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Hacroamuit @onn onenounsix cpenacts (OOC) no pucuumuinae «CI' 02 MHocTpaHHbIN
SI3bIK B NMPOQeCcCHOHAIBHOM JAeITeTbHOCTH» SBJISETCS HEOThEMIIEMBIM MPUIIOKEHHUEM K paboueit
nporpamme. Ha nanusiii @OC pacnpocTpaHsSiOTCsl BCE PEKBU3UTHI YTBEPKIACHUS, IIPEICTABIICHHbBIC B
PIIJI no mannoit muciuiuimae. POC mnpenHazHauyeH Uil MNPOBEPKU PE3YJIbTATOB OCBOCHUS
muciuminael CI' 02 «HocTpaHHBIH sI3bIK B NPO(eCCHOHAIBHON JIeSTeJIbHOCTH» 110
crienranbHOCTH 46.02.01 «JlokymeHTanmoHHOE oOecrieueHre ypaBiaeHus », BXo el B coctaB YI'C
46.00.00 HcTtopus 1 ApXeonorus».

Pazpabotuunk(u):
Cocrasurens @OC:
Kanpiposa I1.A. npenoaaBaTenb TUCIUILIAHBI

«CT" 02 HOCTpaHHBIi A3bIK B TPO(ECCHOHANTBHOM AEITETHbHOCTIY.

@onp oneHouHBIX cpencTs no gucuuiuimae «CIT 02 MHocTpanHbIl S3bIK B MPO(heCcCHOHATEHON
JeATETLHOCTH»» paccMOTpeH u oao0peH Ha 3acemanuu [IIK mnpenomaBareneit ropuanyeckux
JUCLUIUINH.

@DOoH/J -OLIEHOYHBIX CPEACTB pa3paboTaH Ha OCHOBE DeiepalbHOI0 TOCy1apCTBEHHOIO
00pa30BaTeNbHOTO CTaHJApTa CPETHETO MPOPECCHOHATHLHOTO0 00pa30BaHus MO CHEIMATBHOCTH
CIIO 46.02.01 lokymMeHTallMOHHOE 0OecIIeYeHHE YIPaBIEHUS U apXUBOBEICHUE 10 JUCLUILINHE
«CT" 02 nocTpaHHBIN SA3bIK B TPO(ecCHOHATBHOMN e TEIbHOCTI.
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1. ITacnopT KOHTPOJILHO-U3MEPHUTEIbHbIX MATEPHAJIOB

1.1. O6nacTs NnpuMeHeHHs

KHM npennasHa4yeHbI AJs1 TPOBEPKHU Pe3yIbTATOB OCBOeHMs yaeOHOH qucunruinHel CT7. 02
HHocTpaHHbIid si3bIK B TpodecCHOHATBHON nesTenpHOCTH 1o crnenuanbaoctu CIIO 46.02.01
JlokyMeHTaLMOHHOe o0ecriedeHne yIpaBieHHs U apXuBOBeAeHHE O0a30BOH MOATOTOBKU I10
npodeccun «cneuuanucT Mo AOKYMEHTAllMOHHOMY OOECNeueHHI0 YIMpPaBIeHUS U apXUBHOMY
TEIy.

KHWM BxmoYaeT KOHTPOJIbHbIE MaTepuabl s MPOBENEHUS TEKYIIero KOHTPOJIA
yCIeBaeMOCTH | MTPOMEXKYTOYHOH aTTecTanuu B Hopme 3Kk3aMeHa.

KHUM paspaboran Ha ocHoBanuu I[lonoxenust «O ¢opmupoBanun (HOHAA OLEHOYHBIX
CPEICTB 1O OCHOBHBIM MNPO(ECCHOHANBHBIM O0pa30BaTENbHBIM MPOTPaMMaM  CPEIHEro
npodeccruoHanbHOro 00pa3oBaHusay, paboueii mporpaMmMbl yueOHON TUCLUTIIAHBL.

