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FOREWORD

The main aim of teaching Business English as an academic
subject is to introduce this discipline in general and the language
used in business contexts in particular to students. Business
English course is targeted at developing the students’ profession-
al language competences, enabling them to function effectively in
culturally diverse academic and professional environments.

The contents of the manual meet the requirements of the ESP
Curriculum worked out by the Ministry of Education and Science
of Ukraine. The manual can be of use for the first-year students
who are going to obtain BBA Degree and for the practicing teachers
of English who specialize in Business English. The contents of the
textbook are sorted out with regard to the peculiarities of the eco-
nomic faculties of non-linguistic tertiary educational institutions.

The material is organized on thematic principle, covering
the following topic areas: «Career choices, Work organization
and employees’ responsibilities, Financial Institutions, Busi-
ness Telephoning, Business Trips, Business Etiquette, Business
and Environment, The Role of Information Technology in Busi-
ness, Placing in a job, Business Correspondence, Economics and
Economy, Ukraine and its economy, Globalization in business».
Each unit provides a vocabulary section, embracing words and
clichiis widely used in connection with a theme, exercises aimed
at actualization of this vocabulary, a number of authentic texts
accompanied by comprehension exercises and grammar material
according to the ESP Syllabus of the first-year studying. Each
grammar part includes theoretical material and a complex of ex-
ercises of various types. At the back of the book there are some
supplement materials: samples of module testing, answer key
so that you can check your answers, frequently used Business
English abbreviations, table of irregular verbs, table of English
tenses, written patterns of business communication

This manual is recommended to be used both at practical
Business English classes and in self-study activity. However, it
is desirable to do speech exercises in the classroom, where the
process of communication is realized between the teacher and
the students as well as between the students themselves. It is
connected with the specific character of these exercises which
are aimed at developing students’ practical skills. We wish you
good luck in working with this manual.
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ITEPEIMOBA

Mera maBuasbHOro mocioHmkKa “Ilepini KpoKum B agigoBOMY
AHTJIiNCBKOMY IJIsI €KOHOMICTiB” moJisirae y (popMyBaHHI aHIJIO-
MOBHOI KOMYHIKaTHBHOI KOMIIETEHTHOCTi CTYI€HTiB eKOHOMIUHUX
creliaJbHOCTell B cdepi mpodeciiiHOro CHiJIKyBaHHA Ta B HabyT-
Ti COI[IOKYJIBTYPHUX 3HAHDb ITOJ0 BBEAEeHHS AiJ0BOI KOMYHIiKaIrii.
ITociouuK cTBOpeHo 3rigHo 3 BuMoramu IIporpamMu 3 aHTJIiHCHKOI
MOBH I mpodeciiiHoro CIiJKyBaHHA i OPi€eHTOBAHO Ha KPEIMUT-
HO-MOJYJIbHY CUCTEeMY HaBUaHHS, ITI0 BigmoBimae Bumoram Boson-
CbKOro mpoillecy. KHUT'Y agpecoBaHO CTyIeHTaM MOJIOAIIUX KYp-
ciB, sIKi OmaHOBYIOTH €KOHOMIiUHi CIIeI[iaJIbHOCTi, a TAaKOXK THM,
XTO 0akae BIOCKOHAJUTHU CBOI 3HAHHA 3 aHIJIiMCbKOI MOBHU IIPO-
(eciiimoro cupamyBanua. Moke BuUKopucToByBaTuca 3 I Kypcy
HaBUYAHHA B yCiX Ipymax, e CTyIeHTH AOCATJIN CePeIHbOT0 PiBHA
BOJIOMIHHSA 3araJIbHOIO aHTJIiichKOI0 MoBoIO (B1).

ITociOHUK mpeacTaBIeHO 3a TEMATUYHNM IpUHITAIOM. OXOILIeHO
Taki paxoBi TeMu IepIroro Kypcy, ak: «Bubip mpodecii, Opramiza-
IiAg pobotu Ta 000B’A3KM POOiTHMKiIB, PimaHcoBi ycranoBu, [limoBe
renedonyBanud, imoBa momopork, IlinoBuii eturer, Bismec Ta Ha-
BKOJIUIITHE cepenoBuile, Posb cyuacHrX iH(OpPMAaIifHUX TeXHOJIOTiH
B 0OisHeci, IIpamnesmamnryBanusd, [imoBe smcrtyBaHHs, EKoHOMiIKA Ta
eKOHOMIiuHi cucTemMu, YKpaiHa Ta ii ekoHoMiKa, I'tobasisartia 6isme-
cy». o KoxkHOI TemMu mimiGpaHO aBTEHTHYHI ()axOBi TEKCTH 3 PO3-
poOJIeHMMU [0 HUX 3aBIAHHSIMM, IO BUCBITJIIOIOTH Pi3HI aciekTu
AHTJIICHKOr0 MiJIOBOTO CITLIKYBaHHSA, i COIIOKYJILTYPHI KOMEHTAapi;
IpeACTaBJICHO AHTJIO-YKPATHChKUM CJIOBHUK (DAaxXOBOi JIEKCUKU, BU-
OKpeMJIEHO CHMHOHIMIUHi TepMiHM, cTaji Bupasu, HOXimHi cioBa Ta
yacTo B:KMBaHiI abpesiaTypu. IIpeacraBiieHo rpaMaTHUHNN MaTepia
srigzHo 3 Bumoramm lIporpamMu 3 aHTJINiCbKOI MOBU AJiA ITpodeciii-
HOTO cIiyKyBaHHA Mg I Kypcy. KokHa rpaMaTrnuHa TeMa OXOILTIOE
TEOPEeTUYHUI MaTepiayl Ta IPaKTUYHY YACTUHY IJIS BiAIparfoBaHHs
chOpPMOBAHUX I'PAMATHYHNX HABUYOK. ¥ MOJATKY BMIIIIEHO IIPHUKJIA-
IY MOAYJBHUX KOHTPOJBHUX POOIT, KJIIOUH AJIA CAMOCTiNHOI IIepeBip-
KM 3HaHb CTY/[AEHTiB, CIMCOK UacTO BXKMBaHUX abpeBiaTyp, TabauIld
HeIIPaBUJIbHUX [Oi€CJIiB, 3BemeHA TAbOJUIT YaciB aHIIifiCbKOI MOBH,
cTaji KOHCTPYKIIil (IrTaMmn) mrceMHOI (popMu AiJIOBOI KOMYHiKaIrii.

3azHaunMo, IO IIOCIOHMK MOKHa BUKOPHCTOBYBATH, AK IIiJ
yac ayAuTOPHUX, TaK 1 IIif yac mo3aayAuUTOPHUX 3aHATD.

Baxaemo ycmixis!
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Unit 1

UNIT 1
CAREER CHOICES: THE UNIVERSITY I AM STUDYING AT

“The great aim of education is not knowledge but action”
(Herbert Spenser — an English philosopher)

Basic Vocabulary
Read, translate and memorize the following words and
word-combinations.

English Ukrainian
1. First-year student = freshman | nepmoxkypcuaux
2. junior students [‘dzu:nio] CTYAEHTH MOJIOAIINX KYypCiB
3. senior students [‘si:nio] CTYIEHTH CTapIIUX KYPCiB
4. to introduce MpeACTaBIATHA
5. higher educational BUIIINI HAaBUYAJIbHUU 3aKJIA[
establishment
[‘hais edju’keif(o)nal i’steblifmont]
6. international trade MiKHaApOAHA TOPTiBJIA
7. state university Iep:KaBHUMN YHIBEPCUTET
8. public institution Iep:KaBHa yCTaHOBa
9. to be situated in pO3TaIIOBaHUMN
10. to be founded [faundid] 3aCHOBaHUN
11. to be reorganized into peopraHizoBaHUHN
12. to train TOTYyBaTH KOTOCh
13. government [‘gav(o)nmont] ypan
14. non-governmental HeypAmoBi opraHisaiii
organizations
15. abroad [2’bro:d] 3aKOPAOHOM
16. to include BKJIIOYATH

10



Career choices: the University I am studying at

17. accounting [o’kauntiy] OyXraJaTepCbKUH 00JiK

18. honoured [‘onod] teachers 3aCJIysKeHI BUMTeJIi

19. associate [o’sou [iot] professor | moment

20. senior lecturer [‘siinmo CTapIIui BUKJIagad
‘lekff(a)ra]

21. science [‘sarons] HayKa

22. doctor of sciences [‘saronsis] IOKTOD HAyK

23. useful KOpUCHUU

24. full-time department cTaifioHap

25. correspondence department 3a0YHe BigmiJieHHS

26. to last TpUBaATHU

27. degree CTYIIiHb

28. Junior Specialist [*d3uinjo] MoJsoaiiuii cremiajaicT
Bachelor [‘baf(s)lo], (BBA) BaxkanaBp
Bachelor of Business BakasaBp 3 ynpaBiiHHA
Administration b6isHecom
Master,(MBA) Marictp
Master of Business MaricTp 3 yupaBiinHa 6isHecoM
Administration

29. department Kadenpa

30. to graduate from 3aKiHUyBaTU YYOOBUU 3aKJIA]

31. to consist of CKJIAJATHUCh 3

32. gym [d3im] CcIIopT3aJt

33. weight room [wert rum] TPEeHAKEePHUN 3aJl

34. canteen imaJIbHA

35. snack bar oyder

36. hostel TYPTOKUTOK

37. access [“axkses] IOCTYTI

38. to take place BimOyBaTuCa

39. church [13:4] IIePKBa

40. developing TOM, III0 PO3BUBAETHCA

41. ahead [o’hed] momepeny

42. scholarship [‘skolafip] CTUIIeH[ia

43. scientific society [ saron’tifik HayKOBE TOBapUCTBO

so’sarati]

11



Unit 1

44, discussion club [dr’skaf(e)n IUCKYCIHHUE KJIy0
klab]

45. to choose obuparu

46. applied economics [o’plaid MNPUKJIASHA €eKOHOMIKA
i:ka’nomiks]

47. to follow smb’s way CJIyBaTH IO IIJIAXY KOTOCH

48. competition 3MaraHHA

49. to be proud of [praud] TUIIATUCA

50. Motherland BarbKiBmuma

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

A clever freshman, a Ukrainian freshman, an English fresh-
man, a freshman from this higher educational establishment,
Odessa higher educational establishment, Ukrainian higher edu-
cational establishment, I teach freshmen at Odessa higher edu-
cational establishment.

To introduce freshmen, to introduce a higher educational es-
tablishment, to introduce my University; a famous state Univer-
sity, an economic state University, a scientific state University,
a scientific work, a scientific establishment, a scientific Uni-
versity, a scientific society, a University society, a city society,
I work at the University scientific society.

Honoured teachers from Odessa state University, honoured
teachers from a scientific society, honoured teachers from Odes-
sa higher educational establishment; junior students from this
state University, junior students from Odessa higher educational
establishment, junior students and senior students from Odessa
higher educational establishment. Junior students and senior
students study at Odessa higher educational establishment and
honoured teachers teach them.

Senior lecturers and doctors of sciences, doctors of sciences
teach senior students, senior lecturers teach freshmen, senior stu-
dents study well. Senior students know all honoured teachers and
doctors of sciences at this higher educational establishment.

12



Career choices: the University I am studying at

Scholarship in a higher educational establishment, scholar-
ship for junior students, scholarship for senior students, to get
scholarship at state University.

Task: translate
1. IIpencraBaaTtu (oxTopa
HayK,/ I0YecHOT'0 BUUTeNA/
MOJIOJIIIOTO CTYIEHTA)
2. HaykoBa (pobota/ 3akaan/
TOBapPUCTBO)
3. Crapri (1ekTopu/ cTyaeHTH/
BUUTEJIS)
4. Crunenzgia B (yHiBepcurerti/ y
BUIIIOMY HaBUYaJBHOMY 3aKJIami/
B JIeP}KaBHOMY iHCTUTYTI)

Bachelor of Science, Bachelors from this state University,
Bachelors study at this higher educational establishment, Bach-
elors learn applied economics, a new subject — applied econom-
ics, to be good at applied economics, Bachelors and Masters of
Business Administration study applied economics.

To choose a higher educational establishment, to choose a
scientific society, to choose to sing in a group, to take part in an
English society, freshmen often take part in this work.

To choose a discussion club, to go to a discussion club, to take
part in the work of the discussion club, a University church, a
small church, a beautiful church, a church choir. Junior and senior
students go to church near this higher educational establishment.

A developing higher educational establishment, a developing
state University, a developing scientific society, a developing
institute of international trade, the office of international
trade, to learn a new subject — “International trade”. Senior stu-
dents learn the subject — international trade at a new developing
higher educational establishment.

Task: translate
1. O6upatu (Bumuit HaBUATLHUH
3aKJaji/ HayKOBe TOBapUCTBO/
TIEPIITOKYPCHUKIB)
2. (Buutu/ 3HaTH,/ obupaTH)
TPUKJIATHY €eKOHOMIiKY

13
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3. Mixxkunaponua (TopriBisa/
poboTra,/ TOproBebLHUMN
yHiBEpCUTET)
4. (Obupartu/ BcTymatu,/ 6patu
y4acTb) JUCKYCIHHUN KJIyO

II. Translate the following word-combinations into the
English language.

1) IlpencraBaATu BUINIUNM HABUAJLHUN 3aKJan, 2) IpeacTaB-
JIATA HayKOBE TOBAPUCTBO, 3) MisKHapoaHAa TOPTiBJA, 4) mepsKaB-
Ha yCTAaHOBA, D) POBYMHHUI IEPIIOKYPCHUK,/ CTYAEHT CTapIINX
KypciB, 6) maBaTu KOpPHCHI 3HaHHS/CTHUHEHIil0, 6) Iporpama
BKJITOUae, 7) roryBatu (axiBmiB 3 ¢imamciB, 8) 6patu yuacrs,
9) mpukJanHa eKoHoMika, 10) Buiia matematuka, 11) gimamncoso-
o0mikoBuii daryabrer, 12) 001iKOBO-eKOHOMiuHMHI, 13) HayKoO-
BUH TYpPTOK, 14) ciimyBaTm mo mIsiXy KOroch, 15) mepskaBHUI
TOPTOBEJIbHO-eKOHOMIUHUH iHCTHUTYT, 16) HaBYaJabHHI 3aKJa,
AKHUN PO3BUBAETHCS, 17) cTymeHTChKA IiepKBa, 18) BubupaTu Ho-
Buii mpeamer, 19) orpumyBaTHu cTyminb 6akaaaBpa, 20) saciy:xe-
Hi BumTeTi.

III. Match two parts to combine the word-combinations,
translate them.

1. scientific a) economics
2. physical b) society
3. applied ¢) education
4. non-governmental d) students
5. full-time e) organization
6. weight f) hostel
7. students’ g) teachers
8. honoured h) room
IV. In each line choose one word that doesn’t belong to the

group:

1) Honoured teachers, associate professors, senior lectur-
ers, freshmen;

2) canteen, church, applied economics, hostel;

3) finance, accounting, management, physical training;

4) higher educational establishment, church, state univer-
sity, public institution;

5) dJunior specialist, Doctor of sciences, Bachelor, Master
student.

14



Career choices: the University I am studying at

READING

@ I. Read the text and translate it.

Dear reader, let me introduce my Institute. I am a first
year student (a freshman). The higher educational establishment
I am studying at is in Ukraine, my Motherland. It is called Odesa
Institute of Trade and Economics of Kyiv National University of
Trade and Economics. It is a public institution. The Institute is sit-
uated in Inglesi Street Ne 6. This street is very beautiful and green.

The birthplace of Odesa Institute of Trade and Economics
is Odesa. This educational establishment was founded in 1945
as an economic technical school. Then it was reorganized into a
college. In 2005 it became Odesa Institute of Finance. In 2016
the government changed its name. Now it is Odesa Institute of
Trade and Economics and it is included into Kyiv National Uni-
versity of Trade and Economics.

The Institute trains specialists in management, finance and
international economics for state and regional governmental or-
ganizations, trade and economic missions abroad, business and
non-governmental organizations. The academic program includes
economics, finance, accounting, management, computer knowl-
edge as well as languages, philosophy, literature and physical
training. The lectures begin at 8.30 and finish at 12.50.

In the Institute there are many honoured teachers: profes-
sors, doctors of sciences, associate professors, senior lecturers
who give a lot of useful knowledge to the students. Students
study at a full-time department and a correspondence depart-
ment. The full course of studying lasts 5 years. The students can
get the diploma of Junior Specialist, Bachelor or Master.

There are two faculties at the Institute: Financial and Eco-
nomic Faculty and Accounting and Economic Faculty. There are
seven departments. After graduating from the Institute you will
become Bachelor or Master of Finance, Economics, Management
or Accounting and you can work in different spheres.

The Institute consists of a 5-storey educational complex and
a 2-storey building, where a gym and a weight room, a great hall
with 400 seats, a canteen and a snack bar are situated. There
is a students’ hostel near it. Young people from other places
live there. There are basketball and volleyball courts, a sports
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ground, a large free library, computer classes with free access
to Internet. There are many large halls where lectures and semi-
nars take place. Near the building there is a students’ church.
The Institute is a modern, progressive and developing establish-
ment with a lot of perspectives ahead.

As a first-year student I like all activities and competitions
which take place in the Institute. There are different sport sec-
tions, a scientific society, a dancing group, a discussion club and
others. I would like to take part in all of them. But I have to
choose because I must study first of all. I want to be good at all
subjects and get scholarship. There are many new subjects such
as Political Economy, Higher Mathematics, the History of Na-
tional Economy, Applied Economics and others. I am not sorry
that I entered this institute. I am proud of it. All members of
my family are economists and I am following their way. I will do
everything to become a good specialist too.

I1. Say if the sentences below are true or false. Correct the
false statements.

1) Odesa Institute of Trade and Economics is situated in
Levitana street.

2) The Institute was founded in 1945.

3) The Institute trains specialists in management, finance
and international economics.

4) In the Institute only the full-time students study.

5) There are ten departments in the Institute.

6) There is no Department of Economics in it.

7) There are two faculties in the Institute.

8) After graduating students can work in the Treasure and
in the banking system.

9) The Institute has a little bar and a restaurant.

10) The Institute is a very old establishment with more than
100 years of history.

II1. Answer the following questions.

1) What is the name of the Institute you are studying at?

2) What specialists does the Institute train?

3) How many faculties are there in the Institute?

4) How many departments are there in the Institute?

5) What professions can students get after graduating from
the Institute?
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6) What teachers work at the Institute?

7) What does the Institute consist of?

8) Where do the students from the other places live?
9) Where can students go in for sports?

10) How can you characterize your Institute?

IV. Translate.

1) d — crymeuT ekonomiuHoro imcruryry. 2) I — ma Kadenpi
IpuKJIagHOI eKoHOMiKU. 3) Miit iHCTUTYT — BeJIuKUil, KpacuBUil
i cyuacHmii. 4) B iHCTUTYTi € CHOPTUBHUI KOMILIEKC, JIEKITifiHL
3aJyin, Jaboparopii Ta 6ibmiorera. 5) Moi 6aTbKu — €KOHOMIiCTH.
6) Miit apyr — ¢inamcuct. 7) Mosa cectpa — Oyxranarep. 8) Boua
mobpuii crieriagict. 9) A — crymenT mosoxioro Kypey. 10) Bouu —
crapmri BukJgazaui. 11) f xouy HaBuaTwm CTyAEHTIB B iHCTUTYTI.
11) Mewni momobaeTbea mucKycitiamit kay6. 12) S Buy HOBI mpen-
MeTH: IPUKJaAHy eKOHOMiKY, icTopiio HallioHaJbHOI eKOHOMIiKM,
o0iik Ta iHmIi mpeameru. 13) B imcturyTi 6araTto momeHTiB, IIpo-
(ecopiB, MTOKTOPiB HayK Ta cTapIINX BUKJAaAauiB, BCi BOHU — 3a-
caykeHi goamu. 14) Ile HaIT TOProBeIbHO-eKOHOMIUYHUH iHCTUTYT.
15) §I nuimarocss cBOIiM iHCTUTYTOM.

V. Make up and write down your own sentences about the
Institute using the new words (not less than 5 sentences).
Read them in class.

VI. Answer the questions about yourself.

1) Are you a student or a teacher?

2) Are you a senior student or a junior student?

3) Are you a freshman?

4) Are you a doctor of sciences or a first year student?
5) Are you in a higher educational establishment or at school?
6) Are you a full-time or part-time student?

7) What is the name of your University?

8) What is the name of your faculty?

9) What are the subjects which you learn?

10) Are you proud of your institute?

VII. Make up a mini-dialogue about your institute. Drama-
tize it in class.

VIII. Retell the text about your Institute.
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IX. a) Read the following word combinations and sentenc-

es and translate them in your native language.

1. Dear freshman

2. to introduce the freshmen

3. to introduce the senior
lecturers

4. The senior lecturers are
introducing the freshmen.

5. international institution

6. to take part in the work of
international institution

7. The institution was founded
in 2000.

8. to be in the scientific society

9. to tell about doctors of
sciences

10. to introduce doctors of
sciences

11. a scientific degree

12. to get a scientific degree in this
higher educational establishment

13. to study abroad

14. to work abroad

15. to tell about non-
governmental organizations
which are abroad

16. a great territory of this non-
governmental organization

17. a public institution

18. a public institution abroad

19. to choose a university abroad

20. to choose a developing higher
educational establishment

21. This higher educational
establishment was founded
in 2016.

22. to train Bachelors

23. to study for Bachelor degree
in the best state University

24. the discussion club

25. to take part in the work of
the discussion club
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26. a useful way

27. a big scholarship

28. to follow father’s way

29. I follow my parents’ way.

30. I want to study in this higher
educational establishment to
follow my parents’ way.

b) Read the following word combinations and sentences
and translate them in English.

. llTanoBHMIT JOKTOP HAVK
. IPEeACTABUTH CTAPIIUX
BUKJIAJAYiB

. IPEeJICTABUTH JOIEHTIiB

. JOKTOP HAyK IHIIIe BaM

. KopucHa indopmMmairis

. OyTH 3aCHOBaHUM

. YpsaOoBa opraHisaiis

. HeypsA0Ba opraHisaiis

. POBIOBicTU IIPO HAyKOBe

TOBAPUCTBO

10. g00uTH CBili HaBYANIBHUI
3aKJIA

11. mu GepeMO y4yacTh B XOpi

12. njaaHu BUIIOT'O HABYAJIBLHOI'O
3aKJany

13. caigyBaTu UM IILIAX

14. ropauTucAa HaBUAIbLHUM
3aKJIaIOM

15. posmoBicT; 0 HJOKTOpPax
HAYK IILOT'O 3aKJIALY

16. TepuTopia BUIIIOTO
HABYAJLHOT'O 3aKJIaIy

17. obupaTu 3aKJgan

18. obupaTu SJOKTOpa HAVK

19. mosioamuii CTyIiHb

20. MaTH JOCTYH 0 KOMII'I0TEpa

21. HaBUaTHCsA Ha cTallioHapi

22. BKJIIOUATU B IPOTrpamy

23. BKJIIOUUTH B 3aHATTS

24. posmouaTtu poboTy
OUCKYCiiHOr0 KJIyba

25. moizaKa 3a KOpAOH

DN [ =
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26.

HABYaHHA 3a KOPOOHOM

27.

TEPUTOPis IePKBU

28.

IOCTYH 0 MiKHApPOITHUX
TOKVMEHTIiB

29.

IpEeICTaBUTHU JOKTOPiB HAYK
Ta IOYECHUX BUUTEJIiB

30.

OTPUMYBATH CTUIEHIIIO

GRAMMAR REFERENCE
/To Be / Pronounces / Question Words/

TO BE (PRESENT SIMPLE TENSE)
(6ymu, nepebysamu, snaxodumucs,
po3mauosyéamucs, ichygamu)
CreBepa:xkyBajbHa (hopMa

CrpykTrypa IMpuxkxaan
I am I am right.
He He is a businessman.
She is She is married.
It It is winter now.
We We are at work.
You are You are my students.
They They are happy.
3anuTtaabHa (popma
3arajpHi 3anuTaHHI
CrpykTypa IIpukaamu
— Am I right?
Am I — Yes, I am.
he — Is he a businessman? — Yes, he is.
Is she — Is she married? — Yes, she is.
it — Is it winter now? — Yes, it is.
— Are we late?
we
Are you — Yes, we are.
— Are you my students?
they
— Yes, you are.
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CneniajgpHi 3anuTaHHA

CrpykTrypa IIpuxkaanu
am 1? Where am 1?
Where -
What he? What is he?
How old she? How old is she?
What colour | iS it? What colour is it?
Why we? Why are we here?
How far you? How far are you?
Who are they? Who are they?
3anepeuna dgopma
CrpykTrypa ITpurkaanm
I am not | I am not right. (= I’m not).
He He is not a businessman. (= He isn’t).
She She is not married. (= She isn’t).
It is not It is not winter now. (= It isn’t).
We We are not at work. (= We aren’t).
You You are not my students. (= You aren’t).
They | are not | They are not happy. (= They aren’t).

PRONOUNS
Oco00Bi 3aiiMeHHUKN:
Bigminor
Yucao Ocoba HazuBHuii 006’exTHHI
mepiIia I(x) me (meri, mene)
apyra you (mu) you (mobi, mebe)
Opuanna Tpera he / she / it him/her/it(itozo, ii,
(8in, 6oHa, 80HO) tlomy, iit)
mepIia we (mu) us (Hac, Ham)
mepIia we (mu) us (Hac, Ham)
Muo:xkuHa | gpyra you (8u) you (8ac, eam)
Tpers they (soru) them (ix, im)

IIpuceiiini 3aliMeHHUKHN
my, mine — Mii, Moe
your / yours — TBi#i, Bam
his, his / her, hers / its — #ioro / ii / mboOrO
our, ours — HaIll
their, theirs —ix
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Oco6oBi co ..

. IIpuceiitni 3aiiMeHHUKHT
3aiMEHHUKHU

IIpunararoui Ao6comroTHi

I(x) my (mi#, Mosi, MO€, MOT) mine
he (8in) his (itoro) his
she (Bona) her (if) hers
it (BoHO) its (#toro, ii) its
we (mu) our (Har, Halla, Halle, HATITi) ours
you (Bu) your (Bari, Ballia, Ballle, Balili) yours
they (Boum) | their (ix) theirs

BrasiBHi 3aiiMeHHUKHN:
this, that — mueii, 4
these, those — 1i
such — Taxkun

same — TaKUN caMui

3BOPOTHI 3aliMEeHHUKMN:
myself — a (cam),
yourself — Tu (cam)
himself / herself / itself — Bin / BoHa / BOHO (cam)
ourselves — mu (cami)
yourselves - Bu (cami)
themselves — BoHU (cami)
QUESTION WORDS

IIuransHe
Burxopucranaa IIpuknan
CJIOBO
JIiBHATUCH SKYCh What is your name? Ak
What irdopmMmarliiro Ipo moch mebe 3e6amu?
IJo IOIIPOCUTY IIOBTOPUTH What? I can’t hear you.
abo migTBEpPAUTU IJo? A ne uyio mebe.
What...for 3aIUTATHA IIPO IPUUYUHY, What do you do that for?
Hawo HAIIo Hauwo mu uye po6uw?
‘When When does he come?
3amMUTAHHSA PO Yac .
Koau Koau 8in npuxodumu?
Where 3aIUTAHHA PO Where do they live? /e
e MicIiesHaX O KeHHSA B0HU HUBYMB?
Which . Which colour do you
. 3alUTaHHA PO BUOIp . ,
Axuil, axa, want? Jxuil kKoaip mu
. Yoroch
saKe, AKi xouew?
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Ax danero

BizcTann

‘Who 3aIUTAHHS IPO JIOAUHY Who opens the door?
Xmo uy Jgrogei Ax cy6’ekra mii | Xmo eiduunse daepi?
Whom 3alUTAHHS IPO JIOAUHY Whom do you see? Kozo
Kozo yu el Sk ob’eKra mil mu 6ayuw?
‘Whose 3allUTAHHS IIPO Whose are these keys?
Yui, wusa, IpUHAJNEeXHICTh Y0roCch Yui ye raouwiZWhose turn
yuil IO KOI'OCh is it? Qua sapas smina?
Why sanuTaHHa npo npuunHy | Why do you say that?
Yomy Y0oroch Yomy mu ye ckaszas?
Why don’t IpU BUCJIOBJIIOBAHHI Why don’t I help you?
Yomy He IPUIYIEeHb Yomy 6 1 mobi He donomiz?

.. .. |How does this work? Ak

3amUTaHHSA TIPO cmocib mii
How ue npauwe?
Ax 3alUTaHHA IIPO YMOBU How is your exam? A«
YOroCh UM SAKiCTH maiil exsamen?
How + .
— 3AIUTAaHHA [P0 CTYNiHE,
N—, ?;ac'ranb, Mypi 4OTroCh Ta | IPUKJIALU HUMKUE
IIPUCIiBHUK
How far is Pattaya from

How far Bangkok? Ak danerxo

ITammaiia 3naxodumocsa
6i0 BanzrKoky?

How long JOBXKUHY (Jacy um How long does it take?
Ar 0oszo TIPOCTOPY) Crkinvku ye 3aiimae uwacy?
How many KinpKicTh (0OumcatoBaHi How many cars are there?
Crinvku iMeHHUKM) Crinvku mym mauun?
KiIbKicTb How much money do you
How much . . M
. (HeobumcroBaHi have? Ckinvrku zpoweil y
Ckinvku .
iMeHHUKM) mebe €?
How old . How old are you?
. BiK , ; .
Crinvru Crkinvku mobi poxig?

TASKS

1. Fill in the blanks with the proper form of the verb to be.
1) I ... a student. I ... at the Institute. 2) I ... from Ukraine.

I ... Ukrainian. 3) My friend ... a student too. He ...
tel now. 3) The other students

... in the library. 4) We ...

in the hos-
not at

home, we ... at the classes. 5) He ... at the bank. He ... a banker.
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6) She ... in the office. She ... a manager. 7) You ... near the
institute of trade and economics now. 8) The students ... in the
institute of trade and economics. 9) The senior teacher ... in the
corridor. 10) The honoured professor ... in his room.

2. Fill in the blanks with the proper form of the verb to be.

1. What ...your name? — My name ... Helen Frank. 2. What
.... your address? — My address ... 175 Grand Central Parkway.
3. What ... your phone number? — My phone number .... 718-
1930. 4. Where ... you from? — I... from New York. 5. I ... a stu-
dent. 6. My father ... not a teacher, he ... a scientist. 7. ... your
aunt a doctor? — Yes, she ... . 8. ... they at home? — No, they ...
not at home, they ... at work. 9. My brother ... a worker. He ...
at work. 10. ... you an engineer? — Yes, I ... . 11. .... your sister
a scientist? — No, She ... not a scientist, she ... a student. 12.....
your brother at school? — Yes, he ... . 13. ... your sister at school? —
No, she ... not at school. 14. My sister ... at home. 15. ...this your
computer? — Yes, it ... . 16. She ... a manager. 17. This ... my of-
fice. 18. My uncle ...an office worker. 19. He ... at work. 20. Helen
... an accountant. She ... not a student. She ... at work now.

3. Make the sentences negative: to be (am, is, are) +not.

1) I ...at home. 2) She ... in the Institute of trade and economics
now. 3) We ... in the classroom. 4) They ... at the lecture. 5) I ...
with my friends now. 6) She ... in the hostel now. 7) They ...with
the parents. 8) We .... in the institute building. 9) He ...in the city
centre. 10) You ... at the department of applied economy.

4. Ask the general questions.

1) I am in the hostel. 2) We are near the institute building.
3) They are students of Odessa institute of trade and economics.
4) He is a freshman. 5) She is a senior student. 6) We are future
financiers. 7) You are an excellent student. 8) She is a clever
student. 9) They are on the top floor of the Institute. 10) The
building is modern and new.

v

. Ask the special questions.

1. This senior teacher is forty years old. (How old)

2. She is at school now. (Where)

3. They are students of Odessa Institute of trade and eco-
nomics (What)

I am in the park. (Where)
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His name is Nick. (What)

He’s a student. (What)

This freshman is seventeen. (How old)
His name is Ed Smith. (What)

It is a French book. (What book).

10 The building is brown. (What colour)

6. Translate into English using the verb “to be”.

a) 1. fIx Bac 3Batu? — Mene 3Batu Auna. 2. fIka Bama azgpe-
ca? — Moa agpeca: Oxcdopn Crpit, 45. 3. 3Bigku Bu pomom? (...
npuixana?) — f — 3 Jlougona. 4. XTo BiH (ua gororpadii)? — Ile
Mmiit 6aTbko. 5. Ik itoro sBatu? — Moro 3ByTs MkoH. 6. [e Bin?
— Biu B Jlougoxi. 7. I — Mepi, a ne — Hik. Bin miit 6par. Momy
28 poxkis, a meHi 37 pokiB. Mu 3 Ogmecu. 8. I — B iHCTHTYTI.
9. Miit 6paT — exoHoMicT, a He imxxeHep. 10. Mosa cecTpa Ha pobo-
ri. 11. Biu crymenT. 12. Bu cryment? — Hi, a ekonomicr. 13. Moa
cectpa BmoMma. 14. Mu He B OyxmiBiai imctuTyty. Mu Ha ByJamIIi.
15. Miit 6par — yuenuit. Bim B odici. 16. Mama Bgoma? — Hi,
BOoHA Ha pobori. 17. Bam 6par Buenuii? — Hi, Bim crapmmnii
BukJgamad. 18. Bamia cectpa — Bumrenbxa? — Hi, BoHa BueHa.
19. Tsiit apyr Ha poboti? — Hi, Bim Bgoma. 20. TBiii gBOrOpigHMIt
opart 6axanaBp? — Tak. — Biu Bgoma? — Hi, Bix y BUIIIOMy HaBYAJIL-
HoMy 3akjami. 21. Miii mimycsr — BueHwuii. Bim my:xe posyMHUIA.
22. Mosa nouka — BuMTeJibKa. BoHa — po3yMHa i cepitosHa.

b) 1. Mene 3Batu Mapk. §fI — crapmuii BuKJagau yHiBepcu-
rery. 2. Meni 38 pokis.  — ¢pimamcuecr. 3. A — yKpaiuka. d — 3
Kuesa. 4. {1 — mouecHuii mpodecop. A 1e — cTapiinii BUKJIagad.
5. Moe yaiobJyiee miciie B iHcTHUTyTi — Ie 6i0isrioreka. 6. 1 me-
pebyBaio y BUIIOMY HaBYaJbHOMY 3akJjgami. 7. Mik yamobienuii
opeaMeT — aHTJIilicbka MoBa. 8. Mifi mpyr — mporpamicrt. Bin — He
B BHUII[OMY HaBYAJbHOMY 3aKJangi, Bim — y ¢ipmi. 9. Mosa cectpa
— oyxraarep. Bona — B mep:xaBuHomy 3akgani. 10. Mu sas:xau 3a-
HaTi, age Mu gysKe macansi pasom. 11. Xto 1e? — Ile miii crap-
mui BukJgagad. 12. Axwuit npeagmer 1me? — Ile nmpukIagHa eKOHO-
mika. 13. fAxa xadempa me? — Ile radempa amriaificbKkoi MOBU.
14. IITo me? — lle mepkBa 6inxa imcrturyry. 15. Homy Bu TyT? —
Mwu — B 6i6miorerni. 16. Ile inansua? — Tak. Ile rapHa imaabHA.
17. IIe Bam ryproxxuTok? — Hi, 11e rypToXKUTOK iHO3eMHUX CTY-
merntiB. 18. Ile Bama kadenpa? — Moa Kadenpa Ha mepIiomMy IIo-

Lo
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Bepci. 19. Ile cmoprsan? — CmopTsaj 3HAXOAUTHCA Ha APYroMY
moBepci. 20. e 6yder? — Byder sHaxoauTbca 0insa imaabHi.

7. Transform the sentences. There is an example at the
beginning.
Example. The book is on the table.
: Is the book on the table?
: No, the book is not on the table.
The first-year student is in the class.
The hostel is near the church.
The weight room is in the gym.
The snack bar is on the ground floor.
The correspondence department is near the hall.
The state university is in Kyiv.
The doctor of sciences is in the class.
The senior lecturer is in the canteen.
The scientific society is in the institute.
10. Her son is a Bachelor.

© P NSO o by

8. Insert in each blank the form of pronouns which you
consider correct (I-me; we-us; you-you; he-him; she-her; it-it;
they-them).

He is a first-year student. Show (he) ... a hostel.
They are our senior teachers. Say thanks to (they) ....
We are Bachelors. Give (we) ... the diplomas, please.
This is (she) ....book.

We have a concert today. I invite (you) ....

It is a foreign department. I see (it) ....

We are in the library. We like (it) ....

She is a good teacher. We like (she) ..

It is our government. Ask (it) ...about thls

10 It is a public institution. I like (it) ..

9. Replace the personal pronouns with possessive pronouns.
This hostel is (you)

The book is (I)

The department is (we)

The weight room is (she)

Mark and Clara are in the gym. This gym is (they)
The department is (he)

The first-year students are (she) _ friends.

LN ok =
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11.

There is a church in our garden. The church is (we)
This canteen is (we)

. This isn’t my teacher. He’s (you)
. Choose the correct form of pronouns in brackets.

What colour is (her/hers) institute?

They are in (their/them/ theirs) office.

Look at (me/ mine/my) hostel.

These scientific books are (her/hers).

Do you like (you/your/yours) new weight room?
(Theirs/Their/Them) work is difficult.

It is not (you/your/yours) desk, it is (me/ mine/my).
(We/Our/Ours) department is the best.
(Their/Theirs/Them) students are foreigners.

He is (us/our/ours) associate professor.

Translate into English using personal and possessive

pronouns in the appropriate form.

1.

2.
3.
4

o o

© XN
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12.

1.
2.
3.

4.
5

IIi kauru He Bari, BOHM — HAaIIIi.

Xto 11e? — Ile HaI crapiinii BUKJIamau.

ITe iioro cioBHUK. A me Bar?

Mi#i migpyyHUK 3 MPUKJIAIHOI €EKOHOMiKY — Ha CTiJbIli, a
1oro — Ha mapTi.

Hainr incrutryT 3umaxomgutbeda O0is Barroro odicy.

Voro apyr mepIIOKYPCHHK 3apa3 B HAIIOMY Ba0YHOMY
Bigmineni.

IxHa iganpHA 3HAXOAUTHCA B iHCTUTYTI.

Ii 6aTbKO — HOIEHT B HAIIOMY iHCTHTYTI.

Hamri Buknagaui — Ha xadenpi.

Bamr cmopTuBHUi 3a)1 — 3pyYHUIN.

Fill in the blanks with an appropriate question-word.

do you live? — I live in Paris.

is that man? — He is my senior teacher.

do you go to the higher educational establishment?
— By bus.

do the banks open? — At nine o’clock.

are you wearing that uniform? — Because I work
in a big firm.

13. Transform the sentences below. There are three examples.
Example. Look at the blue car over there. Where is it?
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Look at the blue car over there. What colour is the car over there?
Look at the blue car over there. What is there?

The teachers are in the department.

The canteen is in the institute.

Her father is an honoured teacher.

The higher educational establishment is in Kyiv.
Our friends are at university.

There are lots of flowers in the church.

These students are from our state institute.

Our teachers are senior lecturers.

The hostel is over there.

10. The freshmen are in the weight room now.

14. Make up your own sentences with the verb “to be”
(5 sentences).

THERE IS / ARE
«€, 3BHAXOTUTHCH»

3Bopor there is (Lthere are) moBimomiisie PO HaAABHICTH Yy
BU3HAUeHOMY Miciii ocobu (oci6) um mpemmery (IpeameriB), Iie
HEeBiIOMUX CHiBPO3MOBHUKY.

B ykpaiHCBKillT MOBi peueHHsS y TaKUX BHIAAKaX, AK IIPaBU-
JI0, PO3IOUMHAETHCA 3 00CTABUHM Miclid um yacy: Ha cmoani KHu-
2a. B kaaci cmydenmu.

B anraificekiii MoBi Taki peueHHA PO3MOUYMHAIOTHCA i3 3BO-
pory there is/are, 3a AKUM cCJifye iMeHHHWK 3i ciaoBaMu, IO MO
HBOTO BiHOCATBHCHA, a HmOTiM obcTaBmHA Micra um yacy. liecio-
BO 10 be y3romKyeThCSa 3 iIMEHHUKOM, IO IpPAMye 3a HuM: There
is a book, some pencil and a pen on the table.

There are some pencils, a book and a pen on the table.

Y nuraabpHiil dopmi giecaoBo to be B HeoOXimHi# dopmi cra-
BUThCA Tonepeny there: Is there a library at your institute? Are
there any students here?

3amepeuna opma 3BOPOTY there iS yTBOPIOETHCA 34 JTOIIOMOTOIO
3allepevyHol YacTKHU not, AKa CTaBUThCSA Oe3IlocepemHbO IIiCJs miec-
JoBa to be. IIpu mpboMy miC/IsI YaCTKU 10l 3YMCIIOBAJILHUN iMEHHUK
B OMHUHI BKUBAETHCSI 3 HEO3HAUEHUM apTUKJEM, a 3UMCIIOBAILHII
iMEeHHUK Yy MHOKUHI Y1 HEe3UUCIIOBAJILHIN — BXKUBAETHCA 3 ANy.

e.g. There isn’t a book in my bag. There aren’t any books in
the desk.
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TASKS

1. Put “there is” or “there are” in the gaps.

1) London is an old city. ... many ancient buildings.
2) Look! .... a photo of George in the newspaper. 3) Excuse me,
.. a reataurant near here? 4) ..... five members of the family.
5) We can take any photos. ... a film in the camera. 6) How many
students .... in the class? 7) Where can we sit? — Choose any
place. .... many chairs in the room. 8) ..... a bus from the city
centre to the airport? 9) Look! ... an accident in the road. 10) .....
a football match on TV.

2. Make up sentences.

Example, (days/a week) — There are seven days in a week.

1) (states/the USA), 2) (players/a rugby team), 3) (planets/
the solar system), 4) (teacher/in a class), 5) (letters/ the English
alphabet), 6) (days/September), 7) (the sun/in the sky), 8) (the
President/in the country).

3. Make up questions.

Example, (any lecturers?) — Are there any lecturers in the
classroom?

1) (any books), 2) (any man), 3) (any money), 4) (any clothes),
5) (a key), 6) (a swimming pool), 7) (a woman), 8) (a sport centre),
9) (seven days a week), 10) ahigher educational establishment).

4. Translate.

1) V mpomy KypHAaJi € 0araTo ImMiKaBuX eKOHOMIUHUX CTAaTei.
2) B mHamomy wMicTi 6arato BHIIMX HaBYAJbHUX B3aKJaIiB.
3) ¥V npomy iHCTUTYTi € 3aouHe Bigminenus. 4) ¥V npomMy iHCTHUTYTI
barato mokKTopiB Hayk. b5) Ha Kadeapi Hemae mpodecopis.
6) Crimpkm crapmux BUKJIAAAYIiB B I[bOMY HaBYAJIHLHOMY
dakgani? Tam e 10 crapmux BukJgamauiB. 7) CKiJIBKU CTYyIEHTIB
B ayauTopii? — [IBammaTs cTygeuTiB. 8) Ilopyd 3 T'YPTOKUTKOM €
napk. 9) Ha mifi Byaumni sgHaxoautbed mnepksa. 10) ¥V mpbomy micti
€ IBi HeypAmOBi opranisarii.

5. Make up your own 6 sentences with the constructions
“there is / there are”.
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UNIT 2.
FINANCIAL PROFESSIONS

“The employer generally gets the employees he deserves”
(John Paul Getty — an American industrialist who founded

the Getty Oil Company)

Basic Vocabulary
Read, translate and memorize the following words and
word-combinations.

English Ukrainian
1. Financial [farnznf(9)I] dinancoBa mpodecisa
profession
2. staff [sta:f] IIepCcoHAaJI
3. to include BKJIIOUATHU B cebe
4. foreign [formn] 1iHOBeMHUI
5. General Manager TonoBHUM MeHem:Kep
6. Sales Manager MeHem:xep 3 IPOTaKy
7. Finance and Administration Menemxep 3 (pinaHciB Ta
Manager anMiHicTpyBaHHA
8. Marketing Manager MeHnenm:xep 3 MApKETUHTY
9. Customer Service Manager Menem:xep 3 00CITyrOByBaHHSA
KJIEHTIB
10. Product Development MeHen:Kep 3 PO3BUTKY HPOAYKTY
Manager
11. Training Manager Menensxep 3 HaBuanHa
12. Financial Controller diHaHCUCT-KOHTPOJIED
13. Financial Journalist dinaHCOBUH JKYPHAIICT
14. Sales Representative Toprosuii IpeacTaBHUK
15. Auctioneer [o:kfo’nIo] aKIioHep
16. Dealer nuiaep
17. special knowledge cIeliaJibHi 3HAHHA
18. experience IOCBif
19. planning IJIaHYBaHHSA
20. investment iHBeCTyBaHHA
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21. accounting 00JiK; OyxrajTepchbKa cIpaBa

22. to supervise KepyBaTu; OyTH HAYaJILHUKOM

23. employee [ implor’i:] CIIiBPOOITHUK; IPAI[iBHUK

24. to represent IIPECTABIATHU

25. customer [‘kastomo] CIO’KUBaU; MOKYHIEIb

26. client [‘klaiont] KJIIEHT

27. objective MeTa

28. relationship BIIHOCUHU

29. budgeting [‘badzitin] CKJIaJJaHHA OIOIKETY;

OO0 KeTyBaHHS

30. skills HaBUYKU; BMIHHS

31. department Bigmin

32. to direct [d(a)r’rekt] KepyBaTu

33. to initiate [r'nif1,ett] BHOCUTH iHiNiaTUBY

34. advertising [‘@dvatarzig] peKJaMa

35. banking OaHKiBCbKa cIIpaBa

36. to communicate CHiJIKyBaTUCH

377. successful [sok’sesf(o)l ] yCHilrHmi

38. competition KOHKYpPeHIIid

39. distributor IUCTPUO I0TOP

40. to introduce BBOJUTH; HIPEACTABIATH

41. procedure [pre’si:d3o] mpoIeaypa

42. confidential [ konfr’den(t)[(9)]] | xordinenmiiHUHL

43. transaction omepallisi; TpaH3aKIid

44, ability 3IaTHICTH

45, to predict IIPOTHO3YBaTHU

46. antique [&n’ti:k] AHTUYHUHN

47. foreign currency [‘forin 1HO3eMHa BaJIIOTa
‘karansi]

48. responsibility BiAMmOBiZaIbHICTE

49. commercial [ka’ms3[(9)I] KOMEPIiNHUHI

50. to conduct [kon’dakt] TIPOBOIUTHU

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language; b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

Financial institute; financial company; financial establish-
ment, financial controller. There are many financial professions.
Bank transactions, foreign transactions, financial transactions.
The institute trains specialists in financial transactions.
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Special knowledge about bank transactions; knowledge
about higher educational establishment, knowledge about gov-
ernmental organizations. I have knowledge in management. My
objective, financial objective, bank objective, the General Man-
ager’s objective, the accountant’s objective. The objective of this
higher educational establishment is to teach students

A rich auctioneer, a foreign auctioneer, a Ukrainian auction-
eer, an auctioneer has special knowledge about old things. A Brit-
ish financial journalist, an honoured journalist, a foreign journal-
ist. A foreign journalist writes about international banks.

A successful financial journalist; a successful financial con-
troller, a successful doctor of sciences; a successful auctioneer.
Successful financial journalists work at the international firms.

Task: translate
1. ®inancosuit (iHCTUTYT/
3aKJan/ KoMIOaHig)
2. 3uaHHA PO (Jep:KaBHU
3akJian/ 0aHKiBCBHKi omepairii/
YPAOOBi opramizairii)
3. (IlouecHuii/ 3apybiskHMIT/

dinaHcoBuUil) KypHATIICT
4. Ycroimuuii (aKIionep,/ crapirmit

BHUKJIaJau/ JOKTOP HAVK)

A regular customer, to introduce a customer, to choose the
best customer. An American Customer Service Manager; a suc-
cessful customer service manager. A customer service manager
works with customers.

A new Sales representative; a British sales representative; a
foreign sales representative. This sales representative has very
good knowledge of his profession. Useful experience, experience
of a financial controller; experience of a sales representative.
This customer service manager and that sales representative
have good experience.

Foreign currency, to introduce new foreign currency, inter-
national currency, to choose currency. In this financial establish-
ment you can exchange currency. A finance and administration
manager of the bank; a successful finance and administration
manager; a finance and administration manager with experience.
This finance and administration manager works with currency.
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A developing staff, the staff of the commercial bank; the
staff of the commercial firm; I would like to introduce our staff.
The General Manager, to introduce the General Manager, to
train the General Manager, to follow the way of the General
Manager. The General manager introduces his staff.

An easy procedure; a difficult procedure; an international
procedure, a government procedure. A bank transaction is a
difficult procedure for many people. An advertising company;
advertising experience, advertising knowledge, to advertise a
foreign product; to advertise a new higher educational establish-
ment. An advertising manager advertises a new product.

To direct a company; to direct a department; the director of
the firm. The director of the financial establishment has an expe-
rienced staff. An accounting department; an accounting faculty,
accounting knowledge, accounting experience. I work in the ac-
counting department, I am an accountant. Useful skills, develop-
ing skills, skills in management, skills in advertising. Good ac-
countants have experience and skills in bank transactions.

Task: translate
1. (KopucHuii/ BaKauBuii/
diHaHCOBHUII) TOCBiLg
2. (Imosemua,/ miskHaApPOIHA/
HOBA) BaJIOTAa
3. Pekmamua (koMmoaHisa/

MeHeIKep,/ LOoCcBinm)
4. BminHa (B peKJIaMHOMY
0isHeci/ B KepyBaHHI KOMIaHi€0,/
B OaHKiBCBbKill cmrpasi)

II. Translate the following word-combinations into the
English language.

1) ®inancoBa npodecisa; 2) KopucHa mpodecisa; 3) iHozeMHi Ko-
PHUCHI IPOAYKTHU, 4) TOTyBaTH MeHeIKepa 3 00CIYyTroByBaHHA KJIi-
€HTiB; 5) iHO3eMHMI TOPTOBUM HNpeACcTaBHUK; 6) 3HAHHA peKJIaMu,
7) sHaHHA i BMiHHSA MeHem:Kepa 3 (imamciB Ta ammimicTpyBaH-
Hd, 8) 3HamHA 0aHKiBCBKUX oIleparliii, 9) inHozemuui QpimaHcucT-
KoHTposep; 10) yemimuanmit pinaHcucT-KOHTpOJIEp, 11) yeminmrumit
akmionep; 12) BeqnKa KOHKypeHITisa; 13) iHodeMHa KOHKYpPeHILisd,
14) xepyBaTu KomMmaHieoo, 15) KepyBaTu mepcoHAJIOM 3 JOCBimZoM,
16) 3HaHHSA IIJaHYBaHHA i Ol0a:KeTyBaHH:A, 17) iHo3eMHa BaJjioTa,

33




Unit 2

18) amepukaHcbKa BajioTa, 19) KoudimeHIitini 6aHKiBCbKi ore-

parrii 3 iHozemHoOI0 BasoTol0, 20) KoudimeHITiliHa Tpoieaypa.
III. Match two parts to combine the word-combinations.

Translate them.

1. analyze a) information
2. foreign b) furniture

3. customer c) manager

4. provide d) data

5. training e) service

6. marketing f) department

7. sales g) currency

8. antique h) representative

IV. In each line choose one word that doesn’t belong to the
group:
. General Manager, transaction, Finance and Administra-
tion Manager, Sales Representative.
Client, customer, employee, buyer.
Employee, staff, worker, customer.
Commercial, trade, sales, staff.
Procedure, foreign currency, finance, money.

READING
@ I. Read the text and translate it.

FINANCIAL PROFESSIONS

In the world of business each company, firm, bank, fund
has its own staff which includes people with special knowledge,
skills and experience in the field of finance, planning, invest-
ments, accounting, banking. Let’s read about some financial
professions in business nowadays.

General Manager — supervises and controls the company's
employees. He develops relations with customers, makes sales
contracts, problem analysis and solutions. He represents the
company at meetings and conferences; makes audits.

Sales Manager — manages the sales staff of the company
and firm’s sales operations, supervises sales activity, plans sales
objectives, develops a positive relationship between the company
and its clients.

Finance and Administration Manager — must have strong
accounting experience which includes budgeting, analyzing and
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developing Management Information Systems. He must have
management skills.

Marketing Manager — managers marketing department. He
plans, directs and does all marketing activities. He initiates ad-
vertising strategy and advertising programs. He is responsible
for creative work and media plans.

Customer Service Manager — finds customers, organizes and
supervises the work of Customer Service. He gives help and
advice for customers. He makes solutions for all conflict sit-
uations. He communicates with customers over the phone, by
email, letter and face to face. He writes reports, analyzes the
customer service.

Product Development Manager — develops branded products
for the company. He chooses variants for the successful compe-
tition of the brand. He makes business development strategy.

Training Manager — trains future workers, develops and su-
pervises training courses for distributors, directors, staff, etc.
Learns the experience of training practice in other countries with
the objective to introduce and develop the best ideas in Ukraine.

Financial Controller — develops accounting policies and pro-
cedures. Supervises and controls confidential and complex trans-
actions. Makes auditing. Analyzes data, gives recommendations
to senior management for better work of the company.

Financial Journalist — works in three main fields: newspa-
pers, radio and television. His job is to understand what’s going
on in the financial world and explain it as quickly and correct-
ly as possible. Economic journalist doesn’t just report today’s
news. He must have the ability to predict future events, too.

Auctioneer — regularly sells famous paintings which cost
millions of dollars, famous houses, antique furniture, etc.
This person must be calm, have a quick mind and a strong
voice.

Dealer — works for companies which buy and sell foreign
currencies or such products as: oil or steel. They work in large
dealing rooms and do most of their business over the phone and
on computer. Their work has great pressure and responsibility.

Sales Representative — makes coordination of commercial ac-
tivities. Conducts talks with customers. Searches new customer
groups, learns what they want and understands what they need.
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He finds new business contacts. He must have sales skills and
experience in this field.

I1. Say if the sentences below are true or false. Correct the
false statements.

1. General Manager supervises and controls the company's
employees.

2. Sales Manager develops a positive relationship between
the company and its clients.

3. Finance and Administration Manager must not have
general management skills.

4. Marketing Manager initiates advertising strategy and
promotional programs.

5. Marketing Manager is not responsible for creative work.

6. Customer Service Manager provides help for customers.

7. Product Development Manager provides business devel-
opment strategy.

8. Training Manager supervises training courses for only
distributors.

9. Auctioneer regularly sells famous paintings.

10. Sales Representative conducts talks with customers.

II1. Answer the following questions.

1. What does the General Manager provide?

2. Who manages the sales staff of the company?

3. What skills must Finance and Administration Manager

have?

What does Marketing Manager manage?

‘Who does Customer Service Manager work with?

What courses does Training Manager supervise?

‘Why does Financial Controller provide recommendations

to senior management?

What fields does Financial Journalist work?

What does Auctioneer regularly sell?

0. Who works for companies which buy and sell foreign

currencies?

IV. Translate into English.

1. TomoBHUITI MeHeIKep KOHTPOJIIOE CIIiBPOOITHUKIB KOMITaHii.

2. Menemxep 3 IpogasKy YIIpaBJIf€ MEPCOHAJIOM KOMIIAHii, pos-
BUBAa€ IIO3UTUBHI BiIHOCHMHM MiX KOMIIaHic€r0 Ta 11 KirieHTaMmu.

NS o

i~
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9.

10.

11.

12.

Mewnenm:xep 3 piHaHCIB Ta aAMiHiCTPpYBaHHSA IIOBUHEH MaTHU
3arajbHi yIIpaBJIiHCBKi HAaBUYKMU.

Menemxep 3 MapKeTHHI'Y IIJIaHYE MapKETUHIOBI 3axXomu
KoMIIaHii.

Menem:xep 3 0OcCIyroByBaHHSA KJII€HTIB opramisoBye i
KOHTPOJII0E POOOTY 3 00CIyrOByBaHHS KJII€HTIB.
Menem:xep 3 pO3BUTKY HPOAYKTY PO3p0o0iisge hipMOBi mpo-
OYKTU IJI KOMIIaHii.

Menemxep 3 HaBUaHHsS HaBUae MAaWOyTHIX mpariBHU-
KiB, po3po0Jsge i KOHTPOJIOE HABUYAJBHI Kypcu OJd
IUCTPUO’IOTOPiB, AUPEKTOPiB, CIiBPOOITHUKIB.
dinaHCOBUI KOHTPOJIEP Kepye i KOHTPOJIIE KOH(imeH-
mifHi 1 cKJIagHi omeparrii.

dinaHcoBull KYpHAJICT IIpaIloe B TPHOX OCHOBHUX cde-
pax: rasertu, pagio i TesebaueHHsd.

Ayxkmiomict mpomae Bimomi KapTuHM, OYAWHKH, aHTU-
KBapHi Me0J1i, AKi KOMITYIOTh, MiJIbHOHU HOJIAPiB.

Huiep mpaifioe B KOMOAaHil, sKa KyIye i mpogae iHO3eMHY
BaJIIOTY.

Toprosuii nmpeacTaBHUK 3HAXOAUTHL HOBI MOYKJIMBOCTIL IJIs
bismecy.

V. Make up and write down your own sentences about the
Financial Professions using the new words (not less than 5
sentences). Read them in class.

VI.

Make up a mini-dialogue about financial professions.

Dramatize it in class.

VII. Retell the text about the Financial Professions. (Choose
not less than 3 professions).

VIII. Read the following word combinations and translate
them in your native language.

1. Useful financial professions

2. Financial professions include
Sales Manager and Sales
Representative.

3. to control the company's
employees

4. to develop relations with
customers

5. to make sales contracts
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6. to have special knowledge

7. accounting experience

8. marketing department

9. useful skills

10.

to initiate advertising

11.

a successful customer

12.

a successful competition

13.

to writes financial reports

14.

conflict financial situations

15.

a business development
strategy

16.

international transactions

17.

senior management

18.

to choose foreign currency

19.

to buy and sell foreign
currency

20.

to do business with an
international financial
establishment over the phone

21.

to conduct talks with
customers

22.

to find new business
opportunities

b) Read the following word
them in English.

combinations and translate

. PiraHcoBi mpodecii

. piHaHCOBUI MeHeIKep

. (hiHAHCOBUH KYpHAJIICT

. biHaHCHUCT-KOHTPOJIED

OV i O N

. yCIminmamii MeHeaKep 3

IPOJAKY

. YCIIITHUH mepcoHast

| O

. BKJIIOYaTU B ceOe 3HAHHA

00Ky

8.
9

JOCBiJ B MJIaHYBaHHI

. IOCBim B OyxXrajiTepchbKiii

cupasi

10. mpeacTaBIATH TOJOBHOTO

MeHeoKepa

11. mpeacTaBaATH KOPHCHOTO

CIIiBpOOiTHUKA
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12. cuiBpobGiTHUK BUIIIOTO
HaBYAJIBLHOTO 3aKJIamy

13. pexyiamMa IpPOAYKTiB

14. MikHapOITHUM TOCBif
pekJamMu

15. HaBUUKU peKJaMHu

16. HaBUUKHU OOJIIKY

17. moBra mporenypa

18. mporenypa y 6aHKY

19. 6aukiBCchKa omepalia

20. omepariia 3 iHO3eMHOIO
BAJIOTOIO

21. Mi’KHapoJHa BaJIiOTa

22. ycmilrHa KOHKYPEeHI[is

GRAMMAR REFERENCE
/PRESENT SIMPLE (INDEFINITE) TENSE/
(TemepinrHii mpocTuit yac)
Creepa:xkyBajbHa (hopMa

I

We
You work
They

He

She work S

It

3anepeuna ¢popma

I

We Don’t work
You
They

He

She Doesn’t work

It

3anuraasHa dopma
3araJjpHi 3anmMTaHHA
I
Do X fl work
They
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He
Does She work
It
CreniaapHi 3amuTaHHA
Humanvui cnosa I
What/what kind Do We work
How You
Where They
y Does She work
How much/
It
how many

ITuramaa go mimgmeTty
| Who / What | goes | to work? |

Typical time expressions used with Present Simple
Usually (3asBuuait), always (3aB:xau), never (2ikosau), often (uacro),
seldom (pigko), rarely (pizxo), sometimes (inoxi), twice a day (mBa
pasu B neHb), whenever I can (kKoiu a MOXKy), every day (Ko:keH
JIeHb), every time (KoKeH pas)

TASKS

1. Open the brackets using Present Simple.

1) I (to work) at the institute. 2) You (to work) at the inter-
national bank. 3) He (to go) to the Institute every day. 4) My
working day (to begin) at 7 o’clock. 5) I (to get up) at 6 o’clock.
6) It (to take) me 15 minutes to get there. 7) At half past 8 we
(to have) lectures. 8) This accountant (to work) at the bank.
9) This doctor of sciences (to work) at the higher educational
establishment. 10) She (to leave) home at 8 o’clock. 11) The CEO
(to begin) his work at 7 o’clock. 12) She (to teach) me English.
13) He (to train) us. 14) It (to take) him one hour to get here.
15) She (to speak) English.

2. Write down these verbs in singular and translate them
into your native language.

1) Read, 2) choose, 3) watch, 4) train, 5) introduce, 6) have,
7) do, 8) include, 9) buy, 10) sell, 11) go, 13) teach, 14) count,
15) save.
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3. Put the correct verbs in the sentences. Mind their correct
grammar forms.

Create, close, cost, cost, go, have, like, meet, open, work,
teach, train, speak.

1) She ... 4 foreign languages.

2) Steve ...with the customers.

3) We usually ... dinner at 4 o’clock.

4) ... films. I often ... to the cinema.

5) The Advertising Manager ... advertisements.

6) In Britain banks ... at 9.30.

7) The City Museum .. at 5 o’clock every evening.

8) Food is expensive. It ... a lot of money.

9) Shoes are expensive. They ... a lot of money.

10) Tine is a teacher. She ... mathematics to junior students.

11) Your job is very interesting. You ... a lot of people.

12) Peter ... new staff in the office.

4. Write down the following sentences in the negative forms.

1) I exchange currency. 2) Jack speaks with the customers.
3) You know the answer. 4) She works very hard. 5) They do the
same things every day. 6) She likes her specialty. 7) This work
includes many things. 8) This senior lecturer teaches freshmen
mathematics. 9) I work at Odessa trade and economics institute.
10) We often take part in the institute meetings.

5. Choose the correct verb and put it in the negative form
in the sentence: cost, drive, appoint, know, see, sell, smoke,
wear, support, communicate.

For example, 1) I don’t run the company.

2) They ... newspapers in this shop.

3) She has a car but she ... very often.

4) I work with people but I ... the staff for any positions.

5) The CEO .... the policy of the subsidiary company.

6) It is a cheap hotel. It ... much to stay there.

7) He likes customers but he .... with them very often.

8) I ... much about financial professions.

9) She is an employee of our company but she ... a uniform.

10) He lives near our parent company but we ... him very often.

6. Write down 5 affirmative sentences and 5 negative sentences.
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7. Put general questions to the sentences.

1) I work hard at the marketing department. 2) I support
the policy of the company. 3) She heads the firm. 4) We know
Customer Service Manager. 5) We like our financial profession.
6) He knows economics very well. 7) He wants to be a cashier. 8)
She works at the planning economic department. 9) They work as
financiers. 10) She has good skills and experience in economic work.

8. Put special questions.

1) Ilive in London. — Where ...

2) I see the CEO every day. — How often ...

3) I have business meetings in the parent company every
day. — Where ...

4) She usually supports his plans. — What ...

5) He goes to the foreign bank a lot. — How often ...

6) I go to work by bus. — How ...

7) 1 work at the Institute of trade and economics. — Where ...

8) She appoints the assistants. — Whom ...

9) They learn High mathematics. — What subjects ...

10) The doctor of sciences teaches many new subjects. —
What ...

9. Answer the questions.

1) Do you work or study? 2) Do you work at the interna-
tional office? 3) Do you appoint the staff? 4) Do you meet for-
eign delegations? 5) Does your CEO speak English? 6) Does
your accountant speak English? 7) Do you have special knowl-
edge about finance? 8) Do you prefer selling or buying goods?
9) Does Training Manager help you in training for a new position?
10) Do you run the company or do you direct the higher educa-
tional establishment?

10. Write down your own questions (not less than 5).

11. Translate the sentences into English.

1) { saBkau TPUXOMKY Ha poborTy o 9 romuui, a Mmiii Opar
npuxoautb o 10 romuui. Bim mpaifjoe B pekJaMHOMY OOpO.
2) Ilokynmi wacTo BiABiAyIoTH 1eii cymepmapker. 3) Moi apysi
npuikg:xKaooTs 3 AHraii. 4) f mpamioro B ¢ipmi. Bim mpaiioe
B odici. Bona mparioe B 6aHKy. BoHM mpaIioioTh Ha IOIITi.
5) Bouu He mpaIlliooTh. Bouu BuaTbcs. 6) Ile BoHM BUaThCA? —
§1 He 3uar. 7) Bin 3aB:xau momomarae gogam. 8) e Tu :KuBermi? —
g xuBy B Opecci. 9) Komu y Tebe smigmyctxa? — B ciumi.
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10) [loxTop HaAYK Ipalioe B VHiBepcureri. BiH — BueHUi.
11) YBeuepi BoHa He mpaifoe. Boua BigmoumnBae. 12) Bin BuBuae
Builly MmateMatuky. 13) CTymgeHTH MOJIOAIINX Ta CTApIINX KypciB
XOOATh Ha 3aHATTA IogHA. 14) YV Heminio BOHM He XOLATH B
imcruTyT. 15) Bin cTBOploe pekiamy i mpogmae ii. 16) Ii apysi —
Kacupu. BoHu mpamoioTh B 0auky. 17) CTymeHTH HABYAIOTBLCS
B TOPrOBEJbHO-eKOHOMiUHOMY iHCTHUTYTi. BoHu 6araTto 4mMTaroTh
Ta TUIyTh. 18) Bu coinkyeteck mo-auriaiiicexi? — Tak, a 3Hao
aHTJIificbKYy MOBY mobpe. 19) Mu BuKJIazaeMo BUITY MaTeMaTHUKY
KoskeH meub. 20) Mu untaemo 6araTo KHUT 3 €eKOHOMIiKH.

WORDS: SOME / ANY / NO

- in positive sentences
1) with plural countable 1) We have some questions.
nouns (e.g.books, workers,
companies, days)
Some 2) with uncountable 2) There’s some coffee on
nouns (e.g.water, money, the table.
advice,oil, equipment, staff,
information)
Some | - in offers and requests Would you ‘hke'some tea
and some biscuits?
- in negative sentences 1) We don’t use any
and questions computers here.
1) with plural countable 2) There isn’t any
Any | houns information about the
flight.
2) with uncountable nouns 3) Do you have any details
of the meeting?
Any - in positive sentences Anyone can tell you about it
- in negative meaning 1) There aren’t any
No= 1) with plural countable computers here.
not nouns 2) There is no cheese in the
any 2) with uncountable nouns fridge.

TASKS
1. Complete the sentences with some, any, no:
1. Do you have change? 2. Let’s buy stamps.
3. This bank doesn’t have money. 4. I’m so sorry but
there aren’t cheese left. I must go to the shops. 5. Do
you know famous people? 6. Our manager doesn’t speak
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foreign languages. 7. Look! I have bought
nice books. 8. Thank you, but I don’t want help from
you. 9. Would you like tea after meal? 10. There is
salt in your soup.

2. Maitch the beginnings and ends together.

A. I finished the work without 1. any rain. ....

B. I was tired,

so I went to bed without 2. some rain. ....

C. I’m going to do 3. any work

in the garden. ...
D. In July we had 4. some work
in the house. ....

E. In August we hardly have 5. any supper. ....

F. She never does 6. some supper. ...

G. You’re hungry. I’ll make you 7. any help

3. Choose the best word for each sentence.

1. Over there, I can see a house, a lake and any/
some trees. 2. Are there any/some banana trees in Scot-
land? 3. There aren’t any/some messages for me. 4. Is
there any/some coffee left? 5. I’ve just made
any/some mistakes.6. Can I get you any/some food?
7. Are there any/some good Indian restaurants in Ox-
ford? 8. I'd like any/some sandwiches, please. 9. I wonder
If there’s any/some chicken left, could you put it in the
freezer, please.10. My friend didn’t make  any/some reports.

4. Use word someone in the exercise and complete the defi-
nitions with the words: unfriendly, dishonest, impatient, unsat-
isfied, unefficient, inconsiderate.

e.g. Someone who is bad-mannered is impolite.

