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	№ п/п
	Наименование компетенции
	Содержание вопроса
	Правильный ответ

	1
	УК-4: Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах) для академического профессионального взаимодействия
	1. Соотнесите части делового письма и их названия. К каждой позиции, данной в левом столбце, подберите соответствующую позицию из правого столбца:
	A. Tech Solutions Inc.
1234 Main Street
City, State 12345
Phone: (555) 555-5555
Email: info@techsolutions.com 
	1. Body

	Б. Ms. Jane Smith
Manager, Client Services
X Enterprise
5678 Market Road
City, State 67890 
	2. Heading

	В. Sincerely,
	3. Recipient’s information

	Г. We are writing to inform you about a new software update for your system.
	4. Complimentary close 

	
	5. Salutation 



		А
	Б
	В
	Г

	2
	3
	4
	1




	
	
	2. Соотнесите фразы, относящиеся к неофициальному и официальному стилям делового письма. К каждой позиции, данной в левом столбце, подберите соответствующую позицию из правого столбца:
	 Informal language
	Formal language

	A. Thanks for your letter 
	1.  I am writing with reference to the advertisement in

	Б. I've just seen your advert in ... 
	2. Thank you for your letter dated 14 March 

	В. I've got some bad news. There's no more until next month. 
	3. What exactly do you need? 

	Г. Please let me know your exact requirements. 
	4. We regret to advise you that the goods you require are temporarily out of stock. 

	
	5. Good news! I've just heard that... 



		А
	Б
	В
	Г

	2
	1
	4
	3




	
	
	3. Прочитайте текст и выберите правильный ответ.
I demand … for my terrible experience
A. compensation;
Б. compensate;
В. compensating.
	A

	
	
	4. Прочитайте текст и выберите правильный ответ.
I wish to complain ...the service I received at your hotel. 
A. by;
Б. about;
В. for.
	Б

	
	
	5. Прочитайте текст и выберите правильный ответ.
When we complained, we … that the staff were too busy to help us. 
A. were told;
Б. would be told;
В. told.
	A

	
	
	6. Соотнесите прямые и косвенные вопросы. К каждой позиции, данной в левом столбце, подберите соответствующую позицию из правого столбца:
	А. Can volunteers stay for a period of six months?
	1. Could you please tell me how much accommodation costs?

	Б. How much does accommodation cost?
	2. I would appreciate it if you could tell me whether volunteers can stay for a period of six months.

	В. When should I apply for the programme? Would you mind telling me …
	3. Could you tell me when the programme starts?

	Г. When does the programme start?
	4. Would you mind telling me when I should apply for the programme?



		А
	Б
	В
	Г

	2
	1
	4
	3




	
	
	7. Прочитайте текст и выберите правильный ответ.
The ... of the first paragraph was optimistic, so I wasn't expecting the bad news in the middle. 
A. tone;
Б. body;
В. format.
	A

	
	
	8. Прочитайте текст и выберите правильный ответ.
The … about the meeting was posted on the bulletin board for everyone to read. 
A. memo;
Б. email;
В. receipt.
	A

	
	
	9. Прочитайте предложение и напишите правильный ответ.
The 'inside address' refers to ________ address.
	receiver's

	
	
	10. Прочитайте предложение и напишите правильный ответ.
Two fonts that may be used in business letters are Times New Roman and ____
	Arial

	
	
	11. Прочитайте текст и установите последовательность.
Ниже представлены фрагменты письма. Запишите соответствующую последовательность, в которой они были отправлены получателю.

A. We recently wrote in connection with the amount of £2,130 on invoice 3100. This should have been paid by 31st May, but according to our records it remains unpaid. Please settle this account immediately. 
Б. Despite numerous requests for payment, the unpaid balance of £2,130 on invoice 3100 remains outstanding. We demand that payment is made within seven working days. Failure to do this will result in legal action to recover the debt. 
В. We have contacted you twice with regard to the unpaid balance of £2,130 on invoice 3100. This payment is now three weeks overdue. If you are unable to make the full payment, please contact our accounts office immediately. 
Г. I am writing to remind you that your balance of £2,130 is now overdue. Please arrange payment of this account today. If you have already made this payment, please accept our thanks and ignore this reminder. 
Д. Further to our phone conversation, I am writing to apologise for the mistake in our invoicing. This could have been due to a computer error. If the records had been checked, we would have seen that this invoice was dated from 1st May last year, not this year. Once again, please accept my apologies as the fault was clearly ours. 
		Г
	А
	В
	Б
	Д






