the space between soil particles known as
pore space. This pore space is the most important physical structure and plays a vital role in
irrigation studies. Plants absorb water from the pore spaces and hence this water must be
replenished by rain or irrigation water for the successful growth of crops.

(3) Gaseous Phase. The spaces in between soil particles are not only filled with water, but
some spaces are occupied with air. The soil air differs from the atmospheric air in its
composition. Soil air contains less O2 content and more CO2 than atmospheric air, because
of the respiration of soil microorganisms and plant roots in which oxygen is consumed and
carbon dioxide is released. So, the pore spaces enclosed by soil matrix are shared by soil-air
and soil-water.

COMPREHENSION

1. Are the following statements TRUE or FALSE?

a) Soil is a three phase system. TRUE / FALSE

b) There is no water or air in some soils. TRUE / FALSE

¢) Solid phase is made of minerals only. TRUE / FALSE

a) Liquid phase is not important for the successful growth of crops. TRUE / FALSE

b) The soil air differs from the atmospheric air. TRUE / FALSE

C) There is less oxygen in the soil air. TRUE / FALSE

1. Answer the question.

a) What are three main phases of soil?

b) What does organic matter consist of?

C) Where is quartz the dominant mineral?

d) Where is soil water stored?

e) What is the difference between soil air and atmospheric air?

2. Find English equivalents from the text.

a) B HEeKOTOpBIX ciryyasx >kuaKas u ra3oo0pa3Has (pa3bl MOTYT OTCYTCTBOBATb.

b) I‘IEICTI/II_H:.I MHHCPAJIOB — I''TaBHBIC KOMITOHCHTBI MHOT'UX ITOYB.

C) OOBI4HO, YeM 0OJIBIIIEC YACTHUIIbI, TEM OOJIBIIIE TBYOKHCH KPEMHHS OHH COJCpIKaT.
d) OT0 NMoYBEHHas Bjlara, KOTOpasi XpaHUTCS B IOPOBOM IPOCTPAHCTBE.

e) [TouBeHHBIN BO3ayX, IO CPAaBHEHHIO C aTMOC(EPHBIM, COACPKHUT OOJIbIIe
YTJICKUCIIOTO Ira3a 1 MCHBIIIC KUCJIOPOJa.

SPEAKING

Retell the text choosing 6-7 sentences that give the main ideas of the text. Add phrases
given below.

It’s interesting to know that...

I know that...

As far as | know...

I think ...
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COCTABJIEHME IITUCEM

1) ORDER LETTERS

Planning your order letter is important so that you have all the information you need at hand before
you begin to write. Require clear information about the specific product, the method of payment,
and how and where they should be sent, and any deadlines that apply.

2) LETTER OF APPLICATION

In a letter of application, you are really promoting yourself and selling your skills. You want to
interest the audience (the reader) in your qualifications so that he/she will think you are right for the
job. The real purpose of a letter of application is to get a job interview.

3) LETTER TO THE EDITOR

Letters-to-the-editor are really a persuasive expository essay written in a letter format. Because you
are trying to change attitudes, this kind of letter requires a lot of thought, planning, and in some
cases research to find convincing facts. Start with a statement that tells what issue the letter is
about, followed by a clear statement of your opinion. Then provide a number of body paragraphs
that give background information and convincing supports for your opinion. End the letter with a
summary, a hope that something can be done, or a suggestion for change.

4) LETTERS OF INQUIRY AND REQUEST

Because these kinds of letters need the recipient to respond, it is important to write them in such a
way that you get a favourable response.

5)

At first, letters of request may look easy, but they require the same kind of thought, planning, and
revision as any good composition. If your question is worded vaguely, the reader may have to
guess what you want. If you ask too forcefully for something, the reader may be offended and
ignore your letter completely or put off doing anything about it. The purpose of this kind of letter is
to get someone, whom you probably don’t know, to do you a favour. Often in cases like these,
stating the reason for your request or showing how the recipient can benefit from it can be
persuasive. A successful request letter, therefore, demands good clear questions and a polite,
persuasive tone. If you have several questions, it is acceptable to present them in a numbered list.

5) RESPONSE LETTERS

When you can provide what the writer has asked for, you are bringing “good news” in your
response. The body of a “yes” response letter should acknowledge the request and include an
exceptions to the request.

6) LETTERS OF COMPLAINT

The best complaint letters do not sound complaining or angry. Even though you may be upset and
frustrated by the time you decide you need to write a letter, abuse and insults will certainly mean
that your problem will go to the bottom of the pile and may even be ignored altogether. A good
complaint letter states your problem calmly and if possible suggests a reason why it is in the
company’s best interest to deal positively with your situation.
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