Someone who ..
1. .. doesn’t tell the truth is

2. .. wants to do things in a hurry and finish quickly is
3. .. doesn’t like other people and doesn’t want to talk is
4. ... works slowly and doesn’t do their job well is

5. ... doesn’t think about other people’s needs or wishes is

6. ..isn’t happy with the way things happened is
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UNIT 3.
WORK ORGANIZATION AND RESPONSIBILITIES

“Your work is going to fill a large part of your life, and the only
way to be truly satisfied is to do what you believe is great work”
(Steve Jobs — an American entrepreneur, businessman,
inventor and designer)

Basic Vocabulary
Read, translate and memorize the following words and
word-combinations.
English

Ukrainian

1. Managing Director = President TOJIOBHUUM KEPiBHUK
2. CEO (Chief Executive Officer) Mpe3ueHT, reHepaJbHuI
aupeKTop (KoMmaHii ToIro)

3. to be responsible for BigmoBizaTu 3a

4. to run the company KepyBaTH KOMIIaHi€0

5. to be in charge of KepyBaTu

6. to be accountable to OyTH HiA3BiTHUM

7. Board IIPaBJIiHHA

8. Executive [1g’zekjutiv] BUKOHABUMH Bigmia
Department

9. Production Department BiAmisl BUPOOHUIITBA

10. Marketing Department

BiIiJT MapKeTUHTY

11. Human Resources Department

= Personnel [p3:s(o)’nel] Department

Bigmiz KaapiB, yOpaBJIiHHA
KaJapaMmu

12. Sales Department

Bigmin 30yTy

13. Finance Department

¢imaHCcoBUU Bimmija

14. Management Services
Department

agMiHicTpallia ynpaBJIiHHSA

15. Research and Development
Department (R&D)

BIAOia MOCIiAKeHb 1
POBBUTKY

16. to assist

CIIpUATHU, JoIIoMaraTu
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17. to support [sa’po:t] MiATPUMYyBaTU

18. parent company MaTepUHChbKa KOMIIaHisa

19. subsidiary [sob’sidi(a)r1] company | mouipHsa KoMmaHisa

20. subordinate [so’bo:d(o)nat] migaeraui

21. Forecast, Supply & Transport iHCIIEeKTOp 3 MOCTauaHH i

Supervisor rnepeBe3eHHs

22. Business Information Analyst aHaJIITHUK Oi3HeC —
indopmarrii

23. Treasurer [‘tre3(o)ro] Kacup, KaszHauel

24. Merchandiser [‘'m3:{f(o)ndaizo] IpoJaBeIb

25. Estate [1s’tert] Agent areHT 3 MPOJAKY
HepyXOoMOCTi

26. Commodity [ko’modati] Trader IpoJaBeIb TOBAapPOB
CIIOYKMBAHHSA

27. to appoint Opu3HAYaTHU

28. to head 0YOJIFOBATHU

29. workforce poboua cuia

30. shareholders aKIfioHepu

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

To follow the way of Managing Director, to introduce Man-
aging Director, honoured Managing Director; Chief Executive
Officer of this company, to communicate with Chief Executive
Officer, to choose Chief Executive Officer. Dear friends, I want
to introduce Chief Executive Officer and Managing Director.

To be responsible for this department, to be responsible for
the staff, to be responsible for this higher educational establish-
ment. Chief Executive Officer is responsible for the work of our
company. To be accountable to the CEO, to be accountable to
Managing Director, to be accountable to the head of the depart-
ment, This employee is accountable to Managing Director, he is
responsible for bank transactions.

To run the international company, to run the accounting
department, CEO runs the company; Board of Directors, Board
of managers, Board is responsible for the work of the company
and for the person who runs the company.
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To support the staff, to support the senior lecturers, to sup-
port Chief Executive Officer. The staff supports Chief Executive
Officer. To represent Human Resources Department, to train
members of Human Resources Department, the objectives of
Human Resources Department; Human Resources Department
supports the policy of the company.

Task: translate
1. KepiBuuK (KoMIIaHii/ BHUIIOTO
HaBYAJBHOIO 3aKJany/ Bimminay)
2. KepyBatu (MiKHapOmHOIO
KOMIIaHieio,/ pobiTHUKaMI,/
Kadenapoio)

3. IlinTpumyBaTu (mmepcoHa,/
KepiBHUKA/ BUEHHUX)

4. ByTu BiAmOBiZadIbLHUM 3a
(Bizmin kampiB/ mepcoHas/ Bimmin
dimancis)

To assist doctor of sciences, to assist the Chief Executive
Officer, to assist a foreign department. The Managing Director
assists the Board of Directors to run the company. To work at
Research and Development Department, to represent Research
and Development Department, to run Research and Development
Department; This doctor of sciences assists the staff of Research
and Development Department.

A successful merchandiser, a merchandiser of clothes, to
introduce this merchandiser. The merchandiser sells goods.
Treasurer with experience, Treasurer with special knowledge,
successful Treasurer. Treasurer works with much money. To
communicate with Training Manager, to introduce the Training
Manager, Training Manager has experience.

Subordinate of the Managing Director, subordinate of the
Treasurer, This subordinate has an objective, The subordinate
follows the way of his Director. Developing parent company,
successful parent company, Parent company is situated in Kiev,
parent company was founded 2 years ago. A developing subsid-
iary company, a successful subsidiary company, to reorganize
a subsidiary company. The parent company and the subsidiary
company work successfully.
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Task: translate
1. JomomaraTtu (KepiBHUKY/
Bigmisy KaapiB/ TOKTOPY HAVK)
2. (KepyBaTu/ mpamioBaTu
B/ IPEICTaBJIATH) Bigmia
IOCJIiI?KEeHb 1 PO3BUTKY
3. (Ycmimua,/ Bimoma/
MijKHapoAHa) MaTepUHChKA
KOMIIaHisa
4. (Po3BuBaTu,/ 3acHOByBaTu,/
IpeICTaBIATHA) JOUipPHIO
KOMIIaHif0

II. Translate the following word-combinations into the
English language.

1) l'onoBHUI KepiBHUK Iieil Gipmu, 2) 6yTy BigmoBizaabHUM
3a poboTy KoMIIaHii, 3) miATpUMYyBaTHU IepPCOHA, 4) IPeACTaBIATH
Bigminm KazmpiB, 5) KepyBaTu KoMIaHieo, 6) momomaraTtu
iHoszemHoMy Bimmimy, 7) ycmimHa MaTepumHCbKA KOMIIaHid,
8) ycmimima mouipHa KoMIaHig, 9) cmimxkyBaTucsd 3 MeHeIKEpOM
mo mepcoHany, 10) cuinkysatucd 3 migaeraum, 11) oigTpumysaTtu
npaBiainHA, 12) ycImilmHMN TreHepalbHUII IUPEKTOP KOMIIAHii,
13) mpomaBernb 3 gocBimom, 14) mpexacTaBasaATu (3HAHOMUTH)
ckapOHMUOro, 15) xepyBaTtu Bigmisom mpoma:ky, 16) rorysaru
oyxraarepiB, 17) ciaigyBaTm NILIAXOM IIpe3uaeHTa KOMIIAHii,
18) kepyBaTu Biggiiom Kaapis, 19) 6yru migssituum IIpesumenty
kKommanii, 20) 6yTy OiA3BiTHUM UJjieHaM MPaBIiHHA.

II1. Match two parts to combine the word-combination.

1. Research and Development a) Officer

2. Chief Executive b) Directors

3. Training c) Department
4. Board of d) currency

5. to run e) Controller

6. foreign f) Agent

7. Financial g) the company
8. Estate h) Manager
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IV. In each line choose one word that doesn’t belong to the
group:

1. Training Manager, Finance & Administration Manager,
Sales Manager, Research and Development Department;

2. to be in charge of, to direct, to run, to support;

3. Human Resources Department, Estate Agent, Marketing
Department, Executive Department;

4. Chief Executive Officer, to head, subordinate, Managing
Director;

5. Subordinates, shareholders, Research and Development
Department, workforce.

READING
@ I. Read the text and translate it.

Text A. Company structure

Most organizations have a pyramidal structure, with one
person or a group of people at the top, and there are many peo-
ple below them at each level. All the people in the organization
know what decisions they are able to make, who their CEO is (to
whom they report), and who their subordinates are (to whom
they can give instructions).

Company structure and department titles can be different
from company to company. Most companies are made up of three
groups of people: the shareholders (who provide the capital), the
management and the workforce. The management structure of a
typical company is shown in this organization chart.

Board of Directors

v

Managing Director

v

Senior management

N7
Middle management

v

At the top of the company there is the Board of Directors,
headed by the President. The Board is responsible for policy de-
cisions and strategy. It will usually appoint Managing Director
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or Chief Executive Officer, who has responsibility for business
running. Senior managers or company officers head the depart-
ments in the company, which may include the following: Market-
ing, Finance, Public Relations, Production, Sales, Information
Technology or IT, Research and Development (R&D), Human
Resources departments. Such organizations have a functional
structure. This means, for example, that the production and
marketing departments cannot take financial decisions without
consulting the finance department. Some people in an organiza-
tion have staff who help them: for example, there is an Assis-
tant to the Marketing Manager.

Larger organizations are often divided into departments,
each department has its own functional sections.

People at lower levels are unable to make important decisions;
they have to pass on responsibility to their boss. For example, a
product manager with an idea has to report this idea to the Chief
Manager who is responsible for some market segment and for a
geographical region, or he can report to the Chief Manager respon-
sible for the traditional functions of finance, sales and production.

There are also temporary groups or teams that are respon-
sible for the project, but they stop working together when they
finish this project successfully. Teams are often not very good
for decision-making, and they have the risk of relational prob-
lems. In fact they need a leader, who can run the work.

Text B. Organizational structure of Merlion

I’d like to introduce to you the organizational structure of
company Merlion. The Managing Director is Mr. Monton, he
is responsible for running the company and is accountable to
the Board. Four executive departments assist him. They are:
the Human Resources department, which is responsible for the
staff, their training and development; the Finance Department
which is responsible for finance and accounting; the Manage-
ment Services Department, the head of which is in charge of
rationalization in the company; and finally the R&D Depart-
ment — research and development — which works closely with
five regions on a new product development.

So this brings me on to the regions. Directly under the Manag-
ing Director, there are five Regional Managers. Each of them is re-
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sponsible for the day-to-day management of a territory — these are
geographical parts: North, South, East, West and Central Regions.

Two sections — Marketing and Technical Services support
them. They are organized on the basis with section leaders ac-
countable to the Regional Managers. They work closely with the
regions on the marketing and technical side.

Now, in addition to the parent company, Merlion has three
subsidiaries, namely Merlion Spain, Germany and Japan. The
subsidiaries report to the Export Sales Department, which is ac-
countable to the Board.

I1. Say if the sentences below are true or false. Correct the
false statements.

1) Company structure and department titles are similar in
any company. 2) Most companies are made up of four groups of
people. 3) At the top of the company there is a Finance special-
ist. 4) Chief Executive Officer has all responsibility for business
running. 5) Senior managers head the departments. 6) In com-
pany Merlion the Managing Director, Mr. Monton, is respon-
sible for running the company and is accountable to the Board.
7) Under the Managing Director, there are five Regional Manag-
ers. 8) Regional Managers work closely with the regions on the
marketing and technical side. 9) Merlion has five subsidiaries.
10) The subsidiaries report to Human Resources department.

I11. Complete the sentences inserting the word from the text.

1) Company structure and department titles can from
company to company.

2) Most companies are made up of groups of people.

3) At the top of the company there is the

4) The Board is responsible for and strategy.

5) The Board will usually appoint a Managing Director or .

IV. Find synonyms from the text to the underlined words.

1) Company structure and department titles can differ from
company to company.

2) The Board usually appoints Managing Director or Chief
Executive Officer, who has overall responsibility for do-
ing business.

3) Senior managers or company officers are in charge of
various departments.
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4)

5)

V.

1)
2)
3)
4)
o)
6)
0]
8)
9)

They are responsible for every day management of the
company.
The subsidiaries give an account to the Export Sales De-
partment.

Answer the questions.

How many groups of people are most companies made up of?
Who is at the top of company?

‘Who heads the Board of Directors?

What is the Board of the company responsible for?
‘Who usually appoints Managing Director?

What departments of the company do you know?

What department is responsible for money operations?
What department is responsible for work with people?
Do Production and Marketing Departments take finan-
cial decisions themselves?

10) What are the temporary groups of the staff?
VI. Match two parts of the table.

1) Production Department a) is the highest executive body

of the company responsible for
its functioning

2) Marketing Department b) is in charge of manufacturing
the goods that the company sells
3) Research and c¢) recruits the personnel and
development department trains them
4) Executive Body d) is responsible for financing
5) Personnel Department e) makes research of the new
product development
6) Finance Department f) is responsible for selling the
company’s products
7) Sales Sector or g) makes marketing research,
Department often is responsible for advertising

the company’s products

VII. Learn the most common verbs for describing structure
and company organization and then write a description of the
organization chart of any company you know.

Consist of, contain, include, to be made up of, to be divided
into, to be in charge of, to be responsible for, to support, to assist,
to be accountable to.

e.g. The company consists of five main departments. The
marketing department is made up of three units. The sales de-
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partment is divided into two sections. The marketing depart-
ment is in charge of the sales force. The marketing department
is responsible for advertising, sales promotions and market re-
search. The five department heads are accountable to the Man-
aging Director.

VIII. Complete the sentences with the following words: ac-
countable, is responsible, under, report, parent, is accountable,
are accountable, is in charge, is assisted, are supported.

1) The Managing Director to the Board.

2) The Managing Director for running the com-
pany.

3) The Managing Director by four executive
departments.

4) the Managing Director, there are five regional
divisions.

5) Each Regional Manager of a territory.

6) The five regions by two other sections — Market-
ing and Technical Services.

7) The Section Leaders to the Regional Managers.

8) In addition to the company, Merlion has three
subsidiaries: Merlion Spain, Germany and Japan.

9) The subsidiaries to the Export Sales Depart-
ment.

10) The Export Sales Department is to the Board.

IX. Complete the sentences with a correct preposition.

1) I’m in charge IT Services. 2) I’m responsible
recruitment. 3) I report the Human Resources Director.
4) I am accountable the Board of Directors. 5) I studied

my degree at Edinburgh University. 6) This department
was reorganized two sections. 7) This higher education-
al establishment consists ten departments. 8) I am proud

my Research and development department.
X. Circle the odd word in each horizontal group.

1) firm company society subsidiary
2) salary manager engineer employee
3) finance producing planning marketing
4) chief manager customer treasurer
5) plant firm patent factory
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XI. Match the following definitions to the groups of three
words that you identified above.

a) manufacturing sites

b) stages in the

manufacturing process

c) people who work

in a company

d) types of business

organization

e) different departments

in a company

XII. Match each of the words that you circled with the fol-
lowing definitions.

1) payment for work, usually monthly.

2) monetary support for an enterprise.

3) an organization or club with members who share
similar interests.

4) a document that gives the exclusive right to
make or sell a new product.

5) a person who buys goods or services.

XIII. Translate the following sentences into English.

1) IlpesunmeHT — Ie ToJIOBHA JiloauHa B Kommnawii. 2) KosxHa
KOMIIaHiA Mae pisHi Bigmimwm: piHaHcOBUU Bigmij, BUpOOHMUMIT
Bimmis, Bigmisi MapKeTHHTY, TPAaHCIIOPTHUN Bigmin, Bimminm xagpis
ra inmri. 3) Bime-pesugesT — BigmoBigaabuMit 3a po6OTY HaYKOBO-
mociaimHoro Bimminy. BiH momoBimae o pesyiabTaTax AUPEKTOPOBI.
4) VYBech mepcoHaJs BiAminmy 3BiTye CBOEMY HAUYaJIbHUKOBI IIpoO
poGory. 5) Menemxep Bimminy mpoma)k 3apas 3HAXOIUTHCSA B
Kabimeri kKepiBHuKa. 6) XTo BiAmOBimanbHUII 3a KepyBaHHA
Kommanieo? 7) I'osoBHMIT OyxTraJjTep 3apas Ipalfioe 3 mamepamu,
BiHm — samtHaTuii. 8) Ile — Besmka MisKHapoaHa KOMIIaHisI, BOHA
Mae pisui migposminm B iHmwmx Kpaimax. 9) KepiBHuk 3apas
po3MOBJIsA€ 3 MeHem:kepoM mo Kazapax. 10) KepiBHUK BUKJIMUKAaE
o cebe MeHeIKepa, BiAIOBimaabHOTO 3a MiKHaApPOIHI omeparrii.

X1V. Make up and write down your own 5 sentences about
the company structure. Read them in class.

XV. Make up a mini-dialogue about a company structure.
Dramatize it in class.
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XVI. Tell about the common company structure of any firm.

XVII. Read the following word combinations and translate
them in your native language.

. Managing Director

. Successful Chief Executive
Officer

. Experienced Merchandiser

. Treasurer with great skills

. Board of Directors

. successful shareholders

. to support shareholders

. To follow the way of this

successful Managing Director
. to assist in Human
Resources Department

10. to run Human Resources
Department

11. to run Research and
Development Department

12. This doctor of sciences
works at Research and
Development Department.

13. a subordinate of the Treasurer

14. a subordinate of the
Managing Director

15. a developing parent company

16. a developing subsidiary
company

17. The parent company and
the subsidiary company
support the international
work.

18. Board of Directors is
responsible for the
employees of the staff.

19. The merchandiser is
accountable to the head
of the department.

20. The senior lecturer is
accountable to the head
of the department.
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21. Sales Department is
responsible for selling goods.

22. Production department is
responsible for producing
goods.

b) Read the following word combinations and translate

them in English.

1. TosoBHUIT KEePiBHUK

2. TonmoBHUIT KEPiBHUK BiAmoBimae
3a pobGOTy BHIIIOTO
HABYAJHLHOTO 3aKJIaIy

3. ycmimunii 'emepanbHUHN
OUPEKTOP KOMIIaHil

4. KepyBaTH YCHIilITHOIO KOMIAHi€I0

5. KepyBaTu MaTePUHCHLKOIO

KOMOAaHi€I0

. KepyBaTH BiAmijioM Kaapis

. KOpUCHUH BiAmiJ Kaapis

. himaHCcOBUI Bigmin Ta Bimmin

30yTY

9. Bigmin 30yTy Ta Bigmia
BUPOOHUIITBA

10. momomaraTu poOOTi Bimmimy
Kaapis

11. migTpumyBaTu Bigmia
BUPOOHUIITBA

12. migTpumMyBaTH reHEPAJIHLHOTO
IUpPeKTOopa

13. obupaTu KasHaues Ta
IPOAABISI-TOPTOBILS

14. obupaTu HOUYipHIO KOMIAHiI0

15. d oparioo B gouipHii
KoMmOaHii

16. mouipua Ta MaTepUHCHKA
KoMmaHii

17. 6yTu BigmoBimambHUM
3a BigmiJg Kampis

18. 'eHepanbHU TUPEKTOD
BigmosimanbHUIl 3a poboTy
BCHOT'O TIEPCOHATY

19. migmeraunii 3 mocBigom
Ta HABUYKAMU

03|
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20. migygerynii 3i 3HAHHAMU
oyxraJjrepii

21. ITigmerauii BigmoBigaabHMHI
34 II0 poboTy.

22. IlpaBaiHHA IUPEKTOPiB
BifTIOBimasLHE 3a POBGOTY
TeHepaJIbHOTO AUPEKTOopa.

GRAMMAR REFERENCE
/PRESENT CONTINUOUS TENSE/
(Temepimuiil TpuBaMMi yac)
Subject + to be (am / is / are) + Verb + ing
CreepaskyBajbHa (hopMa
1 Am working

You Are working
They

He
She Is working

It

3amnepeuna dgopma
I Am not working

You Are not working
They

He
She Is not working

It

SanmuTtaabHa (popma
3arajbHi 3anUTaHHA

Am 1 Working?

We
Are You Working?
They

Is She Working?
It
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CneniajgpHi 3anuTaHHa

ing?
What/what kind am I Working?
We
How
Where are You
They Working?
When
Why Is SI—{lee
How much/ It Working?
how many

3anmuTaHHA 0 MigMeTy

| Who (What) is + ocHOBHe Hi€ecioBO + ing? (Who is working?) |
Present Continuous is used with such words as:

At present (8 mauwuii uac), at the moment (ma mamuii MmomeHnT), now

(3apas), today (cworogui), currently (8 mamwii uac), at this time (8
meit uac), at this period of time (B 1meit mepiox uacy)

TASKS

1. Open the brackets.

1. I (to wait) for the General Manager. 2. Listen! Advertis-
ing Manager (to speak) over the telephone. 3. Don’t go into the
room. The Sales Manager (to speak) with the customers now.
4. The man who (to stand) near the blackboard is a senior lec-
turer. 5. What are these people doing? — They (to exchange)
foreign currency. 6. Listen! The telephone (to ring). 7. Where is
freshman John Brown? He (to have) his English lesson. 8. They
are busy now. They (to discuss) important questions. 9. Where
are the senior students? — They (to work) in the library now.
10. The Training Manager is at work, he (to communicate) with
the staff now.

2. Choose the necessary verbs and put them in the sentenc-
es in the correct grammar form.

Build, come, count, speak, meet, stand, exchange, teach.

1) Listen! Pat ... over the phone.

2) They ... a new hotel in the city centre at the moment.

3) Look! Somebody ... foreign currency in the bank.

4) You ... on my foot. — Oh, I am sorry.

5) Hurry up! The bus ....

6) Where are you? — I am in the office. I ... a foreign

delegation.
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7) Where is Bob? — He .... money with the accountant.
8) She ... junior students now.

3. Write down your own affirmative sentences in Present
Continuous (not less than 5).

4. Write down the following sentences in the negative forms.

1) The Training Manager is communicating with the staff
now. 2) He is doing useful work. 3) The senior lecturer is teach-
ing his junior students. 4) The doctor of sciences is making a
report now. 5) Sales Representative is advertising the goods.
6) The General Manager is speaking with the customers. 7) He
is introducing the Product Development Manager. 8) These em-
ployees are working now. 9) He is coming to the Sales depart-
ment now. 10) The Advertising Manager is making his new ad-
vertising campaign.

5. Write down your own 5 negalive sentences in Present
Continuous.

6. Ask general questions.

1. You are meeting foreign representatives in the office.
2. I am going with you to the Sales Representative. 3. A senior
lecturer is teaching high math. 4. A senior student is sitting at
the lecture. 5. The doctors of sciences are writing scientific re-
ports. 6. They are working in the international bank now. 7. The
Training Manager is working with the staff. 8. The freshman
is going to the hostel. 9. The customers are sitting in the room.
10. The junior students are eating in the canteen.

7. Ask special questions.

1) I am doing my work. — What ...

2) He is investing money into some business now. — When ...
3) She is studying for an economist. — What ...

4) We are going to the library. — Where ...

5) I am sitting at the lecture. — Where ...

6) I am meeting a foreign representative now. — When ...

7) They are speaking with the Sales Manager. — Who ...

8) The freshman is going to the institute now. — When ...

8. Answer the questions.
1. Are you sitting in the classroom or in the foreign office?
2. Are looking at the blackboard or at the wall?
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3. Are you writing notes or dictation?

4. Are you thinking about the bank transactions or
about currency exchange?

. Who is calling to you now?

. Who is sitting in your room?

. What are your colleagues doing?

. Is your assistant speaking or counting money?

. Is the senior lecturer reading English or Ukrainian books?

10. What are you doing now?

11. Are you taking an exam or doing exercises?

12. What exercises are you doing now?

© 00 3 O Ot

9. Write down your own questions in Present Continuous
(not less than 5).

10. Translate the sentences into English.

1) d sapas BigBimyro 36opu auckyciimoro rayoy. 2) fd sapas
BUBYAI0 HOBUU NpeaMeT: BUIY MaTeMaTury. 3) IlepmiokypcHuKu
cuUIAThL Ha ypolli. 4) BoHu ciayxaiooTs JieKkTopa. 5) Bu mparioere
choronHi Baoma. 6) §1 #iny B cmopruBHUiI Kommiekc. 7) Biu fime
B ryproxxkuTok. 8) Crapmuii BUKJIamad ige Ha xKadeapy. 9) Bouu
pobiaTh momarrHe 3aBmaHHsa. 10) Binm oOmimioe BasoTy 3apas.
11) Boua xkymye BaaioTy B 6aHKY. 12) f He muiry HayKoBY CTATTIO
sapas. 13) f He poamoBisio mo Temedorny. 14) Mu He paxyemo
rpoiri 3apas. 15) Mu He ifimeMo 3apa3 y BUINMUN HaBYAILHUI
sdakygan. 15) Boruu He umraroTh B 0Oibaiorerii sapas. 16) Bim He
IpoJae CBOIO MAIUHY 3apas. 17) Mu ifimeMo B Iep:KaBHY YCTAHOBY
3apa3? 18) Bu po3MoOBIseTe 3 TOPTOBUM IIPEACTABHUKOM?
19) Bouu mnpexacrasiasaoTh iHodemHux crymeuTis? 20. IToxymensb
obupae ToBap?

Construction: “TO BE GOING TO” — 36uparuchk moch 3poouTu

1 am going to

He, She, it is going to

We, You, They are going to
TASKS

1. Open the brackets and put the construction “to be going to”.
1) They (to be going) to assist doctors of sciences. 2. The
merchandiser (to be going) to sell goods. 3. You (to be going)
to contact the foreigners. 4. The CEO (to be going) to introduce
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the Training Manager to the staff. 5) The factory (to be going)
to close. 6) I (to be going) to make a presentation. 7) I (to be
going) to translate the report about international trade. 8) The
parent company (to be going) to support a subsidiary company.
9) A developing company (to be going) to produce new goods.
10) We (to be going) to represent Research and Development
Department at the conference.

2. Translate.

1. 5 s6uparochk roTyBaTH AOIOBiAbL IPO MisKHapOMHI Ooprasi-
sarii. 2. Mu 30upaeMoch 3yCTPiTH iHO3eMI[iB B HAIIIOMY BUII[OMY
HaBuaJbHOMY 3aKjganmi. 3. KepiBHUK 30upeThcA IMiAMMCATH BaxKHi
namnepu. 4. Bouu 36upaioThCA CTBOPUTHU CBill peKJIaMHUI CAMT.
5. BoHu 30uparoThCs PO3MOBIATU 3 poboroxaBiieM. 6. Mu 30u-
paemMoch peKJamMyBaTH Ii ToBapu. 7. Boma 30umpaeThCcsa BUBUATHU
dpanyspKy MoBy. 8. I He 30mpaioch ImepeKJaJaTH ITI0 CTATTIO.
9. Bouu 30upaioTbcsa obupatu kKasHauesa. 10. Bouu s3buparoTbes
OigTPUMyBaTHU BiAmiJl BUPOOHUIITBA.
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UNIT 4
FINANCIAL INSTITUTIONS

m Banks

E Credit Unions

_ Trust Companies

L

| i.ll . Savings and Loan Associations

Basic Vocabulary
Read, translate and memorize the following words and

word-combinations.

English

Ukrainian

1. Financial Institutions

dinaHCOBi ycTaHOBU

2. Depository institution
[dr’pozit(a)r1]

JlenosuTHa ycTaHOBa
(dbinamcoBa ycraHOBa, AKa Mae
IPaBoO MPUHUMATH BKJALM)

3. Contractual institution
[kon’traektfual ]

IoroBipHa ycraHoBa

4. Investment institution

TuBecTurmitina ycramona (imaHco-
Ba YCTaHOBA, 1[0 BKJIAJAa€ KOIITU
B I[iHHI mamepw iHIMX KOMNOAaHil
i mpuiimae akTUBHY y4acThb B
YIpaBJIiHHI i pO3BUTKY KOMIIa-
Hill, B AKi BKJaJeHi KOIITH)

. Federal Reserve System

®DenepasibHA Pe3epPBHA CHCTEMA

. Savings bank

Omragua Kaca

ToproepesbHUI OAHK

. Retail bank

po3apibuui 6aHK (piTeitaoBuUil)

5
6
7. Merchant bank
8
9

. Insurance Company [m’[uar(o)ns]
to insure [in’[v9]

cTpaxoBa KOMIIaHisd
cTpaxyBaTHu

10. Pension fund [‘penfon]

Ilencivitauit poupy

11. Trust company [trast]

TpacToBa KoMOaHisa

12. brokerage firms [‘brovk(e)rids]

Bpoxepcbka pipma

13. credit union

KpeauToBa CITiJIKa, COI03
KPeanUTHOI B3aEMOIOIIOMOTH

14. Iong-term

,ZIOBI‘OCTpOROBI/Iﬁ

15. short-term

KOPOTKOCTPOKOBUIT

16. loan [loun]

KpPeIuT, MO3UKa

17. to make loans

O/IepIKaTU MO3UKY
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18. to manage customers’
accounts

BECTU PaXyHOK KJIE€HTIB y OaHKY

19. to manage

YIOPaBJAATH, KEPYyBaTH

20. securities [sr’kjuaratiz] (pl.)

IiHHI nanepu

21. promotion of securities

OPOCYBaHHSA I[IHHUX IIAIlepiB

22. mortgage [‘'mo:gid3]

3aCTaBa; 1lII0TeKa

23. credit instrument

KPEeIUTHUH IHCTPYMEHT (ZOKY-
MEHT, AKUHN CHIYKUTD IIiITBEP-
IXKEeHHAM KpPeIUTYBaHHA i gae
CBOEMY BJIACHUKOBi IIpaBO BU-
MaraTy 3a3HaueHy CyMy 3 II€BHOIL
ocobu, HapuKJIam, 60proBa pos-
MHUCKa, BeKcesab, YeK, 00irairis)

24. credit card

KpeouTHa KapTKa (ILJ1acTUKOBa
KapTka 3 iMm’am, migmucom, Ko-
IOBUM HOMEPOM BJIACHUKA, IO
I03BOJIsIE KYIIyBATH TOBApU Ta
OOCJYTU B KPEIUT; MO KOMKHIN
KapTIii BCTAHOBJIEHO TPAHUYHY
cyMy ILJIaTeXiB)

25. debit card

mebeToBa KapTKa (ILIaTizKHa)
(xapTKa Kae MOXKJIMBICTH 37iMICHIO-
BaTH 0E3roTiBKOBi MOKYIIKM TOBA-
PiB i mocayr 3a JOIIOMOTOIO eJIeK-
TPOHHUX ILIATLKHUX TepPMiHAaJIiB)

26. to look after

OiKJyBaTUCSA

27. monetary [‘manrtari] policy

T'POIIOBA TOJIITHKA

28. to issue [‘isju:]

BUITYCKaTH, IyCKaTH B 00iT

(rporri)

29. to accumulate [o'kjuimjolert] HaKOIIMUYyBaTU, 30upaTu

30. savings 3a0IMAIKeHHA

31. to deal with (dealt — dealt) MaTU CIPaBy 3

32. to offer MIPOIIOHYBAaTHU

33. to accept [ok’sept] TpuNMaTu

34. commodity [ko’moditi] IpeaMeT CHOKMBaHHS, TOBap,
MPOAYKT

35. to provide 3a0e3neyyBaTu

36. banking

0aHKiBChbKa cIpaBa

37. agent [‘erd3(o)nt] for stock

moBipeHa ocoba, IIo
POBIOPAMKAECTLCI aKIiAMU
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38. trustee [trv’sti:]

oco0a, AKa PO3MOPAAIKAECTHCA
MallHOM Ha 3acajax JoBipuoi
BJIACHOCTI; MOBipumii BIacHUK

39. property [‘propati]

BJIACHICTb, MAMHO

40. casualty [‘keezvolti]

HelTaCHUu BUMOAI0K

41. mergers and acquisitions
[‘m3:d30z ond &wr’z1(0)nz]

KOMILIIEKC 0aHKiBCBKUX IIOCIYT 3
npuAOaHHA KOMIIaHii

42. income DOX1m

43. employment pobora, ciyxba,
IpaneBJaITyBaHHA

44. support [sa’po:t] OiATPUMEKA

45. monthly payments

IIOMiCSYHA OILIaTa

46. to administer

MaTH! IPaBO YIPAaBJIIHHA

47. source [so:s]

AKepeJio

48. service [‘s3:vis]

mocJryra

49. savings account

OLIaJHUI PaXYHOK

50. benefit

KOPHUCTH, BUTOIa

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

Odesa financial institutions, governmental financial institu-
tions, non-governmental financial institutions, to introduce new
financial institutions. This is CEO of governmental financial
institution. Ukrainian savings bank, developing savings bank,
access to this savings bank, to work as an accountant in the sav-
ings bank

A merchant bank, an international merchant bank, a devel-
oping merchant bank, to work as a treasurer in the merchant
bank. A foreign retail bank, to choose this retail bank, staff of
the retail bank, employees of the retail bank. Merchant banks,
retail banks, savings banks are financial institutions.

A big insurance company, a successful insurance company,
transactions of the insurance company, to represent insurance
company. An insurance company is a financial institution too.
Ukrainian pension fund, an international pension fund, respon-
sibility of the pension fund, employees of the pension fund. Pen-
sion fund is a governmental institution.
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Task: translate
1. ®dinancosi (ycTanoBu/
rKommnamii / dorgm)
2. CrpaxoBa (KoMIaHisa /
ycTaHOBa / oIeparrisa)
3. (ObupaTu,/ mparoBaTi/
pPO3BUBATH) PO3APiIOHUI OaHK
4. (IlpexpcraBaaTu,/ mpaimmoBaTu/
KepyBaTu) MeHciiuuM (OoHIOM
A long-term contract, a long-term work, long-term respon-
sibilities; a short-term credit, a short-term work, a short-term
business trip. A short-term loan, a long-term loan, a big loan, to
make a loan, to give a loan, a loan in the merchant bank, a loan
in the retail bank. Many securities, financial securities, to trade
the securities, to sell the securities, to buy the securities. This
is a securities market.

To deal with securities, to deal with loans, to deal with
short-term credits.

Banks deal with money, currency, securities, loans. Many
commodities, foreign commodities, to sell new commodities, to
choose commodities, to include commodities into the list. The
sales representative always deals with new commodities. To of-
fer help, to offer new commodities, to offer securities, to offer
a long-term credit. The sales manager offers new commodities
to the customers.

Task: translate
1. loBrocTpokoBuii (KOHTPaKT /
000B’a3KU / KpeauT)
2. (IToxkynaTtu,/ mpoxasaTu/
TOPIryBaTH) I[iHHI Iamepu
3. Ilpononysatu (miHHi nanepu/
TOBapy,/ HOBIOCTPOKOBUI KPEINT)
4. MaTu cupaBy 3 (IIiHHUMHT
nanepamMy,/ 3i CTPaxoBOIO
KOMIIaHi€0,/ 3 MeHCiTHUM (DOHIOM)

II. Translate the following word-combinations into the
English language.

1) ®Pinamcosi ycranoBu, 2) ToproBuii 0aHK, 3) po3apiOHmMIi

0aHkK, 4) mep:xaBHa (piHaHCOBa yCTaHOBa, D) KymyBaTH IliHHI
mamepu, 6) HamgaBaTU JOBTOCTPOKOBiI KpeauTu, 6) TOBroCTPOKOBi
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000B’A3KM BKJIOUAIOTH, () TOTYyBaTH IIiHHIi Ilamepw IJA IIpoaa-
Ky, 8) mpomoHyBaTH MO3UKY, 9) omepskaTu mo3uKy, 10) mosu-
Ka B posapioHomy 6amky, 11) ¢inamcoBo-eKOHOMiUHA ycTaHOBA,
12) maTu cupaBy 3 BaJIIOTOI0, 13) MaTu cripaBy 3 IIiHHUMUY ITalepaMu,
14) maTu cupaBy 3 iHOBeMHHMM IpeJcTaBHUKaMu, 15) imosemHi
ToBapu, 16) odupaTu HOBI ToBapu, 17) mpomoHyBaTu HOBi ToBapwu,
18) ycmimraa crpaxoBa KoMIlaHis, 19) mepcoHas cTpaxoBoi KOM-
nagii, 20) 3acay:KeHi mpaliBHUKN CTPaxoBOI KOMIIaHii.

IIlI. Match two parts to combine the word-combinations,
translate them.

1. trust a) firm
2. brokerage b) fund
3. pension ¢) union
4. depository d) bank
5. credit e) system
6. savings f) securities
7. Federal reserve g) institution
8. promotion of h) company
IV. In each line choose one word that doesn’t belong to the
group:
1) Merchant bank, Insurance Company, Savings bank, Re-
tail bank;

2) Depository institution, Investment institution, public
institution, Contractual institution;

3) to manage, to direct, to administer, to support;

4) commodities, goods, currency, things;

5) pension fund, insurance company, brokerage firm, high-
er educational establishment.

READING
@ I. Read the text and translate it.

FINANCIAL INSTITUTIONS
Financial institutions are institutions that provide financial
services or advice for their clients. Financial institutions in-
clude government institutions, such as central banks, and pri-
vate companies, such as banks, financial associations and finan-
cial markets.
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Financial institutions are the following:

+ national savings banks;

« commercial banks;

» investment banks;

+ merchant banks;

* retail banks;

- insurance companies;

« pension funds;

* trust companies.

There are three main types of financial institutions:

1) Depository institutions — deposit-taking institutions that
accept and manage deposits and make loans, including banks,
building ocieties, credit unions, trust companies, and mortgage
loan companies;

2) Contractual institutions — insurance companies and pen-
sion funds;

3) Investment institutions — investment banks, brokerage
firms.

Main banks in every country are central banks. Central
banks (the national Bank (Ukraine), the bank of England (UK)
or the Federal Reserve System (the Fed) (US) look after the
government’s finance and monetary policy, act as bankers for
the governmental and commercial banks and are responsible for
issuing banknotes.

Saving banks are institutions which accumulate savings in
small accounts. They are useful sources of credit for businesses.
Saving banks invest their funds in long-term credit instruments.

Commercial banks deal with the public. They offer different
services: accepting deposits, making loans, managing custom-
ers’ accounts. They give short-term loans to business.

Investment banks are firms that control the issue of the
new securities. They assist companies that deal with mergers
and acquisitions and provide services such as market making,
trading of securities, currencies and commodities. The two
main lines of business in investment banking are called «the
sell side» and «the buy side». The «sell side» includes trading
securities for cash or the promotion of securities. The <«buy
side» includes providing the advice to institutions that buy
investment services.
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Merchant banks are institutions that don’t deal with public.
They provide services for companies. They specialize in raising
capital for industry.

Retail banks are the institutions that provide services to indi-
vidual consumers, rather than to companies, corporations or other
banks. They offer services that include savings and transactional
accounts, mortgages, personal loans, debit cards and credit cards.

Insurance Companies include life insurance, property insur-
ance and casualty insurance companies. Life insurance compa-
nies receive funds that insure people against death. Property
and casualty insurance companies insure car owners and home
owners against crimes with their property.

Pension Funds are institutions that provide income for se-
nior people. They collect a sum of money during an employee’s
employment years, and from this money they support pensioners
in the form of periodic monthly payments.

Trust companies are financial institutions which administer
funds or property for the benefit of others. They serve as trust-
ees for property or agents for stocks. They manage business in
the interests of others.

I1. Say if the sentences below are true or false. Correct the

false statements.

1) All financial institutions are only governmental.

2) Financial institutions include: national savings banks,
commercial banks, insurance companies, investment
banks and others.

3) There are four main types of financial institutions.

4) Deposit-taking institutions accept and manage deposits
and make loans.

5) Not in every country main banks are central banks.

6) Central banks look after the government’s finance and
monetary policy.

7) Saving banks invest their funds in long-term credit in-
struments.

8) Commercial banks deal only with big enterprises.

9) Investment banks provide services such as market mak-
ing, trading of securities, currencies and commodities.

10) Pension Funds deal with junior people.
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II1. Complete the sentences inserting the word from the text.
1) Financial institutions are institutions that provide
or advice for their clients.
2) Financial institutions include institutions and
private companies.
3) There are three main types of financial institutions:
depository institutions, contractual institutions and

4) Central banks are responsible for banknotes.
5) Insurance companies include insurance and
insurance.

IV. Answer the following questions.

1) What are financial institutions?

2) What do financial institutions include?

3) What kinds of financial institutions do you know?

4) What three types of financial institutions do you know?

5) What is the name of the main banks in every country?

6) What is the central bank in Ukraine?

7) What are saving banks?

8) Who do commercial banks deal with?

9) What do investment banks control?

10) What banks don’t deal with public?

11) What banks provide services to individual consumers?

12) What do insurance companies insure?

13) What do pension funds provide for senior people?

14) What financial institutions administer funds or
property for the benefit of others?

V. Match the words on the left with the correct definition
on the right.
1) financial institution a) institutions which accumulate
savings in small accounts
2) insurance b) institution that provides fi-
nancial services or advice for its

clients
3) saving banks c) regular payment made by the

government to senior people

69



Unit 4

4) pension d) arrangement in which you
pay money to a company,

and they pay money to you if
something bad happens to you.
5) commodities e) a plastic card issued by a
bank, giving a person the rights
to buy goods or services on

credit
6) credit card f) something that is sold for

money: goods, products.

VI. Make up and write down your own sentences about
financial institutions using the new words (not less than 5
sentences). Read them in class.

VII. Make up a mini-dialogue about financial institutions
in Ukraine. Dramatize it in class.

VIII. Retell the text about financial institutions.

IX. a) Read the following word combinations and sentenc-

es and translate them in your native language.

1. Financial institutions

2. developing financial
institutions

3. to work as an accountant
in the developing financial
institution

4. a merchant bank

5. to work as a treasurer in the
merchant bank

6. a big insurance company

7. transactions of the foreign
insurance company

8. an international pension fund

9. the CEO of the pension fund

10. a long-term contract with
foreign partners

11. a long-term loan from the
international bank

12. financial securities

13. Our bank sells securities

14. to deal with securities
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15. Many banks deal with
currency.

16. different commodities

17. The sales representative
always deals with new
commodities.

18. to offer new commodities

19. The advertising manager
offered his help to
the new employee.

20. a governmental savings bank

21. to introduce new services
of the saving bank

22. to offer new services
to the foreign partners

23. Commercial banks deal
only with enterprises.

24. Commercial banks buy and

sell currency.

25. to provide services to
individual consumers

26. The sales manager provides
services to customers.

27. to support an insurance
company

28. Pension funds support
senior people.

29. Responsibilities of the
employees of the pension fund.

30. Many people have savings
in the retail banks or
saving banks.

b) Read the following word combinations and sentences
and translate them in English.

. PinaHCOBi ycTaHOBU

. Jep:xaBHi )iHAHCOBiI ycTaHOBU

. HeZlepsKaBHIi (piHaHCOBi
YCTaHOBU

4. mpamoBaTtu y GiHAHCOBUX

yCTaHOBaX
5. mpamioBaTy B TOPTOBOMY
DaHKY

QoD (=
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6. mpalfjoBaTH B PO3ApPiOHOMY
0aHKY

7. MaTu paxXyHOK B KOMEPIiiTHOMY
OaHKY

8. B3ATH IIO3UKY B OILIAJHOMY
OaHKY

9. IPOMOHYBATH MTO3UKY B
TOProBOMY OaHKY

10. HagaTH MO3UKY B PO3APiOHOMY
OaHKY

11. ycminiHa cTpaxoBa KOMIIaHis

12. mpaIiioBaTu rOJOBHUM
MEeHeIXepOM B CTPaXOBiii
KoMIIaHil

13. mocBinm mepcoHany CTpaxoBoi
KoMIIaHii

14. cTpaxyBaTH IiHHI Iamepu

15. KynysaTu IiHHI mamepu

16. mpomaBaTH IiHHI mamepu

17. nponoHyBaTH HOBi ToBapu

18 mpomoHyBaTH HOBIi IIOCJYTH

19. mocsayru pexJjaMHOTO
MeHeKepa

20. maTu cupaBy 3 iHO3eMHUMU
mpeACTaBHUKAMU

21. MaTu cupaBy 3 BaJIOTOIO Ta
MiHHMMH IalIepamMn

22. HamaBaTU MOBTOCTPOKOBI
KPeauTu

23. obupaT KOPOTKOCTPOKOBUIA
KPeauT

24. obupaTy HOBIi IOCIYTru

25. 3abe3mnmeuyBaTH HOCIYTY

26. sabesneuyBaTy 0aHKiBCBbKi
omeparrii

27. migTpUMyBaTH HEPCOHAJ

28. miaTpuMyBaTH KJIi€HTiB
TOPIOBOIr'0 OAHKY

29. Vpan nigrpumye neHciiinmii
(doHI.

30. Cno:xkuBaui o6upaTh HOBi
TOBapH.
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X. Prepare a short talk on the following questions, using
words and word-combinations on the given topic.

1. What is the role of financial institutions?

2. What kinds of financial institutions do you know?

3. What types of banks do you know? Who are their customers?

4. What financial institutions are the most popular in Ukraine?

GRAMMAR REFERENCE
NOUNS
(Singular and Plural)
(IMEHHUKMH: ogHuHA / MHOKHHA)

ImennuKu B aHruificbKiili MoBI MalmThL ABI (hOpMU: OTHUHY
(Singular) Ta muoxuny (Plural).

1. Axio iMeHHUK B)KHBAETLCA B OLHMHiI, TO B HHOI'O HEMAae
3aKiHuenuda. [y yTBOpeHHA iMEHHMKA B MHOMKUHI HeoOXimHO
IIPOCTO JOMaTH 3aKiHUeHH -S (-e8):

Noun + -s (-es):

a teacher — teachers
a student — students
2. lo iMmewHUKIiB, 110 3aKiHUYyiOTHCA Ha -S, -SS, -X, -sh, -ch,
-tch gomaeTnbca 3akinueHHs -es:
a bus — buses
a box — boxes
a brush — brushes
a watch — watches

3. fKiro iMeHHUK 3aKiHUYeThCS Ha -y, a Mepen Ii€io JIiTepoio
HIe IpUIoJIOCHA, TO HOLAETHCS 3aKiHUEHHA -eS, a — Y 3MiHIOETHCA
Ha -i: Y —» IES

a university — universities
a company — companies
a commodity — commodities

4. Koo iMeHHUK 3aKiHUY€eThCS Ha -y, a Iepep Ii€io JIiTepoio

e roJIocHa, TO OJONAEThCA 3aKiHUEHHS -S:
a day — days
a key- keys

5. ¥V meakux iMeHHHUKIiB, 1o 3akiHuyiorbca Ha -f Ta -fe,
Jgirepa -f samiHIOETBECS Ha -V, a 40 3aKiHUEHHS OOJAETHCS -€S, IO
BUMOBJIAeTHCA AK [z]: F — VE
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a life — lives
a shelf — shelves
6. AKIMO iMEeHHWK 3aKiHYyeThbcA Ha -0, TO [IOTAETHCH
3akimueHHda -es y MHOKUHI: O — OES
a hero — heroes
a potato — potatoes
7. OHeaxi IMEHHMKMN € BUKJIOUEHHIM 3 IIPaBWJ: IiXHA
MHOJKHHA YTBOPIOETHCS HE 3a JOIIOMOIOI0 JOJaBAHHS 3aKiHUYeHHs,
a 3a [OOIOMOrOI0 B3MiHM KOpeHeBOl ToJIocHOI abo mgomaBaHHS
creriajgbHOro 3aKinmuenHsa. I1i iMmeHHuKM Tpeba 3amam’ ATATH:
a man — men
a woman — women
a foot — feet
a tooth — teeth
a goose — geese
a mouse — mice
a louse — lice
an ox — oxen
a child — children
a person — people
8. ledAKiiMeHHUKY € IaTHHCHKOTO UM I'PEIILKOT0 IOXOAKEeHH .
BoHE MaoTh BJACHI 3akiHyeHHA. IX Tpeba 3amam’aTaTw.

Group 1 I'pyna 1

analysis — analyses aHaJia — aHAJNi3n

axis — axes Bick — oci

basis — bases 0asuc, OCHOBA — OCHOBU

crisis — crises Kpusa — KpUsu

diagnosis — diagnoses IiarLos — miarfosu

hypothesis — hypotheses rimoresa — rimoresu

thesis — theses Te3uc, AUcCepTallisd — Te3Wu,
aucepraii

Group 2 I'pyna 2

alumnus — alumni BUNYCKHUK, KOJUIIHIA
CTYIEHT — BUIMIYCKHUKU

apparatus — apparati amapar — amapaTu

focus —foci, focuses doryc — porycu

nucleus — nuclei APO — sapa

stimulus — stimuli CTUMYJ — CTUMYJIA

Group 3 I'pyna 3

criterion — criteria KpuUTepiii — xpurepii

phenomenon — phenomena denomMeH — eHOMEHU
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Group 4
addendum — addenda

bacterium — bacteria
curriculum — curricula

datum — data
medium — media

memorandum —
memoranda ) )
millennium — millennia
Group 5

alumna — alumnae
formula — formulae
Group 6 i
appendix — appendices
matrix — matrices

I'pyna 4
JONATOK — JOATKU

bGaKTepisg — GakTepii
mporpaMa (HaBYaHHS) —

nporpamMu (HaBYaHHA)
JaHe — naHi

3acib, 3acib (3B’A3KYy) —

3acobu
MEMOPAaHIyM —

MEeMOPaHIAYMHU )
TUCAYOJITTA — THUCAYOJITTA
I'pyna 5 )
BUIIYCKHUILA — BUIIYCKHUIIL
Gopmysaa — GopMyan
I'pyna 6

IOaTOK — NONATKU
Marpunsda, gpopma —
marpuiii, dopmMu

9. dopMa MHOMKUHU JeAKUX iMeHHUKIB 30iraeTbcs 3 popmoro
ONHUHU:

a sheep (8isusa) — sheep (8isui)

a deer (o.1env) — deer (osieni)

a swine (ceunsa) — swine (ceuni, nicosi kabarnu )

a means (3acio ) — means (3acobu)

a series — two series (dsa psadu)

a species (sud) — different species (pisui sudu)

a headquarters (umab6) — headquarters (wumaéu)

10. [eaki imenHUKYN B)KUBaOTheA guilie B MHOKUHI (ARE):
trousers — wmaHu

scissors — Hoxcuui

goods — peui, mosapu

shorts — wopmu

spectacles, glasses — oxyaapu, ckenvys
clothes — 002

scales — sazu

savings — 30epeixceHHs

contents — smicm

arms — 36pos

police — noaiuis

people — zr0du
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11. eaki iMeHHUKY B:KUBaIOThCA Jurie B onuuui (IS):

knowledge — snannsa

luggage — 6azaxc

advice — nopada

money — 2pouli

information — irngopmauyis

furniture — meobni

athletics — amaemuxa

news — HOBUHU

time — uac

progress — npozpec

mathematics, physics, phonetics (rayxu )

love, hatred, friendship, fear (He3zniueni imeHHUKU )

cheese, butter, sausage, bread, tea, coffee (ixa, Hanot)

12. B crgagHuX iMEHHUKAX 3aKiHUYEHHS JOLAE€THCA A0 I'OJIOB-
HOT'O CJIOBA:

a schoolboy — schoolboys

a housewife — housewives

brother-in-law — brothers-in-law

a custom-house — custom-houses

a hotel-keeper — hotel-keepers

a freshman — freshmen

13. Heaki iMeHHuUKU (Tpynu JIOAel) MOMKYTh B:KUBATUCS B
OOHUHI, i B MHOKUHI. Koot BOHU po3yMieThCs: AK equHe Iijle, abo
AK IpyIia, IM0 CKJIASAE€ThCA 3 IeBHOI KiJIBKOCTI UJIeHIB CHiJIbHOTHU:

Government, staff, team, family, audience, committee,
army, board, company, crowd, group, management, media,
press, public, union.

For example, The government (they) want to reduce taxes.
The staff (they) are not happy with their new working condi-
tions. The company are doing well at the moment.

OR

The government wants to reduce taxes. The staff is not hap-
py with their new working conditions. The company is doing well
at the moment.
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TASKS

1. Make the plural form of the nouns.

University, teacher, lecturer, library, day, play, man, fresh-
man, establishment, government, department, degree, woman,
child, gym, society, manager, representative, customer, life,
half, mouse, text-book, passer-by, ability, responsibility, city,
company, source, tooth, foot, sheep, son-in-law, salesman

2. Make the singular form of the nouns.

Professions — , institutions — , representatives — , mice — ,
shelves — , canteens — knives — , women — , cities — , churches —,
parties — , freshmen — , geese — , feet — , sheep — , lecturers —,

hosts — , plays — , families — , employees — , teeth —, children — .

3. Open the brackets.

1) Your financial profession (to be) very useful. 2) These
banks (to be) foreign. 3) The employees (to be) hard-working.
4) What (to be) the news? 5) The money (to be) mine. 6) The
information (to be) useful. 7) His clothes (to be) new. 8) The
trousers (to be) long. 9) There (to be) many people there.
10) These people (to be) clever. 11) Her goods (to be) useful.
12) Her savings (to be) in the bank. 13) Applied economics (to
be) an interesting subject. 14) Time (to be) money. 15) The police
(to be) near his house. 16) Mothers-in-law (to be) in the room.
17) Four deer (to be) near the pond. 18) Money (to be) on the table.
19) My knowledge (to be) little. 20) The advice (to be) ... clever.

4. Change the sentences into plural.

1. This man is at work. 2. The senior student is at Uni-
versity. 3. The freshman is in the library. 4. This is a new es-
tablishment. 5. This child is at school. 6. The sheep is white.
7. The foot is ill. 8. The woman is beautiful. 9. The tooth is bad.
10. The goose is near my house.

5. Translate into English.

1) IIpodeciss meHem:kepa — KOpHUCHA. 2) YKpaiHCBKi Jogu —
mobpi. 3) Ilopama — xopomra. 4) Toapu — HOBi. 5) IIi micTa 3Ha-
xomATheA B YKpaini. 6) Kepisuuku — B kimuari. 7) 'omoBHMUI Me-
Hemkep — B odici. 8) Ilepmorkypcuuku — B 6i0aioreri. 9) it —
Ha Byawuti. 10) Iloximis — B micti. 11) T'pomri — B ramamnri.
13) Yac — rpormri. 14) 3uanua — HeobOXimHi B OyAb-sKiit po0OOTi.
15) HoBuHu — akTyaabHi. 16) Bigomocti — HoBi. 17) JIrogu 3Hax0-
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IATbCcA B MicTi. 18) Opar — inozemuuii. 19) I'ypTo:KUTOK — HOBUH.
20) Leii Bumunii HaBUaILHUN 3akJjgan — B Oxeci.

6. Read the text and choose the correct variant of the noun.

Every year/years the company publishes its annual account/
accounts in a report for the shareholder/shareholders. The main
detail/details are in the financial report. This contains informa-
tion/informations about sale/sales, cost/costs and profit/profits.
It also shows money / moneys that the company got or spent.
It writes about any debt/debts or cash/cashes that the company
has. All this data/datas is presented in the financial documents.

7. Write a short paragraph including the following nouns
used either in the singular or in the plural as necessary.

people office establishment profit work staff
conditions information money problem colleague
report

8. Each pair of words contains one countable and one un-
countable noun. Write a/an or some before each word.

1. customer knowledge

2. experience hotel

3. furniture office

4. job work

5. institution advice

6. e-mail correspondence
7. money dollar

8. information fact

9. week time

9. Underline the mistakes in the following sentences. Cor-
rect them.
1. - Hello. I would like some informations about your goods.
- Certainly. How can I help you?
2. - How much moneys did you get for your work?
- I got five dollar.
3. - I asked my bank manager for an advice.
- What did he say?
- He told me to get more knowledges.
4. - Please can I change these money? I need some coin for
the telephone.
- With pleasure.
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10. In each space write either is, or are, or is/are (if both
are possible).

1. Senior managers doing everything possible to
improve profits.

2. The management doing everything possible to
improve profits.

3. Our Production Director very busy at the fac-
tory.

4. The credit union very concerned about situation
at the bank.

5. The staff working very well together.

6. The team members working very well together.

7. The police doing the work well.

8. The knowledge useful.

9. The government making new projects
now.

10. The money in the foreign bank.

POSSESSIVE CASE OF THE NOUNS
(IIPUCBINHHNH BIIMIHOK IMEHHUKIB)

Sx mpaBMIIO, TIIBKM iIMEHHUKH, AKi 0O3HAUYAIOTh HAa3BU JIOAEH
i TBapuH, MOXKYTh MaTu (OPMY IIPUCBIHHOrO BigZMiHKA.

®dopma IpUCBIAHOTO BifMiHKA OOHUHU YTBOPIOETHLCS MOJABAH-
HAM 3aKiHueHHs -’s (ToOTO amocTpoda i OYKBU S; BUMOBJIAETHCS
[s]; [z], abo [iz]) mo opmu 3arasbHOTO BigMiHKa ogHUHY (3arajib-
HUY BigmiHOK: my sister Kate).

IIpucsitiauii BigmiHoOK: my sister’s book; Kate’s brother

ArIimo iMeHHUK y 3araJbHOMY BiIMiHKY OJHMHM 3aKiHUYETh-
cd Ha -s [s],-ss [s], -x [ks], To y nmpucBifimomMy BifMiHKY Ha mucbMi
IOIaEThCSA TIiJIBKHM allocTPod), a IIPHU BUMOBJAHHI — 3aKiHUeHHSA
[iz]: Dickens’ novels

3akiHYeHHS -’S BUMOBJIAETHCA:

1) ak [s] micaa raIyxXuX OPUTOJOCHUX:
Jack’s penknife, Kate’s pencil, the cat’s tail

2) aK [z] micas A3BIiHKMX HTPUTOJIOCHUX 1 MOJIOCHUX:
the doctor’s son, Jane’s sister

3) axk [iz] micaa 3ByKiB [s], [z]
actress’s roles; George’s bag
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dopma OPUCBINHOrO BifMiHKa MHOKUHMN YTBOPIOETHCS [IO-
maBaHHAM (Ha muchbMi) TiabKu amoctpoda (‘) micasa sakiHueHHs
MHOKUHU -s abo -es .

My sisters’ friends (Opy3si moix cecmep ), the workers’ newspaper

(pobimHuuua 2asema ), the teachers’ room (yuumenvcvka).

IMeHHUKM, K1 YyTBOPIOIOTh MHOKMHY HE JOJABAHHAM 3aKiH-
YeHHS -(e)s , a iHIIUM cIrocoboM MaioTh y IPUCBiiHOMY BigMiH-
Ky MHOKMHHU 3aKiHUeHHA -’S , dKe JoJaeThcA A0 ()OPMHU MHO-
skmHn: children’s books (auTaAYi KHMMKKM, KHMMKKK IJad giTeii):
International Women’s Day (MixKHapogHU# KiHOUUN OEHB).

IIpucBifiEuii BiZMiHOK 3BHMUYANHO O3HAYAE HAJEKHICTHL abo
0COOMCTi CTOCYHKM; iMEHHUK y HPUCBiMHOMY BiIMiHKY € O3Ha-
YeHHAM JI0 APYIoro iMeHHMKAa 1 Ha BiAMiHY BiJ YKpaiHChKOI MOBU
3aBXKIM CTOITH Iepe] O3HAUyBaHUM iMeHHUKOM: Jack’s clothes
are too big for him (omar :xeka).

She is my sister’s friend, not mine (moagpyra mMoei cectpu).

SKIimo mepen iMEHHMKOM CTOITh O3HAUEHHSI, TO 3aKiHYEHHSA
OPUCBIAHOTO BiAMiHKAa OOJAETHLCA TiJBKU OO OCTAHHLOTO CJIOBA
(3BMUaifHO iMEHHUKA):

Professor Parker’s son (Cun mpodecopa ITapxepa).
My friend Boris’s brother (Bpat moro apyra Bopuca).

Ho ckaagHux iMeHHUKIB amoctpod i “S” um TinbKu amocTpod
IOaeTbCA IO OCTAHHBOTO cjoBa: My mother-in-law’s birthday
(0eHb HapoOHCeHHS C8eKPO8i ),

Her father-in-laws’ houses (O0oma ii ceexpisg ).

3 iMeHHUKiB, 110 03HAYAIOTH HE}KUBi IpeAMeTH, y IIPUCBiHiHO-
MY BiIMiHKY MOKYTh B:KHBATHCS TaKi:

1) ImeHHUKH, IO 03HAYAIOTh MOHATTS Yacy, BicTaHi, BapToC-
i (minute, hour, year, day, week, month, mile, moment ra isu.).

We’ll have two week’s holidays in winter.
There is a moment’s silence.
This is a today’s newspaper.

2) J30ipHi imenHuMKHU: party, company, union, army,
government, family ra in.

The Ukrainian government’s proposals on disarmament are

welcomed by all peace-loving people.

3) IMemHUKH, IO 03HAYAIOTH CyOHA, JiTaKM, aBTOMAIIWHU
(ship, boat, vessel (cyauo), car, plane ta in.).
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Our boat’s crew consists of three men.
What is the car’s number?
3HaueHHA IPUCBIAHOrO BigMiHKa iHOAI MOKe OyTU IIepemame
CIOJIyUEeHHAM MNpuiiMeHHuHKa of 3 iMeHHMKOM y 3arajJbHOMY
BiIMiHKY.
What is the name of the man who works at this office?
IMeHHUKM, #AKiI 03HauaOTh HA3BU HEXKHBUX IIPEIMETiB,
¢dopmyroTs (QopmMy IHpuHCBifiHOro BigMiHKa 3a JIOIOMOIOIO
npuiimenauka — OF:
The leg of the table, the page of the book, the door of the
car.

TASKS

1. Change the word combinations into the Possessive case.

1) The bag of our senior lecturer, 2) the hostel of the stu-
dents, 3) the address of the freshman, 4) the documents of the
accountant, 5) the books of the women, 6) the tasks of the senior
students, 7) the life of businessmen, 8) the house of the sales
manager, 9) the flats of the employees, 10) the letters of the
scientist.

2. Rewrile these sentences using ‘s, s’, or just an apostro-

phe (°).

1. This bicycle is for a sportsman. - This is a sportsman’s
bicycle.

2. This pen belongs to the teacher.

3. He describes the career of the scientist.

4. That’s a job for an advertising manager.

5. These books belong to the junior students.

6. This is a club for women.

7. It’s a school for girls.

8. This is the degree for graduates.

9. This certificate belongs to James.

10. That paper belongs to Doris.

3. Put the Possessive Case with (‘) or with “of”.

1. the camera/ General Manager

2. the paper/ the Sales Representative the top/ the page
3. the employees/ Advertising Manager

4. the pages/ the newspaper

81



Unit 4

5. the money/ the accountant the name/ your wife the name/
this street

6. the name/ the Finance and Administration Manager

7. the result/ the football match

8. the car/ Financial Journalist the work/ the employee

4. Answer the questions using the words in brackets in the
Possessive Case.

1. Whose document is this? (Mr. Brown) 2. Whose money
is that? (her employee) 3. Whose work is this? (the scientist)
4. Whose notebooks are these? (the freshmen). 5. Whose let-
ter is that? (Sales Manager) 6. Whose coffee is this? (the CEO)
7. Whose papers are those? (Advertising Manager) 8. Whose
books are these? (the senior lecturer).

5. Choose the correct words.
1. We were exhausted by three hours’/ three hour’s drive.
2. Are you buying the medical products at the chemist’s / the
chemists’ now?
3. Their party of girls / girls’ party was ended by policemen.
4. This is my sister’s-in-law / sister-in-law’s parrot.
5. The price of win / win’s price is always high.
6. Choose the correct form.
1. ... was amazing! I am happy for them.
a) Paola’s and Frank’s wedding
b) Paola and Frank’s wedding
¢) Paola and Frank’ wedding
1. ... is very comfortable and easy-to-operate.
a) Mary’s car
b) Mary’ car
c) car of the Mary
2. Linda is ... now. Do you want me to call her?
a) at Paul’s
b) at Paul’
c¢) at Pauls’
3. Mike is....
a) my classmates’ brother
b) my classmate’s brother
¢) my classmates’s brother
4. ... is very old. It was build by Sir Christopher Wren.
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a) St. Pauls’s Cathedral
b) St. Paul’s Cathedral
c¢) St. Pauls’ Cathedral

7. Translate into English.

1)PyukagBepi, 2) 11CT KepiBHUKA, 3) TOKYMEHTH reHePaJIbHOTO
MeHeI:Kepa, 4) 3BYyK A3BiHKa, 5) ABepi Mamuuu, 6) CTyAEHTCHKI
poxu, 7) BUOpAalllHA rasera, 8) poboTra (piHaHCOBOTO JKypHAaJicra,
9) npysi Yapawsa, 10) pesyabTaT cnopTUBHOTO MaTuy, 11) HixKKa
crony, 12) 6par gpyra, 13) cectpa 6abyci, 14) iMm’a meHem:xepa
3 IMpojasKy, 15) cropinku raseru, 16) BiZimounHOK IIpalliBHUKIB,
17) poman ILinwbda i Ilerposa, 18) mitu Mepi i Ilitepa, 19 ) yosoBiua
pob6ora, 20) mocBinm mpalliBHUKA.

8. Write down your own examples with the Possessive Case
(5 for living beings and 5 for non-living beings).
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UNIT 5.
BUSINESS TELEPHONING

“A business telephone system is a multiline telephone sys-
tem typically used in business environments”

Basic Vocabulary
Read, translate and memorize the following words and

word-combinations.

English

Ukrainian

1.Telephoning

TeJae(DOHHI IIeperoBopu

2. to communicate over the
phone = to speak over (on)
the telephone

CIILIKyBaTHCA IO TeJe(doHY

throu

3. to conduct TPOBOAUTY (II€PEMOBUHM)

4. to create CTBODIOBATU

5. impression Bpa'KeHHH

6. a ring I3BIHOK

7. to ring = to call = to make a I3BOHUTU

call

8. greeting MpUuBiTaHHSA

9. to include BKJIIOUATH

10. to lower IOHUIKATHU

11. a phone receiver TesepoHHa TPYOKA

12. to hold on (held-held) yekaTu (Ha JIiHil), He BimaTu
TPYOKY

13. to pick up = to answer BlATOBiZaTHu (110 TesmedOHY)

14. to call back epe3BOHUTU

15. to put through = to get 3’eqHaTNCA, 3B’ A3yBAaTHCSA

16. to cuf off (cut-cut) po3’eqHaTH

17. to put on (put-put) TONPOCUTHU IiAIATH OO TesedOoHy
18. to hang up (hung-hung) moBiIaTH TPYOKY

19. get off the phone (got-got) 3aKiHYNTHU J3BIiHOK

20. to transfer a call TIepeBeCTH A3BiHOK

21. a caller TOM, XTO I3BOHUTDH

22. to announce 00’ ABIATU

23. a phone message TesiepOHHE TTOBiTOMJIEHHSA
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24. to be sure of OyTH BIIEBHEHUM

25. a return phone call 3BOPOTHIi# TeseOHHUIN I3BiHOK

26. to reach mocATraTu

277, available IOCTYITHUH

28. a telephone book Tese(OHHUI TOBITHUK
(directory)

29. a telephone booth (box Teae(OH-aBTOMAT
phone)

30. a general call 3araJIbHUN BUKJIUK

31. an emergency call eKCTPEeHUU BUKJIUK

32. a local call MiCLIeBUI BUKJINK

33. a personal call BUKJIUK KOHKDPETHOI ocobu

34. a long-distance call MIXKMICBKUHM BUKJIUK

35. to book (to order) a call 3aMOBUTH [I3BiHOK

36. to answer a call BiAImoBicTH Ha I3BiIHOK

37. to dial HabupaTu HOMED

38. to misdial HEeIIPaBWJILHO HAOpaTu HOMED

39. the line is free JIiHisg BibHA

40. the line is engaged (busy) JIiHig 3adHATA

41.to leave (to give) a message mepeaBaTH M10-HEOYIH

42. to put down (to write 3amucaTy HoMep Teae()oHy
down) a telephone number

43. to speak louder (spoke- PO3MOBJISITH T'OJIOCHIIIIE
spoken)

44, voicemail T0JIOCOBA IIOIITA

45. telephone receiver TesiepoHHA TPYOKA

46. touch pad CeHCOpHA IIaHeJb

47. display eKpaH

48. button KHOTIKa

49. Thanks for calling Haryio, nio 3aresiepoHyBaIn

50. Have a nice day Ho6poro Bam mus

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

To speak on the telephone, to speak on the local telephone,
to speak quickly on the telephone, I plan to speak on the tele-
phone with the General Manager. To conduct a business talk,
to conduct a business meeting, to conduct a lesson. The senior
lecturer is conducting an English lesson.
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To create a business plan, to create a good book, to create a
message, The Advertising manager is creating a new advertising
strategy. A good impression, a positive impression, a negative im-
pression, the caller must create a good impression on the phone.

To give a ring, to answer a local ring, the second ring on
the telephone, The General Manager is having a local ring on
the telephone now. To book a ring; to book a local call, to book
a long-distance call. Let me book a long-distance call to New
York.

Task: translate
1. ITpoBoguTu (nepemoBu/
3ycTpidu/ YPOK)

2. CrBoproBaTtu (bisHec-mIaH/
TesedoHHe TTOBiJoMIeHHA,/ moOpe
BpaXKeHHA)

3aMOBUTH (I3BiHOK,/ PO3MOBY IIO
TesedOHy,/ TOCTaABKY)

3. MixkMichbKUil BUKIUK
(BasKJIMBUIT/ 3BOPOTHIiM/
€KCTPEeHNIT)

4. 3amoBuTHu (A3BiHOK/
3BOPOTHIiN TeseOHHUI A3BiHOK/
MicIeBUil BUKJINK)

Friendly greeting, polite greeting, greeting on the phone,
Let’s listen to the greeting on the phone. To transfer a call, to
transfer a call to a local office, don’t transfer a call to me. The
telephone operator can transfer this call with greeting to CEO.

To announce a meeting, to announce a call, to announce a
long-distance call, the CEO is announcing the honoured manag-
ers. A polite caller, a friendly caller, to ask the caller for the
name, to introduce the caller, to announce the caller.

To take a phone message, to leave a phone message, to create
a new phone message. This phone message is from the British
caller.