1.2. Pe3yjibTaThl 0CBOGHHS Y4eOHOH JHCHHIIMHBI, MOJJIeKAIHE IPOBEPKe

B pesynbrare ocBoeHust yueOHOH mucumruinHel CI.02 HMHOCTpaHHBIH S3BIK B
npodeccroHanbHOMN esATeTbHOCTH 00yUaroIuiics 1orkeH obnanaTte npenycmorpenHsivu @IOC
CIIO mno cnenuansHoctu CIIO 46.02.01 JlokyMeHTanuoHHOEe oOecrieueHue YIpaBlIeHUs U
apXHUBOBEJEHUE CIAEeNYIOLUMU YMEHUAMH, 3HAHUSMHU, KOTOpble GOPMUPYIOT MpodeccuoHaIbHbIe
1 o0mue KOMMETEHIMH, a TAKXKe JUYHOCTHBIE PEe3YyJbTaThl, COTJacHO paboueil MmporpaMmbl
BOCITUTAHMS.

Kon HaumenoBanue
OK,
IIK

OK 01 | BoiOupate crmocobbl  pemmeHust 3amad  npodeccHOHANbHOH — [esATeNbHOCTH
MIPUMEHUTENIbHO K PAa3JIMYHBIM KOHTEKCTaM

OK 02 | HUcnonb3oBaThb COBpPEMEHHBIE CpeNCTBAa IOMCKA, aHANIW3a M MHTEPNpeTaLuu
uHpopMany, ¥ HHPOPMALUOHHBIE TEXHOJOTMU MJIsi BBIIOJNHEHHs 3amady
npoheCCHOHATIBHON e TENbHOCTH

OK 04 | D¢ddexTrBHO B3aMMOACHCTBOBATh U Pa0OTATh B KOJIJICKTUBE U KOMAaH/IE

OK 05 | OcyuiecTBisaTe yCTHYIO M NHCBMEHHYIO KOMMYHMKALIMIO HA TOCYIapCTBEHHOM
si3pike  Poccmiickoit @Denmepanmuu € y4eToM OCOOEHHOCTEH COIMAJIbHOTO U
KyJIbTYPHOIO KOHTEKCTa

IIK 1.2 | KoopauaupoBarh paboOTy TPUEMHONH pPYKOBOAMTENS, 30H IIpUeMa pPa3UYHbIX
KaTerOpHuil NOCETUTENIeH OPraHU3aLnu

IIK 1.4 | OcyiiecTBiATh MOATOTOBKY AEJIOBbIX MOE3A0K PYKOBOIUTENS U IPYTUX
COTPYIHUKOB OpPraHu3aluu

K 1.7. | OpopmnsaTe OpraHU3aLMOHHO-PACTIOPSAUTENbHBIE JOKYMEHTBI M OPTraHU30BbIBATD
paboTy C HUMH, B TOM YHCJIE C UCTIONBb30BAHUEM aBTOMATH3HPOBAHHBIX CHCTEM

2. Opranu3anus KOHTPOJISI M OLIEHKH OCBOCHUS IPOrPaMMbl Y4eOHOM AMCUMIINHBI

KoHTpos 1 o1ieHKka 0CBOCHHSI 00pa30BaTEIbHBIX PE3YyIbTaTOB YU€OHOU TUCITUTUTHHBI
CI'.02 MHocTpaHHbIH SA3bIK B TPO(dhecCHOHAIbHOMN I€ATeIbHOCTH OPraHN30BaHbl B paMKax
TEKYILEro KOHTPOJIS U IPOMEKYTOUHOM aTTECTAallMU B COOTBETCTBUH ¢ [lon0keHneM o Tekylem
KOHTpOJIE U TPOMEXKYTOUHOM artectanuu odydaroniuxcst [ BITIOY PJ] «Komnemx sKOHOMUKH U
OpeIIpPUHUMATENLCTBAY
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Texyuuii KOHTPOJIb U MPOMEKYTOUHAsI aTTECTALNS IO AUCLUIUINHE MTPOBOSATCS C LIENIBIO
ONpeNeNieHNs] CTENEeHH COOTBETCTBUSI YPOBHS OCBOCHHUS OOpa3OBaTeNbHBIX Pe3yJIbTaTOB
tpeboBarusim PI'OC CIIO mo cmenuanbHocTH 46.02.01 JloKyMEHTaLMOHHOE OOecreueHue
yTpaBICHHUs U APXUBOBEICHUE.

Tekymuii KOHTPOJb YCHEBAEMOCTH OOYYAIOIIMXCSl — 3TO CHCTEMaTH4ecKas IpoBepKa
yCBOGHHsI 00pa30BaTENbHBIX PE3YJIbTATOB, MPOBOANMAsS IPENIOAABATENIEM Ha TEKYIIUX 3aHATHIX
COTJIACHO PACIHICAHUIO YUeOHbIX 3aHATHH.

OneHkH MOTYT OOBSBISITHCS B IEHD MIPOBEIEHHS TEKYLIEr0 KOHTPOJIS MM Ha CIEAYIOIEeM
y4eOHOM 3aHSITUH, €CIIH MPOBEPKA BBIMOJIHEHHBIX PadoT TpeOyeT 3HAYUTENbHBIX BPEMEHHBIX
3aTpaT OT IpernoaBaTes.

VYcnoBusamu nomycka K AuG(EpEeHIPOBAHHOMY 3auyeTy SBJIAIOTCS IOJOXKUTENbHbIE
PE3yJbTAaThl BBIMOJHEHUS MPAKTHUECKUX (J1a0OpaToOpHbIX) paboT MO KypCy OUCLHILIMHBL
IIpomexyTodHass aTTeCTalus JOJDKHA LEJTOCTHO OTpakaTb OOBbEM IpPOBEpseMBIX YMEHUH U
3HaHuil. OLeHKH OOBSABIIAIOTCS B I€Hb IIPOBEEHUS IPOMEKYTOUHOMN aTTeCTalUH.

3anmaHus U1 IPOMEXKyTOYHON aTTeCTaluy B (pOpMeE HK3aMEHA BKIFOYAIOT TEOPETUUECKHUE
3aaHus Ui OLIEHKH YPOBHS YCBOSHUSI 3HAHUH U (MPU HEOOXOAMMOCTH ) MPAKTUYECKUE 3a/TaHUsI
ISl OLICHKH YPOBHS COOPMHUPOBAHHOCTH Y MEHHH.

Kpurepnu u mkana oneHKH pa3padaTbIBalOTCs B COOTBETCTBUH C THITOM 3a1aHFISL.

2.1 ®opMBbI 1 METOABI TEKYILIEro KOHTPOJIS

@DOpMBbI U METOJBI TEKYIEr0 KOHTPOJIS: YCTHBIH ONPOC, MUCbMEHHBIH ONPOC (MOKeT OBITh
nposBefeH B (OpMe TECTUPOBAHUS), BBINOJHEHHE IPAKTUYECKUX paboT MNpU NPOBENEeHUH
MPAaKTUYECKUX 3aHATHH U T.IL

YceTHBIH Onpoc — KOHTPOJb, MPOBOAUMBIN MOCIE U3Y4eHUs MaTepuana Mo OAHON WIn
HECKOJIbKUM TeMaM (pas3zenaMm) OUCLUIUIMHBI B BHJIE OTBETOB Ha BONPOCHI U OOCYXIEHUs
CUTyaL1H.

IIncbMeHHBIH ONMPOC — KOHTPOJb, MPENINOJaraluiuil padoTy ¢ IMOCTABICHHBIMU
BONPOCAMH, PELICHUEM 3a7a4, aHAJIN30M CUTYaLHil, BBINOJHEHUEM MPAKTUYECKUX 3aJaHHI 10
oTAeNnbHbIM TeMaM (pasgenam) kypca. [IuceMeHHBIH orpoc MokeT ObITh mpoBeneH B (Gopme
TECTUPOBaHMA. TecTbl — CUCTeMa CTaHAAPTU3MPOBAHHBIX  33JaHUH, MO3BOJIAIOLIAS
aBTOMATU3MpPOBATh MPOLEAYPY OLEHKH YPOBHS 3HaHWH U yMeHHH oOydarommxcs. Ecnm
MHCbMEHHBIH OMpPOC MPOBOAUTCS B (pOpME TECTUPOBAHMS WM KOMITBIOTEPHOI'O TECTHPOBAHHS
CTyZ€HTHI TOJKHBI BHUMATEIbHO MPOYMTATh 33aHUs TECTa M BBINOJHUTH 3a1aHue Tecta. Kak
NPABWJIO, BHIOpaTh MpPABUJIBHBIA OTBET W3 MPEMJIOKEHHBIX BAPHAHTOB. MaKCHUMaJbHOE BpeMs
MPOXOXKIEHUs TECTa YKA3bIBAECTCS B 33JaHUU B 3aBUCUMOCTH OT KOJIMUECTBA BOIPOCOB B TECTE.