To put down the phone message, to read the phone message,
where is my phone message? An emergency call, an emergency
call from CEO, to announce an emergency call. The assistant
usually puts down emergency calls.
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Task: translate

1. ITpuBiTanua (Hobposuuause/
BBiuJIMBe,/ IMBUIKE)

2. IlepeBectu (MicueBuit
JI3BIHOK,/ MiXKHapOAHUU N3BiHOK/
BasKJIMBUH 3BiHOK)

3. O6’aBaaTu (A3BiHOK,/ 3ycTpiu/
JIEKIIiI0)

4. 3anucartu (Homep TeaedoHY/
moBimoMJIeHHsI/ iM’d cTapIIIOro
BUKJaJaua,/BUEeHOTO)

To dial a number, to dial a wrong number, to dial a right
number, to disdial, Excuse me, I dialed a wrong number. To get
a return phone call, to answer a return phone call. You have a

return phone call from the local office.

To be sure, to be sure of the call, to be sure of the phone
message, I am sure, he is sure, they are sure. We are sure that
we dialed the right number. To speak louder, to speak louder
with the Sales Representative, to speak louder with the custom-

ers. I am sure that you can speak louder.

To include the information, to include all phone calls, to in-
clude skills and experience, I am sure that this is a return phone
call from Mexico which includes important information.

Task: translate

1. Habupatu (uesHaiiomuit
HOMEDp,/ MicueBuii HOMED,/
BasKJIMBUUM HOMeED)

2. Bytu BueBHEeHUM Yy (CBOiX
BPaXXeHHAX,/ Y CBOEMY
TOBiOMJIEHHI/ B TOMY, XTO
I3BOHUTD)

3. Brurouatu (imdopmarrito/
I3BiHOK/ 000B’A3KM)

4. 3BOPOTHIiN TeneOHHUIT
n3BiHOK (oTpmmaTu,/ BimmosicTu/
3’eqHaTH,/ TPUHHATH)
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II. Match the right and the left columns.

1) Long-distance a) the message
2) personal b) call
3) put down c) engaged
4) the line is d) message
5) telephone e) call
6) a phone f) through
7) to get g) over the phone
8) to communicate h) booth
III. In each line choose one word that doesn’t belong to the

1. To ring, to call, to make a call, to announce.

2. To put through, to cut off, to communicate, to hold on.

3. A general call, an emergency call, a long-distance call, a
telephone booth.

4. The line is busy, the line is free, the line is engaged, the
number is wrong.

5. To speak on the phone, to transfer a call, to communicate
on the phone, to talk on the phone.

IV. Find synonyms to the following words and word com-
binations.
1) To telephone
2) to write down
3) to communicate
4) to book a call
5) to be busy (about line)
6) to put through
7) a telephone book
8) a telephone booth
9) to leave a message
V. Translate the following word-combinations into the
English language.
1) CoinkysaTtucs 1mo TesedoHy — CHiIKyBaTHCA IO TeJaedOoHy
3 TUPEKTOPOM — CHLIKyBaTHCA II0 TejaedOoHYy 3 IUPEKTO-
poM mignmpueMcTBa,
2) IPOBOAUTU MIEePEeMOBU — IMPOBOAUTH OiJIOBi mepeMOBU —
IPOBOAWTH HiJIOBi IIepeMOBUY 3 iHO3eMHUMMU IIapTHEPAMMU,
3) CTBOpPIOBATH BPaKEeHHS — CTBOPIOBATHU rapHe BPaKeHHS —
CTBOPIOBATU TapHe BPasKeHHS IOJA0 CBOIX BMiHb,
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4) nmoO6posMUJIMBE MPUBITAHHA — AOOPO3UUJINBE NIPUBITAHHA
KepiBHUKY BiAminy — moOposuuanBe IPUBiITaHHS BCiM po-
OiTHMKAM HigIpreMcCTBa,

5) BigmoBicTmM Ha MicieBMI A3BiHOK — BiAIIOBiCcTM Ha MiX-
MiChbKUH [3BiHOK — BiANOBiCTH INIBHUAKO HA MiKHapOITHUI
I3BiHOK,

6) mpuitHATH TegeOHHE MOBIJOMJIEHHSA — HOPUHAHATU TeJe-
(¢oHHe MMOBiOMJIEHHS BijJ iHO3eMHOT'0 ITapTHEepa — HPUHAHS-
T4 Tesie(poHHEe MOBiAOMJIEHHS Bin Tese)OHHOrO omeparopa,

7) TO3HAWOMUTHUCS 3 TUM, XTO JI3BOHUTH — MO3HAOMUTHUCS 3
pobiTHHKaMU — IMO3HAOMUTHCA 3 iHO3eMHUMU IIapTHepa-
MU 110 Tesie(oHY,

8) sammcatu TeaedoHHEe MOBiJOMIEHHA — 3amucaTu TesiedoH-
He IIOBiOMJIEHHS BiJ (DiHAHCOBOIO AZUPEKTOpa — 3aIlHCaTHh
TeJaedoHHe IOBiOMJIEHHA Big OyxraJrepa,

9) BRJaIOUNTH iHMOpPMAIIil0 — BKJIIOUYUTH iMeHa THUX, XTO
I3BOHUB, y CIIMCOK — BKJIOUUTH HOBHU MaTepiajg y Jiek-
Iil0 cTapIIoro BUKJagaua,

10) mabpatu HoMep TegedoHY — HabpaTHU HENPABUJIbHUMN HO-
mep TeaedoHy — HabpaTu HoMep TesedoHy Bigmiay Kamapis.

READING
@ I. Read and translate the text «Telephone speech eti-
quetten.
Communicating over the phone is an important part
of conducting business for many people. If you want to create a
good first impression you should:

+ Try to answer the phone on the second ring.

- Answer with a friendly greeting. (Example — “Good Af-
ternoon, IMT Customer Service, this is Sherrie. How may I help
you?”).

+ Smile — over the phone.

+ Ask the caller for their name, even if their name is not
necessary for the call, showing the caller you have taken an in-
terest in him. You may write down his name use it later on in
the conversation.

- Speak clearly and slowly. Never talk with anything in
your mouth, including gum.

+ Lower your voice if you normally speak loudly.
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Keep the phone receiver two-finger widths away from
your mouth.

If you want the caller to wait you can say such phrases:
“Would you mind holding on while I get your file?”, “Can you
please hold on while I see if Mr. Jones is available?”

Transferring a caller:

If the caller needs to speak to another person, transfer
the caller directly to that person, not to the operator.

When transferring a caller, tell him who he is being
transferred to, and announce the caller to the person you are
transferring to.

When taking a phone message for someone, be sure to in-
clude the following information:

Caller’s name and company name,

Date and time of call,

What the call is about,

If the caller wants a return phone call,

Phone number at which the caller can be reached.

Last actions:

Before hanging up, be sure that you have answered all
the caller’s questions.

Always end with a pleasant phrase: «Have a nice day» or
«It was nice speaking with you».

Let the caller hang up first. This shows the caller that
you aren’t in a hurry to get off the phone with them.

I1. Say if the sentences are true or false according to the
text. Correct the false statements.

1) To create a good first impression you should answer the
phone on the first ring.

2) Answer on the phone without a greeting.

3) Smile — over the phone.

4) Speak loudly on the phone.

5) If you want the caller to wait you can say such phrase:
“Would you mind holding on while I get your file?”

6) If the caller needs to speak to another person, transfer
the caller directly to the operator.

7) When taking a phone message for someone, don’t ask his
name.
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8)

9)

Always end the conversation with a pleasant phrase:
«Have a nice day».
You should hang up first.

10) Finishing the conversation, show the caller that you are

in a hurry and you want to run away from him.

IIl. Answer the questions on the text.

1)
2)
3)
4)
5)

6)

Iv.

1.

OU i W N

What is an important part of conducting business for
many people?

What should you do if you want to create a good first
impression on the telephone?

What phrases should you say if you want the caller to
wait?

What should you do if the caller wants to speak to an-
other person but you have taken the phone receiver?
What should you do when taking a phone message for
someone?

What should you do before hanging up?

Make the following sentences from the text negative.
Communicating over the phone is an important part of
conducting business.

I want to create a good first impression.

They put down all the information.

I am putting you through.

He transferred a call.

V. Make a general question and 2 special questions to the
following sentences.

1. T am speaking on the phone now.

2. He is sure of his plan.

3. The caller needs to speak to another person.

4. She always speaks clearly and slowly.

5. I called yesterday at this time.

VI.

Read the following telephone dialogues, underline the

phrases which are typical of a business talk.
A: Good morning. VTS. Which department, please?
B: I'd like to speak to Carmen Diaz in Human Resources,

please.

A: Thank you. Hold on.
C: Hello. Human Resources.
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B: Hello. Is that Carmen Diaz?

C: Speaking.

B: Yes. I’'m phoning about your advert in Careers Now.
Could you send me an application form, please?

C: Certainly. Can I take some details? Could you give me
your name and address, please?

B: Yes. Sure. It’s Christophe Boiteaud, which is B-O-I-T-E-
A-U-D. And my address is...

VII. Read the telephone talk, choose one of two phrases
typical of business telephoning.

Dave: Hi, John. Dave here.

John: Oh, hello, Dave. How are things /| How are you?

Dave: Fine, thanks. Listen, just a quick word / quick question.

John: Go ahead.

Dave: Do you think you could give me / let me have the fax
number for Computer company? I can’t get through to them.
Their phone’s always engaged / busy.

John: I’ve got it here / it is right in front of me. It’s 020
7756 4237.

Dave: Sorry, I didn’t hear / catch the last part. Did you say
42277

John: No, it’s 4237.

Dave: OK. Thanks. Bye.

John: No problem /| Don’t mention it. Bye.

VIII. Divide phrases into two columns: 1) the phrases used
by the caller, 2) the phrases used by the call receiver. Make up
a dialogue with these phrases.

- Could I speak to Laurie Thomson, please?

- I’ll put you through.

- I’m calling about...

- I’m afraid there’s no answer. Can I take a message?

- Could you ask him / her to call me back?

- Yes, this is Ernesto Badia from KMYV.

- Who’s calling, please?

- Can you hold on?

- Could you tell her / him that I rang?

- Could you tell me what it’s about?
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IX. Fill in the gaps with the necessary phrases. Learn and
dramatize the dialogue.

1. A Hello. ..... ...... .. Andrea, please?
B .... ...... she’s not here at the moment. Can I ... a... ?
A Yes, please. ........ ....... Jacques from Intec. ... you .....
her that I won’t be able to .... the training course on Saturday.
She .... ...... ...... back if there’s a problem. I’m ..... 091 498 0001.
B OK. .... Bye.
2. A Hello, ...
B Hello. Is that Jane? This is Peter.
A Oh, ..... How are you?
B Fine. I am calling about ...
A Oh, sorry. I haven’t spoken with my boss about it yet.

Would you like to ...later?
B ....., thanks.
3. A Hello, is that Jane?
B No. Jane ... Can I ....
A Yes. This is ... from.... Could you ask her ...
B Yes. Sure. Good bye.

X. Translate the sentences into English.

1) CoinxkyBamHsa 1o TenedoHy — I BaKJWBa YacTHHA
Oismecy. 2) AKIo XoueTe CTBOPUTU TrapHe BpakKeHHS, B MOBUHHI
BimmoBimaTu gpy:keaiobHo. 3) 3ammTaiTe TOTO, XTO A3BOHUTD,
tioro im’sa. 4) I'oBopute uiTKO i moBinbHO. 5) He poamosigiiTe,
SIKIIIO ¥ Bac B POTi m1ock €. 6) 3auekaiiTe Ha JiHii, TOKU g 3HAKIY
BaIlly mamky. 7) 3amuTaiTe iM’g JTIOOUHY i Ha3BYy HOT0 KOMMIAaHIi.
8) 3BammImiTe gary as3Binmka. 9) 3amnuirite HoMep TesaedOHYy.
10) 3akimuyiiTe po3mMoBy ¢pasoo «Ilobporo Bam muA. [[AKy0 3a
I3BiHOK».

XI. a) Get acquainted with the following phrases. Use
them while making up your own telephone talk.

1. Could I speak to... MosxHa TOTOBOPUTH 3B...
2. I’d like to speak to... §1 6u XOTiB IOTOBOPUTH 3B...
3. How can I help you? YuM s MOMKY JOIIOMOTTH?
4. Which company are you 3 akol KkoMmmnasili Bu
calling from? Tesgedonyere?
5. One moment, please. ITouekaiiTe OMHY XBUJIUHKY.
6. I’m afraid he / she is busy Boroch, BiH (BoHA) 3afiHATA
now. 3apaa.
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7. Would you like to leave 3asuiiTe, Oyab JlacKa,
a message? MOBiJOMJIEHHS.

8. Would you like to call back IlepensBonuTs, Oyab JIacKa,
later? misuinme.

9. I am calling about... 1 Tenmedonyio 3 IpUBOLY...

10. Who’s calling, please? XTO A3BOHUTH, IIEPEIIPOIIYIO.

11. Can I take a message? 1 MoKy mepematu

moBigomMaeHHA?

12. Let me add some I03BOJIbTE HOJATH HEAKY
information irgopmariro

13. The reason I'm calling is... 1 a3BOHIO 3 IpUBOAY

14. Could T confirm your contact | Mo:kHa miATBepaAUTHU BaIry
details? KOHTAaKTy iH(popmalio?

15. Would you let us know your | IToBimomTe mpo Balile pilrieHHS
decision as soon as possible? | akomora mBuaIIIE.

b) Read the description of the business situation, make up
a dialogue (a telephone talk) using the phases given above.

1) Cryment 1: Bu orpumyete n3BiHok Bamomy xoJgesi, Jlopi
Tommcony. Jlopi 3apas Hemae B odici. [laiiTe Bimmosigp Ha
TeseOHHUM A3BiHOK Ta CKaKiTh, 1106 Jlopi mepeasBoHUTE.

Cryment 2: Bu maeTe Hamip BiamTyBaTucsa Ha pobOTy B
peksgamuy xommaHiio «Jlokain Ilmc». 3arenedonyiiTe Tyau Ta
sanuTaiite Jlopi Tommncona.

2) Crynment 1: Bu — Jlopi Tomncoun. 3arenedoHnyiiTe JIOIWHI,
AKa [O3BOHHWJIA 3a PEeKJaMHUM OTOJIOIINEeHHSAM. 3alpoIIoOHYyHTe
mepecJiaTu OJIaHK IJIsI 3aIIOBHEHHS Ta IPOiH(GOPMYITE, IIIO0 CTPOK
BUKOHAHHA — 2 TUXKHI.

CrymenT 2: 3a meAKHii yac Imicjs BaIoro aA3pinka mo «JIokmin
ILnc» Jlopi TomIcoH mepensBOHIOE BaM. 3aluTaiiTe B HBOTO, AK
BM MOJKETe BJAIITYBaTHUCA Ha POOOTY Ta KoJim Tpeba 3alOBHUTHU
BCi TOKYMEHTH.

XII. Make up your own dialogues (telephone talks) on
such topics: a) an appointment of the business meeting, b) a
cancellation of the business meeting, c) changing the date and
the place of the business meeting.

XIII. a) Read the following word combinations and sen-
tences and translate them in your native language.

1. To speak on the telephone
2. to speak on the local
telephone
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. to conduct a business talk

. to create a good impression

. to give a ring

. to book a long-distance

. friendly greeting

Q0 (~J|OY | OV H~ [0

. to transfer a call to a local

office

. to announce a long-distance

call

10.

to take a phone message

11.

to put down the phone
message

12.

to dial a wrong number

13.

to have a return phone call
from the local office

14.

to be sure of the call

15.

to include the information

16.

I am sure that this is a local
call.

17.

The line is engaged.

18.

The line is free.

19.

Hold on, please. I am sorry,
I offer you to call back.

20.

Could I speak to the
employer?

21.

I’d like to speak to the
manager.

22.

I’m afraid the employer is
busy now.

23.

Would you like to leave
a message?

24.

I am calling about
employment.

25.

I am putting you through.

26.

Would you like to call back
later?

27.

Which company are you
calling from?

28.

Leave your message, please.

29.

Have a nice day.

30.

Thanks for calling.
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b) Read the following word combinations and sentences
and translate them into English.
1. Bwubaure, XTO Iie TOBOPUTH?
Cayxaro.
2. TlouekaiiTe Ha JiHii.
3. Jlimisg — zaitHsaTa.
4. Craxirs, Oyab-jacka,
YW MOJKY § IIOTOBOPUTHU 3

IuperTopom?

5. Biu sanimaruii. IlouekaiiTe Ha
JiHii.

6. JIlo6poro gus. UuM MOKY
JOIIOMOITH ?

7. TlouekaiiTe, 3apa3s
TOAUBJIIOCA, YU TUPEKTOP
BiIbHUI.

8. MeHi x0TijIOCS TIOTOBOPUTH 3 ...

OmHy XBUJIWHKY, OyIb-JTacKa.

10. 3aguinre TOBiJOMJIEHHS,
OyIb-JacKa.

11. { moxxy mepematu
noBigomMaeHHA?

12. Jlinig — BisbHA, TOBOPHUTH.

13. o mobGauenus, fo6poro Bam
IHA.

14. {1 moxs3BOHIO BaM micjas o0igy.

15. Byso ay:xe mpueMHO
IIOTOBOPUTH 3 BAMMU.

16. Bu mMokeTe mepea3BOHUTH.

17. 3’eguyIo Bac.

18. He BimaiiTe TpyoOKY.

19. BignosimaiiTe Ha I3BiHOK.

20. 3 akoi Komnauii Bu
Tesedouyere?

21. HabupatiTe HOMED
PaBUJILHO.

22. 'oBOpiTH roJocHirie.

23. Po3’egmyro Bac.

24. TlepeBeniTh A3BiHOK B Miii odic.

25. {1 BoeBHeHUI, 110 IIe
MiKMIiCBKUHN BUKJINK.
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26. Bin BoeBHeHUI, II10 IIe
MiclieBU#l BUKJINK.

27. Bu mabpaJjiz HeBipHHUII HOMED.

28. 3anuniite HOMep TeaedoHy.

29. Jle TenedoH-aBTOMAT?

30. [Iaky:o, 1110 TOA3BOHUJIN.
JTobporo Bam mHs.

XIV. Tell about the telephone speech etliquette.

GRAMMAR REFERENCE
PAST SIMPLE (INDEFINITE) TENSE
(MUHYJIUHA HEeO3HAUEHUIH uac)
CrBepa:xyBajbHa (hopMa

I
We
You II form of the verb (went)
They
He work + ED
She
It
3amnepeuna dgopma
I
We
'I¥}?:y Didn’t I form of the verb
(work)
He
She
It
3amuTtaabHa (popma
3araabpHi 3amUTaHHA
I
We
You I form of the verb
Did They
He (work)
She
It

97




Unit 5

CneniajgpHi 3anuTaHHA

Question words:
What / what kind
Where I
When We I form of the
Why You verb
How Did They
How much/ He (work) ?
How many She
Which It
Whose
‘Whom

3anuTaHHA [0 IiaMeTy
| WHO / WHAT | II form of the verb? |

Typical time expressions used with the Past Simple Tense:

Yesterday (Buopa), the day before yesterday (mosasuopa), ago
(2 days ago) (zBa gui Hazan), last (week) (Muny0rO0 THIKHS), previous
(momepemHiit)

TASKS

1. Open the brackets.

1) I (to study) at the institute last year. 2) You (to work)
there last month. 3) My father (to work) at the bank 5 years
ago. 4) My mother (to work) at the post office last year. 5) He
(to train) the staff 2 years ago. 6) I (to count) the currency.
7) She (to communicate) with the customers. 8) He (to enter) the
University 3 years ago. 9) This junior student (to finish) his test
earlier that the others. 10) The man (to misdial) a call.

2. Change the sentences from Present into Past.

For example, He works in the office. — He worked in the office.

1) They communicate on the phone every day. — Yesterday ...
2) They always work in the morning. — Yesterday they ....
3) We usually conduct our lessons at 9 o’clock. — We .... 4) They
announce the news early. — They ... 5) I listen to the foreign ra-
dio sometimes. — I .... 6) Our staff live in Odessa. — Our staff ....
7) We always support you. — We ... 8) We assist our partners. —
We ... 9) Tom lowers his voice in the office. — Tom ... 10) The
high math lesson finishes at 10 o’clock. — The lesson ....
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3. Choose the necessary verbs and put them in the sen-
tences in the Past Simple: announce, transfer, enjoy, finish,
conduct, open, dial, rain, create, start, stay, want, watch, include.

1) Yesterday evening I .. TV. 2) I ... about the business
meeting yesterday. 3) Bernard ... a new business plan. 4) The
concert last night ... at 7.30 yesterday evening. 5) The speech
... greeting of the General Manager. 6) When I was a child, I ...
to be a businessman. 7) The General Manager .... the talks with
the foreign firm about cooperation on the trade market. 8) We

. our holiday last year. We ... at a good hotel. 9) Today the
weather is nice but yesterday it .... 10) It was hot in the room,
so I ... the window. 11) The weather was good yesterday, so we
... our friends to walk with them. 12) The secretary ..... a call
to the CEQO’s office.

4. Translate the sentences into English.

1) Moi imosemui mapTaepu Kuiau B JIOHZOHI B MUHYJIOMY POIIi.
2) Bin HaBuaBcA B TOPrOBEJIbHO-eKOHOMIUHOMY iHCTUTYTIi. 3) BoHNI
XOAUJIW Ha 3aHATTA Bpauii. 4) MeHem:xep 3 Ipoma:Ky HEBipHO
HabpaB HOMep MiskHapomHoro ogica. 5) I'eHepanbHUI ITUPEKTOP
IpAaIlloBaB 3 paHKy A0 Houi. 6) BoHu 3anumuiancsa B ypAaIOBOMY
dakjazni. 7) Kasmaueii paxyBaB rpomri gipmu Buopa. 8) Bonmu
cuinkyBanuca 1o TejaedoHy Buopa. 9) ToproBuii mpeacTaBHUK
BigmoBiB Ha n3BiHOK. 10) KepiBHUK 3aMOBUB MisKMiCbKUIl BUKJINK.

5. Write down 5 affirmative sentences in Past Simple.

6. Make the sentences negative.

1) I started the meeting. 2) I announced the advertising.
3) We studied at Odessa higher educational establishment.
4) They lowered the voices in the library. 5) The senior stu-
dents wanted to go to Lviv for practice. 6) The international
meeting finished. 7) I communicated with Sales Representative
yesterday. 8) They went to the seminar. 9) The senior teachers
conducted the scientific conference. 10) The Customer Service
Manager worked with the customers the day before yesterday.

7. Translate the sentences into English.

1) Mu He AuBUJINCA IIPOTpPaMy IIPO IeH BUIWI HaBUYAJbHUUI
sakjgan. 2) Bouu He cminkysamuca mo Tteixedony. 3) Bu He
3po0uJIu 3BOPOTHIiI A3BiHOK. 4) IHO3eMHi mapTHEpU He HmpUixaJIu.
5) Crymentu He minmuim B 0OibmioTeky. 6) BoHm He BuUmaucs y
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Iep:KaBHOMY 3aKJali B MUHYJOMY poiii. 7) Mu He sajauiianu
TesedOHHE IOBiTOMJIEHHS T'0J0COBOIO moInToo. 8) KepiBHuk He
BigBigyBaB Hac. 9) f me uyB sanuranud. 10) Bouu He KymyBaau
HOBi KHUTH 3 pPeKJIaMHU.

8. Write down your own negative sentences (not less than
5) in Past Simple.

9. Put general questions.

1) I studied at this higher educational establishment two
years ago. 2) He finished communication on the phone 3 minutes
ago. 3) The staff watched the programme about the changes in
the economic situation of the country yesterday. 4) He put down
the phone message. 5) I dialed the wrong number. 6) She had
three local calls that day. 7) They had a return call yesterday.
8) The freshmen worked hard last semester. 9) The letter includ-
ed the greeting. 10) The senior students wanted to communicate
with the doctors of sciences.

10. Translate the sentences into English.

1) Bu xoguau Ha 3aHATTA B MUHYJOMY ceMecTpi? 2) Bu 3y-
cTpiuanm menerarriio imoseMHuUX mapTHepiB? 3) Bu pobuau moro-
Bigpb mpo iHosemHUI yHiBepcurer? 4) BoHu mumcaam KOHTPOJILHY
po6ory? 5) Bouu po3sMoBIAIM 3 KEPIBHUKOM HaBUAJLHOTO 3aKJia-
ny? 6) Bu :xuiu B ryprokutrky? 7) TenedoHHUA omepaTop mepe-
BiB A3BiHOK B Miii odic? 8) Bu mabpaau meBipuuit momep? 9) Bu
BUBUMJIM aHTJIiicbKy MoBy? 10) Bim crBopuB 6isHec miaam?

11. Write down your own general questions (not less than
5) in Past Simple.

12. Put special questions.

1) I worked at the international plant. — Where...

2) He studied at the trade and economic institute. — Where...

3) Harry arrived at the trade and economic institute late. —
When...

4) She visited her senior lecturer. — Whom ...

5) The foreign meeting finished late. — When ...

6) The freshman returned home early because he didn’t
have classes. — Why ...

7) The staff had telephoning with foreign dealers. — What
dealers ...

8) The international call finished at 2 o’clock. — When ...
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9) The thing cost a lot of money. — How much ...
10) I included this topic into the lesson. — What ...

13. Translate the sentences into English.

1) e Bouwm xuau? 2) Konu Bouu mpuiinin? 3) Koau BoHuM
spanu icout? 4) Ak BoHM Bumaucsa B MuHyJgomy poii? 5) CKinbku
rporreii BoHU 3amaatuau 3a KHuru? 6) e Bim 6auumB mOKTOpa
Hayk? 7) Yomy Bim kynus 110 piu? 8) Koro Bin sycTpiB Ha 3aciganui
IucKyciinoro xkayoy? 9) Yomy Bim 3aTenedoHyBaB 40 iHO3eMHUX
naptHepiB? 10) Koau BiH mepeBiB A3BiHOK B odic mieda?

14. Put questions to the subject. Start with the word “Who
(What)”.

1) The employees went home late. 2) She sold her car. 3) We
bought some useful books. 4) The Customer Service Manager
communicated with the customers. 5) The customers exchanged
the currency. 6) They started their own business. 7) The busi-
ness went well. 8) The machine worked badly. 9) The lesson
lasted long. 10) The topic included some new information.

15. Write down your own 5 questions to the subject in Past
Simple.

16. Translate the sentences into English (questions to the
subject).

1) Xto g3Bouus Buopa? 2) XTo 3anucas HoMep Tesie)OHy IIbOT0
npaniBanka? 3) XTo IpaiioBaB B [bOMY HABUAJILHOMY 3aKJAi ABa
poxu Ttomy? 4) XTto nepegas moBigomiieHHs? 5) XTO OroJIOCUB PO
30opu y aupekrtopa? 6) XTo BiAmoBiB Ha TeaedOHHUI A3BiHOK?
7) XTo npoBoauB TeaedoHHi meperoopu 3 Auraieio Buopa? 8) Xrto
PO3MOBJIAB 10 Tesedony 3 Amonieto micans Tomy? 9) XTo cTBOPUB
rapHe Bpa'KeHHA IIpo Hamry kommaHio? 10) XTo mepea3BOHUB M0
BUII[OT0 HaBUAJLHOTO 3aKjaany lloabri?

17. Answer the questions.

1) Did you work or study yesterday?

2) Did you finish all work last week?

3) Did you announce about the meeting yesterday?

4) Did you speak English yesterday?

5) Did your foreign partners speak English on the phone?

6) Did the chief manager speak with you about the world
economic problems yesterday?

7) Did you exchange currency at the bank yesterday?
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8) Did you go to the international office last Monday?
‘Where did you go?

9) Did your foreign partner leave you a message yesterday?

10) Did you speak on the phone yesterday? Who did you
speak on the phone with?

18. Write down the second form of the irregular verbs and
learn them. Translate them.

Get — , eat — , 80 — , have — .
sell — , buy — , pay — , make — ,
give — , take — , see — , hear — know —

, stand — , understand — , do — .
tell — , put — think — , speak — .
come —

19. Put the sentences with irregular verbs into the Past
Simple Tense.

1) I make a report. 2) I go to the international meetings.
3) He eats vegetables every day. 4) She buys computers for her
firm. 5) I take lessons. 6) They get telephone messages every
day. 7) We understand the senior lecturer. 8) The students stand
up when the teacher comes. 9) I see my progress. 10) I speak
English with my foreign friends.

20. Write down your own 5 sentences with the irregular
verbs.

TO BE (WAS / WERE) IN PAST SIMPLE
(BYB / BYJIN)

CrBepmaxyBansHa popma

He
She
It
We
You were
They

was
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3amnepeuna dgopma

I
;lee was not (wasn’t)
It at work
We
You were not (weren’t)
They
3anuraabHa dopma
3araJjbHi 3anuTaHHA
I
He
Was She
It at work?
We
Were You
They
CneniaJpHi 3anIMTaHHI
Bompoc. CioBa I
What/what kind was He
How She
Where It PS
When at work ?
Why We
How much/ were You
how many They
3anuTaHHA [0 IMiaMeTy
WHO — k10
Was at work?
WHAT — uto

TASKS

1. Open the brackets.
1) I (to be) at work yesterday. I (to be) busy. 2) We (to be)

at the classes last week. 3) They (to be) hungry when they came
to the canteen. 4) You (to be) angry when the students didn’t
learn the material. 5) All the senior students thought that he (to
be) the cleverest student in the group. 6) The employer (to be) a
successful man. 7) The hostel (to be) very old and dirty. 8) The
building (to be) modern and beautiful. 9) The people (to be) real
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professionals in their business. 10) The senior lectures (to be)
satisfied with the answers of the students.

2. Put the verb “to be” in the Past Simple Tense.

1) Where..... the senior students yesterday? 2) When ... the
senior students at the classes? 3) What ... Mr. Bush last year?
4) Why ... the line engaged 5 minutes ago? 5) When ...the line
free? 6) Why ... she sure of her idea yesterday? 7) ...he at busi-
ness meeting last Monday? 8) They ... available on the phone
last weekend. 9) It ... a personal call yesterday. 10) I ... a junior
teacher last year.

3. Write down your own affirmative sentences with the verb
“to be” in the Past Simple Tense (not less than 5).

4. Write down the following sentences in the negative forms.

1) I was an employee of the trade international enterprise
last year. 2) He was a Training Manager last year. 3) He was
successful. 4) She was an experienced employee. 5) She was
hard-working. 6) He was a real professional in his business.
7) They were Sales Representatives. 8) They were good spe-
cialists in finance. 9) Our staff was very friendly and united.
10) This was a diploma of MBA.

5. Write down your own negative sentences with the verb
“to be” in the Past Simple Tense (not less than 5).

6. Put general questions to the sentences.

1) Our company was developing. 2) The enterprise was well-
equipped. 3) The canteen was clean and new. 4) The doctors of
science were very respected people. 5) This trade company was
in London. 6) They were educated people. 7) We were at the
lectures last week. 8) You were in the public institution the day
before yesterday. 9) The customers were in the shop. 10) The
employer was on business trip last month.

7. Put special questions.

1) I was in Great Britain last year. — Where... 2) He was at
the international meeting last weekend. — When... 3) She was
busy exchanging currency an hour ago. — When .. 4) The Gen-
eral Manager was good at making contracts. — Who... 5) The
auctioneer was good at selling things. — Who... 6) The staff were
hard-working people. — What kind of people ...7) The advertis-
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ing manager was serious. — Who ... 8) The dealer was sure of his
words. — Who ... 9) The head of the office was successful with
the negotiations. — What ...10) The employee was responsible for
meeting a foreign delegation. — What?

8. Write down your own questions with the verb “to be” in
the Past Simple Tense (not less than 5).

9. Translate the sentences into English.

1) {1 6yB satimaruii. 2) I 6yB B TOProBebHO-eKOHOMiUYHOMY
imcturyTti Buopa. 3) I He OyB Ha 3acimamuHi mosaBuopa. 4) Mu
OyJiu Ha AijoBi#t 3ycTpiui 3 imosemMmHuUMU mapTHepamMu. 5) Mu He
Oysnu Ha TenedOHHHMX mepeMoBax. 6) BoHu Oyau 3 MOKYIIISAMU.
7) Boum me Oysm B ypamoBiii opranisaiii. 8) Bu Oynu cepitosHi
Ha Jekiii. 9) Bu He Oyam BimmoBimaabHiI 3a 3ycTpiu iHO3eMHUX
crygeutiB. 10) Bim OyB 3 remepanbuuM MeHem:xkepom. 11) Bim
He OyB y Jlonmoni. 12) Boma Oysma Ha kadexapi. 13) Ile me Oy
MicreBuii BUKJIUK 1o TejedoHy. 14) Ile OyB KCTpeHU#A BUKJIHUK.
15) Xto 6yB Ha nbomy nignpuemcTBi? 16) e Binm 6yB mosasuopa?
17) Kosmu BoHa Gysa Ha 3aBomi? 18) Yomy BoHU Oyam 3aiiHATI
Buopa? 19) Ckinbku 6yio rporieii B 6auky Buopa? 20) CKimbku
OyxraiTepiB O0yJi0O B IIbOMY BHUIIIOMY HaBUAJLHOMY 3aKJami?

10. a) Translate the given mini-dialogue into English.
b) Make up your own mini-dialogue (or monologue) using only
“to be” in the Past Simple Tense.

A: TIlpusir, a OyB Ha 3acigaHHi AUCKycilimoro xKjyba Buopa.

B: Ilpusir, a 1 He 6yB TaM, TOMY IO A OyB 3aitmaTuii. S OyB
Ha JeKIii qoKkTopa Hayk 3 Auriii. JIekiig OyJa 3a TeMoi0
npukjaagHoi exomomiku. Jlexiia Oyaa myske KopucHa i
nikasa. BaraTo cTyaeHTiB MoJsoAIuX i cTapmimx KypCiB
OyJ0 TaMm.

A: Tobi momactuao. Hamre 3aciganasa Oyjao He TaKUM
mikaBuM. Byjao 0araTto HemMCIUILIiHOBAHUX CTYAEHTIB,
i 0yB Besukuii mym B ayautopii. Ile sacigamns O6yso
HaMripmuMm B icTopil Bcix 3acimaHb.
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UNIT 6.
BUSINESS TRIP

“He who lives sees much. He who travels sees more”
(Arab proverb)

Basic Vocabulary
Read, translate and memorize the following words and
word-combinations

English Ukrainian

1. Business trip IiJIoBa MOIOPOXK

2. travelling = journey [‘d33:ni] IO OPOIK

3. to travel by air, rail, road, sea | momopo:KyBaTu mOBiTPAM,
3aJIi3HUYHUM,/ aBTOMOOiIbHUM /
MOPCBKHUM TPAHCIIOPTOM

4. traveller MaHJPiBHUK

5. travel destination Miclle Ipu3HAYEeHHA ITOJ0POKL

6. travel services TYPUCTUUHI TOCTYTU

7. to fly (flew — flown) JiTaTtu

8. flight THOJIIT

9. a plane JiTaK

10. a train oIz

11. a liner = ship HacaKMPChbKWI IapoILIaB

12. an appointment 3ycTpiu (mismoBa)

13. to arrange opraHizyBaTHu

14. Tuggage Oarax

15. safety Oesmexa

2. to produce TmoKasaTu, Ipea ABUTHU

3. to be interested to know MIOI[IKABUTUCHA

4. to be obliged OyTu 3000B’A3aHUM

5. purpose MeTa

6. polite BBIiUJIMBUI

7. customs officer MUTHHUHN oditep

8. to check nepesBipaTu
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9.

to be liable to duty

HiI[JIﬂI‘aTI/I OIIOJATKYBaHHIO

10.

duty free

Te, 110 He IiJJIsarac
OINOJATKYBAaHHIO, 0€3MUTHUH

11.

to go through the customs

OPOUTH MUTHUMN OTJIAL

12.

customs regulations

MUTHI IpaBUjIa

13.

to come to an end

HaOJU3UTHUCS OO0 KiHILI

14.

to be tired of

BTOMJIIOBATHUCS BiJ YOr0o-HEOyIb

15. T am looking forward to S Timryca, s mepemuyBaio

16. a double room KiMHaTa Ha ABOX

17. a single room KiMHaTa Ha OJHOTO

18. an outside room KiMHaTa 3 BIKHAMY Ha BYJIUITIO
19. an inside room KiMHaTa 3 BiIKHaMU Ha TOABIp’
20. quiet TUXUH

21. Toud TPOMKMUI

22. to take / engage a room 3HATU KIMHATy / HOMEP

23. to prepare OiArOTYyBAaTH

24. to send HaJaCUJIaTU

25. the charge includes Yy BapTiCThb yBiXOIUTH

26. a receptionist agmiHicTpaTop (y roreJr)

27. to book accommodation 3aMOBJIATY KiIMHATY B IrOTeJi
28. to attend BigBimyBaTH

29. to disturb TypOyBaTHu

30. noise IyM, TaMip

31. to pay in advance IJIATUTHU HaTepesn

32. to put down 3amucaTu
33.a ticket office KBUTKOBA Kaca
34.a single / one-way ticket KBUTOK B OAUH KiHeIb

35

.a return ticket

3BOPOTHiN KBUTOK

36.

a return ticket /
a round trip ticket

KBUTOK TyaW U Hasam

37. a through train MPAMUA 10131

38. to change mepecigatu

39. carriage/coach BaroH

40. compartment KyIe

41. to miss the train OPOIYCTUTHU II0I31

42. to catch the train YCHITH Ha 013

43. speed HIBUIKICTD

44. to reach the place of JicTaTucsa MiCIA IPU3HAYEHHS
destination

45. to check visas mepeBipuTH Bisu

46.

to apply for a visa

3BepTaTUCA 3a Bi30I0

47.

to cancel a visa

cKacyBaTu Bi3y

48.

to deny smb. a visa

BIIMOBUTH Y Bisi
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49. to fill in 3amoBHUTHU (0JaHK, TOIIO)
50. to have a visa-free regime MaTu 0e3BiZ0BUU PEKUM
51. to take off 3JIiTaTH, BiATIPABISATHCS
52. to land IIPUBEMJIIATUCA
53. a boarding card TMOCATOYHUH TaJIOH
54. a delay BiZICTPOUKA,3aTPUMKA
54. a rent OpeHJHa IJaTa, PpeHTa
55. to rent a car OpeHAyBaTU aBTOMOOLIbL
56. a rate Tapud, HopMa
57. a gate BOpOTa, BXif, CTiMiKa

(B aepomopTy)
58. valuable IIHHUM, TOPOTH

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

A visa abroad, a student visa, a tourist visa, to check a
visa, to apply for a visa, to cancel a visa, to deny a visa; customs
/ custom-house, custom-house officer, customs official (inspec-
tor, agent), to go through the customs, customs regulations;
duty free goods, duty free trade, to be liable to duty; to prepare
a business trip, to prepare a tourist visa, to prepare customs
declaration, to prepare a visa-free regime; a receptionist at the
foreign hotel, a successful receptionist, an important reception-
ist, the receptionist is preparing a room for the client.

Task: translate

1. MuTtHUIA/ OIpamiBHUKHT
MUTHUI/ TPOUTH MUTHUHN
OTJIA[/ MUTHI ITpaBuUJja

2. Bisa/ crymeHTCBHKA Biza/
3BepTaTucA IO Bidy/ TypUCTUYHA
Bisa/ ckacyBaTu Bi3y/ BiIMOBUTU
Yy Bi3i/ mepeBipuTHu Bigy

3. He mignaratu
OmOoJaTKyBaHHIO,/ MiIJIATaTH
OIIOTaTKYBAHHIO

4. ToryBaTu Bisy 3aKOpmOH/
TOTYBATH JOKYMEHTH JJIA TAMOMKHi/
TOTYBAaTH iHO3EMHY BAJIOTY
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To check the goods; to check the liner, to check the passen-
gers, to check the currency; to take / engage/ book a room, a
double room, a single room, an outside room, an inside room; a
ticket office, a single / one-way ticket, a return ticket, a round
trip ticket; a ship delay, a train delay, a plane delay, a delay be-
cause of preparing the documents for the business trip, one-hour
delay, to disturb the passengers, to disturb the staff, to disturb
the custom officer, don’t disturb.

Task: translate
1. IlepeBipATu maca:kKUPCbKUHA
JafiHep/ mepeBipATH macaskupiB/
mepeBipATH KBiTKU
2. 3uaru KiMHarTy (Ha ABOX,/ Ha
OIHOTO/ 3 BiKHAMU Ha BYJIUIIO/
3 BiKHaAMU Ha MOABip’s)
3. KButok Tymu it Hasan/ KBUTOK
B OIVH KiHeIb/ 3BOPOTHIN
KBUTOK,/ KBUTKOBAa Kaca
4. Typ6yBaTu macaKupis/
TypOyBaTu KepiBHUKA/
TypOyBaTH agMiHicTpaTopa

To catch a train, to catch a high-speed train, to catch a train
to a foreign country, to catch a plane, to catch a plane to England;
to miss a train, to miss a comfortable train, to miss an interna-
tional train, to miss a plane, to miss a bus; to put down the ad-
dress, to put down the telephone number, to put down the number
of the bus, I am putting down the number of duty free goods.

To pay in advance for the ticket, to pay in advance for a visa
abroad, to pay in advance for an international phone call, to pay
in advance for a single room in the hotel. I paid in advance for
the double room in a 5-star hotel in France.

1. Ycuirtu Ha moisx/ ycmiTu Ha
JiTak,/ ycImiTy Ha MisKHapOTHUHI
aBTO0OYC

2. IlponyctuTtu moismg/
OPOIIYCTUTHU JIiTaAK,/ IIPONYCTUTHU
3aHATTA Yy BUIIIOMY HaBYaJIBHOMY
3aKJIani
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3. 3anmucaTtu KOpPUCHY
iHdopmartito/ samucaTu HOMED
TesedoHy/ 3anucaT KiJIbKiCcTh
TOBapiB
4. 3anaaTUTHU HaAIlepe] 3a KBiTOK
Ha JiTak,/ 3alJIaTUTH Halepen
3a KiMHaATy Ha ABOX/ 3aIlJIaTUTU
Halriepenm 3a Bi3y 3aKOPOOH.

II. Translate the following word-combinations into the
English language.

1) [lisoBa mOXOPOK, 2) KBIiTOK B ofnH OiK, 3) 3aljaaTUTHU Ha-
mepen, 4) me TypOyBaTHu, 5) CTyIeHTChbKA Biza, 6) IPOIIyCTUTH II0-
ism, 7) saTpuMKa Ha TaMOXKHi, 8) 3amucaTu KOpucHY iHdopMmaiiiio,
9) ycmitu Ha Jgitak, 10) kBuTKOBa Kaca, 11) mepeBipaTu KBiT-
Ku, 12) mepecicTu Ha iHImMi moisxg, 13) roryBaTu Bisy 3aKOpHAoOH,
14) roryBaTu KBiTKHU B 0O0uaBa Ooku, 15) ckacyBaTu Bigy, 16) min-
JATaTH OmOJaTKyBaHHIO, 17) OeamuTHi ToBapu, 18) mpamiBHUKU
MUTHUI, 19) IponycTuTH 3aHATTS y BUIIOMY HaBUAJILHOMY 3a-
KJaazni, 20) TpoxXoauTH TaMOKHIO.

III. Match the right and left parts to have correct word-
combinations.

1) To cancel a) free goods

2) to pay b) a visa

3) duty c) duty

4) to catch d) in advance

5) to be liable to e) regulations

6) to go through f) ticket

7) customs g) a train

8) a round trip h) the customs

IV. In each line choose one word that doesn’t belong to the

group.

1. A train, a plane, customs, a liner;

2. A double room, a receptionist, a single room, an outside
room;

3. A student visa, a tourist visa, a business visa, a declara-
tion;

4. To take off, to land, a boarding card, to change the train.
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READING

@ I. Read the text and translate it.
BUSINESS TRIP

Business trips are an important part of doing busi-
ness. Employees of different countries usually go on business
trips. Companies can organise such trips both in and outside the
country. And there are many reasons to go on a business trip:
to sign contracts, to discuss terms of payment or transportation
of goods, to have international language tests, to consult with
foreign specialists, to improve one’s professional skills, to pro-
vide support. Representatives of the different companies usu-
ally make telephone calls in advance in order to meet. A business
trip can be a long term or a short term one. In any case, it must
be carefully planned. After the trip, an employee usually gives
a full financial accounting of the trip to his boss. Business trips
are important because they contribute to the company’s business
relationships and help the company to become successful in the
competitive world market.

Modern people can travel by air, by rail, by sea or by road.
All means of travel have their advantages and disadvantages.
And people choose one according to their plans and preferences.

Of course, travelling by air is the fastest and the most con-
venient way, but it is the most expensive way too.

Travelling by train is slower than by plane, but it has its
advantages. You can see much more interesting places of the
country you are travelling through. Modern trains have very
comfortable seats. There are also sleeping cars and dining cars
which make even the longest journey enjoyable. Speed, comfort
and safety are the main advantages of trains and planes. That is
why many people prefer them to all other means.

Travelling by sea is very popular. Large ships and small
river boats can visit foreign countries and different places of
interest in their own country.

Travelling by car is also very convenient. You needn’t book
tour tickets. You needn’t carry heavy suitcases. You can stop
wherever you wish, and spend there as much time as you like.

When travelling abroad people go to the customs for an ex-
amination of their luggage. As a rule personal belongings may
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be brought in duty-free. In some cases the custom inspector may
ask you to open your bag for inspection.

Business today is international, and business people often
have to travel. On a business trip people meet colleagues and
business partners from different countries. They can have cul-
tural difficulties, because different cultures do things differ-
ently! Management styles also differ from country to country.
It’s often useful when doing business in a foreign land to get
some advice on questions of international business.

I1. Say if the following statements are true (T) or false
(F). Correct the false statements.

1) Business trips are an important part of doing business.

2) Employees of different countries never go on business
trips.

3) Companies organise business trips only outside the coun-
try.

4) There is only one reason to go on a business trip.

5) Modern people can travel by air, by rail, by sea or by
road.

6) Travelling by air is the fastest and the most convenient
way.

7) Travelling by sea is not very popular.

8) You need tour tickets to travel by car.

9) When travelling abroad people go to the financial insti-
tution for an examination of their luggage.

10) On a business trip people meet colleagues and business
partners from different countries.

II1. Answer the following questions to the text.

a. What are the reasons to go on a business trip?

b. Is it important to make arrangements before the trip?

c. What kind of arrangements should you do before the
business trip?

d. What types of business trips can you name?

What does an employee do after the business trip?

f. Why is it interesting to have a business trip? What can
the travellers do except business affairs?

g. How can modern people travel?

h. What is the fastest and the most convenient way of trav-
elling?

[¢)
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12 '

£

2 < <

NEH

aa.

VI.
ab.

ac.

ad.

ae.
af.

ag.
ah.

ai.
aj.

What are advantages and disadvantages of travelling by
train?

What type of travelling is very popular?

Is travelling by car very convenient?

What is it useful to do when doing business in a foreign
land?

. Complete the sentences according to the text.

Employees of different countries usually go on ...

And there are as many reasons to go on a business trip
as there are places to go ...

A business trip can be a long term or ...

After the trip, an employee usually gives ...

These trips are important because they contribute to ...
and help ...

Modern people can travel by ...

Travelling by train is ...

On a business trip people might ...

It’s often useful when doing business in a foreign land
to ...

. Make a general question to the following sentences.

Business trips are just part of doing business.

And there are as many reasons to go on a business trip
as there are places to go.

The business trips are important.

Travelling by sea is very popular.

Travelling by car is also very convenient.

Business today is international, and business people of-
ten have to travel.

Translate the following phrases into your native language.
I’d like an aisle seat, please.

I’d like to sit next to my colleague.

I only have one bag to check in.

I’d like to book a hire car for three days.

Do I need an international driving license?

How would you like to pay?

Do you take credit cards?

Are you paying by cheque / credit / debit card?

A single to Munich, please. Do I need to reserve a seat?
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ak. Is the seat reservation included in the price of the ticket?
al. Do you have a double room for two nights?

am.A non-smoking room please, with a bath and a balcony.
an. We need your credit card number to hold the reservation.
ao. I’m calling from room 21. The TV doesn’t work.

ap. The bed hasn’t been made. I’d like to change my room.
aq. I don’t have any cash on me. That’s OK. You can pay by

credit card.

VII. Match the words and definitions:

1. departure lounge | a) bags that do not go in the passenger cabin

2. delay b) area where passengers wait

3. cabin c¢) connected

4. valuables d) slow down or cause to be late

5. checked baggage | e) security area where you get on the plane

6. attached f) things that you own that cost a lot of
money

7. gate g) get on a plane, train or boat

8. board h) area in the plane where the passengers sit

9. destination

i) a place which is set for the end of a
journey or to which something is sent.

10. insurance

j) a place to live; room, flat, house, hotel
room

11. accommodation

k) money paid regularly for the use of a
room, building, piece of land, etc.

12. rent

1) the price asked or paid for goods or
services.

13. currency

m) a charge or payment fixed according to a

exchange standard scale
14. charge n) agreement by contract to pay money esp.
in case of a misfortune (such as illness,
death or accident)
15. rate o) the process of changing an amount of one

currency for an equal value of another
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VIII. Read and learn words and phrases:

customs / custom-house

MUTHUILA

custom-house officer

OpariBHUK MUTHUIT

customs official (inspector, agent)

MHUTHHUK

customs regulations

MUTHIi IpaBuia

observe customs regulations

AOTPUMYBaTHNCA MUTHHUX IIPDaBUJI

break customs regulations

TMOPYIITyBaTH MUTHI IIpaBumja

customs inspection / customs
examination

MUTHUHA OTJIAL,

customs declaration (entry)

MUTHA JeKJapallis

customs duty

MuTHUR 36ip / MUTO

excise duty

aKIU3HUI 30ip

customs limits (restrictions)

MUTHI 00MeKeHHs

fall (come) under restrictions

HOIaJATU Hif 00MesKeHHs

levy duties (on)

O0OKJIAZATH MUTOM

duty-free / tax-free / tax-
exempt / tax less

TOM, II[0 He OOKJIaJaeThCI MUTOM
abo0 IIoJaTKOM

duty-free quota list

CIIMICOK IIPEMETiB, HO3BOJIEHUX
o 6EBMUTHOTO BO3Y

prohibited articles list

CIIICOK TOBapiB, BBi3 a60 BUBi3
AKUX 3a00pOHEHUH

subject to duty / liable to duty
customable

TOM, II[0 OOKJIAZAETHCA
MUTOM HAJEKHUN MUTHOMY
OIIOJATKYBAHHIO

declaration form

IeKJaparia

international insurance certificate

Mi’KHapOAHEe CTpPaxoBe CBilOIITBO

health certificate

IOBigKa IIPo 340pOB’s

entry visa

Biza Ha B’izm y Kpaimy

exit visa

Bisa Ha Bmisj i3 Kpainu

transit visa

TpaH3UTHA Biza
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IX. Read and translate text B.
CUSTOMS

Customs is an authority or agency in a country responsible
for collecting customs duties and for controlling the flow of
goods including animals, transports, personal effects and dan-
gerous things in and out of a country. Depending on local leg-
islation and regulations, the import or export of some goods
may be restricted or forbidden, and the customs agency enforces
these rules. The customs authority may be different from the
immigration authority, which monitors persons who leave or
enter the country, checking for appropriate documentation.

A customs duty is a tariff or tax on the importation (usu-
ally) or exportation (unusually) of goods.

Customs procedures for arriving passengers at many inter-
national airports have Red and Green Channels. Passengers with
goods to declare (carrying goods above the permitted customs
limits or carrying prohibited things) should go through the Red
Channel. Passengers with nothing to declare (carrying goods with-
in the customs limits only and not carrying prohibited things) can
go through the Green Channel. Canada and the United States do
not officially operate a red and green channel system.

Airports within the EU also have a Blue Channel. The blue
EU arrivals channel is little different from the green one. People
also have nothing to declare, but you are still subject to random
stop checks. You can be stopped by a custom officer suddenly to
be sure that you keep to custom rules and you really don’t bring
any prohibited goods.

As the EU is a customs union, travellers between EU coun-
tries do not have to pay customs duties. They have to pay VAT
and Excise duties only if the goods are sold later in this country,
but these duties will be collected after the process of selling,
not at the border. Passengers arriving from other EU countries
should go through the Blue Channel, where the custom officers
check them for prohibited or restricted goods. In addition, there
are limitations on different tobacco and alcohol products which
the tourists import from other EU member countries.

There are luggage tickets for the passengers’ bags. The lug-
gage tickets for checked-in luggage in the EU countries are
green-edged so they may be identified. The custom policy says
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if you go into a special Channel, you have a legal responsibility
for all your actions.

X. Answer the questions to the text.

1) What is customs? 2) Who is responsible for collecting
customs duties? 3) What things are prohibited to bring into the
country? 4) What does the immigration authority do? 5) What
is a customs duty? 6) What are customs proceedings? 7) How
many channels are there in many international airports? 8) Who
goes to the Red channel at the airport? 9) Who goes to the Green
channel at the airport? 10) Do Canada and the United States
have a red and green channel system? 11) What is a Blue chan-
nel? 12) Do travelers between EU countries have to pay customs
duties? 13) What do the custom officers put on the travellers’
luggage when they check it in? 14) When do you have a legal
responsibility for all your actions in the airport?

XI. Match phrases with proper translation, learn them.

1. Help me fill in the customs a. Y MeHe e peui TiIbKM I
declaration form, please. BJIACHOT'O KOPHUCTYBaHHI.

2. Where can I go through

luggage control? b. XTo 36upae Mmuto?

3. Have you any luggage besides

. c. {1 TyT TiMBKM mpoismom.
this? ¥y polsA

d. Byas sacka, JOIOMOMKITH

4. I have only things for ..
3aIl0OBHUTH OJIAHK MHTHOIL

personal use.

IexJaparrii.
5. Shall I submit... for e. Mera moei moisgku... (aisosa,
inspection? TYypHU3M, 0COOMCTA).

6. It is allowed (not allowed). f. lossonaerrcs (ne

IO3BOJISIETHCH).
7. Are these things liable to g. Yu mi peui oOKIama0THCA
duty? mMuTom?

8. Who is responsible for

collectingduties? h. Bamr macmopr gificuuit mo...

i. [le A MOXKY TIPOHTU OTJIAL

9. Your passport is valid until... Garascy?
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10. How long are you going to
stay in this country?

j. Ckinbku uacy Bu Oygere
3HAXOAUTUCH y Iill KpaiHi?

11. I am only passing through
the country.

k. 9u ¢ y Bac Kpim 1mporo 1me
Garax?

12. I am here on a business visit
only.

1. I xouy momoBxUTH Bi3y.

13. The purpose of my trip is...
(business, tourism, personal)

m. Yu Tpeba MeHi mpexn’ ABIATU
.. IS OoTAaAnmy?

n. ¥ MeHe CyTO JiJioBa IIOLOPOK.

14. I want my visa extended.

XII. Look through the following sample of a customs dec-
laration. Think of the way you can fill it in. Write your infor-
mation in block capital letiers

SAMPLE
Customs Declaration

Each arriving traveller or responsible family member must
provide the following information (only ONE written declara-
tion per family is required):

1. Family NAIE. ... .o ceie e ee e ee ce et ceee cen eecen see cn see con vee enn see ene aee

2. First (Given) NaAme. ...t ieeceieeceecer e teecese eee cen snn see een sanaee

3. Middle Initial(s)//...

4. B1rthDate(day/mo/yr) .

5. Airline/Flight No. Or Vessel Name or Vehlcle Llcense

6. Number of Family Members travelling with You....eueeeeuueee.

6.(a)CountryorCitizenship...

7. (b) Country of Residence... .

8. (a) U.S. Address (Street Number /Hotel/Malllng Address
N U.S)ueeeiieiiiieeennnnns

9. (b) U. S. Address (City) ...

10.(c)U.S. Address(State)... .

11. Countries visited on thls trlp pI‘lOI‘ to U S arrlval

12. The purpose of my (our) trip is or was Business.............

Personal........ccccceenee.nn.
(Check one or both boxes, if applicable)
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13. I am (We are) bringing fruits, plants, metals, food,
soil, birds, snails, other live animals, wildlife products ......
Yes-No...

farm products or, have been on a farm or ranch outside the
U.S...

14. I am (We are) carrying currency or monetary instru-
ments over $ 10.000 U.S., or foreign equivalent ...........Yes-No

15. I have (We have) commercial merchandise U.S. or foreign
(Check one box only) .....Yes-No... .

16. The total Value of all goods, 1nc1ud1ng commerc1al mer-
chandise, I/we purchased or acquired abroad and am/are bring-
ing to the U.S. is: .....(U.S. Dollars)

SIGN BELOW AFTER YOU READ NOTICE ON REVERSE

I have read the notice on the reverse and have made a truth-
ful declaration.

Signature Date (day/month/year).
Communicative practice

XIII. Read the dialogues given below and act them out.
Study the words for better understanding.

1. exchange desk (the bureau de change) (n) — nyHKT 00MiHY

2. certificate — moBigka

3. cash a cheque — oOMiHIOBaTH YeK HA I'POIIli; OTPUMYBATH
T'POIIIi 3a YeKOM
rate of exchange — xypc oominy
notice board — moIka oroJomeHb
cash — roriBka
identification— goxkymenT, AKuii mocBiguye ocody
traveller’s cheques — Typuctuuni ueku (0OMiHifOTBCA Ha
rpoiiti, abo mpuiimaioTca 6e3 00OMiHYy B MarasuHi, pecTopaHi)

9. be (in) valid — 6yTu He (gificHuMm)

10. signature — migmuc.

At the Customs
Dialogue 1

Traveller: Excuse me, how can I decide if I must go through
the red or the green channel?

1% Customs Official: If you have goods to declare, you go
through the red channel. If you don’t have any goods to declare,
you go through the green one.

PN o
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T.: How do I know if I have goods to declare?

1%t O: Well, madam, look at this notice.

T.: Oh, I can’t understand it very well.

I O: If you come here for less than six months, and you
don’t have more alcohol or tobacco than it is allowed, you go
through the green channel.

T.: Oh, I have some alcohol.

1 O: How much have you got?

T.: A bottle of brandy. And I’ve got two hundred cigarettes.

1t O: That’s all right. You’re allowed one bottle and two
hundred cigarettes. Do you have any expensive presents, things
for other people? You have to declare anything which cost over
ten pounds.

T.: Well, yes, I have a watch which costs more than ten
pounds in English money.

1% O: Then go through the red channel. And my colleague
may wish to look inside your luggage.

T.: I see. Thank you.

Dialogue 2

(Traveller goes into the red channel and meets the Customs
official ).

2" Q: Are these two bags with you, madam?

T.: Yes, and thay are mine.

2" O: Do you have any alcohol or tobacco more that it is al-
lowed?

T.: No, I just have this bottle of brandy and these cigarettes.

2" 0: You’re allowed a bottle of alcohol and 200 cigarettes.
That’s all right. Do you have any things which you want to leave
in the United Kingdom?

T.: This watch. It costs fifteen pounds.

2" O: Do you have any evidence of the cost —a bill which
shows what you paid for it?

T.: Yes, I have the bill. Here it is.

2" Q: Thank you. I’ll have a look in your luggage. Would
you please open the bag? Thank you. And I’ll let you know in a
moment the duty you must pay on the watch.

T.: Thank you very much.
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X1V . Put the phrases from the dialogue into the correct

order.
1.

5.

6.
7.

- Hello...! I haven’t seen you for ages. You are the picture
of health! You are so sunburnt and fresh. Where were
you?

- Really? It’s great. As for me I have never been on such
a voyage. How did you like it?

- Oh, it was wonderful. We booked a first-class cabin on
the “Chajka” a very comfortable steamer. We had a nice
2-berth cabin with air-conditioning and conveniences.

- Oh! T have been on holiday cruise. I sailed from Odesa
to Turkey.

- Great! Next summer I’ll spend my holiday in the same
way.

- Hallo ...!

- 15 days.

XV. Read these proverbs, give their Ukrainian equivalents.
Explain what they mean.

1. He that travels far knows much.

2. Poor man’s luggage is always light.

3. Every departure has an arrival.

4. The more in hast, the less in speed.

XIV. The role-play “At the travel agency.”

Task: One of the students is a travel agent, the other — the
customer, who needs advice and full information about the trip.

He wants to know everything:

- the total price of the trip,

- the places and sights they are visiting,

- the length of the trip,

- the type of accommodation,

- the method of payment.

The travel agent wants to attract the client, he gives:
- full information about different travel routes,

- describes their advantages and disadvantages,

- the hotels to stay in,

- the facilities of the hotels,

- shows guide-books about the places to visit.
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XVII. Read the following word combinations and sentenc-
es and translate them in your native language or in English
language.

1. Yu ¢ y Bac xpim 1mporo ime
Oarask?

. I Xouy mpomoBKUTHU Bi3y.

[VSIS)

. Hu Tpeba MeHi npen’ ABIATH
BCi TOKYMEHTHU AJIA OTJIALY?

4. 1 Typucr.
5. d y BigmycTii.
6. Y MeHe CyTO miJoBa IOi3aKa
7. I’m visiting my relatives.
8. I am coming through.
9. This is my first visit.
10. Bam macmopT fmificHuii fo...
11. [Te a1 MOKYy IIPOUTH OTJIAL
oarasky?
12. Here is my transit pass.
13. May I have another customs form?
14. Please help me to fill in this form.

15. IlignsgraTtyu onmoJgaTKYBAHHIO

16. Meni mema yoro

JeKJIapyBaTH.
17. MicraTtuca micisa
IPU3HAYEHHS
18. Yu mi peui oOkIaga0THCA
mMuTtom?
19. This is for my personal use.
20. I have only personal belongings.
21. Must I pay a duty on it?
22. May I bring this in?
23. This is a misunderstanding.
24. I need legal help.
25. That’s all right! You may pass on.

26. CImcok mpeaMeTiB, J03BOJIEHUX
10 0€3MHTHOI'O BBO3Y

27. Car with reserved seats
28. HoTpuMyBaTHUCA MUTHUX
IIPaBUJI
29. 3amMoOBJATH KiMHATy B roresi
30. I am looking forward to
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GRAMMAR REFERENCE
FUTURE SIMPLE (INDEFINITE) TENSE
(MafiOyTHiNT Heo3HaUEeHUH Uac)
Subject + will + I form of the verb

CreepaskyBajbHa (hopMa
I
We
He
She Will work
It
You
They
3amepeuna ¢opma
I
We
He
She Will not (won’t) work
It
You
They
3anuraabHa (hopma
3arajpHi 3alIMTAHHA
I
We
He
Will She Work?
It
You
They
CneniajgpHi mMuTaHHA
Bonpoc. Cnosa I
What/what kind
We
How He
Where .
will She
When
It Work?
Why
You
How much/
They
how many
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IIntanna oo migmera
WHO — k1o, (WHAT) — uto0 Will + raaroa ?
(Who will go?) | (Who will study?)

Typical time expressions used with Future Simple
Tomorrow (3aBTpa), the day after tomorrow (micisizaBTpa), next
day/week/month/year (HacTynuuil 1eHb, TUKIeHb, MicAIlb, PiK), the
following day (macrynuuii neHsn)

TASKS

1. Open the brackets and put Future Simple Tense.

1) He (to be) here soon. 2) The work (to be) ready tomorrow.
3) They (to be) at the station in 30 minutes. 4) I (to know) the re-
sults of environmental protection tomorrow. 5) I (to be) twenty
years old next year. 6) I (to become) CEO. 7) We (to remember)
you. 8) They (to sell) their goods next month. 9) I (to buy) a new
car next year. 10) The enterprise (to begin) to work next week.

2. Write your sentences with the given words in the Fu-
ture Simple.

1) The girl/ pass the exam. 2) Jack / have business corre-
spondence with foreign partners. 3) She /make pictures of her
friends. 4) The weather / be nice tomorrow. 5) He/become a
good accountant. 6) The students /do their tasks in High Math
in time. 8) The Financial Controller/ come to the office. 9) Hu-
man Resources Manager /find new employees. 10) This company
/cooperate with the other enterprises.

3. Put the given sentences in the negative form.

1) You’ll sleep. 2) I’'ll forget. 3) It will happen. 4) You’ll
find it. 5) He’ll sell the goods. 6) They’ll buy the machines.
7) The country will develop the relations. 8) The Sales Manager
will sign the contract. 9) He’ll begin his work. 10) He’ll be re-
sponsible for the operations.

4. Put general questions.

1) She will make a long-distance call tomorrow. 2) They
will make a new deal with the English partners. 3) I’ll go to
the higher educational establishment. 4) This man will be the
head of the foreign company. 5) They will create the best image.
6) The employees will work hard. 7) They will report to the
Managing Director or to the Head of the Sales Department.
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8) He will invest money. 9) They’ll find the contact with the staff.
10) This PR manager will bring new ideas.

5. Put special questions.

1) The scientist will take part in the conference. — Where...

2) dJohn will offer you a great deal. — Who...

3) The company will buy new equipment. — What ...

4) He’ll report to CEO about the circumstances. — Whom ...

5) He’ll be responsible for the work of the department. —
Who ...

6) The employer will sign up the papers. — What ...

7) It will be the duty of the Treasurer. — Whose duty ...

8) He’ll supervise the day-to-day running of the company.
— What...

6. Translate the sentences into English.

1) V mactynHOMYy poiii MmeHi Oyme 25 pokiB. 2) MUTHUK TIpH-
me saBTpa. 3) Bouu OynyTs mepesiparu Bamr Oarask. 4) Bin cra-
He OyxranrepoMm. 5) PobiTHuku mobpe HamuinyTh pesiome. 6) Ic-
MMATU TOYHYTHCA HACTYIIHOTO THKHA. () Mu mobaummocs 3aBTpa
B HAIIIOMy BUIIOMY HaBYaJbHOMY 3akJanai. 8) Bim OGyme Bigmo-
BiganmbHU 3a 1eit Bigmin. 9) KepiBHUK migmwuiiie marepu 3aBTpa.
10) Bouu cTtBOpATH CcBiii caiiT. 11) PoboTomaBelh He mpuiize Cho-
rogui. 12) Iloxymmi moKuMHYTH el marasuu ckopo. 13) Ilparis-
HUKHN OTPUMAIOTh 3apILiaTy 3aBTpa. 14) Bim Oyme xepyBaTu IuM
migmpueMmcTBoM. 15) Boru He OyayTh IPOIIOHYBATH YKJIACTH YTOIY.

7. Write down your own sentences in Future Simple (3 —
affirmative, 3- negative, 4 — interrogative (one general ques-
tion, one question to the subject, two special questions).

CONDITIONAL SENTENCES (TYPE I)
(Y™moBHi peuennda — Ilepuiuii Tum)

IlinpaaHe peueHHA TonoBHe peueHHST
(If-clause) (Main clause)

Present Simple Future Simple
If+migmer+npucynoxk (miecioBo (Will + ocHoBHe gi€ca0BO)
+ (es)) you’ll earn money.
If you work, you will make great progress in
If you study hard, English
If he goes He will take documents.
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1. Complete the following sentences:

1. I will not miss the train if ... . 2. If she books a ticket ... .
3. If my mother is a stewardess ... . 4. If  have money about me. ... .
5. If we have spare time ... . 6. If it is warm tomorrow .
7. 10) If I do all these exercises, . 8. We will join this
voyage if ... 9. If I come to University early, . 10. If she
learns how to make an advertisement, . 11. If he does all
the exercises, 12. They will become professional econo-
mists if . 13. He will start his own business if .
14. The CEO will sign the documents if . 15. They will
get MBA diploma if ,

2. Open the brackets and put the correct form of the verb
according to the model.

M o d e l: If he leaves at twelve, he ...... ( will) catch the train.

— If he leaves at twelve, he will catch the train.

1. If he .... ( to be) attentive, he will not miss the train’.
2. She will buy the ticket for a plane if she ..... (to have) money
with her. 3. If 1 receive any news about our voyage I ..... ( will)
let you know. 4. If I .... ( to know ) the schedule of the trains,
I will ring you up.

3. Put the following sentences according to the model:

M o d e I: He is not so quick; he misses the train.

— If he is quick, he will not miss the train.

1. He is busy; he does not go to reserve a ticket for the ship.
2. The girl does not know the schedule; she misses the bus. 3. He
breaks his bicycle; he does not go to the country. 4. I am tired;
I run around too much. 5. We speak on the topic “Travelling”
badly; we have no practice in English. 6. He is not attentive; he
gets to the railway station in time.

4. Put in the verbs given in brackels in the correct form:

1) If the certificate is not sent in time, the business com-
munity (penalize).

2) If it (not/ be) cold, they will not lit the fire.

3) 1 (give) John your message if I will see him today.

4) Those plants (not grow) if you don’t water them.

5) I will buy that bag if it (be) cheaper.

6) If she (open) the letter, she will be surprised.
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5. Open the brackets.

1. Nowadays travelling by air is ..... (fast) and ...... (conve-
nient) way of travelling.

2. He had an invitation from one of the .......( big) British
firms.

3. So on Wednesday morning he got up ........(early) than
usual as he had to catch an early morning train to Edinburg.

4. This bus was as......as (convenient) any other bus.

5. Trains don’t go so......as (fast) planes do.

6. Translate into English:

1. dxmo a gisHaioca #oro agpecy, s oMy Hamumry. 2. Ko
BOHU CKJIAYTh YCi eK3aMeHU BUaCHO, TO BOHU IOIAYTh B JIiTHIA MOB-
HuM Tabip. 3. IlpalliBHUKM OTPUMAIOTh CTUIIEHIiI0, AKIIO MiAyTh B
0auk. 4. SIKio moroma Oyme Xopollla, MU IIOIIMMO BiAIOYMBATH HaA
mope. 5. fAKimo y Tebe Oyme BirbHUE dYac, g 3aiimy o Tebe. 6. Bouu
KYILIATH HOBI TOBapH, AKINO Y HUX OyAyTh rpoiri. 7. [JupexkTop mpo-
Beme 300pu, AKINO y HBOrO Oyae imdopmairig. 8. fAKmio Bu 3podute
BCe JIOMAIITHE 3aBAAaHHA, BU OyAyTh AoOpe 3HATH HOBUU MaTepiadl.
9. fxio Bu oTpuMaeTe Bi3y, TO moiguTe Ha BigmoumHOK. 10. {1 mo-
I3BOHIO TO0Oi, AKIIIO TWM HAIMIIEI HoMep Tejedoma. 11. Bim pos-
MOBIiCTh TIPO MiKHApPOAHY TOPTiBJIIO, AKINO OyJe 3HATH MaTepiadl.
12. Bouu KyIJIATL HOBI TOBapu, SKIIIO B HUX OyAyTh T'POIIIi.