Kom0nHHpoBaHHBII 0NPOC — KOHTPOJIBb, MTPEIYCMATPUBAIOLINI UTPOBOE MOJEINPOBAHHUE
peanbHOM mpobnemHON cutyaruu. [lo3BonsieT OleHMBATH YMEHHE aHAJIU3UPOBATH U peIlaTh
TUNUYHbIE TPOdecCHOHANbHbIE 3a/1aul, a TaKke YPOBEHb C(OPMUPOBAHHOCTH KOMIIETEHLIUIT
(3n1eMeHTa KOMITETEHLIMIA).

2.2 Kputepuu TeKyumero KOHTpPOJIs

1) Kputepun oneHKH yCTHOI0 HJIH MHCbMEHHOI0 ONpoca:
«5» - OTBeT MOJIHBIH, apTyMEHTUPOBAHHbIN

«4» - OtBer TpeOyeT NOMONHEHU

«3» - OTBeT pacKphIBaET C HABOJALIMMHU BOIPOCAMU

«2» - OTKa3bpIBAETCS OTBEYATH
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2) Kpurepum OLEeHKH NHCbMEHHOr0o ompoca B (opMe TeCTOBBIX 3aJAHHIA,
NMPAKTHYECKHX PA0OT NpPH NPoBeJeHUH JIA00PATOPHO-NIPAKTHYECKHX 3aAHATHH

[Iponent OueHka ypOBHS MTOATOTOBKH
Pe3yJbTaTUBHOCTH Oani (oTMeTKa) BepOaIbHBII aHAJIOT
91% - 100% 5 OTJIUYHO
71% - 90% 4 XOPOLIO
51% - 70% 3 YIOBJIETBOPUTENBHO
0% - 50% 2 HEYJOBJIETBOPUTENBHO

3) Kputepuu onleHKH NHCEMEHHOH NMPAKTHYEeCKOH padoThI

— OLIGHKA «OTJIMYHO» BBICTABIsIETCS oOydaromemycss 3a paboTy, BBIIOJHEHHYIO
6e30mnb0UHO, B MOJHOM 00BEME C YUETOM PallMOHATIbHOCTH BBIOPAHHBIX PELICHUI,

— OLIEHKA «XOPOLIOY» BbICTaBJIsAETCs 00yUaromemMycst 3a padoTy, BBIIOJHEHHYIO B IIOJHOM
o0beMe ¢ HE3HAUUTENbHBIMHI HEAOUETaMHU,

— OLIEHKA Y OBJIETBOPUTENIBHO» BBICTABIISIETCS] OOyUaroIeMycs 3a paboTy, BBIIOJHEHHYIO
B HE MOJHOM oObeMme (He MeHee 50% MpaBUIIBHO BBINOJHEHHBIX 3aJaHUi OT obuiero oobvema
paboThI).

— OLIGHKA  «HEYIOBJIETBOPUTEIbHO»  BBbICTaBiseTcs  oOywaromemycs 3a  pabory,
BBITIOJITHEHHYIO B HE MOJHOM 00beMe (MeHee 50% MpaBUIIbHO BBIMOJIHEHHBIX 3aJaHU OT 0011ero
o0BeMa paboThI).

3. KoHTpoabHO-H3MepUTe/IbHbIE MAaTepHAJbl AJS OLEHKH OCBOCHHbIX YMEHHH,
NPOBEPKH 3HAHUH U C(POPMHPOBAHHOCTH KOMIETEHUHI M0 YIeOHOH AUCHHIIHHE

KoHTposibHO-H3MepHUTEIbHbIE MATEPHAJBI COICPKUT B cede CleNyroIue TeCTOBbIE
3a7aHusA: BXOJHOM, IPOMEKYTOUHBIN U UTOTOBBIA KOHTPOJIb.

3.1. 3apanus AJs TeKymwero KOHTPOJIst

YciaoBusl BBINOJTHEHHUS 3aaHHUS:

1. 3anaHue BBINOJHSETCS B Ay JUTOPUU BO BpEMs 3aHATHI
2. MakcumanbHOe BpeMsi BBINOJIHEHUS 3a0aHust: 45 MUHYT
3. Bbl MOXKETE MOJIb30BATHCS CJIOBAPEM.

Kpurepyuu onieHUBaHUA:

40-37 npaBUIBHBIX OTBETOB — OLlEHKa 57
36-33 npaBUIBHBIX OTBETOB — OLIEHKA “4”
32-28 mpaBUJIbHBIX OTBETOB — OLIEHKa 3"
27 1 MeHee — OLleHKa 2"

I. BoiGepuTe eTMHCTBEHHBIH NPABHJIBHBIH BADHAHT OTBETA.

How are you getting on?
A. I'm fine. Thanks. B. You are welcome. C. Nice to see you. D. My name is...

II. Let’s go out. It......now.
A.doesn’train B.isn’training C. didn’t rain D. won’t rain
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II1. Usually I ...in the morning, but now I...tea.
A. have coffee, am drinking B. am having coffee, drink
C. am having coffee, am drinking D. has coffee, drinks

OTmeTbTe, KaKHe W3 HUKE NMPEACTABJEHHBIX YTBep:KIeHHil NMpaBAuBbl/ HeNpaBIHBBI
(true/false).

IV. A fax machine takes a piece of paper, copies it and then sends the image over a phone line
to another fax machine in a different office.

V. E-mail doesn’t allow people to send various kinds of messages very fast.

VL. A printer allows for information from the computer to be printed onto a piece of paper.

VII. 3ananne Ha ycTaHOBJIEHHE COOTBETCTBHS:

CooTHecuTe aHTTUHCKHE BBIPAYKEHUS C PyCCKUMU:

1.The line is engaged

2.Hold the line

3.There is a telephone call for you
4.You have got the wrong number
5.Go ahead

6.Can I give him a message

a) Be1 omubauce HoMepom

b) He Beraiite TpyOKy

¢) Jlunwus 3ansTa

d) T'oBopure

e) Emy nepenatb 4to-HuOyab?
f) Bac npocst k Tenedony

1. Luggage office a)cay KeOHBII BXOJ

2. Fasten the belts b)konbLieBOE NBUKEHUE
3. Check in C)MOIiKa aBTOMAIITHH

4. Traffic circle d)ne coputb

5. Car wash €)kaMepa XpaHeHUs

6. Service entrance f)mpucrernyTe peMHU
7. Do not litter g)perucrparus

VIIL. Bonpoc ¢ HeCKOJIbKHMH BAPDHAHTAMH OTBETOB:

OTMeTbTe CYHIECTBUTCJIbHBIC B €AIUHCTBCHHOM YUCJIC!
a)feet, b)child, c)tooth, d)news, e)advice, f)money, g)trousers, h)postman, i)women, j)mice,
k)hair

IX. 3apanue Ha ycTaHOBJIeHHE MPABUJIBHOI MOC/I€10BATEILHOCTH:

BoccraHoBuTh nocJIeA0OBaATECJAbHOCTD AHAJIOrA:
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A) Excuse me, sir. I think I’'m lost. I wonder if you could help me?

B) Thank you very much.

C)  want to go to the Bank of America. I need to cash a check.

D) Iwantto walk.

E) Let me think for a moment. Oh, yes. Would you like to go by bus or go on foot?

F)  You are welcome.

G) Yes, sir

H) Yes, that’s rather close. You should cross Pine Street and walk two blocks to Queen
Street. You’ll see a big grey building. You won’t miss it.