7. Make up your own sentences using this rule (5 sentences).

DEGREES OF COMPARISON
(Cryneni mopiBHAHHSA)

B anraificekiit MOBi AKiCHI IPUKMETHUKY MAIOTh TPU CTYIEHI
nopiBHAHHA: 36uxaiinull (the Positive Degree), suwuii (the Com-
parative Degree) i nai6uwuil (the Superlative degree).

Y TBOpEHHS CTYIIEHIiB NMOPiBHAHHA NMPUKMETHUKIB

dopma 3BUYANHOIO CTYNeHs NPUKMETHHKA He Mae SAKOroch
crerniajgbHOTO 3aKinueHHA: wide, pleasant, difficult.

@®opmMu BUIOTO i HAWBUIIOTO CTYIIEHiB MOMKYTh OYTU TPOCTUMU
(BOHU yTBOPIOIOTHCA 34 AOIIOMOTOIO 3aKiHUEHb) i CKJIagHUMU (BOHU!
YTBOPIOIOTHCA 3a JOIIOMOTOIO0 CIYKOOBUX CJIiB).

IIpocti (hopMu BUITIOrO i HAWBUIIOrO CTYIIEHIB YTBOPIOIOTHCA JO-
JaBaHHAM 3aKiHUEHb -er (IJIs BUILOTO cTyneHs) i -est [ist] (mia watiBu-
IIIOTO CTYIIEHs) 0 )OPMU 3BMYAMHOTO CTYIIEHS MPUKMeTHUKa. Ilepen
MIPUKMETHUKAMU Y HAWBUIIIOMY CTYIIEHI CTOITH O3HAUEHUI apTUKJIb.
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3BUUYAWHUN CTYHiHb Buimuii crymian HaiiBumuii cTyminb
cold colder (the) coldest
ITpu yTBOpPEHHI mpocTHX (OPM BUIIIOTO i HAWBUIIOTO CTYIIEHIiB
CJiO mOomep:KyBaTH TaAKUX IIPABUJI:

1) OgpHOCKJIamOBI TPUKMETHHKUW, SAKi B3aKiHUYIOThCA Ha
ONHY IIPUTOJOCHY 3 MOMEepPeaHIiM KOPOTKUM TIOJOCHUM 3BYKOM,
MMOABOIOIOTh y HAINMCAHHI KiHIIeBY NOPUTOJOCHY Yy BHIIOMY i
HAUBUIIOMY CTYIEHAX:

big — bigger — (the) biggest
hot — hotter — (the) hottest

Y Bcix iHMIEX BUIAAKaX IMOJBOEHHSA He BimOyBaeThCA:

sweet — sweeter — (the) sweetest
cool — cooler — (the) coolest

2) IlpukmeTHMKHW, #AKi 3akiHUyloThcA Ha OYKBYy -y 3
MIOTIEPEIHBOI0 IIPUTOJIOCHOIO, Y BUIIOMY i HaWBUIIOMY CTYIIEHSIX
3MiHIOIOTB y HA i:

easy — easier — (the) easiest
happy — happier —(the) happiest

Axmo kiHmeBilt OyKBi -y mepenye rojocHa, To Iiei sminu He
BimOyBaeThCA:

gay — gayer — (the) gayest
3) IIpukMeTHUKY, AKi 3aKiHUYIOTbCA y 3BUYAMHOMY CTYIIEHi
Ha HiMe -e, OIYyCKaIOTh HMOT0 y BUINOMY i HAWBUINOMY CTYIEHAX:
large — larger — (the) largest
white — whiter — (the) whitest
4) ¥ npukMeTHUKIB strong, young i long nepep 3akiHueHHAMU
BHUIIOTO i HAWBUINOTO CTYIIEHIB BUMOBJIAETHCA 3BYK [g]:
long — longer — (the) longest
strong — stronger — (the) strongest
young — younger — (the) youngest
Y mpuKMeTHUKIiB, AKi 3aKiHUyoThCcA Ha OYKBHU -r, -re, IIepen
3aKiHYeHHAMHU BHUIIIOTO i HAWBUINOrO CTYHEHIB BUMOBJIAETBHCSH
3BYK [r]:
clear — clearer — (the) clearest
pure — purer — (the) purest
IIpocTi ¢popMm BHINOro i HAWBUINOIO CTYHEHIB MAalOTh TaKi
OPUKMETHUKHN:
1) yci ogHOCKJIaAOBI IPUKMETHUKH;
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2) IBOCKJIAIOBI NPUKMETHUKU, AKi 3aKiHuylOThCA HaA -y, -er,
-le, -ow:
happy — happier — (the) happiest
clever — cleverer — (the) cleverest
simple— simpler — (the) simplest
narrow — narrower — (the) narrowest
CrinagHi hopMHU BHUIIIOTO i HAWBUIIIOTO CTYIIEHiB YTBOPIOIOTHCA
IOmaBaHHAM CJIy:KO00BuX ciaiB more i (the) most g0 3Bmuaiinoro
CTyIeHA MPUKMETHHUKA.

3BHYAHUI CTYNiHB Buimmii erynmias HajiiBumuii cTyninb
useful more useful (the) most useful
beautiful more beautiful (the) most beautiful

CxianHi ¢opMM BHIIOTO i HAWBUINOTO CTYIEHIB yTBOPIOIOTH
TaKi MPUKMETHUKU:

1) yci 6ararockimamosi (Ti, I1T0 MalOTh OiJNBINT AK ABa CKJIAIN)
MIPUKMETHUKN:

beautiful — more beautiful — (the most) beautiful

2) IBOCKJIaIOBI MPUKMETHUKHU, IKi He 3aKiHUyOThCS Ha -y,
-er, -le, -ow i MarTL HaAroJocC Ha IEPIIOMY CKJIAMTI:

careless — more careless — (the) most careless
useful — more useful — (the) most useful

VYei iHmIi ABOCKIaM0Bi IPUKMETHUKHN MOMKYTH YTBOPIOBATHU
CKJIATHI (POPMU HOPAJ 3 IPOCTUMU.

3) yci mTpUKMeTHMKM, #AKi 30iratoTbea 3a (GOpMOIO 3
TieMPUKMETHUKOM TemepinmunLoro abo MuHyJoro dYacy (To6To
3aKiHuyOThCS Ha -ing Ta -ed):

loving — more loving — (the) most loving
pleased — more pleased — (the) most pleased
tired — more tired — (the) most tired

HesaKi IpUKMETHUKY YTBOPIOIOTH BUIINHN i HAWBUIITUHA
CTYIIeHi MOPiBHAHHSA He 3a 3aTaJbHUMMU IIPAaBUJIaAMU, HATIPUKJIAMI:

3BUYAHNIN CTYHiHb Bumruii crynins HaijiBuimuii cTyminb
good better (the) best
XOPOIITUH Kparmui HaWKpalui
bad worse (the) worst
noraHu ripmui HaWripuIuii.
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little

less

(the) least

MaJeHbKUHA

MEHIINHA

HalMeHIIni

HeAaKi mpucaiBHUKY MaIOTh 10 ABi (h)OPMU BUIIOTO i HAWBUIIIOTO
CTYIIEHIB, AKi pisHi 3a cBOIM 3HAUEHHAM.

3BHUATHUIT Buuruii crymins Haiipuiuii cTynmiap
CTYIiHb
old — 1) older — 6isbIm crapuit, | 1) the oldest — camwmii
cTapuii crapimwmii; crapmuii (3a ...) | cTapuii, cTapIInii,
2) elder — crapmmuii (y HalicTapimmi
cim’i) 2) (the) eldest — cammit
crapmuii y cim’i
late — 1) later — Ginbm miswii 1) (the) latest — cammit
misHil 2) latter — ocrauwniii 3 misHiil, ocTaHHi# (3a HacoMm)
IBOX (IO MOPSAIKY) 2) (the) last — camwuii
OCTaHHIi# (110 TOPAAKY);
MUHYJIUHA
Far — 1) farther — 6inbia 1) (the) farthest —
IaJIeKui, IanbHiN (masekwuii) (Ipo caMuyl JasbHiN (mamexuin)
TaJIbHIiT BimcTaHb) 2) (the) furthest —
2) further caMuil JajeKuin
(a) 6imbIT manbpHIiN
(mamekuii) (Ipo BifCcTaHb);
(6) manpIuii, HACTYIHUNA
(o TmopAIKY)

TASKS

1. Make comparative and superlative degrees.

1) Hot, 2) successful, 3) small, 4) short, 5) loud, 6) cold,
7) interesting, 8) little, 9) good, 10) old, 11) honoured,
12) available, 13) useful, 14) happy, 15) responsible, 16) powerful,
17) dangerous, 18) fast, 19) fat, 20) far.

2. Open the brackets and put the correct form of degrees
of comparison.

1) This cake is (delicious). 2) This country is (big) than that
country. 3) This river is the (long) river in the world. 4) What
is the name of the (high) mountain in the world? 5) What is
(large): the USA or Africa? 6) This girl is the (beautiful) of all
in our class.
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3. Put the necessary degree of comparison in the gap.

bad The worst
dirty The dirtiest
older The oldest
weak weaker
horrible The most horrible
wonderful More wonderful
silly sillier
big bigger

4. Translate the words and put the correct form of degrees
of comparison.

1) BestuKMit — OijIbIlte — HAWOIMBININI, 2) MAJTeHbKUI — MEHIIIe —
HaWMeHIIINI, 3) HOTaHWH — ripiie — Halripinuii, 4) BUCOKHWH — BUIIIE —
HaAWBUIIUN, ) KpaCUBUH — rapHiIlle — HallKpacuBiIuii, 6) rapaamii —
OiJBINT rapAYNil — cCAaMUH rapsaunii, 7) HeOesmeuHuil — OiabI Hebes-
MeuyHnil — HaliHeOe3meuHinnii, 8) KOPUCHUN — OiIbIII KOPUCHUIT —
HallKopucHimmuii, 9) cunabHUN (IOTYKHUI) — CUJBHIIIUN — Hail-
cusbHimMi, 10) yemimanit — GBI YCHINTHUEA — HaWyCITi MITHI T,

5. Translate.

A. 1) Ham gupekTop — HaWpoO3yMHIiIlIa JOAWHA B KOMMIAHIi.
2) s dpimancoBa ycTaHoBa — cama ycrinraa. 2) Hamri npamiBHUKYT —
yemimnrai groau. 3) Hamr mepconan — po3yMHIIIMWHA, HisK BaIll mep-
coHaj. 4) IIi moxkynmi — ma#kpami. 5) Ili BuuTesni — 3acay:xeHi.
6) Ila mOBa cTpaxoBa KOMIIaHisA — Kpaia, HisK crapa. 7) ILla 6y-
IiBis — Hauripma B micti. 8) Ileit Toprosuii 6aHK — HaWJAJIbIINUN.
9) et crapmuii BuKJgagau — Hacrapimuil B incturyti. 10) et
BUEHUI — HaAWI[iKaBilIa JIOAMHA B I[OMY HaBYAJBLHOMY 3aKJali.

B. 1) Ile#t mencitinuii ¢oHA — HamiiHuii. A Toil meHciiiHmit
dong — 6inpin Hamitiauwit. 2) Moi mpaliBHUKY — JOCBigueHi Jiomu.
A mpamiBHUKHM Moro 6aTbka — O6inbi mocBigueni. 3) Ileit mparris-
HUK — HaumoJommmui B Hamriit kommaHii. 4) I1i omanui 6aHKM —
HauKpamnli B YKpaini. 5) Hamra kpaina — mHaiikpacusima. 6) Ila
pobora — mamkparmia. 7) Ili gitu — Haimenmri B rpyni. 8) i minwi
namepu — Hangopo:xkdi. 9) Pobora MeHemsKepa 3 peKJIaMU — BaiK-
ausa. 10) ITi ToBapu — kopuchi. 11) Ile maitHo — BakIuBiIIe, Hi¥K
MalHO, fKe 3HaXOoAUThCcA Ha migmpumemctBi. 12) Ileit BueHuit —
HavBigoMimuit B iHCTUTYTI.

7. Write down 6 your own examples of adjectives in degrees
of comparison.

131



Unit 7

UNIT 7.
BUSINESS ETIQUETTE FOR INTERNATIONAL
COMMUNICATION

“To do business worldwide it isn’t enough just to under-
stand and apply a universal business model. You also have to
understand the culture of the people you are dealing with”

B. Tomalin (specialist in international communication) and
M. Nicks (writer).

L%&m&'a/mf
BUSINESS ETIQUETTE

Basic Vocabulary
Read, translate and memorize the following words and
word-combinations.

English UEkrainian

1. Business etiquette [“etiket] IiJIOBUN €TUKET

2. polite (politeness) BBiusimBu# (BBiUJIMBiCTBH)

3. relationship [rile1f(o)n[ip] B3a€MOBiTHOCMHU, CTOCYHKU

4. to respond - BigmoBimaTu

5. to improve [im’pru:v] MOJIIIIITyBATH, MOKPAII[yBaTH

6. environment [mn’varonmont ] cepeloBUIIE, OTOUEHHSA

7. formal / informal oimintamy /HeodininHuM,
HedOopMaJTbHUHI

8. to avoid YHUKATU

9. rude rpyouii

10. respect HOBaKaTu

11. bad language/ manners JUXOCJIiB s, MOTaHI MaHepu

12. survey [‘s3:ver] OIJIfAJ, aHKeTyBaHH,
ONIMTYBaHHA

13. reason OpUYMNHA; HicTaBa

14. to include MicTuTH, BKJIIOUYATH,
OXOILTIOBATHU

15. to distract BimBOJiKaTu, 30MBATH 3
MaHTEJIUKY

16. research IOCJIIIKeHHS
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17. to encourage [mn’karidz ] minbagbopIOBaTU, MiATPUMYBATH,
CHOHYKAaTH

18. to believe BBayKaTH, BIpUTH

19. courtesy [‘k3:tosi] BBIUJIMBiCTh, YeMHICTb,
1100’ A3HIiCTH

20. stuffy NYIIHU; HelliKaBui

21. to invest money BKJIAZaTU KOIITHU

22. impact BILJIUB

23. acceptable TiAXOmAIUHI

24. impression BpaKeHHs, BILIUB

25. to influence BILIMBATHU

26. success [sok’ses] yCmix

27, failure [‘feiljo] HeBJaua, HEYCIIiX, IIpoBaJ

28. vice versa [vaiso ve:so] HaBIaKU

29. mutual [‘mju:fudI] B3aEMHUH, CHIIBHUN

30. trust IoBipa

31. effectively [r’fektivli] eeKTUBHO

32. opinion IYMKAa, OTJIAI

33. to express BUpAaXKaTHu, BimoOpaskaTu

34. to apply [o’plai] 3BepTaTUCA 3 MPOXAHHAM,
IIPOCUTH

35. arrogant TOPAOBUTUHN

36. hierarchy [‘harora:ki] iepapxia

37. to consider OyMaTH, BBasKaTH

38. to cooperate cuiBpobiTHMUATH

39. attitude BIOHOIIIEHHSA

40. to prosper mpoIiBiTaTn

41. selfish eTOICTUYHUNN

42. undisciplined HeIUCIUILIIHOBAaHU

43. appropriate BIAMOBimHME, IMiAXOIAIITUHT

44. to promote IpocyBaTHU, HiABUIIYBATHA B UMHI
a00 3BaHHIi; CIPUATHU

45, trait XapaKTepHa puca; 0COO0JIUBICTH

46. honesty [‘onisti] YeCHICTh

47. to refer CTOCYBATHUCS

48. to allow [2’]au] I03BOJISITH

49. passionate IPUCTPACHUN, HAJKUH

50. self-confident CaMOBIIEBHEHUH

LANGUAGE WORK
I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.
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To make contacts, to keep/stay in contact with, to come into
contact with; to improve the working environment, to improve
relationships, to improve English, to improve higher education-
al establishment.

To arrive in time, to arrive late, to arrive at a decision, to
arrive at the state University; to avoid bad language, to avoid
bad manners, to avoid Chief Executive Officer, to avoid Board
of Directors; to answer a call, to respond to a call, to make a
call, to give a call, to get a long-distance call.

Task: translate
1. (HanmaroguTtu,/ minTpumyBaTu/
VBIiAITH V) KOHTaKT
2. ITokpamtutu (poboue
cepenoBuIlle/ CTOCYHKU,/ 3HAHHSA
aHTJIifiIcCbKOI MOBU)
3. IlpuiitTu (misHO/ BUAcHO, IO
pimresss )
4. YHukatu (moraHux mMaHep/
JMXOCJiB’s1/ cuTyarrii)
5. (BigmosicTu/ 3pobutu/
OTDI/IMaTI/I) ,I[SBiHOK

1) Restore the letters of the words:

Impr-ve, env-ronment, to avo-d, r-spond, dec-sion .

2) Write down the words having only the first and the last
letters:

B - t,i----- e,a---d,d------ n,r------ d.

To distract people, to distract attention, to distract atten-
tion of the Managing Director, to distract attention of the se-
nior lecturer, to attract attention, to attract the staff, to attract
the employer, to attract the junior students.

To forget good manners, to introduce good manners, to sup-
port good manners, to be proud of good manners, to improve
manners, to be bad-mannered at work, the reason for bad man-
ners, to avoid bad manners.

To encourage people, to encourage the careful thought, to
encourage polite manners, to encourage employees, encouraging
news; to turn off mobile phones, to turn off the light, to turn on
the TV, to turn on the radio.
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Task: translate
1. BigsepuyTu (yBary,/ awogeii),
IPUBEPHYTHU yBary
2. (3abyTu/ mpoaBuTH,/
HOKPAIIUTH) MaHepu
3. IligTpumyBaTtu (JIromei,
IYMKU, BUEHUX), IIig0aab0pIor0ui
HOBHUHU
4. BumknyTHu (TenedoH/ cBiTio),
BBIMKHYTH TeJIEBi3OD

1) Restore the letters of the words:

Distra-t, attent-on, bad-man-ered, enc-urage, d-scourage,
t-rn on.

2) Write down the words having only the first and the last
letters:

A------. nr----n,d-------- e, t--n.

To be polite, to be impolite, to show politeness; to develop mutu-
al trust, to develop mutual understanding, to develop mutual friend-
ship, to have a mutual friend; to keep to rules, to follow standard
rules, to use rules, useful rules, key rules; to use the appropriate
business etiquette. A proper business etiquette allows to show re-
spect for the workers. A business etiquette has a great impact.

Task: translate
1. Byru BBiunuBUM (HeBBiUIM-
BHUM), IPOSIBUTH BBiWJIMBiCTH
2. Po3BuBaTH; B3aEMHY IOBipy
(B3aeMHY apy:K0Y), MaT B3aEM-
HOTO Ipyra
3. IIpaBuna (crangapTHi,
KJIT0O4OBi), (BiKUBaTH,
JTOTPUMYBATHChH) IPABUJI
4. JlinoBuii eTUKeET (IO3BOJISIE
OPOABJATH IIOBATy OO0 POOITHU-
KiB/ Mae 3sHaUHUI BOJIUB,/ IIPU-
BepTac yBary)

1) Restore the letters of the words:

Impol-te, mut-al, appl-, appropr-ate, etig-ette, impa-t .
2) Write down the words having only the first and the last
letters:
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II. Match the right and the left columns.

1) to encourage the mobile phone

2) to distract impact

3) to improve workers

4) to turn off people

5) to develop rules

6) to avoid the working environment

7) to apply mutual trust

8) a dramatic bad manners
III. In each line choose one word that doesn’t belong to the

group.

1) rude, stuffy, bad-mannered, impolite;
2) courtesy, politeness, etiquette, impact;
3) communicate, answer, reply, respond;
4) regularly, commonly, rarely, often.

IV. Find synonyms to the following words and word com-
binations.
1.To respond
. to _make new contacts
. to distract
. to turn off
. to improve
. to avoid
. stuffy
. courtesy
. bad-mannered

V. Translate the following word-combinations into the
English language.

1) HamaroguTyu KOHTAKTHU — HAJAroAUTHU KOHTAKTU Ta B3a€EMO-
BiJHOCHMHU Ha POOOTi — HaAJIATOOUTH KOHTAKTH TAa B3a€MOBiJHOCH-
HU 3 TiJIOBUMU IIapTHepaMu Ha PoOOoTi,

2) mokparmuTu poboue cepemoBUIlle — MOKPAIIUTH poboue ce-
PeIoBHUINE Ta CTOCYHKM — MOKPAIUTU PoOoUe cepeloBHUIIle Ta CTO-
CYHKU 3a JOIIOMOTOIO0 HOOpPUX MaHep Ta eTHUKeTy,

3) mpuiTH BYACHO — IPHUUTH BYACHO HA 3YyCTPiU — IPUUTU
BUACHO Ha 3yCTPiu 3 cHiBpoOiTHMKAMU,

4) YHUKHEHHS IIOTAHMX MaHep Ta JIUXOCJIB’S — YHUKHEHHS
HOoraHX MaHep Ta JUXOCJIB’A MOKe MaTH 3HAUHUN BILJIUB —
VHUKHEHHS IIOTaHMX MaHep Ta JUXOCJiB’S MOKe MATH 3HAUHNIH
BILINB Ha MOKpPAI[eHHsA CTOCYHKiB Ha po0OoTi,
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5) BimmoBigHUI MiloBUIT eTUKET — BiAHOBigHUN mMioBUil eTU-
KeT Ta moOpi MaHepu — BiAHOBiAHMI MiJIOBUI e€THUKET MGO3BOJISAE
MIPOABJIATH IIOBAary 0 POOITHUKIB,

6) IiOBMIi €TUKET — JiJIOBUM €TUKET CIIOHYKAaE JIoAei — A1TOBMii
eTUKET CHOHYKAaE JIIoAel OyTH BBIUIMBUM TAa BUMUKATU TeJiedoHM,

7) IOTPUMYBAHHS IPABUJ — JOTPUMYBAHHS CTAHZAPTHUX IIPa-
BUJI BBIiUJIMBOCTI — [OOTPUMYBAHHS CTAHZAPTHUX IIPABUJ BBiU-
JUBOCTi ITOKa3ye moBary 1o iHIIuX,

9) BigmoBizaTH Ha M3BiHOK — BiAmoBimaTu Ha A3BiHOK mmim uac
3ycTpiui — BifmoBimaTy Ha A3BiHOK IIig uac 3ycTpiui osHauae, II10
3yCTpiu He BaKJIMBA,

10) BuMKHeHHS TesiedOHY — BUMKHeHHA Tejae)OHY He BimBo-
JiKae yBary Jiojeil — BUMKHeHHA TejedoHY He BigBoJIiKae yBary
JIoAen mijx vac miJioBOi 3ycTpiui.

READING

@ I. Read and translate text A. Good and bad manners at
a workplace.

Etiquette is the name we give to the rules being polite
in a social group. Business etiquette is important for people who
often have to make new contacts and build relationships in their
work. Politeness can also help to improve the working environ-
ment for people in the same office. Some cultures and situations
are formal, which means that we have to follow rules; other
cultures and situations are more informal.

Most office workers say they are rude or bad-mannered at
work. Two out of three workers regularly arrive late for meet-
ings, most ignore emails and three out of four use a bad lan-
guage. In a survey of 1,000 workers, two-thirds say that pres-
sure of work is the reason for their bad manners.

Other common examples of bad office etiquette include ig-
noring colleagues and answering mobile phone calls during meet-
ings. Using mobile phones in meetings is impolite and distracts
others. If you respond to a call when speaking to somebody or
during a meeting, it means that the phone call is more impor-
tant than the person or a meeting.

It is easy for people to forget their manners in the working
environment, which is often very informal and very busy. Work-
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ers can forget a proper etiquette such as introducing people at
meetings, and this is often bad for working relationships.

Psychologist Dr Colin Gill believes that people are not as po-
lite as they were twenty years ago. He said: ‘Courtesy is no lon-
ger something that is so much respected in our society.” People
think it is ‘stuffy to be polite or formal.’

Now some organisations are actually investing money in train-
ing their junior managers to be polite. They encourage people to
arrive on time for meetings, turn off mobile phones and avoid bad
language. Avoiding bad manners at work is such a simple thing to
do, and it can have a dramatic impact on improving your working
environment and your relationships with others.

Read and translate text B. How to be polite?

In the business world, it is people that influence your suc-
cess or failure. If you feel comfortable around someone and vice
versa, better communication and mutual trust will develop.
Business etiquette helps you to present yourself effectively.

There are different opinions about what is polite or impolite.
Different cultures express politeness in different ways. Even in
the same country, there may be different views about what are
good manners or bad manners. But the same rules apply every-
where. Politeness is about showing respect for others. It means
thinking about other people’s feelings.

In formal situations, we follow standard rules for politeness.
In business, we are usually polite when we make new contacts,
meet customers or people from other companies. Politeness is
often linked to status. We are usually more polite to people
above us in the organizational hierarchy. In today’s working
environment, most managers show respect for their workers.
They might say, “We really need to send the report as soon as
possible. Could you please do it today?’ If you consider other
people’s feelings, they are usually more willing to work hard, to
help and to cooperate.

There are some key rules upon which good business etiquette
is built. Your manners and attitude will speak about you. Your
relationship is unlikely to prosper with selfish and undisciplined
people. Appropriate business etiquette promotes positive traits.

A reputation and honesty are of great importance. Your char-
acter refers to what you as an individual bring to the business
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table. Proper business etiquette allows you to use your positive
qualities. For example, try to be passionate and not emotional or
self-confident without being arrogant. Be diplomatic! Business
etiquette encourages the careful thought of the interests of oth-
ers and choosing acceptable forms of expression.

Appearance is one of the most important things. Dressing
appropriately, standing and sitting in the right place at the
right time, looking presentable are all elements in making a
good impression. Business etiquette teaches you how to suitably
present yourself and what to avoid.

For the international business person business, etiquette
acts as a key. It locks the doors of poor communication and
misunderstandings and opens doors to successful business rela-
tionships.

I1. Say if the sentences are true or false according to the
text. Correct the false statements.

1) Bad manners help to improve the working environment
for people in the office.

2) Using mobile phones in meetings is very polite for work-
ers.

3) Now people are more polite than they were twenty years
ago.

4) Proper etiquette includes ignoring colleagues and an-
swering mobile phone calls during meetings.

5) Many companies encourage people to avoid bad manners
at work.

6) Avoiding bad manners at work is a difficult thing to do.

7) We should follow standard rules for politeness in busi-
ness.

8) Most managers don’t show respect for their workers.

9) With proper business etiquette you can use your best
qualities.

10) Business etiquette shows you how to present yourself
and avoid bad manners.

II1. Answer the questions on the text.

1. What is etiquette?

2. What reason do office workers give for their bad man-
ners?
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What can help to improve the working environment for
people in the same office?

What do common examples of bad office etiquette in-
clude?

Is it easy for people to forget their manners in the work-
ing environment?

Are people today more polite than they were 20 years
ago?

What influences your success or failure?

How does politeness mean?

What are some key rules upon which good business eti-
quette is built?

What does etiquette open in business?

. Are business people in your country easy-going or more

formal? What do they usually wear to work?

. Do most business people in your country have a long

lunch at a restaurant or do they eat a quick sandwich?

. Make the following sentences from the text negative.

Politeness helps to improve the working environment.
They encourage people to arrive on time for meetings.
Your manners and attitude will speak about you.
Proper business etiquette allows you to use your posi-
tive qualities.

Business etiquette opened doors to successful business
relationships.

V. Make a general question and 2 special questions to the
following sentences.

1.

2.
3.
4.
5.

VI.

Many companies invested money in training their junior
managers to be polite.

Appropriate business etiquette promotes positive traits.
Politeness means thinking about other people’s feelings.
Politeness is often linked to status.

There are some key rules upon of good business etiquette.

Complete the following sentences with the words from

the box.

Feelings, improve, respond, investing, etiquette, courtesy, respect,
hierarchy, rules, status
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9.

is the name we give to the rules being polite
in a social group.
Politeness can also help to the working environ-
ment for people in the same office.
It is impolite to to a call when speaking to
somebody or during a meeting.
Politeness is showing for others.
It means speaking about other people’s
In formal situations, it is a good idea to follow standard

when making new contracts.

Politeness is often linked to
We are more polite to people who are above us in the
organizational
Now some organisations are money in training
their junior managers to be polite.

is no longer something that is so much re-
spected in our society.

VII. Read the following dialogues, underline the phrases
which are typical of the business talk. Make your own conver-

sation.

- Good morning. Can I introduce my colleague? This is Jane
Duncan.

- Pleased to meet you. How are you?

- I am fine, thanks.

- Would you like to join us for lunch this evening?

- That would be very nice. Thank you!

- You are welcome.

- Is it OK to park in front of the office?

- I am sorry, it isn’t allowed. You can use the car park
at the back.

- Thank you very much for your help.

- That’s all right.

- Would you like some coffee?

- Do you have any tea?

- Yes we do. Do you take milk or lemon with sugar?
- No thanks.

- Can I have a soft drink?

- Yes of course. We have some orange juice.
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VIII. Match the polite phrases 1-6 with the replies a-f.

1. Can I introduce my business
partner? This is John Smith.

a) No problem. You’re welcome.

2. I’m really sorry about my
mistake.

b) That would be very nice.
Thank you!

3. Thanks very much for your
help.

¢) That’s all right. Don’t worry
about it.

4. Would you like to join us for
lunch?

d) I’'m glad you enjoyed it.

5. Is it OK to park here?

e) Pleased to meet you.

6. Thanks for a very nice lunch.

f) I’m sorry. It isn’t allowed.

IX. Choose the most appropriate words in italics.

O Ot WD

.Can I / I want to see the photo?

. Do you want that I / Can I help you with your bags?
. Could I / Let me borrow your magazine to read?

. Could you / Would you like to sit down?

. Would I / Could I have some more milk, please?

. You could / Could you open the door for me, please?
. Can you / Please give me your phone number?

X. How could you refuse these offers and requests po-
litely, without using the word ‘no’? Discuss your ideas with

a partner.

@O‘QC}JNI—!

. Can I phone you at 10 o’clock tonight?

. Would you like to try some of our national dishes?

. Could you give me your report today, please?

. Let me show you around our factory.

. Could you tell me about the history of your town?
. Do you want a lift to the airport?

XI. Work in small groups. Take turns to role-play the fol-

lowing situations.

1. A business partner from the UK comes to visit you in
your office. Introduce your colleagues.

2. Invite your visitor to a concert this evening.

3. You are the visitor. You want to make inquiries in the

office.

4. Your colleague helped you to prepare the conference
room for a meeting. Say thank you.
5. You spill coffee on a document that your colleague is

reading. Apologize.
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6. You are a visitor from abroad. Your business partner
takes you to the airport to catch your flight home. Say
thank you.

XII. Translate the sentences into English.

1) BriuauBicTs momomarae HaJaroAWUTH KOHTAKTH Ta B3a-
eMOBigHOCMHM Ha pobori. 2) fAxKIimo Bu BigmoBimaeTe Ha I3Bi-
HOK mifg uac 3ycTpiui, 1e o3Hauae, IO 3yCTPiU He BasKJUBa IJIs
Bac. 3) Kommanii migTpumyroTs BBiunmuBicTs jgwogeii. 4) IimoBuit
eTUKeT Ma€ BeJUKUIl BIJIMB HA IOKPAINEeHHS B3a€MOBiIHOCHH
MiKk mpamiBHUKaMu. ) SKIMO BM AOTPUMYETECh CTAHZAPTHUX
MpaBUJ BBIiUJIMBOCTi, BU IIPOABJSIETE HOBATry OO iHIUX JOHeii.
6) Tenedonui A3BiHKM BigBOJiKaIOThL yBary Jofell mim uyac mi-
JIOBOi 3ycTpiui. 7) fAKIMO Bu moBasKaeTe MOYYTTA iHIMUX JOmeit,
BOHU OyayTh OinbIl BigKpuTi mas cuiBmpari. 8) IlinoBuii eTukeT
PO3BUBAa€E B3aeMHY HOBipy. 9) 3oBHimIHilI BUrIAL Ta H00pi Mamepu
BILIMBAIOTH Ha IIepIlle BpasKeHHs Binm syctpiui.l0) HimoBuit eTm-
KeT Ja€e MOXKJMBICTH BUTiZHO IIpefdcTaBUTHU cebe.

XIII. a) Get acquainted with the following phrases and replies.
1. Can I introduce my colleague?

This is Jane.

Pleased to meet you.

airport?

2. Can I help you? Yes, I’m looking for Mr. Jones.
3. I arfl reall‘y SOTTY, l,)ut Mr Jones That’s all right. Don’t worry
isn’t available, he’s at the .
. about it.
meeting now.
4. Let me carry your bags for you. | Thanks. That’s very kind of you.
5. Thank you very much for all No problem. You are welcome.
your help.
6. Can we meet tomorrow? I'm afraid, T am busy
tomorrow.
7. Would you like to join us for That would be very nice. Thank
lunch? you.
8. Could you give me some I’m sorry. I don’t know this
directions, please? place well.
9. Is it OK to park in front of R .
the office? I’m sorry. It isn’t allowed.
10. Would you like a coffee? No, thanks, I prefer tea.
11. Could I have some water,
Yes, of course.
please?
12. Do you want a lift to the

Thanks, but I’ll take a taxi.
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b) Read the description of the business situations, make up

dialogues using the phases given above.

1) You are a visitor to the company. You want to know if
you can find Mr. Jones.

2) Your business partner from Germany visits you. Suggest
some drinks.

3) Invite your friend for dinner next evening.

4) Ask your business partner for help to prepare a room for
the meeting.

5) You business partner meets you at the airport. Greet
him and thank him.

XIV. Make up your own dialogues on such topics: a) visit-

ing the office, b) inviting business pariners for lunch, c) ask-
ing for help.

XV. a) Read the following word combinations and sentenc-

es and translate them in your native language.

1. To improve the working
environment

2. to follow standard rules

3. to invest money

4. to create a good impression

5. to ignore emails

6. to make an impact

7. to avoid bad manners

8. to encourage employees

9. to show respect for the CEO

10. to train advertising
managers

11. to turn off the phone

12. to make new contacts

13. to distract people

14. to respond to a call

15. to arrive in time

16. to arrive at the business
meeting with foreign partners

17. to forget about proper
etiquette

18. to have an impact on the
manners

19. to develop mutual trust

20. to dress appropriately
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21. to consider other people’s
feelings

22. I’m afraid I’m busy now.

23. Would you like to join us
for lunch?

24. It isn’t allowed.

25. It’s stuffy in the library.

b) Read the following word combinations and sentences

and translate them into English.

1. Mo:xHa TO3HAMOMUTH Bac 3
cuiBpobiTHUKamMuI?

2. [Hy:Ke IpUEMHO

MO3HANOMUTHCH 3 BAMM.

J03B0OJIbTE BAM JTOTOMOITH?

4. Craxirs, Oyab-Iacka, ae
A MOJKY 3HAWTH TOJIOBHOTO
MeHemKepa?

5. Bubaure, ane BiH zaliHaTHI
Ha 3ycTpiui.

6. Bu 6akaeTe MpUETHATUCS IO
Hac Ha Jauu?

7. 3 BeJIUKUM 3a0BOJICHHSIM.

8. Mu MoKeMo 3yCTpiTHCS IS
nmisoBol 6ecimu?

9. 3BuuaiiHo, 3aBTpa B MeHe €
BLIBHUI Uac.

10. Haxkanp, Bu He MoOXKeTe
CTABUTU MAIINHY IIepes
oticom.

11. JTosBoabTe MOKA3aTU BaM
micTo.

12. Bu GaxxaeTe KaBy abo uaii?

13. Bac MoKHa JOCTaBUTHU B
aepomopt?

14. He xBuiamoiiTech, g BidbMy
TaKci.

15. BubauTe 3a MOMUJIKY.

16. Bce rapasn, 3BepTaiiTecs a0
HAac.

17. Craxirb, Oyab-1acka, aK
3HAWTH JOPOry B KOMIIaHif0?

@
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18. Bubaure, aje g He Oy:Ke
mo0pe 3HAW MicTo.

19. IIpubyTu Ha 3ycTpiu 3
iHO3eMHUMU HmapTHepaMu
BUYaCHO.

20. fd mo:xy BimmosicTu Ha
I3BiHOK.

XVI. Business etliquette in other countries. Read the fol-
lowing information about business etiquette in such cities as
Sydney, London and New York.

Sydney We in Sydney are very easy-going and re-
laxed about rules. But we work hard. We start work pretty early
in the morning. Breakfast meetings are common, starting at
8am. And we like to start meetings on time — so it’s important
not to be late! We’re generally very informal. Men often wear
a jacket and tie during office hours. But we prefer informal
clothes when the weather’s hot. For lunch, we usually go out for
a sandwich. What do we talk about? Well — it isn’t difficult to
talk to Australians — we’re very friendly people. But it helps a
lot if you can talk about sport.

London Most people that I know don’t like to start
work early. We hate breakfast meetings! People are always in
a hurry — so being on time for meetings is important. People
think the British are very formal. But things are changing. I
think we’re quite informal nowadays. Some men still wear for-
mal business suits — but a lot of people come to work in casual
clothes. Lunch is often a quick sandwich and a coffee. After
work, we like to go to the pub with colleagues. At the pub you
can talk about anything you like!

New York Life in New York is fast and dynamic. Some
people say that we’re rude. I don’t mean to be rude — I just don’t
have much time for being polite! Work starts early in the morn-
ing — breakfast meetings start at 7am — don’t be late! Most
people dress in suits for business — it’s important to look smart.
A lot of people eat at their desk at lunchtime. But if we go to a
restaurant, we talk business right through lunch. We don’t talk
about the food. People are very competitive and work always
comes first!
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XVII. Complete the table according to the text above.

Sydney London New York

Breakfast meetings common — 8 am

Punctuality important

Dress

Lunch

What do people talk

. Business
about outside work?

XVIII. Retell the text about Business Etiquette.

GRAMMAR REFERENCE
PAST CONTINUOUS TENSE
(MUHyJIUHA TpuUBaAJIUil yac)
Subject + to be (was / were) + I form of the verb + ing
CreBepmxyBaabHa (popma

I WAS working
We
You WERE working
They
He
She WAS working
It
3anepeuna dopma
I was not working
We
You were not working
They
He
She was not working
It

3anuraabpHa gopma
3araJjipHi 3aIIMTaHHA

Was I Working?

We
Were You Working?
They

He
Was She

i ?
It Working?
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CneniajgpHi 3anuTaHHA

I Working?
What/what kind was = orking
pow were You Working?
Where
They
When / Why He
How much/ was She Working?
how many It

3anuTaHHA [0 IMiaMeTy

| Who (What) was + ocmoBuoii riaroa + ing? (Who was working?) |

Typical time expressions used with Past Continuous Tense

B:xuBaeTned 3i caoBamu: from ...(5 o’clock) to ...(6 o’clock) (3 .... m0);
at that time (y Toii uac); at ...(6) o’clock sharp (piBHo B 6 roaum) ;
at that moment (8 Toit momenT); all day long (yBecws menn); all that
period (Bech 11eii TIepion)

TASKS

1. Open the brackets and put Past Continuous Tense.

1) I (to read) about business etiquette from 9 to 5 o’clock
yesterday. 2) The accountant (to work) at the merchant bank at
that moment yesterday. 3) The training manager (to go) to the
enterprise when he saw the employees. 4) A good management
consultant (to work) with the clients at that moment. 5) They
(to sit) on the board of directors from 7 to 8 yesterday. 6) He (to
make a report) on the banking trasactions when the phone rang.
7) We (to have) monthly payments when the treasurer phoned.
8) The merchandiser (to work) all day yesterday. 9) The chief ac-
countant (to count) money when the CEO into the room. 10) The
sales representative (to leave) for a business trip at 5 o’clock yes-
terday. 11) The marketing manager (to learn) English at 3 o’clock
yesterday. 12) The doctor of sciences in Philology (to teach) me
English at that time. 13) He (to train) us in the sport hall at
6 o’clock yesterday. 14) The freshmen (to read) books on economy
when the senior lecturer called them. 15) She (to speak) English
with the foreign partners when the Managing Director phoned.

2. Make the sentences negative.
1) I was making a report at that time. 2) The treasurer was
counting money. 3) The CEO was writing the answer to the in-
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surance company. 4) The advertising agent was working very
hard. 5) The freshmen were doing homework in English. 6) The
merchandiser was counting the profit. 7) The junior student was
learning Higher Math at that time. 8) The doctor of science was
teaching us mathematics at that time. 9) I was studying at the
higher educational establishment — the Institute of trade and
economics at that period of time. 10) We were taking part in the
business lunch at that time.

3. Open the brackets and say what was going on at that
time when: “My friend saw you”.

1. When my friend saw me, I (look for) necessary informa-
tion in the Internet. 2. When my friend saw me, I (meet) the
foreigners. 3. When my friend saw me, I (sit) at the scientific
conference. 4. When my friend saw me, I (go) to the insurance
company. 5. When my friend saw me, I (learn) English. 6. When
my friend saw me, I (get) my monthly payments. 7. When my
friend saw me, I (buy) a book about the future of our society. 8.
When my friend saw me, I (read) a book in applied economics.

4. Ask the general questions.

1) I was working hard. 2) The employees were coming to
the enterprise. 3) She was worrying about her salary. 4) The ju-
nior students were reading a new material on business etiquette.
5) The senior students were preparing for the Bachelor exam.
6) PR manager was learning the advertising strategies at the
time. 7) The advertising agent was going to the courses of ca-
shiers when he met the Managing Director. 8) She was working
at the planning economic department at that time. 9) The em-
ployees were working at a new financial project. 10) That man
was protecting the society from danger at that period of time.

5. Ask the special questions.

1) I was living in London at that time last year. — Where...

2) 1 was making loans at the retail bank when you came. —
What...

3) I was trying to get an access to this savings bank when
the friend called. — What

4) She was preparing for studies at 4 o’clock yesterday. —
When ...

5) The CEO was going to the international firm when I saw
him. — Where ...
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6) The training manager was going to work by taxi when
the accident happened. — How ...

7) I was speaking with my foreign friend about polite man-
ners at the business meetings when the connection broke
off. — Who...

8) She was living at the hostel when she was on holiday. —
Where...

9) The freshmen were learning Higher mathematics yester-
day at 10 o’clock. — What subject ...

10) He was learning the rules of business etiquette when the
employee of the insurance company met him. — Where ...

6. Translate into English.

1. Bona He Bigmosimasa Ha A3BiHKHU Imig uac syctpiui. 2. Ham
MeHeIKep He PO3MOBJIAB 3 CIiBpPOOITHMKAMM MiJ uvac 3ycTpiui
Buopa. 3. BiH posmoBimaB mpo AijOBME eTHMKeT BYOpa IIim uac
00igy. 4. CuiBpoOiTHUKM CIyXajlud YBasKHO PO3IOBiAL IIPO mijo-
BUI eTHKeT BUOpa Imig uac jaHuy. 5. IIpamiBHUK pPO3MOBJIAB IIO
TeaedoHy mig dyac s3ycrpiui. 6. Menemxep 3 TpeHyBaHHs IIepcoHa-
Jy HaBUaB BCiX IIpaIliBHUKIB AiJIOBOMY eTHKeTy Buopa 3 2 1o 4.
7. Ham meHemsxkep mucaB AOIOBiIbL HA HAYKOBY KOH(MEPEHIIiIO
BuUOpa Bech JeHb. 8. BiH cminKyBaBca 3i cBoiMum KojsieramMu 3
1 mo 2. 8. Mu poscujany 3ampollleHHsa Ha 00in BuOpa Bech IEeHb.
9. IIpemcTaBHUKM KOMIIAHiil 3ycTpivaanca 3 iHO3eMHUMU HapTHe-
pamu Buopa 3 4 mo 6. 10. f umranma mpo mpasmiia BBiUJIMBOCTI Ha
po0oTi Bech JeHB mO3aBUOpA.

7. Make up your own sentences using Past Continuous
Tense (4- affirmative, 3- interrogative, 3 — negative).

FUTURE CONTINUOUS TENSE
(maiibyTHilN TpuUBaSMii Uac)
Subject + will + be + I form of the verb + ing
CrBepa:xyBanbHa (hopMa

I

We
You WILL + BE + work + ing
They
He
She
It
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3amnepeuna dgopma

I
We
You WILL NOT BE
They Work +ing
He (WON’T) BE
She
It
3anuraapHa gopma
3arajpHi 3anuTaHHI
I
We
You
WILL They BE WORK+ ING?
He
She
It
CneniajgpHi 3anuTaHHd
I
‘What/what kind We
How
Where You
When / Why WILL They BE +Work-+ing?
How much/ He
how many She
It

3anuTaHHA [0 IMiaMeTy

Who (What) WILL BE + ocuoBHe mieciaoBo + ing?
(Who will be working?)

Typical time expressions used with
Future Continuous Tense

Bixupaerbes 3i croBamu: from ...(5 o’clock) to ...(6 o’clock) tomorrow
(3 .. mo 3aBrpa); at this time tomorrow (y Toii uac saBrpa); at ...(6)
o’clock sharp tomorrow (piBao B 6 roguu 3astpa); all day tomorrow
(yBecw menb 3aBTpa); for some time (mporsarom mesaxoro uacy).
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TASKS

1. Open the brackets and put Future Continuous Tense

1) I (to meet ) my business partners tomorrow morning.
2) He (to speak) with her tomorrow from 10 to 11. 3) The com-
pany (to build) this house for 6 months. 4) Tomorrow at this
time I (to exchange) currency at the exchange office. 5) We (to
count) goods at the customs tomorrow. 6) My sister (to learn)
English at 3 o’clock tomorrow. 7) You (to create) a plan at this
time tomorrow. 8) The employers (to receive) money in the bank
at 2 o’clock tomorrow. 9) We (to sign) the treaty on Monday at
10 o’clock. 10) They (to take part) in this conference tomorrow
at 3 o’clock.

2. Make the sentences negative.

1) I will be playing basketball at this time tomorrow. 2) Jack
will be buying necessary goods. 3) You will be writing the answer
in the office tomorrow at 3 o’clock. 4) She will be working very
hard. 5) They will be doing homework. 6) She will be counting her
profit. 7) She will be learning Higher Math. 8) He will be teaching
us mathematics at this time tomorrow. 9) I will be working in the
library at this period of time. 10) We will be taking part in the
Institute meeting tomorrow at 5 o’clock.

3. Ask the general questions.

1) I will be working hard. 2) I will be playing tennis. 3) She
will be playing cards. 4) We will be reading a new book. 5) We
will be preparing for the exam. 6) He will be learning econom-
ics at this time tomorrow. 7) He will be going to the courses
of cashiers. 8) She will be working at the planning economic
department at 5 o’clock tomorrow. 9) They will be working at
the financial project for two weeks. 10) She will be going to the
insurance company at 9 o’clock.

4. Ask the special questions.

1) Iwill beliving in London at this time next year. — Where...

2) I will be watching TV when you come. — What...

3) I will be having lunch when the friend calls. — What ..

4) She will be preparing for studies at 4 o’clock tomorrow.
— When ...

5) He will be going to the cinema at this time tomorrow. —
Where ...
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6) I will be going to work by bus at this time. — How ...

7) I will be speaking with CEO when the conference fin-
ishes. — Who...

8) She will be living at the hostel when she is on holiday. —
Where...

9) They will be learning Higher mathematics tomorrow at
10 o’clock. — What subject ...

10) He will be walking in the park when I take children for
a walk. — Where ...

. Translate into English.

Bonu 0yayTh DOBro po3MOBJIATH 3 POOOTOMABIIEM 3aBTPA.

A Oymy pobuTm [mokJanm IIiB TOOMHM 3aBTpPa, a Bech

mepcoHAaJ Oyae CJOyxXaTH.

3. Bech Beuip BOHH OyAyTh HAJATOAKYBATH KOHTAKTH 3
iHO3EeMIIAMU.

4. Bim Oyze cayxaTu HOBUHHU IIPO MilKHAPOIHY TOPTiBJIIO
Bech PAaHOK 3aBTpA.

5. Bomuu OyayTh OOTOBOPIOBATH BeCh BeUip, AK BO0BHIMIHil
BUTJIAL Ta OOPi MaHepH BILIMBAIOTH HAa IIepIie BpasKeHHs
Big 3ycTpiui.

6. IIpeacTaBHUKM KOMMIaHii OyayTh TOTYBAaTUCS OO BasKJINBOI
3ycTpiui Bech paHOK.

7. 3 5 go 6 roguH BOHU OYAYTh BiAMOBiZaTHM Ha [A3BiHKU
HOKYIIIiB.

8. 33104 aHe mpamoBaTUMYTh 3aBTpa. S Oyay cIiIKyBaTuca
3 JKypHaJicTamu.

9. Moi gpysi OyayTh yKJaZaTH KOHTPAKT i migmmcysaTu
IOTOBip 3aBTpa BBEUepi.

10. d O6ymy roryBaTu HOHOBiAL B Iieli yac PO MiKHapOmIHi
opraisarrii.

11. Kacup Oyze oTpumyBaTu rpolri 3aBTpa B 6aHKY 3 3 mo 4

TOIMH.

P ==

6. Make up your own sentences using Future Continuous
Tense (4- affirmative, 3- interrogative, 3 — negative).
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UNIT 8.
BUSINESS AND ENVIRONMENT

“If you really think the economy is more important that the
environment, try holding your breath whilst

you count your money”

Dr. Guy McPherson (an American internationally

recognized speaker,

scientist, professor of natural resources and ecology)

m
L=

BUSINESS ENVIRONMENT

Basic Vocabulary
Read, translate and memorize the following words and

word-combinations.

English

Ukrainian

1. Environment [in’vaior(e)nmont] | HaBkosmurze cepeznosuire

2. environmental problems mpo0JieMy HaBKOJHUIITHBOT'O
cepenoBUIIA

3. to protect 3aXUIATH

4. protection 3aXWCT

5. to destroy 3HUIIYyBaTHU

6. hole ampa

7. layer [‘leio] ILJIaCT, IIPOIIIapOK

8. to cause [ko:z] BUKJINKATHU

9. cancer [‘kanso] pak (xBopoba)

10. warming [*wo:min] TOTEeIIIHHSA

11. to increase 301JIbIITyBaTH

12. blanket KOBZpa

13. heat [hi:t] JKapa

14. to escape = to avoid YHUKATHU

15. enterprise [‘entopraiz] i ATPUEMCTBO

16. harmful MIKiAIuBUT

17. to breathe [bri.d] IUXaTHu

18. to reduce CKOpPOUYyBaTH

19. pollution 3a0pyAHEHHA

20. to pollute 3a0pPyoHIOBATH
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21. petrol OeH3UH

22. instead of [mn’sted] 3aMiCcTh

23. water vapour BOIsAHA mapa

24. path CTEKKA

25. bicycle [*barsikI] BEJIOCUTIE]

26. wastes Bigxonu

27. to threaten [*Oret(o)n] 3arpoOKyBaTU

28. poison [‘poiz(o)n] oTpyTa

29. poisonous OTPYMHUN

30. acid [‘asid] KHUCJIOTHUHN

31. rubbish [‘rabif] cMirTa

32. consumer [kon’sju:mo] CIOKUBaY

33. society [so’saroti] CYCILIBCTBO

34. impact BILJIUB

35. to be aware of 0yTu mpoiH(GOPMOBAHUM IIPO

36. to recycle [ ri:’saik(o)l] epepodsIATH

37. oxygen [‘oksidzon] KHCEHb

38. Tungs [IAnz] JereHi

39. to renew TIOHOBJIIOBATH

renewable [r1’nju:abl] TTOHOBJIIOBAHUN

40. available HasBHUM, NOCTYIIHUII,
OPUAHATHUN

41. amount [o’maunt] KiJTbKicTh

42. urban [‘3:b(o)n] problems MichbKi mpobiieMu

43. population HACeJIeHHS

44. appear [o'pi(9)] 3’ ABJIATUCS

45, disappear [diso pi(9)] 3HUKATHU

46. unemployment 6e3pobiTTa

[, Anim’ploimmant]

47. actions il

48. noise rym

49. eco-friendly products

€KOJIOT1YHI IPOAYKTHU

50. environmental management

YIIPaBJIHHS HaBKOJUIITHIM
cepeoBUIIEeM

EXPLANATION
Green products = Eco-friendly products - “products that do
not harm the environment whether in their production, use or
disposal”. For example, Energy Saving TVs, Solar Water Heat-
ers, Solar Panel Charging Cases, Eco-Friendly Phone Apps.
Environmental management — offers research on use and
conservation of natural resources, protection of habitats and

control of hazards

155



Unit 8

An Environmental Management System (EMS) is a set of
processes and practices that enable an organization to reduce
its environmental impacts and increase its operating efficiency.

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

A clean environment, a peaceful environment, a harmful
environment, environment protection institution, environment
protection establishment, environmental problems, to look after
the environment, this text is about our environment.

To pollute the environment, to pollute the nature, to pollute
the air, Look! This enterprise is polluting the air. To destroy
the society, to destroy the environment, to destroy the Earth,
to destroy the paths. Harmful information destroys our mind.

To increase responsibilities, to increase impact, to increase
impression, I’d like to increase my experience.

A great enterprise, a new enterprise, a useful enterprise,
a successful enterprise, to provide enterprise with eco-friendly
materials, to destroy the enterprise, to describe the enterprise.
Let me introduce my enterprise. They want to include our enter-
prise into their international enterprise.

Task: translate into English.
1. (Mupse / mKigiuse /
€KOJIOTiUHO YMCTEe) HABKOJIUIITHE
cepesoBuIlle
2. PytinyBatu (IrigmpueMcTBO /
areHTCTBO / VCTAHOBY)
3. 36inpiryBaTu (BILIUB /
BiIIOBiTaabHICTE / BpasKeHHsd)
4. (IIkigause / ycmimae /
KOPUCHEe) OiAIpHueMCTBO
Harmful gases, harmful skills, harmful experience, harmful
heat. Harmful gases destroy the atmosphere. Wastes in the en-
terprise, harmful wastes, environmental wastes. There are a lot
of harmful wastes in the streets.
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Pollution of the environment, pollution of the enterprise,
pollution of the plant, traffic pollution in some cities. The CEO
is telling about the pollution of the environment. To avoid pol-
lution, to avoid heat, to avoid responsibility, to avoid warming.
I’d like to avoid responsibility about the pollution of the envi-
ronment.

Instead of water, instead of heat, instead of warming, in-
stead of experience, instead of skills. I am making a report in-
stead of you at the international conference.

Task: translate into English.
1. IIkigmuei (rasu /
nignpuemMcTBa / 3HaHHA/ Aii)
2. 3abpyaHeHHua (mpuponu /
nignmpueMcTBa / HaBKOJUITHHOTO
cepemoBHUIa,/ TYPTOKUTKA)
3. Yuukaru (3a0pyqHEHHA / CIIEKU

/ BILINBY/ HMIKiIJIMBUX I'a30B)
4. 3amicTs (cuexku / xosaony /

HOTeILIiHHsA/ 3a0pyAHEHHsI)
To recycle things, to recycle wastes, to recycle rubbish. The
plant is recycling paper and plastic. To cause cancer, to cause
heat, to cause warming, to cause environment pollution. Harm-
ful gases in the atmosphere causes pollution.

To escape danger, to escape heat, to escape bad experience,
to escape communication with the employer. I would like to
escape meeting with the CEO today. Much poison, little poison,
poison in food, poison in water, poisonous air, poisonous wastes,
poisonous rubblish, poisonous gases from factories. Poisonous
gases from factories make the air harmful for people.

A clever consumer, a successful consumer, a consumer with
good knowledge of goods, to communicate with the consumer.
The consumer is coming to our office.

Task: translate into English.
1. ITepepobasaTu (Bigxomu /
cMiTTa / mamip/ mkigawusi
PEYOBUHMI)
2. Bukaukaru (pak /
TOTEIJIIHHSA / CIEKY/
3a0pyAHEHHA)
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3.Yuukatu (Hebesneku /

CIeKHU / IIKiAJIMBOro JOCBimy/

BinmoBinmagnpHOCTI)

4. OrpyitHi (rasu / Bigxonan)
II. Translate the following word-combinations into the

English language.

1) MupHae npoBKimias, 2) 3a0pyoHIOBATM HABKOJIUIIIHE Cepej-
oBUIlle, 3) PYHHYBATH HABKOJIWUIIIHE cepemoBUINe, 4) pyidHyBaTH
Ioporu, 5) 30iJbITyBaTH KiJMBKiCTL IpaliBHUKIB, 6) 30imbiryBaTu
BILIUB, 7) 3a0pyIHEeHHS IMOBiTps, 8) 3abpyAHeHHA BOOW B piuKax,
9) samicTh umcToi Bogu, 10) samicTh cre:ok, 11) samicTh Bigxo-
IiB, 12) BUKJIMKATU IMOTEILIiHHA, 13) BUKJIMKATH 3a0pyIHEHHS,
14) yaukartu Hebesneku, 15) yHuKaTu BigmosiganabHOCTi, 16) oTpy-
€Ha Boja B piurmi, 17) orpyiiHi TBapunu, 18) mepepodaaTH CMiTTs,
19 ) nepepobasaTu Bigxonu, 20) mepepodaATH ITKiAINBI PeUOBUHU.

III. Match.

1) moremninHsa a) harmful wastes

2) yHuUKaTHU b) warming

3) HaBKOJIMIIIHE CepelOBHIIE | ¢) poisonous gases

4) mrigmusi Bigxoau d) escape

5) samicTs Bogu e) enterprise

6) mimmpmeMcTBO f) destroy nature

7) orpyiiHi rasmu g) instead of water

8) BHHIIyBaTU TPUPOILY h) environment
IV. In each line choose one word that doesn’t belong to the

group:

1. To destroy, to cause, cancer, to reduce.
2. Society, people, population, oxygen.

3. Warming, heat, cooling, lungs.

4. Enterprise, plant, hole, factory.

5. Consumer, manufacturer, blanket, client.

READING
@ I. Read and translate the following text.

BUSINESS AND ENVIRONMENT
We are facing some world environmental problems today.
1. Ozone layer. Ozone layer is important because it stops ul-
traviolet radiation from the sun. Many enterprises and factories

158



Business and Environment

destroy ozone and make a very big hole in the ozone layer. This
means that too much ultraviolet radiation now enters the Earth
and it can cause cancer.

2. Global warming (or the greenhouse effect). Carbon dioxide
(C02) in the air has increased a lot, it comes from burning oil,
coal and wood. This has formed a “blanket” around the Earth.
The heat from the sun cannot escape and so the temperature is
rising. (This means that the climate is changing to the worse).

3. Air Pollution. Industrial enterprises and many of the
things they make, like cars, put a lot of harmful gases into
the air. So it’s very important for us to clean up the air we all
breathe. To reduce traffic pollution in some cities, for example,
you cannot drive your car on some days. In other places people
use electronic cars and buses, solar cars. Some cities now have
special bicycle paths. Some car companies make smaller cars be-
cause they use less petrol. Pollution, such as smoke in the air,
can be reduced if companies use trains instead of road transport.

4. Water Pollution. Factories are polluting our rivers and
lakes with dangerous chemicals. Oil tankers are releasing oil
into our oceans. Tons and tons of industrial and domestic waste
come into our seas. And these dangerous wastes threaten sea
life. Many kinds of fish and sea plants die.

5. Acid rains. Poisonous gases come from factories and cars.
These gases mix with water vapour in the air and make it acidic.
Then the acid falls back to earth with rain or snow. Acid rain is
very harmful to everything on our planet.

6. Rubbish. A lot of rubbish that we throw away every day
can’t be recycled. Plastic, metals and chemicals will not dis-
appear for hundreds of years. We must avoid using harmful
material. Companies have to be aware of the impact of harmful
things on the environment, the natural world around us. Many
companies use packaging (boxes, bottles) which they can recycle
in the future. In this way people can save money, energy and
natural resources.

7. Fewer trees. All over the world people cut down millions
of trees. As a result many types of animals and plants are dy-
ing. Trees are very important because they help to produce
oxygen and control the climate. The forests are called “the
lungs” of the planet.
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8. Natural resources are not renewable. Coal, gas, oil, met-
als and minerals will finish one day. Other resources take a long
time to grow, such as trees, or they are not always available,
such as water. We have to reduce the amount of resources and
energy that we use. We also have to find alternative ways to
make energy. We can use the sun, the wind, the sea and the heat
of the Earth.

9. Urban Problems. There is a tendency towards increase
of population in the cities. That’s why many problems appear,
as a result of this, for example: many kinds of public transport
which pollutes the air, unemployment, poor housing, water pol-
lution, a lot of rubbish, noise etc. The problems of ecological
imbalance in big cities are very important and they can cause a
chaos if people don’t take any actions.

I1. Say if the following statements are true (T) or false
(F). Correct the false statements.

1) Ozone is important because it stops ultraviolet radiation
from the sun.

2) There are no environmental problems in the world.

3) Industrial enterprises put a lot of harmful gases into the
air.

4) There are no special bicycle paths in the cities.

5) The wastes which are in the sea threaten sea life.

6) Poisonous gases come from factories and cars.

7) The companies never use packaging (boxes, bottles)
which can been recycled.

8) All over the world people don’t cut down millions of trees.

9) We can use the sun, the wind, the sea and the heat of the
Earth in our life.

10) The problems of ecological imbalance in big cities are not
important and we must not do anything with them.

III. Complete the sentences inserting the word from the
text.

1) We are facing some world today.

2) The heat from the sun cannot and so the tempera-
ture is rising.

3) To reduce in some cities, for example, you cannot

drive your car on certain days.
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4)

gases come from factories and cars and do harm to
the nature.

5) All over the world people millions of trees.

Iv.

1)

2)
3)

4)

o)

Find synonyms from the text to the underlined words.
Many enterprises and factories ruin ozone and make a
very big hole in the ozone layer.

We must escape using harmful material.

Companies need to understand the impact of harmful
material on the environment.

We have to make smaller the amount of resources and
energy that we use.

Acid rain is not useful to everything on our planet.

V. Answer the questions.

OUk W N

e

N

10.

11.
12.

VI.
more and more companies produce “environmentally-friendly”
products. Read the sentences below and match each one to the
company that you think made it.

What ecological problems can you name?

Why is ozone layer important?

What puts a lot of harmful gases into the air?

Why do some car companies make smaller cars?

What do some governments do to reduce traffic pollu-
tion in the cities?

What is polluting our rivers and lakes with dangerous
chemicals?

Where do poisonous gases come from?

Is acid rain harmful or useful to everything on our plan-
et?

What kinds of rubbish do people throw away every day?
Why are trees important on the earth? What happens to
the trees now?

What natural resources can finish one day?

What problems appear as a result of increase of popula-
tion in the cities?

As consumers become concerned about the environment,

a) cosmetics firm, b) car manufacturer, c¢) fast food chain,

d) sport footwear firm.

1) We refill for all our bottles again. 2) All our packaging

is made of useful materials. 3) When you’ve finished with our
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products bring them back, we recycle them. 4) Our latest model
is much less polluting.

VII. Complete the sentences below with the words from the box.

suitable = manufacturing consultant advertising
responsibility recycle protect
e.g. This product is not suitable for use inside the home.
1. We are going to discuss the ------- strategy of
selling green useful products at the meeting this after-
noon.

2. The best way to reduce the environmental impact of

business operations is helping companies to take greater
for managing the resources that they use.

3. When designing packaging that can be recycled, it is

necessary to use the service who can recommend
the best ways to do this.
4. Although selling green products can help to the

environment, it must also be useful for the company.

5. The scientific analyses shows that consumers would like
to see more companies that make the products that they
can in the future to protect the environment.

6. ------- industries produce the highest levels of air pollu-

VIII. Translate the following sentences into English.

1) IIpobeMu HABKOJUIITHBOTO CEPEIOBUINA — AYXKe aKTyalbHi
chorogui. 2) Jlrogu 3HaOTL mPOo Taki riaobanbHi mpobjemMu Ha-
BKOJIMIITHLOTO CEePeNOBUIlA, AK: IJI00aJbHe MOTeIJIiHHA, KHUCJIOT-
Hi mori, BupyOKa JiciB, 3a0pymHeHHsS MHOBITPsS, O30HOBUIM Iap
ra immri. 3) Bueni ommcyioTh 6araTo eKOJIOTiUHMX ITpoOJieM, AKi
3’ABNAIOTHCA 3 KOKHeM gHeM. 4) BaraTto mpoMuciioBUX TiAgmpu-
€MCTB 3a0pyIHIOIOTH MTOBiTPA, AKUM MU AuxXaemo. 5) Jlrogu nuxa-
IOTh OTPYE€HUM HOBiTpaAM. 6) 3a0pyoHeHHs IpUPOAW — Ile HaIlla
sarampHa mpobaema. 7) B VYkpaimi € mimmpmemcTBa, aKi mmepe-
pobasaroThk Bigzxomu. 8) Jliogu moBUHHI yCcBigoMIIOBATH IPOOIeMU
HaBKOJUIITHBOI'O CEePeJOBUINA i 3aXUIIaTU IIPUPOAY.

IX. Make up and write down your own sentences about
the environmental problems (not less than 5 sentences). Read
them in class.
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X. Make up a mini-dialogue about environmental problems.
Dramatize it in class.

XI. Tell about the environmental problems.

What is the problem of: 1) ozone layer, 2) global warming,
3) air pollution, 4) water pollution, 5) acid rains, 6) rubbish,
7) fewer trees, 8) natural resources are not renewable, 9) urban
problems.

XII. a) Read the following word combinations and sen-
tences and translate them in your native language.

. Business and environment

. Environmental problems

. To pollute the environment

. To destroy the environment

. Harmful gases can pollute

and destroy our environment.

. To breathe harmful gases

. To describe new enterprises

. Let me describe global

warming.

9. To increase impression

10. The enterprise increases
power

11. Harmful wastes

12. To cause warming

13. Pollution of the nature

14. Pollution of the sea

15. To avoid pollution

16. To avoid heat

17. They want to avoid risks

18. Much petrol in the car

19. This is a consumer. He is
buying petrol for his car
at the petrol station.

20. Let me introduce this
consumer.

21. The territory of the
enterprise

22. Petrol-producing enterprise

23. Instead of petrol

24. Instead of heat

QU [0 | =

0 (~3|O
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25. The experience of this
enterprise

26. To cut down trees

27. To recycle wastes

28. To recycle rubbish

29. To escape danger

30. Not to destroy the
environment
b) Read the following word combinations and sentences

and translate them in English.

1. IIpupozna i HaBKOJIUIIIHE
cepeloBUIIE

2. IIpobsemMm HAaBKOJUIITHLOTO
cepefoBHUIA

3. 3abpymHeHHS
HABKOJUIITHLOTO CEepefOBHUIIa

4. PytinyBaTu HaBKOJUIITHE
cepemoBuiiie (IPUPOAY) —
BUpPYyOaTu mepesa

5. Py#imyBaTH CyCHiJIBCTBO

6. 30iabIIyBaTH BILJIUB

7. 36inbiryBatu
BiMIOBiTaJIBLHICTE

8. VYHuKaTu cuexu

9. VYHukaTtu 3a0pymHEeHHA

10. TlorenyiHHA B IPUPOXi

11. BukJukaTy moTemJIiHHS

12. T'sobasibHe MOTEILTiHHS

13. BensuH 3amicTh Bogu

14. JKapa samicTp xogoay

15. TlepepobaaTu Bigxoau

16. ITepepobasTul cMiTTs

17. 3Hauua Opo 3a0pygHEeHHS
HaBKOJUIITHBOTO CEpPeIOBUITIA

18. 3abpynHeHe moBiTpa

19. [Iuxatu 3a0pyAHEHUM
IOBiTpAM

20. ITpomucJioBi migmpueMcTBa

21. IIkigausi rasu 3
IPOMUCIOBUX HiAITPUEMCTB

22. IIkiggauBi Bigxomm

23. 3abpyaHeHHs BOIU
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24. 3a0pyaHeHHs IOBiTPS

25. BukopuctoByBaTu 6€H3UH

26. Matu 6araTo 6eH3UHY

27. KucmoTHuii mo

28. 3HaHHA NP0 KUCJOTHI TOIITL
B IpUPOAi

29. 3HaHHA PO OTPYHHI rasu

30. Yuratu npo oTpyiHi
PEeUYOBMHM HAa IIiAIPHEMCTBi

GRAMMAR REFERENCE
PRESENT PERFECT TENSE
(Temepimniuiil TOKOHAHUN Yac)

CrBepmryBasnbpHa (popma

Subject + have / has + 3 form of the verb

I
We Have + 3 form of the verb (worked /
You written)
They
SP;(Z Has + 3 form of the verb (worked /
It written)
3anepeuna dgopma
I
We s + 3 form of the
You Have not (haven’t) verb
They
He
She Has not (hasn’t) + 3 form of the
It verb
3anuraabHa dopma
3araJjbHi 3aIIMTaHHA
I
Have We + 3 form of the
You verb
They
He
Has She + 3 form of the
It verb
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CneniajgpHi 3anuTaHHA

What/what kind I
How have We + 3 form of the verb
Where You
When They
Why He
How much/ h She + 3 form of the verb
how many as It
IIurtanua mo migMery
WHO, WHAT + HAS 3 form of the
()
"Hampukgan, Who has written? What has worked? verb?
B:xuBaeThesa 3i croBamu:
JUST — Ttineku mo SINCE - 3 tux mip
ALREADY — Bixe FOR — mporsarom
EVER — koau-medyan THIS year — B usomy poui
NEVER — nikoau This month — B upomy micsi
YET — me Hi This day — B meit geusn
LATELY - ocranHiMm yacom This week — Ha upbomMy THKHI
RECENTLY — HemogaBHO TODAY — cworogui
TASKS

1. Open the brackets and put the verbs in Present Perfect Tense.

1) I (to study) at the higher educational establishment re-
cently. 2) You (to work) in the advertising office there this
month. 3) The accountant already (to work) at the bank. 4) The
sales representative just (to come back) from the post office.
5) The trainee manager (to train) us since 2015. 6) The government
just (to introduce) the programme on the environmental protection.
7) The CEO just (to close) the meeting with the foreign partners.
8) The General Manager already (to write) the report about the
environmental protection. 9) The employees just (to finish) their
work. 10) The sales manager just (to sell) the goods.

2. Put the irregular verbs in the 3™ form. Translate them.
Learn them.

1) sell, 2) buy, 3) pay, 4) tell, 5) speak, 6) have, 7) do,
8) think, 9) take, 10) give, 11) go, 13) get, 14) write, 15) under-
stand, 16) know, 17) bring, 18) make, 19) run, 20) come.
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3. Say these sentences in English in Present Perfect Tense.

1) d gynus. 2) d sammaruB. 3) S 3pobus. 4) f B3aB.
5) d mas. 6) d mimos. 7) A orpumas. 8) f mpuiimos. 9) d 3po-
symiB. 10) I smaB. 11) fd manwucas. 12) A npunic. 13) A opobir.
14) d moroeopus. 15) fI mpoxas.

4. Change the sentences from Present Simple into Present
Perfect.

For example, He works in the office. — He has worked in the
office recently.

1) They build enterprises every year. — They just ... 2) They
always protect the nature. — This month they ....at the meeting.
3) We usually go to the currency office to exchange the money.
— This week we .... 4) Students usually graduate from the higher
educational establishment in June. — This year they ... 5) I lis-
ten to the programme about the environmental protection. —
I already .... 6) Our enterprise has its office in Odessa. — Our
enterprise ....since 2011. 7) It often rains in autumn. — It just...
8) We reduce the staff. — We already... 9) The junior students
read the texts about warming. — The junior students ...already.
10) The scientific society finishes its work at 10 o’clock. — The
scientific society just....

5. Write down your own 5 affirmative sentences in Present
Perfect.

6. Translate the sentences into English.

1) d TinpKwH 1110 3pOOUB AOIIOBiL ITPO 3aXUCT HABKOJIUIITHLOTO
cepenoBuinia. 2) f B:ke mpuiinmoB B MiskHapomuwuit odic. 3) I'o-
JOBHUM MeHeIKep BiKe HaOMncaB AOMNOBigb IIPO Ile YCIIiIIHe ITif-
npueMcTtBo. 4) §I BiKe KynuB KHuUry 3 ¢imamcis. 5) Bouu Bike
no0yayBau TYpPTOKUTOK. 6) BOoHM BiKe BCTYyOHJIM OO0 BHUIIOTO
HaBUAJBLHOTO 3aKJgany. 7) CTapIiOKyPCHUKU HIONHO 3JAJIH iCIIUT
3 OyxraiarepcbKoro o6uiky. 8) IIepHIOKYPCHUKM II[OMHO UNTAIU
TEeKCT PO CYCIIiJILCTBO crmokuBauiB. 9) IliznpueMcTBO IOMHO TIe-
pepobmio Bigxomu. 10) BiH TiabKM I0 IpoUYMTAB B raseTi Ipo
ryio0ajbHe MOTeILTiHHSA.

7. Put the given sentences in the negative form.

1) The CEO has started the meeting. 2) The doctors of sci-
ences have watched the programme about global warming.
3) The harmful gases in the air have caused cancer. 4) The gov-
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ernment has increased the taxes. 5) The senior students have
gone to practice to a big enterprise. 6) The international meet-
ing has finished. 7) I have spoken to the Advertising Manager.
8) The employees have gone to work. 9) The senior teachers have
given the lecture to the students. 10) The consumer has bought
new goods.

8. Write down your own 5 negative seniences in Present
Perfect Tense.

9. Translate the sentences into English.

1) Mu He guBHMIMCA Hepemady IIPo TIaobalbHe MOTEILTiHHS
IpOr0 THKHsA. 2) Bouu mie He umranu pekjgamy. 3) Ilimmpuem-
CTBO IIle He mepepobuso Bimxonau. 4) IlepimokypcHUKY IIle HE BUM-
Ju TpeaMeTr «OyxraiarepcbKuil 00siK». 5) CTymeHTH He XOTUJIN
Ha TigmTpueMcTBO chorogHi. 6) ImosemHi mesmerarii me OyJaum TYT
3 2010. 7) IlepiIoKypCHUKHU IIle He YUTAJU I[I0 KHUTY 3 icTopii
exoHoMiku. 8) I'osoBHUMI MeHemKep He BiaBigyBaB mpaIiBHUKIB
croronHi. 9) Byxranrep 1me He paxyBaB rpoiri. 10) CmoosxkuBaui
e He KYIIWJIN HOBi ToBapu.

10. Put general questions.

1) T have studied here. 2) He has finished state university
this year. 3) They have watched a programme about environ-
mental protection. 4) It has rained. 5) I have met a new foreign
delegation. 6) The senior lecturer has had three classes this day.
7) They have had a new lecturer — doctor of sciences on economy
this year. 8) They have worked hard this semester. 9) It has
snowed much this winter. 10) The junior students have had a
break after hard work.

11. Translate the sentences into English.

1) Bu xommaum Ha 3aHATTA 3 iHO3€MHOI MOBU CBLOTOMHIi?
2) Bu B:Ke 3ycTpinu menerario iHosemHux crymaentis? 3) Bu
B)Ke 3po0mMJIM JOmOBimh mpo iHozemHuit yHiBepcurter? 4) Bonm
BJKe Hammcajam pPoOOTYy IIPO 3aXUCT HABKOJIMIITHBOTO CEPeIOBU-
ma? 5) BoHu Bike MOCIiJIKYBaJINCA 3 TOPTOBUM IIPEACTABHUKOM?
6) Bim B:ke craB OyxramrepoMm? 7) CTymeHTH-CTAPIIOKYPCHUKU
snanu icnut goope? 8) Bu Bike B3AJMM KHUIM 3 MPUKJIATLHOL €KO-
HOMiKM B 6i6iaioreni? 9) Bu BuBumau auriaiticeky moBy? 10) Binm
BJKe 3YCTPiB CIOKHUBAUiIB?
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12. Put special questions.

1) I have worked at the recycling plant. — Where...

2) He has studied at Trade and Economic Institute. —
Where...

3) Harry has already arrived at the Institute. — Where...

4) She has gone to this enterprise. — Where ...

5) The junior students have passed the exam with success.
— How well ...

6) The senior students have increased their knowledge. —
What ...

7) They have introduced a new doctor of science. — What
doctor of science ...

8) We have had three classes today. — How many classes ...

9) The thing has cost a lot of money. — How much ...

10) I have seen the CEO in the corridor. — Whom ...

13. Put questions to the subject. Start with the words “Who /
What”.

1) We have gone to the enterprise early. 2) She has sold her
car. 3) We have bought two useful books. 4) They have bought
petrol. 5) The consumers have had new goods. 6) They have al-
ready started their own business. 7) The business has gone well.
8) The machine has worked badly. 9) The lesson on advertising
has been interesting and useful. 10) He has become the chief
manager.

14. Write down your own questions in Present Perfect (not
less than 5).

15. Put different types of questions to the given sentences
(not less than 4).
1) The CEO has just written the report about the work of
the staff.
2) We have already been to this international enterprise.
3) The Training Manager has met CEO in the corridor of
the enterprise.

16. Translate the sentences into English.

1) e crynenTu BunancsA B ribomy pori? 2) Hagiio Bouu mpu-
#mu? 3) Ak Bouu 3manu icnutr? 4) o BoHU TpoYUTATIHN 3aMiCTh
mporo migpyunuka? 5) CKiJIbKU rpolileil BOHM 3aIlJIATHIN 34 KHU-
ru? 6) Ile BiH GauuB mokTopa Hayk? 7) YoMy cmoKmBayY KYNIUB
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mio piu? 8) Koro Bim 3ycTpiB Ha 3acimanHi muckyciiiHoro xKayoy?
9) XTo mpamioBaB Ha nbomy migmpumemcTBi? 10) XTo 3aKimuuB
mKoJy B boMy pori? 11) Xto craB Oyxramrepom? 12) XTo oTpu-
MaB po0OTy MeHem:kepa 3 HaBuaHHA mepcoHany? 13) XTo mouas
cBoio crrpaBy? 14) IIlo mpartfoBaJsio B it ycramosi ? 15) Illo 3pyii-
HYBaJIO MiAIprueMCTBO?

17. Answer the questions in pairs.

1) Have you come to classes early today? 2) Have you done
your homework? 3) Have you brought your English copybook
with you? 4) Have you rested well? 5) Have you passed your
exams well? 6) Have you got a scholarship? 7) Has your friend
got scholarship? 8) Has your friend learned English today?
9) What have you done at the lesson? 10) Where have you
met your friend? 11) Have you protected the nature this year?
12) Whom have you called on the phone today? 13) What have
you bought today? 14) What have you learned today?

18. Make up your own dialogue in Present Perfect about
your studying at the institute. For example, start with such
sentences:

- Hello, Mike. I am glad to see you. Have you entered any
higher educational establishment this year?

- Oh, hello, Jane. Yes, I have entered a higher educational
establishment. I have entered ....... What about you? Have you
entered Odessa trade and economic institute?
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UNIT 9.
THE ROLE OF INFORMATION TECHNOLOGY IN BUSINESS

Technology is supposed to make our lives easier,
allowing us to do things more quickly and efficiently

James Surowiecki

(an American journalist who writes about business

and finance)

Basic Vocabulary
Read, translate and memorize the following words and
word-combinations.

English UkFkrainian
1. Information technology iH(opMmarifiHi TexHOJIOTil
2. software mporpaMue 3abe3mneueHHs
3. hardware amapaTHe 3abe3meuyeHHA
4. imagination ydaBa, BUHAX1JJIUBICTh
5. rapid [‘repid] IIBUIKUHT
6. to develop po3BUBATHCS
7. development PO3BUTOK
8. unprecedented [an’presid(o)ntid] | GesmpenieseHTHI 3MiHUT

changes

9. convenient 3PYUYHUUN, DIAXOAAITNI
10. to share pO3minATH, TITUTUCA
11. power [‘pavo] cuJa, BJajia
12. powerful CUJIbHUI, TOTYXXHIHA
13. crime 3JIOUMH
14. become (became — become) craBaTH
15. to change 3MiHIOBATU, MiHATHU
16. human JIOIuHA
17. to appear [o’p1o] 3’ ABNIATUCA
18. calculation OigpaxyHKHU
19. Iifestyle CTHUJIb JKUTTS
20. search engine [‘endzin] TOIIIYKOBa CUCTEMA
21. take pictures pobutu goto
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22. to fight — fought — fought bopoTucs

23. to feel — felt — felt mouyBaTu cebe

24. to worry [‘wari] xBUJIOBaTHu(CA),

25. to make friends TIOTOBAPUIITYBAaTHU

26. influence BILIUB

27. health 310pOB’€

28. dangerous HeOe3meuHnil, pUBNKOBAHUN
29. to mean — meant — meant 0O3HAYaTU

30. daily life IOJIeHHEe KUTTA

31. to realize [‘riolaiz] VABJATU CODi; PO3YyMITH UiTKO
32. century [‘senff(o)r1] CTOJIITTA

33. prediction TIPOPOKYBaHHS, IPOTHO3,

mmonepeaKeHHA

34.

to carry on (doing)

IPOIOBKYBaTH (II[OCh POOUTH)

35. free 0E3KOIITOBHUN
36. user KOpHuCTyBau
37. laptop (computer) IePeHOCHUN KOMII I0Tep

38.

desktop (computer)

HACTiJIbHUI KOMII IOTED

39.

PC = personal computer

IepCOHAJIbHUUN KOMII I0Tep

40.

keyboard

KJaBiaTypa

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

Information technology, modern information technology, to
protect information technology. The text is about information
technology. Rapid information technology, rapid computer, rap-
id mail. All people want to have rapid Internet at home.

Powerful information technology, powerful enterprise, pow-
erful government, powerful world, powerful governmental or-
ganizations. Development of information technology, life devel-
opment, development of enterprise. We often read about rapid
development of modern information technology.

Software and hardware, new software and old hardware,
useful software and hardware, to buy modern software and
hardware for the computer.
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Task: translate
1. (CyuacHi / mBuaKi / moTy:KHi)
iH(opMmaIitini TexHOIOoTi1
2. IIIsunxa (indopmartia /
TEeXHOJIOTisA / MKUTTS)
3. Ilory:xue (mizmpuemcTBO /
3aBOJl / TeXHOJIOTisA)
4. PosBuTok (migmpuemcrtsa /
JKUTTA / YSABU)

A convenient place, a convenient road, a convenient path.
There are convenient places in our institute: a convenient snack
bar and a convenient library. 20* century, 21 century, our cen-
tury, peaceful century, to describe this century. This century is
very rapid.

To appear in this century, to appear in the enterprise, to
appear on the Earth, Let me appear in this higher educational
establishment. To share things, to share responsibility, to share
knowledge, to share experience, let me share your work.

To change the world, to change the environment, to change
currency, The CEO changes the staff. Dangerous world, danger-
ous road, dangerous path, dangerous century, don’t appear in
this dangerous place.

Task: translate

1. 3pyune (micme/ crexka/
Jopora)

2. (Munyne / Tenepimiae /
MAali0yTHE) CTOJITTA

3. 3’aBnarucsa (Ha 3emui / y
BUIIIOMY HaBYAJBHUU 3aKJami /
HaA TiATIPUEMCTBI)

4. Posnoginaru (pobory /
000B’s3KH), OiINTHCA TOCBimoM

Modern lifestyle, rapid lifestyle, to share friend’s lifestyle, to
describe the lifestyle of freshmen. To take pictures, to take pictures
of this convenient place, to take pictures of this enterprise, to take
pictures of the successful employer, let me take your picture.

Good health, health of the society, to describe freshmen’s
health, what is your health? To worry about health, to worry about
environmental problems, to worry about pollution, to worry about
non-governmental organizations, Don’t worry, be happy!
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To carry on studying, to carry on working in this higher
educational establishment, to carry on doing scientific work.
Free goods, free tickets, free music on the website, to carry on
listening to music on the free website.

Task: translate
1. Crunp xxurta (3pyuyHuii /
IIBUIKUKN / CYYaCHMUIT)
2. ®@ororpadysBarucsa (3i
cmosKmBauaMu / 3 poOOTOJaBIIEM
/ 3 IEPCOHAJIOM)
3. 310opoB’e (IEePIIOKYPCHUKIB /
CYCILJIBCTBA / KEePiBHUKA)
4. XpuaoBatucsa (IIpo
migIpueMcTBO / IPO 340POB’€E /
PO HaBKOJMUIIIHE cepefoBuiie /
PO 3eMJII0).

II. Translate the following word-combinations into the
English language.

1) CyuacHi imdopmarritiai TexHosorii, 2) MIBUAKUN PO3BUTOK,
3) PO3BUTOK KUTTs, 4) HMOTY:KHI ypsamoBi opranisamii, 5) spyuma
mopora, 6) maile CTOJIITTA, 7) 3’ABIATHCS Ha MigmpueMcTBi, 8) cy-
YAaCHUN CTUJIb JKUTTHA, 9) posmoxminaru imei, 10) mpencraButu cy-
yacHi TexHosorii, 11) cdororpadyBatu cydacHe ImIiAIPUEMCTBO,
12) cranoBuTHCcA poboTomaBiieM, 13) MupHe cToOJiTTSA, 14) posmomni-
JATH 000B’A3KH, 15) XBUIIOBATHUCS O HOBUX TEXHOJIOTiAX, 16) XBU-
JIIOBATHCA TPO 340poB’e, 17) 3mopoB’e cycmijbeTBa, 18) miomeHe
KuUTTA, 19) monenna mparnsa, 20) ¢pororpadysaTy 3acay:KeHUX BUU-
TeJIiB i TOKTOPiB HAYK.

III. Match the right and left parts to have correct word-
combinations.

1) information development
2) rapid information
3) to share technology
4) to carry on programmers
5) software life

6) mobile pictures

7) to take working

8) daily phones
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IV. In each line choose one word that doesn’t belong to the
group.

1. Information technology, Internet, mobile phones, health.

2. Society, humans, enterprise, people.

3. Rapid, quick, fast, useful.

4. Enterprise, plant, software, factory.

5. To appear, development, to feel, to fight.

READING
@ I. Read and translate the following text.

INFORMATION TECHNOLOGY

It is hard to imagine the modern world without information
technology. At home, at work, and at play, mobile phones, e-
mails, and computers have become the part of daily life.

Computer is the most important thing in our lives. Some
people say that they have never used a computer, but they really
use computers every day — they just do not realize it. There are
computers in so many things: cars, televisions, radios, washing
machines, etc.

The word ‘computer’ used to mean a person, not a machine.
In the nineteenth century, the people who did the calculations
and wrote the books were called computers. Nowadays, software
programmers have even ‘taught’ computers to do many differ-
ent things which need imagination, e.g. write music, play chess.

The rapid development of modern technology has brought us
unprecedented changes in the world. Modern technology makes
life convenient. It changed our lifestyle and the way we live.
With modern technology we can work harder, longer and we can
carry on working when we get home.

The Internet is a great way for people all over the world to
share their information and ideas. Before the Internet, infor-
mation about the world came from places like newspapers, TV
programs, and books. The companies that made the newspapers,
books, and programs controlled the information that people could
get. Of course, those companies are still very powerful, but the
Internet is getting more and more powerful, and nobody controls
it. People can find information for themselves from places all
over the world. The same is true for music. If you are a band and
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want to make and sell music, you do not need a music company.
You can put the music on your own website and people can pay
to copy it. Millions of people around the world use the Internet
to give information about themselves, and to read about other
people and make friends. They do this on websites like MySpace.
Most information on the Internet is free. For many people the
first place to look is the Wikipedia website.

The Internet is still young and it is still growing fast. It has
already changed our world in a lot of different ways, and the
changes will continue. Although the Internet can make problems
in some ways, it can also bring people around the world clos-
er together, and make them more powerful. Millions of people
make business using the Internet.

Today, you can make calls and send texts with the help of mo-
bile phones. You can do a lot of other things with mobile phones
too. Nearly all phones now have a camera, and you can take pic-
tures, listen to music, play computer games, and go on the Inter-
net. Modern phones small and beautiful — and for many people,
it’s important to have the newest and best one. Mobile phones
have changed the lives of people all over the world. In the past,
you could only phone friends and family when they were at home,
but now they can be in any place when you speak to them. Many
people who travel alone feel safer with a mobile phone.

Mobile phones can also help the police to fight crime. Every
time somebody makes a call on a mobile phone, the phone com-
pany keeps information about the time and place of the call. The
police can sometimes get this information about calls from the
phone companies if it helps them with a serious crime.

Still there are some problems with mobile phones, too. Some
people worry that phones have a bad influence on people’s health,
and they are unhappy that more and more young children are
using them. Mobile phones also make the roads more dangerous,
because people use them while they are driving.

I1. Say if the sentences are true or false. Correct the false
statements.
1. It is easy to imagine the modern world without informa-
tion technology.
2. Some people say that they have never used a computer.
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P

9.

The word ‘computer’ used to mean a machine in the past.
The people who did the calculations and wrote the books
were called computers.

Modern technology makes life difficult.

The Internet is a great way for people all over the world.
People can find different information in the Internet.
Today you can make calls and send texts with the help
of computer games.

Modern phones are big and heavy.

10. There are some problems with mobile phones.

II1. Answer the questions to the text.

1.

2.
3.

~

LIS

Is it hard or easy to imagine the modern world without
information technology?

Where can we find computers?

What did the word “computer” mean in the nineteenth
century?

Why is the Internet a great way for people all over the
world?

What information can we find in the Internet?

Is the Internet growing fast or slow?

What actions can we do with the mobile phones?

Why do people feel safer with a mobile phone?

How can mobile phones help the police?

10 Are there any problems with mobile phones?

IV. Is information technology important in your life? How
often do you...

send e-mails?

look for information on the Internet?
take photos with a mobile phone?
listen to music on an MP3 player?
play computer games?

V. Fill in the gaps with these words.

advertise blogs eBay free Google
MySpace Napster pixel search
Wikipedia

1. A program that helps you to find information on the

Web is called a engine. The best known is R
which is used a billion times a day.
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2. You can buy or sell almost anything on the
website.

3. Companies who wanted to on the Million Dollar
Homepage paid one dollar for each .

4. When first started, people could visit it to get
free music.

5. The singer Lily Allen put her songs on , and

thousands of people listened to them. A lot of people write
on this website, telling everyone what they are doing.
6. There is information about more than 6 million subjects

on the website, and it is all

VI. Match the terms 1-16 to their definitions a-p.
Internet Service

! | provider (ISP) 9 | Online

2 | Search engine 10 | Download
3 | ISDN 11 | Upgrade

4 | Bookmark 12 | Browser

5 | Hyperlink 13 | Homepage
6 | Spam 14 | Intranet

7 | Newsgroup 15 | Freeware
8 | Keyword 16 | Virus

a) an internet application for an internal company network

b) a high-speed telephone connection

c¢) bring up to date

d) add to a list of favourite website addresses which you
keep for easy access

e) junk e-mail

f) damaging software instructions that enter your comput-
er secretly and can change or destroy information on it

g) a link from an e-mail to a web page, accessed by clicking
on it

h) a virtual location where people can talk and read about a
subject of common interest

i) a company which gives you an account and access to the
internet

j) tool which helps you find things on the Web

k) what you enter in a search engine

1) when you are connected

m) copy information to your computer from another
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n) a program like Internet Explorer which allows your com-
puter to download documents from the World Wide Web

o) the first page on a website

p) software you don’t pay for.

VII. Match the following halves of the sentences.

. The first mobile phones were very heavy and expensive, ...
. It’s difficult to write long text messages, ...

. Farmers in Bangladesh use mobile phones ...

. Every time someone makes a call on a mobile phone ...

. Mobile phones can make the roads more dangerous ...

. By the year 2015, there will probably be ...

a) the phone company keeps information about the call.

b) about 4 billion mobile phone users in the world.

¢) but they were popular with rich young business people.
d) because some people use them while they are driving.

e) to find the best price for their food.

f) so people use letters and numbers to make them shorter.

O OUHR W

VII. How do you feel about computers and information
technology? Complete some of these sentences.
For me, the best / worst thing about computers is
I like / prefer not to use a computer when
The best / worst thing about mobile phones is
I think that buying things on the Internet is a good / bad
idea because _
5. I think that learning how to use information technology
is / is not important because

W DN

IX. Talk to an older person about information technology
and how life has changed since they were young. Then write
some sentences in a table like.

NOW IN THE PAST

They watched TV and went to
the cinema, but they didn’t have
DVDs

Write about some of these subjects:

- Using computers, calculators, and other information
technology at school

- Listening to music and playing games

- Using the telephones, and sending messages and e-mails
to friends

We can watch cinema anytime
on DVD
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X. Make the following sentences negative.

. Computer is the most important thing in our lives.

. At present more than 33 million people use Internet.

. Millions of people make business using the Internet.

. The computer can search information around the Net.

. In 1984 the Internet began to develop into the form we
know it today.

QU W N

XI. Make general and special questions to the following

sentences.

The word ‘computer’ means a machine.

Modern technology makes life convenient.

. It changed our lifestyle.

Internet is still growing fast.

Some people say many good things about Internet.

XII. a) Read the following word combinations and sen-

OUl W N

tences and translate them in your native language.

. Information technology

. It is hard to imagine

. modern world

. a part of daily life

. an important century

. rapid development

. to change lifestyle

. a powerful enterprise

to have imagination

. to appear rapidly

. to do calculations

. to write calculations

. powerful companies

. to make important calls

via Internet

. to fight crime

. a bad influence on people’s

health

17.

to take pictures of the
environment

18.

serious crimes

19.

to feel safe

20.

a foreign technology

21.

a convenient place

22.

a peaceful century
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23. to share responsibility

24. to share friend’s lifestyle

25. to get these goods free

26. health of the society

27. to worry about health

28. to worry about environment

29. development of the
enterprise

30. New subjects appear in this
higher educational
establishment every year.

b) Read the following word combinations and sentences
and translate them in English.

1. Tadopmaritini TexHogoTii
2. PosBuBartu indopmarriiini
TEeXHOJIOTi1
3. IlIBumxuii pO3BUTOK
TEeXHOJIOTIi
4. Tadopwmarmiiiai TexHOIOrII
PO3BUBAIOTH CYCHiJIHLCTBO
Po3BuTOK migmpuemcTBa
OIMMCYBATHU MIBUIKUHA
PO3BUTOK
CUJBHUN ypan
PO3OLIATA IYMKHI
PO3IiIATH BiANMOBiAAJBHICTD
. CTaBaTH €KOHOMicTOM
. 3’ABJATUCSA Y BUIIOMY
3aKJani ocBiTu
12. XBUJIIOBATUCS 34 3T0POB’€E
13. xBUJIIOBAaTHUCS O MpodIeMax
cycHiJgncTBa
14. ommcyBaTu 340pOB’ s
15. 1oeHHEe KUTTS
16. 103BOJIb OIIMCATH MOE
o€ HHEe KUTTS
17. 3’aBaaTuca Ha TiATPUEMCTBI
18. GopoTucs 3i 3JI0OYMHOM
19. 6oporuca i3 3a6pyAHEHHAM
20. moToBapuIIyBaTA 3
POOITHUKOM
21. morauuii BIJINB HA 340pPOB’d

oo

=[] 00|~a
=g e
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22. cydyacHUH CTUJIb JKUTTS

23. N3BOHUTH PigHUM

24. 13BOHUTH POOOTOAABIIIO

25. IBaAISATEH mepIlie CTOJITTSA

26. CTOJITTS HAYKH

27. pobutu doto

28. noTy:xHi ypamosi
opragisamii

29. ypan XBUJIOETHCS

30. mpeacTaBuUTH CcydacHi
TeXHOJIOTil

XIII. Retell the text about Information technology.

GRAMMAR REFERENCE
PAST PERFECT TENSE
(MUHYJIUHA DJOKOHAHUI uac)
CreepmxyBaabpHa (popma
/Subject + had + 3 form of the verb/

I
We
You
They Had +  worked / written
He
She
It
3amepeuna ¢opma
I
We
You
They Had not (hadn’t) + 3 form of the
verb
He
She
It
3anuraabHa (popma
3arajapHi 3amUTaHHA
I
We
Had ,;[Iﬁ;; + 3 form of the
verb?
He
She
It
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CneniajgpHi 3anuTaHHA

ITumaanvri crosa I
What/what kind W
e
How You
Where + 3 form of
‘When HAD They the verb
He
Why She
How much/ I
t
how many
3anuTaHHA [0 IMiaMeTy
WHO — xkto / WHAT —uyro +  HAD + 3 form of the verb?
"Hanpukiaan, Who had written? What had worked?

B:xkuBaerbca 3 npuiiMmenHukoMm “BY”, axuii BKasye, mo “mo
nmeBHOro uacy aia sasepmuiaca”’ (by 5 o’clock).

TASKS

1. Open the brackets and put the verbs in Past Perfect
Tense.

1) The foreign delegation didn’t stay here for a long time.
They (to go) to another country. 2) The CEO wasn’t at the inter-
national enterprise at that time. He (to conclude a contract and
to leave) earlier. 3. The photos of the enterprise were very old.
The General manager (to take pictures) of it before he became
the head of the staff. 4. The advertising manager was not in the
office. He (to leave) for England. 5. The Sales Representative
couldn’t wait to get to the business meeting with foreign part-
ners. He (never to be) there before. 6. There was nobody on the
platform. The train (to leave) 20 minutes before. 7. We didn’t
find any lecturers in the higher educational establishment. Ev-
erybody (go out). 8. The staff carried on working. They already
(to return) from lunch.

2. Put the given sentences in the negative form.

1) He had taken pictures of all the foreign guests by
6 o’clock. 2) The staff had gone to lunch when we came. 3) The
customers had bought all new mobile phones by 3 o’clock. 4) The
doctors of sciences had returned to the department by this time.
5) The CEO had finished his report when the employees came in.
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6) The PR manager had arranged the meeting with the repre-
sentatives of the press and with the consumers by the end of the
day. 7) The representatives of the government had prepared the
press conference by 5 o’clock. 8) The scientist had introduced
his new computer technology to the world by the beginning of
the 21 century. 9) The recycling enterprise had closed by Sep-
tember. 10) The accountant had prepared all the papers by the
end of the day.

3. Put general questions.

1) He had gone to the bank by the time you came. 2) She had
done her important calculations by the time you called. 3) They
had finished the report by the time the Chief Manager came.
4) The freshman had spent all his pocket money by the first of
December. 5) The senior students had left the higher educational
establishment by the time you came. 6) They had become expe-
rienced accountants by the time the foreign organization invited
them to work. 7) The senior teacher had already checked up all the
tests when the commission came. 8) The Treasurer had signed all
the papers when his assistant came. 9) The employee had shared
all the CEQ’s ideas before he became the General Manager himself.
10) The daily life of the freshmen had changed by the New Year.

4. Answer the questions in pairs.
For example, Why didn’t you go to the shop? (to buy) -
I had bought all useful goods before.

1) Why didn’t you listen to the economic prognosis on the
radio? (to hear before)

2) Why didn’t you see the shareholders when you came to
Odesa? (to see them before)

3) Why didn’t you tell the Managing Director my new ad-
dress? (to forget)

4) Why didn’t you learn about the procedure of currency
exchange in this bank? (to lose an interest to it)

5) Why didn’t you develop this idea? (to develop another
idea)

6) Why didn’t the scientist introduce his new technology to
the public? (to find a mistake in his calculations)

7) Why didn’t you consult the adviser about some work?
(to find a job)
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8) What did the Financial Journalist write in the news-
paper about the foreign delegation? (to return to the
Motherland)

9) What did you know about your cousin’s son? (to enter
state University in Odesa)

10) What did the CEO hear about his employee’s health?
(to become better).

5. Translate the sentences into English.

1) MeHen:xep 3 HaBUAHHS 3HAWINOB MOAWHHUK, AKWUN BiH 3a-
ryous HelogaBHo. 2) Bin xBuIoBaBcA IPo 370POB’° s, 00 40 IIHOTO
IHA BiH BimuyBaB cebe morano. 3) Kosiu g HammcaB 3BiT mIpo oxo-
POHY HaBKOJMUIIIHLOTO CEPEIOBUINA, A BUUIIOB 3 odicy. 4) Koun
MOKYyIelnb IPUHINOB MO MAaraswmHy, Bech IIEpCOHAJ BXKe IIiIOB.
5) f craB xopoiuM OGyXTajJTepoM, IIiCJId TOTO SK IIPOBUUBCS B
(himamcoBo-eKOHOMIiYHOMY iHCTHUTYTHI 5 PoKiB. 6) Komu s 3apobus
baraTo rpoimeii, 4 KyouB KoMmir’'totep. 7) Bei npamniBaukm minim,
micaa Toro AK Hammcaau 3BiTu. 8) ToproBuii mpemcTaBHUK CKa-
3aB, IO BiH y:Ke mpomaB yci ToBapu. 9) Koiu mepriokypcHUKHU
BUHIILIN 3 ayauTOPii, CTApPIIMA BUKJIAAAY 3HAUIIOB PYUYKY, AKY
xTochk 3aryous. 10) Konu a 3’aBuBca B ayauTopii, CTYJeHTH BiKe
3aliHAJIN BCi 3py4YHi MicIid.

6. Write down your own sentences in Past Perfect (3 — af-
firmative, 3 — negative, 4 — interrogative (one general ques-
tion, one question to the subject, two special questions).

FUTURE PERFECT TENSE
(MaiOyTHiNT TOKOHAHUU Yac)
CreepaskyBajbHa (hopMa
/Subject + will + have + 3 form of the verb/

I
We
You
They Will + have +  worked / written
He
She

It
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3amnepeuna dgopma

I
We
You
They Will not + have + 3 form of the verb
He
She
It
3anmuTtaabHa (popma
3arajJbHi 3anUTaHHSA
I
We
You
WILL They + have + 3 form of the verb ?
He
She
It
CneniajgpHi 3anIMTaHHI
What/what kind I
How We
Where . You + have + 3 form of the
When will They
verb ?
Why He
How much/ She
how many It

3anuTaHHA O0 mMigMeTy

WHO / WHAT + will + have + 3 form of the verb?
manpukJiazn, Who will have done it? What will have stopped working
by 9 o’clock?

B:xkuBaetbca 3 nmpuiimenHukoM “BY”, axuii mokasye, mo “mo
IIeBHOIO 4Yacy giA 3akiHuuTbea y mait6yrapbomy” (by 5 o’clock).

TASKS
1. Open the brackets.
1) I (to translate) the letter by 6 o’clock this afternoon.
2) I (to make) the report by morning. 3) He (to learn) the ma-
terial about environmental protection by tomorrow, if he has
time. 4) This work is so difficult, the Sales Manager (to finish)
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it by late evening. 5) After you finish this book, you (to learn)
new information about software and hardware. 6) By the end of
the month the heat (to come) to Ukraine. 7) Our daily life (to
change) by the end of the month. 8) The train (to leave) by the
time we arrive at the station. 9) All the students (to return) to
their higher educational establishments by the beginning of the
second semester. 10) These employees (to become) very skillful
and experienced by the end of the year.

2. Put the given sentences in the negative form.

1) The senior student will have got a Bachelor degree by
June. 2) The staff will have gone home by midnight. 3) The
Sales Representative will have done his work by 3 o’clock.
4) The senior lecturers will have returned to the classroom by
this time. 5) The CEO will have finished his report when we
come in. 6) The freshmen will have passed all their exams by
the end of June. 7) This user will have learned these computer
programmes by the end of the year. 8) She will have become a
Bachelor of Business Administration by summer. 9) The enter-
prise will have closed by September. 10) The chief accountant
will have done all the calculations by the end of the day.

3. Answer the questions, using Future Perfect Tense.

Example, Will you still be busy if I can call you at 6? (to
finish) — No, we will have finished by that time.

1) Will they still be at the conference on environmental
protection tomorrow at 5 o’clock? (go to the enterprise
by that time).

2) Will the staff discuss the consumers’ needs at 2 o’clock?
(make a decision).

3) Will the user be choosing a new laptop at ten in the
morning? (to buy)

4) Will the brother still be a freshman next autumn?
(to become a second-year student)

5) Will the Advertising Manager still remember the work
in this company in 5 years? (to forget)

6) Will the CEO be at the enterprise on Saturday? (to leave
for Scotland to meet with foreign partners)

7) Will she be counting money tomorrow morning? (to do
all the calculations)
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8) Will you be speaking about information technology at
11 o’clock tomorrow? (to finish this talk and go to the
enterprise).

4. Put 4 different questions to the sentences.

1) The Training Manager will have bought a new laptop by
Monday.

2) The Treasurer will have returned from the business trip
by the end of the week.

3) The staff will have done all calculations by 7 o’clock.

4) The employees will have finished their working day by
6 o’clock.

5. Translate the sentences into English.

1) o saBTpamHboro AHA A 3aKiHUYy Bci migpaxyHku. 2) Mu
3pobumo Bci ¢ororpadii mo 3 rogun mua. 3) o 20 uepBHA MHU
3IaMO BCi icoumTu B HAIIOMY BHIIOMY HaBYAJLHOMY B3aKJIami.
4) Bouu saxkiHuaTh TPOEKT, NMPUCBAYEHUIN 3aXUCTy HABKOJMUIII-
HBOTO cepemoBUIla, 10 1 Bepecusa. 5) I mamuiry 3BiT Ha TOH Yac,
KoJium mIpuiifie TeHepaJbHUN mauperTop. 6) Iloisx y:xe Bim’ime mo
TOTO Yacy, KOJU Hejieranisa npubyme Ha crauiiro. 7) Mu Kynwu-
MO HOBY KJaBiaTypy OJis HAIIIOTO HACTiJIBHOTO KOMII'IOTepa [I0
noHeninka. 8) I'osoBHUII MeHemKep 3MiHUTH BeCh IEePCOHAT M0
mouaTky oceHi. 9) MeHem:xep 3 pexjsaMu 3pOOUTH HOBY PeKJIAMY
KOMII'10TepiB 10 mouatky micsais. 10) MeHnemxep mo podoTi 3 KJri-
€HTAMU IIOBEPHETHCA 3 BiAPAIMKEHHS OO0 AHS BiAKPUTTA HOBOTO
migmpueMcTBa.

6. Write down your own seniences in Future Perfect
(3 — affirmative, 3 — negative, 4 — interrogative (one general
question, one question to the subject, two special questions).
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UNIT 10
PLACING IN A JOB

“We hire people who want to make

the best things in the world”

(Steve Jobs)

(A famous American entrepreneur, inventor of the greatest
companies

in the world — Apple and Pixar)

Basic Vocabulary

Read, translate and memorize the following words and

word-combinations.

English Ukrainian
1. Placing in a job IpaleBJallITyBaHHA
2. job hunting = job search MOIIYKK POo0OTH
3. to apply + for [o’plar fo:] mofaBaTu 3asBY
4. application [o plrkerf(o)n] 3asBa, IPOXAHH;
5. applicant [“eplik(o)nt] KaHAUIAT Ha poboTy
6. challenge mpobseMa, icouT
7. well-paid mobpe oImIauyBaHUKN
8. to encourage [m’karidz | MiATPUMYBaTH, 3a0X0YYBaATHU
9. prosperous [‘prosp(o)ras] YCIIITHUY, IPOIBiTaAIOUUN
10. self-evaluation CaMOOI[IHKa
11. application letter 3adBa
12. resume pesomMme,
CV = Curriculum Vitae aHKeTHi mamHi
[ka rikjslom ‘vi:tar]
13. letter of PEKOMEHAAIIMHUN JIUCT
recommendation=reference
14. job interview ciiBbeciza
15. to conduct IIPOBOJUTH
16. to hold a position 3aiMaTu mocany
17. to dress the part BAAraTHCA HAJEKHUM YWHOM,
o Micisd
18. outsider He(daxiBenn
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19. on the spot Ha MicIti, ogpasy
20. to consider an offer POSTIALATH IPOIO3UIILI0
21. assertive [a’s3:t1v] BIIEBHEHUU y €001
22. point of view TOYKA 30Dy
23. to feel anxious [“&n(k)[as] XBUJIIOBATUCS
24. vacancy |[‘veikonsi| BaKaHcid
25. advertisement (= ad) pekJama
26. salary 3apobiTHa 1mIaTa
27. license [‘lais(o)ns] [I03BiJ, Jyinensia
28. to require [ri’kwaio] BUMAaraTu
29. to hire [‘haio] HalMaTH, OpaTu Ha poboTy
30. accomplishment [o’kampli/mont] | BUKOHaHHSA; fOCATHEHHSA
31. superficial [,sju:pa’fif(o)I] TIOBEPXOBUH
32. to irritate [‘mrrtert] IpaTyBaTu
33. attention yBara
to pay attention 3BepTaTHU yBary
34. merit [‘mertt] TigHIiCTB
35. effort [‘efot] 3YCHUJLISA
36. employment IpaleBJallTyBaHHA
37. step KPOK
38. to have to TIOBUHEH
39. to look for IyKaTu
40. education ocBiTa
41. necessary [‘nesis(o)ri] HeoOXimHun

42. to identify [ai’dentifai] BU3HAYATH, BCTAHOBJIIOBATH

43. job transfer nepeBefeHHs (IO cIy:K0i),
nepexing

44, in order to (to do something) | 1106 (3pobuTu 11T0CH)

45. purpose = objective MiJIb

LANGUAGE WORK

given in bold type.

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material

To apply for a job, to apply for a place at the enterprise, to
apply for a Bachelor degree. A successful applicant, an appli-
cant with experience, an applicant with skills and professional
knowledge. This applicant applies for a job of an accountant the
second time. An application to the position of an advertising
manager, an application to the position of a treasurer, to write
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an application, to send an application. If you want to get this
place, write down an application.

To read about job hunting, to write a report about job hunt-
ing. Job hunting is usually a long process. To require a resume,
to require calculations, to require knowledge. The employer re-
quires from the candidate good knowledge and experience. To
get a letter of recommendation, to bring a letter of recommen-
dation, to send a letter of recommendation. The senior lecturer
wrote a letter of recommendation to his student. A job CV, a
scientific CV, a useful CV, an educational CV, a concise CV; to
require a CV.

A successful job interview, a rapid job interview, to become
a candidate for the job interview. The person with MBA degree
is going to the job interview. A prosperous applicant, a prosper-
ous employee, a prosperous freshman. The prosperous employees
will work at the international enterprise. An assertive appli-
cant, an assertive employer, an assertive employee. Assertive
applicants go to the job interview.

Task: translate

1. IlomaBaTu 3aaBy Ha (poboTy/
Yy BUINUHN HaBUAJBHUUN 3aKJanm/
Ha cuisbecingy)

2. Kangunmat 3 (mocBimom/
3HAHHAMN,/ BMiHHSIMIN)

3. Bumarartu (peKoMeHIaIli iHUH
JucT/ 3adBY/ 3apo0iTHY ILIATY)
4. Ycmimauii (Kaggugat/
CIiBPOOITHUK,/ cTapIINi
BUKJIAIaY)

To encourage the candidate, to encourage the applicant, to en-
courage junior and senior students. The CEO usually encourages
his employees. To hire new staff, to hire new advertising manager,
to hire a new customer service manager. The CEO hires only the
employees who have a great experience and good knowledge and
gives them a good salary. The Treasurer has a high salary.

To conduct the job interview, to conduct the business meet-
ing with foreign partners, to conduct the meeting on the envi-
ronmental protection. Soon I will become the CEO and conduct
the meeting with the representatives of the merchant bank.
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To consider an offer of job interview, to consider an offer of job
hunting, to consider an offer of hiring a new staff, to consider a
prosperous offer. The representatives of the retail bank consider
a prosperous offer about the cooperation.
Task: translate
1. 3aoxouyBaru (Kanguzara/
nmepcoHaJs/ poOiTHMKA)
2. HatimaTu (MeHemxepa
0 pekJiaMi/ MeHeasKepa II0
3B’A3KaM 3 CyCIiJILCTBOM/
JOKTOpa HayK)
3. (OrpumyBaTtu,/ maBatu/
IPONOHYBATH) 3apO0iTHY ILIATY
4. Posrnsagatu (IPOMO3UILiio/
pesoMe/ PeKOMEHIAIIAHNIA JIUCT)
II. Translate the following word-combinations into the
English language.

1) IligTpuMmyBaTu KamgugaTta, 2) miaTpumyBaTu (3a0X0ouyBa-
TH) HEePIIOKYPCHUKA, 3) BMCOKA CTUHEHAis i 3apobiTHa miara,
4) oTpUMYyBaTHU BUCOKY CTUIIEH/iO i 3apobiTHY miarty, 5) HaliMaTu
HedaxiBig Ha poboTy, 6) HaliMaTH HOBUI IepcoOHAJ, 7) XBUJIIOBA-
THCS Ha iHTepB’10, 8) MPOBOAUTH iHTEpPB’10, 9) IPOBOAUTH JIEKIIii ¥
BUINOMY HaBUAJIBLHOMY 3aKJiami, 10) posriamaTi IpomIo3uliio 010
mpaneBJamITyBaudsa, 11) posrigamaTy ITPOIO3UITiI0 pPOOOTOAABILA
12) Bumaratu pesiome, 13) BumaraTu 3aaBy, 14) BumaraTu peko-
MeHJaIiiHui JucT, 15) BoeBHeHMH y cobi KaHaumaT Ha pPobOTy,
16) BueBHEHU y c0o0i reHepaILHUN TUPEKTOP, 17) mogaBaTu 3asBy
Ha pobory, 18) momaBaTu 3aABYy Ha mocamy (piHaHCOBOTO KOHTP-
osepa, 19) yemoimmai momryku podotu, 20) mpobaeMa mpalieBJIaliTy-
BaHHS.

III. Match two parts to combine the word-combination.

1. letter of a) anxious

2. to consider b) hunting

3. to hold c) the part

4. job d) letter

5. application e) of view

6. to feel f) the position

7. to dress g) recommendation
8. point h) an offer
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IV. In each line choose one word that doesn’t belong to the
group:

1) Letter of recommendation, application letter, resume,

salary;

2) employer, employee, vacancy, applicant;

3) merit, to consider, to hire, to conduct;

4) well-paid, prosperous, superficial, advertisement;

5) job interview, vacancy, job hunting, job placing.

READING
@ I. Read the text and translate it.

SIX STEPS IN JOB SEARCH

If you want to get a job, you will have to invest time and
effort preparing yourself for employment.

The salespeople are the people who know the product they
are selling inside and out. They know the strong and weak points
of the product and can tell others about it. Looking for a job
means selling yourself. You are the product. The more facts
you know about yourself, the better job you will be able to get.
Your prosperous employers would be interested to know about
your education, qualifications, skills, interests, and previous job
experience. If you don’t have accurate information or if you are
uncertain about it, you’ll produce a poor impression. Your per-
sonal information is needed each time you look for a job during
your lifetime. If you organize your facts now, you can simply
update them as you get more experience. The following steps
will help you to gather all necessary information and make the
process of job searching much more easily.

1. Self-evaluation

2. Application letter

3. Letter of recommendation

4. Resume (CV)

5. Job interview

The employment process begins with self- evaluation, so
start with:

a) identifying your interests;

b) evaluating your qualifications.
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It will help you to realize what you like and dislike, and
what kind of work you really want to do.

An application letter is a letter which gives a subjective pre-
sentation focusing on what you can offer to meet the employer’s
needs. Here you can describe your best qualifictions, skills and

experience.

R

Greeting
(formal)

Reason for
writing

Your
background
and
experience

The job itself

Referring to
your CV

Final
comments

Close

Job application (Scheme)

Dear Sir / Madam,

With reference to your advertisement on the ...
website, I am interested in applying for the post
of...

I am 26 years old and am currently studying for a
degree in ... at ... University.

For the last two months / years I have been working
asa...at....

I am interested in this job because...

I feel that I would be well-suited for this job as
I enjoy / have a lot of experience in ...

I have attached my CV as a Word document.

You will notice that I ... as well as ... . You will also
notice that....

I would be grateful if you would consider my

application.

You will see from my CV that two people can be
contacted as references, one is ... and the other is
from ... .

I am available for interview in ... by phone any

weekday afternoon, and you can email me or
telephone me on the number below.

I look forward to hearing from you soon.

Yours faithfully

A letter of recommendation (or reference) is a letter which
an applicant has to take from someone who knows him (either
personally or professionally: a teacher, a previous employer, a
colleague) and who will speak about his positive qualities. An
applicant must bring this letter to his future employer.
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In the top-hand corner of the letter it should be written the
following:

from whom (name, position, address, tel. number).

Lower on the left: to whom (name, position, address).

Date (on the left in American references; on the right in
British references).

A letter has the three-part structure: opening, body and con-
clusion.

1. In the opening give the name of the candidate and the
position he is looking for and your relationship to the candi-
date. Use supportive statements that recommend individuals for
awards (e.g. I am pleased to nominate Ann Brown for the Em-
ployee of the month award. For the past 16 months Miss Brown
served as staff accountant in my division. During this time she
distinguished herself by...)

2. In the body of the letter describe the applicant’s job and
potential, skills and accomplishments.

3. In the conclusion give evaluation of an applicant in rela-
tion to others in similar positions (e.g. Mr. Brown is one of the
most productive employees. I would rank him in the top 10 per-
cent of all the specialists with whom I’ve worked. If he decided
to return to us, we would be pleased to hire him).

4. Put the signature of the reference writer.

While writing, report only truthful facts, not judgments.
Don’t use general words. Definite, task-related descriptions are
preferable.

Next step is a resume.

HOW TO WRITE A RESUME

No matter what method of job hunting you use, somebody
will ask you for a resume. Most companies require a resume
before inviting a candidate from the outside. Resumes are some-
times also required in order to receive a job transfer within a
company. The purpose of a resume is to help you get a job in-
terview, not a job. Very few people are hired without a personal
interview.

A résumé or Curriculum Vitae (CV) is a summary of your
career history, the skills and experience you have received dur-
ing the course of it. It presents briefly what education, job ex-
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perience, special honours, publications the person got and it
includes professional activities (such as conferences), person-
al information, and perhaps even special interests or hobbies.
A CV must be short — no more than two pages. A CV begins with
personal details (name, date and placed of birth, marital status,
contact information). Sometimes after that career objectives are
written and the time when the applicant can start the new job.

Some employers consider that a chronological (the standard-
type) resume must be used; others tell about an accomplishment
resume. A useful resume should include both your experiences
and key accomplishments. When you send your resume to a pro-
spective employer, you must write the resume professionally,
with special attention to misspellings, typographical errors, and
careful spacing. To attract attention, some job seekers print re-
sumes on coloured paper, in a menu-like folder, or on unusual-
sized paper. These things work positively and have merit.

II. Say if the sentences below are true or false. Correct the
false statements.
1. The salespeople are the people who know the product
they are selling just inside.
2. Looking for a job means selling yourself.
3. Your prosperous employers wouldn't be interested to
know about your education.
4. Your personal information is needed each time you look
for a job.
Most companies require a resume before seriously con-
sidering a job candidate from the outside.
The purpose of a resume is to help you obtain a job.
CV is a summary of your career history.
A CV begins with professional details.
A useful resume should include both your experiences
and key accomplishments.
10. To attract attention, some job seekers print resumes on
tinted paper.

[S)8

L=

III. Answer the following questions.

1. Who are the sales people?

2. What does looking for a job mean?

3. What are your prosperous employers interested in?
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When is personal information needed?

What are the main steps in searching the job?
What is the purpose of a resume?

What are effective resumes?

What is the length of effective resumes?
What should a useful resume include?

10. How should a resume be written?

© XN ok

IV. Answer the following questions identifying for yourself:

1. What are you looking for: money, power, prestige,
growth potential, other motivators?

2. How important are salary, environment, benefits, and
job stability?

3. Do you enjoy working with people, information or
things?

4. What is your idea of a perfect job, a perfect boss, a per-
fect colleague?

V. Translate into English.

1. Yum 6Ginbirie (paxTiB Bu 3HAETe MPO cede, TUM Kpailla po-
0oTa, AKY Bu 3MoxkeTe oTpumartu. 2. IIpoiiec mpaiieBJaIlTyBaH-
HS BaKKMU i BuMarae 6araTbox 3yCHJb. 3. UMM TOUHIiIlle Balile
pesioMe, TUM Oijbllle y Bac IIIaHCiB oTpuMaru podoty. 4. Barm
MaiOyTHi#I poboTogaBelh 3alliKaBJEeHWII 3HATH IIPO BaIly OCBi-
Ty, HaBUUYKM, iHTepecH Ta HOomepenHiil mocBim poboru. 5. Mera
pesioMe — OTPUMATH 3aIIPOINeHHA Ha ciiBbecimy. 6. Pestome mae
O0yTu crtucamM, He OinbIie 1BOX CTOpPiHOK. 7. ya Toro, 1mob mpu-
BEePHYTH yBary poOOTOHAaBIA, MesdKi KaHAWIaTH Ha pPoOOTy pPos-
IPYKOBYIOTh CBOI pesioMe Ha KOJLOpPOBOMY mamepi. 8. VYcmimmae
pesioMe Ma€ BKJIOYATU B cebe Balll JOCBij, 3HAHHS Ta BMiHHSI.
9. Pesiome moumHaeThca 3 ocoOucTux maHux (im’s, mara i micie
HapoOIKeHHs, ciMeliHu# cTal, KoHTaKTHI gaHi). 10. Koau Bu Bin-
IIpaBJIIE€TEe pe3ioMe POOOTOIaBII0, BU IIOBUHHI HaInCcaTH CBOI IIiIi
Ta 3BEPHYTH yBary Ha BHUJI pes3ioMe.

VI. Make up and write down your own sentences about
placing in a job using the new words (not less than 5 sentenc-
es). Read them in class.

VII. Tell your fellow students about the resume and how it
should be written.
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VIII. a) Read the following word combinations and sen-
tences and translate them in your native language.
1. a successful job transfer
2. a job transfer within a
company
3. to consider an offer of job
interview
4. to encourage the candidate
5. a prosperous job
6. to conduct the job interview
7
8
9

. to hire the applicant
. to consider a resume
. the objective of
a chronological resume
10. to receive a job transfer
11. strong and weak points
12. previous job experience
13. to receive accurate
information
14. to get all necessary
information
15. a job search
16. to make the process of job
search successful
17. to receive a job interview
18. to pay attention to special
interests or hobbies
19. an assertive applicant
20. to consider career objectives
21. a professionally written
brief resume
22. to get a higher education
with Bachelor degree
23. to pay attention
to education
24. in order to consider
the resume
25. to require knowledge
of accounting
26. to require experience
and skills
27. to bring a letter
of recommendation
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28. to require an application
letter

29. to encourage the employee

30. to encourage the applicant

late them in English.

b) Read the following word

combinations/sentence, trans-

. ITommyx pob6oTu

. IoJaBaTH HOKYMEHTU

Ha poboTy

. IPOBOOUTH 3yCTPiu

3 iHO3eMHUMM HDapTHepaMu

. IPOBOAUTHU CHiBOecimy

. IPOBOAUTH JEKIlii y BUIIIOMY

HaBYAJbHOMY 3aKJIami

. migTpuMyBaTHu (3a0X04YyBATH)

MEePIIOKYPCHUKA

. OigTpuMyBaTH KaHIMIATa

. BUMaraTu 3adBy

9. BUMAaraTu peKoMeHIaIliiHmit
JIACT

10. BuMaraTu BHUCOKY 3apo0iTHY
IJIATY

11. opobiema
mpaleBJaallITyBaHHs

12. mparesaIiTyBaHHI

Ha YCIiIlIHe IMigIpHeMCTBO

13.

OPUAIIUTH YBary KaHauaaTy

14.

OPUIIIUTH YBary pobiTHUKY

15.

OPUIIIATH yBary AOCBimy i
BHAHHSAM

16.

3’ABUTHCSA HA iHTEpPB’I0

17.

BneBuenwuit y cobi kaHgugaT
3’aBuUBCca Ha cuisbecigy

18.

PO3IJISALATH IPOIMO3UILit0

19.

pO3IsifaTi pesoMe

20.

1100 OTPUMATH CTYII€Hb
Oaxajsaspa

21.

1100 3’ ABUTUCA Y BUIIIOMY
HaBYAJBLHOMY 3aKJaJi

22.

OTpUMATH HEeOOXimHy
indopmarniro
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23. BUKOPHUCTOBYBaTU HeoOXimHi
3HAHHSA 1 JOCBixg

24. oTpUMAaTH OCBiTy

25. BHUIIla OCBiTa B TOPrOBEJIHLHO-
€KOHOMIUHOMY VHiBepcHuTeTi

26. YenilmmHui KaHIUAAT II0LA€
3aABYy Ha poOOTy
CKapOHUYOTO.

27. IPOBOAUTHU JIEKIIil V IbOMY
3aKJani

28. mpuHeCTH pPeKoOMeHIaliiHni
JIACT

29. KOpPOTKe pe3ioMe U JOBTHUit
pPeKOMeHIAIliiHuH JIUCT

30. PoGiTHHK 3 BEJIMKUM JOCBiZOM
X0ue OTPUMYBATH BHUCOKY
3apILIary.

IX. Read the example of one man’s personal details.
Personal details: Mr Peter Voronin, apartment 12, 5
Shevchenko Str., Kharkiv 61072, Ukraine.

Date of birth

Place of birth

Nationality

Marital status

Children

Occupation

Place of Employment
Gender (Sex): male/female

9th January, 1969
Kharkiv

Ukrainian

Married

Daughter Olga, 1993
Engineer-programmer
Company “ENERGO”
Male

Fill in the form about yourself.
Personal Information Sheet

Name

Date

Permanent Address
Tel.Num.: Home
Email

Business:

Emergency Contact Name

Relation

Contact Phone

Nationality

Date of birth

Place of birth
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Occupation

Place of Employment

Gender (Sex): Female Male

Marital Status: Single Married
Information about family

Parents:

Addres:

Ages (If died, please provide date of death):
Siblings (Brother/Sister): M F__ Name:
Ages:
Nephew/Niece Name/Ages:

Your signature

X. Read the ads of mini-resumes.

Without work experience:

1. Office manager/administrator Lady, 27, education in
Economics, English, French, PC, responsible, able to learn, is
looking for a job in a foreign company as a manager, secretary,
personal assistant (PA) to executive bodies. Tel. 513-2476.

2. Secretary/receptionist, University degree, PC, fluent Eng-
lish, good German, Ukrainian, is looking for the position of recep-
tionist, secretary. Ability to learn. Call Tatiana. Tel. 228-4415.

3. F, 23, 5%™-year student of the Economic University is
seeking for a job of an accountant. Contact Miss Brown. Tel.
515-1723.

4. Lady, University degree in Finance and Trade, PC. Look-
ing for a job as a Financier, Treasurer. Tel. 416-0985.

With work experience:

1. Office manager/administrator, 23, higher education,
English, PC skills, work experience as office manager, hard-
working, ability to learn fast, seeks an employment as a secre-
tary, office-manager. Tel. 442-0621, ask Olga.

2. Secretary/receptionist Lady, 22, University degree in
management, good English, German, PC skills. Experience as
secretary/manager in western and Ukrainian companies. Hard-
working, responsible, and a team-worker. Applying for any suit-
able job. Tel. 417-65-27.

3. Ukrainian, M, 26, University degree in Economics, flu-
ent English, Russian, excellent PC skills, four-year experience
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in foreign companies. Looking for a serious job with opportunity
to grow. Mobile phone (068)321-4542.

XI. Choose the most appropriate advertisement for you.
Use it as a pattern for your own mini-resume and write it.

XII. Read the example of the complete chronological resume.

CHRONOLOGICAL RESUME
Personal details: Mrs Helen Kozak, apartment 12, 5
Shevchenko Str., Kharkiv 61072, Ukraine.

Years of study Education

2010 Special Programming Training Courses. Certificate
Specialized Training Courses for Professional
2000 Technical Engineering Workers at Kharkiv House

of Engineering. Certificate
Kharkiv Aviation University. Diploma for Radio
1993-1998 . L
Equipment Designing and Manufacture
1983-1993 Kharkiv Secondary School No 100. Certificate
Years of work Employment
. Place of work. ENERGO International Consortium.
2011-till present ps .
Position: Engineer-programmer
Responsibilities:
1. Software development of the group control.
2. Development of computer control devices.
3. Development of computer tests system.
Place of work. ENERGETICH State Small Business.
Position- Engineer-programmer
Responsibilities:
1. Modelling of engine management controllers on
personal computers.
2. Development of control electronic devices.

2009-2011

Place of work: Computer Production Association

Position: Electronics engineer

Responsibilities:

1. Buying electronic equipment for automatic
1998-2009 production systems.

2. Testing electronic equipment for automatic

control system.

3. Modelling electronic equipment of automatic

control system.
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Ukrainian — mother tongue, Russian — reading,

Language writing, speaking.
proficiency English: reading, writing — with the help of
dictionaries

Personal features Easy to contact and communicate, active, assertive

Additional Having driving license, certificate in accounting.

information

Swimming, Golf, Reading (detectives), Theatre and
Interests .

Cooking
Health Excellent; non-smoker.

XIII. Write your own chronological resume.
X1V. Read the example of the application letter.

7797 Melville Road
May10, 2011.
Ms. Greta Boujgh

Dear Ms Bourgh,

Your advertisement in the January 31 issue of the Mariposa
Post attracted my attention because I believe that I have the
“skills” you are looking for in an administrative assistant. I am
familiar with the computer system that you use in your office.

I have recently completed a three-month course at Hamilton
College on operation of the Beta computer system. I learned how
to apply this technology to speed up letter-writing and report-
writing tasks. A workshop on “Writing and Editing with the Beta
Processor” gave me experience with other valuable application.

As a result of this training I am able to compose many types
of document including financial reports, and presentation slides.

These specislized skills have been valuable in my work for
the past eight months as assistant to the chief nutritionist at
the University of California campus cafeteria. As my resume
indicates, my duties included writing letters, typing finished
correspondence and having phone calls.

Because “my skills” are best explained in person, I would ap-
preciate an interview with you. Please phone me any afternoon
between 3 and 5 p.m. at (919) 223-56-78 to let me know the day
and time most convenient for you.

Sincerely yours,
Mike Brown
Enclosure: resume, diploms.
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XV. Write down your own application letter for the posi-
tion of a Sales Manager in a big international company. Write
a letter of at least 100 words.

XVI. Read the example of the letter of recommendation.
Employee Letter of recommendation

From: Joe Smith

Main St. Company

123 Main St.
Philadelphia, PA 19103
Joe.Smith@reference.edu
January 4, 2017

To: Mr. Joe Boss
Manager

Acme Company

456 Main St.
Philadelphia, PA 12345

Dear Mr. Boss,

It is my pleasure to recommend Mike Applicant, his perfor-
mance working as a consultant for Main St. Company proved
that he will be a valuable addition to any company.

I have known Mike for two years in my capacity as Assistant
Manager at Main St. Company. Mike worked for me on various
projects as a consultant, and based on his work, I would rank
him as one of the best consultants we have ever had.

Mike became a very necessary person because he presented
well-researched and well-written reports to our clients. Mike
is highly intelligent and has good analytical and communica-
tion skills.

If his work in our company is a good example of how he
will do business in yours, I am sure, he will be very useful to
your program.

If I can be of any further assistance, or provide you with any
further information, please do not hesitate to contact me.

Yours Sincerely,
Joe Smith
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XVII. Write down a reference for Mr. Brown who has been
working in your company as a manager for 2 years and who
is applying for a position of a senior manager in another com-
pany. Follow the plan.

Plan

Introduce yourself.

Point out the aim of your paper.

Write the following information:

How long have you known the applicant?

In what capacity have you known the applicant? (e.g.

professional/ educational supervisor/ voluntary/reli-

gious)

c¢) What duties has he fulfilled?

4. Highlight his professional qualities/ his personal quali-
ties.

5. Give your conclusion if you recommend or don’t recom-
mend his candidature.

6. Write closing remarks.

XVIII. Read and translate the text about a job interview,
name the key phrases, retell the text using these phrases.

JOB INTERVIEW

A job interview is a process in which a potential employee
is evaluated by an employer for prospective employment in the
company, organization, or firm. A job interview is used to eval-
uate the candidate. Before the interview there is usually an eval-
uation of submitted ritsumiis from interested candidates, then
selecting a small number of candidates for interviews. The job
interview is considered one of the most useful tools for evaluat-
ing potential employees.

A typical job interview has a single candidate meeting with
people representing the employer; the potential supervisor is
usually involved in the interview process.

First of all the interviewer greets an applicant and intro-
duces himself, then tries to make the applicant feel comfortable
and only after it he asks questions about the applicant’s his-
tory, personality, work style and other factors relevant to the
job. For example, a common interview question is “What are
your strengths and weaknesses?” Interview questions help the

oM W=
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employer to understand if you possess the necessary skills and
experience for the job. The questions are according to the job re-
quirements and the future employer asks them in a specific order.

The candidate usually has a chance to ask any questions at
the end of the interview. These questions are encouraged be-
cause they allow the interviewee to get more information about
the job and the company, and they can also demonstrate the
candidate’s strong interest in them.

After the interview a candidate should send a thank-you
letter, expressing his or her appreciation for the opportunity
to meet with the company representative. The thank you letter
helps the candidate to stay fresh in the interviewer’s mind.

Typical interview questions:

1) What Are Your Weaknesses?

2) Why Should We Hire You?

3) Why Do You Want to Work Here?

4) What Are Your Goals?

5) Why Did You Leave (Or Why Are You Leaving) Your

Job?

6) When Were You Most Satisfied in Your Job?

7) What Can You Do for Us That Other Candidates Can’t?

8) What Are 3 Positive Things Your Last Boss Would Say

About You?
9) What are your salary expectations?
10) What do you know about our company?

XIX. Study the questions above and plan your possible an-
swers.

XX. Work with a partner. Practice explaining one of the
following to a British person.

1) Explain where to look for a job in Ukraine. Is it easy
or difficult to find a job in this country? What ways
of finding a job exist? What documents do you need to
submit if you want to apply for a job?

2) Explain to your fellow-student how to write a resume.

3) Explain what to wear for an interview to create a posi-
tive impression on the interviewer.

4) What positions can you occupy according to your quali-
fication after graduating from the economic University?
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GRAMMAR REFERENCE
MODAL VERBS
(MomanbHi miecmoBa)

1. IiecnmoBa can Ta may MaTb (QOPMHU TEHepilrHLOTO i
muHyJgoro dacy (could i might), miecsoBa must, ought i need
MalOTh TiILKU OOHY (POPMY — TEIEepPiIlIHbBOTO Uacy

Y rakomMy BUNAAKY 3aMiCTh HMX BUKOPUCTOBYIOTH AYOJIIOIOUi
KOHCTPYKIIii.

Must = have to = to be to — moBunen

Can = to be able to — mosxe, 3gaTHMA

May = to be allowed to — mo:ke

2. MoganbHi pgiecsioBa He MamTh HeocoOucTol dopMm —
inginiTUBY, repyHAia i AieTpUKMeETHUKA.

3. MoganpHi mieciioBa He MAalOTh 3aKiHUeHHA —S B 3-H ocobi
ONHUHI:

He can do it. He must do it. He may do it. He ought to do it.

4. ITuranbua i 3amepeuna GopMu MOTaIbHUX Hi€caiB B Pres-
ent i Past Indefinite yTBopiooThbcsa 6e3 gomomiskHOro miecsioBa
to do. ¥V nmranbHiit popmi MogasibHE Ai€CIOBO CTABUTHCS IIE€pPe]
nigmeTom:

Can you do it? May you do it? Ought she to do it? Must you
do it?

5. V¥V Bzamepeuniii ¢opmi uacTka not craBUThbCA Bimpasy K
micasa momanabHOrO mieciioBa. lliecsoBo can i 3amepeuHa yacTKa
not y TemepinrHboMy 4aci muIIyThcAa pasom: cannot.

He cannot do it. Bix He MoKe I{BOT0O 3POOUTH.

You may not write here. TyTr nucaru He J03BOJISAETHC.

6. MoganbHi gmiecioBa MamTh TaKi CKOpPOUeHi 3amepeuHi
dopmu: can’t, mayn’t, couldn’t, mightn’t, needn’t, mustn’t.

Can, could — moxxauBicTsb, M03Bij, IMOBipHiCTH, HABUUKA

— Can you go there and help them? (Tu mo:kerr moixatu Tyau
i momomorTu im?)

It could be a resume. (Ile Mmoske OyTu pesome).

May — mo3BiJI, HEBIIEBHEHICTDH
— May I go? (Mo:xua meHi iiTu?)
He may be an applicant. (Bix moxxe 0yTu KaHAUIZATOM).
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Might — HeBmeBHEHiCTH
— Job interview might be on Monday. (CuiBGeciza moskxe 6yTu
B IIOHEJiJIOK)

Must — 000B’I3K0OBiCTL BUKOHAHHA Aii, BIeBHEHICTH
— You must listen to it. (Bu mycure mocayxatu 1ie).
They must leave now. (Im Bike moTpiGHO IiTH).

Should — mopaza, BreBHEHiCTD
—Youshouldconsultadirector.(Bam ciigIpoKOHCYJIBTYBATHUC
3 TUPEKTOPOM).

Would — momomora, 3amuT mpo HUMOBipHiCTb

—Would you listen to the message, please? Would he be
there on time?

(ITocnyxaiiTe moBimomieHHsA, Oyab Jiacka. Bim moGepeThcs
TYAU BYACHO?)

Ought /o:t/ — Bupaskae mopaabHUIT 000B’SI30K, OarKaHicTh mii,
10 BiJHOCUTBLCS MO0 TEHePiIHLOTO i MAWOYTHBOTO Yacy CJimg —
Oysao 0, moTpiOHO, mMOBUHEH, Mycuril. IHQiHiTUB micas miecaoBa
ought B:xkuBaeThCa 3 yacTKoIO to.

— You ought to do it at once. — Bam caixg (BapTo 0yso 6, Bu
TIOBUHHI) 3po0uUTH IIe 3apas.

Need — B moemmanuHi 3 Infinitive Bupaxae HeoOximmicTb
3IiliCHEeHHs il CTOCOBHO TeIepilllHhOro i MaiOyTHHROTO Uacy.

Need you go there so soon? — Yu morpi6Ho Bam (Yu HOBHUHHI
BU) iXaTu Tyou Tak CKOpPo?