X. 3aganue Ha KJIacCH(PUKAIUIO:

| For | Against |

ILnrocer 1 Mmunycel UHTepHeTa
It carries a lot of information about sex, drugs, violence and terrorism.
There is too much advertising instead of real information.
All of the latest information is available to you, in your home, at any hour of the day and night.
You can use the Internet to chat with people and make new friends.
You can also use the Internet to plan your holiday or buy from your favourite shop.
Some people live in a virtual reality not in the real world.
You can relax playing computer games.
As for Internet friendships, sitting at home in front of a computer making “chat friends” is not the
same as actually meeting people.
9. E-mail makes it possible to send electronic messages anywhere in the world in seconds.
10. Multimedia web pages with photographs, music and video make downloading slow and boring.
11. You can learn a lot.
12. You don’t have to buy tickets to the theatre or cinema.
13. Tt takes a lot of time.

e U e

3.2. 3apaHus AJ1s1 NPOMEKYTOUYHO aTTeCTALHHU
K »sx3ameny mno pucuurumiHe «WHOCTpaHHBIA S3bIK B MPOPECCHOHAIBHON EATENbHOCTIY
IOMYCKaTCs 00y4YaroIrecs, BHITIOJIHUBLINE M 3AIIUTHBIINE BCE MPENyCMOTPEHHBIE MPOTrPaMMOi
NpakTU4YecKue paboThl. DK3aMeH NMPOBOAMUTCS B (POpME TECTUPOBAHHUS 10 BCEM MPOHICHHBIM TEMaM.
ITkana OLEeHKN TECTOBBIX 3aJaHUMN:

IIpouenT OueHka ypOBHSI MOATOTOBKH
Pe3yJIbTaTUBHOCTH Oann (oTMeTKa) BepOaIbHBIN aHAIOT
91% - 100% 5 OTJIMYHO
71% - 90% 4 XOpOLIO
51% - 70% 3 YIOBJIETBOPUTEIILHO
0% - 50% 2 HEYJOBJIETBOPUTEIIBHO

Bbi0epuTe eAMHCTBEHHBIH NPABUJIBHBII BAPHAHT O0TBETA.
I. London is the ...of Great Britain, it is a very...city.

A. Center, new

B. Capital;-old
OOKYMEHT I@ﬂﬂMCAH@&WHI—fﬁI@)WCbD
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D. Huge port, new

I1. Today English is the language of the world. The native speakers of English live in...
A. Great Britain, France, China, Russia, New Zealand

B. Australia, the USA, Germany, Cuba

C. Great Britain, Australia, New Zealand, Canada and the South African Republic

D. The USA, Great Britain, Italy, Norway, Sweden

IT1. Most of the holidays in Great Britain are of....
A) public

B) popular among children

C) movable

D) religious origin

IV. The British Parliament has....

A) President

B) Representatives

C) two “houses”, the House of Lords and the House of Commons
D) Political party

OtrMeTbTe, KaKuHe H3 HUKeNpeJCTABJEHHbIX YTBep:KAeHHH TNpaBAuBbl/ HeNPABIAHBBI
(true/false).

V. The United Kingdom of Great Britain and Northern Ireland occupies the territory of the British
Isles. It consists of three main parts which are: England, Scotland and Northern Ireland. True/False

VI. Nowadays English has become the world’s most important language in politics, science, trade
and cultural relations. True/False

VII. 3aganue HAa yCTAHOBJIEHHE COOTBETCTBHS:
CooTHecHTe AHIIHIICKHE MPEIJIOKEeHHS ¢ PYCCKHUMMH:

1. She may come. a) Eit He cnenyeT npuxoauTs.
2. She must come. b) Eit moxxHO puiiTh.

3. She had to come. c) Eit HeoObxoqumo npuiity.
4. She shouldn’t come. d) Ona noyKHA TPUITH.

5. She couldn’t come e) Ona He Morna MPHUHTH.

6. She need to come. f) Eit nmpummnoce npuiity.

ConocraBbTe AaThbl ¢ NIPpa3sAHUKAMMU:

1. New Year’s Day a) December, 25"

2. Halloween b) April, 1%

3. Boxing Day ¢) December, 26

4. St. Valentine’s Day d) November, 5

5. Easter e) Late March or early April
6. April Fool’s Day f) January, 1%

7. Christmas g) February, 140

8. Guy Fawkes Day h) October, 31%

HOMET AR SRS E Y San papuanTavm oTneToD
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B cxze@yiou;eﬁ Zepynne Cjlog Ommentome nie, KOmopuvle e UMEOm HUKAKO2O0 ONHOUEHUA
Kk meme «Jlonoon u eco Oocmonpufweuameﬂbﬂocmu».'