TASKS
Modal verb can (could)

1. Read and translate.

1. Our General Manager can work for many hours without
a rest.

2. Financial director can give you some good advice.

3. The treasurer of this international company can speak
three foreign languages.
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4. You can address the employer and ask him about the sal-
ary.

5. You can enter this higher educational establishment —
Trade and Economics Institute.

6. Can I help you in counting your income?

7. Can I ask you a professional question?

8. He can’t be an accountant, he can’t add up.

2. Make these sentences (a) interrogative, (b) negative.

Patterns: It can be cold today.

Can it be cold today?

It cannot be cold today.
Senior High math teacher can speak English quite well.
I can type this business letter for you.
The third-year student can read books on accounting in
English now.
They can do the calculations for you today.
The applicants can speak English a little.
You can pay in any currency, for example, in dollars.
You can make a report about global warming.
We could offer you a letter of recommendation.

W DN =

. Translate into Ukrainian (to be able to).
I will be able to go to the accounting department next
weekend.
I hope, you are able to write a resume.
We’ll be able to help you in calculating your income next
week.
She was able to go to a job interview.
Will you be able to get to the trade and economics insti-
tute in time?
Modal verb may (might)
. Read and translate.
A freshman may go with me to the accounting depart-
ment.
May I send my CV by e-mail?
You may ring me up if you need my help.
You may come to our international office in an hour.
IT director can check our software.
This senior student may not take the English book home.

B PNeots

w DN

v
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An assistant may take little money with her.
The CEO may visit Kyiv on the 1st of May.

7

8

5. Give short affirmative and negative answers.

1. May a financier come in the CEO’s office?

2. May the treasurer go out to have some lunch?

3. May I have an interview with a foreign representative?

4. May I speak to the advertising manager now?

5. May I write a necessary document?

6. May we take this opportunity to congratulate you on
your appointment?

. Use “might” in these sentences.

. The weather was fine, the students (walk) in the park.

. If he (answer) the last question more correctly, he (pass).
. If you (send) CV by post, it (arrive) a week slower.

LN =D

Modal verb must

. Read and translate into Ukrainian.

. Freshmen must work systematically.

. He must be attentive when he applies the documents.
. Financier has worked hard all day, he must be tired.
. The PR manager must be waiting for you already.

. Must I pay in advance?

. You must pay extra.

SO W -\

8. Put “must” or “mustn’t”.

1) You ..... come to a meeting at the Trade and Economics
Institute. Some important and necessary questions will be there.
2) You ... wear a seat belt while the plane is taking off. 3) You
... travel on a train without a ticket. 4) You ... ride a motorbike
without a helmet. 5) You ... ride a bicycle on a motorway. 6) You
... always lock your car while you are away. 7) You .... drive at
more than 60 rm/h in town. 8) You ... throw anything out of the
window. 9) You ... never open the door before the train stops.
10) John ... be here. Here is his resume.

9. Complete the sentences with the words: MUST + be, buy,
go, go, help, hurry, meet, phone, read, learn.

1) We... ..... to the bank today. We haven’t got any money.
2) I.. .. Ihaven’t got much time.
3) She’s a very interesting person. You ... ... her.
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4) I forgot to phone the sales manager yesterday. I ... him
today.

5) You .. .. to drive. It is very useful.

6) This is an excellent book. You ... ... it.

7)) We .. .. some food. We’ve got nothing for dinner.

8) I..... tothe post office. I need some stamps.

9) I have a big problem. You .. ... me.

10) You can’t always have things immediately. You ... ...
patient.

Have to
10. Change the following sentences into the negative and
interrogative.
1. Students often have to work at the laboratory after

2.

S ok ®

N

9.

classes.

Second-year student had to take entrance exams in Au-
gust.

Job seeker will have to come here twice a week.

Doctors of science had to spend a lot of money on books.
Board of directors had to stay there for a long time.
Honoured teachers always have to write many scientific
articles.

Candidate has to work hard at his handwriting.
Financial director has to help his assistant to prepare the
report.

Some of the freshmen will have to join the institute
sports society.

10. She has to check the calculations herself.

11. Fill in the spaces in the following sentences by insert-
ing "must” in present, past or future forms of "have to”.

1.
2.
3.

4.
5.

The buses were too full, I ... get a taxi.

She ... learn the new words regularly.

Junior students ... read this necessary book. It’s really
excellent.

Our teacher fell ill and ... leave early.

Tell the job seekers that they ... be here by six. I insist
on it.
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12. Translate the sentences with “Have to (had to/ will
have to)”.

1) Mlomy nmoBemeTbcsa HamucaTu pesioMe e pas. 2) It mosesocsa
3yCTpiTHCS 3 HAYAJIbHUKOM BiAgiy Kaapis, 11100 HanucaTu 3adBY.
3) Byno misHo, Ham moBesiocs ixaTu Ha MeTpo. 4) MeHi noBegeThcA
3aJUIITUTHCA Ha poboTi mo Beuopa. 5) Komeramu mosesocsa ixartu
Ha BOK3aJ 3ycTpiuaTy iHo3eMHUX IIpeAcTaBHUKiB. 6) CTymeHTam
IOBeJiocs TOBepPHYTHUCSA B odic, 100 3aloOBHUTHU IIalepw IJsd
mporpaMu 3 ooMiny. 7) MeHi moBesocsa uekaTu HemoBro. 8) lexau
MMOBMHEH IIOKJHUKATH BCiX CTymeHTiB. 9) Tit momesocs mamwmcaTu
3aaBYy po 3BinbHeHHs. 10) Bonu nmoBuHHi 6yayTh 3aTenedoHyBaTH
o €pomneiicbKkoro Coro3y i BUPIIIUTH IIe MUTAHHS.

To be to

13. Translate into Ukrainian.

1. I am to make my report on the international trade next week.

2. We were to meet our foreign partners at the station.

3. The future Bachelors are to come for the pre-exam meet-
ing at 3 o’clock.

4. He is to make his report on start-ups at the next seminar.

14. Make these sentences (a) interrogative, (b) negative.

1. I am to return to the trade institute, I have classes there
today.

2. The junior students are to come to the institute on Mon-
day at 9 o’clock, they have a meeting with the Dean.

3. He is to take part in the scientific conference. He wants
to get a scholarship next semester.

4. We are to conduct this meeting, it is in the plan of our
department.

Should, Ought to

15. Translate the sentences.

They ought to pay us money for the successful work.
We ought to meet and discuss the forms of payment in
this merchant bank.

He should visit the Head office.

It should be a nice day tomorrow.

You should be more careful.

The honoured teacher taught them to solve such prob-
lems, so they ought to know how to do it.

DN =
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16. Put ”can”, "may”, "must”, ”should”, "ought to”, ”have to”,
”be to”, “be able to” (or negative forms) and “needn’t” in the spaces.

1.

SOtk W N
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0.
1

12.
17.

If you don’t know the meaning of the word you ... use a
dictionary.

Years ago a first-year student ... speak English well.

... you help me with my resume? Yes, I ... .

You ... see the new enterprise on Broadway.

The matter ... be discussed in tomorrow’s meeting.
They ... do all the exercises; it will be useful if they do
four of them.

Candidate of science is tired. He ... work hard.

You ... keep that book. It doesn’t belong to you.

... I get a passport?

Do I ... to fill a lot of applications?

. She was feeling unwell yesterday; she ... go to the Insti-

tute.
I’ll ... to go to the Head office.

Find mistakes in these sentences.

1) The European Society should to follow the peaceful course.
2) The company ought changing its plans. 3) Mark Green should
change the company? 4) This company ought be a strong com-
pany. 5) The company should not to lose money.

18.
1.
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10.
11.
12.

Translate into English.

Bu wmoixere gicraTmcs OO TOProBeJIbHO-€KOHOMIUHOTO
imcturyty ma metpo? — Hi, a He MoxKy.

Bu He morsu 6 mepemaTy MeHi IILOTO AiJOBOTO JiucTa?
Bona, mabyTh, MaJjio IpaljjoBajia MIPOTATOM CEeMeCTpPY,
TOMY TaK IIOTaHO CKJIAJla eK3aMeHMU.

Bawm miuoro xBuiaioBaTucCh.

Bam memae HeobOximHOCTI pobuTH II€.

MoskauBo, BOHA MeHi Buopa A3BOHMJIA.

MoxamBo, BM BaKiHUMJIM NOHCATH CTATTIO TIPO 3aXUCT
HaBKOJIUIIITHLOTO CEepPeIOBHUIIA.

Meni notpibHo 3aTesnedorHyBaTH OyXraaTepy.

Baaru 3 coboro pekomenparitiauii suct? Hi, 1e He moTpibGHO.
Bam Tpeba OyTu yBasKHIIIIMM HaA JIEKI[idAX.

Bu morsiz 6 mpuiiT BUacHO Ha ciiBGecimy.

Bawm He ciig 0ysio HagcuaaTu cBoe pesiome momiTo. Temep
HaM JOBeAeThCA YeKaTU KiJbKa IHiB Ha Baime pesmowme.
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UNIT 11.
BUSINESS CORRESPONDENCE

“What a lot we lost when we stopped writing letters.
You can’t reread a phone call.” (Liz Carpenter)

“Or don’t you like to write letters. I do because

it’s such a swell way

to keep from working and yet feel you’ve done something.”
(Ernest Hemingway)

“Letters are among the most significant memorial
a person can leave behind him.” (Johann Wolfgang
von Goethe)

Basic Vocabulary
Read, translate and memorize the following words and
word-combinations.

English Ukrainian

1. Communication CIIJIKYBaHHA, KOMYHiKaIlid

2. written communication IUChMOBe CHLIKYBaHHA

3. external communication 30BHIIITHE CIIIJIKYBaHHSA

4. internal communications BHYTPIIITHE CITIJIKYBaHHS

5. memo MeMOpaHIyM, TOTOBigHA
(cry:x060Ba) 3amucKa

6. formal letters o(imifiai aucTu

7. informal letters Heo(piifui 1ucTI

8. to differ BIAPi3HATHUCH

9. purpose [‘p3:pas] MeTa

10. commercial activity KoMepIritfiHa (TOproBebHA)
TisIIbHICTH

11. competent KOMIIETEeHTHUI

12. permanent records IOBTOCTPOKOBI 3amucu

13. to refer BIIHOCUTHUCH, IOCUJIATUCH
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14. to require [rr’kwaio] BUMAaraTu

15. leisure [‘le30] IO3BiLIA

16. table Ta0JIUILA

17. graph [gra:f] rpadik

18. diagram [‘daiogrem] giarpama

19. advertisement OT0JIOIIIEHH A

20. notice [‘noutis] TOBiJOMJIEHHS

21. occupation 3aHATTA

22. straightforward vocabulary mpAMa JeKCUKa

23. to the point AKHUHN Ma€ CTOCYHOK (0 YOTOCh),
ITOPeYHU I

24. Post Office ITomrose BimgiieHHs

25. courier [‘kurio] Kyp’ep

26. sender BiIIpaBHUK

27. recipient OTpUMYBayY

28. official correspondence odimiline JuCTYBaHHS, o(imiiina
KOPECIOHAEHITisa

29. citizen rpoMaaAaHUH

30. staff mepcoHaJ

31. to depend on 3aJIeKaTu Bif

32.

to apply for

3BEPTATUCH 3a

33. business deal KoMepIlilfiHa yroja

34. to reject [rr’dzekt] BIAXUJIUTHU

35. to extend pOSIIUpPIOBAaTH

36. to persuade [pa’sweid] TIepeKOHyBaTHU

37. letterhead IPYKOBaHUM (hipMOBUil OJIaHK
38. heading 3ar0JIOBOK

39. salutation TpUBiTaHHS

40. circumstances [‘s3:komsten(t)s], | obcraBuHY,

under the circumstances

IIpu OGCTaBI/IHaX, 10 CKJIAJUCA

41. enclosure [in’klou39] IOJaTOK, BKJAJAEHHS
42. delivery IOCTaBKAa
43. to worry XBUJIIOBATHUCS
44. body of the letter OCHOBHA UYaCTHHA
45. error HIOMUJIKA
46. proofread KOpPEKTypa, BUIIPABJICHHSA
47. sincere [sin’sio] IUpuUH
sincerely yours mupo Barm

48. concise [kon’sais] KpPaTKUH, JaKOHIUHUN
49. advanced [ad’va:nst] Cy4YacHUM, IepeIoBUN
50. content [‘kontent] 3MicT
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LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

Types of written communication, important written com-
munication, external communication, internal communications,
business communication, paper communication; written letters,
informal letters, formal letters, personal letters, business let-
ters, effective letters, simple letters, concise letters; a formal
letter, a formal language, a formal communication; an informal
letter, an informal language, an informal communication, to of-
fer to write a formal letter.

Permanent records, a permanent address, a permanent action,
a permanent job; to contain information, to contain technical data,
to contain graphs, to contain figures, to contain tables, to contain
diagrams; it depends on the relationship, it depends on the sender,
it depends on the recipient, it depends on the manager.

The same purpose, various purposes, a main purpose, a clear
purpose, the purpose of reference; to accept an offer, to reject
an offer, to make an offer, to write an offer; formal circum-
stances, difficult circumstances, under the circumstances, un-
der less formal circumstances, important circumstances.

Task: translate
1. (IIucpmoBe,/ 30BHimHE/
BHYTPIIIIHE) CIiJIKYBaHHA
2. Ilocritina (agpeca/ sanucu/
poboTa)
3. (TomoBHa,/ BamkJIMBa) MeTa,
METa CIIIJIKYBAHHsS, MeTa JKUTTS
4. ITe saneXuTh Bix (o6cTaBuH/
OTpUMYyBaua/ BiANIPaBHUKA)
Business correspondence, simple correspondence, short cor-
respondence, correspondence about employment, correspondence
about payment, let me show you our correspondence. New oc-
cupation, simple occupation, modern occupation, to offer a new
occupation, to describe a new occupation.

To worry about a new occupation, to worry about a deliv-

ery, to worry about customers, government worries about the
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situation in the country, don’t worry about a deal. Delivery
of commodities, delivery of software, delivery of hardware,
delivery of goods. The purpose of the deal, a deal with foreign
partners, a deal with an international enterprise, a deal of com-
puters delivery.

Task: translate
1. (BaxxkauBa, MIBUAKA, II[OJeHHA)
IiJloBa KOPECIOHAEeHITisa
2. (IlpononyBaTH.., IUTATH
I[0J0..., OIIMCYBATH) Pil 3aHATH
3. XBuaoBaTucsa 1momao (poay
3aHSATDH, MOKVIIIiB, YIOAM)
4. ocraBKa (IPOAYKTiB, Ai0BOL
KOPECIIOHAEHIIil, MPOTrpaMHOTO
3a0e3neyeHHA)

II. Translate the following word-combinations into the
English language.

1) IIuceMoBa KOMYyHiKaIlisg, 2) BUKOPHUCTOBYBATHU IJA BHY-
TPiIIHLOTO CHIMIKYBaHHSA, 3) mepelaBaTH IIOBimoMJeHHs, 4) Bim-
moBimaTu opnHili Meri, 5) 3BMUaiiHa TOpriBesbHA MisJIbHICTH,
6) mepeBara ImHUChbMOBOTO HiJIOBOTO JMCTYBAaHHS, 7) HOCTABKAa KO-
pecrioHaeHIlii, 8) morpedye mOBruii yac mjisa posyMmiHHA, 9) Tep-
MiH «[IiJioBe JIUCTYyBaHHsA» 3a3BUYall HepBye Jromeii, 10) moBuHeH
O0yTH KOMIIETEHTHUM y HaIMCaHHI AioBUX JuCTiB, 11) 3ame:xatu
Big BigHOCHH 000X cTOpiH, 12) mpuKJIagu BiATpaBHUKIB Ta OTpU-
MyBauiB, 12) mpomosuiliga KOMEpPIifiHOi yroam iHIIIMM ycTamHo-
BaM, 13) mpu obGcTaBMHAX, IO CKJAJUCSA, 14) mpuBiTaTtu Jawoomeit,
15) mopmMu opmMaTy AiJIOBOTO JIUCTYBaHHSI.

III. Read and memorize the following words and word-com-
binations. Be sure you understand the meaning of the words.

extra document or image that is added to an
attachment .

email

the content of the letter; between the salutation
body .

and signature
concise gets to the point quickly
confidential, .

private
personal
ShreCt m.a il, marketing letters addressed to a large audience
junk mail
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enclosure extra document or image included with a letter
uses set formatting and business language,
formal .
opposite of casual
format the set up or organization of a document
heading a word or phrase that indicates what the text
below will be about
informal casual
inside address recipient’s mailing information
letterhead spgcialized paper with a (company) logo or name
printed at the top
logo symbol or image that identifies a specific
organization
memorandum document sent within a company (internal),
(memo) presented in short form
read through a finished document to check for
proofread .
mistakes
recipient the person who receives the letter
salutation greeting in a letter (e.g. «Dear Mr Jones»)
. term used before a name when formally closing
sincerely
a letter
IV Match.
1) business address
2) inside language
3) proof correspondence
4) foreign the letter
5) body of error
6) letter office
7) grammatical read
8) post head

V. In each line choose one word that doesn’t belong to the
group:
. e-mail, memo, objective, letter.
. editor, employee, employer, letterhead.
. foreign, advanced, circumstances, clear.
. to write, to type, to print, to invite.
. to request, to invite, to offer, staff.

QU W N =

VI. Find synonyms to the following words and word com-
binations.
1. salutation
2. objective
3. modern
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. to ask

. worker

. error

. profession

. business letter writing

00|~ |OY| O [~

READING
@ I. Read the text and translate it.

Text A. The importance of written communication.

The most common types of written communication are let-
ters, written for external communication, and memos, used for
internal communications. Business letters are more formal and
differ from personal letters, but they serve the same purpose —
to communicate a message. Proper business letter writing is
very important for normal commercial activity. So, every good
businessman should be competent in writing effective business
letters in English.

An advantage of written business communication is that
they are permanent records of the communication. They can be
referred to later if required, and read at leisure, which means
that they can contain information that may take longer to un-
derstand, such as figures and technical data. Pictures, tables,
graphs and diagrams can also be included in written communica-
tion. There are some other forms of written communication in
business: reports, financial documents, advertisements, notic-
es, customer and product information. Written communication
should be accurate, clear, simple and complete.

Text B. What is a business letter? Types of business letters.

Most people who have an occupation have to write business
letters. But the term “business letter” makes people nervous.
Many people with English as a second language worry that their
writing is not advanced for business writing. This is not the
case. An effective letter in business uses short, simple sentences
and straightforward vocabulary. The easier a letter is to read,
the better. A business letter should be short and to the point.
The content used in the letter should be clear and it should de-
scribe the objective of writing the letter. The letter should not
have any typographical and grammatical error.
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Business letters are formal paper communications usually
sent through the Post Office or sometimes by courier. Business
letters are sometimes called “snail-mail” (in contrast to email
which is faster). Business letters also includes: letter, memo,
fax, email.

Letters are written from a person/group, known as the send-
er to a person/group, known in business as the recipient. A busi-
ness letter is written in formal language. The style of the busi-
ness letter depends on the relationship that is shared between
the two parties. Here are some examples of senders and recipi-
ents. The letter is written for official correspondence between
two organizations, organizations and customers, clients, by job
applicant to the company, between citizens and government, em-
ployer and employee, between staff members, etc.

A business letter is used for various purposes like offering
a business deal to other organization, accepting an offer, reject-
ing an offer, applying for a job, extending the contract with a
client, persuading, informing, requesting something, reminding
about payment or delivery, recommending something, express-
ing thanks, introducing a person or a policy, inviting or welcom-
ing people, etc.

Text C. How to write a business letter?

Follow the following steps at writing a business letter:

1. The heading. Always use a letterhead to write a formal
letter. If you don’t have it, then type your name and address at
the top of the page.

2. Mentioning the date in a letter is a must. After the
date, you need to write the full name and full address of the
recipient.

3. The salutation in a business letter is always formal. First
make sure that you spell the recipient’s name correctly. You
should also confirm the gender and proper title. Use Ms. for
women and Mr. for men.

Ms, Miss or Mrs?

Mrs — to address a married woman

Miss — to address an unmarried woman (rarely used now)

Ms — to address a woman whose marital status you don’t
know; also used to address an unmarried woman
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Under less formal circumstances, or after a long period of
correspondence it may be acceptable to address a person by his
or her first name. When you don’t know the name of a person
you may write, “To Whom It May Concern”. Here are some com-
mon ways to address the recipient:

Dear Mr Powell, Dear Ms Mackenzie, Dear Frederick Han-
son, Dear Editor-in-Chief, Dear Valued Customer, Dear Sir or
Madam, Dear Madam, Dear Sir, Dear Sirs, Gentlemen, etc.

4. The body is written as text. A business letter is never
hand written.

I. In most types of business letter it is common to use a
friendly greeting in the first sentence of the letter. Here are
some examples:

Thank you for your kind letter of January 5th. / I came
across an ad for your company in The Star today. / It was a
pleasure meeting you at the conference this month. / I appreciate
your patience in waiting for a response.

II. After your short opening, state the main point of your
letter in one or two sentences:

I’'m writing to enquire about.. /| I'm interested in the job
opening posted on your company website. | We’d like to invite you
to our conference on April 5th.

III. Use a few short paragraphs (or one if you don’t need
more) to go into greater detail about your main point. Here are
some common ways to express unpleasant facts:

We regret to inform you... / It is with great sadness that we...
/ After careful consideration we have decided...

IV. Your last paragraph should include requests, reminders,
and notes on enclosures. Here are some common phrases used
when closing a business letter:

I look forward to... /| Please respond at your earliest conve-
nience. / For futher details... /| If you require more information...
/ Thank you for taking this into consideration. / Feel free to
contact me by phone or email.

5. The Closing. Use a comma between the short, polite clos-
ing and your name. You may include a title, if appropriate.

Yours truly, Yours sincerely, Sincerely, Sincerely yours,
Thank you, Best wishes, All the best, etc.
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6. You should always proofread a business letter before
sending it.

Text D. E-mails.

When using email in business, most of the guidelines for
standard formatting in business letters apply. Here are a few
differences:

- Choose a subject line that is simple and straightforward.
Don’t use key words that might cause an email to go into an-
other person’s trash box.

- Repeat the subject line in the body of the email, beneath
the salutation (as with a letter).

- Use the “cc” address line to copy more than one person
with your correspondence.

- You can request a receipt for important letters. The system will
automatically let you know when someone has opened your email.

- Instead of a signature, include your typed name, and below
it include your email address, business name and address, phone
and fax number, and website if appropriate.

I1. Say if the sentences below are true or false. Correct the
false statements.

1. Business letters should be simple and easy to read.

2. Business letters are more informal and differ from per-
sonal letters, and they serve different purposes.

3. Reports, financial documents, advertisements, notices
are forms of written communication.

4. It is not useful for business letter to be to the point.

5. Accepting or rejecting an offer are the only purposes for
business letter.

6. When you don’t know the name of a person you may
write, “Dear Sir”.

7. The date on a business letter should appear after the
salutation.

8. An “Enclosure” note should appear below the typed name
of the sender at the end of the letter.

9. Contact information generally appears in the closing
paragraph of the letter.

10. It is considered standard formatting to include the recip-
ient’s address before the salutation in a business letter.

222



Business Correspondence

III. Make the following sentences negative.

The term “business letter” makes people nervous.
Business letters are sometimes called “snail-mail”.
Business letters also includes: letter, memo, fax, email.
In emails instead of a signature the typed name is included.
“Proofread” means to read a text carefully.

IV. Choose the correct answer.

1. Before you seal and send your letter, make sure to

A) punctuation B) proofread C) sensitive

D) transition

2. As soon as your certified letter reaches the R
you will be notified.

QU W N

A) recipient B) margin C) logo

D) salutation

3. The envelope indicated that there was , but in
fact there was only a letter inside.

A) an enclosure B) a sender C) a solution

D) an indent

4. The of the first paragraph was optimistic, so
I wasn’t expecting the bad news in the middle.

A) tone B) active voice C) direct mail

D) punctuation
5. I decided not to interview her, because her cover letter
contained very poor

A) on arrival notation = B) block format C) single spacing

D) grammar

6. The about the meeting was posted on the bul-
letin board for everyone to read.

A) memo B) heading C) sender

D) junk mail

7. Our address and phone number are shown on our

A) letterhead B) snail mail C) postage

D) salutation

8. The first goal in writing a business letter is to get the
recipient’s .

A) address B) attention C) services

D) trade
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1

V.

a) Write a general question to each sentence. b) Write

two special questions to each sentence.

—

VII. Complete the following sentences.

'\ICDOTHROONH

VIII. Read the following letter and point out an introduc-

An effective letter in business uses short, simple sen-
tences and straightforward vocabulary.

Business letters are formal paper communications.

A business letter is used for various purposes.

You can correct errors with a fresh eye.

Your typed name in an email is usually at the left margin.

. Fill in the blanks with necessary words.

It was a great pleasure for us to your letter of
April, 23. (receive, get, send)

We would welcome the to cooperate with you.
(opportunity, desire, reason)

We would like to your catalogues every month.
(recommend, get, receive)

May I have the of inviting you to visit our firm?
(pleasure, decision, permition)

We to inform you about the economic and cul-

tural relations with our country.

. I receive many letters from ...

. When I want to send a letter I usually go to ....
. May I have the opportunity to wish you ...

. It was a great pleasure to receive ...

. Would it be possible for you to tell us ...

. We beg to inform you that ...

. Please, let me know how ...

tion, a body of the letter and a conclusion in it.

Maison d’Antiquites

29, rue Gavin Paris,
France

Mr. Jan Van May 25, 2010

Estate Specialist Associates
Harlem

Th

e Netherlands
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Dear Mr. Van,

I’m writing to introduce myself and my company. My name
is Robert Tomford and I am with an antiques company in Paris.

Our company would like to establish ties with you for a mu-
tually beneficial relationship. We buy and sell antiques. It is our
understanding that you, as estate appraisers and consultants,
are involved in the deposition of antique furnishings.

I am enclosing my card and our company brochure. It would
be a great pleasure to meet with you personally. I will be calling
you next week to see what we can arrange.

Yours truly,

Robert Tomford

Executive Director

Enclosures: brochure, business card.

IX. Read and complete the following letter with the words
from the box.

sincerely forward representative call
writing sellers enclosing

Ukrainian Beauty Products
10 Shevchenko Street

Odessa
May 12, 2017

Cloud’s Beauty Spa

125 Maiden Lane

San Francisco

Dear Mr. Cloud,

My name is Sandra Kikimara and I am an account
with Ukrainian Beauty Products, Inc. in Odessa.

The reason I am to you is that we have an excep-
tional new of cosmetic products that give long-lasting improve-
ment in skin and hair, and that have been good in
many salons.

I am a brochure and price list for your consider-
ation. I would like to on you next week, give you some
samples, and see if you are interested in learning more about our
products. I look to talking to you at that time.

yours,
Sandra Kikimara
Enclosures: brochure, price list.
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X. The negotiators have some difficulties to write Rejection
Letter. It is important to say something positive first, before
the rejection. Read the following letter and complete it with
the words from the box.

considerable participation company submit bid
appreciate preparing taking

Dear Ms Faber,

Thank you for (1) the time to (2) your
bid to do the construction and installation for our Hotel project.
We (3) the time and effort you spent in (4)
this one.

Unfortunately, we must decline your (5) at this
time, as we have awarded the job to another (6) that
has (7) experience in this type of project.

We thank you for your (8) and hope we will be

able to use your services at some time in future.
Sincerely yours,
Robert Hort,
Vice president

XI. Read and complete the following formal e-mail with
the words from the box.

sincerely representative satisfied delivery
under Dear concerning Please
require containing

Formal e-mail
from: Customer Service <customer.service@johnston-tech-
nology.com>
sent: Tuesday 2 April 09:33:25
to: “O. Poujade” <oliver.poujade@hmail.com>
re: your service request

Mr Poujade,
Thank you for your email your memory module. We
are sorry that you are not with this product; we will be
pleased to exchange it the terms of our guarantee.

do not return the module until you have received
an RMA (return merchandise authorization). To issue the RMA
we the revision number of the module (the long alpha-
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numeric number, beginning with 00) and your address,
telephone and fax number.

You will then receive a fax, details of where to send
your original product, together with your RMA number and the
name and email address of the RMA department han-
dling your case.

The fax should be returned to the RMA department together
with the faulty module. Your request will normally be processed
and your replacement module shipped within 2—4 working days.

Yours y

Bernard Thomas

Customer Service Executive

XII. Learn the following business abbreviations.

FYI for your information

FYA for your attention

CEO Chief Executive Officer
VP Vice President

HR Human Resources

R&D Research and Development
AGM Annual General Meeting
ASAP as soon as possible

VAT Value Added Tax

PA Personal Assistant

n/a not available

dept. department

HR Human Resources

e.g. exempli gratia (for example)
ETA estimated time of arrival
HQ headquarters

MD Managing Director

No(s) Number(s)

RSVP respondez s’il vous plait (please reply)
PR Public Relations

PTO please turn over

XIII. Translate into English.

1. HosBoabTe cKopmcTaTHCs Haromono i mpusiTatu Bac 3i
ceaTom. 2. Mu Oyzemo pajni BigmosicTu Ha Oyab-sKi samuMTadusd,
1o IikaBaaTh Bac. 3. Mu pospaxoByeMo Ha cmiBmpaiiio 3 Bamm.
4. Yu me morau 6 Bu moBizomuTm Ham moapoOulii mpo Barmry
dipmy? 5. Maemo yects moBimomuTu Bac, 1110 Mu roToBi migTpu-
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MyBaTH CIiBpoOiTHUITBO 3 Bamum migmpuemctBoM. 6. S xouy
HagicjaTy PeKOMEeHJOBAHOIO JIVCTA.

X1V. Write down a business letter to a colleague describing

some business trends.

Prepare the letter using the questions below. The informa-

tion can be real or imaginary.

+  What is your company’s business? What products / ser-
vices do you offer?

+  What is your position in the company?

+  Choose two things in your business context with a change
that can be measured. Ideas: sales and market share;
sales and profits; sales of two different products; bud-
gets for two different projects or products; inflation and
unemployment; your own ideas.

+  What are the trends? Ideas: up, down or stable; slow or
rapid change; over what time period.

+  Who are you going to write to about these trends? Ideas:
a colleague from another department who asked for the
information; a colleague in another country; someone
new to the team who needs some background informa-
tion; or perhaps your line manager.

XV. a) Read the following word combinations and sentences
and translate them in your native language.

1. Letter of guarantee

2. Dear Sirs / Madams

3. Wouldn’t it be possible
for you to inform me...

. We beg to inform you that ...

. We will do our best to ...

. We will be glad to answer ...

. I look forward to cooperating.

. Please, let me know...

. I am sorry to have caused you so
much trouble.

10. We are delighted that...

11. Best wishes

12. Yours truly / Yours

sincerely

©[00 ||| O |~
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13

. It was a great pleasure
for us to receive your
letter of ...

14.

We would welcome
the opportunity ...

15.

I enclose some information ...

16.

May I take an opportunity
to wish you...

17.

May I have the pleasure
of inviting you to visit
our firm?

18.

There is an enclosure
to the letter.

19.

There are many
circumstances

20

. Under the circumstances.

b) Read the following word

and translate them in English.

combinations and sentences

. TAPAHTiAHUHT JIUCT

. ITanoBHi naHOBe / maHi

QoD (=

. Uu He Mmir 6u A 3ampocuTu

Bac Binsigatu mamy gipmy?

. Yu He 3morau 6 Bu

HOBiJOMUTH MeEHe...

. llIxoxma, 110 a 3aBmas Bam

CTLIBKU KJIOHOTY.

. Mu maemo 3a yecTnb

nosigomutu Bac, 1170...

. Mu ny:xe pani, 1o ...

. Mu 3po6umMo Bce MOKJIUBE,

100 ...

. [Jo3BOJIbTE CKOPUCTATUCH

Haronoio i mpusiratu Bac 3 ...

10.

Homaro mesky iHdopmairio...

11.

Haiikpamti mobasxkanfs

12.

Mu pamiemMo 3 MOKJIMBOCTI

13.

ITupo Barr...

14.

3 BeJIUKUM 3a0BOJIEHHS
oTpumMmaJju Bamioro jgucra...

15.

Mu 6ymemo paji BigmoBicTH...

16.

Bynp nacka, mosimomTe Hac...
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17. {1 pospaxoByio Ha
CIIiBPOOiTHUIITBO

18. € momaToK ;o JimcTa.

19. Ilpu nux obcTaBUHAX.

20. I xouy sHaTu mpo Bci
00CTaBUHU.

XVI. Explain what a business letter is, tell about its struc-
ture, its kinds, commonly-used phrases.

GRAMMAR REFERENCE

THE PRESENT PERFECT CONTINUOUS TENSE

(TenmepimrHiil TpuBaIUNA JOKOHAHWI Uac)

VTBOpIOETHECS 3a AOIIOMOIOI0 [OOIOMIiKHOro pgiecimoBa have
(has) + to be B Present Perfect (been) i miempukmerHUKA
TeIepilIHbOr0 Yacy OCHOBHOTO Ai€ciioBa.

CreepmxyBaabHa (popma

Subject + have / has + been + - ing form of the verb

I

We . . ‘-
You Have + been V + -ing (working / writing)
They

He

She Has + been -ing V + -ing (working / writing)

It

3amepeuna ¢opma

I

We .
You Have not (haven’t) +been + V + -ing
They

He

SI}11;e Has not (hasn’t) + been + V + -ing

3anuTtaabHa (hopma
3arajgbpHi 3amUTaHHA
I
We .
Have You + been + V + -ing
They
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He
Has She + been + V + -ing
It
CneniajpHi 3anMTaHHI
What/what kind I
\;f{}?;e have X i + been + V + -ing
When They
Why He
How much/ has She + been + V + -ing
how many It
IIurtanua mo migmery

WHO, WHAT + HAS

Hanpuriaan, Who has been
writing? What has been working?

Been +V + ing-form?

B:xkuBaetnca 3i croBamu: FOR — Ha mpotasi, mporarom

BxxuBanuga

1. Ina BupaskeHHsA mii, 1110
moyajiacs B MUHYJIOMY, TpuBaJa
OPOTATOM IIEBHOTO Tepiony i Bce
I1e IPOJOBKYETHCA.

He’s been writing a letter for
two hours. (Bin poamouaB aBi
TOAWHU TOMY i IIfe IIPOJIOBIKYE
IIHCaTHn)

2. Insa BupaxkeHHsa mii, 110 IIO-
yajacad B MUHYJIOMY, TpUBaja
OPOTATOM IIEBHOTO mepiony i 1ro-
iHO 3akiHuMJIacd 3 HaATJIATHIM
pesyabTaToM, abo ederToM.

She’s been painting the ceiling.
(Boma Bca y ¢apbi)

3. 31ebiJbIIIoro Ha TPUBAIICTD
nii BkasyroThk ciaosa for, since,
how long.

She’s been calling on clients
since this morning. I have been
expecting you for an hour. How
long have you been negotiating?

4. Ina BUpaKeHHA 1ii, 1110 BU-
CJIOBJIIOE THiB, PO3ApATyBaHHI,
Jocana, pos3’siCHeHHS, KPUTHUKY.

Who has been using my mobile
phone? (poagpaTyBaHHs)

5. VBara! 3 mieciroBamu work,
live, feel BsxuBaeThCca abo Present
Perfect, abo Present Perfect Con-
tinuous 6e3 pisHuIli y 3HaueHHi.

I’ve been living / I've lived in
Rome for a year.
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TASKS

1. Open the brackets and put the verbs into the Present
Perfect Continuous Tense.

1. Poor Tracy! She (write) that essay for hours now
and she still hasn’t finished. 2. I (try) to get in touch
with Jenny all morning but I can’t find her anywhere. 3. We

(live) here for the last six years. 4. Dan (sleep)
in his living room for three hours. 5. We (work) at the
insurance office for two years. 6. They (wait) for the
reply for two months. 7. When I arrived the co-workers
(discuss) the questions for an hour. 8. Actually, I (type)
this letter only for five minutes. 9. She (write) the annu-
al report for three hours and it still not ready. 10. She
(call) on clients since this morning.

2. Change the sentences from the Present Simple Tense
into the Present Perfect Continuous Tense.

1) John speaks a foreign language. 2) He listens to the re-
ports from the enterprises every day. 3) She often mentions
her former insurance company. 4) They conduct meetings with
foreign representatives every Monday. 5) The Training manager
offers the staff some advanced courses.

3. Make the sentences negative and make general and spe-
cial questions.

1. The business partners have been discussing the questions
since 11 o’clock. 2. My manager has been working at this compa-
ny for seven years. 3. They have been talking about this project
for half an hour already. 4. We have been studying the market
for several weeks. 5. She has been talking over the phone since
the boss left. 6. The teacher has been explaining the new topic
for 15 minutes. 7. I have ben translating this article for two
days. 8. The students have been learning this rule for half an
hour. 9. Our English partners have been waiting for the pay-
ment since they sent the goods. 10. The secretary has been typ-
ing the letter since I came to the office.

4. Answer the questions using present Perfect Continuous.
1) Have you been doing your English homework for a long
time?
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2) Have you been writing these unknown words on the topic
“Business correspondence” for a long time?

3) Has your friend been communicating with another asser-
tive student for a long time?

4) How long have you been receiving the scholarship?

5) Have you been preparing invitations for the scientific
conference since 12 o’clock?

6) How long have the students been looking for the teacher?

7) Has she been making long distance calls for 3 hours?

8) How long have you been reading the book about finance
and accounting?

5. Underline the correct form of the verbs.

To: Sami Asraf

From: Svetlana Weiner

Subject: Seminar presentation on Thursday

Dear Sami,

I’ve just received / I've just been receiving your message to
us all about the seminar on Thursday. I’ve worked | I’ve been
working on my presentation for the last week, and have now
finished / have now been finishing it, so I am happy to be one of
the first to present it. However, I’'ve made / I’ve been making an
appointment to see the university careers advisor immediately
after the seminar, so I will need to leave on time.

I’d like some advice about my presentation. At last week’s
lecture you said that we should use visual aids as much as pos-
sible. I haven’t found / haven’t been finding anything to use.
Is it essential? I’ve done lots of presentations before, and I feel
OK about this one. In my last presentation I used / I have been
using the overhead projector, and I want to do this again — does
this count as a visual aid?

One last question: I went to Professor Kucherenko’s lecture
yesterday, and learnt quite a lot that is relevant to this course.
Is it okay to refer to another course in my presentation? I’ve
been wondering / I wondered about this — maybe it is better to
stick to the materials and references you’ve given / you’ve been
giving us. I hope you can let me know.

Thanks for your help,

Svetlana
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6. Translate the phrases into English. Use Present Perfect
Continuous.

1. Bu Takuit Bromaenuii. — Tak, s CIiIKyBaBeA 3 iHO3EMITAMU
miBgua. 2) f BuUKJIamaB NpUKJIAIHY €KOHOMIKY B Iiff I'PyHi IpOTH-
roMm 2 pokis. 3) MeHemkep 3 IPOAaKy AUBUBCA 3BiTHU IIPAIliBHUKIB
3 7 roguau. 4) BoHM BUBUAIM aHTJIIHCBLKY IpoTAroM 6 MicAlis.
5) CTymeHTH MEPIIOKYPCHUKYN BUMIN TeMY «llisoBe CIiIKyBaHHI»
MIPOTATOM ABOX THKHIB. 6) BoHuM mmcanu mijoBi JiMcTH Bech IeHD
(i Bce mre muiyTh). 7) BoHa umTasma KHuUry mpo 0aHKiBCBKi ycra-
HOBU Bech JeHb (i Bce 1ie umtae). 8) IIpamiBHUKY XBUJTIOBAJINCA 3
OPUBOAY 3apIlJIaTH Bech AeHb. | 3apa3 BOHHU ueKaloTh Oild Kacwu.
9) MeHemxep 3 MPoJaKy TOBApiB PO3MOBiAAB IIPO PisHiI oOCTaBUHU
nBi rogmau. 10) CrygenTu untanu iHgopmMallito mo-aHIIIAChKL Ipo
YaCTUHU AiJI0OBOTO JincTa (IpUBiTaHHSA, MeTa, OCHOBA YaCTUHA JIVC-
Ta, 3aKJIOYHA YaCcTHHA, JOJATOK) BCe 3aHATTSI.

7. Make up your own 5 sentences in Present Perfect Con-
tinuous.

THE PAST PERFECT CONTINUOUS TENSE
(MUHYJINH TPUBAJIUYN TOKOHAHUN uac)
YTBOPIOETHCA 3a JOIIOMOIOI0 JOIOMIisKHOIO miecaoBa had + to
be B Past Perfect (been) i mienpuKMeTHHKA TeIepillIHBOr0 Yacy
OCHOBHOTO JiecJioBa.
CreepasxkyBajbHa (hopMa

You Had + been V+ -ing (working / writing)

They

She Had + been V+ -ing (working / writing)
It

3amnepeuna dgopma

You Had not + been+ V+ -ing

They

She Had not + been+ V+ -ing
It
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3anmuTtaasHa (popma
3araJjbHi 3anUTaHHA

I
We .
Had You + been + V+ -ing
They
He
Had She + been + V+ -ing
It
CneniajgpHi 3anIUTaHHI
What/what kind I
How We )
Where had You + been + V+ -ing
‘When They
Why He
How much/ had She + been + V+ -ing
how many 1t
3anuTaHHA [0 IMiaAMeTy
WHO, WHAT + HAd

Hanpumep, Who had been writing? What had

been working?

Been + ing-form?

B:xxuBanua

1. lna BUpasKeHHS TPUBAJIOL
noii, sKa mouaJiacsa IO AKOTOCh
MOMEHTY B MUHYJIOMY, Ta
TIPOJOBKyBajacA y el MOMEHT.

I explained that I had been
looking for him for the last two
hours.

2. Ins BupaskeHHA TpUBAJIOL Iii,
sIKa TIoJasiacs OO SKOrOCh MOMEH-
Ty B MUHYJIOMY, Ta 3aKiHUMiiacs
GesrocepeHBO Tepes HUM.

She had been working as a
manager for 10 years before she
resigned.

3. Ins BupakeHHSA TPUBAJIOI
nii, ssKa moyaJiaca IO SAKOI'OCh
MOMEHTY B MUHYJIOMY, Ta
3akimumaIaca 0es3mocepeaHbo
mepen HUM 3 HATJIATHUM
pesyiabTaToM, a00 edeKTOM.

They were wet because they had
been running to the office in
the rain.

4. BxxusBaroTbesa Taki
npuiiMeHHNKHU akK: for, since

The manager had been writing
a letter for an hour.
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TASKS
1. Open the brackels and put Past Perfect Continuous
Tense.

1) The treasurer (to worry) about making a contract for
2 hours before the CEO made a deal.

2) John (to study) for 3 hours before the freshmen came
into his room in the hostel.

3) The customer (to choose) the goods for 20 minutes before
the sales manager came up to him.

4) Maria (to work) at the recycling enterprise for 2 years
before she entered the higher educational establishment

5) The government (to discuss) the problem of placing in a
job for half a year before they accepted a law.

6) Jane (to write) a thank-you letter to her future employer
for one hour before she finished it in a proper way.

7) The senior students (to make) reports for the conference
on start-ups for one month before they wrote them at
last.

8) The freshman (to spell) the unknown English words for
the whole evening before he decided to go to bed.

2. Make the following sentences negative and make general
and special questions.

1. He had been working as a manager there for seven years
by that time. 2. We knew that he had been working in our com-
pany for a long time. 3. The girl answered that she had been
typing some letters all the week. 4. The director noticed that she
had been behaving strangely. 5. Jane replied that she had only
been at the hospital for three days. 6. The managing director
explained that she had been studying the market for a long time.
7. I had been speaking over the phone for ten minutes when you
arrived. 8. He had been having a headache for half an hour be-
fore he took some medicine. 9. He wrote that he had been study-
ing at the Financial Institute since 2015. 10. The career advisor
had been consulting me for five times before I chose this job.

3. Choose the correct form of the verb.

1. I (had been waiting, waited) for his reply for two hours
before I received the e-mail. 2. They (had been waiting, have
waited) for the guests for ten minutes before they arrived.
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3. Pete (had been looking for, has been looking for) a hotel for
a long time before he saw a building. 4. A director felt tired
because he (had been working, worked) hard all day. 5. His fa-
ther (had been working, worked) at this enterprise for 25 years
before he retired.

4. Fill in the gaps with the following verbs in the Past
Simple, Past Perfect or Past Perfect Continuous: buy, develop,
discuss, feel, make, phone, run, start, wait, work.

1. She as a waitress for five years when he met
her. 2. The lecture by the time they got there. 3. In
the supermarket he all the ingredients he needed and
then went home to make her birthday cake. 4. Scientists an-
nounced the launch of the new drug last week. They it
for five years. 5. By the time I got to the meeting they
(already) the important issues and they the big deci-
sions without me. I from my mobile to tell them the
train was late and I annoyed that they (not)
for me. 6. I looked terrible when I saw Joe last night because
I for over an hour and I was exhausted.

5. Translate the sentences.

1) Bank BuzaBaB TIpOIlli IIeHCioOHepaM IIPOTATOM IHiBPOKY,
IoKu He 30aHKPYTyBaB. 2) ['o0oBHMUI OyXTraJiTep IPaIoBaB B KOM-
naHii mpotsarom 10 pokiB, Kosu parmnToBo Bupimus yitu. 3) Ilpo-
IaBellb HMPOIIOHYBAaB IOKYIIIEBI KYIMUTHM HOBUM TOBApD IIPOTATOM
20 xBUJIMH, JOKU IOKYyIellb moroguBca HaperiTi. 4) IIporpamict
BCTAHOBJIIOBAB IIPpOrpaMue 3a0e3meueHHA Ha KOMII IOTEP IIPOTATOM
2 roguH, TOKM HaPEITi He BCTAB i He cKasaB, IO BiH Bce 3po0OuUB
i ime momomy. 5) IlpeacraBHUKM iHO3eMHOI (ipmMu ixaaum Ha Ma-
IIVHI BeCh AeHb, JOKM He IPUixXaJyu Ha Ha(TOHmepepoOHUI 3aBOI.
6) Ilepcoman BiKe mmimirpiBaB HpuUMillleHHA TPOTATOM T'OJUHU,
KOJIM HauaJbHUK CKasaB, IIT0 Hapana He Oyae. 7) Biu samporrysas
iHosemIiB moobizaTu 3 HUM 15 XBMJIMH, JOKM HapeITi BOHU Ka-
reropuudo HE Bigkunyau fioro mpomosuiiito. 8) [[iTu BuMOBISAIN
iHosemHi ciaoBa mo OyxBax mporarom 20 XBUJINH, JOKU BUNTEJb
He BiIIIyCTUB iX ZOIOMY.
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6. Make your own sentences in Past Perfect Continuous
(not less then 5).

FUTURE PERFECT CONTINUOUS TENSE
(MafiOyTHiN TpuBaIMii JOKOHAHUM Uac)
Creepa:xkyBajbHa (hopMa

VTBOpIOETHCSA 3a [JOIOMOIOI0 [AOIOMIiHOro xgiecimoBa will
+ have + to be B Future Perfect (been) i miempuxmMeTHHKA
TeIePilIHbLOr0 Yacy OCHOBHOIO Ii€c/IioBa.

I
We
You
They Will +have + been + V+ -ing (working / writing)
He
She

It

3amepeuna ¢opma
Y samepeuniii popMi ITicass meprioro JOIOMIiKHOTO IiecoBa
BJKUBAETHCA 3allepedyHa yacTKa not.

I
We
You
They will not Have + been + V -ing
He
She

It

3anuraabHa dopma
3araJjbpHi 3anuTaHHA
Y nuranbHiA GopMi mepiie JOIOMiKHE Ti€CJIOBO CTABUTBLCS
mepejn IigMeToM.

You
They Have + been + V-ing
He
She
It

Will
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CneniajgpHi 3anuTaHHA

What/what kind I
How We
Where You
When will They Have + been + - V + ing
Why He
How much/ She
how many It

3anuTaHHA 0 IMiaIMeTy

WHO, WHAT + Will
manpumep, Who will have been Have+Been + V+ing-form?
writing? What will have been
doing?
B:xxuBaHHA
1. Ins BupakeHHA TPUBAJIOL
Iii, ssIKa MOYHEeThCA M0 SIKOroCh He will have been learning

MOMEHTY B MaiibyTHROMY, Ta mie | English for half a year by June.
TPpUBATHME y 1€l MOMEHT.

2. [lna BUpasKeHHs TPUBAJIOI
mIii, sKa MOYHEThCS M0 AKOTOCh
MOMEHTY B MaliOyTHBOMY Ta
3aKiHUNTBCA 0e3II0cepeaHbo
mepes HUM.

3. VYBara! 3 gieciaoBamu, IO

He Maiochk opmu Continuous,
samicts Future Perfect
Continuous B:xuBaeThcsa Future

I will have been still writing an
article when you arrive.

I will not have seen the earth
before the land.

Perfect.
TASKS

1. Open the brackets and put Future Perfect Continuous.

1. He (read) a programme for ten minutes when they
come. 2. She (wait) for this meeting for a month before
she receives the invitation. 3. The seats (fill up) for
twenty minutes before they come. 4. Paul (read) books
about the marketing for several years before he becomes an ex-
pert. 5. 1 (work) on this report about competitors in the

market sector for two weeks before I send it to the director.
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6. My father (work) at the office for twenty years by
2019. 7. In a few minutes, I (wait) here for Caig for over
two hours. Where can he be? 8. We’ll be halfway through the
sponsored swim in one hour so we (swim) for 48 hours
non-stop by then. 9. If she’s still on the phone at 8 o’clock, Jan

(talk) to Melissa for over two hours. 10. Tomorrow
Elaine (work) on the project for ten days.

2. Make the following sentences negative and make general
and special questions.

1. The actors will have been having the rehearsal at the
theater for two hours. 2. This marketing plan will have been
making for several weeks. 3. The PR manager will have been
working on the script for two months. 4. We will have been
booking the seats at 10 o’clock tomorrow. 5. I will have been
working at the office all day. 6. He will have been staying at
the institute for an hour. 7. We will have been asking for the
seats in the stalls for our delegation at the box-office when you
come. 8. The staff will have been discussing for a long time what
kind of conference to attend, when the senior manager returns.
9. I have been waiting for this invoice for more than a month.
10. They have been sitting in the office for several minutes.

3. Translate into English using Future Perfect Continuous.

1) o Toro yacy, AK BiH 3aKiHUWTH BUINWUI HaBUYAJIbHUNA
3aKJajl, oro 0aTbKM IIPOHPAIlIOIOTL B AMepHIli BiKe OBa POKMH.
2) Mu Oyzmemo pekJaMyBaTH IIi TOBapW Ha PUHKY KiJbKa MicAIis,
mepIl HiX BOHU 3 ABIATHCA Ha puHKY. 3) Ha maibyrHiit pik
IO I[bOTO uYacy BoHa OyJe BMBUATH iHO3eMHY MOBY BiKe 2 POKIH.
4) o Toro uwacy #AK iHO3eMHa [HeJseraiisa mnpuige, mMu OyaeMo
MIPOBOAUTU 300pU BiKe IPOTAromM roguau. 5) I[o Toro uacy, Ak
HAvYaJIbHUK IIOBePHETLCs, IIepcoHas Oyae mucaTh 3BiTH BIKe
MIPOTATOM ABOX ToAuwH. 6) Jlo uepBHA MU BiKe OyIeMO BUBUATHU
aHTJIifiCbKY MOBY mpoTaroM 8 micsamis. 7) Ilo KiHIA pOKYy BOHU
BiKe OyIyTh IPOBOAUTH 3MaranHsa IpoTAroM 2 micaiis. 8) Iomimia
OyZe MIPOBOOUTH TPEHYBAaHHSA IIPOTATOM BiKe MOBOX MicAIiB
o cepmnHs. 9) Bomm OyayTh 3alpoIlyBaTH CBOIX iHO3eMHUX
mapTHepiB Ha KoH(epeHIil B:ke npoTarom 2 pokis go 2018 poky.
10) VikpaiHcbKi BueHi mOpamoBaTUMyTh HaJ IIPoOJIeMOI0
ra00aJIbHOTO HMOoTeITiHuA BiKe mpoTarom 10 poxkis o 2020 poky.
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Summary

4. Translate the following sentences into English using Pres-
ent / Past/ Future Perfect Continuous according to the sense.

1. d B)Xe OBi rogMHU IIYKA0 BAXKJNBI JOKYMEHTH i HiAK He
MoKy sHanTu. 2. CKinbKu pokis Bu mpaifioere B 1ifi KoMIamii?
— §1 mpamoro B i KoMmaHii ABagmATH poKiB. 3. HeBike BoHU
OpaIolTh 3 caMmoro pauky? 4. f He BigBimyio KoH(pepeHIlii BiKke
aBa poxu. 5. Komu Bu mouanu unraTt Mo KHUTY IPO MapKeTHUHT?
6. Bouu rorysaiu 1eii 1ucT 45 XBUJINH, IIEPIH HisK BiH OYB rOTOBUIA.
7. Cekperap Habupana TekcT 10 XBuUJIWH, HepIl HiK IPUHIIOB
IupeKTop. 8. Mu miykaau MeHem:kepa Main:ke 15 XBUIUH, mepIir
Hixk smaumum. 9. IlpegcraBHUKM He dUYeKaJaW MaiiKe AeCATH
XBUJIWH, K OpUMIIoB nupekTop. 10. Mu He yekaTuMeMo i TphOX
XBUJINH, KON PO3MOUYHETHCA IMPE3eHTAllisd HOBOTO MPOAYKTY.
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UNIT 12.
ECONOMY AND ECONOMICS

“The global economy is in pretty good shape”

(John William Snow — a well-known American economist,

the former CEO of CSX Corporation, served as the 73rd United
States Secretary of the Treasury )

[ r p /
B %’ Hu T 4;

Basic Vocabulary
Read, translate and memorize the following words and
word-combinations.

1. Economy [1’konomi] TOCIIOapCTBO, EKOHOMiKa;
oprasisalig, cTpyKTypa,
OPUCTPill; omaAJInBicTh,
PO3PaxXyHOK

2. Economics [, 1:ka’nomiks] eKOHOMiKa, Teopisi eKOHOMIiKH,
€KOHOMiUHA IOJIiTHUKA

3. national economy HapoJHEe roCIIofapCTBO

4. planned economy ILJIAHOBE T'OCIIOIaPCTBO

5. market economy PUHKOBA €eKOHOMIiKa

6. goods and services TOBapU i MOCIYyTH

7. consumption [kon’sam(p)[(o)n] CHOKMBaHHA

8. consumer [kon’sju:mo] CHOJKUBaY

9. distribution POSIIOiy, PO3MOBCIOMIKEHHA

10. needs and wants moTpedu i GarKaHHS

to satisfy one’s wants / 3aJIOBOJILHATHU UHiCh MOTPEOU
needs

11. survival [so’varv(9)] BI)KUBAHHA

12. to add momaBaTu

13. economic activity €KOHOMIiYHA JiAJbHICTD

14. wealth [wel0] b6araTcTBO, MaTepiaJbHi OJsara

15. to arise (arose — arisen) BUHUKATU, 3’ ABJIATUCA

16. to allocate [‘xlokert] PO3MOJiNATH, PO3TAIITyBATHA

17. to earn [3:n] a living 3apo0aATH HA JKUTTSA
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18. to provide mocTayaTu, 3abe3neuyBaTu
19. to maintain OiATPUMYyBaTHU

20. community CYCIILiJIBCTBO

21. limit 0o0MeKeHHA

22. a citizen TPOMaAHUH

23. to impose on HaB A3yBaTH, 3000B’A3yBaTHU

24.

to require [rr’kwaio]

BUMaraTu

25.

to conform to, with

BiIOBiaTH 4oMYy-
HeOYIb, MiAKOPATUCA
IpaBuUJIaM,y3TOAKyBaTH

26. law [Io:] 3aKOH

27. completely TIOBHICTIO

28. loss BTpaTa
to lose [lu:z] (lost — lost) BTpavaTu

29.

related to

moB’A3aHi 3, [0 MAIOTH
BigHOIIIEHHSA IO

30. condition yMoOBa
31. location MicIle 3HaXOIKeHHs
32. to advance [od vans] mpocyBaTu, IiJABUIIYBaTH,

pobuTtu ycmixmu;

advance MIPOCYyBaHHsI, IIPOTPec, YCIIiX; aBaHC
33. expenses BUTPATH;

at smb’s expenses 3a YUHCh PAXyHOK
34. cost IIiHA, BApTICTh

the cost of living MIPOXKUTKOBUM MiHIMyM

cost price miHa 3a cobiBapricTio (1iHa BUTPAT)
35. labour mpansd, TPyQ

labourer pOGiTHUK
36. to alter 3MiHIOBaTH(CA)
37. to affect BILINBATHU, OiSITH, XBUJIIOBATU
38. to adjust pPeryJioBaTH, yJIaroJ:KyBaTh
39. to damage IICyBaTH, 3aBAATU IITKOIU,

30UTKY

40. to restore BiIHOBJIIOBATU
41. to make choice 3pobuTu BUOIp

42, individual consumer OKpeMUil CIIOKMBAY

43. to be faced with the problem | siTkHYyTHCS 3 TIpPOOIEMOIO
44. opportunity costs MOJKJINBI BUTpaTH

45. private ownership IpuBaTHA BJIACHICTH

46. property BJIACHICTh, MalHO

47.

green economy

eKOJIOTiUYHO Opi€HTOBaHAa
€KOHOMiKa
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EXPLANATION

Economics is the study of the way in which money, industry,
and trade are organized in a society.

An economy is the system according to which the money,
industry, and trade of a country or region are organized.

Green economy is an economy that aims at reducing environ-
mental risks and ecological problems, and at the development of
the society without ruining the environment.

ECONOMIC or ECONOMICAL
We use economic to mean ‘related to trade, industry or
money’:
e.g. The economic forecast for next year is not good.
The President spoke mostly about economic policy.

We use economical to mean ‘not using a lot of money’:

e.g. Hybrid cars are very economical. (They do not cost a lot
of money to run.)

Solar energy for your home is expensive in the short term
but it is more economical in the long term.

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

National economy, international economy, planned econo-
my, developed economy, market economy, industrial economy,
to support economy, to protect national economy, to maintain
economy; to improve economy; to change economy.

To allocate the time; to allocate the salary; to allocate schol-
arship; to allocate commodities. The dean allocated the scholar-
ship funds to the best students.

To advance quantity of employees; to advance production; to
advance expenses; an advance in the price; an advance payment;
to pay an advance.

a) Task: translate
1. Posnoginsaru (3apobiTHy
miary, dac, 6araTcTso,
NPOAYKTH, TOBAPH)
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2. IligBuniuty (BUPOOGHUIITBO,
BUTPATH, KiTbKiCTh POOITHUKIB,
MiHW, aBaHCOBUH ILJIATiK),
BHECTU aBaHC.
3. (IToxkpamnryBaTu, 3sMiHIOBaTH,
posBUBaTH, TiATPUMYBATH)
€KOHOMIKY.
4. (ITpomucsoBa, PO3BUHYTA,
ycmimiHa, 3ejieHa) eKOHOMiKa.
b) Restore the letters of the words:
Economy-, adv-nce, a-locate, pa-ment, com-odities, schola-
ship.

c) Write down the words having only the first and the last
letters:

A----- e, e----- Y, a------ e.

Cost price; cost of living; to pay the cost; to increase the
cost; to consider the cost; to offer the cost.

To cut prices; to cut the amount; to cut smb’s expenses; to
cut down the production of harmful materials.

Expenses on smth.; expenses on the needs; expenses on the
salary; expenses on the equipment; expenses on the scholarship;
at smb’s expenses; to cut the expenses, heavy expenses.

National property, international property, to buy property,
to sell property, the property of the enterprise, the property of
the insurance company.

a) Task: translate

1. (36imbIIyBaTH, IPOIOHYBATH,
CILTaUyBaTH, POITJIATATH)
BapTicTh; IIiHa TOBapy,
OPOKUTKOBUIN MiHiMyM

2. 3MeHITyBaTHU CyMy
(KimbKicTh), BHMIKYBATH I[iHU,
CKOPOUYYBATH BUPOOHUIITBO,
CKOPOUYYBATH UMiCh BUTPATHU

3. BurpaTtu Ha OyIb-I110; BUTPATU
Ha 3apIlIaTy; BUTPATU HA CTUIIEH-
Iifo; BeJIMKi BUTpPaATH; 3a YUUCH
PaxyHOK, 3MEHIIIYBATA BUTPATH.
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4. BunacHicTs (mignpuemcTBa/
CTPaxoBOi KOMIIaHii/
Iep:KaBHOTO 3aKJIamy)

b) Restore the letters of the words:

Com-odity; c-st, expen-es, c-t, pr-ce, s-lary, n-eds.

c) Write down the words having only the first and the last
letters:

C--t, e----- S, c —t, l----g,

S----Yy.

II. Translate the following word-combinations into the
English language.

1) HamionanbHa eKoHOMiKa, 2) PMHKOBa €KOHOMiKa, 3) 3e-
JeHa eKOHOMiKa, 4) posBMBATH €KOHOMIiKy, 5) mmigTpuMyBaTu
eKOHOMiKy, 6) ToBapu Ta mocayru, () 30ijbITyBaTH IiHY TOBa-
piB, 8) amenmyBaTm cymy ToBapiB, 9) ckopouyBaTu BUTPATH,
10) cxopouyBaTH BUPOOHHUIITBO, 11) posmomisiaTu 3apolbiTHY ILIa-
Ty, 12) sMeHITyBaTH 3apobiTHY miaarty, 13) migmucyBaTu JOKYMEHT
PO BJIACHICTH CTPaxoBOi KoMIlaHii, 14) mepemaTu IiHHI mamepu y
BJIACHICTBL ITHOTO 3aKJany, 15) 3apobisaTu rpori, 16) 3apobadaTu Ha
KUTTA, 17) morpebu i 6akauHA rpoMaisaH, 18) okpeMuii cnoKuBay,
19) 36inbITyBaTH TPOKUTKOBUM MiHiMyM, 20) aBaHCOBUIT ILIATIXK.

III. Match two parts to combine the word-combination.

1. National a) a living

2. the cost of b) economy

3. to earn c) needs

4. to satisfy d) the problem
5. to be faced with e) ownership
6. private f) choice

7. to make g) activity

8. economic h) living

IV. In each line choose one word that doesn’t belong to the
group:

1. National ecnonomy, market economy, planned economy,
applied economics;
salary, earnings, wages, expenses;
consumer, customer, ownership, client;
to maintain, to support, to allocate, to keep;
to restore, to alter, to renew, to make new.

QU W N
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V. Find synonyms to the following words and word combi-
nations.
. to make lower
. price
. wages
. commodities
. worker
. consumer
. society
. to appear
VI. This pair of words often cause problems. Choose the
correct alternative for each.
ECONOMIC / ECONOMICAL
1. Prices are rising and the number of jobs falling. It’s not
just a business problem, it’s a general .........ccccevinnnn... problem.
2. This car uses less petrol than the other one so this one is
the more ....ccovvvvvvvennn.. .

Q0 |=3|O0 O[> |QO| DN =

READING
@ I. Read and translate the following text.

THE SCIENCE OF ECONOMICS

Economics is the social science studying the production, dis-
tribution and consumption of goods and services. Every person
has needs and wants. Things which are necessary for survival
are called needs. Things which are not necessary for survival but
which add comfort and pleasure to our lives are called wants.

The science of economics is based upon the facts of our every-
day lives. Economists study our everyday lives and the general
life of our communities in order to understand the whole eco-
nomic system of which we are part. They try to describe the facts
of the economy in which we live and to explain how it all works.
The economist’s methods should be objective and scientific.

Many of the world’s problems are economic in nature. The
subject matter of economics is society itself. But economics
studies those aspects of human society which deal with the pro-
duction and consumption of goods and services; salary and earn-
ings; unemployment; inflation; government spending; taxation
and regulation; insurance, international trade, and the distri-
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bution of material wealth in the country and throughout the
world. All economic questions arise from the fundamental fact
of deficiency. Nature does not provide all of the things society
wants. We must decide what, how and for whom to produce.

Most people work to earn a living, and produce goods and
services. Goods are either agricultural (like corn and milk) or
manufactured (like cars and paper). Services are such things as
education, medicine, commerce. Some people provide goods; some
people provide services. Other people provide both goods and ser-
vices. For example, in the same garage a man may buy a car or
some service which helps him to maintain his car. The work peo-
ple do is called economic activity. All economic activities together
make up the economic system of a town, a city, a country or the
world. Such an economic system is the total sum of what people
do and what they want. The work which people do, provides them
with the money with which they can buy commodities.

If a person can do, what he wishes, with his own property,
time, and energy, then economists say that he is economically free.

The limits on economics freedom. In all communities limits
are imposed upon the personal freedom of their citizens and these
limits are in some cases very complex but in others — simple. All
individuals are required to conform to the laws made by their
governments. If people were completely free, workers might stop
working when they got their first pay, and come back only when
they needed more money. Such economic anarchy could cause in-
stability (unemployment; loss of production etc.) in the economy
of a country. Laws related to economic conditions are sometimes
with contracts between employers and employees. Sometimes they
are related to workers’ health, salary and pensions, and some-
times with the location of places of work etc.

I1. Say if the sentences are true or false.

a. Economics is scientific study.

b. Economists try to understand only part of the economic
system.

The range of human wants is very complex.

Economic studies are essentially non-scientific.
Economists study the general life of our communities.
Most people produce either goods or services.

e a0
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[y
.

Services are either agricultural or manufactured.

The work which people do is called an economic system.
Economic activity is the total sum of what people do and
want.

The work, which people do, provides them with money,
or with what they need.

ITI. Answer the following questions to the text.

SpErFTrE @EeAc Tl

QTN
o-<

r.
S.

t.
V.

What is economics?

What is it based upon?

What two things do economists study?

What do they try to do?

What should the methods of the economists be like?
What is the subject matter of economics?

What aspects of human society is economics concerned
with?

What is scarcity?

Why do most people work?

What do they produce?

What is an economic system the sum-total of?
What do we call the work which people do?

. Under what conditions is a person economically free?

What are all citizens required to do?
Why does complete economic freedom of action cause
great difficulties?

. Complete the sentences according to the text.

Things which are necessary for survival are called .......

All economic activities together make up the ...... of a
town, a city, a country or the world.
The subject matter of economics is ...... itself.

All economic questions arise from the fundamental fact
of .......
Economic is concerned with ......

Translate the phrases (V+N) (A+N) and make up

sentences with them:
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ECONOMY (V+N)

ECONOMY (A+N)

To affect Centralized
To alter Consumer
To analyze Controlled
To adjust Developed
To damage Domestic
To develop Efficient
To improve Industrial
To manage Market
To maintain Private
To run World

To restore

VI. Match the verbs with the words and phrases that went

together in the text.

1. to earn a) goods

2. to produce b) enough money

3. to maintain ¢) work

4. provide d) a living

5. make up e) some particular personal
satisfaction

6. buy f) commodities

7. to do g) his car

8. provide h) the economic system

9. to earn i) goods and services

VII. Read and dramatize the following dialogue:

0O.: Hello, Ben!

B.: Oh, Oliver, glad to see you. Haven’t seen you for a long

o wWE

time. What have you been busy with, and what are you
doing now?

: I am a student of the University. And what about you?
: You know, when I received my school leaving certificate,

I decided to work at a plant and get a speciality.

: What speciality have you got?
: I am a fitter (ciarocap-monTakuuk) now, I can get a good

salary and can support my mother. And now that I have
become a skilled worker I think already I can combine
my job with studies by taking correspondence courses or
attending the evening faculty of an institute.
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0.:

: What institute do you want to enter?

: I haven’t decided yet. I’d like to become an economist.

: Is it really interesting for you?

: Oh, yes, of course. I know that the study of economics

will help us to understand the economic forces better and
enable us to live a fuller life.

: Do you know what the basic economic problem is?
: I think I do. The central problem of economics is to de-

termine the most efficient ways to allocate the factors of
scarcity created by society’s unlimited wants and limited
resources.

But in doing so, every society must provide answers to
the following three questions:

- What goods and services are to be produced and in what

qualities are they to be produced?

- How are those goods and services to be produced?
- Who will receive and consume (get to use) those goods and

B.:

0.:

services?

You are right. The way in which a society goes about
answering these fundamental questions is known as its
economic system. I’d like to study the economic system
of our country.

Now I understand you and I hope you will enter the in-
stitute and become a very good economist.

VIII. Give English and Ukrainian equivalents of the following:

a)

. IlpuBaTHa BJIACHiCTH

. ITpubyTox

. MoskauBi BuTpaTu

. HegocraTHs KiJIbKicThH

. Oxkpemuii cnoKuBau

. JlocAartu mertu

. 3pobuTtu BUbOIp

. 3aI0BOJILHATH YHiCh IOTPEOU

O |00 || |OTV|H QOO =

. Pecypcu

10. Burpauatu rporri

11. CtukaTtucs 3 MpobJIeMOI0

12. BupobasaTu ToBapu
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a) goods and services

b) needs and wants

¢) scarcity

d) a good standard of living
e) consumer choice

f) to satisfy smb’s needs
g) competing individuals
h) profit

i) distribution

j) essential commodities
k) government ownership
1) economic conditions

IX. TEXT B. Read and translate the text. Be ready for
discussion.

ECONOMIC SYSTEM AND TYPES OF ECONOMIC SYSTEM

An economic system is a set of rules used to allocate a soci-
ety’s resources to satisfy its citizens’ needs.

The resources of a society are known as its factors of produc-
tion and include land, labour, capital (money, machines, tools,
and buildings), and entrepreneurs (people who develop new ways
to use economic resources).

The dollar value of all final goods and services produced by
an economy over a given period of time is known as the gross
national product (GNR), and it can be used to forecast trends,
analyze economies, or compare two or more economies.

Economic forces affecting business include the profit mo-
tive, with profit (i.e., the difference between what someone is
willing to pay for an item and its manufacturing and marketing
cost) being the foundation of economic system.

Yet another economic force that can determine price levels is
supply and demand. Supply is the producer’s ability and willing-
ness to provide goods or services on a particular date at a given
price. Demand is the amount of goods or services that consum-
ers are willing to purchase on a given date at a given price.

Government is the final force affecting economic system,
and its laws help to protect and enhance economy, rather than
just limit it.

Planned economies are sometimes called “command econo-
mies” because the state commands the use of resources (such as
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labour and factories) that are used to produce goods and services
as it owns factories, land and natural resources. Planned economies
are economies with a large amount of central planning and direc-
tion, when the government takes all the decisions, the government
decides production and consumption. Planning of this kind is obvi-
ously very difficult, very complicated to do, and the result is that
there is no society, which is completely a command economy. The
actual system employed varies from state to state, but command or
planned economies have a number of common features.

In a true market economy the government plays no role in
the management of the economy, the government does not in-
tervene in it. The system is based on private enterprise with
private ownership of the means of production and private sup-
plies of capital, which can be defined as surplus income avail-
able for investment in new business activities. Workers are paid
wages by employers according to how skilled they are and how
many firms wish to employ them. They spend their wages on the
products and services they need. Consumers are willing to spend
more on products and services, which are favoured. Firms pro-
ducing these goods will make more profit and this will persuade
more firms to produce these particular goods rather than less
favoured ones.

Thus, we can see that in a market economy it is consumers
who decide what is to be produced. Consumers will be willing
to pay high prices for products they particularly desire. Firms,
which are privately owned, see the opportunity of increased
profits and produce the new fashionable and favoured products.

Command and market economies both have significant
faults. Partly because of this, an intermediate system has devel-
oped, known as mixed economies.

A mixed economy means very much what it says as it con-
tains elements of both market and planned economies. At one
extreme we have a command economy, which does not allow
individuals to make economic decisions, at the other extreme we
have a free market, where individuals exercise considerable eco-
nomic freedom of choice without any government restrictions.
Between these two extremes lies a mixed economy. In mixed
economies some resources are controlled by the government
while others are used in response to the demands of consumers.
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The aim of mixed economies is to avoid the disadvantages of
both systems while enjoying the benefits that they both offer.
So, in a mixed economy the government and the private sector
interact in solving economic problems. The state controls the
share of the output through taxation and transfer payments and
intervenes to supply essential items such as health, education
and defence, while private firms produce cars, furniture, less

essential products.

X. Put 5 special questions to the text above and answer

them.
X1. Define the type of economic system.

1. The goods and services produced today are the same as

those produced in previous generations.

2. A central planning authority (government agency) de-

cides what goods and services to produce.

3. The combination of productive resources used in pro-
ducing goods and services are the same as those in past

generations.

4. A central planning authority (government agency) de-
cides what combinations of productive resources will be

used in producing goods and services.

5. Finished goods and services are traded locally for other

finished goods and services.

XII. Make a short summary about different economic sys-
tems on the basis of the text “Types of Economic system”. Use

the phrases:

The deals with the issue .....

According to the text ......

It is clear from the text .....

The problem of ..... is of great importance.
One of the main points to be singled out is .....
. Great importance is also attached to .

@OTPPOD[\DI-‘

XIII. Maitch the first parts of the sentences wtth their ends.

1. The aim of mixed economies
is to avoid the disadvantages of
both system

a. who decide what is to be
produced.

government and the private sector | problems.

2. in a mixed economy the b. interact in solving economic
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intervenes

3. The state controls the share
of the output through taxation
and transfer payments and

c. to supply essential items
such as health, education and
defence.

4. Some countries are nearer to | d. for products they particularly
command economies desire.

government

5. in mixed economies some
resources are controlled by the

e. while others are closer to free
market economies.

6. We can see that in a market
economy it is consumers

f. whilst others are used in
response to the demands of
consumers.

pay high prices

7. Consumers will be willing to g. while enjoying the benefits

that they both offer.

XIV. Match each economic term in column A with its defi-
nition in column B.

A

B

1. economics

a) Something in short supply; not enough to meet
demand.

2. production

b) Activity of buying and using goods.

3. distribution

c) The creation of services or the changing of
materials into products.

4. exchange

d) The activity of selling goods and services in
order to make a profit.

5. consumption

e) The production, distribution and sale of goods
and services for a profit.

6. business

f) The movement of finished products from the
manufacturing location to the marketplace.

7. trade g) The social science that describe and analyses
how society chooses from resources to satisfy its
wants.

8. scarce h) The process of trading or bartering one unit or

set of goods or services for another unit or set.

XV. Translate the sentences into Ukrainian. Pay attention
to the underlined words.

1. a) Prices are rising and the number of jobs is falling. It’s
not just a business problem, it’s general economic problem.

b) This car uses less petrol than other one so this one is the
more economical.

2. a) Their government is trying to liberalize the economy
while keeping light political control.
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b) Overheads are getting out of control and we need to make
major economies right across the business.

3. a) She analyses the general economic problems faced by com-
panies operating within traditional industries like shipbuilding.

b) She studied economics at university and is now an econo-
mist with a big international bank.

4. a) We have to reduce our general expenses: we must cut
costs wherever we can.

b) He must cut his travel, accommodation and entertainment
expenditure: hi will have to stay in cheaper hotels and take cli-
ents to cheaper restaurants.

5. a) We will increase pay if the employees raise their pro-
ductivity.

b) If we don’t get another order soon, we will have to cut
production and maybe close the factory.

XVI. TEXT C. Read and translate the text.

MICROECONOMICS AND MACROECONOMICS.
SUPPLY AND DEMAND

There are two sides to the study of economics: microeconom-
ics and macroeconomics. Microeconomists tend to offer a de-
tailed treatment of one aspect of economic behavior, but ignore
interactions with the rest of the economy in order to preserve
the simplicity of the analysis. A microeconomic analysis of min-
ers’ wages would emphasize the characteristics of miners and
the ability of mine owners to pay. It would largely neglect the
chain of indirect effects to which a rise in miners’ wages might
give rise. For example, car workers might use the precedent of
the miners’ pay increase to secure higher wages in the car indus-
try, thus being able to afford larger houses, which burned more
coal in heating systems. When microeconomic analysis ignores
such indirectly induced effects it is said to be partial analysis.

In some instances, indirect effects may not be too important
and it will make sense for economists to devote their effort to
very detailed analyses of particular industries or activities.
In other circumstances, the indirect effects are too important
to be swept under the carpet and an alternative simplification
must be found.
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Macroeconomics emphasizes the interactions in the econo-
my as a whole. It deliberately simplifies the individual building
blocks of the analysis in order to retain a manageable analysis
of the complete interaction of the economy. For example, mac-
roeconomists typically do not worry about the breakdown of con-
sumer goods into cars, televisions, and calculators. They prefer
to treat them all as a single bundle called “consumer goods”
because they are more interested in studying the interaction
between households’ purchases of consumer goods and firms’
decisions purchases of machinery and buildings.

In the world of the business supply means the amount of a
commodity or service that producers are willing to sell in the
market under various conditions. Economists are concerned with
the market as a whole. They want to know how much of certain
economic product sellers will supply at each and every possible
market price. Supply may be defined as schedule of quantities
that shows how much of a product sellers will supply at differ-
ent prices. Everyone who offers an economic product for sale is
a supplier.

In economics the relationship of supply and price is ex-
pressed by the Law of Supply. The law of supply says that the
quantity of an economic product offered for sale varies directly
with its price. It describes the relationship between prices and
the quantity of goods or services that would be offered for sale
at all of the possible prices that might prevail in the market. In
other words suppliers will offer greater quantities for sale at a
higher price and less at a lower price.

Higher prices lead to an increase in quantity supplied. When
quantity supplied exceeds quantity demanded at current price,
the price tends to fall and quantity supplied decreases. This can
result in serious difficulties for many producers, and may cause
them to go out of business completely. Overproduction of any
commodity can also create difficulties, because it can lead to a
glut in the market, which may cause prices to drop sharply.

Supply of many commodities can generally be adjusted to
suit market conditions. This means that changes in prices lead
to changes in the quantity supplied that can be increased or de-
creased rapidly in response to market prices. Supply, it may be
said, is determined and influenced by price. But it is also deter-
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mined by such factors as the cost of production and the period
of time allowed supplying to adjust to a change in prices.

In economic analysis, these other factors are often assumed
to be constant. This assumption enables supply and price to be
related in what is called the supply function. The graphical rep-
resentation of supply function is the supply curve. It shows the
positive relationship between the price and quantity of a good
supplied during a given period. The supply curve tells how many
units of a particular commodity or service would be offered for
sale at various prices. The supply curve slopes upwards from left
to right.

How may demand itself be defined? Demand, it maybe said,
is the desire for a commodity plus the ability and willingness
to buy it. In economic theory, demand means the amount of a
commodity or service that economic units are willing to buy, or
actually buy, at a given price. In economic theory, demand is
always effective, that is demand supported by purchasing pow-
er, and not merely by the desire for a particular commodity or
service. Economists define “demand” as a consumer’s desire or
want, together with his willingness to pay for what he wants.
We can say that demand is indicated by our willingness to of-
fer money for particular good and services. If you would like to
own a new pair of shoes but can’t afford them, economists would
describe your feeling as desire, not demand. If you had money
and were ready to spend it on shoes, you would be included in
economists’ demand calculations. So, demand is a consumer’s
willingness and ability to buy a product or service at a particu-
lar time and place.

In economics, the relationship of demand and price is ex-
pressed by the Law of Demand. It describes the relationship be-
tween prices and the quantity of goods and services that would
be purchased at different prices. It says that the demand for
an economic product varies inversely with its price. In other
words if prices are high the quantity demanded will be low, if
prices are low, the quantity demanded will be high. Thus, de-
mand is an important factor in determining prices. Obviously,
demand is not only influenced by price, but also by many other
factors, such as the incomes of the demanders and the prices
of substitutes.
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XVII. Answer the following questions.

1.
2.

3.

vk

©®No

What does microeconomics do?

Is partial analysis part of microeconomics or macroeco-
nomics?

What do most micro-economists leave out of their analy-
sis?

What does macroeconomics do?

Why wouldn’t most macroeconomists make a breakdown
of consumer goods?

What does supply mean in economic theory?

What does the term demand mean in economic theory?
What factors is demand influenced by?

‘Whom do we call supplier?

10 What does the quantity supplied of a good depend on?

XVIII. Put general and special questions to the sentences
from the text.

1.

5.

They want to know how much of certain economic prod-
uct sellers will supply at each and every possible market
price.

In other words suppliers will offer greater quantities for
sale at a higher price and less at a lower price.
Overproduction of any commodity can also create diffi-
culties, because it can lead to a glut in the market, which
may cause prices to drop sharply.

This means that changes in prices lead to changes in the
quantity supplied that can be increased or decreased rap-
idly in response to market prices.

Demand is a consumer’s willingness and ability to buy a
product or service at a particular time and place.

XIX. Fill in the gaps with the appropriate words.

1. Economists are concerned with the ..... as a whole.
2. Everyone who offers an economic product for sale is a .......
3. In economics the relationship of supply and ...... is expressed

by the Law of Supply. 4. The Law of supply says that the ......
of an economic product offered for sale varies directly with its
price. 5. Higher ....... lead to an increase in quantity supplied.
6. This means that changes in prices lead to changes in the .......
supplied that can be increased or decreased rapidly in response
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to market prices. 7. The ..... ...... of supply function is the
supply curve. 8. Demand is the desire for a commodity plus the
...... .... to buy it. 9. When two goods satisfy similar needs,
they are described as......

XX. Match the phrases with their translation:

. to advance demand

. to supply demand

. supply outruns demand
. to ensure supplies

. supply outstrips demand

1 . 3POCTAIOUUHA ITOIIUT
2

3

4

5

6. fall in demand

7

8

9

1

. 3aTOBOJIbHATHA TOIUT

. IIPOTIO3UILisl BUIEPEIIKYE TOIUT
. MiABUIYBATHA IOIUT

. IPOIIO3UILisA IIEePEBUIIYE IIOMUT
. TapaHTyBaTH MOCTaBKU (3amacu)
. DagiHHg MOIUTY

. CKOPOUEHHs 00’€MYy IOCTABOK

. cut off in supplies
. declining demand

[=al Cliad[CH AR onI]

. domestic demand i. BHyTPIimIHiA moout
0. growing demand j. HAZAIOUYN IIOIUT

XXI. Put the right word from the boxes in the sentences.
Economic economy economics economist economical
economically

1. Ben and Peter are two famous
2. Those people are studying the science of

3. People should be very with the money
they earn.

4. The system of a country is usually called the
national

5. The people in that town live very

|Produce product producer productive production productivity |

1. The company produces a new every year.

2. The company’s newest is a high-speed com-
puter.

3. The of computers met last year to discuss
prices.

4. That factory is not as now as 5 years ago.

5. The of that factory has gone down over

the last 5 years.
6. The manager of the factory has decided that they must
increase their of software.
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XXII. Make up your own sentences or a short story with
these words and word-combinations for your group-mates.

Purchasing power, particular goods, willingness and ability,
at a lower price, market price, product for sale, relationship of
supply and price, increase in quantity, over-production of any

commodity, cost of production, changes in prices.
XXIII. Translate the phrases V+N

Demand

To cause

To diminish
To hold down
To increase
To meet

To reduce

To stimulate
To renew

XX1V. Match phrases with their translation. Analyze the
difference in meaning of: labour, work, job, employment, unem-

ployment, activity.

goods

To obtain

To offer

To restrict

To ship

To stock

To trade

To manufacture
To handle

To dump with

1.skilled labour

. TIOBHA 3aHATICTH

2. labour force

. BaKkaHTHi pob6oui miciia

3. labour market

. BUKJUKaTH 6e3pol0iTTsa

4.to work overtime

. KBasi(ikoBaHa poboua cumja

5.to enjoy work

. poboua cuiaa

6. full time job

. MaTu PoboTy

7. sustainable job

. IIPpaIroBaT IIOHAJHOPMOBO

8. to keep jobs

=2 SRl (CH IR (ch oni]

. 30epiraTu poboui micisa

9. to eliminate jobs

i. poboTa 3 MOBHUM
HAaBaHTAKEHHAM

10. to produce jobs

j. DMiABUIITUTH 3aHATICTH
HaceJIeHHSA

11. full employment

k. mocriiina po6ora

12. to expand employment

1. ckopoTuTH; 6e3pobiTTsa

13. employment opportunities

m. DOJiTHUYHA SiAJbHICTH

14. to reduce unemployment

n. PUHOK Po00Y0i cuu

15. to produce unemployment

0. JiKBigyBaTH poboui micisa

16. political activity

p. cTBOpIOBaTH Poboui micisa
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XXV. Read and dramatize the following dialogue.

R.: Hi! I haven’t seen you for a long time. What have you
been busy with?

T.: I went into business with my friend.

R.: Really? How is it going on?

T.: Fine, thank you.

R.: What kind of business is it?

T.. We develop our own special recipe for homemade ice-
cream, and we decided to sell ice-cream cones to students
every day after school.

R.: How much does your ice-cream cost?

T.: It costs $ 1.60 per one.

R.: How did you define the cost of your product?

T.: Oh, it was not very difficult. First of all we decided to
learn the demand of our consumers. For this purpose we
conducted a survey to see if students were interested in
the idea. Each student was asked the following question:
Would you spend $. 50 to have an ice-cream cone for
and after school snack? This question was repeated using
higher and higher prices up to $ 25 per cone. The results
of the survey were assembled in a demand schedule, a
table showing the quantities of a product that would be
purchased at various prices at a given time.

R.: Oh! It is very interesting. I’d like to see this demand
schedule for ice-cream cones.

T.: If you wonder I can show it to you. I’ve got it with me.
Look here!

Demand schedule for ice-cream cones

Price per cone Quantity demanded
$. 50 190

.75 175

1.00 125

1.25 85

1.50 65

1.75 50

2.00 40

R.: The survey results illustrated the law of demand in ac-

tion, didn’t they?
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T.: You are right! We also made the demand curve, which il-
lustrated the demand for ice-cream cones. It also enabled
us to estimate what the demand would be for those prices
falling in between the prices we surveyed. Although the
students were not questioned about how many cones they
would buy if the selling price were $ 1.60, the curve lets
us estimate the number would be about 55.

: nice for you. Now you seem to know a lot about business.

: Not everything yet. The subject becomes quite technical.

: I’'m glad to hear it. It’s time to go now. See you later.
Bye!

= 5 =

XXVI. Communicative situations.

1. Assume that you have just received your first paycheck of
$ 135. Describe how the concepts of scarcity, opportunity costs,
and the need to make choices will affect the way in which you
spend your money.

2. The law of demand works because consumers have the
ability to substitute. The law of supply works because producers
have the ability to substitute. Explain these statements.

GRAMMAR REFERENCE
REPORTED SPEECH
(Hempsama moBa)

IIpamoio moeor (Direct Speech) HasuBaeTbcsa Iepemaua
YUHOT0-HEOyIb BUCJIOBJIIOBAHHA.

“What time is it?” he asked.

“It’s almost ten,” she answered.

Mary said, “I’'m very fond of roses.”

Henpamoiwo mosoio (Indirect Speech) mHasmBaeThbcs mepemaua
3MicTy mpsaMoi MOBH y BUTJIaAi mepexasy. Ilepexim Bim mpsamoi
MOBM [0 HeImpsaAMOl 3B’sg3aHuil 3 [OesAKOo 3MiHoo Gdopmu
BUCJIOBJIIOBAHHA, HAIPUKJIAI:

«I am ready,» he said. He said that he was ready.

IIpu meperBopeHHi IIpsAMOI MOBM B HENPSAMY B aHIVIIHACHKiN
MOBI [OOIEP:KYIOTh IIEBHUX IIPABUJ, $Ki II0JAlOThCA HUIKUE.
Henpsama moBa Mae (hopMy JOJATKOBOTO IiAPASHOTO PeUEeHHSA, AKe
BBOOUTLCS croayunukoM that abo GescrmoayuHMKOBO, M0 Aieciis
moBimomiienHsa to say, to tell, to write, to answer, to reply Ta iH.
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IIpu mepeTBopeHHi IPAMOI MOBU y HEIPAMY Tpeda MomepKy-
BaTH HPaBUJ y3rOA:KeHHA daciB. BigmoBigHO m0 IuX IIpaBmMJ yac
IiecyioBa IMPsSMOI MOBY He 3MIiHIOETBHCS, AKIIO Hi€CJI0BO, AKE BBO-
IUTH HEOIPAMY MOBY, CTOITh y TeIepPillITHbOMY Yaci.

IIpama mosa Henpama moea
«I am very sorry.» He says (that) he is very sorry.
SIKIO0 miecsioBO IMOBiIOMJIEHHS CTOITH B OTHOMY 3 MUHYJINX
yaciB (sBuuaitno B Past Indefinite), To miecoBo HempsMoi MOBU Tex
TIOBUHHO BYKUBATUCA B MUHYJOMY dYaci, IpUUYOMY Uac Ai€cjioBa IIpU
IIepeTBOPEHHI IIPAMOL MOBH Y HEIIPAMY 3MiHIOETHCA 32 TAKOI0 CXEMOIO.

Direct Speech Indirect Speech
Present Simple Past Simple
He said, “Jane likes her He said that Jane liked her
husband very much.” husband very much.
Present Continuous Past Continuous
He said, “Pete is doing his He said that Pete was doing his
homework now.” homework then.
Present Perfect Past Perfect
She said, “I have not been to She said she had not been to the
the cinema lately”. cinema lately.
Present Perfect Continuous Past Perfect Continuous
She said, “I have been doing She said she had been doing
this work for a long time”. that work for a long time.
Past Simple Past Perfect
She said, “We visited our She said they had visited their
parents yesterday”. parents the day before.
Past Perfect Past Perfect
He said “It had begun to rain He said that it had begun to
when we drove off.” rain when they drove off.
Future Simple Futur§ Simple in the Past

g o« . He said that she would
He said, “She will graduate . .
from the University next year.” graduate f rom the University

the following year.

Future Continuous Future Continuous in the Past
He said, “I will be working all He said that he would be
day tomorrow.” working all next day.
Future Perfect Future Perfect in the Past
He said, “I will have finished He said that he would have
work by the evening.” finished work by the evening.
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We do not change the past perfect, or might/could/should/
would/ought to.

HeAri 3aliMeHHUKY 1 TPUCJIBHUKM Yacy i Miciid 3MiHIOIOTHCA
3a TaKOI0 CXeMOI0.

Direct Speech Indirect Speech

this that

these those

now then

today that day

yesterday the day before

the day before yesterday two days before

tomorrow the next day

the day after tomorrow in two days’ time

next week (year) the following week (year)

next Monday the following Monday

last week (year) the previous week (year)

a year ago the year before

this June the following June

here there

E.g. ‘I saw him here yesterday.” — She said she had seen him

there the previous day. ‘I’ll send him this information.’ — She

said she would send him the/that information. ‘I’ll come tomor-
row.” — She said she would come the following day.

IIpu mepeTBOpEeHHI 3aMUTaHB 3 IIPSIMOI MOBU B HEIIPAMY JIOIEP-
JKYIOTh 3araJIbHUX IPaBUJI, BUKJIaAeHUX BuIle. Kpim Toro, smiHto-
€ThCSA TOPAIOK CJiB: HEIIPAMIi 3aMTaHHA Ha BiAMiHY Bij mpaAMUX
XapaKTepusyThCA IPAMUM IIOPAIKOM CJIiB. Y TOJIOBHOMY DEUeH-
Hi 3BMUYaHO ByKUBaeThCa nmiecsoBo to ask. 3aranpHi sanumTaHHA
BBOOATHCA V HempaMiit moBi cmonyunukamu if a6o whether.

E.g. ‘Are you planning to stay late?’ She asked me if I was
planning to stay late.

‘Do you know anyone in Marketing?’ He asked me whether
I kEnew anyone in Marketing.

CnenianpHi 3amuTaHHA BBOIATHCA B HeOmpaAMilli MOBi
BIITOBiAHMMY NUTAJIBHUMU CJIOBAMU, SAKi BUKOPUCTOBYIOTH K
CIIOJIYUHi cJoBa.

E.g. ‘When will the shipment arrive?’ they asked me. They
asked me when the shipment would arrive.

E.g. ‘Where is the file?’ he asked me. He asked me where the
file was.
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KoMauau uu mpoxaHHA IIepelfaloThCcAd 3a JOIIOMOIOI0 Mi€ciiB:
tell or ask + imdinmiTusa.

E.g. ‘Come in’ He told me to come in.
‘Don’t take the train. He told me not to take the train.
‘Please join me for lunch. "He asked me to join him

for lunch.
‘Please don’t smoke. He asked me not to smoke.
MIND!

IIpu 3asHaueHHi TOYHOI AATH MUHYJIOL ITOAil B mpAMili MOBi uac
Past Indefinite He 3MiHIOETBCS IIPK EPETBOPEHHI B HEIPAMY MOBY:
“I was born in 2000.” — She said that she was born in 2000.

[y

7.
8.

9.

TASKS

. Change from direct speech into indirect speech.

The retailer said, «It’s very difficult to sell this prod-
uct”.

The manager said to his friend, “I will leave for London
tomorrow”.

The customer said, “My friend bought a car by hire pur-
chase a year ago”.

The wholesaler said, “I am simplifying the process of
distribution now”.

He asked me, “Where did you buy a car?”

We asked them, “Do many families buy goods in this
shop?”

He asked us, “How much will you pay for these goods?”
He wondered, “Will you pay installments the day after
tomorrow?”

He said to them, “Deliver these products today?”

10. I said to him, “Don’t buy furniture now”.
2. Choose the right verb form:

1.

2.

He said he ..... the contract at that moment.

a. will be signing

b. is signing

c. was signing

They realized that they ....... to study delivery terms.
a. have

b. will have

c. had
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3.

I thought that I ..... early shipment of my goods.
a. shall arrange

b. have arranged

c. should arrange

3. Put the verbs in the principal clauses in the Past In-
definite Tense. Make the necessary changes in the subordinate

clauses.

1. He says that they have designed a new product.

2. He says that they will import cars.

3. We think that this company can’t produce equipment.

4. We are sure that they have given us a discount.

5. He is sure that they have gained benefits from transac-
tions.

6. The producer promises that he will make scarce goods
available.

7. They are sure that I shall keep deposits in their bank.

8. He says that they have guaranteed delivery of their

goods.

4. Translate into English.

1.

BI/IRJIaJ.'[a‘I 3alinTaB, IO CTYOZEHTHU MOXYTHh CKa3aTu IIPO

eKOHOMiuHy cucTemy. 2. BoHu 3anuranu, AKi Ayepesa IocTauaH-
HS ToBapy Mu BuOpaJu. 3. Binm moiikaBuBCs, CKiJIbKM KOMEpPILiii-
HuX GaHKiB Oyme B YKpaiHmi HacTymHOro poKy. 4. Mu momikaBu-
JUcCH, IKi mocayru Hagas iM MarasmuH MicAnb Tomy. 5. f sanuras,
Yy MK 3MOKEMO 3HM3UTH I[iHu. 6. Mu He 3HAJM, II[0 BOHU IOIIO-
MOTJIM BaM iMmopTyBaTu aBTOMOOini. 7. BoHu samuranu, Koau
TOPrOBi areHTH 3aIPOIIOHYBAaJM IIi ToBapu. 8. BupoOHUK ckasas,
110 Ma€ cupaBy 3 OaraTbMa KoMmnaHisMmu. 9. Bim sanuras, un Mu
3aMOBUMO IIi ToBapu mmicasizaBTpa. 10. Bin ckasas, 1110 301pa€eTh-
cA MPOTJISAHYTHU BCi JOKYMEHTH.

O TR 0N = o

. Change direct speech into indirect.

He said, “Give them, please, a 7% discount”.

The manager said, “Follow my instructions”.

He said, “Don’t deliver these goods today”.

They said, “Don’t send them the inquiry”.

I said to him, “Don’t buy the car now”.

We said to the secretary, “Prepare all the documents for
the manager”.
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7.
8.
9.

I said to my friend, “Don’t apply for this job”.
He said to me, “Confirm your order at the price quoted”.
We said to them, “Send us your instructions by cable”.

10. He said to me, “Don’t place your order with this com-

6
1.
2.
3
4

S

7.
8.

9.

pany”.

. Change indirect speech into direct.

The director ordered his employees to cancel the order.
We asked the company’s manager to give us a discount.
She told them not to do business with that company.
The manager ordered the secretary to send a letter at
once.

We asked them to execute our order.

The director ordered the sales manager to export new
items.

We asked them not to grant a loan to their customers.
I told them not to supply cars to the market.

We told them to enclose the price-list to the letter.

10. The CEO told to sign the important documents.

7.
1.
2.

w

PN o

9.

Change indirect questions into direct.

They asked us if we were going to order those products.
She asked me what I had delivered to my customers two
days before.

She wanted to know how long it would take me to send
them the inquiry.

He wondered if we had our meeting that day.

They asked us who was issuing bonds.

They wanted to know whether we could ship our goods.
They asked when we had received their offer.

He wondered if they would be able to meet the foreign
partners the next day.

They asked where I had seen samples of those goods.

10. He wondered what terms we were discussing this problem.
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UNIT 13.
UKRAINE AND ITS ECONOMY

“A creative economy is the fuel of magnificence”
Ralph Waldo Emerson (1803-1882) (philosopher,

poet and essayist)
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Basic Vocabulary
Read, translate and memorize the following words and
word-combinations.

1.

to be rich in smth

O0yTu OaraTmM Ha IIIOCh

2.

natural resources (iron ore,
coal, rock salt)

OpUPOHi pecypcu (3aIizHa
pyzaa, Byrijis, KaMm’ sSHa Ciiab)

3. to satisfy needs 3a0BOJILHATU IIOTPEOU

4. oil and gas deposits 3amacu Had)Tu Ta ragzy

5. iron and steel industry MeTaJIypriiHa IIPOMUCJIOBICTE

(iron —sauiso, steel — cTann)

6. light / heavy industry JerxKa / BasKKa iHIyCTpid

7. defence industry 000poHHa iHgyCTpia

8. to merge [m3:d3] 00’egHaTHCA, 3JIUBATUCS

9. to convert IepeTBOPIOBaATHI

10. the output of consumer BUIYCK CIOKHBUKNX TOBapiB
goods

11. to satisfy the consumers’ 3aJJ0BOJILHATU IIOTPEOU
wants CIIOJKMBaYiB

12. to process raw materials 00pObJIATH CUPOBUHY

13. outdated and worn-out 3acTapijie Ta cupamboBaHe
equipment obsamHeHHS

14. crop production POCIMHHUIITBO

15. animal husbandry TBAPUHHUIITBO

16. grain cultures (wheat, rye, 3ePHOBI KyJbTypHu (TIIIIEHUIIA,

barley, oats, corn)

JKHUTO, TUMiHBb, OBEC, KYKYpy/a3a)
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17

. dairy and beef cattle

breeding

PO3BEeIEeHHA MOJIOYHOI Ta M’ fCHOI
Xynobu

18.

twin-level banking
structure

IBOpPiBHeBa OaHKIBChbKAa CHCTEMAa

19.

to take shape

npuiiMaTu neBHY GopMy

20. forms of property ¢dopMu BJIACHOCTIL

21. foreign policy MiKHaApOAHA IIOJITHKA

22. to aim at smth HAI[LJIIOBATHCH HA IOCHh

23. wide and long-term IIUPOKOMAacCIIITabHe
cooperation Ta JOBrOCTPOKOBE

CIiBPOOiTHUIITBO

24. on the assumption BUXOAAYN 3 IPUIYIIEHHA

25. to solve problems BUPIIINTY TUTAHHSA

26. Europe’s granary SKUTHUIA €Bpomiu

27. not to lose connections He BTpavaTH 3B’ A3KU

28. to deny [dr'nai] 3amepeuyBaTu

29. to establish relations BCTAHOBUTHU BiJHOCHUHU

30. to participate in IpUHAMATHU YUacThb

31. space exploration KOCMIUHI JOCJIiT:KeHHS

32. to remain committed 3aJINIIIATUCA BiAgaHUM

33. force cuia,
to reinforce MMOCUTIOBATH

34. an enhanced (improved) MMOKpAallleHa 3roja
agreement

35. joint venture [dzomt CyMiCHe IiAIIPUEMCTBO
‘venffo]

36. to make considerable poOUTH 3HAUHUI BHECOK
contribution

37. security [sr’kjuorotr] Oesmexa

38. justice [‘d3astis] paBOCY A

39. to expand TIOIIINPIOBATH

40. free trade BLIbHA TOPTiBJIA

41. gross domestic product BaJIOBUH BHYTPIIIHIN IPOAYKT
(GDP) (BBII)

42. start-up projects CTapTOBi MPOEKTU

43. business incubator OisHec iHKyDOaTop

copy of already created projects.
270
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A business incubator is a special organization that provides
support to newly-born entrepreneurs and promotes the develop-
ment of their business.

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

To be rich in smth, to be rich in natural resources, to be rich
in iron ore, coal, rock salt, to be rich in colour, taste, foods,
rich soil; to satisfy needs, to satisfy wants, to satisfy require-
ments; oil and gas deposits, gold deposits, bank deposits; iron
and steel industry, light/heavy industry, defence industry; to
convert into smth., to convert industry, to convert into the out-
put of consumer goods.

Task: translate the word combinations

1. Bytu GaraTtum Ha 1och (Ha
OPUPOIHiI pecypcu/ 3aIizHy
pPyAy/ Byrijasa/ Kam’saHYy ciab/
poaouy 3eMJII0)
2. 3a10BONBHATH (IOTPEOM/
OasKaHHsg/ BIMOTI)
3. sanacu (HadTu Ta rasy,/
30JI10Ty/ OaHKiBCHKUX [EIO3UTiB)
4. (1erxa / BaKKa /
MeTasnyprifina/ o6opomma)
OPOMUCJIOBICTH
5. meperBopioBaTu (iHAYyCTpifo/
Ha BUIYCK CIIOJKMBUYMX TOBapiB)
1) Restore the letters of the words:
Ri_h, satisf , d_posits, ind_stry, conv_rt.

2) Write down the words having only the first and the last
letters:

Consumers’ wants, consumers’ goods, consumers’ satisfac-
tion; to process raw materials, to produce raw materials, to ex-
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port raw materials; outdated and worn-out equipment, uptodate
and modern equipment, upgraded equipment; crop production,
agricultural production, production of grain cultures (wheat,
rye, barley, oats, corn); joint venture, international joint ven-
ture, to satisfy needs of the joint wventure, to work as an ad-
vertising manager at the joint venture, start-up projects, to in-
troduce start-up projects, to offer new start-up projects, to take
part in start-up projects, to invest money into start-up projects.

Task: translate the word combinations
1. (IIoTrpedbu,/ ToBapu/
3a00BOJIEHHS) CIOKIBAUiB
2. (o6pobasTr/BUPOGIATH/
€KCIIOPTYBATH) CUPOBUHY
3. (sacrapise Ta cupaiboBaHe/
cydyacHe Ta HOBe,/ OHOBJIEHE)
o0JIafHAHHS
4. POCIMHHUIITBO, CiIbChKE
TOCIIOTapCTBO, BUPOOHUIITBO
3epHOBUX (HINEHUIi/ XuTa/
AUMiHA,/ 0Bca/ KYKYypyA3u)
5. (miskHapoAHi/ cUIBHI/
cyuacHi/ 3acrapini) cminbHi
OignpueMCTBA

1) Restore the letters of the words:

Cons_mer, r_w, equ_pment, prod_ction, h _sbandry, br_eding.

2) Write down the words having only the first and the last
letters:

c r,rw,e t,p. n,
h s b_ g
Twin-level banking structure, twin-level building, twin

town , twins; to take shape, to be in a good shape, to be out
of shape; forms of property, property price, stolen property,
man of property; foreign policy, foreign country, foreign trade,
Foreign Ministry; to aim at wide and long-term co-operation, to
aim at solving the question, to aim at achieving success; to solve
problems, to solve a mystery, to solve a crime.
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Task: translate the word combinations

1. nBopiBHEBa OaHKiBCBhKA
cucreMa,/ OBOPiBHEBUIl OyAMHOK /
micTra mobpaTtumMuy,/ OJIU3HIOKU
2. mpuiiMmatu neBHy Gopmy/
O0yTu B moOpiit dopmi/ 6yTu He
B (hopmi

3. dopma (11ima) BIacHoOCTi/
KpaJeHa BJIACHICTh/ BJIACHUK

4. mixkHapoaua (moaiTuxa,/ Top-
riBis), iHo3eMHaA KpaiHa, MiHic-
TEPCTBO 3aKOPAOHHUX CIPaB

5. HamimoBaTCh Ha (IITEPOKO-
MacIiTabHe Ta JOBTOCTPOKOBE
CHiBpPOOITHUIITBO,/ BUPilIEHHSA
OUTaHb/ NOCATHEHHS YCIiXY)
6. BupimuTy (IUTaHHSI/
TaEMHUIIO,/ 3JI0OUNH)

1) Restore the letters of the words:

Tw n, shap , prop rty, fore gn, a m, s e.

2)Write down the words having only the first and the last
letters:

T n,s e p__ y, £ n, am,s__ _e.
II. Match the right and the left columns.

1) to satisfy raw materials

2) to be rich in the consumers’ wants

3) to process consumer goods

4) the output of equipment

5) to aim at problems

6) to solve wide and long-term co-operation
7) oil and gas natural resources (iron ore, coal,

rock salt)

8) outdated and worn-out deposits
III. In each line choose one word that doesn’t belong to the

group.
1) Natural resources, iron ore, equipment, coal,
2) needs, goods, wants, requirements;
3) outdated, worn-out, heavy, old,
4) uptodate, modern, wealthy, upgraded, new.
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IV. Find synonyms to the following words and word com-
binations.

the consumers’ wants

outdated equipment

to be rich in

the output of consumer goods

natural resources

to convert

uptodate equipment

to solve problems

to satisfy needs

V.

Translate the following word-combinations into the

English language.

1)

2)

3)

4)

5)

6)

7

8)

Byrtu Garatum — OyTum GaraTuM Ha IPUPOAHI pecypcu —
OyTu OaraTuM Ha IMIPUPOAHI pecypcHu: 3aJIidHy Pyay, ByTiJ-
Js1, KaM’ AHY CiJb,

3aTOBOJIBHATU IIOTPEOU — 3aJ0BOJLHATHU ITOTPeOM KpaiHu
Ta CIOKMBAYiB — 3aJ0BOJIBHATU IIOTPEOM KpaiHW Ta CIO-
JKMBAYiB y MPUPOAHUX Ta €HePreTUUYHUX pecypcax,
000opoHHA iHAYCTPiA — 000OpPOHHA iHAYCTPiA ImepeTBOPIOBa-
Jachk — oOOpPOHHA iHAYCTPisS mepeTBOPIOBAJACH HA BUIIYCK
CIIO}KMBYMX TOBapis,

3HAYHY POJb BifirpaioTs — 3HAUHY POJIb Bimirpae dopHa
MeTaJyprid — 3Ha4YHy POJIb BimirpaioTh 4opHa MeTaayp-
ris, Jerka ta BayKKa iHAycTpis, obopoHHa iHAyCTpid
TOJIOBHI rajrysi ciJIbChKOT0 rOCIIOfapcTBa — I'OJIOBHI TraJry-
3i CiJIBCBKOT'O T'OCIIOZAPCTBA IIe — POCIMHHUIITBO Ta TBa-
PUHHUIITBO — IPAIIOBATHA B TOJOBHUX TaJIy3AX CiJIbChKOTO
TOCIIOapCTBa,

3ePHOBi KYJBTYPU — 3€PHOBi KYJIbBTYPH, IKi BUPOIIYIOTh B
YKpaiHi — 3epHOBi KyJbTYpPH, AKi BUPOINYIOTH B ¥ KpaiHi
e — MIIIeHUIld, "KUTO, AUYMiHb, OBeC, KYKypyZs3a,
HaIliOHaJIbHA IIPOMUCJIOBIiCTh — HAIliOHAJIbHA IIPOMMCJIIO-
BicTh Mae HEBHCOKIi CTaHZapTU — HaIllioOHAJbHA IIPOMUCJIIO-
BicTh Mae HEBMCOKi cTaHZApTH 3 00OPOOKY CHPOBUHU,
IBOpiBHeBa OaHKiBChbKa cucTeMa — IBOPiBHeBa OaHKiBChbKa
cucTeMa mOpuiiHsaaa popMu — ABOpiBHEeBa 6aHKiBChKa CHUC-
TeMa NIpUBHANA (GOPMU HAI[IOHAJIBHOTO Ta KOMEPIiHHUX
0aHKiB Bcix (popM BJIACHOCTI,
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9) wmixkHapomHA HMOJIiTHKA — MiKHaApOIHA IIOJITHKA HalliJleHa
Ha — MiKHaApoJHAa IIOJITHMKAa HaIliJleHa Ha IIMPOKOMACIII-
TabHe Ta JOBrOCTPOKOBE CIIiBPOOiTHUIITBO,

10) me camuii edpekTUBHUI cmocidb — e camuii epeKTHUBHUHN
cmoci6 BupimuTu — 1e camMuii e)eKTUBHUU cIIoci® BUpi-
IINTHA €eKOHOMIUHI Ta MOJiTUYHI IUTaHHS.

READING
@ I. Read and translate the text A:

Ukraine and its Economy

Ukraine is an agro-industrial country. It is one of the
world’s most important mineral producing countries. Ukraine
is rich in mineral deposits which include iron ore, titanium and
nickel, coal, rock salt and other natural resources. Ukraine fully
satisfied its needs in minerals but it still has to import some of
the resources. Oil and gas are imported to Ukraine from other
countires. Oil and gas deposits of Ukraine cannot satisfy the
country’s needs in these energy resources.

In Ukraine there are about 20 major industries, including
power generating, fuel industry, chemical and gas, machine-
building and metal-working, wood-working, forest and paper,
construction materials, light, food and others. The country pos-
sesses a massive high-tech industrial base, including electronics,
arms and space program. Ukraine’s defence industry is orga-
nized around Ukroboronprom and is being restructured now.

Ukraine is the world’s tenth largest steel producer (accord-
ing to World Steel Association). Among the economy leading
companies in metal industry, producing iron, steel and pipes
there are Metinvest, Kryvorizhstal, AzovStal and others.

The automobile industry of Ukraine exports abroad and pro-
duces diesel locomotives, tractors, trucks, buses, cars and trams.
There are 12 automobile manufacturers in Ukraine including
ZAZ, Bogdan, Eurocar, Electron.

However, today’s industries are unable to satisfy all the con-
sumers’ wants because they are only beginning to integrate into
the world process of economic, technological and scientific prog-
ress. The national industries have low standards in processing raw
materials because of outdated and worn-out production equipment.
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Ukraine is one of the world’s most productive farming re-
gions and is known as “Europe’s granary”. There are two main
branches of agricultural production in Ukraine: crop production
and animal husbandry. The most widespread branches of animal
husbandry are dairy and beef cattle breeding. Among the crops
grown in Ukraine we can name sugar beet, wheat, rye, barley,
oats, corn and sunflower, a large variety of grain cultures, fruit
and vegetables.

Ukraine is the world’s largest producer of sunflower oil and
a major global producer of grain and sugar. Ukraine produces
natural honey more than any other country in Europe. It is also
one of the largest producers of nuts. As Ukraine possesses 30%
of the world’s richest black soil, its agricultural industry has a
huge potential. Ukraine is the 3rd largest corn exporter in the
world. It signed a contract with China to supply corn to this
country.

In financial sector a twin-level banking structure took shape:
the National Bank of Ukraine and commercial banks of all types
and forms of property (merchant banks, retail banks, saving
banks, investment banks).

Ukraine is the fourth in the world in number of certified IT
professionals after the United States, India and Russia. Over
22 million Ukrainians had Internet access. The national providers
of Internet access including Ukrtelecom, Vega Telecom, Ukrnet,
and national operators of mobile Internet — Kyivstar, PEOPLE-
net, Utel, Intertelecom are currently operating in Ukraine.

Ukraine is rich in start-up projects. 2000 start-up projects
appeared in Ukraine. Such great number of projects shows a
big Ukrainian potential, especially in the IT sector. The situ-
ation is changing day by day, and every week a new Success
Story appears. Several digital start-ups from Ukraine have be-
come successful on the global stage. One of the most prominent
is Readdle, which provides applications for document reading,
scanning, formatting, and printing on iPhones and iPads. An-
other successful project is connected with Looksery. Snap Inc.
(the popular American camera company), spent $150 million to
acquire Looksery, a Ukrainian company that developed real-time
face transformation filters that can be used when taking a photo
with a smartphone.
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There is one more project which attracts the attention of con-
sumers. It is Ukrainian start-up “Treasurer”. It was introduced
by six odessites. In 2016 it attracted 200 thousand dollars. The
investor of the project was the business incubator WannaBiz.
“Treasurer” is a platform for websites and mobile applications,
through which buyers can pay for goods or services on the In-
ternet in any way — bank cards, electronic money, through self-
service terminals or on credit, and the seller receives money to
the account in a convenient way.

One of the famous hardware manufacturing projects is Pet-
cube. The company was founded in 2012. Ukrainians Alex Ne-
skin, Andrei Klen and Jaroslav Azhnyuk created a special device
which can help animal owners to keep in touch with their pets
all day long, even when people go to work. This device is placed
in the room where the pet is situated. It is fixed on the wall and
connected to a power source via MicroUSB. The signal is trans-
mitted to the owners’ smartphones. And the owner can have a
video from the camera. He can control and operate the cube with
the help of smartphone, watch, speak and play with his pet.

It is worth noting that in Ukraine new business organizations
such as business-incubators appeared. For example, GrowthUP,
Polyteco, East Labs,Wanna Biz and iHUB. WannaBiz is an initial
fund of financing, focused on global projects in ad tech. Founded
in 2012 by three young IT-entrepreneurs from Odessa, WannaBiz
became one of the most active startup incubators in Ukraine. The
founders had the goal to form and to develop the ecosystem of IT-
entrepreneurship in Ukraine. During the first 3 years WannaBiz
raised 11 startups through the acceleration program.

So, the economy of Ukraine can be classified as a devel-
oped economy, having industrial and agricultural output. As to
the type of economic system present Ukraine has market econo-
my, where supply and demand and private ownership guide the
allocation of resources.

I1. Say if the sentences are true or false according to the
text:
1. UKkraine is rich in iron ore, coal gas and oil.
2. Ukraine fully satisfies its needs in minerals.
3. The main industries are heavy industry, the iron and
steel, machine building and coal industries.

277



Unit 13

4.

SeXew

0.

The national industry has low standard in processing
raw materials.

Today’s industries satisfy the consumers’ wants.
Ukraine has a twin-level banking structure.

Ukraine is rich in start-up projects.

200 start-up projects appeared in Ukraine.

In Ukraine business-incubators don’t function.

The economy of Ukraine can be classified as a develop-
ing economy.

II1. Answer the questions to the text:

A R e e

11.
12.

Iv.

4.

5.

What natural resources is Ukraine rich in?

Why does Ukraine import oil and gas?

What industries are highly developed in Ukraine?

Do today’s industries satisfy the consumers’ wants?
What are the two branches of agricultural production?
What crops are grown in Ukraine?

What are the branches of animal husbandry?

What changes have been made in the banking system?
What national operators of mobile Internet are operat-
ing at the market now?

. What is a start-up? Are there any start-up projects in

Ukraine now?
What is a business incubator? What is its goal?
What is the type of economic system in Ukraine?

Make the following sentences negative.

Ukraine fully satisfied its needs in minerals.

The national industries have to improve standards in
processing raw materials.

Ukraine develops crop production and animal husband-
ry.

Ukraine is trying to solve economic and political prob-
lems.

Ukraine is rich in start-up projects.

V. Complete the following sentences with the words from
the box.

“Europe’s granary”, digital start-ups, oil and gas, dairy and beef cattle
breeding, restructured and converted, to integrate into the world process,
crop production and animal husbandry, iron ore, coal, rock salt.
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1. The main resources in Ukraine are ... .

2. Ukraine has to import... .

3. Defence industry is being ... .

4. Today’s industries are unable to satisfy the consumers’
wants because they are only beginning ... .

5. Ukraine is one of the world’s most productive farming
regions and is known as ... .

6. The main branches of agricultural production in Ukraine
are ... .
7. The most widespread branches of animal husbandry are ... .
8. Ukraine’s famous start-up projects are ...

VI. Read and translate the text B.

Relations between Ukraine and the World Community

Ukraine’s foreign policy is aimed at wide and long-term co-
operation with European countries. Ukraine is acting on the as-
sumption that this is the most effective way of solving not only
economic but also political problems.

There is no denying the fact that not so long ago Ukraine had
weak connections with other countries in the world. But at pres-
ent the situation has changed for the better. As a sovereign state
Ukraine has established new relations with the countries through-
out the world: Ukraine is one of the members of the United Na-
tions Organization and participates in the work of many inter-
national organizations. We have wide relations with European
countries, Canada and the USA in policy, economics and culture.
Foreign Embassies of these countries work in Kyiv. We have joint
political projects with the countries of Europe, the USA and Can-
ada. A lot of joint ventures have appeared in Ukraine.

Scientific cooperation is also very important. We have joint
projects for space exploration with many countries. The Na-
tional Space Agency of Ukraine is involved in cooperation with
American companies. The first stage core of the U.S. Orbital
Antares rocket was designed and manufactured in Ukraine.

Cooperation in culture, education and sport are very impor-
tant, too. We exchange students and teachers with European
countries and the USA. The Ukrainian orchestras, pop and op-
era singers, ballet dancers are warmly received abroad. A lot
of tourists from European and other countries visit Ukraine
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every year. Ukraine is the 8th most popular tourist destination
in Europe.

It’s very important to mention that many people who are
Ukrainian by origin live in Europe, the USA and Canada. So we
have special relations with these countries. Canada was the first
among the western states that recognized the state independence
of Ukraine. Many Ukrainians living now in other countries don’t
lose connections with Ukraine.

A lot of public organizations, educational establishments
and religious organizations make considerable contribution to
the development of our culture, literature and art. The EU
partnership and cooperation agreement with Ukraine will allow
stronger cooperation on security policy, justice issues, gas and
oil transit and visa policy expanding free trade between Ukraine
and the EU.

Ukraine joined the World Trade Organization and encour-
ages foreign trade and investment. The EU remains to suppor
Ukraine’s democracy, stability and prosperity and reinforces
this commitment through a new enhanced agreement.

III. Say if the sentences are true or false according to the
text:

1. Wide and long-term co-operation is the most effective
way of solving not only economic but also political prob-
lems.

2. We have week relations with European countries.

3. We exchange students and teachers only with European
countries.

4. The EU supports Ukraine’s democracy, stability and
prosperity.

5. Ukraine joined the NATO.

VIII. Answer the questions to the text.

1. What is Ukraine’s foreign policy aimed at?

2. What is the most effective way of solving both economic

and political problems?

What countries does Ukraine have relations with?
What programs do we have with the countries abroad?
What organization did Ukraine join?

What countires do Ukrainians live nowadays?

SRR e
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7. What organizations make considerable contribution to
the development of our culture?
8. What does the EU remain to support?

IX. Translate the sentences into English.

1) Ykpainma OaraTra Ha IPUPOAHI pecypcH, Taki AK: 3ajisHa
pyzna, Byrijis, Kam’siHa cigb Ta immri. 2) 3HauHY poJib B YKpai-
Hi BimirpaioTh YopHa MeTaJdypris, Jierka, BasKKa iHIycTpid Ta
obopoHHa MpoMucaoBicTb. 3) OCHOBHI ranysi CiIbCBKOTO TOCIIO-
IapcTBa B YKpaiHi Ile — POCIMHHUIITBO Ta TBAPUHHUIITBO 3 PO3-
BEJIEHHAM MOJIOYHOI Ta M’ACHOI xymobu. 4) 3epHOBi KyJabTypH,
AKi BUPOINYIOTh B YKpaiHi Ile — IIIeHUuIsd, JKUTO0, AUMiHb, OBEC,
KyKypymsa. 5) MixkmapomHa moJiTmka YKpaiHu HalliJieHa Ha
IITPOKOMACIINTA0HEe Ta JOBTOCTPOKOBE CIIiBPOOITHUIITBO 3 OaraTh-
Ma Kpaimamu 3amany. 6) Ykpaima mpuiimae yuacTb y poboTi 6ara-
ThOX MiKHapoZHUX opraHisamiii. 7) IIporpamu oOMiny cTymeHTiB
IOMINPIOIOThCA MixK YKpainoio Ta €Bpomoio. 8) BaraTo yKkpaiuiis
3a KOPAOHOM He BTPAuvaloTh 3B A3KMU 3i cBO€0 Kpainoio. 9) Hy:xe
BasKJIMBA CIIiBIIpaIld MisK KpaiHaMH Y HAyKOBHX Ta KOCMIUHUX
mocraimkenuax. 10) €sponelicbKi KpaiHu IiATPUMYIOTH Ta IOCHU-
JIOIOTh BilHOCHMHU 3 YKpaiHoIo.

X. Work in small groups. Take turns to role-play the fol-

lowing situations.

1. Invite your business partners to visit Ukraine. Give ar-
guments.

2. You are visiting the EU, your business partners want
to know more about the economy of Ukraine. Tell them
about it.

3. You meet students and teachers from other countries.
Speak about your country.

4. You participate at the international conference. Express
your ideas on the cooperation of Ukraine with the other
countries.

5. You meet Ukrainians living abroad. Tell them about the
development of your country.

XI. a) Read the following word combinations and sentenc-

es and translate them in your native language.

1. to satisfy needs
2. natural resources
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. defence industry

. oil and gas deposits

. iron and steel industry

. light/heavy industry

. to be rich in

. to convert

©[00(~3|O| O |~ |CO

. the output of consumer goods

10 to satisfy the consumers’
wants

11. to process raw materials

12. outdated and worn-out
equipment

13. crop production

14. animal husbandry

15. grain cultures (wheat, rye,
barley, oats, corn)

16. dairy and beef cattle
breeding

17. twin-level structure

18. to take shape

19. forms of property

20. foreign policy

21. to aim at smth

22. wide and long-term
co-operation

23. on the assumption

24. to solve problems

25.Europe’s granary

26. not to lose connections

27.to establish new relations

28.to participate in

29. space exploration

30. to remain committed to

31.to reinforce

32. an enhanced (improved)
agreement

33. joint venture

34.to make considerable
contribution

35.security

36.justice

37. to expand free trade
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b) Read the following word combinations and sentences

and translate them into English.

1.

OyTu GaraTuM Ha IIOCh

2.

O0yTu OaraTmMm Ha IIPUPOAHI
pecypcu (3amisua pyna,
BYTiJiA, KaM’ AHA CiJab)

3.

3aTOBOJILHATHU OTPEOU
CIIOKMBAYiB

4.

3amnacu Ha)TH Ta rasy

5.

3amacy BYTiJIsA i 3ajiza

6.

JeTKa/BamKKa iHaycrpida

7.

o0opoHHa iHayCcTpisd

8.

IepeTBOPIOBATH HA KOPHUCHI
peui

9.

BUITYCK CIIOMKHMBYMX ’I‘OBapiB

10. 3a10BONBLHATH TOTPEOU

CIIOKMBAUiB

11

. 00POOIATH CUPOBUHY

12. zacTapise Ta cupalboBaHe

obJiafHAHHSA

13. POCIMHHUIITBO

14. TBAapMHHUIITBO

15. 3epHOBI KyJIbTypU

(mIeHuIs, MKUTO, AUYMIHD,
oBec, KYKypy/as3a)

16. posBegeHHA MOJOYHOL

Ta M SCHOI Xynoou

17. nBopiBHEBa OaHKiBChKa

cucreMa

18. npuiimaTu nesHy (opMy

19. ¢opmMu BIACHOCTI

20. MiKHapomgHA TOJITHKA

21.

HAIliJTIOBATHCH HA IIOCH

22

. ImupoKoMacHiTabHe
Ta JOBTOCTPOKOBE
CIIiBPOOITHHUIITBO

23.

BUXOOAYN 3 IIPUIIYIITEHHA

24. BUPIIINTY NUTAHHA

25. xutHHUIEg €Bponu

26. matu 3B’A3Ku 3 OizHec-

igrkybaTopaMu

283




Unit 13

27. BCTAHOBUTHU BiJHOCHUHU
3 iHO3eMHUMM IIapTHepaMu

28. mpuiiMaT; y4JacThb
B TiJIOBOMY JIMCTYBaHHi

29. KocMiuHi gocaimKeHHs

30. sanumiaTuca BigmanuM CBOIit
BiTumM3Hi

31. mocuaoBaTU 0e3IEKy

32. mokpaIieHa 3roja 3
iHO3eMHUMHU IIPEeACTaBHUKAMU

33. pobuTH 3HAYHUI BHECOK

34. GesmeKa Kpainu

35. mpaBocyans y HaIiid
nepKasBi

36. mikHapogHe cyMicHe
OiIITPHUEMCTBO

37. IOMIMPIOBATH TOPTiBJIIO

XI1I. Retell the text about Ukraine and its economy.

GRAMMAR REFERENCE
REVISION
1. Grammar. Choose the correct grammar form.
1. Customers thought the Champion 2000 (to be) the worst
bike.

a) is b) was c¢) will be.

2. This bicycle isn’t as ...... as the bicycle of the previous
year.

a) heavier b) the heaviest c¢) heavy.

3. What ...... you (to think) of this jumper in the mail-order
catalogue.

a) will you think b) do you think ¢) did you think.

4. For nearly every type of product there (to be) many sim-
ilar goods on the market.

a) is b) are c) be.

5. A good advertisement which brings the product to the
public attention ...... describe the 4Ps.

a) shall b) should c¢) would.
6. In 2015 my CEO ...... an idea for founding one more company.
a) have b) has c¢) had.
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7. It was the same year when his ..... company got a great
profit.

a) three b) third c¢) the third.

8. How long did it ...... to found a company?

a) take b) took c) takes.

9. Our competitors ...... the European Prize last week.

a) win b) had won ¢) won.

10. This campaign is ...... than that one.

a) more expensiveb) expensive c¢) the most expensive.

11. Company’s representative told me that he...to leave for
London the next week.

a ) is going b) has gone ¢) was going;

12. Society it convenient to use a monetary unit to
determine relative costs of different goods and services.

a) considers b) is considering ¢) consider

13. In primitive societies a system of barter

a) are used b) was used ¢) were used

14. Money can also as a standard of value.

a) serves b) serve ¢) are serving

15. He the accounts when he spotted the error.

a) was checking b) has checked ¢) checked

16. The products... by this firm soon.

a) will be sold b) were sold ¢) have been sold;

17. Don’t visit me tonight I... for the next business meet-
ing the whole evening.

a) am preparing b) will prepare c¢) will be preparing

18. He may get a promotion soon and then he... become a
company director.

a) will b) would ¢) would have;

19. The market leader... to notice new development in the
market last week.

a) fails b) failed c¢) had failed;
20. Recently he... the way to expand his business.
a) finds b) has found c) is finding.
2. Vocabulary. Choose the most suitable word or phrase.
1) Some people often travel to work in one car to the
pollution and the cost.
a) use b) make ¢) reduce
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2) Cars do a lot of to the environment.

a) benefit b) harm c) help

3) They are going to ask companies to make cleaner
petrol.

a) food b) oil ¢) musical

4) Environmental questions are all over the world.

a) individual b) strange ¢) important

5) Some companies make smaller cars because they use
petrol.

a) less b) more c) few

6) The most amount of kitchen waste can be transformed
into

a) a useful garden fertilizer b) sweets

c) toys

7) I’'m sending you some forms to complete. Please
special attention to AF.

a) make b) pay c) take

8) I am our current catalogue and price list into the
letter.

a) getting b) inviting ¢) enclosing

9) Who an email from a former colleague?

a) received b) offered c¢) developed

10) Internet is a very way of communication.

a) short b) convenient ¢) unexpected

11) The development of modern technology has brought
us unprecedented changes in the world.

a) harmful b) simple c¢) rapid

12) Some people worry that phones have a bad on peo-
ple’s health.

a) relationship b) influence ¢) reference

13) Many people worry that their writing is not
enough for business writing.

a) advanced b) convenient ¢) important

14) A business letter is used for various

a) purposes b) lifestyles c¢) developments

15) An effective letter in business uses short sentences.
a) creative b) personal c¢) simple

16) Our is very strict and likes discipline.

a) employee b) employer ¢) employment
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17) He will make a lot of money if he this contract.

a) writes b) describes c) signs

18) heads the company. He is responsible for all ac-
tivities inside and outside the company.

a) senior lecturer b) CEO ¢) chief accountant

19) Communicating over the phone you should create a good
first

a) impression b) influence c¢) calculation
20) Answer the phone with a friendly
a) greeting b) smile ¢) invitation

3. Each of these sentences has a grammar mistake. Find
the mistake, then write the correct sentence.

1) We do a lot of extra work this week. 2) Currently our
sales increase. 3) I'm having four weeks’ holiday every year.
4) He’s not here. He’s been to Mexico. 5) How long ago have you
been to university? 6) I met her at the airport while I waited for
my flight. 7) I was playing football every weekend when I was
younger. 8) We were spending all our holidays at the sea when
we were children. 9) How long were you living abroad when you
were a student? 10) They lived abroad when the war broke out.

4. Put questions to the sentences (1- general, 2 — special
questions).

1) My cousin will stop working tomorrow. 2) The staff ar-
rived at work in time. 3) It has been raining for two hours.
4) The employer came into the staff room. 5) She was short of
time last week.

5. Make the given sentences negative.

1) They bought these goods yesterday. 2) I meet these people
every Monday. 3) He works at the plant. 4) I am reading a re-
port now. 5) They were busy yesterday. 6) We have gone to Kiev
recently. 7) They will study hard at University.

6. Open the brackets. Put the correct tense.

1) What you (to do) here now? — I (to wait) for a friend.
2) He was happy that his wife (to feel) better. 3) Some minutes
ago I (to shout) to him to stop, but he (to run) too fast and not
(to hear). 4) Let’s (to go) for a walk. It not (to rain) now. 5)
When the delegation (to arrive) in London? — It (to arrive) yes-
terday. 6) I (to wait) for you at five o’clock tomorrow. 7) They
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(to be) busy now. They (to discuss) this question since morning.
8) They (to walk) in the forest for an hour yesterday. 9) He (to
study) French for two years and not even (to know) the alphabet
yet. 10) She (to come) across the street to meet him last time.

7. Complete the following sentences.
1) When he comes home, he . 2) They will live in
a detached house if . 3) The children had already been
playing for half an hour when . 4) We will return as
soon as . 5) She hasn’t worked in this office since she
. 6) If the weather is nasty tomorrow, I . 7) He
will buy these goods if . 8) He had been talking with
CEO for 20 minutes when . 9) I haven’t done it since
I . 10) She will tell you when

8. Change from Direct Speech into Indirect Speech.

1) He said: “Don’t walk on the ice, it isn’t safe.” 2) “I have
something to show you,” I said to her. 3) He said: “My wife has
just been made a judge.” 4) “Where were you last night, Mr.
Jones?” — asked John. 5) “Do you see what I see, Mary?” — asked
the man. 6) I said: “Don’t argue with your father.” 7) “What
else did you see?” — I asked. 8) “Did they understand what you
said to them?” — she asked.
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UNIT 14.
GLOBALIZATION IN BUSINESS

“Globalization has changed us into a company

that searches the world, not just to sell or to source,

but to find intellectual capital — the world’s best talents
and greatest ideas”

(Jack Welch) (one of the world’s most respected

and celebrated CEOs)

Basic Vocabulary
Read, translate and memorize the following words and
word-combinations.

English Ukrainian

1. Globalization [, gloub(o) ryiobaJisarisa

lar’zeif(o)n]

2. to globalize [‘gloubolaiz] raobaJizyBaTu, rjao0ajisyBaTucsA
(POBTOBCIOYKYBATH OyIb-AKY
OisiIbHICTH ab0 BILIMB 3a MeKi
OKpPeMol Jep:KaBu, HAIIPUKJIA,
BUBOJIUTH IIiAIIPUEMCTBO HA
CBiTOBUII PUHOK)

3. global [gloub(o)I] CBiTOBUI1, BCECBITHIiN

4. globally [*gloub(a)li] BCECBITHBO, V¥ CBITOBOMY
maciTabi

5. globalism [‘gloub(o)liz(o)m] IIPUHITUII B3a€MO3AJIEKHOCTL BCix
KpaiH, HapOJiB CBiTY

6. globalist [*gloub(a)list] rJ100ajicT, IPUXUIBHUK
raobanismy

7. to face 3ycTpiyaTucsa, TUBUTHUCA B
o0Iyusa

8. to arise (arose-arisen) BUHUKATU, 3’ ABJIATUUCS

9. interchange 3aMiHa, OOMiH
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10. view [vju:]

OOTJIAL, TYMKa, BUI

11. to derive from

IIOXOAUTH 3

12. to refer to

IIOCHUJIATHUCA Ha

13. distance BiZCcTaHb

14. to be able to OyTH B 3M031 3poouTH
15. discovery BIIKPUTTSA

16. pace KPOK

17. to reach mocAraTu

18. teleworker

OpalliBHUK, AKUHA BUKOHYE CBOIL
000B’A3KM BAOMA (3BUUANHO

2-4 TOAMHU HA THXOEHB 1

3 MiATPUMaHHAM 3B’ A3KY 3
mpalefaBIleM uYepes3 eJIeKTPOHHY
TIOIIITY)

19. the International Monetary
Fund

MixxHapogHUN BaJTIOTHUN (POHT

20. to identify [ar’dentifa1]

OTOTOXHIOBATH, BU3HAYATHU

21. dissemination of knowledge

IIOIINPEHHA 3HAHb

22. challenge [‘ffaclind3]

BUKJINK

23. to affect

BILJIMBATHU

24. to be in favour of

HA KOPUCTH

25. to emerge [1’'m3:d3] =
to appear

3’ ABJISATUCH;

26. emergence [1’'m3:d3(o)ns]

BI/IXi,lI , II0ABA, BUHUKHEHHSA

27. to trace [treis] CJiIKyBaTH;

28. trace CaIif

29. to link = to connect 3’eTHYBATH;

30. link = connection 3B’ 30K

31. population HaceJIeHHS

32. advantage [od’va:ntidz] mepeBara

33. disadvantage [disad’va:ntidz] HECIIPUATJINBE CTAaHOBUIIIE,

IKoaa

34. fishing pubdaabLCTBO
over-fishing HAAMIipHUIA BUJIOB PUOU

35. cheap IeleBui

36. thanks to 3aBOSAKU

37. to profit OTPUMYBATHU IIPUOYTOK

38. unemployment 06e3pobiTTa

39. to lead (led — Ied) BeCTH

40. law [Io] 3aKOH, IIPaBO

41. legal [‘li:g(o)]] 3aKOHHUM, JIETAJIbHUMN;

42, illegal HeJIeTaJIbHUUN

43. strict cyBODUI
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44, to pull out BUTATYBaTH, 3a0UpaTu

45. especially [1s’pe[(9)l1 ] 0Cc00JIBO

46. disease [dr’zi:z] xBOpOOAa

47. anyway Yy BCAKOMY pasi

48. to spread (spread — spread) POSIIOBCIOMKYBATUCS

[spred]

49. however [hau’eva] mpoTe, OTHAK

50. worldwide BCEeCBiTHiH, cBiTOBMIT
EXPLANATION

Globalization is the process of international integration
arising from the interchange of world views, products, ideas
and other aspects of culture.

Economic globalization is the integration of national econ-
omies into the international economy through trade, foreign
direct investment, capital flows, migration, and the spread of
technology (Wikipedia).

Integration [ nti'greifn] means combining parts so that they
work together or form a whole.

Economic integration — the combination of two or more
companies under the same control for their mutual benefit, by
reducing competition, saving costs by reducing overheads, cap-
turing a larger market share, cooperating on research and devel-
opment, enhancing competitive advantage, etc.

LANGUAGE WORK

I. a) Read the word combinations and sentences and trans-
late them into your native language. b) Make up as many
word combinations and sentences as you can with the material
given in bold type.

Global problems, global warming, global processes; to face
environment problems, to face trading problems, to face the
competitors; to refer to the words of the famous people, to refer
to the government document, to refer to the law;

economic law, law department, law education, a strict law;
a strict senior lecturer, a sctrict doctor of science, a strict chief
accountant; thanks to the law, thanks to rapid bank transac-
tions, thanks to the advertisement, thanks to green economy.
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Task: translate
1. T'smobanbHi (muTanHA/
npobJeMu,/ IpoLecu)
2. cyBopuii (3aK0oH/ JeKTOD/
JTOKTOD HAVK)
3. 3aBaAKU (3aKOHY/ OCBiTi/
OPaBUJILHOMY PE3I0Me)
4. mocuiaTucA Ha (3aKOH/
3asIBy/ PeKOMEHIAIliHNI JIKCT)
To reach a purpose, to reach success, to reach a higher edu-
cational establishment, to reach advantages; to get an advan-
tage, thanks to the advantage, the advantage of green economy;
a disadvantage in business, a disadvantage at the market, a dis-
advantage of non-governmental organization; to spread in the
world, to spread at the state organization, to spread thanks to
useful advertisements; to be in favour of the government, to be
in favour of a private enterprise, to be in favour of the economic
education. This application is in favour of the applicant.

1. Docaratu (MeTu,/ ycuixy/
igTerpairii)

2. posmoBCIOMKyBaTHCA (Uepes
InTepHeT/ Uepes CHiJIKyBaHHSA IIO
TesedoHy uepes peKJIamy)

3. mepeBara (HaBYaHHSA B €KOHO-
MiYHOMY BUII,/ HaBYAHHA 3aKOP-
JTOHOM,/ HaBUAHHS B MarTiCTPaTypi)
4. 6yTH Ha KOPHUCTH (BUIIIOTO HAa-
BUYAJBHOTO 3aKJaAy,/ po3gpiOHOTO
0aHKY,/ CTPaxoBOi KOMIIaHii)

To arise at the market, to arise at the merchant bank, to
arise at the pension fund, to arise at the scientific society; to
lead to success, to lead to globalization, to lead to climate chang-
es and water pollution; to affect the environment, to affect the
bank transactions, to affect business communication; to link
countries, to link employees, to link international networks; my
view on this important problem, to depend on my view, a global
view, interchange of world views, interchange of commodities,
interchange of customers, interchange of goods.
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1. Bunukaru (y Buimi/ Ha mim-
IPUEMCTBi/ HA CBIiTOBOMY PHHKY)
2. 3B’asyBaru (igei/ moraanu
Jroneili/ pobiTHUKIB)
3. o0MiH (morsAzaMu,/ CIOKUB-
YUMHU TOBapaMu,/ BaJIIOTOIO)
4. BniuBaTu (Ha qUpeKTOpa/ Ha
cKapOHUYOro/ Ha ypAn)

II. Translate the following word-combinations into the
English language.

1) IIpeacraBasaTu riobanbHy OpraHisaliio, 2) BIJIMBATHU Ha Ha-
YKOBe TOBApUCTBO, 3) 3B’A3yBaTU Kpaiuu, 4) 3B’ A3yBaTU Jep:KaB-
Hi ycTaHOBU, ) CyBOpHUII CTYIEHT CTapIIUX KypciB, 6) cyBopwuii
IOKTOp HaykK, 6) OyTm Ha KOPHUCTh IILOTO AEP:KaBHOTO 3aKJIamy,
7) nmepeBara (axiBiiB 3 (inamcis, 8) 3aBaAAKU 0ocBiTi, 9) 3aBOAKU
3akoHy, 10) mocartu ycmixy B TopriBii, 11) mporecu riaobamisa-
mii, 12) ekomomiuHa ryobaimizaiis, 13) BOamBaTH Ha IIPeACTaB-
HUKiB HAyKOBOTO I'ypTKa, 14) ciaigyBatm misgxoMm riaobaJisarrii,
15) mocunatucsa Ha Aep:KaBHUII TOPrOBO-eKOHOMIUHUH iHCTHUTYT,
16) mocuiaTucsa Ha HaBYAJbHUU 3aKJjal, SKUA PO3BUBAETHCH,
17) po3mOBCIOA:KYBATHUCA Uepes3 CIINJKYBAaHHA 10 Teed)oHy,
18) posnoBcrOgKyBaTUCA INBUAKO, 19) BUHMKATH Ha MiKHapOX-
HOMY mifgmpuemcTBi, 20) BUHUKATH Y CIIOKUBAYiB.