a) Big Ben, b) Buckingham Palace, ¢c) The White House, d) The Tower, e) The Statue of Liberty,

f) The State Tretyakov, g) the Hermitage, h) The Tate Gallery, 1)Westminster Abbey, j) The Kremlin,
k) Hyde Park

IX. CocTtaBuTh NMpeaioKeHus 100aBJIsAA COOTBETCTBYOIIHE CJIOBOCOYETAHMS:
1.make calculations

2. type letters
3. call
4. save information
5. send and receive papers
6.make calls
7. leave
8. make notes
9. cut paper
1) A fax machine is a means of ...
2) There is a mobile phone for ...
3) There is a calculator for...
4) There are scissors for ...
5) There is a message pad for...
6) Thank you for ... us.
7) You should warn the receptionist one day before . ...
8) There is a computer for. ..
9) You can use floppy disks for. ..

X. BcTaBuTh €JI0Ba M3 CHMCKA MO CMBICJIY:

Al is a small piece of wire that holds pieces of paper together. A 2
is bigger and works better when you have to keep large amounts of paper together.
Some people have 3 that are small transparent boxes with a magnet

rim with an opening at the top on them. This was if you drop all the paperclips it is easy to pick them
back up with the magnet.

A paper clip keeps papers together temporarily, but if you want to do it permanently you should use
ad . In fact a stapler works so well that to disconnect the papers you need another
special tool called a 5 .

When you need to cut paper or other objects you should use scissors. They safely cut paper and are

easy to use.

A6 is a small electronic device that helps you to solve math problems.

7 are small pieces of card with your name and contact information written

on them. You carry the cards around so that you can give them to different people, especially at

meetings.

A8 has all the days of the month in it so that you know what day it is today. Many

people keep 9 on the top of their desk so that they can always see their
noivmert SR e Andhs ibat dheyeuon't forget different meetings and events. An 10 is a small
rTOCYAAPCTBEHHOE BHOXETHOE MPO®ECCUOHAJIbHOE 03.05.25 14:54 (MSK) CepTtudmkat 40EDIB82FOFAB667E64A71CF586F1050
OBPA30BATEJIbHOE YYPEXXAEHUE PECMYBJINKU AATECTAH "KOJITEQXK — [evictByeT ¢ 13.06.24 no 06.09.25 10

3KOHOMMUKU U NPEANPUHUMATEJIbCTBA", baraHaoB AnnxaH barangosuy,
[vipekTop




book that you keep that allows you to keep task of everything. Inside of it there is normally a calendar
filled with your schedule, as well as other important information that you need, including contact
numbers for other people. It is also called an 11 or 12

Rather than carry it with you or have it on the top of your desk some people prefer to have

al3 hanging beside the desk which shows all the days of year at a
time.

When you make a mistake with a 14 you need to use 15 or white
out to cover the mistake. It is a liquid that you can put on paper to cover a mistake and then you can
write over it again. However if you are writing with a pencil you can use a 16 or
an 17 to make the mistake go away.

When reading through long documents or studying, it is a good idea touse a 18 in
order to put the important facts in a bright colour.

19 is a type of blue paper that you put between two pieces of normal paper.
When you write on the top sheet of paper, it will make a copy of what you wrote on the bottom sheet
of paper.

A 20 is a small piece of wood (or plastic) with a clip at the top so that you
can attach the paper to it and write while standing.

A21 is a special lamp that sits on top of a desk and directs the light downward
on to the paper you are writing.

A22 is normally the most important tool in an office. Many people type all of their
important information into it. The 23 of the computer is the part that has a screen on it,
like a television so that you can see all of the information. Many monitors today are flat screen ones.
24 is an adhesive that sticks two objects together. Be careful when you use it not to stick
your fingers together. Another name for glue is paste. A 25 is when the glue is not in
liquid form but is a soft solid. It is easier to spread a glue stick than normal glue, and normally less
messy.

buisness cards - A stapler - N

paper clips - B bulldog clip - O

organazer — C appointment book - P

stapler remower - D wall planner - Q

personal planner - E correction fluid - R

pen - F eraser - S

rubber - G highlighter- T

carbon paper - H glue-U

desk lamp - 1 glue stick - V

paper clip holder - J monitor - W

calculator - K computer - X

desk calendar - L clip board - Y

calendar - M
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