III. Match two parts to combine the word-combinations,
translate them.

1. economic a) knowledge
2. to be in b) globalization
3. dissemination of ¢) out money
4. thanks d) favour of
5. the International e) worker
6. to pull f) from the word “globalize’
7. tele g) to economic stability
8. to derive h) Monetary Fund
IV. In each line choose one word that doesn’t belong to the

group:
1) To globalize, globalization, to grow, globalist;
2) to arise, to face, to appear, to emerge;
3) views, ideas, thoughts, laws;
4) legal, illegal, to lead, law;
5) employment, unemployment, especially, employer.
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READING
@ I. Read and translate the following text.

HISTORY OF GLOBALIZATION

Globalization is the process of international integration
arising from the interchange of world views, products, ideas
and other aspects of culture. The term “globalization” is derived
from the word globalize, which refers to the emergence of an
international network of economic systems.

Globalization is not new. For thousands of years people have
been trading goods and travelling across great distances. Some
scientists even trace its history long before the European age of
discovery and voyages to the New World. The modern age of glo-
balization started with the Industrial Revolution at the end of the
18th century. New machines were able to produce cheaper goods.
Trains and ships transported products farther and faster. Since
1980, globalization has been moving at a faster pace. Today it
is easier for companies to work in other countries. The Internet
gives them the chance of reaching more customers around the
world. Teleworkers work for firms that may be far away.

In 2000, the International Monetary Fund (IMF) identified
four basic aspects of globalization: trade and transactions, capi-
tal and investment movements, migration and movement of peo-
ple, and the dissemination of knowledge.

Environmental challenges such as climate changes, water
pollution and air pollution, and over-fishing of the ocean are
linked with globalization. Globalizing processes affect and are
affected by business and work organization, economics, socio-
cultural resources, and the natural environment.

However, there is a growing debate over globalization. Gov-
ernments are in favour of globalization because the economy can
grow. Other people are not so sure that there are only advan-
tages. Here are some arguments from both sides.

Advantages:

e Globalization lets countries do what they can do best.
If, for example, you buy cheap steel from another country you
don’t have to make your own steel. You can focus on computers
or other things.
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e Globalization gives you a larger market. You can sell
more goods and make more money. You can create more jobs.
A German company can produce cars in Argentina and then sell
them in the United States. A businessman in Great Britain can
buy a part of a company in Indonesia on one day and sell parts of
another business in China the next, thanks to globalization. Fast
food companies open shops around the world almost every day.

e Consumers also profit from globalization. Products be-
come cheaper and you can get new goods more quickly.

Disadvantages

e Globalization causes unemployment in industrialized
countries because firms move their factories to places where
they can get cheaper workers.

e Globalization may lead to more environmental problems.
A company may want to build factories in other countries be-
cause environmental laws are not as strict as they are at home.
Poor countries in the Third World may have to cut down more
trees so that they can sell wood to richer countries.

¢ Globalization can lead to financial problems. In the 1970s
and 80s countries like Mexico, Thailand, Indonesia or Brazil got
a lot of money from investors who hoped they could build up
new businesses there. These new companies often didn’t work,
so they had to close down and investors pulled out their money.

e Some of the poorest countries in the world, especially in
Africa, may get even poorer. Their population is not as edu-
cated as in developed countries and they don’t have the new
technology that we do.

e Human, animal and plant diseases can spread more quick-
ly through globalization.

So, as you can see there are two sides of the process of
globalization. But anyway spreading of globalization can’t be
stopped.

II. Say if the following statements are true (T) or false
(F). Correct the false statements.

1. Globalization is the process of local integration. 2. The
term “globalization” is derived from the word globalist. 3. The
modern age of globalization started with the Industrial Revolu-
tion at the end of the 18th century. 4. Since 1980, globalization
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has been moving at a slower pace. 5. In 2000, the International
Monetary Fund (IMF) identified three basic aspects of globaliza-

tion. 6.

Environmental challenges such as climate change, water

pollution and air pollution, and over-fishing of the ocean are
linked with globalization. 7. Governments are against globaliza-
tion. 8. There are some advantages and disadvantages in the
process of globalization. 9. Consumers profit from globalization.
10. Globalization can not lead to the environmental problems.

III. Complete the sentences inserting the word from the

text.
1)
2)
3)
4)

o)

Iv.

1)
2)
3)
4)

o)

Globalization is the process of international integration
arising from the of world views, products,
ideas and other aspects of culture.

For thousands of years people have been trading goods
and travelling across great

Globalizing processes and are by busi-
ness and work organization.
Governments are globalization because

the economy can grow.

A businessman in Great Britain can buy a part of a
company in Indonesia on one day and sell parts of an-
other business in China the next, globalization.

Find synonyms from the text to the underlined words.
The term “globalization” is derived from the word glo-
balize, which refers to the appearing of an international
network of economic systems.

Globalizing processes influence business.

The Internet gives them the chance of reaching more con-
sumers around the world.

They had to close down and investors took away their
money

Human, animal and plant diseases can go further quickly
through globalization.

V. Answer the questions.

1)
2)
3)
4)

What is globalization?

Where is the term “globalization”derived from?

Is globalization a new process?

Has globalization been moving at a faster or slower pace?

296



Globalization in business

5) How many basic aspects of globalization did the Interna-
tional Monetary Fund identify?

6) What environmental challenges are linked with pollu-
tion?

7) Why is a growing debate over globalization nowadays?

8) What are the advantages of globalization?

9) What are the disadvantages of globalization?

10) Why do consumers profit from globalization?

VI. Translate the sentences into English.

1. Kimenp XX — mouatoxk XXI cToJiTh XapaKTepusyeTbca pis-
KMM IOCHJIEHHAM IJjobasizariiiamx mpoiiecis. 2. I'mobasisaria e
pesyabTaToM (PYHKIIIOHYBAHHSA CYYaCHOI MisKHAPOIHOI eKOHOMiKU
Ta HAYKOBO-TexXHiuHOl peBosolii. 3. CrorogHi y 3B’A3KYy 3 IJIO-
Oamisarriero, AKa BILIMBa€ Ha PO3MIUPEHHS chepu 3HAHDL, IMiIBU-
ITUJIacs pPoJb HOBITHiX TexHoJIOTiH. 4. B HayKOBY rajysb BHOepIie
TepMiH «TrJobaJisalisg» BBiB amMepuKaHCbKUil HayKoBelb I'. JIeBiT
y 1983 porii. I 3 Toro uacy e mOHATTA OTPUMAJIO 3HAUHE IIOIIIU-
PeHHA B HaYKOBi# Jgiteparypi. 5. Ha chorommimmHiii meHs icuye
YMMAJIO IiJXO0iB 10 BU3BHAYEHHA CYTHOCTI Imporiecis riobaisarrii.
Haii6inpmnr momupeHuM € BU3HAUEHHSA riobaJisarrii cBiToBoi eko-
HOMiKH, AK IIOCUJIEHHS B3a€MO3B’SI3KYy Ta B3a€MO3AJEIKHOCTL pPis-
HuX cdep, cy0’eKTiB Ta perioHiB y cBiTOBil ekoHOoMiIti. 6. IIporec
raobasizalfii MosKHA PO3IIAgaTH HA TPLOX PiBHAX: riodasisalis
Ha piBHi oKpeMoi KpaiHu, riaobaJisalia Ha piBHI oKkpeMoi raaysi,
raobaJisaria Ha piBHI oKpemoi Kommamii.

VII. Tell about the problem of globalization.

VIII. a) Read the following word combinations and sen-
tences and translate them in your native language.

. Economic globalization

. international integration

. foreign direct investment

. the spread of technology

. to face trading problems

. to refer to the government
document

. to refer to the insurance
policy

8. a strict law

O[O || DN | =
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9. A strict economic law
appeared 2 years ago.
The government published it.

10. legal transactions

11. illegal transfer of money

12. to reach success

13. The doctor of science
reached success in his
experiments.

14. cheap commodities

15. Customers can choose

cheaper goods.

16. to be in favour of economic
education

17. advantage of the green
economy

18. disadvantage of
non-governmental
organization

19. to affect business
communication

20. to link international
networks thanks
to globalization

b) Read the following word combinations and sentences
and translate them in English.

1. I'mo6anbHi mpobeMu

2. I'mobasibHi BUKJIMKK

3. IIporec ruobaJsisarii BIIiuBae
Ha Bechb CBiT.

4. 0OMiH mOTJIAZAMHU i KOPHUCHUMU
imreamu

5. BILLIMBATH Ha OOMiH BaJIOTH

6. mocuJaTHCs Ha CJIOBA BUEHOTO

7. mocUJaTHUCA HA eKOHOMiuHi
3aKOHU

8. HamMcaTu CyBOPHMI 3aKOH

9. majexa BimcTaHb

10. BigcTaHb MOMiXK KpaiHaMu
CBiTY

11. mepeBaru HaBUaHHA y
IEepPsKaBHOMY 3aKJaIi
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12. HecIpUATINBE CTAHOBUIIE
(HemepeBara) Ha CBiTOBOMY
PUHKY

13. 3’eqHyBaTH CBiTOBi pPUHKM

14. 3’egayBaTu Mepeski IHTepHET

15. mpamoBatu B MidKHapogHOMY
BaJIOTHOMY (hoHIL

16. BosmBaTu Ha MiskHapomHUi
BaJIOTHUNA (OH

17. OyTu Ha KOPUCTH HABUAHHA Y

IepP:KaBHOMY BUIIOMY
HaBUYAJbHOMY 3aKJIami

18. 6yTu Ha KOPHCTH IJrodaJrizalris

19. 3aBAAKM HNOMIMPEHHIO 3HAHD

20. pO3MOBCIOKYBaTH YMIiHHA i
JIOCBiJT TOProBOTO
IpeICcTaBHUKA

VI. Read and translate text B.

THE PROBLEM OF GLOBALIZATION

Counterfeiting (nidpobxa, paarvcugirauyis) is one of the very
important problems facing the business world today: worldwide
trade in counterfeit products amounts to about 10% of world
trade, it means $300 billion. Counterfeiters ignore patents,
which protect intellectual property, copyright and trademarks,
by producing cheap copies or fakes of branded goods. These ac-
tions are openly practiced daily, affecting many business sec-
tors, e.g. clothing, cosmetics, cigarettes, pharmaceuticals, com-
puter software, automotive parts and alcoholic drinks. The con-
sequences of counterfeiting are serious to the economy, as com-
panies may be forced to shut down or reduce the staff. They are
also potentially serious to buyers, as the quality of counterfeit
products may be of a great risk, e.g. counterfeit pharmaceuti-
cals. Much is said about the infringement of copyright in the
music industry. Over the last five years there has been a massive
rise in the use of the internet to infringe intellectual property
rights, e.g. people sharing music or movies with other people
over file-sharing networks, where no money is paid to the copy-
right holders. The original file-swapping network, Napster, was
shut down in 2001 due to legal action by the music industry;

299



Unit 14

however, other file sharing still continues. The music industry,
now recognizing that file sharing will continue to exist, is work-
ing to turn file shares into purchases. In this way, networks will
become online markets that sell music legally, much like iTunes,
Apple Computer’s online music store.

In recent years the counterfeiters have gone from strength
to strength. New technology has broadened the range of goods
that are vulnerable to copying. It has dramatically improved
their quality, as well as lowering their cost of production. Where
once counterfeits were cheap and shoddy imitations of the real
thing, today their packaging and contents often mean they are
almost indistinguishable from the genuine article. The internet
has been a great help to counterfeiters, giving them detailed in-
formation about which goods to copy and allowing them to link
consumers and suppliers with ease.

Counterfeiting is not a victimless crime. For a start, legiti-
mate businesses lose scale because of competition from coun-
terfeiters. If the brand loses value (because it is seen as less
exclusive or is confused with shoddy imitation) there is a long-
term threat to profitability. In addition, firms have to bear the
cost of anti- counterfeiting measures. Procter & Gamble reckons
it spends $3 m a year fighting the copycats. One strategy that
companies increasingly use is to load their vulnerable products
with anti-counterfeiting features. Some of these, borrowed from
security devices developed for use on dollar bills, are clearly vis-
ible and are intended to help consumers distinguish from genu-
ine goods. Companies also use these features, primary to help
them track their products through the supply chain and to dis-
tinguish genuine articles from fakes, especially should they need
to take the copycats to court. But no amount of effort will ever
completely stop the copycats. For as long as there is consumer
demand, companies will find that the imitation is the severest
form of flattery.

X. Say if the sentences below are true or false. Correct the
false statements.

1. Counterfeiting is not a great problem facing the business
world today. 2. Counterfeiters make special patents, which pro-
tect intellectual property, copyright and trademarks, by produc-
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ing cheap copies. 3. The consequences of counterfeiting are seri-
ous to the economy. 4. No information is said about the infringe-
ment of copyright in the music industry. 5. New technology has
broadened the range of goods that can’t be copied at all. 6. Today
new and modern packaging and contents of the goods often mean
they are almost indistinguishable from the genuine article.

7. The internet has become a great help to counterfeiters, giv-
ing them detailed information about which goods to copy. 8. Legiti-
mate businesses lose scale because of competition from counterfeit-
ers. 9. Firms are not going to bear the cost of anti- counterfeiting
measures. 10. If the companies take great efforts to fight against
the counterfeiters, it will completely stop the actions of copycats.

XI. Complete the sentences inserting the word from the
text.

1) It is ..... that worldwide trade in counterfeit products
amounts to about 10% of world trade.

2) The ... of counterfeiting are serious to the economy.

3) The quality of counterfeit products may prove to be a.....

4) The original file-swapping network, Napster, was .... in
2001 due to legal action by the music industry.

5) New technology has ... the range of goods that are vul-
nerable to copying.

XII. Find synonyms from the text to the underlined words.

1. Counterfeiters ignore patents, which defend intellectual
property.

2. These infringements are openly practiced every day.

3. Companies may be forced to close their enterprises.

4. Over the last five years there has been a massive increase
in the use of the internet to infringe intellectual prop-
erty rights.

5. In recent years the counterfeiters have become more
powerful.

XIII. Answer the questions to the text.

1. How does counterfeiting ignore patents?

2. Counterfeiting affects many business sectors, doesn’t it?

3. Have digitization and the internet made it easier than
ever to mass reproduce and distribute quality counter-
feit products?
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4. Why does music industry in particular claim to be losing
millions?

5. What role has technology played in the expansion of
counterfeiting?

6. What effects does counterfeiting have on legal business?

7. Is counterfeiting considered to be a crime?

8. What strategies do the companies use to protect them-
selves from counterfeiters?

XIV. Match the words with similar meanings.

1. legitimate a) exchange

2. counterfeit b) legal

3. covert ¢) brand

4. genuine d) indistinguishable

5. Trademark e) fake

6. Imitate f) breach

7. identical g) real

8. swap h) copy

9. peer i) secret

10. infringement j) equal

XV. Choose the best word to complete each sentence.

1. Expensive ........ fashion items are commonly copied products.

a) excluded b) invented c¢) designed

d) prototype.

2. Copies are so well made that they are almost ....... from
the original.

a) identical b) the same ¢) incomparable

d) indistinguishable.

3. Many consumers prefer to pay more for a ............ brand.

a) genuine b) right ¢) normal

d) reality.

4. ........ manufacturers receive permission to produce
branded goods.

a) partner b) associated c) agreed

d) licensed.
5. The overseas printer produced extra books and sold them

a) on the side b) besides ¢) inside
d) over the side.

302



Globalization in business

6. The music industry is very concerned about ......... in-
fringement.
a) patent b) copyright c¢) trademark

d) intellectual.
7. Increased counterfeiting affects the brand owners’ future

a) balancing b) potential ¢) profitability
d) finance.

8. CDs and videos are particularly ............. to piracy.
a) easy b) suspect c¢) vulnerable

d) valuable.
9. One legal action against counterfeiters is to take them
to .......
a) justice b) court ¢) account
d) copyright.
SPEAKING

XVI. Discuss with your pariner.

1. What companies can be called global?

2. What global companies operating in Ukraine do you know?

3. What are the advantages of being employed by a global

company?

4. What are the candidate requirements for global compa-

ny’s employees?

5. What roles do the International Monetary Fund (IMF),

the World Bank and the World Trade Organization
(WTO) play in globalization?

e The International Monetary Fund (IMF) — Agency of the
United Nations, established in 1944 in order to encourage coun-
tries to adopt policies affecting exchange rates and currency
values. Overall it promotes world trade. There are 188 members.

e The World Bank (International Bank for Reconstruction
and Development) — Agency of the United Nations, established
in 1944. Purpose is to fight world poverty by promoting eco-
nomic development. It provides loans, policy advice and tech-
nical assistance for development projects in poorer countries.
There are 188 members.

e The World Trade Organization (WTO) — International
organization established to promote international free trade.
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It enforces rules to promote free international trade, and helps
countries negotiate to reduce trade barriers.

GRAMMAR REFERENCE
Preparation for Exam
I. Make the following sentences negative. Write only nega-
tive form of the verb.

1. Advertising informs consumers about the existence and
benefits of products and services.

2. The large companies could set up their own advertising
departments.

3. It is also easier for a dissatisfied company to give its ac-
count to another agency.

4. Media will use new techniques of spreading the informa-
tion.

5. They have been training the staff for 2 hours.

II. Match the underlined forms in the sentences with the
names of the grammar tenses or proper grammar structures.

a) Past Simple tense; b) Possessive Case; c) Passive Voice;
d) Future Simple tense; e) Modal verb; f) The Superlative Ad-
jective; g) Participle I; h) The Comparative Adjective; i) Present
Simple tense; j) Present Continuous tense.

1) He will buy this product; 2) Trying to sell new goods
they spent a lot of money; 3) They will use this campaign later;
4) This type of car began to be manufactured in 1900; 5) The
best form of advertising is probably word-of-mouth advertising;
6) The company had to use that campaign in the USA; 7) Cus-
tomers are buying those goods; 8) Ecco wanted to sell; 9) That
company’s strategy was successful; 10) Agencies often produce
alternative ads.

I11. Choose the correct general question to these statements.

1. The best form of ads is probably word-of-mouth ads.

a) Does the best form of ads is probably word-of-mouth ads?

b) Is the best form of ads probably word-of-mouth ads?

c¢) Do the best form of ads is probably word-of-mouth ads?

2. PR can ensure that the firm keeps a high profile.

a) Can PR ensure that the firm keeps a high profile?

b) Does PR can ensure that the firm keeps a high profile?
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c)

Do PR can ensure that the firm keeps a high profile?
Large companies tend to use the services of large ad-
vertising agencies.

Does large companies tend to use the services of large
advertising agencies?

Did large companies tend to use the services of large
advertising agencies?

Do large companies tend to use the services of large ad-
vertising agencies?

The agency develops a media plan specifying.

Did the agency develops a media plan specifying?

Does the agency develops a media plan specifying?
Does the agency develop a media plan specifying?
Agencies often produce alternative ads or commercials.
Do agencies often produce alternative ads or commercials?
Have agencies often produce alternative ads or commer-
cials?

Did agencies often produce alternative ads or commer-
cials?

IV. Choose the correct special question to these statements.

1. Ukraine has a developing economy with its industry and
agriculture.

a) What does Ukraine has?

b) What does Ukraine have?

¢) Why has Ukraine a developing economy?

2. A considerable part is played by food, light and chemical
industries.

a) What part played by food, light and chemical industries?

b) What part does played by food, light and chemical industries?

c¢) What part is played by food, light and chemical industries?

3. Ukraine is a leading producer of nickel and manganese.

a) Why are Ukraine a leading producer of nickel and manganese?

b) Why are Ukraine a leading producer of nickel and manganese?

¢) Who is a leading producer of nickel and manganese?

4. The crops grown in Ukraine are wheat, sugar beets, corn,
potatoes, and sunflowers.

a) Where are the major crop grown?

b) Where is the major crops grown?

c¢) What are the major crops grown here?
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5. Ukraine has currently achieved macro-economic stability.

a) What has Ukraine currently achieved?

b) What had Ukraine currently achieved?

c¢) What has Ukraine currently achieve?

V. Choose the word or phrase A, B or C that best completes
each sentence

1. Does your friend ... Ukrainian articles well?

a) translates b) translate c¢) translated
2. Ann ... about Ukraine’s economy when I entered the room.
a) is talking b) talks c) was talking

3. I ... the report about Ukraine’s heavy industries at this
time tomorrow.

a) type b) types c¢) will be typing
4. He said that he ... to Poltava tomorrow.
a) goes b) is going c¢) would go

5. They ... any agreement to build a new shop in Kiev yet.
a) has reached b) have not reached c) reached

6. In 1978 James Dyson ...... an idea for inventing new vac-
uum cleaning technology.

a) have; b) has; c¢) had.

7. It was the same year when his ..... company was adver-
tised throughout the world.

a) three; b) third; c¢) the third.

8. How long did it ...... to launch the product?

a) take; b) took; c) takes.

9. Dyson ...... the European Design Prize last week.

a) win; b) had won; c) won.

10. This campaign is ...... than that one.

a) less expensive; b) expensive; c) the least expensive.

VI. Put the following words into the correct form

1. Ecco always (to want) to sell shoes in East Asia.

2. The company (to open) a factory in Thailand some years
ago.

3. The Financial Times (to provide) accurate and reliable

information about business.

They already (to open) a website.

The Roughneck ZCF is (cheap) and lighter than other

likes.

ov s
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9.

It is the (popular) with customers.

Labels and presentation always (increase) the impact of
the product.

They (to lose) a lot of money for the campaign before
their company became popular.

The company (to want) to cut production costs last
year.

10. E-commerce (to become) more popular nowadays.

VII. Write a letter of application for the position of the
Personnel Manager in a big international company. Write a
letter of at least 100 words. Don’t write any addresses, dates.
Follow the plan.

W N =

NO oA

Plan
Give traditional greeting.
Name the reason of your writing a letter.
Introduce yourself: name, age, profession/specialization,
University you graduated from.
Write about your previous job experience.
Highlight your professional qualities.
Name professional awards if any.
Write closing remarks.
Name enclosed documents if any.

VIII. Write a letter of invitation. Invite your colleagues
to take part in the international business conference devoted
to the problems of marketing and management in the modern
world. Write at least 100 words. Don't write any addresses,
dates. Follow the plan.

1.
2.
3

Plan
Start with salutation.
Write the reason of your letter.
Give details about the conference: date/time/place of the
conference; questions to be discussed; social activities to
be offered to the participants.
Write closing remarks.
Name enclosed documents if any.
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APPENDIX
SAMPLES OF MODULE TESTING
MODULE 1

Test 1.

I. Read and translate the text “Business trip”.

I have travelled for business, as a tourist and as a backpack-
er several years ago. Travelling light is always good if you can
do it. There are plenty of things that treat it like a competition
and the less you have the better will be. Just take what you want
when you are on holiday. Just be prepared to pay for excess bag-
gage if you go for the big pack!

When you make business overseas or meet international visi-
tors, it makes good business sense to understand and appreciate
their cultural differences. Remember some advice! Gift-giving
in Australia, Canada, the USA and Europe is informal and not
always expected. However, it is polite to bring someone flow-
ers, chocolates or wine when visiting their house. In some Eu-
ropean countries, you should avoid red flowers (associated with
romance). Chinese people will probably refuse your gift several
times, but it is polite to continue offering it to them. Do not
give clocks to Chinese people as the Chinese word for “clock” is
similar to the word for “death”.

a) Write if the sentences below are true (T) or false (F) ac-

cording to the text (2 points — 0.4 point for each correct answer).

1. You can travel for business as a tourist and as a back-
packer.

2. When you make business overseas or meet international
visitors it is important to understand and appreciate the
cultural differences.

3. Gift-giving in Canada and Europe is formal.

4. Chinese people refuse your gift several times.

5. It is polite to give Chinese people clocks.

b) Answer the following questions to the text above

(2 points — 0.4 point for each correct answer).

1. Where is gift-giving informal and not always expected?

2. Do Chinese people like clocks as gifts?

3. What word is similar to the word “death” for the Chinese?
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4. What do European people prefer?
5. What should you be prepared for if you go for the big pack?

I1. My institute. Put 2 questions to the following sentences:
the first — a general question, the second — a question to the
underlined word (4 points — 0.4 points for each correct answer).

1. At the beginning it was difficult for this student to live

in the hostel.

2. Selecting the right university will be one of the most

important decisions.

3. Some students live very far from the institute.

4. The Institute of Economics and Trade occupies two build-

ings in Chapaev Devision Street.

5. The main goal of training specialists is to form the sys-

tem of creative professional knowledge.

III. Business Etiquette. Complete the text with the follow-
ing words and phrases: (10 cnoe). (4 points — 0.4 points for
each correct answer).

admit avoid ignore introduce invest improve
respond impolite meeting distracts

A recruitment firm gives this advice to new workers:

It is important to 1 time in your relationships with
others at work. Get to know the people who work near you:
2 yourself to them and tell them something about your-
self. If people ask for your help, always 3 positively.
Don’t 4 emails or phone calls just because you are busy. If
you make a mistake, it is better to 5 it and then apolo-
gise. When things go wrong, stay calm and 6 shouting
and using bad language. Using mobile phones in meetings is 7

and 8 others. If you answer a call during a 9

, it could mean that you think the meeting is not impor-
tant. Remember, good manners help to 10 your working
environment, and you will find you can enjoy your work more.

IV. Telephoning. Choose the correct word (or grammar
form) A, B or C that best completes each sentence (4 points —
0.4 points for each correct answer).

1) Hello. Can I speak to Andrea, please?

a) Sorry, but she’s not here at the moment.

b) Who is this? ¢) Can I have your name and address?
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2) I’m phoning about your advert in Careers News. Could
you send me an application form, please?

a) Certainly. b) What for? c)I will consult my boss.
3) I'd like to speak to Carmen Diaz in Human Resources,
please.

a) Have a nice day. b) Hold on, please.

c¢) Hang up the telephone receiver.

4) I would like to make a ..... to Boston, please.

a) line, b) call, ¢) number.

5) I am sorry to trouble you, but I think you have dialed ....
a) a message, b) a bad line, c) the wrong number.
6) ’'m afraid there’s no answer. Can I take a message?

a) Yes, put down, please, this is Ernesto Badia.

b) No, I am busy. c¢) Yes, glad to hear you.

7) What number are you calling?

a) I am calling the wrong number.

b) I am calling the right number. c) It’s 234-560-78.

8) Could you put me through straightaway?

a) Thank you for your call.

b) I am afraid not. The line is busy. c¢) It was nice speaking
with you.

9) Can I speak to Mr. Brown?

a) Yes, Mr. Brown is speaking. b) No, Mr. Brown

is not speaking. c) Are you there?

10) I can’t get through. The line seems to be always ....

a) free b) wrong c) busy

V. Organization of work and responsibilities. Open the
brackets using the proper grammar tense. (4 points — 0.4 for
each correct answer).

1. Very often people (work) for a well-known and respected
company.

Peter (meet) our new Finance Director yesterday.

The managing Director (resign) three years ago.

Many shareholders (sell) their shares next month.

Joan (spend) her time on holiday now.

He (to be) responsible for interviewing the applicants.
Working in the company, people often (have) an appraisal.
To organize their time better, they (set) themselves more
realistic deadlines last year.

NS e el
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9. Nowadays most organizations (give) their workers free-
dom to develop their roles.
10. Now he (have) the possibility to develop his skills and
knowledge in this company.
Total score 20

Test 2.

I. Read and translate the text “Business trip”.

While travelling abroad you must go through customs. As a
rule the customs officers check your passports and visas if they
are required. When coming to some countries you may need a
health certificate or vaccination. If you have anything to de-
clare, then you must fill in the declaration form.

You must write down your full name, citizenship, the country of
destination and the objective of visit (business, tourism or private).

The customs officers may ask you to show your luggage to
them. Usually things for personal use and wear and also used items
and gifts are not liable to duty anywhere. If you are carrying much
currency you should also declare it. If you are carrying weapons
you need a permit. Although some items are liable to duty, if you
carry only a small amount of them, they are duty free.

Here is a partial list of prohibited articles (items): firearms,
drugs, objects of art, in some countries — meat product, fresh
fruit and vegetables. Canned food is OK.

Occasionally the customs officers may take some of your
things for a more detailed inspection but usually they return
them soon. After you are through with all customs formalities,
the customs inspector will put a label on each piece of luggage.

a) Tell if the sentences below are true (T) or false (F) accord-
ing to the text (2 points — 0.4 point for each correct answer).
1. While travelling around Ukraine you must go through
the customs.
2. Usually the customs officers check your passports and

visas.

3. You must show your luggage if the customs officer asks
you.

4. If you are carrying little currency you should also de-
clare it.
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5. After you are through with all customs formalities, the
customs inspector will put a label on each piece of luggage.

b) Answer the following questions to the text above (2
points — 0.4 point for each correct answer).

1. What must you do when you go through customs?

2. What does the customs officer usually do?

3. What must you fill in if you have things to declare?

4. What goods are prohibited?

5. What will the customs inspector put on each piece of lug-

gage after you are through with all customs formalities.

I1. Put 2 questions to the following sentences: the first one —
a general question, the second — a question to the underlined
word (4 points — 0.4 points for each correct answer).
1. This financial company includes people with special
knowledge, skills and experience in the field of finance.
2. The General Manager represents the company at the
meetings and conferences.
3. Communicating over the phone is an important part of
conducting business for many people.
4. The Advertising Manager is speaking over the phone
with the customers now.
5. The Sales Manager made a mistake in the conversation
with the clients.

III. Complete the text with the words from the table
(4 points — 0.4 points for each correct answer)

Accept, applications, interview, job advertising, recruit, selected,
resumes, offered, permanent job, internet

Esther Garcia graduated from university with a degree in
telecommunications. But finding her first job was very hard.
She searched the 1 in the newspapers and on the
2 . She made lots of 3 to different companies.
She also sent her 4 to all the big telecommunications com-
panies. But most companies didn’t even invite her for 5 .
It seemed that they only wanted to 6 people with job
experience. After several months, a finance company in Madrid
7 Esther a place on a three-month graduate trainee
scheme. At the end of the three months, Esther was the only person
out of the ten trainees to be 8 fora9 . Of
course, Esther was very happy to 10
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IV. Choose the correct word A, B or C that best completes
each sentence (4 points — 0.4 points for each correct answer).

1. Today many people make all their travel arrangements
.... phone

a) over b ) by c) at

2. Travelling by plane is the fastest way and it is helpful if
you are short of ...

a) money b) time c¢) luck

3. Before you have a business trip you should prepare all
business ... necessary for your meeting with a foreign partner.

a) documents b) cards c¢) information

4. If you travel abroad you must take with you .....to show
it to the customs officer.

a) computer b) foreign passport c) photo

5. The customs officials ask you to fill ... the customs dec-
laration form.

a) on b) in c) for
6. ..... supervises and controls the company's employees.
a) The General Manager b) Sales Manager

c¢) Financial Journalist.

7. The person who sells famous paintings which cost mil-
lions of dollars, famous houses, antique furniture is called an ....

a) Accountant b) Auctioneer c¢) Advertising

b) Manager.

8. To work in a prestigious international firm as an accoun-
tant you need ...

a) millions of dollars b) foreign currency

c) great experience and knowledge.

9. If somebody is speaking over the phone, you can say that
the line is ...

a) engaged, b) free, c¢) personal.
10. If you finish the telephone conversation you must ...
a) hold on b) hang up ¢) get through.

V. Open the brackets using the proper grammar tense
(4 points — 0.4 for each correct answer).
1. The Institute (to train) specialists in management, fi-
nance and international economics.
2. There (to be) many honoured teachers: professors, doc-
tors of sciences, associate professors, senior lecturers in
the Institute.
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This educational establishment (to be) founded in 1945.
Marketing Manager (to manage) the marketing department.

He (to be) responsible for creative work and media plans.
Sales Representative (to conduct) talks with the custom-
ers last week.

The General Manager (to introduce) his employees to the
foreign partners now.

The Economic journalist (to report) the news tomorrow.
The Sales Representative (to communicate) with the cus-
tomers over the phone now.

10. The General Manager (to make) audits in his company
yesterday.

S vk

=
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Total score 20

MODULE 11
Test 1

I. Placing in a job. Read the text:

Most companies are looking for people with senior manage-
ment potential. In their view, MBA graduates have an above-
average chance of fulfilling this need, but they are careful not
to raise expectations too high. They also want people who can be
effective quite rapidly. Many MBA students who want to change
career direction can therefore have difficulties in the short term,
whatever their long-term potential. An engineer trying to move
over to finance may be successful, but may be restricted to a job
as a financial analyst specializing in the engineering sector.

Employers’ recruitment operations are becoming much more
short term in response to fast-changing markets and technolo-
gies. Companies often look for specific mixes of skills, and the
mix can change rapidly. In the mid-1990s, for example, there
was a strong demand for German-speaking MBA graduates be-
cause companies wanted to introduce a more international cul-
ture and to expand into east European countries, where German
is widely spoken. This was followed by a demand for graduates
able to work effectively in the fast-growing markets of China
and the Pacific Rim, where candidates needed residence qualifi-
cations as well as the appropriate languages.

Such rapid change has led to some problems connected with
what employers want. Companies detect a general desire for skills
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as well as knowledge, and a wish to hire for a specific job rather
than a long-term career. All employers are facing a change and
recruitment policies have to reflect the need for flexibility.
1. Are the following sentences true or false? (2 p. — 0.4
points for each correct answer).
1. Companies think that MBA graduates have little chance
of becoming senior managers.

2. Employers want new employees to do a good job quickly.

3. An engineer may be restricted to a job as a financial ana-
lyst.

4. In the mid-1990s employers needed staff who could speak
German.

5. Employers want to hire employees for a long-term career

rather than a particular job.

2. Answer the following questions to the text above.
(2 p. — 0.4 points for each correct answer).
Who are most companies looking for?
Why did companies want to have German-speaking staff?
Where did companies need residence qualifications as
well as the appropriate languages?
4. Are all employers facing a change?
5. What do recruitment policies have to reflect?

W DN =

I1. Our Environment. Write the verbs in the correct form:
(4 points- 0.4 p. for each correct answer).

1. The highest emitters of carbon dioxide (be) the
United States and China. 2. Europeans (struggle) now
to find the best way to get high-pollutant cars off the streets.
3. Car sales in Germany (drop) this year. 4. A successful
project with cars in Italy (serve) as a model for other
countries. 5. The car industry (not need) subsidies last
year. 6. The German government (approve) a law this
year to adjust the annual vehicle tax according to a new car’s
CO2 emission rate. 7. Last month the buyers of new low-emis-
sions cars (benefit) the most. 8. German auto club
(support) the vehicle tax reform now. 9. CO2-based vehicle tax

(come) soon. 10 .0Old cars (take) off the market .

III. Business correspondence. Complete the textwith the

following words and phrases: we also believe / I'm writing to
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tell /| we look forward | regards / queries / we would like to /
please consider / we would also like / we think / send an e-mail:
(4 points — 0.4 points for each correct answer).
Dear George, (1) you that (2)
offer you the job of Export Manager to Mexico. (3)
you are the right person for this job because you already have expe-
rience as Export Manager to North America. (4)
your success in the US and Canada can be continued in Mexico.

Finally, (5) you to take intensive language train-
ing in Spanish. (6) our offer and write back to us
by the end of the week.

If you have any (7) please call us or
(8) . (9) to hearing from you.

Best (10)

IV. Writing a CV for a job. Put 2 questions to the following sen-
tences: the first one — a general question, the second — a question to
the underlined word (4 points — 0.4 points for each correct answer).

1. You need to fill out the application form or to write an

effective CV for the job.

2. We dressed smartly for the interview.

3. Body language plays an essential role during the inter-

view.

4. A good interviewer knows how to ask good questions to

find out about people.

5. It will be easier to conduct an interview if you control

your nerves.

V. Modern Information Technology. Choose the correct

word A, B or C that best completes each sentence (4 points —
0.4 points for each correct answer).

1. Modern Information Technology .... our life convenient
nowadays.

a) make b ) makes ¢) made

2. With modern technologies our life ..... easier than before.

a) are becoming b ) become ¢) has become

3. We ....only dream about such means of communication
50 years ago.

a) will be able b) can ¢) could

4. Working with Internet we know what .... on the other side
of the world now.
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a) is going b)goes c) go

5. My computer skills would become better if I ....more.

a) trains b) train c¢) trained

6. I ....how to deal with computers before I found a new job.
a) Have learnt b) had learnt c¢) learnt

7. Due to the Internet I ....many useful things recently.

a) have known b) know ¢) knew

8. He will use a computer if he ....to check his e-mails and
chat with his friends.

a) wants b) want c¢) wanted

9. They .... up a new project and a computer presentation
before the conference started.

a) have made b) make ¢) had made

10. He ... with the computer when we arrived.

a) works b) was working ¢) is working

Total score 20

Test 2.

1. Business and Environment. Open the brackets using the
proper tense (4 points — 0.4 p. for each correct)

Social change 1. (to be) when the people in the community
adjust their attitudes to the way they live. Businesses will need
to adjust their products to meet these changes, e.g. taking sugar
out of children’s drinks, because parents 2. (to feel) their chil-
dren are having too much sugar in their diets.

The businesses also 3. (to need) to be aware of their social
responsibilities. These are the way they 4. (to act) towards the
different parts of society that they come into contact with.

Legislation 5. (to cover) a number of the areas of responsi-
bility that a business 6. (to have) with its customers, employees
and other businesses.

It is also important 7. (to consider) the effects a business
can have on the local community. These are known as the social
benefits and social costs.

A social benefit is where a business action 8. (to lead) to benefits
above and beyond the direct benefits to the business and/or cus-
tomer. For example, the building of an attractive new factory 9. (to
provide) employment opportunities to the local community.

Pressure groups also 10. (to discourage) social costs in some
years.
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2. New technologies. Open the brackets using the proper
tense. (4 points — 0.4 p. for each correct)
The history of Internet (to begin) in the USA in 1969.
It (to base) in Oxford Street in 2000.
This technology (to be) called packet switching these days.
Every family in the USA (to have) a computer.
E-mail (to make) our life more interesting.
My sister (to buy) a computer two years ago.
I (to be going) to send him e- mail messages tomorrow.
You can (to make) shopping and banking on the Internet.
She (invent) a new Internet program for coving infor-
mation next tear.
10. I (not to be able) to buy this mini-computer.

3. E-mail. Read and translate the text:

Electronic mail is a mean of sending and receiving messages
— internally, nationally, or internationally.

Subscribers to e-mail need a terminal, such as a personal
computer, a telephone line and a modem, which is a device for
converting signals to text. Messages appear on the receiver’s
computer screen.

E-mail users can also have an access to a mailbox, from which
they can call from anywhere in the world and retrieve messages.
They receive a mailbox number and a password for confidential
use. Messages can be printed out and kept for reference.

In comparison with telex, e-mail is relatively low in cost and
does not require a trained operator. It is also fast, relatively
reliable, and messages can be sent or picked up anywhere in the
world, and stored in the mailbox until they are retrieved.

This can be particularly advantageous for users who are
communicating across international time zones.

LN ok o=

a) Answer the following questions to the text above:
(2 points — 0.4 points for each correct answer)
Is electronic mail a mean of sending and receiving mes-
sages?
Who needs a terminal?
What do the e-mail users receive?
Is an e-mail comparatively low in cost?
Can messages be stored in the mailbox until they are
retrieved?

-

OU ks W N

318



Samples of Module Testing

b) Are these statements true or false according to the text?
(2 points — 0.4 points for each correct answer)
1. Electronic mail is a mean of just sending messages.
2. Messages appear on the receiver’s computer screen.
3. E-mail users can't have an access to a mailbox
4. E-mail requires a trained operator.
5. E-mail is fast and relatively reliable.
4. Resume. Make these sentences (a) interrogative, (b)
negative (4 points — 0.4 p. for each correct answer).
Resume has to begin with personal details.
2. Resume is a summary of your career history.
3. A useful resume should include both your experiences
and key skills.
4. A resume must be professionally written.
5. Resume helped me to attract attention of my future em-
ployer.
5. Placing in a job. Complete the sentences with the follow-
ing words (4 points — 0.4 p. for each correct)

interview  opinion experience personal interviewer
employees applying application form selling
prosperous
1. Most or our have been with the company since
we started last year.
2. I must fill out the for that job at FinanceCo
3. I'm afraid we need someone for this job with much more
4. You can dress for the smartly.
5. Think about questions which the might ask you.
6. People who are for a job need to mail three
documents.
7. Your information is needed each time you look
for a job.
8. Your employers would be interested to know
about your education
9. Looking for a job means yourself.

10. If you think positively about yourself, other people will
be of the same .
Total score 20
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KEYS
Samples of Module Testing
Module I

Test 1.

1.1.T,2.T,3.F,4. T, 5. F.

II. 1. Gift-giving in Australia, Canada, the USA and Europe
is informal and not always expected. 2. No, they do not. 3. The
Chinese word for “clock” is similar to the word for “death”. 4.
European people prefer flowers, chocolates or wine when visit-
ing their house. 5. Be prepared to pay for excess baggage if you
go for the big pack.

III1. 1. Invest, 2. Introduce, 3. Respond, 4. Ignore, 5. Admit,
6. Avoid, 7. Impolite, 8. Distracts, 9. Meeting, 10. Improve.

IV.1. A, 2. A,3.B,4.B,5.C,6.A,7.C,8.B,9. A, 10. C.

V. 1. Work, 2. Met, 3. Resigned, 4. will sell, 5. is spending,
6. Is, 7. Have, 8. Set, 9. Give, 10. has

Module I. Test 2.

I.a)F. 2. T,3. T, 4. F, 5. T.

b) 1. When you go through customs, you must show your
passport and visa.

2. The customs officers check your passports and visas if
they are required.

3. If you have anything to declare, then you must fill in the
declaration form.

4. Here is a partial list of prohibited articles (items): fire-
arms, drugs, objects of art, in some countries — meat product,
fresh fruit and vegetables.

5. After you are through with all customs formalities, the
customs inspector will put a label on each piece of luggage.

II. 1. Does this financial company include people with special
knowledge, skills and experience in the field of finance?

Whom does this financial company include?

2. Does the General Manager represent the company at the
meetings and conferences?

Who represents the company at the meetings and conferences?

3. Is communicating over the phone is an important part of
conducting business for many people?

What is an important part of conducting business for many
people?
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4. Is the Advertising Manager speaking over the phone with
the customers now?

When is the Advertising Manager speaking over the phone
with the customers

5. Did the Sales Manager make a mistake in the conversa-
tion with the clients?

What did the Sales Manager make?

III. 1. job advertising, 2. Internet, 3. resumes, 4. applica-
tions, 5. interview, 6. recruit, 7. offered, 8. selected, 9. perma-
nent job, 10. accept.

IV.1.A,2.B,3.A,4.B,5.B,6.A,7.B,8.C, 9. A, 10. B.

V. 1. trains, 2. are, 3. was, 4. manages, 5. is, 6. conducted,
7. is introducing, 8. will report, 9. is communicating, 10. made.

Module IT

Test 1

I.a)1.F2.T3.T4.T5. F

b) 1. Most companies are looking for people with senior man-
agement potential.

2. In the mid-1990s there was a strong demand for German-
speaking MBA graduates because companies wanted to introduce
a more international culture and to expand into east European
countries, where German is widely spoken.

3. In the fast-growing markets of China and the Pacific Rim
candidates needed residence qualifications as well as the appro-
priate languages.

4. Yes, all employers are facing a change.

5. Recruitment policies have to reflect the need for flexibility.

II. 1. are 2. are struggling 3. have dropped 4. serves 5. did
not need 6. has approved 7. benefited 8. is supporting 9. is com-
ing/will come 10 .are taken

III. 1. I’m writing to tell 2. we would like to 3. we think
4. we also believe 5. we would also like 6. please consider 7. que-
ries 8. send an emai 9. we look forward 10. regards

IV. 1. Do you need to fill out the application form? What do
you need to fill out?

2. Did you dress...? Why did you dress...?

3. Does body language play....? When does body language play....?

4. Does a good interviewer know...? What does a good inter-
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viewer know?

5. Will it be easier to conduct an interview? What will it be
easier to conduct?

V. 1. b) makes 2. ¢) has become 3. c) could 4. a) is going
5. ¢) trained 6. b) had learnt 7. a) have known 8. b) wants 9.
¢) had made 10. b) was working

Module II. Test 2

I. 1. is 2. feel 3. needs 4. act 5. covers 6. has 7. to consider
8. leads 9. provides 10. will discourage

II. 1. began 2. is based 3. is 4. has 5. makes 6. bought 7. am
going to 8. make 9. will invent 10. am not able to

II1. a) 1. Yes, it is.

2. Subscribers to e-mail need a terminal.

3. They receive a mailbox number and a password for confi-
dential use.

4. Yes, it is.

5. Yes, they can.

b)1. F2.T3.F4.F5. T

IV. 1. Resume does not have to begin with personal details.

Does resume have to begin with personal details?

2. Resume isn't a summary of your career history.

Is Resume a summary of your career history?

3. A useful resume shouldn’t include both your experiences
and key skills.

Should a useful resume include both your experiences and
key skills?

4. A resume mustn't be professionally written.

Must a resume be professionally written?

5. Resume did not help me to attract attention of my future
employer.

Did resume help me to attract attention of my future employer?

V. 1. Employees 2. Application form 3. Experience 4. In-
terview 5. Interviewer 6. Applying 7. Personal 8. Prosperous
9. Selling 10. Opinion
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TABLE OF IRREGULAR VERBS

Infinitive Past Simple Pa'sr.f Verb in Ukrainian
Participle
arise arose arisen 3’ ABAATUCS
be was/were been oyTu
bear bore born HECTH, HAPOIKYBATH
beat beat beaten oUTH
become became become CTAHOBUTHUCS
begin began begun HOUYMHATHU
bend bent bent THYTHU
bet bet bet ouTtuca ob 3axJaz
bind bound bound 3B’sI3yBaTH
bite bit bitten KyCaTucs
bleed bled bled KPOBOTOUYUTH
blow blew blown OyTH
break broke broken gamatu(cs)
breed bred bred BHXOBYBATHU
bring brought brought IPUHOCUTHU
build built built oynyBatu
burn burnt burnt ropiTH, mMaJauTU
buy bought bought KyIyBaTu
cast cast cast KUJATH
catch caught caught JIOBUTHU, CXOILIIOBATHI
choose chose chosen BUOUMpaTH
come came come OPUXOIUTH
cost cost cost KOIIITYBaTH
cut cut cut pisaTu
dig dug dug PUTH, KOIATH
deal dealt dealt yRJIafiaTit yrony,
MATH CIIPABY 3 ...
do did done pobuTn
draw drew drawn TATHYTH, MAJIOBATHU
dream dreamed/ dreamed/ MpisTH
dreamt dreamt
drink drank drunk OUTH
drive drove driven BecTH (MaIIHHY)
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eat ate eaten ictm

fall fell fallen magaTi

feed fed fed rofyBaTu

feel felt felt BiguyBaTu

fight fought fought 0opoTHCS

find found found 3HAXOAUTH

flee fled fled 0irTu, TikaTu

fly flew flown JitTaTtu

forbid forbade forbidden 3200POHATU

forecast forecast forecast IPOPOXyBaT,
MPOrHO3YBaTHU

forget forgot forgotten 3abyBaTu

forgive forgave forgiven OPOIATH

foresee foresaw foreseen nepenbavaTu

foretell foretold foretold nepeaBimaTu

forsake forsook forsaken S3aJINIIATH, KUIATH

freeze froze frozen 3aMOPOKYBaATHU

get got got OTPUMYBATU

give gave given JaBaTu

go went gone XOOUTH

grow grew grown BUPOIIYBATH

hang hung hung Bimaru

have had had MaTu

hear heard heard CIAyXaTHu

hide hid hidden XO0BaTHU

hit hit hit yAapATH

hold held held 30epiraTu, BOJOIiTH

hurt hurt hurt VIIKOIUTU

keep kept kept TPUMATU, MATHA

kneel knelt knelt cTaBaTH Ha KOJIiHA

knit knit knit B’si3aTH

know knew known 3HATH

lay laid laid KJIACTHU

lead led led BECTHU

leap leapt leapt cTpubaTu

learn learnt learnt BUUTUCS

leave left left HOKUATH

lend lent lent O3UYATHU

let let let JO3BOJISITHU

lie lay lain JIeKATH

light lit lit OCBiTJIIOBATH

lose lost lost BTPaYaTH, MPOrPaTH

make made made pobuTu
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mean meant meant o3HayaTu

meet met met 3ycTpiuatu

mislead misled misled BBOAUTH B OMaHY

overcome overcame overcome JIOJIATY TEPEoHU

pay paid paid IJIATUTHU

put put put KJIaCTH

read read read YUTATHU

ride rode ridden ixaTu

ring rang rung JA3BOHUTU

rise rose risen migifimarucsa

run ran run birtu;

say said said TOBOPUTHU

see saw seen baunTu

seek sought sought MIyKaTu

sell sold sold poJaBaTu

send sent sent HOCHJIATH

set set set CTaBUTH, KJIACTH

shake shook shaken TPSCTH

shine shone shone cBiTHTH

shoot shot shot cTpiasaTu

show showed shown IOKAa3yBaTHU

shrink shrank shrunk 3MEHIITyBaTH

shut shut shut 3aKpuBaTHU

sing sang sung ciBaTu

sink sank sunk TOHYTH

sit sat sat CUIiTH

sleep slept slept craTu

smell smelt smelt BiguyBaTH 3amax

speak spoke spoken PO3MOBJISITH

speed sped sped IPUCKOPIOBATA
BUMOBJIATH CJIOBO IIO

spell spelt spelt GyKBax
BUTpPaAvYaTH;

spend spent spent poBoxHTH (4ac)

spill spilt spilt PO3JIMBATHU

spit spat spat ILJIIOBATU

spoil spoilt spoilt ICYBATH

spread spread spread HOIINPIOBATH

spring sprang sprung cTpudaTu

stand stood stood CTOSITH

steal stole stolen KpacTu

stick stuck stuck YKOJIIOBATHU

sting stung stung JKaJUTH
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stink stank stunk cMepaiTu
strike struck struck yIapATH
swear swore sworn KJISCTHUCS
sweep swept swept nigmiTaTu
swim swam swum JIaBaTu
swing swung swung KauaTu

take took taken 6paTtu

teach taught taught HaBYATHU

tear tore torn pBaTu

tell told told posnoBizaTu
think thought thought MipKyBaTHu
throw threw thrown KULATH
understand understood understood posymitu
wake woke woken TPOKUIATUCA
wear wore worn HOCUTHU OJAT
weep wept wept ILJIaKaTu

win won won BUT'DaBaTHU
wind wound wound 3aBOJUTH TOOUHHUK
write wrote written nucaTu

Table of English Tenses
The Active Voice (a person does the action)

Tense Moment Formation Examples
You swim in the
The Present 1, you, we, river.
The Simple Simple they +V Dp y?’u swim in the
Tense (every river?
. day, often, . You don’t swim in
(regular action) ; He, she, it .
sometimes, 4V 4s the river.
usually) He goes. Does he
go? He doesn’t go.
You played tennis.
The Past Did you play
Simple tennis?
(yesterday, You didn't play
the day V2 (-ed) tennis.
before You swam in the
yesterday, in river. Did you
1995) swim? You didn’t
swim.
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T?e Future You will play tennis.
Simple (to- ,

r " Will you play
OTTOW, MEXT | \wrill+V1 tennis?
swmmer, You won't play
next Friday, tennis
in 2052) ’
The Future
Simple in | Would + v1 | | thousht Twould

the Past (to-
morrow, next
summer,
next Friday,
in 2052)

(verb of the
main clause
is in the

Past Simple)

play tennis. Did I
think I would play
tennis? I didn't
think I would play
tennis.

The Continu-
ous Tense (con-
tinued action)

The Present

You are working.

But! To love, Continuous . .
. . Am, is, are | Are you working?
like, see, hear, (now, at this .
+Verb+ing You are not
feel, want, moment, at .
know, believe present ) working.
— the Simple
Tenses
The Past
Continuous
(at 5 p.m. You were working.
yesterday, Was, were + | Were you working?
from (3 Verb+ing You were not
oclock) to (5 working.
o’clock) yes-
terday)
The Future
Continuous You will be
(at 5 p.m. working.
tomorrow, Will + be + | Will you be
from Verb+ing working?
3 o’clock to You will not be
5 o’clock to- working.
morrow )
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The Future
Continuous
in the Past
(at 5 p.m.
tomorrow)

Would + be
+ Verb +
ing

(verb of the
main clause
is in the
Past Simple)

I thought I would
be working. Did 1
think I would be
working? 1 didn"t
think I would be
working.

The Present
Perfect (al-

Past Simple)

ready, ever,
The Perfect never, yet, You have worked.
Tenses just, recent- Has, have + | Have you worked?
(completed ly, lately, V3 You have not
action) since, for, worked.
this week,
this month,
today )
When I came
The Past home, my mother
Perfect hqd washed all
(by 2 p.m. Had + V3 dishes. Had my
yesterday ) mother washed...?
My mother kad not
washed.....
The Future f:elrvliﬁsh%l;jlfllalzz(lj)e
Perfect Will + have playe d‘ tennis?
(by 2 p.m. + V3 I will not have
tomorrow ) .
played tennis.
Would + I thought I woulc?
The Future have +V3 have played tennis.
Perfect in Did I think I would
(verb of the .
the Past main clause have played tennis?
(by 2 p.m. is in the I didn't think I
tomorrow) would have played

tennis.
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The Present

The Perfect Perfect
Continuous Continuous He has been living.
Has, have ..
Tenses (for 5 years, Has he been living?
. + been +
(completed all my life, . He has not been
. . V+ing ..
continued since last living.
action) year, before,
after)
e
To love, like, Perfect g
. hour, when the
see, hear, feel, Continuous
want. know (accent on Had + been | students came.
7 ’ . + V+ing Had he been
believe — the the action) .
working ....7? He
Perfect Tenses | (for 5 years,
had not been
when) ,
working.....
By the next time I
The Future see you I will have
Perf(?ct Will + have been st'udyl{lg at
Continuous the university.
+ been + .
(by 5 p.m., Vitin Will 1 have been
by the next g studying...? 1 will
time) not have been
studying...
I thought by the
The Future Would + next time I see you
Perfect have + been | I would have been
Continuous + Ving studying at the
in the Past (verb of the | university. Did I
(by 5 p.m., main clause | think by the next
by the next is in the time....? I didn't
time) Past Simple) | think by the next

time.....
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FREQUENTLY USED BUSINESS ABBREVIATIONS

A

AA — Advertising Association (pekmamua acoriaiis)

ADP — Automatic data processing (aBromaTuuse 06po0IeHHSA
JTaHUX)

A.G.M. — Annual General Meeting (piune siOpanHs akKIiio-
HepiB)

AOB - any other business (pisHe Ha TOPAAKY AEHHOMY)

APR — Annual Percentage Rate (mjopiuna BizcoTKoBa cTaBka)

AR — Annual Revenue (piunuii moxinm)

AT - appropriate technology (BiamoBimua TexHoJIOTis)

ATM - Automatic Teller Machine (6ankomar)

aae — according to age and experience (3rigHO 3 BiKOM Ta
ITOoCBimoM)

a/c — account (paxXyHOK)

ad — advertisement (pexsama)

a.f. — as follows (ak 3asHaueHo gaJi)

agt — agreement (3roza)

a.i. — ad interim (TumMuacoBo)

a.k.a — also known as (TaxkoK Bigomuii AK)

a.m. — above mentioned (Buiieo3HaueHmii)

amt — amount (cyma)

ans — answer (Bigmosinn)

a.o. — and others (ra immri)

at — (@ yMOoBHA O3HAYKA B €JIEKTPOHHUX aIpecax = «IecuK /
PaBJIUK »

a.q. — any quantity (axach KiJTbKicTh)

asap — as soon as possible (axomora pawuiiire)

attn — attention (yBara)

ayc — at your convenience (mjia BaImoi 3py4HOCT)

B
BBA - Bachelor of Business Administration (6axanxasp
YIIPaBJIiHHSA)
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B2C — Business-to-Consumer (Bif miImprue MEUIITBA IO CIOKIBAYA)
B2E — Business-to-Employee (Biz migmpreMHUIITBA 10 IPAITiBHUKA)
Br. — branch (ranxyss)

BTW - by the way (mix iHIIIIM)

Bus — business (capasa)

C
Co — company (xKoMIIaHis)
Corp — corporation (Kopmopairis)
CC — cash credit (xpeauT roTisxoio)
CEC — Common European Currency (eauHa eBpoIielicbKa Baai0Ta)
CEO - Chief Executive Officer (reHepajibHUII IUPEKTOP
(kommanii); KepiBuUK mignpuemcTBa; IIpesumeHT)
CIA - cash in advance (mepezmoimaTa roTiBKow)
CIF - Cost, Insurance, Freight (BapricTs, cTpaxyBaHus i (ppaxT)
COD - cash on delivery (omyiaTa mpu BpydYeHHi)
CONT - container (KoHTeliHep)
CV — Curriculum Vitae (6iorpadiuna moBigka; aHKeTHi mami)
C2C - Consumer-to-Consumer (Biz cro:kuBaua g0 CIIOKHBaUA)
c.a. — current account (moTouHUI PaXyHOK)
ce — copies to (komii 710)
c.i. — certificate of insurance (moBigKa mpo cTpaxyBaHHS)
c/o — care of (muya iHIIOI JFOAMHM)
cp — compare (mmopiBHANTE)
ctte — committee (komireT)
D
DCs — documentary credits (mokymenTanapHi rapanTii)
Dept — department (Bigmin)
DS — Directing Staff (kepyrouuii mepcomaJ)
E
EC - European Community (€BpormeiichbKe CIIiBTOBapUCTBO)
EEC — European Economic Community (€Bpormeiicbke eKOHO-
MiuHe CIITiBTOBapHMCTBO)
EFTA - European Free Trade Association (€spomeiichbka
acoriaria BiabHOI TOPTiBIIi)
EU - European Union (€Bponeiicbkuii Coio3s)
Enc (Encl) — enclosure line (BxJageHHs B 3MicT KOHBeEpTa;
IOOATOK)
e.g. — for example (from Latin “exempli gratia”) (mampukianm)
est — estimated (uepenbauysanmit)
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F

FAQ - frequently asked questions (3anurammsa, aAki uacTo
3a1al0THC)

Four Ps — Product, place, promotion, price (wvotupu craamo-
BUX MapKeTHHTAa)

FR — fixed price (dikcoBana 1ima)

foll — following (HacTymHMIL)

fyi — for your information (misa Baroi o6isHamocTi)

G
GDP - Gross Domestic Product (BasoBuii BHyTpiIliHiiT IPOIYKT)
GM - General Manager (reHepaJbHUI MeHeI:Kep)
GNP - Gross National Product (BasioBuii HaliOHAJILHUH IIPOAYKT)
GO — General Office (romoBuuii ogic)
GST - Goods and Services Tax (mmomaTok Ha TOBapu Ta IIOCJTYTH)
Gvt — Government (ypsan)

H
HP - Hire purchase (kymiBas-mpofask Ha BUILJIATY)
I
IBM - International Business Machines Corporation

(aMepuKamcbKa eJeKTPOHHA KOpIopallis, Haibianinuii cBiToBUit
BUPOOHUK yCiX BUAIiB KOMII'IOTEPiB i MPOrpaMHOTO 3a0e3IMeUeHHA)

ICC — International Chamber of Commerce (MixxHapomua
TOPTOBEJIbHA IIaJIaTa)

IMF - International Monetary Fund (MisxkHapomgHuii BaJIfoT-
HU HOHI)

I0U - I owe you (6oproBe 3000B’ A3aHHS)

IT — Information Technology (aBromaTnsoBaHi TexXHO0JIOriI)

Inc — Incorporated (sapeeTpoBaumuili K KOPIIOPAILis)

i.e. — in other words (from Latin word “id est”) (To6T0)

J
Jr — MoJomImnii

L
L/Cs — Letters of credit (axpemuTus)
Ltd — Limited Liability Company (axitionHepHe TOBapHUCTBO 3
00MeKeHOI0 BiIIOBiZaIbLHICTIO)
M
M — member (ueH, IpeICcTaBHUK, IIapTHEP)
MBA — Master of Business Administration (maricTp ympaBiizHs)
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MD - Managing Director (reHepanbHUII TUPEKTOD)
MESS — message (IOBigoMJIeHHS)
MU — monetary unit (rporrosa oguHUIIA)

N
N — netto (uucra Bara)
N/A - not applicable (He mpugaTHM’ii)
NB — Nota Bene (3Bepuu yBary Ha)
NGO —non-government organization (HeypsmoBa opramisairis)
NI - national income (HamioHaJbHUI TIPUOYTOK)
NP — national product (mamionaabHUiT TPOTYKT)

0

O/A - open account (BigKpuTHII PAXYHOK)

OECD - organization for economic cooperation and develop-
ment (opramisaiisgs eKOHOMIiYHOTO CIIiBPOOiTHUIITBA)

Orgn — organization (oprauisamisa)

o/h — overhead (maxigagui BUTpaTi)

P
PC — 1) paid cash (cmaueno rotiBkoio);
2) personal computer (mepcoHaJILHUN KOMII I0TEP)

Ph.D — Doctor of Philosophy (zokTop ¢imocodii)

PIN - personal identification number (mepconanpHHuiT KO
KOpuCTyBaua)

PL - profit and loss (paxyHoK npuOyTKiB i 30UTKiB)

PO - purchase order letter (mmchbmoBuiII Hakas Ha KYIIiBJIIO
TOBapPY)

P2P — producer-to-producer (Big BUPOOHMKA 4O BUPOOHMKA)

PR — Public Relations (3B’s3Ku 3 rpoMaiCcbKiCcTIO)

PS — public sale (ayxiion)

PS - postscript (mogaTkoBa iHdopMmaIris)

pa — per annum (IopivHO)

pem — per calendar month (3a xanenmapHUii MicaIb)

ple — a public limited company (Bizxpure akrIioHepHe
TOBAPHCTBO 3 OOMEKeHOI0 BiAMOBiJaIbHICTIO)

pls — please (0yznpb acka)

pp — per pro (put before the name if someone else signs a
letter instead of this person) (3a gopyueHusaM)

pt — part-time (HemoBHUII pobouuit AEHD)

pw — per week (3a THKIEHB)
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R
RE - real estate (mepyxomicTh)
Re — regarding (in e-mails) (cTocoBuO)
R@D - Research and Development (mayxoBo-mocmimmi i
JOCJIiTHO-KOHCTPYKTOPChKi poOOTH)
RQST - request (3amur)
S
Sec — secretary (cexperap)
SHPT - shipment (BiznpaBka ToBapis)
S/N — shipping note (BaHTaXHi TOKyMeHTH)
T
TM - trademark (TopriBesbHa MapKa)
TP - total profit (moBua Buroma)
TU — Trade Union (mpodciminka)
TX — thanks (gsaxy:o)
t — time (gac)
t@d — time and date (uac i cTpok)
U
UNESCO — United Nations Educational, Scientific, and Cul-
tural Organization (Oprauisamia OOH 3 nutadb ocBiTH, HAYKH i
KYJbTYpH)
UNO - United Nations Organization (Opranisaria O6’egunanux
Harriit)
A%
VAT - Value Added Tax (momaTok Ha JoJaHy BapTiCTh)
VIP — Very Important Person (mgy:xe BasKJinBa mepcoHa)
VP — Vice President (Bime-npesument)
vge — very good condition (xy:xe mobopuii cram)
viz — namely (a came)

w
WTO - World Trade Organization (BcecBiTusa TopriBesbHa
opraHisarris)
w/0 — without (6e3)
Y

Y - year (pik)
YO — yearly output (mmopiunuit 06car BUpOOGHUIITBA)
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Written patterns of business communication

WRITTEN PATTERNS
OF BUSINESS CORRESPONDENCE

1. We have received your letter of...

Mu oTpumaJiu Ball JIUCT Bif..

2. We thank you for your letter of

Mu BasAYHI BaM 3a Balll JUCT Bif ...

3. In reply (in response) to your
letter of

¥ BiamoBigL Ha BaIll JHUCT ...

4. We are pleased to inform you
that

Mu pani moBimomuTu; Bac, 1o

5. We are sorry to have to
remind you that

Hawm gy:ke He3spyuHO, OJHAK MU
IOBUMHHI HaragaTu BaM, IO

6. We offer apologies for the
delay in answering your letter

Mu nmpomuMo BuOaUeHHS 3a
3aTPUMKY BiAmoBimi Ha Balll JIKUCT

7. We are sorry we are unable
to meet your request

Ham mkoga, 1o Mu He MOYKEMO
BUKOHaTu Bar samut /

IPOXaHHA
8. Further to our letter of = Ha momatox mo Hamoro Jjmucra
In addition to our letter of Big ...

9. You are no doubt aware that

Bu, 6e3 cymHiBYy, 3HaeTe, II10

10. Please note that

Byabs jacka, 3BepHITH yBary, Imo

11. We express confidence that

Mu BHCJIOBJIIOEMO BIIEBHEHICTH, IO

12. We find (consider) it
necessary to note...

Mu BBaskaemMo 3a HeoOXimHe
BiI3HAUUTH ...

13. Apart from the above (said)

Kpim BuIIIE cKazaHoro

14. In this connection

Y 11p0MYy 3B’SI3KY

15. In connection with your
request

VY 3B’A3KYy 3 BaIINM IPOXAHHAM

16. We wish to draw your
attention to the fact that

Mu xoTisin 6 3BepHYTH BaIry
yBary Ha Te, IO

17. As to your request
(your claim)

IITo cTocyeThcsa BAIIOTO 3aIIUTY
(Bamioi mperensii)

18. The matter is/ the point is

CmpaBa B TOMY, IIIO

19. Under the circumstances

3a 1ux obCTaBUH

20. In case of delay in delivery

¥ pasi saTpuMKU HOCTaBKU

(in payment) (B omwnari)
. Mu # goci He oTpumMan
21. So far we have received no reply | . Ao P
BigmoBiai

22. We can not accept your
point of view for the
following reasons

Mu He MOKeMO MIPUNHATU BAIITy
TOUKY 30pY 3 HACTYIHUX IPUUNH

23. In case of your refusal

Y Bumagky BaIoi BiIMOBU

24. In case of your failure
to make payment

Y BUNAAKY HEMOKJIMBOCTI
OILJIATH
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25. To avoid delay in

1106 YHUKHYTH 3aTPUMKHU B

26. You state in your letter that

Bu BkasyeTe y CBOEMY JIMCTi, 110

27. Further you write

Haji Bu numure

28. Your early reply will be
appreciated

Mu 6ymeMo BAAYHI 3a IMIBUAKY
BiIOBiIEL

29. Please inform us at your
earliest convenience

ITpocumo moBimomMuTu HaM,
AKOMOTAa IIBUAIIIE
(B HAIOMMIKUOMY MaiibyTHHOMY)

30. On receipt of the letter
please send your confirmation

OTrpumasIiy JUCT, OYAL JaKa,
HAOIIJIITE CBOE MiATBEepAKEHHST

31. We would like to assure you

Mu xorinu 0 3aIeBHUTH Bac

32. We wish to maintain
cooperation with you

Mu xorinu 6 migTpumyBaTu
CHIiBIpAIll0 3 BAMU

33. We are expecting your
representatives to arrive
for the talks

Mu ouirkyemo Bamux
IpeACTaBHUKIB Ha mepeMOBUHAX

34. We are looking forward
to your consent (approval,
confirmation)

Mu 3 HeTepHiHHAM YEeKaeMO
BaIoi srogu (CxBaJIeHHS,
TiATBEP I KEeHHST)

35. At the same time we would
like to remind you that

Y Toit e yac Mu xXoTiau 0
HaragaTu BaM, IO

36. In accordance with the
contract enclosed

BignmosigHo mo ykaameHOTO
JIOTOBODPY

37. We would welcome
the opportunity

Mu 6yzemo pami MOMKJINBOCTI

38. We are having difficulty in

Y Hac € TpPyAHOIII B

39. We have to admit that

Mu nmoBuHHI BM3HATH, IO

40. Yours faithfully/ Faithfully
yours
Your truly/ Truly yours
Yours sincerely/ Sincerely
yours

3 moearoio / IIlupo Bain
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